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Disclaimer

A major problem which confronted all concerned with this manual was the continuing stream of changes in municipal legislation and accounting standards, as there was an obvious need to agree on a cut-off date for the revision of and additions to the text.  Users are therefore strongly urged to consult the websites of COGTA, the National Treasury, the ASB and CIGFARO, in particular, in order to remain informed about the latest developments in municipal finance and accounting, and Municipal Standard Chart of Accounts (mSCOA).

This manual is intended to be a practical guide providing procedural guidelines on the operational management aspects of running a Finance Department of a municipality.  The manual is not intended to be used as a substitute for legal advice or opinions.  Every effort has been made to ensure that the information contained in this manual is accurate.  The producers cannot and will not assume liability for any claims, losses, or damages resulting from the use of this manual.
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1. [bookmark: _Toc486502161]PURPOSE AND OBJECTIVE

The purpose of the Standard Operating Procedures (SOPs), is to assist designated employees, in an effective and efficient manner, with the operational management aspects of the day-to-day running on a Finance Department of a municipality, following best practices.  This ensures that every person who performs a task does it in the same, correct manner, every time it is performed.

The SOPs also serve to outline the responsibility that each employee has towards effective and efficient municipal finance management and observing applicable legislative framework.

The SOPs can be used by all municipalities, and municipalities are advice to adjust the SOPs to their size, operations, environment and organogram.


2. [bookmark: _Toc486502162]SCOPE

The SOPs are applicable to all staff members of a Finance Department responsible for fulfilling the responsibilities and duties inherent in their positions.


3. [bookmark: _Toc486502163]DEFINITIONS

For the purpose of these Standard Operating Procedures the following abbreviations, definitions and descriptions have the meanings as described below:

AA			Accountant:  Assets
ABTO		Accountant:  Budget and Treasury Office
ADSC		Administrator:  Supply Chain Management
AE			Accountant:  Expenditure
AFS		Annual Financial Statements
AGA		Agricultural Assets
AI			Accountant:  Income/Debtors
ASB		Accounting Standards Board
ASCM		Accountant:  Supply Chain Management
AV			Accountant:  Valuations
BAC		Bid Adjudication Committee
BSC		Bid Specification Committee
BTO		Budget and Treasury Office
C			Cashier
CCA		Chief Clerk:  Assets
CCCC		Chief Clerk:  Credit Control
CCCD		Chief Clerk:  Consumer Data
CCD		Chief Clerk:  Debtors
CCE		Chief Clerk:  Expenditure
CCV		Chief Clerk:  Valuations
CE			Clerk:  Enquiries
CHR		Clerk:  Human Resources
CS 		Clerk:  Salaries
CSCM		Clerk:  Supply Chain Management
CFO		Chief Financial Officer
COGTA		Cooperative Governance and Traditional Affairs
DORA		Division of Revenue Act
DPLG		Department of Provincial and Local Government
DC			Data Capturer
DWAF		Department of Water Affairs and Forestry
EFT		Electronic Fund Transfer
FC			Finance Committee
GRAP		General Recognised Accounting Practice
GRN		Goods Received Note
HA 		Heritage Assets
HAE		Head:  Assets and Expenditure Department
HBTO		Head:  Budget and Treasury Office
HC			Head:  Cashier
HI			Head:  Income Department
HOD		Heads of Other Departments within the Municipality
IA			Internal Audit
IDP		Integrated Development Plan
INTA		Intangible Asset
IP			Investment Property
IT			Information Technology
KPI			Key Performance Indicator
LW			Lead Worker (Supervisor)
M			Mayor
MFMA		Municipal Finance Management Act (Act 56 of 2003)
MHR		Manager:  Human Resources
MIG		Municipal Infrastructure Grant
MM		Municipal Manager/Accounting Officer
MPRA		Municipal Property Rates Act
MR			Meter Reader
MSA		Municipal Systems Act
MSTA		Municipal Structures Act
MTP		Manager:  Town Planning
MSCM		Manager:  Supply Chain Management
NERSA		National Electricity Regulator of South Africa
OD			Other Municipal Departments
PAYE		Pay as You Earn
PPE		Property, Plant and Equipment
PPFA		Preferential Procurement Policy Framework Act
SALGA		South African Local Government Association
SARS		South African Revenue Services
SDBIP		Service Delivery and Budget Implementation Plan
SLA		Service Level Agreement
SOPs		Standard Operating Procedures
SM			Storeman
SMME		Small, Medium and Micro Enterprises
UIF			Unemployment Insurance Fund
VAT		Value-Added Tax


"Accounting Officer" a person appointed in terms of section 82(l)(a) or (b) of the Municipal Structures Act, 2000; and also refers to the municipal manager of a municipality in terms of section 60 of the Municipal Finance Management Act;	 [Municipal Systems Act No. 32 of 2000 and 	Municipal Finance Management Act No 56 of 2003]
		
"Agency service" means a service where:					
a)	The agent acts in an "agency" capacity for the principal by assuming certain legal and fiduciary responsibilities;							
b)	The gross inflows of economic benefits or service potential include amounts collected on behalf of the principal and which do not result in increases in net assets for the agent; and								
c)	Revenue is the amount of any commission received or receivable by the agent for the collection or handling of the gross inflows on behalf of the principal; [GRAP 109 summarised]	
									
"Agent" is an entity that has been directed by another entity (a principal), through a binding arrangement, to undertake transactions with third parties on behalf of the principal and for the benefit of the principal; [Defined in GRAP 109]							
"Agricultural activity" is the management by an entity of the biological transformation and harvest of biological assets for:				
									
a)	Sale,								
b)	Distribution at no charge or for a nominal charge; or				
c)	Conversion into agriculture produce or into additional biological assets for sale or distribution at no charge or for a nominal charge; [Defined in GRAP 27]			
									
"Agricultural produce" is the harvested product of the entity’s biological assets; [Defined in GRAP 27]

"All applicable taxes" includes value-added tax, pay as you earn, income tax, skills development levies and unemployment insurance fund contributions;												
“Allocation”, in relation to a municipality, means -
										
a)	A municipality’s share of the local government’s equitable share referred to in section 214 (1) (a) of the Constitution;				
b)	An allocation of money to a municipality in terms of section 214 (1) (c) of the Constitution; 								
c)	The equitable share allocation to a municipality as set out in Schedule 3 and conditional allocations as set out in Schedules 4, 5, 6 and 7 of the Division of Revenue Act;								
d)	An allocation of money to a municipality in terms of a provincial budget; or
e)	Any other allocation of money to a municipality by an organ of state, including by another municipality, otherwise than in compliance with a commercial or other business transaction;								

“Asset” means a resource controlled by the Municipality as a result of past events and from which future economic benefits or service potential is expected to flow to the Municipality; [Defined in GRAP 1]									
									
“Asset Register” means a control record or register of information on each asset that supports effective financial and technical management of the assets, and meets the statuary requirements;									
									
“Basic Municipal Service" is a municipal service that is necessary to ensure an acceptable and reasonable quality of life and which, if not provided, would endanger public health or safety or the environment; [Defined in the Municipal Finance Management Act No 56 of 2003]	
							
"B-BBEE" means broad-based black economic empowerment; [Defined in section 1 of the Broad-Based Black Economic Empowerment Act No. 53 of 2003]
									
"B-BBEE status level of contributor" means the B-BBEE status received by a measured entity based on its overall performance using the relevant scorecard contained in the Codes of Good Practice on Black Economic Empowerment;													
"Broad-Based Black Economic Empowerment Act” means the Broad-Based Black Economic Empowerment Act No. 53 of 2003;						

A "biological asset" is a living animal or plant; [Defined in GRAP 27]												
"Biological transformation" comprises the processes of growth, degeneration, production, and procreation that cause qualitative or quantitative changes in a biological asset; [Defined in GRAP 27] 																		
“Capitalisation” means the recognition of expenditure as an asset in the financial records and in the Asset Register;

“Capture” means in the context of adding data to the financial system from sub-systems, the seamless integration of the data from sub-systems into the core financial system without the possibility of human interference with the data;
									
"Carrying amount" is the amount at which an asset is recognised after deducting any accumulated depreciation and accumulated impairment losses;												
"Cashier" a person who is responsible to receive money on behalf of the Municipality, and issue immediately a receipt for the money received;							
“Chief Financial Officer” a person designated in terms of section 80(2)(a) of the Municipal Finance Management Act No. 56 of 2003; 

“CIDB regulations” means any regulations issued in terms of the Construction Industry Development Board Act No. 38 of 2000;				
				
"Class of assets" means a grouping of assets of a similar nature or function in an entity’s operations that is shown as a single item for the purpose of disclosure in the financial statements; [Defined in GRAP 17]

“Codes of Good Practice” means the Codes of Good Practice on Black Economic Empowerment issued in terms of section 9(1) of the Broad-Based Black Economic Empowerment Act and contained in General Notice 12 of 9 February 2007;											
"Comparative price" means the price after the factors of a non-firm price and all unconditional discounts that can be utilized, have been taken into consideration;	
									
“Competitive bid” means a bid in terms of a competitive bidding process; [Defined in the Municipal Supply Chain Management Regulations, 2005]		

“Component” means a part of an asset with a significantly different expected useful life and/or significant cost in relation to the rest of the main asset. It should be separately accounted for and is treated separately for depreciation, recognition and de-recognition purposes;								

“Construction works” means the provision of a combination of goods and services arranged for the development, extension, installation, repair, maintenance, renewal, removal, renovation, alteration, dismantling or demolition of a fixed asset including building and engineering infrastructure;																
"Contract" means the agreement that results from the acceptance of a bid by the Municipality;									

"Consortium or joint venture" means an association of persons for the purpose of combining their expertise, property, capital, efforts, skill and knowledge in an activity for the execution of a contract;		

"Control" means the right or access to future economic benefits or service potential;	
									
“Cost” means the amount of cash or cash equivalents paid or the fair value of the other consideration given to acquire an asset at the time of its acquisition or construction; [Defined in GRAP 17]	
									
“Cost of acquisition” means all the costs incurred in bringing an asset item to the required condition and location for its intended use;					
									
"Costs to sell" are the incremental costs directly attributable to the disposal of an asset, excluding finance costs and income taxes. Disposal may occur through sale or through distribution at no charge or for a nominal charge;
									
‘‘Council’’ the municipal council of the [NAME] Municipality and it referred to in section 18 of the Municipal Structures Act No. 117 of 1998;									
"Current year" the financial year, which has already commenced, but not yet ended; [Defined in the Municipal Finance Management Act No. 56 of 2003]

“Day” unless expressly otherwise provided in this policy, means a calendar day, provided that when any particular number of days is prescribed for the doing of any act, or for any other purpose, the same shall be reckoned exclusively of the first and inclusively of the last day, unless the last day happens to fall on a Sunday or on any public holiday, in which case the time shall be reckoned exclusively of the first day and exclusively also of every such Sunday or public holiday;					

	
‘‘Debt’’ means—											
a)	A monetary liability or obligation created by a financing agreement, note, debenture, bond or overdraft, or by the issuance of municipal debt instruments; or		
									
b)	A contingent liability such as that created by guaranteeing a monetary liability or obligation of another; [Defined in the Municipal Finance Management Act No. 56 of 2003]
											
“Designated Official” means the official of the municipality to whom the accounting officer or the chief financial officer, as the case may be, have, in accordance with sections 79 and 82 of the Municipal Finance Management Act No. 56 of 2003 delegated powers, functions and duties in connection with the application and implementation of this policy;

"Designated sector" means a sector, sub-sector or industry that has been designated by the Department of Trade and Industry in line with national development and industrial policies for local production, where only locally produced services, works or goods or locally manufactured goods meet the stipulated minimum threshold for local production and content;									

"Depreciable amount" is the cost of an asset, or other amount substituted for cost, less its residual value; [Defined in GRAP 17]																
"Depreciation" is the systematic allocation of the depreciable amount of an asset over its useful life; [Defined in GRAP 17]								

"Development" is the application of research findings or other knowledge to a plan or design for the production of new or substantially improved materials, devices, products, processes, systems or services before the start of production or use;	[Defined in GRAP 31]	
“Elements of cost” means in terms of a capital item comprises of:			
									
a)	Purchase price, including import duties and non-refundable purchase taxes, after deducting trade discounts and rebates;						
b)	Costs directly attributable to bringing the asset to the location and condition necessary for it to be capable of operating in the manner intended by management; and								
c)	The initial estimate of the costs of dismantling and removing the item and restoring the site on which it is located, the obligation for which an entity incurs either when the item is acquired or as a consequence of having used the item during a particular period for purposes other than to produce inventories during that period;		
									
"Executive Committee" means a committee establish in terms of section 42 of the Municipal Structures Act No. 117 of 1998;						
				
“Expected Useful Life” means the life of a capital asset over which it can be expected to meet the required performance given its operational requirements, including parameters such as climate, soil conditions, topography, utilisation, and operations and maintenance regime, and over which it will be productively used;													
"Fair value" is the amount for which an asset could be exchanged, or a liability settled, between knowledgeable, willing parties in an arm’s length transaction; [Defined in GRAP 104] 

“Final award” in the in relation to bids or quotations submitted for a contract, means the final decision on which a bid or quote was accepted; [Defined in Municipal Supply Chain Management Regulations, 2005]						
									
"Finance Committee" means a committee establish in terms of section 33 of the Municipal Structures Act No. 117 of 1998;						
								
"Financial year" a twelve-month period commencing on 1st July and ending on 30th June each year;									

"Financing agreement’’ includes any loan agreement, lease, instalment purchase contract or hire purchase arrangement under which a municipality undertakes to repay a long-term debt over a period of time; [Defined in the Municipal Finance Management Act No. 56 of 2003]

"Firm price" means the price that is only subject to adjustments in accordance with the actual increase or decrease resulting from the change, imposition, or abolition of customs or excise duty and any other duty, levy or tax which, in terms of any applicable law or regulation, is binding on the contractor and demonstrably has an influence on the price of any supplies or the rendering costs of any service, for the execution of a contract;

“Formal written price quotations” means quotations referred to in paragraph 12(1)(d) of the Municipal Supply Chain Management Regulations (2005);													
“Functionality” means the measurement according to predetermined norms, as set out in the tender specification, of a service or commodity that is designed to be practical and useful, working or operating, taking into account, among other factors, the quality, reliability, viability and durability of a service and the technical capacity and ability of a tenderer;									
									
“Fronting” means a deliberate circumvention or attempted circumvention of the "Broad- Based Black Economic Empowerment Act and the Codes of Good Practice;									
"Harvest” is the detachment of produce from a biological asset or the cessation of a biological asset’s life processes; [Defined in GRAP 27]																	
"Heritage assets" are assets that have a cultural, environmental, historical, natural, scientific, technological or artistic significance and are held indefinitely for the benefit of present and future generations; [Defined in GRAP 103]									
“Head of Department” means a senior manager as defined in the Municipal Finance Management Act and who is responsible for a vote as assigned by the accounting officer;									
								
An "impairment loss of a cash-generating asset" is the amount by which the carrying amount of an asset exceeds its recoverable amount; [Defined in GRAP 26]
									
An "impairment loss of a non-cash-generating asset" is the amount by which the carrying amount of an asset exceeds its recoverable service amount; [	Defined in GRAP 21]
"Imported content" means that portion of the tender price represented by the cost of components, parts or materials which have been or are still to be imported (whether by the supplier or its sub-contractors) and which costs are inclusive of the costs abroad, plus freight and other direct importation costs, such as landing costs, dock dues, import duty, sales duty or other similar tax or duty at the South African port of entry;
						
An "inalienable item" is an asset that an entity is required by law or otherwise to retain indefinitely and cannot be disposed of without consent;					
									
“Infrastructure Assets” refers to assets that usually display some or all of the following characteristics:									
									
a)	They are part of a system or network;						
b)	They are specialised in nature and do not have alternative uses;			
c)	They are immovable; and								
d)	They may be subject to constraints on disposal.					
									
In this document, the broad interpretation of infrastructure, includes all core assets which are integral to the delivery of municipal services and includes water supply, sanitation, road transport and storm water drainage, solid waste removal and electricity supply;	

“In the service of the state” means to be -															
a)	A member of -								
	(i)	Any municipal council;							
	(ii)	Any provincial legislature; or							
	(iii)	The National Assembly or the National Council of Provinces;					
b)	A member of the board of directors of any municipal entity;			
c)	An official of any municipality or municipal entity;					
d)	An employee of any national or provincial department, national or provincial public entity or constitutional institution within the meaning of the Act and the Public Finance Management Act, 1999 (Act No. 1 of 1999);				
e)	A member of the accounting authority of any national or provincial public entity; 	
f)	An employee of Parliament or a provincial legislature; [Defined by the Municipal Supply Chain Management Regulations, 2005]		
								
An "intangible asset" is an identifiable non-monetary asset without physical substance; [Defined in GRAP 31]
									
"Investment property" is property (land or a building – or part of a building – or both) held (by the owner or by the lessee under a finance lease) to earn rentals or for capital appreciation or both, rather than for:									
a)	Use in the production or supply of goods or services or for administrative purposes; or
b)	Sale in the ordinary course of operations; [Defined in GRAP 16]				
	



"Key Performance Indicator (KPI)" - A qualitative or quantitative measure of a service or activity used to compare actual performance against a standard or other target. Key performance indicators commonly relate to statutory limits, safety, responsiveness, cost, comfort, asset performance, reliability, efficiency, environmental protection and customer satisfaction;									

“Line manager” means a manager reporting directly to a senior manager and who is responsible for a cost centre as assigned by the relevant senior manager;											
"Local content" means that portion of the tender price which is not included in the imported content, provided that local manufacture does take place;												
“Long term contract” means a contract with a duration period exceeding one year; [Defined in the Municipal Supply Chain Management Regulations, 2005]	

‘‘Long-term debt’’ as means debt repayable over a period exceeding one year; [Defined in the Municipal Finance Management Act No. 56 of 2003]		
									
“List of accredited prospective service providers” means the list of accredited prospective service providers which the municipality must keep in terms of paragraph 14 of the Municipal Supply Chain Management Regulations (2005);	

"Mayor" means the councillor elected by the council as Mayor in terms of section 48 of the Local Government: Municipal Structures Act No. 117 of 1998 read with section 58 of the Municipal Finance Management Act No. 56 of 2003;																
“MFMA” means the Local Government: Municipal Finance Management Act, 2003 (Act No. 56 of 2003);									
									
“Municipality” - The [Name] Municipality;						

"Non-firm prices" means all prices other than "firm" prices;
		
"Official" means 
									
a)	An employee of the municipality; 							
b)	A person seconded to the municipality or municipal entity to work as a member of the staff of the municipality or municipal entity; or 					
c)	A person contracted by the municipality or municipal entity to work as a member of the staff of the municipality or municipal entity otherwise than as an employee; [Defined in the Municipal Finance Management Act No. 56 of 2003]		

"Person" includes a juristic person;

“Planned maintenance” means and refer to preventative maintenance that is time and conditioned based and is normally planned based on monitoring and inspections performed in the past which can then be viewed as to corrective maintenance, the item is not yet broken;

"Preferential Procurement Regulations” means the Preferential Procurement Regulations, 2011 contained in Government Notice R 502 of 8 June 2011 promulgated in Government:  Gazette No. 34350;
‘‘Primary bank account’’ means a bank account referred to in section 8(1) of the Municipal Finance Management Act No. 56 of 2003;
 
"Principal" means an entity that directs another entity (an agent), through a binding arrangement, to undertake transactions with third parties on its behalf and for its own benefit; [Defined in GRAP 109]	

"Project Management Unit (PMU)" means a unit within the municipality that have the following functions:									
									
a)	Project managing and administration of MIG funding, within the relevant municipal accounting system, for infrastructure projects of their own using MIG funds and for projects of other municipalities where they are delegated this authority;		
b)	Coordination of the project identification process between municipalities served by the PMU, in terms of the relevant IDPs;						
c)	Coordination of the project feasibility process, with involvement of other municipal departments where appropriate, in terms of the relevant IDPs;			
d)	Establishment and approval of contracts with contractors and consultants for each project, including feasibility studies;							
e)	Project management, including ensuring that projects meet planning objectives;	
f)	Coordination of project-based capacity building initiatives: the PMU is responsible for ensuring that project-related capacity building and development objectives are met; 
g)	Management of MIG Management Information System (MIG –MIS) for registration of projects, facilitate the capture of backlog information, monitoring and preparation of all necessary reports; and							
h)	Build capacity to operationalise and manage the MIG-MIS;			
									
"Property, plant and equipment" are tangible items that:											
a)	Are held for use in the production or supply of goods or services, for rental to others, or for administrative purposes; and							
b)	Are expected to be used during more than one reporting period;	[Defined in GRAP 17]

"Rand value" means the total estimated value of a contract in South African currency calculated at the time of tender invitations, and includes all applicable taxes and excise duties;									

"Recoverable amount" is the higher of a cash-generating asset’s net selling price and its value in use; [Defined in GRAP 26]			
									
"Recoverable service amount" is the higher of a non-cash-generating asset’s fair value less costs to sell and its value in use; [Defined in GRAP 21]

“Remaining Useful Life” means remaining life of an asset over which it can be expected to meet the required performance given its operational requirements and over which it will be productively used;								
								
“Renewal” means the replacement of a significant portion of an existing asset or the rehabilitation of an asset in order to extend the useful life of the asset beyond the current remaining useful or productive life. Expenditure of this nature are considered to be of capital nature and must be included in the capital budget and be capitalised as an asset;										
“Repair and Maintenance” means the actions required for an asset to achieve its expected useful life;									
									
“Replacement” means the complete replacement or reconstruction of an asset with one that performs to a similar standard of performance, as a result of which the asset life can be considered to have re-commenced. In this case it would have replace an existing asset that requires to be de-recognised from the asset register. Expenditure of this nature are considered to be of capital nature and must be included in the capital budget and capitalised as an asset;																	
"Research" is original and planned investigation undertaken with the prospect of gaining new scientific or technical knowledge and understanding; [Defined in GRAP 31]

“Responsive bid” means a bid that complies in all material aspects with the requirements set out in or contained in an invitation to bid including the applicable specification;
									
The "residual value" of an asset is the estimated amount that an entity would currently obtain from disposal of the asset, after deducting the estimated costs of disposal, if the asset was already of the age and in the condition expected at the end of its useful life; [Defined in GRAP 17]

"Security’’ means any mechanism intended to secure the interest of a lender or investor, and includes any of the mechanisms mentioned in section 48(2) of the MFMA;										
"Senior Manager” all officials reporting directly to the Accounting Officer as contemplated in sect 56 of the MSA;									
‘‘Short-term debt’’ means debt repayable over a period not exceeding one year; [Defined in the Municipal Finance Management Act No 56 of 2003]	

"Small enterprise" means a separate and distinct business entity, together with its branches or subsidiaries, if any, including cooperative enterprises, managed by one owner or more predominantly carried on in any sector or sub-sector of the economy mentioned in column 1 of the Schedule to the National Small Business Act No. 102 of 1996 which is contained in Annexure B to this policy and classified as a micro, a very small, a small or a medium enterprise by satisfying the criteria mentioned in columns 3, 4 and 5 of the said schedule;									
"Standard Operating Procedures" (SOPs) means the method of functioning that has been established over time to execute a specific task or react to a specific set of circumstances or situation or process.  Standard Operating Procedures document the normal or accepted methodology and help from the basis for evaluating conformance with the regularity framework;									
"Stipulated minimum threshold" means that portion of local production and content as determined by the Department of Trade and Industry from time to time;		
"Sub-contract" means the primary contractor's assigning, leasing, making out work to, or employing, another person to support such primary contractor in the execution of part of a project in terms of a contract;																	
“SANAS” means the South African National Accreditation System;			

“Tender" means a written offer in a prescribed or stipulated form in response to an invitation by the municipality for the provision of services, works or goods, through price quotations, advertised competitive tendering processes or proposals and “bid” has a corresponding meaning;									
									
"Total revenue" bears the same meaning assigned to this expression in the Codes of Good Practice;

"Treasury guidelines” means any guidelines on supply chain management issued by the Minister of Finance in terms of section 168 of the Municipal Finance Management Act;

"Trust" means the arrangement through which the property of one person is made over or bequeathed to a trustee to administer such property for the benefit of another person;									
"Trustee" means any person, including the founder of a trust, to whom property is bequeathed in order for such property to be administered for the benefit of another person;
									
"Treasury guidelines” means any guidelines issued by the Minister of Finance in terms of section 168 of the Municipal Finance Management Act No 56 of 2003;
									
"The Regulations” means any regulations issued by the Minister of Finance in terms of section 168 and 175 of the Municipal Finance Management Act No 56 of 2003;

“Upgrading” means the augmentation or alteration of an asset that results in a material improvement to capacity or performance. When the expenditure also results in an increase in useful life; the expenditure may be considered to be of capital nature and must then be included in the capital budget and be capitalised as an asset; 													
“Un-planned maintenance” means and refer to repairs or insignificant replacements, for example a pipe burst where only one length of the pipe is replaced;		
									
"Value in use of a cash-generating asset" is the present value of the future cash flows expected to be derived from an asset or cash-generating unit; [Defined in GRAP 26]													
"Value in use of a non-cash-generating asset" is the present value of the asset’s remaining service potential;	[Defined in GRAP 21]					

"Verification Certificate" means a B-BBEE certificate issued in compliance with the B- BBEE Codes of Good Practice and all Sector Codes issued in terms of Section 9(1) of the Broad-Based Black Economic Empowerment Act;						
	
							
“Vote” means - 	
									
a)	One of the main segments into which a budget of a municipality is divided for the appropriation of money for the different departments or functional areas of the municipality; and								
b)	Which specifies the total amount that is appropriated for the purposes of the department or functional area concerned;      
[Defined in the Municipal Finance Management Act No. 56 of 2003]						
“Written quotations” means quotations referred to in paragraph 12(1)(c) of the Municipal Supply Chain Management Regulations (2005);








































4. [bookmark: _Toc486502164]FINANCIAL MANAGEMENT GOVERNANCE AND REGULATORY FRAMEWORK

4.1. [bookmark: _Toc486502165]Constitution

Constitution of the Republic of South Africa (Act 108 of 1996)

4.2. [bookmark: _Toc486502166]Municipal Legislation

Electricity Regulation Act, 2006 (Act 4 of 2006)
Housing Act, 1997 (Act 107 of 1997)
Intergovernmental Relations Framework Act, 2005 (Act 13 of 2005)
Intergovernmental Fiscal Relations Act, 1997 (Act 97 of 1997)
Laws Amendment Act, 2002 (Act 51 of 2002)
Municipal Finance Management Act, 2003 (Act 56 of 2003)
Municipal Demarcation Act, 1998 (Act 27 of 1998)
Municipal Fiscal Powers and Functions Act, 2007 (Act 12 of 2007)
Municipal Property Rates Act, 2004 (Act 6 of 2004)
Municipal Systems Act, 2000 (Act 32 of 2000)
Municipal Systems Amendment Act, 2003 (Act 44 of 2003)
Municipal Structures Act, 1998 (Act 117 of 1998)
Municipal Structures Amendment Act, 2003 (Act 1 of 2003)
Municipal Structures Amendment Act (Act 51 of 2002)
Municipal Structures Amendment Act (Act 20 of 2002)
Municipal Structures Amendment Act, 2000 (Act 33 of 2000)
Municipal Structures Amendment Act, 1999 (Act 58 of 1999)
Transitions Act, 1996 (Act 97 of 1996)
Water Services Act, 1997 (Act 108 of 1997)
Water Services Amendment Act, 2004 (Act 30 of 2004)
Municipality's By-Laws

4.3. [bookmark: _Toc486502167]Regulations

Municipal Asset Transfer Regulations, 2003
Municipal Budget and Reporting Regulations, 2008
Municipal Planning and Performance Management Regulations, 2001
Municipal Supply Chain Management Regulations, 2005
Standard Chart of Accounts for Local Government Regulations, 2014

4.4. [bookmark: _Toc486502168]Budget Related Policies

Asset Management Policy
Borrowing Policy
Budget Policy
Cash Management and Investing Policy
Credit Control and Debt Collection Policy
Electricity and Water Management Policy
Funding and Reserves Policy
Indigent Policy
Infrastructure Procurement and Delivery Policy
Long-term Financial Planning Policy
Rates Policy
Staff Policy
Supply Chain Management Policy
Tariff Policy
Virement Policy

4.5. [bookmark: _Toc486502169]Other

Broad-Based Black Economic Empowerment Act (Act 53 of 2003)
Construction Industry Development Board Act (Act 38 of 2000)
Division of Revenue Act
Local Government Capital Asset Management Guideline
Preferential Procurement Policy Framework Act (Act 5 of 2000) 
Project Management Unit Guideline
Standards of Generally Recognised Accounting Practice
Value-Added Tax Act (Act 89 of 1991)




































5. [bookmark: _Toc486502170]PROCESS FLOW CHARTS

This guideline includes the 5 most critical problem areas where Standard Operating Procedures are required at local government level, based on the 2013-14 Consolidated General Report on the Local Government audit outcomes.
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5.1. [bookmark: _Toc486502171]Cycle 1 - Revenue Management

This flow chart provides a high-level overview of all subject covered in Section A – Revenue Management.  Detailed flow charts of business processes are included in section 6.1.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\Income 6.1 - 6.5.jpg]
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5.2. [bookmark: _Toc486502172]Cycle 2 - Expenditure Management

This flow chart provides a high-level overview of all subject covered in Section B – Expenditure Management.  Detailed flow charts of business processes are included in section 7.1.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\Expenditure 7.2 - 7.6.jpg]

5.3. [bookmark: _Toc486502173]Cycle 3 - Asset Management

This flow chart provides a high-level overview of all subject covered in Section C – Asset Management.  Detailed flow charts of business processes are included in section 8.1.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\Assets 8.2 - 8.5.jpg]
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5.4. [bookmark: _Toc486502174]Cycle 4 – Liability Management

This flow chart provides a high-level overview of all subject covered in Section D – Liability Management.  Detailed flow charts of business processes are included in section 9.1.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\Liabilities 9.2 - 9.5.jpg]

5.5. [bookmark: _Toc486502175]Cycle 5 - Funding Management

This flow chart provides a high-level overview of all subject covered in Section E – Funding Management.  Detailed flow charts of business processes are included in section 10.1.
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5.6. [bookmark: _Toc486502176]Statement of Financial Position

The diagram provides a high-level overview of standard operating procedures linked to specific GRAP-items in the Statement of Financial Position.

	
	SECTION
	SUB-SECTION

	ASSETS
	
	

	 
	Current Assets
	
	

	
	
	Cash and Cash Equivalents
	8.8
	8.8.3

	
	
	Current Portion of Long-term Receivables
	6.4
	6.4.18

	
	
	Inventory
	7.6
	7.6.1

	
	
	Operating Lease Asset
	9.5
	9.5.1

	
	
	Receivables from Exchange Transactions
	6.4
	6.4.10 / 6.4.12

	
	
	Receivables from Non-Exchange Transactions
	6.3
	6.3.4

	
	
	Taxes Receivable
	9.4
	9.4.1

	
	Non-Current Assets
	
	

	
	
	Agricultural
	8.7
	8.7.1

	
	
	Heritage Assets
	8.6
	8.6.1

	
	
	Intangible Assets
	8.5
	8.5.1

	
	
	Investments
	8.8
	8.8.2

	
	
	Investment Property
	8.4
	8.4.1

	
	
	Long-term Receivables
	6.4
	6.4.18

	
	
	Property, Plant and Equipment
	8.3
	8.3.1

	
	
	

	LIABILITIES
	
	

	
	Current Liabilities
	
	

	
	
	Bank Overdraft
	9.3
	9.3.1

	
	
	Consumer Deposits
	6.4
	6.4.3 / 6.4.12

	
	
	Current Employee Benefits
	10.3
	10.3.2 / 10.3.3

	
	
	Current Portion of Long-term Liabilities
	9.3
	9.3.2

	
	
	Operating Lease Liability
	9.5
	9.5.1

	
	
	Payables from Exchange Transactions
	7.4
	7.4.1

	
	
	Provisions
	10.5
	10.5.2

	
	
	Short-term Loans
	9.3
	9.3.1

	
	
	Unspent Government Grants and Receipts
	10.4
	10.4.1

	
	
	Unspent Public Contributions and Receipts
	10.4
	10.4.1

	
	
	VAT Payable
	9.4
	9.4.1

	
	Non-Current Liabilities
	
	

	
	
	Long-term Liabilities
	9.3
	9.3.2

	
	
	Non-Current Employee Benefits
	10.3
	10.3.1

	
	
	Non-Current Provisions
	10.5
	10.5.2

	
	
	
	
	

	NET ASSETS
	
	

	
	
	Accumulated Surplus
	
	

	
	
	Reserves
	
	







5.7. [bookmark: _Toc486502177]Statement of Financial Performance

The diagram provides a high-level overview of standard operating procedures linked to specific GRAP-items in the Statement of Financial Performance.

	
	
	
	SECTION
	SUB-SECTION

	REVENUE
	
	

	
	
	Property Rates
	6.3
	6.3.1 – 6.3.4

	
	
	Property Rates – penalties & collection costs
	6.4
	6.4.16

	
	
	Service Charges – Electricity
	6.4
	6.4.1 – 6.4.12

	
	
	Service Charges – Water
	6.4
	6.4.1 – 6.4.12

	
	
	Service Charges – Sanitation
	6.4
	6.4.1 – 6.4.12

	
	
	Service Charges – Refuse
	6.4
	6.4.1 – 6.4.12

	
	
	Service Charges – Other
	6.4
	6.4.1 – 6.4.12

	
	
	Rental of Facilities and Equipment
	6.3/6.7
	6.3.14 / 6.7.2

	
	
	Interest Earned – External Investments
	6.7
	6.7.1

	
	
	Interest Earned – Receivables
	6.4
	6.4.9

	
	
	Dividends Received
	6.7
	6.7.7

	
	
	Fines
	6.7
	6.7.3

	
	
	Licences and Permits
	6.7
	6.7.4

	
	
	Agency Services
	6.5
	6.5.4 / 6.5.5

	
	
	Government Grants and Subsidies
	10.4
	10.4.1

	
	
	Other Revenue
	6.7
	6.7.7

	
	
	
	
	

	EXPENDITURE
	
	

	
	
	Employee related costs
	7.5
	7.5.1

	
	
	Remuneration of councillors
	7.5
	7.5.1

	
	
	Bad Debts
	10.5
	10.5.1

	
	
	Debt Impairment
	10.5
	10.5.1

	
	
	Depreciation and Asset Impairment
	8.3
	8.3.2

	
	
	Finance Charges
	9.3
	9.3.1 / 9.3.2

	
	
	Bulk Purchases
	7.4
	7.4.1

	
	
	Other Materials
	7.4
	7.4.1

	
	
	Contracted Services
	7.4
	7.4.1

	
	
	Grants and Subsidies Paid
	10.4
	10.4.2

	
	
	Other Expenditure
	7.4
	7.4.1

	
	
	
	
	

	Operating Surplus/(Deficit) for the year
	
	

	
	
	Inventories: (Write-down)/Reversal of Write-down
	7.6
	7.6.4

	
	
	Gains/(Loss) on Sale of Assets
	8.3
	8.3.5

	
	
	Assets: (Impairment Loss)/Reversal of Impairment Loss
	8.3
	8.3.4

	
	
	Fair Value Adjustments
	8.4
	8.4

	
	
	Receivables: (Impairment Loss)/Reversal of Impairment Loss
	10.5
	10.5.1

	
	
	
	
	

	NET SURPLUS/(DEFICIT) FOR THE YEAR
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[bookmark: _Toc486502178]SECTION A – REVENUE MANAGEMENT

6. [bookmark: _Toc486502179]STANDARD OPERATING PROCEDURES FOR REVENUE MANAGEMENT

Procedures for the performing of responsibilities and duties of Revenue Management, provide the staff in the Finance Department with procedures and guidelines on the operational management aspects of the day to day running of the Finance Department of a municipality.
										
This Manual is intended to be a practical guide, assisting municipalities in offering reliable, and quality administrative and operational services to consumers and rate-payers.
									
Each section of the Procedures Manual indicates the staff involved for that specific section.  Municipalities can adjust the staff members involved, based on their own circumstances.  In assigning different responsibilities to staff members, care must be taken that each procedure is monitored (verified) by a staff member senior to the person performing the procedure.   A staff member senior to the verifier, must review the procedure/s as indicated in the time-frames.  This will reduce the opportunities to allow any person to be in a position to both perpetrate and conceal errors or fraud in the normal course of the person's duties.  It will also ensure that management directives are carried out.							
								
When monitoring/reviewing procedures performed by staff members, sufficient evidence must be available to confirm that specific procedures were performed.  This evidence can then be used for performance monitoring of staff members.											
The levels of involvement of each official is indicated at each procedure and are summarised as follows:								
								
PD		Perform Daily							
PW		Perform Weekly							
PM		Perform Monthly							
PQ		Perform Quarterly							
PBI		Perform Bi-Annually							
PA		Perform Annually							
VD		Verify Daily							
VW		Verify Weekly							
VM		Verify Monthly							
VQ		Verify Quarterly							
VBI		Verify Bi-Annually							
VA		Verify Annually							
RD		Review Daily							
RW	Review Weekly							
RM		Review Monthly							
RQ		Review Quarterly							
RBI	Review Bi-Annually							
RA		Review Annually							

6.1. 
6.2. [bookmark: _Toc486502180]PROCESS FLOW CHARTS

High-level overview of business processes covered in this section:

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\Income 6.1 - 6.5.jpg]
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[bookmark: _Toc486502181]6.1.1 	Planning

An overview of procedures for Planning Activities.  Detailed standard operating procedures are set out in section 6.2.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\6.1.1 Planning revised.jpg]
[bookmark: _Toc486502182]6.1.2 	Property Rates - Valuations

An overview for performing of General and Supplementary Valuations.  Detailed standard operating procedures are set out in section 6.3.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\6.1.2 Property Rates - Valuations.jpg]


[bookmark: _Toc486502183]6.1.3 	Property Rates - Billing

An overview for performing of Rates Levies.  Detailed standard operating procedures are set out in section 6.3.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\6.1.3 Property Rates - Billing.jpg]
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[bookmark: _Toc486502184]6.1.4 	Connection and Disconnection of Services

An overview for performing of Connection and Disconnection of Services.  Detailed standard operating procedures are set out in section 6.4.
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[bookmark: _Toc486502185]6.1.5 	Meter Readings

An overview for the Reading of Water and Electricity Meters.  Detailed standard operating procedures are set out in section 6.4.
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[bookmark: _Toc486502186]6.1.6 	Billing of Services

An overview for performing of Billing Activities.  Detailed standard operating procedures are set out in section 6.4.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\6.1.6 Billing of Services.jpg]


STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES






	


[image: Letter Head]		Page | 45 
			May 2016
[bookmark: _Toc486502187]6.1.7	Debtors Reconciliation

An overview for performing Debtors Reconciliations.  Detailed standard operating procedures are set out in section 6.4.

[image: ]



[bookmark: _Toc486502188]6.1.8	Credit Control and Debt Collection

An overview for performing Credit Control and Debt Collection.  Detailed standard operating procedures are set out in section 6.4.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\6.1.8 Credit Control and Debt Collection.jpg]



[bookmark: _Toc486502189]6.1.9	Receipting and Banking of Payments

An overview for performing Receipting and Banking of Payments.  Detailed standard operating procedures are set out in section 6.4.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\6.1.9 Receipting of Payments.jpg]
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6.4. [bookmark: _Toc486502190]PLANNING

The annual budget of a municipality must, in terms of section 17(1) of the Municipal Finance Management Act (Act 56 of 2003):
		
a) Set out realistically anticipated revenue for the budget year from each revenue source; and 

b)	Set out indicative revenue per revenue source by vote for the two financial years following the budget year.
		
The accounting officer of a municipality must take all reasonable steps, in terms of section 64(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure:
		
a) That the municipality has effective revenue collection systems consistent with section 95 of the Municipal Systems Act and the municipality’s credit control and debt collection policy;	

b) That revenue due to the municipality is calculated on a monthly basis;
	
c) That accounts for municipal tax and charges for municipal services are prepared on a monthly basis, or less often as may be prescribed where monthly accounts are uneconomical;

d) That all money received is promptly deposited in accordance with this Act into the municipality’s primary and other bank accounts;

e) That the municipality has and maintains a management, accounting and information system which recognises revenue when it is earned, accounts for debtors and accounts for receipts of revenue;
	
f) That the municipality has and maintains a system of internal control in respect of debtors and revenue, as may be prescribed;

g) That the municipality charges interest on arrears, except where the council has granted exemptions in accordance with its budget-related policies and within a prescribed framework; and	

h)	That all revenue received by the municipality, including revenue received by any collecting agent on its behalf, is reconciled at least on a weekly basis.												
Staff members involved in procedures
											
HI		Head:  Income
SM		Manager:  Strategic Services
HOD		Head of Other Municipal Departments
CFO		Chief Financial Officer	
MM		Municipal Manager
FC		Finance Committee (can also be Executive Committee)
M 		Mayor	
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6.4.1. [bookmark: _Toc486502191]Procedures for performing Planning Activities (Revised IDP and Annual Budget)

	No.
	Procedure
	Head:  Income
	Strategic Manager
	Heads of Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Follow the procedures, as set out in Chapter 5 of the Municipal Systems Act (Act of 2000) to develop, implement and approve an Integrated Development Plan (IDP).
	 
	PA
	 
	 
	VA
	 
	RA
	
	 
	N/A
	N/A
	Approved IDP

	2
	Review the Integrated Develop Plan (IDP) and previous year’s actual performance against set targets.

Obtain inputs from:
· Ward Committees;
· Public (via Public IDP Meetings); and
· Public Sector (via IDP Forum).
	 
	PA
	 
	 
	VA
	 
	RA
	 MSA
S 34
	 
	N/A
	N/A
	Attendance Register and Minutes of Meetings

	3
	Capture projects in the Planning Module of the financial system.
	
	PA
	 
	 
	VA
	 
	RA
	
	
	N/A
	N/A
	

	4
	Send draft list of projects to Other Departments within Municipality for inputs.
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	N/A
	N/A
	

	5
	Hold meetings within the Departments to prioritise projects.
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	No.
	Procedure
	Head:  Income
	Strategic Manager
	Heads of Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	6
	Prioritise projects, based on:
· Master Plans;
· Spatial Development Framework;
· Housing Implementation Plans;
· Asset Replacement Policy;
· Statutory Requirements;
· Infrastructure Plans identified in prior years;
· Duration of project;
· Cost effectiveness of project;
· Indicate if project is for a new/renewal asset;
· Inputs received during IDP process.

This procedure is performed in the Planning Module on the financial system.  
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	Departmental Strategic Meetings

	7
	Identify funding sources of prioritised projects. (Make use of Funding segment of mSCOA)
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	8
	Allocate segments of mSCOA to all prioritised projects.
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	mSCOA Item 
Charts
	 

	No.
	Procedure
	Head:  Income
	Strategic Manager
	Heads of Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	9
	Calculate proposed municipal tariffs by taking into account:
· the labour and other input costs of services provided by the municipality; 
· the need to ensure financial sustainability;
· local economic conditions and the affordability of services;
· the municipality’s indigents policy;
· relevant policy developments in the different sectors;
	
	
	
	
	
	
	
	
	
	
	
	

	 
	· local economic conditions such as the down turn in the property market;
· trends in household incomes and unemployment;
· imaginative ways of structuring the tariffs for utility services to encourage more efficient use of these services and to generate the resources required to fund the maintenance, renewal and expansion of the infrastructure required to provide the services;
	PA
	 
	 
	PA
	VA
	 
	 
	 
	 
	N/A
	N/A
	

	No.
	Procedure
	Head:  Income
	Strategic Manager
	Heads of Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	10
	Calculate future implications on municipal tariffs.
	PA
	 
	 
	PA
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	11
	Send list of prioritised projects, with aligned segments of mSCOA, to Strategic Manager.  
	 
	VA
	PA
	 
	RA
	 
	 
	 
	 
	N/A
	N/A
	 

	12
	Hold Executive Council Committee Meeting.
	 
	 
	 
	 
	PA
	 
	VA
	 
	 
	N/A
	N/A
	Minutes of Meeting

	13
	Finalise projects based on:
· Available Funding;
· Master Plans;
· Special Development Framework;
· Housing Implementation Plans;
· Service Delivery Backlogs;
· Asset Replacement Policy;
· Statutory Requirements;
· Maintenance Plans;
· Strategic Objectives;
· Future Operational Cost and Revenue of Project;
· Municipal tariffs implications; and
· Duration of project;
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	N/A
	N/A
	

	No.
	Procedure
	Head:  Income
	Strategic Manager
	Heads of Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	14
	Indicate on Final Project List:
· Strategic Objectives;
· Duration of project;
· Future Operational Cost and Revenue of Project; 
· Estimate monthly expenditure of project; and 
mSCOA Project Number.
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	N/A
	N/A
	Final Project List

	15
	Prepare the draft Revised IDP.
	 
	PA
	 
	 
	VA
	 
	RA
	 MSA
S 34
	 
	N/A
	N/A
	Revised IDP

	16
	Prepare the draft Budget, by using all segments of mSCOA.  All budget schedules should be generated by the financial system.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	Draft Budget

	17
	Prepare the draft Service Delivery and Budget Implementation Plan (SDBIP).
	 
	PA
	 
	PA
	RA
	VA
	VA
	 
	 
	N/A
	N/A
	Draft SDBIP

	18
	Evaluate the draft Budget against approved benchmarking ratios and norms.
	
	
	
	
	PA
	VA
	RA
	
	
	N/A
	N/A
	Financial Ratios and Norms

	No.
	Procedure
	Head:  Income
	Strategic Manager
	Heads of Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	19
	Submit the draft IDP, the draft Budget and the draft SDBIP to Council and follow budget procedures as set out in the MFMA, Budget Regulations and Planning and Performance Management Regulations.
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	N/A
	N/A
	Budget Process Documents

	20
	Council approve the IDP and the Annual Budget.
	
	
	
	
	
	
	PA
	 
	 
	N/A
	N/A
	IDP / 
Annual Budget

	21
	Council approve the SDBIP.
	
	
	
	
	
	
	PA
	MFMA
S53 
	 
	N/A
	N/A
	SDBIP

	22
	Upload budget on the National Treasury Local Government Database (LG Database) portal by using data extraction from the segments of mSCOA.
	
	
	
	PA
	RA
	
	
	
	
	N/A
	N/A
	mSCOA Data String

	23
	Publish the IDP, the Budget and the SDBIP on municipal website.
	
	PA
	
	
	RA
	
	
	MFMA
S75 
	 
	N/A
	N/A
	

	24
	Implement the SDBIP.

	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	N/A
	N/A
	







	
	Procedures for the performing of Planning Activities (Revised IDP and Annual Budget) accepted by:

	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HI
	 
	 
	 

	
SM
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the performing of Planning Activities (Revised IDP and Annual Budget) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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6.5. [bookmark: _Toc486502192]PROPERTY RATES

A municipality exercises its powers in terms of section 229 of the Constitution, the provisions of the Municipal Property Rates Act (Act 6 of 2004) and Councils' approved Rates Policy to levy a rate on property.						
	

Staff members involved in procedures												
DC		Data Capturer	
HC		Head Cashier
CCV		Chief Clerk:  Valuations
AV		Accountant:  Valuations
HI		Head:  Income	
CFO		Chief Financial Officer
MM		Municipal Manager											
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6.5.1. [bookmark: _Toc486502193]Procedures for performing General Valuations

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Perform a General Valuation in terms of the Municipal Property Rates Act, 2004 (Act no 6 of 2004) every 4 years (extended by 1 year).
	 
	 
	 
	PA
	VA
	RA
	 
	 MPRA 
S 30
	 GRAP 23
	Property Rates
	Property Rates
	Notice of General Valuation.

	2
	If a municipality does not have their own Valuer, appoint a registered Valuer through SCM procedures, which is responsible and accountable to prepare a completed valuation roll for the municipal area. 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Appointment letter of Valuer.

	3
	Appoint an Appeal Board in terms of Chapter 7 of the Property Rates Act, Act 6 of 2004.
	 
	 
	 
	 
	 
	 
	RA
	 MPRA 
S 56
	GRAP 23
	Property Rates
	Property Rates
	Proof that MM request MEC to appoint Appeal Board and appointment of Appeal Board in Government Gazette.

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	4
	Maintain the list of all properties, within the municipality, on the financial system.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Complete list of properties within municipal boundaries.

	5
	Obtain the list/ register of "monthly final inspections", with "Occupation Certificates", from building inspectorate division, to confirm that a building was erected.  Sign as proof that the list/register was received.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of new buildings/ part of buildings erected during the month.

	6
	Obtain the approved list/ register of revised zonings from Corporate Department.  Sign as proof that the list/register was received.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of approved revised zonings per month.

	7
	Obtain the list/ register of properties consolidated and/or sub-divided from Corporate Department.  Sign as proof that the list/register was received.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of properties consolidated and/or sub-divided per month.

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	8
	Update the property records with details of all structures on a plot from approved building plans, after the Building Inspectorate Division inspected the building and confirmed that a building was erected.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of properties within municipal boundaries.

	9
	Update the property records with extracts from the Deeds Office for properties transferred, consolidated and/or sub-divided.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of changes received from Deeds Office per month.

	10
	Submit the property record for each plot within the municipality area to the appointed Valuer. (Information on property record:  size of plot, town planning zoning of plot, name of owner and deed registration date)
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	11
	Receive the draft Valuation Roll from Valuer indicating:  registered description of property, category of property, physical address of property, extent of property, market value of property, name of registered owner.
	 
	 
	PA
	VA
	RA
	 
	 
	 MPRA
S 48
	GRAP 23
	Property Rates
	Property Rates
	Draft Valuation Roll.

	12
	Review the draft Valuation Roll for completeness.

	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	13
	Report any deviations on the draft Valuation Roll to Valuer for correction.

	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of deviations on draft Valuation Roll.

	14
	Receive the updated draft Valuation Roll from Valuer.

	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Updated Valuation Roll.

	15
	Capture the draft Valuation Roll on the financial system.

	 
	 
	 
	PA
	RA
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	16
	Reconcile the Valuation Roll on the financial system with draft Valuation Roll received from the Valuer.

	 
	 
	 
	PA
	RA
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Draft property value reconciliation

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	17
	Prepare public notice of valuation.  

	 
	 
	PA
	VA
	RA
	 
	RA
	MPRA 
S 49 
	GRAP 23
	Property Rates
	Property Rates
	Public Notice of valuation.

	18
	Place a Public Notice of valuation on the municipality's website.  
	 
	 
	PA
	VA
	RA
	 
	RA
	MPRA 
S 49 
	GRAP 23
	Property Rates
	Property Rates
	Proof of Public Notice on website.

	19
	Distribute the notice of valuation to all rate-payers by registered post.  
	 
	 
	PA
	VA
	RA
	 
	 
	MPRA 
S 49 
	GRAP 23
	Property Rates
	Property Rates
	Copy of notices send to rate-payers.

	20
	Receive enquiries and objections on prescribed forms, from rate payers.  
	 
	 
	PA
	VA
	RA
	 
	 
	MPRA 
S 50 
	GRAP 23
	Property Rates
	Property Rates
	Number of objections received.

	21
	Prepare a list of all objections by rate payers.  
	 
	 
	PA
	VA
	RA
	 
	 
	MPRA 
S 50 
	GRAP 23
	Property Rates
	Property Rates
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	22
	Send list of all objections, with copies of actual objections, to Valuer.  
	 
	 
	PA
	VA
	RA
	 
	 
	MPRA 
S 50 
	GRAP 23
	Property Rates
	Property Rates
	 

	23
	Receive the updated Valuation Roll, with adjustments, from Valuer.  
	 
	 
	PA
	VA
	RA
	 
	 
	MPRA 
S 51 
	GRAP 23
	Property Rates
	Property Rates
	Number of objections resolved.

	24
	Submit the report for all adjustments more than 10% to the Appeal Board for confirmation, amendments or revocation.  
	 
	 
	PA
	VA
	RA
	 
	 
	MPRA 
S 52 
	GRAP 23
	Property Rates
	Property Rates
	Report submitted to Appeal Board.

	25
	Send the notices of reviewed valuations to applicable rate payers.  
	 
	 
	PA
	VA
	RA
	 
	 
	MPRA 
S 53 
	GRAP 23
	Property Rates
	Property Rates
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	26
	Receive appeals against the adjusted valuations, in prescribed format, from rate payers.  

	 
	 
	PA
	VA
	RA
	 
	 
	MPRA 
S 54
	GRAP 23
	Property Rates
	Property Rates
	Number of appeal forms received.

	27
	Send the Notices of Appeal Court sitting to Appeal Board, Valuer and applicable rate payers.  
	 
	 
	PA
	VA
	RA
	 
	 
	MPRA 
S 54 
	GRAP 23
	Property Rates
	Property Rates
	 

	28
	Distribute the outcome of the Appeal Court to applicable rate-payers.  
	 
	 
	PA
	VA
	RA
	 
	 
	MPRA 
S 54 
	GRAP 23
	Property Rates
	Property Rates
	Number of appeals solved.

	29
	Receive the updated Valuation Roll from Valuer.  
	 
	 
	PA
	VA
	RA
	 
	 
	MPRA 
S 55 
	GRAP 23
	Property Rates
	Property Rates
	Valuation Roll.

	30
	Update the Valuation Roll on financial system.  
	 
	 
	 
	PA
	RA
	 
	 
	MPRA 
S 55 
	GRAP 23
	Property Rates
	Property Rates
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	31
	Reconcile the Valuation Roll on the financial system with the Valuation Roll received from the Valuer.  
	 
	 
	 
	PA
	RA
	 
	 
	MPRA
S 55 
	GRAP 23
	Property Rates
	Property Rates
	Monthly property value reconciliations.

	32
	Maintain a Municipal Register of Properties consisting of a Part A and a Part B.  
	 
	 
	 
	PA
	RA
	RA
	 
	 MPRA
S 23
	GRAP 23
	Property Rates
	Property Rates
	Municipal Register of Properties with a Part A and a Part B.



















	
	Procedures for performing General Valuations accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	
	
	

	
HC
	
	
	

	
CCV
	 
	 
	 

	
AV
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing General Valuations approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
 
	 
	 









6.5.2. [bookmark: _Toc486502194]Procedures for performing of Supplementary Valuations

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Perform Supplementary Valuations, whenever necessary in respect of any rateable property.  
	 
	 
	 
	PM
	VM
	RM
	 
	MPRA
S 77
S78 
	GRAP 23
	Property Rates
	Property Rates
	Notice of Supplementary Valuation.

	2
	Obtain the list/ register of "monthly final inspections", with "Occupation Certificates", from building inspectorate division, to confirm that a building was erected.  Sign as proof that the list/register was received.

	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of new buildings/ part of buildings erected during the month.

	3
	Obtain the approved list/ register of revised zonings from Corporate Department.  Sign as proof that the list/register was received.

	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of approved revised zonings per month.

	4
	Obtain the list/ register of properties consolidated and/ or sub-divided from Corporate Department.  Sign as proof that the list/ register was received.

	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of properties consolidated and/or sub-divided per month.

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	5
	Update the property records with detail of all the structures on a plot from approved building plans, after the Building Inspectorate Division inspected the building and confirmed that a building was erected.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	6
	Update the property records with extracts from the Deeds Office for properties transferred, consolidated and/or sub-divided.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of property records updated monthly.

	7
	Submit the property record for each plot within the municipality area, where a Supplementary Valuation is required, to the appointed Valuer. 
	 
	 
	PM
	VM
	RM
	 
	 
	MPRA
S 33 
	GRAP 23
	Property Rates
	Property Rates
	Number of properties within municipal boundaries.

	8
	Receive the draft Supplementary Valuation Roll from the Valuer indicating:  registered description of property, category of property, physical address of property, extent of property, market value of property, name of registered owner.
	 
	 
	PM
	VM
	RM
	 
	 
	 MPRA
S 48
	GRAP 23
	Property Rates
	Property Rates
	Supplementary Valuation Roll.

	9
	Review the draft Supplementary Valuation Roll for completeness.

	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	10
	Report any deviations on the draft Supplementary Valuation Roll to the Valuer for correction.

	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of deviations on draft Valuation Roll.

	11
	Receive the updated draft Supplementary Valuation Roll from Valuer.

	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Valuation Roll.

	12
	Capture the draft Supplementary Valuation Roll on the financial system.

	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	13
	Reconcile the Valuation Roll on the financial system with the draft Valuation Roll received from the Valuer.

	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Draft property value reconciliation

	14
	Prepare a Public Notice of the Supplementary Valuation.

	 
	 
	PM
	VM
	RM
	 
	RM
	 MPRA
S 49
	GRAP 23
	Property Rates
	Property Rates
	Public Notice of valuation.

	15
	Place the Public Notice of the Supplementary Valuation on the municipality's website.

	 
	 
	PM
	VM
	RM
	 
	RM
	 MPRA
S 49
	GRAP 23
	Property Rates
	Property Rates
	Proof of public notice on website.

	16
	Distribute the Notice of valuation to all rate-payers by registered post.

	 
	 
	PM
	VM
	RM
	 
	 
	 MPRA
S 49
	GRAP 23
	Property Rates
	Property Rates
	Copy of notices to rate-payers.

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	17
	Receive enquiries and objections on prescribed forms, from rate payers.

	 
	 
	PM
	VM
	RM
	 
	 
	 MPRA
S 50
	GRAP 23
	Property Rates
	Property Rates
	Number of objection forms received.

	18
	Prepare a list of all objections by rate payers.

	 
	 
	PM
	VM
	RM
	 
	 
	 MPRA
S 50
	GRAP 23
	Property Rates
	Property Rates
	 

	19
	Send the list of all objections, with copies of actual objections, to Valuer.

	 
	 
	PM
	VM
	RM
	 
	 
	 MPRA
S 50
	GRAP 23
	Property Rates
	Property Rates
	 

	20
	Receive the updated Supplementary Valuation Roll, with adjustments, from Valuer.

	 
	 
	PM
	VM
	RM
	 
	 
	 MPRA
S 51
	GRAP 23
	Property Rates
	Property Rates
	Number of objections resolved.

	21
	Send the notices of reviewed valuations to applicable rate payers.

	 
	 
	PM
	VM
	RM
	 
	 
	 MPRA
S 53
	GRAP 23
	Property Rates
	Property Rates
	 

	22
	Submit the report for all adjustments more than 10% to the Appeal Board for confirmation, amendments or revocation.

	 
	 
	PM
	VM
	RM
	 
	 
	 MPRA
S 52
	GRAP 23
	Property Rates
	Property Rates
	Report submitted to Appeal Board.

	23
	Receive the appeals against adjusted valuations, in prescribed format, from rate-payers.

	 
	 
	PM
	VM
	RM
	 
	 
	 MPRA
S 54
	GRAP 23
	Property Rates
	Property Rates
	Number of appeal forms received.

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	24
	Send the Notices of Appeal Court sitting to the Appeal Board, Valuer and applicable rate payers.

	 
	 
	PM
	VM
	RM
	 
	 
	MPRA
S 54 
	GRAP 23
	Property Rates
	Property Rates
	Notices send to parties.

	25
	Distribute the outcome of Appeal Court to applicable rate payers.

	 
	 
	PM
	VM
	RM
	 
	 
	MPRA
S 54 
	GRAP 23
	Property Rates
	Property Rates
	Number of appeals solved.

	26
	Receive the updated Valuation Roll from the Valuer.

	 
	 
	PM
	VM
	RM
	 
	 
	 MPRA
S 55
	GRAP 23
	Property Rates
	Property Rates
	Valuation Roll.

	27
	Update the Valuation Roll on the financial system with results of the Supplementary Valuation.

	 
	 
	 
	PM
	RM
	 
	 
	 MPRA
S 55 
	GRAP 23
	Property Rates
	Property Rates
	 

	28
	Reconcile the Valuation Roll on the financial system with the Valuation Roll received from the Valuer.

	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Monthly property value reconciliation.

	29
	Maintain a Municipal Register of Properties consisting of a Part A and a Part B.  
	 
	 
	 
	PM
	RM
	RM
	 
	 MPRA
S 23 
	GRAP 23
	Property Rates
	Property Rates
	Municipal Register of Properties with a Part A and a Part B.




	
	Procedures for performing Supplementary Valuations accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	
	
	

	
HC
	
	
	

	
CCV
	 
	 
	 

	
AV
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Supplementary Valuations approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	







6.5.3. [bookmark: _Toc486502195]Procedures for performing Discount/Rebates on Property Rates

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Receive the Indigent Application Forms from the Indigent Department.
	 
	 
	 
	PM
	VM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of indigents that apply for discount/rebates.

	2
	Receive the Discount Application Forms from rate-payers (farmers, churches, etc.)
	 
	 
	 
	PM
	VM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of rate-payers (excluding Indigents) that apply for discount/rebates.

	3
	Review the application forms for accuracy and completeness.

	 
	 
	 
	PM
	VM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	4
	Approve the application forms.

	 
	 
	 
	 
	PM
	VM
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of rate-payers that receive discount/rebates.

	5
	Capture the discount/ rebate on the financial system by taking into account the provisions of section 17 of the Municipal Property Rates Act, Act 6 of 2004 and all segments of mSCOA.

	 
	 
	PM
	RM
	VM
	 
	 
	MPRA
S 17 
	GRAP 23
	Property Rates
	Property Rates
	Monetary value of discount/rebates per month.







	
	Procedures for performing Discount/Rates on Property Rates accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CCV
	 
	 
	 

	
AV
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Discount/Rates on Property Rates approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 

	
	
	
	














6.5.4. [bookmark: _Toc486502196]Procedures for performing Rates Levy

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	1
	Ensure that the rate to be levied on property has been correctly promulgated each year before the start of the financial year by:
· Council passing a resolution;
· Published the resolution in the Provincial Gazette;
· Displaying the resolution for a period of at least 30 days at the municipality's head offices, satellite offices, libraries and on the municipality's website;
· Advertising in the media a notice stating that a council resolution has been passed, giving a rate on property and that a copy of the resolution is available for inspection.
	 
	 
	 
	 
	 
	 
	PA
	 MFMA 
S 22
	GRAP 23 
	Property Rates
	Property Rates
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	2
	Review the Rates Policy of the Municipality annually, as part of the budget process.
	 
	 
	 
	 
	 
	 
	PA
	 
	GRAP 23
	Property Rates
	Property Rates
	Rates Policy

	3
	Capture new tariffs, as approved by Council, by taking into account the provisions of sections 20, 21 and 22 of the Municipal Property Rates Act, Act 6 of 2004.

	 
	 
	 
	PA
	VA
	RA
	 
	MPRA
S20,
S21 &
S22 
	GRAP 23
	Property Rates
	Property Rates
	List of approved tariffs.

	4
	Update the master file.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	5
	Make printout of the master file.

	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	6
	Verify new tariffs captured with tariffs approved by Council.

	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	7
	Correct any errors.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	8
	Sign the print-out of new tariffs as proof of review and file for audit purposes.

	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Signed print-out of new tariffs.

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	9
	Levy rates once a year during the first levy of the financial year (July), by using all segments of mSCOA.  Perform this procedure only if and after valuation roll from Valuer reconciles with valuation roll on financial system.

	 
	 
	 
	PM
	RM
	 
	 
	 MPRA
S13
	GRAP 23
	Property Rates
	Property Rates
	Number of billing reports per year.

	10
	Perform a property rates calculation by using the approved tariffs and value of land and improvements, taking into account any discounts/rebates.
.
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Monthly property rates reconciliation.

	11
	Send monthly statements to rate payers, indicating the amount due, date on which amount is payable, size of property and market value of property.

	 
	 
	PM
	VM
	RM
	 
	 
	 MFMA 
S 97

MPRA
S27
	GRAP 23
	Property Rates
	Property Rates
	Number of rate-payers.

	








	








	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Rates Levy accepted by:
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date
	
	

	
DC
	
	
	
	
	

	
HC
	
	
	
	
	

	
CCV
	 
	 
	 
	
	

	
AV
	 
	 
	 
	
	

	
HI
	 
	 
	 
	
	

	
CFO
	 
	 
	 
	
	

	
MM
	 
	 
	 
	
	

	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Rates Levy accepted by:
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	Signature
	Date
	
	

	
	
Chief Financial Officer
	 
	 
	
	

	
	
Municipal Manager
	 
	 
	
	








6.5.5. [bookmark: _Toc486502197]Procedures for issuing Rates Clearance Certificates

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Receive the Rates Clearance Application Form and authorisation letter from the Transfer Attorney.

	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	Number of application forms received.

	2
	Review the application form for completeness.

	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	3
	Send the incomplete application forms back to the Transfer Attorney.

	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	4
	Determine if there is approval for sub-division, where applicable.

	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	5
	Determine if a development levy is payable, where applicable.

	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	6
	Calculate the amount payable (3 x Basic Availability + Total Outstanding + Sub Division Fees + Development Levy + Outstanding from Collection Attorney + Interest)

	 
	 
	PD
	RD
	 
	 
	 
	MSA
S 118 
	 
	Property Rates
	Property Rates
	 

	7
	Send the amount payable to the Transfer Attorney.
	 
	 
	 
	PD
	VD
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	8
	Receive proof of payment from the Transfer Attorney.
	 
	 
	PD
	VD
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	9
	Confirm the payment received on bank statements.
	 
	PD
	VD
	 
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	10
	Issue a receipt for payment received, by using all segments of mSCOA.
	 
	PD
	VD
	 
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	11
	Issue the pre-numbered Rates Clearance Certificate after conditions of section 118 of Municipal Systems Act, Act 32 of 2000 have been met.
	 
	 
	 
	PD
	VD
	 
	 
	 MSA
S 118
	 
	Property Rates
	Property Rates
	Number of rates clearance certificates issued per month.

	12
	File the duplicate Rates Clearance Certificate with the approved application form in the Property File.
	 
	 
	PD
	VD
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	13
	Send an e-mail to the Transfer Attorney if the Rates Clearance Certificate is available for collection.

	 
	 
	PD
	VD
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	14
	Receive property transfers from the Deeds Office.

	 
	 
	PM
	VM
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	15
	Record the details of a new owner on the financial system.

	 
	 
	PM
	RM
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	16
	Verify the category status of a new owner on the financial system and update the financial system, if needed.

	 
	 
	PM
	RM
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	17
	File proof of transfer in the Property File.

	 
	 
	PM
	VM
	 
	 
	 
	 
	 
	Property Rates
	Property Rates
	 













	
	Procedures for issuing Rates Clearance Certificates accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	
	
	

	
HC
	 
	 
	 

	
CCV
	 
	 
	 

	
AV
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for issuing Rates Clearance Certificates approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 





6.5.6. [bookmark: _Toc486502198]Procedures for performing Property Rates Refunds

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Receive a refund (split) application from the Transfer Attorney.
	 
	 
	 
	PD
	VD
	 
	 
	 
	 GRAP 23
	Property Rates
	Property Rates
	 

	2
	Review the calculation of refund.
	 
	 
	 
	PD
	VD
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	3
	Confirm if the Discontinuing of Services Form was completed by the rate-payer.  If not, refer rate-payer to the Debtors Department.
	 
	 
	PD
	VD
	 
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	4
	Prepare the refund journal with supporting documentation by using all segments of mSCOA.
	 
	 
	 
	PD
	RD
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of refunds per month.

	5
	Process the refund journal, by using all segments of mSCOA.
	PD
	 
	 
	VD
	 
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	6
	File the journal in numeric order.
	 
	 
	 
	PD
	RD
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	7
	Alternative for procedures 4 to 6:  

Prepare a list of all refunds.
	 
	 
	 
	PW
	RW
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	8
	Obtain banking details of the rate payer from the Property File.
	 
	 
	 
	PW
	VW
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	9
	Send list to Creditors Department.
	 
	 
	 
	PW
	VW
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	10
	The Creditors Department follow normal payment procedures as set out in section 7.4.

	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	 

	11
	Write-off unidentified credits older than 3 years to Accumulated Surplus, by using all segments of mSCOA.

	 
	 
	 
	PA
	RA
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	List of write-offs.

	12
	If provided for in the Credit Control Policy, write-off any amount outstanding.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	GRAP 23
	Property Rates
	Property Rates
	List of write-offs.

	13
	Maintain a list of unidentified credits for future reference.
	 
	 
	 
	PA
	RA
	 
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Annual list of unidentified credits.














	
	Procedures for performing Property Rates Refunds accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CCV
	 
	 
	 

	
AV
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	
	
	

	
MM
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Property Rates Refunds approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 












6.5.7. [bookmark: _Toc486502199]Procedures for performing Journals (Property Rates)

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Receive the written correspondence from consumer for incorrect levies or transfer of credits between accounts.

	 
	 
	 
	PD
	RD
	 
	 
	 
	 
	Property Rates
	Property Rates
	Number of corrections per month.

	2
	Prepare the corrective journal with supporting documentation.

	 
	 
	 
	PD
	RD
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	3
	Capture the corrective journal, by using all segments of mSCOA.

	 
	 
	PD
	 
	RD
	 
	 
	 
	 
	Property Rates
	Property Rates
	 

	4
	File the journal in numeric order.

	 
	 
	PD
	VD
	RD
	 
	 
	 
	 
	Property Rates
	Property Rates
	 













	
	Procedures for performing journals (Property Rates) accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CCV
	 
	 
	 

	
AV
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing journals (Property Rates) approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 
















6.5.8. [bookmark: _Toc486502200]Procedures for Monthly Meetings (Property Rates)

	No.
	Procedure
	Data Capturer
	Head Cashier
	Chief Clerk:  Valuations
	Accountant:  Valuations
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	CFO holds monthly meeting with the Accountant: Valuations and the Head:  Income to discuss exceptions identified during the month.

	 
	 
	 
	PM
	PM
	PM
	RM
	 
	 GRAP 23
	Property Rates
	Property Rates
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.

	 
	 
	 
	PM
	PM
	PM
	RM
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.

	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 23
	Property Rates
	Property Rates
	Number of pre-audit checklists per year.












	
	Procedures for Monthly Meetings (Property Rates) accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AV
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Property Rates) approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 
















STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES
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6.6. [bookmark: _Toc486502201]DEBTORS ADMINISTRATION

Debtor administration deals with all functions and activities to produce accurate debtor accounts on a monthly basis.  It includes the processing of all input data for the monthly creation of debtor accounts such as meter readings, refuse, sewerage, property rates and sundry account accruals.					

						
Staff members involved in procedures																	
MR		Meter Reader	
LW		Leader Worker					
C		Cashier				
CE		Clerk:  Enquiries				
DC		Data Capturer					
CCCC		Chief Clerk:  Credit Control				
CCCD		Chief Clerk:  Consumer Data				
CCD		Chief Clerk:  Debtors					
GIST		GIS Technician					
AI		Accountant:  Income/Debtors					
HI		Head:  Income					
CFO		Chief Financial Officer					
MM		Municipal Manager																





















	






STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES
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6.6.1. [bookmark: _Toc486502202]Procedures for Capturing Approved Tariffs

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Capture new tariffs (including interest rates), as approved by Council.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	Service Charges
	Service Charges
	List of approved tariffs.

	2
	Review the VAT parameters for each tariff to ensure that VAT will be correctly charged/ levied in terms of the Value-Added Tax Act and any other VAT Regulations and Interpretations.

	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 VAT Act
S 10
S 11
S 12
	 
	Service Charges
	Service Charges
	VAT Parameters

	3
	Update the VAT parameters.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	Service Charges
	Service Charges
	 

	4
	Update the master file.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	Service Charges
	Service Charges
	 

	5
	Make a printout from the master file.

	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	6
	Verify the new tariffs captured with the tariffs approved by Council.

	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	Service Charges
	Service Charges
	 

	7
	Correct any errors.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	Service Charges
	Service Charges
	 

	8
	Sign the print-out of new tariffs and any changes to VAT parameters as proof of review, and file for audit purposes.

	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	Service Charges
	Service Charges
	Signed print-out of new tariffs.

	9
	Perform the first monthly billing process.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	Service Charges
	Service Charges
	 

	10
	Update the interest rate on overdue accounts, in accordance with the Credit Control and Debt Collection Policy, when changes in interest rates occur.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	11
	Make a printout from master file.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	Service Charges
	Service Charges
	 

	12
	Sign the print-out of interest changes as proof of review and file for audit purposes.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	Service Charges
	Service Charges
	 


















	
	Procedures for capturing Approved Tariffs accepted by:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for capturing Approved Tariffs accepted by:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 

















6.6.2. [bookmark: _Toc486502203]Procedures for Compiling of an Indigent Register

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP 
Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Ensure that the Municipality has formulated, approved, maintained and effectively implemented an Indigent Policy.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	Indigent Policy 
	GRAP 9
IGRAP 1
	Service Charges
	Service Charges
	 

	2
	Request consumers/ rate-payers by advertisements in newspapers/ on website to register annually as indigents.

	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 9
IGRAP 1
	Service Charges
	Service Charges
	Advertisement

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP 
Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	3
	Consumers/ rate-payers’ complete application form.
	 
	 
	 
	 
	 
	 
	VA
	 
	RA
	 
	 
	 
	 
	 GRAP 9
IGRAP 1
	Service Charges
	Service Charges
	Number of applications per month

	4
	Verify the validity and correctness of application form with supporting documentation attached.
	 
	 
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 GRAP 9
IGRAP 1
	Service Charges
	Service Charges
	 

	5
	Request Social Worker to verify the actual status of the indigent applicant.
	 
	 
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	GRAP 9
IGRAP 1
	Service Charges
	Service Charges
	 

	6
	Request the consumer/ rate-payer to provide any outstanding information.
	 
	 
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	GRAP 9
IGRAP 1
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP 
Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	7
	Capture the information on the approved application forms in an indigent register that contains the following headings:
· Account number;
· Name of head of house hold;
· Address;
· Total earnings of household;
· Amount of subsidy to be received for water;
· Amount of subsidy to be received for electricity;

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP 
Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	 
	· Amount of subsidy to be received for sewerage;
· Amount of subsidy to be received for refuse;
· Total subsidy to be received;

	 
	 
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	GRAP 9
IGRAP 1
	Service Charges
	Service Charges
	 

	8
	Code all consumers that are approved indigent consumers on the debtor system.

	 
	 
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	GRAP 9
IGRAP 1
	Service Charges
	Service Charges
	 

	9
	Reconcile the consumers marked as indigent with Indigent Register.

	 
	 
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	GRAP 9
IGRAP 1
	Service Charges
	Service Charges
	Indigent Register Reconciliation

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP 
Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	10
	Record monthly subsidies.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 9
IGRAP 1 
	Service Charges
	Service Charges
	 

	11
	Reconcile subsidies granted to indigents in Indigent Register.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 9
IGRAP 1 
	Service Charges
	Service Charges
	Indigent Register Reconciliation

	12
	Update the Indigent Register on a regular basis.

	 
	 
	 
	 
	 
	 
	PM
	 
	VM
	RM
	 
	 
	 
	GRAP 9
IGRAP 1 
	Service Charges
	Service Charges
	 

	13
	Obtain quarterly reports from Ward Committees to confirm status of the registered indigents.

	 
	 
	 
	 
	 
	 
	PQ
	 
	VQ
	RQ
	 
	 
	 
	GRAP 9
IGRAP 1 
	Service Charges
	Service Charges
	Quarterly Reports

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP 
Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	14
	Perform a comprehensive checks on a quarterly basis, to ensure that employees of other municipalities, district municipalities, Provincial Departments and National Departments are not included on the Indigent Register.

	 
	 
	 
	 
	 
	 
	PQ
	 
	VQ
	RQ
	 
	 
	 
	GRAP 9
IGRAP 1 
	Service Charges
	Service Charges
	Quarterly Reports

	15
	Report any offences found immediately to the CFO.

	 
	 
	 
	 
	 
	 
	PQ
	 
	VQ
	VQ
	RQ
	 
	 
	GRAP 9
IGRAP 1 
	Service Charges
	Service Charges
	Quarterly Reports

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP 
Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	16
	Perform a comprehensive checks on a quarterly basis, to ensure that councillors of the municipality, other municipalities and district municipalities are not included on the Indigent Register.

	 
	 
	 
	 
	 
	 
	PQ
	 
	VQ
	RQ
	 
	 
	 
	 GRAP 9
IGRAP 1
	Service Charges
	Service Charges
	Quarterly Reports

	17
	Report any offences found immediately to the CFO.

	 
	 
	 
	 
	 
	 
	PQ
	 
	VQ
	VQ
	RQ
	 
	 
	GRAP 9
IGRAP 1 
	Service Charges
	Service Charges
	Quarterly Reports













	
	Procedures for compiling of an Indigent Register accepted by:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for compiling of an Indigent Register approved by:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 





	









6.6.3. [bookmark: _Toc486502204]Procedures for Connection of Services (Occupied Property)
	
	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	The owner/ tenant apply for services by completing pre-numbered Service-Level Agreement (in triplicate).  In case of a tenant, application form must also be signed by owner to authorise that services may be connected for tenant.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy 
	 GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	2
	Required information on Service-Level Agreement:

Residential
· Full names of applicant;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy  
	GRAP 1 
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	 
	· ID number of applicant;
· Full names of spouse;
· ID number of spouse;
· Physical and postal address;
· Name and address of employer;
· Telephone number at work and at home;
· Language preference;
· Plot number;
· Type of Services applied for;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy  
	GRAP 1 
	Consumer Deposits
	Consumer Deposits
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	 
	Commercial
· Company or business name;
· Names, addresses and home telephone numbers of all partners, directors, members and owners;
· Telephone number(s) of the business;
· Registered business address;
· Business registration number;
· Physical and postal address;
· Plot number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy  
	GRAP 1 
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	3
	Receive completed and signed Service-Level Agreement from owner/tenant.

	 
	 
	 
	PD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	GRAP 1 
	Consumer Deposits
	Consumer Deposits
	Number of applications per month.

	4
	Sign the Service-Level Agreement as proof that required information was obtained and owner and/or tenant have signed Service-Level Agreement.

	 
	 
	 
	PD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	GRAP 1 
	Consumer Deposits
	Consumer Deposits
	 

	5
	Instruct the meter reader to obtain meter readings and serial numbers.

	 
	 
	 
	PD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	 GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	6
	Capture meter readings and serial numbers on the Service-Level Agreement.

	PD
	 
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	7
	The owner/tenant pay consumer deposit at Cashier.

	 
	 
	PD
	 
	 
	VD
	 
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy  
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	8
	Receive the signed Service-Level Agreement and receipt for consumer deposit.

	 
	 
	 
	 
	 
	PD
	VD
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	9
	Review plot number and meter readings on the Service-Level Agreement.  If differ, investigate and send account for previous owner/tenant.

	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	 
	 GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	10
	Capture final meter readings on account of previous owner/ tenant.

	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	11
	Levy the previous owner/ tenant for used services, including refuse and sewerage, by using all segments of mSCOA.

	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	12
	Create the new account on financial system.  Confirm that all services to be provided, are marked on account and that the services requested are not for "undeveloped property".

	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	 Credit Control and Debt Collection Policy 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	Number of new debtors account created per month.

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	13
	Disconnect services on account of previous owner/ tenant.  Only 1 account per property for electricity and water services, unless multiple units on property.

	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy  
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	Number of disconnected services per month.

	14
	Send the complete Service-Level Agreement with receipt to Chief Clerk:  Debtors.

	 
	 
	 
	 
	 
	PD
	VD
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	15
	Allocate payment for consumer deposit against consumer account, by using all segments of mSCOA.

	 
	 
	 
	 
	 
	 
	PD
	 
	RD
	 
	 
	 
	Credit Control and Debt Collection Policy  
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	16
	Transfer consumer deposit of previous owner/ tenant to the outstanding account of previous owner/ tenant, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	Credit Control and Debt Collection Policy  
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	17
	Process the transfer journal, by using all segments of mSCOA.

	PD
	 
	 
	 
	 
	 
	 
	 
	VD
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	18
	Alternative for procedures 15 to 17:

Prepare a list of all refunds.
	 
	 
	 
	 
	 
	 
	 
	 
	PW
	RW
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	19
	Obtain the banking details of rate payers from Property File.
	 
	 
	 
	 
	 
	 
	 
	 
	PW
	VW
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	20
	Send list to the Creditors Department.
	 
	 
	 
	 
	 
	 
	 
	 
	PW
	VW
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	21
	The Creditors Department follow normal payment procedures as set out in section 7.4.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	22
	Send a copy of the Service-Level Agreement to GIS Technician to update/ verify GIS System with serial number of installed meters.

	 
	VD
	 
	 
	PD
	 
	VD
	 
	RD
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	23
	File the Service-Level Agreement in the Property File.

	 
	 
	 
	 
	PD
	 
	VD
	 
	RD
	 
	 
	 
	Credit Control and Debt Collection Policy  
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	24
	Review consumer deposits held for services on a monthly basis to ensure that at least two and a half months’ current consumption is held as deposit.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	Credit Control and Debt Collection Policy  
	GRAP 1 
	Consumer Deposits
	Consumer Deposits
	 

















	
	Procedures for the Connection of Services (Occupied Property) accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MR
	 
	 
	 

	
C
	 
	 
	 

	
CE
	 
	 
	 

	
DC
	 
	 
	 

	
CCCD
	 
	 
	 

	
CCD
	 
	 
	 

	
GIST
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Connection of Services (Occupied Property) approved by:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	



6.6.4. [bookmark: _Toc486502205]Procedures for Connection of Services (Vacant Property)

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Owner applies for services by completing pre-numbered Service-Level Agreement (in triplicate). 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	2
	Required information on Service-Level Agreement:

Residential
· Full names of applicant;
· ID number of spouse;
· Physical and postal address;
· Name and address of employer;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy  
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	 
	· Telephone number at work and at home;
· Language preference;
· Plot number;
· Type of Services applied for;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy  
	GRAP 1 
	Consumer Deposits
	Consumer Deposits
	 

	 
	Commercial
· Company or business name;
· Names, addresses and home telephone numbers of all partners, directors, members and owners;
· Telephone number(s) of the business;
· Registered business address;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy  
	 GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	
	· Business registration; number
· Physical and postal address;
· Plot number.
	
	
	
	
	
	
	
	
	
	
	
	
	Credit Control and Debt Collection Policy  
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	

	3
	Receive the completed and signed Service-Level Agreement from owner.
	 
	 
	 
	PD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	 GRAP 1
	Consumer Deposits
	Consumer Deposits
	Number of application received per month.

	4
	Sign the Service-Level Agreement as proof that required information was obtained and owner has signed Service-Level Agreement.

	 
	 
	 
	PD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	GRAP 1 
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	5
	Owner pay connection fee and consumer deposit at Cashier.

	 
	 
	PD
	 
	 
	VD
	 
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy   
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	6
	Receive the signed Service-Level Agreement and receipt for connection fees and consumer deposit.

	 
	 
	 
	PD
	 
	 
	 
	VD
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	7
	Capture the receipt number on Service-Level Agreement.

	 
	 
	 
	PD
	 
	 
	 
	VD
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	8
	Send the Service-Level Agreement to Chief Clerk:  Credit Control.

	 
	 
	 
	PD
	 
	 
	 
	VD
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	9
	Contact the Technical Department to install a new meter.
	 
	 
	 
	 
	 
	 
	 
	PD
	VD
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	10
	The Technical Department must inform the Chief Clerk:  Credit Control on a daily basis of meters installed or replaced.
	 
	 
	 
	 
	 
	 
	 
	PD
	VD
	RM
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	Monthly list of meters installed/ replaced.

	11
	Obtain serial number and unit factor of meter from the Technical Department.  (Including meters installed by private developer)
	 
	 
	 
	 
	 
	 
	 
	PD
	VD
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	Number of meters installed per month.

	12
	Capture serial number of new meter on the Service-Level Agreement.
	 
	 
	 
	 
	 
	 
	 
	PD
	VD
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	13
	Send the Service-Level Agreement to Chief Clerk:  Consumer Data.
	 
	 
	 
	 
	 
	 
	 
	PD
	VD
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	14
	Create a new account on the financial system, by using all segments of mSCOA.  Ensure that the unit factor is correct, all services to be provided are marked on account and that the services requested are not for "undeveloped property".
	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy    
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	Number of new accounts created per month.

	15
	Send complete Service-Level Agreement with receipt to the Chief Clerk:  Debtors
	 
	 
	 
	 
	 
	PD
	VD
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	16
	Allocate payment for consumer deposit against a consumer account, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	PD
	 
	RD
	 
	 
	 
	Credit Control and Debt Collection Policy    
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	17
	Send copy of Service-Level Agreement to GIS Technician to update/ verify GIS System with serial number of installed meters.

	 
	VD
	 
	 
	PD
	 
	VD
	 
	RD
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	18
	File the Service-Level Agreement in Property File.
	 
	 
	 
	 
	PD
	 
	VD
	 
	RD
	 
	 
	 
	Credit Control and Debt Collection Policy    
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	19
	Review consumer deposits held for services on a monthly basis to ensure that at least two and a half months’ current consumption is held as deposit.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 




	
	Procedures for the Connection of Services (Vacant Property) accepted by:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
C
	 
	 
	 

	
CE
	 
	 
	 

	
DC
	 
	 
	 

	
CCCD
	 
	 
	 

	
CCD
	 
	 
	 

	
GIST
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Connection of Services (Vacant Property) accepted by:
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 




	



6.6.5. [bookmark: _Toc486502206]Procedures for Disconnection of Services (Occupied Property)

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	The owner/tenant apply for disconnection of services by completing pre-numbered application form (in triplicate).  In the case of a tenant, application form must also be signed by owner to authorise that services may be disconnected for tenant.
	 
	 
	 
	PD
	 
	VD
	 
	 
	 
	 
	 
	 
	Credit Control and Debt Collection Policy     
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	2
	Receive completed and signed application form for disconnection from owner/ tenant.
	 
	 
	 
	PD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	3
	Sign the application form as proof that required information was obtained and owner and/or tenant have signed application form for disconnection.
	 
	 
	 
	PD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	Number of disconnecting applications received per month.

	4
	Instruct the meter reader to obtain meter readings and serial numbers.
	 
	 
	 
	PD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	5
	Capture the meter reading and serial numbers on application form.
	PD
	 
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	6
	Capture the final meter readings on account of previous owner/ tenant.
	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	7
	Levy the previous owner/tenant for used services, including refuse and sewerage, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	8
	Transfer consumer deposit of previous owner/tenant to outstanding account of previous owner/tenant, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	9
	Process the transfer journal, by using all segments of mSCOA.
	PD
	 
	 
	 
	 
	 
	 
	 
	VD
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	Number of disconnected services per month.

	10
	Alternative for procedures 8 to 9:  Prepare a list of all refunds.
	 
	 
	 
	 
	 
	 
	 
	 
	PW
	RW
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	No.
	Procedure
	Meter Reader
	GIS Technician
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	11
	Obtain the banking details of rate payer from the Property File.
	 
	 
	 
	 
	 
	 
	 
	 
	PW
	VW
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	12
	Send list to the Creditors Department.

	 
	 
	 
	 
	 
	 
	 
	 
	PW
	VW
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	13
	The Creditors Department follow normal payment procedures as set out in section 7.4.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 

	14
	Send a copy of the application form to GIS Technician to update/ verify GIS System with serial number of installed meters.

	 
	VD
	 
	 
	PD
	 
	VD
	 
	RD
	 
	 
	 
	 
	GRAP 1
	Consumer Deposits
	Consumer Deposits
	 





	
	Procedures for the Disconnection of Services (Occupied Property) accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MR
	 
	 
	 

	
CE
	 
	 
	 

	
CCCD
	 
	 
	 

	
CCD
	 
	 
	 

	
GIST
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Disconnection of Services (Occupied Property) accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









6.6.6. [bookmark: _Toc486502207]Procedures for Reading of Water and Electricity Meters (Handheld)
	
	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Prepare a meter reading time table by taking the following into account:
· Numbers of meters to be read;
· Number of Meter Readers available;
· Number of meters that can be read per day, taking into account the area to be covered, the distribution of the meters and the number of houses per square kilometre;
· Dates by which readings must be completed to meet the deadlines for the billing cycle;
	PA
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 9
	Service Charges
	Service Charges
	Meter reading time table.

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	2
	Create a new period on the Income System for the month.
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	3
	Charge the meter reading appliance.
	PM
	 
	 
	 
	 
	PM
	 
	 
	VM
	 
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	4
	Make a back-up of the previous month's readings. 

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	5
	Store back-up on the system.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	6
	Verify that back-up is in the correct format and stored on system.
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	7
	Delete the previous month's information on meter reading appliances.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	8
	Create a new month route on meter reading appliance and upload information.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	9
	Perform the meter readings within time schedule.
	PW
	 
	 
	 
	 
	VW
	 
	 
	RM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	10
	Download the meter readings weekly from meter reading appliances.
	 
	 
	 
	 
	 
	PW
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of meter readings per week.

	11
	Create an exception report from the Meter Reading System, to identify non-readings, large deviations, etc.
	 
	 
	 
	 
	 
	PW
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of exception per week.

	12
	Create a report for the Meter Reader to follow-up non-readings, large deviations, etc.

	 
	 
	 
	 
	 
	PW
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	13
	Follow-up non-readings and large deviations by taking readings manually (per hand).

	PW
	 
	 
	 
	 
	VW
	 
	 
	RM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	14
	Investigate possible leaks and inform consumers immediately of any leaks.

	PW
	 
	 
	 
	 
	VW
	 
	 
	RM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	15
	Create an exception report for non-readings of more than 1 month.
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of non-readings of more than 1 month.

	16
	Follow-up non-readings and implement controls to perform a reading.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	17
	In performing the above mentioned procedure, the municipality must ensure that they comply with the provisions in their own Credit Control Policy, Municipal By-laws and Service-Level Agreements on the number of periods for which an average meter reading may be used.

	 
	 
	 
	 
	 
	PM
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	18
	Correct meter readings on meter reading system.
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	19
	Import meter readings into financial system.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	20
	Create an exception report for abnormal variances in usage, to ensure that meter readings are captured correctly on financial system.  

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9 
	Service Charges
	Service Charges
	 


















	
	Procedures for reading of Water and Electricity Meters (Handheld) accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MR
	 
	 
	 

	
CCCC
	
	
	

	
CCCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for reading of Water and Electricity Meters (Handheld) approved by:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 












6.6.7. [bookmark: _Toc486502208]Procedures for Reading of Water and Electricity Meters (Manually)

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Prepare a meter reading time table by taking the following into account:
· Number of meters to be read;
· Number of Meter Readers available;
· Number of meters that can be read per day, taking into account the area to be covered, the distribution of the meters and the number of houses per square kilometre;
· Dates by which readings must be completed to meet the deadlines for the billing cycle;

	PA
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 9 
	Service Charges
	Service Charges
	Meter reading time table.

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	2
	Create a new period on the Income System for the month.
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	3
	Create a meter reading report without prior month readings for meters that need to be read manually.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	4
	Distribute the lists for manual reading to applicable area representatives at different Service Points.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	5
	Perform meter readings within time schedule.
	PW
	 
	 
	 
	 
	VW
	 
	 
	RM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	6
	Send the complete list of meter readings to Clerk:  Consumer Data.
	PW
	 
	 
	 
	 
	VW
	 
	 
	RM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of meter readings per month.

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	7
	Capture meter readings on the Meter Reading System.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	8
	Create an exception report from the Meter Reading System, to identify non-readings, large deviations, etc.
	 
	 
	 
	 
	 
	PW
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of exceptions per month.

	9
	Create report for the Meter Reader to follow-up non-readings, large deviations, etc.

	 
	 
	 
	 
	 
	PW
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	10
	Follow-up non-readings, large deviations by taking readings manually (per hand).

	PW
	 
	 
	 
	 
	VW
	 
	 
	RM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	11
	Investigate possible leaks and inform consumers immediately of any leaks.

	PW
	 
	 
	 
	 
	VW
	 
	 
	RM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	12
	Correct meter readings on meter reading system.
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of readings corrected per month.

	13
	Create exception report for non-readings for more than 1 month.
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of non-readings for more than 1 month.

	14
	Follow-up non-readings and implement controls to perform a reading.
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	15
	In performing the above mentioned procedure, the municipality must ensure that they comply with the provisions in their own Credit Control Policy, Municipal By-laws and Service-Level Agreements on the number of periods for which an average meter reading may be used.

	 
	 
	 
	 
	 
	PM
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	16
	Import meter readings into the financial system.
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	17
	Create an exception report to ensure that meter readings are captured correctly on the financial system.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 




	
	Procedures for reading of Water and Electricity Meters (Manually) accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MR
	 
	 
	 

	
CCCC
	
	
	

	
CCCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for reading of Water and Electricity Meters (Manually) approved by:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	







6.6.8. [bookmark: _Toc486502209]Procedures for Reading of Bulk Electricity Meters
	
	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Create a meter reading report for bulk consumers that need to be read manually.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9 
	Service Charges
	Service Charges
	Number of bulk meter readings per month.

	2
	Distribute lists for bulk meter readings to the Electricity Department.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	3
	Perform bulk meter readings within time schedule.

	PW
	 
	 
	 
	 
	VW
	 
	 
	RM
	RM
	 
	 
	Credit Control and
Debt
Collection
Policy 
	GRAP 9
	Service Charges
	Service Charges
	 

	4
	Send the complete list of bulk meter readings to the Accountant:  Income.

	PW
	 
	 
	 
	 
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	5
	Capture meter readings on the financial system.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	6
	Create an exception report from the financial system, to identify non-readings, large deviations, readings were captured in correct units, etc.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	7
	Create a report for the Electricity Department to follow-up non-readings, large deviations, etc.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of non-readings per month.

	8
	Follow-up non-readings, large deviations by taking readings manually (per hand).

	PM
	 
	 
	 
	 
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	9
	Correct meter readings on the financial system.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	10
	Create an exception report for non-readings of more than 1 month.
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of non-readings for more than 1 month.

	11
	Follow-up non-readings and implement controls to perform a reading.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	12
	In performing the above mentioned procedure, the municipality must ensure that they comply with the provisions in their own Credit Control Policy, Municipal By-laws and Service-Level Agreements on the number of periods for which an average meter reading may be used.

	 
	 
	 
	 
	 
	PM
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 





	
	Procedures for reading of Bulk Electricity Meters accepted by:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MR
	 
	 
	 

	
CCCC
	
	
	

	
CCCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for reading of Bulk Electricity Meters approved by:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	








6.6.9. [bookmark: _Toc486502210]Procedures for performing Pre-Billing Activities

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Perform procedures 2 to 24 before performing a Billing Test Run.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9 
	Service Charges
	Service Charges
	 

	2
	Run the Estimate Report for accounts where no meter readings were obtained.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	3
	Send report to the Chief Clerk: Consumer Data
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	4
	Follow-up exceptions 
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	 
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	5
	Perform corrections - See Meter Readings section.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	 
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	6
	Run the Exception Report for R-value's.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	7
	Review the Exception Report for abnormal variances in R-value's.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	8
	Follow-up material deviations.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	9
	Perform corrections for material deviations.

	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	10
	Run the Exception Report for undeveloped properties.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	11
	Review the Exception Report for undeveloped properties to ensure that services were not charged for undeveloped properties.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	12
	Run the Exception Report for levies of sewerage services per work group.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	13
	Review the Exception Report for Sewerage Services to ensure that all consumers are levied for the correct type of Sewerage Service.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	14
	Review and update monthly receipts to ensure that all receipts issued for the month were capture on consumer accounts.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	15
	Update billing with new arrangement entered into during the month for outstanding amounts.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of debtors billed for arrangements.

	16
	Review miscellaneous charges.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	17
	Update miscellaneous charges to consumer accounts, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of debtors billed for miscellaneous charges.

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	18
	Review interim valuations.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	19
	Update interim valuations to consumer accounts.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of debtors billed for interim valuations.

	20
	Review departmental settlements (internal charges).
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	21
	Update departmental settlements (internal charges), by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Value of internal charges per month.

	22
	Perform a reconciliation between number of properties on Valuation Roll and number of properties charged for basic services.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Monthly reconciliation between Valuation Roll and Basic Service Charges

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	23
	Investigate and correct any differences.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	24
	File the monthly reconciliation for future reference.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	25
	Perform Pre-Billing Test Run on financial system, by using all segments of mSCOA.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	26
	Ensure that all adjustment reports are equal to zero to ensure that all charges have been captured and imported.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	27
	Run interest for month per work group, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of debtors that are levied with interest per month.

	28
	Perform a reconciliation between interest charged on outstanding municipal accounts and mSCOA item for interest received in General Ledger.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Monthly reconciliation of interest on receivables.

	29
	Investigate and correct any differences.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	30
	File the monthly reconciliation for future reference.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 




	
	Procedures for performing Pre-Billing Activities accepted by:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CCCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Pre-Billing Activities approved by:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 














[bookmark: _Toc486502211]6.4.10    Procedures for performing Billing Activities

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Perform Billing Run per work group/ cycle, by using segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 GRAP 9
	Service Charges
	Service Charges
	Number of accounts billed per month.

	2
	Review accounts on a sample basis.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	3
	Compile information for printing of invoices/ statements.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	4
	Print invoices/ statements.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of invoices/ statements printed per month.

	5
	Send invoices/ statements to consumers/rate-payers.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Monthly confirmation that invoices/ statements were sent to debtors.

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	6
	Follow-up invoices/ statements that are returned to the municipality.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of accounts returned per month.

	7
	Alternative for procedures 4 to 6:  

Send the electronic file to printers (3rd party).

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	8
	Receive electronic file with draft invoices/ statements from printers.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	9
	Select samples from the electronic file and review for correctness. 

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	10
	3rd Party prints and send invoices/ statements to consumers/ rate-payers.
	 
	 
	 
	 
	 
	 
	 
	 
	VM
	VM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Monthly confirmation that invoices/ statements were sent to debtors.

	11
	Reconcile the number of invoices/ statements printed with the number of invoices sent to consumers/ rate-payers.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Monthly reconciliation between invoices/ statements printed and invoices/ statements send.

	12
	Follow-up invoices/ statements that are returned to the municipality.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of accounts returned per month.

	13
	Verify consumer details on financial system, on an annual basis.

	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	14
	File monthly billing reports.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 9 
	Service Charges
	Service Charges
	 

	15
	FOR OUTSTANDING ACCOUNTS OF GOVERNMENT DEPARTMENTS:

Establish a Debt Management Committee consisting of representatives from all Provincial Departments and representatives from municipalities within the province.

	
	
	
	
	
	
	
	
	
	
	
	PA
	
	GRAP 9 
	Service Charges
	Service Charges
	

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	16
	Split consumer accounts between Property Rates and Services.
· Department of Infrastructure Development/ Public Works are responsible for Property Rates;
· Department utilising the services are responsible for Service Charges;

	
	
	
	
	
	
	
	
	PM
	VM
	RM
	
	
	GRAP 9 
	Service Charges
	Service Charges
	

	17
	Send individual accounts for each type of service per departments (No single account per department).

	
	
	
	
	
	
	
	
	PM
	VM
	RM
	
	
	GRAP 9 
	Service Charges
	Service Charges
	

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	18
	Each Municipality present individually outstanding accounts to the Debt Management Committee (Current accounts are still sent to departments on monthly basis).
	
	
	
	
	
	
	
	
	
	PM
	VM
	RM
	 
	GRAP 9 
	Service Charges
	Service Charges
	 

	19
	The Debt Management Committee should assist municipalities to recover outstanding accounts.
	
	
	
	
	
	
	
	
	
	VM
	VM
	VM
	
	GRAP 9 
	Service Charges
	Service Charges
	

	20
	The Debt Management Committee meets on a monthly basis with each Municipality and report on outstanding accounts.
	
	
	
	
	
	
	
	
	
	VM
	VM
	VM
	 
	GRAP 9 
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	21
	Inform National Treasury of any payments due by an organ of state, if such payments are regularly in arrears for periods of more than 30 days.
	
	
	
	
	
	
	
	
	
	VM
	VM
	PM
	MFMA
S 64(3)
	GRAP 9 
	Service Charges
	Service Charges
	Letter to National Treasury



















	
	Procedures for performing Billing Activities accepted by:
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Billing Activities approved by:
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 















[bookmark: _Toc486502212]6.4.11 	Procedures for Levying of Additional Services

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Obtain a list of additional services provided to consumers from Service Points/ Transfer Stations, etc.

	 
	 
	 
	 
	 
	PD
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9 
	Service Charges
	Service Charges
	 

	2
	Verify status of consumer on the financial system.

	 
	 
	 
	 
	 
	PD
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	3
	Prepare a journal with special identification code for additional services.  Attach supporting documentation to journal.

	 
	 
	 
	 
	 
	PW
	 
	 
	RW
	 
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of additional services provided during month.

	4
	Capture journal on the financial system, by using all segments of mSCOA.
	 
	 
	 
	 
	PW
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	5
	File the journal in numeric order.

	 
	 
	 
	 
	PW
	 
	 
	 
	 
	 
	 
	 
	 
	 GRAP 9
	Service Charges
	Service Charges
	 























	
	Procedures for Levying of Additional Services accepted by:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CCCD
	
	
	

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Levying of Additional Services approved by:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 















[bookmark: _Toc486502213]6.4.12 	Procedures for performing Debtors Reconciliations

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-
Item
	Proposed mSCOA Item
	KPI

	1
	Run report for all debtors with credit balances, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 1 
	Receivables
	Receivables
	Number of debtors with credit balances.

