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1.0 Introduction 

The following is a report on the operations of the Caribbean New Media Group for 2011. This is 

in accordance with Section 66D of the Constitution of the Republic of Trinidad and Tobago, 

which states that an Annual Administrative Report, on the exercise and function of the 

organization in the previous year, describing procedures followed, criteria and policies adopted, 

is to be submitted to the President before July 1st of each year and to be laid in Parliament for 

examination and review by the Joint Select Committee. 

The Caribbean New Media Group (CNMG) was formally launched in mid-2007 and is a State-run 

media company charged with the responsibility of providing broadcast, production and 

transmission services for audiences within Trinidad and Tobago and the wider Caribbean. 

CNMG currently owns and operates a broadcast media facility comprising three radio stations 

on the FM frequency - Sweet 100.1, Next 99.1 and Talk City 91.1, as well as CTV, its flagship 

television station. The broadcast facilities are reputed to be among the most technologically 

advanced of its kind in the Caribbean region. 
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Vision  

To be the preferred broadcaster in the Caribbean 

 

 

Mission  

To inform, educate and entertain audiences with credible, balanced and innovative 

programming through good governance, dynamic leadership, advanced technology and 

empowered and knowledgeable staff 
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Core Values  

EXCELLENCE 

The highest standards will be set and pursued in all areas of our operations. 

MUTUAL RESPECT 

At all times we will demonstrate respect for the views of our advertisers, viewers, 

listeners, peers, subordinates and superiors. 

INNOVATION 

New ideas, creativity and innovation will be encouraged, recognized and nurtured 

throughout the organization. 

 

HONESTY and INTEGRITY 

Absolute honesty will govern our relationships with all our stakeholders. 

 

CUSTOMER ORIENTATION 

Responsiveness to the needs and satisfaction of our internal and external customers will 

be our top priority. 

PROFESSIONALISM 

All our behaviors will be conducted in a professional manner including manner of dress, 

conduct, regard for deadlines, planning skills. 

TEAMWORK 

Building teamwork and a culture of cooperation will be encouraged at all levels 

throughout the organization. 

SAFETY 

We will strive at all times to adhere to the highest safety standards. 
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Strategic Objectives  

 To leverage CNMG’s status as a State enterprise to attract more advertising and 

sponsorship revenue from the Government sector. 

 To implement a marketing thrust geared toward improved brand awareness and 

increased competitiveness of the respective products. 

 To rebuild the credibility of the C Television and C News brand from the perception that 

the products are compromised by Government influence. 

 To review of expenditure to bring the cost of sales in line with the revenue expectations. 

 To review of various aspects of the Human Resource portfolio and development of an 

action plan for the attention of the Board of Directors. 

 To implement policy and procedures to recover outstanding aged receivables and 

contain the collection period to 90 days. 

 To finalize the transfer of assets from NBN to CNMG. 

 To commercialize transmitter sites at Cumberland Hill and Hospedales. 

 Management of talent and organization of work effort to make the company more 

efficient, skilled, competent and responsive to change. 

 To develop strategies to diversify the revenue base. 
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2.0 ORGANIZATIONAL STRUCTURE 

 
Corporate Structure  

 

The Caribbean New Media Group comprises eight (8) departments. 
 
 

Department Function 
 

Board of Directors Sets policy to guide the organization 
 

Chief Executive Office 
 
 

Manages the organization, reporting to the Board of Directors 
and Line Ministry 

Corporate Secretary Supports the Board of Directors  
 

Engineering/IT Maintenance of all internal systems for live transmission and 
external transmitter sites 
Manages the IT component of  broadcast systems and 
computerization needs of the organization 

Human Resources Supports the staffing requirements of the organization; 
administers incentive and training initiatives and manages 
industrial relations areas 

Finance Management of budgets/expenditure of the organization; 
prepares all required financial reports as required by Board of 
Directors and Line Ministry 

News Production of the news content for circulation via new media, 
radio and television avenues  

Production & Operations Provides technical skills for the operations of all studios and 
outside broadcast programmes and earning revenue through 
the provision of commercial production services 

