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REPUBLIC OF SOUTH AFRICA

DELEGATION OF POWERS AND DUTIES BY THE CHIEF EXECUTIVE OFFICER TO OTHER EMPLOYEES IN
GOVERNMENT COMMUNICATION AND INFORMATION SYSTEM (GCIS)

In accordance with the powers vested in me by -

« the Public Finance Management Act, 1999 (as amended);

g({’?_. 17 b fu(ttc?z

I, Jimmy Manyi, Chief Executive Officer of Governmeni Commumication and {nformation Sysiem (GCIS), delegate the powers

and dulies vested in me as Accounting Officer, as stated in this document to incumbents of posts indicated herein.
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8 (b}

9 (a)

freasury regulation
51.1

Treasury regulation

521

Treasury regulation
522

Treasury reguiation

531

Treasury requlalion
G.1.1

o

STRATEGIC PLANNING
Annual preparation of strategic plans

Each year, the Accounting Officer of an insfitution musl prepare a strategic plan for the
farthcoming MTEF perioad for approval by the relevant [Executive Authorly

S{rd{eggc p[ans S

The approved Sirategic Plan must be tabled in parliament or the relevanl provincial legistature
within 15 working days after (he Minister or retevant MEC for finance has {abled the annual
hudgel (strategic plans to comply with the requirements of Treasury requtations 5.2 2).

The stralegic plan musl form the basis for the annual reports of accounting officers as
required hy sections 40{1)(d} and () of the Act

Evaiiation of parformancs ~ e e
The Accounting Officer of an institution must establish procedures for quarterly reporting to

the Executive Authority {o facilitale effective performance moniloring, evaluation and
corrective action

BUDGETING AND RELATED MATTERS

Annual budget circular
The Accouniing Officer of a departmenl must comply with any annual budget circulars 1ssued
by the relevant treasury.

Execution

Programme managets

Nol delegated

Mot delegaled
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M Jimmy, .i.l.IP‘lyi_ {
Chief Exectitive Officer



Item

“No. |’

11 (a)

12 (b

- Refé rence fo .

Power. -

Treastiry regulation
G621

Treasury regutation
.31

Treasury regulation

6.3.1

The Accounting Officer, will approve all viremenl requests between pragrammes.

Formats of the annual hudget

The annual budget documentation, as presented o parliament or a provincial legislature, must
confonm lo such formals as may be published by the National Treasury by notice in the
nalional Government Gazelle.

Virement

IFor purposes of section 43(1) of the Act:

+ personnel expenditure and fransfers to ather institulions may not be increased without prior
approval of the relevant treasury

« new transfers may not be infroduced without the approval of the relevant treasury

= allocations earmarked by the relevanl treasury may not be used for other purposes, excepl
with lhe relevant treasury's approval.

The Accounting Officer will approve the decrease of personnel funds to Goods and Sarvices.
The Accounting Officer may also approve the increase of Transfers and Subsidies regarding
regional service councit levies from persenne! funds as well as Goods and Services.

Mational Treasury will approve the increase of personnel funds as well as transfers and
subsidies for purposes olher than regional service councit levies,

Programme Managers {Branch Managers) will approve the shifting of funds within the Goads
and Services budget belween sub-programmes wilhin the programme.

Cro
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Accounling
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Execution
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13 (a)

13 (1)

| Sub-Programme Managers may approve the shifting of funds within Goods and Services
huciget between responsibilities within the Sub-Programme

Responsibility managers wilt approve the shifling of funds within the Goods and Services
Budge! of thelr own responsibility.

The Accounting Officer may approve the shifting of funds from the current budget (o the

capital budget. Flawever, the shifting of funds from the capital budgel to the current bhtidget is
not allowed and may only be done upon approval of parliament during the submission af {he
Adjuslments Budget

Rotlovers

frunus approprialed but not spent in a particular financial year may be rolled over to a

subsequent year after the approval of the relevanl treasury. Such approval will be guided by

Ihe following limitattons:

« Payments for capital assets: Unspent funds on capilal assels may only be rolled over to
finalise prejecls or asset acquisitions slill in progress.

« Transfers and Subsidies: Savings on Transfers and Subsidies may ncl be rolled over for
purposes other than originally voted for.

« Current paymenis: Savings on compensaiion of employees may not be rolled over. A
maximum of five percent of a departmenl's payments for goods and services may he
rolied over.

Treastry reguiation
G641

Traasury regulalion
472

Requests for roll-overs must be submitted to the relevant treasury on or before the last

warking day of April, in the format determined by the Nationat Treasiry and must include:

« the purpose for which the funds were not spent

= fhe ieasons why the funds were not spent

» proposed changes to lhe use of the funds, if any

« adishursement schedule indicating the month(s) in which Ihe expenditure is expected o
be ncurred
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managers
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16 (&)

Treasury regulation
G.5.1

Treasury regulation
662

Freasury reguiation
721

Treasury regulation
731

Sainas rordecd _l)_y—tlies_{ate e

Transfer of functions

Where a funciion is to be transferred hetween votes during a financial year, the relevani
treasury must be consulited in advance, lo facilitate any request for the resulting transfer of
funds voted for that function in lerms of section 33 of the Act. In the absence of an agigement
between the affected departmeants on the amount of funds to be iransferred, the relevant
treasury will determine the funds to be shifted.

Additional funds through an adjustment hudget

The department requesting additional funds through an adjusiment budget must submit a
memorandum to lhe relevant treasury, the Cabinet/Executive Commitiee

and Treasury Commiliee.

Revenue management

Responsibility for revenue management

The Accounting Officer of an institution must manage revenue efficiently and effectively by
develomng and implemenling appropriale processes that provide for the identificalion,
collection, safeguarding, recording and reconciliation of informalion about revenue

The Accounting Officer of an inshitution musl review, at least annually when finalizing the
budgel, all fees, charges or the rates, scales or tariffs of fees and charges (hal are not o
cannot be fixed by any law and that relate o revenue accruing fo a revenue fund. The
Accounting Officer miust obtain approval from the relevarnt treasury for the proposed tariff
structure
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17 (a)

18 (a)

Treasury regulation

7.3.2

Treasury regulalion
811

Treasury regulation
821

Treasury regulalion
8.2.2

Information on lhe tariff structure must be disclosed in the annual reporl, including information

on exemplions, discounis, free services and any other aspects of material influence on the
reventue yield

Expenditure management
Responsibility of the Accounting Officer

The Accounting Officer of an insfitution must ensure that inlernat procedures and internal
cantrol measures are in place for payment approval and processing

Approval of expanditurs ~ T T T T
An official of an institution may not spend of commit public money, except with the approval

{either in wriling or by duly authorized electronic means} of the Accounling Officer or a
properly delegated or authorized officer.

Before approving expenditure of incurring a commilment to spend, the delegaied ar
authorised official must ensure compliance with any limitations or condilions atiached to the

delegation or autharisaiion

Director: Supply Cham
Management
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18(d)

18(e)

18(H)

18(g)

Treasury regulation
8§23

Treasury regutation
82

Treasury regulation
g2

Treasury reqgutalion
8.2

Treasury requiabion
82

Unless determined otherwise, in a contract or other agreement, all payments due to creditors
must be settled within 30 days from receipt of an invoice or, in the case of civil claims, from
Ihe date of seltlement or court judgement.

The CFO together with the Programme Manager { Sub-Programme Manager will sign the
approved service level agreement for a service/product to be procured.

Appoimntmenl of Programme Managers (Branch Managers) annually on the levet of DCEO
Appointment tetters will specify responsibilities

Appoinlment ot Chief Financial Officer annually
Appointment of Sub-Programme Managers on the level of Chief-Direclor. Appointment fetters
will specify responsibiities

Appoiniment of Responsibilily Managers on the level of Direclor. Appointment leliers will
specify responsibiliiies

Responsitikily
manageis

Programme

Managers / Sub-
Programme Managers
and

CFO

Accounting Officer

Accounting Officer

Praogramme Manage!

Sub-Programme
Manages

Execlition
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19 (a)
19 (b)
19 {c)

1 {dd)

 Reference to
Powe

Treasury rtegutalion
831

Treasury regulation
8.3.2

Treasury requiation
833

Treasury regidalion
8.34

Freasury regudation
841

11

Compensation of employees

Aclivities relating to the authorisation of appointmenls, the authorisation of payments and the
recording of those payments may not be performed by e same person.

The Accounting Officer of an institulion must ensure that lhe cost relaled to the compensation
of employees, as well as pramotion and salary increases, can be met within the budgelary
allocalion of his/her institution.

Far all employees, the person in charge at the respective pay-points, must certiiy that all
petsons lisled on the payroll report are entitled io payment. People paid by cheque must sigin
the payroll reporl when collecting their cheques.

Wilhin 10 days of being cerlified, the payroll report must be returned lo the CFO in a sealed

envelope. The Accounling Officer must ensure that all pay-point certificates are received on a
monlhly basis

Transfers and subsidies
Transters and subsidies
An accounling officer must maintain appropriate measures to ensure thal transfers ani

subsidies to entities are apphed far therr intended purposes. Such measures may inchude:
= regular reporling procedures -

Director. Human
Resource
Managemenl / CFO

Chief Drector: C5 1/
CFO
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Execution
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21 {a)

02 (a)

220

9.1.1

Treasury regulalion
10 11

Treasury requiation
1012

. audit requitements and, where approptiale, submission of audited procedures

Treaswy reguiation

+  reqular monitoring procedures

«  scheduled or unscheduled inspection visils or reviews of performance
«  any olher conlrol measures deemed necessary
UNAUTHCRISED, IRREGULAR, FRUITLESS

AND WASTEFUL EXPENDITURE

General

The Accounting Officer of a depariment must exercise all reasonable care to prevent and
delect unauthorised, rregular, fruitless and wasteful expendituie, and must for this purpose
implement effective, efficient and transparent processes of financiat and risk management

ASSET MANAGEMENT

Responsihitity for asset management

I'me Accounling Officer of an inshiution must lake full responsibility and ensure that conbiod
systems exisl for assets and that:
- prevenlative mechanisms are in place to eliminate theft, losses, wastage and misuse
slock levels are at an optilmal and economical level.

