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This paper discusses records management
findings from performance audits conducted by
the Office of the Auditor General (OAG) at;
Ministry of Trade and Industry (MTI), Kgatleng
Land Board (KLB), Gaborone City Council (GCC),
Independent Electoral Commission (IEC) and the
Public Procurement and Asset Disposal Board
(PPADB).
The audit covered the financial years 2003/2004
-2007/2008. Of particular interest are the
lamentations expressed by the Office of Auditor
General (OAG) over poor records management
practices at the selected institutions.









(OAG)
conducts
performance
audits
in
accordance with the provisions of the Finance
and Audit Act of 1997.
Constitutional appointment – section 124(2) and
(3) of the Constitution
Auditor General (AG) examines the economic,
efficient or effective use of public resources
The aim of these audits is to improve the public
sector administration and accountability.

The public sector’s ability to deliver efficient and
effective services depends upon accurate, up-todate records that can be readily accessed when
needed, Victorian Government (2008).
 The management of public records is an integral part
of the effective administration and governance of
public sector agencies and facilitates
-sound decision-making
-efficient and effective customer services
-management of business information and resources
-meeting
legal,
evidential
and
accountability
requirements
-document significant events and preserve historically
and culturally important events








Record keeping is a fundamental activity of public
administration and without records there would be no
rule of law and no accountability, World Bank (2000).
Glynn and Murphy (1996) define accountability as the
process through which a person, or group of people, can
be held to account for their conduct. Accountability is
difficult to ascertain where records are inadequate.

A brief review of literature unearths poor accountability
of public resources on one hand and poor records
management practices in Ghana, Jamaica and Sierra
Leone.





In Ghana’s GA-West Municipal Assembly (GWMA),
a performance audit report of 2011 on the
collection of property rates observed that GWMA
could not prepare and maintain complete records
on property rates.
AG expressed unhappiness that the effect of not
keeping records such as the property rate
register, the nominal roll of rate payers and
defaulters made it difficult to identify defaulters,
make correct estimates of revenue from property
rate and to collect all property rate arrears.







In Sierra Leone, a performance audit (2009) on the
inspection and supervision of secondary schools revealed
that school inspection reports were not available and
those that were available were inadequate.
The existence of such reports at central and district level
could not be verified either
A performance audit report (2011) of the Ministry of
Health’s Management of the Supply of Prescription Drugs
unearthed poor records management practices that
resulted in overstocking and shortages of prescription
drugs in the hospitals.





The public pharmacy computerized management system
was not used for the management of prescription drugs.
The absence of internal control systems for drug
distribution prompted the Auditor General to describe
the record keeping at hospitals’ pharmacies as either
inadequate or non-existent.









GCC is one of 28 Local Authorities established by the
Township Act of 1955.
Its mandate is the provision, operation and maintenance
of all basic services (including roads) and infrastructure.
The performance audit on maintenance of Gaborone City
Council roads was a reaction to a public outcry due to
poor service delivery
The objective of the audit was to ascertain whether GCC
carried out its road’s maintenance economically,
efficiently and effectively.









Audit revealed that, the quality of record keeping was
inadequate in that data and information were not filed
accordingly.
Records for weekly maintenance activities, monthly
reports, quarterly and annual records were available but
inadequate for the years under review.
GCC failed to provide auditors with complete and
accurate records.
The auditors asserted that inefficiency in record keeping
could hamper management’s decision making concerning
planning and budgeting for road maintenance activities.











Kgatleng Land Board (KLB) is an autonomous institution
established by the Tribal Land Act (TLA) of 1968.
Its primary role is to allocate land for residential,
commercial and industrial purposes.
It handles all common law allocations while the
Subordinate Land Boards deal with customary allocations.
The motivation to carry out the performance audit at KLB
was mainly to assess the economic, effective and efficient
use of resources in land management.
The performance audit at KLB found poor records
management practices in the form of poor records
storage , poor filing systems and incomplete and
fragmented information.

Poor Filing Systems





KLB did not have any information management system in
place for managing its records.
Files were kept haphazardly.
Information kept in files was not systematically arranged
and in many instances it was missing. For instance,
minutes of some full Board meetings, which were the
only record of Board resolutions on various issues, had
some pages missing with no account of their
whereabouts.

Poor Storage of Records






KLB records were not adequately stored as most of them
were found in the file cabinet along the office passage.
Such records were not safe more so that movement in
and out of the offices was not controlled.
Therefore, information could easily get stolen,
misplaced or be lost hence making it difficult to make
informed decisions.