Radio  Programming Development of content and implementation of same for the 
three radio brands  

TV Programming Development of content and implementation of same for the 
CTV 

Sales Selling of airtime , programming content , production services 
and new media portals 
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Services and Products 

Sale of airtime on the three radio frequencies, television station and new media portals; 

 Sweet 100.1 FM 

 Next  91.1 FM 

 Talk City 91.1 FM 

 CTV Chanel’s 9 &13  

 

CNMG Commercial Production 

CNMG possesses one of the most state of the art and equipped video and audio production 

facilities in the Western Hemisphere and provides the following services: 

 

 Live Outside Broadcast capability (Radio and TV)  

 Full Production from OB Unit 

 Technical services by skilled production team 

 TV and radio commercial production services 

 Video and radio commercial production services 

 Rental of Caribbean’s largest indoor studio  

 Full graphics production, animated pop up logos services. 

 

Pricing  

Pricing is predicated on two principles – the maximization of existing revenues and potential 

revenues and the implementation of competitive pricing. The competitors' prices have been 

used as a benchmark for the CNMG product pricing structure. The CNMG price is below the 
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brand competitors.  The price is derived by the collection of competitor pricing information. The 

methods utilized are as follow: 

 Volume discounts- offered to clients booking within contracted periods utilized for “B” 

and “C” accounts; 

 Cumulative Volume discount- a discount that increases as the cumulative quantity 

increases utilized for “Key or A” accounts; 

 Promotional discount- the short term rate sale to stimulate new business. 

 

Levels of Authority 

The Management team at the Caribbean New Media Group is headed by the Chief Executive 

Officer, who reports to the Board of Directors. As a State enterprise, CNMG currently falls 

under the purview of the Ministry of Communications.    

 The Board of Directors meets at least once per month with the Chief Executive Officer. 

 Meetings of the Audit Committee are scheduled quarterly. 

 External Audit functions are administered by Maharaj Mohammed & Company. 

 Executive Management meets at least once per week. 

 

Financial Authority limits are set for each layer of management as detailed hereunder: 

 CEO and Finance Manager limit of $250,000. 

 Accountant limit of $100,000. 

 All cheques must have any 2 signatories. 

 

In terms of expenditure exceeding $250,000.00, the Tender’s Committee reviews and 

recommends and then send to the Board of Directors for approval. 
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3.0  PERFORMANCE ACHIEVEMENTS 

Performance Achievements  

1. The 2011 YTD sales closed at $32,020.00 which was comparative to the 2010 

achievement. However the 2010 revenues included $3,195,000.00 earned directly from 

the General and Local Government Elections of that year. If the election sums were 

removed, the 2011 revenues reflect 3% growth. 

2. CNMG recorded a profit for the first time in its history for coverage of Carnival, earning 

$1,950,765.08, with a profit of $1,415,855.38. 

3. Focused approach to marketing the company’s state of the art production facilities 

yielded $2,656,175.00 which was 8% more that the budgeted sum. 

4. CTV continued to innovate its programming with the introduction of a daily interactive 

game show in December, which boosted new media revenues, earning $40,000 in a 

three week period. Bid Low and Win Big have proven to be highly popular and is 

projected to remain a staple on the programme schedule for the foreseeable future. 

5. Sweet 100.1FM’s continued success with its Christmas programming was the highlight of 

radio’s activities. In December, the station earned $1,070,458.00 which represented a 

landmark for the State media. This resulted from a combination of a quality product with 

audience appeal and aggressive sales and marketing. Sweet 100.1FM is now appreciated 

nationally as Trinidad and Tobago’s adult contemporary Christmas radio station. The 

station’s fourth quarter earnings has consistently shown growth over the last three 

years, earning in 2011 the sum of $2,150,607.00, in 2010 the sum of $1,244,000.00and in 

2009 the sum of $1,046,370.00. 

6. Sweet 100.1FM staged two successful free public concerts, The Gathering VI and Carols 

at Sunset which attracted large, supportive crowds. The Gathering VIisa charity collection 

and distribution of hampers initiative which garnered (196) hampers and (47) bags of 
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toys. The distribution was made to needy individuals, families and charitable 

organizations in both Trinidad and Tobago. 