The Accounting Officer musl ensure thal processes {whether manual or elecironic) and
procedures are In place for the effective, efficient, economical and transparent use of the
inslitudion's assets.

Adimunistration Ofticer

- Lowsstrank
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and equal grading
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23 (&)

Treasury reguialion
11.2.1

Treasury requialion
1131

MANAGEMENT OF DEBTORS

Responsibility for the management of
tebiors

The Accounting Officer of an institution must take effective and approprate steps to tuneously
collect all money due to the instilution including, as necessary:
« matlenance of propar accounts and records for all deblors including amaounils
receved in part paymeni
« referral of a matter 1o lhe Stafe Altorney, where economical, to consitier a legal
demand and possible legal proceedings in a court of law.

Recovery of debts by installments

Unless olherwise determined by law or agregment, debis owed to lhe State may, at thu
disctellon of the Accounting Officer of an institution, be recoverad in inslalliments

State Acocounlant and
equal grading

Pyrector. Finance

GO

. Execution -

L ong citstanding
tlabits and
comphealed Castes
will be referred 1o the
CIO T Yhett and
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for assisiance amlfor
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Drahits less than 5010
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dtem:.
No.~

“*Execution

DCEQ. €S Al mnsialiment
pitiods exceeding
12 months misi be
approved hy The
DCEG CS

‘Writing off debts owed to the State

25 (ay | Treasury regulation | An accounting officer may only write off debt if he/she Is salisfied that all reasonable steps Diector. IFinance May granl approveal to
11.4.1 have heen taken to recover the debt, in accordance with a policy determined by the wiite off debls up ta
accounling officer, and he/she is convinced that: RR5 000 and other
- recovery of the debt would be unsconomical amounts approvend by
= recovery would cause undue hardship to the debtor or his/her dependants the Thefl and tosses
« it would be to the advantage of the State 1o effect a seitlement of its claim o lo waive Conunillee

the claim
CFO May granl approval to
write off debls up to
R15 000

DGO US May trant approval lo
write 0ff debts up to
[R50 000

Accolnting Al dehts 1o e
Ofhicar willen ofl exceedny
RH Q00 o e
atthortzad by the
Accounloyg Officet

_ Alt debls written aff must be disclosed in the quarterly and annual financial slatements, Depuly Director Palicy with regard to
26 {a) | Treasury regulalion | indicating the policy in terms of which the debt was written off. FFinancial the handbing of debls
1143 Administration lo e mamtained

tnitials. 1 1}
Mr Jimmy Manyi
Chief Executive Officer
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GOVERNMENT COMMUNICATION AND INFORMATION SYSTEM

QFFICE OF THE CECQ

. ROUTE FORM

| SUBJECT: FINANCIAL'AND SUPPLY CHAIN DELEGATIONS

I NAME DESIGNATION REFER TO DATE SIGN

| N REFERED | ,

. H Bekker | Dir: Finance Dir: SCM =i AL

* M Moreroa | Dir: SCM CFO 1S 6] /ﬁﬂ‘r@f‘em

; L Amaro CFO DCEQO:CS (5 o4 | 1 G e oy

' P Williams | DCEQ:CS CEO i< [ 1) \L\Wf/
JManyi | CEO Dir: Finance ,Zé//%,-;/,, /,/i__

7



27 (a)

~ Reference fo

Powe:

15

Treasuwry reguiation

1212

lreasiry regulalion

1212

MANAGEMENT OF LOSSES AND CLAIMS

General

The Accounting Officer may {if deemed economical and hased on a risk assessmenl} insure
motor vehicles ar other such movable assets delermined by the relevanl treasury, hut the
insurance premium cost may not exceed R250 000 per annum on that vote, unless otherwise
approved by the relevant treasury.

Claims against the State through acts or amissions
An nstituilion must accept liability for any loss or damage suffered by ancther person, which
arose from an act or omission of an official as a claim against the Slate and
does nol recover compensation from an official, provided the official shall forfeit this cover if
hefshe, wilh regard to the act or omissian, is liable by law and:
« intentionally exceeded his/her powers
« made use of alcohol or drugs
« id not acl in the course and scope of hisfher employment
« acted recklessly or intentionally
« without prior consultation with the Stale Allorney, made an admission lhat was
detrimental o the State
« faled to comply with or ignorad standing instructions, of which ha/she was aware or
could reaschably have been aware of, which led to the loss, damage or reason for the
claim, excluding damage arising from the use of a slate vehicle, where the official:
a) used the vehicle without authorisation
) did not possess a vatid driver's licence or other apprapriate licence
did not use the vehicle in the interest of the Stale
allowed unauthorised persons o handlg the vehicle
devialed materially from the official
journey or route withoul prior authorization

jalye ey
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Theft and
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‘Delegated to

DCr0. Cs

| osses
Commilies
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Hitials
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28 (h)

Reference to -} =

T;easury regulatlon
1222

Hfin don'iﬁl',mt_lié Accounting Officer of the institution must consult (he Slale Aliorneym{'ﬁri'_
gilestions of law on the implementation of paragraph 12.2.1 (See delegation 28 (a} supra )

Lowest ran!(
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H1eﬂ and | I asses

Commiltee

Initials v
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- Execution

All cases must be
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TheH and Losses
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make a ruling.
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may he referted {o
the State Allorney or
L egal Advison
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28 ()

Treasury faguiation
1223

Treasury regutalion
1224

Treasury regutalion
1234

R fe[_enc to e

17

Where an official has forfaited hisfher cover in lerms of paragraph 12.2.1, an amourt paid by
the nstitulion for lesses, damage or claims arising from the act or omission of an official must
he recovered from the official concerned.

The Slale Atiorney may only obligate 1he funds of an institution with the prior written approval
of the Accounting Officer.

If the Slate suffers a joss or damage and the other peison denies liahility, the Accounting
Officer must, if deamed economicat, refer {he matter to the State Altorney for legal aclion.

Thefl and | osses

Comunittee

Thefl and Losses
Commitiee

Theft and
| osses
Committee
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Execution
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| ltem. | <:Refore
30 {a) | Treaswy reguiation
241
31 (a) | Treasuwry requlation

12.5.1

Claims by officials against the State _
Il an official sustains a loss or damage in the execution of official duties and is nol
compensatad, the Accounting Officer may make good the loss or damage, provided that the
official can prove suich loss or damage.

Losses or d”am'agé's 'thro'r;lgh criminal acts or omissions

When it appears that the State has suffered losses or damages lhrough cniminal acts or
possible criminal acls, the matter must be reported, in wriling, to the Accounting Officar and
ihe South African Police Service. In the case of omissions, the matier must be reported to the
Accourting Officer in writing. Whether or not the person is slill in the employ of the Stale, the

Accouniing Officer must recover the value of the loss or damage from the person responsible.

Lowest rank:
i, Pelegated to "
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ltem-|.:+\Reference to
| Power.

- Execution.

‘The Conmities
31 () | Treasury regulalion | 'he Accounting Officer may write off losses or damages arising from cnminal acts or Theff and lLosses wil considler all
12562 omissions if, after a lhorough investigation, it is found that the loss or damage is irecaverable | Commitlee cases an hehalf
of the Accounting
Officer. Reter to
thie Thelft and

| osses Pohcy

Loss Conlrol

31 (¢) | Treasury regulation | When movable assets aie wrilten off, lhis must be noted in the assel regisler. Nirector Supply Chain | Officer must

1253 Managemeni inform the Asset
Manager in wiiling of
all assets wriiten of
by Ihe Theft ancd

osses Commilten.

Losses and damages through vis major and other unavoidable causes

32 (ay | Treasury regulalion { The Accounting Officer may write off losses and damages that result from vis major and olher | Theft and Al cases mus! b i
1261 unavoidable causes. l.osses referrad to the Thefl
Commities and lLosses
Commillee {in
directive.

Losses or damages through acts committed or omitted by officials

33 (a) | Treasury regulation | losses or damages suffered by an instilution because of an acl commutied or omitted by an Thelt and All rases must hoe [
1271 official, must be recovered from such an official it that official is hable by law .ossas referred 1o the heft
Commitiee and | psses

Conmimitlee for
dnechve

i/,
L ———
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34 (1)

34 {c)

36 (a)

S e

eference to '™,

owe

| Treasury regulation
12.7.2

Treasury regulation
12.7.3

Treasury regutalion
12.7.4

Treasury regutation
th.51

Treasury reguialion

16563

The Accounting Officer must determine the amotinl of the lass or damage and, in writing,
request that official to pay the amount within 30 days or in reasonable installments. If the
official fails to comply with the request, the matter must be handed to the State Attorney for
the recovery of the loss or damage.

A claim against an official must be waived if the conditions in paragraph 12.2.1(b} ta {e} are
mel

ITin doubt, Ihe Accounting Officer of lhe instilution must consult the Slate Allorney on
questions of law in the implementation of paragraphs 12.7.1 and 12.7.3.

