
Develop First Draft 
Strategic Plan and 

APP- Aug -Oct

Develop Final Draft 
Strategic Plan and 

APP – Nov -Jan

Develop Divisional 
Operational Plan – 

Jan to Mar

Organisational 
Performance 
Monitoring, 

Evaluation and 
Reporting

Previous year s performance, 
BU Manager and RGM s inputs, 

Market research insights

Board Lekgotla 
Sep/Oct

Implement plans 
April to March 

First Draft 
Strategic 

Plan and APP
Submit: 31 Oct

Final Draft 
Strategic

 Plan and APP
Submit: 30 January

Approved 
 Strategic 

Plan and APP
Tabling in Parliament:

March

Divisional Operational 
Plans

Quarterly Reports

Annual Reports

Outcome

Outcome 

Is input to

OutcomeOutcome

Outcome

High Level Planning and Reporting

Draft 
Divisional 

Operational 
Plans 

December

Outcome 

Monthly Reports

Input to 
First Draft Strat Plan & APP

Quarterly 
Business 
Reviews

Strategic Plan to 
be reviewed 
every 5years. APP 
to be updated 
annually 

Budget council 
session 

Exco/ Manco 
planning session



Develop First Draft Strategic Plan and APP Process

SAT BoardSAT EXCOSPEPMInsights and Analytics

P
h

as
e

Write up of Situational 
Analysis (external 

Environment) section of 
APP & SP

Submit to EXCO for review 

Review the First Draft 
Strategic Plan (if required) 

& APP

Yes

Incorporate input

Approved?

Submit for Board approval

Yes

Review the First Draft 
Strategic Plan (if required), 

APP

Approved?No

Yes

Submit to DT for review by 31 
Oct

Submit to NT upon request for ENE

Incorporate input

Provide input and 
return for review in 

line with the changes 
No

Desk-based development of 
1st draft  Annual 

Performance Plan - rollover 
of previous year's APP

Further refinement of 1st 
draft APP and  SP based on 
input from Board lekgotla 
and Exco/Manco sessions

Consider any legislative 
changes to the planning 

process & related 
requirements

Submit to ARCO for 
consideration

ARCO considers First Draft

Approved?No

Yes

Incorporate input

File the reports on G-
Drive

End 

Sept



    Develop Final Strategic Plan and APP Process

SAT Board DTSAT EXCOSPEPMInsights and AnalyticsFinance (CFO) 

P
h

as
e

Update situational 
analysis 

Final Strategic Plan (every 
five years or if the 

strategy changes), APP 
and budget

Engage BUs to revise 
and finalise applicable 
targets based on final 

budget allocation

Receive final MTEF 
allocation letter from 

NDT

Update budgets and 
expenditure tables in 

APP

Prepare budget 
allocation per BU

Update Strategic Plan & 
APP where applicable

Update KPIs & Targets as 
received from relevant 

BU s) 

Incorporate budget from 
Allocation Letter as 

received from Finance

Update Strategic Business 
Risks as received from GRC

Update Organisational 
Structure (Where 

Applicable) as received 
from HC

Update Technical Indicator 
Descriptions & High-level 

Consolidated KPIs as 
received from relevant BUs

Incorporate input from Exco 
& External Stakeholders 

Approved?

Submit to ARCO for 
recommendation to 

Board

No

Yes

Review the Final 
Strategic Plan, APP and 

budget

Approved?No

Yes

Submit to DT for Final 
approval by 30 January

Tabling in Parliament by 
Minister

Review the Final 
Strategic Plan, APP and 

budget

Approved?

Yes

Submit to DT for Minister 
approval by 30 January

No

Approved?

Yes

Submit to Board for 
approval

Submission to NT 
File the reports on G-

Drive

Start 
November

Start 
Nov

End 

 Exco & External 
Stakeholder inputs 
to Strat Plan and 
APP



Develop Divisional Operational Plan Process

SPEPM BUs Budget Cousil

P
h

as
e

Develop Division 
Operational Planning 

schedule

Work with BUs to 
develop first Draft

Handle all logistics

Develop a Divisional 
Operational Plan 

Template

Present the First Draft to 
Budget Council

Convene the sessions 

Update Divisional 
Operational Plans

Submit to SPEPM for 
final check

Approved?

Submit to CFO for 
approval

Incorporate Inputs 

Yes

No

 Receives CFO approval 
and submit to CEO for 

approval

File the reports on G-
Drive

End 

Start 
  Nov to Mar

Venue 
Facilitators



Develop Annual Operational Plan (AOP) and Divisional Operational Plans (DOPs) Process

SAT EXCOSPEPM Budget CouncilBUs

P
h

as
e

Convene Budget Council 
to consider AOP & DOPs

Convene MANCO to 
draft AOP & inform 

process of DOP 
development 

Exco reviews draft AOP

Convene BU Divisional 
Operational Planning 

sessions

Submit to SPEPM for 
final check

Approved?