7. A First Up Individual of the Year was also initiated by the morning television show. There 

were several nominees by members of the public. The short listing of ten (10) finalists 

and naming of the winner was done on the basis of viewer responses. First Citizen’s Bank 

partnered with CNMG on this project. This exercise is planned to be undertaken annually 

as an integral aspect of CNMG’s corporate outreach. 

8. Repairs were completed to antennas at Cumberland Hill on the Northern Range and at 

French Fort Tobago, receiving microwave antenna. Transmission cables are being 

imported to activate the Tobago transmitters of Next 99.1FM and Sweet 100.1FM which 

on completion would significantly improve the reach of both stations in Tobago. 

9. The Board of Directors approved the implementation of a Compulsory Retirement Age 

Policy. The compulsory retirement age shall be the date the employee attains age 60. 

10. Work commenced on the implementation of a Performance Management System and 

Job Evaluation and Compensation Administration Plan with a completion date of June 

2012. 

11. 2011 was the first year in the life of CNMG that revenues were consistently earned from 

new media growing from $277,986.00 in 2010 to $1,505,596.00 in 2011. This was 

achieved through an earnest thrust to monetize this facility. 
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4.0  FINANCIAL OPERATIONS 

 

Budget Formulation 

The Caribbean New Media Group is funded via the sale of its airtime and advertising on its four 

frequencies. The Company also receives an annual subvention from its line ministry. 

CNMG’s Finance Department is charged with the responsibility of effectively managing the 

organization’s financial and accounting operations.  

 During the last quarter of the calendar year, budgets are prepared by the Finance 

Department with inputs from all other departments. 

 Departmental inputs are in accordance with the business plans, goals and objectives for 

the year ahead. Before plans are submitted to the Board of Directors, further 

discussions are held between the Finance Manager and Departmental Managers and as 

necessary, adjustments are made.  

 The final budget is then prepared and presented to the Board of Directors for approval. 

CNMG meets with the line ministry to provide justification and as necessary, 

adjustments are made.  

Once completed, the Line Ministry will submit to the Ministry of Finance.   

 

Financial Statements 

The 2011 Financial Statements for CNMG can be viewed on pages 17-35. 
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5.0  HUMAN RESOURCE DEVELOPMENT PLAN 

Career Path Systems  

The Caribbean New Media Group seeks to develop its staff, both employees and freelancers, by 

actively engaging in cross departmental training opportunities, exposing technical staff to both 

audio and video opportunities.   

 A policy is in place for provision of an acting allowance where staff is asked to assume 

responsibilities in an area above their substantive position. 

 There is no formal policy on promotion. However the Performance Appraisal System 

makes provision for recommendations in this area. 

 Internship at Caribbean New Media Group is a method of training which consists of an 

exchange of services for experience between students and the Company. The internship 

is usually in a temporary position and the intern is not paid for their services.  

 

Performance Measurement Tools 

The five Performance Management tools are as follows: 

 Overview of Company Performance Management System  

 Company Policy Objectives on Performance Management 

 Clear, concise guidelines of the Annual and Probationary Performance Appraisal process 

 Establishment of Key Performance Indicators for all categories of staff 

 Employee reward system 
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CNMG’s Performance Appraisal Process 

There are two components to the performance appraisal process as detailed hereunder: 

Annual Performance Appraisal 

At the beginning of the appraisal cycle, both the employee and supervisor will meet to review 

the employee’s job responsibilities and performance objectives for the review period. 

Throughout the review period the supervisor is encouraged to regularly assess employee’s 

progress toward meeting expectations and give feedback when appropriate. The performance 

appraisal form and the established Key Performance Indicators are used to prepare the written 

assessment of the employee’s performance.  

Probationary Performance Appraisal  

Formal evaluation of a new employee performance is required at the end of the second month 

of the probationary period. The probationary period can be either three (3) or six (6) months. 