BANKING, CASH MANAGEMENT AND
INVESTMENT

Al tevenue received by a departiment must be paid daily inte its Paymaster-General account
ar, for amounts less than R500, as soon as praclicable, but at least by the last working day of
the month. :

Money collected by a department, which is not classified as revenue, must be paid into the
deparliment's Paymaster-General account and accounted for in its ledger. This includes
money received for agency services provided to another departmenl

Committes

Refer to delegation
26{a)

Thelt and Losses
Committee

Slale Accountant and
ennal grading

Stale Accountant apud
equal gracing
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Execution
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37 (a)

18 (a)

39 {a)

Treasury regulation
15.7 1

Treasury reguiation
15.8.1

Treasury regulation
151011

Treastry tegulation
15.10.2.1

) -_qu_u"ihsi:{idi-i“c')_f funds by d'epartmeﬁts.

“Eastiflow

21

When requesting !he transfer of appropriated funds, accounting officers of national
departments must submit such requisitions to the Mational Treasury, in accordance with
eslimaled approved cash flow, at the beginning of the manlh in which the funds are required.
Provincial treasuries may determine their own scales in this regard.

Al the end of each financial year, and after the account of a deparlmenl have been closed, the
Accounting Officer must surrender to the relevant ireasury any unexpended voted money, for
re-deposiling into the Naiional Revenue Fund.

BANKING AND CASH MANAGEMENT
General

The Accounting Officer is responsible for establishing systems, procedures, processes and
training and awareness programmes to ensure efficient and effective
banking and cash management.

The Accounling Officer must submit annually, to lhe relevant treasury, a breakdown of
anlicipated revenue and expendilure in lhe format determined by the National Treasuny, no
later than the last working day of February preceding the financial year to which it relates
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Treasury regulation

15.10.2.3

Treasury regulation
1H 10 2.4

Treasury tequiation
1H 121

Neasury regulalion
15122

Onr@ suuh amounts have been appropriated and modified as necessary after consultatmn
with the relevant lreasury, the Accotinting Officer may not draw mare than the amount
provided for a manth from the revenue fund, without the prior wriiten approval from the
relevant treasury.

Should the Accounting Officer need te adjust the approved projections, the proposed

adjusiments must be motivated to the relevant treasury for evaluation against the avaiabilily
of lunds in the exchequer.

Warrant vouchers, cheques and electronic payments

Accouniing officers of departments must assign authority in writing to officials to appiove
warirant votichers, cheques or electronic payments.

Only authorised officials may sign handdrawn vouchers or cheques and must inttial the
counterfoils.

Delegatecl to

' Depmy Dtm(Jou

Budgets

Deputy Director:
Burlgels

As per delegation on
financiat systems

Deputy Direclor
Financial
Admimsiration,
Burector Finance and
Cro

initiats  /}
Mr Jimmy

DP[}IJ

"myl "

Execution

Threetor

o prepare
stibmisston for the
approval of the CFO

Demity Direciar
lo prepare
subimission

for the
appioval of the
CrHo

All paymenls
mtist he approverd

I hy the respective

[Respansibubily o
Programme Manage
£ Sub-Programme:
Managers

Only the CFO),
Diveclor
Depuly Dyecior
Financial
Adminishalon e
allowed 10 sign
cheques

Chief Exh‘c itive Dfficer

Fimance aned |
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‘Reference to

Treasury regutalioﬁ

15.12.3

Treasury requlalion
15124

Treasury regulalion

165125

Ireasury 1egulation
16.12.6

o

All payments in excess of R2 008 must be effected electronically, unless oiherwise approved
by the relevant lreasury. Payments may not be split to circumvent this regulation and any non-
compliance with this regulation constitutes financial misconducl.

Al warnant vauchers and cheques imust be crossed ‘NOT NEGOTIABLE' and should
also preferably he crossed 'NOT TRANSFERABLE' between parallel lines. The cancellation
of crossings is not permitted.

When an 1ssued warrani voucher or cheque is lost, slolen or damaged, an instruction 1o stop
payment must immediately by issued to the respensible bank. Once confirmation has been
received that the cheque was stopped, lhe transaction must be reversed and a new warranl
voucher or cheque issued and accounted for.

All cashed wanant vouchers of nationalt departiments thal have nol heen caplued on the
respective financial systems will be returned as unpatd.

Adimintstration Officer

and equal grading

Slale Accountanl and
edual grading

Siate Accoturntant and

equal grading

Slale Accountant and
equai grading

Execution
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paymeHs in

excess of
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Slolen or damnged
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al the bank.
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lNeasury regulation
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Public-private partnerships {PPPs)
Exclusive competency of accounting officer

Only an Accounting Officer may enter into a PPP agreement on behalf of the inslilution.

Use of clearing and suspense accounts

All ransaclions of an institution musl be supported by authentic and verifiable source
doclimenls, clearly indicating lhe approved accounting atlocation.

Should o he necessary, in exceplional cases, to account for revenue and expenditure

transachions in a clearing or suspense account because {he classification has not been

solved, Ihe Accounting Officer must ensure Lhai.

= the source of the transactions are readily identifiable

o amaounts included in the contral accounts are cleared and correctly allocated to the
relevant cost centres each month

«  monlhly reconciliabions are performed to confirm the balance of each account

o reports are provided o the CFO aheout uncleared items that have been in the inslilition's
conlral accounts for mare than six months

In each month’s Seciions 40{4) Report, the Accounting Officer must cellity that Lhe fojecasl /

projection for he remainder of lhe financial year makes adequale provision for all amounts not

yet cleared fram clearing suspense accotnts.

oW strank
Delegated to

Nol delegaled
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and equal grading
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" “Execution
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‘5%5%3? REPUBLIC OF SGUTH AFRICA

INTERNAL MEMO

~ DATE: ‘ 15 Aprit 2011 : FiLE NR: |
. ! !
TG ‘ CEQ: GCIS L FROM: T CFO

SUBJECT: ApPROVAL OF FINANCIAL AND SUPPLY CHAIN MANAGEMENT DELEGATIONS OF AUTHORITY

1. Purpose _
To seek your approval of the Financial and Supely Chain Management Delegations of Autnority.

2. Background.

2.1 Chapter 5. Part 1. Section 36(2)(g) of the Pudlic Finance Management Act. 1999 (as amended:
stipuiates that “the head of the department rrust be the accounting ofifcer for the department’
(Annexurs A) and, furthermore. Part 3. Section 44 sijpuiaies thal the Accounting Officer *...may in
writing. delegate any of the powsrs entrusied or delegatea o the Accounting Ofiicer in terms of this
Act, to an official in that depariment...” (Annaxure B).

2.2 it iz in line with the above Act that the aitached Financial and Supply Chain Management
Delegations have been developed and updaied.

3. Consuitations
The proposed Financial and Supply Chain Management Delsgations have been discussed at
EXCO ievel

4, Recommendation

tig recommended that the CEQ approves and initial each page of the atiached Financial and Supaly

Chain Management Delegations of Authority.
@Wm 5 oy | Zoi)

s'Lediana Amaro Date J
CFO
Tne recormmsandaticn in paragrapn 4 is supcorisd/rerstorss=d—

Nt o
e =

Ms Phumla Williams Date
DCEQ: CS

The F'I"I::f"C'ai znd Suopy Chain Marageameant Jesgatcns of Auihonty ste aoproved | disagoroyed

o : U“(“‘“"’\ : (/‘7’///

nyi OJ Date’

Mr Jimmy |
CEO: GCISY
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- No.

43 (o) | Treasury regulation
1721

i !

43 () | Treasury regulation
1722

44 (a) 1 Treasury tegulalion
1811

4% (Y | Treasury regulahon

18.2

Availability of financial information

Accommnling officers of instilutions must, subjeclt to the provisions of the Nalional Archives of

South Africa Act, 1896 (Act 43 of 1998), relain all financiat informalion in its original form, as

lollows

« mformation relaling lo one financial year — for one year alter labling in parliament or the
provincial legislature of the audit report for Lhe financial year in question

« Informaltion refaling to more than one financial year - for one year afier lhe date of ihe
audit report for the fast of the financial years ta which the informalion relates

Adler the expiy of the above retention periods, he information may, if required, be secwed in
an allernalive form thal ensures the integnty and rehabiity of the dala and ensures that the
nformalion can he reproduced, if necessary, as permissible evidence in a court of law

MONTHLY AND ANNUAL REPORTS
Montlily reporis

in addition to the reporting requiremeants of section 40{4)(h} and {c} of the Act, he Accounling
Officer must also comply wilh the reporting requirements of the annual Division of Revenue
Act, 2006
Annual financiat statements

f-ar the financial year ending 31 Maich, the following reporting slandards must be adhiered to,
unless otherwise appioved by the Malional Treasury Annual financial statemenis must
consist of.

+« Approprnation statement

o Noles 1o the appropriztion statement

»  astalement of financial position

o asiatement of financial performance

« acash flow statement

o astatement of changes in equity

Cro

CFO

Dreputy-Dnectorn
Financial
Admingsiralion /
Duector. Finance

r"l

. Lowest rank. |-
‘Délegated to |’

Execution

Fhe Depuly-Dinucton
inancial
Adiministrabion /
Director Finance will
compile the annual
finanuial stalements
and sulbsml gk o the:
Accounting Offie e
through the GOy To

. .
g
nitials 7 Ltl“Fn_

Mr Jimmy. anyi
Chief Exéclitive Office
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Treasury regulabion
18.3 1

. notes to lhe annual financial statements

»  disclosure notes
L annexuras
s such olher staiemenls as may be determined by the Accounting Standards Boeard

The statements musl be prepared on a modified cash basis of accounting. The annuat
Iinancial stalements mus!, by means of figures and a descriplive report, explain any other
maltars and information material to the affairs of the institution.