Submit to CFO for 
approvalIncorporate Inputs 

Yes
No

 Receives CFO approval 
and submit to CEO for 

approval

Update AOP & Divisional 
Operational Plans

File the reports on G-
Drive

Start 
  Nov

End 

To prepare 
DOPs

To prepare AOP



Monthly Reporting Process

SAT EXCOSPEPM  M&E Workstream

P
h

as
e

Prepare BU monthly report 
to be uploaded on 

Monday.com

EXCO reviews and 
provides guidence 

Head: SPEPM reviews & 
submits to EXCO for 

discussion  

Communicate feedback to M&E Workstream
Yes

Preparation of Monthly 
Performance Dashboard

File the reports on G-
Drive

Request workstream 
members to upload 

monthly performance on 
Monday.com 

 One on one discussion 
to be held with SPEPM 

where required 



Quarterly Reporting Process

ARCOSAT EXCOSPEPM M&E Workstream Internal Audit BOARD

P
h

as
e

Submit C5 signed off performance  
results, reasons for variance & 

Plans to overcome under 
performance & POE

EXCO notes report and 
CEO approves report

Head: SPEPM reviews & submits to 
EXCO for noting, to CEO for 

approval and Internal Audit for 
review  

ARCO considers report 
for recommendation to 

Board

Submits Quarterly Reports to DT.  
(30th April, 30th July, 30th October 

& 30th January)

Yes

Approved?

Yes

Quarterly Finance Report 
from Finance 

Quarterly Compliance 
Report from Finance & 

GRC

Preparation of Quarterly 
Performance Report & 

verification of performance 
and POEs 

Quarterly Governance 
Report  from GRC

 Prepare Presentation to Portfolio 
Committee for CEO approval. 

Submit to DT

Approved? Revise BU report & or POENo

Yes

Raise Queries 
&/ Findings

Audit report & POE

Respond to queries and 
findings

Yes

Review & finalise and issue 
audit report

Consolidate financial and non 
financial performance report incl IA 
report for submission to secretariat 

Submit report to Board 
for approval

Amend report. Consolidate with 
tourism sector performance report. 

Submit to the secretariat  

Board Approves report

No

Upload Quarterly Reports to eQPRS.  
(30th April, 30th July, 30th October 

& 30th January)

File the reports on G-Drive

No

2 Days

5 Days

5 Days 
after 

submission 

3 Days
After end 
of Quarter

3 Days



Quarterly Business Review Process

BUs SPEPM Review Committee

P
h

as
e

Identify suitable 
dates to conduct the 

business reviews

Handle all logistics

Status of 
implementation on 

APP and DOP

Convene meeting

Market insights

Status of Budget

Emerging Risks and 
Challenges 

impacting BU

Status of projects

Document key 
decisions, minutes & 

matters arising

Prepare presentation 
and submit to SPEPM

Receive and analyse 
the presentations

Track progress on 
matters arising at 

monthly Exco 
meetings

Implement key 
decisions and matters 

arising and provide 
feedback to SPEPM

File the 
presentations on 

G-Drive

A month 
after every 

Quarter

 Draft Agenda
 Book Venue
 Send invitations 

& guidelines for 
presentations

 Budget Movement/ 
reallocation

 Review of delivery dates
 Solution to barriers



Annual Reporting Process

DT/AGSA/NTSAT EXCOSPEPM Corporate Communications ARCO / Board

P
h

as
e

Design & Propose AR themes 
to CEO for approval  

Head : SPEPM request EXCO 
for 1st draft Country/BU 

reports based on approved 
templates

Updates AR production 
schedule & AR template for 
presentation to Exco & M&E 

Workstream

Submits dummy copy to AGSA

Receive Annual Report

Considers 1st draft & provide 
feedback

Board
Approved?

ARCO reviews and 
recommends to Board

No

Submission of draft AR with: 
AFS, Performance Information 
Reports, Governance Reports 
& Statement of Responsibility 

to DT/AGSA & NT

Yes

AGSA begins audit 

AGSA provides a draft 
audit report 

Submission of adjustment to 
Corporate Comms

Produce dummy copy & obtain 
EXCO approval

Service Provider 
Incorporates Inputs

Reviews and approves the 
draft annual report

AGSA receive & review 
dummy copy

AGSA provide input 
and final audit report 

August

Produce final printers 
proof

Review and approve 
final printers proof

Tabling of Final Annual 
Report In Parliament by 

the Minister 
(September)

AGSA receive, review, 
provide input and 
approve final AR

Incorporate inputs and 
submit final AR to special 

Board Meeting for approval

Final stage copy editing 
and production

Review and approve 
final AR

Submission of final AR to 
Parliament, NT, DT and 

AGSA (30th Sep)
Receive final AR 

Corporate Governance Report, 
prepared by the Company 

Secretary,  Internal Audit & Risk 
and Compliance Officer

Annual Financial Statements & 
Statement of responsibility, 

prepared by Finance

Service Delivery Environment 
(Situational Analysis) Report, 

prepared by Insights and Analytics

HR Report, prepared by Head 
Human Capital

Annual Performance Information 
Report by OPPRS

Minister reviews and 
approve final AR

Exco submission of 1st draft 
Country/BU reports based on 
approved templates to SPEPM

Appoint service provider to 
write, edit, design and print 

AR

Receive, review and 
consolidate content for 1st 

draft AR & submit to 
corporate comms

Consider content to write, 
edit and produce 1st draft AR

Incorporate input

Prepare submission to ARCO

Incorporate input from ARCO 
and resubmit to ARCO

Raise Queries 
&/ Findings

Review & finalise and 
issue audit report

Liaise with BUs to draft 
management responses

Adjust the AR

Yes

No

Resolve 
finding?

No

Yes

ARCO reviews and 
recommends to Board

Prepare the 
presentation to 

Parliament for CEO s 
approval and 

submission to DT

File the reports on G-
Drive

7 Days
Before
Exco

Submit by
 31st May
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