The criteria on which new employees are rated are based on: 

(i) The performance of the key responsibilities of the job;  

(ii) The employee’s competencies to perform the job. 

 

 After the assessment, a final decision is made to confirm or release the employee.  

 

Performance Management Training 

All members of staff were trained in different phases and different levels in Performance 

Management. Managers were trained exclusively in the administering of  the Performance 

Appraisal system to their staff. Middle level staff and administrators were trained in the area 

of giving support to their Managers in the administration process and the general staff 

population was exposed to the process, the expectations when appraisals are administered; 

and the appeal process if he/she were not in agreement with their performance appraisal. 
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Recruitment and Selection Procedures 

 Caribbean New Media Group’s (CNMG) recruitment and selection process is designed to 

assist in hiring individuals based on their qualifications and experience to the specific 

job. All recruitment must be authorized by the Chief Executive Officer and/or Human 

Resources Manager and once approved; the position is advertised either internally or 

externally.  

 Employees become aware of an internal vacancy by receiving an electronic mail from 

the Human Resources Department of the said vacancy. Interested employees may apply 

for the vacant position by advising their Heads of Department (HOD) of their interest in 

the posted position and submitting an updated resume to the Human Resources 

Department.  

 The Human Resources Department, in consultation with the recruiting HOD prepares all 

employment advertisements and once approved, the Human Resources Department 

advertises the available position(s) externally through the Company’s website, the radio 

frequencies or the press.  

 The Human Resources Department sources appropriate resumes from the internal and 

external search. The applicants are short listed based on the job description and criteria 

for the job. The Human Resources Department together with the HOD interview the 

short listed candidates and select a suitable candidate to fill the position. 
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Categories of Employment 

Caribbean New Media Group (CNMG) has two (2) types of employment, employees on a Fixed 

Term Contract and employees on a Freelance Agreement.  

Fixed Term Contract 

 An employee who has a fixed term contract is one who is hired on the basis of a 

formal and written contractual agreement between CNMG and the individual. This 

contract is generally a three (3) year period with a 3-6 months probationary period 

depending on the nature of the job. 

 Upon successful completion of the probationary period, the employee is given a 

written notification confirming their position within the Company and is added onto 

the Company’s existing medical plan. The employee is eligible for fifteen (15) days’ 

vacation leave; ten (10) days study leave, and fourteen (14) days sick leave and three 

(3) days bereavement leave annually with pay on completion of one year continuous 

service.  

 The employee is guided by the key Company Policies.  

 

Freelance Contract 

 An employee on a Freelance Agreement is one who is hired to carry out a special 

assignment for a period of one (1) year. A freelancer is not entitled to any of the 

benefits as the employee on contract and is guided by the key Company Policies.  
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6.0 PROCUREMENT PROCEDURES 

Purchasing Procedures 

The Caribbean New Media Group has implemented procedures which govern the purchase of 

items by internal departments. 

Overview 

The purpose of the purchasing policy is to ensure that financial probity is assured by prescribing 

a range of appropriate methods for purchasing and procurement. The two main principles that 

are applied are:  

(i) The requirement for impartiality, transparency and fairness across all stages of the 

procurement process.  

(ii) The necessity for obtaining the best possible value for money through the 

implementation of a preferred supplier database.   

Scope 

As a consequence of adhering to this policy Caribbean New Media Group will ensure: 

 The best value for all purchases, in both cost and quality terms. 

 An efficient and effective purchasing process to demonstrate financial probity 

transparency and accountability to its relevant Stakeholders (both internal and 

external). 

 The highest corporate governance standards are maintained. 

 The ongoing monitoring and evaluation of performance via the procurement process. 
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Purchase Requisition Form 

Specification 

The Purchasing Department conducts purchase activities based on purchase requests 

submitted by department(s). 

 The specifications, quantity and delivery of equipment, devices and materials are 

determined by the department(s) that will be using the product(s) or materials. 

 All requests for goods and services to be procured must be accompanied by a 

completed signed requisition form. Forms must be signed off by the person making the 

requisition and approved by the Head of Department. 