Interim hnancial reporting

Al the end of each quarter, or as required by National Treastiry, the following reporting
standards must be adhered to, unless olherwize approved by the National Treasury
Quarlerly inancial reporling must consist of.

» a statement of financial position

. a slalement of financial performance

. a cash flow statement

- aslatement of changes in equity

« naoles to the annual financial stalemeants

. disclostre notes

s annexures

« such other statements as may be determined by Nalional Treasury

1he stalements must be prepared on a modified cash basis of accounling. The quatterly
financial reporting must, by means of figures and a descriptive report, explain any other
malters and information maierial io the affairs of the instiluhon.

Contents of annual reports for the financial year ending 31 March
in preparing the annual report of an institution, the Accouniing Officer must:

s inihe case of a department or trading enlity, comply with the requirements prescrbed
in Chapter 1, Part 111 4 of the Public Service Regulalions, 2001

Danputy Thrector.
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Administration {
Director Fiance

Mol delegaled

4
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Chief Exc¢
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- Execution

approval  Deadbines
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he miel alall imes

The Depuly Biocion.
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met at all lmes
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“No.

47 {a)

48 (a)

Treasury reguiation
2111

Treaswry regulabion
2121

« inchide, after 1 April 2002, infarmation about the institulion's effi
effectiveness in delivering programimes and achieving its objeclives and otlicomes
against lhe measures and indicators set out in any strategic plan for the year under
consideralion

» include information on iransfer paymenis per organisation for the enlire financia! year
as well as report on compliance with section 38{1)(J)) of the Act

« nclude all information required in lerms of the annual Division of Revenue Act, 2006

« include any additional information required by parliament or the provincial legislalure

« repoil on the use of foreign aid assistance, detailing the source and intended use of
the assistance {including the vatue of any aikl-in-kind in rand), performance
informalion on the institution's use of the assisiance, and any pending applcations lor
assistance

« supply a report hom the Audit Commitlee as required by paragraph 3.1 10

Granting of gifts, donations and sponsorships by the State

The Accounling Officer may approve gifts, donations and Ihe sponsorship of state money ard
other movable property in the Iinterest of the Stale. When such cash amounis exceed

R100 000, the approval of the relevant legislaiure must be sought by including the tem
separalely in the estimates of expenditure.

Acceptance of gifts, donations and sponscrships to the State

The Accounling Officer may approve the acceplance of any gifts, donation or sponsoiships to
the Siale, whether such gifts, donations or sponsarslips are in cash or in kind.

ciency, economy and

‘Lowest rank’
Delegated to -

Mol delegaled

Mot clelagaled

Initials
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Chief Execu!h}_
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the: tevente furnd




Initials

ftem |- ““Reference to : A
e e i Lowest rank i
No. wear- Eop -Execution
Deiegateci {6
48 (0 1 re eastiry reguiahon ‘Al cash gifts, donalions or spansorships must be paid into the ;eievant revenue fLIIlEi EX(‘PPt Responsmmty The € O must
2122 those donalions received in terms of Treasury regulation 21.2.5. managers enstre hal popel
records extsi of all
giits, donations and
48 (¢ ) | Treasury reguiation | All gifts, donations o1 sponsorships received during the course of the financial year must be Dhreciar Finance sponsenships
2124 disclosed as a note o the annual financial statements of an institution Responsinily
managers will provide
ihe CHO with tull
delait of such cuses
Idenhty of donars and sponsors n
49 (a) | Treasury regulation | When a donor or sponsor redquesis to ramain ancnymous, the Accounting Officer must submit | DCEOG. G5
2141 to the relevant ireasury a certificate from both the Public Protector and the Auditor-General,
which states thal the identity of 1he donor or sponsor has been revealed to them, thai they
ave noted il and that they have no abjection.
50 (a) | Treaswy regulation | Payments and remissions as an act of grace
2211
Where no legisiative authority exisls, lhe Accounting Officer miay approve an amount up lo Al televant
12100 000 as an act of grace of favor for: doctmentation
. the remission of money due to a revenue fund 15 o be mads
. payments from a revenue fund. avalable o
the Mirector
50 () | Dheasury regulation | Where maore than R100 000 is involved, parliamenlary or provincial legisiature approval must Finance ko incluson
2212 be sought hy including the item separately in the estimaies of expenditure i the quarterly
nternm financial
50 {c) | Treaswy regulalion | Afl remissions, refunds or payments made as an act of grace during the fnancial year must be reporting and annuiail
2214 disclosed as a note to the annual financial slatements of the institufion. financial stalenw:nis

Ny .Jlmni'g'?m "anyl
Chief Exedutive Offidr



tem ‘g_@é_g,t.:r'ank:
No.- Delegated to

. Execltion

'GOVERNMENT PAYROLL GEDUCTIONS
Persat deducians
HE | Treasury regulation | Subyect ta Tisasury regulation 23.3, no official ar employee of an enfity contractad o operate | State Accountant and

2321 Persal may, whether for paying 2 delt or any other purpose, process a discrelionary equal grading
deductian as from 1 Aprit 2001,

5H{b) { Tieasury requlation | Before a benefit, cotlective agreement, or state or statudory deduction is processed on Peisal, | Stale Accouitant and

D820 the Accounting Offtcer must certify that the deduction 1s due and that no portion of it is a equial gracting
discrationary deduction.
81 (e} | Veeasury requiation | Whete such certtfication is for an emofunients attachment order issued agairst an officiat it State Accountant and
2423 terms of section 85.J of the Magisirales' Court Act, 1944 (Act 32 of 1844}, the Accounling equal grading
Officer miust be salisfied that:

a 1he documeniation presented by the judgment creditor or hisfher allorney infer aha
reflects, as contemplated in this Act:
= halthe official was given writlen consent to Lhe issuing of the order or that a court has
authorised it (on application or otherwisel, and (hal this authorisaiion has not been
suspended
+  that the official has first been sent a registered letier advising him/her of the amount of
the judgment debt and cosis, and waning that an emolumeanis altachment order will
e tssued ff this amount is not paid within 10 days of the date of ts posting
b aher deduction, the official will have sufficient means for maintenance form unseliferself
ard any depandants.

MR MY MANY!

CHIEF EXECUTIVE OFFICER {ACCOUNTING OFFICER)
OATE:

_ fa-«
Initials / ( ¢

Wir Jimmy Manyi
Chief E};( cutive Of{{,er
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Jondlitions applicable -

i1 Approve the procurement of Directors: SCM 2 of 2005 - Price guolalions must be accepled before

suppfies or services, the hiring ofr RE0 000 within expiry of validity by means of a telegram,
letting of anything, the acquisition SCM process telex, facsinmiile followed or an cidet.
or granting of any right or the - For all procurement in excess of R30 400,
disposal of movable state property, | Chief directors: the preferential procurement reguiafions

| resulting from the invitation and R150 000 within 2001 will be applied.
acceptance of price qguotations. the SCM. - Quolations shoutd be requested in wiiting

framy the suppliers
- When quotalions are obtained from
suppliers who aie nol isled on the
deparimental database, the new supplier
shauld be requesled lo complele the
application forn by the requasting section.
Thaose who faif to submil their application
will be considered to have not claimed
preferences in accordance with the said
regulations.
- Preferably Uie list of prospeclive senice-

providers on ihe deparimental database
must he used.

initials: o/
My Jimmy |
Chief Exégiitive Officér



) De_'sr__:'ri'l?'ticih of the althér ' ':Gdﬁ_d__l’ﬁéh_s'_appticahie _ |
1.3 Approve, in emergency cases, that | Departmental Bid |  Treasury - Approval will be granted upon receipt of ]I
supplies and/or services may be Adjudication Regulation 16A6.4 | written motivation, indicaling the reason |
procured where immediate action Comimittee: for the emergency and the losses or :
(s necessary to avoid a dangerous R8GG 600 consequences that will follow if action is |
or risky situafion, misery or want. not taken, {
The principle of competition Above RS00 000: - Motivation to be signed at director’s level q
shotidd, however, be adhered to as recommendalion and approved by lhe relevant Chief i
far as possible, by the Director. r
Departmeantal Bid « Ininstances where deviations 1o ba i

Adiudication approved by the Bid Adjudication l

Committee. Commillee are from a paiticulal |'

branch, the DCEO and CD of the ]|

Approval: CEO relevant branch, whom the reqiest i

comeas from, will be recused fram the ]

decision making of the particular |

request.  In this instance the qhonam !

will he reduced one, i

1

!

J

I[:

|

|

|

|

;l

|

|

?

. ' ( (e~ !
Initials: J___( N PR, e
Mr Jimmy M '
Chief Exem} bve Officer



1.4 f\cqutblliO[‘l of Confe:ence faCIImes

Approval thereof

Approval thereof

D1rect0r reievant

seclion:
R500 000

Chief Director:
relevant section
and CFQO:

R500 000

Bid Adjudication
Conmittee
Above R500 060

Treasmy

Regulation 16A6.4
16AB.3 (a-f)
16A8.1 (a)

Concllilons appllrahle .

clearance ceriificale

« Quotations must reflect service fee /
commission separaiely from the cost of |

the service itself

»  Closed hid process. Delailed
malivalion indicating, purpose
bhackground | limelines as well as
service providers that will he
approached.