Incomplete and Fragmented Information








Weekly meetings were not recorded. The meetings
attempted to review the section’s intended objectives and
its achievements.
Some land disputes and consultations were not recorded
contrary to the requirements of the Land Board
Administration Procedures Manual (LBAPM) of 1997.
As the meetings were not minuted the auditors, could not
comment on whether intended goals were achieved.
Records were filed in the wrong files, contrary to LBAPM
(1997) which clearly states that correct filing should be
maintained at all times.







The Office of the Secretary to the Independent Electoral
commission (IEC) is established by section 65A of the
Constitution of Botswana.
It’s responsible for preparing and conducting elections in
Botswana as well as conducting and coordinating civic
voter education.
The main objective of OAG performance audit at IEC was
to establish whether IEC had efficiently and effectively
implemented the strategies it had devised for intensifying
civic and voter education.






Poor filing system
The audit found a poor filing system for filing records.
Botswana National Archives and Records Services Records
Management Procedures Manual (2009) encourages the
development and implementation of approved
file
classification schemes by Government Ministries and
Departments.
OAG felt that lack of a standard and proper filing system
causes inefficiency in the performance of the daily
operations which may lead to management making
decision based on incomplete information.

Incomplete and Missing Information








The auditors discovered lack of proper documentation
by Senior Election Officers (SEOs).
SEOs had minimal time for filing documents and some
correspondence sent to HQ was not filed.
It was easy to retrieve files, it was difficult to make follow
up on issues as some of the information was missing
from the files.
The absence of some information in the files made it
difficult for an objective conclusion to be drawn on the
performance of the IEC.

Good Storage of Records!






All was not bad at the IEC as there were some good
records management practices.
The audit found that filing cabinets were used efficiently
to store the files and it was easy to retrieve the files.
OAG congratulated the IEC for such a positive aspect in
the management of organizational records.







PPADB is a statutory body established by Parliament
through the Public Procurement and Asset Disposal Act of
2001.
Its mandate is to manage the procurement and disposal
system of Government in an efficient and prudent
manner for the achievement of the country’s socioeconomic objectives.
The objective of the performance audit at PPADB was to
determine whether PPADB and procuring and disposing
entities carried out procurement activities in an
economic, efficient and effective manner.





The audit at PPADB found poor maintenance of
procurement records for the stipulated period of 7 years
in line with Public Procurement and Asset Disposal
Regulations 18 of 2006.
Information on procurement proceedings for the year
2007/2008 was inadequate in almost all the PEs audited.





Evaluation reports, letters of award, contract documents
and correspondences were absent from procurement
files.
The auditors opined that the inadequacy of procurement
records resulting from their poor maintenance made it
difficult to confirm that there was transparency and
accountability for procurement decisions made during
various procurement processes.





(MTI)’s mandate is to provide an enabling environment
for growing the economy, creating wealth through
investment, industrialization, economic diversification
and trade.
The objective of the audit at MTI was to assess whether
MTI discharged its intended theme objectives as captured
in its five key result areas of the Ministry’s Strategic Plan
2001 – 2009. The theme audited for the National
Development plan 9 was ‘Towards Realization of Vision
2016: Sustainable and Diversified Development through
Competitiveness in Global Markets.”







Performance review reports and files indicated that
activities undertaken were not documented to reflect
human resources deployed, budget allocation, activity
commencement dates and activity progression levels.
The Ministry also did not maintain proper records of its
proceedings
especially
regulatory
framework
proceedings.
This made it difficult for the audit to forecast the extent
of effectiveness of achieving strategic objectives and
economic utilization of resources.

In order to improve the management of records, the
following are the recommendations of the OAG;
 Development and implementation of functional file
classification scheme
 Access to records storage areas should be controlled so
as to secure the records.
 Records
should
be
created
when
performing
organizational business.
 PPADB should liaise with Accounting Officers in PEs to
develop monitoring controls to ensure that procurement
records are properly maintained.







It is recommended that Records Management Policies be
developed and implemented.
Records Retention Schedules be developed and
implemented so as to help control the accumulation of
records.
General awareness raising on the importance of records
management by records personnel is recommended.







Conducting performance audits in Botswana has been a
source of lamentations for the Auditor General.
As a result of inadequate records, performance audit
objectives are difficult to achieve.
Since auditing relies on availability of records, their
absence makes it difficult to give an opinion on whether
there is economy, efficiency and effectiveness in the use
of public resources.



Thank you for listening