 The form will then be sent to the Finance Manager and C.E.O for authorization.  

 The signed form will them be passed to the Purchasing Department for sourcing of 

goods and services. 

Selection of Companies for Submission 

The Purchasing Department selects companies from which estimates will be sought.  

 Suppliers are selected from the files of "Companies with Previously Established Business 

Relationships", "Companies from Which Estimates Can Be Requested" and "Products 

and Suppliers". 

 Selection is made by comprehensively evaluating such factors as the quality and 

performance of the equipment, device(s) or materials to be purchased, compatibility 

with existing facilities, degree of reliability, product requirements including safety, 

delivery time, and warranty, the scale of the order, after-sale service and the company's 

previous business record which would indicate financial stability.  

 As a rule, CNMG asks several companies to submit estimates. Each purchase order must 

have at least three quotes attached. 
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However, only one company may be specified for estimate submission in such special cases as 

those concerned with industrial property rights, those requiring maximum levels of safety that 

only one specific supplier can ensure, cases  where only one specific supplier can assure 

compatibility with existing facilities, or in case of urgency.  

Estimate Request 

As a rule, when requesting an estimate from a company that has been selected: 

 CNMG will set out a specification from listings. 

 CNMG’s requirements are detailed in respects of quality, performance standard, size, 

inspection and method of inspection.  

 The selected companies will be asked to submit cost estimates and specifications to 

CNMG prior to a specified date. 

Submission of Estimate 

Specification sheets submitted by potential suppliers at their own expense are checked by the 

Purchasing Department and the department(s) that will be using the product(s), in order to 

determine whether the required standards are met by the product(s). 

All products must pass this examination. During this process, CNMG may request additions or 

changes to the specifications. 

Negotiation 

After valid cost estimates and specifications have been comprehensively evaluated in respect of 

price, technical requirements, the following process takes place: 

 CNMG will commence negotiation with the company, with the most attractive proposal, 

to discuss the amount of the contract and other terms and conditions.  
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 The selection of such a company shall be made by CNMG at its sole discretion. Contract 

terms and conditions will be decided upon mutual agreement. 

Contract Conclusion 

 The business will be established upon conclusion of a contract, in the form of a written 

document if necessary. The obligations and liabilities of CNMG arise only when such 

contract is concluded. 

Delivery and Inspection 

 Delivery dates specified in the contract must be strictly observed.  

 Precise details of the delivery schedule will be agreed between the supplier and the 

relevant department(s) of CNMG. Delivered equipment, device(s) or materials must pass 

inspections conducted by the relevant department(s) of CNMG.  

 When deemed significant, an interim inspection may be conducted during the 

manufacturing process. 

Payment 

 Payment will be made according to the payment terms specified in the contract. 

Return Policy 

If for any reason goods are received not adhering to the specification stated, goods are received 

in poor condition or not of an acceptable quality of standard, these must be returned to the 

supplier. The following activities are then undertaken: 

 The suppliers are notified via email or phone contact of problems encountered. 

 The supplier is asked to pick up the goods at a specified location.  

 The supplier upon receiving goods will issue a credit note.  
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 A goods return note is signed by both the supplier for having received the goods and 

the Procurement Officer having returned the goods.  

 The supplier gets a copy of the goods return form and the Procurement Officer 

keeps the original. 

Emergency Purchases 

Definition 

 Emergency purchases are those which are required to protect life and/or property, or to 

prevent substantial economic loss or the interruption of a vital service. 

Utilization 

 Emergency procedures may be utilized only to purchase the quantity of a good or 

service that is necessary to cover the emergency. Subsequent requirements shall be 

obtained using normal purchasing procedures. 

Emergency Procedure 

 Departments are urged to call the Chief Executive Officer and the Finance Manager 

immediately when an emergency arises. Procurement Services require the departments 

to submit written justification describing the nature of the emergency. 

Note:  If an emergency occurs during other than business hours and procurement action is 

taken, the department should notify Procurement Services the next day with all documents, 

such as invoices, delivery note etc. 
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Service Contract 

The following services fall within the Services Contract: 

 Repairing and Servicing lease/rental cars (part of the rental agreement). 