& C,C?, PRy O e

(LED PRICOE Te
__Q‘M ALISATIorn

biliagls 7
M Jitniy
Chief Exesdiive Office

There must be an or Lgmal valid tax

t

. iheue miust he a lcile| nf ung'agemen!
hetween GCIS and the venue finder

R

T
|
N
.
|
|
|
1
I
|
|
|
|
|
‘l
|
|
|
|
|



Delerning contract period.

Comptle the specification ot terms

of reference that will be used for
inviting competitive bids or
requesi for quotes.

Approval of the terms of reference
! specification

Approval of the terms of reference
/ specification.

Director; end-
Lser: not
exceeding the
MTEF period
{three years)

Director: retavant

seclion
Bid Specificalion
Commitice

Chief Director:
reievant section
under

R500 000

DCEO: relevant
section ahove
R500 Q00

Coniditions applicable

- Far rental of equipment, the rental
petiod should not exceed a maxinmum of

three years.

Itials ,
Mr Jimny
Chief Exeaiive Officer




Farr i Appowumens 57 accounting rilcss

36, Accounting officers.— . Zwer Zepammient ang svere SONSDICLGRE N3
= - h -

TUst pave ar ascounuing sfficer

.2} Subisorio subsecnon 3 —

«z2)  the nend of 2 deparment must ze e 2ccounting officar for the Separtment ana
7&- the zhis? exeoutdve officer of o onsttitional insUiLLonR MUsI Be he sCoCURLng

Fiilcer for tnat institudien,

4CRrote or mirucs

fe. IROTHS RIZOUTBDE

3+ The reisvant reasury mar, 0osxcepuenal clroumstanced.
g that @ DeTIOn OMher Wan e 9eT30n menticned N sucsscn

aliiger or—

T

iZ1 2 degariment or 2 Constitutions) insdroton: o
‘A arreding entny witub a desartment

The reigvamn trsmsury may 2t oany me withdraw n owriting an approval or
instrucuon in terms af subsecton (3.

1)

(31 The emplovment conzract of an accounting officer for a department. trading sndn
or constiturional institution must be in writing and. where possibie, mciudz performancs
standards. The provisions of sections 38 o 42, as may be appropriate. are ~egarded as forming
par: of sach such contrac:,

3%, Acting acecounting officers—>¥her an accounting officer 13 avsent ar otharwise
urabie o perform s furctions of accounting officer. or during a vacane;, the functicns of
accounting officer must be performed by the official acting in the place of that accounting
aiticer,

Part 1 Responsipilities of aocounting afficers

38. General respensibilities of accounting officers,.— 1; The accounting officer for 2

deperimant, rading entitv or constitutona’l instruion—
(@) st engure that thatf deparunent trading entiny or constitutional institation has
and mainmains—
(i} effective. efficisnt and transparemt svsiems of fimancial and  rsk
managemeant and internal conrol;
‘i) a svstem of internal audit under the control and dirsction of an audi
: commites complying with and operating in accordanes with raguiations
ang instructions prescribed in terms of sections 76 and 77;
fili] an appropriate procursmient and provistoning svstem which is fair,
equitable. rransparent. comperitive and cosi-effecrive;
tiv) a system for properiv evaiuating 2l mator capital projests prior 0 a final
decision on the profecs

i+ is responsible for the effective, 2fficlent. economical and transparent uss of the
rescurces of the deparmen:, rading entitv or canstitutional insntution:
.o must ke effective and appropriate st2os IG—

-#1r callest all money due ¢ the deparmment wading endn or consumiona
instution;
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1.9

~] Description of th

Co-ordination of the coliection of
all relevant documents, including
specificalions / TOR, bid and
contract conditions, and the
allocation of hid numbers. This
includes checking that
specifications / TOR are
compliant {o the SCM framework.

Approval thereof.

Approval thereof,

Determine the validity period of
bicls.

Detenmine the period for the
siuibmission of bids.

Approval thereof

Senior SCM clerk
! officer
Uniimited

Assislant Director:
SCM R500 000

Above R500 000
Deputy Director:
SCM.

Assistant Direcior:

SCM

ASD: SCM

Deputy Director:

SCM

" Conditions applicable -

Treasury Regulation | « Only for hids where specification / TOR
16A6.3 has been received and signed off by the
relevant Diractor or Chief Director.y o -

. Aciivities of the arganisation, e.q. GCI-, |
State of the Nation Addiess, ete. should l
be considered when altocating vahdity
period.

- Validity periact of all bids shouid not |

exceed 90 days. |

Treasury Regulalion ‘
16A8.3 (C) ‘
|

l

initials:

hAr .!i['mml-f
Chief Fxeculive Officar




1.1

112(2)

{c)

ohmten the closmg date

Approve (he noatification
(advertising) of bid invitations and
ihe issuing of bid documents.

Approve Lhe invitation of bids /

quotes from selecied/sole service-
providers for specific brand or
trade mark only.

Appiove (hat services be sourced

fiom a single or sole service-
MM‘E case of tral_ﬂlg%

workshops, confe{ence (acilities,
i '}11513'110]1 research ar semmars

Grant approval in instances where
itis considered essential that
requirements are obtained from
one satlice of supply, e.g. where

Depallmental Bld

Adjudication
Comnuttee

Treasury Reguiation
16AG.3 (C)

Treasury Regutation
16.A.6.4

Deputy Direclor:

SCM

Direcior: relevant

section:
R500 000

Diracior relevant
section: R500 000

Director relevant
section: R500 000

Chief Oirector:
relevant section
and CFO

R500G 000

Treastury Regulation | »

16A6.4 10A8.3 (a-f)

16A9.1 (a) ¢
\Q\\ J

0
\\Ur\ \U

&/\\—-..-

_____Con(lltsons apphmhie

<1fin a specitic case, il it is impractical {o
invite bids for a fonger period,
. A detailed motivation indicating the

implications shoull the bid be adverlised |
for the full pericd should he presented to
the Bid f\d;uchcatmn Comimittee.

. In Speuflc Cases wh&‘! £ a pnnel of |
service-providers were scregned |
ih1ough the ht[ld'lﬂg p1 OCEss,

Upon lecelpt of a S!gned tum% of ;
reference / specification by a delegated ‘
official

if in a specific case, it is inpractical io
invite ids,

|
« A detalled maotivation inclicaling the i
implications, signed at director level and |
approved by the refevant Chief Directar |
should be provided]. The muottvabon |
should also he signed by the CF O |
= In cases where the amounl exceesds
RAOO 000, a presentation on the

|
|
deviation should be made W the Bid ]
Adiudication Gamimitlee |

« Motivation shoubd be submithed to the |
Head: SCM wilh the rest of the |
documenis. :|

|

|

Provisions of '1'1‘ea51})y Regolation

Iniials. (/HH

YN Im!!;‘f ”e.t.nyi
Chiel Execitive Officer

IS

—_



~design, colowring, compatibility or

conlinuily, is & critical factor

Approval thereof.

Departmental Bid
Adjudication
Committee: R1,5
miliion,

Accotinting
Officer: to approve
any amount
exceeding R1,5 ¢
million on
recommendation
from the Bid
Adjudication
Commiilee

168A8 3 (a-f) and 10AD.1 () should be

.
|
K
|

ahserveadd

Media services are addressed unde
specific delegalions

In instances where devialions {o he
approved by the Bid Adiudication
Committee are from a particular
branch, the DCEQ and CD of the
relevant branch, whom the requesl
comes from, will be recused from the
decision making of the particular
request.  In this inslance the quorum
will be reduced one,

;
hatials: <4 {((&““’

M iy Mandi
Chief xedttive Officer




— o e e

-Gonditions applicable .

Deputy Director: Treasury Regulation | In a specific case where thare are minor

Extend the closing daltes of bids.

1.14

Approvai thereof,

Grant approval that, in the event
of serious mistakes and
amendiments to the bid
documents, lresh bids are invited
or amendments {o the bid
invitation are issued.

SCM

Direclor; SCM

DCEO: relevant

section: unlimited

16A.8.3

Treasury Regulation
16A3.2 (a)

» Treasury
Reguiation 16A.8.3
- Treasury
Reguiation 16A.32

(a)

« A detailed motivation indicating the

1

» The extension will be applicable in

< in a specilic case where it s not

adjustment fo the specilication.
Amended documents should he sent o
service-providers who might have
collected the hid documents.

casas where there is enough time lefl
before the bid closes {o allow service-
providers 1o see the amendments.

nossible o extend the closing petiod of
the bid.

implications, should the hid not be
withdrawn, should be provided by all
relevant parties involved

in cases where the bich was already
closed, the bidders who subnntied
proposals shotld b infornmed.

Initials / LA e
Mt Jiminy '
Chief E?xe”i\n tive Officer




116

Approve thal early delivery of
goods or services be requested
from a setvice-provider after the
bicl has been awarded.

Approval thereof,

Supervise the receiving and
processing of bids.

Relevant seclion.

Internal Audit.

Dhrector: end-
user: unlimited

Relevant Chief
Director

Assistant Director:

SCM: unlimited

Treasury Regulation | « All bids are to be recoided.

16A9.1(d)

+ Clear timelines mus! be provided and

.I.'tt;p_ntﬁﬁQ.l_.“IS a'pplipéijle O

1he end-user must adhere lo timehnes
thal are relevan! (o the depariment.

. The capacity of the seivice- provider lo
cdeliver on the specifiad fimelines should
be considered,

|
i
l
l
]
|
|
The timelines must be reasonable. !
« Financial implications due to request of ’
early delivery should he taken inlo
account. [
« Supplier performance shoulld be :
monilored. In the event of non-
performance, deviations should be
documented and provided (o the j
service-pravider to responed. Information |
should also be forwarded to SCM.