	2
	Investigate debtors’ accounts with credit balances.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	3
	Perform any corrections, if needed.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	4
	Print/ Run Debtors Age Analysis, by using all segments of mSCOA.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	5
	Review the reconciliation between debtors’ age analysis and General Ledger.  Confirm that the total outstanding debtors per debtors’ age analysis agrees with the balance of outstanding debtors in the General Ledger accounts.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	6
	Investigate any differences.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	7
	Correct differences.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	8
	Review the final reconciliation and sign as proof of review.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	Monthly Debtors Reconciliation

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	9
	File the reconciliation for audit purposes/ future reference.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	10
	Print/ Run Consumer Deposit Register, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	 
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	Consumer Deposit Register

	11
	Review the reconciliation between Consumer Deposit Register and General Ledger.  Confirm that the balance of the Consumer Deposit Register agrees with the balance of Consumer Deposits in the General Ledger accounts.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	12
	Investigate any differences.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	13
	Correct differences.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	14
	Review the final reconciliation and sign as proof of review.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	Monthly Consumer Deposit Reconciliation

	15
	File the reconciliation for audit purposes/ future reference.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 













	
	Procedures for performing Debtors Reconciliations accepted by:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Debtors Reconciliations approved by:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 

















[bookmark: _Toc486502214]6.4.13    Procedures for Clearing Unallocated Deposits

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-
Item
	Proposed mSCOA
Item
	KPI

	1
	Obtain/ Run Unallocated Deposit Register.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 1 
	Receivables
	Liabilities: Unallocated Deposits
	Unallocated Deposit Register

	2
	Allocate all receipts that can be traced via journal.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Liabilities: Unallocated Deposits
	 

	3
	Capture and update corrective journals, by using all segments of mSCOA.
	 
	 
	 
	 
	PM
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Liabilities: Unallocated Deposits
	 

	4
	Review the recon-ciliation between Unallocated Deposit Register and General Ledger.  Confirm that the total in the Unallocated Deposit Register agrees with the balance of the Unallocated Deposit
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	
	
	 

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-
Item
	Proposed mSCOA
Item
	KPI

	
	General Ledger account.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Liabilities: Unallocated Deposits
	 

	5
	Investigate any differences.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	 
	GRAP 1
	Receivables
	Liabilities: Unallocated Deposits
	 

	6
	Correct differences.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	RM
	 
	
	GRAP 1
	Receivables
	Liabilities: Unallocated Deposits
	

	7
	Review the final reconciliation and sign as proof of review.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 1
	Receivables
	Liabilities: Unallocated Deposits
	Unallocated Deposit Register Reconciliation

	8
	File the reconciliation for audit purposes/ future reference.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 1
	Receivables
	Liabilities: Unallocated Deposits
	 

	9
	Prepare monthly report on all unallocated deposits, including ageing and origin of deposits if it is known.
	
	
	
	
	
	
	
	
	
	PM
	RM
	 
	 
	GRAP 1
	Receivables
	Liabilities: Unallocated Deposits
	

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-
Item
	Proposed mSCOA
Item
	KPI

	10
	Develop, approve and implement an Accounting Policy on the treatment of Unallocated Deposits.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	RA
	RA
	 
	GRAP 1
	Receivables
	Liabilities: Unallocated Deposits
	Accounting Policy

	11
	Advertise in local newspaper Councils' intention to write-off Unallocated Deposits older than 3 years to Accumulated Surplus.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 1
	Receivables
	Liabilities: Unallocated Deposits
	 

	12
	Write-off Unallocated Deposits older than 3 years to Accumulated Surplus, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 1
	Receivables
	Liabilities: Unallocated Deposits
	 



	
	Procedures for clearing Unallocated Deposits accepted by:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	
	
	

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for clearing Unallocated Deposits approved by:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 















[bookmark: _Toc486502215]6.4.14    Procedures for the Administration of Rental of Facilities Accounts

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Head:  Corporate Services sends copies of all new rental agreements on a monthly basis to the Chief Clerk:  Debtors.

	 
	 
	 
	 
	 
	 
	PM
	 
	VM
	RM
	RQ
	 
	 Credit Control 
and Debt Collection Policy
	GRAP 9 
	Rental of Facilities
	Rental of Fixed Assets
	Number of new rental agreements per month.

	2
	Capture details on rental agreement in the rental register.
· Name, address, telephone number, ID number, company registration number of third party;
· Account number;
· Duration of the contract;

	 
	 
	 
	 
	 
	 
	PM
	 
	VM
	RM
	 
	 
	 
	 GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	 
	· Amount payable on a monthly, quarterly, half yearly or annual basis;
· Type of contract;
· Escalation percentage;
· Penalties for late payment; and
· Any other important information.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	3
	Create a new account on the financial system.
	 
	 
	 
	 
	 
	 
	PM
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	4
	Add rental tariff and code to new account.
	 
	 
	 
	 
	 
	 
	PM
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	5
	Add rental period for which tariff must be levied.
	 
	 
	 
	 
	 
	 
	PM
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	6
	Send captured information and copy of rental agreement to the Accountant:  Income/Debtors.

	 
	 
	 
	 
	 
	 
	PM
	 
	VM
	RM
	 
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	7
	Review information captured on financial system.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	8
	Sign screen print as proof of the review.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	9
	Levy rental charges during normal billing run, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	10
	Print/ Run monthly age analysis of Sundry Debtors.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	11
	Review the reconciliation between age analysis and General Ledger. Confirm that the total on the age analysis agrees with the balances of the General Ledger accounts.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	12
	Sign final reconciliation as proof of the review.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	Monthly Rental of Facilities Reconciliation

	13
	File the reconciliation for audit purposes/future reference.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	14
	Review rental register to ensure that escalations are captured on the financial system.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 9
	Rental of Facilities
	Rental of Fixed Assets
	 






















	
	Procedures for the Administration of Rental of Facilities Accounts accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Administration of Rental of Facilities Accounts approved by:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 














[bookmark: _Toc486502216]6.4.15    Procedures for Credit Control and Debt Collection (Discontinued Services)

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Ensure that the Municipality has a Credit Control and Debt Collection Policy that provides for:
· Credit Control procedures and mechanisms;
· Debt collection procedures and mechanisms;
· Interest on arrears;
· Termination of services or the restriction of the provision of services when payments are in arrears; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	
	· Matters relating to unauthorised consumption of services, theft and damages.

	
	
	
	
	
	
	
	
	
	
	
	PA
	 Credit Control 
and Debt Collection Policy
	 GRAP 1
	Receivables
	Receivables
	Credit Control and Debt Collection Policy

	2
	Prepare a draft cut-off list based on the Credit Control and Debt Collection Policy.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 Credit Control and Debt Collection Policy
	GRAP 1
	Receivables
	Receivables
	 

	3
	Inform consumers in a standard letter of municipality's actions and required payments that must be made before the services can be restored.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	4
	Prepare a final cut-off list based on the Credit Control and Debt Collection Policy.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	Credit Control and Debt Collection Policy 
	GRAP 1
	Receivables
	Receivables
	Number of debtors on monthly cut-off list.

	5
	Send cut-off list to the Service Point/ Technical Department to perform cut-offs.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	6
	Perform cut-offs.
	 
	PM
	 
	 
	 
	 
	 
	VM
	RM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	7
	Sign the list of cut-offs to confirm that cut-offs were performed.
	 
	PM
	 
	 
	 
	 
	 
	VM
	RM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	Number of monthly cut-offs performed.

	8
	Send the list of cut-offs to Head Office.
	 
	PM
	 
	 
	 
	 
	 
	VM
	RM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	9
	Review signed list of cut-offs to confirm that work was performed.
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	Number of monthly cut-offs performed.

	10
	File the signed list of cut-offs.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	11
	Follow procedures in the Credit Control and Debt Collection Policy for repeated offenders, including staff members and councillors.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 Credit Control and Debt Collection Policy
	GRAP 1
	Receivables
	Receivables
	 











	
	Procedures for Credit Control and Debt Collection (Discontinued Services) accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
LW
	 
	 
	 

	
CCCC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Credit Control and Debt Collection (Discontinued Services) approved by:
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	













[bookmark: _Toc486502217]6.4.16    Procedures for Credit Control and Debt Collection (Handover)

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	1
	Ensure that the Municipality has a Credit Control and Debt Collection Policy that provides for:
· Credit Control procedures and mechanisms;
· Debt collection procedures and mechanisms;
· Interest on arrears;
· Termination of services or the restriction of the provision of services when payments are in arrears; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	
	· Matters relating to unauthorised consumption of services, theft and damages.

	
	
	
	
	
	
	
	
	
	
	
	PA
	 Credit Control 
and Debt Collection Policy
	 GRAP 1
	Receivables
	Receivables
	Credit Control and Debt Collection Policy

	2
	Obtain a list of essential services that cannot be cut-off.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	3
	Calculate the cost effectiveness of recovery of outstanding amounts.
.
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	4
	Identify consumers that no longer occupy any property in the municipal area.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	5
	Locate consumers that no longer occupy any property in the municipal area.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	6
	Calculate the cost effectiveness of recovery of outstanding amount for consumes who no longer lives in the municipal area.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	7
	Prepare a final list of hand-overs.
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	Number of debtors handed-over for collection.

	8
	Send list for hand-overs to the Collection Attorneys/ Collection Agents.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	9
	Prepare a journal to capture details of consumers that are handed-over for collection.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	10
	Capture handed-over journal, by using all segments of mSCOA.

	 
	 
	 
	 
	PM
	 
	 
	VM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	11
	Flag consumer account to ensure that no further interest is levied on handed-over amount.

	 
	 
	 
	 
	PM
	 
	 
	VM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	12
	Obtain list of costs and recoveries from the Collection Attorneys/ Collection Agents.
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	Monthly R-value of amounts recovered and cost of recovery.

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	13
	Prepare a journal to record legal costs against consumers account. 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	14
	Capture the legal cost journal, by using all segments of mSCOA.
	 
	 
	 
	 
	PM
	 
	 
	VM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	15
	Send list of recoveries to the Cashier.
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	16
	Issue receipts for recovered amounts against consumer accounts, by using all segments of mSCOA.
	 
	 
	PM
	 
	 
	 
	 
	VM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	17
	Calculate net amount between ‘amounts recovered’ and ‘legal costs paid’ to ‘deposits made by the Collection Attorney/ Agent.
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	18
	Recalculate commission payable to the Collection Agent.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	19
	Send list of commission payable to the Creditors Department.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	20
	The Creditors Department follow normal payment procedures as set out in section 7.4.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 











	
	Procedures for Credit Control and Debt Collection (Handover) accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	 
	 
	 
	Signature
	 
	 
	 
	 
	 
	 
	 
	Date

	
C 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
DC
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
CCCC
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
AI
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
HI
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Credit Control and Debt Collection (Handover) approved by:
	
	
	
	
	
	

	
	
	
	
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	 
	 
	
	
	
	Signature
	 
	 
	 
	 
	 
	 
	 
	Date

	
	
Chief Financial Officer
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
Municipal Manager
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 













[bookmark: _Toc486502218]6.4.17    Procedures for Credit Control and Debt Collection (Auxiliaries on Pre-paid Services)

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	1
	Ensure that the Municipality has a Credit Control and Debt Collection Policy that provides for:
· Credit Control procedures and mechanisms;
· Debt collection procedures and mechanisms;
· Interest on arrears;
· Termination of services or the restriction of the provision of services when payments are in arrears; and
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	
	· Matters relating to unauthorised consumption of services, theft and damages.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	Credit Control and Debt Collection Policy
	GRAP 1 
	Receivables
	Receivables
	Credit Control and Debt Collection Policy

	2
	Prepare a list of auxiliaries for the month.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	Number of auxiliaries per month.

	3
	Send list of auxiliaries to the Chief Clerk:  Credit Control.

	 
	 
	 
	 
	 
	 
	 
	VM
	PM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	4
	Load arrears against pre-paid meter.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	5
	Send list of auxiliaries to the Accountant:  Income.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	6
	Record transactions via Import File on Test Basis, by using all segments of mSCOA.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	7
	Review Checks and Balances.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	8
	Import the transactions on Live Data.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	









	
	Procedures for Credit Control and Debt Collection (Auxiliaries Pre-paid) accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CCCC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Credit Control and Debt Collection (Auxiliaries Pre-paid) approved by:
	
	
	
	

	
	
	
	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 
















[bookmark: _Toc486502219]6.4.18    Procedures for Credit Control and Debt Collection (Repayment Arrangements)

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Ensure that the Municipality has a Credit Control and Debt Collection Policy that provides for:
· Credit Control procedures and mechanisms;
· Debt collection procedures and mechanisms;
· Interest on arrears;
· Termination of services or the restriction of the provision of services when payments are in arrears; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	
	· Matters relating to unauthorised consumption of services, theft and damages.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	Credit Control and Debt Collection Policy
	 GRAP 1
	Receivables
	Receivables
	Credit Control and Debt Collection Policy

	2
	The consumer/ rate-payer complete application form with assistance from Chief Clerk:  Credit Control.

	 
	 
	 
	 
	 
	 
	 
	VD
	 
	 
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	Number of applications per month

	3
	Send application form to the Accountant:  Income/Debtors.

	 
	 
	 
	 
	 
	 
	 
	PD
	VD
	 
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	4
	Review the application form for completeness.

	 
	 
	 
	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	5
	Capture arrangement based on Councils' Policy.  (See Import procedures for Billing)

	 
	 
	 
	 
	 
	 
	 
	 
	PD
	RD
	 
	 
	Credit Control and Debt Collection Policy 
	GRAP 1
	Receivables
	Receivables
	Number of approved applications per month.

	6
	Monitor compliance with agreement.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	7
	Reconcile Debtors with repayment arrangements with General Ledger.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 1
	Receivables
	Receivables
	Debtors Reconciliation

	8
	Review the reconciliation and sign as proof of review.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 1
	Receivables
	Receivables
	 

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	9
	File the reconciliation for audit purposes/ future reference.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 1 
	Receivables
	Receivables
	 





















	
	Procedures for Credit Control and Debt Collection (Repayment Arrangements) accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CCCC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Credit Control and Debt Collection (Repayment Arrangements) approved by:
	
	
	
	

	
	
	
	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 















[bookmark: _Toc486502220]6.4.19    Procedures for Credit Control and Debt Collection (Write-off of Accounts)
		
	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Ensure that the Municipality has a Credit Control and Debt Collection Policy that provides for:
· Credit Control procedures and mechanisms;
· Debt collection procedures and mechanisms;
· Interest on arrears;
· Termination of services or the restriction of the provision of services when payments are in arrears; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	
	· Matters relating to unauthorised consumption of services, theft and damages.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	Credit Control and Debt Collection Policy
	 GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	Credit Control and Debt Collection Policy

	2
	Prepare list of write-offs based on criteria in the Credit Control and Debt Collection Policy.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 Credit Control and Debt Collection Policy
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	List of write-offs

	3
	Document reason/s for each amount to be written-off.

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	 

	4
	Investigate reasons for write-off.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	 

	5
	Submit list of write-offs to Council.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	 

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	6
	Obtain approval from Council to perform write-offs.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	Minutes of Council Meeting

	7
	Prepare a journal for write-offs, with supporting documentation.
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	Write-off Journal

	8
	Capture write-off journal that is allocated to the individual consumer account, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	 

	9
	File the journal in numeric order.
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	 

	10
	Perform a Debtors Reconciliation as set out in section 6.4.12.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	Debtors Reconciliation

	No
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	11
	Investigate any differences.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	 

	12
	Correct differences.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	 

	13
	Review the reconciliation and sign as proof of review.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	Monthly Debtors Reconciliation

	14
	File the reconciliation for audit purposes/ future reference.

	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	GRAP 1
	Bad Debts Written Off/ Receivables
	Bad Debts Written Off/ Receivables
	 











	
	Procedures for Credit Control and Debt Collection (Write-off) accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CCCC
	 
	 
	 

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Credit Control and Debt Collection (Write-off) approved by:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 













[bookmark: _Toc486502221]6.4.20    Procedures for Handling Debtors Enquiries (General and Payment)

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	1
	Receive an enquiry via e-mail, telephone or at enquiry counter.

	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	 
	 
	 
	 
	 GRAP 1
	Receivables  
	Receivables  
	 

	2
	Confirm with consumer that enquiry is fully understandable.

	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	 
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	 

	3
	Enter query and details of consumer/ rate payer in the Query Register.

	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	Number of enquiries per month.

	4
	Document corrective measures in the Query Register.

	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	Number of enquiries solved per month.

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	5
	For all corrective measures that needs to be made on the financial system:  Send corrective measures with supporting documentation to the Clerk:  Debtors.

	 
	 
	 
	PD
	 
	 
	VM
	 
	 
	 
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	 

	6
	Resolve query within 5 working days.
	 
	 
	 
	 
	 
	 
	PD
	 
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	Average number of days to solve enquiries.

	7
	Send results and any correction measures taken to the Clerk:  Enquiries.

	 
	 
	 
	 
	 
	 
	PD
	 
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	 

	8
	Document corrective measures taken in the Query Register.

	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	9
	Contact consumer/ rate-payer and inform of outcome of query.

	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	 

	10
	Prepare a monthly summary per municipal ward of queries received, solved and outstanding.  Provide reasons for outstanding queries.

	 
	 
	 
	PM
	 
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	 













	
	Procedures for handling of Debtors Enquiries (General & Payment) accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CE
	 
	 
	 

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for handling of Debtors Enquiries (General & Payment) approved by:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 















[bookmark: _Toc486502222]6.4.21    Procedures for Handling of Debtors Enquiries (Replacement of meters)

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Receive query from consumer.
	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	2
	Enter query and details of consumer in the Query Register.
	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Number of enquiries per month.

	3
	Send query to the Chief Clerk:  Credit Control.

	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	 
	 
	 
	 Credit Control and Debt Collection Policy
	GRAP 12
	Inventory
	Inventory
	 

	4
	The consumer complete the Replacement Request Form with Chief Clerk:  Credit Control.
	 
	 
	 
	 
	 
	 
	 
	PD
	VM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	5
	Contact the Technical Department to install a new meter.
	 
	 
	 
	 
	 
	 
	 
	PD
	VM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	6
	Obtain serial number of new meter from the Technical Department.

	 
	 
	 
	 
	 
	 
	 
	PD
	VM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	7
	Capture serial number of new meter on the Replacement Request Form.

	 
	 
	 
	 
	 
	 
	 
	PD
	VM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	8
	Send Replacement Request Form to the Chief Clerk:  Consumer Data.

	 
	 
	 
	 
	 
	 
	 
	PD
	VM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	9
	Capture serial numbers of new meter on the financial system.

	 
	 
	 
	 
	 
	PD
	 
	 
	VM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	10
	Send confirmation to the Clerk:  Enquiries that new meter was installed.
	 
	 
	 
	 
	 
	PD
	 
	 
	VM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	11
	Document corrective measures taken in the Query Register.

	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Number of enquiries solved per month.

	12
	Contact consumer/ rate-payer and inform outcome of query.

	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	13
	Prepare a monthly summary of meters replaced to identify vandalism and/or possible impairment of infrastructure assets.
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Number of meters replaced during month.

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	14
	Send a copy of application form to GIS Technician to update/verify GIS System with serial number of installed meters.

	 
	VD
	 
	 
	PD
	 
	VD
	 
	RD
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	15
	Obtain monthly list of meters installed/ replaced from the Technical Department. 

	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	16
	Reconcile monthly list of meters installed/replaced with the pre-numbered Replacement Request Form.
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Reconciliation between meters installed/replaced and pre-numbered Replacement Request Forms.






	
	Procedures for handling of Debtors Enquiries (Replacement of meters) accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CE
	 
	 
	 

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for handling of Debtors Enquiries (Replacement of meters) accepted by:
	
	
	
	

	
	
	
	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 















[bookmark: _Toc486502223]6.4.22    Procedures for Handling of Debtors Enquiries (Incorrect meter readings)

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	1
	Receive query from consumer.
	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	 
	 
	 
	 
	GRAP 1 
	Receivables  
	Receivables  
	 

	2
	Enter query and details of consumer in the Query Register.
	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	 
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	Number of enquiries per month.

	3
	Contact Meter Reader to perform a new reading/ verify current meter reading.
	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	 
	 
	 
	Credit Control and Debt Collection Policy 
	GRAP 1
	Receivables  
	Receivables  
	 

	4
	Complete the Debtors Account Correction Form.
	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	 
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	Number of enquiries solved per month.

	5
	Send the Debtors Account Correction Form to the Chief Clerk:  Debtors.
	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	 
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	6
	Prepare a corrective journal/ list of adjustments.
	 
	 
	 
	 
	 
	 
	PW
	 
	RW
	 
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	R-value of enquiries corrected per month.

	7
	Import corrective journal/ list of adjustments, by using all segments of mSCOA.

	 
	 
	 
	 
	 
	 
	 
	 
	PW
	RW
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	 

	8
	Send confirmation to the Chief Clerk:  Enquiries that a new meter was installed.

	 
	 
	 
	 
	 
	PD
	 
	 
	VM
	 
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	 

	9
	Document corrective measures taken in the Query Register.

	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 1
	Receivables  
	Receivables  
	 

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	10
	Contact consumer/ rate-payer and inform of outcome of query.

	 
	 
	 
	PD
	 
	 
	 
	 
	VM
	RM
	 
	 
	 
	GRAP 1 
	Receivables  
	Receivables  
	 




















	
	Procedures for handling of Debtors Enquiries (Incorrect meter readings) accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CE
	 
	 
	 

	
CCCD
	 
	 
	 

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for handling of Debtors Enquiries (Incorrect meter readings) approved by:
	
	
	
	

	
	
	
	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 













[bookmark: _Toc486502224]6.4.23    Procedures for Monthly Meetings (Debtors Administration)

	No.
	Procedure
	Meter Reader
	Leader Worker
	Cashier
	Clerk:  Enquiries
	Data Capturer
	Chief Clerk:  Consumer Data
	Chief Clerk:  Debtors
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	CFO holds monthly meeting with the Accountant Income/Debtors and the Head:  Income to discuss exceptions identified during the month.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	PM
	PM
	RM
	 
	GRAP 1 
GRAP 9
	Receivables
	Receivables
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	PM
	PM
	RM
	 
	 GRAP 1
GRAP 9
	Receivables
	Receivables
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 GRAP 1
GRAP 9
	Receivables
	Receivables
	Number of pre-audit checklists per year.



	
	Procedures for Monthly Meetings (Debtors Accounts) accepted by:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Debtors Accounts) approved by:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502225]6.5   	CASH RECEIPTING	

The receipting of payment, either by means of cash, per cheque, card facilities or in any other approved manner, on behalf of the municipality, may only occur through officials to whom such duties have been delegated properly and to whom the necessary facilities, such as receipt books, cash receipting machines, card facilities, money drawers, safes, stationary and any other requirements are provided.	
														
Staff members involved in procedures
					
C		Cashier
HC		Head Cashier
DC		Data Capturer		
CCCC	Chief Clerk:  Credit Control	
AI		Accountant:  Income/Debtors	
HI		Head:  Income	
CFO		Chief Financial Officer		
MM		Municipal Manager													
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[bookmark: _Toc486502226]6.5.1	Procedures for Receipting of Payments (General)

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP
 Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Receive float from the Accountant:  Income/Debtors.
	PD
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	2
	Log-on to the financial system with own unique password.
	PD
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	3
	Log-on to the Pre-paid System with own unique password.
	PD
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	4
	Receive invoice/ statement from consumer/ rate-payer and request specify which services payment is made for.
	PD
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	5
	Receive payment.
	PD
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	6
	Banknotes:
· Scan banknotes received for fraudulent notes;
· No foreign currency cash;
· Count and clip unclipped banknotes and count once more; and
· Ensure that the cash received is correct.

	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	7
	Verify detail on cheque:
· Payable to whom;
· The date on cheque;
· Amount in words against the numeric amount;
· Whether the cheque is signed; and
· No amendments have been made on the cheque.

	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	 8
	Card payments:
· Perform card payment transaction; and
· Request consumer/ rate-payer to sign card slip, irrespective of whether it is requirement by bank.

	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	9
	Indicate method of payment on the Receipting System, i.e. cash, cheque, card payment, etc.

	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	10
	If payment by more than one method (e.g. cash & cheque) issue different receipts for each method.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	11
	Capture card number and batch number, issued by card machine, on the financial system receipt.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	12
	Issue receipt to consumer/ rate-payer, by using all segments of mSCOA.

	PD
	VD
	 
	 
	VW
	RM
	 
	 
	Cash Manage-ment Policy 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	13
	Receipt issued must automatically update on the financial system.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	14
	Issue hand-written receipts in cases of power failure if system is off-line.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	15
	Capture hand receipts immediately, once power supply is restored and system is on-line, by using all segments of mSCOA.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 















	
	Procedures for Receipting of Payments (General) accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
C
	 
	 
	 

	
HC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Receipting of Payments (General) approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 
















[bookmark: _Toc486502227]6.5.2	Procedures for Daily Balancing of Cashiers (General)

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Log-out from the Pre-paid System.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	2
	Print session batch from the Pre-Paid System.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of pre-paid transactions per month.

	3
	Count cash.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	4
	Keep float separate from payments received for the day.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	5
	Complete the daily cash-up summary.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of daily cash-up summary per month.

	6
	Attach cancelled receipts to the daily cash-up summary.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of cancelled receipts per month.

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	7
	Prepare a bank deposit in cashiers own bank deposit book.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 

	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	8
	Place money and deposit book in safe security bag with seal.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	9
	Lock-up security bag and float in safe.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	10
	Send daily cash-up summary and summary of pre-paid session to the Accountant:  Income/ Debtors.
	PD
	VD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	11
	Verify daily cash-up summary with receipts issued on the financial system.
	 
	 
	 
	 
	PD
	RM
	 
	 
	 MFMA
S 64
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	12
	Sign daily cash-up summary as proof of the review.
	PD
	 
	 
	 
	PD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of daily cash-up summary per month.

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	13
	Follow-up differences with the Cashier.
	PD
	 
	 
	 
	PD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	14
	Issue receipt for "surplus cash", by using all segments of mSCOA.
	PD
	 
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of incidents during the month.

	15
	Pay any shortfall immediately.
	PD
	 
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of incidents during the month.

	16
	Deposit cash on following business day.
	 
	 
	 
	 
	PD
	VD
	RM
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	17
	If possible, implement a Rotation of Cashier Policy, to ensure that cashiers are rotated on a regular basis (every 2 weeks) between service points.
	 
	 
	 
	 
	PD
	VD
	RM
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 









	
	Procedures for Daily Balancing of Cashiers (General) accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
C
	 
	 
	 

	
HC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Daily Balancing of Cashiers (General) approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 













[bookmark: _Toc486502228]6.5.3	Procedures for Daily Balancing of Cashiers (Satellite Offices – hand written receipts issued) 

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Follow normal cash-up procedures.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	2
	Send summary of daily receipts to the Head Cashier.  The method of payment received and debtor account numbers must be on report.
	PD
	VD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	3
	Issue receipts on the financial system per type and per method of payment, by using all segments of mSCOA.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	4
	Issue receipts on the financial system for pre-paid transactions, by using all segments of mSCOA.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	5
	Send receipts issued on the financial system to satellite offices.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	6
	Attach financial system receipts in hand-written receipt books.
	PD
	VD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	7
	Prepare a cash-up summary.
	PD
	VD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	8
	Send daily cash-up summary to the Accountant:  Income/Debtors.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	9
	Verify daily cash-up summary with receipts issued on the financial system.
	PD
	 
	 
	 
	PD
	RM
	 
	 
	MFMA 
S 64 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of daily cash-up summary per month.

	10
	Sign daily cash-up summary as proof of review.
	 
	 
	 
	 
	PD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of daily cash-up summary per month.

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	11
	Deposit cash on the first following business day as determined by the CFO.  (At least once a week)

	 
	 
	 
	 
	PD
	RM
	RM
	 
	 Cash Management 
Policy
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	12
	Lock-up receipt book in place of safety to ensure security bag and float is safe.

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 


















	
	Procedures for Daily Balancing of Cashiers (Satellite Offices) accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
C
	 
	 
	 

	
HC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Daily Balancing of Cashiers (Satellite Offices) approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer 
	 
	 

	
	
Municipal Manager
	 
	 














[bookmark: _Toc486502229]6.5.4	Procedures for Receipting of Payments (Agency Services)

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Receive float from the Accountant:  Income/Debtors.
	PD
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	2
	Log-on to the Agency Services System with own unique password.
	PD
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	3
	Receive invoice/ statement from customer and request specify which services payment is made for.
	PD
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	4
	Receive payment.
	PD
	VD
	 
	 
	 
	 
	 
	 
	Cash Management Policy 
	 
	Agency Services
	Agency Services
	 

	5
	Banknotes:
· Scan banknotes received for fraudulent notes;
· No foreign currency cash;
· Count and clip unclipped banknotes and count once more; and
· Ensure that the cash received is correct.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	6
	Verify detail on cheque:
· Payable to whom;
· The date on cheque;
· Amount in words against the numeric amount
· Whether the cheque is signed; and
· No amendments have been made on the cheque.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	

	 7
	Card payments:
· Perform card payment transaction; and
· Request consumer/rate-payer to sign card slip, irrespective of whether it is requirement by bank.

	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	8
	Indicate method of payment on the Receipting System, i.e. cash, cheque, card payment, etc.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	9
	If payment by more than one method (e.g. cash & cheque) issue different receipts for each method.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	10
	Capture card number and batch number, issued by card machine, on receipt.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	11
	Issue receipt from the Agency Service System to customer.  The transaction should be seamlessly integrating with the core system of the municipality.  All segments of mSCOA must be used.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 









	
	Procedures for Receipting of Payments (Agency Services) accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
C
	 
	 
	 

	
HC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Receipting of Payments (Agency Services) accepted by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 




	







[bookmark: _Toc486502230]6.5.5	Procedures for Daily Balancing of Cashiers (Agency Services)

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Log-out from the Agency Service System.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	2
	Print a daily/session summary from the Agency Service System.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	Number of transactions per month.

	3
	Count cash.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	4
	Keep float separate from payments received for the day.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	5
	Complete a daily cash-up summary.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	6
	Attach cancelled receipts to daily cash-up summary.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	7
	Prepare a bank deposit in cashiers own bank deposit book.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	8
	Place money and deposit book in safe security bag with seal.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	9
	Lock-up security bag and float in safe.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	10
	Send session report and daily cash-up summary to the Head Cashier.
	PD
	VD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	11
	Confirm that session report agrees with the daily cash-up summary and sign as proof of review.
	 
	PD
	 
	 
	VW
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	12
	Send daily cash-up summary, session report and receipt issued on the financial system, to the Accountant:  Income/Debtors.
	PD
	VD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	13
	Verify daily cash-up summary with receipts issued on the financial system and session report.
	 
	 
	 
	 
	PD
	RM
	 
	 
	MFMA
S 64 
	 
	Agency Services
	Agency Services
	Number of daily cash-up summary per month.

	14
	Sign daily cash-up summary as proof of review.
	PD
	 
	 
	 
	PD
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	Number of daily cash-up summary per month.

	15
	Follow-up differences with the Cashier.
	PD
	 
	 
	 
	PD
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	 

	16
	Issue receipt for "surplus cash", by using all segments of mSCOA.
	PD
	 
	 
	 
	VD
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	Number of incidents during the month.

	17
	Pay any shortfall immediately.
	PD
	 
	 
	 
	VD
	RM
	 
	 
	 
	 
	Agency Services
	Agency Services
	Number of incidents during the month.

	18
	Deposit cash on the following business day.
	 
	 
	 
	 
	PD
	VD
	RM
	 
	Cash Management Policy 
	 
	Agency Services
	Agency Services
	 




	
	Procedures for Daily Balancing of Cashiers (Agency Services) accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
C
	 
	 
	 

	
HC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Daily Balancing of Cashiers (Agency Services) approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 





	







[bookmark: _Toc486502231]6.5.6	Procedures for Receipting of Direct Deposits

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP 
Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Receive daily bank statement from the Head: Income. 
	 
	PD
	 
	 
	 
	PD
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	2
	Collect faxes and other payment advices.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	3
	Verify if payment on payment advices have actually been received in bank account.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	4
	Identify all direct deposits on bank statement.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	5
	Identify account numbers for all direct deposits.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	6
	Issue receipts for all direct deposits of account numbers identified on financial system, by using all segments of mSCOA.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP 
Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	7
	Obtain all segments of mSCOA to be used for grants received, from the Head:  Budget and Treasury Office.
	 
	PD
	 
	 
	VD
	RM
	RM
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	8
	Issue receipts for all grant payments received on financial system, by using all segments of mSCOA.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	9
	Obtain written approval from the Accountant:  Income/Debtors to allocate unallocated deposits to the Unallocated Deposit Account.
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	10
	Issue receipts for all unknown deposits to the Unallocated Deposits account, by using all segments of mSCOA.
	
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Liabilities:
Unallocated Deposits
	

	11
	Confirm that the Output VAT is accounted for on all unallocated deposits. 
	
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Liabilities:
Unallocated Deposits
	

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP 
Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	12
	Review Unallocated Deposit Register to ensure that all receipts issued for unallocated deposits are recorded in the Unallocated Deposit Register.
	 
	PD
	 
	 
	VD
	RM
	 
	
	
	
	Revenue/ Receivables
	Liabilities:
Unallocated Deposits
	

	13
	Prepare a monthly summary of all unallocated deposits, including ageing of the deposits.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Liabilities:
Unallocated Deposits
	Number of unidentified deposits per month.

	14
	Follow procedures in section 6.4.13 for Clearing of Unallocated Deposits.
	 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Liabilities:
Unallocated Deposits
	 














	
	Procedures for receipting of Direct Deposits accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for receipting of Direct Deposits approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	










[bookmark: _Toc486502232]6.5.7	Procedures for "RD" Cheques	

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Receive letter from bank for RD Cheque.
	 
	 
	 
	PD
	VD
	RM
	 
	 
	 
	GRAP 1 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	2
	Confirm with bank statements that the transaction was reversed.
	
	
	
	PD
	VD
	RM
	
	
	
	GRAP 1 
	Revenue/ Receivables
	Revenue/ Receivables
	

	3
	Complete "Reversal of transaction" template.
	 
	 
	 
	PD
	VD
	RM
	 
	 
	 
	GRAP 1
	Revenue/ Receivables
	Revenue/ Receivables
	 

	4
	Prepare a journal to reverse transaction with bank charges.
	 
	 
	 
	PD
	 
	RD
	RM
	 
	 
	GRAP 1
	Revenue/ Receivables
	Revenue/ Receivables
	 

	5
	Attach "Reversal of transaction" template and copy of letter from bank onto journal.
	 
	 
	 
	PD
	 
	RD
	RM
	 
	 
	GRAP 1
	Revenue/ Receivables
	Revenue/ Receivables
	 

	6
	Process journal, by using all segments of mSCOA.
	 
	 
	PD
	VD
	 
	RD
	 
	 
	 
	GRAP 1
	Revenue/ Receivables
	Revenue/ Receivables
	 

	7
	File the journal in numeric order.
	 
	 
	PD
	VD
	 
	RD
	 
	 
	 
	GRAP 1
	Revenue/ Receivables
	Revenue/ Receivables
	 



	
	Procedures for "RD" Cheques accepted by:
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CCCC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for "RD" Cheques approved by:
	
	
	
	
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 












[bookmark: _Toc486502233]6.5.8	Procedures for Handling of Post-dated Cheques	

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Receive cheque from bank or consumer/ rate-payer.
	PD
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Receivables
	Receivables
	 

	2
	Record cheque in the Register for Post-dated Cheques.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Receivables
	Receivables
	Number of post-dated cheques per month.

	3
	Review the Register for Post-dated Cheques on daily basis to identify any cheques that can be deposited.
	 
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Receivables
	Receivables
	 

	4
	Send cheques that can be deposited to the Cashier.
	VD
	PD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Receivables
	Receivables
	 

	5
	Issue a receipt on the financial system for cheques that can be deposited, by using all segments of mSCOA.
	PD
	VD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Receivables
	Receivables
	 

	6
	Enter receipt number of post-dated cheque in Register for Post-dated Cheques.
	PD
	VD
	 
	 
	VD
	RM
	 
	 
	 
	 
	Receivables
	Receivables
	Number of post-dated cheques deposit per month.



	
	Procedures for the Handling of Post-dated Cheques accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
C
	 
	 
	 

	
HC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Handling of Post-dated Cheques approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 















[bookmark: _Toc486502234]6.5.9	Procedures for Handling of Face Value Documents

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	All unused and used face value documents must be recorded in the Stationary Register.  Face value documents should make provision for all segments of mSCOA.
	 
	 
	 
	PD
	RM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of available face value documents

	2
	Determine minimum level of inventory in consultation with the Accountant:  Income/Debtors, Head:  Income and CFO.
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	3
	Make copy of last page of face value document on hand.  Face value documents should make provision for all segments of mSCOA.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	4
	Send last page of document to the Supply Chain Management Department to obtain quotations from suppliers.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	5
	Order face value documents through the Supply Chain Management process.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	6
	Receive face value documents from supplier/bank.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	7
	Record series number of face value documents in the Stationary Register.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	8
	Store face value documents in place of safety.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	9
	Issue face value documents only to duly authorised officials as determined by Delegations of Authority.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	10
	Duly authorised officials may not receive unused face value documents, if they have not returned the used face value documents.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	 

	11
	Request official to sign the Stationary Register when face value document is issued.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of face value documents issued per month.

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	12
	Request official to sign the Stationary register when face value document is returned.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of face value documents returned per month.






















	
	Procedures for the Handling of Face Value Documents accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CCCC
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Handling of Face Value Documents approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	












[bookmark: _Toc486502235]6.5.10	Procedures for Monthly Meetings (Cash Receipting)	

	No.
	Procedure
	Cashier
	Head Cashier
	Data Capturer
	Chief Clerk:  Credit Control
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	CFO holds monthly meeting with the Accountant:  Income/Debtors and the Head:  Income monthly to discuss exceptions identified during the month.
	 
	 
	 
	 
	PM
	PM
	PM
	RM
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	 
	 
	 
	 
	PM
	PM
	PM
	RM
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	Revenue/ Receivables
	Revenue/ Receivables
	Number of pre-audit checklists per year.






	
	Procedures for Monthly Meetings (Cash Receipts) accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Cash Receipts) approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 















STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES
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The installation of prepaid water and electricity meters has many advantages for both the consumer and municipality, such as:  administration costs are reduced, minimal mistakes on consumer accounts, reduction of staff at enquiry counters and debtor division as there are no meter readings and monthly billings.										
										
Staff members involved in procedures										
C		Cashier
AI		Accountant:  Income/Debtors
HI		Head:  Income								
CFO		Chief Financial Officer
MM		Municipal Manager									




































STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES
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[bookmark: _Toc486502237]6.6.1	Procedures for recording Pre-paid Services (Sales by Municipality)

	No.
	Procedure
	Cashier
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Consumer purchase pre-paid electricity at municipal offices or from vendor.
	 
	 
	 
	 
	 
	 
	 GRAP 9
	Service Charges
	Service Charges
	 

	2
	Consumer provides meter number to the Cashier.
	PD
	VD
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	3
	Cashier confirms existence of meter on the Pre-Paid System.
	PD
	VD
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	4
	Enter R-value of transactions or number of units.
	PD
	VD
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	5
	Receive money from the consumer.
	PD
	VD
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	6
	Print a pre-paid slip.
	PD
	VD
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	7
	Follow the daily balancing of cashiers’ procedures as set out in section 6.5.2.
	PD
	VD
	RM
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	

	8
	Perform a monthly reconciliation between number of meters on the pre-paid system (database) and the financial system.
	 
	PM
	RM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Monthly pre-paid meter reconciliation.

	No.
	Procedure
	Cashier
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	9
	Follow-up and correct differences.
	 
	PM
	RM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	10
	File reconciliation for future reference.
	 
	PM
	RM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 





















	
	Procedures for recording Pre-paid Services (Sales by Municipality) accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
C 
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for recording Pre-paid Services (Sales by Municipality) approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 















[bookmark: _Toc486502238]6.6.2	Procedures for recording Pre-paid Services (Sales by Vendor)

	No.
	Procedure
	Cashier
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Sign agreement with the Agent, stipulating conditions and related commission in contract.
	 
	 
	 
	 
	PA
	 
	GRAP 9 
	Service Charges
	Service Charges
	Signed agreement

	2
	Receive electronic file from the Service Provider containing detail of daily pre-paid sales.
	
	PD
	RD
	RW
	
	
	GRAP 9
	Service Charges
	Service Charges
	Electronic pre-paid sales report.

	3
	Run system functionality to upload billing data to individual debtor account of the Vendor, by using all segments of mSCOA.
	
	PD
	RD
	RW
	
	
	GRAP 9
	Service Charges / Receivables
	Service Charges / Receivables
	

	4
	Receive money and daily session reports from the Vendor, on a weekly basis, for full amount of pre-paid sales.
	PW
	VW
	RW
	 
	 
	 
	GRAP 9
	Cash and 
Cash Equivalents/ Receivables
	Cash and 
Cash Equivalents/ Receivables
	 

	5
	Allocate money received against individual debtor account of the Vendor, by using all segments of mSCOA.
	PW
	VW
	RW
	 
	 
	 
	GRAP 9
	Cash and 
Cash Equivalents/ Receivables
	Cash and 
Cash Equivalents/ Receivables
	

	6
	Reconcile hard copy submissions from the Vendor with data upload.  As these are electronic submissions, they should balance.
	
	 PW
	RW
	RW
	
	
	GRAP 9
	Services Charges
	Service Charges
	Weekly pre-paid sales reconciliation.

	No.
	Procedure
	Cashier
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	7
	Follow-up and correct differences.
	 
	 PW
	RW
	RW
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	8
	File the reconciliation for future reference.
	 
	 PW
	RW
	RW
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	9
	Verify that conditions of the Service-Level Agreement are adhered to.
	 
	PW
	RW
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	10
	Calculate commission payable.
	 
	PW
	RW
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Calculation of commission payable

	11
	Send a list of commission payable to the Creditors Department.
	 
	PW
	RW
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	12
	The Creditors Department follow normal payment procedures as set out in section 7.4.
	 
	 
	 
	 
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	13
	Perform a monthly reconciliation between number of meters on the pre-paid system (database) and the financial system.
	 
	PM
	RM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Monthly pre-paid meter reconciliation.

	14
	Follow-up and correct differences.
	 
	PM
	RM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	No.
	Procedure
	Cashier
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	15
	File the reconciliation for future reference.
	 
	PM
	RM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 























	
	Procedures for recording Pre-paid Services (Sales by Vendor) accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
C 
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for recording Pre-paid Services (Sales by Vendor) accepted by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	



	








[bookmark: _Toc486502239]6.6.3	Procedures for recording Pre-paid Services (Sales by Service Provider)	
	
	No.
	Procedure
	Cashier
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Provide the Service Provider with an electronic list of properties and pre-paid meters to validate their data on their system.
	
	PM
	RM
	RW
	
	
	GRAP 9
	Service Charges
	Service Charges
	Electronic list of properties and pre-paid meters.

	2
	Receive payment from the bank. This would be as an itemised payment detail per debtor.

	
	PD
	RD
	RW
	
	
	GRAP 9
	Cash and 
Cash Equivalents/ Receivables
	Cash and 
Cash Equivalents/ Receivables
	

	3
	Allocate payments to the individual debtor accounts, by using all segments of mSCOA.
	
	PD
	RD
	RW
	
	
	GRAP 9
	Cash and 
Cash Equivalents/ Receivables
	Cash and 
Cash Equivalents/ Receivables
	

	4
	Receive electronic file from the Service Provider containing detail of pre-paid sales.
	
	PD
	RD
	RW
	
	
	GRAP 9
	Service Charges
	Service Charges
	Electronic pre-paid sales report.

	5
	Run system functionality to upload billing data to individual debtor accounts, by using all segments of mSCOA.
	
	PD
	RD
	RW
	
	
	GRAP 9
	Cash and 
Cash Equivalents/ Receivables
	Cash and 
Cash Equivalents/ Receivables
	

	6
	Obtain report from the Service Provider for sales by 3rd parties.
	 
	 PW
	RW
	RW
	 
	 
	GRAP 9 
	Service Charges
	Service Charges
	Hard copy pre-paid sales report.

	No.
	Procedure
	Cashier
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	7
	Reconcile hard copy submissions from the Service Provider with data upload. As these are electronic submissions, they should balance.
	
	 PW
	RW
	RW
	
	
	GRAP 9
	Services Charges
	Service Charges
	Weekly pre-paid sales reconciliation.

	8
	Follow-up and correct differences.
	 
	 PW
	RW
	RW
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	9
	File the reconciliation for future reference.
	 
	 PW
	RW
	RW
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	10
	At year-end, record all sales since last upload of pre-paid sales on the financial system with a journal, by using all segments of mSCOA.
	 
	PW
	RW
	RW
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Journal

	11
	Perform a monthly reconciliation between number of meters on the pre-paid system (database) and the financial system.
	 
	PM
	RM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Monthly pre-paid meter reconciliation.

	12
	Follow-up and correct differences.
	 
	PM
	RM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 

	13
	File the reconciliation for future reference.
	 
	PM
	RM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	 




	
	Procedures for recording Pre-paid Services (Sales by Service Provider) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for recording Pre-paid Services (Sales by Service Provider) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 
















[bookmark: _Toc486502240]6.6.4	Procedures for Monthly Meetings (Pre-paid Services)

	No.
	Procedure
	Cashier
	Accountant:  Income/Debtors
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	CFO holds monthly meeting with the Accountant Income/Debtors and the Head:  Income to discuss exceptions identified during the month.
	 
	PM
	PM
	PM
	RM
	 
	 GRAP 9
	Service Charges
	Service Charges
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	 
	PM
	PM
	PM
	RM
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	 
	PM
	RM
	 
	 
	GRAP 9
	Service Charges
	Service Charges
	Number of pre-audit checklists per year.










	
	Procedures for Monthly Meetings (Pre-paid Services) accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Pre-paid Services) approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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Other Income refers to income received from a large number of miscellaneous items such as hiring of municipal halls, fines, building plan fees, reconnection fees, caravan parks, pound fees, rental of municipal land and buildings, firefighting fees, inspection fees, interest on arrears, hiring of sporting facilities, cemetery and cremation fees, advertising sign fees, copies of documentation, valuation certificates, etc.		
				
The majority of other income are payable in advance.  This has the effect that the service cannot be rendered before an official receipt has been issued.  Outside Departments render the majority of these services.					
					
Only Standard Procedures that have not already been addressed in other sections, are addressed in this section.					
															
Staff members involved in procedures															
OD	Other Municipal Departments			
C	Cashier			
DC	Data Capturer			
CCD	Chief Clerk:  Debtors		
AI	Accountant:  Income/Debtors			
ABTO	Accountant:  Budget and Treasury Office		
HI	Head:  Income			
HBTO	Head:  Budget and Treasury Office		
CFO	Chief Financial Officer			
MM	Municipal Manager														
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[bookmark: _Toc486502242]6.7.1	Procedures for Recording of Interest Received (Investments)

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Obtain investment bank account statements.
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 9 
	Interest received
	Interest received
	 

	2
	Prepare an Investment Register, containing the following minimum information:
· Name of institution were investment is held;
· Account number or identification number of investment;
· Starting date of investment;
· Expiry date of investment;
· Interest rate of investment;
· Opening balance of investment;
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	 
	· Investment top-ups;
· Interest Received;
· Withdrawals;
· Closing balance of investments

	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	Cash Management Policy 
	GRAP 9
	Interest received
	Interest received
	Investment Register

	3
	Prepare interest received journal, if interest was not directly deposited into bank account.
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 9
	Interest received
	Interest received
	 

	4
	Recognise interest received on conditional grants as "own revenue".
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 9
	Interest received
	Interest received
	 

	5
	Capture interest received journal, by using all segments of mSCOA.
	 
	 
	PM
	 
	 
	VM
	VM
	RM
	 
	 
	 
	GRAP 9
	Interest received
	Interest received
	Return on investment.

	6
	Obtain the General Ledger accounts for Investments.
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 9
	Interest received
	Interest received
	 

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	7
	Reconcile Investment Register with General Ledger.
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 9
	Interest received
	Interest received
	 

	8
	Investigate any differences.
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 9
	Interest received
	Interest received
	 

	9
	Correct differences.
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 9
	Interest received
	Interest received
	 

	10
	Review the reconciliation and sign as proof of review.
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 9
	Interest received
	Interest received
	Investment Register Reconciliation

	11
	File the reconciliation for audit purposes/ future reference.
	 
	 
	 
	 
	 
	 
	 
	PM
	RM
	 
	 
	GRAP 9
	Interest received
	Interest received
	 












	
	Procedures for the Recording of Interest Received (Investments) accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
ABTO
	 
	 
	 

	
HI
	
	
	

	
HBTO
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Recording of Interest Received (Investments) accepted by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	



	






[bookmark: _Toc486502243]6.7.2	Procedures for Recording of Rental of Facilities and Equipment

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Obtain a copy of rental register from the other departments.
	PW
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9 
	Rental of facilities and equipment
	Rental of facilities and equipment
	Rental Register

	2
	Obtain transaction report for transactions for the week from the financial system.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9
	Rental of facilities and equipment
	Rental of facilities and equipment
	 

	3
	Reconcile the Rental Register with transaction report, by using all segments of mSCOA.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9
	Rental of facilities and equipment
	Rental of facilities and equipment
	 

	4
	Investigate any differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9
	Rental of facilities and equipment
	Rental of facilities and equipment
	 

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	5
	Correct differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9
	Rental of facilities and equipment
	Rental of facilities and equipment
	

	6
	Review the reconciliation and sign as proof of review.
	 
	 
	 
	 
	PW
	 
	RW
	 
	 
	 
	MFMA
S 64 
	GRAP 9
	Rental of facilities and equipment
	Rental of facilities and equipment
	Weekly reconciliations of rental of facilities and equipment.

	7
	File the reconciliation for audit purposes/ future reference.
	 
	 
	 
	 
	 
	 
	PW
	 
	RM
	 
	 
	GRAP 9
	Rental of facilities and equipment
	Rental of facilities and equipment
	 













	
	Procedures for the Recording of Rental of Facilities and Equipment accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
OD
	 
	 
	 

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Recording of Rental of Facilities and Equipment approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 














[bookmark: _Toc486502244]6.7.3	Procedures for Recording of Traffic Fines

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Obtain a copy of the Traffic Fine Register from Traffic Department.
	PW
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23 
	Fines
	Fines
	Traffic Fines Register

	2
	Obtain transaction report and list of fines issued for the week from the financial system.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23  
	Fines
	Fines
	 

	3
	Reconcile the Traffic Fine Register with transaction report and list of fines issued, by using all segments of mSCOA.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	Guide on Traffic Fines

IGRAP 1 
	Fines
	Fines
	 

	4
	Investigate any differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23
	Fines
	Fines
	 

	5
	Correct differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23
	Fines
	Fines
	 

	6
	Review the reconciliation and sign as proof of review.
	 
	 
	 
	 
	PW
	 
	RW
	 
	 
	 
	 MFMA
S 64
	GRAP 23
	Fines
	Fines
	Weekly reconciliations of traffic fines.

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	7
	File the reconciliation for audit purposes/ future reference.

	 
	 
	 
	 
	 
	 
	PW
	 
	RM
	 
	 
	GRAP 23  
	Fines
	Fines
	 






















	
	Procedures for the Recording of Traffic Fines accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
OD
	 
	 
	 

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Recording of Traffic Fines approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	











[bookmark: _Toc486502245]6.7.4	Procedures for Recording of Licences and Permits

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Obtain a copy of Register for licences and permits.
	PW
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23 
	Licences and Permits
	Licences and Permits
	Register for licences and permits.

	2
	Obtain transaction report for transactions for the week from the financial system.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23
	Licences and Permits
	Licences and Permits
	 

	3
	Reconcile the Register for licences and permits with the transaction report, by using all segments of mSCOA.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23
	Licences and Permits
	Licences and Permits
	 

	4
	Investigate any differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23
	Licences and Permits
	Licences and Permits
	 

	5
	Correct differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23
	Licences and Permits
	Licences and Permits
	 

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	6
	Review the reconciliation and sign as proof of review.
	 
	 
	 
	 
	PW
	 
	RW
	 
	 
	 
	 MFMA
S 64
	GRAP 23
	Licences and Permits
	Licences and Permits
	Weekly reconciliations of licences and permits.

	7
	File the reconciliation for audit purposes/ future reference.

	 
	 
	 
	 
	 
	 
	PW
	 
	RM
	 
	 
	GRAP 23
	Licences and Permits
	Licences and Permits
	 

















	
	Procedures for the Recording of Licences and Permits accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
OD
	 
	 
	 

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Recording of Licences and Permits approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 













[bookmark: _Toc486502246]6.7.5	Procedures for Recording of Public Contributions and Donations

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	1
	Obtain a copy of the Register for public contributions and donations.
	PW
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	 GRAP 23
	Public Contributions and Donations
	Transfers and Subsidies
	Register for public contributions and donations

	2
	Obtain transaction report for transactions for the week from the financial system.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23
	Public Contributions and Donations
	Transfers and Subsidies
	 

	3
	Reconcile the Register for public contributions and donations with transaction report, by using all segments of mSCOA.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23
	Public Contributions and Donations
	Transfers and Subsidies
	 

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	4
	Investigate any differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23
	Public Contributions and Donations
	Transfers and Subsidies
	 

	5
	Correct differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 23
	Public Contributions and Donations
	Transfers and Subsidies
	 

	6
	Review the reconciliation and sign as proof of review.
	 
	 
	 
	 
	PW
	 
	RW
	 
	 
	 
	 MFMA
S 64
	GRAP 23
	Public Contributions and Donations
	Transfers and Subsidies
	Weekly reconciliation of public contributions and donations.

	7
	File the reconciliation for audit purposes/ future reference.
	 
	 
	 
	 
	 
	 
	PW
	 
	RM
	 
	 
	GRAP 23
	Public Contributions and Donations
	Transfers and Subsidies
	 

	
	




	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Recording of Public Contributions and Donations accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
OD
	 
	 
	 

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Recording of Public Contributions and Donations approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 














[bookmark: _Toc486502247]6.7.6	Procedures for Recording of Advertisements

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	1
	Obtain a copy of the Advertisement Register from other departments.
	PW
	 
	 
	PM
	VM
	 
	RM
	 
	 
	 
	 
	 GRAP 9
	Advertisement
	Advertisement
	Advertisement Register

	2
	Obtain written confirmation from other departments that weekly inspections were performed to ensure that: 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· No additional signs have been erected;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Signs were removed on the day after rental of space terminates;
	PW
	 
	 
	PM
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9 
	Advertisement
	Advertisement
	Written confirmation from Departments

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	3
	Obtain transaction report for transactions for the week from the financial system.

	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9
	Advertisement
	Advertisement
	 

	4
	Reconcile the Advertisement Register with transaction report, by using all segments of mSCOA.

	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9
	Advertisement
	Advertisement
	 

	5
	Investigate any differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9
	Advertisement
	Advertisement
	 

	6
	Correct differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9
	Advertisement
	Advertisement
	 

	7
	Perform procedures as set out in section 6.4.11 for transgressors.

	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9
	Advertisement
	Advertisement
	 

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item
	KPI

	8
	Review the reconciliation and sign as proof of review.
	 
	 
	 
	 
	PW
	 
	RW
	 
	 
	 
	MFMA
S 64 
	GRAP 9
	Advertisement
	Advertisement
	Weekly reconciliation of rental of facilities and equipment.

	9
	File the reconciliation for audit purposes/ future reference.
	 
	 
	 
	 
	 
	 
	PW
	 
	RM
	 
	 
	GRAP 9
	Advertisement
	Advertisement
	 

	10
	Remove advertisements and signs of customers, not adhering to advertisement contracts.
	PW
	 
	 
	PM
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 9
	Advertisement
	Advertisement
	 













	
	Procedures for the Recording of Advertisements accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
OD
	 
	 
	 

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Recording of Advertisements approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 













[bookmark: _Toc486502248]6.7.7	Procedures for Other Income	

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	FOR ALL OTHER TYPES OF SERVICES:

Customer completes the application form.
	
	
	
	
	
	
	
	
	
	
	
	GRAP 9
GRAP 23 
	Other Income
	Other Income
	

	2
	Review the application form for completeness (review performed by specific municipal department performing the services).

	PD
	
	
	VW
	
	
	RM
	
	
	
	
	GRAP 9
GRAP 23 
	Other Income
	Other Income
	

	3
	Receive payment per approved tariff from the customer and follow normal cash receipting procedures as set out in section 6.5.
	VD
	PD
	
	RD
	
	
	
	
	
	
	
	GRAP 9
GRAP 23 
	Other Income
	Other Income
	

	4
	Attach copy of receipt to the application form.

	VD
	PD
	
	RD
	
	
	
	
	
	
	
	GRAP 9
GRAP 23 
	Other Income
	Other Income
	

	5
	Receive the application form with copy of receipt from customer.
	PD
	
	
	VW
	
	
	RM
	
	
	
	
	GRAP 9
GRAP 23 
	Other Income
	Other Income
	

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	6
	Document details on application form and receipt in specific income register.
	PD
	
	
	VW
	
	
	RM
	
	
	
	
	GRAP 9
GRAP 23 
	Other Income
	Other Income
	

	7
	File application form with a copy of the receipt for future reference.
	PD
	
	
	VW
	
	
	RM
	
	
	
	
	GRAP 9
GRAP 23 
	Other Income
	Other Income
	

	8
	Perform services requested only, if a complete application form with copy of receipt for service to be performed was received.
	PD
	
	
	VW
	
	
	RM
	
	
	
	
	GRAP 9
GRAP 23 
	Other Income
	Other Income
	

	9
	Send copy of the Income Registers on a weekly basis to the Finance Department.
	PW
	
	
	VW
	
	
	RM
	
	
	
	
	GRAP 9
GRAP 23 
	Other Income
	Other Income
	

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item
	KPI

	10
	Obtain a copy of the Income Registers from other departments.
	PW
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP
9 & 23
	Other Income
	Other Income
	Other income Register

	11
	Obtain transaction report for transactions for the week from the financial system.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP
9 & 23
	Other Income
	Other Income
	 

	12
	Reconcile the Income Registers with the transaction report, by using all segments of mSCOA.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP
9 & 23
	Other Income
	Other Income
	 

	13
	Investigate any differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP
9 & 23
	Other Income
	Other Income
	 

	14
	Correct differences.
	 
	 
	 
	PW
	VM
	 
	RM
	 
	 
	 
	 
	GRAP
9 & 23
	Other Income
	Other Income
	 

	15
	Review the reconciliation and sign as proof of review.
	 
	 
	 
	 
	PW
	 
	RW
	 
	 
	 
	MFMA
S 64 
	GRAP
9 & 23
	Other Income
	Other Income
	Weekly reconciliations of Other Income.

	16
	File the reconciliation for audit purposes/ future reference.
	 
	 
	 
	 
	 
	 
	PW
	 
	RM
	 
	 
	GRAP
9 & 23
	Other Income
	Other Income
	 




	
	Procedures for the Recording of Other Income accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
OD
	 
	 
	 

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the Recording of Other Income approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 












	
[bookmark: _Toc486502249]6.7.8	Procedures for Monthly Meetings (Other Income)

	No.
	Procedure
	Other Municipal Departments
	Cashier
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income/Debtors
	Accountant:  BTO
	Head:  Income
	Head:  BTO
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	CFO holds monthly meeting with the Accountant Income/Debtors, Accountant:  Budget and Treasury, the Head:  Income and the Head:  Budget and Treasury to discuss exceptions identified during the month.

	 
	 
	 
	 
	PM
	 
	PM
	 
	PM
	RM
	 
	 
	Service Charges
	Service Charges
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	 
	 
	 
	 
	PM
	 
	PM
	 
	PM
	RM
	 
	 
	Service Charges
	Service Charges
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.

	 
	 
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	 
	Service Charges
	Service Charges
	Number of pre-audit checklists per year.






	
	Procedures for Monthly Meetings (Other Income) accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Other Income) approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502250]SECTION B – EXPENDITURE MANAGEMENT

7. [bookmark: _Toc486502251]STANDARD OPERATING PROCEDURES FOR EXPENDITURE MANAGEMENT

Procedures for the performing of responsibilities and duties of Expenditure Management, provides the staff in the Finance Department with procedures and guidelines on the operational management aspects of the day to day running of the Finance Department of a municipality.								
								
This Manual is intended to be a practical guide, assisting municipalities to maintain a management, accounting and information system that accounts for the expenditure of the municipality.								
								
Each section of the Procedures Manual indicates the staff involved for that specific section.  Municipalities can adjust the staff members involved, based on their own circumstances.  In assigning different responsibilities to staff members, care must be taken that each procedure is monitored (verified) by a staff member senior to the person performing the procedure.   A staff member senior to the verifier, must review the procedure/s as indicated in the time-frames.  This will reduce the opportunities to allow any person to be in a position to both perpetrate and conceal errors or fraud in the normal course of the person's duties.  It will also ensure that management directives are carried out.								
								
When monitoring/reviewing procedures performed by staff members, sufficient evidence must be available to confirm that specific procedures were performed.  This evidence can then be used for performance monitoring of staff members.								
								
The level of involvement of each official is indicated at each procedure and are summarised as follows:								
								
PD		Perform Daily							
PW		Perform Weekly							
PM		Perform Monthly							
PQ		Perform Quarterly							
PBI		Perform Bi-Annually							
PA		Perform Annually							
VD		Verify Daily							
VW		Verify Weekly							
VM		Verify Monthly							
VQ		Verify Quarterly							
VBI		Verify Bi-Annually							
VA		Verify Annually							
RD		Review Daily							
RW	Review Weekly							
RM		Review Monthly							
RQ		Review Quarterly							
RBI	Review Bi-Annually							
RA		Review Annually							
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[bookmark: _Toc486502252]7.1 	PROCESS FLOW CHARTS

High-level overview of business processes covered in this section:

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\Expenditure 7.2 - 7.6.jpg]


[bookmark: _Toc486502253]7.1.1 	Planning

An overview of procedures for Planning Activities.  Detailed standard operating procedures are set out in section 7.2.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\7.1.1 Planning revised.jpg]
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[bookmark: _Toc486502254]7.1.2 	SCM Unit

An overview of procedures to establish a Supply Chain Management Unit.  Detailed standard operating procedures are set out in section 7.2.4.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\7.1.2 SCM Unit.jpg]









[bookmark: _Toc486502255]7.1.3 	Registration on SCM Database

An overview of procedures to register Prospective Service Providers on the SCM Database and Web Based Central Supplier Database.  Detailed standard operating procedures are set out in section 7.2.5.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\7.1.3 Registration on SCM Database.jpg]






















[bookmark: _Toc486502256]7.1.4 	Procurement

An overview of Supply Chain Management Procedures for procurement of goods and services.  Detailed standard operating procedures are set out in section 7.3.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\7.1.4 Procurement.jpg]





[bookmark: _Toc486502257]7.1.5 	Petty Cash

An overview of Petty Cash procedures.  Detailed standard operating procedures are set out in section 7.3.1.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\7.1.5 Petty Cash.jpg]


[bookmark: _Toc486502258]7.1.6	Recording and Payment of Invoices

An overview of procedures for the Recording and Payment of Invoices.  Detailed standard operating procedures are set out in section 7.4.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\7.1.6 Recording and Payment of Invoices.jpg]




[bookmark: _Toc486502259]7.1.7	Salary Run

An overview of procedures to perform the Salary Run.  Detailed standard operating procedures are set out in section 7.5.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\7.1.7 Salary Run.jpg]





[bookmark: _Toc486502260]7.1.8	Resignation / Termination of Services

An overview of procedures to perform during the Resignation / Termination of Services.  Detailed standard operating procedures are set out in section 7.5.3.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\7.1.8 Terminations.jpg]





STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES


STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES







[image: Letter Head]		        Page | 301 
			         May 2016

		
          		Page | 307 
   		 May 2016
[bookmark: _Toc486502261]7.1.9	Purchase of Inventory

An overview of procedures to purchase Inventory.  Detailed standard operating procedures are set out in section 7.6.1.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\7.1.9 Purchase Inventory.jpg]
[bookmark: _Toc486502262]7.1.10	Receiving and Distribution of Inventory

An overview of procedures to distribute Inventory.  Detailed standard operating procedures are set out in section 7.6.2.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\7.1.10 Receive and Distribution of Inventory.jpg]
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[bookmark: _Toc486502263]7.2	PLANNING

The accounting officer of a municipality must take all reasonable steps, in terms of section 65(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:											
	
a)	The municipality has and maintains an effective system of expenditure control, including procedures for the approval, authorisation, withdrawal and payment of funds;											
b)	The municipality has and maintains a management, accounting and information system which —											
	(i) recognises expenditure when it is incurred;					(ii) accounts for creditors of the municipality; and					(iii) accounts for payments made by the municipality;											
c)	The municipality’s available working capital is managed effectively and economically in terms of the prescribed cash management and investment framework;											
d)	The municipality’s supply chain management policy is implemented in a way that is fair, equitable, transparent, competitive and cost-effective;		
												
Staff members involved in procedures												
AE		Accountant:  Expenditure
SM		Manager:  Strategic Services	
MSCM		Manager:  Supply Chain Management
MPMU		Manager:  Project Management Unit	
HAE		Head:  Assets and Expenditure
HBTO		Head:  Budget and Treasury	
CFO		Chief Financial Officer
MM		Municipal Manager
HOD		Heads of Departments within Municipality
FC		Finance Committee (can also be Executive Committee)		
C  		Council											
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[bookmark: _Toc486502264]7.2.1		Procedures for performing Planning Activities (Revised IDP and Annual Budget)

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Follow the procedures, as set out in Chapter 5 of the Municipal Systems Act (Act of 2000) to develop, implement and approve an Integrated Development Plan (IDP).
	 
	PA
	 
	 
	VA
	 
	RA
	 
	 
	N/A
	N/A
	Approved IDP

	2
	Review the Integrated Develop Plan (IDP) and previous year’s actual performance against set targets.

Obtain inputs from:
· Ward Committees
· Public (via Public IDP Meetings)
· Public Sector (via IDP Forum)
	 
	PA
	 
	 
	VA
	 
	RA
	 MSA
S 34
	 
	N/A
	N/A
	Attendance Register and Minutes of Meetings

	3
	Capture projects in the Planning Module of the financial system.
	
	PA
	 
	VA
	RA
	 
	
	
	
	N/A
	N/A
	

	4
	Send draft list of projects to Other Departments within Municipality for inputs.
	 
	PA
	 
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	

	5
	Hold meetings within the Departments to prioritise projects.
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	6
	Prioritise projects, based on:
· Master Plans;
· Spatial Development Framework;
· Housing Implementation Plans;
· Asset Replacement Policy;
· Statutory Requirements;
· Infrastructure Plans identified in prior years;
· Duration of project;
· Cost effectiveness of project;
· Indicate if project is for a new/renewal asset;
· Inputs received during IDP process.

This procedure is performed in the Planning Module of the financial system.  
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	Departmental Strategic Meetings

	7
	Identify funding sources of prioritised projects. (Make use of Funding segment of mSCOA)
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	8
	Allocate all segments of mSCOA to all prioritised projects.
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	mSCOA Item 
Charts
	 

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	9
	Send list of prioritised projects, with aligned mSCOA segments, to Strategic Manager.
	 
	VA
	PA
	 
	RA
	 
	 
	 
	 
	N/A
	N/A
	 

	10
	Compile list of all prioritised projects.  This list should be an extract from the Planning Module of the financial system.
	 
	PA
	 
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	11
	Hold Executive Council Committee Meeting.
	 
	 
	 
	 
	PA
	 
	VA
	 
	 
	N/A
	N/A
	Minutes of Meeting

	12
	Finalise projects based on:
· Available Funding;
· Master Plans;
· Spatial Development Framework;
· Housing Implementation Plans;
· Service Delivery Backlogs;
· Asset Replacement Policy;
· Statutory Requirements;
· Maintenance Plans;
· Strategic Objectives;
· Future Operational Cost and Revenue of Project;
· Municipal tariffs implications; and
· Duration of project.

	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	N/A
	N/A
	 

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	13
	Indicate on Final Project List:
· Strategic Objectives;
· Duration of project;
· Future Operational Cost and Revenue of Project; 
· Estimate monthly expenditure of project; and 
· mSCOA Project Number.
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	N/A
	N/A
	Final Project List

	14
	Prepare the draft Revised IDP.
	 
	PA
	 
	 
	VA
	 
	RA
	 MSA
S 34
	 
	N/A
	N/A
	Revised IDP

	15
	Prepare the draft Budget, by using all segments of mSCOA.  Add mSCOA Project Number to GUID of Project Segment.  All budget schedules should be generated by the financial system.
	 
	 
	 
	PA
	RA
	VA
	VA
	 
	 
	N/A
	N/A
	Draft Budget

	16
	Prepare the draft Service Delivery and Budget Implementation Plan (SDBIP).  Add mSCOA Project Number to each project to ensure a link between the IDP, the Budget and the SDBIP.
	 
	PA
	 
	PA
	RA
	VA
	VA
	 
	 
	N/A
	N/A
	Draft SDBIP

	17
	Evaluate the draft Budget against approved Benchmarking ratios and norms.
	 
	PA
	 
	PA
	RA
	VA
	VA
	 
	 
	 
	 
	Financial Ratios and Norms

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	18
	Submit the draft IDP, the draft Budget and the draft SDBIP to Council and follow budget procedures as set out in the MFMA, Budget Regulations and Planning and Performance Management Regulations.
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	N/A
	N/A
	Budget Process Documents

	19
	Council approve the IDP and the Annual Budget.
	
	
	
	
	
	
	PA
	 
	 
	N/A
	N/A
	IDP / 
Annual Budget

	20
	Council approve the SDBIP.
	
	
	
	
	
	
	PA
	MFMA
S53 
	 
	N/A
	N/A
	SDBIP

	21
	Upload budget on the National Treasury Local Government Database (LG Database) portal by using data extraction from the segments of mSCOA.
	
	
	
	PA
	RA
	
	
	
	
	N/A
	N/A
	mSCOA Data String

	22
	Publish the IDP, the Budget and the SDBIP on municipal website.
	
	PA
	
	
	RA
	
	
	MFMA
S75 
	 
	N/A
	N/A
	

	23
	Implement the SDBIP.
	 
	 
	 
	 
	PA 
	 VA
	VA
	 
	 
	N/A
	N/A
	

	24
	Start with Supply Chain Management Procedures as per monthly Operating Budget.
	VW
	 
	PD
	 
	VM
	 
	VM
	 
	 
	N/A
	N/A
	 



	
	
	Procedures for performing Planning Activities (Revised IDP and Annual Budget) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
SM
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Planning Activities (Revised IDP and Annual Budget) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



		
	
	
	







[bookmark: _Toc486502265]7.2.2		Procedures for Capturing of Approved Operating Budget

	No.
	Procedure
	Head:  Budget and Treasury
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Capture Operating Expenditure of approved Operating Budget on the Financial System.  This procedure requires seamless integration from the Planning Module of the financial system.
	PA
	 
	RA
	VA
	 
	 
	OPEX
	Projects
	Approved Operating Budget and System Print-out

	2
	Perform a test run, to ensure that all segments of mSCOA have been captured correctly.
	PA
	 
	RA
	VA
	 
	 
	OPEX
	Projects
	Budget Test Run

	3
	Investigate and correct any differences found after the test run.
	PA
	 
	RA
	VA
	 
	 
	OPEX
	Projects
	 

	4
	Perform a Final Budget Run on the financial system.
	PA
	 
	RA
	VA
	 
	 
	OPEX
	Projects
	Final Budget Run

	5
	File the Final Budget Run for future reference.
	PA
	 
	RA
	VA
	 
	 
	OPEX
	Projects
	Final Budget Run

	6
	Lock Operating Budget on the Financial System.
	 
	PA
	RA
	VA
	 
	 
	OPEX
	Projects
	 

	7
	Issue signed Quality Certificate as prescribed in the Municipal Budget and Reporting Regulations.
	 
	 
	 
	 
	 
	 
	OPEX
	Projects
	 

	8
	Follow normal Supply Chain Management procedures.
	 
	 
	 
	 
	 
	 
	OPEX
	Projects
	 



	
	Procedures for capturing of approved Operating Budget accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HAE
	 
	 
	 

	
HBTO
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for capturing of approved Operating Budget approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 




	









[bookmark: _Toc486502266]7.2.3		Procedures for development and implementation of Supply Chain Management Policy

	No.
	Procedure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Each municipality (and each municipal entity) must have and implement a Supply Chain Management Policy (SCM Policy) which gives effect to the provisions of Chapter 11 of the MFMA.
	 
	 
	PA
	VA
	RA
	 MFMA
S 111
S112
	 
	N/A
	N/A
	Approved SCM Policy

	2
	Develop a SCM Policy that is fair, equitable, transparent, competitive and cost-effective and comply with a prescribed regulatory framework for municipal supply chain management.
	 
	 
	PA
	VA
	RA
	 
	 
	N/A
	N/A
	 

	3
	The SCM Policy must at least cover the following:
a) The range of supply chain management processes that municipalities and municipal entities may use, including tenders, quotations, auctions and other types of competitive bidding;
b) when a municipality or municipal entity may or must use a particular type of process;
c) procedures and mechanisms for each type of process;
d) procedures and mechanisms for more flexible processes where the value of a contract is below a prescribed amount;
e) open and transparent pre-qualification processes for tenders or other bids;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	 
	f) competitive bidding processes in which only pre-qualified persons may participate;
g) bid documentation, advertising of and invitations for contracts;
h) procedures and mechanisms for—
i. the opening, registering and recording of bids in the presence of interested persons;
ii. the evaluation of bids to ensure best value for money;
iii. negotiating the final terms of contracts; and
iv. the approval of bids;
i) screening processes and security clearances for prospective contractors on tenders or other bids above a prescribed value;
j) compulsory disclosure of any conflicts of interest’s prospective contractors may have in specific tenders and the exclusion of such prospective contractors from those tenders or bids;
k) participation in the supply chain management system of persons who are not officials of the municipality or municipal entity, subject to section 117 of the MFMA;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	 
	l) the barring of persons from participating in tendering or other bidding processes, including persons—
i. who were convicted for fraud or corruption during the past five years;
ii. who wilfully neglected, reneged on or failed to comply with a government contract during the past five years; or
iii. whose tax matters are not cleared by South African Revenue Service;
m) measures for—
i. combating fraud, corruption, favouritism and unfair and irregular practices in municipal supply chain management; and
ii. promoting ethics of officials and other role players involved in municipal supply chain management;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	No.
	Procedure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	 
	n) the invalidation of recommendations or decisions that were unlawfully or improperly made, taken or influenced, including recommendations or decisions that were made, taken or in any way influenced by—
i. councillors in contravention of item 5 or 6 of the Code of Conduct for Councillors set out in Schedule 1 to the Municipal Systems Act; or
ii. municipal officials in contravention of item 4 or 5 of the Code of Conduct for Municipal Staff Members set out in Schedule 2 to that Act;
o) the procurement of goods and services by municipalities or municipal entities through contracts procured by other organs of state;
p) contract management and dispute settling procedures; and
q) the delegation of municipal supply chain management powers and duties, including to officials.

	 
	 
	PA
	VA
	RA
	MFMA
S 112

SCM 
Reg. 
	 
	N/A
	N/A
	Approved SCM Policy

	No.
	Procedure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	4
	Workshop the SCM Policy with all stakeholders.
	 
	 
	PA
	VA
	RA
	 
	 
	N/A
	N/A
	 

	5
	Amend the SCM Policy, if needed.
	 
	 
	PA
	VA
	RA
	 
	 
	N/A
	N/A
	 

	6
	Approve the SCM Policy.
	 
	 
	VA
	VA
	PA
	 
	 
	N/A
	N/A
	Minutes of Council Meeting

	7
	Implement the SCM Policy in a way that –

a) gives effect to Section 217 of the Constitution and Part 1 of Chapter 11 and other applicable provisions of the MFMA;
b) is fair, equitable, transparent, competitive and cost effective;
c) complies with the Regulations and any minimum norms and standards that may be prescribed in terms of section 168 of the MFMA;
d) is consistent with other applicable legislation;
e) does not undermine the objective for uniformity in supply chain management systems between organs of state in all spheres; and
f) is consistent with national economic policy concerning the promotion of investments and the conduct of business with the public sector.

	 
	 
	PA
	VA
	RA
	MFMA
S 112 
	 
	N/A
	N/A
	PA

	No.
	Procedure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	8
	Review annually the implementation of the SCM Policy.
	 
	 
	PA
	VA
	RA
	 Budget
Reg.
	 
	N/A
	N/A
	Review of policies workshop

	9
	Ensure that proposed amendments of the SCM Policy comply with the Regulations and Treasury guidelines standards determining standards for municipal supply chain management policies.
	 
	 
	PA
	VA
	RA
	 
	 
	N/A
	N/A
	 

	10
	Take into account the need for uniformity in supply chain practices, procedures and forms between all spheres of organs of state to promote accessibility of supply chain management systems for small businesses.
	 
	 
	PA
	VA
	RA
	 
	 
	N/A
	N/A
	 

	11
	Submit proposals for the amendment of the SCM Policy to Council.
	 
	 
	PA
	VA
	RA
	 
	 
	N/A
	N/A
	 

	No.
	Procedure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	12
	Approve the SCM Policy.
	 
	 
	VA
	VA
	PA
	 
	 
	N/A
	N/A
	Minutes of Council Meeting

	13
	Implement the SCM Policy.

	 
	 
	PA
	VA
	RA
	 
	 
	N/A
	N/A
	 

	14
	Report any deviation from the Regulations and Treasury guideline standards determining standards for municipal supply chain management policies to the National and Provincial Treasuries
	 
	 
	PA
	VA
	RA
	 MFMA
S 170
	 
	N/A
	N/A
	 

















	
	Procedures for development and implementation of Supply Chain Management Policy accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for development and implementation of Supply Chain Management Policy approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	















[bookmark: _Toc486502267]7.2.4		Procedures for establishing a Supply Chain Management Unit

	No.
	Procedure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Determine the size and responsibilities of a Supply Chain Management Unit (SCM Unit).
	 
	 
	PA
	VA
	 
	 
	SCM
Reg. 
	 
	N/A
	N/A
	 

	2
	Submit the draft organogram to Council for approval. 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	N/A
	N/A
	 

	3
	Approve revised organogram.
	 
	 
	 
	 
	 
	PA
	 
	 
	N/A
	N/A
	Approved organogram

	4
	Establish a SCM Unit.
	 
	 
	PA
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	5
	Appoint staff for the SCM Unit that comply with the Minimum Competency Regulations.
	 
	 
	VA
	PA
	 
	 
	 MFMA
S 119
	 
	N/A
	N/A
	 

	6
	Implement the SCM Policy.
	PD
	VD
	RM
	RQ
	 
	 
	 
	 
	N/A
	N/A
	Reports on implementation of SCM Policy

	7
	Provide training to officials in SCM Unit.
	 
	PA
	VA
	RA
	 
	 
	 MFMA
S 119
	 
	N/A
	N/A
	 

	No.
	Procedure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	8
	All SCM officials must annually submit signed declarations of all financial interest for themselves and their immediate family members.
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	N/A
	N/A
	 



















	
	Procedures for establishing a Supply Chain Management Unit accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for establishing a Supply Chain Management Unit approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
	 
	 

	
	
	
	













[bookmark: _Toc486502268]7.2.5		Procedures for registration on Supply Chain Management Database

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Request through newspapers commonly circulating locally, the municipal website and any other appropriate ways, invite to prospective Service Providers of goods or services to apply for evaluation and listing as accredited prospective Service Providers.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	SCM
Reg 
	 
	N/A
	N/A
	Advertisement

	2
	Specify the criteria for the accredited prospective Service Providers.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	 

	3
	Receive request from prospective Service Providers to register.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	 

	4
	Send registration documentation to the prospective Service Providers.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	5
	Receive the registration documentation with original supporting documentation from the Service Providers.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	 

	6
	Verify all supporting documentation with the relevant institutions, e.g. CIPC, SARS and Central Supplier Database for Government. 
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	MFMA
Circ. 81 
	 
	N/A
	N/A
	Supporting documentation from institutions

	7
	Disallow the listing of any prospective Service Provider whose name appears on the National Treasury’s database as a person prohibited from doing business with the public sector.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	 

	8
	Capture information on the list of accredited prospective Service Providers.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	 

	9
	Print audit trail of information captured.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	Audit Trail

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	10
	Review information captured on the SCM Database with supporting documentation.
	 
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	 

	11
	Create a vendor number.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	Vendor Number

	12
	File audit trail, vendor number and supporting documentation in individual file of prospective Service Provider.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	 

	13
	Send vendor number to prospective Service Provider.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	 

	14
	Review information on list of accredited prospective Service Providers on an annual basis.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	Proof of annual review

	15
	Mark on list of accredited prospective Service Providers if the Service Provider is Active/Inactive.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	 

	16
	Send annual confirmation to prospective Service Provider, indicating status on list of accredited prospective Service Providers.
	PQ
	VQ
	RQ
	 
	 
	 
	 
	 
	 
	 
	N/A
	N/A
	 




	
	Procedures for registration on Supply Chain Management Database accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for registration on Supply Chain Management Database approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 




		


	
	
	









[bookmark: _Toc486502269]7.2.6	Procedures for Monthly Meetings (SCM Unit)

	No.
	Procedure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	1
	CFO holds monthly meeting with the Manager:  Supply Chain Management and Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Number of pre-audit checklists per year.

	No.
	Procedure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	4
	Submit a report on bidders that have abused the SCM system, committed fraud or any other improper conduct or has failed to perform on a previous contract to the CFO, for investigation.

	PM
	PM
	VM
	RM
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Monthly report on fraud and improper conduct

















	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (SCM Unit) accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Creditors Department) approved by:
	
	

	
	
	 
	

	
	 
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	












STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES








[image: Letter Head]		         					        Page | 311 
									          May 2016

		
          								          Page | 336 
   		 									May 2016
[bookmark: _Toc486502270]7.3		PROCUREMENT

The accounting officer of a municipality must implement an efficient system of acquisition management, in terms of paragraph 11 of the Municipal Supply Chain Management Regulations, to ensure that:						
						
a)	That goods and services are procured by the municipality in accordance with authorized processes only;													
b)	That expenditure on goods and services is incurred in terms of an approved budget in terms of section 15 of the MFMA;													
c)	That the threshold values for the different procurement processes are complied with;													
d)	That bid documentation, evaluation and adjudication criteria and the general conditions of a contract, are in accordance with any applicable legislation; and		
e)	That any Treasury guidelines on acquisition management are properly taken into account.									
														
Staff members involved in procedures														
DS		Departmental Secretary						
LW		Leader Worker (Supervisor)		
CSCM		Clerk:  Supply Chain Management	
ASCM		Accountant:  Supply Chain Management	
AE		Accountant:  Expenditure	
MSCM		Manager:  Supply Chain Management		
HAE		Head:  Assets and Expenditure	
HOD		Heads of other Departments within Municipality	
CFO		Chief Financial Officer		
MM		Municipal Manager													
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[bookmark: _Toc486502271]7.3.1		Procedures for performing Petty Cash Purchases
	
	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Petty cash purchases may only be made in accordance with the Petty Cash Policy of the municipality and section 15 of the Supply Chain Management Regulations.

	PD
	PD
	VM
	RM
	 
	RM
	RM
	RA
	RA
	SCM
Reg. 
Par 15 
	 
	Operating Expenditure
	Operating Expenditure
	Petty Cash Policy

	2
	Determine the maximum number of transactions or the maximum amount of the permissible petty cash expenditure per month;

	 
	 
	 
	 
	 
	 
	VA
	VA
	PA
	SCM
Reg. 
Par 15  
	 
	Operating Expenditure
	Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	3
	Purchases within the pre-determined threshold constitutes cash purchases without the need for quotations.

	 
	 
	 
	 
	 
	 
	VA
	VA
	PA
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	4
	Identify the need to purchase an item, within the predetermined values.
	 
	PD
	 
	VM
	 
	 
	VM
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	5
	Complete a pre-numbered Petty Cash Request Form, by documenting the following minimum information:
· Applicant details;
· Applicant ID number;
· Item that will be purchased via Petty Cash;
· All segments of mSCOA; and
· The amount.
	 
	PD
	 
	VM
	 
	 
	VM
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	Pre-numbered Petty Cash Request Form

	6
	Sign the Petty Cash Request Form.
	 
	VD
	 
	RM
	 
	 
	PD
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	7
	Approve the Petty Cash Request Form.
	VD
	PD
	 
	RM
	 
	 
	VD
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	8
	Receive the Petty Cash Request Form.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	9
	Review the Petty Cash Request Form for completeness.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	10
	Confirm that requesting user does not have any outstanding petty cash balances that have not been reconciled / paid up.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	11
	In the case where there is an outstanding balance, the requisition will not be approved and petty cash will not be granted to the applicant.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	12
	Inform the applicant immediately of the rejection and request applicant to provide the outstanding documentation and/or balance.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	13
	Sign the Petty Cash Form to acknowledge that the documentation is correct.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	14
	Withdraw money from safe.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	15
	Request applicant to sign for money received.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	16
	Spend petty cash within 48 hours or a period determined by Petty Cash Policy, and on the correct purpose for which it was intended. 
	VD
	PD
	 
	RM
	 
	 
	VD
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	17
	Obtain a receipt when spending the petty cash.
	VD
	PD
	 
	RM
	 
	 
	VD
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	18
	Submit receipt/invoice within 48-hour period or period determined in Petty Cash Policy, to the Departmental Secretary.
	VD
	PD
	 
	RM
	 
	 
	VD
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	19
	Take disciplinary steps against employee if petty cash is inappropriately spent and/or if receipts/invoices are not obtained.
	VM
	PM
	 
	 
	 
	VM
	VM
	RM
	RM
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	20
	Receive supporting invoices from acquirer.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	21
	Reconcile invoices with the Petty Cash Form.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	22
	If there is a direct match, attach the invoices to the Petty Cash Form and file it together with hard copy/ printout of the Petty Cash Register.  Supporting documentation can also be scanned where an on-line plat form is used. 
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	23
	If there is not a direct match and the amount on the invoice exceeds what was originally requested on the Petty Cash Form, pay the applicant the difference.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	24
	Update the Petty Cash Form to indicate the actual amount spent, reason for any additional expenditure, and sign the form.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	25
	Request applicant to sign form to confirm the amount spent.
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	26
	Attach the invoices to the Petty Cash Form and file it together with hard copy/ printout of the Petty Cash Register.  Supporting documentation can also be scanned where an on-line plat form is used.  (Minimum period of 5 years) 
	PD
	VD
	 
	RM
	 
	 
	VD
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	27
	Perform a Petty Cash Reconciliation on weekly basis.
	PW
	 
	 
	VW
	 
	RM
	 
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	Weekly Petty Cash Reconciliation

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	28
	The reconciliation involves the opening of the safe and a physical count of the cash therein. Both the Secretary and the Accountant:  Expenditure should be present when the safe is being opened and the reconciliation is occurring.
	PW
	 
	 
	PW
	 
	RM
	 
	VM
	 
	 MFMA
S 65
	 
	Operating Expenditure
	Operating Expenditure
	 

	29
	Verify all forms and supporting documentation present and the number and date of receipts, including completeness of all segments of mSCOA. 
	VW
	 
	 
	PW
	 
	RM
	 
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	30
	Sign the Petty Cash Register as proof of review.
	VW
	 
	 
	PW
	 
	RM
	 
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	31
	Report immediately any irregularities.
	 
	 
	 
	PW
	 
	VW
	 
	RW
	RW
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	32
	Request a top-up of petty cash when needed, but at least before the last day of the month.
	PM
	 
	 
	VM
	 
	RM
	VM
	 
	 
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	33
	Send copy of the Petty Cash Register to the Accountant:  Expenditure.
	PM
	 
	 
	VM
	 
	RM
	 
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	34
	Perform a Petty Cash Reconciliation.
	VM
	 
	 
	PM
	 
	RM
	 
	 
	 
	MFMA
S 65 
	 
	Operating Expenditure
	Operating Expenditure
	Monthly Petty Cash Reconciliation

	35
	The reconciliation involves the opening of the safe and a physical count of the cash therein. Both the Secretary and the Accountant:  Expenditure should be present when the safe is being opened and the reconciliation is occurring.
	VM
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	36
	Verify all forms and supporting documentation present and the number and date of receipts, including completeness of all segments of mSCOA.
	VM
	 
	 
	PM
	 
	RM
	 
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	37
	Sign the Petty Cash Register as proof of review.
	VM
	 
	 
	PM
	 
	RM
	 
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	38
	Report immediately any irregularities.
	 
	 
	 
	PW
	 
	VW
	 
	RW
	RW
	Petty
Cash
Policy
	 
	Operating Expenditure
	Operating Expenditure
	 

	39
	Issue a cheque in the name of the Paymaster, as determined in the Petty Cash Policy.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	40
	Duly authorised signatories sign cheque.
	 
	 
	 
	 
	PM
	PM
	 
	RM
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	41
	Record the petty cash transactions in the General Ledger, by using all segments of mSCOA, if the Petty Cash Register not already integrated with the financial system. 
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 MFMA
S 65
	 
	Operating Expenditure
	Operating Expenditure
	 

	42
	Cash cheque at bank.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	43
	Send cash to the Departmental Secretary.
	VM
	 
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	44
	Count cash and sign Petty Cash Top-up Certificate as proof for cash received.
	PM
	 
	 
	VM
	 
	RM
	VM
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	 

	45
	File the Petty Cash Top-up Certificate with invoices for the following Petty Cash Reconciliation.
	PM
	 
	 
	VM
	 
	RM
	VM
	 
	 
	Petty
Cash
Policy 
	 
	Operating Expenditure
	Operating Expenditure
	Signed Petty Cash Top-up Certificate

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	46
	Lock cash in safe box for which only the Departmental Secretary has a key.
	PM
	 
	 
	VM
	 
	RM
	VM
	 
	 
	Petty
Cash
Policy 
	 
	Operating Expenditure
	Operating Expenditure
	 
















	
	Procedures for performing Petty Cash Purchases accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DS
	 
	 
	 

	
LW
	 
	 
	 

	
ASCM
	 
	 
	 

	
AE
	 
	 
	 

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Petty Cash Purchases approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



		
	
	
	



	
[bookmark: _Toc486502272]7.3.2		Procedures for performing Written or Verbal Price Quotations

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Identify need for acquisition as per approved budget.
	 
	PD
	 
	RD
	 
	 
	 
	VD
	 
	 
	SCM
Reg. 
Par 16 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	2
	Obtain quotations from at least three different Service Providers, preferably from, but not limited to, Service Providers whose names appear on the list of accredited prospective Service Providers of the municipality.

	 
	PD
	 
	RD
	 
	 
	 
	VD
	 
	 
	SCM
Reg. 
Par 16  
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Proof of quotations obtained

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	3
	If quotations are obtained from Service Providers who are not so listed, such Service Providers must register on the list of accredited prospective Service Providers and meet the listing criteria for accredited prospective Service Providers.
	 
	PD
	 
	RD
	 
	 
	 
	VD
	 
	 
	 SCM
Reg. 
Par 16 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	4
	Verify if sufficient funds are available on the budget for the envisage purchase.
	 
	PD
	 
	RD
	 
	 
	 
	VD
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	5
	Verify if prospective Service Provider is registered on the Supply Chain Management Database and Web Based Central Supplier Database (CSD).
	 
	PD
	 
	RD
	 
	 
	 
	VD
	 
	 
	 SCM
Reg. 
Par 16 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Confirmation from Supply Chain Database

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	6
	Complete a requisition form within 2 working days, after quotation was received.  Document / attach the following additional information on the requisition form:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Names of potential Service Providers requested to provide quotations with their quoted prices;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· If the potential Service Provider is a spouse, child or parent of a person in the service of the state or who has been in the service of the state during the past 12 months; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· Proof of available funds in the budget; and
· Complete all segments of mSCOA.
	 
	PD
	 
	RD
	 
	 
	 
	VD
	 
	 
	SCM
Reg. 
Par 16  
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Requisition Form

	7
	Sign the requisition form.
	 
	PD
	 
	RD
	 
	 
	 
	VD
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	8
	Send completed requisition form to the Head of Department for approval.
	 
	PD
	 
	RD
	 
	 
	 
	VD
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	9
	Review the requisition form for completeness and document reasons why lowest quotation will not be used.
	 
	VD
	 
	RD
	 
	 
	 
	PD
	 
	 
	SCM
Reg. 
Par 16  
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	10
	Approve the requisition form, within 2 working days after requisition was received, by signing the form.
	 
	VD
	 
	RD
	 
	 
	 
	PD
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Approved Requisition Form

	11
	Send approved requisition form to the Clerk:  Supply Chain Management and request the issuing of an order.
	 
	 
	VD
	RD
	 
	 
	 
	PD
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	12
	Verify information on the requisition form for accuracy and completeness.
	 
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	SCM
Reg. 
Par 16  
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	13
	Confirm if preferred Service Provider is registered on the Supply Chain Management Database and that all required documents to be registered on the database have been received and are available for inspection.
	 
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	SCM
Reg. 
Par 14  
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	14
	If a quotation was submitted verbally, the order may be placed only against written confirmation of the price and conditions of supply by the selected Service Provider within the period stipulated in the invitation to submit quotations.
	 
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	SCM
Reg. 
Par 16  
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	15
	Communicate with the Head of Department, within 1 working day, if any shortcomings are identified.
	 
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	16
	Issue an order in triplicate, by using all segments of mSCOA.  Issue order only if all above processes have been completed.
	 
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	 
	Operating Expenditure
	Operating Expenditure
	Approved Order

	17
	Send order, with supporting documentation, to the Accountant:  Supply Chain Management for approval.
	 
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	18
	Verify order for accuracy and completeness, including accuracy and completeness of all segments of mSCOA.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	19
	Approve order by signing the order.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Approved Order

	20
	Capture deviation from Supply Chain Management processes in the Deviations Register.
	 
	 
	 
	PM
	 
	VM
	 
	 
	RM
	 
	SCM
Reg. 
Par 36  
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Deviations Register

	21
	Report deviations from Supply Chain Management Processes to the Chief Financial Officer, in terms section 36 of the Supply Chain Management Regulations.
	 
	 
	 
	PM
	 
	VM
	 
	 
	RM
	 
	SCM
Reg.
Par 36
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Monthly Deviations Report

	22
	Send a copy of order to the Head of Department requesting the order.
	 
	 
	 
	PD
	 
	RD
	 
	VD
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	23
	Capture order on the financial system, within 1 working day, if not integrated with the SCM system.
	 
	 
	PD
	RD
	 
	VD
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	24
	Print proof that order was captured on the financial system.
	 
	 
	PD
	RD
	 
	VD
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	25
	Send a copy of order, with requisition form and all other supporting documentation to the Creditors Department, if not integrated with the SCM system.
	 
	 
	PD
	RD
	 
	VD
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	26
	The Creditors Department follows normal payment procedures as set out in section 7.4.2.
	 
	 
	 
	 
	PD
	 
	RD
	 
	VM
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 



	
	Procedures for performing Written or Verbal Price Quotations accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DS
	 
	 
	 

	
LW
	 
	 
	 

	
CSCM
	 
	 
	 

	
ASCM
	 
	 
	 

	
AE
	 
	 
	 

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Written or Verbal Price Quotations approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 






[bookmark: _Toc486502273]7.3.3		Procedures for performing Formal Written Price Quotations

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Identify the need for acquisition as per approved budget.
	 
	PD
	 
	RD
	 
	 
	 
	VD
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Approved Budget

	2
	The Head of Department compile specifications for the need.
	 
	 
	 
	VD
	 
	RW
	 
	PD
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	3
	If documented in the Supply Chain Policy, the Head of Department and Manager:  Supply Chain Management informally review the specifications as determine by the Head of Department.
	 
	 
	 
	VD
	 
	RW
	 
	PD
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	4
	Send specifications to the Bid Specification Committee, appointed by the Municipal Manager, for finalisation.
	 
	 
	 
	VD
	 
	RW
	 
	PD
	 
	 
	 
	 SCM
Reg.
Par 18
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Minutes of Specification Committee

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	5
	Prepare an advertisement.
	 
	 
	 
	VW
	 
	VW
	 
	VW
	 
	 
	PW
	SCM
Reg.
Par 18 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	6
	Send advertisement and specifications to the Clerk:  Supply Chain Management
	 
	 
	VW
	RW
	 
	 
	 
	 
	 
	 
	PW
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	7
	Obtain a municipal Notice Number from the Corporate Department.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	8
	Place advertisement with closing date and time on municipal website and notice board.  (Notice period 7 days)
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	SCM
Reg.
Par 18 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Advertisement

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	9
	Inform the Head Cashier of Notice if any fee is payable to obtain documentation. 
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	10
	Potential Service Providers submit proof of payment to the Clerk:  Supply Chain Management, before documentation is issued.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	11
	Receive formal written quotations, with supporting documentation, in tender box.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	SCM
Reg.
Par 18 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	12
	Open tender box immediately after the quotation period has closed.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	13
	Stamp and sign every page of quotation with date stamp, on the date quotation was received.

	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	14
	Record all quotations received in tender register, by documenting potential Service Providers name and quoted amount.  Highlighted if less than 3 quotations were received.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	SCM
Reg.
Par 18 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Tender Register

	15
	Information in tender register is available to all Service Providers who have submitted a quotation.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	16
	Provide a copy of the tender register to all Service Providers, as proof for attending the meeting.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	17
	The Head of Department collect all quotations from the Accountant:  Supply Chain Management, and sign the tender register.
	 
	 
	 
	VW
	 
	RW
	 
	PW
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	18
	The Head of Department and Accountant:  Supply Chain Management evaluate all quotations received.
	 
	 
	 
	PW
	 
	VW
	 
	PW
	 
	 
	 
	SCM
Reg.
Par 18 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Evaluation Checklist

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	19
	Confirm if the preferred Service Provider is registered on the Supply Chain Management Database and Web Based Central Database (CSD). Also confirm that all required documents to be registered on the municipality’s database have been received and are available for inspection.
	 
	 
	 
	PW
	 
	VW
	RM
	 
	 
	 
	 
	 SCM
Reg.
Par 14
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	20
	Verify if sufficient funds are available on the budget for the envisaged purchase.
	 
	 
	 
	PW
	 
	VW
	RM
	PW
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	21
	Calculate and apply the 80/20 (amount excl. VAT) calculation in terms of the Preferential Procurement Policy Framework Act. 
	 
	 
	 
	PW
	 
	VW
	RM
	PW
	 
	 
	 
	 PPPFA
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Evaluation calculations

	22
	Verify all points allocated with supporting documentation.
	 
	 
	 
	PW
	 
	VW
	RM
	PW
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	23
	The Head of Department prepare report with the results of the evaluation and recommend a preferred supplier.
	 
	 
	 
	VW
	 
	VW
	RM
	PW
	 
	 
	 
	SCM
Reg.
Par 18 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Evaluation Report

	24
	The Director of the Department make a final award in terms of the delegated authority.
	 
	 
	 
	VW
	 
	VW
	RM
	PW
	 
	 
	 
	SCM
Reg.
Par 18 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	25
	Issue a letter to the successful bidder and inform the unsuccessful bidders of the result and their right to object.
	 
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	26
	Send results of Formal Written Quotations to the Website Administrator to place results on website.
	 
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	SCM
Reg.
Par 18 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Proof of results published on website

	27
	Allow 14 days for objections or complaints.
	 
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	SCM
Reg.
Par 18 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	28
	If the supply of the goods or services are conditional and a contract is applicable, inform the legal department to prepare a draft contract. If the supply of goods or services are unconditional, proceed to process 35.
	 
	 
	 
	VW
	 
	VW
	RM
	PW
	 
	 
	 
	 SCM
Reg.
Par 18
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	29
	Review the draft contract to ensure that risks are avoided or limited and that the contract satisfies the conditions and specifications as requested.
	 
	 
	 
	PW
	 
	VW
	RM
	PW
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	30
	Send contract to the Municipal Manager or delegated official to sign contract.
	 
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Signed contract

	31
	Send contract to the Service Provider via registered post.
	 
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Signed contract

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	32
	Receive signed contract from the Service Provider.
	 
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Signed contract

	33
	Document contract reference number in the Contract Register.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	34
	File signed contract.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	35
	Issue an order in triplicate, by using all segments of mSCOA.  Issue order only if all above processes have been completed.
	 
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Approved Order

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	36
	Send order, with supporting documentation, to the Accountant:  Supply Chain Management for approval.
	 
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	37
	Verify order for accuracy and completeness, including accuracy and completeness of all segments of mSCOA.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	38
	Approve order by signing the order.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Approved Order

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	39
	Capture any deviation from the Supply Chain Management processes in the Deviations Register.
	 
	 
	 
	PM
	 
	VM
	 
	 
	RM
	 
	 
	 SCM
Reg.
Par 36
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Deviations Register

	40
	Report deviations from the Supply Chain Management Processes to the Chief Financial Officer.
	 
	 
	 
	PM
	 
	VM
	 
	 
	RM
	 
	 
	SCM
Reg.
Par 36 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Monthly Deviations Report

	41
	Send a copy of order to the Head of Department requesting the order.
	 
	 
	 
	PD
	 
	RD
	 
	VD
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	42
	Capture order on the financial system, within 1 working day, if not integrated with the SCM system.
	 
	 
	PD
	RD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	43
	Print proof that order was captured on the financial system.
	 
	 
	PD
	RD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	44
	Send a copy of order, with requisition form and all other supporting documentation to the Creditors Department, if not integrated with the SCM system.
	 
	 
	PD
	RD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Departmental Secretary
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	45
	The Creditors Department follows normal payment procedures as set out in section 6.4.2.
	 
	 
	 
	 
	PD
	 
	RD
	 
	VM
	 
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 















	
	Procedures for performing Formal Written Price Quotations accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DS
	 
	 
	 

	
LW
	 
	 
	 

	
CSCM
	 
	 
	 

	
ASCM
	 
	 
	 

	
AE
	 
	 
	 

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Formal Written Price Quotations approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 





[bookmark: _Toc486502274]7.3.4		Procedures for performing Competitive Bidding

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Identify the need for acquisition as per approved budget.
	PD
	 
	RD
	 
	 
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Approved Budget

	2
	If the need is for goods and services, the normal policy procedures must be followed. When infrastructure is to be procured the model guidelines of National Treasury for Infrastructure Procurement and Delivery Management must be followed, 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	
	which is based on the 
National Standard for Infrastructure Procurement and Delivery Management (SIPDM).
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 SCM
Reg.
Par 19
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	3
	The Head of Department compile specifications for the need.
	 