 Repairing and Servicing Air Conditioning Units in CNMG Building. (Request for Quotation 

is sent out). The provider who submits a quote reflecting value for money is awarded 

the job. 

 Repairing and Servicing Machinery and Equipment, Furniture and Fixtures. Minor 

Furniture and Fixture minor repairs are done by our in-house maintenance staff. 

 Repairing and Servicing Building and Grounds - must be approved by Management. 

(Request for Quotation is sent out). The provider who submits a quotation reflecting 

value for money is awarded the job. 

 Repairing and Servicing Information Processing Computer Systems and Data 

Communications Equipment. This type of service is analyzed by our Engineering and IT 

Department. Recommendations are made and approved by the Finance Manager and 

C.E.O and forwarded to Procurement Desk for sourcing. 
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Tenders Process 

CNMG is guided by the Ministry of Finance’s State Enterprises Performance Monitoring 

Manual and by the Company’s Policy on Purchasing 

(Section VI- 6.1 – 6.25 -The Award Process) 

 

Functions of the Tenders Committee 

 

The Tenders Committee/Chief Executive Officer/Designate shall, in accordance with the levels 

of authority, invite and consider Tenders for the supply of goods or services or works to be 

undertaken which are necessary for carrying out the objectives of (the State Agency) and shall 

make decisions or recommendations on the acceptance or rejection of such Tenders. 

 

The Tenders Committee/Chief Executive Officer/Designate shall not for the purpose of giving 

them authority to act, subdivide the quantity of goods or services or works to be undertaken in 

positions which fall within their respective financial limits. 

 

The Committee shall: 

 

(i) Act for the State Agency in inviting and considering offers and tenders for the supply 

of goods or services or works to be undertaken of all kinds necessary for carrying out 

the functions of the State Agency. 

 

(ii) Make decisions on behalf of the State Agency on the acceptance or rejection of 

tenders.  

 

(iii) Make recommendations to the Board on the disposal of obsolete or unserviceable 

items. 
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(iv) Implement the policy and procedures on Tendering, Procurement and Contracting. 

 

(v) Ensure that procurement is geared to achieve the highest quality of goods, services 

and construction, commensurate with the objectives of the State Agency. 

 

(vi) Ensure accountability and transparency in all matters pertaining to tendering, 

procurement and contracting. 

 

(vii) Ensure the selection of all contractors and service providers is made on sound, 

transparent, fair and cost-effective bases. 
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7.0 REPORTING FUNCTIONS 

The internal and external reporting functions are detailed hereunder: 

Internal Reports  

Report Submitted to 
 

 
Managers Monthly Reports 

 
Chief Executive Officer 
 

 
Managers KPI Reports  

 
Chief Executive Officer 
 

 
Manager’s Quarterly  
Departmental Report 
 

 
Chief Executive Officer 
 

 
CEO’s Report  
 

 
Board of Directors 
 
 

 
Internal Audit Reports 
 
 

 
Board of Directors 
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External Reports (To Ministries, Parliament, President) 

Report Submitted to 
 

 
Annual Operating Budgets 

Line Ministry 
Ministry of Finance 
Parliament 
 

 
Strategic Plan 

Line Ministry 
Investment Division-Ministry of Finance and the 
Economy 
 

 
Subvention Request 

 
Line Ministry 
 

 
Monthly /Annual Performance Reports 

 
Line Ministry 
 

 
Annual Audited Financial Report 

Line Ministry 
Ministry of Finance 
 

 
Annual Administrative Report 

 
Line Ministry 
Parliament 
 

 
Monthly Board Meetings 

 
Line Ministry 
Ministry of Finance and the Economy 
 

Return of Award of Contracts Ministry of Finance and the Economy 
 
 

Monthly Cash Statement of Operations Line Ministry 
Ministry of Finance and the Economy 
 

 
Quarterly Returns Report 

 
Ministry of Finance and the Economy 
 

 
Internal Audit Reports 

 
Ministry of Finance and the Economy 
 

 