!
|

« |.ate hids shouid he recorded, tndicating |
the lime they were received.

|
|
|
1
|
_\
|
|

=

P

itials: — ~ f f
M Jimy Mg
Chief ercl{ﬁ ve Officer



NO. . Coml[tmns dpphcahle . : \
117 Con%lder bids f0| aclmtssmn {or Deputy Director: Treasury Bid& wni he C la.ssmeu as idlt‘ 1f Ihuy are I|
non-aclmission {late bids). SCM: unlimiled Reguilation 16A8.3 received af the address given m the bid |
(a-f) documents, after the closing time l
Treasury Regulation | specilied, |
16A0.1{d) - Lale bids will be considered where no |
acceplable hids were recetved. |
+ Late bids will be filed unapened untilh it l
has been determined whelher |
acc eptahl;, bicts have been receved. |
- Incases w! e ace eptahh, Imis wWere ]
received, the late bids are to he returned
unopened o the service: plO\!'I(k—‘ib ‘
1.18 Approve that communication with Assistant Direclor: ‘l he fotlowmq DiO\ﬂbu‘an 5houki he |
hidders may 1ake place in cases SCM: unlimited obsarved: |
where information 1s incomplete |
or where a lack of clarity exisis Treasury Regulation 16A3 2 (a) ‘
about {echnical agpects of lhe |
offar. Treasury Regulalion T6A8.3 (a-1). (
119 Approve that contact with bidders Director: SCM in « Provisions of Treasury Regulation i
may he macde o obtain constilation with 16A3.2 {a) and ‘
confirmation of prices or the CFO
preference claims, in cases where - Treasury Regulation 16A8.3 (a-f).
il is obvious that a written, typed
or lranscription error or an error in |
the unit price has been made. |
|
|

initials: / (,/ el
i Immy I\ﬂc il

Chief Fxec tﬂ va Officer




| “Pescrip t_'i'dl'j:_ of the authorii

Approval that contact with bidders
may be made with regard to the
increase / decrease of quantities.

Approval thereof

Approve the exiension of the
valiclily of bids in the prescribed
manner, in cases where it is
expected that contracts cannot be
awarded prior to the expiry of the
initial validity perjod.

pgeitor: 15% of

originai contract 2003 Treasuy
quantity/valie. Regtilation 16A9.1
(a)

Relevant Chief
Direcior and CFO.__

e e T

i

Departmental Bid
Adjudication
Committee: 40%.

Abaove 40%: CEC
after
recommendation
from lhe Bid
Adjudication
Committee

Denuty Direclor:
SCM: unlimilecl

SCM 4 of

- A detailed motivation signed by a
Divector and approved al Chief Directo
level and the CFO should be submitted
to SCM.

. For any amount above 159%, a detailed
motivation shoutd e submitied and
presented to the Bid Adjudication
Committee.

- Provisions of Treasuy Regulation
16A3.2 (a) and

« Treasury Regutation 16A8 3 (a-f) should
e oliserved

+  Where gootls and or sennces were
acquired iough the RFG process,
ihe increase 1eqiirements should not
excead he thieshold of R500 000 0O

« Provisions of Treasuy Regulalion
16A3.2 (@) and Treasuy Regulalion
16A8.3 (a-f) should be observed.

» There shauld also he a review of the
timelines if any wera specitiad in the
tasi directive.

nitiats: ~_ /
M Jimmy |

Jaryl
Chief Fxekl

tive Ofhcer



NO. | Description of the authorit
122 Consider the escalalion of prices
when the valicity period is
extendad.
1.23 Accept quanlities olher than those
specified in the task directive.
Anproval thereof.

Departmental Bid
Adjudication
Committee:
unlimited

Relevant director

15% of criginal
contract
quantityfvalue.

Relevant Chief
Director

Departmental Bid
Adjudication
Committee: 40%.

1= Conditions applicable

+ Availabiity of the budyet 1o fund the
project should be taken into
consideration.

» The capacity of lhe setvice- provider o
deliver on lhe specified timelines should
ba considered

« The limelines must heeasonable

« The lotal cost of the service/goorls
should e considered

< The items being provided/proposed
should not be of inferior quality

« Should the quantities he less than wihiat
was specified in the task
directive/specification, the relevani
Responsibility Manager must ascertamn

or evaluale value for monay for the
organisation.

-+ Supplier peiformance should he
manitored. In the everd of non
performance, deviations should be
doctimenled and provided Lo the

shoulid alse be forwardead 1o SCM.

Initials _
anyl

M dimmy.
Chiet Exebiitive Officer

. 7
4 /i/ﬁ-j,,,

service-provider lo respond. informalion



Approval or regectlon of a hidders

own conditions.

Verify the ability of a bidder to
carry out a contract successfully.

Approval thereof.

Recommend the acceptance of a
bid with acceptable deviation from
the specification f TOR or
alternative offers.

Approval thereof.

Deparlmentat Bid
Adijudication
Commitiee:
unlimited

Departimental Bid

Evalualion
Commitiee:
vinlimited.

Departmental Bid
Adjuciication
Committee:
unlimited

Departmental Bid

Evaluation
Committea:
tnlimited

Departmental Bid

Adjudicalion
Committee:

unlimited

Treaswy Regulation

16A3.2(a)

*

» Biddet's financial position should be
- Previolis contracts carried oul by the

. Availabiiity of skills or knowledge and

) :C_?'anii'ti'q_ns applicable

- It it conlradicls the regulations.

If il contradicts the lask directive and

special conditions indicated In the

documents.

The size of the contiact should be
consiclered.

considered.
bidder should be considered.

resources shauld be considerad

- References may be sought rom

previous clients

Iid

» However, the circumstances should be

fully molivated to the Bid Adpidication

Commiliee,

- In specific cases where the bid offers an

rmprovement to the spacification / teims

of reference,

+ The improvements should be recorded.

« Provisions of Treasuy Regulation

16A3 2 (a) and Treasury Regutalion

16A8.3 {a-f) should he ohserved.

Inilialks:

My Jlmmgf—[ by i
Chief F:\eﬁ ive Officer




1 1 ! i
_-Dé's_{::r.i';'jt.i.;'-_"r"_bf::t:l:'lm — . '_:-:'_Conditions applicable - ]l
T LR L |
1.27 Finalise all bids up to an unlimited | Departmental Bid SCM 4 of 2003 |
amount by accepting the bid, Adjudlication SCM 2 of 2005
which is in accordance with the Committea:
specificalion/task clirective / TOR unlimitec!
and has the highest points. ]
1.28 Sign a letier of acceptance after Director: SCM. Treasury Regulation {- tetter of acceptance to be sent together
the Departmental Bid Adjudication 16A9.1 () and 16A8. |  wiih the order to the service-provider (if
Committee has granted approval i(e) possible). |
that Lhe bid be awarded. }
1.29 Cancel bids in cases where; Relevant Chief SCM 4 of 2003 - A motivation indicating why bids are lo ‘
« no offer is received Director or CFO: be cancelled, signed by the relevant ‘
- lhe ilems are no longer required unlimited director, should he submittad l
« there are errors in the bid « Service-providers who submitted the |
ihvitation documents bids should be informed. |
- the bid price is certified as being « Should service-providers reduire }
exorbitant debriefing on the action from the !
« the bids were accidentally not department, SCM will facllitale the |:
advetlised in the Government mealing belween the service- provider |
Tencler Bulletin and the relevant section. I
- fundls are not available. \
|
|
|

wtials: 7 /({ (&€
My Jimmy Me iy —
Chief Exedufive Officer



the asiounun:z

1 caoh 37 the
14 qeqz S oklaa
v 2dVE 20 WS

43, \"irement betwesn main divisions within votes.— 1
@y utlilge o saving 0 he amoun: aoprocniated uncer
aefrarment of e sxpendiiure snder anomher maln division w ‘th'" m2osams

33 the reisvan: treasurs JirsCi omersise.

20 The amount of @ saving under 3 main division 37 3 woes i ma n

Wi or auhsection i mar nel woesd SVINL DET SERl 1 ong ameent anorgprigiel uader thal

3. AD agcounning ALIcer must ‘.rit"'.” seven davi submill 3
craseribed sorncuiars conesruing the willsaticn of a2 saving in tarme o7 subsection ] w the
@xeculive authorin responsibls or the departmment and o the r21evant reasu

+d' This section dees not autherise e utiisation of a saving in—

s an amouvnt specificalsy and sxciusiveh approgriaied Tor 2 purpess mentionsd
under a main division within 2 vous:

id%  an amount appropriatad for tanster to another mstinudon; and

reian amount agpropriaied for casital expenditurs in order oo aefra curren:
expenditurs,

;A utitiseiion of a saving in terms of subsection 1+ s @ dirser charge ezains: the
reievant Revenue -unG prm-:ued thal, ir the £ase of 2 provines, thal provincsg enicis such
utilisaricn as a dirsct chargs.

5. The National Treasury may by regalation or instruction in ierms of section 78
resulare the applicanon of this section.