	 
	VD
	 
	RW
	 
	PD
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	4
	The Municipal Manager appoints a Bid Specification Committee, consisting of at least the Head of Department requesting the goods and services and may include, when appropriate an external specialist.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	VM
	 
	 
	 SCM
Reg.
Par 27
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Appointment letter of Bid Specification Committee

	5
	The Head of Department send specifications to the Bid Specification Committee for finalisation.
	 
	 
	VD
	 
	RW
	 
	PD
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Minutes of Bid Specification Committee

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	6
	When drafting the specifications, the Bid Specification Committee must operate:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· In an unbiased manner to allow all potential suppliers to offer their product or services;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Must take account of all standards with which the equipment or goods or services must comply with;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· Must not create unnecessary trade barriers and make no reference to any particular trade mark, unless there is no alternative method to describe the characteristics of the work or product;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Must identify goals for which points will be awarded in terms of a pre-determined point system; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· No member of the committee involved may bid for the resulting contract.
	 
	 
	VW
	 
	VW
	 
	VW
	 
	 
	PW
	 
	 
	 SCM
Reg.
Par 27
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	7
	Prepare an advertisement with specifications.  If the project is large and/ or complex and/ or long-term of nature, a two-stage bidding process may be requested.
	 
	 
	VW
	 
	VW
	 
	VW
	 
	 
	PW
	 
	 
	 SCM
Reg.
Par 22
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Advertise-ment

	8
	Send advertisement, indicating closing date and specifications to the Clerk:  Supply Chain Management.
	 
	VW
	RW
	 
	 
	 
	 
	 
	 
	PW
	 
	 
	SCM
Reg.
Par 22 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	9
	Obtain a municipal Notice Number from the Corporate Department.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	10
	Place advertisements in local papers, and on the official web site and notice boards, inviting competitive bids. Advertisements must include: 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 SCM
Reg.
Par 22
	 
	 
	 
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· The advertising period; (30 days for amounts over R10 million (VAT incl) or for contracts which are of a long-term nature and 14 days in any other case)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· A clear indication of the closing date and time;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Original supporting documentation must be submitted with bids;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· An indication that only official bid documentation in sealed envelopes will be excepted; and
· For all bids above R10m, bidders are required to furnish;
· Audited annual financial statements for the last 3 years (if required by law);
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· A signed certificate that no undisputed commitments are overdue for more than 30 days;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Particulars of contracts received from an organ of state during the past 5 years.
· If grounds of urgency or emergency is applicable, shorter advertising periods may be instituted by the Accounting Officer in terms of the SCM policy.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	SCM
Reg.
Par 22 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Advertise-ment

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	11
	Inform the Head Cashier of Notice if any fee is payable to obtain documentation. 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	12
	Potential Service Providers submit proof of payment to the Clerk:  Supply Chain Management, before documentation is issued.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	13
	Receive tenders, with supporting documentation, in tender box.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	 SCM
Reg.
Par 23
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	14
	Open the tender box immediately after the tender period has closed.  No late tenders to be accepted.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	SCM
Reg.
Par 23 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	15
	Open all tenders received at the same time in public.  The bidders name and if possible, the tendered price must be read out in public.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	SCM
Reg.
Par 23 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	16
	Stamp and sign every page of the tender with a date stamp, on the date tender was received.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	SCM
Reg.
Par 23 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	17
	Record all tenders received in the Tender Register, by documenting potential Service Providers name, tendered amount and number of pages of the tender.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	SCM
Reg.
Par 23 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Tender Register

	18
	Information in the Render Register is available to all the Service Providers who submitted a tender.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	SCM
Reg.
Par 23 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	19
	Make a copy of the Tender Register to all Service Providers attending.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	 SCM
Reg.
Par 23
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	20
	Sign an affidavit that all employees involved in the opening and recording tenders have no interest in any of the tenders received and all information was recorded correctly in the tender register.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	SCM
Reg.
Par 23 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	21
	Prepare a summary of all competitive bids received, by indicating the following:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Summary of Competitive Bids

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· The reference number, the description of the goods, services or infrastructure projects;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	· The BBBEE status level of contribution of all bidders;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	· The local content percentages of the goods offered (where applicable);
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	· Total price of the bids (where practical)
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	 
	
	
	
	

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	22
	Send summary of competitive bids received, within 10 working days after the closure of bids, to the Website Administrator to place the summary on the website for 30 days.
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	SCM
Reg.
Par 23 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Proof of bidders published on website

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	23
	The Municipal Manager appoints a Bid Evaluation Committee, as well as the chairperson of the committee, consisting of officials from the department requesting the goods or services and at least one (1) SCM practitioner.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	 
	VM
	 
	SCM
Reg.
Par 28 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Appointment letter of Bid Evaluation Committee

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	24
	Confirm if tenders are registered on the Supply Chain Management Database and Web Based Central Supplier Database (CSD).  Also confirm that all required documents to be registered on the database have been received and are available for inspection.
	 
	 
	PW
	 
	VW
	RM
	 
	 
	 
	 
	 
	 
	SCM
Reg.
Par 14 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Proof of registration on SCM Database

	25
	Verify if sufficient funds are available on the budget for the envisaged purchase.
	 
	 
	PW
	 
	VW
	RM
	PW
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	26
	The Accountant:  Supply Chain Management send all tenders, with supporting documentation to the Bid Evaluation Committee.
	 
	 
	VW
	 
	RW
	 
	PW
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	27
	The Bid Evaluation Committee evaluate bids according to:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· The set specifications
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· The applicable points system; (80/20 for projects not exceeding R1 million and 90/10 for project exceeding R1 million)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· Each bidder's ability to execute the contract; and 
· If all the requirements are adhered to.
	 
	 
	 
	 
	VW
	 
	 
	RM
	 
	 
	PW
	 
	SCM
Reg.
Par 28 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	28
	Record the meetings by documenting all the procedures, representatives and recommendations of the Bid Evaluation Committee.
	 
	 
	 
	 
	VW
	 
	 
	RM
	 
	 
	PW
	 
	 SCM
Reg.
Par 28 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Minutes of Bid Evaluation Committee

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	29
	The minutes of the meeting must include a report with a recommendation regarding an award to the Bid Adjudication Committee, 
	 
	 
	 
	 
	VW
	 
	 
	RM
	 
	 
	PW
	 
	SCM
Reg.
Par 28  
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	30
	The Chairperson of the Bid Evaluation Committee sign minutes of meeting and certify it as a true and correct version of the Committee’s operations and recommendations.
	 
	 
	 
	 
	VW
	 
	 
	RM
	 
	 
	PW
	 
	 SCM
Reg.
Par 28 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Signed Minutes of Bid Evaluation Committee

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	31
	Send minutes of the meeting to the Municipal Manager.
	 
	 
	 
	 
	VW
	 
	 
	RM
	 
	 
	PW
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	32
	File minutes of the meeting in the official archived system and a copy of the minutes at the SCM unit.
	 
	 
	 
	 
	VW
	 
	 
	RM
	 
	 
	PW
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	33
	The Municipal Manager appoints a Bid Adjudication Committee and chairperson of the Bid Adjudication Committee, who considers the recommendations of the Bid Evaluation Committee.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	SCM
Reg.
Par 29 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Appointment letter of Bid Adjudication Committee

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	34
	The Bid Adjudication Committee consists of:
· At least four (4) senior managers of which the CFO is compulsory;
· At least one (1) senior SCM practitioner;
· A technical expert in the relevant field of the contract;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· No member of the Bid Evaluations Committee or advisors to the Bid Evaluation Committee may be a member of the Bid Adjudication Committee; 
· Any Bid Committee members with any, or potential, conflict of interest must preclude themselves from participating in committee meetings and recuse from the committee meeting; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· No councillor may form part of the Bid Committee, participate or observe meetings of the Bid Committee.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	 
	 
	VM
	SCM
Reg.
Par 29  
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	35
	The Bid Adjudication Committee consider the recommendations of the Bid Evaluation Committee and may negotiate with preferred bidder for better price. 
 
	 
	 
	 
	 
	 
	 
	 
	 
	VM
	 
	 
	PM
	 SCM
Reg.
Par 24
Par 29 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	37
	If delegated to them, the Bid Adjudication Committee make a final award, and if not delegated to them make a recommendation to the Municipal Manager.
	 
	 
	 
	 
	 
	 
	 
	 
	VM
	 
	 
	PM
	Delegation of Duties  
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	38
	Record and minute all operations and recommendations by the Bid Adjudication Committee.
	 
	 
	 
	 
	 
	 
	 
	 
	VM
	 
	 
	PM
	SCM
Reg.
Par 29  
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	39
	A Bid Adjudication Committee to whom or which the power to make final awards has been sub-delegated must, within five days of the end of each month, submit to the Municipal Manager a written report containing particulars of each final award made by such committee during that month, including -
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· the amount of the award;
· the name of the person to whom the award was made; and
· the reason why the award was made to that person.
	 
	 
	 
	 
	 
	 
	 
	 
	VM
	 
	 
	PM
	SCM
Reg.
Par 29  
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	40
	The Municipal Manager may at any stage of the bidding process, refer any recommendation back to the Bid Evaluation Committee or Bid Adjudication Committee to reconsider a recommendation.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	 
	VM
	VM
	SCM
Reg.
Par 29  
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	41
	If for any reason the Municipal Manager awards a tender to an other bidder other than the recommended bidder, the Municipal Manager must, within 10 working days, notify in writing the Auditor-General, Provincial Treasury and National Treasury the reasons for the deviation.
	 
	 
	 
	 
	 
	 
	 
	 
	PM
	 
	VM
	VM
	SCM
Reg.
Par 29  
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	42
	Issue a letter to the successful bidder and inform the unsuccessful bidders of the result and their right to object.
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	43
	Send results of the Competitive Bidding Process to the Website Administrator to place results on website.
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	 
MFMA
S 75
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Proof of results published on website

	44
	Allow 14 days for objections or complaints.  If grounds of urgency or emergency is applicable, shorter objection periods may be instituted by the Accounting Officer in terms of the SCM policy.
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	 MFMA
S 75
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	45
	If the supply of the goods or services are conditional and a contract is applicable, inform the legal department to prepare a draft contract (Service-Level Agreement). If the supply of goods or services are unconditional, proceed to process 53.
	 
	 
	VW
	 
	VW
	RM
	PW
	 
	 
	 
	 
	 
	SCM
Reg.
Par 19 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	46
	Review the draft contract (Service-Level Agreement) to ensure that risks are avoid or limited and that the contract satisfy the conditions and specifications as requested.  The contract must also include:
	 
	 
	PW
	 
	VW
	RM
	PW
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	 
	· Terms and conditions of the contract or agreement;
	 
	 
	
	 
	
	
	
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	
	 
	 
	
	 
	
	
	
	 
	 
	 
	 
	 
	
	
	
	
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	 
	· The termination of the contract or agreement in the case of non- or under- performance; and
· Dispute resolution mechanisms to settle disputes between the parties.
	 
	 
	PW
	 
	VW
	RM
	PW
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	47
	Send contract to the Municipal Manager or delegated official to sign contract.
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Signed contract

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	48
	Send contract to the Service Provider via registered post.
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Signed contract

	49
	Receive signed contract from the Service Provider.
	 
	 
	PW
	 
	VW
	RM
	VW
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Signed contract

	50
	Document contract reference number in the Contract Register.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	51
	Send a copy of the signed contract to PMU.
	 
	PW
	VW
	 
	RW
	 
	VW
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	52
	File signed contract for future reference.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	53
	Issue an order in triplicate, by using all segments of mSCOA.  Issue order only if all above processes have been completed.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Approved Order

	54
	Send order, with supporting documentation, to the Accountant:  Supply Chain Management for approval.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	55
	Verify order for accuracy and completeness, including accuracy and completeness of all segments of mSCOA.
	 
	VD
	PD
	 
	RM
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	56
	Approve order by signing the order.
	 
	VD
	PD
	 
	RM
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Approved Order

	57
	Capture deviation from the Supply Chain Management processes in the Deviations Register.
	 
	 
	PM
	 
	VM
	 
	 
	RM
	 
	 
	 
	 
	SCM
Reg.
Par 36 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Deviations Register

	58
	Report deviations from the Supply Chain Management Processes to the Chief Financial Officer.
	 
	 
	PM
	 
	VM
	 
	 
	RM
	 
	 
	 
	 
	SCM
Reg.
Par 36  
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Monthly Deviations Report

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	59
	Send a copy of the order to the Head of Department requesting the order.
	 
	 
	PD
	 
	RD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	60
	Capture order on the financial system, within 1 working day, if not integrated with the SCM system.
	 
	PD
	RD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	61
	Print proof that order was captured on the financial system.
	 
	PD
	RD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	62
	Send copy of order, with requisition form and all other supporting documentation to the Creditors Department, if not integrated with the SCM system.
	 
	PD
	RD
	 
	VD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	63
	The Creditors Department follows normal payment procedures as set out in section 6.4.2.
	 
	 
	 
	PD
	 
	RD
	 
	VM
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	64
	Monitor terms and conditions of the contract and maintain the Contract Register.
	 
	 
	PM
	 
	 
	VM
	 
	RM
	RA
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	65
	Prepare monthly report for all consultancy services.
	 
	 
	PM
	 
	 
	VM
	 
	RM
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	66
	Review and evaluate that work performed by consultancy services is according to their Service-Level Agreements.
	 
	 
	PM
	 
	 
	VM
	VM
	RM
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	67
	Submit a monthly report on work performed by consultancy services to the Municipal Manager.
	 
	 
	PM
	 
	 
	VM
	 
	VM
	RM
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Report on work by Consultants

	68
	Prepare a monthly report for all construction project contracts.
	 
	 
	PM
	 
	 
	VM
	 
	RM
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	69
	Review and evaluate that work performed by contractors is according to their Service-Level Agreements.
	 
	 
	PM
	 
	 
	VM
	VM
	RM
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	70
	Submit a monthly report on work performed by contractors to the Municipal Manager.  The report must also indicate if construction projects are on schedule.
	 
	 
	PM
	 
	 
	VM
	 
	VM
	RM
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Report on work by Contractors

	71
	Prepare a monthly report for all ICT goods and/or services procured.
	 
	 
	PM
	 
	 
	VM
	 
	RM
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	72
	Review and evaluate that work performed by the ICT Service Providers is according to their Service-Level Agreements.
	 
	 
	PM
	 
	 
	VM
	VM
	RM
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	73
	Submit a monthly report on work performed by the ICT Service Providers to the Municipal Manager.
	 
	 
	PM
	 
	 
	VM
	 
	VM
	RM
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Report on work by ICT Service Providers

	74
	Prepare a monthly report for variances in orders.
	 
	 
	PM
	 
	 
	VM
	 
	RM
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	75
	Obtain reasons for all variation in orders.
	 
	 
	PM
	 
	 
	VM
	VM
	RM
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	76
	Submit a monthly report on variation in orders to the Municipal Manager.
	 
	 
	PM
	 
	 
	VM
	 
	VM
	RM
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Report on variation orders

	No.
	Procedure
	Leader Worker (Supervisor)
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Bid Specification Committee
	Bid Evaluation Committee
	Bid Adjudication Committee
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	77
	Prepare a monthly report for all extensions of contracts.
	 
	 
	PM
	 
	 
	VM
	 
	RM
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	78
	Obtain reasons for all extensions of contracts.
	 
	 
	PM
	 
	 
	VM
	VM
	RM
	 
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	 

	79
	Submit monthly a report on extension of contracts to the Municipal Manager.
	 
	 
	PM
	 
	 
	VM
	 
	VM
	RM
	 
	 
	 
	 
	 
	Capital/ Operating Expenditure
	Capital/ Operating Expenditure
	Report on extension of contracts







	
	Procedures for performing Competitive Bidding accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DS
	 
	 
	 

	
LW
	 
	 
	 

	
CSCM
	 
	 
	 

	
ASCM
	 
	 
	 

	
AE
	 
	 
	 

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Competitive Bidding approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
	 
	 



	
	
	
	



	
[bookmark: _Toc486502275]7.3.5		Procedures for Monthly Meetings (SCM Unit)

	No.
	Procedure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	1
	CFO holds monthly meeting with the Manager:  Supply Chain Management and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Number of pre-audit checklists per year.

	4
	Submit report on bidders that have abused the SCM system, committed fraud or any other improper conduct or has failed to perform on a previous contract to the CFO, for investigation.
	PM
	PM
	VM
	RM
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Monthly report on fraud and improper conduct



	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (SCM Unit) accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Creditors Department) approved by:
	
	

	
	
	 
	

	
	 
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502276]7.4		RECORDING AND PAYMENT

The accounting officer of a municipality must take all reasonable steps, in terms of section 65(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:												
a)	The municipality has and maintains an effective system of expenditure control, including procedures for the approval, authorisation, withdrawal and payment of funds;											
b)	The municipality has and maintains a management, accounting and information system which —											
	(i) recognises expenditure when it is incurred;					(ii) accounts for creditors of the municipality; and					(iii) accounts for payments made by the municipality;											
c)	The municipality’s available working capital is managed effectively and economically in terms of the prescribed cash management and investment framework;											
d)	The municipality’s supply chain management policy is implemented in a way that is fair, equitable, transparent, competitive and cost-effective;											
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[bookmark: _Toc486502277]7.4.1		Procedures for performing Recording of Invoices

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Receive copy of order, with requisition form and all other supporting documentation from the Clerk:  Supply Chain Management.
	VD
	PD
	 
	RD
	 
	 
	 
	 
	 
	 
	GRAP 1 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	2
	File the order with supporting documentation in alphabetic order.
	VD
	PD
	 
	RD
	 
	 
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	3
	Receive invoices from the suppliers.
	 
	PD
	 
	VD
	 
	RW
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	4
	Review invoice for completeness, by verifying with authorised order:
· Name of Supplier;
· Amount on invoice;
· Order Number;
· VAT Number;
· VAT Amount;
· Item Ordered; and
· Quantity ordered.

	 
	PD
	 
	VD
	 
	RW
	 
	 
	 
	 VAT Act
S 20
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	5
	Request any shortcomings from supplier and request supplier to correct invoice if needed.
	 
	PD
	 
	VD
	 
	RW
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	6
	Send invoice with supporting documentation received from the Clerk:  Supply Chain Management to the Head of Department who has ordered the goods or services.
	 
	PD
	 
	VD
	 
	RW
	VD
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	7
	Sign invoice that goods or services were received and that mSCOA segments are correct.  (Refer to section 7.6.2 for procedures if goods were received)
	 
	VD
	 
	VD
	 
	RW
	PD
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Approved Invoices

	8
	Send signed invoice to the Clerk:  Expenditure.
	 
	VD
	 
	VD
	 
	RW
	PD
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	9
	Create a Goods Received Note on the financial system for services rendered.  Pay special attention to correctness of all segments of mSCOA. (See procedures in section 7.6.2 for Goods Received)
	 
	PD
	 
	VD
	 
	RW
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Goods Received Note

	10
	Make copy of order if all services and/or goods were not invoiced, and document items / services not received.
	 
	PD
	 
	VD
	 
	RW
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	11
	File copy of orders in alphabetic order.
	 
	PD
	 
	VD
	 
	RW
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	12
	Payment vouchers for fixed period contract debit orders:
· Prepare all payment vouchers at the time of signing the contract.  This includes the completion of all segments of mSCOA;
· Make copies of supporting documentation and attached to each payment voucher;
· Document on each payment voucher the period for the payment and the remaining periods;
· Release each payment voucher systematically at each month/period.
	 
	PD
	 
	VD
	 
	RW
	 
	 
	 
	 
	GRAP 1 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	13
	Capture signed invoice on the financial system, by using all segments of mSCOA.
	 
	PD
	 
	VD
	 
	RW
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	14
	Verify available budget amount, to avoid any Unauthorised Expenditure.
	 
	PD
	 
	VD
	 
	RW
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	15
	Attach supporting documentation to invoice and file in alphabetic order till monthly statement is received.
	 
	PD
	 
	VD
	 
	RW
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	16
	Review invoices on daily/weekly basis to ensure that all invoices are paid within 30 days.
	 
	VD
	 
	PD
	 
	RW
	 
	RM
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 






	
	Procedures for the performing recording of invoices accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CSCM
	 
	 
	 

	
CE
	 
	 
	 

	
ASCM
	 
	 
	 

	
AE
	 
	 
	 

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the performing of recording of invoices approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	






[bookmark: _Toc486502278]7.4.2		Procedures for performing Payment of Invoices

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Receive monthly statement from the supplier.  If no statement is received within 20 days of date of invoice, request invoice from the supplier.
	 
	PD
	 
	VD
	 
	RW
	 
	 
	 
	 
	 GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Supplier Statements

	2
	Reconcile the monthly statement with invoices received and information captured on the financial system.
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	MFMA
S 65 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Monthly Creditors Reconciliation

	3
	Request any outstanding supporting documentation from the supplier.
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	4
	Prepare a payment advice.
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	5
	Send payment advice to the Accountant:  Expenditure.
	 
	PM
	 
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Payment Advice

	6
	Review the creditors’ reconciliation and compare payment advice with information capture on the financial system.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 MFMA
S 65
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Monthly Creditors Reconciliation

	7
	Review if VAT was recorded correctly on the financial system.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	8
	Review name of the Supplier, amount payable and all segments of mSCOA used.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	9
	Sign the payment advice as proof of review and that all supporting documentation was obtained.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Payment Advice

	10
	Send payment advice to the Head:  Assets and Expenditure.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	11
	Review payment advice and sign as proof of review and that all supporting documentation was obtained and that all segments of mSCOA are correct.
	 
	 
	 
	 
	 
	PM
	 
	VM
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	12
	Send all documentation (Copy of order, GRN issued and Invoice) to the Accountant:  Expenditure to print remittance advice.
	 
	 
	 
	VM
	 
	PM
	 
	VM
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	13
	Send supporting documentation with remittance advice to the Accountant:  Supply Chain Management to load payment.
	 
	 
	VM
	PM
	 
	RM
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	14
	Capture payment on the EFT System.
	 
	 
	PM
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	15
	Review bank account number of the Supplier.
	 
	 
	PM
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	16
	Two duly authorised signatures to authorise payment.
	 
	 
	VM
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	17
	Stamp invoice as paid.
	 
	PM
	 
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	18
	Send a remittance advice to the supplier.
	 
	PM
	 
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	19
	File documentation in numeric order per month.
	 
	PM
	 
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	20
	Report all payments not made within 30 days of receiving of invoice, to the Municipal Manager.
	 
	 
	 
	PM
	 
	VM
	 
	VM
	RM
	MFMA
S 65 
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	21
	Report all payments not made within 30 days and corrective actions to be taken, to the Mayor.
	 
	 
	 
	 
	 
	 
	 
	VM
	PM
	MFMA
S 65  
	GRAP 1
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 











	
	Procedures for the performing payment of invoices accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CSCM
	 
	 
	 

	
CE
	 
	 
	 

	
ASCM
	 
	 
	 

	
AE
	 
	 
	 

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the performing of payment of invoices approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	





[bookmark: _Toc486502279]7.4.3		Procedures for performing Month-end Procedures
	
	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Run month-end reports, showing all segments of mSCOA.
	 
	 
	 
	PM
	 
	VM
	 
	RM
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Month-end Reports

	2
	Review open orders and follow-up all orders older than 30 days with the Head of Departments.
	 
	 
	 
	PM
	 
	VM
	VM
	RM
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Monthly Open Orders Report

	3
	Review age analysis and follow-up all balances older than 30 days with the Head of Departments.
	 
	 
	 
	PM
	 
	VM
	VM
	RM
	 
	 MFMA
S 65
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Monthly Age Analysis

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	4
	Review partial invoices and follow-up all outstanding goods and services older than 30 days with the Head of Departments.
	 
	 
	 
	PM
	 
	VM
	VM
	RM
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Report for Partial Invoices

	5
	Review goods received but no invoice reported, and obtain invoices from all Head of Departments within 3 working days.
	 
	 
	 
	PM
	 
	VM
	VM
	RM
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Report for Goods Received but not Invoiced

	6
	Follow procedures as set out in 7.6.1 to record the invoices for goods received but not invoiced in the correct accounting period.
	 
	 
	 
	PM
	 
	VM
	VM
	RM
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	7
	Review report for items exceeding pre-set tolerance levels and obtain reasons from all Head of Departments. 
	 
	 
	 
	PM
	 
	VM
	VM
	RM
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Report for Items exceeding pre-set tolerance levels

	8
	Submit a report for items exceeding pre-set tolerance levels with reasons for exceeding to the Head:  Assets and Expenditure for reporting during monthly meetings.
	 
	 
	 
	PM
	 
	VM
	VM
	RM
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Report for Items exceeding pre-set tolerance levels with reasons

	9
	Review all control, clearing and interface accounts and verify that all control, clearing and interface accounts were cleared by responsible departments / sections within the Municipality.
	 
	 
	 
	VM
	 
	PM
	VM
	RM
	 
	 MFMA
S 65
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Clerk:  Expenditure
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	10
	Obtain reconciliations for all control, clearing and interface accounts, with balances, from departments / sections within the Municipality.
	 
	 
	 
	VM
	 
	PM
	VM
	RM
	 
	 

	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	11
	Review the reconciliations and sign as proof of review.
	 
	 
	 
	VM
	 
	PM
	VM
	RM
	 
	MFMA
S 65 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Reconciliations of Clearings Accounts

	12
	File the signed reconciliation for future reference.
	 
	 
	 
	PM
	 
	VM
	PM
	RM
	 
	 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	 

	13
	Perform an annual reconciliation between information of suppliers on the financial system and information on the list of accredited prospective Service Providers.
	PA
	PA
	VA
	VA
	 
	RA
	 
	 
	 
	MFMA
S 65 
	 
	Capital / Operating Expenditure
	Capital / Operating Expenditure
	Annual Reconciliation between Creditors Ledger and SCM Database



	
	Procedures for performing of month-end procedures accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DS
	 
	 
	 

	
LW
	 
	 
	 

	
CSCM
	 
	 
	 

	
ASCM
	 
	 
	 

	
AE
	 
	 
	 

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing of month-end procedures approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



		
	
	
	



[bookmark: _Toc486502280]7.4.4		Procedures for Monthly Meetings (Creditors Department)

	No.
	Procedure
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	CFO holds monthly meeting with the Accountant Expenditure and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	 
	Payables
	Payables
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	 
	Payables
	Payables
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	 
	Payables
	Payables
	Number of pre-audit checklists per year.









	
	Procedures for Monthly Meetings (Creditors Department) accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Creditors Department) approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502281]7.5		SALARIES AND WAGES

The accounting officer of a municipality must take all reasonable steps, in terms of section 65(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:
											
a) The municipality has and maintains an effective system of expenditure control, including procedures for the approval, authorisation, withdrawal and payment of funds;	
									
b)	The municipality has and maintains a management, accounting and information system which —										
	(i) recognises expenditure when it is incurred;					(ii) accounts for creditors of the municipality; and					(iii) accounts for payments made by the municipality;
										
b) The municipality’s available working capital is managed effectively and economically in terms of the prescribed cash management and investment framework;
									
d)	The municipality’s supply chain management policy is implemented in a way that is fair, equitable, transparent, competitive and cost-effective;										
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[bookmark: _Toc486502282]7.5.1	Procedures for performing Salary Run

	No.
	Procedure
	Clerk:  Human Resources
	Clerk:  Salaries
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Send “Salary Certification” report, indicating all employees per department, to Head of Departments.  The "Salary Certification Report" must include all new appointments.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	GRAP 25 
	Employee Related Cost
	Employee Related Cost
	 

	2
	Indicate on report if employee was at work for the whole month or comment if it was not the case.
	 
	VM
	 
	RM
	 
	PM
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	 

	3
	Sign the “Salary Certification” report.
	 
	VM
	 
	RM
	 
	PM
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	 

	4
	Send signed "Salary Certification" report to the Clerk:  Salaries.
	 
	VM
	 
	RM
	 
	PM
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	Monthly "Salary Certification" report

	5
	Capture any changes on the Payroll System.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	 

	No.
	Procedure
	Clerk:  Human Resources
	Clerk:  Salaries
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	6
	Print an audit trail of changes made.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	Signed audit trail

	7
	Review the audit trail and sign as proof of review.
	 
	VM
	 
	PM
	VM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	Signed audit trail

	8
	Perform a backup of the Payroll System on the 24th of each month.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	Monthly backup

	9
	Perform a Salary Test Run.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	 

	10
	Resolve any deviations, including misallocations of segments of mSCOA.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	 

	11
	Perform a final Salary Run.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	 

	12
	Review the final Salary Run and sign as proof of the review.  The review process should include a review of segments of mSCOA used.
	 
	VM
	 
	PM
	RM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	Signed monthly salary run

	No.
	Procedure
	Clerk:  Human Resources
	Clerk:  Salaries
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	13
	Save a back-up of the final Salary Run.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	 

	14
	Import salary payments into the EFT Banking System.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	 

	15
	Reconcile net remuneration per salary register with net remuneration imported into the EFT Banking System, and sign reconciliation.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	Signed salary reconciliation

	16
	Review the salary reconciliation and sign as proof of review.
	 
	VM
	 
	PM
	RM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	Signed salary reconciliation

	17
	File the reviewed reconciliation for future purposes.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	Signed salary reconciliation

	18
	Duly authorised signatures approve the EFT payment.
	 
	 
	 
	 
	PM
	 
	PM
	PM
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	 

	No.
	Procedure
	Clerk:  Human Resources
	Clerk:  Salaries
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	19
	Perform a physical verification of all employees against the payroll by requesting employees to present their Identification Documents during the head count.
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 25
	Employee Related Cost
	Employee Related Cost
	


















	
	Procedures for performing salary run accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CHR
	 
	 
	 

	
CS
	 
	 
	 

	
MHR
	 
	 
	 

	
AE
	 
	 
	 

	
OD
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing salary run approved by:
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 







[bookmark: _Toc486502283]7.5.2	Procedures for Third Party Payments

	No.
	Procedure
	Clerk:  Human Resources
	Clerk:  Salaries
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Extract third party payments report from the Payroll System.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	Third party payments report

	2
	Print the third party report.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	3
	Prepare a remittance advice containing the name of third party, amount and all segments of mSCOA.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	Remittance advice

	4
	Send the remittance advice, with supporting documentation from the Payroll System, to the Accountant:  Expenditure.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	5
	Review the remittance advice and sign as proof of review.
	 
	 
	 
	PM
	RM
	 
	VM
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	Signed remittance advice

	No.
	Procedure
	Clerk:  Human Resources
	Clerk:  Salaries
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	6
	Follow normal payment procedures.
	 
	 
	 
	PM
	RM
	 
	VM
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	7
	Send proof of payment, with supporting documentation, to all third parties.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	Proof of Payment

	8
	Reconcile salary control accounts monthly.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	9
	Review reconciliations of salary control accounts and sign as proof of the review.
	 
	VM
	 
	PM
	RM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	Signed Salary Control Reconciliations











	
	Procedures for third party payments accepted by:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CHR
	 
	 
	 

	
CS
	 
	 
	 

	
MHR
	 
	 
	 

	
AE
	 
	 
	 

	
OD
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for third party payments approved by:
	
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 








[bookmark: _Toc486502284]7.5.3	Procedures for Resignation / Termination of Employment

	No.
	Procedure
	Clerk:  Human Resources
	Senior Clerk:  Salaries
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Receive letter of termination.
	PM
	 
	VM
	 
	 
	VM
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	2
	Prepare a memorandum of termination. 
	PM
	 
	VM
	 
	 
	VM
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	3
	Include leave days payable till last effective day of work in memorandum.
	PM
	 
	VM
	 
	 
	VM
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	4
	Send memorandum with supporting documentation to the Manager:  Human Resources.
	PM
	 
	VM
	 
	 
	VM
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	5
	Review memorandum and supporting documentation, and sign as proof of review.
	 
	 
	PM
	 
	 
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	6
	Prepare an “Exit Form”.
	VM
	 
	PM
	 
	 
	RM
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	No.
	Procedure
	Clerk:  Human Resources
	Senior Clerk:  Salaries
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	7
	Send "Exit Form" to the Head of Department.
	PM
	 
	RM
	 
	 
	VM
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	8
	Indicate any outstanding debt and municipal assets in employee’s possession.
	VM
	 
	 
	 
	RM
	PM
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	9
	Send completed "Exit Form" to the Clerk:  Human Resources.
	VM
	 
	RM
	 
	 
	PM
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	10
	Employee who resigns/ whose contract is terminated to complete a "Benefit Withdrawal Form”.
	VM
	 
	RM
	 
	 
	PM
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	11
	File the "Exit Form" in employee file.
	PM
	VM
	RM
	 
	 
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	12
	Inform third parties of termination.
	PM
	VM
	RM
	 
	 
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	No.
	Procedure
	Clerk:  Human Resources
	Senior Clerk:  Salaries
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	13
	Send employee file to the Clerk:  Salaries.
	PM
	VM
	RM
	 
	 
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	14
	Make adjustments on the Payroll System.
	VM
	PM
	 
	RM
	 
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	15
	Print an audit trail of adjustments made.
	VM
	PM
	 
	RM
	 
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	16
	Review adjustments and sign as proof of the review.
	 
	VM
	 
	PM
	RM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	17
	Perform the Final Payment Run.  The Final Payment Run should include all segments of mSCOA.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	18
	Mark terminated employee as “discharged” on the Payroll System.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	No.
	Procedure
	Clerk:  Human Resources
	Senior Clerk:  Salaries
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	19
	Send employee file to the Clerk:  Human Resources.
	VM
	PM
	 
	RM
	 
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	20
	Maintain employee file for 5 years after termination.
	PM
	 
	RM
	 
	 
	VM
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	21
	Print audit trail of changes to the Master Data File on the Payroll System.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	Signed audit trail

	22
	Review audit trail and sign as proof of the review.
	 
	VM
	 
	PM
	RM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	Signed audit trail

	23
	Maintain signed audit trail for audit purposes.
	 
	PM
	 
	RM
	VM
	 
	 
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	 

	24
	Inform the ICT Manager of resignation to revoke access to systems and facilities.
	
	PM
	 
	VM
	RM
	
	
	
	
	
	Employee Related Cost
	Employee Related Cost
	




	
	Procedures for resignation/termination of employment accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CHR
	 
	 
	 

	
CS
	 
	 
	 

	
MHR
	 
	 
	 

	
AE
	 
	 
	 

	
OD
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for resignation/termination of employment approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 







[bookmark: _Toc486502285]7.5.4	Procedures for Monthly Meetings (Salary Department)

	No.
	Procedure
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA
Item
	KPI

	1
	CFO holds monthly meeting with the Accountant Expenditure and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	 
	Employee Related Cost
	Employee Related Cost
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	 
	Employee Related Cost
	Employee Related Cost
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	 
	Employee Related Cost
	Employee Related Cost
	Number of pre-audit checklists per year.








	
	Procedures for Monthly Meetings (Salary Department) accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Salary Department) approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502286]7.6		INVENTORY

The accounting officer of a municipality must take all reasonable steps, in terms of section 65(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:
											
a) The municipality has and maintains an effective system of expenditure control, including procedures for the approval, authorisation, withdrawal and payment of funds;	
									
b)	The municipality has and maintains a management, accounting and information system which —										
	(i) recognises expenditure when it is incurred;					(ii) accounts for creditors of the municipality; and					(iii) accounts for payments made by the municipality;
										
b) The municipality’s available working capital is managed effectively and economically in terms of the prescribed cash management and investment framework;	
									
d)	The municipality’s supply chain management policy is implemented in a way that is fair, equitable, transparent, competitive and cost-effective;	
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[bookmark: _Toc486502287]7.6.1		Procedures for Purchasing of Inventory	

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Set the following stores re-order levels for each inventory item:    
· Re-order Level; 
· Maximum Level;
· Minimum Level; and
· Emergency Level.                                                                                                                                                                                                                                                                                                                                                                                                 
	PA
	VA
	VA
	PA
	VA
	RA
	 
	 
	GRAP 12 
	Inventory
	Inventory
	Re-order Levels

	2
	Receive the approved Requisition Form for inventory purchases from the Head of Department. 
	PD
	 
	RW
	RM
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	3
	Verify if funding is available on the Project. (Project based budgeting for mSCOA) 

	PD
	 
	RW
	RM
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	4
	The Inventory Requisition Form consists of the following minimum information: 
· Name of Department; 
· Name of Head of Department;                                                                                                                                                                                                                                                                                                                                                                                  
· Description of inventory to be purchased;                                                                                                                                                                                                                                                                                                                                                                   
· Depot where inventory must be delivered;                                                                                                                                                                                                                                                                                                                                                     
· Quantity of inventory; and                                                                                                                                                                                                                                                                                                                                                                     
· All segments of mSCOA.                                                                                                                                                                                                                                                                                                                                                                                     
	PD
	 
	RD
	RM
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Requisition Form

	5
	Return the Requisition Form to the Head of Department if mSCOA Project/Item is spent or if there are insufficient funds.
	PD
	 
	RD
	RM
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	6
	Obtain quotations from at least three different Service Providers, preferably from, but not limited to, Service Providers whose names appear on the list of accredited prospective Service Providers of the municipality.
	PD
	 
	RD
	RM
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	7
	If quotations are obtained from Service Providers who are not so listed, such Service Providers must register on the list of accredited prospective Service Providers and meet the listing criteria for accredited prospective Service Providers.
	PD
	 
	RD
	RM
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	8
	Review and sign the Requisition Form, if funds are available.  The review should include a review of all segments of mSCOA.
	PD
	 
	RD
	RM
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	9
	Send the approved Requisition Form, with quotations, to the SCM department for procurement.
	PD
	VD
	VW
	 
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	10
	Follow normal SCM procedures as set out in section 7.3.
	VD
	PD
	PD
	VD
	VD
	RM
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	11
	Receive inventory from the supplier.

	PD
	VD
	RD
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	12
	Verify if inventory received agrees with the Goods Received Note.
	PD
	VD
	RD
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Goods Received Note

	13
	Sign the Goods Received Note as proof of review.

	PD
	VD
	RD
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	14
	Verify if inventory received agrees with the Requisition Form.
	PD
	VD
	RD
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Requisition Form

	15
	Verify if items on the Goods Received Note agrees with the Tax Invoice.
	PD
	VD
	RD
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Invoice

	16
	Sign invoice that goods were received.

	PD
	VD
	RD
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	17
	Send the signed Goods Received Note and Tax Invoice to the SCM Department.
	PD
	VD
	RD
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	18
	Follow normal payment procedures as set out in section 7.4.
	VD
	PD
	PD
	VD
	VW
	RM
	 
	 
	GRAP 12
	Inventory
	Inventory
	 




	
	Procedures for the performing purchasing of inventory accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
SM
	 
	 
	 

	
CSCM
	 
	 
	 

	
ASCM
	 
	 
	 

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the performing purchasing of inventory approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	



[bookmark: _Toc486502288]7.6.2		Procedures for Receiving of Inventory

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Storeman receive a copy of the order from the Clerk:  Supply Chain Management.
	PD
	PD
	VD
	 
	RM
	VD
	 
	 
	 
	 GRAP 12
	Inventory
	Inventory
	 

	2
	File order forms in alphabetical order.
	PD
	VD
	 
	 
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	3
	Receive inventory from supplier.
	PD
	VD
	RD
	 
	 
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	4
	Verify if inventory received agrees with the Goods Received Note.
	PD
	VD
	RD
	 
	 
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Goods Received Note

	5
	Sign the Goods Received Note as proof of review.
	PD
	VD
	RD
	 
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	6
	Make a copy of the Goods Received Note and attached copy to the Order Form.
	PD
	VD
	RD
	 
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	7
	Verify if inventory received agrees with the Order Form.
	PD
	VD
	RD
	 
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	8
	Verify if items on the Goods Received Note agrees with the Tax Invoice.
	PD
	VD
	RD
	 
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Goods Received Note

	9
	Sign the Tax Invoice that goods were received.
	PD
	VD
	RD
	 
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Invoice

	10
	Send the signed Goods Received Note and Tax Invoice to the SCM Department.
	PD
	VD
	RD
	 
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	11
	Follow normal payment procedures as set out in section 7.4.
	VD
	PD
	PD
	 
	VD
	VW
	RM
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	12
	Capture inventory received on the Inventory System, by using all segments of mSCOA
	PD
	VD
	 
	RD
	 
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	13
	Update the Inventory System with inventory captured.
	VD
	 
	 
	PD
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	14
	Print audit trail for future reference.
	VD
	 
	 
	PD
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Signed audit trail

	15
	Store inventory in predetermined location.
	PD
	VD
	 
	VD
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 
















	
	Procedures for the receiving of inventory accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
SM
	 
	 
	 

	
CSCM
	 
	 
	 

	
ASCM
	 
	 
	 

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the receiving of inventory approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 




	


[bookmark: _Toc486502289]7.6.3		Procedures for Issuing of Inventory

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Storeman to monitor inventory levels by using Inventory Level Schedules.
	PW
	 
	 
	VW
	RM
	VM
	VM
	 
	 
	GRAP 12 
	Inventory
	Inventory
	Inventory Level Schedules

	2
	The Inventory Level Schedule included the minimum following information:
· Last Purchase date; 
· Name of Supplier/s;
· Description of Inventory; 
· Quantity purchased;
· Quantity available in store; 
· Department that use inventory;
· Last date booked out; 
· mSCOA Project; and
· mSCOA Regional Indicator.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
	PW
	 
	 
	VW
	RM
	VM
	VM
	 
	 
	GRAP 12
	Inventory
	Inventory
	Inventory Level Schedules

	3
	Send the Inventory Level Schedule monthly to all Head of Departments.
	PW
	 
	 
	VM
	RM
	VM
	VM
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	4
	Receive request for inventory from managers within department.
	VD
	 
	 
	VD
	 
	PD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	5
	The Head of Department verify if there is sufficient inventory on hand.
	VD
	 
	 
	VD
	 
	PD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	6
	Complete and sign an “Inventory Sign-out Form”.
	VD
	 
	 
	VD
	 
	PD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	7
	The “Inventory Sign-out Form” consists of the following:      
· Name of Department;
· Name of Department;         
· Description of Inventory;                                                                                                                                                                                                                                                                                                                                                                                                                                           
· Quantity of Inventory;  
· Reason for issuing of inventory;                                                                                                                                                                                                                                                                                                                                                                               
· Project name (Work in Progress);    
· Project code (Work in progress);   
· Location where inventory is used; and 
· All other segments of mSCOA.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
	VD
	 
	 
	VD
	 
	PD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Inventory Sign-out Form

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	8
	The Head of Department send the signed “Inventory Sign-out Form” to the Storeman.
	VD
	 
	 
	VD
	 
	PD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	9
	If inventory needs to be installed at a consumer, send copy of receipt with the “Inventory Sign-out Form” as proof that inventory has already been paid by consumer.
	VD
	 
	 
	VD
	 
	PD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	10
	Verify if sufficient inventory is on hand.
	PD
	 
	 
	RD
	 
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	11
	Inform the Head of Department if insufficient inventory is available.
	PD
	 
	 
	RD
	 
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	12
	Follow the normal Supply Chain Procedures in section 7.3 if inventory needs to be ordered.
	PD
	 
	 
	RD
	 
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	13
	Sign the “Inventory Sign-out Form” and issue inventory.  Confirm that the employee receiving the goods also sign that goods were received in working order.
	PD
	 
	 
	RD
	 
	VD
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	14
	Capture inventory issued on the financial system by using all segments of mSCOA.
	PF
	 
	 
	RD
	VM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	15
	Update the Inventory System with inventory issued.
	VD
	 
	 
	PD
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	16
	Print an audit trail for future reference.
	VD
	 
	 
	PD
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	17
	Prepare a monthly summary of all inventory issued.
	PM
	 
	 
	RM
	VM
	VM
	VM
	 
	 
	GRAP 12
	Inventory
	Inventory
	Audit Trail

	18
	Send monthly summary of inventory issued to all the Heads of Departments.
	PM
	 
	 
	RM
	VM
	VM
	VM
	 
	 
	GRAP 12
	Inventory
	Inventory
	 






	
	Procedures for the issuing of inventory accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
SM
	 
	 
	 

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the issuing of inventory approved by:
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 











[bookmark: _Toc486502290]7.6.4		Procedures for performing Inventory Counts

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Prepare inventory count procedures.
	PA
	 
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 12 
	Inventory
	Inventory
	Inventory count procedures

	2
	Approve inventory count procedures.
	VA
	 
	 
	PA
	RA
	 
	RA
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	3
	Perform inventory counts on a monthly basis to ensure that each type of inventory is counted at least on a quarterly basis.  High risk items should be counted on a monthly basis.
	PM
	 
	 
	VM
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	4
	Populate inventory count sheets that consist of at least the following:  
· Date of count; 
· Description of inventory;    
· Inventory Code; and
· Quantity.
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
	PM
	 
	 
	VM
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Inventory count sheets

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	5
	Stock Count Teams perform inventory count, by counting each item twice.
	PM
	 
	 
	VM
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	6
	Receive inventory count sheets from the Stock Count Team.
	PM
	 
	 
	VM
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	7
	The Storeman compiles an inventory list from the inventory count sheets.
	PM
	 
	 
	VM
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	List of Inventory

	8
	The Inventory list consists of the following:    
· Date of count;     
· Description of inventory;   
· Inventory Code;     
· Quantity 
	PM
	 
	 
	VM
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	9
	Transfer information from list of inventories to a Master stock sheet.
	VM
	 
	 
	PM
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	10
	The Master stock sheet consists of the following:  
· Date of count;  
· Description of inventory;  
· Inventory Code;           
· Quantity per inventory count; 
· Quantity on Inventory System;   
· Variance (quantity and value) between inventory count and list of inventory per inventory item.                               
· Reason for variances  
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	VM
	 
	 
	PM
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Master Stock Sheet

	11
	Follow-up any differences.
	PM
	 
	 
	VM
	RM
	 
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	12
	Correct any differences on inventory count sheets and the Master stock sheet.
	VM
	 
	 
	PM
	RM
	 
	 
	 
	 
	GRAP 12
	 
	 
	 

	13
	Sign the Master stock sheet as a true reflection of inventory on-hand.
	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	No.
	Procedure
	Storeman
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head of Department
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	14
	Update the Inventory System with results of the inventory count.

	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	 

	15
	Print Audit Trail for future reference.

	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Audit Trail

	16
	Report results of stock count to the Head:  Assets and Expenditure.  Stock count report must include at least the following documentation:
· Stolen inventory;
· Slow-moving inventory;
· Obsolete inventory; and
· Damaged inventory.

	 
	 
	 
	PM
	VM
	RM
	 
	 
	 
	GRAP 12
	Inventory
	Inventory
	Stock Count Report







	
	Procedures for counting inventory accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
SM
	 
	 
	 

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for counting inventory approved by:
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 












[bookmark: _Toc486502291]7.6.5		Procedures for Monthly Meetings (Inventory Department)

	No.
	Procedure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	CFO holds monthly meeting with the Manager:  Supply Chain Management and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	 
	Inventory
	Inventory
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	 
	Inventory
	Inventory
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	 
	Inventory
	Inventory
	Number of pre-audit checklists per year.

	
	
	
	
	
	
	
	
	
	
	







	
	Procedures for Monthly Meetings (Inventory Department) accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Inventory Department) approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502292]SECTION C – ASSET MANAGEMENT

8. [bookmark: _Toc486502293]STANDARD OPERATING PROCEDURES FOR ASSET MANAGEMENT

Procedures for the performing of responsibilities and duties of Asset Management, provides the staff in the Finance Department with procedures and guidelines on the operational management aspects of the day to day running of the Finance Department of a municipality.								
								
This manual is intended to be a practical guide to assist municipalities to maintain a management, accounting and information system that accounts for assets of the municipality.								
								
Each section of the Procedures Manual indicates the staff involved for that specific section.  Municipalities can adjust the staff members involved, based on their own circumstances.  In assigning different responsibilities to staff members, care must be taken that each procedure is monitored (verified) by a staff member senior to the person performing the procedure.  A staff member senior to the verifier, must review the procedure/s as indicated in the time-frames.  This will reduce the opportunities to allow any person to be in a position to both perpetrate and conceal errors or fraud in the normal course of the person's duties.  It will also ensure that management directives are carried out.								
								
When monitoring/reviewing procedures performed by staff members, sufficient evidence must be available to confirm that specific procedures were performed.  This evidence can then be used for performance evaluation of staff members.											
The level of involvement of each official is indicated at each procedure and is summarised as follows:								
								
PD		Perform Daily							
PW		Perform Weekly							
PM		Perform Monthly							
PQ		Perform Quarterly							
PBI		Perform Bi-Annually							
PA		Perform Annually							
VD		Verify Daily							
VW		Verify Weekly							
VM		Verify Monthly							
VQ		Verify Quarterly							
VBI		Verify Bi-Annually							
VA		Verify Annually							
RD		Review Daily							
RW	Review Weekly							
RM		Review Monthly							
RQ		Review Quarterly							
RBI	Review Bi-Annually							
RA		Review Annually							
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[bookmark: _Toc486502294]8.1 	PROCESS FLOW CHARTS

High-level overview of business processes covered in this section:

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\Assets 8.2 - 8.5.jpg]

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\Assets 8.6 - 8.9.jpg]


[bookmark: _Toc486502295]8.1.1 	Planning

An overview of procedures for Planning Activities.  Detailed standard operating procedures are set out in section 8.2.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\8.1.1 Planning revised.jpg]
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[bookmark: _Toc486502296]8.1.2 	Project Management Unit

An overview of procedures to establish a Project Management Unit.  Detailed standard operating procedures are set out in section 8.2.2.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\8.1.2 Project Management Unit.jpg]











[bookmark: _Toc486502297]8.1.3	Acquisition and Disposal of Movable Assets

An overview of procedures to Acquire and Dispose Movable Assets.  Detailed standard operating procedures are set out in section 8.3.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\8.1.3 Acquisition and Disposal Movables.jpg]


[bookmark: _Toc486502298]8.1.4	Acquisition and Disposal of Immovable Assets

An overview of procedures to Acquire and Dispose Immovable Assets.  Detailed standard operating procedures are set out in sections 8.3 and 8.4.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\8.1.4 Acquisition and Disposals Immovable.jpg]


[bookmark: _Toc486502299]8.1.5	Construction of Infrastructure Assets

An overview of procedures to Construct Infrastructure Assets.  Detailed standard operating procedures are set out in section 8.3.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\8.1.5 Acquisition and Disposals Infrastructure.jpg]




[bookmark: _Toc486502300]8.1.6	Acquisition and Disposal of Intangible Assets

An overview of procedures to Acquire and Dispose Intangible Assets.  Detailed standard operating procedures are set out in section 8.5.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\8.1.6 Acquisition and Disposal Intangible.jpg]
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[bookmark: _Toc486502301]8.1.7	Asset Count of Movable Assets

An overview of procedures to conduct an Asset Count of Movable Assets.  Detailed standard operating procedures are set out in section 8.3.2.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\8.1.7 Asset Count Movables.jpg]
[bookmark: _Toc486502302]8.1.8 	Asset Count of Immovable Assets

An overview of procedures to conduct an Asset Count of Immovable Assets.  Detailed standard operating procedures are set out in section 8.3.2.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\8.1.8 Asset Count Immovables.jpg]



[bookmark: _Toc486502303]8.1.9 	Asset Count of Intangible Assets

An overview of procedures to conduct an Asset Count of Intangible Assets.  Detailed standard operating procedures are set out in section 8.5.2.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\8.1.9 Asset Count Intangibles.jpg]

STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES


STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES








[image: Letter Head]		         					        Page | 496 
									          May 2016

		
          								          Page | 498 
   		 									May 2016
[bookmark: _Toc486502304]8.1.10 	Insurance Claims

An overview of procedures to record Insurance Claims.  Detailed standard operating procedures are set out in section 8.9.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\8.1.10 Insurance Claims.jpg]




[bookmark: _Toc486502305]8.2	PLANNING

The accounting officer of a municipality must take all reasonable steps, in terms of section 63(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:											
	
a)	The municipality has and maintains a management, accounting and information system that accounts for the assets of the municipality;											
b)	The municipality's assets are valued in accordance with standards of generally recognised accounting practice; and											
c)	The municipality has and maintains a system of internal control of assets, including an asset register, as may be prescribed.				
												
Staff members involved in procedures												
AA		Accountant:  Assets
SM		Manager:  Strategic Services
MPMU	Manager:  Project Management Unit
HAE		Head:  Assets and Expenditure
HBTO	Head:  Budget and Treasury	
CFO		Chief Financial Officer
MM		Municipal Manager
HOD		Heads of other Departments within Municipality
FC		Finance Committee (can also be Executive Committee)		
C  		Council											
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[bookmark: _Toc486502306]8.2.1	Procedures for performing Planning Activities (Revised IDP and Annual Budget)

	No
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Follow the procedures, as set out in Chapter 5 of the Municipal Systems Act (Act of 2000) to develop, implement and approve an Integrated Development Plan (IDP).
	 
	PA
	 
	 
	VA
	 
	RA
	MSA
S 23 to
S37
	 
	N/A
	N/A
	Approved IDP

	2
 
 
 
 
	Review the Integrated Develop Plan (IDP) and previous year’s actual performance against set targets.

Obtain inputs from:
· Ward Committees
· Public (via Public IDP Meetings)
· Public Sector (via IDP Forum)
	 
 
 
 
 
	 
	 
 
 
 
 
	 
 
 
 
 
	 
 
 
 
VA
	 
	 
 
 
 
RA
	 




MSA
S 34 
	 
 
 
 
 
	 
 
 
 
N/A
	 
 
 
 
N/A
	 
 
 
 
Attendance Register and Minutes of Meetings

	
	· 
	
	 
 
 
PA
	
	
	
	 
	
	
	
	
	
	

	
	· 
	
	
	
	
	
	 
	
	
	
	
	
	

	
	· 
	
	
	
	
	
	 
	
	
	
	
	
	

	
	· 
	
	
	
	
	
	 
	
	
	
	
	
	

	3
	Capture projects in the Planning Module of the financial system.
	
	PA
	 
	VA
	RA
	 
	
	
	
	N/A
	N/A
	Capture projects in Planning Module of financial system.

	4
	Send draft list of projects to Other Departments within Municipality for inputs.
	 
	PA
	 
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	

	No
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	5
	Hold meetings within Departments to prioritise projects.
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	
N/A
	
N/A
	 

	6
 
 
 
 
 
 
 
 









	Prioritise projects, based on:
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	PA

	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	VA

	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
RA
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 


N/A
	 
 
 
 
 
 
 
 
 
 
 
 
 


N/A
	 
 
 
 
 
 
 
 
 
 
 
 
 

Departmental Strategic Meetings

	
	· Master Plans;
· Spatial Development Framework;
· Housing Implementation Plans;
· Service Delivery Backlogs;
· Asset Replacement Policy;
· Statutory Requirements;
· Maintenance Plans;
· Strategic Objectives;
· Infrastructure Plans identified in prior years;
· Duration of project;
· Cost effectiveness of project;
· Indicate if project is for a new/renewal asset; and
· Inputs received during IDP process.

This procedure is performed in the Planning Module of the financial system.  
	
	
	
	
	
	
	
	
	
	
	
	

	
	· 
	
	
	
	
	
	
	
	
	 
	
	
	

	No
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	7
	If a component of a project is classified as capital of nature, ensure that applicable GRAP requirements are met to classify the proposed expenditure as an asset.
	VA
	 
	PA
	 
	RA
	 
	 
	 
	 
	


N/A
	


N/A
	 

	8
	Identify funding sources of prioritised projects. (Make use of mSCOA Funding segment)
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	9
	Allocate all segments of mSCOA to all prioritised projects.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	
N/A
	
N/A
	 

	10
	Send list of prioritised projects, with aligned segments of mSCOA, to Strategic Manager.
	 
	VA
	PA
	 
	RA
	 
	 
	 
	 
	
N/A
	
N/A
	 

	11
	Compile list of all prioritised projects.  This list should be an extract from the Planning Module of the financial system.
	 
	PA
	 
	 
	RA
	 
	 
	 
	 
	N/A
	N/A
	 

	11
	Hold meeting with the Finance Committee.  (Executive Council Committee Meeting)
	 
	 
	 
	 
	PA
	 
	VA
	 
	 
	N/A
	N/A
	Minutes of Meeting

	No
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	12
	Finalise projects based on:
· Available Funding;
· Master Plans;
· Spatial Development Framework;
· Housing Implementation Plans;
· Service Delivery Backlogs;
· Asset Replacement Policy;
· Statutory Requirements;
· Maintenance Plans;
· Strategic Objectives;
· Future Operational Cost and Revenue of Project;
· Municipal tariffs implications; and
· Duration of project.
	 
	 
	 
	 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
PA

	 
	 
 
 
 
 
 
 
 
 
 
 RA

	 
	 
	 
 
 
 
 
 
 
 
 
 
 


N/A
	 
 
 
 
 
 
 
 
 




N/A
	 

	 
	· 
	 
	 
	 
	
	
	 
 
 
 
 
 
 
 
 
VA 

	
	 
	 
	
	
	 

	 
	· 
	 
	 
	 
	
	
	
	
	 
	 
	
	
	 

	 
	· 
	 
	 
	 
	
	
	
	
	 
	 
	
	
	 

	 
	· 
	 
	 
	 
	
	
	
	
	 
	 
	
	
	 

	 
	· 
	 
	 
	 
	
	
	
	
	 
	 
	
	
	 

	 
	· 
	 
	 
	 
	
	
	
	
	 
	 
	
	
	 

	 
	· 
	 
	 
	 
	
	
	
	
	 
	 
	
	
	 

	 
	· 
	 
	 
	 
	
	
	
	
	 
	 
	
	
	 

	 
	· 
	 
	 
	 
	
	
	
	
	 
	 
	
	
	 

	 
	· 
	 
	 
	 
	
	
	
	
	 
	 
	
	
	 

	 
	· 
	 
	 
	 
	
	
	
	
	 
	 
	
	
	 

	No
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	13
	Indicate on Final Project List:
	 
	 
	 
	 
	 
 
 
 
PA
	 
	 
	 
	 
	 
	 
	 

	 
	· Strategic Objectives;
· Duration of project;
· Future Operational Cost and Revenue of Project;
· If project is for a new/existing asset;
· Municipal Ward in which asset will be erected;
· GPS Coordinates where asset will be erected;
· Estimate monthly capital expenditure of project;
· Different asset categories and sub-categories of project; and
· mSCOA Project Number
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	
	VA
	RA
	 
	 
	N/A
	N/A
	Final Project List

	14
	Prepare the draft Revised IDP.
	 
	PA
	 
	 
	VA
	 
	RA
	 MSA
S 34
	 
	N/A
	N/A
	Revised IDP

	15
	Prepare the draft Budget, by using all mSCOA segments.  Add mSCOA Project Number to GUID of Project Segment.  All budget schedules should be generated by the financial system
	 
	 
	 
	PA
	VA
	RA
	RA
	 
	 
	
N/A
	
N/A
	
Draft Budget

	No
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	16
	Prepare the draft Service Delivery and Budget Implementation Plan (SDBIP).  Add the mSCOA Project Number to each project to ensure a link between the IDP, the Budget and the SDBIP.
	 
	PA
	 
	VA
	RA
	VA
	VA
	 
	 
	
N/A
	
N/A
	
Draft SDBIP

	17
	Evaluate the draft Budget against approved Benchmarking ratios and norms.
	
	PA
	
	VA
	RA
	VA
	VA
	
	
	
N/A
	
N/A
	Financial Ratios and Norms

	18
	Submit the draft IDP, the draft Budget and the draft SDBIP to Council and follow budget procedures as set out in the MFMA, Budget Regulations and Planning and Performance Management Regulations.
	 
	 
	 
	 
	PA
	VA
	VA
	MFMA
S 21
	 
	

N/A
	

N/A
	

Budget Process Documents

	19
	Council approve the IDP and the Annual Budget.
	
	
	
	
	
	
	PA
	 
	 
	N/A
	N/A
	IDP / 
Annual Budget

	20
	Council approve the SDBIP.
	
	
	
	
	
	
	PA
	MFMA
S53 
	 
	N/A
	N/A
	SDBIP

	21
	Upload budget on the National Treasury Local Government Database (LG Database) portal by using data extraction from the segments of mSCOA.
	
	
	
	PA
	RA
	
	
	
	
	N/A
	N/A
	mSCOA Data String

	No
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Other Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	22
	Publish the IDP, the Budget and the SDBIP on the municipal website.
	
	PA
	
	
	RA
	
	
	MFMA
S75 
	 
	N/A
	N/A
	

	23
	Issue signed Quality Certificate as prescribed in the Municipal Budget and Reporting Regulations.
	
	
	
	
	PA
	VA
	VA
	
	
	
N/A
	
N/A
	Quality Certificate

	24
	Implement the SDBIP.
	 
	 
	 
	 
	 PA
	VA
	VA
	 
	 
	N/A
	N/A
	

	25
	Start with Supply Chain Management Procedures as per monthly Capital Budget / Procurement Plan.
	VW
	 
	PD
	 
	VM
	 
	VM
	 
	 
	

N/A
	

N/A
	 














	
	Procedures for performing Planning Activities (Revised IDP and Annual Budget) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HAE
	 
	 
	 

	
SM
	 
	 
	 

	
OD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Planning Activities (Revised IDP and Annual Budget) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 














[bookmark: _Toc486502307]8.2.2	Procedures for establishing a Project Management Unit

	No
	Procedure
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Prepare a business plan that clarifies whether the Project Management Unit (PMU) will be according to a shared services model or within the municipality.  (Section 88 of the Municipal Structures Act (Act No. 117 of 1998))
	PA
	VA
	VA
	RA
	PMU
Guideline
	
	N/A
	N/A
	PMU Business Plan

	2
	Indicate in business plan the details and qualifications of the human resources that are to be utilised in the PMU.
	PA
	VA
	VA
	RA
	
	
	N/A
	N/A
	PMU Business Plan

	3
	Include a detailed budget in the business plan for the PMU.
	PA
	VA
	VA
	RA
	
	
	N/A
	N/A
	PMU Business Plan

	4
	Indicate in business plan how the PMU is going to benefit the municipalities it is going to serve.
	PA
	VA
	VA
	RA
	
	
	N/A
	N/A
	PMU Business Plan

	No
	Procedure
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	5
	Consult with other local municipalities if the PMU is to be established at a district municipality level.  (Section 88 of the Municipal Structures Act (Act No. 117 of 1998))
	PA
	VA
	VA
	RA
	
	MSTA
S 88
	N/A
	N/A
	Proof of consultation

	6
	Inform the district municipality if the PMU is to be established at local municipality level.  (Section 88 of the Municipal Structures Act (Act No. 117 of 1998))
	PA
	VA
	VA
	RA
	
	MSTA
S 88
	N/A
	N/A
	 

	7
	Forward details and qualifications of the candidates to be deployed in the PMU to the district municipality or local municipality, depending where the PMU is located.
	PA
	VA
	VA
	RA
	
	
	N/A
	N/A
	 

	8
	Submit a business plan to the National Municipal Infrastructure Unit, within National Treasury, in the first year of establishing the PMU.
	PA
	VA
	VA
	RA
	
	
	N/A
	N/A
	Proof of PMU Business Plan submitted

	No
	Procedure
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item 
	KPI

	9
	Obtain approval from the National Municipal Infrastructure Unit to establish the PMU.
	PA
	VA
	VA
	RA
	
	
	N/A
	N/A
	Approval from National MI Unit

	10
	Submit a revised business plan to DPLG if the original model of established PMU changes.
	PA
	VA
	VA
	RA
	
	
	N/A
	N/A
	Revised PMU Business Plan

	11
	Submit an annual budget before 15 February to DPLG.
	PA
	VA
	VA
	RA
	
	
	N/A
	N/A
	PMU Budget














	
	Procedures for establishing a Project Management Unit accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MPMU
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for establishing a Project Management Unit approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 














[bookmark: _Toc486502308]8.2.3	Procedures for Capturing of Approved Capital Budget

	No
	Procedure
	Head:  Budget and Treasury
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item 
	KPI

	1
	Capture capital expenditure of the approved capital budget on the financial system.  This procedure requires seamless integration from the Planning Module of the financial system.
	PA
	 
	RA
	VA
	
	
	CAPEX
	Projects
	Approved Capital Budget and System Print-out

	2
	Perform a Budget Test Run, to ensure that all segments of mSCOA have been captured correctly.
	PA
	 
	RA
	VA
	 
	 
	CAPEX
	Projects
	Budget Test Run

	3
	Investigate and correct any differences found after test run.
	PA
	 
	RA
	VA
	 
	 
	CAPEX
	Projects
	 

	4
	Perform a Final Budget Run on the financial system.
	PA
	 
	RA
	VA
	 
	 
	CAPEX
	Projects
	Final Budget Run

	5
	File the Final Budget Run for future reference.
	PA
	 
	RA
	VA
	 
	 
	CAPEX
	Projects
	Final Budget Run

	6
	Lock capital budget on the financial system.
	 PA
	
	RA
	VA
	
	
	CAPEX
	Projects
	 

	7
	Implement the SDBIP.
	 
	 
	 
	 
	
	
	CAPEX
	Projects
	 

	No
	Procedure
	Head:  Budget and Treasury
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item 
	KPI

	8
	Follow the normal Supply Chain Management procedures as set out in section 7.3.
	 
	 
	 
	 
	
	
	CAPEX
	Projects
	 




















	
	Procedures for capturing approved Capital Budget accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HAE
	 
	 
	 

	
HBTO
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for capturing approved Capital Budget approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 













[bookmark: _Toc486502309]8.2.4	Procedures for Monthly Meetings (Planning)

	No
	Procedure
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item 
	KPI

	1
	CFO holds monthly meeting with the Accountant: Assets and the Head:  Assets and Expenditure to monitor actual expenditure against budget expenditure, and any other exceptions identified during the month.
	PM
	PM
	PM
	RM
	
	
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	Number of meetings per year

	2
	Determine corrective action to be taken to address any deviations, and to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	
	
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	
	
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	Number of pre-audit checklists per year.






	
	Procedures for Monthly Meetings (Planning) accepted by:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Planning) approved by:
	
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer 
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502310]8.3	PROPERTY, PLANT AND EQUIPMENT

Property, plant and equipment are tangible items that:
				
a)	Are held for use in the production or supply of goods or services, for rental to others, or for administrative purposes; and											
b)	Are expected to be used during more than one reporting period.		
												
Staff members involved in procedures

					
DC		Data Capturer	
CA		Clerk:  Assets	
CCA		Chief Clerk:  Assets
GIS		GIS Technician
AA		Accountant:  Assets
MIT		Manager:  Information Systems
MPMU	Manager:  Project Management Unit	
MTP		Manager:  Town Planning
HAE		Head:  Assets and Expenditure
HBTO	Head:  Budget and Treasury
HOD		Heads of other Departments within Municipality
CFO		Chief Financial Officer
MM		Municipal Manager
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[bookmark: _Toc486502311]8.3.1	Acquisitions

This section deals with the acquisition and construction of Property, Plant and Equipment.

[bookmark: _Toc486502312]8.3.1.1	Procedures for Acquisition of Movable Assets (New)

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Accountant:  Expenditure
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Follow the normal Supply Chain Management (SCM) procedures as per Expenditure Cycle.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 17 
	PPE 
	PPE  
	 

	2
	Indicate during the SCM procedures if a new/renewal asset is acquired.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 17  
	PPE 
	PPE  
	 

	3
	All assets are received at a central base and the Manager who ordered the asset is contacted.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 17  
	PPE 
	PPE  
	 

	4
	ALTERNATIVE:  The Manager who order the asset receive the asset.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 17  
	PPE 
	PPE  
	 

	5
	Sign that asset was received, agree with order placed, and that the asset is in a working condition.
	 
	 
	VD
	 
	PD
	 
	RM
	 
	 
	 
	GRAP 17  
	PPE 
	PPE  
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Accountant:  Expenditure
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	6
	Sign invoice that goods were received in good order and supplier can be paid.
	 
	 
	VD
	 
	PD
	 
	RM
	 
	 
	 
	GRAP 17  
	PPE 
	PPE  
	 

	7
	Send invoice to the Creditors Department.
	 
	 
	VD
	 
	PD
	 
	RM
	 
	 
	 
	GRAP 17  
	PPE 
	PPE  
	 

	8
	The Creditors Department follow normal payment procedures.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE  
	 

	9
	Complete a "Asset Acquisition Form" that consists of the following minimum information:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset make/model;
· Asset colour;
· Units;
· Department within Municipality;
· Serial number;
· Registration number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Accountant:  Expenditure
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
 
 
 
 
 
 
 
 
 
 

	· Condition;
· Custodian of asset;
· Cost of asset (Excluding VAT);
· VAT on transaction;
· Total cost (including VAT);
· Estimate useful life
· Start depreciation date;
· New/Existing asset;
· Project number;
· Line-item;
· Funding source;
· Subsequent measurement method of asset;
· If asset must be separately insured; and
· All other segments of mSCOA.
	 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 VD
	 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
PD 
	 
 
 
 
 
 
 
 
VD 
	 
 
 
 
 
 
 
 
RM 
	 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
	










GRAP 17
	 
 
 
 
 
 
 
 
PPE 
	 
 
 
 
 
 
 
 
 PPE  
	 
 
 
 
 
 
 
 
 Asset Acquisition Form

	10
	Send the "Asset Acquisition Form", with copy of invoice to the Chief Clerk: Assets
	 
	 
	VD
	 
	PD
	 
	RM
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	 

	11
	Verify information on the "Asset Acquisition Form".
	 
	PD
	VD
	 
	 
	 
	RM
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Accountant:  Expenditure
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	12
	Confirm, for reasonability that expected useful life of asset agrees with the Asset Management Policy.
	 
	PD
	VD
	 
	 
	 
	RM
	 
	 
	 
	GRAP 17  
	PPE 
	PPE  
	 

	13
	Barcode the asset.
	PD
	VW
	RW
	 
	 
	 
	 
	 
	 
	 
	GRAP 17  
	PPE 
	PPE  
	 

	14
	Update the "Asset Acquisition Form" with barcode and any other short comings.
	 
	PD
	VD
	 
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE  
	 

	15
	For assets leased from another party and the risks and rewards have been effectively transferred to the municipality:
· Recognise as finance lease assets;
· Recognise at the lowest of fair value of the asset or present value of minimum leased payments.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	PM
	VM
	 
	 
	VM
	RM
	 
	 
	 GRAP 13
GRAP 17
	PPE 
	PPE  
	 

	16
	For assets financed by a Provision, recognise the asset at:
· The best estimate; or
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Accountant:  Expenditure
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· If the effect of the time value of money is material, calculate the present value of the expenditure expected to be required to settle the present obligation.  Use a discount rate that reflects current market assessments of the time value of money and risks specific to the liability.
	 
	 
	PM
	VM
	 
	 
	VM
	RM
	 
	 
	 GRAP 17
GRAP 19 
	PPE 
	PPE  
	 

	17
	Recognise all computer software that is an integral part of the related hardware (i.e. the hardware cannot operate without the software) as Property Plant and Equipment together with the related hardware (normally computer equipment).
	 
	PD
	VD
	 
	 
	 
	RM
	 
	 
	 
	 GRAP 17
GRAP 31
	PPE 
	PPE  
	 

	18
	Capture asset in the Asset Register.
	 
	PD
	VD
	 
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE  
	 

	19
	Prepare a monthly list of all acquisitions.
	 
	PD
	VD
	 
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE  
	Monthly list of acquisitions

	20
	Submit monthly list of acquisitions to the Accountant:  Assets.
	 
	PD
	VD
	 
	 
	 
	RM
	 
	 
	 
	GRAP 17  
	PPE 
	PPE  
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Accountant:  Expenditure
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	21
	Reconcile the Asset Register with the General Ledger. Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PM
	 
	 
	 
	RM
	 
	 
	 MFMA
S 63
	GRAP 17
	PPE 
	PPE  
	Asset Register Reconciliation

	22
	Investigate any differences.
	 
	 
	PM
	 
	 
	 
	RM
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	 

	23
	Correct any differences.
	 
	 
	PM
	 
	 
	 
	RM
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	 

	24
	File list of acquisitions with audit trail of acquisitions, for future reference.
	 
	 
	PM
	 
	 
	 
	RM
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	Monthly list of acquisitions

	25
	Submit monthly financial reports in terms of Actual versus Budget spend to the CFO and other appropriate officials.
	 
	 
	PM
	 
	 
	VM
	VM
	RM
	 
	 
	GRAP 17
	PPE 
	PPE  
	Monthly Reports

	26
	Review repairs and maintenance projects in the General Ledger to confirm the correct allocation between repairs and maintenance and assets.
	 
	 
	 
	PM
	 
	VM
	RM
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	Review of Repairs and Maintenance Projects

	27
	Correct any differences.
	 
	 
	 
	PM
	 
	VM
	RM
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	 



	
	Procedures for Acquisition of Movable Assets (New) accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
AE
	 
	 
	 

	
OD
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing of Acquisition of Movable Assets (New) approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 








[bookmark: _Toc486502313]8.3.1.2	Procedures for Acquisition of Movable Assets (Renewal)

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Complete a "Request of Asset Replacement Form".
	 
	 
	 
	PD
	 
	VM
	RM
	RA
	 
	GRAP 17  
	PPE 
	PPE 
	

	2
	Send the "Request of Asset Replacement Form" to the Head of Department.
	 
	 
	 
	PD
	 
	VM
	RM
	RA
	 
	GRAP 17  
	PPE 
	PPE 
	

	3
	Approve the "Request of Asset Replacement Form".
	 
	 
	 
	 
	PD
	VM
	RM
	RA
	 
	GRAP 17  
	PPE 
	PPE 
	Request of Asset Replacement Form

	4
	Follow the normal Supply Chain Management (SCM) procedures.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 17  
	PPE 
	PPE 
	 

	5
	Indicate during the SCM procedures if a new/existing asset is acquired.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 17  
	PPE 
	PPE 
	 

	6
	All assets are received at central base and the Manager who ordered the asset is contacted.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	7
	ALTERNATIVE:  The Manager who order the asset receive the asset.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	8
	Sign that asset was received, agree with order placed, and that the asset is in a working condition.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	GRAP 17 
	PPE 
	PPE 
	Goods Received Note

	9
	Sign invoice that goods were received in good order and supplier can be paid.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	10
	Send invoice to the Creditors Department.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	11
	Creditors Department follow normal payment procedures.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	12
	Complete the "Asset Replacement Form", by using all segments of mSCOA.
	 
	 
	VD
	PD
	VD
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	Asset Replacement Form

	13
	Request the Manager:  Information Systems to remove all hardware and software from computers, before they are handed in at asset store.
	 
	 
	VD
	PD
	VD
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	14
	Send replaced asset to asset stores.
	 
	 
	VD
	PD
	VD
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	15
	Verify information on the "Asset Replacement Form" with the Asset Register.
	 
	PD
	VD
	VD
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	16
	Issue receipt for asset received.
	 
	PD
	VD
	VD
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	Asset receipt

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	17
	Receive receipt from asset store when asset is handed in.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	18
	Send the "Asset Replacement Form", "Request for Asset Replacement" and copy of receipt from asset store to the Chief Clerk:  Assets.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	19
	Review the "Asset Replacement Form", "Request for Asset Replacement" and copy of receipt from asset store.
	 
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	20
	Write-off replaced asset to R1 on the 
Asset Register.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	21
	Prepare a monthly list of all write-offs.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	Monthly list of write-offs

	22
	Submit monthly list of write-offs to the Accountant:  Assets.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	23
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PM
	 
	 
	RM
	 
	 
	MFMA
S 63 
	 GRAP 17 
	PPE 
	PPE 
	Asset Register Reconciliation

	24
	Investigate any differences.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	25
	Correct any differences.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	26
	File list of write-offs with audit trail of acquisitions, for future reference.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	Monthly list of acquisitions

	27
	Complete the "Asset Acquisition Form" that consists of the following minimum information:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset make/model;
· Asset colour;
· Units;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	· Department within Municipality;
· Serial number;
· Registration number;
· Condition;
· Custodian of asset;
· Cost of asset (Excluding VAT);
· VAT on transaction;
· Total cost (including VAT);
· Estimate useful life;
· Start depreciation date;
· New/Renewal asset;
· Project number;
· Line-item;
· If asset must be separately      insured; and
· All segments of mSCOA.
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
VD
	 
 
 
 
 
 
 
 
 
 
 
 
 
PD
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
RM
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
	 
 
 
 
 
 
 
 
 
 
 
 
 
PPE 
	 
 
 
 
 
 
 
 
 
 
 
 
 
PPE 
	 
 
 
 
 
 
 
 
 
 
 
 
 
Asset Acquisition Form

	
	
	
	
	
	
	
	
	
	
	
	 
 
 
 
 
 
 
 
 
 
 
 
 GRAP 17 
	
	
	

	28
	Send "Asset Acquisition Form", with copy of invoice to the Chief Clerk:  Assets
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	29
	Verify information on the "Asset Acquisition Form" against invoice and the Asset Management Policy.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	30
	Confirm that expected useful life of asset agrees with the Asset Management Policy.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	31
	Barcode the asset.
	PD
	VW
	RW
	 
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	32
	Update the "Asset Acquisition Form" with barcode and any other short comings.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	33
	Capture asset in the Asset Register.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	34
	Prepare a monthly list of all acquisitions.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	Monthly list of acquisitions

	35
	Submit monthly list of acquisitions to the Accountant:  Assets.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	36
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 MFMA
S 63
	 GRAP 17 
	PPE 
	PPE 
	Asset Register Reconciliation

	37
	Investigate any differences.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	38
	Correct any differences.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	 

	39
	File list of acquisitions with audit trail of acquisitions, for future reference.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	 GRAP 17 
	PPE 
	PPE 
	Monthly list of acquisitions



	
	Procedures for Acquisition of Movable Assets (Renewal) accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
OD
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Acquisition of Movable Assets (Renewal) approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502314]8.3.1.3	Procedures for Construction of Infrastructure Assets

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	GIS Technician
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Follow the normal Supply Chain Management Procedures (SCM).
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	2
	Indicate during the SCM procedures if a new/renewal asset is acquired.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	3
	The Project Management Unit manage the project.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	4
	Sign that work was performed as per Service-Level Agreement.
	 
	 
	 
	 
	VD
	PD
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	5
	Sign invoice that goods were received in good order and supplier can be paid.
	 
	 
	 
	 
	VD
	PD
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	6
	Send invoice to the Creditors Department.
	 
	 
	 
	 
	VD
	PD
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	7
	The Creditors Department follow normal payment procedures as set out in section 7.4.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	GIS Technician
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	8
	Complete the "Asset Acquisition Form" that consists of the following minimum information:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset make/model;
· Asset colour;
· Units;
· Department within Municipality;
· Serial number;
· Registration number;
· Condition;
· Custodian of asset;
· Cost of asset (Excluding VAT);
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
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	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	GIS Technician
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· VAT on transaction;
· Total cost (including VAT);
· Estimate useful life;
· Start depreciation date;
· New/Renewal asset;
· Project number;
· Line-item;
· GPS coordinates of project;
· Indicate if project is still in progress or completed;
· Subsequent measurement method of asset;
· If asset must be separately insured; and
· All segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
 
 
 
 
 
 
 
 
Asset Acquisition Form

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	 
	 
	

	 
	· 
	 
	 
	 
	 
	VD
	PD
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	

	9
	FOR PROJECTS STILL UNDER CONSTRUCTION:  Send "Asset Acquisition Form", with copy of payment certificate to the Chief Clerk:  Assets
	 
	 
	 
	 
	VD
	PD
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	GIS Technician
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	10
	Verify information on the "Asset Acquisition Form".
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	11
	Capture asset in the Work-in-progress Register, by using all segments of mSCOA.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	 12
	Capture retention, as indicated on payment certificate, in the Retention Register.  Use all segments of mSCOA.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	Retention Register

	13
	Prepare monthly list of all work-in-progress.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	Monthly list of work in progress

	14
	Submit monthly list of work-in-progress to the Accountant:  Assets.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	15
	Reconcile the Work-in-progress Register with the General Ledger.  
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	MFMA
S 63
	GRAP 17 
	PPE  
	PPE  
	Asset Register Reconciliation

	16
	Reconcile the Retention Register with the General Ledger.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	Retention Register Reconciliation

	17
	Investigate any differences.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	GIS Technician
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	18
	Correct any differences.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	19
	File list of work-in-progress, with audit trail of acquisitions and supporting documentation, for future reference.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	Monthly list of work in progress

	20


	File copy of the Retention Register with supporting documentation for future reference.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	Retention Register

	21
	FOR COMPLETED PROJECTS:  Unbundle infrastructure or appoint a Service Provider, through SCM process, to unbundle infrastructure assets.
	 
	 
	 
	PD
	VD
	RM
	 
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	22
	Complete the "Asset Acquisition Form" for completed project.
	 
	 
	 
	VD
	PD
	RM
	 
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	23
	Document unbundled items on the "Asset Acquisition Form", with all segments of mSCOA.
	 
	 
	 
	VD
	PD
	RM
	 
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	Asset Acquisition Form

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	GIS Technician
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	24
	Send "Asset Acquisition Form", with final Bill of Quantities, final As-Built Drawings, Completion Certificate and associated special information to the Chief Clerk:  Assets
	 
	 
	 
	 
	VD
	PD
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	25
	Verify information on the "Asset Acquisition Form" against payment certificate and the Asset Management Policy.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	Asset Acquisition Form

	26
	Confirm, for reasonability that expected useful life of asset agrees with the Asset Management Policy.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	27
	Reconcile work-in-progress with unbundled items.  
	 
	 
	PD
	VW
	RW
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	28
	Update project on GIS system.
	 
	 
	 
	PW
	VW
	RW
	 
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	GIS Maps

	29
	Update the "Asset Acquisition Form" with GIS data and any other short comings.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	Asset Acquisition Form

	30
	Capture asset in the Asset Register by using all segments of mSCOA.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	GIS Technician
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	31
	Prepare a monthly list of all acquisitions.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	Monthly list of acquisitions

	32
	Submit monthly list of acquisitions to the Accountant:  Assets.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	33
	Prepare journals for transfer of work-in-progress.
	 
	 
	 
	 
	PD
	 
	RD
	RM
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	34
	Capture journals in the financial system.
	PD
	 
	 
	 
	VD
	 
	RD
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	35
	Reconcile the Asset Register and the Work-in-progress Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	MFMA
S 63
	GRAP 17 
	PPE  
	PPE  
	Asset Register Reconciliation

	36
	Investigate any differences.
	 
	 
	 
	PM
	 
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	37
	Correct any differences.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 

	38
	File list of acquisitions with audit trail of acquisitions, for future reference.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	
	GRAP 17 
	PPE  
	PPE  
	 



	
	Procedures for Construction of Infrastructure Assets accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
GIS
	 
	 
	 

	
AA
	 
	 
	 

	
MPMU
	 
	 
	 

	
OD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Construction of Infrastructure Assets approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502315]8.3.2	Asset Count

This section deals with procedures for the first complete asset count and subsequent asset counts of Property, Plant and Equipment.									
									
Staff members involved in procedures									
DC		Data Capturer								
CA		Clerk:  Assets								
CCA		Chief Clerk:  Assets
AA		Accountant:  Assets	
MPMU	Manager:  Project Management Unit	
MTP		Manager:  Town Planning
HAE		Head:  Assets and Expenditure
CFO		Chief Financial Officer
MM		Municipal Manager
HOD		Heads of other Departments within Municipality
FC		Finance Committee (can also be Executive Committee) 
C		Council								
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[bookmark: _Toc486502316]8.3.2.1	Procedures for performing an Asset Count of Movable Assets (First-time full Asset Count)

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Develop Asset Count Procedures that indicates the following:
· Roles and responsibilities of all involved in the asset count.
· Employees conducting the asset count;
· Time Schedule of asset count;
· Procedures to be performed during the asset count, including method of counting;
· Procedures for assets not previously included in Asset Register; 
· Procedures for assets transferred during the year, Transfer procedures;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Procedures for missing assets
· Method of condition rating as per Asset Management Policy;
· Method of determining remaining useful life (RUL) per Asset Management Policy;
· Procedures to identify any indication of impairment;
· Procedures how to document description of asset (Type, Make, Colour);
· Follow-up procedures after asset count, if needed; and
· Action to be taken if procedures are not adhered to.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	PA
	 
	PA
	RA
	RA
	 
	 
	 
	 Asset
Management
Policy
	 GRAP 17 
	PPE  
	PPE  
	Asset Count Procedures

	2
	Submit asset count procedures to the HOD meeting.
	 
	 
	 
	 
	PA
	VA
	RA
	RA
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	3
	Approve asset count procedures at the HOD meeting.
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 
	 
	GRAP 17  
	PPE  
	PPE  
	Minutes of HOD Meeting

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	4
	Inform other departments of the asset count in writing.
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	E-mail to Departments

	5
	Prepare asset count template for "First-time Full Asset Count - Movable Assets", that consists of the following minimum information:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset class;
· Asset sub class;
· Asset make/model;
· Asset colour;
· Units;
· Department within municipality;
· Serial number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
 
 
 
 
 
	· Registration number;
· Condition;
· Custodian of asset;
· Date of asset count;
· Confirmation from custodian that asset exist and asset count was performed accurately and includes all assets;
· Confirmation from employee performing the asset count, that asset exists and asset count was performed accurately and includes all assets;
	 
 
 
 
 
 
	 
 
 
 
 
 
	 
 
 
 
 
PA
	 
 
 
 
 
 
	 
 
 
 
 
PA
	 
 
 
 
 
VA
	 
 
 
 
 
 
	 
	 
	 
	 
 
 
 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	 
 
 
 
 
	 
 
	 
 
 
	
	 
 
	 
 
	 
 
 
	 
 
 

	
	
	
	
	
	
	
	
	
	
	 
	
	
	 
	 
	
	

	
	
	
	
	
	
	
	
	
	
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	 
	 
	 
	GRAP 17  
	PPE  
	PPE  
	 

	6
	Perform asset count (Asset count team consist of: 2 x employees in Finance Department + 1 employee of department where asset count is performed), as per following procedures:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Mark all assets that have been counted (sticker with same colour);
· Mark all assets without a barcode (sticker with different colour in procedure above);
· Assess condition of asset, based on hierarchy in the Asset Management Policy;
· Take picture of asset with barcode;
· Complete Asset Count Template;
· Sign Asset Count Template;
· Document any deviations from asset count procedures;
· Report any deviations from asset count procedures immediately.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	




Asset Count Template
Deviations Report

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	
	 
	PA
	PA
	PA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	7
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	Verify asset count with information on the Asset Register:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset make/model;
· Asset colour;
· Units;
· Department within municipality;
· Serial number;
· Registration number;
· Condition;
· Custodian of asset;
	 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
PA
	 
	 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
VA
	 
	 
 
 
 
 
 
	 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 

	 
 
 
 
 
 
 
 
 
 
 
 
 
 
PPE  
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
PPE  
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

	
	· 
	
	
	 
 
 
 
 
 
 
 
 
 
 
 
 
PA
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	
	 
 
 
 
 
 
 
 
 
 
 
 
 
RA
	
	
	
	
	
	
	
	
	

	
	· 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	· 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	· 
	 
	
	
	
	
	
	 
	 
	
	
	
	
	
	
	

	
	· 
	 
	
	
	
	
	
	 
	 
	
	
	
	
	
	
	

	
	· 
	 
	
	
	
	
	
	 
	 
	
	
	
	
	
	
	

	
	· 
	 
	
	
	
	
	
	 
	 
	
	
	
	
	
	
	

	
	· 
	 
	
	
	
	
	
	 
	 
	
	
	
	
	
	
	

	
	· 
	 
	
	
	
	
	
	 
	 
	
	
	
	
	
	
	

	
	· 
	 
	
	
	
	
	
	 
	 
	
	
	
	
	
	
	

	
	· 
	 
	
	
	
	
	
	 
	 
	
	
	
	
	
	
	

	
	· 
	 
	
	
	
	
	
	 
	 
	 
	 
	 
	 GRAP 17
	
	
	

	8
	Prepare a list of all "missing assets".
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	List of Missing Assets

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	9
	Send list of "missing asset" to all custodians and manager to whom custodian reports.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	10
	Obtain reasons for "missing assets".
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	11
	Physically verify assets not verified during asset count.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	12
	Obtain "Asset Transfer Forms", with segments of mSCOA, from custodian if asset was transferred.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	13
	Verify asset at new location if asset was transferred.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	14
	Obtain copy of receipt for assets handed-in at asset store.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	15
	Verify existence of asset at asset store.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	16
	Update list of "missing assets".
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	17
	Send final list of "missing assets" to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	Final list of Missing Assets

	18
	Obtain values from the Asset Register for all "missing assets".
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	19
	Prepare list of "missing assets" with values and all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	20
	Send list of "missing assets" with values to the Financial Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	 GRAP 17 
	PPE  
	PPE  
	Final list of Missing Assets

	21
	The Financial Committee investigate items on list of "missing assets".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	22
	The Financial Committee approve list of “missing assets".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	23
	Send approved list of "missing assets" to the Accountant:  Assets.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	24
	Write-off assets on the Asset Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	25
	Capture journals on financial system, by using all segments of mSCOA.
	PA
	 
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	Corrective Journals

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	26
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 17
	PPE  
	PPE  
	Asset Register Reconciliation

	27
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	28
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	29
	File the list of "missing assets" with audit trail of write-offs for future reference.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	30
	Prepare a list of all assets, identified during the asset count, without a barcode.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	31
	Review the Asset Register, to identify if asset was not previously recorded on the Asset Register.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	32
	Barcode assets without barcodes.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	33
	Prepare the final list of "assets not previously recognised", with estimated remaining useful lives and all segments of mSCOA.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17  
	PPE  
	PPE  
	List of assets not previously recognised

	34
	Send the final list of "assets not previously recognised" to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	35
	Obtain current replacement cost for all assets not previously recognised.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	Supporting documentation for CRC

	36
	Obtain remaining useful lives of assets from final list of "assets not previously recognised".
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	37
	Calculate the fair value of each asset.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	Fair value calculations

	38
	Send list of "assets not previously recognised" with fair values to the Head:  Assets and Expenditure.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	39
	Review fair value calculations of assets.
	 
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	40
	Send list of "assets not previously recognised" with fair values to the Finance Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	 GRAP 17 
	PPE  
	PPE  
	List of Assets not previously recognised

	41
	The Finance Committee investigate items on list of "assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	42
	The Finance Committee approve list of "assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	43
	Send approved list of "assets not previously recognised" to the Accountant:  Assets.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	Final list of Assets not previously recognised

	44
	Capture "assets not previously recognised" in the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	45
	Capture "assets not previously recognised" journals on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	46
	Reconcile the Asset Register with the General Ledger. Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	 GRAP 17 
	PPE  
	PPE  
	Asset Register Reconciliation

	47
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	48
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	49
	File list of "assets not previously recognised" with audit trail of transfer-in assets, for future reference.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17  
	PPE  
	PPE  
	 

	50
	Obtain condition rating of all assets from asset count teams.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17  
	PPE  
	PPE  
	 

	51
	Calculate the remaining useful life of asset, by taken the condition rating of the asset into account.  Calculation is based on hierarchy in the Asset Management Policy.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17  
	PPE  
	PPE  
	RUL Calculations

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	52
	Compare RUL with RUL of prior year.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17  
	PPE  
	PPE  
	RUL Comparisons

	53
	Prepare a list of assets with a change of more than 1 year.  
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17  
	PPE  
	PPE  
	 

	54
	Split list of "changes in useful lives" in different categories:
· Changes less than 2 years
· Changes more than 2 years
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17  
	PPE  
	PPE  
	 

	55
	Send list of "changes in useful lives" to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17  
	PPE  
	PPE  
	List of Changes in Remaining Useful Lives

	56
	Review remaining useful life calculations and split into different categories.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17  
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	57
 
 
	Treatment of changes in remaining useful lives:
· Consider whether for each category whether it is change in useful life or an error in terms of GRAP 3.

Also see indicators in GRAP 17.57 to identify changes in useful lives.
	 
 
 
	 
 
 
	 
 
 
	 
 
 
	 
 
PA
	 
 
VA
	 
 
RA
	 
 
 
	 
 
 
	 
 
 
	 
 
 
	

GRAP 17
	 
 
PPE  
	 
 
PPE  
	 
 
 

	58
	Calculate backlog depreciation.  
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	Backlog depreciation calculations

	59
	Record backlog depreciation in the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	60
	Update the Asset Register with all remaining useful lives.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	61
	Capture journals for backlog depreciation (correction of error) on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	62
	Reconcile the Asset Register with the General Ledger. Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	 GRAP 17 
	PPE  
	PPE  
	Asset Register Reconciliation

	63
	Prepare a list of all "obsolete assets".
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	List of Obsolete Assets

	64
	Send list of "obsolete assets" to all custodians and manager to whom custodian reports.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	65
	Request confirmation that list of "obsolete stock" is correct.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	66
	Request managers in all departments to complete the "Asset Replacement Form" with all segments of mSCOA.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	67
	Request managers in all departments to send obsolete assets to asset store.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	68
	Receive asset at asset stores.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	69
	Verify information on the "Asset Replacement Form" with list of obsolete assets.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	70
	Issue receipt for asset received.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	Asset Store Receipt

	71
	Managers in all departments send the "Asset Replacement Form" and copy of receipt from asset store to the Chief Clerk:  Assets.
	 
	 
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	Asset Replacement Form

	72
	Review the "Asset Replacement Form" and copy of receipt from asset store.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	73
	Write-off replaced asset to an amount representative of the economic benefits the municipality expects to receive from the sale.  Use all segments of mSCOA for transaction.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	74
	Prepare a list of all write-offs with all segments of mSCOA.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	List of write-offs

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	75
	Send list of write-offs to the Finance Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	 GRAP 17 
	PPE  
	PPE  
	List of write-offs

	76
	The Finance Committee investigate items on list of write-offs.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 17  
	PPE  
	PPE  
	 

	77
	The Finance Committee approve list of write-offs.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	78
	Submit list of write-offs to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	Approved list of write-offs

	79
	Reconcile the Asset Register with the General Ledger. Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 MFMA
S 63
	 GRAP 17 
	PPE  
	PPE  
	 

	80
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	81
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	82
	File the list of write-offs with audit trail of acquisitions, for future reference.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	83
	Perform a Test Depreciation Run, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	84
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	85
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	  GRAP 17  
	PPE  
	PPE  
	 

	86
	Perform a Depreciation Run, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	Depreciation Run

	87
	Reconcile depreciation in the Asset Register with depreciation in the General Ledger, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 MFMA
S 63
	 GRAP 17 
	PPE  
	PPE  
	 

	88
	Reconcile the Asset Register with the General Ledger. Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 MFMA
S 63
	 GRAP 17 
	PPE  
	PPE  
	 

	89
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	90
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17 
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	91
 
 
 
	Prepare a list of all deviations from asset count procedures.  The list of deviations must also include: 
· Deviations from procedures for the movement of assets from one user to another;
· Any non-compliance with the maintenance strategy; and
· Instances found where assets were not utilised for the purpose for which they were acquired.
	 
 
 
 
	 
 
 
 
	 
 
 
 
	 
 
 
 
	 
 
 
PA
	 
 
 
VA
	 
 
 
RA
	 
 
 
 
	 
 
 
 
	 
 
 
 
	 
 
 
 
	


GRAP 17
	 
 
 
PPE  
	 
 
 
PPE  
	 
 
 
List of Deviations

	92
	Submit list of all deviations to the Municipal Manager.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 








	
	Procedures for performing an Asset Count of Movable Assets (First-time full Asset Count) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing an Asset Count of Movable Assets (First-time full Asset Count) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 










[bookmark: _Toc486502317]8.3.2.2	Procedures for performing an Asset Count of Movable Assets (Annual Asset Count)

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Develop Asset Count Procedures that indicates the following:
· Roles and responsibilities of all involved in the asset count;
· Employees conducting the asset count;
· Time schedule of asset count;
· Procedures to be performed during the asset count, including method of counting;
· Procedures for assets not previously included in Asset Register;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
 
 
 
 
 
 
 
	· Procedures for assets transferred during the year, without following Asset Transfer procedures;
· Procedures for missing assets;
· Method of condition rating;
· Method of determining remaining useful life (RUL);
· Indicators of changes in expected useful lives;
· Procedures to identify any indication of impairment;
· Procedures how to document description of asset (type, make, colour);
· Follow-up procedures after asset count, if needed; and
· Action to be taken if procedures are not adhered to.
	 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
PA
	 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
PA
	 
 
 
 
 
 
 
RA
	 
 
 
 
 
 
 
RA
	 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 Asset
Management
Policy
	






GRAP 17
	 
 
 
 
 
 
 
PPE 
	 
 
 
 
 
 
 
PPE 
	 
 
 
 
 
 
 
Asset Count Procedures

	2
	Submit asset count procedures to the HOD meeting.
	 
	 
	 
	 
	PA
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	3
	Approve asset count procedures at the HOD meeting
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	Minutes of HOD Meeting

	4
	Inform other departments of asset count in writing.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	E-mail to Departments

	5
	Prepare Asset Count Template for "Annual Asset Count", with the following minimum information:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset class;
· Asset sub class;
· Asset make/model;
· Asset colour;
· Units;
· Department within municipality;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
 
 
 
 
 
 
	· Serial number;
· Registration number;
· Condition;
· Custodian of asset;
· Date of asset count;
· Confirmation from custodian that asset exist and asset count was performed accurately and includes all assets; and
· Confirmation from employee performing the asset count, that asset exists and asset count was performed accurately and includes all assets.
	 
 
 
 
 
 
 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	· 
	
	 
 
 
 
	 
	 
 
 
 
 
	 
 
 
 
 
	 
 
 
 
 
	 
 
 
 
 
	 
 
 
 
	 
 
 
 
	 
 
 
 
	 
 
 
 
	 
 
 
	 
 
 
	 
 
 
	 
 
 

	
	· 
	
	
	 
 
 
 
	
	
	
	
	
	
	
	
	
	
	
	

	
	· 
	
	
	
	
	
	
	
	
	
	
	
	 
	 
	 
	 

	
	· 
	
	 
	
	
	
	
	
	 
	 
	 
	 
	 
	 
	 
	 

	
	· 
	
	 
	PA
	 
	PA
	VA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	6
	Populate Asset Count Template with information obtained from the Asset Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	7
	Perform asset count (Individual asset count team consist of 2 x employees in Finance Department + 1 employee of department where asset count is performed), as per following procedures:
· Mark all assets that have been counted (sticker with same colour);
· Mark all assets without a barcode (sticker with different colour in procedure above);
· Assess condition of asset, based on hierarchy in the Asset Management Policy;
· Take picture of asset with barcode;
· Complete Asset Count Template;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Sign Asset Count Template;
· Document any deviations from asset count procedures; and
· Report any deviations from asset count procedures immediately.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

Asset Count Template
Deviations Report 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	

	 
	· 
	 
	PA
	PA
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	

	8
	Verify asset count with information on the Asset Register:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset make/model;
· Asset colour;
· Units;
· Department within municipality;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Serial number;
· Registration number;
· Condition; and
· Custodian of Asset.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

GRAP 17
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	· 
	 
	PA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	
	PPE 
	PPE 
	 

	9
	Prepare a list of all "missing assets" with all segments of mSCOA.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	List of Missing Assets

	10
	Send list of "missing assets" to all custodians and manager to whom custodian report.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	11
	Obtain reasons for "missing assets".
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	12
	Physically verify assets not verified during asset count.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	13
	Obtain the "Asset Transfer Forms", with all segments of mSCOA, from custodian if asset was transferred.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	14
	Verify asset at new location if asset was transferred.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	15
	Obtain copy of receipt for assets handed-in at asset store.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	16
	Verify existence of asset at asset store.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	17
	Update list of "missing assets".
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	18
	Send the final list of "missing assets" to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	Final list of Missing Assets

	19
	Obtain values from the Asset Register for all "missing assets".
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	20
	Prepare list of "missing assets" with values and all segments of mSCOA
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	21
	Prepare a report with all deviations found during the asset count.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	22
	Submit report with deviations to the Chief Financial Officer.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	Asset Count Deviations Report

	23
	Send list of "missing assets" with values to the Financial Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	GRAP 17
	PPE 
	PPE 
	Final list of Missing Assets

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	24
	The Financial Committee investigate items on list of "missing assets".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 17
	PPE 
	PPE 
	 

	25
	The Financial Committee approve list of "missing asset".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 17
	PPE 
	PPE 
	 

	26
	Send approved list of "missing assets" to the Accountant:  Assets.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	27
	Write-off assets on the Asset Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	28
	Capture journals on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	29
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 MFMA
S 63
	GRAP 17
	PPE 
	PPE 
	Asset Register Reconciliation

	30
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	31
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	32
	File list of "missing assets" with audit trail of write-offs for future reference.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	33
	Prepare a list of all assets, identified during the asset count, without a barcode.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	34
	Review the Asset Register, to identify if asset was not previously recorded on the Asset Register.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	35
	Barcode assets without barcodes.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	36
	Prepare final list of "assets not previously recognised", with remaining useful lives (RUL) and all segments of mSCOA.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	List of assets not previously recognised

	37
	Send final list of "assets not previously recognised" to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	38
	Obtain current replacement cost for all assets not previously recognised.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	Supporting documentation for CRC

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	39
	Obtain remaining useful lives of assets from the report.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	40
	Calculate fair value of each asset.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	Fair value calculations

	41
	Send list of "assets not previously recognised" with fair values to the Head:  Assets and Expenditure.  
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	42
	Review fair value calculations of assets.
	 
