
SERIKALI YA KATA YA KITUI

FEDHA, MIPANGO YA UCHUMI & USIMAMIZI WA MAPATO
Maono Yetu Dhamira Yetu Maadili Yetu

No. Huduma Wajibu/ Mahitaji Malipo Kawaida Idara/sehemu 
inayowajibika

Hati zinazounga mkono kama vile barua ya tuzo, barua ya kukubalika, makubaliano ya mkataba, LSO/LPO, ankara , 
noti ya mkopo, noti ya uwasilishaji, ripoti ya kamati ya kukubalika/ya ukaguzi, maelezo ya msambazaji (fomu iliyojazwa)

Malipo ya wasambazaji wetu

Malipo ya mishahara ya wafanyikazi

Fomu ya madai iliyosainiwa ipasavyo na kibali cha kutozwaUchakataji wa maombi ya kutozwa kodi

Uzalishaji wa ripoti za fedha

Kujenga Uwezo wa Mashirika ya Kaunti 
kuhusu masuala ya fedha

Maandalizi ya Karatasi ya Usimamizi wa Madeni

Usambazaji wa Miongozo ya Bajeti /Waraka

Maandalizi ya Mpango wa Maendeleo wa 
Mwaka (ADP)

 Karatasi ya Mikakati ya Kaunti ya Fedha (CFSP)

Mapitio ya Bajeti ya Kaunti na Karatasi 
ya Mtazamo (CBROP)

Mipango ya kazi ya kila mwaka ya Wizara imewasilishwa

Vipaumbele vipana kutoka kwa vyombo vya matumizi; bajeti ya awali; mawasilisho ya mashirika ya kaunti kulingana na miongozo; 

Vipaumbele vipana kutoka kwa vyombo vya matumizi; bajeti ya awali; mawasilisho ya mashirika ya kaunti 

Bajeti zilizobainishwa/PBB kutoka kwa vyombo vya matumizi (CFSP inayoongoza ugawaji ndio msingi wa makadirio ya kila mwaka)

kulingana na miongozo; mapitio ya matumizi ya maingizo ya matumizi

mapitio ya matumizi ya maingizo ya matumizi (yakichangiwa zaidi na matokeo ya matumizi ya mwaka uliomalizika hivi punde na 
miradi ya mtazamo)

Kwa mujibu wa Muswada wa Sheria ya Matumizi (Fikiria inapaswa kuwa kulingana na kalenda ya 

bajeti katika Sheria ya USM 2012)

Kupokea madeni na ahadi ambazo hazijalipwa kutoka kwa Mashirika yote ya Matumizi ya Kaunti

Kupokea ombi kutoka kwa Shirika la Kaunti

Shughuli za kifedha zilizochakatwa ipasavyo

Kupokea vocha za mishahara zilizoidhinishwa kutoka kwa Meneja wa mishahara kabla ya tarehe 20 kila mwezi