Part 2 Other gfFicials of aepariments and sonstuutional insrinuions

G4, Assienment of powers and duties by accountng officers.—'i) The accounung
oificer for a deparmment, frading entiey or constitutional institution mayv—

{2y  in wriing delegate any of the powers entrusted or delegated ta the accounting
ofiicer in terms of this Act, to an official in that departmen:. wading eniity or
consiitutional insdrution; or

161 instruct any officia in thar department. wading entin or zonsitutional
institution o perform any of ne dutisg assigned o the accouning officer in
rermns of this Act

A defegalon or instruction 10 an officia: in terms of susssstion (1—
;8 subyect te anmy limitations and conditions prescrived in terms of this Aot or as

the raigvant treasurn may IMpose;

c&Y 0 [s supject iooany limitations and congitions the acscunting aTicer may IMp0ss:



1.30

Cancellation of hids after award

Recommendation thereof

Approval thereof

Relevant Director

Chief Director

Bid Adjudication
Committee

- |I' Conditiens applicable

I the supplier committed any couupt
or fraudulent act during the bidding
process or execulion of the contract
If any official or other rule player
committed any corrupt or fraudulent
act during the bideling process or the
execuriton of Lhat contract that
benefiiad the supplier

The service provider failed to perform

on any previous contract, and there 18

documented proof where the supplier
was requested to remedy the non
pelformance and there was no
improvement

A delailed molivation signed by
delegated officials and attached prool
should be submitled.

Initials </
Mr Jimimy
Chief Exec_t tive Officer

g

1




1.31

| Description of the atthority

 Defegate

Cancellation of RFQ after award

Approval thereof

Where fraud is involved, Approval
Iherzof

Relevant Director

Relavant Chief
Director and CFO

Bid Adjudication
Committes

If the supplier committed any corrunt

s Conditions applicable -

ar fraudulent act during the hicding
process or execulion of the contiacl

It any ofticial or other 1ole player
commilted any corrupl or fraudulent
act during the bidding process or the
execuriton of that contracl that
henefited the supplier

The service providai Tailed to petfonn
on any pravious conttact, and there is
documented proof where the suppliet
was requested {o remedy the non
performance and therg was no
improvement i
A detailed motivalion signed by
delegated officials and attached proof
shaudd he submitted.

Inhials, <
Mr Jimimy Me
Chief Execrtive Office



1.33

Approve requests received from

contractors for the extension of
delivery periods, provided the
price remains unchanged.

Approve that contract payments
may be transferred under certain
circumstances.

Director: relevant
seclion and
Deputy Director:
SCM

CFQO: unlimited

« Supplier shoulkl make the request in

» Extension shauld be imade v wiiting.

+ In case of projects, lhe implications of

» For amounts exceeding 30 000 per

This should be upon receipt of a wntlen

writing.
tnd-user should bhe infonmed of lhe
clecision.

The 0-9 {ile should he updaled
accordingly with ihe new delivery date

ihe extension should be taken into
cansideration and reporied.
Provisions of Treasury Requlation
16A3.2 (a) and Treasury Regulation
16A8.3 (a-f) should he ohserved.

lelier signed hy the transferor, the
transferee and two withesses.

The parties must complete the enlity
mainienance form.

case, both parties are to arrange a
meeting wilh the depariment.

Initials: "/ L URT L
M Jimimy Manyi _
Chief Cxatiftive Oflicer/



Approve amendments o the

specifications/deliverables.

2. Procurement and asset management

ra

2.3

Approve that an order number

may e given, telephonically, to
the supplier.

Approve that equipment or
furniture may be transferred to
another denariment/institution.

Approve that any movahle
property be loanad to another
inslilulion {private or public).

Departmental Bid
Adjudication
Commiitee:
unlimited

Senior SCM

Officer: R10 000

Assistanl Direclor:
SCM: R30 000

Deputy Director:
SCM: R200 000

Cro

DCEO: Corporate

Services

Departmental Asset
Palicy

| -Conditions applicable -

+ If a hinding contracl has heen concluded

« Shouldl additional cost be involved, this

« When supplies or setvices are Lrgenlly

- Approval will ba granted upon receipt of a

+ Although the CFO will serve as a

stamping.

« Approval will be granted upon receipst of

but only after negotiation hetween the
contractor and the department and at no
additional cost.

should be dealt wilh in accordance wilh
delegations 1.21 and 1 22.

required and system prablens are
expatienced.

The offlicial order form musl then be
forwarded to the service-provider as
soon as possible (48 hours).

The documenls musl have already
been submilted to SCNM.

wrilten maolivation.

confirming authority, he/she will be pail
of the dispasal meeting to avaoid ruliber

a wrillen motivation from a senior '
manager of the relevant deparbment |

fniliats. o
Chief Exer\x\l:t s OMTeer

il J:lmn'y' WMiafh

i



2.6

2.8

Approve that a stock item be
loaned to ancther depariment.

Approve that a stock item be
loaned from another department.

Appoint asset holders and stb-
asset holclers.

Remove (from the Asset Register)

lossas or damage te departmental
property arising from, among
olher things, criminal acts or
omissions if, after a thorough
mvestigation, it is found thatl the
loss or damage is irrecoverable or
written off, elc.

Approve disposal of obsolete,
unserviceable or redundant
equipment.

Confirming authority.

Director: SCM

Director: SCM

Relevant Chief

Dirgctor in
conjunction with
Deputy Director:
SCM

SCM officer after

approval by the
Theft and Loss
Committes

Disposal

Committee

CFO

Treasury Regulation
1252

SCM 4 of 2003: 3.4

Treasury Regulalion

10.2.1

PAS Manual,
Chapter 18

* Conditions applicable -

- PAS Manual, paragraph 8.1.2.7,

« PAS Manual, paragraph 8.1.2.7.

» Removal of items from the register will

oceur wpon receipl of a wiilten
mativation/approval from Ihe Loss
Conirol Commiltee.

+ Approval will be granled upon receipt of

a subimission signed by (he

Responsibility Manager on request form.

» All requests o be sibmitted to the
Disposal Comimittee.

ntials 7
BAr Juniny
Chief EXFE‘.l tive Officar




2.10

Approve the

Approve the disposal of obsolete,

redundant stock items.

Confirming authority.

storing/usage/keeping of
departmental properly at a privale
p:openy ((‘EO eAempted)

Approve that an advance

payment for goods or services
may be made.

Approval thereof.

Disposal
Committee

CFO

DCEO CS

Director: relevant

section

CD: relevant

section and CFO.

CD: relevant

section and CFO.

PAS Manual,
Paragraph 22.11.3

Departmenlal Asset
Palicy

" ':Condiilons 1ppltcabte

+ Approval
a submission signed by the
Responsibility Manager on request form.

- All requests to be submitted to ihe
Dlspoml Commitiee.

. Approvai wm hu g|amed Lpon recem[ nf

a written motivation.

« Approval will be granted upon receipt of

will he granted upon receipt of |

a written motivation from the relevant

director signead al Chief

+ The mativation should indicaie the sk

factors taken into consideralion.

Initiats //__

Mr Jimty Wa 1yi )
Chief [Fxgtiftive Officer

LDirector level.




| “pescription: of the autharity Corditons aweale

Sign contracts on behalf of the CFO: financial

department. commitment.
2.12¢(bh} Sign properly lease agreements —_I_?_e!eva_nt Cor .
on behalf of the department. functional |
aspects,

CFO: financial
commibment, R2
million per case.

Relevant Chief
Directar:
functionat aspects

Accounting
Officer, above R2
miition

s
-;7/
Py ey -
Intials: ( (S
My Jimmy. Manyi
Chief [EXE%Q{/H'I\IB Of[l(:{ai‘;’




3. Authorisation of orders and paymentis

3.1

| Description of the

Pre-authorisation of payments on
Procurement Integration and
BAS,

SCM Clerk;
R2 miilion

SCM Officer:
82,5 million

SCM Officer:
R5 million.

Assistant Director:

SCM: R10 million

Deputy Director:
SCM: abave
R10 million

Director: SCM
above R10 million

“Reference

“Conditions applicable .~ "o

« Deolegations limited to SCM ofiicials.

- Alf relevant documents musl be
aflached to the order/payment batch:

o quotations

o mofivations. :

« The invoice, simullaneolis receipls and 1
issue ar receipt vouchers musl be

signed/ authorised by the end-user, thal
lhe service is satisfactorily 1enderail
before payment can be effected an the
Procurement Integration or BAS Syslem
« In inslances where he invorce is sighed |
and ithe Responsihilily Manager is nol
availahle to sign the invoice, the following
words shotidd be wiilten on the vouchear

“sae altached hvoice for signature”

» Al amounts from the value of (1 mitlion |
and above should be processed via the
clearing centre.

« The option “lransfer paymenls” shotd
be selected on the Logis inlegration
system

« Allinternalional payments should be
channalled through Financial
Adminisiration.

initials: - /5
Mr Juminwy
Chief El';,(:utive Olfiger



Final anthorisation of payments

on Procurement Integration and
BAS system.

SCM Clerk
R1 million.

SCi Officer:
R2.5 million.

Assislant Director:
SCM: R5 mullion. _

Deputy Direclor:
SCM: R10 mitlien,

Director SCM:

above R10 miltion.

CFO: unlimited.

« Al amounts fiont the value of 21 million

Conditions applicable

« Dalegations lintted to SCM officials

All relevant documents musl be _!
attached to the order/payment batch:
quoiations

molivations

The invoice, simullanaotis receipts and
issue or receipt votchers nuust he
signed/authorised by the end user, that
the service is salislactonly rendered
before payment can be effected on the
Procurement integration or BAS Systam
In Instances where the invoice is signed
and the Responsihility Managet 13 not
availabte to sign the ihvaice, the
following words should he wrillen on the
volicher "see altached invoice for
signature”,

and above should be pocessed va the
clearing cenhe. l

« The opliun "hansfer payments” should

3

he selecled on the | ogis Inlegration.
All international payments should be
channeglled through Financial
Administration.