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	43
	Send list of "assets not previously recognised" with fair values to the Finance Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	GRAP 17
	PPE 
	PPE 
	List of assets not previously recognised

	44
	The Finance Committee investigate items on list of "assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 17
	PPE 
	PPE 
	 

	45
	The Finance Committee approve list of "assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 17
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	46
	Send approved list of "assets not previously recognised" to the Accountant:  Assets.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	Final list of assets not previously recognised

	47
	Capture "assets not previously recognised" in the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	48
	Capture journals on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	49
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 17
	PPE 
	PPE 
	Asset Register Reconciliation

	50
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	51
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	52
	File list of "assets not previously recognised" with audit trail of transfer-in assets, for future reference.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	53
	Obtain condition rating of all assets from asset count teams.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	54
	Calculate remaining useful life of asset, by taken the condition rating of the asset into account.  Calculation is based on hierarchy in Asset Management Policy.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17 
	PPE 
	PPE 
	RUL Calculations

	55
	Compare RUL with RUL of prior year.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	RUL Comparisons

	56
	Prepare a list of assets with a change of more than 1 year.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	57
	Split list of "changes in useful lives" in different categories:
· Changes less than 2 years
· Changes more than 2 years
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	58
	Send list of "changes in useful lives" to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	List of Changes in Remaining Useful Lives

	59
	Review remaining useful life calculations and split into different categories.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	60
	Treatment of remaining useful lives:
· Consider whether for each category whether it is change in useful life or an indication of impairment.
Also see other indicators in:
· GRAP 17.52 to identify changes in useful lives; and
· GRAP 21 & 26 for impairments. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17 
	PPE 
	PPE 
	 

	61
	Treatment of impairment - Refer to Section 8.3.4 on impairments.
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	62
	Update the Asset Register with all remaining useful lives.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	63
	Perform the Test Depreciation Run, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	64
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	65
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	66
	Perform the Depreciation Run, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	67
	Reconcile depreciation in the Asset Register with depreciation in the General Ledger across all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17 
	PPE 
	PPE 
	 

	68
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 MFMA
S 63
	 GRAP 17
	PPE 
	PPE 
	 

	69
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	70
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	71
	Generate reports for changes in useful lives.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	72
	Prepare disclosure note in the Financial Statements for changes in useful lives.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	Disclosure Note

	73
	Prepare a list, with all segments of mSCOA, of all "obsolete assets".
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	List of Obsolete Assets

	74
	Send list of "obsolete assets" to all custodians and manager to whom custodian report.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	75
	Request confirmation list of "obsolete stock" is correct.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	76
	Request managers in all departments to complete the "Asset Replacement Form", by using all segments of mSCOA.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	77
	Request managers in all departments to send obsolete assets to asset store.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	78
	Receive asset at asset stores.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	79
	Verify information on the "Asset Replacement Form" with list of obsolete assets.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	80
	Issue receipt for asset received.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	Asset Store Receipt

	81
	Managers in all departments send the "Asset Replacement Form" and copy of receipt from asset store to the Chief Clerk:  Assets.
	 
	 
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 17 
	PPE 
	PPE 
	Asset Replacement Form

	82
	Review the "Asset Replacement Form" and copy of receipt from asset store.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	83
	Write-off replaced asset to an amount representative of the economic benefits the municipality expects to receive from the sale, by using all segments of mSCOA.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	 

	84
	Prepare list of all write-offs with all segment of mSCOA.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	List of write-offs

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	85
	Send list of write-offs to the Financial Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	 GRAP 17
	PPE 
	PPE 
	List of write-offs

	86
	The Financial Committee investigate items on list of write-offs.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 GRAP 17
	PPE 
	PPE 
	 

	87
	The Financial Committee approve list of write-offs.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 GRAP 17
	PPE 
	PPE 
	 

	88
	Submit list of write-offs to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE 
	Approved list of write-offs

	89
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 MFMA
S 63
	GRAP 17
	PPE 
	PPE 
	 

	90
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	91
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	92
	File list of write-offs with audit trail of acquisitions, for future reference.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	93
	Prepare a list of all deviations from asset count procedures.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	List of Deviations

	94
	Submit list of all deviations to the Municipal Manager.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 17
	PPE 
	PPE 
	 



















	
	Procedures for performing an Asset Count of Movable Assets (Annual Asset Count) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing an Asset Count of Movable Assets (Annual Asset Count) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502318]8.3.2.3	Procedures for performing an Asset Count of Immovable Assets (First-time full Asset Count)

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Develop Asset Count Procedures that indicates the following:
· Roles and responsibilities of all involved in the asset count;
· Employees conducting the asset count;
· Time schedule of asset count;
· Procedures to be performed during the asset count, including method of counting;
· Procedures for assets not previously included in asset register;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Method of determining remaining useful life (RUL);
· Procedures to identify any indication of impairment;
· Procedures how to document description of asset (type, usage);
· Follow-up procedures after asset count, if needed; and
· Action to be taken if procedures are not adhered to.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	PA
	PA
	 
	RA
	RA
	 
	 
	 
	 Asset
Management
Policy
	GRAP 17 
	PPE  
	PPE  
	Asset Count Procedures

	2
	Submit asset count procedures to the HOD meeting.
	 
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17 
	PPE  
	PPE  
	 

	3
	Approve asset count procedures at the HOD meeting
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 
	 
	GRAP 17 
	PPE  
	PPE  
	Minutes of HOD Meeting

	4
	Inform other departments of asset count in writing.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17 
	PPE  
	PPE  
	E-mail to Departments

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	5
	Prepare the Asset Count Template for "First-time Full Asset Count - Non-Movable Assets", that consists of the following minimum information:
· Town;
· Location;
· Plot number;
· Deeds number;
· Name of registered owner;
· Date of construction;
· Asset code;
· Description;
· Asset type;
· Department within municipality;
· Asset usage;
· Condition;
· Custodian of asset;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Date of asset count;
· Confirmation from Custodian that asset exist and asset count was performed accurately and includes all assets; and
· Confirmation from employee performing the asset count, that asset exists and asset count was performed accurately and includes all assets.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	PA
	PA
	 
	VA
	 
	 
	 
	 
	 
	GRAP 17 
	PPE  
	PPE  
	 

	6
	Obtain list from the Deeds Office of all properties registered in the name of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17 
	PPE  
	PPE  
	List from Deeds Office

	7
	Obtain list from the Valuation Roll of all properties registered in the name of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17 
	PPE  
	PPE  
	List from Valuation Roll

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	8
	Obtain list of all properties in the Asset Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	9
	Reconcile list from the Deeds Office with list from the Valuation Roll.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17 
	PPE  
	PPE  
	Reconciliation between Deeds Office and Valuation Roll

	10
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	11
	Document reasons for differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	12
	Prepare a list of all properties under the control of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	13
	Reconcile the list with properties in the Asset Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	Reconciliation between property list and Asset Register

	14
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	15
	Document reasons for differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	16
	Prepare a final list of all properties under the control of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 17 
	PPE  
	PPE  
	 

	17
	Inspect all property under the control of the municipality and determine their usage.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	18
	Inspect all property under the control of the municipality and assess condition of the asset, based on hierarchy in the Asset Management Policy.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	19
	Obtain values from a Registered Valuer for all property under the control of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	Values Report

	20
	Prepare a Property Register, with values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	Property Register

	21
	Send the Property Register with values to the Finance Committee.
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	Property Register

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	22
	The Finance Committee approve the Property Register.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 17 
	PPE  
	PPE  
	 

	23
	Send approved Property Register to the Accountant:  Assets.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	24
	Send condition rating of all properties in the Property Register to the Accountant:  Assets.
	 
	 
	 
	VA
	PA
	 
	 
	RA
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	25
	Calculate backlog depreciation on properties.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	Calculations

	26
	Update the Asset Register with information in the Property Register and calculations of back-log depreciation, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	27
	Capture journals on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	 
	RA
	 
	 
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	28
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 17
	PPE  
	PPE  
	Asset Register Reconciliation

	29
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	30
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	31
	File list of "properties not previously recognised" with audit trail of transfer-in assets, for future reference.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	32
	Perform the Test Depreciation Run, by using all segments of mSCOA segments.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	33
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	34
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	35
	Perform the Depreciation Run, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	Depreciation Run

	36
	Reconcile depreciation in the Asset Register with depreciation in the General Ledger, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	37
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 17
	PPE  
	PPE  
	Asset Register Reconciliation

	38
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	39
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	40
	Start transfer process for property not registered in the name of the municipality.
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	41
	Prepare a list of all deviations from asset count procedures.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	List of Deviations

	42
	Submit list of all deviations to the Municipal Manager.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 17
	PPE  
	PPE  
	 



















	
	Procedures for performing an Asset Count of Immovable Assets (First-time full Asset Count) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
MTP
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing an Asset Count of Immovable Assets (First-time full Asset Count) approved by:

	
	
	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 







[bookmark: _Toc486502319]8.3.2.4	Procedures for performing an Asset Count of Immovable Assets (Annual Asset Count)

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Develop Asset Count Procedures that indicates the following:
· Roles and responsibilities of all involved in the asset count;
· Employees conducting the asset count;
· Time Schedule of asset count
· Procedures to be performed during the asset count, including method of counting;
· Procedures for assets not previously included in asset register;
· Method of determining remaining useful life (RUL);
· Procedures to identify any indication of impairment;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
 
 
	· Procedures how to document description of asset (type, usage);
· Follow-up procedures after asset count, if needed; and
· Action to be taken if procedures are not adhered to.
	 
 
 
	 
 
 
	 
 
PA
	 
 
PA
	 
 
 
	 
 
RA
	 
 
RA
	 
 
 
	 
 
 Asset Management Policy
	 
 
GRAP 17 
	 
 
PPE  
	 
 
PPE  
	 
 
Asset Count Procedures

	2
	Submit asset count procedures to the HOD meeting.
	 
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 GRAP 17
	PPE  
	PPE  
	 

	3
	Approve asset count procedures at the HOD meeting
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 GRAP 17
	PPE  
	PPE  
	Minutes of HOD Meeting

	4
	Inform other departments of asset count in writing.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	E-mail to Departments

	5
	Prepare the Asset Count Template for "Annual Asset Count - Non-Movable Assets", that consists of the following minimum information:
· Town;
· Location;
· Plot number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Deeds number;
· Name of registered owner;
· Date of construction;
· Asset code;
· Description;
· Asset type;
· Department within municipality;
· Asset usage;
· Condition;
· Custodian of asset;
· Date of asset count;
· Confirmation from custodian that asset exist and asset count was performed accurately and includes all assets; and
· Confirmation from employee performing the asset count, that asset exists and asset count was performed accurately and includes all assets.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	

	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	PA
	PA
	 
	VA
	 
	 
	 
	GRAP 17 
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	6
	Obtain list from the Deeds Office of all properties registered in the name of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	List from Deeds Office

	7
	Obtain list from the Valuation Roll of all properties registered in the name of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	List from Valuation Roll

	8
	Reconcile list from the Deeds Office with the Property Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	Reconciliation between Deeds Office and Property Register

	9
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	10
	Document reasons for differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	11
	Reconcile list from Valuation Roll with the Property Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 MFMA
S 63
	 GRAP 17
	PPE  
	PPE  
	Reconciliation between Valuation Roll and Property Register

	12
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	13
	Document reasons for differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	14
	Inspect all property in the Property register and confirm their usage and location.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	15
	Inspect all property in the Property Register and assess condition of the asset, based on hierarchy in the Asset Management Policy.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	16
	Obtain values from a Registered Valuer for all property under the control of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	Values Report

	17
	Update the Property Register with registered owner, values, usage of property and condition of property.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	18
	Prepare the "Asset Transfer Form", with all segments of mSCOA, for all property of which usage has changed during the year.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	19
	Send the updated Property Register with summary of all changes during the year to the Accountant:  Assets
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	20
	Send the "Asset Transfer Forms", for all property of which usage has changed during the year, to the Accountant:  Assets.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	21
	Review the "Asset Transfer Form" and ensure that all land and buildings acquired for resale or distribution has been:
· classified as inventory; and 
· are valued at the lower of cost or net realisable value.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	GRAP 17 
	PPE  
	PPE  
	 

	22
	Update the Assets Register with all asset transfers, by using segments of mSCOA.
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	23
	Capture journals on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	 
	RA
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	24
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	MFMA
S 63 
	 GRAP 17
	PPE  
	PPE  
	Asset Register Reconciliation

	25
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	26
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	27
	File list of "Asset Transfers" with audit trail of transfers, for future reference.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	28
	Reconcile the Property Register with the Asset Register.
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	MFMA
S 63 
	 GRAP 17
	PPE  
	PPE  
	 

	29
	Investigate any differences.
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	30
	Document reasons for differences.
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	31
	Capture journals for properties not previously recognised on the financial system, by using segment of mSCOA.
	PA
	 
	 
	VA
	 
	RA
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	32
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	MFMA
S 63  
	 GRAP 17
	PPE  
	PPE  
	Asset Register Reconciliation

	33
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	34
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	35
	File list of "properties not previously recognised" with audit trail of transfer-in assets, for future reference.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	36
	Capture journals for properties disposed during the year on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	 
	RA
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	37
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	MFMA
S 63  
	GRAP 17 
	PPE  
	PPE  
	Asset Register Reconciliation

	38
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 17 
	PPE  
	PPE  
	 

	39
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	40
	File list of "properties disposed" with audit trail of disposals, for future reference.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	41
	Capture journals for properties carried at revaluation cost on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	 
	RA
	 
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 Revaluation Journal

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	42
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	MFMA
S 63  
	 GRAP 17
	PPE  
	PPE  
	Asset Register Reconciliation

	43
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	44
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	45
	File list of "revaluation adjustments" with audit trail of adjustments, for future reference.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	46
	Perform the Test Depreciation Run, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	47
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	48
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	49
	Perform the Depreciation Run, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	Depreciation Run

	50
	Reconcile depreciation in the Asset Register with depreciation in the General Ledger, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	51
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	MFMA
S 63  
	 GRAP 17
	PPE  
	PPE  
	Asset Register Reconciliation

	52
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	53
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 17
	PPE  
	PPE  
	 

	54
	Start transfer process for property not registered in the name of the municipality.
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	GRAP 17
	PPE  
	PPE  
	 

	55
	Prepare a list of all deviations from asset count procedures.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 17
	PPE  
	PPE  
	List of Deviations

	56
	Submit list of all deviations to the Municipal Manager.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	GRAP 17
	PPE  
	PPE  
	 








	
	Procedures for performing an Asset Count of Immovable Assets (Annual Asset Count) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
MTP
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing an Asset Count of Immovable Assets (Annual Asset Count) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
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This section deals with procedures for transfer of assets within municipality.	

	
Staff members involved in procedures
	
DC		Data Capturer
CA		Clerk:  Assets
CCA		Chief Clerk:  Assets
AA		Accountant:  Assets
MIT		Manager:  Information Systems
MPMU	Manager:  Project Management Unit
MTP		Manager:  Town Planning
HAE		Head:  Assets and Expenditure
HOD		Heads of other Departments within Municipality
CFO		Chief Financial Officer
MM		Municipal Manager
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	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	
1
	
Complete the "Asset Transfer" form.
	 
	 
	VD
	VD
	PD
	 
	 
	 
	 
	 GRAP 17
	PPE 
	PPE  
	Asset Transfer Form

	2
	Document the following on the "Asset Transfer" form:
· Date of transfer;
· Previous room number;
· Location of previous room number;
· Current custodian of asset;
· New room number;
· Location of new room number;
· New custodian of asset;
· Asset number;
· Barcode number;
· GIS number;
· Serial number;
	 
 
 
 
 
 
 
 
 
 
 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Condition of asset;
· Confirmation from previous Custodian that asset was transferred;
· Confirmation from new custodian that asset was received; and
· All segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	VD
	VD
	PD
	 
	 
	 
	 Asset
Management
Policy
	GRAP 17
	PPE 
	PPE  
	Asset Transfer Form

	3
	Manager of each section approve asset transfer.
	 
	 
	VD
	VD
	PD
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	 

	4
	Send the "Asset Transfer Form” to the Chief Clerk:  Assets.
	 
	 
	VD
	VD
	PD
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	 

	5
	Review the "Asset Transfer Form” and update fields if needed.
	 
	 
	PD
	VW
	 
	RM
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	 

	6
	Update the Asset Register, including all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	Asset Transfer Form

	7
	File list of asset transfers with audit trail of transfers, for future reference.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 17
	PPE 
	PPE  
	Audit Trail






	
	Procedures for transfer of Property, Plant and Equipment within the Municipality accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for transfer of Property, Plant and Equipment within the Municipality approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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This section deals with procedures for impairment of assets.	

	
Staff members involved in procedures
	
DC		Data Capturer
CA		Clerk:  Assets
CCA		Chief Clerk:  Assets
AA		Accountant:  Assets
MTP		Manager:  Town Planning
HAE		Head:  Assets and Expenditure
CFO		Chief Financial Officer
MM		Municipal Manager
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	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Identify any indication of impairment by using examples as set out in GRAP 21 Impairments of Non-Cash Generating Assets and GRAP 26 Impairment of Cash Generating Assets.
	 
	PM
	PM
	VM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	Asset Counts

	2
	Send list of all impairments to the Accountant:  Assets.
	 
	PM
	PM
	VM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	 

	3
	Review indication of impairments and determine if there is actually an indication of impairment.  Consult with other departments.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	 

	4
	Determine if the asset is a cash-generating asset of non-cash generating asset, by using decision trees in GRAP 21 Impairments of Non-Cash Generating Assets and GRAP 26 Impairment of Cash Generating Assets, as guidance.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	Impairment Calculations

	5
	Calculate the recoverable service amount for non-cash generating assets.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
	PPE 
	PPE 
	Impairment Calculations

	6
	Calculate the recoverable amount for cash generating assets.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	
GRAP 26
	PPE 
	PPE 
	Impairment Calculations

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	7
	Obtain carrying value of assets from the Asset Register.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	Impairment Calculations

	8
	Calculate impairment.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	Impairment Calculations

	9
	Determine whether the asset had prior year impairments or reversal of impairments.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	 

	10
	Update the Asset Register with impairment, by using all segments of mSCOA.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	 

	11
	Capture journals for impairments on the financial system, by using all segments of mSCOA.
	PM
	 
	 
	VM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	 

	12
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 MFMA
S 63
	GRAP 21
GRAP 26
	PPE 
	PPE 
	 

	13
	Investigate any differences
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	14
	Correct any differences
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	 

	15
	File list of Impairments with audit trail of impairments for future reference.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	PPE 
	PPE 
	Impairment Calculations




















	
	Procedures for the impairment of Property, Plant and Equipment accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the impairment of Property, Plant and Equipment approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
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The accounting officer of a municipality must take all reasonable steps, in terms of section 63(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:	
	
a)	The municipality has and maintains a management, accounting and information system that accounts for the assets of the municipality;											
b)	The municipality's assets are valued in accordance with standards of generally recognised accounting practice; and											
c)	The municipality has and maintains a system of internal control of assets, including an asset register, as may be prescribed.				
											
This section deals with the disposal of assets.												
										
Staff members involved in procedures
											
DC		Data Capturer	
CA		Clerk:  Assets	
CCA		Chief Clerk:  Assets
AA		Accountant:  Assets
MIT		Manager:  Information Systems
MPMU	Manager:  Project Management Unit
HAE		Head:  Assets and Expenditure
HBTO	Head:  Budget and Treasury
HOD		Heads of other Departments within Municipality
CFO		Chief Financial Officer
MM		Municipal Manager
FC		Finance Committee (can also be Executive Committee)
C		Council											
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	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Maintain a list of all obsolete assets in asset store.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	List of obsolete assets

	2
	Identify the need for an auction.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	3
	Send list of all obsolete items in asset store to the Heads of Departments.  The list should include all segments of mSCOA.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	List of obsolete assets

	4
	Request the Heads of Departments to indicate the following:
· Which assets on the list can be sold;
· Any additional items that they would like to dispose.
· Assets to be sold are no longer needed to perform minimum level of basic municipal services;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	· 
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	5
	The Head of Department update disposal list.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	List of obsolete assets

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	6
	The Head of Department sign list of disposals.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	7
	The Head of Department send disposal list to Chief Clerk:  Assets
	 
	VA
	 
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	8
	Consolidate all lists of disposals.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	Consolidated list of obsolete assets

	9
	Verify items on disposal list with the Asset Register.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	10
	Confirm that all assets are written-off to an amount representative of the economic benefits the municipality expects to receive from the sale, by using all segments of mSCOA.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	11
	Submit list of write-offs to the Accountant:  Assets.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	Write-off List

	12
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 MFMA
S 63
	GRAP 17
	PPE
	PPE
	 

	13
	Investigate any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	14
	Correct any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	15
	File list of write-offs with audit trail of write-offs, for future reference.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	Write-off List

	16
	Request inputs from the National and Provincial Treasury for all non-exempt assets to be transferred or disposed.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	17
	Submit a list of items to be sold to the Finance Committee.
Insert an information statement if there are any non-exempt capital assets on the list that needs to be transferred or disposed.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	18
	The Finance Committee investigate items on list by taking into account the provisions of section 14 of the MFMA:
· The fair market value of the asset;
· The economic and community value to be received in exchange for the asset;
· The asset is no longer needed to provide the minimum level of basic municipal services; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Recommendations from National and Provincial Treasury for all non-exempt assets to be transferred or disposed.
	 
	 
	 
	 
	VA
	VA
	VA
	PA
	PA
	MFMA
S 14 
	GRAP 17
	PPE
	PPE
	 

	19
	The Finance Committee approve that items on list may be sold.  Specific, individual approval is needed where:
· An individual capital asset exceeded R50m;
· Individual capital asset exceeded 1% of the total value of the capital assets as determined from the latest audited AFS; 
· An amount determined in the Asset Management Policy (if less than R50m or 1%).
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	
	 
	 
	 
	 
	VA
	VA
	VA
	PA
	PA
	MFMA
S 14  
	GRAP 17
	PPE
	PPE
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	20
	For all non-exempt capital assets that are going to be transferred or disposed:
· Advertise in local newspapers the intention to transfer or dispose non-exempt assets;
· Invite, at least 60 days before council meeting, the local community and other interest parties to submit comments or recommendations;
· Prepare a summary of all comments and recommendations received;
· Submit summary of all comments and recommendations to Council;
· Invite local community and other interest parties to attend Council Meeting; and
· Council approves all non-exempt assets to be transferred or disposed.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
 
PPE
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 

	 
	· 
	 
	 
	 
	 
	PA
	VA
	RA
	PA
	PA
	MFMA
S 14  
	 GRAP 17
	
	PPE
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	21
	For all assets in excess of R10m for which council approved a right to use, control or manage:
· Council must consider if the capital asset may be required by the municipality during the period for which the right is to be granted;
· Council must consider if any significant economic or financial benefit will be received;
· Council must consider any risks and rewards relating to the granting of the right or use of non-exempt assets;
· Comments or representations received from local community and other interested persons.
· Any other compliance with applicable legislation.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
 
 
 
PPE
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
 
 
PPE
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	 

	 
	
	 
	 
	 
	 
	 VA
	VA
	VA
	PA
	PA
	 
	GRAP 17
	
	
	 

	22
	Follow the Supply Chain Management Procedures to hold auction.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	23
	Advertise auction in newspapers and on municipal website.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	24
	Request the Manager:  Information Systems to remove all hardware and software from computers, before they are sold at an auction.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	25
	Request the Manager:  Information Systems to remove all hardware and software from computers, before they are donated.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	26
	Hold auction.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	27
	Receive letter from the Auctioneer, indicating proceeds of auction, commission paid and items sold.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	Letter from Auctioneer

	28
	Write-off all assets that were sold, to R0 in the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	29
	Submit list of write-offs to the Accountant:  Assets.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	Write-off List

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	30
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	MFMA
S 63 
	GRAP 17
	PPE
	PPE
	 

	31
	Investigate any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	32
	Correct any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	33
	File list of write-offs with audit trail of write-offs, for future reference.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	Write-off List

	34
	Capture journals for sale of asset on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	35
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	MFMA
S 63  
	GRAP 17
	PPE
	PPE
	Asset Register Reconciliation

	36
	Investigate any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	37
	Correct any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	38
	Prepare a report of all assets that were sold.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17 
	PPE
	PPE
	Report of Assets Sold

	39
	Submit report to the Finance Committee, indicating all items that were sold and proceeds at auction.
	 
	 
	
	 
	PA
	VA
	VA
	RA
	RA
	 
	GRAP 17 
	PPE
	PPE
	Report of Assets Sold

	40
	Place on the municipal website an information statement containing a list of assets that have been disposed.
	 
	 
	
	
	PA
	VA
	VA
	RA
	RA
	 
	GRAP 17 
	PPE
	PPE
	Information statement on website















	

	Procedures for Disposal of Property, Plant and Equipment (Movable Assets) accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Disposal of Property, Plant and Equipment (Movable Assets) approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 








[bookmark: _Toc486502326]8.3.5.2	Procedures for Disposal of Property, Plant and Equipment (Immovable Assets)

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Identify the need for an auction.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	2
	Request the Manager:  Town Planning to identify property that can be sold and to indicate that property is no longer needed to provide the minimum level of basic municipal services.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	3
	The Manager:  Town Planning sends list of properties to the Chief Clerk:  Assets
	 
	VA
	 
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	4
	Verify items on disposal list with the Asset Register.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	5
	Request inputs from the National and Provincial Treasury for all non-exempt assets to be transferred or disposed.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 17
	PPE
	PPE
	 

	6
	Submit a list of properties to be sold to the Finance Committee.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	7
	The Finance Committee investigate items on list by taken into account the provisions of section 14 of the MFMA:
· The fair market value of the asset;
· The economic and community value to be received in exchange for the asset;
· The asset is no longer needed to provide the minimum level of basic municipal services; and
· Recommendations from National and Provincial Treasury for all non-exempt assets to be transferred or disposed.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	VA
	VA
	VA
	PA
	RA
	 
	GRAP 17 
	PPE
	PPE
	 

	
8
	The Finance Committee approve that items on list may be sold.  Specific, individual approval is needed where:
· An individual capital asset exceeded R50m;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Individual capital asset exceeded 1% of the total value of the capital assets as determined from the latest audited AFS; 
· An amount determined in the Asset Management Policy (if less than R50m or 1%).
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	VA
	VA
	VA
	PA
	RA
	 
	 GRAP 17
	PPE
	PPE
	 

	9
	For all non-exempt capital assets that are going to be transferred or disposed:
· Advertise in local newspapers the intention to transfer or dispose non-exempt assets;
· Invite, at least 60 days before council meeting, the local community and other interest parties to submit comments or recommendations.
· Prepare a summary of all comments and recommendations received;
· Submit summary of all comments and recommendations to Council;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	
 
	· Invite local community and other interest parties to attend Council Meeting;
· Council approves all non-exempt assets to be transferred of disposed.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	PA
	VA
	VA
	PA
	RA
	 
	GRAP 17 
	PPE
	PPE
	 

	10

	For all assets in excess of R10m for which council approved a right to use, control or manage:
· Council must consider if the capital asset may be required by the municipality during the period for which the right is to be granted;
· Council must consider if any significant economic or financial benefit will be received;
· Council must consider any risks and rewards relating to the granting of the right or use of non-exempt assets;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Comments or representations received from local community and other interest persons.
· Any other compliance with applicable legislation.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	VA
	VA
	VA
	PA
	PA
	 
	GRAP 17
	PPE
	PPE
	 

	11
	Follow the Supply Chain Management Procedures to hold auction.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	12
	Advertise auction in newspapers and on the municipal website.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	13
	Hold auction.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	14
	Receive letter from the Auctioneer, indicating proceeds of auction, commission paid and items sold.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 17
	PPE
	PPE
	Letter from Auctioneer

	15
	Write-off all assets that were sold, to R0 in the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	16
	Submit list of write-offs to the Accountant:  Assets.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	Write-off List

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	17
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	18
	Investigate any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	19
	Correct any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	20
	File list of write-offs with audit trail of write-offs, for future reference.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	Write-off List

	21
	Capture journals for sale of asset on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	22
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	Asset Register Reconciliation

	23
	Investigate any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	24
	Correct any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	25
	Send list of properties sold to the Manager:  Town Planning
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	26
	The Manager:  Town Planning update the Property Register.
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	 

	27
	Prepare a report of all assets that were sold.
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 17
	PPE
	PPE
	Report of Assets Sold

	28
	Submit report to the Finance Committee, indicating all items that were sold and proceeds at auction.
	 
	 
	
	
	PA
	VA
	RA
	VA
	 
	 
	GRAP 17
	PPE
	PPE
	Report of Assets Sold

	29
	Place on the municipal website an information statement containing a list of assets that have been disposed.
	 
	 
	
	
	PA
	VA
	RA
	VA
	 
	 
	GRAP 17
	PPE
	PPE
	Information statement on website










	
	Procedures for Disposal of Property, Plant and Equipment (Immovable Assets) accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Disposal of Property, Plant and Equipment (Immovable Assets) approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502327]8.3.6	Procedures for Monthly Meetings (Property, Plant and Equipment)

	No
	Procedure
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item 
	KPI

	1
	CFO holds monthly meeting with the Accountant Assets and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	GRAP 17
	PPE
	PPE
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	GRAP 17
	PPE
	PPE
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	GRAP 17
	PPE
	PPE
	Number of pre-audit checklists per year.









	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Property, Plant and Equipment) accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Property, Plant and Equipment) approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502328]8.4	INVESTMENT PROPERTY

Investment property is property (land or a building – or part of a building – or both) held (by the owner or by the lessee under a finance lease) to earn rentals or for capital appreciation or both, rather than for:																
a)	Use in the production or supply of goods or services or for administrative purposes; or										
b)	Sale in the ordinary course of operations.									
										
Staff members involved in procedures											
DC		Data Capturer	
CA		Clerk:  Assets	
CCA		Chief Clerk:  Assets
GIS		GIS Technician
AA		Accountant:  Assets
MIT		Manager:  Information Systems
MPMU	Manager:  Project Management Unit	
MTP		Manager:  Town Planning
HAE		Head:  Assets and Expenditure
HBTO	Head:  Budget and Treasury
HOD		Heads of other Departments within Municipality
CFO		Chief Financial Officer
MM		Municipal Manager
FC		Finance Committee (can also be Executive Committee)
C  		Council
										




















STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES
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[bookmark: _Toc486502329]8.4.1	Acquisitions

This section deals with the construction of investment property.
	
[bookmark: _Toc486502330]8.4.1.1	Procedures for Construction of Investment Property

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Manager:  Town Planning
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Follow the normal Supply Chain Management procedures (SCM).
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	2
	The Project Management Unit manage project
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	3
	Sign that work was performed as per Service-Level Agreement.
	 
	 
	 
	 
	VD
	PD
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	4
	Sign invoice that goods were received in good order and supplier can be paid.
	 
	 
	 
	 
	VD
	PD
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	5
	Send invoice to the Creditors Department.
	 
	 
	 
	 
	VD
	PD
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Manager:  Town Planning
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	6
	The Creditors Department follow normal payment procedures.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	7
	Complete "Asset Acquisition Form" that consists of the following minimum information:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset make/model;
· Asset colour;
· Units;
· Department within municipality;
· Serial number;
· Registration number;
· Condition;
· Custodian of asset;
· Estimate useful life
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Manager:  Town Planning
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Start depreciation date;
· New/Renewal asset;
· Project number;
· Line-item;
· GPS coordinates of project;
· Indicate if project is still in progress or completed;
· Subsequent measurement method of asset;
· If asset must be separately insured; and
· All other segments of mSCOA.
	 
	 
	 
	 
	 
 
 
 
 
 
VD
	 
 
 
 
 
 
PD
	 
	 
	 
	 
	 
	 
	 
 
 
 
 
 
IP
	 

	 
	· 
	 
	 
	 
	 
	
	
	 
 
 
 
 
RM
	 
	 
	 
	 
	 
 
 
 
 
IP
	
	 
 
 
 
 
Asset Acquisition Form

	 
	· 
	 
	 
	 
	 
	
	
	
	 
	 
	 
	 
	
	
	

	 
	· 
	 
	 
	 
	 
	
	
	
	 
	 
	 
	 
	
	
	

	 
 
 
	· 
	 
	 
	 
	 
	
	
	
	 
	 
	 
	 
	
	
	

	
	· 
	 
	 
	 
	 
	
	
	
	 
	 
	 
	 
	
	
	

	
	· 
	 
	 
	 
	 
	
	
	
	 
	 
	 
	GRAP 16 
	
	
	

	8
	FOR PROJECTS STILL UNDER CONSTRUCTION:  Send the "Asset Acquisition Form", with copy of payment certificate to the Chief Clerk:  Assets.
	 
	 
	 
	 
	VD
	PD
	RM
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	9
	Verify information on the "Asset Acquisition Form".
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	
No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Manager:  Town Planning
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	10
	Capture asset in the Work-in-progress Register by documenting all information on payment certificate, and by using all segments of mSCOA.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	11
	Prepare a monthly list of all work-in-progress.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	Monthly list of work in progress

	12
	Submit monthly list of work-in-progress to the Accountant:  Assets.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	13
	Reconcile the Work-in-progress Register with the General Ledger.  Pay special attention to all segments of mSCOA.  
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	MFMA
S 63 
	GRAP 16
	IP
	IP
	Asset Register Reconciliation

	14
	Investigate any differences.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	15
	Correct any differences.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	16
	File list of work-in-progress, with audit trail of acquisitions, for future reference.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	Monthly list of work in progress

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Manager:  Town Planning
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	17
	FOR COMPLETED PROJECTS:  Complete the "Asset Acquisition Form" for completed project.
	 
	 
	 
	VD
	 
	PD
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	18
	Document unbundled items on the "Asset Acquisition Form".  Use all segments of mSCOA.
	 
	 
	 
	VD
	 
	PD
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	Asset Acquisition Form

	19
	Send the "Asset Acquisition Form", with final Bill of Quantities, final As-Built Drawings, Completion Certificate and associated special Information to the Chief Clerk:  Assets
	 
	 
	 
	VD
	 
	PD
	RM
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	20
	Verify information on the "Asset Acquisition Form".
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	 
	GRAP 16 
	IP
	IP
	Asset Acquisition Form

	21
	Confirm, for reasonability that expected useful life of asset agrees with the Asset Management Policy.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	22
	Reconcile work-in-progress with unbundled items.  
	 
	PD
	VW
	 
	RW
	 
	RM
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	23
	Update the Property Register.
	 
	 
	 
	 
	PW
	 
	RW
	 
	 
	 
	 GRAP 16
	IP
	IP
	GIS Maps

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Manager:  Town Planning
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	24
	Capture asset on the Asset Register, by using all segments of mSCOA.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	25
	Prepare list of all acquisitions, using all segments of mSCOA.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	 
	 GRAP 16
	IP
	IP
	Monthly list of acquisitions

	26
	Submit monthly list of acquisitions to the Accountant:  Assets.
	 
	 
	PD
	 
	VD
	 
	RM
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	27
	Capture journals for transfer of work-in-progress on the financial system, by using all segments of mSCOA.
	PD
	 
	 
	 
	VD
	 
	RD
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	28
	Reconcile the Asset Register and the Work-in-progress Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	MFMA
S 63 
	GRAP 16
	IP
	IP
	Asset Register Reconciliation

	29
	Investigate any differences.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	30
	Correct any differences.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	31
	File list of acquisitions with audit trail of acquisitions, for future reference.
	 
	 
	 
	 
	PM
	 
	RM
	 
	 
	 
	GRAP 16
	IP
	IP
	Monthly list of acquisitions

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Manager:  Town Planning
	Accountant:  Assets
	Manager:  Project Management Unit
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	33
	Submit monthly financial reports in terms of actual versus budget spend to the CFO and other appropriate officials.
	 
	 
	 
	 
	PM
	 
	VM
	RM
	 
	 
	GRAP 16
	IP
	IP
	Monthly Reports

















	
	Procedures for Construction of Investment Property Assets accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
GIS
	 
	 
	 

	
AA
	 
	 
	 

	
MPMU
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Construction of Investment Property approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 






[bookmark: _Toc486502331]8.4.2	Asset Count

This section deals with procedures for first complete asset count and subsequent asset counts of Investment Property.									
[bookmark: _Toc486502332]8.4.2.1	Procedures for performing an Asset Count of Investment Property (First-time full Asset Count)

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Develop Asset Count Procedures that indicates the following:
· Roles and responsibilities of all involved in the asset count;
· Employees conducting the asset count;
· Time schedule of asset count;
· Procedures to be performed during the asset count, including method of counting;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Procedures for assets not previously included in asset register;
· Method of determining remaining useful life;
· Procedures to identify any indication of impairment;
· Procedures how to document description of asset (type, usage);
· Follow-up procedures after asset count, if needed;
· Action to be taken if procedures are not adhered to.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	PA
	PA
	 
	RA
	RA
	 
	 
	 
	Asset
Management
Policy
	GRAP 16
	IP
	IP
	Asset Count Procedures

	2
	Submit asset count procedures to the HOD meeting.
	 
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	3
	Approve asset count procedures at the HOD meeting.
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 
	 
	GRAP 16
	IP
	IP
	Minutes of HOD Meeting

	4
	Inform other departments of asset count in writing.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	E-mail to Departments

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	
5
	Prepare the Asset Count Template for "First-time Full Asset Count - Investment Property", that consists of the following minimum information:
· Town;
· Location;
· Plot number;
· Deeds number;
· Name of registered owner;
· Date of construction;
· Asset code;
· Description;
· Asset type;
· Department within Municipality;
· Asset usage;
· Condition;
· Custodian of asset;
· Date of asset count;
· GPS coordinates;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	
 
	· Confirmation from custodian that asset exist and asset count was performed accurately and include all assets; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Confirmation from employee performing the asset count, that asset exist and asset count was performed accurately and include all assets.
	 
	 
	PA
	PA
	 
	VA
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	6
	Obtain list from the Deeds Office of all properties registered in the name of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	List from Deeds Office

	7
	Obtain list from the Valuation Roll of all properties registered in the name of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	List from Valuation Roll

	8
	Obtain list of all properties in the Asset Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	9
	Reconcile list from the Deeds Office with list from the Valuation Roll.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	Reconciliation between Deeds Office and Valuation Roll

	10
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	11
	Document reasons for differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	12
	Prepare a list of all properties under the control of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	13
	Reconcile list with properties in the Asset Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	Reconciliation between property list and Asset Register

	14
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	15
	Document reasons for differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	16
	Prepare a final list of all properties under the control of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	17
	Inspect all property under the control of the municipality and determine their usage.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	18
	Inspect all property under the control of the municipality and assess condition of the asset, based on hierarchy in the Asset Management Policy.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	19
	Obtain values from a Registered Valuer for all property under the control of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	Values Report

	20
	Prepare a Property Register, with values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	Property Register

	21
	Send the Property Register values to the Finance Committee.
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 GRAP 16
	IP
	IP
	Property Register

	22
	The Finance Committee approve the Property Register.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 GRAP 16
	IP
	IP
	 

	23
	Send approved Property Register to the Accountant:  Assets.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	24
	Send condition rating of all properties in the Property Register to the Accountant:  Assets
	 
	 
	 
	VA
	PA
	 
	 
	RA
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	25
	Calculate backlog depreciation on properties.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	Backlog depreciation calculations

	26
	Update the Asset Register with information in the Property Register and calculations of back-log depreciation, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	27
	Capture journals for properties not previously recognised on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	28
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 16
	IP
	IP
	Asset Register Reconciliation

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	29
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	30
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	31
	File list of "properties not previously recognised" with audit trail of transfer-in assets, for future reference.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	32
	Perform the Test Depreciation Run by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	33
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	34
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	35
	Perform the Depreciation Run by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	Report of Depreciation Run

	36
	Reconcile depreciation in the Asset Register with depreciation in the General Ledger, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	37
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	MFMA
S 63  
	GRAP 16
	IP
	IP
	Asset Register Reconciliation

	38
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	39
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	40
	Start transfer process for property not registered in the name of the municipality.
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	41
	Prepare a list of all deviations from asset count procedures.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	List of Deviations

	42
	Submit list of all deviations to the Municipal Manager.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 16
	IP
	IP
	 






	
	Procedures for performing an Asset Count of Investment Property (First-time full Asset Count) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
MTP
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing an Asset Count of Investment Property (First-time full Asset Count) accepted by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 







[bookmark: _Toc486502333]8.4.2.2	Procedures for performing an Asset Count of Investment Property (Annual Asset Count)

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Develop Asset Count Procedures that indicates the following:
· Roles and responsibilities of all involved in the asset count;
· Employees conducting the asset count;
· Time schedule of asset count;
· Procedures to be performed during the asset count, including method of counting;
· Procedures for assets not previously included in asset register;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	

	· Method of determining remaining useful life (RUL);
· Procedures to identify any indication of impairment;
· Procedures how to document description of asset (type, usage);
· Follow-up procedures after asset count, if needed; and 
· Action to be taken if procedures are not adhered to.
	 
	 
	 
	 
	 
	 
	 
	 
	 
 
 
 
Asset
Management
Policy 
	 
	 
	 
	 
 
 
 
Asset Count Procedures

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	· 
	 
	 
	PA
	PA
	 
	RA
	RA
	 
	
	GRAP 16
	IP
	IP
	

	2
	Submit asset count procedures to the HOD meeting.
	 
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	GRAP 16
	IP
	IP
	 

	3
	Approve asset count procedures at the HOD meeting
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 16
	IP
	IP
	Minutes of HOD Meeting

	4
	Inform other departments of asset count in writing.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	 
	GRAP 16
	IP
	IP
	E-mail to Departments

	5
	Prepare asset count template for "Annual Asset Count - Investment Property", that consists of the following minimum information:
· Town;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Location;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Plot number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Deeds number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Name of registered owner;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Date of construction;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Asset code;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Description;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Asset type;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Department within municipality;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Asset usage;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Condition;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Custodian of asset;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Date of asset count;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· GPS coordinates;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Confirmation from custodian that asset exist and asset count was performed accurately and includes all assets; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Confirmation from employee performing the asset count, that asset exists and asset count was performed accurately and includes all assets.
	 
	 
	PA
	PA
	 
	VA
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	6
	Obtain list from the Deeds Office of all properties registered in the name of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 16
	IP
	IP
	List from Deeds Office

	7
	Obtain list from the Valuation Roll of all properties registered in the name of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 16 
	IP
	IP
	List from Valuation Roll

	8
	Reconcile list from the Deeds Office with the Property Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 16
	IP
	IP
	Reconciliation between Deeds Office and Property Register

	9
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 16
	IP
	IP
	 

	10
	Document reasons for differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 16 
	IP
	IP
	 

	11
	Reconcile list from the Valuation Roll with the Property Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 16
	IP
	IP
	Reconciliation between Valuation Roll and Property Register

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	12
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	13
	Document reasons for differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	14
	Inspect all property in the Property Register and confirm their usage.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	15
	Inspect all property in the Property Register and assess condition of the asset, based on hierarchy in the Asset Management Policy.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	16
	Obtain values from a Registered Valuer for all property under the control of the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	Values Report

	17
	Update the Property Register with registered owner, values, usage of property and condition of property.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	18
	Prepare the "Asset Transfer Form" for all property of which usage has changed during the year, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	19
	Send the updated Property Register with summary of all changes during the year to the Accountant:  Assets.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	20
	Send all "Asset Transfer Forms", for all property of which usage has changed during the year, to the Accountant:  Assets.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	21
	Update the Asset Register with all asset transfers, by using all segments of mSCOA.
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	22
	Capture journals for asset transfers on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	 
	RA
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	23
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 MFMA
S 63
	GRAP 16
	IP
	IP
	Asset Register Reconciliation

	24
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	25
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	26
	File list of "Asset Transfers" with audit trail of transfers, for future reference.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	27
	Reconcile the Property Register with the Asset Register.
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	28
	Investigate any differences.
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	29
	Document reasons for differences.
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	30
	Capture journals for properties not previously recognised on financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	 
	RA
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	31
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	MFMA
S 63 
	GRAP 16
	IP
	IP
	Asset Register Reconciliation

	32
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	33
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	34
	File list of "properties not previously recognised" with audit trail of transfer-in assets, for future reference.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	35
	Capture journals for properties disposed during the year on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	 
	RA
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	36
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	MFMA
S 63 
	GRAP 16
	IP
	IP
	Asset Register Reconciliation

	37
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	38
	Correct any differences
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	39
	File list of "properties disposed" with audit trail of disposals, for future reference.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	40
	Perform the Test Depreciation Run, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	41
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	42
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	43
	Perform the Depreciation Run, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	Depreciation Run

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	44
	Reconcile depreciation in the Asset Register with depreciation in the General Ledger, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 MFMA
S 63
	GRAP 16
	IP
	IP
	 

	45
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	MFMA
S 63 
	GRAP 16
	IP
	IP
	Asset Register Reconciliation

	46
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	47
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	 

	48
	Start transfer process for property not registered in the name of the municipality.
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	GRAP 16
	IP
	IP
	 

	49
	Prepare a list of all deviations from asset count procedures.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	GRAP 16
	IP
	IP
	List of Deviations

	50
	Submit list of all deviations to the Municipal Manager.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	GRAP 16
	IP
	IP
	 




	
	Procedures for performing an Asset Count of Investment Property (Annual Asset Count) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
MTP
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing an Asset Count of Investment Property (Annual Asset Count) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 







[bookmark: _Toc486502334]8.4.3	Transfers

This section deals with procedures for transfer of assets within municipality.	
								
[bookmark: _Toc486502335]8.4.3.1	Procedures for Transfer of Investment Property within the Municipality

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Complete the "Asset Transfer" form.
	 
	 
	VD
	VD
	PD
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	Asset Transfer Form

	2
	Document the following on the "Asset Transfer" form.
· Date of transfer;
· Previous room number;
· Location of previous room number;
· Current custodian of asset;
· New room number;
· Location of new room number;
· New custodian of asset;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Asset number;
· Barcode number;
· GIS number;
· Serial number;
· Condition of asset;
· Confirmation from previous Custodian that asset was transferred;
· Confirmation from new custodian that asset was received; and
· All segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
 
 
 
 
 
Asset
Management
Policy 
	 
	 
	 
	 
 
 
 
 
 
Asset Transfer Form

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	· 
	 
	 
	VD
	VD
	PD
	 
	 
	 
	
	GRAP 16 
	IP
	IP
	

	3
	Manager of each section approve asset transfer.
	 
	 
	VD
	VD
	PD
	 
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	4
	Send "Asset Transfer Form” to the Chief Clerk:  Assets.
	 
	 
	VD
	VD
	PD
	 
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	5
	Review the "Asset Transfer Form” and update field if needed.
	 
	 
	PD
	VW
	 
	RM
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	6
	Update the Asset Register by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 16 
	IP
	IP
	Asset Transfer Form

	7
	File list of asset transfers with audit trail of transfers, for future reference.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 16 
	IP
	IP
	Audit Trail



	
	Procedures for transfer of Investment Property within the Municipality accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for transfer of Investment Property within the Municipality approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
	 
	 









[bookmark: _Toc486502336]8.4.4	Impairments	

This section deals with procedures for impairment of Investment Property.	
	
[bookmark: _Toc486502337]8.4.4.1	Procedures for Impairment of Investment Property

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Identify any indication of impairment, for investment property carrying at cost, by using examples in GRAP 21 Impairments of Non-Cash Generating Assets and GRAP 26 Impairment of Cash Generating Assets.
	 
	PM
	PM
	VM
	VM
	RM
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	Asset Counts

	2
	Send list of all impairments to the Accountant:  Assets.
	 
	PM
	PM
	VM
	VM
	RM
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	 

	3
	Review indication of impairments and determine if there is actually an indication of impairment.  Consult with other departments.
	 
	 
	 
	PM
	VM
	VA
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	4
	Determine if the asset is a cash-generating asset of non-cash generating asset, by using decision trees in GRAP 21 Impairments of Non-Cash Generating Assets and GRAP 26 Impairment of Cash Generating Assets, as guidance.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	Impairment Calculations

	5
	Calculate the recoverable service amount for non-cash generating assets.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21 
	IP
	IP
	Impairment Calculations

	6
	Calculate the recoverable amount for cash generating assets.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 26 
	IP
	IP
	Impairment Calculations

	7
	Obtain carrying value of assets from asset register.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	Impairment Calculations

	8
	Calculate impairment.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	Impairment Calculations

	9
	Determine whether the asset had prior year impairments or reversal of impairments.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	 

	10
	Update the Asset Register with impairment, by using all segments of mSCOA.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	11
	Capture journals for impairments on the financial system, by using all segments of mSCOA.
	PM
	 
	 
	VM
	 
	RM
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	 

	12
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	 

	13
	Investigate any differences.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	 

	14
	Correct any differences.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	 

	15
	File list of impairments with audit trail of impairments for future reference.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21 GRAP 26 
	IP
	IP
	Impairment Calculations











	
	Procedures for impairment of Investment Property accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for impairment of Investment Property approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502338]8.4.5	Disposals

The accounting officer of a municipality must take all reasonable steps, in terms of section 63(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:											
											
a)	The municipality has and maintains a management, accounting and information system that accounts for the assets of the municipality;											
b)	The municipality's assets are valued in accordance with standards of generally recognised accounting practice; and											
c)	The municipality has and maintains a system of internal control of assets, including an asset register, as may be prescribed.															
This section deals with the disposal of Investment Property.			
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[bookmark: _Toc486502339]8.4.5.1	Procedures for Disposal of Investment Property

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Identify the need for an auction.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	2
	Request the Manager: Town Planning to identify property that can be sold and to indicate that property is no longer needed to provide the minimum level of basic municipal services.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	3
	The Manager:  Town Planning send list of properties to Chief Clerk:  Assets
	 
	VA
	 
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	4
	Verify items on disposal list with the Asset Register.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	5
	Request inputs from the National and Provincial Treasury for all non-exempt assets to be transferred or disposed.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	6
	Submit a list of properties to be sold to the Finance Committee.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	7
	The Finance Committee investigate items on list by taken into account the provisions of section 14 of the MFMA:
· The fair market value of the asset;
· The economic and community value to be received in exchange for the asset;
· The asset is no longer needed to provide the minimum level of basic municipal services; and
· Recommendations from National and Provincial Treasury for all non-exempt assets to be transferred or disposed.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	VA
	VA
	VA
	PA
	VA
	MFMA
S 14 
	GRAP 16 
	IP
	IP
	 

	8
	The Finance Committee approve that items on list may be sold.  Specific, individual approval is needed where:
· An individual capital asset exceeded R50m;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Individual capital asset exceeded 1% of the total value of the capital assets as determined from the latest audited AFS; 
· An amount determined in the Asset Management Policy (if less than R50m or 1%).
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	VA
	VA
	VA
	PA
	VA
	MFMA
S 14  
	 GRAP 16
	IP
	IP
	 

	9
	For all non-exempt capital assets that are going to be transferred or disposed:
· Advertise in local newspapers the intention to transfer or dispose non-exempt assets;
· Invite, at least 60 days before council meeting, the local community and other interest parties to submit comments or recommendations;
· Prepare a summary of all comments and recommendations received;
· Submit summary of all comments and recommendations to Council;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Invite local community and other interest parties to attend Council Meeting; and
· Council approves all non-exempt assets to be transferred of disposed.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	PA
	VA
	VA
	PA
	PA
	MFMA
S 14  
	 GRAP 16
	IP
	IP
	 

	10
	For all assets in excess of R10m for which council approved a right to use, control or manage:
· Council must consider if the capital asset may be required by the municipality during the period for which the right is to be granted;
· Council must consider if any significant economic or financial benefit will be received;
· Council must consider any risks and rewards relating to the granting of the right or use of non-exempt assets;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Comments or representations received from local community and other interest persons; and
· Any other compliance with applicable legislation.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	VA
	VA
	VA
	PA
	PA
	MFMA
S 14  
	GRAP 16 
	IP
	IP
	 

	11
	Follow the Supply Chain Management procedures to hold auction.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	12
	Advertise auction in newspapers and on the municipal website.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	13
	Hold auction.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	14
	Receive letter from the Auctioneer, indicating proceeds of auction, commission paid and items sold.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 16 
	IP
	IP
	Letter from Auctioneer

	15
	Write-off all assets that were sold, to R0 in the Asset register, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 16 
	IP
	IP
	 

	16
	Submit list of write-offs to the Accountant:  Assets.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	GRAP 16 
	IP
	IP
	Write-off List

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	17
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 MFMA
S 63
	GRAP 16
	IP
	IP
	 

	18
	Investigate any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	19
	Correct any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	20
	File list of write-offs with audit trail of write-offs, for future reference.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	Write-off List

	21
	Capture journals for sale of asset on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	22
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 16
	IP
	IP
	Asset Register Reconciliation

	23
	Investigate any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	24
	Correct any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 16
	IP
	IP
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Town Planning
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	25
	Send list of properties sold to the Manager:  Town Planning
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	26
	The Manager:  Town Planning update the Property Register.
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	 

	27
	Prepare report of all assets that were sold.
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 16
	IP
	IP
	Report of Assets Sold

	28
	Submit report to the Finance Committee, indicating all items that were sold and proceeds at auction.
	 
	 
	PA
	VA
	RA
	 
	 
	VA
	 
	 
	 GRAP 16
	IP
	IP
	Report of Assets Sold

	29
	Place on the municipal website an information statement containing a list of assets that have been disposed.
	 
	 
	PA
	VA
	RA
	 
	 
	VA
	 
	 
	 GRAP 16
	IP
	IP
	Information statement on website











	
	Procedures for Disposal of Investment Property accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Disposal of Investment Property approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502340]8.4.6	Procedures for Monthly Meetings (Investment Property)

	No
	Procedure
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	CFO holds monthly meeting with the Accountant Assets and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	 GRAP 16
	IP
	IP
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	GRAP 16 
	IP
	IP
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	GRAP 16 
	IP
	IP
	Number of pre-audit checklists per year.









	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Investment Property) accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Investment Property) approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
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[bookmark: _Toc486502341]8.5	INTANGIBLE ASSETS

An "intangible asset" is an identifiable non-monetary asset without physical substance.											
											
Staff members involved in procedures											
DC		Data Capturer	
CA		Clerk:  Assets	
CCA		Chief Clerk:  Assets
AA		Accountant:  Assets
MIT		Manager:  Information Systems
HAE		Head:  Assets and Expenditure
HBTO	Head:  Budget and Treasury
CFO		Chief Financial Officer
MM		Municipal Manager
HOD		Heads of other Departments within Municipality										
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[bookmark: _Toc486502342]8.5.1	Acquisitions

This section deals with the acquisition and development of Intangible Assets.
	
[bookmark: _Toc486502343]8.5.1.1	Procedures for Acquisition of Intangible Assets

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Log an IT Request.
	 
	 
	PD 
	VD
	 
	 
	RM
	 
	GRAP 31
	INTA
	INTA
	 

	2
	Obtain all details of the program.
	 
	 
	 
	PD
	 
	 
	RM
	 
	GRAP 31
	INTA
	INTA
	 

	3
	Perform security checks on the program.
	 
	 
	 
	PD
	 
	 
	RM
	 
	GRAP 31
	INTA
	INTA
	 

	4
 
 
 
 
	Prepare an IT Business Plan with the following minimum information:
· Employee and/or department requested the acquisition/modification;
· Detail of the program;
· Results of security checks performed;
· Classification of proposed expenditure is operational and/or capital of nature;
· Funding source of proposed expenditure; 
· Estimate time of completion.
	 
 
 
 
 
	 
 
 
 
 
	 
 
 
 
 
	 
 
 
 
 
 
PD
	 
 
 
 
 
	 
 
 
 
 
	 
 
 
 
 
 
RM
	 
 
 
 
 Asset
Management
Policy
	



GRAP 31
	 
 
 
 
 
 
INTA
	 
 
 
 
 
 
INTA
	 

	
	· 
	
	
	
	
	
	
	
	
	
	
	
	 
 
 
 
 
IT Business Plan

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	5
	Submit the IT Business Plan to the IT Committee for recommendation.
	 
	 
	 
	PD
	 
	 
	RM
	 
	 GRAP 31
	INTA
	INTA
	 

	6
	Submit the IT Business Plan to the HOD meeting for approval.
	 
	 
	 
	PD
	 
	 
	RM
	 
	GRAP 31 
	INTA
	INTA
	 

	7
	The Municipal Manager approve the IT Business Plan.
	 
	 
	 
	VM
	 
	 
	PM
	 
	GRAP 31 
	INTA
	INTA
	Approved IT Business Plan

	8
	Follow normal Supply Chain Management procedures (SCM).
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	9
	Receive/download/develop the program.
	 
	 
	 
	PD
	 
	 
	RM
	 
	GRAP 31 
	INTA
	INTA
	 

	10
	Test the program.
	 
	 
	 
	PD
	 
	 
	RM
	 
	GRAP 31 
	INTA
	INTA
	 

	11
	Install and register the program.
	 
	 
	 
	PD
	 
	 
	RM
	 
	GRAP 31 
	INTA
	INTA
	 

	12
	Update individual user file.
	 
	 
	 
	PD
	 
	 
	RM
	 
	GRAP 31 
	INTA
	INTA
	 

	13
	Sign invoice that goods were received in good order and supplier can be paid.
	 
	 
	VD
	PD
	RM
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	14
	Send invoice to the Creditors Department.
	 
	 
	VD
	PD
	RM
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	15
	The Creditors Department follow normal payment procedures as set out in section 7.4.
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	16
	Complete the "Asset Acquisition Form" that consists of the following minimum information:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Parent asset;
· Units;
· Department within municipality;
· Serial number;
· Registration number;
· Condition;
· Custodian of asset;
· Estimate useful life (EUL);
· Start depreciation date;
· New/Renewal asset;
· Project number;
· Line-item;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Subsequent measurement method of asset;
· If asset must be separately insured; and
· All segments of mSCOA.
	 
 
 
	 
 
 
	 
VD
	PD
	 
 
RM
	 
 
 
	 
 
 
	 
	 
 
GRAP 31 
	 INTA
	 INTA
	Asset Acquisition Form

	
	· 
	
	
	
	
	
	
	
	 
	
	
	
	

	
	· 
	
	
	
	
	
	
	
	 
	
	
	
	

	17
	Send the "Asset Acquisition Form", with copy of invoice to the Chief Clerk:  Assets
	 
	 
	VD
	PD
	RM
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	18
	Verify information on the "Asset Acquisition Form".
	 
	PD
	VD
	 
	RM
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	19
	Confirm that expected useful life of asset agrees with the Asset Management Policy.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	20
	Obtain asset number for the Intangible Asset.
	PD
	VW
	RW
	 
	 
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	21
	Update the "Asset Acquisition Form" with asset number and any other short comings.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	22
	Capture asset on the Asset Register, by using all segments of mSCOA.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	23
	Prepare monthly list of all acquisitions.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	Monthly list of acquisitions

	24
	Submit monthly list of acquisitions to the Accountant:  Assets.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	25
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PM
	 
	RM
	 
	 
	 MFMA
S 63
	 GRAP 31
	INTA
	INTA
	Asset Register Reconciliation

	26
	Investigate any differences.
	 
	 
	PM
	 
	RM
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	27
	Correct any differences.
	 
	 
	PM
	 
	RM
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	28
	File list of acquisitions with audit trail of acquisitions, for future reference.
	 
	 
	PM
	 
	RM
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	Monthly list of acquisitions

	29
	Submit monthly financial reports in terms of actual versus budget spend to the CFO and other appropriate officials.
	 
	 
	PM
	 
	VM
	RM
	 
	 
	 GRAP 31
	INTA
	INTA
	Monthly Reports

	30
	Send a copy of "Asset Acquisition Form" with asset number to the Manager:  Information Technology.
	 
	PW
	VW
	VW
	RM
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	31
	Update the Intangible Asset Database.
	 
	 
	 
	PW
	 
	 
	RA
	 
	 GRAP 31
	INTA
	INTA
	 

	32
	File copy of the "Asset Acquisition Form" in each individual user file.
	 
	 
	 
	PW
	 
	 
	RA
	 
	 GRAP 31
	INTA
	INTA
	 




	
	Procedures for Acquisition of Intangible Assets accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
MIT
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Acquisition of Intangible Assets approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
 
	 
	 







[bookmark: _Toc486502344]8.5.2	Asset Count	

This section deals with procedures for first complete asset count and subsequent asset counts of Intangible Assets.									
[bookmark: _Toc486502345]8.5.2.1	Procedures for performing an Asset Count of Intangible Assets (First-time full Asset Count)	

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Develop Asset Count Procedures that indicates the following:
· Roles and Responsibilities of all involved in the asset count;
· Employees conducting the asset count;
· Time schedule of asset count;
· Procedures to be performed during the asset count, including method of counting;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Procedures for assets not previously included in asset register;
· Procedures for assets transferred during the year, without following asset transfer procedures;
· Procedures for missing assets;
· Method of condition rating;
· Method of determining remaining useful life (RUL);
· Procedures to identify any indication of impairment;
· Procedures how to document description of asset (type, make, colour);
· Follow-up procedures after asset count, if needed; and
· Action to be taken if procedures are not adhered to.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	PA
	PA
	 
	RA
	RA
	 
	 
	 
	 Asset
Management
Policy
	GRAP 31 
	INTA
	INTA
	Asset Count Procedures

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	2
	Submit asset count procedures to the HOD meeting.
	 
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	3
	Approve asset count procedures at the HOD meeting.
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	Minutes of HOD Meeting

	4
	Inform other departments of asset count in writing.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	E-mail to Departments

	5
	Prepare the Asset Count Template for "First-time Full Asset Count - Intangible Assets", that consists of the following minimum information:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Parent asset;
· Units;
· Department within municipality;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Serial number;
· Registration number;
· Condition;
· Custodian of asset;
· Date of asset count;
· Confirmation from custodian that asset exist and asset count was performed accurately and include all assets; and
· Confirmation from employee performing the asset count, that asset exist and asset count was performed accurately and include all assets.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	PA
	PA
	 
	VA
	 
	 
	 
	 
	Asset
Management
Policy 
	 GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	6
	Perform asset count (individual asset count team consist of 1 x employee in IT Department + 1 x employee in Finance Department + 1 employee of department where asset count is performed).
	 
	PA
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	7
	Assess condition of asset, based on hierarchy in the Asset Management Policy
	 
	PA
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	8
	Complete asset count template.
	 
	PA
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	9
	Sign asset count template.
	 
	PA
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	Asset Count Template

	10
	Document any deviations from asset count procedures.
	 
	PA
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	Deviations Report

	11
	Report any deviations from asset count procedures immediately to the Municipal Manager.
	 
	PA
	PA
	VA
	VA
	RA
	 
	VA
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	12
	Prepare user file for each employee, consisting of:
· Software installed on computer;
· Registration documents of all software on computer;
· History of all changes to software on computer; and
· Any additional documentation as per IT Policy.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	13
	Prepare a database of all Intangible Assets as per user files.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	14
	Reconcile the database with Intangible Assets in the Asset Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	 GRAP 31
	INTA
	INTA
	Reconciliation between database and Asset Register

	15
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	16
	Document reasons for differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	17
	Prepare a final list of all Intangible Assets in the municipality.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	18
	Obtain current replacement cost for all Intangible Assets not previously recognised.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	Supporting documentation for CRC

	19
	Obtain remaining useful lives of Intangible Assets from database.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	20
	Calculate fair value of the Intangible Asset.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	Fair Value Calculations

	21
	Send list of "intangible assets not previously recognised" with fair values to the Head:  Assets and Expenditure.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	22
	Review fair value calculations of Intangible Assets.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	23
	Send list of "intangible assets not previously recognised" with fair values to the Finance Committee.
	 
	 
	 
	 
	PA
	VA
	VA
	VA
	RA
	RA
	 
	 GRAP 31
	INTA
	INTA
	List of Intangible Assets not previously recognised

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	24
	The Finance Committee investigate items on list of "intangible assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 GRAP 31
	INTA
	INTA
	 

	25
	The Finance Committee approve list of "intangible assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 GRAP 31
	INTA
	INTA
	 

	26
	Send approved list of "intangible assets not previously recognised" to the Accountant:  Assets.
	 
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	Final list of Intangible Assets not previously recognised

	27
	Capture "intangible assets not previously recognised" in the Asset Register.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	28
	Capture journals for Intangible Assets not previously recognised on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	29
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated amortisation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	MFMA
S 63 
	GRAP 31
	INTA
	INTA
	Asset Register Reconciliation

	30
	Investigate any differences.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	31
	Correct any differences.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	32
	File list of "intangible assets not previously recognised" with audit trail of transfer-in assets, for future reference.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	33
	Perform the Test Amortisation Run, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	34
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	35
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	36
	Perform the Amortisation Run, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	Amortisation Run

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	37
	Reconcile amortisation in the Asset Register with amortisation in the General Ledger, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	38
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated amortisation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	MFMA
S 63  
	 GRAP 31
	INTA
	INTA
	Asset Register Reconciliation

	40
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	41
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	42
	Prepare a list of all deviations from asset count procedures.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	List of Deviations

	43
	Submit list of all deviations to the Municipal Manager.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	





	
	Procedures for performing an Asset Count of Intangible Assets (First-time full Asset Count) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
MIT
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing an Asset Count of Intangible Assets (First-time full Asset Count) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
	 
	 







[bookmark: _Toc486502346]8.5.2.2	Procedures for performing an Asset Count of Intangible Assets (Annual Asset Count)

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	
1
	Develop asset count procedures that indicates the following:
· Roles and responsibilities of all involved in the asset count;
· Employees conducting the asset count;
· Time schedule of asset count;
· Procedures to be performed during the asset count, including method of counting;
· Procedures for assets not previously included in asset register;
· Method of determining remaining useful life (RUL);
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Procedures to identify any indication of impairment;
· Indicators to identify changes in useful lives;
· Procedures how to document description of asset (type, usage);
· Follow-up procedures after asset count, if needed; and
· Action to be taken if procedures are not adhered to.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	PA
	PA
	 
	RA
	RA
	 
	 
	 
	 Asset
Management
Policy
	GRAP 31 
	INTA
	INTA
	Asset Count Procedures

	2
	Submit asset count procedures to the HOD meeting.
	 
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	 

	3
	Approve asset count procedures at the HOD meeting.
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	Minutes of HOD Meeting

	4
	Inform other departments of asset count in writing.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	E-mail to Departments

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	5
	Prepare asset count template from Intangible Asset Database for "Annual Asset Count - Intangible Assets", that consists of the following minimum information:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Parent asset;
· Units;
· Department within municipality;
· Serial number;
· Registration number;
· Condition;
· Custodian of asset;
· Date of asset count;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Confirmation from custodian that asset exists and asset count was performed accurately and includes all assets; and
· Confirmation from employee performing the asset count, that asset exists and asset count was performed accurately and includes all assets.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	PA
	PA
	 
	VA
	 
	 
	 
	 
	 Asset
Management
Policy
	GRAP 31 
	INTA
	INTA
	 

	6
	Obtain user file of each employee.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 31 
	INTA
	INTA
	User Files for each employee

	7
	Perform asset count (Individual asset count team consist of 1 x employee in IT Department + 1 x employee in Finance Department + 1 employee of Department where asset count is performed).
	 
	PA
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	8
	Assess condition of asset, based on hierarchy in the Asset Management Policy.
	 
	PA
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	9
	Complete asset count template.
	 
	PA
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	10
	Sign asset count template.
	 
	PA
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	Asset Count Template

	11
	Document any deviations from asset count procedures.
	 
	PA
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	Deviations Report

	12
	Report any deviations from asset count procedures immediately.
	 
	PA
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	13
	Verify asset count with information on the Intangible Asset Database:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Town;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Location;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Room number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Asset code;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Description;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Asset type;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Parent asset;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Units;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Department within municipality;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Serial number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Registration number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Condition;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	· Custodian of asset;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 MFMA
S 63
	GRAP 31
	INTA
	INTA
	 

	14
	Prepare a list of all "missing intangible assets".
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	List of Missing Assets

	15
	Send list of "missing intangible assets" to all custodians and manager to whom custodian report.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	16
	Obtain reasons for "missing intangible assets".
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	17
	Physically verify intangible assets not verified during asset count.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	18
	Obtain the "Intangible Asset Transfer Forms" from custodian if asset was transferred, by using all segments of mSCOA.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	19
	Verify asset at new location if asset was transferred.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	20
	Update list of "missing assets".
	 
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	21
	Send final list of "missing assets" to the Accountant:  Assets.
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	22
	Obtain values from asset register for all "missing intangible assets".
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	23
	Prepare list of "missing intangible assets" with values.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	24
	Prepare a report with all deviations found during the asset count.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	25
	Submit report with deviations to the Chief Financial Officer.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 31
	INTA
	INTA
	Asset Count Deviations Report

	26
	Send list of "missing intangible assets" with values to the Finance Committee.
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	 
	GRAP 31
	INTA
	INTA
	List of Missing Assets

	27
	The Finance Committee investigate items on list of "missing intangible assets".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	28
	The Finance Committee approve list of "missing intangible assets".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 31
	INTA
	INTA
	 

	29
	Prepare a list of all Intangible Assets not previously recognised with all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	30
	Obtain the current replacement cost for all Intangible Assets not previously recognised.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	31
	Obtain remaining useful lives of Intangible Assets from database.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	32
	Calculate fair value of intangible asset.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	Supporting Documentation for DRC Calculations

	33
	Send list of "intangible assets not previously recognised" with fair values to the Head:  Assets and Expenditure.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	34
	Review the fair value calculations of Intangible Assets.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	Fair Value Calculations

	35
	Send list of "intangible assets not previously recognised" with fair values to Finance Committee.
	 
	 
	 
	 
	PA
	VA
	VA
	VA
	RA
	RA
	 
	GRAP 31
	INTA
	INTA
	 

	36
	Finance Committee investigate items on list of "intangible assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 31
	INTA
	INTA
	Asset List

	37
	Finance Committee approve list of "intangible assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 31
	INTA
	INTA
	 

	38
	Update user files.
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	 
	GRAP 31
	INTA
	INTA
	User Files

	39
	Update the Intangible Asset Database.
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	 
	GRAP 31
	INTA
	INTA
	Intangible Asset Database

	40
	Send updated the Intangible Asset Database, with summary of all changes during the year, to the Accountant:  Assets.
	 
	 
	 
	VA
	PA
	VA
	VA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	41
	Update the Asset Register with information on the Intangible Asset Database, by using all segments of mSCOA.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	42
	Capture journals for all changes to Intangible Assets on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	43
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated amortisation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 MFMA
S 63
	GRAP 31
	INTA
	INTA
	 

	44
	Investigate any differences.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	45
	Correct any differences.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	46
	File list of "intangible assets not previously recognised" with audit trail of transfer-in assets, for future reference.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	47
	Perform the Test Amortisation Run, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	48
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	49
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	50
	Perform the Amortisation Run, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	

	51
	Reconcile amortisation in the Asset Register with amortisation in the General Ledger, by using all segments of mSCOA.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 31
	INTA
	INTA
	 

	52
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated amortisation, accumulated impairment losses and carrying values.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 MFMA
S 63
	GRAP 31
	INTA
	INTA
	Asset Register Reconciliation

	53
	Investigate any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	54
	Correct any differences.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	55
	Prepare a list of all deviations from asset count procedures.
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	List of Deviations

	56
	Submit list of all deviations to the Municipal Manager.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 


















	
	Procedures for performing an Asset Count of Intangible Assets (Annual Asset Count) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
MIT
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	

	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing an Asset Count of Intangible Assets (Annual Asset Count) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 







[bookmark: _Toc486502347]8.5.3	Impairments

This section deals with procedures for impairment of Intangible Assets.

[bookmark: _Toc486502348]8.5.3.1	Procedures for Impairment of Intangible Assets

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Identify any indication of impairment by using examples in GRAP 21 Impairments of Non-Cash Generating Assets and GRAP 26 Impairment of Cash Generating Assets.
	 
	PM
	PM
	VM
	PM
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	Asset Counts

	2
	Send list of all impairments to the Accountant:  Assets.
	 
	PM
	PM
	VM
	PM
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	 

	3
	Review indication of impairments and determine if there is actually an indication of impairment.  Consult with other departments.
	 
	 
	 
	PM
	VM
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	 

	4
	Determine if the asset is a cash-generating asset of non-cash generating asset, by using decision trees in GRAP 21 Impairments of Non-Cash Generating Assets and GRAP 26 Impairment of Cash Generating Assets, as guidance.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
	INTA
	INTA
	Impairment Calculations

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	5
	Calculate the recoverable service amount for non-cash generating assets.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	
GRAP 26
	INTA
	INTA
	Impairment Calculations

	6
	Calculate the recoverable amount for cash generating assets.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	Impairment Calculations

	7
	Obtain the carrying value of assets from the Asset Register.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	Impairment Calculations

	8
	Calculate impairment.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	Impairment Calculations

	9
	Determine whether the asset had prior year impairments or reversal of impairments.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	 

	10
	Update the Asset Register with impairment, by using all segments of mSCOA.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	 

	11
	Capture journals for impairments on the financial system, by using all segments of mSCOA.
	PM
	 
	 
	VM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	12
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated amortisation, accumulated impairment losses and carrying values.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	MFMA
S 63 
	GRAP 21
GRAP 26
	INTA
	INTA
	 

	13
	Investigate any differences.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	 

	14
	Correct any differences.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	 

	15
	File list of Impairments with audit trail of impairments for future reference.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	INTA
	INTA
	Impairment Calculations













	
	Procedures for impairment of Intangible Assets accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
MIT
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for impairment of Intangible Assets approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 







[bookmark: _Toc486502349]8.5.4	Disposals

This section deals with the disposal of Intangible Assets.

[bookmark: _Toc486502350]8.5.4.1	Procedures for Write-off of Intangible Assets	

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	The Manager complete the "Modify and Delete Form", by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	Modify and Delete Form

	2
	Send the "Modify and Delete Form" to the Manager:  Information Systems.
	 
	 
	 
	 
	 
	 
	 
	 
	 GRAP 31
	INTA
	INTA
	 

	3
	Review the "Modify and Delete Form".
	 
	 
	 
	PD
	 
	 
	RM
	 
	 GRAP 31
	INTA
	INTA
	 

	4
	Obtain user file.
	 
	 
	 
	PD
	 
	 
	RM
	 
	 GRAP 31
	INTA
	INTA
	User File

	5
	Remove/edit the program.
	 
	 
	 
	PD
	 
	 
	RM
	 
	 GRAP 31
	INTA
	INTA
	 

	6
	Print confirmation of program edit/remove.
	 
	 
	 
	PD
	 
	 
	RM
	 
	 GRAP 31
	INTA
	INTA
	 

	7
	File confirmation of actions performed in User File.
	 
	 
	 
	PD
	 
	 
	RM
	 
	 GRAP 31
	INTA
	INTA
	User File

	8
	Update the Intangible Asset Database.
	 
	 
	 
	PD
	 
	 
	RM
	 
	 GRAP 31
	INTA
	INTA
	Intangible Asset Database

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	9
	Send weekly list of all changes to the Chief Clerk:  Assets.
	 
	 
	 
	PD
	 
	 
	RM
	 
	GRAP 31
	INTA
	INTA
	Changes to Intangible Asset Database

	10
	Write-off all assets that were sold, to R0 in the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	11
	Submit list of write-offs to the Accountant:  Assets.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	GRAP 31
	INTA
	INTA
	List of write-offs

	12
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated amortisation, accumulated impairment losses and carrying values.
	 
	 
	PA
	 
	RA
	 
	 
	MFMA
S 63 
	GRAP 31
	INTA
	INTA
	 

	13
	Investigate any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	14
	Correct any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	GRAP 31
	INTA
	INTA
	 

	15
	File list of write-offs with audit trail of write-offs, for future reference.
	 
	 
	PA
	 
	RA
	 
	 
	 
	GRAP 31
	INTA
	INTA
	List of write-offs

	16
	Submit report to the IT Committee, for all changes that were made.
	 
	 
	 
	PM
	 
	 
	RM
	 
	GRAP 31
	INTA
	INTA
	Monthly IT Report

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Manager:  Information Systems
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	17
	Remove all hardware and software from computers, before they are handed in at asset store.
	 
	 
	 
	PM
	 
	 
	RM
	 
	GRAP 31 
	INTA
	INTA
	 

	18
	Remove all hardware and software from computers, before they are sold at an auction.
	 
	 
	 
	PM
	 
	 
	RM
	 
	 GRAP 31
	INTA
	INTA
	 

	19
	Remove all hardware and software from computers, before they are donated.
	 
	 
	 
	PM
	 
	 
	RM
	 
	 GRAP 31
	INTA
	INTA
	 















	
	Procedures for Write-off of Intangible Assets accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
MIT
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Write-off of Intangible Assets approved by:
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
	 
	 









[bookmark: _Toc486502351]8.5.5	Procedures for Monthly Meetings (Intangible Assets)	

	No
	Procedure
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	CFO holds monthly meeting with the Accountant Assets and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	 GRAP 31
	INTA
	INTA
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	 GRAP 31
	INTA
	INTA
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	 GRAP 31
	INTA
	INTA
	Number of pre-audit checklists per year.









	
	Procedures for Monthly Meetings (Intangible Assets) accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Intangible Assets) approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer 
	 
	 

	
	
Municipal Manager 
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[bookmark: _Toc486502352]8.6	HERITAGE ASSETS

Heritage assets are assets that have a cultural, environmental, historical, natural, scientific, technological or artistic significance and are held indefinitely for the benefit of present and future generations.								
										
Staff members involved in procedures
											
DC		Data Capturer	
CA		Clerk:  Assets	
CCA		Chief Clerk:  Assets
GIS		GIS Technician
AA		Accountant:  Assets	
MIT		Manager:  Information Systems
MPMU	Manager:  Project Management Unit
MTP		Manager:  Town Planning
HAE		Head:  Assets and Expenditure
HBTO	Head:  Budget and Treasury	
HOD		Head of other Departments within Municipality
CFO		Chief Financial Officer
MM		Municipal Manager
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[bookmark: _Toc486502353]8.6.1	Acquisitions

This section deals with the acquisition of assets.

[bookmark: _Toc486502354]8.6.1.1	Procedures for Acquisition of Heritage Assets

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Follow normal Supply Chain Management procedures (SCM) as per Expenditure Cycle.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	2
	All assets are received at a central base and manager who ordered the asset is contacted.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	3
	ALTERNATIVE:  The Manager who ordered the asset receive the asset.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	4
	Sign that asset was received, agree with order placed and that the asset is in a working condition.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	5
	Sign invoice that goods were received in good order and supplier can be paid.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	6
	Send invoice to the Creditors Department.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	7
	The Creditors department follow normal payment procedures.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	8
	Complete the "Asset Acquisition Form" that consists of the following minimum information:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset make/model;
· Asset colour;
· Units;
· Department within municipality;
· Serial number;
· Registration number;
· Condition;
· Custodian of asset;
· Estimate useful life (EUL)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
 
 
 
	· Start depreciation date;
· Project number;
· Line-item;
· Subsequent measurement method of Asset;
· If asset must be separately insured; and
· All segments of mSCOA.
	 
	 
	 
	 
 
 
PD
	 
 
 
VD
	 
 
 
RM
	 
	 
	 
 
 
Asset
Management
Policy 
	 
	 
 
 
HA
	 
 
 
HA
	 
 
 
Asset Acquisition Form

	
	· 
	 
	 
	 
 
VD
	
	
	
	 
	 
	
	 
	
	
	

	
	· 
	 
	 
	
	
	
	
	 
	 
	
	
	
	
	

	
	· 
	 
	 
	
	
	
	
	 
	 
	
	GRAP 103
	
	
	

	9
	Send the "Asset Acquisition Form", with copy of invoice to the Chief Clerk:  Assets
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	10
	Verify information on the "Asset Acquisition Form".
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	11
	Barcode the asset/s.
	PD
	VW
	RW
	 
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	12
	Update the "Asset Acquisition Form" with barcode and any other short comings.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	13
	Capture asset on the Asset Register, by using all segments of mSCOA.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	14
	Prepare monthly list of all acquisitions.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	Monthly list of acquisitions

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Managers:  All Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	15
	Submit monthly list of acquisitions to the Accountant:  Assets.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	16
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated impairment losses and carrying values.
	 
	 
	PM
	 
	 
	RM
	 
	 
	MFMA
S 63 
	GRAP 103
	HA
	HA
	Asset Register Reconciliation

	17
	Investigate any differences.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	18
	Correct any differences.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	19
	File list of acquisitions with audit trail of acquisitions, for future reference.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	GRAP 103
	HA
	HA
	Monthly list of acquisitions

	20
	Submit monthly financial reports in terms of actual versus budget spend to the CFO and other appropriate officials.
	 
	 
	PM
	 
	VM
	VM
	RM
	 
	 
	GRAP 103
	HA
	HA
	Monthly Reports









	
	Procedures for Acquisition of Heritage Assets accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
OD
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing of Acquisition of Heritage Assets approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502355]8.6.2	Asset Count	

This section deals with procedures for first complete asset count and subsequent asset counts of Heritage Assets.

[bookmark: _Toc486502356]8.6.2.1	Procedures for performing an Asset Count of Heritage Assets (First-time full Asset Count)

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	
	Develop asset count procedures that indicates the following:
· Roles and responsibilities of all involved in the asset count;
· Employees conducting the asset count;
· Time schedule of asset count;
· Procedures to be performed during the asset count, including method of counting;
· Procedures for assets not previously included in asset register;

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	
	· Procedures for assets transferred during the year, without following asset transfer procedures;
· Procedures for missing assets;
· Method of condition rating;
· Method of determining remaining useful life (RUL);
· Indicators to identify changes in useful lives;
· Procedures to identify any indication of impairment;
· Procedures how to document description of asset (type, make, colour);
· Follow-up procedures after asset count, if needed; and
· Action to be taken if procedures are not adhered to.
	 
	 
	PA
	 
	PA
	RA
	RA
	 
	 
	 
	 Asset
Management
Policy
	GRAP 103
	HA
	HA
	Asset Count Procedures

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	2
	Submit asset count procedures to the HOD meeting.
	 
	 
	 
	 
	PA
	VA
	RA
	RA
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	3
	Approve asset count procedures at the HOD meeting.
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 
	 
	GRAP 103
	HA
	HA
	Minutes of HOD Meeting

	4
	Inform other Departments of asset count in writing.
	 
	 
	PA
	VA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	E-mail to Departments

	5
	Prepare the Asset Count Template for "First-time Full Asset Count - Heritage Assets", that consists of the following minimum information:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Town;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Location;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Room number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Asset code;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Description;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Asset type;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Asset class;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Asset sub class;
· Asset make/model;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	
	· Asset Colour;
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	· Units;
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	· Department within Municipality;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Serial Number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Registration Number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Condition;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Custodian of Asset;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Date of Asset Count;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Confirmation from Custodian that asset exists and asset count was performed accurately and includes all assets; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Confirmation from employee performing the asset count, that asset exists and asset count was performed accurately and includes all assets.
	 
	 
	PA
	 
	PA
	VA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	6
	Perform Asset Count (Individual Asset Count Team consist of 2 x Employees in Finance Department + 1 Employee of Department where asset count is performed), as per following procedures:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Mark all assets that have been counted (sticker with same colour);
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Mark all assets without a barcode (sticker with different colour in procedure above);
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Assess condition of asset, based on hierarchy in Asset Policy;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Take picture of asset with barcode;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Complete Asset Count Template;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Sign Asset Count Template;
· Document any deviations from asset count procedures; and
· Report any deviations from asset count procedures immediately.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Asset Count Template

Deviations Report

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	· 
	 
	PA
	PA
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	

	7
 
 
 
 
 
 
 
 
 
 
 
 
 
	Verify asset count with information on the Asset Register:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset make/model;
· Asset colour;
· Units;
· Department within municipality;
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Serial number;
· Registration number;
· Condition; and
· Custodian of asset.
	 
	PA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	8
	Prepare a list of all "missing assets".
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of Missing Assets

	9
	Send list of "missing asset" to all custodians and manager to whom custodian report.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	10
	Obtain reasons for "missing assets".
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	11
	Physically verify assets not verified during asset count.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	12
	Obtain the "Asset Transfer Forms" from custodian if asset was transferred.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	13
	Verify asset at new location if asset was transferred.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	14
	Obtain copy of receipt for assets handed-in at asset store.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	15
	Verify existence of asset at asset store.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	16
	Update list of "missing assets".
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	17
	Send final list of "missing assets" to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Final list of Missing Assets

	18
	Obtain values from asset register for all "missing assets".
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	19
	Prepare list of "missing assets" with values and all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	20
	Send list of “missing assets" with values to the Finance Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	GRAP 103
	HA
	HA
	Final list of Missing Assets

	21
	The Finance Committee investigate items on list of "missing assets".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103
	HA
	HA
	 

	22
	The Finance Committee approve list of "missing assets".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	23
	Send approved list of "missing assets" to the Accountant:  Assets.
	 
	 
	 
	 
	 
	VA
	VA
	VA
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	24
	Write-off assets on the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	25
	Capture journals for assets written-off on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	26
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 103
	HA
	HA
	Asset Register Reconciliation

	27
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	28
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	29
	File list of "missing assets" with audit trail of write-offs for future reference.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	30
	Prepare a list of all assets, identified during the asset count, without a barcode.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	31
	Review the Asset Register, to identify if asset was not previously recorded on asset register.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	32
	Barcode assets without barcodes.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	33
	Prepare final list of "assets not previously recognised", with remaining useful lives and all segments of mSCOA.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of Assets not previously recognised

	34
	Send final list of "assets not previously recognised" to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	35
	Obtain fair values from Registered Valuers for all assets not previously recognised.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Supporting documentation for Fair Values

	36
	Send list of "assets not previously recognised" with fair values to the Head:  Assets and Expenditure.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	37
	Review the fair value calculations of assets.
	 
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	38
	Send list of "assets not previously recognised" with fair values to the Finance Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	GRAP 103
	HA
	HA
	List of Assets not previously recognised

	39
	The Finance Committee investigate items on list of "assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103
	HA
	HA
	 

	40
	The Finance Committee approve list of "assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	41
	Send approved list of "assets not previously recognised" to the Accountant:  Assets.
	 
	 
	 
	 
	 
	VA
	VA
	VA
	 
	 
	 
	GRAP 103
	HA
	HA
	Final list of Assets not previously recognised

	42
	Capture "assets not previously recognised" in the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	43
	Capture journals for assets not previously recognised on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	44
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 103
	HA
	HA
	Asset Register Reconciliation

	45
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	46
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	47
	File list of "assets not previously recognised" with audit trail of transfer-in assets, for future reference.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	48
	Obtain condition rating of all assets from asset count teams.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	49
	Update the Asset Register with condition ratings.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	50
	Prepare a list of all "obsolete assets" by using all segments of mSCOA.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of Obsolete Assets

	51
	Send list of "obsolete assets" to all custodians and manager to whom custodian report.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	52
	Request confirmation that list of "obsolete stock" is correct.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	53
	Request managers in all departments to complete the "Asset Replacement Form", by using all segments of mSCOA.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	54
	Request Managers in all departments to send obsolete assets to asset store.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	55
	Receive asset at asset stores.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	56
	Verify information on the "Asset Replacement Form" with list of obsolete assets.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	57
	Issue receipt for asset received.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Asset Store Receipt

	58
	The Managers in all departments send the "Asset Replacement Form" and copy of receipt from asset store to the Chief Clerk:  Assets.
	 
	 
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Asset Replacement Form

	59
	Review the "Asset Replacement Form" and copy of receipt from asset store.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	60
	Write-off the replaced asset to an amount representative of the economic benefits the entity expects to receive from the sale on asset register, by using all segments of mSCOA.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	61
	Prepare a list of all write-offs.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of write-offs

	62
	Send list of write-offs to the Finance Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	GRAP 103
	HA
	HA
	List of write-offs

	63
	The Finance Committee investigate items on list of write-offs.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103
	HA
	HA
	 

	64
	The Finance Committee approve list of write-offs.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103
	HA
	HA
	 

	65
	Submit list of write-offs to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Approved list of write-offs

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	66
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 103
	HA
	HA
	 

	67
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	68
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	70
	File list of write-offs with audit trail of acquisitions, for future reference.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	71
	Prepare a list of all deviations from asset count procedures.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of Deviations

	72
	Submit list of all deviations to the Municipal Manager.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 103
	HA
	HA
	 






	
	Procedures for performing an Asset Count of Heritage Assets (First-time full Asset Count) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing an Asset Count of Heritage Assets (First-time full Asset Count) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502357]8.6.2.2	Procedures for performing an Asset Count of Heritage Assets (Annual Asset Count)

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Develop asset count procedures that indicates the following:
· Roles and responsibilities of all involved in the asset count;
· Employees conducting the asset count;
· Time schedule of asset count;
· Procedures to be performed during the asset count, including method of counting;
· Procedures for assets not previously included in asset register;
· Procedures for assets transferred during the year, without following asset transfer procedures;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Procedures for missing assets;
· Method of condition rating;
· Method of determining remaining useful life (RUL);
· Indicators to identify changes in useful lives;
· Procedures to identify any indication of impairment;
· Procedures how to document description of asset (type, make, colour);
· Follow-up procedures after asset count, if needed; and
· Action to be taken if procedures are not adhered to.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	· 
	 
	 
	PA
	 
	PA
	RA
	RA
	 
	 
	 
	 Asset
Management
Policy
	GRAP 103
	HA
	HA
	Asset Count Procedures

	2
	Submit asset count procedures to the HOD meeting.
	 
	 
	 
	 
	PA
	VA
	RA
	RA
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	3
	Approve asset count procedures at the HOD meeting.
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	 
	 
	GRAP 103
	HA
	HA
	Minutes of HOD Meeting

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	4
	Inform other departments of asset count in writing.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	E-mail to Departments

	5
	Prepare the Asset Count Template for "Annual Asset Count - Heritage Assets", with the following minimum information:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset class;
· Asset sub class;
· Asset make/model;
· Asset colour;
· Units;
· Department within municipality;
· Serial number;
· Registration number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Condition;
· Custodian of asset;
· Date of asset count;
· Confirmation from custodian that asset exists and asset count was performed accurately and includes all assets; and
· Confirmation from employee performing the asset count, that asset exists and asset count was performed accurately and includes all assets.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	PA
	 
	PA
	VA
	 
	 
	 
	 
	Asset
Management
Policy 
	GRAP 103 
	HA
	HA
	 

	6
	Populate the Asset Count Template with information obtained from the Asset Register.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103 
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	7
	Perform asset count (Individual asset count team consist of 2 x employees in Finance Department + 1 employee of department where asset count is performed), as per following procedures:

· Mark all assets that have been counted (sticker with same colour);
· Mark all assets without a barcode (sticker with different colour in procedure above);
· Assess condition of asset, based on hierarchy in Asset Management Policy;
· Take picture of asset with barcode;
· Complete Asset Count Template;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Sign Asset Count Template;
· Document any deviations from asset count procedures; and
· Report any deviations from asset count procedures immediately.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Asset Count Template

Deviations Report 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 GRAP 103
	 
	 
	

	 
	· 
	 
	PA
	PA
	PA
	VA
	RA
	 
	 
	 
	 
	 
	 
	HA
	HA
	

	8
	Verify asset count with information on the Asset Register:
· Town;
· Location;
· Room number;
· Asset code;
· Description;
· Asset type;
· Asset make/model;
· Asset colour;
· Units;
· Department within municipality;
· Serial number;
· Registration number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· Condition;
· Custodian of asset; and
· All segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	PA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103 
	HA
	HA
	 

	9
	Prepare a list of all "missing assets".
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 103
	HA
	HA
	List of Missing Assets

	10
	Send list of "missing assets" to all custodians and manager to whom custodian report.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 103
	HA
	HA
	 

	11
	Obtain reasons for "missing assets".
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 103
	HA
	HA
	 

	12
	Physically verify assets not verified during asset count.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103 
	HA
	HA
	 

	13
	Obtain the "Asset Transfer Forms", with all segments of mSCOA, from custodian if asset was transferred.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103 
	HA
	HA
	 

	14
	Verify asset at new location if asset was transferred.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103 
	HA
	HA
	 

	15
	Obtain copy of receipt for assets handed-in at asset store.
	 
	VA
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 103
	HA
	HA
	 

	16
	Verify existence of asset at asset store.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	17
	Update the list of "missing assets".
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103 
	HA
	HA
	 

	18
	Send the Final list of "missing assets" to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	 GRAP 103
	HA
	HA
	Final list of Missing Assets

	19
	Obtain values from the Asset register for all "missing assets".
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 103
	HA
	HA
	 

	20
	Prepare list of "missing assets" with values and all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 103
	HA
	HA
	 

	21
	Prepare a report with all deviations found during the asset count.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	 GRAP 103
	HA
	HA
	 

	22
	Submit report with deviations to the Chief Financial Officer.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 103 
	HA
	HA
	Asset Count Deviations Report

	23
	Send list of "missing assets" with values to the Finance Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	 GRAP 103
	HA
	HA
	Final list of Missing Assets

	24
	The Finance Committee investigate items on list of "missing asset".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103 
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	25
	The Finance Committee approve list of "missing assets".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103 
	HA
	HA
	 

	26
	Send approved list of "missing assets" to the Accountant:  Assets.
	 
	 
	 
	 
	 
	VA
	VA
	VA
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	27
	Write-off assets on the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	28
	Capture journals for assets written-off on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	29
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 103
	HA
	HA
	Asset Register Reconciliation

	30
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	31
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	32
	File the list of "missing assets" with audit trail of write-offs for future reference.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	33
	Prepare a list of all assets, identified during the asset count, without a barcode.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	34
	Review the Asset Register, to identify if asset was not previously recorded on asset register.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	35
	Barcode assets without barcodes.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	36
	Send the final list of "assets not previously recognised", with all segments of mSCOA, to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	37
	Obtain fair values from a Registered Valuer for all assets not previously recognised.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Supporting documentation for Fair Value

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	38
	Send list of "assets not previously recognised" with fair values to the Head:  Assets and Expenditure.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	39
	Review the fair value calculations of assets.
	 
	 
	 
	 
	VA
	PA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	40
	Send list of "assets not previously recognised" with fair values to the Finance Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	GRAP 103
	HA
	HA
	List of Assets not previously recognised

	41
	The Finance Committee investigate items on list of "assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103
	HA
	HA
	 

	42
	The Finance Committee approve list of "assets not previously recognised".
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103
	HA
	HA
	 

	43
	Send the approved list of "assets not previously recognised" to the Accountant:  Assets.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 103
	HA
	HA
	Final list of Assets not previously recognised

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	44
	Capture "assets not previously recognised" in the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	45
	Capture journals for assets not previously recognised on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	46
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 103
	HA
	HA
	Asset Register Reconciliation

	47
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	48
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	49
	File list of "assets not previously recognised" with audit trail of transfer-in assets, for future reference.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	50
	Obtain condition rating of all assets from asset count teams.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	51
	Compare RUL with RUL of prior year.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	RUL Comparisons

	52
	Prepare a list of assets with a change of more than 1 year.
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	53
	Split list of "changes in useful lives" in different categories:
· Changes less than 2 years
· Changes more than 2 years
	 
	PA
	VA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	54
	Send list of "changes in useful lives" to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of Changes in Remaining Useful Lives

	55
	Review remaining useful life (RUL) calculations and split into different categories.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	56
	Treatment of remaining useful lives:
· Consider whether for each category whether it is change in useful life or an indication of impairment.

Also see other indicators in:
· GRAP 17.52 to identify changes in useful lives; and
· GRAP 21 & 26 for impairments.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	57
	Treatment of impairment - Refer to section 8.6.4.1 on impairments
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	58
	Update the Asset Register with all remaining useful lives.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	59
	Prepare a list of all "obsolete assets", by using all segments of mSCOA.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of Obsolete Assets

	60
	Send list of "obsolete assets" to all custodians and manager to whom custodian report.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	61
	Request confirmation that list of "obsolete stock" is correct.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	62
	Request managers in all departments to complete the "Asset Replacement Form" by using all segments of mSCOA.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	63
	Request managers in all departments to send obsolete assets to asset store.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	64
	Receive asset at asset store.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	65
	Verify information on the "Asset Replacement Form" with list of obsolete assets.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	66
	Issue receipt for asset received.
	 
	PA
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Asset Store Receipt

	67
	Managers in all departments send "Asset Replacement Form" and copy of receipt from asset store to the Chief Clerk:  Assets.
	 
	 
	VA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Asset Replacement Form

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	68
	Review the "Asset Replacement Form" and copy of receipt from asset store.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	69
	Write-off replaced asset to R1 on the Asset Register, by using all segments of mSCOA.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	70
	Prepare list of all write-offs.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of write-offs

	71
	Send list of write-offs to the Finance Committee.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	RA
	RA
	 
	GRAP 103
	HA
	HA
	List of write-offs

	72
	The Finance Committee investigate items on list of write-offs.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103
	HA
	HA
	 

	73
	The Finance Committee approve list of write-offs.
	 
	 
	 
	 
	 
	 
	 
	 
	PA
	VA
	 
	GRAP 103
	HA
	HA
	 

	74
	Submit list of write-offs to the Accountant:  Assets.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Approved list of write-offs

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Other Departments
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	75
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated impairment losses and carrying values.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 103
	HA
	HA
	 

	76
	Investigate any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	77
	Correct any differences.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	78
	File list of write-offs with audit trail of acquisitions, for future reference.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	79
	Prepare a list of all deviations from asset count procedures.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of Deviations

	80
	Submit list of all deviations to the Municipal Manager.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 103
	HA
	HA
	 







	
	Procedures for performing an Asset Count of Heritage Assets (Annual Asset Count) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing an Asset Count of Heritage Assets (Annual Asset Count) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502358]8.6.3	Transfers

This section deals with procedures for transfer of Heritage Assets within municipality.

[bookmark: _Toc486502359]8.6.3.1	Procedures for Transfer of Heritage Assets within the Municipality

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Complete the "Asset Transfer" form.
	 
	 
	VD
	VD
	PD
	 
	 
	 
	 
	GRAP 103 
	HA
	HA
	Asset Transfer Form

	2
	Document the following on the "Asset Transfer" form.
· Date of transfer;
· Previous room number;
· Location of previous room number;
· Current custodian of asset;
· New room number;
· Location of new room number;
· New custodian of asset;
· Asset number;
· Barcode number;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· GIS number;
· Serial number;
· Condition of asset;
· Confirmation from previous custodian that asset was transferred;
· Confirmation from new custodian that asset was received; and
· All segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	VD
	VD
	PD
	 
	 
	 
	 
	GRAP 103 
	HA
	HA
	Asset Transfer Form

	3
	Manager of each section approve asset transfer.
	 
	 
	VD
	VD
	PD
	 
	 
	 
	 
	GRAP 103 
	HA
	HA
	 

	4
	Send the "Asset Transfer Form” to the Chief Clerk:  Assets.
	 
	 
	VD
	VD
	PD
	 
	 
	 
	 
	GRAP 103 
	HA
	HA
	 

	5
	Review the "Asset Transfer Form” and update field if needed.
	 
	 
	PD
	VW
	 
	RM
	 
	 
	 
	GRAP 103 
	HA
	HA
	 

	6
	Update the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	PD
	 
	VM
	RM
	 
	 
	 GRAP 103
	HA
	HA
	Asset Transfer Form

	7
	File list of asset transfers with audit trail of transfers, for future reference.
	 
	 
	 
	PD
	 
	VM
	RM
	 
	 
	GRAP 103 
	HA
	HA
	Audit Trail





	
	Procedures for the transfer of Heritage Assets within the Municipality accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the transfer of Heritage Assets within the Municipality approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 








[bookmark: _Toc486502360]8.6.4	Impairments	

This section deals with impairment of Heritage Assets within municipality.

[bookmark: _Toc486502361]8.6.4.1	Procedures for Impairment of Heritage Assets

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Identify any indication of impairment by using examples in GRAP 21 Impairments of Non-Cash Generating Assets and GRAP 26 Impairment of Cash Generating Assets.
	 
	PM
	PM
	VM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	Asset Counts

	2
	Send list of all impairments to the Accountant:  Assets.
	 
	PM
	PM
	VM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	 

	3
	Review indication of impairments and determine if there is actually an indication of impairment.  Consult of other departments.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	 

	4
	Determine if the asset is a cash-generating asset of non-cash generating asset, by using decision trees in GRAP 21 Impairments of Non-Cash Generating Assets and GRAP 26 Impairment of Cash Generating Assets, as guidance.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	Impairment Calculations

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	5
	Calculate the recoverable service amount for non-cash generating assets.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
	HA
	HA
	Impairment Calculations

	6
	Calculate the recoverable amount for cash generating assets.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	
GRAP 26
	HA
	HA
	Impairment Calculations

	7
	Obtain carrying value of assets from the Asset Register.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	Impairment Calculations

	8
	Calculate impairment.
	 
	 
	 
	PM
	 
	VA
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	Impairment Calculations

	9
	Determine whether the asset had prior year impairments or reversal of impairments.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	 

	10
	Update the Asset Register with impairment, by using all segments of mSCOA.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	 

	11
	Capture journals for impairments on the financial system, by using all segments of mSCOA.
	PM
	 
	 
	VM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	12
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated impairment losses and carrying values.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	 

	13
	Investigate any differences.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	 

	14
	Correct any differences.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	 

	15
	File list of impairments with audit trail of impairments for future reference.
	 
	 
	 
	PM
	 
	RM
	RA
	 
	 
	GRAP 21
GRAP 26
	HA
	HA
	Impairment Calculations













	
	Procedures for the impairment of Heritage Assets accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for the impairment of Heritage Assets approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502362]8.6.5	Disposals

This section deals with the disposal of Heritage Assets.

[bookmark: _Toc486502363]8.6.5.1	Procedures for Disposal of Heritage Assets

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Maintain a list of all obsolete assets in asset store.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of obsolete assets

	2
	Identify the need for an auction.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	3
	Send list of all obsolete items in asset store to the Heads of Departments.  List must include all segments of mSCOA.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of obsolete assets

	4
	Request the Heads of Departments to indicate if items can be sold and if there are any additional items that they would like to dispose.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	5
	The Heads of Departments update disposal list.
	 