NIL

NIL

NIL

NIL

Ndani ya siku 10 za kazi

Wiki 1 kabla ya mahitaji ya kisheria

Ndani ya siku 15 za kazi baada ya 

Fedha kuhamishwa kwa benki husika
ifikapo tarehe 28 ya kila mwezi

kupokea hati Fedha

Fedha

Fedha

Fedha

NIL Kuendelea Fedha

NIL Kuendelea Mipango ya Kiuchumi

NIL Agosti 31 ya kila mwaka Mipango ya Kiuchumi

NIL Septemba 1 ya kila mwaka Mipango ya Kiuchumi

NIL Septemba 30 ya kila mwaka Mipango ya Kiuchumi

NIL Februari 28 Mipango ya Kiuchumi

NIL Aprili 30 ya kila mwaka Mipango ya Kiuchumi

NIL Juni 30 ya kila mwaka Mipango ya Kiuchumi

NIL Ndani ya siku 3 Mipango ya kiuchumi

NIL

NIL

Kwa mujibu wa Sheria 
ya Fedha iliyopo

Kwa mujibu wa Sheria 
ya Fedha iliyopo

Kwa mujibu wa Sheria 
ya Fedha iliyopo

Kwa mujibu wa Sheria 
ya Fedha iliyopo

Ratiba Ukaguzi

NIL

Kabla au siku ya 10 ya kila mwezi 
kwa Mwezi/Kipindi kilichopita

Ndani ya dakika 30

Ndani ya Dakika 10

Kuendelea Mapato

Mapato

Mapato

Ndani ya dakika 5 Mapato

Ndani ya siku 1 Mapato

Bure Ndani ya dakika 3 Mapato

Bure Ndani ya dakika 3

Ndani ya siku 1

Mapato

Nil Agosti 31 Ununuzi

Nil 14 Januari na 14 Julai Ununuzi

Nil Ndani ya siku 3 Ununuzi

Nil
Ndani ya siku 3 baada ya mchakato wa
ununuzi kukamilika Ununuzi

Bure Ndani ya siku 5 Mapato

Mapato

Kwa mujibu wa Ratiba 
ya Muswada wa Sheria 
ya Fedha iliyoidhinishwa

Ndani ya siku 1 Mapato

Kwa mujibu wa Sheria 
ya Fedha iliyopo Ndani ya siku Mapato

Bure Ndani ya siku 7 Mapato

Ukaguzi

Kwa mujibu wa Sheria ya 

Kulingana na ratiba ya bili 
ya fedha iliyoidhinishwa

Fedha iliyopo Mipango ya KiuchumiNakala laini - 10 min
Nakala ngumu - 30 min

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

Makadirio ya Mwaka/Bajeti Kulingana na Mpango (PBB)

Muswada wa Sheria ya Ugawaji Makadirio ya kila mwaka yaliyoidhinishwa

Toa mipango/nyaraka za maendeleo baada ya ombi la wateja (CIDP, KVSET, Mpango Mkakati n.k.)

15.

16.

Machapisho ya Mipango ya Maendeleo ya Kata

17.

Takwimu/ Data za Kaunti Zilizosasishwa

Huduma ya Ushauri

Maandalizi ya Ripoti za Ukaguzi

Ukusanyaji wa mapato Vitabu vya stakabadhi za uwajibikaji na vyeti

Kwa ombi la mtu aliyeidhinishwa kwa maandishi

Kwa ombi au Tukio la maendeleo mapya

Uzalishaji wa takwimu za kaunti juu ya ombi la wateja

18. Maandalizi ya taarifa za Mapato Kuzingatia mfumo wa kisheria

Fomu na viambatisho vilivyojazwa kikamilifu kama vile risiti za malipo

Notisi ya bili au mahitaji / tathmini ya biashara/ ankara

19. Utoaji na Upyaji wa kibali cha Mtu Mmoja

20. Malipo ya bili

21. Utoaji wa Mswada Nambari ya utambulisho wa biashara, Nambari ya njama, Hati nyingine yoyote inayohitajika

22. Utoaji wa taarifa ya mahitaji/ ankara Kiwanja/Nambari ya Biashara na jina, Hati/maelezo mengine yoyote yanayohitajika

23. Utoaji wa taarifa ya viwango vya mali Nambari ya njama na jina

24. Inasasisha maelezo ya njama na 
kusasisha katika mfumo

Nambari ya njama, Mkataba wa uhamisho, Hati zingine zinazohitajika kutoka kwa idara ya ardhi

26.

Tathmini ya biashara

Utafutaji wa hati / udhibitisho

Kuchukua hatua kwa wateja kulalamika juu ya 
maswala ya mapato

Nambari ya utambulisho wa biashara

Malalamiko ya mteja yaliyoandikwa

Anwani ya eneo la biashara/dodoso la SBP25.

27.

28. Utoaji wa Sheria ya Fedha/ Nyenzo Nyingine za habari Kwa ombi

29. Mpango Jumuishi wa Ununuzi Mahitaji ya Kisheria

Mahitaji ya KisheriaRipoti ya Miezi Sita kuhusu AGPO (Upatikanaji wa Fursa 
za Serikali) na wanawake, vijana na watu wenye ulemavu.

30.

Ombi lililoidhinishwa ipasavyo kutoka kwa Afisa Masuuli. Mtoa huduma lazima awe amehitimu

Ripoti ya Tathmini iliyotiwa saini ipasavyo, Maoni ya kitaaluma yaliyotiwa saini na kuidhinishwa ipasavyo Barua ya Tuzo

31. Utoaji wa Nukuu kwa Wasambazaji

Utoaji wa LPO/LSOs32.

Our service standards

How to make a complaint
Our customers will be attended to in a professional and courteous way. Calls will be answered at all times and emails will be responded to during official working hours of 8.00 Am-5.00 Pm.