	VA
	 
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	List of obsolete assets

	6
	The Heads of Departments sign list of disposals.
	 
	VA
	 
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	7
	The Heads of Departments send disposal list to the Chief Clerk:  Assets
	 
	VA
	 
	PA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	8
	Consolidate all disposal lists.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Consolidated list of obsolete assets

	9
	Verify items on disposal list with asset register.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	10
	Confirm that all assets are written-off to an amount representative of the economic benefits the municipality expects to receive from the sale, by using all segments of mSCOA.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	11
	Submit list of write-offs to the Accountant:  Assets.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Write-off List

	12
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated impairment losses and carrying values.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 MFMA
S 63
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	13
	Investigate any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	14
	Correct any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	15
	File list of write-offs with audit trail of write-offs, for future reference.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Write-off List

	16
	Request inputs from the National and Provincial Treasury for all non-exempt assets to be transferred or disposed.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	MFMA
S 14 
	GRAP 103
	HA
	HA
	 

	17
	Submit a list of items to be sold to the Finance Committee.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	18
	The Finance Committee investigate items on list by taken into account the provisions of section 14 of the MFMA and any other legislation applicable to each specific Heritage Asset:
· The fair market value of the asset;
· The economic and community value to be received in exchange for the asset;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	 
	· The asset is no longer needed to provide the minimum level of basic municipal services; and
· Recommendations from National and Provincial Treasury for all non-exempt assets to be transferred or disposed.
	 
	 
	 
	 
	VA
	VA
	VA
	PA
	VA
	MFMA
S 14 
	GRAP 103
	HA
	HA
	 

	19
	The Finance Committee approve that items on list may be sold.  Specific, individual approval is needed where:
· An individual capital asset exceeded R50m;
· Individual capital asset exceeded 1% of the total value of the capital assets as determined from the latest audited AFS; and
· An amount determined in the Asset Management Policy (if less than R50m or 1%).
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
 
 
MFMA
S 14  
	
	 
 
 
HA
	 
 
 
HA
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	· 
	 
	 
	 
	 
	VA
	VA
	VA
	PA
	VA
	
	GRAP 103
	
	
	 

	20
	Follow the Supply Chain Management procedures to hold auction.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	21
	Advertise auction in newspapers and on the municipal website.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	22
	Hold auction.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	23
	Receive letter from the Auctioneer, indicating proceeds of auction, commission paid and items sold.
	 
	 
	PA
	 
	VA
	RA
	RA
	 
	 
	 
	GRAP 103
	HA
	HA
	Letter from Auctioneer

	24
	Write-off all assets that were sold, to R0 in the Asset Register, by using all segments of mSCOA.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	25
	Submit list of write-offs to the Accountant:  Assets.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Write-off List

	26
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated impairment losses and carrying values.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 MFMA
S 63
	GRAP 103
	HA
	HA
	 

	27
	Investigate any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	28
	Correct any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	29
	File list of write-offs with audit trail of write-offs, for future reference.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Write-off List

	30
	Capture journals for sale of asset transactions on the financial system, by using all segments of mSCOA.
	PA
	 
	 
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	31
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated impairment losses and carrying values.
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 
	MFMA
S 63 
	GRAP 103
	HA
	HA
	Asset Register Reconciliation

	32
	Investigate any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	33
	Correct any differences.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	 

	34
	Prepare report of all assets that were sold.
	 
	 
	PA
	 
	RA
	 
	 
	 
	 
	 
	GRAP 103
	HA
	HA
	Report of Assets Sold

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Head of Departments
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	35
	Submit a report to the Finance Committee, indicating all items that were sold and proceeds at auction.
	 
	 
	PA
	 
	RA
	 
	 
	VA
	 
	 
	GRAP 103
	HA
	HA
	Report of Assets Sold

	36
	Place on the municipal website an information statement containing a list of assets that have been disposed.
	 
	 
	PA
	 
	RA
	 
	 
	VA
	 
	 
	GRAP 103
	HA
	HA
	Information statement on website

















	
	Procedures for Disposal of Heritage Assets accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Disposal of Heritage Assets approved by:
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502364]8.6.6	Procedures for Monthly Meetings (Heritage Assets)

	No
	Procedure
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	CFO holds monthly meeting with the Accountant Assets and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	GRAP 103
	HA
	HA
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	GRAP 103
	HA
	HA
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	GRAP 103
	HA
	HA
	Number of pre-audit checklists per year.









	
	Procedures for Monthly Meetings (Heritage Assets) accepted by:
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Heritage Assets) approved by:
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502365]8.7	AGRICULTURAL

Agricultural produce is the harvested product of the entity’s biological assets.												
A biological asset is a living animal or plant.					

											
Staff members involved in procedures
											
DC		Data Capturer	
LW		Leader Worker
CA		Clerk:  Assets	
CCA		Chief Clerk:  Assets
AA		Accountant:  Assets
HAE		Head:  Assets and Expenditure
HOD		Heads of other Departments within Municipality
CFO		Chief Financial Officer
MM		Municipal Manager
										

































STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES
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[bookmark: _Toc486502366]8.7.1	Acquisitions

This section deals with the acquisition of Biological Assets.

[bookmark: _Toc486502367]8.7.1.1	Procedures for Acquisition of Biological Assets

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Leader Worker
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	Follow the normal Supply Chain Management procedures (SCM) as per Expenditure Cycle.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	2
	All assets are received at central base and the manager who ordered the asset is contacted.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	3
	ALTERNATIVE:  The Manager who ordered the asset receive the asset.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	4
	Sign that the asset was received, agree with order placed and that the asset is alive.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	5
	Sign invoice that goods were received in good order and supplier can be paid.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Leader Worker
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	6
	Send invoice to Creditors Department.
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	7
	Creditors department follow normal payment procedures.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	8
	Complete the "Asset Acquisition Form" that consists of the following minimum information:
· Town;
· Location;
· Asset number;
· Description;
· Asset type;
· Asset colour;
· Units;
· Department within municipality;
· Registration number;
· Condition;
· Custodian of asset;
· Project number;
· Line-item;
· Subsequent measurement method of asset;
· If asset must be separately insured;
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
VD
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PD
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
VD
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
RM
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Asset Management
Policy 
	














GRAP 27
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
AA
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
AA
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Asset Acquisition Form

	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	· 
	
	
	
	
	
	
	
	
	
	
	
	
	

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Leader Worker
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	
	· If asset must be separately insured; and
· All segments of mSCOA
	
	 
 

	 
VD
	 
PD
	 
VD
	 
 
RM
	 
 
	 
 
 
	Asset Management
Policy 
	

GRAP 27
	AA
	 
AA
	
Asset Acquisition Form

	9
	Send the "Asset Acquisition Form", with copy of invoice to the Chief Clerk:  Assets
	 
	 
	VD
	PD
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	10
	Verify information on the "Asset Acquisition Form".
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	11
	Update the "Asset Acquisition Form" with any other short comings.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	12
	Capture asset on the Asset Register, by using all segments of mSCOA.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	13
	Prepare monthly list of all acquisitions.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	Monthly list of acquisitions

	14
	Submit monthly list of acquisitions to the Accountant:  Assets.
	 
	PD
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	No
	Procedure
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Leader Worker
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	15
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, adjustments and carrying values.
	 
	 
	PM
	 
	 
	RM
	 
	 
	MFMA
S 63 
	GRAP 27
	AA
	AA
	Asset Register Reconciliation

	16
	Investigate any differences.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	17
	Correct any differences.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	 

	18
	File list of acquisitions with audit trail of acquisitions, for future reference.
	 
	 
	PM
	 
	 
	RM
	 
	 
	 
	GRAP 27
	AA
	AA
	Monthly list of acquisitions

	19
	Submit monthly financial reports in terms of actual versus budget spend to the CFO and other appropriate officials.
	 
	 
	PM
	 
	VM
	VM
	RM
	 
	 
	GRAP 27
	AA
	AA
	Monthly Reports











	
	Procedures for Acquisition of Biological Assets accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
LW
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing of Acquisition of Biological Assets approved by:
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502368]8.7.2	Procedures for Monthly Meetings (Agricultural Assets)

	No
	Procedure
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item 
	KPI

	1
	CFO hold monthly meeting with the Accountant Assets and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	 GRAP 27
	AA
	AA
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	GRAP 27 
	AA
	AA
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	GRAP 27 
	AA
	AA
	Number of pre-audit checklists per year.



	
	






Procedures for Monthly Meetings (Agricultural Assets) accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Agricultural Assets) approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
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[bookmark: _Toc486502369]8.8	CASH MANAGEMENT

The accounting officer of a municipality must, in terms of section 10 of the Municipal Finance Management Act (Act 56 of 2003):					
			
a)	Must administer all the municipality’s bank accounts, including a bank account referred to in section 12 or 48(2)(d);													
b)	Is accountable to the municipal council for the municipality’s bank accounts; and													
c)	Must enforce compliance with sections 7, 8 and 11 of the MFMA.			
		
This section deals with Cash Management of a Municipality.			

			
Staff members involved in procedures
					
DC		Data Capturer	
HC		Head Cashier		
ABTO	Accountant:  Budget and Treasury Office	
HAE		Head:  Assets and Expenditure	
HBTO	Head:  Budget and Treasury Office		
HI		Head:  Income		
HOD		Heads of other Departments within Municipality
CFO		Chief Financial Officer		
MM		Municipal Manager	
FC		Finance Committee (can also be Executive Committee)	
C  		Council													
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[bookmark: _Toc486502370]8.8.1	Procedures for Municipal Bank Accounts

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Develop a Cash Management and Investment Policy, containing procedures for at least the following sections:
CASH MANAGEMENT
· Debtor collections
· Payment to creditors
· Receipt of payments
· Debt 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	BANKING
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	· Primary bank account
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	· Administration
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	· Withdrawal of funds
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	· Relief, Charitable and Trust Funds 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	· Banking arrangements
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· Collection and banking of revenue
· Permissible methods of payment 
· Receipts 
· Security of cash at pay points
· Unclaimed deposits
INVESTMENTS
· Legislative requirements
· Cash flow estimates
· Investment ethics 
· Investment principles
· General investment practice
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	Cash Management and Investment Policy

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Budget
Reg.

Cash Management and Investment Policy
	








GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	
	
	
	
	

	2
	Workshop the draft Cash Management and Investment Policy with all Stakeholders.
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	3
	Submit the final Cash Management and Investment Policy to the Council for approval.
	 
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	4
	Implement the Cash Management and Investment Policy.
	 
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	5
	Open and maintain at least one bank account in the name of the municipality, by following specific supply chain management procedures on procurement of Banking Services.  (Primary Bank Account)
	 
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 SCM
Reg.
Par 30
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	Primary Bank Account

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	6
	Commence with the procuring process for a contract for banking services at least nine months before the end of an existing contract, by following specific supply chain management procedures on procurement of Banking Services.
	 
	 
	 
	 
	 
	PA
	RA
	VA
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	7
	Any contract for banking services:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Must be procured through competitive bids;
· Must be consistent with section 7 or 85 of the MFMA; and
· May not be for a period of more than five years at a time.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	 
	 
	 
	 
	 
	PA
	RA
	VA
	 
	 MFMA
S 7

MFMA
S 85
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	8
	The closure date for the submission of bids may not be less than 60 days from the date on which the advertisement is placed in a newspaper commonly circulating locally, the website of the municipality and in any other appropriate manner (which may include an advertisement in the Government Tender Bulletin).
	 
	 
	 
	 
	 
	 
	 
	 
	 
	SCM
Reg.
Par 30 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	9
	The Bids must be restricted to banks registered in terms of the Banks Act, 1990 (Act No.94 of 1990).
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 MFMA
S 7
	GRAP 2 
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	10
	The municipality may not open a bank account:
· Abroad;
· With an institution not registered as a bank in terms of the Banks Act, 1990 (Act No. 94 of 1990); or
· Otherwise than in the name of the municipality.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	MFMA
S 7
	






GRAP 2
	
	
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	VA
	PA
	RA
	
	
	
	
	 

	11
	The municipality ensure that any new banking arrangements are taking effect from the first day of the financial year ensuing after the bid has been awarded.
	 
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	12
	Consider inviting tenders for banking services at any earlier stage, after consultation with the Chief Financial Officer, if the services offered by the municipality’s current banking institution(s) are materially defective or not cost-effective.
	 
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	13

	“The primary bank account”
· If the Municipality has only one bank account, that account is its primary bank account;
· If the Municipality has more than one bank account, it must designate one of those bank accounts as its primary bank account.
	 
 
	 
 
	 
 
	 
 
	 
 
	 
 
	VA
	PA
	RA
	MFMA
S 8 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	Primary Bank Account
 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	14
	Submit to the National Treasury, the relevant Provincial Treasury and the Auditor-General, in writing, the name of the bank where the primary bank account of the municipality is held, and the type and number of the account.
	 
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 MFMA
S 8
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	Confirmation of Primary Bank Account

	15
	Inform the National Treasury and the Auditor-General in writing, at least 30 days before effecting the change, if the municipality wants to change its primary bank account.
	 
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 MFMA
S 9
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	Confirmation of Primary Bank Account

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	16
	Submit, in writing, the following to the relevant Provincial Treasury and the Auditor-General:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Within 90 days after the municipality has opened a new bank account, the name of the bank where the account has been opened, and the type and number of the account; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Annually before the start of a financial year, the name of each bank where the municipality holds a bank account, and the type and number of each account.
	 
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 MFMA
S 8

MFMA
S 9
	GRAP 2 
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	Confirmation of Bank Accounts

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	17
	The following money received must be paid promptly into the Primary Bank Account of the municipality:
· All allocations to the municipality, including those made to the municipality for transmission to a municipal entity or other external mechanism assisting the municipality in the performance of its functions;
· All income received by the municipality on its investments;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· All income received by the municipality in connection with its interest in any municipal entity, including dividends;
· All money collected by a municipal entity or other external mechanism on behalf of the municipality; and
· Any other moneys as may be prescribed.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	MFMA
S 8
	











GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	
	 
	 
	VM
	 
	PM
	VM
	RM
	RM
	 
	
	
	
	
	 

	18
	Money may only be withdrawn from the municipal bank account:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	 

	 
	· To defray expenditure appropriated in terms of an approved budget;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· To defray expenditure authorised in terms of section 26(4) of the MFMA;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	· To defray unforeseeable and unavoidable expenditure authorised in terms of section 29(1) of the MFMA;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	· In the case of a bank account opened for Relief, Charitable, Trust or other funds, in terms of section 12 of the MFMA, to make payments from the account in accordance with subsection (4) of that section;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· To pay over to a person or organ of state money received by the municipality on behalf of that person or organ of state, including—
· money collected by the municipality on behalf of that person or organ of
state by agreement; or
· any insurance or other payments received by the municipality for that person or organ of state;
· To refund money incorrectly paid into a bank account;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· To refund guarantees, sureties and security deposits;
· For cash management and investment purposes in accordance with section 13 of the MFMA;
· to defray increased expenditure in terms of section 31 of the MFMA (shifting of funds for multi-year appropriations); or
· For such other purposes, as may be prescribed.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	The Municipal Manager may not authorise any official other than the Chief Financial Officer to withdraw money or to authorise the withdrawal of money from the municipality’s primary bank account.  In the instance of the municipality’s primary bank account being separate from its other bank accounts.
	 
	 
	VM
	PM
	 
	VM
	RM
	RM
	 
	MFMA
S 11
	










GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	19
	In determining the number of accounts to be maintained, the Municipal Manager, in consultation with the Chief Financial Officer, shall consider the following:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· The likely number of transactions affecting each of the accounts referred to; 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· The cost of maintaining more than one bank account;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· The capacity of the Chief Financial Officer to perform the accounting functions relevant to bank accounts.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· The capacity of the Chief Financial Officer to perform the accounting functions relevant to bank accounts.
	 
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	20
	RELIEF, CHARITABLE, TRUST AND OTHER FUNDS
· Only the Municipal Manager may be the accounting officer of any such fund;
· The bank account of the fund must be in the name of the municipality;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· Money received by the municipality for the purpose of a relief, charitable, trust or other fund must be paid into a bank account of the municipality, or if a separate bank account has been opened, into that account.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Money may only be withdrawn from the account by or on the written authority of the Municipal Manager acting in accordance with decisions of the municipal council; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· Money may only be withdrawn from the account for the purposes for which, and subject to any conditions on which, the fund was established or the money in the fund was donated.
	 
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 MFMA
S 12
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	21
	Prepare a consolidated report of all withdrawals made in terms of section 11 (1) (b) to (j) of the MFMA.
	 
	 
	 
	PQ
	 
	 
	RQ
	VQ
	 
	MFMA
S 11 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	22
	Submit within 30 days after the end of each quarter:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· The consolidated report to Council of all withdrawals made in terms subsection (1) (b) to (j) of section 11 of the MFMA, which must be tabled.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· A copy of the report to the relevant Provincial Treasury and the Auditor-General.
	 
	 
	 
	 
	 
	 
	VQ
	PQ
	RQ
	 MFMA
S 11
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	Quarterly Report of Withdrawals











	
	Procedures for Municipal Bank Accounts accepted by:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
HC
	 
	 
	 

	
ABTO
	 
	 
	 

	
HAE
	 
	 
	 

	
HI
	 
	 
	 

	
HBTO
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Municipal Bank Accounts approved by:
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 







[bookmark: _Toc486502371]8.8.2	Procedures for Cash Investments

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Develop a Cash Management and Investment Policy, containing procedures for at least the following sections:
CASH MANAGEMENT
· Debtor Collections
· Payment to Creditors
· Receipt of Payments
· Debt 
BANKING
· Primary Bank Account
· Administration
· Withdrawal of Funds
· Relief, Charitable and Trust Funds 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	 
	· Banking Arrangements
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· Collection and Banking of Revenue
	 
	 
	 
	 
	 
	 
	 
	 
	 
 
 
 
 
 
 
 
 
 
Cash Management and Investment Policy 
	 
	 
	 
	

	 
	· Permissible Methods of Payment 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	· Receipts 
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	Cash Management and Investment Policy

	 
	· Security of cash at pay points
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	· Unclaimed Deposits
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	INVESTMENTS
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	· Legislative Requirements
· Cash Flow Estimates
· Investment Ethics 
· Investment Principles
· General Investment Practice
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	

	 
	
	 
	 
	 
	 
	 
	PA
	VA
	RA
	
	 GRAP 2
	Investments
	Investments
	

	2
	Workshop the draft Cash Management and Investment Policy with all Stakeholders.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 GRAP 2
	Investments
	Investments
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	3
	Submit the final Cash Management and Investment Policy to the Council for approval.
	 
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 GRAP 2
	Investments
	Investments
	 

	4
	Implement the Cash Management and Investment Policy.
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 
	 GRAP 2
	Investments
	Investments
	 

	5
	Invest any surplus funds with deposit taking institutions registered in terms of the Banks Act 94 of 1990, for terms not exceeding one year in anticipation of cash flow expectations.
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 MFMA
S 7
	 GRAP 2
	Investments
	Investments
	 

	6
	Invest any surplus funds, with prior Council approval, at other institutions/instruments approved in the National Treasury regulations for periods exceeding one year.
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 
	 GRAP 2
	Investments
	Investments
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	7
	Invest any surplus funds (short-term or long-term) with approved institutions which have an A rating.
	 
	 
	 
	 
	 
	VA
	PA
	RA
	 
	GRAP 2
	Investments
	Investments
	 

	8
	Use the following ethical principles when dealing with financial institutions:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Under no circumstances may inducements to invest be accepted; 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Interest rates quoted by one institution must not be disclosed to another institution; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· The   business ethics of any controlling body of which the relevant financial institution is a member must be observed by such institution or body at all times.
	 
	 
	 
	 
	 
	VA
	PA
	RA
	Cash Management and Investment Policy  
	GRAP 2 
	Investments
	Investments
	Ethic Principles

	9
	Use the following guiding principles to facilitate the administration of the Municipality's investment portfolio.
· Limit Exposure to a single institution;
· The greater the return, the greater the risk;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· Refrain from borrowing monies for the purpose of re-investment, as this is tantamount to speculation with public funds; and
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· All moneys shall be invested directly with the relevant institutions. On no account may moneys be placed in a nominee account.
	 
	 
	 
	 
	 
	VA
	PA
	RA
	Cash Management and Investment Policy
	GRAP 2
	Investments
	Investments
	 

	10
	Prepare cash flow estimates monthly for the following 12 months, taking into account the Procurement Plan for both the operational and the capital budgets and estimate receipts.
	 
	 
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 2
	Investments
	Investments
	Monthly Cash Flow Estimates

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	11
	Determine if any surplus funds are available, as well as the period for which they are available.  Parameters, as set out in the Investment Policy, must also be taken into account.
	 
	 
	 
	 
	PM
	RM
	VM
	 
	Cash Management and Investment Policy
	GRAP 12
	Investments
	Investments
	 

	12
	Consider whether the surplus funds may be utilised at an equivalent rate to substitute external borrowing.  Establish a margin between the rate at which the Municipality may borrow funds and the rate at which investments may be made over similar periods.
	 
	 
	 
	 
	PM
	RM
	VM
	 
	Cash Management and Investment Policy 
	GRAP 2
	Investments
	Investments
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	13
	Follow the SCM processes, as set out in section 7.3, to obtain at least three written quotations from financial institutions for various forms of investment, investment terms and rates of interest.
	 
	 
	 
	 
	PM
	RM
	VM
	 
	Cash Management and Investment Policy
	GRAP 2
	Investments
	Investments
	 

	14
	Advise financial institutions that in submitting quotations, they must offer their best rates of interest and that no further negotiation or discussion will be entered into with them after they have submitted their quotation.
	 
	 
	 
	 
	PM
	RM
	VM
	 
	Cash Management and Investment Policy
	GRAP 2
	Investments
	Investments
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	15
	Prioritise quotations from financial institutions in the following order:
· Preservation and safety of principal;
· Liquidity;
· Yield; 
· Where appropriate, match dates for repayment of maturing loans.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	PM
	RM
	VM
	 
	Cash Management and Investment Policy
	GRAP 2
	Investments
	Investments
	 

	16
	Evaluate the previous track record and credit-worthiness of financial institutions and if the Municipality will not be over-exposed if any funds are invested.
	 
	 
	 
	 
	PM
	RM
	VM
	 
	Cash Management and Investment Policy
	GRAP 2
	Investments
	Investments
	 

	17
	Appoint financial institution to invest surplus funds.
	 
	 
	 
	 
	VM
	VM
	PM
	 
	 
	GRAP 2
	Investments
	Investments
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	18
	Request the financial institution to issue a certificate for each investment made indicating that no payment of any commission or payment in kind will be made to any party in respect of the investment.
	 
	 
	 
	 
	PM
	RM
	VM
	 
	Cash Management and Investment Policy 
	GRAP 2
	Investments
	Investments
	 

	19
	Obtain certificate from the financial institution.
	 
	 
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 2
	Investments
	Investments
	Commission Certificate from Financial Institution

	20
	File certificate for future reference.
	 
	 
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 2
	Investments
	Investments
	 

	21
	Prepare an Investment Register, containing the following minimum information:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Name of institution were investment is held;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· Account number or identification number of investment;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Purpose of investment;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Starting date of investment;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Maturing date of investment;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Interest rate of investment;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Opening balance of investment;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Investment top-ups;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Interest received;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Withdrawals;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Closing balance of investment.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	Investment Register

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	22
	Transfer funds to financial institution by following the EFT procedures as set out in standard operating procedures on payments.  (Refer to Expenditure Cycle)
	 
	 
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 2
	Investments
	Investments
	 

	23
	Record investment made in the Investment Register.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	Investment Register

	24
	Obtain investment bank account statements.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	 

	25
	Prepare interest received journal, if interest was not directly deposited into primary bank account.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	 

	26
	Recognise interest received on conditional grants as "own revenue".
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	 

	27
	Capture interest received journal, by using all segments of mSCOA.
	PM
	 
	VM
	VM
	RM
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	Return on investment

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	28
	Obtain the General Ledger accounts for Cash Investments.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	 

	29
	Reconcile the Investment Register with the General Ledger.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	 

	30
	Investigate any differences.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	 

	31
	Correct differences.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	 

	32
	Review reconciliation and sign as proof of review.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	Investment Register Reconciliation

	33
	File reconciliation for audit purposes/future reference.
	 
	 
	 
	 
	PM
	RM
	 
	 
	 
	GRAP 2
	Investments
	Investments
	 

	34
	Prepare a report, in prescribed format of the National Treasury, of the municipality's investment portfolio.
	 
	 
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 2
	Investments
	Investments
	Investment Report to Council

	No
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Budget and Treasury Office
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	35
	Submit investment report to Council for consideration.
	 
	 
	 
	 
	VM
	PM
	VM
	RM
	 
	GRAP 2
	Investments
	Investments
	Investment Report to Council

	36
	Follow normal receipting procedures when any funds are withdrawn from investments or when any investment mature.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	 
	GRAP 2
	Investments
	Investments
	 















	
	Procedures for Cash Investments accepted by:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
HC
	 
	 
	 

	
ABTO
	 
	 
	 

	
HI
	 
	 
	 

	
HBTO
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Cash Investments approved by:
	
	
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502372]8.8.3	Procedures for Bank Reconciliations

	No
	Procedure
	Accountant:  Expenditure
	Accountant:  Income
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Receive bank statements from the financial institution.
	 
	 
	PW
	VW
	VW
	RW
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	Bank Statements

	2
	Obtain cash book (receipts) from the Accountant:  Income.
	VW
	 
	PW
	 
	VW
	RW
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	Cash Book (Receipts)

	3
	Reconcile outstanding deposits, on previous month’s bank reconciliation, with bank statements.
	 
	 
	PW
	 
	VW
	RW
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Accountant:  Expenditure
	Accountant:  Income
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	4
	Report any previous month deposits not shown on bank statements immediately to the Head:  Income, Head:  Budget and Treasury and the Chief Financial Officer for investigation.
	 
	 
	PW
	 
	VW
	VW
	RW
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	5
	Investigate immediately any previous month outstanding deposits.
	 
	 
	VW
	 
	PW
	PW
	RW
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	6
	Report any non- compliance with to the Municipal Manager.  If applicable, the Municipal Manager, must take further action as set out in the MFMA and Council Policies.
	 
	 
	 
	 
	VM
	VM
	PM
	PM
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Accountant:  Expenditure
	Accountant:  Income
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	7
	Reconcile cash book (receipts) with bank statements.
	 
	 
	PW
	 
	VW
	RW
	 
	 
	 
	 GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	8
	Investigate any differences.
	 
	 
	PW
	 
	VW
	RW
	 
	 
	 
	 GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	9
	Prepare a list of all differences found.
	 
	 
	PW
	 
	VW
	RW
	 
	 
	 
	 GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	10
	Request the Accountant:  Income to correct any differences found.
	 
	 
	PW
	 
	VW
	RW
	 
	 
	 
	 GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	11
	Correct any differences within 2 working days.
	 
	PW
	VW
	 
	RW
	 
	 
	 
	 
	 GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Accountant:  Expenditure
	Accountant:  Income
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	12
	Prepare a list of all outstanding deposits, indicating the following:
· Receipt number;
· Date of receipt;
· Name of consumer, organisation, etc. for which receipt was issued;
· Batch number of transactions; and
· Segments of mSCOA to which receipt was allocated.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· 
	 
	 
	PM
	 
	VM
	RM
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	List of Outstanding Deposits

	13
	Obtain cash book (payments) from the Accountant:  Expenditure.
	VW
	 
	PW
	VW
	 
	RW
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	14
	Reconcile the outstanding payments, on previous month bank reconciliation, with bank statements.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Accountant:  Expenditure
	Accountant:  Income
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	15
	Report any outstanding payments from previous month to the Accountant:  Expenditure and the Head:  Assets and Expenditure for investigation.
	VW
	 
	PW
	 
	VW
	RW
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	16
	Investigate outstanding payments from previous month and correct payments if needed.
	PW
	 
	VW
	 
	PW
	RW
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	17
	Reconcile the cash book (Payments) with bank statements.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	18
	Investigate any differences.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	19
	Prepare a list of all differences found.
	 
	 
	PW
	VW
	 
	RW
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Accountant:  Expenditure
	Accountant:  Income
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	20
	Request the Accountant:  Expenditure to correct any differences found.
	VW
	 
	PW
	VW
	 
	RW
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	21
	Correct any differences within 2 working days.
	PW
	 
	VW
	RW
	 
	 
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	22
	Reverse payments older than 6 months.
	PW
	 
	VW
	RW
	 
	 
	 
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	23
	Prepare a list of outstanding payments, indicating the following:
· Date of Payment;
· Beneficiary of Payment;
· Amount of Payment; and
· Segments of mSCOA to which payment was allocated.
	 
 
 
 
 
	 
 
 
 
 
	 
 
 
 
PM
	 
 
 
 
VM
	 
 
 
 
 
	 
 
 
 
RM
	 
 
 
 
 
	 
 
 
 
 
	 
	
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 
 
 
 
List of outstanding payments

	 
	· 
	
	
	
	
	
	
	
	
	
	




GRAP 2
	
	
	

	 
	· 
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	· 
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	· 
	
	
	
	
	
	
	
	
	
	
	
	
	

	No
	Procedure
	Accountant:  Expenditure
	Accountant:  Income
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	24
	Prepare a bank reconciliation, for each bank account of the municipality, within 8 working days after the end of the month.  Bank Reconciliations must indicate the following:
· Opening cash book balance at the start of the month;
· Total Receipts for the month;
· Total Payments for the month;
· Outstanding Deposits;
· Outstanding Payments; and
· Balance of bank account at the end of the month.
	 
	 
	 
	 
	 
	 
 
 
 
 
 
RM
	 
	 
	 
	 
	 
 
 
 
 
 
Cash and Cash Equivalents
	 
 
 
 
 
 
Cash and Cash Equivalents
	 

	 
	· 
	 
	 
	 
 
 
 
 
PM
	 
	 
	
	 
	 
	 
	 
	
	
	 
 
 
 
 
Bank Reconciliation

	 
	· 
	 
	 
	
	 
	 
	
	 
	 
	 
	 
	
	
	

	 
	· 
	 
	 
	
	 
	 
	
	 
	 
	 
	 
	
	
	

	 
	· 
	 
	 
	
	 
	 
	
	 
	 
	 
	 
	
	
	

	 
	· 
	 
	 
	
	 
	 
	
	 
	 
	 
	 
	
	
	

	 
	· 
	 
	 
	
	 
	 
	
	 
	 
	 
	GRAP 2
	
	
	

	25
	Submit the monthly bank reconciliation with supporting documentation to the Head:  Budget and Treasury for review.
	 
	 
	PM
	 
	 
	RM
	VM
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 

	No
	Procedure
	Accountant:  Expenditure
	Accountant:  Income
	Accountant:  Budget and Treasury Office
	Head:  Assets and Expenditure
	Head:  Income
	Head:  Budget and Treasury Office
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	26
	Review the bank reconciliation and sign as proof of the review.
	 
	 
	VM
	 
	 
	PM
	RM
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	Reviewed bank reconciliation

	27
	File the bank reconciliation for future reference.
	 
	 
	VM
	 
	 
	PM
	RM
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	Reviewed bank reconciliation

	28
	Prepare monthly reports to be submitted to the Council.
	 
	 
	VM
	 
	 
	PM
	RM
	 
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	Monthly Reports

	29
	Submit reports to the Council.
	 
	 
	 
	 
	 
	VM
	PM
	RM
	 
	GRAP 2
	Cash and Cash Equivalents
	Cash and Cash Equivalents
	 








	
	Procedures for Bank Reconciliations accepted by:
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
HC
	 
	 
	 

	
ABTO
	 
	 
	 

	
HI
	 
	 
	 

	
HBTO
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Bank Reconciliations approved by:
	
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 









[bookmark: _Toc486502373]8.8.4	Procedures for Monthly Meetings (Cash Management)

	No
	Procedure
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	CFO holds monthly meeting with the Accountant Assets and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	GRAP 1 
	Cash 
and Cash Equivalents;
and
Investments
	Cash 
and Cash Equivalents;
and
Investments
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	GRAP 1 
	Cash 
and Cash Equivalents;
and
Investments
	Cash 
and Cash Equivalents;
and
Investments
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	GRAP 1 
	Cash 
and Cash Equivalents;
and
Investments
	Cash 
and Cash Equivalents;
and
Investments
	Number of pre-audit checklists per year.








	
	Procedures for Monthly Meetings (Cash Management) accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Cash Management) approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502374]8.9	INSURANCE CLAIMS

The accounting officer of a municipality must take all reasonable steps, in terms of section 63(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:											
											
a)	The municipality has and maintains a management, accounting and information system that accounts for the assets of the municipality;										
b)	The municipality's assets are valued in accordance with standards of generally recognised accounting practice; and										
c)	The municipality has and maintains a system of internal control of assets, including an asset register, as may be prescribed.										
											
This section deals with insurance claims.											
											
Staff members involved in procedures
											
DC		Data Capturer
CA		Clerk:  Assets	
CCA		Chief Clerk:  Assets
AA		Accountant:  Assets
HAE		Head:  Assets and Expenditure
HOD		Heads of other Departments within Municipality
CFO		Chief Financial Officer
MM		Municipal Manager
FC		Finance Committee (can also be Executive Committee)
C  		Council										
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[bookmark: _Toc486502375]8.9.1	Procedures for Insurance Claims

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Prepare an event report.
	 
	VD
	 
	 
	PD
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	Event Report

	2
	Send event report to manager.
	 
	VD
	 
	 
	PD
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	3
	Document comments on the event report.
	 
	VD
	 
	 
	PD
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	4
	Send the event report to the Head of Department.
	 
	VD
	 
	 
	PD
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	Event Report

	5
	Document suggestions/actions and send event report to the Clerk:  Assets.
	 
	VD
	 
	 
	 
	PD
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	6
	Agree details of asset with the Asset Register and insurance schedule.
	 
	PD
	 
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	7
	Complete the Insurance Claim.
	 
	PD
	 
	VD
	 
	 
	VM
	RM
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	Insurance Claim

	8
	Review the Insurance Claim and confirm that it agrees with supporting documentation.  
	 
	 
	 
	PD
	 
	 
	VM
	RM
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	9
	Sign the Insurance Claim.
	 
	PD
	 
	VD
	 
	 
	VM
	RM
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	Insurance Claim

	10
	Send the signed Insurance Claim, with supporting documentation (quotes, etc.) to the Insurance Brokers.
	 
	PD
	 
	VD
	 
	 
	VM
	RM
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	11
	Write-off asset to R1 in the Asset Register, by using all segments of mSCOA.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	12
	Submit list of write-offs to the Accountant:  Assets.
	 
	PD
	VD
	 
	RM
	 
	 
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	List of write-offs

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	13
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PM
	VM
	
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	14
	Investigate any differences.
	 
	 
	PM
	VM
	
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	15
	Correct any differences.
	 
	 
	PM
	VM
	
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	16
	File list of write-offs with audit trail of write-offs, for future reference.
	 
	 
	
	PM
	
	 
	VM
	RM
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	List of write-offs

	17
	Submit a list of items written-off to the Finance Committee.
	 
	 
	
	
	
	 
	PM
	VM
	RM
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	18
	File Insurance Claim on file at the Asset Management Department.
	 
	PD
	 
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	Insurance Claim

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	19
	Send copy of the Insurance Claim to archives.
	 
	PD
	 
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	20
	Obtain approval/rejection from the Insurance Brokers.
	 
	VD
	 
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	21
	Forward the outcome to the Head of Department.
	 
	PD
	 
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	22
	Receive proof of payment of the Insurance Claim.
	 
	PD
	 
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 1
	OTHER
INCOME
	OTHER
INCOME
	Proof of Payment

	23
	Send proof of payment to the Head:  Cashier.
	 
	PD
	 
	VD
	 
	 
	RM
	 
	 
	 
	GRAP 1
	OTHER
INCOME
	OTHER
INCOME
	 

	24
	Write-off asset to R0 in the Asset Register, by using all segments of mSCOA.
	 
	
	PD
	VD
	
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	25
	Submit list of write-offs to the Accountant:  Assets.
	 
	
	PD
	VD
	
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	List of write-offs

	No
	Procedure
	Data Capturer
	Clerk:  Assets
	Chief Clerk:  Assets
	Accountant:  Assets
	Other Departments
	Head of Department
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	26
	Reconcile the Asset Register with the General Ledger.  Confirm that there are no differences for cost, accumulated depreciation, accumulated impairment losses and carrying values.
	 
	 
	PM
	VM
	
	 
	RM
	 
	 
	MFMA
S 63 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	27
	Investigate any differences.
	 
	 
	PM
	VM
	
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	28
	Correct any differences.
	 
	 
	PM
	VM
	
	 
	RM
	 
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	 

	29
	File list of write-offs with audit trail of write-offs, for future reference.
	 
	 
	
	PM
	
	 
	VM
	RM
	 
	 
	GRAP 16, 17, 27, 31 & 103 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	List of write-offs









	
	Procedures for Insurance Claims accepted by:
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CA
	 
	 
	 

	
CCA
	 
	 
	 

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	

	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Insurance Claims approved by:
	
	
	
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
	 
	 








[bookmark: _Toc486502376]8.9.2	Procedures for Monthly Meetings (Insurance Claims)

	No
	Procedure
	Accountant:  Assets
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	CFO holds monthly meeting with the Accountant Assets and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	GRAP 1 
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	 GRAP 1
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	 GRAP 1
	PPE, IP, INTA, HA, AA
	PPE, IP, INTA, HA, AA
	Number of pre-audit checklists per year.









	
	Procedures for Monthly Meetings (Miscellaneous issues) accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AA
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Miscellaneous Issues) approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
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[bookmark: _Toc486502377]SECTION D – LIABILITY MANAGEMENT

9. [bookmark: _Toc486502378]STANDARD OPERATING PROCEDURES FOR LIABILITY MANAGEMENT

Procedures for the performing of responsibilities and duties of Liability Management, provide the staff in the Finance Department with procedures and guidelines on the operational management aspects of the day to day running of finance management in a municipality.								
								
This manual is intended to be a practical guide, assisting municipalities to maintain a management, accounting and information system that accounts for the liabilities of the municipality.								
								
Each section of the Procedures Manual indicates the staff involved for that specific section.  Municipalities can adjust the staff members involved, based on their own circumstances.  In assigning different responsibilities to staff members, care must be taken that each procedure is monitored (verified) by a staff member senior to the person performing the procedure.   A staff member senior to the verifier, must review the procedure/s as indicated in the time-frames.  This will reduce the opportunities to allow any person to be in a position to both perpetrate and conceal errors or fraud in the normal course of the person's duties.  It will also ensure that management directives are carried out.								
								
When monitoring/reviewing procedures performed by staff members, sufficient evidence must be available to confirm that specific procedure was performed.  This evidence can then be used for performance monitoring of staff members.											
The level of involvement of each official is indicated at each procedure and are summarised as follows:								
								
PD		Perform Daily							
PW		Perform Weekly							
PM		Perform Monthly							
PQ		Perform Quarterly							
PBI		Perform Bi-Annually							
PA		Perform Annually							
VD		Verify Daily							
VW		Verify Weekly							
VM		Verify Monthly							
VQ		Verify Quarterly							
VBI		Verify Bi-Annually							
VA		Verify Annually							
RD		Review Daily							
RW	Review Weekly							
RM		Review Monthly							
RQ		Review Quarterly							
RBI	Review Bi-Annually							
RA		Review Annually							
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[bookmark: _Toc486502379]9.1 	PROCESS FLOW CHARTS

High-level overview of business processes covered in this section:

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\Liabilities 9.2 - 9.5.jpg]


[bookmark: _Toc486502380]9.1.1 	Planning

An overview of procedures for Planning Activities.  Detailed standard operating procedures are set out in section 9.2.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\9.1.1 Planning revised.jpg]
[bookmark: _Toc486502381]9.1.2 	Borrowing

An overview of procedures for Borrowing Activities.  Detailed standard operating procedures are set out in section 9.3.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\9.1.2 Borrowing revised.jpg]
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[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\9.1.3 Recording and Payment of Borrowings.jpg]
[bookmark: _Toc486502382]9.1.3 	Value Added Tax

An overview of procedures for submission of VAT Returns.  Detailed standard operating procedures are set out in section 9.4.1.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\9.1.4 VAT.jpg]








[bookmark: _Toc486502383]9.1.4	Operating Leases

An overview of procedures for calculating the Operating Lease Liability/ Asset.  Detailed standard operating procedures are set out in section 9.5.1.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\9.1.6 Operating Leases.jpg]




[bookmark: _Toc486502384]9.2	PLANNING

The accounting officer of a municipality must take all reasonable steps, in terms of section 63(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:
											
a)	The Municipality has and maintains a management, accounting and information system that accounts for the liabilities of the municipality;											
b)	The Municipality's liabilities are allowed in accordance with standards of generally recognised accounting practice; and											
c)	The Municipality has and maintains a system of internal control of liabilities, including a liability register, as may be prescribed.				


Staff members involved in procedures
											
AE		Accountant:  Expenditure	
BSC		Budget Steering Committee
SM		Manager:  Strategic Services
MSCM	Manager:  Supply Chain Management	
MPMU	Manager:  Project Management Unit
HAE		Head:  Assets and Expenditure	
HBTO	Head:  Budget and Treasury
HOD		Heads of other Departments within Municipality
CFO		Chief Financial Officer	
MM		Municipal Manager
FC		Finance Committee (can also be Executive Committee)
C  		Council									
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[bookmark: _Toc486502385]9.2.1	Procedures for Planning Activities (Revised IDP and Annual Budget)			
		
	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Follow the procedures, as set out in Chapter 5 of the Municipal Systems Act (Act of 2000) to develop, implement and approve an Integrated Development Plan (IDP).
	 
	PA
	 
	 
	VA
	 
	RA
	 
	 
	N/A
	N/A
	Approved IDP

	2
	Review the Integrated Develop Plan (IDP) and previous year’s actual performance against set targets.

Obtain inputs from:
· Ward Committees;
· Public (via Public IDP Meetings); and
· Public Sector (via IDP Forum).

	 
	PA
	 
	 
	VA
	 
	RA
	 MSA
S 34
	 
	N/A
	N/A
	Attendance List and Minutes of Meetings

	3
	Capture projects in the Planning Module of the financial system.
	
	PA
	 
	VA
	RA
	 
	
	
	
	N/A
	N/A
	

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	4
	Send draft list of projects to Other Departments within Municipality for inputs.
	 
	PA
	 
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	

	5
	Hold meetings within Departments to prioritise projects.
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	6
	Prioritise projects, based on:
· Master Plans;
· Spatial Development Framework;
· Asset Replacement Policy;
· Housing Implementation Plans;
· Service Delivery Backlogs;
· Statutory Requirements;
· Maintenance Plans;
· Strategic Objectives;
· Infrastructure Plans identified in prior years;
· Duration of project;
· Cost effectiveness of project;
· Indicate if project is for a new/renewal asset; and
· Inputs received during IDP process.

This procedure is performed in the Planning Module of the financial system.  
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	Departmental Strategic Meetings

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	7
	Allocate all segments of mSCOA to all prioritised projects.
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	mSCOA Item 
Charts
	

	8
	Identify funding sources of prioritised projects. (Make use of Funding segment of mSCOA)

For prioritised projects funded by SHORT-TERM DEBT, consider:

· That the Municipality has sufficient cash to meet the objectives of local government, as set out in section 152 of the Constitution (Act 108 of 1996);
· If any bridging is required for cash shortfalls within a financial year, in expectation of specific and realistic anticipated income to be received within that financial year; or
	 
	 
	 
	 
	 
	 
	 
	 MFMA
S 45
	 
	 
	 
	 

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	
	· If any bridging is required for capital needs within a financial year, it should be repaid from specific funds  received from enforceable allocations or long-term debt commitments; and
· That criteria as set out in the municipality's Borrowing Policy have been met.
	
	
	
	
	
	
	
	 MFMA
S 45
	
	
	
	

	 9
	For prioritised projects funded by LONG-TERM DEBT, consider:

· That the municipality’s long term debt is consistent with its Capital Budget;
· That capital expenditure on Property, Plant and Equipment will be used to achieve the objectives of local government, as set out in section 152 of the Constitution (Act 108 of 1996);
· The provisions of section 46(5) of the MFMA for re-financing of existing long-term debt;
· That criteria as set out in the municipality's Borrowing Policy have been met.
	 
	 
	 
	 
	 
	 
	 
	MFMA
S 46
	 
	 
	 
	 

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	The Municipality may borrow money for the re-financing of existing long-term debt if:
· The existing long-term debt was lawfully incurred;
· The re-financing does not extend the term of the debt beyond the useful life of the property, plant or equipment for which the money was originally borrowed;
· The net present value of projected future payments (including principal and interest payments) after re-financing is less than the net present value of projected future payments before re-financing; and
· The discount rate used in projecting the net present value and any assumptions in connection with the calculations are reasonable and in accordance with criteria of any prescribed framework.

	 
	 
	PA
	PA
	VA
	 
	 
	Borrowing
Policy 
	 
	N/A
	N/A
	 

	10
	Send list of prioritised projects, with aligned mSCOA segments, to the Strategic Manager.
	 
	VA
	PA
	 
	RA
	 
	 
	 
	 
	N/A
	N/A
	 

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	11
	Compile list of all prioritised projects.  This list should be an extract from the Planning Module of the financial system.
	 
	PA
	 
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	12
	Hold Executive Council Committee Meeting.
	 
	 
	 
	 
	PA
	 
	VA
	 
	 
	N/A
	N/A
	Minutes of Meeting

	13
	Finalise projects based on:
· Available Funding;
· Master Plans;
· Spatial Development Framework;
· Housing Implementation Plans;
· Service Delivery Backlogs;
· Asset Replacement Policy;
· Statutory Requirements;
· Maintenance Plans;
· Strategic Objectives;
· Future Operational Cost and Revenue of Project;
· Municipal tariffs implications;
· Duration of project;
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	N/A
	N/A
	 

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	14
	Indicate on Final Project List:
· Strategic Objectives;
· Duration of project;
· Future Operational Cost and Revenue of Project;
· Estimate monthly expenditure of project; and
· mSCOA Project Number.
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	N/A
	N/A
	Final Project List

	15
	Prepare the draft Revised IDP.
	 
	PA
	 
	 
	VA
	 
	RA
	 MSA
S 34
	 
	N/A
	N/A
	Revised IDP

	16
	Prepare the draft Budget, by using all segments of mSCOA.  Add mSCOA Project Number to GUID of Project Segment.  All budget schedules should be prepared by the financial system.
	 
	 
	 
	PA
	RA
	VA
	VA
	 
	 
	N/A
	N/A
	Draft Budget

	17
	Include all repayments and interest for short-term debt and long-term debt in the draft Budget.
	 
	 
	 
	PA
	RA
	VA
	VA
	 
	 
	N/A
	N/A
	Draft Budget

	18
	Prepare the draft Service Delivery and Budget Implementation Plan (SDBIP).  Add mSCOA Project Number to each project to ensure a link between the IDP, the Budget and the SDBIP.
	 
	PA
	 
	PA
	RA
	VA
	VA
	 
	 
	N/A
	N/A
	Draft SDBIP

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	19
	Evaluate the draft Budget against approved Benchmarking ratios and norms.
	 
	PA
	 
	PA
	RA
	VA
	VA
	 
	 
	 
	 
	Financial Ratios and Norms

	20
	Submit the draft IDP, the draft Budget and the draft SDBIP to Council and follow budget procedures as set out in the MFMA, Budget Regulations and Planning and Performance Management Regulations.
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	N/A
	N/A
	Budget Process Documents

	21
	Council approve the IDP and the Annual Budget.
	
	
	
	
	
	
	PA
	 
	 
	N/A
	N/A
	IDP / 
Annual Budget

	22
	Council approve the SDBIP.
	
	
	
	
	
	
	PA
	MFMA
S53 
	 
	N/A
	N/A
	SDBIP

	23
	Upload budget on the National Treasury Local Government Database (LG Database) portal by using data extraction from the segments of mSCOA.
	
	
	
	PA
	RA
	
	
	
	
	N/A
	N/A
	mSCOA Data String

	24
	Publish the IDP, the Budget and the SDBIP on the municipal website.
	
	PA
	
	
	RA
	
	
	MFMA
S75 
	 
	N/A
	N/A
	

	25
	Implement the SDBIP.
	 
	 
	 
	 
	 PA
	VA
	VA
	 
	 
	N/A
	N/A
	

	No.
	Procedure
	Head:  Assets and Expenditure
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	27
	Commence with Supply Chain Management (SCM) procedures as per monthly operating and capital budget.
	VW
	 
	PD
	 
	VM
	 
	VM
	 
	 
	N/A
	N/A
	 




















	
	Procedures for performing Planning Activities (Revised IDP and Annual Budget) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
SM
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Planning Activities (Revised IDP and Annual Budget) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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The accounting officer of a municipality must take all reasonable steps, in terms of section 63(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:											
				
a)	The Municipality has and maintains a management, accounting and information system that accounts for the liabilities of the municipality;														
b)	The Municipality's liabilities are valued in accordance with standards of generally recognised accounting practice; and														
c)	The Municipality has and maintains a system of internal control of liabilities, including a liabilities register, as may be prescribed.																						
Staff members involved in procedures

						
DC		Data Capturer		
CSCM	Clerk:  Supply Chain Management		
ASCM	Accountant:  Supply Chain Management			
AE		Accountant:  Expenditure			
MSCM	Manager:  Supply Chain Management			
HAE		Head:  Assets and Expenditure			
HOD		Heads of other Departments within Municipality			
CFO		Chief Financial Officer			
MM		Municipal Manager														






















STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES








[image: Letter Head]		        Page | 860 
			          May 2016
[bookmark: _Toc486502387]9.3.1	Procedures for incurring Short-term Debt

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Identify the need for any short-term debt.
	 
	 
	 
	 
	PM
	 
	VM
	RM
	 
	 
	 GRAP 1
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	 

	2
	Prepare a draft request for short-term debt with a monthly cash flow statement, indicating:
· Reasons for short-term debt;
· Type of short-term debt to be obtained;
· Credit limit of short-term debt;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· Repayment terms of short-term debt within current financial year;
· Interest rate of short-term debt;
· Security, if any, for short-term debt;
· If security for debt is to be an asset or a right of an asset, which is necessary for providing minimum level of basic municipal services;
· The manner in which the availability of the asset or right for the provision of the minimum level of basic municipal services will be protected;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· Funds that will be used to repay short-term debt within current financial year; and
· Declaration that denominated value of debt is in Rand’s, and is not indexed to, or affected by, fluctuations in the value of the Rand against any foreign currency.
	 
	 
	 
	 
	PM
	 
	VM
	RM
	 
	MFMA
S 45

Borrowing
Policy 
	GRAP 1
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	Monthly cash flow statement

	3
	Submit the draft request for short-term debt to the Municipal Manager.
	 
	 
	 
	 
	VM
	 
	PM
	RM
	 
	 
	GRAP 1
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	4
	Review the request for short-term debt and ensure that request meets requirements as set out in section 45 of the MFMA and the municipality's Borrowing Policy.
	 
	 
	 
	 
	 
	 
	VM
	PM
	 
	MFMA
S 45 
	GRAP 1
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	Request for Short-term Debt

	5
	If a conditional grant transfer is offered as security for short-term debt, ensure that:
· Permission is obtained from National Treasury;
· The pledge/ guarantee does not extend beyond the DoRA stipulations, and
· The pledge/ guarantee is limited to 75% of the indicative grant and 40% of the total project cost.
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 MFMA
S 45
	GRAP 1
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	6
	Submit the request for short-term debt to the Council.
	 
	 
	 
	 
	 
	 
	VM
	PM
	RM
	 
	GRAP 1
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	 

	7
	The Council approves the short-term debt:
· Individually for capital needs repayable within financial year;
· Credit limit and terms of credit or bank overdraft facility
	 
	 
	 
	 
	 
	 
	VM
	VM
	PM
	MFMA
S 45 
	GRAP 1 
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	Council Resolution

	8
	If the Council Resolution authorises the provision of security for the debt, the Council Resolution must:

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· Stipulate whether the asset or right with respect of which the security is provided, is necessary for providing the minimum level of basic municipal services;
· If so, indicate the manner in which the availability of the asset or right for the provision of that minimum level of basic municipal services will be protected.
	 
	 
	 
	 
	 
	 
	VM
	VM
	PM
	 MFMA
S 45
	GRAP 1
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	 

	9
	The Mayor must sign the Council Resolution for approval of the short-term debt agreement.
	 
	 
	 
	 
	 
	 
	VM
	VM
	PM
	 
	GRAP 1
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	Council Resolution

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	10
	The Municipal Manager must sign agreement and/or documentation which creates or acknowledges the short-term debt.
	 
	 
	 
	 
	 
	 
	VM
	PM
	 
	 
	GRAP 1
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	Short-term Debt Agreement

	11
	If the Council approves a credit facility that is limited to emergency use, the Municipal Manager must notify the Council in writing as soon as practical:
· The amount;
· Duration;
· Cost of any debt incurred in terms of credit facility; and
· Options for repayment of the debt.
	 
	 
	 
	 
	 
	 
	VM
	PM
	RM
	MFMA
S 45 
	GRAP 1 
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	Notification of credit facility used

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	12
	Record the short-term debt in the Liabilities Register by indicating:
· Type of debt;
· Name of Institution;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Amount of debt;
· Period of debt;
· Security of debt;
· Interest rate;
· Type of interest (Variable or Fixed);
· Starting date of debt;
· First day of repayment, if applicable;
· Expiry date of debt / Last day of repayment; and
· All segments of mSCOA.
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	MFMA
S 63 
	GRAP 1
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	Liabilities Register

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	13
	Review the Liabilities Register to ensure that all short-term debt is repaid within the financial year.
	 
	 
	 
	 
	PM
	 
	VM
	RA
	 
	MFMA
S 63
	GRAP 1
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	 












	
	Procedures for incurring Short-term Debt accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for incurring Short-term Debt approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	




	
	
	









[bookmark: _Toc486502388]9.3.2	Procedures for incurring Long-term Debt

	No.
	
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Identify the need for long-term debt during the budget process.
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 
	 
	 GRAP 1
GRAP 13
GRAP 104
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	2
	Follow the procedures for Competitive Bidding as set out in the section on Competitive Bidding under Expenditure Management.
	PM
	PM
	 
	PM
	VM
	 
	VM
	RM
	 
	 SCM
Reg.
Par 19
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	No.
	
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	3
	As part of the Competitive Bidding Process, any person involved in the borrowing of money by the municipality must, when interacting with a prospective lender or when preparing documentation for consideration by a prospective investor:
· Disclose all information within possession or  knowledge that may be material to the decision of the prospective lender or investor; and
· Take reasonable care to ensure the information disclosed is accurate.
	PM
	PM
	 
	PM
	PM
	 
	PM
	RM
	 
	 MFMA
S 49
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	No.
	
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	4
	Report as soon as practicable any alleged violations of procedure 3 to the Mayor and the National Treasury.  The report must contain at least the following information:
· Details of the alleged violation;
· A written response from the alleged offending party;
· Proof that the alleged offending party did receive the allegations in writing and had at least 7 working days to respond to the allegations;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 

	No.
	
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· Recommendations whether the alleged offending party must be listed on the National Treasury's database of persons prohibited from doing any business with the public sector.
	 
	 
	 
	 
	 
	 
	VM
	PM
	RM
	 MFMA
S46

SCM 
Reg.
Par 14
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	5
	As part of the Competitive Bidding Process, the advertisement with specifications must contain:

· Amount of proposed debt;
· Term of finance; and
· Asset to be financed
	PM
	VM
	 
	RM
	 
	 
	RM
	 
	 
	SCM 
Reg. 
Par. 21
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	Advertisement with specifications

	No.
	
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	6
	Prepare a draft agreement with successful bidder, after approval by the Bid Adjudication Committee.
	 
	PM
	 
	VM
	RM
	 
	RM
	 
	 
	 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	7
	Prepare an advertisement for public comment, containing at least the following:
· Amount of proposed debt;
· Purpose for which the debt is to be incurred; 
· Detail of any security to be provided for debt;
· Closing date for comments.

	
	
	
	
	
	
	
	
	
	MFMA
S 46
	
	
	
	

	No.
	
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	The Checklist issued by the National Treasury can be used as a guideline to ensure that all the required information in the Information Statement has been included.
	 
	PM
	 
	VM
	RM
	 
	 
	 
	 
	 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	Information Statement
for public comment

	8
	Send the draft Information Statement to the Municipal Manager for review.
	 
	 
	 
	PM
	VM
	 
	VM
	RM
	 
	 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	9
	Publish the Information Statement in the newspaper, containing details of proposed debt, 21 days prior to council meeting where the matter will be dealt with.
	 
	 
	 
	PM
	VM
	 
	VM
	RM
	 
	 MFMA
S 46
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	No.
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	10
	Invite the National Treasury and the Provincial Treasury, by way of formal letters, to submit written comments or representations to the Council in respect of proposed debt.

	 
	 
	 
	PM
	VM
	 
	VM
	RM
	 
	 MFMA
S 46
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	11
	Send a copy of the Information Statement to the Council, 21 days prior to the Council Meeting, together with particulars of the following:
· The essential repayment terms;
· The anticipated debt repayment schedule;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· The anticipated total cost in connection with the debt over the repayment period; 
· Declaration that denominated value of debt is in Rand’s, and is not indexed to, or affected by, fluctuations in the value of the Rand against any foreign currency; and
· Security for the long-term debt.
	 
	 
	 
	PM
	VM
	 
	VM
	RM
	 
	 MFMA
S 46 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	No.
	
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	12
	Receive comments from the public, the National Treasury and the Provincial Treasury.
	 
	 
	 
	PM
	VM
	 
	VM
	RM
	 
	  MFMA
S 46
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	13
	Prepare a report with all comments received, for the Council Meeting.
	 
	 
	 
	PM
	VM
	 
	VM
	RM
	 
	 MFMA
S 46 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	Report to Council

	14
	Submit report and draft agreement to the Council.
	 
	 
	 
	 
	 
	 
	PM
	VM
	RM
	 MFMA
S 46 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	15
	The Council approves the long-term debt.


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 MFMA
S 46 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	No.
	
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	16 
	The Council Resolution must include:
· Whether the asset or right of the asset, is necessary to provide the minimum level of basic municipal services; and
· If so, indicate the manner in which the availability of the asset or right of the asset providing the minimum level of basic municipal services will be protected.

	 
	 
	 
	 
	 
	 
	VM
	VM
	PM
	MFMA
S 47 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	Council Resolution

	17
	The Mayor sign the Council Resolution for approval of the long-term debt agreement.
	 
	 
	 
	 
	 
	 
	VM
	VM
	PM
	 MFMA
S 46
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	Council Resolution

	No.
	
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	18
	The Municipal Manager sign the final loan agreement.
	 
	 
	 
	 
	 
	 
	VM
	PM
	 
	MFMA
S 46 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	Final loan agreement

	19
	Record the long-term debt in the Liabilities Register by indicating:
· Type of debt;
· Name of Institution;
· Amount of debt;
· Period of debt;
· Security of debt;
· Interest rate;
· Type of interest (Variable or Fixed);
· Starting date of debt;
· First day of repayment, if applicable;
· Last day of repayment; and
· All segments of mSCOA.
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	GRAP 1
GRAP 13
GRAP 104 
	Bank Overdraft, Short-term Borrowings
	Bank Overdraft, Short-term Borrowings
	Liabilities Register

	No.
	
	Procedure
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	20
	File the signed loan agreement for future reference.
	 
	PM
	 
	VM
	RM
	 
	RM
	 
	 
	 MFMA
S 63
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 

	21
	Meet with the financial institutions to discuss level of satisfaction of services provided to the municipality.
	 
	 
	 
	 
	 
	 
	PA
	RA
	 
	 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities
	Borrowings and Finance Leases
	 










	
	Procedures for performing incurring Long-term Debt accepted by:
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CSCM
	 
	 
	 

	
ASCM
	 
	 
	 

	
AE
	 
	 
	 

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing incurring Long-term Debt approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	






[bookmark: _Toc486502389]9.3.3	Procedures for recording and payment of Debt

	No.
	Procedure
	Data Capturer
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	ANNUITY LOANS:
· Receive loan from the financial institution in primary bank account;
· Follow Cash Receipting procedures as set out in the Revenue Management section for all amounts paid into bank account.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 1
GRAP 104 
	Long-term Liabilities & Short-term loans
	Borrowings and Finance Leases
	 

	2
	FINANCE LEASES:
· Calculate the lowest of:
· Fair value of the leased asset; or

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Data Capturer
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· Present value of the minimum lease payments, by using the interest rate implicit in the lease, or if impractical, the lessee's incremental borrowing rate;
· Prepare journal to record Finance Lease and/ or Hire Purchase;
	 
	 
	 
	PM
	 
	VM
	 
	RM
	 
	 
	 
	 
	 
	 
	 

	 
	· Capture journal to record Finance Lease and / or Hire Purchase, by using all segments of mSCOA.
	PM
	 
	 
	VM
	 
	RM
	 
	 
	 
	 
	 
	GRAP 13 
	Long-term Liabilities & Short-term loans
	Borrowings and Finance Leases
	 

	No.
	Procedure
	Data Capturer
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	3
	HIRE PURCHASES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· Obtain contract schedule to record Hire Purchases;
	 
	 
	 
	PM
	 
	VM
	 
	RM
	 
	 
	 
	 
	 
	 
	 

	 
	· Prepare journal to record Finance Lease and/ or Hire Purchase;
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	 
	 
	 
	 

	 
	· Capture journal to record Finance Lease and / or Hire Purchase, by using all segments of mSCOA.
	PM
	 
	 
	VM
	 
	RM
	 
	 
	 
	 
	 
	 GRAP 1
GRAP 104
	Long-term Liabilities & Short-term loans
	Borrowings and Finance Leases
	 

	4
	Obtain payment schedules from the financial institutions.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	 GRAP 1
GRAP 13
GRAP 104
	Long-term Liabilities & Short-term loans
	Borrowings and Finance Leases
	Payment Schedules

	No.
	Procedure
	Data Capturer
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	5
	Prepare the amortisation tables.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities & Short-term loans
	Borrowings and Finance Leases
	Amortisation Tables

	6
	Record all loans in the Liabilities Register.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	MFMA
S 63 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities & Short-term loans
	Borrowings and Finance Leases
	Liabilities Register

	7
	Record the repayment details of loans as per payment schedule obtained from the financial institution, after the accuracy thereof has been recalculated.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	GRAP 1
GRAP 13
GRAP 104 
	Long-term Liabilities & Short-term loans
	Borrowings and Finance Leases
	Liabilities Register

	No.
	Procedure
	Data Capturer
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 8
	FOR ELECTRONIC PAYMENTS:

Prepare request for payment, indicate all segments of mSCOA, on request and follow normal creditors’ cycle for payment.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	 GRAP 1
GRAP 104 
	Long-term Liabilities & Short-term loans
	Borrowings 
	Payment request

	9
	FOR DEBIT ORDERS:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Record monthly transactions in the Loan Register, by using all segments of mSCOA. 
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	 GRAP 1
GRAP 104 
	Long-term Liabilities & Short-term loans
	Borrowings 
	Monthly journal

	No.
	Procedure
	Data Capturer
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	10
	FOR FINANCE LEASES:

Record monthly transactions in the Loan Register, by using all segments of mSCOA.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	 GRAP 13
	Long-term Liabilities
	Finance Leases
	Monthly journal

	11
	Capture transactions in the General Ledger, by using all segments of mSCOA.
	PM
	 
	 
	VM
	 
	RM
	 
	 
	 
	 
	 
	 GRAP 13
	Long-term Liabilities
	Finance Leases
	 

	12
	Perform a monthly reconciliation between the Loan Register and the General Ledger, by using all segments of mSCOA.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	 GRAP 13
	Long-term Liabilities
	Finance Leases
	Monthly reconciliation

	No.
	Procedure
	Data Capturer
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	13
	Investigate any differences.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	 GRAP 13
	Long-term Liabilities
	Finance Leases
	 

	14
	Correct any differences identified.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	 GRAP 13
	Long-term Liabilities
	Finance Leases
	 

	15
	File the monthly reconciliation for future references.
	 
	 
	 
	PM
	 
	RM
	 
	VM
	 
	 
	 
	 GRAP 13
	Long-term Liabilities
	Finance Leases
	 

	No.
	Procedure
	Data Capturer
	Clerk:  Supply Chain Management
	Accountant:  Supply Chain Management
	Accountant:  Expenditure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Mayor
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	16
	Prepare a consolidated disclosure statements of all borrowing instruments, within 90 days after the end of each financial year, and place on the borrowing disclosure depository.
	 
	 
	 
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	Long-term Liabilities & Short-term loans
	Borrowings and Finance Leases
	Consolidated Disclosure Statement











	
	Procedures for recording and payment of Debt accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CSCM
	 
	 
	 

	
ASCM
	 
	 
	 

	
AE
	 
	 
	 

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing recording and payment of Debt approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	




[bookmark: _Toc486502390]9.3.4	Procedures for Monthly Meetings (Debt Management)	

	No.
	Procedure
	Manager:  Supply Chain Management
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	CFO holds monthly meeting with the Manager:  Supply Chain Management and the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	 
	Long-term Liabilities & Short-term loans
	Borrowings and Finance Leases
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	 
	Long-term Liabilities & Short-term loans
	Borrowings and Finance Leases
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	 
	Long-term Liabilities & Short-term loans
	Borrowings and Finance Leases
	Number of pre-audit checklists per year.







	
	Procedures for Monthly Meetings (Debt Management) accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Debt Management) approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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The accounting officer of a municipality must take all reasonable steps, in terms of section 63(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:
	
a)	The Municipality has and maintains a management, accounting and information system that accounts for the liabilities of the municipality;											
b)	The Municipality's liabilities are valued in accordance with standards of generally recognised accounting practice; and											
c)	The Municipality has and maintains a system of internal control of liabilities, including a liabilities register, as may be prescribed.				
												
Staff members involved in procedures						

						
CE		Clerk:  Expenses
CCD		Chief Clerk:  Debtors
AE		Accountant:  Expenditure
HAE		Head:  Assets and Expenditure
CFO		Chief Financial Officer
MM		Municipal Manager											
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[bookmark: _Toc486502392]9.4.1	Procedures for submitting of VAT Returns
	
	No.
	Procedure
	Clerk:  Expenses
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Record input VAT, on the accrual basis during capturing of tax invoices, as set out in procedures on Expenditure Management.
	PD
	 
	RD
	VM
	 
	 
	 VAT Act
S 17
	 GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	2
	Verify that all tax invoices are valid tax invoices as per the VAT Act.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Valid tax invoice requirements:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Where the consideration exceeds 
R5 000, a full tax invoice in terms of section 20(4) consisting of the following details is required:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	· The words “tax invoice” in a prominent place;
· The name, address and VAT registration number of the supplier;
· The name, address and where the recipient is registered, the VAT registration number of the recipient;
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Clerk:  Expenses
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· The individual serialised number and the date of issue;
· An accurate description of the goods and/or services supplied;
· The quantity or volume of the goods or services supplied;
· The full consideration charged, and either –
· the VAT amount shown separately; or
· a statement that VAT is included, and the rate of VAT charged.

Where the consideration does not exceed R5 000, an abridged tax invoice in terms of section 20(5) may be issued with the requirements being the same as above with the exception of the following particulars which may be omitted:

· The name, address and the VAT registration number of the recipient;

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Clerk:  Expenses
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· The quantity or volume of the goods or services supplied
	PD
	 
	RD
	VM
	 
	 
	 VAT Act
S 20
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	3
	Recognise output VAT during monthly levying of Service Charges and capturing of Direct Income, as set out in procedures on Revenue Management.
	 
	PD
	RD
	VM
	 
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	4
	Generate a VAT Declaration Report from the financial system, containing the following information:

· Zero rated income to be declared;
· Taxable income and output tax to be declared;
· Operating input tax claimable; and
· Capital input tax claimable.

	 
	 
	PM
	RM
	VM
	 
	 VAT Act
S 28
	GRAP 1 
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT Declaration Report

	No.
	Procedure
	Clerk:  Expenses
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	5
	Reconcile the VAT Report's total amounts to the detailed generated VAT Declaration Report.
	 
	 
	PM
	RM
	VM
	 
	 MFMA
S 63
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	6
	Review all detailed items on the VAT Report to be declared and claimed to determine that these are valid items.
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	7
	Reconcile the detailed VAT Report to the applicable mSCOA item segments in the general ledger.
	 
	 
	PM
	RM
	VM
	 
	 MFMA
S 63
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	8
	Investigate and correct any differences.
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	9
	Run the final VAT Declaration Report.
	 
	 
	PM
	RM
	VM
	 
	VAT Act
S 28 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT Declaration Report

	No.
	Procedure
	Clerk:  Expenses
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	10
	Prepare the VAT 201 return by using the VAT Declaration Report.
	 
	 
	PM
	RM
	VM
	 
	VAT Act
S 28 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT 201 Return

	11
	Prepare payment advice for net VAT payable.
	 
	 
	PM
	RM
	VM
	 
	 VAT Act
S 28
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	12
	Request a VAT Statement of Account via SARS e-filing.
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	13
	Prepare payment advice for any outstanding VAT payable.  Indicate any penalties and/or interest separately.
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	14
	Submit a copy of the VAT return with payment advice to the Head:  Assets and Expenditure, for review.
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	15
	Submit a copy of the VAT Statement of Account with payment advice to the Head:  Assets and Expenditure, for review.
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	No.
	Procedure
	Clerk:  Expenses
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	16
	Review payment advice/s and verify that VAT payable, Interest and Penalties are allocated to the correct segments of mSCOA.
	 
	 
	VM
	PM
	RM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	17
	Follow normal creditors’ payment procedures, as set out in section on Expenditure Management.
	 
	 
	VM
	PM
	RM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	18
	File the VAT 201 return on SARS e-filing on or before the due date.  If the due date falls on a weekend the previous business day should be used.
	 
	 
	PM
	RM
	VM
	 
	 VAT Act
S 28
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	19
	Print the confirmation that VAT 201 return has been filed.
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	e-Filing confirmation

	No.
	Procedure
	Clerk:  Expenses
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	20
	File VAT 201 return with the confirmation of e-filing and supporting documentation for future reference.
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	21
	If any VAT is receivable, follow normal direct payments receipt processes, as set out in section on Revenue Management.
	 
	PM
	 
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	22
	Reconcile the VAT control account with the VAT 201 return.
	 
	 
	PM
	RM
	VM
	 
	MFMA
S 63 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT Control Account Reconciliation

	23
	Reconcile the VAT Output Control Account with the monthly Debtors Age Analysis.
	 
	PM
	 
	RM
	VM
	 
	 MFMA
S 63 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT Output Reconciliation

	24
	Reconcile het VAT Input Control Account with the monthly Creditors Age Analysis.
	 
	 
	PM
	RM
	VM
	 
	MFMA
S 63  
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT Input Reconciliation

	25
	Investigate and correct any differences.
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	No.
	Procedure
	Clerk:  Expenses
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	26
	Submit the VAT Reconciliations to the Head:  Assets and Expenditure for review.
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	27
	Review the VAT Reconciliations.
	 
	 
	VM
	PM
	RM
	 
	MFMA
S 63  
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	28
	File the VAT Reconciliations for future reference.
	 
	 
	PM
	RM
	VM
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	29
	Perform a VAT reasonability test between the VAT returns submitted and total income and expenditure in the mSCOA Item and Expenditure segments for the financial year.
	 
	 
	VA
	PA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT Reasonability Test

	30
	Investigate and correct any differences.
	 
	 
	VA
	PA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	31
	File the VAT reasonability test for future reference.
	 
	 
	VA
	PA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 





	
	Procedures for submitting of VAT Returns accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
CE
	 
	 
	 

	
CCD
	 
	 
	 

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for submitting of VAT Returns approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 

		
	
	
	








[bookmark: _Toc486502393]9.4.2	Procedures for calculation of VAT Apportionment

	No.
	Procedure
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Calculate the VAT apportionment ratio before the start of the financial year, based on preliminary results.
	
	
	
	
	 
	 
	
	
	

	 
	The VAT apportionment formula is as follows: 
y = ____a____ x 100 
(a + b + c) 1 
Where: 
“y” = the apportionment percentage; 
“a” = the value of all taxable supplies (including deemed taxable supplies) made during the period; 
“b” = the value of all exempt supplies made during the period; and 
“c” = the sum of any other amounts not included in “a” or “b” in the formula, which were received or which accrued during the period (whether in respect of a supply or not, for example, income received in respect of out of scope supplies). 
	PA
	RA
	VA
	 
	VAT Act
S 17
BGR 4 
	 
GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT Apportionment Calculation 

	No.
	Procedure
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	2
	Send the VAT Apportionment calculation to the Head:  Assets and Expenditure for review.
	PA
	RA
	VA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	3
	Review the VAT Apportionment calculation and sign as proof of the review.
	VA
	PA
	RA
	 
	 
	GRAP 1 
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	4
	Update the VAT parameters before the start of the financial year, if required.
	PA
	VA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	5
	Print the VAT Parameter Report on the financial system
	PA
	VA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT Parameter Report

	6
	Review the VAT Parameter Report for correctness.
	VA
	PA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	7
	File the VAT Parameter Report, with the VAT apportionment calculation for future reference.
	PA
	VA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	No.
	Procedure
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	8
	Recalculate the VAT apportionment ratio, based on the audited financial statements, within 6 months after year-end.
	PA
	RA
	VA
	 
	VAT Act
S 17
BGR 4 
	 
GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT Apportionment Calculation 

	9
	If the VAT apportionment calculation is below 95%:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	· Recalculate VAT claimable on mixed supplies from 1 July, based on new apportionment ratio; and
· Declare correction on next VAT return.
	PA
	RA
	VA
	 
	 VAT Act
S 17
	 GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	10
	If the VAT apportionment calculation is 95% or higher:
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	· No action if calculation in prior year was also 95% or higher;
· If prior year calculation was less than 95%:
· Recalculate VAT claimable on mixed supplies from 1 July, by claiming 100% input tax; and
· Declare correction on next VAT return.
	PA
	RA
	VA
	 
	 VAT Act
S 17
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	11
	Update the VAT parameters, if required.
	PA
	VA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	No.
	Procedure
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	12
	Print the VAT Parameter Report on the financial system.
	PA
	VA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT Parameter Report

	13
	Review the VAT Parameter Report for correctness.
	VA
	PA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	14
	File the VAT Parameter Report, with the VAT apportionment calculation for future reference.
	PA
	VA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	15
	Recalculate the Input VAT claimable from the beginning of the financial year.
	PA
	VA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	VAT Calculations

	16
	Send the VAT Calculations to the Head:  Assets and Expenditure for review.
	PA
	VA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	17
	Review the VAT Calculations and sign as proof of the review.
	VA
	PA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	No.
	Procedure
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	18
	File the VAT Calculations with apportionment ratio for future reference.
	PA
	VA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 

	19
	Correct Input Taxes claimable with next VAT return.
	PA
	VA
	RA
	 
	 
	GRAP 1
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	 














	
	Procedures for calculation of VAT Apportionment accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for calculation of VAT Apportionment approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	












[bookmark: _Toc486502394]9.4.3	Procedures for Monthly Meetings (VAT)

	No.
	Procedure
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	CFO holds monthly meeting with the Head:  Assets and Expenditure and the Accountant:  Expenditure to discuss exceptions identified during the month.
	PM
	PM
	PM
	RM
	 
	 
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	RM
	 
	 
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	 
	PM
	RM
	 
	 
	 
	Taxes, VAT payable / (receivable)
	Taxes, VAT payable / (receivable)
	Number of pre-audit checklists per year.









	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (VAT) accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
MSCM
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (VAT) approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502395]9.5	OTHER LIABILITIES

The accounting officer of a municipality must take all reasonable steps, in terms of section 63(2) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:
		
a)	The Municipality has and maintains a management, accounting and information system that accounts for the liabilities of the municipality;												
b)	The Municipality's liabilities are valued in accordance with standards of generally recognised accounting practice; and												
c)	The Municipality has and maintains a system of internal control of liabilities, including a liabilities register, as may be prescribed.				
													
Staff members involved in procedures													
DC		Data Capturer
CCD		Chief Clerk:  Debtors
AE		Accountant:  Expenditure	
HAE		Head:  Assets and Expenditure	
HOD		Heads of Departments within Municipality
CFO		Chief Financial Officer	
MM		Municipal Manager												
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[bookmark: _Toc486502396]9.5.1	Procedures for Operating Lease Liabilities/Assets

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Obtain copies of the rental contracts from the Legal Department, after contracts having been signed by all parties involved.
	 
	 
	PM
	RM
	VM
	 
	 
	 
	GRAP 13 
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	Rental Contracts

	2
	Determine if the lease is a Finance Lease or Operating Lease, as defined in GRAP 13.
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	3
	Determine if the Operating Lease must be recognised on a straight-line basis as defined in GRAP 13.
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	4
	Perform the straight-line calculations for all applicable Operating Leases.
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	Operating Lease calculations

	5
	Prepare a journal to recognise the Operating Lease Liability / Asset, by using all segments of mSCOA.
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	6
	Send the journal with operating lease calculations to the Head:  Assets and Expenditure for review.
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	7
	Review the calculations and journal for straight-lining of Operating Leases.
	 
	 
	VM
	PM
	 
	RM
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	8
	Capture the journal for the Operating Lease Liability / Asset, by using all segments of mSCOA.
	PM
	 
	VM
	RM
	 
	 
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	9
	Record calculations in the Register for Operating Lease Liabilities / Assets.
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	Register for Operating Lease Liabilities / Assets

	10
	Obtain a copy of the Rental Register from the Chief Clerk:  Debtors
	 
	VM
	PM
	RM
	 
	 
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	11
	Reconcile the Rental Register with information in the Register for Operating Lease Liabilities / Assets.
	 
	 
	PM
	RM
	 
	VM
	 
	 MFMA
S 63
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	Monthly Operating Lease Liability / Asset Reconciliation

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	12
	Investigate any differences.
	 
	VM
	PM
	RM
	 
	 
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	13
	Update the Register for Operating Lease Liabilities / Assets, if needed.
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	14
	Prepare the journal to recognise monthly movement in the Operating Lease Liability / Asset, by using all segments of mSCOA.
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	15
	Capture the journal for monthly movement in the Operating Lease Liability / Asset, by using all segments of mSCOA.
	PM
	 
	VM
	RM
	 
	 
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	16
	Reconcile the Register for Operating Lease Liabilities / Assets with the General Ledger.
	 
	 
	PM
	RM
	 
	VM
	 
	 MFMA
S 63
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	Monthly Operating Lease Liability / Asset Reconciliation

	17
	Investigate and correct any differences.
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	18
	Review the reconciliation between the Register for Operating Lease Liabilities / Assets and the General Ledger and sign as proof of review.
	 
	 
	VM
	PM
	 
	RM
	 
	 MFMA
S 63
	GRAP 13
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Heads of Departments within Municipality
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	19
	File the reconciliation between the Register for Operating Lease Liabilities / Asset and the General Ledger for future reference.
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 13  
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	 













	
	Procedures for Operating Lease Liabilities/Assets accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CCD
	 
	 
	 

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Operating Lease Liabilities/Assets approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	
	
	
	








[bookmark: _Toc486502397]9.5.2	Procedures for Monthly Meetings (Other Liabilities)

	No.
	Procedure
	Head:  Assets and Expenditure
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	CFO holds monthly meeting with the Head:  Assets and Expenditure to discuss exceptions identified during the month.
	PM
	PM
	RM
	 
	 
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	RM
	 
	 
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	PM
	RM
	 
	 
	 
	Operating Lease Liabilities / Assets
	Operating Lease Liabilities / Assets
	Number of pre-audit checklists per year.









	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Other Liabilities) accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HAE
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Other Liabilities) approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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[bookmark: _Toc486502398]SECTION E – FUNDING MANAGEMENT

10. [bookmark: _Toc486502399]STANDARD OPERATING PROCEDURES FOR FUNDING MANAGEMENT

Procedures for the performing of responsibilities and duties of funding management, provide the staff in the Finance Department with procedures and guidelines on the operational management aspects of the day to day running of the Finance Department in a municipality.								
								
This manual is intended to be a practical guide, assisting municipalities to maintain a management, accounting and information system that accounts for the funding of the municipality.								
								
Each section of the Procedures Manual indicates the staff involved for that specific section.  Municipalities can adjust the staff members involved, based on their own circumstances.  In assigning different responsibilities to staff members, care must be taken that each procedure is monitored (verified) by a staff member senior to the person performing the procedure.   A staff member senior to the verifier, must review the procedure/s as indicated in the time-frames.  This will reduce the opportunities to allow any person to be in a position to both perpetrate and conceal errors or fraud in the normal course of the person's duties.  It will also ensure that management directives are carried out.																
When monitoring/reviewing procedures performed by staff members, sufficient evidence must be available to confirm that a specific procedure was performed.  This evidence can then be used for performance monitoring of staff members.										
The level of involvement of each official is indicated at each procedure and is summarised as follows:								
								
PD		Perform Daily							
PW		Perform Weekly							
PM		Perform Monthly							
PQ		Perform Quarterly							
PBI		Perform Bi-Annually							
PA		Perform Annually							
VD		Verify Daily							
VW		Verify Weekly							
VM		Verify Monthly							
VQ		Verify Quarterly							
VBI		Verify Bi-Annually							
VA		Verify Annually							
RD		Review Daily							
RW	Review Weekly							
RM		Review Monthly							
RQ		Review Quarterly							
RBI	Review Bi-Annually							
RA		Review Annually							
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[bookmark: _Toc486502400]10.1 	PROCESS FLOW CHARTS

High-level overview of business processes covered in this section:

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\Funding 10.2 - 10.5.jpg]


[bookmark: _Toc486502401]10.1.1 	Planning

Overview of procedures for Planning Activities.  Detailed standard operating procedures are set out in section 10.2.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\10.1.1 Planning revised.jpg]
[bookmark: _Toc486502402]10.1.2	 Non-Current Employee Benefits

Overview of procedures for Non-Current Employee Benefits.  Detailed standard operating procedures are set out in section 10.3.1.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\10.1.2 Non-Current Employee Benefits.jpg]

[bookmark: _Toc486502403]10.1.3	Staff Leave

Overview of procedures for Staff Leave.  Detailed standard operating procedures are set out in section 10.3.2.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\10.1.3 Staff Leave.jpg]

[bookmark: _Toc486502404]10.1.4	Staff Bonuses

Overview of procedures for Staff Bonuses.  Detailed standard operating procedures are set out in section 10.3.3.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\10.1.4 Staff Bonus.jpg]
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[bookmark: _Toc486502405]10.1.5 	Grant Management

Overview of procedures for Grant Management.  Detailed standard operating procedures are set out in section 10.4.1.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\10.1.5 Grant Management.jpg]
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[bookmark: _Toc486502406]10.1.4 	Debt Impairment

An overview of procedures for Provision for Debt Impairment.  Detailed standard operating procedures are set out in section 10.5.1.

[image: C:\Users\Public\Documents\Kliente\National Treasury\SOP for Financial Managers\Working Papers\Final Product\Flowcharts\10.1.6  Debt Impairment.jpg]
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[bookmark: _Toc486502407]10.2	PLANNING

The accounting officer of a municipality must take all reasonable steps, in terms of section 62(1) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:											
		
a)	The resources of the municipality are used effectively, efficiently and economically;												
b)	Full and proper records of the financial affairs of the municipality are kept in accordance with any prescribed norms and standards;												
c)	The municipality has and maintains effective, efficient and transparent systems —												
(i) 	Of financial and risk management and internal control; and		
(ii) 	Of internal audit operating in accordance with any prescribed norms and standards.								
													
Staff members involved in procedures
					
DC		Data Capturer
CHR		Clerk:  Human Resources
CS 		Clerk:  Salaries	
CCE		Chief Clerk:  Expenditure	
CE		Clerk:  Expenditure
CCD		Chief Clerk:  Debtors
MHR		Manager:  Human Resources
AE		Accountant:  Expenditure
ABTO	Accountant:  Budget and Treasury Office
AI		Accountant:  Income
HAE		Head:  Assets and Expenditure	
HBTO	Head:  Budget and Treasury
HI		Head:  Income
HOD		Heads of other Departments within Municipality
CFO		Chief Financial Officer	
MM		Municipal Manager
FC		Finance Committee (can also be Executive Committee)
C  		Council												
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[bookmark: _Toc486502408]10.2.1	Procedures for performing Planning Activities (Revised IDP and Annual Budget)

		No.
	Procedure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	1
	Follow the procedures, as set out in Chapter 5 of the Municipal Systems Act (Act of 2000) to develop, implement and approve an Integrated Development Plan (IDP).
	 
	 
	PA
	 
	 
	VA
	 
	RA
	 
	 
	N/A
	N/A
	Approved IDP

	2
	Review the Integrated Develop Plan (IDP) and previous year’s actual performance against set targets.

Obtain inputs from:
· Ward Committees;
· Public (via Public IDP Meetings); and
· Public Sector (via IDP Forum).
	 
	 
	PA
	 
	 
	VA
	 
	RA
	MSA
S 34 
	 
	N/A
	N/A
	Attendance List and Minutes of Meetings

	3
	Capture projects in the Planning Module of the financial system.
	 
	 
	PA
	 
	VA
	RA
	 
	
	
	 
	N/A
	N/A
	

	4
	Send the draft list of projects to Other Departments within Municipality for inputs.
	 
	 
	PA
	 
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	

	No.
	Procedure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	5
	Hold meetings within the Departments to prioritise projects.
	 
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	6
	Prioritise projects, based on:
· Master Plans;
· Spatial Development Framework;
· Asset Replacement Policy;
· Housing Implementation Plans;
· Service Delivery Backlogs;
· Statutory Requirements;
· Maintenance Plans;
· Strategic Objectives;
· Infrastructure Plans identified in prior years;
· Duration of project;
· Cost effectiveness of project;
· Indicate if project is for a new/renewal asset; and
· Inputs received during IDP process
This procedure is performed in the Planning Module of the financial system.  
	 
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	Departmental Strategic Meetings

	No.
	Procedure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	7
	Identify funding sources of prioritised projects. (Make use of Funding segment of mSCOA)
	 
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	8
	Allocate all segments of mSCOA to all prioritised projects.
	 
	 
	 
	PA
	 
	VA
	 
	 
	 
	 
	N/A
	mSCOA Item 
Charts
	 

	9
	Calculate the available Reserves to fund the Budget.
	 
	PA
	 
	 
	RA
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	10
	Calculate the contribution to Reserves based on the Funding and Reserves Policy.
	 
	PA
	 
	 
	RA
	VA
	 
	 
	 
	 GRAP 19
	N/A
	N/A
	 

	11
	Calculate the contribution to Provisions based on historical trends and reports from 3rd parties.
	 
	PA
	 
	PA
	RA
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	12
	Send list of prioritised projects, with aligned mSCOA segments, to Strategic Manager.
	 
	 
	VA
	PA
	 
	RA
	 
	 
	 
	 
	N/A
	N/A
	 

	13
	Compile list of all prioritised projects.  This list should be an extract from the Planning Module of the financial system.
	 
	 
	PA
	 
	 
	VA
	 
	 
	 
	 
	N/A
	N/A
	 

	No.
	Procedure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	14
	Hold Executive Council Committee Meeting.
	 
	 
	 
	 
	 
	PA
	 
	VA
	 
	 
	N/A
	N/A
	Minutes of Meeting

	15
	Finalise projects based on:
· Available Funding;
· Master Plans;
· Spatial Development Framework;
· Housing Implementation Plans;
· Service Delivery Backlogs;
· Asset Replacement Policy;
· Statutory Requirements;
· Maintenance Plans;
· Strategic Objectives;
· Future Operational Cost and Revenue of Project;
· Municipal tariffs implications; and
· Duration of project.
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	
	N/A
	N/A
	

	No.
	Procedure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	16
	Indicate on Final Project List:
· Strategic Objectives;
· Duration of project;
· Future Operational Cost and Revenue of Project;
· Estimate monthly expenditure of project; and
· mSCOA Project Number.
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 
	
	N/A
	N/A
	Final Project List 

	17
	Prepare the draft Budget, by using all segments of mSCOA.  Add the mSCOA Project Number to GUID of Project Segment.  Include contributions to/from Reserves in Budget.  All budget schedules should be prepared by the financial system. 
	 
	 
	 
	 
	PA
	RA
	VA
	VA
	 
	 
	N/A
	N/A
	Draft Budget

	18
	Prepare the draft Service Delivery and Budget Implementation Plan (SDBIP).  Add the mSCOA Project Number to each project to ensure a link between the IDP, the Budget and the SDBIP.
	 
	 
	PA
	 
	PA
	RA
	VA
	VA
	 
	 
	N/A
	N/A
	Draft SDBIP

	No.
	Procedure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	19
	Evaluate the draft Budget against approved Benchmarking ratios and norms.
	 
	 
	PA
	 
	PA
	RA
	VA
	VA
	 
	 
	 
	 
	Financial Ratios and Norms

	20
	Submit the draft IDP, the draft Budget and the drat SDBIP to Council and follow budget procedures as set out in the MFMA, Budget Regulations and Planning and Performance Management Regulations.
	 
	 
	 
	 
	 
	PA
	VA
	VA
	 
	 MFMA
S 21
	N/A
	N/A
	Budget Process Documents

	21
	Council approve the IDP and the Annual Budget.
	 
	 
	 
	 
	 
	 
	 
	PA
	 
	 
	N/A
	N/A
	IDP / 
Annual Budget

	22
	Council approve the SDBIP.
	
	
	
	
	
	
	
	PA
	
	
	N/A
	N/A
	SDBIP

	23
	Upload budget on the National Treasury Local Government Database (LG Database) portal by using data extraction from the segments of mSCOA.
	
	
	
	
	PA
	RA
	
	
	
	
	N/A
	N/A
	mSCOA Data String

	24
	Publish the IDP, the Budget and the SDBIP on municipal website.
	
	
	PA
	
	
	RA
	
	
	MFMA
S75 
	 
	N/A
	N/A
	

	No.
	Procedure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Strategic Manager
	Heads of Departments
	Chief Financial Officer
	Municipal Manager
	Finance Committee
	Council
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA Item
	KPI

	25
	Submit the Activity / Business Plans for grants to relevant Organs of State.
	 
	PA
	 
	PA
	VA
	RA
	 
	 
	 
	 
	N/A
	N/A
	Activity / Business Plans

	26
	Register the Municipal Infrastructure Projects with MIG Unit within National Treasury.  The MIG implementation plan must at least include the following:
· Required timeline detail for design;
· EIA;
· Relevant licenses, if needed; and
· Procurement initiation.
	 
	VA
	 
	PA
	VA
	RA
	 
	 
	 
	 
	N/A
	N/A
	 

	27
	Implement the SDBIP.
	
	
	
	
	
	PA
	VA
	VA
	
	
	N/A
	N/A
	

	28
	Start with the Supply Chain Management procedures as per the monthly Operating and Capital Budget.
	VW
	 
	 
	PD
	 
	VM
	 
	VM
	 
	 
	N/A
	N/A
	 





	
	Procedures for performing Planning Activities (Revised IDP and Annual Budget) accepted by:

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HBTO
	 
	 
	 

	
HAE
	 
	 
	 

	
SM
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Planning Activities (Revised IDP and Annual Budget) approved by:

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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The accounting officer of a municipality must take all reasonable steps, in terms of section 62(1) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:											
		
a)	The resources of the municipality are used effectively, efficiently and economically;												
b)	Full and proper records of the financial affairs of the municipality are kept in accordance with any prescribed norms and standards;												
c)	The municipality has and maintains effective, efficient and transparent systems —												
(i) 	Of financial and risk management and internal control; and		
(ii) 	Of internal audit operating in accordance with any prescribed norms and standards.	


Staff members involved in procedures
	

DC		Data Capturer
CHR		Clerk:  Human Resources
MHR		Manager:  Human Resources
AE		Accountant:  Expenditure
HAE		Head:  Assets and Expenditure
HBTO	Head:  Budget and Treasury
CFO		Chief Financial Officer
MM		Municipal Manager





















STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES
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	No.
	Procedure
	Data Capturer
	Clerk:  Human Resources
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Follow the SCM procedures and appoint a specialist to calculate Non-Current Employee Benefits.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	2
	As part of the budget process, request the calculations for Non-Current Employee Benefits at the start and end of the budget year.
	 
	 
	 
	 
	PA
	VA
	RA
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	3
	Request the Information Template and Questionnaire from the appointed Actuaries to enable them to perform their calculations.
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	Information Template and Questionnaire

	4
	Extract information required by the Actuaries from the financial and payroll system.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	No.
	Procedure
	Data Capturer
	Clerk:  Human Resources
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	5
	Complete the Template and Questionnaire provided by the Actuaries.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	6
	Send the completed Template, Questionnaire and supporting documentation to the Manager:  Human Resources for review.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	Information Template and Questionnaire

	7
	Review the summary, questionnaire and supporting documentation, and revised if needed.
	 
	VA
	PA
	 
	RA
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	8
	Send the completed summary and questionnaire to the Actuaries.
	 
	PA
	VA
	 
	RA
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	Information Template and Questionnaire

	9
	Obtain the Valuation Report from the Actuaries.
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	Valuation Report

	No.
	Procedure
	Data Capturer
	Clerk:  Human Resources
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	10
	Review the calculations and methodology used to calculate Non-Current Employee Benefits.  Sign as proof of the review.
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	11
	Request the Actuaries if incorrect information was used, to perform calculations.
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	12
	Calculate the estimate monthly contribution to Non-Current Employee Benefits.
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	13
	Budget in accordance with the calculations made for Non-Current Employee Benefits, by using all segments of mSCOA.
	 
	 
	 
	 
	VA
	PA
	RA
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	Annual Budget

	No.
	Procedure
	Data Capturer
	Clerk:  Human Resources
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	14
	During the year:

Prepare a journal for the monthly contribution to Non-Current Employee Benefits, by using all segments of mSCOA.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	Journal

	15
	Send journal to the Head:  Assets and Expenditure for review.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	16
	Review journal and sign as proof of the review.
	 
	 
	VM
	VM
	PM
	RM
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	17
	Capture the journal, by using all segments of mSCOA.
	PM
	 
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	18
	File the journal, with supporting documentation for future reference.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	No.
	Procedure
	Data Capturer
	Clerk:  Human Resources
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	19
	Allocate any payments for Non-Current Employee Benefits, against Non-Current Employee Benefits, by using all segments of mSCOA.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	20
	Request the Actuaries to perform a recalculation of estimate Non-Current Employee Benefits at the end of the financial year, during the Revised Budget process, if additional material transactions occurred during the year or are projected for the remainder of the year.
	 
	 
	PA
	VA
	RA
	
	
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	Valuation Report

	21
	Calculate the revised contribution to Non-Current Employee Benefits for the remainder of financial year.
	 
	 
	PA
	 
	RA
	VA
	
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	22
	Submit the revised calculations to the Chief Financial Officer for review.
	 
	 
	PA
	 
	VA
	VA
	RA
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	No.
	Procedure
	Data Capturer
	Clerk:  Human Resources
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	23
	Review calculations and revise if needed.  Sign as proof of the review.
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	24
	Calculate the revised estimate monthly contribution to Non-Current Employee Benefits.
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	25
	Budget in accordance with the calculations made, by using all segments of mSCOA.
	 
	 
	 
	 
	VA
	PA
	RA
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	Revised Budget

	26
	At the end of the financial year:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 25
	 
	 
	 

	 
	Obtain reports from the Actuaries, appointed through SCM process, for all Non-Current Employee Benefits at the end of the financial year.
	 
	 
	PA
	VA
	RA
	
	
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	Valuation Report

	27
	Review the calculations and methodology used to calculate Non-Current Employee Benefits.  Sign as proof of the review.
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	No.
	Procedure
	Data Capturer
	Clerk:  Human Resources
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	28
	Request the Actuaries if incorrect information was used, to perform calculations.
	 
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	29
	Prepare a journal to record transactions for the year, by using all segments of mSCOA.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	Journal

	30
	Send the journal to the Head:  Assets and Expenditure for review.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	31
	Review the journal and sign as proof of the review.
	 
	 
	VM
	VM
	PM
	RM
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	32
	Capture the journal, by using all segments of mSCOA.
	PM
	 
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	No.
	Procedure
	Data Capturer
	Clerk:  Human Resources
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	33
	File the journal for future reference.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	 

	34
	File the Final Valuation Report obtained from the Actuaries for future reference.
	 
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Non-Current Employee Benefits
	Defined Benefit Obligations
	Final Valuation Report


















	
	Procedures for Provision of Non-Current Employee Benefits accepted by:
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CHR
	 
	 
	 

	
MHR
	 
	 
	 

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Provision of Non-Current Employee Benefits approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 








[bookmark: _Toc486502411]10.3.2	Procedures for Provision of Staff Leave

	No.
	Procedure
	Data Capturer
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	As part of the budget process, calculate the estimate Provision for Staff Leave at the start and end of the budget year, by using all segments of mSCOA.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25 
	Staff Leave
	Provisions
	Staff Leave Calculations

	2
	Submit the estimate calculations to the Head:  Assets and Expenditure for review.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	3
	Review calculations and revise if needed.  Sign as proof of the review.
	 
	VA
	 
	PA
	RA
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	4
	Calculate the estimate monthly contribution to Staff Leave.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	5
	Budget in accordance with the calculations made for Staff Leave, by using all segments of mSCOA.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	Annual Budget

	6
	During the year:
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	Calculate the Provision for Staff Leave on a monthly basis.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	Journal

	No.
	Procedure
	Data Capturer
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	7
	Calculate the monthly contribution to Provision for Staff Leave
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	8
	Prepare the journal for monthly contribution to Staff Leave, by using all segment so of mSCOA.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	9
	Send journal to the Head:  Assets and Expenditure for review.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	10
	Review the journal and sign as proof of the review.
	 
	VM
	VM
	PM
	RM
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	11
	Capture the journal, by using all segments of mSCOA.
	PM
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	12
	File the journal for future reference.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	13
	Allocate any leave payments made during the year against the Provision for Staff Leave, by using all segments of mSCOA.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	14
	Recalculate the estimate Provision for Staff Leave at the end of the financial year, during the Revised Budget process.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	Staff Leave Calculations

	No.
	Procedure
	Data Capturer
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	15
	Submit the revised calculations to the Head:  Assets and Expenditure for review.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	16
	Review the calculations and revise if needed.  Sign as proof of the review.
	 
	VA
	 
	PA
	RA
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	17
	Calculate the revised estimate monthly contribution to Provision for Staff Leave.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	18
	Budget in accordance with the calculations made, by using all segments of mSCOA.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	Revised Budget

	19
	At the end of the financial year:
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 25
	 
	 
	 

	 
	Verify that all leave forms are captured on the Leave Register.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	20
	Recalculate the Provision for Staff Leave at the end of the financial year.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	21
	Calculate the additional contribution / reversal to Provision for Staff Leave.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	22
	Prepare the journal to record additional transactions for the year, by using all segments of mSCOA.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	Journal

	23
	Send the journal with calculations to the Head:  Assets and Expenditure for review.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	No.
	Procedure
	Data Capturer
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	24
	Review the journal and sign as proof of the review.
	 
	VM
	VM
	PM
	RM
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	25
	Capture the journal by using all segments of mSCOA.
	PM
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	26
	File the journal for future reference.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	 

	27
	File the final calculation for Provision for Staff Leave, for future reference.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Leave
	Provisions
	Final Staff Leave Calculations

















	
	Procedures for Provision of Staff Leave accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
MHR
	 
	 
	 

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Provision of Staff Leave approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager 
	 
	 



	
	
	
	






[bookmark: _Toc486502412]10.3.3	Procedures for Provision of Staff Bonuses

	No.
	Procedure
	Data Capturer
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	As part of the budget process, calculate the estimate Provision for Staff Bonuses at the start and end of the budget year, by using all segments of mSCOA.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	 GRAP 25
	Staff Bonuses
	Provisions
	Staff Bonus Calculations

	2
	Submit the estimate calculations to the Head:  Assets and Expenditure for review.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	3
	Review calculations and revise if needed.  Sign as proof of the review.
	 
	VA
	 
	PA
	RA
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	4
	Calculate the estimate monthly contribution to Staff Bonuses.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	5
	Budget in accordance with the calculations made for Staff Bonuses, by using all segments of mSCOA.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	Annual Budget

	6
	During the year:
	 
	 
	 
	 
	 
	 
	 
	 
	GRAP 25
	 
	 
	 

	 
	Prepare the journal for monthly contribution to Provision for Staff Bonuses, by using all segments of mSCOA.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	Journal

	7
	Send the journal to the Head:  Assets and Expenditure for review.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	No.
	Procedure
	Data Capturer
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	8
	Review the journal and sign as proof of review.
	 
	VM
	VM
	PM
	RM
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	9
	Capture the journal, by using all segments of mSCOA.
	PM
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	10
	File the journal for future reference.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	11
	Allocate any bonus payments made during the year against the Provision for Staff Bonuses, by using all segments of mSCOA.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	12
	Recalculate the estimate Provision for Staff Bonuses at the end of the financial year, during the Revised Budget process.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	Staff Leave Calculations

	13
	Submit the revised calculations to the Head:  Assets and Expenditure for review.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	14
	Review the calculations and revise if needed.  Sign as proof of the review.
	 
	VA
	 
	PA
	RA
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	No.
	Procedure
	Data Capturer
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	15
	Calculate the revised estimate monthly contribution to Provision for Staff Bonuses.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	16
	Budget in accordance with the calculations made, by using all segments of mSCOA.
	 
	 
	 
	VA
	PA
	RA
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	Revised Budget

	17
	At the end of the financial year:
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	Recalculate the Provision for Staff Bonuses at the end of the financial year.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	18
	Calculate the additional contribution / reversal to the Provision for Staff Bonuses.
	 
	PA
	 
	RA
	VA
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	19
	Prepare the journal to record additional transactions for the year, by using all segments of mSCOA.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	Journal

	20
	Send the journal with calculations to the Head:  Assets and Expenditure for review.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	21
	Review the journal and sign as proof of the review.
	 