Where it is possible, we will deal with complaints immediately. If you are not satisfied with our response, you shall raise your concerns formally in writing to:

• Kazi ya pamoja
• Uwajibikaji

• Utaalam
• Uadilifu

• Uwazi
• Haki na usawa
• Ufanisi na ufanisi

Kuwa Wizara ya Kaunti ambayo imeanzisha upangaji bora 
wa kiuchumi na usimamizi na udhibiti bora wa kifedha nchini
Kenya.

Kukuza na kuweka kitaasisi utamaduni wa mipango madhubuti
ya kiuchumi na usimamizi makini wa fedha kupitia upangaji,
uhamasishaji wa rasilimali na hatua za udhibiti ili kufikia matumizi
bora na yenye ufanisi ya rasilimali.

‘’Where Everyone Matters in Transforming Livelihoods Sustainably’’
Quality service if your right

County Executive Committee Member
P.O. Box 33-90200
Tel: 0722782747

Email: planning@kitui.go.ke/ finance@kitui.go.ke

Chief Officer, Finance
P.O. Box 33-90200
Tel: 0722961497 

Email: finance@kitui.go.ke

Chief Officer, Economic Planning & Budgeting
P.O. Box 33-90200
Tel: 0728601177

Email: planning@kitui.go.ke 



COUNTY GOVERNMENT OF KITUI

CITIZEN SERVICE DELIVERY CHARTER
FINANCE, ECONOMIC PLANNING & REVENUE MANAGEMENT

VISION MISSION CORE VALUES

No. Service(S) Rendered Client Obligation(S) / Requirement(S) Charges Standard
Responsible
department/section

Supporting documents such as letter of award, acceptance letter, contract agreement, LSO/LPO, invoices, credit note, 
delivery note, acceptance/inspection committee report, supplier details (filled form)

Payment of our suppliers 

Payment of staff salary

Payment of retirement benefits – this is not within Duly approved and signed clearance form

Duly signed claim form and imprest warrant

our mandate  as we have transferred the custody 
of pension dues to a custodian  (CPF, and Lapfund)  
Processing of imprest requests 

Production of financial reports
Release of funds to spending entities

Compliance with budgetary levels

Custodianship or Custody? of County Assets Updated Asset register from the all the County procuring Entities
Capacity Building of County Entities on 
financial matters  

Monitoring Financial Performance of 
County Entities
Preparation of the Debt Management Paper 
Preparation of a County Consolidated 
cash flow statement 

Dispatch of Budget Guidelines /Circular 

Preparation of Annual Development Plan (ADP) 

Preparation of Annual Development Plan (ADP) 

County Fiscal Strategy Paper (CFSP)

County Budget Review  and Outlook Paper (CBROP)

Ministerial annual work plans duly submitted

Broad priorities from spending entities; preliminary budget; county entities submissions as per guidelines; spending entries

Broad priorities from spending entities; preliminary budget; county entities submissions as per guidelines;

Itemized budgets/PBB from spending entities (CFSP which guides the allocations is the basis of the annual estimates)

spending entries expenditure review

 expenditure review (mostly informed by the expenditure outturn of the just ended year and projects the outlook) 

In accordance with Appropriation Bill (think should be as per the budget calendar in PFM Act 2012) 

Receipt of outstanding debts and commitments from all County Spending Entities

Receipt of Cash flow statements from each County spending Entity

Financial Information and records

Receipt of request from the County Entity 

Duly complied financial regulations, policies and laws 

Receipt of updated financial reports from the applicant
Duly processed financial transactions

Receipt of duly authorized salaries vouchers from the payroll Manager by 20th every month

NIL

NIL

NIL

NIL

NIL

Within 14 days

Within 10 working days

1 week before statutory requirement

Within 15 working days up on receipt

Funds transferred to the respective
banks by 28th of every month 

of payment vouchers Finance

Finance

Finance

Finance

Finance

NIL Within 5 days Finance

NIL Continuous Finance

NIL Continuous Finance

NIL Continuous Finance

NIL Continuous Finance

NIL Continuous Finance
NIL By 15th June each financial year

NIL 31st August of every year

Finance

Economic Planning

NIL 1st September of every year Economic Planning

NIL 30th September of every year Economic Planning

NIL 28th February Economic Planning

NIL 30th April of every year Economic Planning

NIL 30th June of every year Economic Planning

NIL Within 3 days Economic Planning

NIL

NIL

As  per  prevailing 
Finance Act

As  per  prevailing 
Finance Act

As  per  prevailing 
Finance Act

Routine Audit 

NIL Within 10 Minutes Audit 
NIL

Before or on 10th day of every month
for previous Month/Period

Within 30min

Within 10 Minutes

Continuous Revenue 

Revenue 

Revenue 

Within 5 minutes Revenue 

As  per  prevailing 
Finance Act Within 5 minutes Revenue 

Free Within 3 minutes Revenue 

Free Within 3 minutes

Within 1 day

Revenue 

Nil 31st August Procurement
Nil 14th January & 14th July Procurement

Nil 14th of every Month Procurement

Nil Within 3 days Procurement

Nil Within 3 days after the procurement
process is complete Procurement

Free Within 5 days Revenue 

Revenue 

As per  approved
Finance Bill  Schedule Within 1 day Revenue 

As  per  prevailing 
Finance Act Within day Revenue 

Free Within 7 days Revenue 

Audit 

As per the prevailing

As per Approved finance 
bill schedule 

 Finance Act Economic PlanningSoft copy – 10 min
Hard copy -  30 min

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

12.

13.

14.

15.

Annual Estimate/Program Based

Appropriation Bill Approved annual estimates

Issue development plans/documents upon request by clients (CIDP, KVSET, Strategic Plan etc.)

Budget (PBB)
16.

17.

County Development Planning Publications 18.

Updated County Statistics/ Data

Advisory Service

Development of an Audit Plan
Preparation of Audit Reports

Collection of revenue Accountable receipt books and certificates

On request by authorized person in writing

On request or Occurrence of new developments

On request by an authorized person in writing

Production of County statistics up on request by clients19.

20.

21.
22.

23.

Preparation of Revenue reports Compliance with legal framework

Dully filled forms and attachments such as payment receipts

Bill or demand notice / assessment of business/invoice 

24.

Issuance and Renewal  of Single  permit25.

Payment of a bill26.

Issuance of a Bill Business identity number, Plot number, Any other required document27.

Issuance of demand notice/invoice Plot/Business number and name, Any other required documents/information28.

Issuance of a statement for property rates Plot number and name29.

Capturing plot details and updating in the system Plot number , Transfer agreement, Other required documents from lands department30.

Assessment of a business

Search of documents/ Certification Business identity number

Physical address of the business/dully field questionnaire SBP30.

31.

SBP and revenue inspection Verification Written customer complaint32.

Issuance of Finance Act/Other information materials On request 33.

Consolidated Procurement Plan Statutory Requirement

Statutory Requirement

34.

Six Months Report on AGPO (Access to Government 
Opportunities) by women, youth & PWD35.

Monthly Report on All Contracts Awards Statutory Requirement

Duly approved Requisition from the Accounting officer. Supplier must be prequalified

Duly signed Evaluation Report.  Duly signed and approved professional Opinion.  Award Letter

36.

Issuance of Quotations to Suppliers36.

Issuance of LPOs/LSOs 37.

Our service standards

How to make a complaint
Our customers will be attended to in a professional and courteous way. Calls will be answered at all times and emails will be responded to during official working hours of 8.00 Am-5.00 Pm.

Where it is possible, we will deal with complaints immediately. If you are not satisfied with our response, you shall raise your concerns formally in writing to:

• Professionalism 
• Integrity

• Teamwork
• Accountability

• Transparency
• Fairness and equity
• Efficiency and effectiveness

To be a County Ministry that has institutionalized the 
soundest economic planning and most prudent financial
 management and control in Kenya.

To promote and institutionalize a culture of sound economic 
planning and prudent financial management through planning, 
resource mobilization and control measures to achieve effective
 and efficient resource utilization. 

‘’Where Everyone Matters in Transforming Livelihoods Sustainably’’
Quality service if your right

County Executive Committee Member
P.O. Box 33-90200
Tel: 0722782747

Email: planning@kitui.go.ke/ finance@kitui.go.ke

Chief Officer, Finance
P.O. Box 33-90200
Tel: 0722961497 

Email: finance@kitui.go.ke

Chief Officer, Economic Planning & Budgeting
P.O. Box 33-90200
Tel: 0728601177

Email: planning@kitui.go.ke 