	VM
	VM
	PM
	RM
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	22
	Capture the journal, by using all segments of mSCOA.
	PM
	VM
	 
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	No.
	Procedure
	Data Capturer
	Manager:  Human Resources
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	23
	File the journal for future reference.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	 

	24
	File the final calculation for Provision for Staff Bonuses, for future reference.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	GRAP 25
	Staff Bonuses
	Provisions
	Final Staff Leave Calculations





















	
	Procedures for Provision of Staff Bonuses accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
MHR
	 
	 
	 

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Provision of Staff Bonuses approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	


	
	
	





[bookmark: _Toc486502413]10.3.4	Procedures for Monthly Meetings (Employee Benefits)

	No.
	Procedure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	CFO holds monthly meeting with the Head:  Assets and Expenditure and the Head:  Budget and Treasury to discuss exceptions identified during the month.
	PM
	PM
	PM
	PM
	RM
	 
	 
	Employee Benefits
	Employee Benefits
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	PM
	RM
	 
	 
	Employee Benefits
	Employee Benefits
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	PM
	PM
	PM
	RM
	 
	 
	 
	Employee Benefits
	Employee Benefits
	Number of pre-audit checklists per year.










	
	Procedures for Monthly Meetings (Employee Benefits) accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HAE
	 
	 
	 

	
HBTO
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Employee Benefits) approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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The accounting officer of a municipality must take all reasonable steps, in terms of section 62(1) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:											
		
a)	The resources of the municipality are used effectively, efficiently and economically;												
b)	Full and proper records of the financial affairs of the municipality are kept in accordance with any prescribed norms and standards;												
c)	The municipality has and maintains effective, efficient and transparent systems —												
(i) 	Of financial and risk management and internal control; and		
(ii) 	Of internal audit operating in accordance with any prescribed norms and standards.	


Staff members involved in procedures
	

DC		Data Capturer
HC		Head Cashier
AE		Accountant:  Expenditure
ABTO	Accountant:  Budget and Treasury
HAE		Head:  Assets and Expenditure
HBTO	Head:  Budget and Treasury
HI		Head:  Income
HOD		Heads of Departments within Municipality
CFO		Chief Financial Officer
MM		Municipal Manager
C  		Council
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[bookmark: _Toc486502415]10.4.1	Procedures for Grant Management

	No.
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Expenditure
	Accountant:  Budget and Treasury
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	1
	Identify all grant funding during the budget process.
	 
	 
	 
	PA
	VA
	PA
	RA
	 
	 
	GRAP 1
GRAP 23 
	Unspent Grants
	Transfers and Subsidies
	 

	2
	Verify all grant funding, to be included in the Budget, with Dora and written confirmation from the other Organs of State / Grant Providers.
	 
	 
	 
	PA
	VA
	PA
	RA
	 
	 
	GRAP 1
GRAP23
	Unspent Grants
	Transfers and Subsidies
	Dora & Letter of Confirmation

	3
	Obtain the payment schedule from all Grant Providers.
	 
	 
	 
	PA
	VA
	PA
	RA
	 
	 
	 GRAP 1
GRAP23
	Unspent Grants
	Transfers and Subsidies
	Payment Schedule

	4
	Calculate the estimate monthly grant expenditure.
	 
	 
	 
	PA
	VA
	PA
	RA
	 
	 
	 GRAP 1
GRAP23
	Unspent Grants
	Transfers and Subsidies
	 

	5
	Budget in accordance with the payment schedule and the estimate monthly grant expenditure, by using all segments of mSCOA.  (Align with Procurement Plan)
	 
	 
	 
	VA
	PA
	VA
	RA
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	Annual Budget

	No.
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Expenditure
	Accountant:  Budget and Treasury
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	6
	Update the Grant register to ensure that all grants as included in the Budget are included in the Grant Register.
	 
	 
	 
	PA
	RA
	 
	VA
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	Grant Register

	7
	Recognise all Conditional Grants for which the municipality has an enforceable right, on the first day of financial year, by raising a Debtor for the Conditional Grant.  Use all segments of mSCOA to recognise the Conditional Grants.
	 
	 
	 
	PA
	VA
	 
	RA
	 
	 
	 GRAP 1
GRAP23
	Unspent Grants
	Transfers and Subsidies
	 

	8
	Issue a receipt for all grants received and allocate receipt for Conditional Grants against Debtor raised.  Use all segments of mSCOA when receipts is issued.
	 
	PD
	 
	VD
	RD
	 
	 
	 
	 
	 GRAP 1
GRAP23
	Unspent Grants
	Transfers and Subsidies
	 

	9
	Follow the normal SCM procedures for all grant expenditure.
	 
	 
	PD
	VD
	VD
	PD
	RD
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Expenditure
	Accountant:  Budget and Treasury
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	10
	Allocate the operating grant expenditure against all segments of mSCOA, by nature of the expenditure.
	 
	 
	PD
	VD
	VD
	PD
	RD
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	11
	Allocate the capital grant expenditure against all segments of mSCOA, as per approved priorities project list.
	 
	 
	PD
	VD
	VD
	PD
	RD
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	12
	Prepare a summary of grant expenditure for the month.  Expenditure must include VAT.
	 
	 
	 
	PM
	VM
	 
	 
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	Monthly Grant Expenditure Report

	13
	Send summary of grant expenditure to the Heads of Departments to verify the expenditure for the month.
	 
	 
	 
	PM
	RM
	VM
	 
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	14
	Confirm the monthly grant expenditure by signing the summary of grant expenditure.
	 
	 
	 
	VM
	RM
	PM
	 
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	15
	Send he signed summary of monthly grant expenditure to the Accountant:  Budget and Treasury.
	 
	 
	 
	VM
	RM
	PM
	 
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Expenditure
	Accountant:  Budget and Treasury
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	16
	Prepare a monthly journal for Grant Expenditure to recognised the Grant Income (Transfer to Revenue), by using all segments of mSCOA.
	 
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	Journal

	17
	Send the journal with supporting documentation to the Head:  Budget and Treasury for review.
	 
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	18
	Review the journal and sign as proof of the review.
	 
	 
	 
	VM
	PM
	 
	RM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	19
	Capture the journal, by using all segments of mSCOA.
	PM
	 
	 
	VM
	RM
	 
	 
	 
	 
	 GRAP 1
GRAP23
	Unspent Grants
	Transfers and Subsidies
	 

	20
	Update the Grant Register with monthly receipts and expenditure, by using all segments of mSCOA.
	 
	 
	 
	PM
	RM
	 
	VM
	 
	 
	 GRAP 1
GRAP23
	Unspent Grants
	Transfers and Subsidies
	Grant Register

	21
	Reconcile the Grant Register with the General Ledger.
	 
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	Grant Register Reconciliation

	No.
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Expenditure
	Accountant:  Budget and Treasury
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	22
	Investigate and correct any differences.
	 
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	23
	Send the monthly Grant Reconciliation, with supporting documentation, to the Head:  Budget and Treasury for review.
	 
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	24
	Review the monthly Grant Register Reconciliation and sign as proof of the review.
	 
	 
	 
	VM
	PM
	 
	RM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	25
	File the Grant Register Reconciliation for future reference.
	 
	 
	 
	PM
	RM
	 
	VM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	Grant Register Reconciliation

	26
	Prepare the monthly grant reports.
	 
	 
	 
	PM
	VM
	 
	RM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	27
	Send monthly grant reports to the CFO for review.
	 
	 
	 
	PM
	VM
	 
	RM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	No.
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Expenditure
	Accountant:  Budget and Treasury
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	28
	Review the monthly grant reports and sign as proof of review.
	 
	 
	 
	VM
	VM
	 
	PM
	RM
	 
	 GRAP 1
GRAP23
	Unspent Grants
	Transfers and Subsidies
	 

	29
	Submit the monthly grant reports to the relevant Grant Providers.
	 
	 
	 
	PM
	VM
	 
	RM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	Monthly Grant Reports

	30
	Submit the monthly section 71 reports to the Mayor indicating amounts of allocations received and actual expenditure on those allocations (except on equitable share).
	 
	 
	 
	 
	VM
	 
	VM
	PM
	 MFMA
S 71
	 GRAP 1
GRAP23
	Unspent Grants
	Transfers and Subsidies
	Section 71 Reports

	31
	Develop remedial action plans if spending &/or performance is not in line with business, support or implementation plans.
	 
	 
	 
	 
	PM
	PM
	PM
	RM
	 
	 GRAP 1
GRAP23
	Unspent Grants
	Transfers and Subsidies
	Remedial Action Plans

	32
	Implement remedial action plans if spending &/or performance is not in line with business, support or implementation plans.
	 
	 
	 
	 
	PM
	PM
	PM
	RM
	 
	 GRAP 1
GRAP23
	Unspent Grants
	Transfers and Subsidies
	Remedial Action Plans

	No.
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Expenditure
	Accountant:  Budget and Treasury
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	33
	Follow-up all outstanding grant funding on a monthly basis, to ensure that all grant funding is received.
	 
	 
	 
	PM
	VM
	 
	RM
	 
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

	34
	Submit requests for any roll-over of grant funding to the National Treasury, before 31 August.
	 
	 
	 
	 
	VA
	 
	PA
	RA
	 MFMA Budget
Circ.
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	Request for roll-over

	35
	Obtain written approval from the National Treasury for any roll-over of grant funding.
	 
	 
	 
	 
	VA
	 
	PA
	RA
	 
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	Approval for roll-over

	36
	Table quarterly reports to the Council, in an agreed format, on whether or not the municipality is complying with the Division of Revenue Act and also report on any delays in the transfer or the withholding of funds.
	 
	 
	 
	 
	VM
	 
	VM
	PM
	 MFMA
S 71
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	Quarterly Reports

	No.
	Procedure
	Data Capturer
	Head Cashier
	Accountant:  Expenditure
	Accountant:  Budget and Treasury
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA
Item
	KPI

	37
	Submit financial and non-financial performance evaluations of programmes to the Transferring National Officer and the Provincial Treasury within two months of the financial year end.
	 
	 
	 
	 
	PA
	 
	VA
	RA
	 MFMA
S 74
	GRAP 1
GRAP23 
	Unspent Grants
	Transfers and Subsidies
	 

















	
	Procedures for performing Grant Management accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HC
	 
	 
	 

	
CE
	 
	 
	 

	
ABTO
	 
	 
	 

	
HOD
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing Grant Funding Management approved by:
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 











[bookmark: _Toc486502416]10.4.2 	Procedures for transfer of funds to Organisations

	No.
	Procedure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Prepare a policy for the transfer of funds to organisations and bodies outside sphere of government.
	 
	 
	VA
	PA
	 MFMA
S 67
	 GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	2
	Submit the policy to Council for approval.
	 
	 
	VA
	PA
	 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	Council Resolution

	3
	Implement the Transfer of Funds Policy.
	 
	 
	VA
	PA
	 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	Transfer of Funds Policy

	4
	Receive the request for transfer of funds from organisations.
	 
	 
	VA
	PA
	 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	5
	Evaluate the request for funds from the organisation and verify the following with supporting documentation:
· The organisation has the capacity to comply with the proposed agreement;
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	 
	· The organisation has the capacity to provided audited financial statements and any other reporting information as set out in proposed agreement;
· The organisation has the capacity to report on a monthly basis on actual expenditure;
· The organisation implements effective, efficient and transparent financial management and internal control systems to guard against fraud, theft and financial mismanagement; and
· The organisation has a history of compliance with contracts with the municipality.
	PA
	 
	VA
	RA
	MFMA
S 67 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	6
	Budget for transfer of funds to organisations, during the Annual Budget process, by using all segments of mSCOA.
	PA
	 
	VA
	RA
	 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	No.
	Procedure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	7
	Prepare a draft contract with the organisation requesting the funding.  The agreement must contain at least the following:
· The period of the agreement;
· Agreement by organisation to comply with all reporting, financial management and auditing requirements as may be stipulated in the contract;
· Agreement by organisation to report monthly on actual expenditure;
· The organisation implements effective, efficient and transparent financial management and internal control systems to guard against fraud, theft and financial mismanagement; and
· Actions to be taken if contract is not complied with by organisation.
	 
	PA
	VA
	RA
	MFMA
S 67 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	Draft Agreement

	8
	Submit the draft agreement to the Municipal Manager for review.
	 
	PA
	VA
	RA
	 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	9
	Send the agreement to the organisation for signing.
	 
	PA
	VA
	RA
	MFMA
S 67 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	No.
	Procedure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	10
	Received the signed agreement from the organisation.
	 
	PA
	VA
	RA
	MFMA
S 67 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	11
	Sign the agreement after representative of the organisation has signed.
	 
	VA
	VA
	PA
	MFMA
S 67 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	Signed Agreement

	12
	File the signed agreement for future reference.
	 
	PA
	VA
	RA
	 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	13
	Follow the normal payment procedures and transfer funds to the organisation via EFT.
	PA
	 
	VA
	RA
	 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	14
	Subsequent funds may only be transferred to an organisation if:
· The organisation has comply with all the requirements in procedure 7; and
· Provincial Treasury has approved the transfer.
	PA
	 
	VA
	RA
	 MFMA
S 67
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	15
	Receive the monthly reporting on expenditure from the organisation.
	PM
	 
	VM
	RM
	MFMA
S 67 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	Monthly Expenditure Report

	No.
	Procedure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	16
	Verify that the expenditure is in accordance with the agreement and the project plan.
	PM
	 
	VM
	RM
	MFMA
S 67 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	17
	Report any deviations from contract immediately to the Municipal Manager.
	PM
	 
	VM
	RM
	 MFMA
S 67
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	18
	Address any deviations, from the contract with organisation, immediately by using contractual mechanisms and any other appropriate mechanisms.
	VM
	VM
	VM
	PM
	MFMA
S 67 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	19
	Visit the organisations and verify that the funds are spent as per contract and project plan.
	PQ
	 
	VQ
	RQ
	MFMA
S 67 
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 

	20
	Receive the Annual Audited Financial Statements from the organisation.
	PA
	 
	VA
	RA
	MFMA
S 67 
	GRAP 1
	Transfers
 and Grants
	Transfers and Subsidies
	Audited Financial Statements

	21
	Review the Financial Statements and address any deviations.
	VA
	 
	VA
	PA
	MFMA
S 67 
	GRAP 1
	Transfers and Grants
	Transfers and Subsidies
	 

	No.
	Procedure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA 
Item 
	KPI

	22
	Follow the normal cash receipting process for all funds transferred back to the municipality.
	 PA
	 VA
	RA
	 
	 
	GRAP 1
	 
	 
	 

	23
	Prepare the Annual Report to Council on transfer of funds to organisations.
	 PA
	 
	VA
	RA 
	 MFMA
S 67
	GRAP 1
	Transfers 
and Grants
	Transfers and Subsidies
	 Annual Report

	
	


















Procedures for performing transfer of funds to Organisations accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date
	
	

	
HC
	 
	 
	 
	
	

	
CE
	 
	 
	 
	
	

	
ABTO
	 
	 
	 
	
	

	
HOD
	 
	 
	 
	
	

	
CFO
	 
	 
	 
	
	

	
MM
	 
	 
	 
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for performing transfer of funds to Organisations approved by:
	
	
	

	
	
	
	
	
	

	
	
	Signature
	Date
	
	

	
	
Chief Financial Officer
	 
	 
	
	

	
	
Municipal Manager
	 
	 
	
	












[bookmark: _Toc486502417]10.4.3	Procedures for Monthly Meetings (Grant Management)

	No.
	Procedure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	CFO holds monthly meeting with the Head:  Budget and Treasury to discuss exceptions identified during the month.
	PM
	PM
	PM
	PM
	RM
	 
	 
	Unspent Grants
	Transfers and Subsidies
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	PM
	RM
	 
	 
	Unspent Grants
	Transfers and Subsidies
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	PM
	PM
	PM
	RM
	 
	 
	 
	Unspent Grants
	Transfers and Subsidies
	Number of pre-audit checklists per year.




	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Grant Management) accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HBTO
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Grant Management) approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 







STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES


STANDARD OPERATING PROCEDURES FOR MUNICIPALITIES








[image: Letter Head]		       					        Page | 963 
			         					          May 2016

		
          								        Page | 980 
   		 									May 2016
[bookmark: _Toc486502418]10.5	OTHER PROVISIONS

The accounting officer of a municipality must take all reasonable steps, in terms of section 62(1) of the Municipal Finance Management Act (Act 56 of 2003), to ensure that:											
		
a)	The resources of the municipality are used effectively, efficiently and economically;												
b)	Full and proper records of the financial affairs of the municipality are kept in accordance with any prescribed norms and standards;												
c)	The municipality has and maintains effective, efficient and transparent systems —												
(i) 	Of financial and risk management and internal control; and		
(ii) 	Of internal audit operating in accordance with any prescribed norms and standards.	


Staff members involved in procedures

	
DC		Data Capturer
CCD		Chief Clerk:  Debtors
AE		Accountant:  Expenditure
AI		Accountant:  Income
HAE		Head:  Assets and Expenditure
HBTO	Head:  Budget and Treasury
HI		Head:  Income
HOD		Heads of Departments within Municipality
CFO		Chief Financial Officer
MM		Municipal Manager
C  		Council
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[bookmark: _Toc486502419]10.5.1	Procedures for Provision of Debt Impairment
	
	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income
	Head:  Income
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	1
	As part of planning, during the budget process, calculate the estimate Provision for Debt Impairment at the start and end of the budget year by using the following method:
· Assesses whether objective evidence of impairment exists individually for financial assets that are individually significant;
· Assesses whether objective evidence of impairment exists individually for financial assets that are not individually significant; and

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income
	Head:  Income
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	 
	· If no objective evidence of impairment exists for an individually assessed financial asset, whether significant or not, includes the asset in a group of financial assets with similar credit risk characteristics and collectively assesses the assets for impairment.  Assets that are individually assessed for impairment and for which an impairment loss is or continues to be recognised are not included in a collective assessment of impairment.
	 
	PA
	PA
	RA
	 
	VA
	 
	 
	 
	GRAP 104 
	Provision for Debt Impairment
	Impairment
	Debt Impairment Calculation

	2
	Determine the estimate write-offs for the budget year, based on Councils objectives and historic trends.
	 
	PA
	PA
	RA
	 
	VA
	 
	 
	 
Credit Control
and
Debt
Collection
Policy
	GRAP 104  
	Bad Debts Written Off
	Bad Debts Written Off
	Estimate Write-offs

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income
	Head:  Income
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	3
	Calculate the contribution to Debt Impairment for the budget year.
	 
	PA
	PA
	RA
	 
	VA
	 
	 
	 
	GRAP 104  
	Provision for Debt Impairment
	Impairment
	Contribution to Debt Impairment

	4
	Submit the estimate calculations to the Chief Financial Officer for review.
	 
	VA
	VA
	PA
	 
	RA
	 
	 
	 
	GRAP 104  
	Provision for Debt Impairment
	Impairment
	 

	5
	Review the calculations and revise if needed.  Sign as proof of the review.
	 
	 
	 
	VA
	 
	PA
	RA
	 
	 
	GRAP 104  
	Provision for Debt Impairment
	Impairment
	 

	6
	Calculate the estimate monthly contribution to the Provision for Debt Impairment.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 GRAP 104 
	Provision for Debt Impairment
	Impairment
	 

	7
	Budget in accordance with the calculations made, by using segments of mSCOA.
	 
	 
	 
	VA
	PA
	RA
	RA
	 
	 
	GRAP 104  
	Bad Debts Written Off / Provision for Debt Impairment
	Bad Debts Written Off / Impairment
	Annual Budget

	8
	During the year:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Prepare the journal for monthly contribution to the Provision for Debt Impairment, by using all segments of mSCOA.
	 
	 
	PM
	RM
	VM
	 
	 
	 
	 
	GRAP 104  
	Provision for Debt Impairment
	Impairment
	Monthly Journal

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income
	Head:  Income
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	9
	Send the journal to the Head:  Income for review.
	 
	 
	PM
	RM
	VM
	 
	 
	 
	 
	GRAP 104  
	Provision for Debt Impairment
	Impairment
	 

	10
	Review the journal and sign as proof of the review.
	 
	 
	VM
	PM
	RM
	 
	 
	 
	 
	GRAP 104  
	Provision for Debt Impairment
	Impairment
	 

	11
	Capture the journal, by using all segments of mSCOA.
	PM
	 
	VM
	RM
	 
	 
	 
	 
	 
	GRAP 104  
	Provision for Debt Impairment
	Impairment
	 

	12
	File the journal for future reference.
	PM
	 
	VM
	RM
	 
	 
	 
	 
	 
	GRAP 104  
	Provision for Debt Impairment
	Impairment
	 

	13
	Prepare a list for write-off of Consumer Accounts, based on Councils' Credit Control and Debt Collection Policy.
	 
	PM
	VM
	RM
	 
	 
	 
	 
	Credit Control
and
Debt
Collection
Policy 
	GRAP 104  
	Bad Debts Written Off
	Bad Debts Written Off
	 

	14
	Submit the list of write-offs to the Head:  Income for review.
	 
	VM
	PM
	RM
	 
	 
	 
	 
	 
	GRAP 104  
	Bad Debts Written Off
	Bad Debts Written Off
	 

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income
	Head:  Income
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	15
	Review the list of write-offs and revise if needed.  Sign as proof of review.
	 
	 
	VM
	PM
	 
	RM
	 
	 
	 
	 GRAP 104 
	Bad Debts Written Off
	Bad Debts Written Off
	 

	16
	Submit the list of write-offs to the Council for approval.
	 
	 
	VM
	PM
	 
	RM
	 
	 
	 
	GRAP 104  
	Bad Debts Written Off
	Bad Debts Written Off
	 

	17
	Obtain approval from the Council for write-offs.
	 
	 
	 
	VM
	 
	VM
	VM
	PM
	Credit Control
and
Debt
Collection
Policy 
	GRAP 104  
	Bad Debts Written Off
	Bad Debts Written Off
	 

	18
	Prepare a journal for monthly write-offs, by using all segments of mSCOA.
	 
	 
	PM
	RM
	VM
	 
	 
	 
	 
	GRAP 104  
	Bad Debts Written Off
	Bad Debts Written Off
	 

	19
	Send the journal to the Head:  Income for review.
	 
	 
	PM
	RM
	VM
	 
	 
	 
	 
	GRAP 104  
	Bad Debts Written Off
	Bad Debts Written Off
	 

	20
	Review journal and sign as proof of the review.
	 
	 
	VM
	PM
	RM
	 
	 
	 
	 
	GRAP 104  
	Bad Debts Written Off
	Bad Debts Written Off
	 

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income
	Head:  Income
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	21
	Capture the journal by using all segments of mSCOA.  Bad Debts Written Off is an Item: Expenditure.
	PM
	 
	VM
	RM
	 
	 
	 
	 
	 
	GRAP 104  
	Bad Debts Written Off
	Bad Debts Written Off
	 

	22
	File the journal for future reference.
	PM
	 
	VM
	RM
	 
	 
	 
	 
	 
	GRAP 104  
	Bad Debts Written Off
	Bad Debts Written Off
	 

	23
	Recalculate the estimate Provision for Debt Impairment at the end of the financial year, during the Revised Budget process.
	 
	PA
	PA
	RA
	 
	VA
	 
	 
	 
	GRAP 104  
	Provision for Debt Impairment
	Impairment
	 

	24
	Calculate the revised contribution to Debt Impairment for remainder of financial year.
	 
	PA
	PA
	RA
	 
	VA
	 
	 
	 
	GRAP 104  
	Provision for Debt Impairment
	Impairment
	Contribution to Debt Impairment

	25
	Submit the revised calculations to the Chief Financial Officer for review.
	 
	VA
	VA
	PA
	 
	RA
	 
	 
	 
	 GRAP 104 
	Provision for Debt Impairment
	Impairment
	 

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income
	Head:  Income
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	26
	Review the calculations and revise if needed.  Sign as proof of the review.
	 
	 
	 
	VA
	 
	PA
	RA
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	 

	27
	Calculate the revised estimate monthly contribution to Provision for Debt Impairment.
	 
	 
	 
	PA
	VA
	RA
	 
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	 

	28
	Budget in accordance with the calculations made, by using all segments of mSCOA.
	 
	 
	 
	VA
	PA
	RA
	RA
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	Revised Budget

	29
	At the end of the financial year:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	Recalculate the Provision for Debt Impairment at the end of the financial year.
	 
	PA
	PA
	RA
	 
	VA
	 
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	Provision for Debt Impairment

	30
	Calculate the contribution to Debt Impairment / Reversal of Debt Impairment.
	 
	PA
	PA
	RA
	 
	VA
	 
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	Contribution to Debt Impairment

	31
	Submit the calculations to the Chief Financial Officer for review.
	 
	VA
	VA
	PA
	 
	RA
	 
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	 

	No.
	Procedure
	Data Capturer
	Chief Clerk:  Debtors
	Accountant:  Income
	Head:  Income
	Head:  Budget and Treasury
	Chief Financial Officer
	Municipal Manager
	Council
	Legislation
	GRAP Standard
	GRAP 
Line-Item
	Proposed mSCOA Item
	KPI

	32
	Review the calculations and revise if needed.  Sign as proof of the review.
	 
	 
	 
	VA
	 
	PA
	RA
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	 

	33
	Prepare the journal for additional contribution to / reversal of Debt Impairment, by using all segments of mSCOA.
	 
	 
	PM
	RM
	VM
	 
	 
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	Journal

	34
	Send the journal to the Head:  Income for review.
	 
	 
	PM
	RM
	VM
	 
	 
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	 

	35
	Review journal and sign as proof of the review.
	 
	 
	VM
	PM
	RM
	 
	 
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	 

	36
	Capture the journal, by using all segments of mSCOA.
	PM
	 
	VM
	RM
	 
	 
	 
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	 

	37
	File the journal for future reference.
	PM
	 
	VM
	RM
	 
	 
	 
	 
	 
	 
	Provision for Debt Impairment
	Impairment
	 





	
	Procedures for Provision of Debt Impairment accepted by:
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CCD
	 
	 
	 

	
AI
	 
	 
	 

	
HI
	 
	 
	 

	
HBTO
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Provision of Debt Impairment approved by:
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 



	





[bookmark: _Toc486502420]10.5.2	Procedures for Non-Current Provisions

	No.
	Procedure
	Data Capturer
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	Follow the SCM procedures and appoint a specialist/s to calculate the Non-Current Provisions, if municipality has not suitable, qualified employees to perform calculations. 
	 
	 
	PA
	VA
	
	RA
	 
	 
	GRAP 19 
	Non-Current Provision
	Non-Current Provision
	 

	2
	As part of the budget process, calculate / obtain calculations for the Non-Current Provisions at the start and end of the budget year, by using all segments of mSCOA.
	 
	 
	PA
	VA
	PA
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	Calculation for Non-Current Provision

	3
	Review the calculations and methodology used to calculate the Non-Current Provisions.  Sign as proof of the review.
	 
	 
	PA
	VA
	PA
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	4
	Request the specialist / employees performing calculations to revise calculations if incorrect information was used to perform calculations.
	 
	 
	PA
	VA
	PA
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	No.
	Procedure
	Data Capturer
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	5
	Where the effect of the time value of money is material, calculate the present value of the expenditures expected to be required to settle the present obligation.  Use a discount rate that reflects current market assessments of the time value of money and risks specific to the liability.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	Calculation for Non-Current Provision

	6
	Submit the estimate calculations to the Chief Financial Officer for review.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	7
	Review the calculations and revise if needed.  Sign as proof of the review.
	 
	 
	VA
	VA
	 
	PA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	Calculation for Non-Current Provision

	8
	Calculate the estimate monthly contribution to the Non-Current Provision.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	9
	Budget in accordance with the calculations made for Non-Current Provisions, by using all segments of mSCOA.
	 
	 
	VA
	PA
	 
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	Annual Budget

	No.
	Procedure
	Data Capturer
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	 10
	During the year:

Prepare a journal for the monthly contribution to Non-Current Provision, by using all segments of mSCOA.
	 
	PM
	RM
	VM
	 
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	Journal

	11
	Send the journal to the Head:  Assets and Expenditure for review.
	 
	PM
	RM
	VM
	 
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	12
	Review the journal and sign as proof of review.
	 
	VM
	PM
	RM
	 
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	13
	Capture the journal, by using all segments of mSCOA.
	PM
	VM
	RM
	 
	 
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	14
	File the journal for future reference.
	PM
	VM
	RM
	 
	 
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	15
	Allocate any payments for Non-Current Provisions, against the Non-Current Provision, by using all segments of mSCOA.
	 
	PM
	RM
	VM
	VM
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	16
	Recalculate the estimate Non-Current Provisions at the end of the financial year, during the Revised Budget process.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	No.
	Procedure
	Data Capturer
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	17
	Calculate the revised contribution to Non-Current Provision for remainder of the financial year.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	Calculation for Non-Current Provision

	18
	Submit the revised calculations to the Chief Financial Officer for review.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	19
	Review the calculations and revise if needed.  Sign as proof of the review.
	 
	 
	VA
	VA
	 
	PA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	20
	Calculate the revised estimate monthly contribution to Non-Current Provision.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	21
	Budget in accordance with the calculations made, by using all segments of mSCOA.
	 
	 
	VA
	PA
	 
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	Revised Budget

	22
	At the end of the financial year:
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 

	 
	Recalculate or obtain the reports from specialists, appointed through the SCM process, for all Non-Current Provisions at the end of the financial year.
	 
	 
	PA
	VA
	PA
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	Calculation for Non-Current Provision

	No.
	Procedure
	Data Capturer
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	23
	Where the effect of the time value of money is material, calculate the present value of the expenditures expected to be required to settle the present obligation.  Use a discount rate that reflects current market assessments of the time value of money and risks specific to the liability.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	24
	Submit the calculations to the Chief Financial Officer for review.
	 
	 
	PA
	VA
	 
	RA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	25
	Review calculations and revise if needed.  Sign as proof of the review.
	 
	 
	VA
	VA
	 
	PA
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	Calculation for Non-Current Provision

	26
	Prepare the journal to record transactions for the year, by using all segments of mSCOA.
	 
	PA
	RA
	VA
	 
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	Journal

	27
	Send the journal to the Head:  Assets and Expenditure for review.
	 
	PA
	RA
	VA
	 
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	28
	Review the journal and sign as proof of the review.
	 
	VA
	PA
	RA
	 
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	No.
	Procedure
	Data Capturer
	Accountant:  Expenditure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Heads of Departments 
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	29
	Capture the journal, by using all segments of mSCOA.
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	30
	File the journal for future reference.
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	31
	File the final report and calculations for future reference.
	PA
	VA
	RA
	 
	 
	 
	 
	 
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	 

	32
	Identify any Contingent Liabilities for disclosure in the Financial Statements.  (e.g. non-compliance with legislation of landfill-site permit)
	
	
	PA
	VA
	PA
	RA
	
	
	GRAP 19
	Non-Current Provision
	Non-Current Provision
	














	
	Procedures for Non-Current Provisions accepted by:
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
DC
	 
	 
	 

	
CCD
	 
	 
	 

	
AE
	 
	 
	 

	
HAE
	 
	 
	 

	
HBTO
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Non-Current Provisions approved by:
	
	
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
	 
	 




	



	
	
	



[bookmark: _Toc486502421]10.5.3	Procedures for Monthly Meetings (Other Provisions)	

	No.
	Procedure
	Head:  Assets and Expenditure
	Head:  Budget and Treasury
	Head:  Income
	Chief Financial Officer
	Municipal Manager
	Legislation
	GRAP Standard
	GRAP Line-Item
	Proposed mSCOA 
Item 
	KPI

	1
	CFO holds monthly meeting with the Head:  Assets and Expenditure, the Head:  Budget and the Treasury and Head:  Income to discuss exceptions identified during the month.
	PM
	PM
	PM
	PM
	RM
	 
	 
	Provisions
	Provisions
	Number of meetings per year

	2
	Determine corrective action to be taken to prevent or reduce similar exceptions.
	PM
	PM
	PM
	PM
	RM
	 
	 
	Provisions
	Provisions
	Number of outstanding findings and findings solved during year.

	3
	Submit pre-audit checklist to the CFO as proof that tasks have been performed and work performed was verified as correct by relevant officials.
	PM
	PM
	PM
	RM
	 
	 
	 
	Provisions
	Provisions
	Number of pre-audit checklists per year.







	
	Procedures for Monthly Meetings (Other Provisions) accepted by:
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Employee
	Signature
	Date

	
HAE
	 
	 
	 

	
HBTO
	 
	 
	 

	
HI
	 
	 
	 

	
CFO
	 
	 
	 

	
MM
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Procedures for Monthly Meetings (Other Provisions) approved by:
	
	
	

	
	
	
	

	
	
	Signature
	Date

	
	
Chief Financial Officer
	 
	 

	
	
Municipal Manager
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11. [bookmark: _Toc486502422]MEASUREABLE KEY PERFORMANCE INDICATORS

Measurable Key Performance Indicators of a qualitative and quantitative nature are included in a separate column at each Standard Operating Procedures Section, in sections 6 to 10.									
									
These Key Performance Indicators serve only as a guideline and the municipality must include their own approved Key Performance Indicators.				


12. [bookmark: _Toc486502423]NON-COMPLIANCE

Departure from the provisions of this Standard Operating Procedures without prior written authorisation by the CFO will be treated as non-compliance with internal controls of the municipality and may result in appropriate disciplinary being considered and instituted against the relevant person, where deemed necessary.									

13. [bookmark: _Toc486502424]CONCLUSION

The content of the Standard Operating Procedures must be brought to the attention of all officials within the Municipality.																	
The Standard Operating Procedures are effective from [insert date].									

14. [bookmark: _Toc486502425]CONTACT PERSONS

For any enquiries related to the implementation of the Standard Operating Procedures contact the following officials:

	SECTION
	NAME
	CONTACT NUMBER

	Revenue Management
	
	

	Expenditure Management
	
	

	Asset Management
	
	

	Liability Management
	
	

	Funding Management
	
	




For any other enquiries related to the Standard Operating Procedures contact MFMAhelpdesk@treasury.gov.za with Municipal SOP’s as a subject of the email.	

15. [bookmark: _Toc486502426]GENERAL APPROVAL

	
	SIGNATURE

	
	DATE

	
Chief Financial Officer
	
	
	

	
Municipal Manager
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[bookmark: _Toc486502427]CHECKLIST FOR MONTHLY MEETINGS

A. [bookmark: _Toc486502428]Checklist for Monthly Meetings (Property Rates)

CHECKLIST FOR GENERAL VALUATION

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a General Valuation been performed every 4 years (extended by 1 year)?
	 
	 
	6.3.1
	 

	2
	If the municipality does not have its own appointed Valuer, has a registered Valuer been appointed through SCM procedures? 
	 
	 
	6.3.1
	 

	3
	Do the Valuer’s duties & responsibilities include the preparation of a complete valuation roll for the municipal area?
	 
	 
	6.3.1
	 

	4
	Has an Appeal Board been appointed?
	 
	 
	6.3.1
	 

	5
	Has the municipality maintained an updated list of all property falling within its juristic or demarcated area in its financial system?
	 
	 
	6.3.1
	 

	6
	Has the list/ register of "monthly final inspections", with "Occupation Certificates", been obtained from building inspectorate division, confirming that the erection of the building has been completed & that the building is ready to be occupied? Has the list/register been signed as proof that it was received?
	 
	 
	6.3.1
	 

	7
	Has an approved list/ register of revised zonings been obtained from Corporate Department? Has the list/register been signed as proof that it was received?

	 
	 
	6.3.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	8
	Has the list/register of properties consolidated and/or sub-divided been obtained from Corporate Department? Has the list/register been signed as proof that it was received?
	 
	 
	6.3.1
	 

	9
	Have the property records been updated with detail of all structures on a plot from approved building plans, after the building inspectorate division has inspected the building and confirmed that a building was erected?
	 
	 
	6.3.1
	 

	10
	Have the property records with extracts from Deeds Office for properties transferred, consolidated and/or sub-divided been updated?
	 
	 
	6.3.1
	 

	11
	Has the property record for each plot within the municipality area been submitted to the appointed Valuer?  
	 
	 
	6.3.1
	 

	12
	Has the draft Valuation Roll been received from Valuer indicating:  registered description of property, category of property, physical address of property, extent of property, market value of property, name of registered owner?
	 
	 
	6.3.1
	 

	13
	Has the draft Valuation Roll been reviewed for completeness?
	 
	 
	6.3.1
	 

	14
	Have any deviations on draft Valuation Roll, been reported to the Valuer for correction?
	 
	 
	6.3.1
	 

	15
	Has an updated draft Valuation Roll been received from Valuer?
	 
	 
	6.3.1
	 

	16
	Has the draft Valuation Roll been captured on the financial system?
	 
	 
	6.3.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	17
	Has the Valuation Roll on the financial system been reconciled with the draft Valuation Roll received from Valuer?
	 
	 
	6.3.1
	 

	18
	Has the Public Notice of the valuation been prepared?
	 
	 
	6.3.1
	 

	19
	Has the Public Notice of the valuation been placed on the municipality's website? 
	 
	 
	6.3.1
	 

	20
	Has a notice of valuation been distributed to all rate-payers by registered post?
	 
	 
	6.3.1
	 

	21
	Have enquiries and objections been received from rate payers on prescribed forms?
	 
	 
	6.3.1
	 

	22
	Have a list of all objections by rate payers been compiled?
	 
	 
	6.3.1
	 

	23
	Have the list of all objections, with copies of actual objections, been submitted to the Valuer?
	 
	 
	6.3.1
	 

	24
	Has the updated Valuation Roll, with adjustments, been received from the Valuer?
	 
	 
	6.3.1
	 

	25
	Was the report for all adjustments more than 10% submitted to the Appeal Board for confirmation, amendments or revocation?
	 
	 
	6.3.1
	 

	26
	Have notices of all reviewed valuations been sent to applicable rate payers?
	 
	 
	6.3.1
	 

	27
	Have appeals against adjusted valuations been received, in prescribed format, from rate payers?
	 
	 
	6.3.1
	 

	28
	Have notices of Appeal Court sitting to Appeal Board, been sent to the Valuer and applicable rate payers?
	 
	 
	6.3.1
	 

	29
	Has outcome of Appeal Court been distributed to applicable rate-payers?
	 
	 
	6.3.1
	 

	30
	Has an updated Valuation Roll been received from Valuer?
	 
	 
	6.3.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	31
	Has the Valuation Roll been updated on the financial system?
	 
	 
	6.3.1
	 

	32
	Has the Valuation Roll on the financial system been reconciled with the updated Valuation Roll received from the Valuer?
	 
	 
	6.3.1
	 

	33
	Is the Municipal Register of Properties consisting of a Part A and a Part B being maintained?  (Section 23 of Municipal Property Rates Act, Act 6 of 2004)
	 
	 
	6.3.1
	 







































CHECKLIST FOR SUPPLEMENTARY VALUATIONS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Have the Supplementary Valuations been performed, whenever necessary in respect of any rateable property?
	 
	 
	6.3.2
	 

	2
	Have list/ register of "monthly final inspections", with "Occupation Certificates", been received from building inspectorate division, confirming that a building was erected? Has the list/register been signed as proof that it was received?
	 
	 
	6.3.2
	 

	3
	Has an approved list/ register of revised zonings been obtained from Corporate Department?  Has the list/register been signed as proof that it was received?
	 
	 
	6.3.2
	 

	4
	Has list/register of properties consolidated and/or sub-divided been received from Corporate Department?  Has the list/register been signed as proof that it was received?
	 
	 
	6.3.2
	 

	5
	Have the property records been updated with detail of all structures on a plot from approved building plans, after building inspectorate division inspected the building and confirmed that a building was erected?
	 
	 
	6.3.2
	 

	6
	Have property records been updated with extracts from Deeds Office for properties transferred, consolidated and/or sub-divided?
	 
	 
	6.3.2
	 

	7
	Have property records been submitted for each plot within the municipality area, where a supplementary valuation is required, to the appointed Valuer?

	 
	 
	6.3.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	8
	Has the draft Supplementary Valuation Roll been received from the Valuer indicating: registered description of property, category of property, physical address of property, extent of property, market value of property, name of registered owner?
	 
	 
	6.3.2
	 

	9
	Has the draft Supplementary Valuation Roll been reviewed for completeness?
	 
	 
	6.3.2
	 

	10
	Have deviations on draft Supplementary Valuation roll been reported to the Valuer for correction?
	 
	 
	6.3.2
	 

	11
	Has an updated draft Supplementary Valuation Roll been received from the Valuer?
	 
	 
	6.3.2
	 

	12
	Has the draft Supplementary Valuation Roll been captured on the financial system?
	 
	 
	6.3.2
	 

	13
	Has Valuation Roll on the financial system been reconciled with draft Valuation Roll received from the Valuer?
	 
	 
	6.3.2
	 

	14
	Has the public notice of the Supplementary Valuation been prepared?
	 
	 
	6.3.2
	 

	15
	Has the public notice of valuation been placed on the municipality's website?
	 
	 
	6.3.2
	 

	16
	Has the Notice of Valuation been distributed to all rate-payers by registered post?
	 
	 
	6.3.2
	 

	17
	Have enquiries and objections been received on prescribed forms, from rate payers?
	 
	 
	6.3.2
	 

	18
	Has the list of all objections by rate payers been prepared?
	 
	 
	6.3.2
	 

	19
	Has the list of all objections, with copies of actual objections, been sent to Valuer?
	 
	 
	6.3.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	20
	Has an updated Supplementary Valuation Roll, with adjustments, been received from the Valuer?
	 
	 
	6.3.2
	 

	21
	Have notices of reviewed valuations been sent to applicable rate payers?  
	 
	 
	6.3.2
	 

	22
	Has a report for all adjustments more than 10% been submitted to the Appeal Board for confirmation, amendments or revocation?
	 
	 
	6.3.2
	 

	23
	Were appeals against adjusted valuations, received in prescribed format, from rate-payers?
	 
	 
	6.3.2
	 

	24
	Haves notices of Appeal Court sitting to the Appeal Board, been sent to the Valuer and to the applicable rate payers?
	 
	 
	6.3.2
	 

	25
	Has the outcome of the Appeal Court been distributed to applicable rate payers?
	 
	 
	6.3.2
	 

	26
	Has updated Valuation Roll been received from the Valuer?
	 
	 
	6.3.2
	 

	27
	Has the Valuation Roll, on the financial system, been updated with results of Supplementary Valuations?
	 
	 
	6.3.2
	 

	28
	Was the Valuation Roll, on the financial system reconciled with Valuation Roll received from the Valuer?
	 
	 
	6.3.2
	 

	29
	Has the Municipal Register of Properties, consisting of a Part A and a Part B, been maintained?
	 
	 
	6.3.2
	 












CHECKLIST FOR RECORDING OF DISCOUNT/REBATES ON PROPETY RATES 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has an application form been received from Indigent Department?
	 
	 
	6.3.3
	 

	2
	Have discount application forms been received from rate-payers (farmers, churches, etc.)?
	 
	 
	6.3.3
	 

	3
	Were application forms reviewed for accuracy and completeness?
	 
	 
	6.3.3
	 

	4
	Has the application form been approved?
	 
	 
	6.3.3
	 

	5
	Has the discount/rebate been captured on the financial system by taking into account the provisions of section 17 of the Municipal Property Rates Act, Act 6 of 2004?
	 
	 
	6.3.3
	 

































CHECKLIST FOR PERFORMING OF RATES LEVY

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the rate to be levied on property been correctly promulgated each year before the start of the financial year?
	 
	 
	6.3.4
	 

	2
	Has the Rates Policy of the Municipality been reviewed annually, as part of the budget process?
	 
	 
	6.3.4
	 

	3
	Have the new tariffs, as approved by Council, been captured?
	 
	 
	6.3.4
	 

	4
	Has the master file been updated?
	 
	 
	6.3.4
	 

	5
	Has a printout from master file been made?
	 
	 
	6.3.4
	 

	6
	Have the new tariffs captured been verified with tariffs approved by Council?
	 
	 
	6.3.4
	 

	7
	Were mistakes found, corrected?
	 
	 
	6.3.4
	 

	8
	Were the new tariffs printed, signed as proof of review and filed for audit purposes?
	 
	 
	6.3.4
	 

	9
	Were rates levied once a year during the first levy of the financial year (July), by using all segments of mSCOA?
	 
	 
	6.3.4
	 

	10
	Were the property rates calculated by using approved tariffs and value of land and improvements, taking into account any discounts/rebates?
	 
	 
	6.3.4
	 

	11
	Have monthly accounts been sent to rate payers, indicating amount due, date on which the amount is payable, size of property and market value of property?
	 
	 
	6.3.4
	 










CHECKLIST FOR ISSUING OF RATES CLEARANCE CERTIFICATES

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Have the rates clearance application form and authorisation letter been received from the Transfer Attorney?
	 
	 
	6.3.5
	 

	2
	Was the application form reviewed for completeness?
	 
	 
	6.3.5
	 

	3
	Were incomplete application forms sent back to Transfer Attorney?
	 
	 
	6.3.5
	 

	4
	Is there an approval for sub-division?
	 
	 
	6.3.5
	 

	5
	Is a development levy payable?
	 
	 
	6.3.5
	 

	6
	Has the amount payable been calculated as follows: (3 x Basic Availability + Total Outstanding + Sub Division Fees + Development Levy + Outstanding from Collection Attorney + Interest)?
	 
	 
	6.3.5
	 

	7
	Has the amount payable been sent to Transfer Attorney?
	 
	 
	6.3.5
	 

	8
	Has the proof of payment been received from Transfer Attorney?
	 
	 
	6.3.5
	 

	9
	Has payment received been confirmed on bank statements?
	 
	 
	6.3.5
	 

	10
	Has a receipt been issued for payment received across all segments of mSCOA?
	 
	 
	6.3.5
	 

	11
	Has a pre-numbered rates clearance certificate been issued after conditions of section 118 of Municipal Systems Act, Act 32 of 2000 have been met?
	 
	 
	6.3.5
	 

	12
	Have a duplicate rates clearance certificate been filed, with approved application form, in property file?
	 
	 
	6.3.5
	 

	13
	Was an e-mail been sent to Transfer Attorney that rates clearance certificate is available for collection?
	 
	 
	6.3.5
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	14
	Was the property transfers received from the Deeds Office?
	 
	 
	6.3.5
	 

	15
	Have details of the new owner been recorded on the financial system?
	 
	 
	6.3.5
	 

	16
	Has a category status of the new owner on financial system been verified and updated?
	 
	 
	6.3.5
	 

	17
	Has proof of transfer been filed in property file?
	 
	 
	6.3.5
	 










































CHECKLIST FOR PERFORMING PROPERTY RATES REFUNDS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has refund (split) application been received from Transfer Attorney?
	 
	 
	6.3.6
	 

	2
	Has the calculation of a refund been reviewed?
	 
	 
	6.3.6
	 

	3
	Was the discontinuing of services form completed by rate-payer?  If not, refer rate-payer to Debtors Department.
	 
	 
	6.3.6
	 

	4
	Was the refund journal with supporting documentation prepared?
	 
	 
	6.3.6
	 

	5
	Has a refund journal been processed by using all segments of mSCOA?
	 
	 
	6.3.6
	 

	6
	Were journals filed in numeric order?
	 
	 
	6.3.6
	 

	7
	Alternative: Has the list of all refunds been prepared?
	 
	 
	6.3.6
	 

	8
	Have the banking details of rate payers been obtained from property file?
	 
	 
	6.3.6
	 

	9
	Has the list been sent to Creditors Department?
	 
	 
	6.3.6
	 

	10
	Creditors Department follow normal payment procedures.
	 
	 
	6.3.6
	 

	11
	Have the unidentified credits older than 3 years been written-off to Accumulated Surplus, by using all segments of mSCOA?
	 
	 
	6.3.6
	 

	12
	If provided in for in Credit Control Policy, has any amount outstanding been written-off?
	 
	 
	6.3.6
	 

	13
	Is the list of unidentified credits maintained for future reference?
	 
	 
	6.3.6
	 











CHECKLIST FOR PERFORMING JOURNALS (PROPERTY RATES)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the written correspondence been received from consumer for incorrect levies or transfer of credits between accounts?
	 
	 
	6.3.7
	 

	2
	Have corrective journals with supporting documentation been prepared, by using all segments of mSCOA?
	 
	 
	6.3.7
	 

	3
	Have corrective journals been captured, by using all segments of mSCOA?
	 
	 
	6.3.7
	 

	4
	Have journals been filed in numeric order?
	 
	 
	6.3.7
	 




































B. [bookmark: _Toc486502429]Checklist for Monthly Meetings (Debtors Administration)

CHECKLIST FOR CAPTURING OF APPROVED TARIFFS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Have the new tariffs (including interest rates), as approved by Council, been captured?
	 
	 
	6.4.1
	 

	2
	Have VAT parameters for each tariff been reviewed to ensure that VAT will be correctly charged/levied?
	 
	 
	6.4.1
	 

	3
	Have VAT parameters been updated?
	 
	 
	6.4.1
	 

	4
	Have the master files been updated?
	 
	 
	6.4.1
	 

	5
	Have the new tariffs been captured with tariffs approved by Council?
	 
	 
	6.4.1
	 

	6
	Have the print-out of new tariffs and any changes to VAT parameters been signed as proof of review, and filed for audit purposes?
	 
	 
	6.4.1
	 

	7
	Has the first monthly billing process been performed?
	 
	 
	6.4.1
	 

	8
	Has interest rate on overdue accounts been updated? 
	 
	 
	6.4.1
	 

	9
	Has printout from master file been made?
	 
	 
	6.4.1
	 























CHECKLIST FOR COMPILING OF AN INDIGENT REGISTER

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the Municipality formulated, approved, maintained and effectively implemented an Indigent Policy?
	 
	 
	6.4.2
	 

	2
	Have advertisements been placed in newspapers/ on website to request consumers/rate-payers to annually register as indigents?
	 
	 
	6.4.2
	 

	3
	Have consumers/rate-payers completed application form?
	 
	 
	6.4.2
	 

	4
	Has the validity and correctness of application form been verified with supporting documentation attached?
	 
	 
	6.4.2
	 

	5
	Has Social Worker been requested to verify the actual status of indigent applicant?
	 
	 
	6.4.2
	 

	6
	Has a consumer/rate-payer been requested to provide any outstanding information?
	 
	 
	6.4.2
	 

	7
	Has the information on the approved application forms been captured in an indigent register?
	 
	 
	6.4.2
	 

	8
	Have all consumers that are approved indigent consumers on the debtor system been coded?
	 
	 
	6.4.2
	 

	9
	Have consumers marked as indigent been reconciled with Indigent Register?
	 
	 
	6.4.2
	 

	10
	Have monthly subsidies been recorded?
	 
	 
	6.4.2
	 

	11
	Have subsidies granted to indigents been reconciled with Indigent Register?
	 
	 
	6.4.2
	 

	12
	Is the Indigent Register updated on a regular basis?
	 
	 
	6.4.2
	 




	No.
	Procedure
	Yes
	No
	Ref
	Comments

	13
	Have quarterly reports been obtained from Ward Committees to confirm status of registered indigents?
	 
	 
	6.4.2
	 

	14
	Have comprehensive checks been performed on a quarterly basis, to ensure that employees of other municipalities, district municipalities, Provincial Departments and National Departments are not included on the Indigent Register?
	 
	 
	6.4.2
	 

	15
	Have any offences found been reported to the CFO immediately?
	 
	 
	6.4.2
	 

	16
	Have comprehensive checks been performed on a quarterly basis, to ensure that councillors of the municipality, other municipalities and district municipalities are not included on the Indigent Register?
	 
	 
	6.4.2
	 

	17
	Have any offences found been reported to the CFO immediately?
	 
	 
	6.4.2
	 























CHECKLIST FOR CONNECTION OF SERVICES (OCCUPIED PROPERTY)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has an Owner/tenant applied for services by completing pre-numbered Service-Level Agreement (in triplicate)? 
	 
	 
	6.4.3
	 

	2
	Has a completed and signed Service-Level Agreement been received from owner/tenant?
	 
	 
	6.4.3
	 

	3
	Has the Service-Level Agreement been signed as proof that the required information was obtained and that the owner and/or tenant has signed the Service-Level Agreement?
	 
	 
	6.4.3
	 

	4
	Was the meter reader instructed to obtain meter readings and serial numbers?
	 
	 
	6.4.3
	 

	5
	Has the meter readings and serial numbers been captured on Service-Level Agreement?
	 
	 
	6.4.3
	 

	6
	Has the owner/tenant paid consumer deposit at Cashier?
	 
	 
	6.4.3
	 

	7
	Has the signed Service-Level Agreement and receipt for consumer deposit been received?
	 
	 
	6.4.3
	 

	8
	Has the plot number and meter readings on Service-Level Agreement been reviewed?
	 
	 
	6.4.3
	 

	9
	Have the final meter readings on account of previous owner/tenant been captured?
	 
	 
	6.4.3
	 

	10
	Have the previous owner/tenant’s services (including refuse and sewerage) been levied?
	 
	 
	6.4.3
	 

	11
	Has the new account been created on the financial system?
	 
	 
	6.4.3
	 

	12
	Have services on account of previous owner/tenant been disconnected? 
	 
	 
	6.4.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	13
	Has payment for consumer deposit been allocated against consumer account, by using all segments of mSCOA?
	 
	 
	6.4.3
	 

	14
	Has the consumer deposit of previous owner/tenant been transferred to outstanding account of previous owner/tenant, by using all segments of msCOA?
	 
	 
	6.4.3
	 

	15
	Has a copy of Service-Level Agreement been sent to GIS Technician to update/verify GIS System with serial number of installed meters?
	 
	 
	6.4.3
	 

	16
	Was the Service-Level Agreement filed in property file?
	 
	 
	6.4.3
	 

	17
	Has the consumer deposits held for services been reviewed on a monthly basis to ensure that at least two and a half months’ current consumption is held as deposit?
	 
	 
	6.4.3
	 



























CHECKLIST FOR CONNECTION OF SERVICES (VACANT PROPERTY)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the owner applied for services by completing pre-numbered Service-Level Agreement (in triplicate)?
	 
	 
	6.4.4
	 

	2
	Has completed and signed Service-Level Agreement been received from owner?
	 
	 
	6.4.4
	 

	3
	Has the Service-Level Agreement been signed as proof that required information was obtained and owner has signed Service-Level Agreement?
	 
	 
	6.4.4
	 

	4
	Has the owner paid the connection fee and consumer deposit at Cashier?
	 
	 
	6.4.4
	 

	5
	Has a signed Service-Level Agreement and receipt for connection fees and consumer deposit been received?
	 
	 
	6.4.4
	 

	6
	Has a receipt number been captured on Service-Level Agreement?
	 
	 
	6.4.4
	 

	7
	Has the Technical Department been contacted to install new meter?
	 
	 
	6.4.4
	 

	8
	Has the Technical Department informed Chief Clerk:  Credit Control on daily basis of meter installed or replaced?
	 
	 
	6.4.4
	 

	9
	Has a serial number and unit factor of meter been obtained from Technical Department?  
	 
	 
	6.4.4
	 

	10
	Has a serial number of new meter been captured on Service-Level Agreement?

	 
	 
	6.4.4
	 

	11
	Has a new account been created on financial system?
	 
	 
	6.4.4
	 

	12
	Has payment for consumer deposit been allocated against consumer account, by using all segments of mSCOA?
	 
	 
	6.4.4
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	13
	Has a copy of Service-Level Agreement been sent to GIS Technician to update/verify GIS System with serial number of installed meters?
	 
	 
	6.4.4
	 

	14
	Has the Service-Level Agreement filed in property file?
	 
	 
	6.4.4
	 













































CHECKLIST FOR DISCONNECTION OF SERVICES (OCCUPIED PROPERTY)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Did the owner/tenant apply for disconnection of services by completing pre-numbered application form (in triplicate)?
	 
	 
	6.4.5
	 

	2
	Has a completed and signed application form for disconnection from owner/tenant been received?
	 
	 
	6.4.5
	 

	3
	Has an application form been signed as proof that required information was obtained and owner and/or tenant have signed application form for disconnection?
	 
	 
	6.4.5
	 

	4
	Has the meter reader been instructed to obtain meter readings and serial numbers?
	 
	 
	6.4.5
	 

	5
	Have meter readings and serial numbers been captured on application form?
	 
	 
	6.4.5
	 

	6
	Have final meter readings on account of previous owner/tenant been captured?
	 
	 
	6.4.5
	 

	7
	Have previous owner/tenant been levied for used services, including refuse and sewerage?
	 
	 
	6.4.5
	 

	8
	Has a consumer deposit of previous owner/tenant been transferred to outstanding account of previous owner/tenant, by using all segments of mSCOA?
	 
	 
	6.4.5
	 

	9
	Has a copy of Service-Level Agreement been sent to GIS Technician to update/verify GIS System with serial number of installed meters?
	 
	 
	6.4.5
	 





CHECKLIST FOR READING OF WATER AND ELECTRICITY METERS (HANDHELD)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a meter reading time table been prepared?
	 
	 
	6.4.6
	 

	2
	Has a new period been created on income system for the month?
	 
	 
	6.4.6
	 

	3
	Was a back-up of previous month's readings made?
	 
	 
	6.4.6
	 

	4
	Has it been verified that back-up is in correct format and stored on system?
	 
	 
	6.4.6
	 

	5
	Have previous month's information on meter reading appliances been deleted?
	 
	 
	6.4.6
	 

	6
	Has new month route been created on meter reading appliance and information uploaded?
	 
	 
	6.4.6
	 

	7
	Were meter readings performed within time schedule?
	 
	 
	6.4.6
	 

	8
	Has meter readings been downloaded weekly from meter reading appliances?
	 
	 
	6.4.6
	 

	9
	Was an exception report from meter reading system created, to identify non-readings, large deviations, etc.?
	 
	 
	6.4.6
	 

	10
	Was report for meter reader (to follow-up non-readings, large deviations, etc.) created?
	 
	 
	6.4.6
	 

	11
	Have non-readings, large deviations by taking readings manually (per hand) been followed up?
	 
	 
	6.4.6
	 

	12
	Have possible leaks been identified and has consumers been informed immediately of any leaks?
	 
	 
	6.4.6
	 

	13
	Has an exception report been created for non-readings for more than 1 month?
	 
	 
	6.4.6
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	14
	Have non-readings been followed up and controls implemented to perform a reading?
	 
	 
	6.4.6
	 

	15
	Have meter readings been corrected on meter reading system?
	 
	 
	6.4.6
	 

	16
	Have meter readings been imported into financial system?
	 
	 
	6.4.6
	 

	17
	Has an exception report for abnormal variances in usage been created, to ensure that meter readings are captured correctly on financial system? 
	 
	 
	6.4.6
	 




































CHECKLIST FOR READING OF WATER AND ELECTRICITY METERS (MANUALLY)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a meter reading time table been prepared?
	 
	 
	6.4.7
	 

	2
	Has new period been created on income system for the month?
	 
	 
	6.4.7
	 

	3
	Has meter reading report been created without prior month readings for meters that need to be read manually?
	 
	 
	6.4.7
	 

	4
	Have lists for manual reading been distributed to applicable area representative at different Service Points?
	 
	 
	6.4.7
	 

	5
	Were meter readings performed within time schedule?
	 
	 
	6.4.7
	 

	6
	Have meter readings been captured on meter reading system?
	 
	 
	6.4.7
	 

	7
	Has an exception report been created from meter reading system, to identify non-readings, large deviations, etc.?
	 
	 
	6.4.7
	 

	8
	Has a report been created for meter reader to follow-up non-readings, large deviations, etc.?
	 
	 
	6.4.7
	 

	9
	Were non-readings and large deviations followed up by taking readings manually (per hand)?
	 
	 
	6.4.7
	 

	10
	Were possible leaks investigated and consumers informed immediately of any leaks?
	 
	 
	6.4.7
	 

	11
	Have meter readings been corrected on meter reading system?
	 
	 
	6.4.7
	 

	12
	Has an exception report been created for non-readings for more than 1 month?
	 
	 
	6.4.7
	 

	13
	Were non-readings followed up and controls implemented to perform a reading?
	 
	 
	6.4.7
	 

	14
	Have meter readings been imported into the system?
	 
	 
	6.4.7
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	15
	Has an exception report been created to ensure that meter readings are captured correctly on financial system?
	 
	 
	6.4.7
	 
















































CHECKLIST FOR READING OF BULK ELECTRICITY METERS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has meter reading report been created for bulk consumers that need to be read manually?
	 
	 
	6.4.8
	 

	2
	Have lists for bulk meter readings been distributed to Electricity Department?
	 
	 
	6.4.8
	 

	3
	Have bulk meter readings been performed within time schedule?
	 
	 
	6.4.8
	 

	4
	Have meter readings been captured on financial system?
	 
	 
	6.4.8
	 

	5
	Was an exception report created from financial system, to identify non-readings, large deviations; readings were captured in correct units, etc.?
	 
	 
	6.4.8
	 

	6
	Has a report been created for Electricity Department to follow-up non-readings, large deviations, etc.?
	 
	 
	6.4.8
	 

	7
	Were non-readings and large deviations followed up by taking readings manually (per hand)?
	 
	 
	6.4.8
	 

	8
	Have meter readings been created on financial system?
	 
	 
	6.4.8
	 

	9
	Has an exception report been created for non-readings for more than 1 month?
	 
	 
	6.4.8
	 

	10
	Were non-readings followed up and controls implemented to perform a reading?
	 
	 
	6.4.8
	 
















CHECKLIST FOR PERFORMING BILLING ACTIVITIES

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Was an estimate report run for accounts where no meter readings were obtained created?
	 
	 
	6.4.9
	 

	2
	Were exceptions followed-up?
	 
	 
	6.4.9
	 

	3
	Were any corrections performed?
	 
	 
	6.4.9
	 

	4
	Was an Exception Report run for R-value's?
	 
	 
	6.4.9
	 

	5
	Has an Exception Report been reviewed for abnormal variances in R-value's?
	 
	 
	6.4.9
	 

	6
	Were material deviations followed-up?
	 
	 
	6.4.9
	 

	7
	Were corrections performed for material deviations?
	 
	 
	6.4.9
	 

	8
	Has an Exception Report been run for undeveloped properties?
	 
	 
	6.4.9
	 

	9
	Has an Exception Report for undeveloped properties been reviewed to ensure that services were not charged for undeveloped properties?
	 
	 
	6.4.9
	 

	10
	Was an Exception Report run for levies of sewerage services per work group?
	 
	 
	6.4.9
	 

	11
	Has an Exception Report for sewerage services been reviewed to ensure that all consumers are levied for the correct type sewerage service?
	 
	 
	6.4.9
	 

	12
	Have monthly receipts been reviewed and updated across all segments of mSCOA, to ensure that all receipts issued for the month were capture on consumer accounts?
	 
	 
	6.4.9
	 

	13
	Has billing been updated with new arrangements entered into during the month for outstanding amounts?
	 
	 
	6.4.9
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	14
	Have miscellaneous charges been reviewed?
	 
	 
	6.4.9
	 

	15
	Have miscellaneous charges been updated to consumer accounts, by using all segments of mSCOA?
	 
	 
	6.4.9
	 

	16
	Have interim valuations been reviewed?
	 
	 
	6.4.9
	 

	17
	Have interim valuations been updated to consumer accounts?
	 
	 
	6.4.9
	 

	18
	Has departmental settlements (internal charges) been reviewed?
	 
	 
	6.4.9
	 

	19
	Has departmental settlements (internal charges) been updated, by using all segments of msCOA?
	 
	 
	6.4.9
	 

	20
	Has reconciliation been performed between number of properties on valuation roll and number of properties charged for basic services?
	 
	 
	6.4.9
	 

	21
	Have all differences been investigated and corrected?
	 
	 
	6.4.9
	 

	22
	Has monthly reconciliation been filed for future reference?
	 
	 
	6.4.9
	 

	23
	Has the Pre-Billing Test Run been performed on financial system, by using all segments of mSCOA?
	 
	 
	6.4.9
	 

	24
	Has it been verified that all adjustment reports are equal to zero to ensure that all charges have been captured and imported?
	 
	 
	6.4.9
	 

	25
	Has interest for month been run per work group, by using all segments of mSCOA?
	 
	 
	6.4.9
	 

	26
	Has reconciliation been performed between interest charged on outstanding municipal accounts and interest received in General Ledger?
	 
	 
	6.4.9
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	27
	Have all differences been investigated and corrected?
	 
	 
	6.4.9
	 

	28
	Has monthly reconciliations been filed for future reference?
	 
	 
	6.4.9
	 

	29
	Has billing run been performed per work group/ cycle, by using all segments of mSCOA?
	 
	 
	6.4.10
	 

	30
	Have accounts been reviewed on sample basis?
	 
	 
	6.4.10
	 

	31
	Has information been compiled for printing of invoices/statements?
	 
	 
	6.4.10
	 

	32
	Have invoices/ statements been printed?
	 
	 
	6.4.10
	 

	33
	Have invoices/ statements been sent to consumers/ rate-payers?
	 
	 
	6.4.10
	 

	34
	Have invoices/ statements that are returned to the municipality been followed up?
	 
	 
	6.4.10
	 

	35
	Alternative:  Has an electronic file been sent to printers (3rd party)?
	 
	 
	6.4.10
	 

	36
	Has an electronic file with draft invoices/ statements been received from printers?
	 
	 
	6.4.10
	 

	37
	Have samples been selected from electronic file and reviewed for correctness.
	 
	 
	6.4.10
	 

	38
	Has 3rd Party printout been made and invoices/ statements sent to consumers/rate-payers?
	 
	 
	6.4.10
	 

	39
	Have the number of invoices/ statements printed been reconciled with number of invoices send to consumers/ rate-payers?
	 
	 
	6.4.10
	 

	40
	Have invoices/ statements that are returned to the municipality been followed up?

	 
	 
	6.4.10
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	41
	Has consumer details on financial system been verified, on an annual basis?
	 
	 
	6.4.10
	 

	42
	Has monthly billing reports been filed?
	 
	 
	6.4.10
	 

	43
	Has the list of additional services provided to consumers been obtained from Service Points/ Transfer Stations, etc.?
	 
	 
	6.4.11
	 

	44
	Has the status of consumer on financial system been verified?
	 
	 
	6.4.11
	 

	45
	Has a journal with special identification code for additional services been prepared, by using all segments of mSCOA?
	 
	 
	6.4.11
	 

	46
	Has a journal been captured on financial system, by using all segments of mSCOA?
	 
	 
	6.4.11
	 

	47
	Has a journal been filed in numeric order?
	 
	 
	6.4.11
	 




























CHECKLIST FOR PERFORMING DEBTORS RECONCILIATIONS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a report been run for all debtors with credit balances, by using all segments of mSCOA?
	 
	 
	6.4.12
	 

	2
	Have debtors’ accounts with credit balances been investigated?
	 
	 
	6.4.12
	 

	3
	Has Debtors Age Analysis been printed, by using all segments of mSCOA?
	 
	 
	6.4.12
	 

	4
	Does debtors’ age analysis reconcile with General Ledger?
	 
	 
	6.4.12
	 

	5
	Have all differences been investigated?
	 
	 
	6.4.12
	 

	6
	Has differences been corrected?
	 
	 
	6.4.12
	 

	7
	Has reconciliation been signed as proof of review?
	 
	 
	6.4.12
	 

	8
	Has reconciliation been filed for audit purposes/future reference?
	 
	 
	6.4.12
	 

	9
	Has a Consumer Deposit Register, with all segments of mSCOA been obtained?
	 
	 
	6.4.12
	 

	10
	Does Consumer Deposit Register reconcile with General Ledger? 
	 
	 
	6.4.12
	 

	11
	Have all differences been investigated?
	 
	 
	6.4.12
	 

	12
	Have differences been corrected?
	 
	 
	6.4.12
	 

	13
	Has reconciliation been signed as proof of review?
	 
	 
	6.4.12
	 

	14
	Has reconciliation been filed for audit purposes/future reference?
	 
	 
	6.4.12
	 

	15
	Has an Unallocated Deposit Register been Obtained/Prepared, by using all segments of mSCOA?
	 
	 
	6.4.13
	 

	16
	Have all receipts been allocated that can be traced via journal?
	 
	 
	6.4.13
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	17
	Have corrective journals been captured and updated, by using all segments of mSCOA?
	 
	 
	6.4.13
	 

	18
	Has an Unallocated Deposit Register been updated?
	 
	 
	6.4.13
	 

	19
	Has an Unallocated Deposit Register been reconciled with General Ledger?
	 
	 
	6.4.13
	 

	20
	Has reconciliation been reviewed and sign as proof of review?
	 
	 
	6.4.13
	 

	21
	Has reconciliation been filed for audit purposes/future reference?
	 
	 
	6.4.13
	 

	22
	Has an Accounting Policy been developed, approved and implemented on the treatment of Unidentified Deposits?
	 
	 
	6.4.13
	 

	23
	Have advertisements been made in local newspaper of Councils' intention to write-off Unallocated Deposits older than 3 years to Accumulated Surplus?
	 
	 
	6.4.13
	 

	24
	Have Unallocated Deposits older than 3 years been written off to Accumulated Surplus, by using all segments of mSCOA?
	 
	 
	6.4.13
	 

	25
	Has the Head: Corporate Services sent copies of all new rental agreements to Chief Clerk:  Debtors on a monthly basis?
	 
	 
	6.4.14
	 

	26
	Have details on rental agreement been captured in rental register?
	 
	 
	6.4.14
	 

	27
	Has a new account been created on financial system, by using all segments of mSCOA?
	 
	 
	6.4.14
	 

	28
	Has rental tariffs and code been added to new account?
	 
	 
	6.4.14
	 

	29
	Has rental period for which tariff must be levied been added?
	 
	 
	6.4.14
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	30
	Was a screen print of information that was captured made?
	 
	 
	6.4.14
	 

	31
	Has information captured on financial system been reviewed?
	 
	 
	6.4.14
	 

	32
	Has a screen print been signed as proof of review?
	 
	 
	6.4.14
	 

	33
	Were rental charges levied during normal billing run, by using all segments of mSCOA?
	 
	 
	6.4.14
	 

	34
	Has monthly age analysis of Sundry Debtors been printed?
	 
	 
	6.4.14
	 

	35
	Has an age analysis been reconciled with General Ledger?
	 
	 
	6.4.14
	 

	36
	Has reconciliation been reviewed and signed as proof of the review function?
	 
	 
	6.4.14
	 

	37
	Has reconciliation been filed for audit purposes/future reference?
	 
	 
	6.4.14
	 

	38
	Has rental register been reviewed to ensure that escalations are captured on financial system?
	 
	 
	6.4.14
	 

























CHECKLIST FOR CREDIT CONTROL AND DEBT COLLECTION 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Does the Municipality have a Credit Control and Debt Collection Policy?
	 
	 
	6.4.15
	 

	2
	Has the draft cut-off list been prepared based on Credit Control and Debt Collection Policy?
	 
	 
	6.4.15
	 

	3
	Have consumers been informed in a standard letter of municipality's actions and payments that must be made before the services can be restored?
	 
	 
	6.4.15
	 

	4
	Has the final cut-off list been prepared based on Credit Control and Debt Collection Policy?
	 
	 
	6.4.15
	 

	5
	Has the cut-off list been sent to Service Point/Technical Department to perform cut-offs?
	 
	 
	6.4.15
	 

	6
	Were cut-offs performed?
	 
	 
	6.4.15
	 

	7
	Was the cut-off list signed to confirm that cut-offs were performed?
	 
	 
	6.4.15
	 

	8
	Has the cut-off list been sent to Head Office?
	 
	 
	6.4.15
	 

	9
	Has the cut-off list been signed to confirm that work was performed?
	 
	 
	6.4.15
	 

	10
	Has the cut-off list been filed?
	 
	 
	6.4.15
	 

	11
	Are procedures in Credit Control and Debt Collection Policy followed for repeated offenders, including staff members and councillors?
	 
	 
	6.4.15
	 

	12
	Has the list of essential services that cannot be cut-off been obtained?
	 
	 
	6.4.16
	 

	13
	Has the cost effectiveness of recovery of outstanding amount been calculated?
	 
	 
	6.4.16
	 

	14
	Have consumers that do no longer occupy any property in municipal area been identified?
	 
	 
	6.4.16
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	15
	Have consumers that no longer occupy any property in municipal area been located?
	 
	 
	6.4.16
	 

	16
	Has the cost effectiveness of recovery of outstanding amount for consumes no longer in municipal area been calculated?
	 
	 
	6.4.16
	 

	17
	Has final hand-over list been prepared?
	 
	 
	6.4.16
	 

	18
	Has hand-over list been sent to Collection Attorneys/ Collection Agents?
	 
	 
	6.4.16
	 

	19
	Has a journal to capture details of consumers that was handed-over for collection, been prepared, by using all segments of mSCOA?
	 
	 
	6.4.16
	 

	20
	Has handed-over journal been prepared, by using all segments of mSCOA?
	 
	 
	6.4.16
	 

	21
	Has consumer account been flagged to ensure that no further interest is levied on handed-over amount?
	 
	 
	6.4.16
	 

	22
	Has the list of costs and recoveries from Collection Attorneys/ Collection Agents been obtained?
	 
	 
	6.4.16
	 

	23
	Has journal to record legal costs against consumers account, been prepared, by using all segments of mSCOA? 
	 
	 
	6.4.16
	 

	24
	Has legal cost journal been captured, by using all segments of mSCOA?
	 
	 
	6.4.16
	 

	25
	Has the list of recoveries been sent to Cashier?
	 
	 
	6.4.16
	 

	26
	Have receipts been issued for recovered amounts against consumer accounts, by using all segments of mSCOA?
	 
	 
	6.4.16
	 

	27
	Has commission payable to Collection Agent been recalculated?
	 
	 
	6.4.16
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	28
	Has a list of auxiliaries been prepared for the month?
	 
	 
	6.4.17
	 

	29
	Has a list of auxiliaries been sent to Chief Clerk:  Credit Control?
	 
	 
	6.4.17
	 

	30
	Have arrears been loaded against pre-paid meter?
	 
	 
	6.4.17
	 

	31
	Were transactions recorded via Import File on Test Basis, by using all segments of mSCOA?
	 
	 
	6.4.17
	 

	32
	Have checks and balances been reviewed?
	 
	 
	6.4.17
	 

	33
	Have transactions been imported on Live Data, by using all segments of mSCOA?
	 
	 
	6.4.17
	 

	34
	Did Consumer/Rate-payer complete application form with assistance from Chief Clerk:  Credit Control?
	 
	 
	6.4.18
	 

	35
	Has the application form been reviewed for completeness?
	 
	 
	6.4.18
	 

	36
	Have arrangements been captured based on Councils' Policy?
	 
	 
	6.4.18
	 

	37
	Has compliance with agreement been monitored?
	 
	 
	6.4.18
	 

	38
	Have Debtors with repay arrangements been reconciled with General Ledger?
	 
	 
	6.4.18
	 

	39
	Has reconciliation been reviewed and signed as proof of review?
	 
	 
	6.4.18
	 

	40
	Has reconciliation been filed for audit purposes/future reference?
	 
	 
	6.4.18
	 

	41
	Has a write-off list been prepared based on criteria in Credit Control and Debt Collection Policy?
	 
	 
	6.4.19
	 

	42
	Have reason/s been documented for each amount to be written-off?
	 
	 
	6.4.19
	 

	43
	Has reasons for write-off been investigated?
	 
	 
	6.4.19
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	44
	Has the list of write-offs been submitted to Council?
	 
	 
	6.4.19
	 

	46
	Has a journal for write-offs, with supporting documentation, been prepared, by using all segment s of mSCOA?
	 
	 
	6.4.19
	 

	47
	Has the write-off journal between individual consumer account and provision for debt impairment been captured, by using all segments of mSCOA?
	 
	 
	6.4.19
	 








































CHECKLIST FOR HANDLING OF DEBTORS ENQUIRIES 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Was an enquiry received via e-mail, telephone or at enquiry counter?
	 
	 
	6.4.20
	 

	2
	Was it confirmed with consumer that enquiry is fully understandable?
	 
	 
	6.4.20
	 

	3
	Has the query and details of consumer/rate payer been entered in query register?
	 
	 
	6.4.20
	 

	4
	Have corrective measures been documented in query register?
	 
	 
	6.4.20
	 

	6
	Were all queries resolved within 5 working days?
	 
	 
	6.4.20
	 

	8
	Have corrective measures taken been documented in query register?
	 
	 
	6.4.20
	 

	9
	Has consumer/rate-payer been contacted and informed of outcome of query?
	 
	 
	6.4.20
	 

	10
	Has a monthly summary been prepared per municipal ward of queries received, solved and outstanding? 
	 
	 
	6.4.20
	 

	11
	Has the Technical Department been contacted to install new meter?
	 
	 
	6.4.21
	 

	12
	Has the serial number of meter been received from Technical Department?
	 
	 
	6.4.21
	 

	13
	Has the serial number of new meter been captured on replacement form?
	 
	 
	6.4.21
	 

	14
	Has replacement form been sent to Chief Clerk:  Consumer Data?
	 
	 
	6.4.21
	 

	15
	Have serial numbers of new meter been captured on financial system?
	 
	 
	6.4.21
	 

	16
	Have corrective measures taken been documented in query register?
	 
	 
	6.4.21
	 

	17
	Has consumer/rate-payer been contacted and informed of outcome of query?

	 
	 
	6.4.21
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	18
	Has a monthly summary of meters replaced been prepared to identify vandalism and/or possible impairment of infrastructure assets?
	 
	 
	6.4.21
	 

	19
	Has a copy of application form been sent to GIS Technician to update/verify GIS System with serial number of installed meters?
	 
	 
	6.4.21
	 

	20
	Has a monthly list of meters installed/replaced been obtained from Technical Department?
	 
	 
	6.4.21
	 

	21
	Has the monthly list of meters installed/replaced been reconciled with pre-numbered replacement forms?
	 
	 
	6.4.21
	 

	22
	Has Meter Reader been contacted to take new reading/verify current meter reading?
	 
	 
	6.4.22
	 

	23
	Has debtors account correction form been completed?
	 
	 
	6.4.22
	 

	24
	Has consumer/rate-payer been contacted and informed of outcome of query?
	 
	 
	6.4.22
	 






















C. [bookmark: _Toc486502430]Checklist for Monthly Meetings (Cash Receipting)

CHECKLIST FOR RECEIPTING OF PAYMENTS (GENERAL) 
          
	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has float been received from Accountant:  Income/Debtors?
	 
	 
	6.5.1
	 

	2
	Was Log-on to financial system performed with own unique password?
	 
	 
	6.5.1
	 

	3
	Was Log-on to pre-paid system performed with own unique password?
	 
	 
	6.5.1
	 

	4
	Have invoice/statement from consumer/rate-payer been received and requested for which services payment was made?
	 
	 
	6.5.1
	 

	5
	Was payment received?
	 
	 
	6.5.1
	 

	6
	Has method of payment been indicated on the receipting system, i.e. cash, cheque, card payment, etc.?
	 
	 
	6.5.1
	 

	7
	If payment was made by more than one method (e.g. cash & cheque), was different receipts issued for each method, by using all segments of mSCOA?
	 
	 
	6.5.1
	 

	8
	Was card number and batch number, issued by card machine, captured on financial system receipt?
	 
	 
	6.5.1
	 

	9
	Was a receipt issued to consumer/rate-payer, by using all segments of mSCOA?
	 
	 
	6.5.1
	 

	10
	Did receipt issued automatically update on financial system?
	 
	 
	6.5.1
	 

	11
	Were hand-written receipts issued in case of power failure and/or system is off-line?
	 
	 
	6.5.1
	 

	12
	Have hand receipts been captured immediately, once power supply is restored and system is on-line, by using all segments of mSCOA?
	 
	 
	6.5.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	13
	Have session batch from pre-paid system been printed?
	 
	 
	6.5.2
	 

	14
	Have receipts on financial system been issued for each pre-paid transactions, by using segments of mSCOA?
	 
	 
	6.5.2
	 

	15
	Has cash been counted?
	 
	 
	6.5.2
	 

	16
	Has float been kept separate from payments received for the day?
	 
	 
	6.5.2
	 

	17
	Has the daily cash-up summary been completed?
	 
	 
	6.5.2
	 

	18
	Has cancelled receipts been attached to daily cash-up summary?
	 
	 
	6.5.2
	 

	19
	Has bank deposit been prepared in cashiers own bank deposit book?
	 
	 
	6.5.2
	 

	20
	Has money and deposit book been placed in safe security bag with seal?
	 
	 
	6.5.2
	 

	21
	Has security bag and float been locked in safe.
	 
	 
	6.5.2
	 

	22
	Has the daily cash-up summary been sent to Accountant:  Income/Debtors?
	 
	 
	6.5.2
	 

	23
	Was the daily cash-up summary verified with receipts issued on financial system?
	 
	 
	6.5.2
	 

	24
	Has the daily cash-up summary been signed as proof of review?
	 
	 
	6.5.2
	 

	25
	Were all differences followed up with cashier?
	 
	 
	6.5.2
	 

	26
	Has a receipt for "surplus cash" been issued, by using segments of mSCOA?
	 
	 
	6.5.2
	 

	27
	Has any shortfall been paid immediately?
	 
	 
	6.5.2
	 

	28
	Was cash deposited on following business day?
	 
	 
	6.5.2
	 








CHECKLIST FOR DAILY BALANCING OF CASHIERS (SATELLITE OFFICES)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	For cash-up procedures at Satellite Offices where only hand-written receipts are issued.
	 
	 
	6.5.3
	 

	2
	Was normal cash-up procedures followed?
	 
	 
	6.5.3
	 

	3
	Was the summary of daily receipts sent to Head Cashier? 
	 
	 
	6.5.3
	 

	4
	Have receipts been issued on financial system per type and per method of payment, by using segments of mSCOA?
	 
	 
	6.5.3
	 

	5
	Have receipts been issued on financial system for pre-paid transactions, by using segments of mSCOA?
	 
	 
	6.5.3
	 

	6
	Have receipts issued on financial system been sent to satellite offices?
	 
	 
	6.5.3
	 

	7
	Has financial system receipts been attached in hand-written receipt books?
	 
	 
	6.5.3
	 

	8
	Has the cash-up summary been prepared?
	 
	 
	6.5.3
	 

	9
	Has the daily cash-up summary been sent to Accountant:  Income/Debtors?
	 
	 
	6.5.3
	 

	10
	Has the daily cash-up summary been verified with receipts issued on financial system?
	 
	 
	6.5.3
	 

	11
	Has the daily cash-up summary been signed as proof of review?
	 
	 
	6.5.3
	 

	12
	Has cash been deposited on first business day or as determined by CFO?  (At least once a week)
	 
	 
	6.5.3
	 

	13
	Has a receipt book been locked in place of safety and was it ensured that security bag and float is in safe?
	 
	 
	6.5.3
	 






CHECKLIST FOR RECEIPTING OF PAYMENTS (AGENCY SERVICES)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has float been received from Accountant:  Income/Debtors?
	 
	 
	6.5.4
	 

	2
	Did the Cashier logon to agency services system with own unique password?
	 
	 
	6.5.4
	 

	3
	Have invoice/statement been received from customer and requested for which services payment is made?
	 
	 
	6.5.4
	 

	4
	Was payment received?
	 
	 
	6.5.4
	 

	5
	Was the method of payment indicated on the receipting system, i.e. cash, cheque, card payment, etc.?
	 
	 
	6.5.4
	 

	6
	If payment was made by more than one method (e.g. cash & cheque) was different receipts issued for each method, by using segments of mSCOA?
	 
	 
	6.5.4
	 

	7
	Has card number and batch number, issued by card machine, been captured on receipt?
	 
	 
	6.5.4
	 

	8
	Has a receipt been issued to customer, by using all segments of mSCOA?
	 
	 
	6.5.4
	 

	9
	Has the daily/session summary been printed from agency service system?
	 
	 
	6.5.5
	 

	10
	Has cash been counted?
	 
	 
	6.5.5
	 

	11
	Has float been kept separate from payments received for the day?
	 
	 
	6.5.5
	 

	12
	Has the daily cash-up summary been completed?
	 
	 
	6.5.5
	 

	13
	Has the cancelled receipts been attached to daily cash-up summary?
	 
	 
	6.5.5
	 

	14
	Has bank deposit been prepared in cashiers own bank deposit book?
	 
	 
	6.5.5
	 

	15
	Has money and deposit book been placed in safe security bag with seal?
	 
	 
	6.5.5
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	16
	Has security bag and float been locked in safe?
	 
	 
	6.5.5
	 

	17
	Has the session report and daily cash-up summary been sent to Head Cashier?
	 
	 
	6.5.5
	 

	18
	Does the session report agree with daily cash-up summary and is it signed as proof of review?
	 
	 
	6.5.5
	 

	19
	Was the daily cash-up summary verified with receipts issued on financial system and session report?
	 
	 
	6.5.5
	 

	20
	Was the daily cash-up summary signed as proof of review?
	 
	 
	6.5.5
	 

	21
	Have differences been followed up with cashier?
	 
	 
	6.5.5
	 

	22
	Has a receipt been issued for "surplus cash", by using segments of mSCOA?
	 
	 
	6.5.5
	 

	23
	Was any shortfall paid immediately?
	 
	 
	6.5.5
	 

	24
	Was cash deposited on following business day?
	 
	 
	6.5.5
	 




























CHECKLIST FOR RECEIPTING OF DIRECT DEPOSITS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Were daily bank statements received from Head: Income?
	 
	 
	6.5.6
	 

	2
	Were faxes and other payment advices collected?
	 
	 
	6.5.6
	 

	3
	Have payments on payment advices been verified to actual receipts in bank account?
	 
	 
	6.5.6
	 

	4
	Were all direct deposits on bank statement identified?
	 
	 
	6.5.6
	 

	5
	Have account numbers for all direct deposits been identified?
	 
	 
	6.5.6
	 

	6
	Have receipts been issued for all direct deposits on the financial system, by using segments of mSCOA?
	 
	 
	6.5.6
	 

	7
	Has a receipts been issued for all grant payments received on financial system, by using segments of mSCOA?
	 
	 
	6.5.6
	 

	8
	Has a monthly summary been prepared of all unallocated deposits?
	 
	 
	6.5.6
	 

	9
	Has a written approval been obtained from Accountant:  Income/Debtors to allocate unallocated deposits to Unallocated Deposit Account?
	 
	 
	6.5.6
	 

	10
	Have receipts been issued for unallocated deposits, by using segments of mSCOA?
	 
	 
	6.5.6
	 
















CHECKLIST FOR "RD" CHEQUES

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a letter from bank been received for RD Cheque?
	 
	 
	6.5.7
	 

	2
	Has the "Reversal of transaction" template been completed?
	 
	 
	6.5.7
	 

	3
	Has a journal been prepared to reverse transaction with bank charges, by using segments of mSCOA?
	 
	 
	6.5.7
	 

	4
	Has the "Reversal of transaction" template and copy of letter from bank been attached onto journal?
	 
	 
	6.5.7
	 

	5
	Has a journal been processed, by using segments of mSCOA?
	 
	 
	6.5.7
	 

	6
	Has a journal been filed in numerical order?
	 
	 
	6.5.7
	 

































CHECKLIST FOR THE HANDLING OF POST-DATED CHEQUES

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a cheque been received from bank or consumer/rate-payer?
	 
	 
	6.5.8
	 

	2
	Has a cheque been recorded in post-dated cheque register?
	 
	 
	6.5.8
	 

	3
	Has the post-dated cheque register been reviewed on a daily basis to identify any cheques that can be deposited?
	 
	 
	6.5.8
	 

	4
	Have cheques that can be deposited been sent to Cashier?
	 
	 
	6.5.8
	 

	5
	Has a receipt been issued on financial system for cheques that can be deposited, by using segments of mSCOA?
	 
	 
	6.5.8
	 

	6
	Has a receipt number of post-dated cheque been entered in post-dated cheque register?
	 
	 
	6.5.8
	 





























CHECKLIST FOR THE HANDLING OF FACE VALUE DOCUMENTS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Have all unused and used face value documents been recorded in a Stationary Register?
	 
	 
	6.5.9
	 

	2
	Has the minimum level of inventory been determined in consultation with Accountant:  Income/Debtors, Head:  Income and CFO?
	 
	 
	6.5.9
	 

	3
	Has provision for segments of mSCOA been made on all face value documents?
	
	
	
	

	4
	Has a copy of last page of face value document on hand been made?
	 
	 
	6.5.9
	 

	5
	Has the last page of document been sent to Supply Chain Management Department to obtain quotations from suppliers?
	 
	 
	6.5.9
	 

	6
	Have face value documents been ordered through supply chain management process?
	 
	 
	6.5.9
	 

	7
	Have face value documents been received from supplier/bank?
	 
	 
	6.5.9
	 

	8
	Have series number of face value documents been recorded in Stationary Register?
	 
	 
	6.5.9
	 

	9
	Have face value documents been stored in a place of safety?
	 
	 
	6.5.9
	 

	10
	Have face value documents been issued only to duly authorised officials as determined by Delegations of Authority?
	 
	 
	6.5.9
	 

	11
	Have duly authorised officials received unused face value documents, if they have not returned the used face value documents?
	 
	 
	6.5.9
	 

	12
	Has an official signed the Stationary Register when face value document was issued?

	 
	 
	6.5.9
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	13
	Has an official signed the Stationary register when face value document was returned?
	 
	 
	6.5.9
	 
















































D. [bookmark: _Toc486502431]Checklist for Monthly Meetings (Pre-paid Sales)

CHECKLIST FOR RECORDING OF PRE-PAID SERVICES (SALES BY MUNICIPALITY) 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Have the consumer purchased pre-paid electricity at municipal offices or from vendor?
	 
	 
	6.6.1
	 

	2
	Has the consumer provided a meter number for cashier?
	 
	 
	6.6.1
	 

	3
	Has the cashier confirmed existence of meter on system?
	 
	 
	6.6.1
	 

	4
	Has the R-value of transactions or number of units been entered?
	 
	 
	6.6.1
	 

	5
	Has money been received from consumer?
	 
	 
	6.6.1
	 

	6
	Has pre-paid slip been printed?
	 
	 
	6.6.1
	 

	7
	Has a receipt been issued for pre-paid sales on financial system, by using segments of mSCOA?
	 
	 
	6.6.1
	 

	8
	Has the receipt issued for pre-paid sales been updated on financial system, by using segments of mSCOA?
	 
	 
	6.6.1
	 

	9
	Has receipt been attached to session report?
	 
	 
	6.6.1
	 

	10
	Have session sales been recorded in pre-paid register?
	 
	 
	6.6.1
	 

	11
	Has a reconciliation between pre-paid register and General Ledger been performed?
	 
	 
	6.6.1
	 

	12
	Have differences been followed up and corrected?
	 
	 
	6.6.1
	 

	13
	Has reconciliation been filed for future references?
	 
	 
	6.6.1
	 

	14
	Has a monthly reconciliation been performed between number of meters on the pre-paid system (database) and the financial system?
	 
	 
	6.6.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	16
	Have the differences been followed up and corrected?
	 
	 
	6.6.1
	 

	17
	Has the reconciliation been filed for future references?
	 
	 
	6.6.1
	 

















































CHECKLIST FOR RECORDING OF PRE-PAID SERVICES (SALES BY VENDOR)
 
	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has an agreement been signed with the agent, stipulating conditions and commission in contract?
	 
	 
	6.6.2
	 

	2
	Have money and daily session reports been received from vendor, on weekly basis, for full amount of pre-paid sales?
	 
	 
	6.6.2
	 

	3
	Have separate receipts been issued for each pre-paid sale on financial system, by using segments of mSCOA?
	 
	 
	6.6.2
	 

	4
	Have session reports, with receipts, been sent to Accountant:  Income/Debtors?
	 
	 
	6.6.2
	 

	5
	Have session reports been reconciled with actual receipts issued?
	 
	 
	6.6.2
	 

	6
	Were all conditions of agreement adhered to?
	 
	 
	6.6.2
	 

	7
	Has commission payable been calculated?
	 
	 
	6.6.2
	 

	8
	Has a list of commission payable been sent to Creditors Department?
	 
	 
	6.6.2
	 

	9
	Has a monthly reconciliation been performed between number of meters on the pre-paid system (database) and the financial system?
	 
	 
	6.6.2
	 

	10
	Have differences been followed up and corrected?
	 
	 
	6.6.2
	 

	11
	Has the reconciliation been filed for future references?
	 
	 
	6.6.2
	 














CHECKLIST FOR RECORDING OF PRE-PAID SERVICES (SALES BY SERVICE PROVIDER)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a report been received from Service Provider for sales by 3rd parties?
	 
	 
	6.6.3
	 

	2
	Have all receipts issued by 3rd party for pre-paid sales been updated on the financial system, by using segments of mSCOA?
	 
	 
	6.6.3
	 

	3
	At year-end, have all sales, since the last invoice was issued, been recorded on financial system with journal, by using segments of mSCOA?
	 
	 
	6.6.3
	 

	5
	Has a monthly reconciliation been performed between number of meters on the pre-paid system (database) and the financial system?
	 
	 
	6.6.3
	 

	6
	Have differences been followed up and corrected?
	 
	 
	6.6.3
	 

	7
	Has the reconciliation been filed for future references?
	 
	 
	6.6.3
	 


























E. [bookmark: _Toc486502432]Checklist for Monthly Meetings (Other Income)

CHECKLIST FOR THE RECORDING OF INTEREST RECEIVED (INVESTMENTS)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has an investment bank account statements been received?
	 
	 
	6.7.1
	 

	2
	Has an investment register been prepared?
	 
	 
	6.7.1
	 

	3
	Has an interest received journal been prepared, if interest was not directly deposit into primary bank account?
	 
	 
	6.7.1
	 

	4
	Has an interest received on conditional grants been recognised as "own revenue", by using segments of mSCOA?
	 
	 
	6.7.1
	 

	5
	Has an interest received journal been captured, by using segments of mSCOA?
	 
	 
	6.7.1
	 

	6
	Has the general ledger accounts for cash investments been obtained?
	 
	 
	6.7.1
	 

	7
	Has the investment register been reconciled with general ledger?
	 
	 
	6.7.1
	 

	8
	Have differences been investigated?
	 
	 
	6.7.1
	 

	9
	Has differences been corrected?
	 
	 
	6.7.1
	 

	10
	Has reconciliation been reviewed and signed as proof of review?
	 
	 
	6.7.1
	 

	11
	Has reconciliation been filed for audit purposes/future reference?
	 
	 
	6.7.1
	 















CHECKLIST FOR THE RECORDING OF RENTAL AND EQUIPMENT 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has copy of rental register been obtained from other departments?
	 
	 
	6.7.2
	 

	2
	Has transaction report for transactions for the week been obtained from financial system?
	 
	 
	6.7.2
	 

	3
	Has rental register been reconciled with transaction report indicating segments of mSCOA?
	 
	 
	6.7.2
	 

	4
	Have differences been investigated?
	 
	 
	6.7.2
	 

	5
	Have differences been corrected?
	 
	 
	6.7.2
	 

	6
	Has reconciliation been reviewed and signed as proof of review?
	 
	 
	6.7.2
	 

	7
	Has reconciliation been filed for audit purposes/future reference?
	 
	 
	6.7.2
	 






























CHECKLIST FOR THE RECORDING OF TRAFFIC FINES 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a copy of traffic fine register been obtained from Traffic Department?
	 
	 
	6.7.3
	 

	2
	Have the transaction report and list of fines issued for the week been obtained from financial system?
	 
	 
	6.7.3
	 

	3
	Has traffic fine register been reconciled with transaction report indicating segments of mSCOA, and list of fines issued?
	 
	 
	6.7.3
	 

	4
	Have differences been investigated?
	 
	 
	6.7.3
	 

	5
	Have differences been corrected?
	 
	 
	6.7.3
	 

	6
	Has reconciliation been reviewed and signed as proof of review?
	 
	 
	6.7.3
	 

	7
	Has reconciliation been filed for audit purposes/future reference?
	 
	 
	6.7.3
	 





























CHECKLIST FOR THE RECORDING OF LICENCES AND PERMITS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a copy of register for licences and permits been obtained?
	 
	 
	6.7.4
	 

	2
	Has the transaction report, showing segments of mSCOA, of weekly transactions been extracted from financial system?
	 
	 
	6.7.4
	 

	3
	Have licence and permit register been reconciled with transaction report?
	 
	 
	6.7.4
	 

	4
	Have differences been investigated?
	 
	 
	6.7.4
	 

	5
	Have differences been corrected?
	 
	 
	6.7.4
	 

	6
	Has reconciliation been reviewed and signed as proof of review?
	 
	 
	6.7.4
	 

	7
	Has reconciliation been filed for audit purposes/future reference?
	 
	 
	6.7.4
	 





























CHECKLIST FOR THE RECORDING OF PUBLIC CONTRIBUTIONS AND DONATIONS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a copy of register for public contributions and donations been obtained?
	 
	 
	6.7.5
	 

	2
	Has a transaction report, showing segments of mSCOA, for weekly transactions been obtained from financial system?
	 
	 
	6.7.5
	 

	3
	Have public contributions and donations been reconciled with transaction report?
	 
	 
	6.7.5
	 

	4
	Have differences been investigated?
	 
	 
	6.7.5
	 

	5
	Have differences been corrected?
	 
	 
	6.7.5
	 

	6
	Has reconciliation been reviewed and signed as proof of review?
	 
	 
	6.7.5
	 

	7
	Has reconciliation been filed for audit purposes/future reference?
	 
	 
	6.7.5
	 




























CHECKLIST FOR THE RECORDING OF ADVERTISEMENTS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a copy of advertisement register been obtained from other departments?
	 
	 
	6.7.6
	 

	2
	Have written confirmations that weekly inspections were performed been obtained from other departments?
	 
	 
	6.7.6
	 

	3
	Has the transaction report, showing segments of mSCOA, for weekly transactions been obtained from financial system?
	 
	 
	6.7.6
	 

	4
	Has an advertisement register been reconciled with transaction report?
	 
	 
	6.7.6
	 

	5
	Have differences been investigated?
	 
	 
	6.7.6
	 

	6
	Has differences been corrected?
	 
	 
	6.7.6
	 

	7
	Has reconciliation been reviewed and signed as proof of review?
	 
	 
	6.7.6
	 

	8
	Has reconciliation been filed for audit purposes/future reference?
	 
	 
	6.7.6
	 

	9
	Have advertisements and signs of customers, not adhering to advertisement contracts been removed?
	 
	 
	6.7.6
	 





















F. [bookmark: _Toc486502433]Checklist for Monthly Meetings (SCM Unit)

CHECKLIST FOR ESTABLISHING A SUPPLY CHAIN MANAGEMENT UNIT

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the size and responsibilities of a Supply Chain Management Unit (SCM Unit) been determined?
	 
	 
	7.2.4
	 

	2
	Has a draft organogram been submitted to Council for approval?
	 
	 
	7.2.4
	 

	3
	Has a revised organogram been approved?
	 
	 
	7.2.4
	 

	4
	Has a SCM Unit been established?
	 
	 
	7.2.4
	 

	5
	Have staff members been appointed for the SCM Unit that complies with the Minimum Competency Regulations?
	 
	 
	7.2.4
	 

	6
	Has SCM Policy been implemented?
	 
	 
	7.2.4
	 

	7
	Has training been provided to officials in SCM Unit?
	 
	 
	7.2.4
	 

	8
	Have all SCM officials submitted annual signed declarations of all financial interest for themselves and their immediate family members?
	 
	 
	7.2.4
	 






















CHECKLIST FOR REGISTRATION ON SUPPLY CHAIN MANAGEMENT DATABASE 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Have prospective providers of goods or services been requested through newspapers (commonly circulating locally), the municipal website or any other appropriate way, to apply for evaluation and listing as accredited prospective providers?
	 
	 
	7.2.5
	 

	2
	Has the criteria for accredited prospective providers been specified?
	 
	 
	7.2.5
	 

	3
	Have requests been received from prospective providers to register?
	 
	 
	7.2.5
	 

	4
	Has the registration documentation been sent to prospective providers?
	 
	 
	7.2.5
	 

	5
	Has the registration documentation with original supporting documentation been received from suppliers?
	 
	 
	7.2.5
	 

	6
	Has all supporting documentation been verified with relevant institutions, e.g. CIPC, SARS and Central Supplier Database for Government?
	 
	 
	7.2.5
	 

	7
	Has the listing of any prospective provider whose name appears on the National Treasury’s database as a person prohibited from doing business with the public sector been disallowed?
	 
	 
	7.2.5
	 

	8
	Has information been captured on the list of accredited prospective providers?
	 
	 
	7.2.5
	 

	9
	Has an audit trail of information captured been printed?
	 
	 
	7.2.5
	 

	10
	Has information captured on SCM Database been verified with supporting documentation?
	 
	 
	7.2.5
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	11
	Has a vendor number been created? 
	 
	 
	7.2.5
	 

	12
	Has an audit trail, vendor number and supporting documentation been filed in individual prospective provider's file?
	 
	 
	7.2.5
	 

	13
	Has a vendor number been sent to various prospective providers?
	 
	 
	7.2.5
	 

	14
	Has the information on the list of accredited prospective providers been reviewed on an annual basis?
	 
	 
	7.2.5
	 

	15
	Has the list of accredited prospective providers been marked as Active/Inactive?
	 
	 
	7.2.5
	 

	16
	Has an annual confirmation been sent to prospective provider, indicating status on list of accredited prospective providers?
	 
	 
	7.2.5
	 






























G. [bookmark: _Toc486502434]Checklist for Monthly Meetings (Procurement)

CHECKLIST FOR PERFORMING OF PETTY CASH PURCHASES

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the maximum number of transactions or the maximum amount of the permissible petty cash expenditure per month, been determined?
	 
	 
	7.3.1
	 

	2
	Were purchases within the predetermined threshold treated as cash purchases without the need for quotations?
	 
	 
	7.3.1
	 

	3
	Has the need to purchase an item been identified, within predetermined values?
	 
	 
	7.3.1
	 

	4
	Was a pre-numbered Petty Cash Request Form completed, by using segments of mSCOA?
	 
	 
	7.3.1
	 

	5
	Has the Petty Cash Request Form been signed?
	 
	 
	7.3.1
	 

	6
	Has the Petty Cash Request Form been approved?
	 
	 
	7.3.1
	 

	7
	Has the Petty Cash Request Form been received?
	 
	 
	7.3.1
	 

	8
	Has the Petty Cash Request Form been reviewed for completeness?
	 
	 
	7.3.1
	 

	9
	Was it confirmed that requesting user does not have any outstanding petty cash balances that have not been reconciled/paid up?
	 
	 
	7.3.1
	 

	10
	In the case where there is an outstanding balance, was the requisition denied and petty cash not granted to the applicant?
	 
	 
	7.3.1
	 

	11
	Was the applicant immediately informed of the rejection and was the applicant requested to provide the outstanding documentation and/or balance?
	 
	 
	7.3.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	12
	Has the Petty Cash Form been signed to acknowledge that the documentation is correct?
	 
	 
	7.3.1
	 

	13
	Has money been withdrawn from safe?
	 
	 
	7.3.1
	 

	14
	Has the applicant been requested to sign for money received?
	 
	 
	7.3.1
	 

	15
	Was petty cash spent within 48 hours, or period as determined by Petty Cash Policy, and on the correct purpose for which it was intended?
	 
	 
	7.3.1
	 

	16
	Has a receipt been obtained when spending the petty cash?
	 
	 
	7.3.1
	 

	17
	Was the receipt/invoice submitted within a 48-hour period, or period determined in Petty Cash Policy, to Departmental Secretary?
	 
	 
	7.3.1
	 

	18
	Has disciplinary steps been taken against employee if petty cash is inappropriately spent and/or if supporting documentation is not obtained?
	 
	 
	7.3.1
	 

	19
	Have supporting invoices been received from acquirer?
	 
	 
	7.3.1
	 

	20
	Have invoices been reconciled with Petty Cash Form?
	 
	 
	7.3.1
	 

	21
	If there is a direct match, was the invoices attached to the Petty Cash Form and filed together with hard copy/ printout of the Petty Cash Register?
	 
	 
	7.3.1
	 

	22
	If there is not a direct match and the amount on the invoice exceeds what was originally requested on the Petty Cash Form, was the difference paid to the applicant?
	 
	 
	7.3.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	23
	Has the Petty Cash Form been updated to indicate the actual amount spent, reason for the additional expenditure, and the form signed?
	 
	 
	7.3.1
	 

	24
	Has the applicant been requested to sign the form as confirmation of the amount spent?
	 
	 
	7.3.1
	 

	25
	Have the invoices been attached to the Petty Cash Form and filed together with the hard copy/ printout of the Petty Cash Register?  (Minimum period of 5 years)
	 
	 
	7.3.1
	 

	26
	Was a Petty Cash Reconciliation performed on weekly basis?
	 
	 
	7.3.1
	 

	27
	Has all forms and supporting documentation been verified as well as the number- and date of receipts?
	 
	 
	7.3.1
	 

	28
	Has the Petty Cash Register been signed as proof of review?
	 
	 
	7.3.1
	 

	29
	Were any irregularities reported immediately?
	 
	 
	7.3.1
	 

	30
	Has a petty cash top-up request been made when needed, prior to the last day of the month?
	 
	 
	7.3.1
	 

	31
	Has a copy of the Petty Cash Register been sent to the Accountant:  Expenditure?
	 
	 
	7.3.1
	 

	32
	Has a Petty Cash Reconciliation been performed?
	 
	 
	7.3.1
	 

	33
	Was the cheque issued in the name of the Paymaster, as determined in the Petty Cash Policy?
	 
	 
	7.3.1
	 

	34
	Has the duly authorised signatories signed the cheque?
	 
	 
	7.3.1
	 

	35
	Have all the petty cash transactions been captured in the General Ledger, by using segments of mSCOA?
	 
	 
	7.3.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	36
	Has the cheque been cashed at the bank?
	 
	 
	7.3.1
	 

	37
	Has cash been sent to Departmental Secretary?
	 
	 
	7.3.1
	 

	38
	Was the cash counted and the Petty Cash Top-up Certificate signed as proof for cash received?
	 
	 
	7.3.1
	 

	39
	Has Petty Cash Top-up Certificate, with invoices, been filed for the following Petty Cash Reconciliation?
	 
	 
	7.3.1
	 

	40
	Has the cash been locked in a safe box for which only Departmental Secretary has a key?
	 
	 
	7.3.1
	 




































CHECKLIST FOR PERFORMING OF WRITTEN OR VERBAL PRICE QUOTATIONS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has need for acquisition been identified as per approved budget?
	 
	 
	7.3.2
	 

	2
	Have quotations been obtained from at least three different Service Providers, preferably from, but not limited to, providers whose names appear on the list of accredited prospective providers of the municipality?
	 
	 
	7.3.2
	 

	3
	If quotations are obtained from providers whom are not listed, did such Service Providers register on the list of accredited prospective providers and does the provider meet the listing criteria for accredited prospective providers?
	 
	 
	7.3.2
	 

	4
	Has it been verified that there are sufficient funds available on the budget for the purchase envisaged?
	 
	 
	7.3.2
	 

	5
	Has it been verified that the prospective Service Provider is registered on the Supply Chain Management Database and Web Based Central Supplier Database?
	 
	 
	7.3.2
	 

	6
	Was the requisition form completed within 2 working days, after quotation was received? 
	 
	 
	7.3.2
	 

	7
	Has the requisition form been signed?
	 
	 
	7.3.2
	 

	8
	Has the completed requisition form been sent to Head of Department for approval?
	 
	 
	7.3.2
	 

	9
	Has the requisition form been reviewed for completeness and, if applicable, reasons documented why lowest quotation will not be used?
	 
	 
	7.3.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	10
	Was the requisition form approved, within 2 working days after the requisition was received, by signing the form?
	 
	 
	7.3.2
	 

	11
	Has an approved requisition form been sent to Clerk:  Supply Chain Management and the issuing of an order requested?
	 
	 
	7.3.2
	 

	12
	Has the information on the requisition form been verified for accuracy and completeness?
	 
	 
	7.3.2
	 

	13
	Was it confirmed that the preferred Service Provider is registered on the Supply Chain Management Database and that all required documents that are required to be registered on the database, have been received and are available for inspection?
	 
	 
	7.3.2
	 

	14
	If a quotation was submitted verbally, was the order placed only against the written confirmation of the price and conditions of supply by the selected provider within the period stipulated in the invitation to submit quotations?
	 
	 
	7.3.2
	 

	15
	If any shortcomings were identified, were they communicated to the Head of Department within 1 working day?
	 
	 
	7.3.2
	 

	16
	Was an order issued in triplicate, by using segments of mSCOA?  
	 
	 
	7.3.2
	 

	17
	Has an order been issued only upon all processes above being completed?
	 
	 
	7.3.2
	 

	18
	Has the order, with supporting documentation, been sent to Accountant:  Supply Chain Management for approval?
	 
	 
	7.3.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	19
	Has the order been verified for accuracy and completeness?
	 
	 
	7.3.2
	 

	20
	Was the order approved by signing the order documentation?
	 
	 
	7.3.2
	 

	21
	Have deviation from Supply Chain Management processes been documented in Deviations Register?
	 
	 
	7.3.2
	 

	22
	Has deviations from Supply Chain Management Processes been reported to the Chief Financial Officer, in terms section 36 of the Supply Chain Management Regulations?
	 
	 
	7.3.2
	 

	23
	Has a copy of the order been sent to Head of Department requesting the order?
	 
	 
	7.3.2
	 

	24
	Has the order been captured on the financial system, by using segments of mSCOA, within 1 working day, if not integrated with SCM system?
	 
	 
	7.3.2
	 

	25
	Has proof of the order being captured on the financial system been printed?
	 
	 
	7.3.2
	 

	26
	Has a copy of the order been sent to the Creditors Department, with the requisition form and all other supporting documentation?
	 
	 
	7.3.2
	 




















CHECKLIST FOR PERFORMING OF FORMAL WRITTEN PRICE QUOTATIONS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has need for acquisition been identified as per approved budget?
	 
	 
	7.3.3
	 

	2
	Did the Head of Department compile the specifications for the needs?
	 
	 
	7.3.3
	 

	3
	If documented in the Supply Chain Policy, have the Head of Department and Manager:  Supply Chain Management informally reviewed the specifications as compiled by the Head of Department?
	 
	 
	7.3.3
	 

	4
	Has specifications been sent to the Bid Specification Committee, appointed by Municipal Manager, for finalisation?
	 
	 
	7.3.3
	 

	5
	Has an advertisement been prepared?
	 
	 
	7.3.3
	 

	6
	Has the advertisement and specifications been sent to Clerk:  Supply Chain Management?
	 
	 
	7.3.3
	 

	7
	Has a municipal notice number been obtained from the Corporate Department?
	 
	 
	7.3.3
	 

	8
	Has the advertisement, with closing date and time, been placed on the municipal website and notice board? (Notice period 7 days)
	 
	 
	7.3.3
	 

	9
	Has the Head Cashier been informed of the Notice, if any fee is payable to obtain documentation?
	 
	 
	7.3.3
	 

	10
	Have potential providers’ submitted proof of payment to Clerk: Supply Chain Management, before documentation is issued?
	 
	 
	7.3.3
	 

	11
	Have formal written quotations, with supporting documentation, been received in tender box?
	 
	 
	7.3.3
	 

	12
	Was the tender box opened immediately after expiration of the quotation period?
	 
	 
	7.3.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	13
	Have all quotations received in tender register been recorded, by documenting potential providers name and quoted amount? 

	 
	 
	7.3.3
	 

	14
	Was it documented if less than 3 quotations were received?

	 
	 
	7.3.3
	 

	15
	Was information in the tender register available to all providers who have submitted a quotation?

	 
	 
	7.3.3
	 

	16
	Has a copy of the tender register been made for all providers attending?

	 
	 
	7.3.3
	 

	17
	Did the Head of Department collect all quotations from Accountant:  Supply Chain Management, and sign the tender register?

	 
	 
	7.3.3
	 

	18
	Did the Head of Department and Accountant:  Supply Chain Management evaluate all the quotations received?
	 
	 
	7.3.3
	 

	19
	Was it verified if preferred provider is registered on the Supply Chain Management Database and Web Based Central Supplier Database, and that all required documents to be registered on the database have been received and are available for inspection?
	 
	 
	7.3.3
	 

	20
	Has it been verified that there are sufficient funds available on the budget for the purchase envisaged?
	 
	 
	7.3.3
	 

	21
	Was the 80/20 calculation (amount excl. VAT) applied in terms of the Preferential Procurement Policy Framework Act?
	 
	 
	7.3.3
	 

	22
	Has all points allocated been verified with supporting documentation?
	 
	 
	7.3.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	23
	Did the Head of Department prepare a report with the results of the evaluation and recommend a preferred supplier?
	 
	 
	7.3.3
	 

	24
	Did the Director of the Department make a final award in terms of the delegated authority?
	 
	 
	7.3.3
	 

	25
	Has a letter been issued to the successful bidder and was the unsuccessful bidders informed of the result and their right to object?
	 
	 
	7.3.3
	 

	26
	Have results of Formal Written Quotations been sent to Website Administrator to place results on website?
	 
	 
	7.3.3
	 

	27
	Were, at a minimum, 14 days allowed for objections or complaints?
	 
	 
	7.3.3
	 

	28
	If the supply of the goods or services are conditional and a contract is applicable, has the legal department been informed to prepare a draft contract?
	 
	 
	7.3.3
	 

	29
	Has the draft contract been reviewed to ensure that risks are avoided or limited and that the contract satisfies the conditions and specifications as requested?
	 
	 
	7.3.3
	 

	30
	Has the contract been sent to the Municipal Manager or delegated official to sign contract?
	 
	 
	7.3.3
	 

	31
	Was contract sent to Service Provider via registered post?
	 
	 
	7.3.3
	 

	32
	Has the signed contract been received from the Service Provider?
	 
	 
	7.3.3
	 

	33
	Has the contract reference number been documented in the contract register?
	 
	 
	7.3.3
	 

	34
	Has signed contract been filed?
	 
	 
	7.3.3
	 

	35
	Was an order issued in triplicate, by using segments of mSCOA?  

	 
	 
	7.3.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	36
	Has an order been issued subject to all processes above having been completed?
	 
	 
	7.3.3
	 

	37
	Has the order, with supporting documentation, been sent to Accountant:  Supply Chain Management for approval?
	 
	 
	7.3.3
	 

	38
	Has the order been verified for accuracy and completeness?
	 
	 
	7.3.3
	 

	39
	Was the order approved by signing the order documentation?
	 
	 
	7.3.3
	 

	40
	Have deviation from Supply Chain Management processes been documented in Deviations Register?
	 
	 
	7.3.3
	 

	41
	Has deviations from Supply Chain Management Processes been reported to the Chief Financial Officer, in terms section 36 of the Supply Chain Management Regulations?
	 
	 
	7.3.3
	 

	42
	Has a copy of the order been sent to Head of Department requesting the order?
	 
	 
	7.3.3
	 

	43
	Has the order been captured on the financial system, by using segments of mSCOA, within 1 working day, if not integrated with SCM system?
	 
	 
	7.3.3
	 

	44
	Has proof that order was captured on financial system been printed?
	 
	 
	7.3.3
	 

	45
	Has copy of order, with requisition form and all other supporting documentation been sent to Creditors Department?
	 
	 
	7.3.3
	 











CHECKLIST FOR PERFORMING OF COMPETITIVE BIDDING 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has need for acquisition been identified as per approved budget?
	 
	 
	7.3.4
	 

	2
	If the need is for goods and services, was the normal policy procedures followed? 
	 
	 
	7.3.4
	 

	3
	When infrastructure is to be procured, was the model guidelines of National Treasury for Infrastructure Procurement and Delivery Management followed, which is based on the National Standard for Infrastructure Procurement and Delivery Management (SIPDM)?
	 
	 
	
	 

	4
	Did the Head of Department compile specifications for the need?
	 
	 
	7.3.4
	 

	5
	Did the Municipal Manager appoint a Bid Specification Committee, consisting of officials from the department  including the Head of Department at the least, requesting the goods and services and may include, when appropriate an external specialist?
	 
	 
	7.3.4
	 

	6
	Did the Head of Department send specifications to the Bid Specification Committee for finalisation?
	 
	 
	7.3.4
	 

	7
	Has an advertisement been prepared with specifications? If the project is large and/or complex and/or long-term of nature, was a two-stage bidding process requested?
	 
	 
	7.3.4
	 

	8
	Has the advertisement, indicating closing date and specifications, been sent to Clerk:  Supply Chain Management?
	 
	 
	7.3.4
	 

	9
	Has a municipal notice number been obtained from Corporate Department?
	 
	 
	7.3.4
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	10
	Has advertisements been placed in local papers, on the official web site and notice boards, inviting competitive bids?
	 
	 
	7.3.4
	 

	11
	Has the Head Cashier been informed of the Notice, if any fee is payable to obtain documentation?
	 
	 
	7.3.4
	 

	12
	Have potential providers’ submitted proof of payment to Clerk: Supply Chain Management, before documentation is issued?
	 
	 
	7.3.4
	 

	13
	Have tenders, with supporting documentation, been received in tender box?
	 
	 
	7.3.4
	 

	14
	Was the tender box opened immediately after the expiration of the quotation period? (No late tenders to be accepted).
	 
	 
	7.3.4
	 

	15
	Were all tenders received opened in public, at the same time? Was the bidders name and, if possible, the tendered price read out in public?
	 
	 
	7.3.4
	 

	16
	Has every page of tender been stamped with date stamp and signed on the date the tender was received?
	 
	 
	7.3.4
	 

	17
	Has all tenders received been recorded in the tender register, by documenting potential providers name, tendered amount and number of pages of tender?
	 
	 
	7.3.4
	 

	18
	Is information in tender register available to all providers who submitted a tender?
	 
	 
	7.3.4
	 

	19
	Has a copy of the tender register been made for all providers attending?

	 
	 
	7.3.4
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	20
	Was an affidavit signed by all employees involved in the opening and recording of tenders, expressing that they have no interest in any of the tenders received and that all information was recorded correctly in the tender register?
	 
	 
	7.3.4
	 

	21
	Has a summary of all bids competitive bids received, been prepared?
	 
	 
	7.3.4
	 

	22
	Has the summary of competitive bids received been sent to Website Administrator, within 10 working days after the closure of bids, to place the summary on the website for 30 days?
	 
	 
	7.3.4
	 

	23
	Did the Municipal Manager appoint a Bid Evaluation Committee, as well as the chairperson of the committee, consisting of officials from the department requesting the goods or services and at least one (1) SCM practitioner?
	 
	 
	7.3.4
	 

	24
	Was it confirmed if tenders are registered on the Supply Chain Management Database and that all required documents to be registered on the database have been received and are available for inspection?
	 
	 
	7.3.4
	 

	25
	Has it been verified that there are sufficient funds available on the budget for the purchase envisaged?
	 
	 
	7.3.4
	 

	26
	Did the Accountant:  Supply Chain Management send all tenders, with supporting documentation to Bid Evaluation Committee?
	 
	 
	7.3.4
	 

	27
	Did the Bid Evaluation Committee evaluate bids according to set specifications?
	 
	 
	7.3.4
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	28
	Were meetings recorded by documenting all the procedures, representatives and recommendations of the Bid Evaluation Committee?
	 
	 
	7.3.4
	 

	29
	Did the minutes of the meeting include a report with a recommendation regarding an award to the Bid Adjudication Committee?
	 
	 
	7.3.4
	 

	30
	Did the chairperson of the Bid Evaluation Committee sign the minutes of meeting and certify it as a true and correct version of the Committee's operations and recommendations?
	 
	 
	7.3.4
	 

	31
	Has minutes of meeting been sent to Municipal Manager?
	 
	 
	7.3.4
	 

	32
	Has minutes of the meeting been filed in the official archived system and a copy of the minutes filed at the SCM unit?
	 
	 
	7.3.4
	 

	33
	Did the Municipal Manager appoint the Bid Adjudication Committee and the chairperson thereof, who consider the recommendations of the Bid Evaluation Committee?
	 
	 
	7.3.4
	 

	34
	Did the Bid Adjudication Committee consider the recommendations of the Bid Evaluation Committee?
	 
	 
	7.3.4
	 

	35
	Were all operations and recommendations by the Bid Adjudication Committee recorded and minute?
	 
	 
	7.3.4
	 

	36
	Has a Bid Adjudication Committee to whom or which the power to make final awards has been sub-delegated, submit to the Municipal Manager a written report containing particulars of each final award made by such committee during that month, within five days of the end of each month?
	 
	 
	7.3.4
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	37
	Did the Municipal Manager refer any recommendation back to the Bid Evaluation Committee or Bid Adjudication Committee to reconsider a recommendation, at any stage of the bidding process?
	 
	 
	7.3.4
	 

	38
	If for any reason the Municipal Manager awards a tender to another bidder other than the recommended bidder, did the Municipal Manager notify the Auditor-General, Provincial Treasury and National Treasury the reasons for the deviation, in writing and within 10 working days?
	 
	 
	7.3.4
	 

	39
	Has a letter been issued to the successful bidder and was the unsuccessful bidders informed of the result and their right to object?
	 
	 
	7.3.4
	 

	40
	Has the results of Competitive Bidding Process been sent to the Website Administrator to place results on website?
	 
	 
	7.3.4
	 

	41
	Was 14 days allowed for objections or complaints? 
	 
	 
	7.3.4
	 

	42
	If the supply of the goods or services are conditional and a contract is applicable, has the legal department been informed to prepare a draft contract (Service-level Agreement)? 
	 
	 
	7.3.4
	 

	43
	Has the contract been sent to the Municipal Manager or delegated official for signature?
	 
	 
	7.3.4
	 

	44
	Was contract sent to Service Provider via registered post?
	 
	 
	7.3.4
	 

	45
	Has the signed contract been received from the Service Provider?
	 
	 
	7.3.4
	 

	46
	Has the contract reference number been documented in the contract register?
	 
	 
	7.3.4
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	47
	Has a copy of the signed contract been sent to PMU?
	 
	 
	7.3.4
	 

	48
	Has the signed contract been filed for future reference?
	 
	 
	7.3.4
	 

	49
	Was an order issued in triplicate, by using segments of mSCOA?  
	 
	 
	7.3.4
	 

	50
	Has an order been issued upon all processes above being completed?
	 
	 
	
	 

	51
	Has the order, with supporting documentation, been sent to Accountant:  Supply Chain Management for approval?
	 
	 
	7.3.4
	 

	52
	Has the order been verified for accuracy and completeness?
	 
	 
	7.3.4
	 

	53
	Was the order approved by signing the order documentation?
	 
	 
	7.3.4
	 

	54
	Have deviation from Supply Chain Management processes been documented in Deviations Register?
	 
	 
	7.3.4
	 

	55
	Has deviations from Supply Chain Management Processes been reported to the Chief Financial Officer, in terms section 36 of the Supply Chain Management Regulations?
	 
	 
	7.3.4
	 

	56
	Has a copy of the order been sent to Head of Department requesting the order?
	 
	 
	7.3.4
	 

	57
	Has the order been captured on the financial system, within 1 working day, if not integrated with SCM system?
	 
	 
	7.3.4
	 

	58
	Has proof that order was captured on financial system been printed?
	 
	 
	7.3.4
	 

	59
	Has copy of order, with requisition form and all other supporting documentation been sent to Creditors Department?
	 
	 
	7.3.4
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	60
	Have terms and conditions of the contract been monitored and a contract register maintained?
	 
	 
	7.3.4
	 

	61
	Has a monthly report for all consultancy services been prepared?
	 
	 
	7.3.4
	 

	62
	Was work performed by consultancy services reviewed and evaluated ensuring that it is in accordance with the Service-Level Agreements?
	 
	 
	7.3.4
	 

	63
	Has a monthly report on work performed by consultancy services been submitted to the Municipal Manager?
	 
	 
	7.3.4
	 

	64
	Has a monthly report been prepared for all construction project contracts?
	 
	 
	7.3.4
	 

	65
	Was work performed by contractors reviewed and evaluated that it is in accordance with the Service-Level Agreements?
	 
	 
	7.3.4
	 

	66
	Has a monthly report on work performed by contractors been submitted to the Municipal Manager? 
	 
	 
	7.3.4
	 

	67
	Did the report also indicate if the construction projects are on schedule?
	 
	 
	
	 

	68
	Has a monthly report been prepared for all ICT goods and/or services?
	 
	 
	7.3.4
	 

	69
	Was work performed by ICT Service Providers reviewed and evaluated to ensure that it is in accordance with the Service-Level Agreements?
	 
	 
	7.3.4
	 

	70
	Has a monthly report on work performed by ICT Service Providers been submitted to the Municipal Manager?
	 
	 
	7.3.4
	 

	71
	Has a monthly report for variance in orders been prepared?
	 
	 
	7.3.4
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	72
	Have reasons for all variation in orders been obtained?
	 
	 
	7.3.4
	 

	73
	Has a monthly report on variation orders been submitted to the Municipal Manager?
	 
	 
	7.3.4
	 

	74
	Has a monthly report for all extensions of contracts been prepared?
	 
	 
	7.3.4
	 

	75
	Have reasons for all extensions of contracts been obtained?
	 
	 
	7.3.4
	 

	76
	Has monthly report on extension of contracts been submitted to the Municipal Manager?
	 
	 
	7.3.4
	 




































H. [bookmark: _Toc486502435]Checklist for Monthly Meetings (Creditors Department)

CHECKLIST FOR PERFORMING RECORDING OF INVOICES

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a copy of the order, with requisition form and all other supporting documentation been received from Clerk:  Supply Chain Management?
	 
	 
	7.4.1
	 

	2
	Has order with supporting documentation been filed in alphabetic order?
	 
	 
	7.4.1
	 

	3
	Have invoices been received from suppliers?
	 
	 
	7.4.1
	 

	4
	Has invoice been reviewed for completeness, by verifying it with the authorised order?
	 
	 
	7.4.1
	 

	5
	Were any shortcomings requested from the supplier? Was a request made to the supplier to correct the invoice where needed?
	 
	 
	7.4.1
	 

	6
	Has the invoice, with supporting documentation received from Clerk:  Supply Chain Management been sent to the Head of Department who has ordered the goods or services?
	 
	 
	7.4.1
	 

	7
	Was the invoice signed as proof that goods or services were received? 
	 
	 
	7.4.1
	 

	8
	Has signed invoice been sent to the Clerk:  Expenditure?
	 
	 
	7.4.1
	 

	9
	Has a Goods Received Note been created on the Financial System for Services Rendered, by using segments of mSCOA? 
	 
	 
	7.4.1
	 

	10
	Was a copy of the order made if all services and/or goods were not invoiced, and documented that items/services were not received?
	 
	 
	7.4.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	11
	Have copies of orders been filed in alphabetic order?
	 
	 
	7.4.1
	 

	12
	Has signed invoice been captured on financial system, by using segments of mSCOA?
	 
	 
	7.4.1
	 

	13
	Has available budget amount been verified, to avoid any Unauthorised Expenditure?
	 
	 
	7.4.1
	 

	14
	Has a monthly statement been received from supplier? If no statement was received within 20 days of date on invoice, was the statement requested from the supplier?
	 
	 
	7.4.1
	 

	15
	Have invoices been reviewed on daily/weekly basis to ensure that all invoices are paid within 30 days?
	 
	 
	7.4.1
	 


































CHECKLIST FOR PERFORMING PAYMENT OF INVOICES 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a monthly statement been received from supplier? If no statement was received within 20 days of date on invoice, was the statement requested from the supplier?
	 
	 
	7.4.2
	 

	2
	Have monthly statements been reconciled with invoices received and information captured on financial system?
	 
	 
	7.4.2
	 

	3
	Have any outstanding supporting documentation been requested from supplier?
	 
	 
	7.4.2
	 

	4
	Has a payment advice been prepared?
	 
	 
	7.4.2
	 

	5
	Has the payment advice been sent to Accountant:  Expenditure?
	 
	 
	7.4.2
	 

	6
	Has creditors reconciliation been reviewed and payment advice compared with information captured on the financial system?
	 
	 
	7.4.2
	 

	7
	Was the VAT recorded on the financial system, reviewed for accuracy?
	 
	 
	7.4.2
	 

	8
	Has the name of Creditor, amount payable and the Vote number been reviewed?
	 
	 
	7.4.2
	 

	9
	Has the payment advice been signed as proof of review and that all supporting documentation was obtained?
	 
	 
	7.4.2
	 

	10
	Has payment advice been sent to Head:  Assets and Expenditure?
	 
	 
	7.4.2
	 

	11
	Has the payment advice been reviewed by Head: Assets and Expenditure, signed for proof thereof and signed for proof that all accompanying supporting documentation was obtained?
	 
	 
	7.4.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	12
	Has all documentation (Copy of order, GRN issued and Invoice) been sent to Accountant:  Expenditure to print remittance advice?
	 
	 
	7.4.2
	 

	13
	Has supporting documentation with remittance advice been sent to Accountant:  Supply Chain Management to load payment?
	 
	 
	7.4.2
	 

	14
	Has payment been captured on EFT system?
	 
	 
	7.4.2
	 

	15
	Was the bank account number of Creditor reviewed?
	 
	 
	7.4.2
	 

	16
	Have two duly authorised signatories authorise payment?
	 
	 
	7.4.2
	 

	17
	Has invoice been stamped as paid?
	 
	 
	7.4.2
	 

	18
	Has remittance advice been sent to suppliers?
	 
	 
	7.4.2
	 

	19
	Has documentation been filed in numerical order on a monthly basis?
	 
	 
	7.4.2
	 

	20
	Have all payments not made within 30 days of receipt of the invoice, been reported to the Municipal Manager?
	 
	 
	7.4.2
	 

	21
	Has all payments not made within 30 days and corrective actions to be taken, been reported to the Mayor?
	 
	 
	7.4.2
	 



















CHECKLIST FOR PERFORMING MONTH-END PROCEDURES 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Have month-end reports been run, by using segments of mSCOA?
	 
	 
	7.4.3
	 

	2
	Have open orders been reviewed and were all orders in excess of 30 days followed up with the Heads of Departments?
	 
	 
	7.4.3
	 

	3
	Has the age analysis been reviewed and were all balances in excess of 30 days followed up with the Heads of Departments?
	 
	 
	7.4.3
	 

	4
	Have partial invoices been reviewed and were all outstanding goods and services in excess of 30 days followed up with the Heads of Departments?
	 
	 
	7.4.3
	 

	5
	Have goods received but not invoiced report been reviewed, and was invoices obtained from all Head of Departments within 3 working days?
	 
	 
	7.4.3
	 

	6
	Has the report for items exceeding pre-set tolerance levels been reviewed and reasons obtained from all Head of Departments?
	 
	 
	7.4.3
	 

	7
	Has a report for items exceeding pre-set tolerance levels with reasons for exceeding been submitted to Head:  Assets and Expenditure for reporting during monthly meetings?
	 
	 
	7.4.3
	 

	8
	Have all suspense accounts been reviewed and was it verified that all suspense accounts were cleared by responsible departments/sections within the Municipality?

	 
	 
	7.4.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	9
	Have reconciliations been prepared for all suspense accounts, with balances, by departments/sections within the Municipality?
	 
	 
	7.4.3
	 

	10
	Have reconciliations been reviewed and signed as proof of review?
	 
	 
	7.4.3
	 

	11
	Has signed reconciliation been filed for future reference?
	 
	 
	7.4.3
	 

	12
	Has an annual reconciliation been performed between information of suppliers on financial system and information on list of accredited prospective providers?
	 
	 
	7.4.3
	 



































I. [bookmark: _Toc486502436]Checklist for Monthly Meetings (Salary Department)

CHECKLIST FOR PERFORMING SALARY RUN 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has “Salary Certification” report, indicating all employees per department, been sent to Head of Departments?  
	 
	 
	7.5.1
	 

	2
	Was it indicated on report if employee was at work for the whole month or was a comment inserted if it was not the case?
	 
	 
	7.5.1
	 

	3
	Has “Salary Certification” report been signed?
	 
	 
	7.5.1
	 

	4
	Has signed "Salary Certification" report been sent to Clerk:  Salaries?
	 
	 
	7.5.1
	 

	5
	Has any changes been made on the Payroll System?
	 
	 
	7.5.1
	 

	6
	If changes were made on the Payroll System, was an audit trail of changes made printed?
	 
	 
	7.5.1
	 

	7
	Has the audit trail been reviewed and signed as proof of review?
	 
	 
	7.5.1
	 

	8
	Has a backup of Payroll System been performed on the 24th of each month?
	 
	 
	7.5.1
	 

	9
	Has a salary test run been performed, by using segments of mSCOA?
	 
	 
	7.5.1
	 

	10
	If any deviations were found, were they resolved?
	 
	 
	7.5.1
	 

	11
	Has the final salary run been performed, by using segments of mSCOA?
	 
	 
	7.5.1
	 

	12
	Has the final salary run been reviewed and signed as proof of review?
	 
	 
	7.5.1
	 

	13
	Has back-up of final salary run been saved?
	 
	 
	7.5.1
	 

	14
	Have salary payments been imported into EFT Banking System?
	 
	 
	7.5.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	15
	Has net remuneration per salary register been reconciled with net remuneration imported into EFT Banking System and is reconciliation signed?
	 
	 
	7.5.1
	 

	16
	Has salary reconciliation been reviewed and signed as proof of review?
	 
	 
	7.5.1
	 

	17
	Has reviewed reconciliation been filed for future purposes?
	 
	 
	7.5.1
	 

	18
	Have duly authorised signatories approved the EFT payments?
	 
	 
	7.5.1
	 






































CHECKLIST FOR THIRD PARTY PAYMENTS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a third party payments report been extracted from the Payroll System?
	 
	 
	7.5.2
	 

	2
	Has the third party payments report been printed?
	 
	 
	7.5.2
	 

	3
	Has a remittance advice been prepared containing the name of third party, amount and segments of mSCOA?
	 
	 
	7.5.2
	 

	4
	Has the remittance advice, with supporting documentation from Payroll System, been sent to Accountant:  Expenditure?
	 
	 
	7.5.2
	 

	5
	Has the remittance advice been reviewed and signed as proof of review?
	 
	 
	7.5.2
	 

	6
	Has proof of payment, with supporting documentation, been sent to all third parties?
	 
	 
	7.5.2
	 

	7
	Have the salary control accounts been reconciled monthly?
	 
	 
	7.5.2
	 

	8
	Have the reconciliations of the salary control accounts been reviewed and signed as proof of review?
	 
	 
	7.5.2
	 
























CHECKLIST FOR RESIGNATION/TERMINATION OF EMPLOYMENT 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a letter of termination been received?
	 
	 
	7.5.3
	 

	2
	Has a memorandum of termination been prepared?
	 
	 
	7.5.3
	 

	3
	Have leave days payable inclusive of the last effective day of work been included in the memorandum of termination?
	 
	 
	7.5.3
	 

	4
	Has the memorandum with supporting documentation been sent to the Manager: Human Resources?
	 
	 
	7.5.3
	 

	5
	Has the memorandum and accompanying supporting documentation been reviewed and signed as proof thereof?
	 
	 
	7.5.3
	 

	6
	Has an exit form been prepared?
	 
	 
	7.5.3
	 

	7
	Has the "Exit Form" been sent to Head of Department?
	 
	 
	7.5.3
	 

	8
	Have any outstanding debt and municipal assets in employee’s possession been indicated on the exit form?
	 
	 
	7.5.3
	 

	9
	Has completed "Exit Form" been sent to Clerk:  Human Resources?
	 
	 
	7.5.3
	 

	10
	Has the employee who resigned/whose contract is terminated, completed a "Benefit withdrawal" Form?
	 
	 
	7.5.3
	 

	11
	Has an "Exit Form" been filed in the employee file?
	 
	 
	7.5.3
	 

	12
	Have third parties been informed of termination?
	 
	 
	7.5.3
	 

	13
	Has employee file been sent to Clerk:  Salaries?
	 
	 
	7.5.3
	 

	14
	Have adjustments been made on the Payroll System?
	 
	 
	7.5.3
	 

	15
	Has audit trail of adjustments made been printed?
	 
	 
	7.5.3
	 

	16
	Have adjustments been reviewed and signed as proof of review?
	 
	 
	7.5.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	17
	Has final payment run been performed, by using segments of mSCOA?
	 
	 
	7.5.3
	 

	18
	Has terminated employee been marked as “discharged” on Payroll System?
	 
	 
	7.5.3
	 

	19
	Has employee file been sent to Clerk:  Human Resources?
	 
	 
	7.5.3
	 

	20
	Have the employee file been maintained for 5 years after termination?
	 
	 
	7.5.3
	 

	21
	Has audit trail of changes to Master Data File been printed from the Payroll System?
	 
	 
	7.5.3
	 

	22
	Has the audit trail been reviewed and signed as proof of review?
	 
	 
	7.5.3
	 

	23
	Has signed audit trail been maintained for audit purposes?
	 
	 
	7.5.3
	 






























J. [bookmark: _Toc486502437]Checklist for Monthly Meetings (Inventory Department)

CHECKLIST FOR PERFORMING PURCHASING OF INVENTORY 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has stores re-order levels been set?
	 
	 
	7.6.1
	 

	2
	Has an approved Requisition form for inventory purchases, been received from Head of Department?
	 
	 
	7.6.1
	 

	3
	Was available funding on Project been verified?
	 
	 
	7.6.1
	 

	4
	Has a requisition form been returned to the Head of Department upon the Vote being spent or upon there being insufficient funds?
	 
	 
	7.6.1
	 

	5
	Have quotations been obtained from at least three different providers, preferably from, but not limited to, providers whose names appear on the list of accredited prospective providers of the municipality?
	 
	 
	7.6.1
	 

	6
	If quotations are obtained from providers who are not so listed, have providers registered on the list of accredited prospective providers and does the provider meet the listing criteria for accredited prospective providers?
	 
	 
	7.6.1
	 

	7
	Has requisition form been reviewed and signed, if sufficient funds are available?
	 
	 
	7.6.1
	 

	8
	Has an approved requisition form, with quotations, been sent to the SCM department for procurement?
	 
	 
	7.6.1
	 

	9
	Has inventory been received from supplier?
	 
	 
	7.6.1
	 

	10
	Does the inventory received agree with the Goods Received Note?
	 
	 
	7.6.1
	 

	11
	Was Goods Received Note signed as proof of review?
	 
	 
	7.6.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	12
	Does the Inventory received agree with the requisition form?
	 
	 
	7.6.1
	 

	13
	Do the items on the Goods Received Note agree with Invoice?
	 
	 
	7.6.1
	 

	14
	Has invoice been signed that goods were received?
	 
	 
	7.6.1
	 

	15
	Has signed Goods Received Note and Invoice been sent to SCM?
	 
	 
	7.6.1
	 










































CHECKLIST FOR RECEIVING OF INVENTORY 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has Store Man received the Copy of Order from Clerk:  Supply Chain Management?
	 
	 
	7.6.2
	 

	2
	Has Order Forms been filed in alphabetically order?
	 
	 
	7.6.2
	 

	3
	Has inventory been received from supplier?
	 
	 
	7.6.2
	 

	4
	Does inventory received agree with the Goods Received Note?
	 
	 
	7.6.2
	 

	5
	Has Goods Received Note has been signed proof of review?
	 
	 
	7.6.2
	 

	6
	Was a copy of the Goods Received Note made and attached copy to the Order Form?
	 
	 
	7.6.2
	 

	7
	Does the Inventory received agree with the Order Form?
	 
	 
	7.6.2
	 

	8
	Do items on Goods Received Note agree with Invoice?
	 
	 
	7.6.2
	 

	9
	Was invoice signed as proof that goods were received?
	 
	 
	7.6.2
	 

	10
	Has the signed Goods Received Note and Invoice been sent to SCM?
	 
	 
	7.6.2
	 

	11
	Has inventory received been captured on Inventory System, by using segments of mSCOA?
	 
	 
	7.6.2
	 

	12
	Has the inventory system been updated with inventory captured?
	 
	 
	7.6.2
	 

	13
	Has an Audit trail been filed for future references?
	 
	 
	7.6.2
	 

	14
	Has inventory been stored in predetermined location?
	 
	 
	7.6.2
	 













CHECKLIST FOR ISSUING OF INVENTORY 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the Store Man monitored inventory levels by using Inventory Level Schedules?
	 
	 
	7.6.3
	 

	2
	Has Inventory Level Schedule been sent monthly to all Head of Departments?
	 
	 
	7.6.3
	 

	3
	Has request for inventory been received from managers within department?
	 
	 
	7.6.3
	 

	4
	Has Head of Department verified if there is sufficient inventory on hand and that segments of mSCOA are correct?
	 
	 
	7.6.3
	 

	5
	Has Inventory sign out form been completed and signed?
	 
	 
	7.6.3
	 

	6
	Has Head of Department sent the signed Inventory sign out form to Store Man?
	 
	 
	7.6.3
	 

	7
	If the inventory needs to be installed at a consumer’s location, has a copy of receipt been sent with the Inventory Sign Out Form as proof that inventory have already been paid by consumer?
	 
	 
	7.6.3
	 

	8
	Was sufficient inventory on hand?
	 
	 
	7.6.3
	 

	9
	Has Head of Department been informed if insufficient inventory is available?
	 
	 
	7.6.3
	 

	10
	Has Inventory Sign Out Form been signed and has inventory been issued? 
	 
	 
	7.6.3
	 

	11
	Has the employee receiving the goods also signed that goods were received in working order?
	 
	 
	
	 

	12
	Has inventory issued been captured on financial system, by using segments of mSCOA?
	 
	 
	7.6.3
	 

	13
	Has inventory system been updated with inventory issued, by using segments of mSCOA?
	 
	 
	7.6.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	14
	Has an Audit trail been printed for future references?
	 
	 
	7.6.3
	 

	15
	Has a monthly summary of all inventories issued, been prepared?
	 
	 
	7.6.3
	 

	16
	Has monthly summary of inventory issued been send to all Heads of Departments?
	 
	 
	7.6.3
	 













































CHECKLIST FOR INVENTORY COUNT 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has inventory count procedures been prepared?
	 
	 
	7.6.4
	 

	2
	Has inventory count procedures been approved?
	 
	 
	7.6.4
	 

	3
	Have inventory counts been performed on a monthly basis to ensure that each type of inventory is counted on a quarterly basis, at a minimum?
	 
	 
	7.6.4
	 

	4
	Have high risk items been counted on a monthly basis?
	 
	 
	
	 

	5
	Has Stock Count Teams performed inventory count, by counting each item twice?
	 
	 
	7.6.4
	 

	6
	Has inventory count sheets been received from stock count team?
	 
	 
	7.6.4
	 

	7
	Has Store Man compiled an inventory list from inventory count sheets?
	 
	 
	7.6.4
	 

	8
	Has information been transferred from the inventory list to a Master stock sheet?
	 
	 
	7.6.4
	 

	9
	If any differences were found, were the differences followed up?
	 
	 
	7.6.4
	 

	10
	Has any differences on Inventory Count Sheets and Master Stock Sheet been corrected?
	 
	 
	7.6.4
	 

	11
	Has Master Stock Sheet been signed as a true reflection of inventory on-hand?
	 
	 
	7.6.4
	 

	12
	Has the Inventory System been updated with results of inventory count?
	 
	 
	7.6.4
	 

	13
	Has an Audit trail been printed for future reference?
	 
	 
	7.6.4
	 

	14
	Have results of stock count been reported to Head:  Assets and Expenditure?
	 
	 
	7.6.4
	 






K. [bookmark: _Toc486502438]Checklist for Monthly Meetings (Asset Management Planning)

CHECKLIST FOR ESTABLISHING A PROJECT MANAGEMENT UNIT 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a business plan been prepared that clarifies whether the Project Management Unit (PMU) will be established according to a shared services model or within the municipality?
	 
	 
	8.2.2
	 

	2
	Have the details and qualifications of the human resources that are to be deployed in the PMU, been indicated in business plan?
	 
	 
	8.2.2
	 

	3
	Has a detailed budget for PMU been Included in the business plan?
	 
	 
	8.2.2
	 

	4
	Does the business plan indicate how the PMU is going to benefit the municipalities it is going to serve?
	 
	 
	8.2.2
	 

	5
	Has there been consultation with local municipalities as to whether PMU is to be established at a district municipality level? 
	 
	 
	8.2.2
	 

	6
	Have the district municipality been informed if PMU is to be established at local municipality level? 
	 
	 
	8.2.2
	 

	7
	Has details and qualifications of the human resources to be deployed in the PMU been forwarded to the district municipality or local municipality, depending where the PMU is located?
	 
	 
	8.2.2
	 

	8
	Has a business plan been submitted to National Municipal Infrastructure Unit, within National Treasury, in first year of establishing PMU?
	 
	 
	8.2.2
	 

	9
	Has approval been obtained from National Municipal Infrastructure Unit to establish PMU?
	 
	 
	8.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	10
	Has a revised business plan been submitted to DPLG if the original model of established PMU changes?
	 
	 
	8.2.2
	 

	11
	Has an annual budget been submitted to DPLG before 15 February?
	 
	 
	8.2.2
	 













































L. [bookmark: _Toc486502439]Checklist for Monthly Meetings (Property, Plant and Equipment)

CHECKLIST FOR ACQUISITION OF MOVABLE ASSETS (NEW)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has it been indicated during the SCM procedures if a new/renewal asset is acquired?
	 
	 
	8.3.1.1
	 

	2
	Were all assets received at central base and was the Manager who ordered the asset contacted?
	 
	 
	8.3.1.1
	 

	3
	ALTERNATIVE:  Did the Manager, who ordered the asset, receive the asset?
	 
	 
	8.3.1.1
	 

	4
	Was the documentation signed as proof of receipt of the asset agreed to the order placed? Was a verification conducted that the asset was in working condition?
	 
	 
	8.3.1.1
	 

	5
	Has the invoice been certified for payment?
	 
	 
	8.3.1.1
	 

	6
	Was the invoice sent to Creditors Department?
	 
	 
	8.3.1.1
	 

	7
	Has the "Asset Acquisition Form" been completed, by using segments of mSCOA?
	 
	 
	8.3.1.1
	 

	8
	Has "Asset Acquisition Form", with copy of invoice been sent to Chief Clerk:  Assets?
	 
	 
	8.3.1.1
	 

	9
	Has information on "Asset Acquisition Form" been verified?
	 
	 
	8.3.1.1
	 

	10
	Does the expected useful life of asset agree with Asset Management Policy? 
	 
	 
	8.3.1.1
	 

	11
	Has the asset been barcoded?
	 
	 
	8.3.1.1
	 

	12
	Has the "Asset Acquisition Form" been updated with barcode and any other short comings?
	 
	 
	8.3.1.1
	 

	13
	Has asset been captured on the Asset Register, by using segments of mSCOA?
	 
	 
	8.3.1.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	14
	Has a monthly list of all acquisitions been prepared?
	 
	 
	8.3.1.1
	 

	15
	Has a monthly list of acquisitions been submitted to Accountant:  Assets?
	 
	 
	8.3.1.1
	 

	16
	Has Asset Register been reconciled with General Ledger?
	 
	 
	8.3.1.1
	 

	17
	If any differences were found, were they investigated?
	 
	 
	8.3.1.1
	 

	18
	Have the differences been corrected?
	 
	 
	8.3.1.1
	 

	19
	Has a list of Acquisitions, with audit trail of acquisitions, been filed for future references?
	 
	 
	8.3.1.1
	 

	20
	Has monthly financial reports in terms of Actual versus Budget spend been submitted to the CFO and other appropriate officials?
	 
	 
	8.3.1.1
	 

	21
	Have Repairs and Maintenance Projects been reviewed to confirm the correct allocation between operating and capital expenditure?
	 
	 
	8.3.1.1
	 

	22
	Have the differences been corrected?
	 
	 
	8.3.1.1
	 























CHECKLIST FOR ACQUISITION OF MOVABLE ASSETS (RENEWAL) 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the "Request of Asset Replacement Form" been completed, by using segments of mSCOA?
	 
	 
	8.3.1.2
	 

	2
	Has the "Request of Asset Replacement Form" been approved by the Head of Department?
	 
	 
	8.3.1.2
	 

	3
	Was there any indication during the SCM procedures if a new/renewal asset is acquired?
	 
	 
	8.3.1.2
	 

	4
	Were all assets received at central base and the Manager who ordered the asset contacted?
	 
	 
	8.3.1.2
	 

	5
	ALTERNATIVE:  Did the manager, who ordered the asset, receive the asset?
	 
	 
	8.3.1.2
	 

	6
	Was the documentation signed as proof that the asset was received, agreed to order placed and a verification conducted to confirm that the asset is in a working condition?
	 
	 
	8.3.1.2
	 

	7
	Has the invoice been certified for payment?
	 
	 
	8.3.1.2
	 

	8
	Has the invoice been sent to Creditors Department?
	 
	 
	8.3.1.2
	 

	9
	Has an "Asset Replacement Form" been completed, by using segments of mSCOA?
	 
	 
	8.3.1.2
	 

	10
	Has the Manager:  Information Systems been requested to remove all hardware and software from computers, before they are handed in at Asset Store?
	 
	 
	8.3.1.2
	 

	11
	Has replaced asset been sent to Asset Stores?
	 
	 
	8.3.1.2
	 

	12
	Has information on "Asset Replacement Form" been verified with Asset Register?
	 
	 
	8.3.1.2
	 

	13
	Has receipt been issued for asset received?
	 
	 
	8.3.1.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	14
	Has receipt been received from Asset Store when asset is handed in?
	 
	 
	8.3.1.2
	 

	15
	Has the "Asset Replacement Form", "Request for Asset Replacement" and Copy of receipt from Asset Store was sent to Chief Clerk:  Assets?
	 
	 
	8.3.1.2
	 

	16
	Has the "Asset Replacement Form", "Request for Asset Replacement" and Copy of receipt from Asset Store been reviewed?
	 
	 
	8.3.1.2
	 

	17
	Has the "Asset Acquisition Form" been completed, by using segments of mSCOA?
	 
	 
	8.3.1.2
	 

	18
	Has the "Asset Acquisition Form", with copy of invoice been sent to Chief Clerk:  Assets?
	 
	 
	8.3.1.2
	 

	19
	Has the information on "Asset Acquisition Form" been verified?
	 
	 
	8.3.1.2
	 

	20
	Does the expected useful life of asset agree with Asset Management Policy?
	 
	 
	8.3.1.2
	 

	21
	Has asset been barcoded?
	 
	 
	8.3.1.2
	 

	22
	Has the “Asset Acquisition Form" been updated with barcode and any other short comings?
	 
	 
	8.3.1.2
	 

	23
	Has asset been captured on asset register, by using segments of mSCOA?
	 
	 
	8.3.1.2
	 

	24
	Has a monthly list of all acquisitions been prepared?
	 
	 
	8.3.1.2
	 

	25
	Has monthly list of acquisitions been submitted to Accountant:  Assets?
	 
	 
	8.3.1.2
	 

	26
	Has Asset Register been reconciled with General Ledger?
	 
	 
	8.3.1.2
	 

	27
	If any differences were found, were they investigated?
	 
	 
	8.3.1.2
	 

	28
	Have the differences been corrected?
	 
	 
	8.3.1.2
	 

	29
	Has a list of acquisitions, with audit trail of acquisitions, been filed for future references?
	 
	 
	8.3.1.2
	 


CHECKLIST FOR CONSTRUCTION OF INFRASTRUCTURE ASSETS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has it been indicated during the SCM procedures if a new/renewal asset is acquired?
	 
	 
	8.3.1.3
	 

	2
	Did the Project Management Unit manage the project?
	 
	 
	8.3.1.3
	 

	3
	Has the work been performed as per the Service-Level Agreement been signed of as such?
	 
	 
	8.3.1.3
	 

	4
	Has the invoice been certified for payment?
	 
	 
	8.3.1.3
	 

	5
	Was the invoice sent to Creditors Department?
	 
	 
	8.3.1.3
	 

	6
	Has the "Asset Acquisition Form" been completed, by using segments of mSCOA?
	 
	 
	8.3.1.3
	 

	7
	FOR PROJECTS STILL UNDER CONSTRUCTION:  Has "Asset Acquisition Form", with copy of payment certificate been sent to Chief Clerk:  Assets?
	 
	 
	8.3.1.3
	 

	8
	Has information on "Asset Replacement Form" been verified?
	 
	 
	8.3.1.3
	 

	9
	Has Asset been captured in Work-in-Progress Register, by using segments of mSCOA?
	 
	 
	8.3.1.3
	 

	10
	Has the associated Retention been captured in the Retention Register?
	 
	 
	8.3.1.3
	 

	11
	Has a monthly list of all work-in-progress been prepared?
	 
	 
	8.3.1.3
	 

	12
	Has monthly list of work-in-progress been submitted to Accountant:  Assets?
	 
	 
	8.3.1.3
	 

	13
	Has Work-in-Progress Register been reconciled with General Ledger?
	 
	 
	8.3.1.3
	 

	14
	Has Retention Register been reconciled with General Ledger?
	 
	 
	8.3.1.3
	 

	15
	If any differences were found, were they investigated?
	 
	 
	8.3.1.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	16
	Have the differences been corrected?
	 
	 
	8.3.1.3
	 

	17
	Has a list of work-in-progress, with audit trail of acquisitions and supporting documentation, for future references?
	 
	 
	8.3.1.3
	 

	18
	Has a copy of Retention Register been filed with supporting documentation for future references?
	 
	 
	8.3.1.3
	 

	19
	FOR COMPLETED PROJECTS:  Has infrastructure been unbundled or has a Service Provider been appointed, through SCM process, to unbundle infrastructure?
	 
	 
	8.3.1.3
	 

	20
	Has an "Asset Acquisition Form" been completed for completed project, by using segments of mSCOA?
	 
	 
	8.3.1.3
	 

	21
	Has unbundled items been documented on "Asset Acquisition Form", by using segments of mSCOA?
	 
	 
	8.3.1.3
	 

	22
	Has the "Asset Acquisition Form", with Final Bill of Quantities, Final As-Built Drawings, Completion Certificate and associated Special Information been sent to Chief Clerk:  Assets?
	 
	 
	8.3.1.3
	 

	23
	Has information been verified on "Asset Acquisition Form"?
	 
	 
	8.3.1.3
	 

	24
	Does the Expected Useful Life of Asset agree with Asset Policy?
	 
	 
	8.3.1.3
	 

	25
	Has Work-in-Progress been reconciled with unbundled items?
	 
	 
	8.3.1.3
	 

	26
	Has project been updated on GIS System?
	 
	 
	8.3.1.3
	 

	27
	Has "Asset Acquisition Form" been updated with GIS Data and any other short comings?

	 
	 
	8.3.1.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	28
	Has the Asset been captured on the Asset Register, by using segments of mSCOA?
	 
	 
	8.3.1.3
	 

	29
	Has a monthly list of all acquisitions been prepared?
	 
	 
	8.3.1.3
	 

	30
	Has the monthly list of acquisitions been submitted to Accountant:  Assets?
	 
	 
	8.3.1.3
	 

	31
	Has journals been prepared for transfer of work-in-progress, by using segments of mSCOA?
	 
	 
	8.3.1.3
	 

	32
	Has journals been captured on financial system, by using segments of mSCOA?
	 
	 
	8.3.1.3
	 

	33
	Has Asset Register and Work-in-Progress Register been reconciled with General Ledger? 
	 
	 
	8.3.1.3
	 

	34
	If any differences were found, were they investigated?
	 
	 
	8.3.1.3
	 

	35
	Have the differences been corrected?
	 
	 
	8.3.1.3
	 

	36
	Has a list of acquisitions, with an audit trail thereof, been filed for future reference?
	 
	 
	8.3.1.3
	 
























CHECKLIST FOR PERFORMING OF ASSET COUNT OF MOVABLE ASSSETS (FIRST-TIME FULL ASSET COUNT)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has Asset Count Procedures been developed?
	 
	 
	8.3.2.1
	 

	2
	Were asset count procedures approved at HOD Meeting?
	 
	 
	8.3.2.1
	 

	3
	Has other Departments been informed of asset count, in writing?
	 
	 
	8.3.2.1
	 

	4
	Has Asset Count Template been prepared for "First-time Full Asset Count - Movable Assets"?
	 
	 
	8.3.2.1
	 

	5
	Was an asset count performed (Individual Asset Count Team consist of 2 x employees in Finance Department + 1 Employee of department where asset count is performed)?
	 
	 
	8.3.2.1
	 

	6
	Was asset count verified with information on Asset Register?
	 
	 
	8.3.2.1
	 

	7
	Has a list of all "Missing Assets" been prepared?
	 
	 
	8.3.2.1
	 

	8
	Has list of "Missing Asset" been sent to all Custodians and Manager to whom Custodian report?
	 
	 
	8.3.2.1
	 

	9
	Have reasons for "Missing Assets" been obtained?
	 
	 
	8.3.2.1
	 

	10
	Has assets not verified during asset count been physically verified?
	 
	 
	8.3.2.1
	 

	11
	Were the “Asset Transfer Forms" obtained from the Custodian upon the asset being transferred?
	 
	 
	8.3.2.1
	 

	12
	Has the asset been verified at the new location upon it being transferred?
	 
	 
	8.3.2.1
	 

	13
	Has a copy of receipt been obtained for assets handed-in at Asset Store?
	 
	 
	8.3.2.1
	 

	14
	Has existence of asset at Asset Store been verified?
	 
	 
	8.3.2.1
	 

	15
	Was list of "Missing Assets" updated?
	 
	 
	8.3.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	16
	Has Final list of "Missing Assets" been sent to Accountant:  Assets?
	 
	 
	8.3.2.1
	 

	17
	Has values from Asset Register been obtained for all "Missing Assets"?
	 
	 
	8.3.2.1
	 

	18
	Has a list of "Missing Assets" with values been prepared, by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	19
	Was list of “Missing Assets" with values sent to Financial Committee?
	 
	 
	8.3.2.1
	 

	20
	Did Financial Committee investigate items on list of "Missing Assets"?
	 
	 
	8.3.2.1
	 

	21
	Did Financial Committee approve list of "Missing Assets"?
	 
	 
	8.3.2.1
	 

	22
	Has an approved "Missing Asset List" been sent to Accountant:  Assets?
	 
	 
	8.3.2.1
	 

	23
	Have assets been written-off on Asset Register, by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	24
	Have journals for write-off of assets been captured on financial system, by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	25
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.1
	 

	26
	If any differences were found, were they investigated?
	 
	 
	8.3.2.1
	 

	27
	Have the differences been corrected?
	 
	 
	8.3.2.1
	 

	28
	Has list of "Missing Assets" with audit trail of write-offs been filed for future references?
	 
	 
	8.3.2.1
	 

	29
	Has a list of all assets, identified during the asset count, without a barcode been prepared?
	 
	 
	8.3.2.1
	 

	30
	Was asset register reviewed, to identify if asset was not previously recorded on asset register?
	 
	 
	8.3.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	31
	Have assets without barcodes, been barcoded?
	 
	 
	8.3.2.1
	 

	32
	Has a final list of "Assets not previously recognised", with remaining useful lives been prepared, by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	33
	Has final list of "Assets not previously recognised" been sent to Accountant:  Assets?
	 
	 
	8.3.2.1
	 

	34
	Has Current Replacement Cost for all assets not previously recognised been obtained?
	 
	 
	8.3.2.1
	 

	35
	Has remaining useful lives of assets been obtained from report?
	 
	 
	8.3.2.1
	 

	36
	Has fair value of each asset been calculated?
	 
	 
	8.3.2.1
	 

	37
	Has list of "Assets not previously recognised" with fair values been sent to Head:  Assets and Expenditure?
	 
	 
	8.3.2.1
	 

	38
	Have fair value calculations of assets been reviewed?
	 
	 
	8.3.2.1
	 

	39
	Has a list of "Assets not previously recognised" with fair values been sent to Finance Committee?
	 
	 
	8.3.2.1
	 

	40
	Has Finance Committee investigated items on the list of "Assets not previously recognised"?
	 
	 
	8.3.2.1
	 

	41
	Has Finance Committee approved list of "Assets not previously recognised"?
	 
	 
	8.3.2.1
	 

	42
	Has "Assets not previously recognised" been captured in Asset Register, by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	43
	Have journals for assets not previously recognised been captured on financial system, by using segments of mSCOA?

	 
	 
	8.3.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	44
	Has the Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.1
	 

	45
	If any differences were found, were they investigated?
	 
	 
	8.3.2.1
	 

	46
	Have the Differences been corrected?
	 
	 
	8.3.2.1
	 

	47
	Has a list of "Assets not previously recognised" with audit trail of transfer-in assets, been filed for future references?
	 
	 
	8.3.2.1
	 

	48
	Has condition rating of all assets been obtained from asset count teams?
	 
	 
	8.3.2.1
	 

	49
	Has remaining useful life of asset been calculated, by taking the condition rating of the asset into account?
	 
	 
	8.3.2.1
	 

	50
	Has the current year’s RUL been compared with the RUL of prior year?
	 
	 
	8.3.2.1
	 

	51
	Has a list of assets with a change of more than 1 year been prepared?
	 
	 
	8.3.2.1
	 

	52
	Has list of "Changes in useful lives" been sent to Accountant:  Assets?
	 
	 
	8.3.2.1
	 

	53
	Was Remaining Useful Life calculations reviewed and split into different categories?
	 
	 
	8.3.2.1
	 

	54
	Has backlog depreciation been calculated?
	 
	 
	8.3.2.1
	 

	55
	Has backlog depreciation been recorded in Asset Register, by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	56
	Has the Asset Register been updated with all remaining useful lives?
	 
	 
	8.3.2.1
	 

	57
	Have journals for backlog depreciation (Correction of Error) been captured on financial system, by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	58
	Has the Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	59
	Has a list of all "Obsolete Assets" been prepared, by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	60
	Has list of "Obsolete Assets" been sent to all Custodians and Manager to whom Custodian report?
	 
	 
	8.3.2.1
	 

	61
	Has confirmation that list of "Obsolete stock" is correct, been requested?
	 
	 
	8.3.2.1
	 

	62
	Were Managers in all departments requested to complete "Asset Replacement Form", by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	63
	Has Managers in all departments been requested to send obsolete assets to Asset Store?
	 
	 
	8.3.2.1
	 

	64
	Was asset received at Asset Stores?
	 
	 
	8.3.2.1
	 

	65
	Has information on "Asset Replacement Form" been verified with list of obsolete Assets?
	 
	 
	8.3.2.1
	 

	66
	Was a receipt issued for asset received?
	 
	 
	8.3.2.1
	 

	67
	Has Managers in all Departments sent "Asset Replacement Form" and Copy of receipt from Asset Store to Chief Clerk:  Assets?
	 
	 
	8.3.2.1
	 

	68
	Has "Asset Replacement Form" and Copy of receipt from Asset Store been reviewed?
	 
	 
	8.3.2.1
	 

	69
	Has a list of all write-offs been prepared, by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	70
	Has a list of write-offs been sent to Finance Committee?
	 
	 
	8.3.2.1
	 

	71
	Has Finance Committee investigated items on list of write-offs?
	 
	 
	8.3.2.1
	 

	72
	Has Finance Committee approved list of write-offs?
	 
	 
	8.3.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	73
	Has a list of write-offs been submitted to Accountant:  Assets?
	 
	 
	8.3.2.1
	 

	74
	Has the Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.1
	 

	75
	If any differences were found, were they investigated?
	 
	 
	8.3.2.1
	 

	76
	Have the differences been corrected?
	 
	 
	8.3.2.1
	 

	77
	Has the list of write-offs with audit trail of acquisitions, been filed for future references?
	 
	 
	8.3.2.1
	 

	78
	Has Test Depreciation Run been performed, by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	79
	If any differences were found, were they investigated?
	 
	 
	8.3.2.1
	 

	80
	Have the differences been corrected?
	 
	 
	8.3.2.1
	 

	81
	Has depreciation run been performed, by using segments of mSCOA?
	 
	 
	8.3.2.1
	 

	82
	Has depreciation in Asset Register been reconciled with depreciation in General Ledger, by using segments of msCOA?
	 
	 
	8.3.2.1
	 

	83
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.1
	 

	84
	If any differences were found, were they investigated?
	 
	 
	8.3.2.1
	 

	85
	Have the differences been corrected?
	 
	 
	8.3.2.1
	 

	86
	Has a list of all deviations from asset count procedures been prepared? 
	 
	 
	8.3.2.1
	 

	87
	Has a list of all deviations been submitted to Municipal Manager?
	 
	 
	8.3.2.1
	 







CHECKLIST FOR PERFORMING OF ASSET COUNT FOR MOVABLE ASSETS (ANNUAL ASSET COUNT)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has Asset Count Procedures been developed?
	 
	 
	8.3.2.2
	 

	2
	Were asset count procedures approved at HOD Meeting?
	 
	 
	8.3.2.2
	 

	3
	Has other Departments been informed of asset count, in writing?
	 
	 
	8.3.2.2
	 

	4
	Has Asset Count Template been prepared for "Annual Asset Count"?
	 
	 
	8.3.2.2
	 

	5
	Has Asset Count Template been populated with information obtained from Asset Register?
	 
	 
	8.3.2.2
	 

	6
	Was Asset Count performed (Individual Asset Count Team consist of 2 x employees in Finance Department + 1 employee of Department where asset count is performed)?
	 
	 
	8.3.2.2
	 

	7
	Was asset count verified with information on Asset Register?
	 
	 
	8.3.2.2
	 

	8
	Has a list of all "Missing Assets" been prepared, by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	9
	Has list of "Missing Asset" been sent to all Custodians and Manager to whom Custodian report?
	 
	 
	8.3.2.2
	 

	10
	Have reasons for "Missing Assets" been obtained?
	 
	 
	8.3.2.2
	 

	11
	Has assets not verified during asset count been physically verified?
	 
	 
	8.3.2.2
	 

	12
	Were "Asset Transfer Forms" obtained from custodian if asset was transferred?
	 
	 
	8.3.2.2
	 

	13
	Has asset been verified at new location if asset was transferred?
	 
	 
	8.3.2.2
	 

	14
	Has a copy of receipt been obtained for assets handed-in at Asset Store?
	 
	 
	8.3.2.2
	 

	15
	Has existence of asset at Asset Store been verified?
	 
	 
	8.3.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	16
	Was list of "Missing Assets" updated?
	 
	 
	8.3.2.2
	 

	17
	Has Final list of "Missing Assets" been sent to Accountant:  Assets?
	 
	 
	8.3.2.2
	 

	18
	Has values from Asset Register been obtained for all "Missing Assets"?
	 
	 
	8.3.2.2
	 

	19
	Has a list of "Missing Assets" with values been prepared, by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	20
	Was list of “Missing Assets" with values sent to Financial Committee?
	 
	 
	8.3.2.2
	 

	21
	Did Financial Committee investigate items on "Missing Asset List"?
	 
	 
	8.3.2.2
	 

	22
	Did Financial Committee approve "Missing Asset List"?
	 
	 
	8.3.2.2
	 

	23
	Has an approved "Missing Asset List" been sent to Accountant:  Assets?
	 
	 
	8.3.2.2
	 

	24
	Has assets on Asset Register been written-off, by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	25
	Have journals for assets written-off been captured on financial system, by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	26
	Has Asset Register been reconciled with General Ledger?
	 
	 
	8.3.2.2
	 

	27
	If any differences were found, were they investigated?
	 
	 
	8.3.2.2
	 

	28
	Have the differences been corrected?
	 
	 
	8.3.2.2
	 

	29
	Has list of "Missing Assets" with audit trail of write-offs been filed for future references?
	 
	 
	8.3.2.2
	 

	30
	Has a list of all assets, identified during the asset count, without a barcode been prepared?
	 
	 
	8.3.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	31
	Has asset register been reviewed, to identify assets that were not previously recorded on asset register?
	 
	 
	8.3.2.2
	 

	32
	Have assets without barcodes, been barcoded?
	 
	 
	8.3.2.2
	 

	33
	Has a final list of "Assets not previously recognised", with remaining useful lives been prepared, by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	34
	Has final list of "Assets not previously recognised" been sent to Accountant:  Assets?
	 
	 
	8.3.2.2
	 

	35
	Has Current Replacement Cost for all assets not previously recognised been obtained?
	 
	 
	8.3.2.2
	 

	36
	Has remaining useful lives of assets been obtained from report?
	 
	 
	8.3.2.2
	 

	37
	Has fair value of each asset been calculated?
	 
	 
	8.3.2.2
	 

	38
	Has list of "Assets not previously recognised" with fair values been sent to Head:  Assets and Expenditure?
	 
	 
	8.3.2.2
	 

	39
	Has fair value calculations of assets been reviewed?
	 
	 
	8.3.2.2
	 

	40
	Has a list of "Assets not previously recognised" with fair values been sent to Finance Committee?
	 
	 
	8.3.2.2
	 

	41
	Has Finance Committee investigated items on the list of "Assets not previously recognised"?
	 
	 
	8.3.2.2
	 

	42
	Has Finance Committee approved list of "Assets not previously recognised"?
	 
	 
	8.3.2.2
	 

	43
	Has an approved list of "Assets not previously recognised" been sent to Accountant:  Assets?
	 
	 
	8.3.2.2
	 

	44
	Has "Assets not previously recognised" been captured in Asset Register, by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	45
	Have journals for assets not previously recognised been captured on financial system, by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	46
	Has the Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.2
	 

	47
	If any differences were found, were they investigated?
	 
	 
	8.3.2.2
	 

	48
	Have the differences been corrected?
	 
	 
	8.3.2.2
	 

	49
	Has a list of "Assets not previously recognised" with audit trail of transfer-in assets, been filed for future references?
	 
	 
	8.3.2.2
	 

	50
	Has condition rating of all assets been obtained from asset count teams?
	 
	 
	8.3.2.2
	 

	51
	Has remaining useful life of asset been calculated, by taking the condition rating of the asset into account?
	 
	 
	8.3.2.2
	 

	52
	Has the current year’s RUL been compared with the RUL of prior year?
	 
	 
	8.3.2.2
	 

	53
	Has list of "Changes in useful lives" been sent to Accountant:  Assets?
	 
	 
	8.3.2.2
	 

	54
	Was remaining useful life calculations reviewed and split into different categories?
	 
	 
	8.3.2.2
	 

	55
	Has the Asset Register been updated with all remaining useful lives per calculations above?
	 
	 
	8.3.2.2
	 

	56
	Has Test Depreciation Run been performed, by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	57
	If any differences were found, were they investigated?
	 
	 
	8.3.2.2
	 

	58
	Have the differences been corrected?
	 
	 
	8.3.2.2
	 

	59
	Has final depreciation run been performed, by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	60
	Has depreciation in Asset Register been reconciled with depreciation in General Ledger, by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	61
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.2
	 

	62
	If any differences were found, were they investigated?
	 
	 
	8.3.2.2
	 

	63
	Have the differences been corrected?
	 
	 
	8.3.2.2
	 

	64
	Have reports for changes in useful lives of the assets been generated?
	 
	 
	8.3.2.2
	 

	65
	Has a disclosure note in Financial Statements been prepared for changes in useful lives?
	 
	 
	8.3.2.2
	 

	66
	Has a list of all "Obsolete Assets" been prepared, by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	67
	Has list of "Obsolete Assets" been sent to all Custodians and Manager to whom Custodian report?
	 
	 
	8.3.2.2
	 

	68
	Has confirmation of the list of "Obsolete stock" being correct, been requested?
	 
	 
	8.3.2.2
	 

	69
	Were Managers in all departments requested to complete "Asset Replacement Form", by using segments of mSCOA?
	 
	 
	8.3.2.2
	 

	70
	Has Managers in all departments been requested to send obsolete assets to Asset Store?
	 
	 
	8.3.2.2
	 

	71
	Was asset received at Asset Stores?
	 
	 
	8.3.2.2
	 

	72
	Has information on "Asset Replacement Form" been verified with list of obsolete Assets?
	 
	 
	8.3.2.2
	 

	73
	Was a receipt issued for asset received?
	 
	 
	8.3.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	74
	Has Managers in all Departments sent "Asset Replacement Form" and Copy of receipt from Asset Store to Chief Clerk:  Assets?
	 
	 
	8.3.2.2
	 

	75
	Has "Asset Replacement Form" and Copy of receipt from Asset Store been reviewed?
	 
	 
	8.3.2.2
	 

	76
	Has a list of all write-offs been prepared, by using segment of msCOA?
	 
	 
	8.3.2.2
	 

	77
	Has a list of write-offs been sent to Finance Committee?
	 
	 
	8.3.2.2
	 

	78
	Has Finance Committee investigated items on list of write-offs?
	 
	 
	8.3.2.2
	 

	79
	Has Finance Committee approved list of write-offs?
	 
	 
	8.3.2.2
	 

	80
	Has a list of write-offs been submitted to Accountant:  Assets?
	 
	 
	8.3.2.2
	 

	81
	Has the Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.2
	 

	82
	If any differences were found, were they investigated?
	 
	 
	8.3.2.2
	 

	83
	Have the differences been corrected?
	 
	 
	8.3.2.2
	 

	84
	Has the list of write-offs with audit trail of acquisitions, been filed for future references?
	 
	 
	8.3.2.2
	 

	85
	Has a list of all deviations from asset count procedures been prepared?
	 
	 
	8.3.2.2
	 

	86
	Has the list of all deviations been submitted to Municipal Manager?
	 
	 
	8.3.2.2
	 










CHECKLIST FOR PERFORMING OF ASSET COUNT FOR IMMOVABLE ASSETS (FIRST-TIME FULL ASSET COUNT) 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has Asset Count Procedures been developed?
	 
	 
	8.3.2.3
	 

	2
	Were asset count procedures approved at HOD Meeting?
	 
	 
	8.3.2.3
	 

	3
	Has other Departments been informed of asset count, in writing?
	 
	 
	8.3.2.3
	 

	4
	Has Asset Count Template been prepared for "First-time Full Asset Count - Non-Movable Assets"?
	 
	 
	8.3.2.3
	 

	5
	Has a list been obtained from Deeds Office of all properties registered in the name of the Municipality?
	 
	 
	8.3.2.3
	 

	6
	Has a list from valuation roll of all properties registered in the name of the Municipality been obtained?
	 
	 
	8.3.2.3
	 

	7
	Has a list of all properties in the Asset Register been obtained?
	 
	 
	8.3.2.3
	 

	8
	Has list from Deeds Office been reconciled with list from valuation roll?
	 
	 
	8.3.2.3
	 

	9
	If any differences were found, were they investigated?
	 
	 
	8.3.2.3
	 

	10
	Have reasons for differences been documented?
	 
	 
	8.3.2.3
	 

	11
	Have a list of all properties under the control of the Municipality been prepared?
	 
	 
	8.3.2.3
	 

	12
	Has the list of properties under the control of the Municipality been reconciled with properties in the Asset Register?
	 
	 
	8.3.2.3
	 

	13
	If any differences were found, were they investigated?
	 
	 
	8.3.2.3
	 

	14
	Have reasons for differences been documented?
	 
	 
	8.3.2.3
	 

	15
	Has a final list of all properties under the control of the Municipality been prepared?
	 
	 
	8.3.2.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	16
	Has all property under the control of the Municipality been inspected and their usage determined?
	 
	 
	8.3.2.3
	 

	17
	Has all property under the control of the Municipality been inspected and the condition of the asset assessed, based on hierarchy per the Asset Policy?
	 
	 
	8.3.2.3
	 

	18
	Has values been obtained from registered Valuer for all property under the control of the Municipality?
	 
	 
	8.3.2.3
	 

	19
	Has a Property Register, with values, been prepared, by using segments of mSCOA?
	 
	 
	8.3.2.3
	 

	20
	Has Property Register values been sent to Finance Committee?
	 
	 
	8.3.2.3
	 

	21
	Have Finance Committee approved Property Register?
	 
	 
	8.3.2.3
	 

	22
	Has an approved Property Register been sent to Accountant:  Assets?
	 
	 
	8.3.2.3
	 

	23
	Has condition rating of all properties in Property Register been sent to Accountant:  Assets?
	 
	 
	8.3.2.3
	 

	24
	Has backlog depreciation on properties been calculated?
	 
	 
	8.3.2.3
	 

	25
	Has Asset Register been updated with information in Property Register and calculations of back-log depreciation, by using segments of mSCOA?
	 
	 
	8.3.2.3
	 

	26
	Have journals for properties not previously recognised been captured on financial system, by using segments of mSCOA?
	 
	 
	8.3.2.3
	 

	27
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.3
	 

	28
	If any differences were found, were they investigated?
	 
	 
	8.3.2.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	29
	Have the differences been corrected?
	 
	 
	8.3.2.3
	 

	30
	Has list of "Properties not previously recognised" with audit trail of transfer-in assets, been filed for future references?
	 
	 
	8.3.2.3
	 

	31
	Has Test Depreciation Run been performed, by using segments of mSCOA?
	 
	 
	8.3.2.3
	 

	32
	If any differences were found, were they investigated?
	 
	 
	8.3.2.3
	 

	33
	Have the differences been corrected?
	 
	 
	8.3.2.3
	 

	34
	Has depreciation run been performed, by using segments of mSCOA?
	 
	 
	8.3.2.3
	 

	35
	Has depreciation in Asset Register been reconciled with depreciation in General Ledger, by using segments of mSCOA?
	 
	 
	8.3.2.3
	 

	36
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.3
	 

	37
	If any differences were found, were they investigated?
	 
	 
	8.3.2.3
	 

	38
	Have the differences been corrected?
	 
	 
	8.3.2.3
	 

	39
	Has the transfer process for property not registered in the name of the Municipality, been started?
	 
	 
	8.3.2.3
	 

	40
	Has a list of all deviations from asset count procedures been prepared?
	 
	 
	8.3.2.3
	 

	41
	Has list of all deviations been submitted to Municipal Manager?
	 
	 
	8.3.2.3
	 











CHECKLIST FOR PERFORMING OF ASSET COUNT FOR IMMOVABLE ASSETS (ANNUAL ASSET COUNT)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has Asset Count Procedures been developed?
	 
	 
	8.3.2.4
	 

	2
	Were asset count procedures approved at HOD Meeting?
	 
	 
	8.3.2.4
	 

	3
	Has other Departments been informed of asset count, in writing?
	 
	 
	8.3.2.4
	 

	4
	Has Asset Count Template been prepared for "Annual Asset Count - Non-Movable Assets"?
	 
	 
	8.3.2.4
	 

	5
	Has a list been obtained from Deeds Office of all properties registered in the name of the Municipality?
	 
	 
	8.3.2.4
	 

	6
	Has a list from valuation roll of all properties registered in the name of the Municipality been obtained?
	 
	 
	8.3.2.4
	 

	7
	Has the list from Deeds Office been reconciled with Property Register?
	 
	 
	8.3.2.4
	 

	8
	If any differences were found, were they investigated?
	 
	 
	8.3.2.4
	 

	9
	Have reasons for differences been documented?
	 
	 
	8.3.2.4
	 

	10
	Has the list from valuation roll been reconciled with Property Register?
	 
	 
	8.3.2.4
	 

	11
	If any differences were found, were they investigated?
	 
	 
	8.3.2.4
	 

	12
	Have reasons for differences been documented?
	 
	 
	8.3.2.4
	 

	13
	Have all the properties in the Property Register been inspected and their usage confirmed?
	 
	 
	8.3.2.4
	 

	14
	Has all the properties in the Property Register been inspected and condition of the asset assessed, based on hierarchy in Asset Policy?
	 
	 
	8.3.2.4
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	15
	Has values been obtained from registered Valuer for all property under the control of the Municipality?
	 
	 
	8.3.2.4
	 

	16
	Has the Property been updated with the details of the registered owner, values, usage of property and condition of property?
	 
	 
	8.3.2.4
	 

	17
	Has an "Asset Transfer Form" been prepared for all property of which usage has changed during the year, by using segments of mSCOA?
	 
	 
	8.3.2.4
	 

	18
	Has updated Property Register with summary of all changes during the year been sent to Accountant:  Assets?
	 
	 
	8.3.2.4
	 

	19
	Has all "Asset Transfer Form", for all property of which usage has changed during the year, been sent to Accountant:  Assets?
	 
	 
	8.3.2.4
	 

	20
	Has Assets Register been updated with all Asset Transfers, by using segments of mSCOA?
	 
	 
	8.3.2.4
	 

	21
	Have journals for Asset Transfers been captured on financial system, by using segments of mSCOA?
	 
	 
	8.3.2.4
	 

	22
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.4
	 

	23
	If any differences were found, were they investigated?
	 
	 
	8.3.2.4
	 

	24
	Have the differences been corrected?
	 
	 
	8.3.2.4
	 

	25
	Has the list of "Asset Transfers" with audit trail of transfers, been filed for future references?
	 
	 
	8.3.2.4
	 

	26
	Has the Property Register been reconciled with Asset Register?
	 
	 
	8.3.2.4
	 

	27
	If any differences were found, were they investigated?
	 
	 
	8.3.2.4
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	28
	Have the differences been documented?
	 
	 
	8.3.2.4
	 

	29
	Have journals for properties not previously recognised been captured on financial system, by using segments of mSCOA?
	 
	 
	8.3.2.4
	 

	30
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.4
	 

	31
	If any differences were found, were they investigated?
	 
	 
	8.3.2.4
	 

	32
	Have the differences been corrected?
	 
	 
	8.3.2.4
	 

	33
	Has the list of “Properties not previously recognised”, along with an audit trail of transfer-in assets, been filed for future reference?
	 
	 
	8.3.2.4
	 

	34
	Have the journals for properties disposed during the year been captured on financial system, by using segments of mSCOA?
	 
	 
	8.3.2.4
	 

	35
	Has Asset Register been reconciled with General Ledger?
	 
	 
	8.3.2.4
	 

	36
	If any differences were found, were they investigated?
	 
	 
	8.3.2.4
	 

	37
	Have the differences been corrected?
	 
	 
	8.3.2.4
	 

	38
	Has the list of "Properties disposed" with audit trail of disposals, been filed for future references?
	 
	 
	8.3.2.4
	 

	39
	Have the journals for properties carried at Revaluation Cost been captured on the financial system, by using segments of msCOA?
	 
	 
	8.3.2.4
	 

	40
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.4
	 

	41
	If any differences were found, were they investigated?
	 
	 
	8.3.2.4
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	42
	Have the differences been corrected?
	 
	 
	8.3.2.4
	 

	43
	Has the list of "Revaluation Adjustments" with audit trail of adjustments, been filed for future references?
	 
	 
	8.3.2.4
	 

	44
	Has Test Depreciation Run been performed, by using segments of mSCOA?
	 
	 
	8.3.2.4
	 

	45
	If any differences were found, were they investigated?
	 
	 
	8.3.2.4
	 

	46
	Have the differences been corrected?
	 
	 
	8.3.2.4
	 

	47
	Has the final depreciation run been performed, by using all segments of mSCOA?
	 
	 
	8.3.2.4
	 

	48
	Has depreciation in Asset Register been reconciled with depreciation in General Ledger, by using segments of mSCOA?
	 
	 
	8.3.2.4
	 

	49
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.2.4
	 

	50
	If any differences were found, were they investigated?
	 
	 
	8.3.2.4
	 

	51
	Have the differences been corrected?
	 
	 
	8.3.2.4
	 

	52
	Has the transfer process for property not registered in the name of the Municipality, been started?
	 
	 
	8.3.2.4
	 

	53
	Has a list of all deviations from asset count procedures been prepared?
	 
	 
	8.3.2.4
	 

	54
	Has list of all deviations been submitted to Municipal Manager?
	 
	 
	8.3.2.4
	 













CHECKLIST FOR TRANSFER OF PROPERTY, PLANT AND EQUIPMENT WITHIN THE MUNICIPALITY

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has an "Asset Transfer" form been completed, by using segments of mSCOA?
	 
	 
	8.3.3.1
	 

	2
	Has the Manager of each section approved asset transfer?
	 
	 
	8.3.3.1
	 

	3
	Has the "Asset Transfer" form been sent to Chief Clerk:  Assets?
	 
	 
	8.3.3.1
	 

	4
	Has the "Asset Transfer" form been reviewed and field updated if required?
	 
	 
	8.3.3.1
	 

	5
	Has the Asset Register been updated, by using segments of mSCOA?
	 
	 
	8.3.3.1
	 

	6
	Has the list of asset transfers with audit trail of transfers, been filed for future references?
	 
	 
	8.3.3.1
	 































CHECKLIST FOR IMPAIRMENT OF PROPERTY, PLANT AND EQUIPMENT 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has any indication of impairment been identified?
	 
	 
	8.3.4.1
	 

	2
	Has a list of all impairments been sent to Accountant:  Assets?
	 
	 
	8.3.4.1
	 

	3
	Has indication of impairments been reviewed and determined if there is an actual indication of impairment? 
	 
	 
	8.3.4.1
	 

	4
	Has it been determined if the asset is a cash-generating asset or non-cash generating asset?
	 
	 
	8.3.4.1
	 

	5
	Has the Recoverable Service Amount for Non-Cash Generating Assets been calculated?
	 
	 
	8.3.4.1
	 

	6
	Has the Recoverable Amount for Cash Generating Assets been calculated?
	 
	 
	8.3.4.1
	 

	7
	Has carrying value of assets from asset register been obtained?
	 
	 
	8.3.4.1
	 

	8
	Has impairment been calculated?
	 
	 
	8.3.4.1
	 

	9
	Was it determined whether the asset had prior year impairments or reversal of impairments?
	 
	 
	8.3.4.1
	 

	10
	Has the asset register been updated with the impairment calculations, by using segments of mSCOA?
	 
	 
	8.3.4.1
	 

	11
	Have the journals for impairments been captured on financial system, by using segments of mSCOA?
	 
	 
	8.3.4.1
	 

	12
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.4.1
	 

	13
	If any differences were found, were they investigated?
	 
	 
	8.3.4.1
	 

	14
	Have the differences been corrected?
	 
	 
	8.3.4.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	15
	Has the list of Impairments with audit trail of impairments been filed for future references?
	 
	 
	8.3.4.1
	 
















































CHECKLIST FOR DISPOSAL OF PROPERTY, PLANT AND EQUIPMENT (MOVABLE ASSSETS)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a list of all obsolete assets in Asset Store been maintained, by using segments of mSCOA?
	 
	 
	8.3.5.1
	 

	2
	Was the need for an auction identified?
	 
	 
	8.3.5.1
	 

	3
	Has the list of all obsolete items in Asset Store been sent to Heads of Department?
	 
	 
	8.3.5.1
	 

	4
	Has the Heads of Department updated the disposal list, by using segments of mSCOA?
	 
	 
	8.3.5.1
	 

	5
	Has the Heads of Department signed the list of disposals?
	 
	 
	8.3.5.1
	 

	6
	Have the Heads of Department sent the disposal list to Chief Clerk:  Assets
	 
	 
	8.3.5.1
	 

	7
	Has all disposal lists been consolidated?
	 
	 
	8.3.5.1
	 

	8
	Has items on disposal list been verified with Asset Register?
	 
	 
	8.3.5.1
	 

	9
	Was it confirmed that all assets are written-off?
	 
	 
	8.3.5.1
	 

	10
	Has the list of write-offs been submitted to Accountant:  Assets?
	 
	 
	8.3.5.1
	 

	11
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.5.1
	 

	12
	If any differences were found, were they investigated?
	 
	 
	8.3.5.1
	 

	13
	Have the differences been corrected?
	 
	 
	8.3.5.1
	 

	14
	Has list of write-offs with audit trail of write-offs, been filed for future references?
	 
	 
	8.3.5.1
	 

	15
	Has inputs from National and Provincial Treasury been requested for all non-exempt assets to be transferred or disposed?
	 
	 
	8.3.5.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	16
	Has a list of items to be sold been submitted to the Finance Committee?
	 
	 
	8.3.5.1
	 

	17
	Has the Finance Committee investigated items on list by taking into account the provisions of section 14 of the MFMA?
	 
	 
	8.3.5.1
	 

	18
	Has the Finance Committee approve that items on list may be sold? 
	 
	 
	8.3.5.1
	 

	19
	Has Supply Chain Management Procedures been followed to perform auction?
	 
	 
	8.3.5.1
	 

	20
	Has auction been advertised in newspapers and on municipal website?
	 
	 
	8.3.5.1
	 

	21
	Has the Manager:  Information Systems been requested to remove all hardware and software from computers, before they are sold at an auction or donated?
	 
	 
	8.3.5.1
	 

	22
	Was auction held?
	 
	 
	8.3.5.1
	 

	23
	Has a letter been received from auctioneer, indicating proceeds of auction, commission paid and items sold?
	 
	 
	8.3.5.1
	 

	24
	Have all assets that were sold, been written-off to R0 in the Asset Register, by using segments of mSCOA?
	 
	 
	8.3.5.1
	 

	25
	Has a list of write-offs been submitted to Accountant:  Assets?
	 
	 
	8.3.5.1
	 

	26
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.5.1
	 

	27
	If any differences were found, were they investigated?
	 
	 
	8.3.5.1
	 

	28
	Have the differences been corrected?
	 
	 
	8.3.5.1
	 

	29
	Has a list of write-offs with audit trail of write-offs, been filed for future references?
	 
	 
	8.3.5.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	30
	Have journals for sale of asset transactions been captured on the financial system, by using segments of mSCOA?
	 
	 
	8.3.5.1
	 

	31
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.5.1
	 

	32
	If any differences were found, were they investigated?
	 
	 
	8.3.5.1
	 

	33
	Have the differences been corrected?
	 
	 
	8.3.5.1
	 

	34
	Has a report of all assets that were sold been prepared?
	 
	 
	8.3.5.1
	 

	35
	Has the report been submitted to Finance Committee, indicating all items that were sold and proceeds from the auction?
	 
	 
	8.3.5.1
	 

	36
	Has an information statement containing a list of disposed assets been placed on municipal website?
	 
	 
	8.3.5.1
	 




























CHECKLIST FOR DIPOSAL OF PROPERTY, PLANT AND EQUIPMENT (IMMOVABLE ASSETS) 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the need for an auction been identified?
	 
	 
	8.3.5.2
	 

	2
	Has the Manager:  Town Planning been requested to identify property that can be sold and to indicate that the property is no longer needed for provision of the minimum level of basic municipal services?
	 
	 
	8.3.5.2
	 

	3
	Has the Manager: Town Planning sent a list of properties to Chief Clerk: Assets?
	 
	 
	8.3.5.2
	 

	4
	Has items on disposal list been verified with Asset Register?
	 
	 
	8.3.5.2
	 

	5
	Has inputs from National and Provincial Treasury been requested for all non-exempt assets to be transferred or disposed?
	 
	 
	8.3.5.2
	 

	6
	Has a list of properties to be sold been submitted to Finance Committee?
	 
	 
	8.3.5.2
	 

	7
	Has the Finance Committee investigated items on list by taken into account the provisions of section 14 of the MFMA?
	 
	 
	8.3.5.2
	 

	8
	Has the Finance Committee approved that items on list may be sold?
	 
	 
	8.3.5.2
	 

	9
	Has Supply Chain Management Procedures been followed to perform auction?
	 
	 
	8.3.5.2
	 

	10
	Has auction been advertised in newspapers and on municipal website?
	 
	 
	8.3.5.2
	 

	11
	Was auction held?
	 
	 
	8.3.5.2
	 

	12
	Has a letter been received from auctioneer, indicating proceeds of auction, commission paid and items sold?
	 
	 
	8.3.5.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	13
	Have all assets that were sold, been written-off to R0 in the Asset Register, by using segments of mSCOA?
	 
	 
	8.3.5.2
	 

	14
	Has a list of write-offs been submitted to Accountant:  Assets?
	 
	 
	8.3.5.2
	 

	15
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.5.2
	 

	16
	If any differences were found, were they investigated?
	 
	 
	8.3.5.2
	 

	17
	Have the differences been corrected?
	 
	 
	8.3.5.2
	 

	18
	Has a list of write-offs with audit trail of write-offs, been filed for future references?
	 
	 
	8.3.5.2
	 

	19
	Have journals for sale of asset transactions been captured on the financial system, by using segments of mSCOA?
	 
	 
	8.3.5.2
	 

	20
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.3.5.2
	 

	21
	If any differences were found, were they investigated?
	 
	 
	8.3.5.2
	 

	22
	Have the Differences been corrected?
	 
	 
	8.3.5.2
	 

	23
	Has the list of properties sold been sent to Manager:  Town Planning?
	 
	 
	8.3.5.2
	 

	24
	Has Manager: Town Planning updated the Property Register?
	 
	 
	8.3.5.2
	 

	25
	Has a report of all assets that were sold been prepared?
	 
	 
	8.3.5.2
	 

	26
	Has the report been submitted to Finance Committee, indicating all items that were sold and proceeds from the auction?
	 
	 
	8.3.5.2
	 

	27
	Has an information statement containing a list of disposed assets been placed on municipal website?
	 
	 
	8.3.5.2
	 



M. [bookmark: _Toc486502440]Checklist for Monthly Meetings (Investment Property)

CHECKLIST FOR CONSTRUCTION OF INVESTMENT PROPERTY 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the Project Management Unit manage project?
	 
	 
	8.4.1.1
	 

	2
	Was the Service-Level Agreement signed as proof that work will be performed in accordance with an agreement?
	 
	 
	8.4.1.1
	 

	3
	Has invoice been certified for payment?
	 
	 
	8.4.1.1
	 

	4
	Has invoice been sent to Creditors Department?
	 
	 
	8.4.1.1
	 

	5
	FOR PROJECTS STILL UNDER CONSTRUCTION:  Has the "Asset Acquisition Form", with copy of payment certificate been sent to Chief Clerk:  Assets?
	 
	 
	8.4.1.1
	 

	6
	Has information on "Asset Acquisition Form" been verified?
	 
	 
	8.4.1.1
	 

	7
	Has the asset been captured in Work-in-Progress Register, by using segments of mSCOA?
	 
	 
	8.4.1.1
	 

	8
	Has monthly list of all work-in-progress been prepared?
	 
	 
	8.4.1.1
	 

	9
	Has monthly list of work-in-progress been submitted to Accountant:  Assets?
	 
	 
	8.4.1.1
	 

	10
	Has the Work-in-Progress Register been reconciled with General Ledger?
	 
	 
	8.4.1.1
	 

	11
	If any differences were found, were they investigated?
	 
	 
	8.4.1.1
	 

	12
	Have the differences been corrected?
	 
	 
	8.4.1.1
	 

	13
	Has list of work-in-progress, with audit trail of acquisitions, been filed for future references?

	 
	 
	8.4.1.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	14
	FOR COMPLETED PROJECTS:  Was an "Asset Acquisition Form" completed for the completed project, by using segments of mSCOA?
	 
	 
	8.4.1.1
	 

	15
	Has unbundled items on "Asset Acquisition Form" been documented?
	 
	 
	8.4.1.1
	 

	16
	Was "Asset Acquisition Form", with Final Bill of Quantities, Final As-Built Drawings, and Completion Certificate and associated Special Information sent to Chief Clerk:  Assets?
	 
	 
	8.4.1.1
	 

	17
	Has information on "Asset Acquisition Form" been verified?
	 
	 
	8.4.1.1
	 

	18
	Was it confirmed that the expected useful life of the asset agrees with Asset Management Policy?
	 
	 
	8.4.1.1
	 

	19
	Has work-in-progress been reconciled with unbundled items?
	 
	 
	8.4.1.1
	 

	20
	Has the Property Register been updated, by using segments of mSCOA?
	 
	 
	8.4.1.1
	 

	21
	Is the asset captured on Asset Register, by using segments of mSCOA?
	 
	 
	8.4.1.1
	 

	22
	Has monthly list of all acquisitions been prepared?
	 
	 
	8.4.1.1
	 

	23
	Have journals for transfer of work-in-progress been captured on the financial system, by using segments of mSCOA?
	 
	 
	8.4.1.1
	 

	24
	Has Asset Register and Work-In-Progress register been reconciled with General Ledger?
	 
	 
	8.4.1.1
	 

	25
	If any differences were found, were they investigated?
	 
	 
	8.4.1.1
	 

	26
	Have the differences been corrected?
	 
	 
	8.4.1.1
	 

	27
	Has list of acquisitions with audit trail of acquisitions, been filed for future references?
	 
	 
	8.4.1.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	28
	Has monthly financial reports in terms of Actual versus Budget spend been submitted to the CFO and other appropriate officials?
	 
	 
	8.4.1.1
	 















































CHECKLIST FOR PERFORMING OF ASSET COUNT FOR INVESTMENT PROPERTY (FIRST-TIME FULL ASSET COUNT)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has Asset Count Procedures been developed?
	 
	 
	8.4.2.1
	 

	2
	Were asset count procedures approved at HOD Meeting?
	 
	 
	8.4.2.1
	 

	3
	Has other Departments been informed of asset count, in writing?
	 
	 
	8.4.2.1
	 

	4
	Has Asset Count Template been prepared for "First-time Full Asset Count - Investment Property"?
	 
	 
	8.4.2.1
	 

	5
	Has a list been obtained from Deeds Office of all properties registered in the name of the Municipality?
	 
	 
	8.4.2.1
	 

	6
	Has a list from valuation roll of all properties registered in the name of the Municipality been obtained?
	 
	 
	8.4.2.1
	 

	7
	Has a list of all properties in the Asset Register been obtained?
	 
	 
	8.4.2.1
	 

	8
	Has list from Deeds Office been reconciled with list from valuation roll?
	 
	 
	8.4.2.1
	 

	9
	If any differences were found, were they investigated?
	 
	 
	8.4.2.1
	 

	10
	Have reasons for differences been documented?
	 
	 
	8.4.2.1
	 

	11
	Has a list of all properties under the control of the Municipality been prepared?
	 
	 
	8.4.2.1
	 

	12
	Has the list of properties under the control of the Municipality been reconciled with properties in the Asset Register?
	 
	 
	8.4.2.1
	 

	13
	If any differences were found, were they investigated?
	 
	 
	8.4.2.1
	 

	14
	Have reasons for differences been documented?
	 
	 
	8.4.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	15
	Has a final list of all properties under the control of the Municipality been prepared?
	 
	 
	8.4.2.1
	 

	16
	Has all property under the control of the Municipality been inspected and their usage determined?
	 
	 
	8.4.2.1
	 

	17
	Has all property under the control of the Municipality been inspected and the condition of the asset assessed, based on hierarchy in Asset Management Policy?
	 
	 
	8.4.2.1
	 

	18
	Has values been obtained from registered Valuer for all property under the control of the Municipality?
	 
	 
	8.4.2.1
	 

	19
	Has a Property Register, with values, been prepared, by using segments of mSCOA?
	 
	 
	8.4.2.1
	 

	20
	Has Property Register values been sent to Finance Committee?
	 
	 
	8.4.2.1
	 

	21
	Have Finance Committee approved Property Register?
	 
	 
	8.4.2.1
	 

	22
	Has backlog depreciation on properties been calculated?
	 
	 
	8.4.2.1
	 

	23
	Has Asset Register been updated with information in Property Register and calculations of back-log depreciation, by using segments of mSCOA?
	 
	 
	8.4.2.1
	 

	24
	Have journals for properties not previously recognised been captured on financial system, by using segments of mSCOA?
	 
	 
	8.4.2.1
	 

	25
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.4.2.1
	 

	26
	If any differences were found, were they investigated?
	 
	 
	8.4.2.1
	 

	27
	Have the differences been corrected?
	 
	 
	8.4.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	28
	Has list of "Properties not previously recognised" with audit trail of transfer-in assets, been filed for future references?
	 
	 
	8.4.2.1
	 

	29
	Has Test Depreciation Run been performed, by using segments of mSCOA?
	 
	 
	8.4.2.1
	 

	30
	If any differences were found, were they investigated?
	 
	 
	8.4.2.1
	 

	31
	Have the differences been corrected?
	 
	 
	8.4.2.1
	 

	32
	Has depreciation run been performed, by using segments of mSCOA?
	 
	 
	8.4.2.1
	 

	33
	Has depreciation in Asset Register been reconciled with depreciation in General Ledger, by using segments of mSCOA?
	 
	 
	8.4.2.1
	 

	34
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.4.2.1
	 

	35
	If any differences were found, were they investigated?
	 
	 
	8.4.2.1
	 

	36
	Have the differences been corrected?
	 
	 
	8.4.2.1
	 

	37
	Has the transfer process for property not registered in the name of the Municipality, been started?
	 
	 
	8.4.2.1
	 

	38
	Has a list of all deviations from asset count procedures been prepared?
	 
	 
	8.4.2.1
	 

	39
	Has list of all deviations been submitted to Municipal Manager?
	 
	 
	8.4.2.1
	 













CHECKLIST FOR PERFORMING OF ASSET COUNT FOR INVESTMENT PROPERTY (ANNUAL ASSET COUNT) 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has Asset Count Procedures been developed?
	 
	 
	8.4.2.2
	 

	2
	Were asset count procedures approved at HOD Meeting?
	 
	 
	8.4.2.2
	 

	3
	Has other Departments been informed of asset count, in writing?
	 
	 
	8.4.2.2
	 

	4
	Has Asset Count Template for "Annual Asset Count - Investment Property" been prepared?
	 
	 
	8.4.2.2
	 

	5
	Has a list been obtained from Deeds Office of all properties registered in the name of the Municipality?
	 
	 
	8.4.2.2
	 

	6
	Has a list from valuation roll of all properties registered in the name of the Municipality been obtained?
	 
	 
	8.4.2.2
	 

	7
	Has a list of all properties in the Asset Register been obtained?
	 
	 
	8.4.2.2
	 

	8
	Has list from Deeds Office been reconciled with list from valuation roll?
	 
	 
	8.4.2.2
	 

	9
	Have reasons for differences been documented?
	 
	 
	8.4.2.2
	 

	10
	Has a list of all properties under the control of the Municipality been prepared?
	 
	 
	8.4.2.2
	 

	11
	Has the list of properties under the control of the Municipality been reconciled with properties in the Asset Register?
	 
	 
	8.4.2.2
	 

	12
	If any differences were found, were they investigated?
	 
	 
	8.4.2.2
	 

	13
	Have reasons for differences been documented?
	 
	 
	8.4.2.2
	 

	14
	Has a final list of all properties under the control of the Municipality been prepared?
	 
	 
	8.4.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	15
	Has all property under the control of the Municipality been inspected and their usage determined?
	 
	 
	8.4.2.2
	 

	16
	Has all property under the control of the Municipality been inspected and the condition of the asset assessed, based on hierarchy in Asset Management Policy?
	 
	 
	8.4.2.2
	 

	17
	Has values been obtained from registered Valuer for all property under the control of the Municipality?
	 
	 
	8.4.2.2
	 

	18
	Has a Property Register, with values, been prepared, by using segments of mSCOA?
	 
	 
	8.4.2.2
	 

	19
	Has Property Register values been sent to Finance Committee?
	 
	 
	8.4.2.2
	 

	20
	Have Finance Committee approved Property Register?
	 
	 
	8.4.2.2
	 

	21
	Has backlog depreciation on properties been calculated?
	 
	 
	8.4.2.2
	 

	22
	Has Asset Register been updated with information in Property Register and calculations of back-log depreciation, by using segments of mSCOA?
	 
	 
	8.4.2.2
	 

	23
	Have journals for properties not previously recognised been captured on financial system, by using segments of mSCOA?
	 
	 
	8.4.2.2
	 

	24
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.4.2.2
	 

	25
	If any differences were found, were they investigated?
	 
	 
	8.4.2.2
	 

	26
	Have the differences been corrected?
	 
	 
	8.4.2.2
	 

	27
	Has list of "Properties not previously recognised" with audit trail of transfer-in assets, been filed for future references?
	 
	 
	8.4.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	28
	Has Test Depreciation Run been performed?
	 
	 
	8.4.2.2
	 

	29
	If any differences were found, were they investigated?
	 
	 
	8.4.2.2
	 

	30
	Have the differences been corrected?
	 
	 
	8.4.2.2
	 

	31
	Has depreciation run been performed, by using segments of mSCOA?
	 
	 
	8.4.2.2
	 

	32
	Has depreciation in Asset Register been reconciled with depreciation in General Ledger, by using segments of msCOA?
	 
	 
	8.4.2.2
	 

	33
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.4.2.2
	 

	34
	If any differences were found, were they investigated?
	 
	 
	8.4.2.2
	 

	35
	Have the differences been corrected?
	 
	 
	8.4.2.2
	 

	36
	Has the transfer process for property not registered in the name of the Municipality, been started?
	 
	 
	8.4.2.2
	 

	37
	Has a list of all deviations from asset count procedures been prepared?
	 
	 
	8.4.2.2
	 

	38
	Has list of all deviations been submitted to Municipal Manager?
	 
	 
	8.4.2.2
	 



















CHECKLIST FOR TRANSFER OF INVESTMENT PROPERTY WITHIN THE MUNICIPALITY 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has an "Asset Transfer" form been completed, by using segments of mSCOA?
	 
	 
	8.4.3.1
	 

	2
	Has the Manager of each section approved asset transfer?
	 
	 
	8.4.3.1
	 

	3
	Has the "Asset Transfer" form been sent to Chief Clerk:  Assets?
	 
	 
	8.4.3.1
	 

	4
	Has the Asset Register been updated, by using segments of mSCOA?
	 
	 
	8.4.3.1
	 

	5
	Has the list of asset transfers with audit trail of transfers, been filed for future references?
	 
	 
	8.4.3.1
	 


































CHECKLIST FOR IMPAIRMENT OF INVESTMENT PROPERTY 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has any indication of impairment been identified?
	 
	 
	8.4.4.1
	 

	2
	Has a list of all impairments been sent to Accountant:  Assets?
	 
	 
	8.4.4.1
	 

	3
	Has indication of impairments been reviewed and determined if there is an actual indication of impairment?
	 
	 
	8.4.4.1
	 

	4
	Has it been determined if the asset is a cash-generating asset or non-cash generating asset?
	 
	 
	8.4.4.1
	 

	5
	Has the Recoverable Service Amount for Non-Cash Generating Assets been calculated?
	 
	 
	8.4.4.1
	 

	6
	Has the Recoverable Amount for Cash Generating Assets been calculated?
	 
	 
	8.4.4.1
	 

	7
	Has carrying value of assets from asset register been obtained?
	 
	 
	8.4.4.1
	 

	8
	Has impairment been calculated?
	 
	 
	8.4.4.1
	 

	9
	Was it determined whether the asset had prior year impairments or reversal of impairments?
	 
	 
	8.4.4.1
	 

	10
	Has the asset register been updated with impairment, by using segments of mSCOA?
	 
	 
	8.4.4.1
	 

	11
	Have the journals for impairments been captured on financial system, by using segments of mSCOA?
	 
	 
	8.4.4.1
	 

	12
	Has Asset Register been reconciled with General Ledger?
	 
	 
	8.4.4.1
	 

	13
	If any differences were found, were they investigated?
	 
	 
	8.4.4.1
	 

	14
	Have the differences been corrected?
	 
	 
	8.4.4.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	15
	Has the list of Impairments with audit trail of impairments been filed for future references?
	 
	 
	8.4.4.1
	 

















































CHECKLIST FOR DISPOSAL OF INVESTMENT PROPERTY 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the need for an auction been identified?
	 
	 
	8.4.5.1
	 

	2
	Has the Manager:  Town Planning been requested to identify property that can be sold and to indicate that property is no longer needed to provide the minimum level of basic municipal services?
	 
	 
	8.4.5.1
	 

	3
	Has the Manager: Town Planning sent a list of properties to Chief Clerk: Assets?
	 
	 
	8.4.5.1
	 

	4
	Has items on disposal list been verified with Asset Register?
	 
	 
	8.4.5.1
	 

	5
	Has inputs from National and Provincial Treasury been requested for all non-exempt assets to be transferred or disposed?
	 
	 
	8.4.5.1
	 

	6
	Has a list of properties to be sold been submitted to Finance Committee?
	 
	 
	8.4.5.1
	 

	7
	Has the Finance Committee investigated items on list by taken into account the provisions of section 14 of the MFMA?
	 
	 
	8.4.5.1
	 

	8
	Has Supply Chain Management Procedures been followed to perform auction?
	 
	 
	8.4.5.1
	 

	9
	Has auction been advertised in newspapers and on municipal website?
	 
	 
	8.4.5.1
	 

	10
	Was auction held?
	 
	 
	8.4.5.1
	 

	11
	Has a letter been received from auctioneer, indicating proceeds of auction, commission paid and items sold?
	 
	 
	8.4.5.1
	 

	12
	Have all assets that were sold, been written-off to R0 in the Asset Register, by using segments of mSCOA?
	 
	 
	8.4.5.1
	 

	13
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.4.5.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	14
	If any differences were found, were they investigated?
	 
	 
	8.4.5.1
	 

	15
	Have the differences been corrected?
	 
	 
	8.4.5.1
	 

	16
	Has a list of write-offs with audit trail of write-offs, been filed for future references?
	 
	 
	8.4.5.1
	 

	17
	Have journals for sale of asset been captured on the financial system, by using segments of mSCOA?
	 
	 
	8.4.5.1
	 

	18
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.4.5.1
	 

	19
	If any differences were found, were they investigated?
	 
	 
	8.4.5.1
	 

	20
	Have the differences been corrected?
	 
	 
	8.4.5.1
	 

	21
	Has the list of properties sold been sent to Manager:  Town Planning?
	 
	 
	8.4.5.1
	 

	22
	Has Manager: Town Planning updated the Property Register?
	 
	 
	8.4.5.1
	 

	23
	Has a report of all assets that were sold been prepared?
	 
	 
	8.4.5.1
	 

	24
	Has the report been submitted to Finance Committee, indicating all items that were sold and proceeds from the auction?
	 
	 
	8.4.5.1
	 

	25
	Has an information statement containing a list of disposed assets been placed on municipal website?
	 
	 
	8.4.5.1
	 















N. [bookmark: _Toc486502441]Checklist for Monthly Meetings (Intangible Assets)

CHECKLIST FOR ACQUISITION OF INTANGIBLE ASSETS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has IT Request been logged?
	 
	 
	8.5.1.1
	 

	2
	Has all detail of new programme been obtained?
	 
	 
	8.5.1.1
	 

	3
	Has security checks been performed on programme?
	 
	 
	8.5.1.1
	 

	4
	Has an IT Business Plan been prepared?
	 
	 
	8.5.1.1
	 

	5
	Has the IT Business Plan been submitted to IT Committee for recommendation?
	 
	 
	8.5.1.1
	 

	6
	Has the IT Business Plan been submitted to HOD meeting for approval?
	 
	 
	8.5.1.1
	 

	7
	Has the Municipal Manager approved IT Business Plan?
	 
	 
	8.5.1.1
	 

	8
	Has the programme been tested?
	 
	 
	8.5.1.1
	 

	9
	Has the programme been installed and registered?
	 
	 
	8.5.1.1
	 

	10
	Has the individual User File been updated?
	 
	 
	8.5.1.1
	 

	11
	Has the invoice been certified for payment?
	 
	 
	8.5.1.1
	 

	12
	Was the invoice sent to Creditors Department?
	 
	 
	8.5.1.1
	 

	13
	Has the "Asset Acquisition Form" been completed, by using segments of mSCOA?
	 
	 
	8.5.1.1
	 

	14
	Has "Asset Acquisition Form", with copy of invoice been sent to Chief Clerk:  Assets?
	 
	 
	8.5.1.1
	 

	15
	Has information on "Asset Acquisition Form" been verified?
	 
	 
	8.5.1.1
	 

	16
	Does the expected useful life of the asset agree with Asset Management Policy? 
	 
	 
	8.5.1.1
	 

	17
	Has an asset number been obtained for Intangible Asset?
	 
	 
	8.5.1.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	18
	Has the "Asset Acquisition Form" been updated with the asset number and any other identified short comings?
	 
	 
	8.5.1.1
	 

	19
	Has the Asset been captured on Asset Register, by using segments of mSCOA?
	 
	 
	8.5.1.1
	 

	20
	Has a monthly list of all acquisitions been prepared?
	 
	 
	8.5.1.1
	 

	21
	Has a monthly list of acquisitions been submitted to Accountant:  Assets?
	 
	 
	8.5.1.1
	 

	22
	Has Asset Register been reconciled with General Ledger?
	 
	 
	8.5.1.1
	 

	23
	If any differences were found, were they investigated?
	 
	 
	8.5.1.1
	 

	24
	Have the differences been corrected?
	 
	 
	8.5.1.1
	 

	25
	Has a list of Acquisitions, with audit trail of acquisitions, been filed for future references?
	 
	 
	8.5.1.1
	 

	26
	Has the monthly financial reports in terms of Actual versus Budget spend been submitted to the CFO and other appropriate officials?
	 
	 
	8.5.1.1
	 

	27
	Has a copy of the "Asset Acquisition Form" with asset number been sent to Manager:  Information Technology?
	 
	 
	8.5.1.1
	 

	28
	Has Intangible Asset Database been updated?
	 
	 
	8.5.1.1
	 

	29
	Has a copy of the "Asset Acquisition Form" been filed in each individual User File?
	 
	 
	8.5.1.1
	 












CHECKLIST FOR PERFORMING OF ASSET COUNT FOR INTANGIBLE ASSETS (FIRST-TIME ASSET COUNT) 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has Asset Count Procedures been developed?
	 
	 
	8.5.2.1
	 

	2
	Were asset count procedures approved at HOD Meeting?
	 
	 
	8.5.2.1
	 

	3
	Has other Departments been informed of asset count, in writing?
	 
	 
	8.5.2.1
	 

	4
	Has Asset Count Template been prepared for "First-time Full Asset Count - Intangible Assets"?
	 
	 
	8.5.2.1
	 

	5
	Was an Asset Count performed? (Individual Asset Count Team consists of 1 x employee in IT Department + 1 x employee in Finance Department + 1 employee of department where asset count is performed).
	 
	 
	8.5.2.1
	 

	6
	Was the condition of the asset assessed, based on hierarchy in Asset Management Policy?
	 
	 
	8.5.2.1
	 

	7
	Has Asset Count Template been completed?
	 
	 
	8.5.2.1
	 

	8
	Has Asset Count Template been signed?
	 
	 
	8.5.2.1
	 

	9
	Were any deviations from asset count procedures documented?
	 
	 
	8.5.2.1
	 

	10
	Were any deviations from asset count procedures reported immediately?
	 
	 
	8.5.2.1
	 

	11
	Has a User File been prepared for each employee?
	 
	 
	8.5.2.1
	 

	12
	Has a database of all Intangible Assets been prepared as per User Files?
	 
	 
	8.5.2.1
	 

	13
	Has the Database been reconciled with the Intangible Assets in the Asset Register?
	 
	 
	8.5.2.1
	 

	14
	If any differences were found, were they investigated?
	 
	 
	8.5.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	15
	Have the differences been documented?
	 
	 
	8.5.2.1
	 

	16
	Has a final list of all Intangible Assets in the Municipality been prepared?
	 
	 
	8.5.2.1
	 

	17
	Has Current Replacement Cost been obtained for all Intangible Assets not previously recognised?
	 
	 
	8.5.2.1
	 

	18
	Has the remaining useful lives of Intangible Assets been obtained from Database?
	 
	 
	8.5.2.1
	 

	19
	Was fair value of Intangible Asset calculated?
	 
	 
	8.5.2.1
	 

	20
	Has a list of "Intangible Assets not previously recognised" with fair values been sent to Head:  Assets and Expenditure?
	 
	 
	8.5.2.1
	 

	21
	Has fair value calculations of Intangible Assets been reviewed?
	 
	 
	8.5.2.1
	 

	22
	Has the list of "Intangible Assets not previously recognised" with fair values been sent to Finance Committee?
	 
	 
	8.5.2.1
	 

	23
	Has the Finance Committee investigated items on list of "Intangible Assets not previously recognised"?
	 
	 
	8.5.2.1
	 

	24
	Has the Finance Committee approved the list of "Intangible Assets not previously recognised"?
	 
	 
	8.5.2.1
	 

	25
	Has an approved list of "Intangible Assets not previously recognised" been sent to Accountant:  Assets?
	 
	 
	8.5.2.1
	 

	26
	Have "Intangible Assets not previously recognised" been captured in the Asset Register, by using segments of mSCOA?
	 
	 
	8.5.2.1
	 

	27
	Have journals for Intangible Assets not previously recognised been captured on the financial system, by using segments of mSCOA?
	 
	 
	8.5.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	28
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.5.2.1
	 

	29
	If any differences were found, were they investigated?
	 
	 
	8.5.2.1
	 

	30
	Have the differences been corrected?
	 
	 
	8.5.2.1
	 

	31
	Has the list of "Intangible Assets not previously recognised" with audit trail of transfer-in assets, been filed for future references?
	 
	 
	8.5.2.1
	 

	32
	Has test amortisation run been performed, by using segments of mSCOA?
	 
	 
	8.5.2.1
	 

	33
	If any differences were found, were they investigated?
	 
	 
	8.5.2.1
	 

	34
	Have the differences been corrected?
	 
	 
	8.5.2.1
	 

	35
	Has amortisation run been performed, by using segments of mSCOA?
	 
	 
	8.5.2.1
	 

	36
	Has amortisation in Asset Register been reconciled with amortisation in General Ledger, by using segments of mSCOA?
	 
	 
	8.5.2.1
	 

	37
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.5.2.1
	 

	38
	If any differences were found, were they investigated?
	 
	 
	8.5.2.1
	 

	39
	Have the differences been corrected?
	 
	 
	8.5.2.1
	 

	40
	Has a list of all deviations from asset count procedures, been prepared? 
	 
	 
	8.5.2.1
	 

	41
	Has a list of all deviations been submitted to Municipal Manager?
	 
	 
	8.5.2.1
	 








CHECKLIST FOR PERFORMING OF ASSET COUNT FOR INTANGIBLE ASSETS (ANNUAL ASSET COUNT)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has Asset Count Procedures been developed?
	 
	 
	8.5.2.2
	 

	2
	Were asset count procedures approved at HOD Meeting?
	 
	 
	8.5.2.2
	 

	3
	Has other Departments been informed of asset count, in writing?
	 
	 
	8.5.2.2
	 

	4
	Has Asset Count Template been prepared for "Annual Asset Count - Intangible assets"?
	 
	 
	8.5.2.2
	 

	5
	Has a User File of each employee been obtained?
	 
	 
	8.5.2.2
	 

	6
	Was an Asset Count performed? (Individual Asset Count Team consists of 1 x employee in IT Department + 1 x employee in Finance Department + 1 employee of department where asset count is performed).
	 
	 
	8.5.2.2
	 

	7
	Was the condition of the asset assessed, based on hierarchy in Asset Management Policy?
	 
	 
	8.5.2.2
	 

	8
	Has Asset Count Template been completed?
	 
	 
	8.5.2.2
	 

	9
	Has Asset Count Template been signed?
	 
	 
	8.5.2.2
	 

	10
	Were any deviations from asset count procedures documented?
	 
	 
	8.5.2.2
	 

	11
	Were any deviations from asset count procedures reported immediately?
	 
	 
	8.5.2.2
	 

	12
	Was asset count verified with the Intangible Asset Database?
	 
	 
	8.5.2.2
	 

	13
	Has a list of all "Missing Intangible Assets" been prepared, by using segments of mSCOA?
	 
	 
	8.5.2.2
	 

	14
	Has the list of "Missing Intangible Assets" been sent to all Custodians and Manager to whom the Custodian reports?
	 
	 
	8.5.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	15
	Has reasons for "Missing Intangible Assets" been obtained?
	 
	 
	8.5.2.2
	 

	16
	Were Intangible Assets not verified during asset count, physically verified?
	 
	 
	8.5.2.2
	 

	17
	Has "Intangible Asset Transfer Forms" from custodian been completed if asset was transferred?
	 
	 
	8.5.2.2
	 

	18
	Has asset been verified at new location if asset was transferred?
	 
	 
	8.5.2.2
	 

	19
	Has the list of "Missing Assets" been updated?
	 
	 
	8.5.2.2
	 

	20
	Has the Final list of "Missing Assets" been sent to Accountant:  Assets?
	 
	 
	8.5.2.2
	 

	21
	Have values for all "Missing Intangible Assets" been obtained from Asset Register?
	 
	 
	8.5.2.2
	 

	22
	Has the "Missing Intangible Assets List", with values been prepared, by using segments of mSCOA?
	 
	 
	8.5.2.2
	 

	23
	Has list of “Missing Intangible Assets" with values been sent to Finance Committee?
	 
	 
	8.5.2.2
	 

	24
	Has the Finance Committee investigated items on "Missing Intangible Asset List"?
	 
	 
	8.5.2.2
	 

	25
	Has Finance Committee approved "Missing Intangible Asset List"?
	 
	 
	8.5.2.2
	 

	26
	Has a list of all Intangible Assets not previously recognised been prepared?
	 
	 
	8.5.2.2
	 

	27
	Has Current Replacement Cost been obtained for all Intangible Assets not previously recognised?
	 
	 
	8.5.2.2
	 

	28
	Has the remaining useful lives of Intangible Assets been obtained from Database?
	 
	 
	8.5.2.2
	 

	29
	Was fair value of Intangible Asset calculated?
	 
	 
	8.5.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	30
	Has a list of "Intangible Assets not previously recognised" with fair values been sent to Head:  Assets and Expenditure?
	 
	 
	8.5.2.2
	 

	31
	Has fair value calculations of Intangible Assets been reviewed?
	 
	 
	8.5.2.2
	 

	32
	Has the list of "Intangible Assets not previously recognised" with fair values been sent to Finance Committee?
	 
	 
	8.5.2.2
	 

	33
	Has the Finance Committee investigated items on list of "Intangible Assets not previously recognised"?
	 
	 
	8.5.2.2
	 

	34
	Has the Finance Committee approved the list of "Intangible Assets not previously recognised"?
	 
	 
	8.5.2.2
	 

	35
	Has User Files been updated?
	 
	 
	8.5.2.2
	 

	36
	Has the Intangible Asset Database been updated?
	 
	 
	8.5.2.2
	 

	37
	Has the updated Intangible Asset Database, with summary of all changes during the year, been sent to Accountant:  Assets?
	 
	 
	8.5.2.2
	 

	38
	Has Asset Register been updated with information on Intangible Asset Database, by using segments of mSCOA?
	 
	 
	8.5.2.2
	 

	39
	Have journals for all changes to Intangible Assets been posted on the financial system, by using segments of mSCOA?
	 
	 
	8.5.2.2
	 

	40
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.5.2.2
	 

	41
	If any differences were found, were they investigated?
	 
	 
	8.5.2.2
	 

	42
	Have the differences been corrected?
	 
	 
	8.5.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	43
	Has the list of "Intangible Assets not previously recognised" with audit trail of transfer-in assets, been filed for future references?
	 
	 
	8.5.2.2
	 

	44
	Has test amortisation run been performed, by using segments of mSCOA?
	 
	 
	8.5.2.2
	 

	45
	If any differences were found, were they investigated?
	 
	 
	8.5.2.2
	 

	46
	Have the differences been corrected?
	 
	 
	8.5.2.2
	 

	47
	Has amortisation run been performed, by using segments of mSCOA?
	 
	 
	8.5.2.2
	 

	48
	Has amortisation in Asset Register been reconciled with amortisation in General Ledger, by using segments of mSCOA?
	 
	 
	8.5.2.2
	 

	49
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.5.2.2
	 

	50
	If any differences were found, were they investigated?
	 
	 
	8.5.2.2
	 

	51
	Have the differences been corrected?
	 
	 
	8.5.2.2
	 

	52
	Has a list of all deviations from asset count procedures, been prepared? 
	 
	 
	8.5.2.2
	 

	53
	Has a list of all deviations been submitted to Municipal Manager?
	 
	 
	8.5.2.2
	 


	














CHECKLIST FOR IMPAIRMENT OF INTANGIBLE ASSETS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has any indication of impairment been identified?
	 
	 
	8.5.3.1
	 

	2
	Has a list of all impairments been sent to Accountant:  Assets?
	 
	 
	8.5.3.1
	 

	3
	Has indication of impairments been reviewed and determined if there is an actual indication of impairment? 
	 
	 
	8.5.3.1
	 

	4
	Has it been determined if the asset is a cash-generating asset or non-cash generating asset?
	 
	 
	8.5.3.1
	 

	5
	Has the Recoverable Service Amount for Non-Cash Generating Assets been calculated?
	 
	 
	8.5.3.1
	 

	6
	Has the Recoverable Amount for Cash Generating Assets been calculated?
	 
	 
	8.5.3.1
	 

	7
	Has carrying value of assets from asset register been obtained?
	 
	 
	8.5.3.1
	 

	8
	Has impairment been calculated?
	 
	 
	8.5.3.1
	 

	9
	Was it determined whether the asset had prior year impairments or reversal of impairments?
	 
	 
	8.5.3.1
	 

	10
	Has the asset register been updated with impairment, by using segments of mSCOA?
	 
	 
	8.5.3.1
	 

	11
	Have the journals for impairments been captured on financial system, by using segments of mSCOA?
	 
	 
	8.5.3.1
	 

	12
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.5.3.1
	 

	13
	If any differences were found, were they investigated?
	 
	 
	8.5.3.1
	 

	14
	Have the differences been corrected?
	 
	 
	8.5.3.1
	 

	15
	Has the list of Impairments with audit trail of impairments been filed for future references?
	 
	 
	8.5.3.1
	 


CHECKLIST FOR WRITE-OFF OF INTANGIBLE ASSETS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the manager completed the "Modify and Delete Form", by using segments of mSCOA?
	 
	 
	8.5.4.1
	 

	2
	Has the "Modify and Delete Form" been sent to Manager:  Information Systems?
	 
	 
	8.5.4.1
	 

	3
	Has the "Modify and Delete Form" been reviewed?
	 
	 
	8.5.4.1
	 

	4
	Has User File been obtained?
	 
	 
	8.5.4.1
	 

	5
	Has the programme been Removed/Edited?
	 
	 
	8.5.4.1
	 

	6
	Has confirmation been printed as a result of the programme being removed/edited?
	 
	 
	8.5.4.1
	 

	7
	Has confirmation of actions performed been filed in User File?
	 
	 
	8.5.4.1
	 

	8
	Has Intangible Asset Database been updated?
	 
	 
	8.5.4.1
	 

	9
	Has weekly list of all changes been sent to Chief Clerk:  Assets?
	 
	 
	8.5.4.1
	 

	10
	Were all assets written-off to R0 in the Asset Register, by using segments of mSCOA?
	 
	 
	8.5.4.1
	 

	11
	Has list of write-offs been submitted to Accountant:  Assets?
	 
	 
	8.5.4.1
	 

	12
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.5.4.1
	 

	13
	If any differences were found, were they investigated?
	 
	 
	8.5.4.1
	 

	14
	Have the differences been corrected?
	 
	 
	8.5.4.1
	 

	15
	Has list of write-offs with audit trail of write-offs, been filed for future references.
	 
	 
	8.5.4.1
	 

	16
	Has a report been submitted to IT Committee, for all changes that were made?
	 
	 
	8.5.4.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	17
	Was all hardware and software removed from computers, before they were handed in at Asset Store?
	 
	 
	8.5.4.1
	 

	18
	Was all hardware and software removed from computers, before they were sold at an auction?
	 
	 
	8.5.4.1
	 

	19
	Was all hardware and software removed from computers, before they were donated?
	 
	 
	8.5.4.1
	 








































O. [bookmark: _Toc486502442]Checklist for Monthly Meetings (Heritage Assets)

CHECKLIST FOR ACQUISITION OF HERITAGE ASSETS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Were all assets received at central base and was the Manager who ordered the asset contacted?
	 
	 
	8.6.1
	 

	2
	ALTERNATIVE:  Did the Manager, who ordered the asset, receive the asset?
	 
	 
	8.6.1
	 

	3
	Was the documentation signed as proof that asset has been received, agreed to the order and verified to ensure that the asset was in working condition?
	 
	 
	8.6.1
	 

	4
	Has the invoice been certified for payment?
	 
	 
	8.6.1
	 

	5
	Was the invoice sent to Creditors Department?
	 
	 
	8.6.1
	 

	6
	Has the "Asset Acquisition Form" been completed, by using segments of mSCOA?
	 
	 
	8.6.1
	 

	7
	Has "Asset Acquisition Form", with copy of invoice been sent to Chief Clerk:  Assets?
	 
	 
	8.6.1
	 

	8
	Has information on "Asset Acquisition Form" been verified?
	 
	 
	8.6.1
	 

	9
	Has the asset been barcoded?
	 
	 
	8.6.1
	 

	10
	Has the "Asset Acquisition Form" been updated with barcode and any other short comings?
	 
	 
	8.6.1
	 

	11
	Has the asset been captured on the Asset Register, by using segments of msCOA?
	 
	 
	8.6.1
	 

	12
	Has a monthly list of all acquisitions been prepared?
	 
	 
	8.6.1
	 

	13
	Has a monthly list of acquisitions been submitted to Accountant:  Assets?
	 
	 
	8.6.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	14
	Has Asset Register been reconciled with General Ledger? Has it been confirmed that there are no differences for Cost, Accumulated Depreciation, Accumulated Impairment Losses and Carrying Values?
	 
	 
	8.6.1
	 

	15
	If any differences were found, were they investigated?
	 
	 
	8.6.1
	 

	16
	Have the differences been corrected?
	 
	 
	8.6.1
	 

	17
	Has a list of Acquisitions, with audit trail of acquisitions, been filed for future references?
	 
	 
	8.6.1
	 

	18
	Has monthly financial reports in terms of Actual versus Budget spend been submitted to the CFO and other appropriate officials?
	 
	 
	8.6.1
	 





























CHECKLIST FOR PERFORMING OF ASSET COUNT FOR HERITAGE ASSETS (FIRST-TIME FULL ASSET COUNT)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has Asset Count Procedures been developed?
	 
	 
	8.6.2.1
	 

	2
	Were asset count procedures approved at HOD Meeting?
	 
	 
	8.6.2.1
	 

	3
	Has other Departments been informed of asset count, in writing?
	 
	 
	8.6.2.1
	 

	4
	Has Asset Count Template been prepared for "First-time Full Asset Count - Heritage Assets"?
	 
	 
	8.6.2.1
	 

	5
	Was Asset Count performed (Individual Asset Count Team consist of 2 x employees in Finance Department + 1 employee of department where asset count is performed)?
	 
	 
	8.6.2.1
	 

	6
	Was asset count verified with information on Asset Register?
	 
	 
	8.6.2.1
	 

	7
	Has a list of all "Missing Assets" been prepared, by using segments of mSCOA?
	 
	 
	8.6.2.1
	 

	8
	Has list of "Missing Asset" been sent to all Custodians and Manager to whom Custodian report?
	 
	 
	8.6.2.1
	 

	9
	Have reasons for "Missing Assets" been obtained?
	 
	 
	8.6.2.1
	 

	10
	Has assets not verified during asset count been physically verified?
	 
	 
	8.6.2.1
	 

	11
	Were "Asset Transfer Forms" obtained from custodian if asset was transferred?
	 
	 
	8.6.2.1
	 

	12
	Has asset been verified at new location if asset was transferred?
	 
	 
	8.6.2.1
	 

	13
	Has a copy of receipt been obtained for assets handed-in at Asset Store?
	 
	 
	8.6.2.1
	 

	14
	Has existence of asset at Asset Store been verified?
	 
	 
	8.6.2.1
	 

	15
	Was list of "Missing Assets" updated?
	 
	 
	8.6.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	16
	Has Final list of "Missing Assets" been sent to Accountant:  Assets?
	 
	 
	8.6.2.1
	 

	17
	Has values from Asset Register been obtained for all "Missing Assets"?
	 
	 
	8.6.2.1
	 

	18
	Was list of “Missing Assets" with values sent to Financial Committee?
	 
	 
	8.6.2.1
	 

	19
	Did Financial Committee investigate items on the list of "Missing Assets"?
	 
	 
	8.6.2.1
	 

	20
	Did Financial Committee approve the list of "Missing Assets"?
	 
	 
	8.6.2.1
	 

	21
	Has an approved "Missing Asset List" been sent to Accountant:  Assets?
	 
	 
	8.6.2.1
	 

	22
	Have assets been written-off on Asset Register, by using segments of mSCOA?
	 
	 
	8.6.2.1
	 

	23
	Have journals for assets written-off been captured on financial system, by using segments of mSCOA?
	 
	 
	8.6.2.1
	 

	24
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.6.2.1
	 

	25
	If any differences were found, were they investigated?
	 
	 
	8.6.2.1
	 

	26
	Have the differences been corrected?
	 
	 
	8.6.2.1
	 

	27
	Has list of "Missing Assets" with audit trail of write-offs been filed for future references?
	 
	 
	8.6.2.1
	 

	28
	Has a list of all assets, identified during the asset count, without a barcode been prepared?
	 
	 
	8.6.2.1
	 

	29
	Was asset register reviewed, to identify if asset was not previously recorded on asset register?
	 
	 
	8.6.2.1
	 

	30
	Have assets without barcodes, been barcoded?
	 
	 
	8.6.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	31
	Has a final list of "Assets not previously recognised", with remaining useful lives been prepared?
	 
	 
	8.6.2.1
	 

	32
	Has final list of "Assets not previously recognised" been sent to Accountant:  Assets?
	 
	 
	8.6.2.1
	 

	33
	Have fair values been obtained from registered Valuer for all assets not previously recognised?
	 
	 
	8.6.2.1
	 

	34
	Has list of "Assets not previously recognised" with fair values been sent to Head:  Assets and Expenditure?
	 
	 
	8.6.2.1
	 

	35
	Has fair value calculations of assets been reviewed?
	 
	 
	8.6.2.1
	 

	36
	Has a list of "Assets not previously recognised" with fair values been sent to Finance Committee?
	 
	 
	8.6.2.1
	 

	37
	Has Finance Committee investigated items on the list of "Assets not previously recognised"?
	 
	 
	8.6.2.1
	 

	38
	Has Finance Committee approved list of "Assets not previously recognised"?
	 
	 
	8.6.2.1
	 

	39
	Has "Assets not previously recognised" been captured in Asset Register, by using segments of mSCOA?
	 
	 
	8.6.2.1
	 

	41
	Have journals for assets not previously recognised been captured on financial system, by using segments of mSCOA?
	 
	 
	8.6.2.1
	 

	42
	Has the Asset Register been reconciled with General Ledger? 
	 
	 
	8.6.2.1
	 

	43
	If any differences were found, were they investigated?
	 
	 
	8.6.2.1
	 

	44
	Have the differences been corrected?
	 
	 
	8.6.2.1
	 

	45
	Has a list of "Assets not previously recognised" with audit trail of transfer-in assets, been filed for future references?
	 
	 
	8.6.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	46
	Has condition rating of all assets been obtained from asset count teams?
	 
	 
	8.6.2.1
	 

	47
	Has Asset Register been updated with condition ratings?
	 
	 
	8.6.2.1
	 

	48
	Has a list of all "Obsolete Assets" been prepared, by using segments of mSCOA?
	 
	 
	8.6.2.1
	 

	49
	Has list of "Obsolete Assets" been sent to all Custodians and Manager to whom Custodian report?
	 
	 
	8.6.2.1
	 

	50
	Has confirmation that list of "Obsolete stock" is correct, been requested?
	 
	 
	8.6.2.1
	 

	51
	Have Managers in all Departments sent "Asset Replacement Forms" and accompanying Copy of receipt from Asset Store to the Chief Clerk:  Assets?
	 
	 
	8.6.2.1
	 

	52
	Has Managers in all departments been requested to send obsolete assets to Asset Store?
	 
	 
	8.6.2.1
	 

	53
	Was asset received at Asset Stores?
	 
	 
	8.6.2.1
	 

	54
	Has information on "Asset Replacement Form" been verified with list of obsolete Assets?
	 
	 
	8.6.2.1
	 

	55
	Was a receipt issued for asset received?
	 
	 
	8.6.2.1
	 

	56
	Has Managers in all Departments sent "Asset Replacement Form" and Copy of receipt from Asset Store to Chief Clerk:  Assets?
	 
	 
	8.6.2.1
	 

	57
	Has "Asset Replacement Form" and Copy of receipt from Asset Store been reviewed?
	 
	 
	8.6.2.1
	 

	58
	Has replaced asset been written-off on Asset Register, by using segments of mSCOA?
	 
	 
	8.6.2.1
	 

	60
	Has a list of all write-offs been prepared?
	 
	 
	8.6.2.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	61
	Has a list of write-offs been sent to Finance Committee?
	 
	 
	8.6.2.1
	 

	62
	Has Finance Committee investigated items on list of write-offs?
	 
	 
	8.6.2.1
	 

	63
	Has Finance Committee approved list of write-offs?
	 
	 
	8.6.2.1
	 

	64
	Has a list of write-offs been submitted to Accountant:  Assets?
	 
	 
	8.6.2.1
	 

	65
	Has the Asset Register been reconciled with General Ledger? 
	 
	 
	8.6.2.1
	 

	66
	If any differences were found, were the differences investigated?
	 
	 
	8.6.2.1
	 

	67
	Have the differences been corrected?
	 
	 
	8.6.2.1
	 

	68
	Has the list of write-offs with audit trail of acquisitions, been filed for future references?
	 
	 
	8.6.2.1
	 

	69
	Has a list of all deviations from asset count procedures been prepared?
	 
	 
	8.6.2.1
	 

	70
	Has a list of all deviations been submitted to Municipal Manager?
	 
	 
	8.6.2.1
	 























CHECKLIST FOR PERFORMING OF ASSET COUNT FOR HERITAGE ASSETS (ANNUAL ASSET COUNT)

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has Asset Count Procedures been developed?
	 
	 
	8.6.2.2
	 

	2
	Were asset count procedures approved at HOD Meeting?
	 
	 
	8.6.2.2
	 

	3
	Has other Departments been informed of asset count, in writing?
	 
	 
	8.6.2.2
	 

	4
	Has Asset Count Template been prepared for "Annual Asset Count - Heritage Assets"?
	 
	 
	8.6.2.2
	 

	5
	Has Asset Count Template been populated with information obtained from Asset Register?
	 
	 
	8.6.2.2
	 

	6
	Was Asset Count performed (Individual Asset Count Team consist of 2 x employees in Finance Department + 1 employee of Department where asset count is performed)?
	 
	 
	8.6.2.2
	 

	7
	Was asset count verified with information on Asset Register?
	 
	 
	8.6.2.2
	 

	8
	Has a list of all "Missing Assets" been prepared, by using segments of mSCOA?
	 
	 
	8.6.2.2
	 

	9
	Has a list of "Missing Asset" been sent to all Custodians and Manager to whom Custodians report?
	 
	 
	8.6.2.2
	 

	10
	Have reasons for "Missing Assets" been obtained?
	 
	 
	8.6.2.2
	 

	11
	Has assets not verified during asset count been physically verified?
	 
	 
	8.6.2.2
	 

	12
	Were "Asset Transfer Forms" obtained from custodian if asset was transferred?
	 
	 
	8.6.2.2
	 

	13
	Has the asset been verified at the new location for transfer thereof?
	 
	 
	8.6.2.2
	 

	14
	Has a copy of receipt been obtained for assets handed-in at Asset Store?
	 
	 
	8.6.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	15
	Has existence of asset at Asset Store been verified?
	 
	 
	8.6.2.2
	 

	16
	Was list of "Missing Assets" updated?
	 
	 
	8.6.2.2
	 

	17
	Has Final list of "Missing Assets" been sent to Accountant:  Assets?
	 
	 
	8.6.2.2
	 

	18
	Has values from Asset Register been obtained for all "Missing Assets"?
	 
	 
	8.6.2.2
	 

	19
	Was list of “Missing Assets" with values sent to Financial Committee?
	 
	 
	8.6.2.2
	 

	20
	Did Financial Committee investigate items on list of "Missing Assets"?
	 
	 
	8.6.2.2
	 

	21
	Did Financial Committee approve list of "Missing Assets"?
	 
	 
	8.6.2.2
	 

	22
	Have assets been written-off on Asset Register, by using segments of mSCOA?
	 
	 
	8.6.2.2
	 

	23
	Have journals for assets written-off been captured on financial system, by using segments of mSCOA?
	 
	 
	8.6.2.2
	 

	24
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.6.2.2
	 

	25
	If any differences were found, were they investigated?
	 
	 
	8.6.2.2
	 

	26
	Have the differences been corrected?
	 
	 
	8.6.2.2
	 

	27
	Has list of "Missing Assets" with audit trail of write-offs been filed for future references?
	 
	 
	8.6.2.2
	 

	28
	Has a list of all assets, identified during the asset count, without a barcode been prepared?
	 
	 
	8.6.2.2
	 

	29
	Was asset register reviewed, to identify if asset was not previously recorded on asset register?
	 
	 
	8.6.2.2
	 

	30
	Have assets without barcodes, been barcoded?
	 
	 
	8.6.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	31
	Has final list of "Assets not previously recognised" been sent to Accountant:  Assets?
	 
	 
	8.6.2.2
	 

	32
	Have fair values been obtained from registered Valuer for all assets not previously recognised?
	 
	 
	8.6.2.2
	 

	33
	Has list of "Assets not previously recognised" with fair values been sent to Head:  Assets and Expenditure?
	 
	 
	8.6.2.2
	 

	34
	Has fair value calculations of assets been reviewed?
	 
	 
	8.6.2.2
	 

	35
	Has a list of "Assets not previously recognised" with fair values been sent to Finance Committee?
	 
	 
	8.6.2.2
	 

	36
	Has Finance Committee investigated items on the list of "Assets not previously recognised"?
	 
	 
	8.6.2.2
	 

	37
	Has Finance Committee approved list of "Assets not previously recognised"?
	 
	 
	8.6.2.2
	 

	38
	Has an approved list of "Assets not previously recognised" been sent to Accountant:  Assets?
	 
	 
	8.6.2.2
	 

	39
	Has "Assets not previously recognised" been captured in Asset Register, by using segments of mSCOA?
	 
	 
	8.6.2.2
	 

	40
	Have journals for assets not previously recognised been captured on financial system, by using segments of mSCOA?
	 
	 
	8.6.2.2
	 

	41
	Has the Asset Register been reconciled with General Ledger? 
	 
	 
	8.6.2.2
	 

	42
	If any differences were found, were they investigated?
	 
	 
	8.6.2.2
	 

	43
	Have the differences been corrected?
	 
	 
	8.6.2.2
	 

	44
	Has the list of "Assets not previously recognised" with audit trail of transfer-in assets, been filed for future references?
	 
	 
	8.6.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	45
	Has condition rating of all assets been obtained from asset count teams?
	 
	 
	8.6.2.2
	 

	46
	Has RUL been compared with RUL of prior year?
	 
	 
	8.6.2.2
	 

	47
	Has list of "Changes in useful lives" been sent to Accountant:  Assets?
	 
	 
	8.6.2.2
	 

	48
	Was Remaining Useful Life calculations reviewed and split into different categories?
	 
	 
	8.6.2.2
	 

	49
	Has the Asset Register been updated with all remaining useful lives?
	 
	 
	8.6.2.2
	 

	50
	Has a list of all "Obsolete Assets" been prepared, by using segments of mSCOA?
	 
	 
	8.6.2.2
	 

	51
	Has list of "Obsolete Assets" been sent to all Custodians and Manager to whom Custodian report?
	 
	 
	8.6.2.2
	 

	52
	Has confirmation that list of "Obsolete stock" is correct, been requested?
	 
	 
	8.6.2.2
	 

	53
	Were Managers in all departments requested to complete "Asset Replacement Form", by using segments of mSCOA?
	 
	 
	8.6.2.2
	 

	54
	Has Managers in all departments been requested to send obsolete assets to Asset Store?
	 
	 
	8.6.2.2
	 

	55
	Was asset received at Asset Stores?
	 
	 
	8.6.2.2
	 

	56
	Has information on "Asset Replacement Form" been verified with list of obsolete Assets?
	 
	 
	8.6.2.2
	 

	57
	Was a receipt issued for asset received?
	 
	 
	8.6.2.2
	 

	58
	Has Managers in all Departments sent "Asset Replacement Form" and Copy of receipt from Asset Store to Chief Clerk:  Assets?
	 
	 
	8.6.2.2
	 

	59
	Has "Asset Replacement Form" and Copy of receipt from Asset Store been reviewed?
	 
	 
	8.6.2.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	60
	Has replaced asset been written-off on Asset Register, by using segments of mSCOA?
	 
	 
	8.6.2.2
	 

	61
	Has a list of all write-offs been prepared, by using segments of mSCOA?
	 
	 
	8.6.2.2
	 

	62
	Has a list of write-offs been sent to Finance Committee?
	 
	 
	8.6.2.2
	 

	63
	Has Finance Committee investigated items on list of write-offs?
	 
	 
	8.6.2.2
	 

	64
	Has Finance Committee approved list of write-offs?
	 
	 
	8.6.2.2
	 

	65
	Has a list of write-offs been submitted to Accountant:  Assets?
	 
	 
	8.6.2.2
	 

	66
	Has the list of write-offs with audit trail of acquisitions, been filed for future references?
	 
	 
	8.6.2.2
	 

	67
	Has a list of all deviations from asset count procedures been prepared?
	 
	 
	8.6.2.2
	 

	68
	Has a list of all deviations been submitted to Municipal Manager?
	 
	 
	8.6.2.2
	 


























CHECKLIST FOR TRANSFER OF HERITAGE ASSETS WITHIN THE MUNICIPALITY 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has an "Asset Transfer" form been completed, by using segments of mSCOA?
	 
	 
	8.6.3.1
	 

	2
	Has the Manager of each section approved asset transfer?
	 
	 
	8.6.3.1
	 

	3
	Has the "Asset Transfer" form been reviewed and field updated if needed?
	 
	 
	8.6.3.1
	 

	4
	Has the Asset Register been updated, by using segments of mSCOA?
	 
	 
	8.6.3.1
	 

	5
	Has the list of asset transfers with audit trail of transfers, been filed for future references?
	 
	 
	8.6.3.1
	 



































CHECKLIST FOR IMPAIRMENT OF HERITAGE ASSETS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has any indication of impairment been identified?
	 
	 
	8.6.4.1
	 

	2
	Has a list of all impairments been sent to Accountant:  Assets?
	 
	 
	8.6.4.1
	 

	3
	Has indication of impairments been reviewed and has it been determined if there is an actual indication of impairment?
	 
	 
	8.6.4.1
	 

	4
	Has it been determined if the asset is a cash-generating asset or non-cash generating asset?
	 
	 
	8.6.4.1
	 

	5
	Has the Recoverable Service Amount for Non-Cash Generating Assets been calculated?
	 
	 
	8.6.4.1
	 

	6
	Has the Recoverable Amount for Cash Generating Assets been calculated?
	 
	 
	8.6.4.1
	 

	7
	Has carrying value of assets from asset register been obtained?
	 
	 
	8.6.4.1
	 

	8
	Has impairment been calculated?
	 
	 
	8.6.4.1
	 

	9
	Was it determined whether the asset had prior year impairments or reversal of impairments?
	 
	 
	8.6.4.1
	 

	10
	Has the asset register been updated with impairment, by using segments of mSCOA?
	 
	 
	8.6.4.1
	 

	11
	Have the journals for impairments been captured on financial system, by using segments of mSCOA?
	 
	 
	8.6.4.1
	 

	12
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.6.4.1
	 

	13
	If any differences were found, were they investigated?
	 
	 
	8.6.4.1
	 

	14
	Have the differences been corrected?
	 
	 
	8.6.4.1
	 

	15
	Has the list of Impairments with audit trail of impairments been filed for future references?
	 
	 
	8.6.4.1
	 


CHECKLIST FOR DISPOSAL OF HERITAGE ASSETS  

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a list of all obsolete assets in Asset Store been maintained, by using segments of mSCOA?
	 
	 
	8.6.5.1
	 

	2
	Has the need for an auction been identified?
	 
	 
	8.6.5.1
	 

	3
	Has the list of all obsolete items in Asset Store been sent to Heads of Department?
	 
	 
	8.6.5.1
	 

	4
	Was the Head of Departments requested to indicate if items can be sold and if there are any additional items that they would like to dispose of?
	 
	 
	8.6.5.1
	 

	5
	Has the Heads of Department updated disposal list?
	 
	 
	8.6.5.1
	 

	6
	Has the Heads of Department signed the list of disposals?
	 
	 
	8.6.5.1
	 

	7
	Have the Heads of Department sent the disposal list to Chief Clerk:  Assets
	 
	 
	8.6.5.1
	 

	8
	Has all disposal lists been consolidated?
	 
	 
	8.6.5.1
	 

	9
	Has items on disposal list been verified with Asset Register?
	 
	 
	8.6.5.1
	 

	10
	Has list of write-offs with audit trail of write-offs, been filed for future references?
	 
	 
	8.6.5.1
	 

	11
	Has inputs from National and Provincial Treasury been requested for all non-exempt assets to be transferred or disposed?
	 
	 
	8.6.5.1
	 

	12
	Has a list of items to be sold been submitted to the Finance Committee?
	 
	 
	8.6.5.1
	 

	13
	Has Finance Committee investigated items on list by taking into account the provisions of section 14 of the MFMA?
	 
	 
	8.6.5.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	14
	Has Supply Chain Management Procedures been followed to perform auction?
	 
	 
	8.6.5.1
	 

	15
	Has auction been advertised in newspapers and on municipal website?
	 
	 
	8.6.5.1
	 

	16
	Was auction held?
	 
	 
	8.6.5.1
	 

	17
	Has a letter been received from auctioneer, indicating proceeds of auction, commission paid and items sold?
	 
	 
	8.6.5.1
	 

	18
	Have all assets that were sold, been written-off to R0 in the Asset Register, by using segments of mSCOA?
	 
	 
	8.6.5.1
	 

	19
	Has a list of write-offs been submitted to Accountant:  Assets?
	 
	 
	8.6.5.1
	 

	20
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.6.5.1
	 

	21
	If any differences were found, were they investigated?
	 
	 
	8.6.5.1
	 

	22
	Have the differences been corrected?
	 
	 
	8.6.5.1
	 

	23
	Has a list of write-offs with audit trail of write-offs, been filed for future references?
	 
	 
	8.6.5.1
	 

	24
	Have journals for sale of asset transactions been captured on the financial system, by using segments of mSCOA?
	 
	 
	8.6.5.1
	 

	25
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.6.5.1
	 

	26
	If any differences were found, were they investigated?
	 
	 
	8.6.5.1
	 

	27
	Have the differences been corrected?
	 
	 
	8.6.5.1
	 

	28
	Has a report of all assets that were sold been prepared?
	 
	 
	8.6.5.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	29
	Has the report been submitted to Finance Committee, indicating all items that were sold and proceeds from the auction?
	 
	 
	8.6.5.1
	 

	30
	Has an information statement containing a list of disposed assets been placed on municipal website?
	 
	 
	8.6.5.1
	 











































P. [bookmark: _Toc486502443]Checklist for Monthly Meetings (Agricultural Assets)

CHECKLIST FOR ACQUISITION OF BIOLOGICAL ASSETS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Were all assets received at central base and was the Manager who ordered the asset contacted?
	 
	 
	8.7.1.1
	 

	2
	ALTERNATIVE:  Did the Manager, who ordered the asset, receive the asset?
	 
	 
	8.7.1.1
	 

	3
	Was the documentation signed as proof that asset has been received, agreed with the order placed and that the asset was in working condition?
	 
	 
	8.7.1.1
	 

	4
	Has the invoice been certified for payment?
	 
	 
	8.7.1.1
	 

	5
	Was the invoice sent to Creditors Department?
	 
	 
	8.7.1.1
	 

	6
	Has the "Asset Acquisition Form" been completed, by using segments of mSCOA?
	 
	 
	8.7.1.1
	 

	7
	Has "Asset Acquisition Form", with copy of invoice been sent to Chief Clerk:  Assets?
	 
	 
	8.7.1.1
	 

	8
	Has information on "Asset Acquisition Form" been verified?
	 
	 
	8.7.1.1
	 

	9
	Has the "Asset Acquisition Form" been updated with any other short comings?
	 
	 
	8.7.1.1
	 

	10
	Has asset been captured on the Asset Register, by using segments of mSCOA?
	 
	 
	8.7.1.1
	 

	11
	Has a monthly list of all acquisitions been prepared?
	 
	 
	8.7.1.1
	 

	12
	Has a monthly list of acquisitions been submitted to Accountant:  Assets?
	 
	 
	8.7.1.1
	 

	13
	Has Asset Register been reconciled with General Ledger?
	 
	 
	8.7.1.1
	 

	14
	If any differences were found, were they investigated?
	 
	 
	8.7.1.1
	 

	15
	Have the differences been corrected?
	 
	 
	8.7.1.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	16
	Has a list of Acquisitions, with audit trail of acquisitions, been filed for future references?
	 
	 
	8.7.1.1
	 

	17
	Has monthly financial reports in terms of Actual versus Budget spend been submitted to the CFO and other appropriate officials?
	 
	 
	8.7.1.1
	 











































Q. [bookmark: _Toc486502444]Checklist for Monthly Meetings (Cash Management)

CHECKLIST FOR MUNICIPAL BANK ACCOUNTS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a Cash Management and Investment Policy been developed?
	 
	 
	8.8.1
	 

	2
	Has a workshop been held for draft Cash Management and Investment Policy with all Stakeholders?
	 
	 
	8.8.1
	 

	3
	Has a final Cash Management and Investment Policy been submitted to Council for approval?
	 
	 
	8.8.1
	 

	4
	Has the Cash Management and Investment Policy been implemented?
	 
	 
	8.8.1
	 

	5
	Has at least one bank account been opened and maintained in the name of the municipality? (Primary Bank Account)
	 
	 
	8.8.1
	 

	6
	Was the procuring process for a contract for banking services commenced at least nine months before the end of an existing contract, by following specific Supply Chain Management procedures on Procurement of Banking Services?
	 
	 
	8.8.1
	 

	7
	Has it been ensured that any new banking arrangements are taking effect from the first day of the financial year ensuing after the bid has been awarded?
	 
	 
	8.8.1
	 

	8
	If the Municipality has only one bank account, is this account the Municipality's primary bank account?
	 
	 
	8.8.1
	 

	9
	If the Municipality has more than one bank account, is one of the bank accounts designated as its primary bank account?
	 
	 
	8.8.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	10
	Has the name of the bank where the primary bank account of the municipality is held, the type- and number of the account been submitted to National Treasury, the relevant Provincial Treasury and the Auditor-General, in writing?
	 
	 
	8.8.1
	 

	11
	If the municipality wants to change its primary bank account, Was the National Treasury and the Auditor-General informed in writing, at least 30 days before effecting the change?
	 
	 
	8.8.1
	 

	12
	Has the National Treasury and Auditor-General annually, in writing, before the start of a financial year, been informed of the name of each bank where the municipality holds a bank account, the type- and number of each account?
	 
	 
	8.8.1
	 

	13
	Has all money received been promptly paid into the Primary Bank Account of the Municipality?
	 
	 
	8.8.1
	 

	14
	Has a consolidated report of all withdrawals made been prepared in terms subsection (1) (b) to (j) of section 11 of the MFMA?
	 
	 
	8.8.1
	 

	15
	Was the following submitted within 30 days after the end of each quarter:
	 
	 
	
	 

	
	- Consolidated report tabled to Council of all withdrawals made in terms subsection (1) (b) to (j) of section 11 of the MFMA?
	 
	 
	
	 

	
	- A copy of the report to the relevant Provincial Treasury and the Auditor-General?
	 
	 
	8.8.1
	 








CHECKLIST FOR CASH INVESTMENTS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a Cash Management and Investment Policy been developed?
	 
	 
	8.8.2
	 

	2
	Has a workshop been held for draft Cash Management and Investment Policy with all Stakeholders?
	 
	 
	8.8.2
	 

	3
	Has a final Cash Management and Investment Policy been submitted to Council for approval?
	 
	 
	8.8.2
	 

	4
	Has the Cash Management and Investment Policy been implemented?
	 
	 
	8.8.2
	 

	5
	Has any surplus funds been invested with deposit taking institutions, registered in terms of the Banks Act 94 of 1990, for terms not exceeding one year in anticipation of cash flow expectations?
	 
	 
	8.8.2
	 

	6
	For periods exceeding one year, has any surplus funds been invested, with prior Council approval, at other institutions/instruments approved in the National Treasury regulations?
	 
	 
	8.8.2
	 

	7
	Was any surplus funds (short-term or long-term) invested with approved institutions which have an A rating?
	 
	 
	8.8.2
	 

	8
	Has cash flow estimates been prepared monthly for the following 12 months, taking into account the Procurement Plan for both the operational and the capital budgets and estimate receipts?
	 
	 
	8.8.2
	 

	9
	Was the availability of surplus funds and the period of availability of the funds determined?

	 
	 
	8.8.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	10
	Was consideration given to whether the surplus funds may be utilised at an equivalent rate to substitute external borrowing? 
	 
	 
	8.8.2
	 

	11
	Has SCM processes been followed to obtain at least three written quotations from financial institutions for various forms of investment, investment terms and rates of interest?
	 
	 
	8.8.2
	 

	12
	Were financial institutions advised that in submitting quotations, they must offer their best rates of interest and that no further negotiation or discussion will be entered into with them after they have submitted their quotation?
	 
	 
	8.8.2
	 

	13
	Have the previous track record and credit-worthiness of financial institutions been evaluated and if the Municipality will not be over-exposed if any funds are invested?
	 
	 
	8.8.2
	 

	14
	Has financial institution been appointed to invest surplus funds?
	 
	 
	8.8.2
	 

	15
	Has the financial institution been requested to issue a certificate for each and every investment made indicating that no payment of any commission or payment in kind will be made to any party in respect of the investment?
	 
	 
	8.8.2
	 

	16
	Has a certificate been obtained from financial institution?
	 
	 
	8.8.2
	 

	17
	Has certificate been filed for future references?
	 
	 
	8.8.2
	 

	18
	Has an investment register been prepared?
	 
	 
	8.8.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	19
	Have funds been transferred to financial institution by following EFT procedures as set out in standard operating procedures on payments? (Refer to Expenditure Cycle)
	 
	 
	8.8.2
	 

	20
	Has the investment made been recorded in the Investment Register?
	 
	 
	8.8.2
	 

	21
	Have all investment bank account statements been obtained?
	 
	 
	8.8.2
	 

	22
	Has interest received on conditional grants been recognised as "own revenue"?
	 
	 
	8.8.2
	 

	23
	Has interest received journal been captured, by using segments of mSCOA?
	 
	 
	8.8.2
	 

	24
	Has general ledger accounts for cash investments been obtained?
	 
	 
	8.8.2
	 

	25
	Has investment register been reconciled with general ledger?
	 
	 
	8.8.2
	 

	26
	If any differences were found, were the differences investigated?
	 
	 
	8.8.2
	 

	27
	Have the differences been corrected?
	 
	 
	8.8.2
	 

	28
	Has reconciliation been reviewed and signed as proof of review?
	 
	 
	8.8.2
	 

	29
	Has the reconciliation been filed for audit purposes/future reference?
	 
	 
	8.8.2
	 

	30
	Has a report of the Municipality's investment portfolio, in prescribed format of National Treasury, been prepared?
	 
	 
	8.8.2
	 

	31
	Has an investment report been submitted to Council for consideration?
	 
	 
	8.8.2
	 

	32
	Has normal receipting procedures been followed when any funds are withdrawn from investments or when any investment mature?
	 
	 
	8.8.2
	 


CHECKLIST FOR BANK RECONCILIATIONS    

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has bank statements been obtained from financial institution?
	 
	 
	8.8.3
	 

	2
	Has cash book (receipts) been obtained from Accountant:  Income?
	 
	 
	8.8.3
	 

	3
	Has outstanding deposits, on previous month bank reconciliation, been reconciled with bank statements?
	 
	 
	8.8.3
	 

	4
	Was any previous month's deposits not shown on bank statements reported immediately to Head:  Income, Head:  Budget and Treasury and Chief Financial Officer for investigation?
	 
	 
	8.8.3
	 

	5
	Has previous month outstanding deposits been Investigated immediately?
	 
	 
	8.8.3
	 

	6
	Has any non-compliance been reported to the Municipal Manager? If needed, did the Municipal Manager take further action as set out in the MFMA and Council Policies?
	 
	 
	8.8.3
	 

	7
	Has cash book (receipts) been reconciled with Bank Statements?
	 
	 
	8.8.3
	 

	8
	If any differences were found, were the differences investigated?
	 
	 
	8.8.3
	 

	9
	Has a list of all differences found, been prepared?
	 
	 
	8.8.3
	 

	10
	Has Accountant:  Income been requested to correct any differences found?
	 
	 
	8.8.3
	 

	11
	Has differences been corrected within 2 working days?
	 
	 
	8.8.3
	 

	12
	Has a list of all outstanding deposits been prepared, by using segments of mSCOA?
	 
	 
	8.8.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	13
	Has cash book (payments) been obtained from Accountant:  Expenditure?
	 
	 
	8.8.3
	 

	14
	Has outstanding payments, on previous month bank reconciliation, been reconciled with bank statements?
	 
	 
	8.8.3
	 

	15
	Have any outstanding payments from previous month been reported to Accountant:  Expenditure and Head:  Assets and Expenditure for investigation?
	 
	 
	8.8.3
	 

	16
	Has outstanding payments from previous month been investigated and payments corrected if needed?
	 
	 
	8.8.3
	 

	17
	Has the cash book (payments) been reconciled with Bank Statements?
	 
	 
	8.8.3
	 

	18
	If any differences were found, were the differences investigated?
	 
	 
	8.8.3
	 

	19
	Has a list of all differences found, been prepared?
	 
	 
	8.8.3
	 

	20
	Has Accountant:  Expenditure been requested to correct any differences found?
	 
	 
	8.8.3
	 

	21
	Has any differences been corrected within 2 working days?
	 
	 
	8.8.3
	 

	22
	Have payments older than 6 months been reversed?
	 
	 
	8.8.3
	 

	23
	Has a list of outstanding payments been prepared, by using segments of mSCOA?
	 
	 
	8.8.3
	 

	24
	Has bank reconciliation been prepared, for each bank account of the municipality, within 8 working days after the end of the month?
	 
	 
	8.8.3
	 

	25
	Has the monthly bank reconciliation been submitted, with supporting documentation, to Head:  Budget and Treasury for review?
	 
	 
	8.8.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	26
	Has the bank reconciliation been reviewed and signed as proof of review?
	 
	 
	8.8.3
	 

	27
	Has bank reconciliation been filed for future references?
	 
	 
	8.8.3
	 

	28
	Has monthly reports been prepared to be submitted to Council?
	 
	 
	8.8.3
	 

	29
	Have reports been submitted to Council?
	 
	 
	8.8.3
	 


           







































R. [bookmark: _Toc486502445]Checklist for Monthly Meetings (Insurance Claims)

CHECKLIST FOR INSURANCE CLAIMS       

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has an event report been prepared?
	 
	 
	8.9.1
	 

	2
	Has event report been sent to manager?
	 
	 
	8.9.1
	 

	3
	Have comments on event report been documented?
	 
	 
	8.9.1
	 

	4
	Has event report been sent to Head of Department?
	 
	 
	8.9.1
	 

	5
	Have suggestions/actions been documented and event report sent to Clerk:  Assets?
	 
	 
	8.9.1
	 

	6
	Have details of asset been agreed to asset register and insurance schedule?
	 
	 
	8.9.1
	 

	7
	Has insurance claim been completed?
	 
	 
	8.9.1
	 

	8
	Has insurance claim been reviewed and confirmed that it agrees with supporting documentation?
	 
	 
	8.9.1
	 

	9
	Has insurance claim been signed?
	 
	 
	8.9.1
	 

	10
	Has signed insurance claim, with supporting documentation (quotes, etc.) been sent to insurance brokers?
	 
	 
	8.9.1
	 

	11
	Has asset been written-off in Asset Register, by using segments of mSCOA?
	 
	 
	8.9.1
	 

	12
	Has a list of write-offs been submitted to Accountant:  Assets?
	 
	 
	8.9.1
	 

	13
	Has Asset Register been reconciled with General Ledger? 
	 
	 
	8.9.1
	 

	14
	If any differences were found, were the differences investigated?
	 
	 
	8.9.1
	 

	15
	Have the differences been corrected?
	 
	 
	8.9.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	16
	File list of write-offs with audit trail of write-offs, for future references.
	 
	 
	8.9.1
	 

	17
	Has a list of items written-off been submitted to Finance Committee?
	 
	 
	8.9.1
	 

	18
	Was insurance claim kept on file at asset management?
	 
	 
	8.9.1
	 

	19
	Has copy of insurance claim been sent to Archives?
	 
	 
	8.9.1
	 

	20
	Has approval/rejection been obtained from insurance brokers?
	 
	 
	8.9.1
	 

	21
	Has outcome been forwarded to Head of Department?
	 
	 
	8.9.1
	 

	22
	Has proof of payment been received with regards to Insurance Claim?
	 
	 
	8.9.1
	 

	23
	Has proof of payment been sent to Head:  Cashier?
	 
	 
	8.9.1
	 

	24
	Has asset been written-off to R0 in Asset Register, by using segments of mSCOA?
	 
	 
	8.9.1
	 

	25
	Has a list of write-offs been submitted to Accountant:  Assets?
	 
	 
	8.9.1
	 

	26
	Reconcile Asset Register with General Ledger?
	 
	 
	8.9.1
	 

	27
	If any differences were found, were the differences investigated?
	 
	 
	8.9.1
	 

	28
	Have the differences been corrected?
	 
	 
	8.9.1
	 

	29
	Has a list of write-offs with audit trail of write-offs, been filed for future references?
	 
	 
	8.9.1
	 














S. [bookmark: _Toc486502446]Checklist for Monthly Meetings (Borrowing)

CHECKLIST FOR INCURRING OF SHORT-TERM DEBT

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the need for any short-term debt been identified?
	 
	 
	9.3.1
	 

	2
	Has a draft request been prepared for short-term debt with a monthly cash flow statement?
	 
	 
	9.3.1
	 

	3
	Has a draft request for short-term debt been submitted to the Municipal Manager?
	 
	 
	9.3.1
	 

	4
	Has request for short-term debt been reviewed and ensured that the request meets the requirements as set out in section 45 of the MFMA and municipality's Borrowing Policy?
	 
	 
	9.3.1
	 

	5
	Has a request for short-term debt been submitted to Council?
	 
	 
	9.3.1
	 

	6
	Has Council approved short-term debt?
	 
	 
	9.3.1
	 

	7
	Has the Mayor signed the council resolution for approval of short-term debt agreement?
	 
	 
	9.3.1
	 

	8
	Has the Municipal Manager signed agreement and/or documentation which creates or acknowledges the short-term debt?
	 
	 
	9.3.1
	 

	9
	If Council approves a credit facility that is limited to emergency use, has the Municipal Manager notified Council in writing as soon as practical that the facility was used?
	 
	 
	9.3.1
	 

	10
	Has short-term debt been recorded in the liabilities register, by using segments of mSCOA?
	 
	 
	9.3.1
	 

	11
	Has the Liabilities Register been reviewed to ensure that all short-term debt is repaid within the financial year?
	 
	 
	9.3.1
	 




CHECKLIST FOR INCURRING OF LONG-TERM DEBT  

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the need for long-term debt been identified during the budget process?
	 
	 
	9.3.2
	 

	2
	Has procedures for Competitive Bidding been followed?
	 
	 
	9.3.2
	 

	3
	As part of the Competitive Bidding Process, has any person involved in the borrowing of money by the municipality, when interacting with a prospective lender or when preparing documentation for consideration by a prospective investor, performed the following: 
	 
	 
	
	 

	
	- Disclose all information in possession or within your knowledge that may be material to the decision of the prospective lender or investor; and
	 
	
	
	 

	
	- Take reasonable care to ensure the information disclose is accurate?
	 
	 
	9.3.2
	 

	4
	Has any alleged violations of the above procedure been reported to the Mayor and National Treasury as soon as practically possible?
	 
	 
	9.3.2
	 

	5
	Has a draft agreement with successful bidder been prepared, after approval by Bid Adjudication Committee?
	 
	 
	9.3.2
	 

	6
	Has an Information Statement been prepared for public comment?
	 
	 
	9.3.2
	 

	7
	Has draft Information Statement been sent to Municipal Manager for review?
	 
	 
	9.3.2
	 

	8
	Has Information Statement been published in the newspaper, containing details of proposed debt, 21 days prior to Council Meeting where the matter will be dealt with?
	 
	 
	9.3.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	9
	Was National Treasury and Provincial Treasury invited, through formal letters, to submit written comments or representations to the Council in respect of proposed debt?
	 
	 
	9.3.2
	 

	10
	Has a copy of the Information Statement been sent to the Council, 21 days prior to Council Meeting?
	 
	 
	9.3.2
	 

	11
	Were comments received from the public, National Treasury and Provincial Treasury?
	 
	 
	9.3.2
	 

	12
	Has a report with all comments received, been prepared for Council meeting?
	 
	 
	9.3.2
	 

	13
	Has the report and draft agreement been submitted to Council?
	 
	 
	9.3.2
	 

	14
	Has Council approved long-term debt?
	 
	 
	9.3.2
	 

	15
	Has the Mayor signed the council resolution for approval of long-term debt agreement?
	 
	 
	9.3.2
	 

	16
	Has the Municipal Manager signed the final loan agreement?
	 
	 
	9.3.2
	 

	17
	Has long-term debt been recorded in the liabilities register, by using segments of mSCOA?
	 
	 
	9.3.2
	 

	18
	Has the signed loan agreement been filed for future reference?
	 
	 
	9.3.2
	 

	19
	Has a meeting been held with the financial institution to discuss level of satisfaction of services provided to the municipality?
	 
	 
	9.3.2
	 


       






CHECKLIST FOR RECORDING AND PAYMENT OF DEBT 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	ANNUITY LOANS - Was the following procedures performed for recording and payment of debt?
	 
	 
	 
	 

	
	-  Receive loan from financial institution in primary bank account.
	 
	 
	 
	 

	
	- Follow Cash Receipting procedures as set out in Revenue Management for all amounts paid into bank account?
	 
	 
	9.3.3
	 

	2
	FINANCE LEASES - Was the following procedures performed for recording and payment of debt?
	 
	 
	
	 

	
	- Calculate the lowest of:
	 
	 
	
	 

	
	- Fair value of the leased asset; or 
	 
	 
	
	 

	
	- Present value of the minimum lease payments, by using the interest rate implicit in the lease, or if impractical, the lessee's incremental borrowing rate;
	 
	 
	
	 

	
	- Prepare journal to record Finance Lease and/ or Hire Purchase;
	 
	 
	
	 

	
	- Capture journal to record Finance Lease and / or Hire Purchase?
	 
	 
	9.3.3
	 

	3
	HIRE PURCHASES - Was the following procedures performed for recording and payment of debt?
	 
	 
	
	 

	
	- Obtain contract schedule to record Hire Purchases;
	 
	 
	
	 

	
	- Prepare journal to record Finance Lease and/ or Hire Purchase;
	 
	 
	
	 

	
	- Capture journal to record Finance Lease and / or Hire Purchase?
	 
	 
	9.3.3
	 

	4
	Have a payment schedules ben obtained from financial institutions?
	 
	 
	9.3.3
	 

	5
	Have amortisation tables been prepared?
	 
	 
	9.3.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	6
	Has all loans been recorded in the Liabilities Register, by using segments of mSCOA?
	 
	 
	9.3.3
	 

	7
	Have repayment details been prepared of loans as per payment schedule obtained from financial institution, after the accuracy thereof was recalculated?
	 
	 
	9.3.3
	 

	8
	FOR ELECTRONIC PAYMENTS:
	 
	 
	
	 

	
	Has a request for payment been prepared, indicating the vote number on request and was normal creditors’ cycle followed for payment?
	 
	 
	9.3.3
	 

	9
	FOR DEBIT ORDERS:
	 
	 
	
	 

	
	Has a monthly journal been prepared to record transactions in loan register?
	 
	 
	9.3.3
	 

	10
	FOR FINANCE LEASES:
	 
	 
	
	 

	
	 Has a monthly journal been prepared to record transactions in loan register?
	 
	 
	9.3.3
	 

	11
	Have the journal to record monthly interest and redemption on loans, been captured, by using segments of mSCOA?
	 
	 
	9.3.3
	 

	12
	Has a monthly reconciliation been performed between loan register and financial system?
	 
	 
	9.3.3
	 

	13
	If any differences were found, were the differences investigated?
	 
	 
	9.3.3
	 

	14
	Have the differences been corrected?
	 
	 
	9.3.3
	 

	15
	Has monthly reconciliation been filed for future reference?
	 
	 
	9.3.3
	 

	16
	Has consolidated disclosure statements of all borrowing instruments been prepared, within 90 days after the end of each financial year, and placed on the borrowing disclosure depository?
	 
	 
	9.3.3
	 



T. [bookmark: _Toc486502447]Checklist for Monthly Meetings (VAT)

CHECKLIST FOR SUBMITTING OF VAT RETURNS 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has input VAT been recorded on accrual basis during capturing of Tax Invoices, by using segments of mSCOA?
	 
	 
	9.4.1
	 

	2
	Were all tax invoices verified as valid tax invoices in accordance with the VAT Act? 
	 
	 
	9.4.1
	 

	3
	Has output VAT been recognised during monthly levies of Services Charges and capturing of Direct Income, by using segments of mSCOA?
	 
	 
	9.4.1
	 

	4
	Has a VAT declaration report been generated from the financial system?
	 
	 
	9.4.1
	 

	5
	Reconcile the VAT report's total amounts to the detail generated VAT report?
	 
	 
	9.4.1
	 

	6
	Have all the detail items on the VAT report to be declared and claimed, been reviewed to determine that these are valid items?
	 
	 
	9.4.1
	 

	7
	Has the detailed VAT report been reconciled to the applicable general ledger votes?
	 
	 
	9.4.1
	 

	8
	Have all differences been investigated and corrected?
	 
	 
	9.4.1
	 

	9
	Was final VAT Declaration Report run?
	 
	 
	9.4.1
	 

	10
	Has the VAT 201 return been prepared by using the VAT Declaration Report?
	 
	 
	9.4.1
	 

	11
	Has payment advice been prepared for net VAT payable?
	 
	 
	9.4.1
	 

	12
	Has a VAT Statement of Account been requested via SARS e-filing?
	 
	 
	9.4.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	13
	Has a payment advice been prepared for any outstanding VAT payable?  Were penalties and/or interest indicated separately?
	 
	 
	9.4.1
	 

	14
	Has a copy of the VAT return with payment advice been submitted to Head:  Assets and Expenditure, for review?
	 
	 
	9.4.1
	 

	15
	Has a copy of VAT Statement of Account with payment advice been submitted to Head:  Assets and Expenditure, for review?
	 
	 
	9.4.1
	 

	16
	Have the payment advice/s been reviewed and verified that VAT payable, Interest and Penalties are allocated to the correct vote?
	 
	 
	9.4.1
	 

	17
	Has the VAT 201 return been filed on SARS e-filing on, or before, the due date. If the due date falls on a weekend was the previous business day used?
	 
	 
	9.4.1
	 

	18
	Has confirmation that VAT 201 return has been filed been printed?
	 
	 
	9.4.1
	 

	19
	Has VAT 201 return with confirmation of e-filing and supporting documentation been filed for future reference?
	 
	 
	9.4.1
	 

	20
	If any VAT is receivable, was normal direct payments receipt processes followed, as set out in section on Revenue Management?
	 
	 
	9.4.1
	 

	21
	Has VAT control account been reconciled with VAT 201 return?
	 
	 
	9.4.1
	 

	22
	Has VAT Output Control Account been reconciled with Monthly Debtors Age Analysis?
	 
	 
	9.4.1
	 

	23
	Has VAT Input Control Account been reconciled with Monthly Creditors Age Analysis?
	 
	 
	9.4.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	24
	Were all differences investigated and corrected?
	 
	 
	9.4.1
	 

	25
	Has VAT Reconciliations been submitted to Head:  Assets and Expenditure for review?
	 
	 
	9.4.1
	 

	26
	Has VAT Reconciliation been reviewed?
	 
	 
	9.4.1
	 

	27
	Has VAT Reconciliations been filed for future reference?
	 
	 
	9.4.1
	 

	28
	Has a VAT reasonability test been performed between the VAT returns submitted and total income and expenditure votes for the financial year each year?
	 
	 
	9.4.1
	 

	29
	Were all differences investigated and corrected?
	 
	 
	9.4.1
	 

	30
	Has VAT reasonability test been filed for future reference?
	 
	 
	9.4.1
	 































CHECKLIST FOR CALCULATION OF VAT APPORTIONMENT

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has the VAT apportionment ratio been calculated, before the start of the financial year and within 6 months of the new financial year?
	 
	 
	9.4.2
	 

	2
	Has the VAT Apportionment calculation been sent to Head:  Assets and Expenditure for review?
	 
	 
	9.4.2
	 

	3
	Has the VAT Apportionment calculation been reviewed and signed as proof of review?
	 
	 
	9.4.2
	 

	4
	If the VAT apportionment calculation is below 95%:
	 
	 
	
	 

	
	- Was the VAT claimable on mixed supplies from 1 July recalculated, based on new apportionment ratio; and
	 
	 
	
	 

	
	- Was the correction declared on the next VAT return?
	 
	 
	9.4.2
	 

	5
	If the VAT apportionment calculation is 95% or higher:
	 
	 
	
	 

	
	- No action if calculation in prior year was also 95% or higher;
	 
	 
	
	 

	
	- If prior year calculation was less than 95%:
	 
	 
	
	 

	
	- Was the VAT claimable on mixed supplies from 1 July recalculated, by claiming 100% input tax; and
	 
	 
	
	 

	
	· Was the correction declared on the next VAT return?
	 
	 
	9.4.2
	 

	6
	Has VAT parameters been updated, if needed?
	 
	 
	9.4.2
	 

	7
	Has VAT parameter report been printed from financial system?
	 
	 
	9.4.2
	 

	8
	Has VAT parameter report been reviewed for correctness?
	 
	 
	9.4.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	9
	Has the VAT parameter report, with VAT apportionment calculation been filed for future references?
	 
	 
	9.4.2
	 

	10
	Has the VAT Input claimable been recalculated from the start of financial year?
	 
	 
	9.4.2
	 

	11
	Has VAT Calculations been sent to Head:  Assets and Expenditure for review?
	 
	 
	9.4.2
	 

	12
	Has the VAT Calculations been reviewed and signed as proof of review?
	 
	 
	9.4.2
	 

	13
	Have the VAT Calculations with Apportionment ratio been filed for future references?
	 
	 
	9.4.2
	 

	14
	Has Input Tax claimable been corrected with next VAT return?
	 
	 
	9.4.2
	 






























U. [bookmark: _Toc486502448]Checklist for Monthly Meetings (Other Liabilities)

CHECKLIST FOR OPERATING LEASE LIABILITIES/ASSETS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Have copies of rental contracts been obtained from Legal Department, after contracts were signed by all parties involved?
	 
	 
	9.5.1
	 

	2
	Was it determined if the lease is a Finance Lease or Operating Lease, as defined in GRAP 13?
	 
	 
	9.5.1
	 

	3
	Was it determined if the Operating Lease must be recognised on a straight-line basis as defined in GRAP 13?
	 
	 
	9.5.1
	 

	4
	Has the straight-line calculations been prepared for all applicable Operating Leases?
	 
	 
	9.5.1
	 

	5
	Has a journal been prepared to recognise Operating Lease Liability / Asset, by using segments of msCOA?
	 
	 
	9.5.1
	 

	6
	Was the journal together with operating lease calculations sent to Head:  Assets and Expenditure for review?
	 
	 
	9.5.1
	 

	7
	Have calculations and journal been reviewed for straight-lining of Operating Leases?
	 
	 
	9.5.1
	 

	8
	Has journal for Operating Lease Liability / Asset been captured, by using segments of mSCOA?
	 
	 
	9.5.1
	 

	9
	Have calculations been recorded in Register for Operating Lease Liabilities / Assets?
	 
	 
	9.5.1
	 

	10
	Has a copy of rental register been obtained from Chief Clerk:  Debtors?
	 
	 
	9.5.1
	 

	11
	Has the Rental Register been reconciled with information in Register for Operating Lease Liabilities / Assets?
	 
	 
	9.5.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	12
	Have differences been investigated?
	 
	 
	9.5.1
	 

	13
	Has the Register for Operating Lease Liabilities / Assets been updated, if needed?
	 
	 
	9.5.1
	 

	14
	Has a journal been prepared to recognise monthly movement in Operating Lease Liability / Asset, by using segments of mSCOA?
	 
	 
	9.5.1
	 

	15
	Has journal for monthly movement been captured for Operating Lease Liability / Asset, by using segments of mSCOA?
	 
	 
	9.5.1
	 

	16
	Has the Register for Operating Lease Liabilities / Assets been reconciled with General Ledger?
	 
	 
	9.5.1
	 

	17
	Have all differences been investigated and corrected?
	 
	 
	9.5.1
	 

	18
	Has the reconciliation between Register for Operating Lease Liabilities / Assets and General Ledger been reviewed and signed as proof of review?
	 
	 
	9.5.1
	 

	19
	Has the reconciliation between Register for Operating Lease Liabilities / Asset and General Ledger been filed for future reference?
	 
	 
	9.5.1
	 


















V. [bookmark: _Toc486502449]Checklist for Monthly Meetings (Employee Benefits)

CHECKLIST FOR PROVISION FOR NON-CURRENT EMPLOYEE BENEFITS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has SCM procedures been followed to appoint a specialist to calculate Non-Current Employee Benefits?
	 
	 
	10.3.1
	 

	2
	Were the calculations for Non-Current Employee Benefits requested at the start and end of budget year, as part of the budget process?
	 
	 
	10.3.1
	 

	3
	Has an information template and questionnaire been requested from appointed Actuaries to enable them to perform their calculations?
	 
	 
	10.3.1
	 

	4
	Has information required by actuaries been extracted from the financial and payroll system?
	 
	 
	10.3.1
	 

	5
	Has the template and questionnaire provided by the actuaries been completed?
	 
	 
	10.3.1
	 

	6
	Has the completed template, questionnaire and supporting documentation been sent to Manager:  Human Resources for review?
	 
	 
	10.3.1
	 

	7
	Has the summary, questionnaire and supporting documentation, been reviewed and revised if needed?
	 
	 
	10.3.1
	 

	8
	Has the completed summary and questionnaire been sent to actuaries?
	 
	 
	10.3.1
	 

	9
	Has a valuation report been obtained from actuaries?
	 
	 
	10.3.1
	 

	10
	Have calculations and methodology used to calculate Non-Current Employee Benefits, been reviewed and signed as proof of review?
	 
	 
	10.3.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	11
	If incorrect information was used, have actuaries been requested to perform calculations?
	 
	 
	10.3.1
	 

	12
	Has estimate monthly contribution to Non-Current Employee Benefits been calculated?
	 
	 
	10.3.1
	 

	13
	Was the Budget drawn up in accordance with calculations made for Non-Current Employee Benefits, by using segments of mSCOA?
	 
	 
	10.3.1
	 

	14
	Has the journal for monthly contribution to Non-Current Employee Benefits been prepared, by using segments of mSCOA?
	 
	 
	10.3.1
	 

	15
	Has the journal been sent to Head:  Assets and Expenditure for review?
	 
	 
	10.3.1
	 

	16
	Has the journal been reviewed and signed as proof of review?
	 
	 
	10.3.1
	 

	17
	Has the journal been captured on the financial system, by using segments of mSCOA?
	 
	 
	10.3.1
	 

	18
	Has journal been filed for future reference?
	 
	 
	10.3.1
	 

	19
	Has any payments for Non-Current Employee Benefits, been allocated against Non-Current Employee Benefits, by using segments of mSCOA?
	 
	 
	10.3.1
	 

	20
	Have Actuaries been requested to perform a recalculation of estimate Non-Current Employee Benefits at the end of the financial year, during the Revised Budget process, if additional material transactions occurred during the year, or are projected for the remainder of the year?
	 
	 
	10.3.1
	 

	21
	Has a revised contribution to Non-Current Employee Benefits been calculated for remainder of financial year?
	 
	 
	10.3.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	22
	Has the revised calculations been sent to Chief Financial Officer for review?
	 
	 
	10.3.1
	 

	23
	Were calculations reviewed and revised if needed? Was it signed as proof of review?
	 
	 
	10.3.1
	 

	24
	Has the revised estimate monthly contribution to Non-Current Employee Benefits, been calculated?
	 
	 
	10.3.1
	 

	25
	Was the Budget prepared in accordance with revised calculations, by using segments of mSCOA?
	 
	 
	10.3.1
	 

	26
	Have reports been obtained from Actuaries, appointed through SCM process, for all Non-Current Employee Benefits at the end of the financial year?
	 
	 
	10.3.1
	 

	27
	Has calculations and methodology used to calculate Non-Current Employee Benefits been reviewed and signed as proof of review?
	 
	 
	10.3.1
	 

	28
	If incorrect information was used, have Actuaries been requested to perform recalculations?
	 
	 
	10.3.1
	 

	29
	Has journal been prepared to record transactions for the year, by using segments of mSCOA?
	 
	 
	10.3.1
	 

	30
	Has journal been sent to Head:  Assets and Expenditure for review?
	 
	 
	10.3.1
	 

	31
	Has the journal been reviewed and signed as proof of review?
	 
	 
	10.3.1
	 

	32
	Has journal been captured on the financial system, by using segments of mSCOA?
	 
	 
	10.3.1
	 

	33
	Has the journal been filed for future reference?
	 
	 
	10.3.1
	 

	34
	Has the final report obtained from Actuaries been filed for future reference?
	 
	 
	10.3.1
	 





CHECKLIST FOR PROVISION OF STAFF LEAVE

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	As part of the budget process, was the estimate Provision for Staff Leave calculated at the start and end of budget year?
	 
	 
	10.3.2
	 

	2
	Have estimate calculations been submitted to Head:  Assets and Expenditure for review?
	 
	 
	10.3.2
	 

	3
	Have calculations been reviewed, if needed, revised and signed as proof of review?
	 
	 
	10.3.2
	 

	4
	Has estimate monthly contribution to Staff Leave been calculated?
	 
	 
	10.3.2
	 

	5
	Was the Budget drawn up in accordance with calculations made for Staff Leave, by using segments of mSCOA?
	 
	 
	10.3.2
	 

	6
	Has monthly Provision for Staff Leave been calculated?
	 
	 
	10.3.2
	 

	7
	Has monthly contribution to Provision for Staff Leave been calculated?
	 
	 
	10.3.2
	 

	8
	Has a journal for monthly contribution to Staff Leave been prepared, by using segments of mSCOA?
	 
	 
	10.3.2
	 

	9
	Has journal been sent to Head:  Assets and Expenditure for review?
	 
	 
	10.3.2
	 

	10
	Has journal been reviewed and signed as proof of review?
	 
	 
	10.3.2
	 

	11
	Has journal been captured, by using segments of mSCOA?
	 
	 
	10.3.2
	 

	12
	Has journal been filed for future references?
	 
	 
	10.3.2
	 

	13
	Has any leave payments made during the year, been allocated against Provision for Staff Leave, by using segments of mSCOA?
	 
	 
	10.3.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	14
	Has the estimate Provision for Staff Leave been recalculated at the end of the financial year and during the Revised Budget process?
	 
	 
	10.3.2
	 

	15
	Has revised calculations been submitted to Head:  Assets and Expenditure for review?
	 
	 
	10.3.2
	 

	16
	Have calculations been reviewed, if needed, revised and signed as proof of review?
	 
	 
	10.3.2
	 

	17
	Has estimate monthly contribution to Provision for Staff Leave been calculated?
	 
	 
	10.3.2
	 

	18
	Was the Budget drawn up in accordance with calculations made, by using segments of mSCOA?
	 
	 
	10.3.2
	 

	19
	Has the Provision for Staff Leave been recalculated at the end of the financial year?
	 
	 
	10.3.2
	 

	20
	Has the journal to record additional transactions for the year been prepared, by using segments of mSCOA?
	 
	 
	10.3.2
	 

	21
	Has the journal with calculations been sent to Head:  Assets and Expenditure for review?
	 
	 
	10.3.2
	 

	22
	Has journal been reviewed and signed as proof of review?
	 
	 
	10.3.2
	 

	23
	Has journal been captured, by using segments of mSCOA?
	 
	 
	10.3.2
	 

	24
	Has journal been filed for future references?
	 
	 
	10.3.2
	 

	25
	Has the final calculation for Provision for Staff Leave, been filed for future references?
	 
	 
	10.3.2
	 



          






CHECKLIST FOR PROVISION OF STAFF BONUSES

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	As part of the budget process, was the estimate Provision for Staff bonuses calculated at the start and end of budget year?
	 
	 
	10.3.3
	 

	2
	Have estimate calculations been submitted to Head:  Assets and Expenditure for review?
	 
	 
	10.3.3
	 

	3
	Have calculations been reviewed, if needed, revised and signed as proof of review?
	 
	 
	10.3.3
	 

	4
	Has estimate monthly contribution to Staff bonuses been calculated?
	 
	 
	10.3.3
	 

	5
	Was the Budget drawn up in accordance with calculations made for Staff bonuses, by using segments of mSCOA?
	 
	 
	10.3.3
	 

	6
	Has journal been prepared for monthly contribution to Provision for Staff Bonuses, by using segments of mSCOA?
	 
	 
	10.3.3
	 

	7
	Has journal been sent to Head:  Assets and Expenditure for review?
	 
	 
	10.3.3
	 

	8
	Has journal been reviewed and signed as proof of review?
	 
	 
	10.3.3
	 

	9
	Has journal been captured, by using segments of mSCOA?
	 
	 
	10.3.3
	 

	10
	Has journal been filed for future references?
	 
	 
	10.3.3
	 

	11
	Has any bonus payments made during the year, been allocated against Provision for Staff Bonuses, by using segments of mSCOA?
	 
	 
	10.3.3
	 

	12
	Has the estimate Provision for Staff bonuses been recalculated at the end of the financial year and during the Revised Budget process?
	 
	 
	10.3.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	13
	Has revised calculations been submitted to Head:  Assets and Expenditure for review?
	 
	 
	10.3.3
	 

	14
	Have calculations been reviewed, if needed, revised and signed as proof of review?
	 
	 
	10.3.3
	 

	15
	Has estimate monthly contribution to Provision for Staff Bonuses been calculated?
	 
	 
	10.3.3
	 

	16
	Was the Budget drawn up in accordance with calculations made, by using segments of mSCOA?
	 
	 
	10.3.3
	 

	17
	At the end of the financial year:
	 
	 
	10.3.3
	 

	18
	Has the Provision for Staff bonuses been recalculated at the end of the financial year?
	 
	 
	10.3.3
	 

	21
	Has the journal to record additional transactions for the year been prepared, by using segments of mSCOA?
	 
	 
	10.3.3
	 

	22
	Has the journal with calculations been sent to Head:  Assets and Expenditure for review?
	 
	 
	10.3.3
	 

	23
	Has journal been reviewed and signed as proof of review?
	 
	 
	10.3.3
	 

	24
	Has journal been captured, by using segments of mSCOA?
	 
	 
	10.3.3
	 

	25
	Has journal been filed for future reference?
	 
	 
	10.3.3
	 

	26
	Has the final calculation for Provision for Staff bonuses, been filed for future references?
	 
	 
	10.3.3
	 









W. [bookmark: _Toc486502450]Checklist for Monthly Meetings (Grant Management)

CHECKLIST FOR GRANT MANAGEMENT

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has all grant funding been identified during the budget process?
	 
	 
	10.4.1
	 

	2
	Has all grant funding, to be included in the budget, been verified with Dora and written confirmation from other Organs of State / Grant Providers?
	 
	 
	10.4.1
	 

	3
	Has a payment schedule been obtained from all Grant Providers?
	 
	 
	10.4.1
	 

	4
	Has estimated monthly grant expenditure been calculated?
	 
	 
	10.4.1
	 

	5
	Has Budget been drawn up in accordance with the payment schedule, estimated monthly grant expenditure, and segments of mSCOA? (Aligned with Procurement Plan)
	 
	 
	10.4.1
	 

	6
	Has the Grant register been updated to ensure that all grants as included in the budget are included in the Grant Register?
	 
	 
	10.4.1
	 

	7
	Has all Conditional Grants for which the municipality has an enforceable right, been recognised on the first day of financial year, by raising a Debtor for the Conditional Grant and using segments of mSCOA?
	 
	 
	10.4.1
	 

	8
	Has a receipt been issued for all grants received and was the receipt for Conditional Grants allocated against Debtor raised, by using segments of mSCOA?
	 
	 
	10.4.1
	 

	9
	Was normal SCM procedures followed for all grant expenditure?
	 
	 
	10.4.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	10
	Has operating grant expenditure been allocated against segments of mSCOA, by nature of the expenditure?
	 
	 
	10.4.1
	 

	11
	Has capital grant expenditure been allocated against segments of msCOA, by nature of expenditure?
	 
	 
	10.4.1
	 

	12
	Has a summary of grant expenditure for the month been prepared? Expenditure must include VAT portion.
	 
	 
	10.4.1
	 

	13
	Has summary of grant expenditure been sent to Heads of Departments to verify expenditure for the month?
	 
	 
	10.4.1
	 

	14
	Has monthly grant expenditure been confirmed by signing summary of grant expenditure?
	 
	 
	10.4.1
	 

	15
	Has the signed summary of monthly grant expenditure been sent to Account:  Budget and Treasury?
	 
	 
	10.4.1
	 

	16
	Has a monthly journal for Grant Expenditure been prepared to recognise Grant Income (Transfer to Revenue), by using segments of mSCOA?
	 
	 
	10.4.1
	 

	17
	Has journal with supporting documentation been sent to Head: Budget and Treasury for review?
	 
	 
	10.4.1
	 

	18
	Has journal been reviewed and signed as proof of review?
	 
	 
	10.4.1
	 

	19
	Has journal been captured, by using segments of mSCOA?
	 
	 
	10.4.1
	 

	20
	Has Grant Register been updated with monthly receipts and expenditure?
	 
	 
	10.4.1
	 

	21
	Has Grant Register been reconciled with General Ledger?
	 
	 
	10.4.1
	 

	22
	Have differences been investigated and corrected?
	 
	 
	10.4.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	23
	Has the monthly Grant Reconciliation, with supporting documentation, been sent to Head:  Budget and Treasury for review?
	 
	 
	10.4.1
	 

	24
	Has monthly Grant Register Reconciliation been reviewed and signed as proof of review?
	 
	 
	10.4.1
	 

	25
	Has Grant Register Reconciliation been filed for future references?
	 
	 
	10.4.1
	 

	26
	Has monthly grant reports been prepared?
	 
	 
	10.4.1
	 

	27
	Has the monthly grant reports been sent to CFO for review?
	 
	 
	10.4.1
	 

	28
	Has monthly grant reports been reviewed and signed as proof of review?
	 
	 
	10.4.1
	 

	29
	Has monthly grant reports been submitted to relevant Grant Providers?
	 
	 
	10.4.1
	 

	30
	Has monthly section 71 reports been submitted to the mayor indicating amounts of allocations received and actual expenditure on those allocations (except on equitable share)?
	 
	 
	10.4.1
	 

	31
	Have remedial action plans been developed if spending and/or performance is not in line with business, support or implementation plans?
	 
	 
	10.4.1
	 

	32
	Has remedial action plans been implemented if spending and/or performance is not in line with business, support or implementation plans?
	 
	 
	10.4.1
	 

	33
	Has all outstanding grant funding been followed up on a monthly basis, to ensure that all grant funding is received?
	 
	 
	10.4.1
	 

	34
	Have requests for any roll-over of grant funding been submitted to National Treasury, before 31 August?
	 
	 
	10.4.1
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	35
	Has written approval been obtained from National Treasury for any roll-over of grant funding?
	 
	 
	10.4.1
	 

	36
	Have quarterly reports been tabled, in an agreed format, to council on whether or not the municipality is complying with the Division of Revenue Act and also reported on any delays in the transfer or the withholding of funds?
	 
	 
	10.4.1
	 

	37
	Has financial and non-financial performance evaluations of programmes been submitted to the transferring national officer and provincial treasury within two months of the financial year end?
	 
	 
	10.4.1
	 




      




























 CHECKLIST FOR TRANSFER OF FUNDS TO ORGANISATIONS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has a policy for the transfer of funds to organisations and bodies outside sphere of government, been prepared?
	 
	 
	10.4.2
	 

	2
	Has policy been submitted to Council for approval?
	 
	 
	10.4.2
	 

	3
	Has a Transfer of Funds Policy been implemented?
	 
	 
	10.4.2
	 

	4
	Has a request for transfer of funds been received from organisations?
	 
	 
	10.4.2
	 

	5
	Has the request for funds from organisation been evaluated and has supporting documentation been verified?
	 
	 
	10.4.2
	 

	6
	Was there budgeted for the transfer of funds to organisations, during Annual Budget process?
	 
	 
	10.4.2
	 

	7
	Has a draft contract been prepared with the organisation requesting the funding?
	 
	 
	10.4.2
	 

	8
	Has a draft agreement been submitted to Municipal Manager for review?
	 
	 
	10.4.2
	 

	9
	Has the agreement been sent to organisation for signing?
	 
	 
	10.4.2
	 

	10
	Has signed agreement been received from organisation?
	 
	 
	10.4.2
	 

	11
	Has the agreement been signed after representative of organisation has signed?
	 
	 
	10.4.2
	 

	12
	Has signed agreement been filed for future reference?
	 
	 
	10.4.2
	 

	13
	Has normal payment procedures been followed and funds transferred to the organisation via EFT?
	 
	 
	10.4.2
	 

	14
	Has monthly reporting on expenditure been received from organisation?
	 
	 
	10.4.2
	 

	15
	Is the expenditure in accordance with agreement and project plan?
	 
	 
	10.4.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	16
	Has any deviations from contract been immediately reported to Municipal Manager?
	 
	 
	10.4.2
	 

	17
	Were any deviations from the contract with organisation, addressed immediately by using contractual mechanisms and any other appropriate mechanisms?
	 
	 
	10.4.2
	 

	18
	Has organisations been visited and verified that funds are spent as per contract and project plan?
	 
	 
	10.4.2
	 

	19
	Has annual audited financial statements been received from organisation?
	 
	 
	10.4.2
	 

	20
	Have financial statements been reviewed and any deviations addressed?
	 
	 
	10.4.2
	 

	21
	Has normal cash receipting process been followed for all funds transferred back to the municipality?
	 
	 
	10.4.2
	 

	22
	Has an annual report to council been prepared on the transfer of funds to organisations?
	 
	 
	10.4.2
	 























X. [bookmark: _Toc486502451]Checklist for Monthly Meetings (Other Provisions)

CHECKLIST FOR PROVISION FOR DEBT IMPAIRMENT

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	As part of planning, during the budget process, was the estimate Provision for Debt Impairment calculated at the start and end of the budget year?
	 
	 
	10.5.2
	 

	2
	Has estimated write-offs for the budget year been determined, based on Councils objectives and historic trends?
	 
	 
	10.5.2
	 

	3
	Has contribution to debt impairment been calculated for the budget year?
	 
	 
	10.5.2
	 

	4
	Has estimate calculations been submitted to Chief Financial Officer for review?
	 
	 
	10.5.2
	 

	5
	Have calculations been reviewed, if needed, revised and signed as proof of review?
	 
	 
	10.5.2
	 

	6
	Has estimate monthly contribution to Provision for Debt Impairment been calculated?
	 
	 
	10.5.2
	 

	7
	Was the Budget drawn up in accordance with calculations made for Debt Impairment, by using segments of mSCOA?
	 
	 
	10.5.2
	 

	8
	Has journal for monthly contribution to Provision for Debt Impairment been prepared, by using segments of mSCOA?
	 
	 
	10.5.2
	 

	9
	Has journal been sent to Head:  Income for review?
	 
	 
	10.5.2
	 

	10
	Has journal been reviewed and signed as proof of review?
	 
	 
	10.5.2
	 

	11
	Has journal been captured, by using segments of mSCOA?
	 
	 
	10.5.2
	 

	12
	Has journal been filed for future references?
	 
	 
	10.5.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	13
	Has a list for write-offs of Consumer Accounts been prepared, based on Councils' Credit Control and Debt Collection Policy?
	 
	 
	10.5.2
	 

	14
	Has a list of write-offs been submitted to Head:  Income for review?
	 
	 
	10.5.2
	 

	15
	Have list of write-offs been reviewed, if needed, revised and signed as proof of review?
	 
	 
	10.5.2
	 

	16
	Has list of write-offs been submitted to Council for approval?
	 
	 
	10.5.2
	 

	17
	Has approval been obtained from Council for write-offs?
	 
	 
	10.5.2
	 

	18
	Has journal been prepared for monthly write-offs, by using segments of mSCOA?
	 
	 
	10.5.2
	 

	19
	Has journal been sent to Head:  Income for review?
	 
	 
	10.5.2
	 

	20
	Has journal been reviewed and signed as proof of review?
	 
	 
	10.5.2
	 

	21
	Has journal been captured, by using segments of mSCOA?
	 
	 
	10.5.2
	 

	22
	Has journal been filed for future references?
	 
	 
	10.5.2
	 

	23
	Has the estimate Provision for Debt Impairment been recalculated at the end of the financial year and during the Revised Budget process?
	 
	 
	10.5.2
	 

	24
	Has revised contribution to debt impairment for the remainder of financial year, been calculated?
	 
	 
	10.5.2
	 

	25
	Have revised calculations been submitted to Chief Financial Officer for review?
	 
	 
	10.5.2
	 

	26
	Have calculations been reviewed, if needed, revised and signed as proof of review?
	 
	 
	10.5.2
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	27
	Has revised estimated monthly contribution to Provision for Debt Impairment been calculated?
	 
	 
	10.5.2
	 

	28
	Was the Budget drawn up in accordance with calculations made, by using segments of mSCOA?
	 
	 
	10.5.2
	 

	29
	Have the Provision for Debt Impairment been recalculated at the end of the financial year?
	 
	 
	10.5.2
	 

	30
	Has the contribution to debt impairment / reversal of debt impairment been calculated?
	 
	 
	10.5.2
	 

	31
	Has calculations been submitted to Chief Financial Officer for review?
	 
	 
	10.5.2
	 

	32
	Have calculations been reviewed, if needed, revised and signed as proof of review?
	 
	 
	10.5.2
	 

	33
	Have journals for additional contribution to / reversal of Debt Impairment been prepared, by using segments of mSCOA?
	 
	 
	10.5.2
	 

	34
	Has journal been sent to Head:  Income for review?
	 
	 
	10.5.2
	 

	35
	Has journal been reviewed and signed as proof of review?
	 
	 
	10.5.2
	 

	36
	Has journal been captured, by using segments of mSCOA?
	 
	 
	10.5.2
	 

	37
	Has journal been filed for future reference?
	 
	 
	10.5.2
	 















CHECKLIST FOR NON-CURRENT PROVISIONS

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	1
	Has SCM procedures been followed to appoint specialists to calculate Non-Current Provisions, if municipality does not have suitable or qualified employees to perform calculations?
	 
	 
	10.5.3
	 

	2
	Has calculations for Non-Current Provisions been obtained at the start and end of budget year, as part of the budget process?
	 
	 
	10.5.3
	 

	3
	Have calculations and methodology used to calculate Non-Current Provisions been reviewed? Was the documents signed as proof of review?
	 
	 
	10.5.3
	 

	4
	Have specialist / employees performing calculations been requested to revise calculations if incorrect information was used to perform calculations?
	 
	 
	10.5.3
	 

	5
	Where the effect of the time value of money is material, was the present value of the expenditures, expected to be required to settle the present obligation, calculated.  Was a discount rate used that reflects the current market assessments of the time value of money and risks specific to the liability?
	 
	 
	10.5.3
	 

	6
	Has estimated calculations been submitted to Chief Financial Officer for review?
	 
	 
	10.5.3
	 

	7
	Were calculations reviewed and revised if needed? Was it signed as proof of review?
	 
	 
	10.5.3
	 

	8
	Has the revised estimate monthly contribution to Non-Current Provisions, been calculated?

	 
	 
	10.5.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	9
	Was the Budget drawn up in accordance with calculations for Non-Current Provisions, by using segments of mSCOA?
	 
	 
	10.5.3
	 

	10
	Has a journal for monthly contribution to Non-Current Provision been prepared, by using segments of mSCOA?
	 
	 
	10.5.3
	 

	11
	Has the journal been sent to Head:  Assets and Expenditure for review?
	 
	 
	10.5.3
	 

	12
	Has the journal been reviewed and signed as proof of review?
	 
	 
	10.5.3
	 

	13
	Has journal been captured on the financial system, by using segments of mSCOA?
	 
	 
	10.5.3
	 

	14
	Has the journal been filed for future reference?
	 
	 
	10.5.3
	 

	15
	Have any payments for Non-Current Provisions, been allocated to Non-Current Provision?
	 
	 
	10.5.3
	 

	16
	Has estimate Non-Current Provisions been recalculated at the end of the financial year, during the Revised Budget process?
	 
	 
	10.5.3
	 

	17
	Has revised contribution to Non-Current Provision been calculated for remainder of financial year?
	 
	 
	10.5.3
	 

	18
	Has revised calculations been submitted to Chief Financial Officer for review?
	 
	 
	10.5.3
	 

	19
	Were calculations reviewed and revised if needed? Was it signed as proof of review?
	 
	 
	10.5.3
	 

	20
	Has revised estimate monthly contribution to Non-Current Provision, been calculated?
	 
	 
	10.5.3
	 

	21
	Was the Revised Budget drawn up in accordance with calculations, by using segments of mSCOA?

	 
	 
	10.5.3
	 

	No.
	Procedure
	Yes
	No
	Ref
	Comments

	22
	Have reports from specialists, appointed through SCM process, for all Non-Current Provisions been recalculated and obtained at the end of the financial year?
	 
	 
	10.5.3
	 

	23
	Where the effect of the time value of money is material, was the present value of the expenditures, expected to be required to settle the present obligation, calculated.  Was a discount rate used that reflects the current market assessments of the time value of money and risks specific to the liability?
	 
	 
	10.5.3
	 

	24
	Has calculations been submitted to Chief Financial Officer for review?
	 
	 
	10.5.3
	 

	25
	Were calculations reviewed and revised if needed? Was it signed as proof of review?
	 
	 
	10.5.3
	 

	26
	Has a journal been prepared to record transactions for the year, by using segments of mSCOA?
	 
	 
	10.5.3
	 

	27
	Has the journal been sent to Head:  Assets and Expenditure for review?
	 
	 
	10.5.3
	 

	28
	Has the journal been reviewed and signed as proof of review?
	 
	 
	10.5.3
	 

	29
	Has journal been captured on the financial system, by using segments of mSCOA?
	 
	 
	10.5.3
	 

	30
	Has the journal been filed for future reference?
	 
	 
	10.5.3
	 

	31
	Has the final report and calculations been filed for future reference?
	 
	 
	10.5.3
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