Ininals . /L f
BT Jime-Many
Chief Exeglitive Office



onditioris applicable .

| Description of the authoity

! Payments to overseas institutions. |  CFO: unlimited. A BAS payment advice approvedl
by the relevant Responsibility Manager
Director: Finance: should be submilted to SCM.
R200 000 « All the refevant information, including
hanking details are to be provided by lhe
Director; SCM: refevant section.
R200 000
Deputy Director:
Finance
Administration:
R100 000
Deputy Director:
SCM. R100 000
4 Assistant Direclor:

Ly -

SCM: R150 000

SCM Officer
R50 000D

J s
Initials: ///U_{

Ar .Jirnm?f 1én§h'
Chief txefulive Officér




DELEGATION OF POWER BY THE ACCOUNTING OFFICER OF GCIiS

2011/12 TO 2012/13 FINANCIAL YEARS

FINANCIAL DELEGATIONS

Reference to_

Exectition .

CORPORATE MANAGEMENT

1@ Treasury teguiabion | Unless directed otherwise by the relevant treasury, each instilution must have a CFO serving Nol delegated CFO has been
211 on the senior management team. appointed .y the
GEO.

INTERNAL CONTROL

Auddit committees

2 {a) Treaswury regitation | In lhe case of a non-shared audit cornimittee, the Accounting Officer of an instiliion must Mot delegated
312 appoint Audil Committee members in consullation wilh the relevant Executive Authority.

2 (M Treasury reguilation | Audit commitlees must be constituted so as to ensure its independence. Mot delegaled
315

2 (c) Treasury regulalion | Members of an Audil Commitlee who have been appoinled from oulside the pubhc service Nol defegated
316 pursuant to section 77(al(i} of the Act, must have appropriate experience, be appointed on

contract and remuneraled in accordance wilh paragraph 20 2.2 of ihe regulations. Should il
be deemed necessary, such members may be remunerated taking into accourt tariffs

determined by the South African Institute of Chartered Accountants in consultation with Lhe
Auditor-General as provided for in paragraph 20.2.3.

| Joon

U DR In_n.ials._.” f(‘(f ‘éuf}l_u

Mr Jimmy Ma'l-s'y'i' "
Chief Exgtutive Officer




4.

4.1

Authorisation of  orders an
Pracurement ntegration.

SCM: Clerk:
R1 milkion

SCM Officer:
R3 million

Senior SCM
Officer: R5 million

Assislant Director:

SCM: above
R5 miltion

SPECIFIC DELEGATIONS {(ACQUISITION OF MEDIA SPACE)

Engagement of Media Owner

CD: CSA

CFO
A

Treastiry Regulation

16A3.2 (a) 16A8 3, 4
and 168A9 1{a} ()

« All relevant documents must be

""erhd'i_tiqns_applic_:aljl_e- '

atlached to the VAS 2 or request for
order:

O YuOtaon S

0 molivalions

o approved submissions.

Relevant documents to be verified foi
compliance against departimental policy
before request for orders is captured or
processed. I

Theie musl be a leiter of agreemenl
indicating;

Account limil

How invoicing wiill be handled

How relationship will he managed
including escalation of issues
Details of accounts officials on lhe

GCIS and service prowrlm s side
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Description of the authority

Acquisition of
with sole service providers (..
Sowetan, Cape Argus, etc)

Approval thereof

tint Media directly

Director:
R30000.00- RZ
million per h
campaign

CD: CSA and CFO

Chairpersan of the
BAC: Above R2
million — RS million
per campaign

4

L

| Conditions applicable -

Treasury Regulation

16A3.2 (a) and
16A9.1 (a)

A detailed maotivation indicating;

Purpose of the memn and 1efevant
delegalions

Whal resuited in the need

Why Lthis procurement model was
followad as well as why other service
providers cannot be wtilized for the
sarvice

What are the benefits for the
department / slate with this moclel
The submissions approved by the
Chairperson of the Bid Adjpudication
Commiites musl be labled al the
following meeling of the Bid
Committee.

At the end of every quarter, a memo
will he submilted 1o MANCO on all
hids awarded and submission
approved by the Bud Adjudicalion
Commitiee.
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Descnptlon of the authorlty

Acquisition of Radio Space directly
with sole service Qowdezs

Comniunity tiacl!o Stations anci
SARBC Stations)

Approval thereof

/ /) 49 ( | ?/ N

million per

TRBAC: AboveR3

) /-

Directar
30 000 -

16A3.2 (a) and
16A0.1 (a)

3

campaign

Ch: CsAand CFO
Chaiperson of the

million - RS million
[per campaign ,’
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| Conditions applicabte .

A detatled motivalion mdicating,

Purpose of the memo and relevant
delegations

What resuiled in lhe need

Why this procurement mode! was
followed as well as why other service
praviders cannol be utilized for the
service

Whal are the benefils for the
department / stale with this model
The submissions approved by the
Chairperson of ihe Bid Adjidicalion
Committee musl be tabled at ihe
following meeling of the Bid
Cammitlee

At the end of every quarter, a memo
will be submilted to MARNCO on all
bivls awarded and subrmission
approved by the Bid Adjndication
Commitlee,
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Acguisition of TV Space directly

wilh sole service providers {e.g.
SABC and ETV)

Approval thereof

Director:
R30000- RS -
million per
campaign

CD: CSAand CFO

Chairperson of the
BAC: Above RS
million — R10 million
per campaign

CEQ: Above RI10
million on
recomimencalion
from the BAC.

Treasury Regulation

16A3.2 {a) and
16A8.1 {a)

| Conditions applicable

A delalled motivation mdicaling,
Purpose of the memo and refevani
delegations

What rasulted in the need

Why this procuiemient model was
followed as well as why other service
providers cannot be utilized for the
sarvice

Whal are the henefits for lhe
depariment 7 stale with this model
The submissions approved by the
Chairperson of the Bid Adjudication
Committee musi he iablad at the
following meeting of the Bid
Committes.

Al the end of every quailer, a memo
will he submitted to MANCO on all
hids awarded and sulxmission
approved hy the Bid Adjudicalion
Commiilea.

(o

inilals: 2 ff L0 T
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Chief E:xéc five Officer |
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JiN0r | Description of the aut ‘Conditions applicable .~
4.5 Acquisilion of outdoor. Dirkctor: Treasury Regulation A detaled mobvation indicating;
advertisementﬁirectiy with sole R30000- R1 16A3.2 (a) and o Purpose of the memo and relevant
service providers million per tw 16A9.1 (a) delegations
campaign o \What resulted in the neerd
' o Why this procuremeant mosdel was
Approvatl thereof CD: CSA and CFO followed as well as why olher service
providers cannot be utilized for the
BAC: Above RT service
million — R3 miflion o What are the henefils for the
per campaign department! / slale with this moclel
CEQ: Above R3 !
million on |
recommencdalion
from the BAC.
NE3: Where powers have heen delegated to a holder of a specific rank, that power may he execuled by the acting official ar the

holder of an equivalent or higher rank. The person pre-authorising the payment should at all imes notl be the final authoriser of the

same payment,

The CEO reserves the right to withdraw the delegations given {o an cofficial(s), should ha/she be of the view that the delegations have
heen abused and disciplinary proceedings may be instituted against that particutar official{s). These delegations will be reviewed on an
annual basis.

nitials: _/{ ° 0T
Mr Jmnr'yz lany /
Chief Ekelutive Officel







PROCUREMENT FOLICY
1. INTRODUCTION

The GCIS commits itself {o the development of a sound procurement/acquisition policy
that is consistent with the principies contained in the Preferential Procurement Policy
Framework Act, 2000 (Act 5 of 2000}, issued by the Minister of Finance. The principles
and practices set out in this policy apply to all officials tasked with the procurement of
goods and sevices.

The department's acquisition policy emphasizes accountability and is aimed at achieving
the best value for money. This document takes into account the role of Supply Chain
Management (SCM)}, established to provide a procurement service fo users and to
sireamtiine acquisition within the department. In consultation with staff SCM develops
acquisition policies that are aligned to the guidelines as set out by National Treasury,
concludes contracts, manages bidding processes and provides support and advice to line
functions.

This policy requires all officials in the GCIS, performing duties in relation to the
acquisition/procurement of goods and services (e.g., sourcing of quotations, compiling bid
terms of reference, etc.}, io have regard for these principles and practices, and to keep
written records of any actions that are not consistent with these principles and practices
and their reason for doing se (motivation for deviations).

Acquisition in the GCIS takes place in terms of the Preferential Procurement Policy
Framework Act, 2000, Public Finance Management Act (PFMA), 1989 Treasury
Reguiztions, SCM guidelines and the Broad-Based Black Economic Empowerment
(BBBEE) Act, 2003 (Act 53 of 2003).

All officials are required to acquaint themselves with the prescripts underpinning the
depariment’'s acguisition processes.

2. OBJECTIVES

The objective of this policy is to regulate, the Govemment Communication and Information
System (GCIS) acquisition/procurement systems and procedures developed in terms of
the Preferential Procurement Policy Framework Act (PPPFA}, 2000 as amended; PFMA,
1999; BBBEE Act, 2003; Framework for Supply Chain Managemeﬁt, December 2003; and
Treasury Regulations 16A.

3. REGULATORY FRAMEWORK

3.1 Section 38 of the PFMA, 1599 sets out the general responsibilities of accounting
officers, one of which is to ensure that the department has and maintains an appropriate
supply chain management system, which is fair, equitable, transparent, competitive and
cost-effeciive.



3.2 For the GCIS to meet these requirements it will observe fully Treasury Regulation
16AG and the five pillars of procurement as set out in the General Procurement
Guidelines, which are incorporated in this document.

3.3 This policy sets out ethical and sound acquisition practices to be followed by all
officials involved in acquiring goods and services within the GCIS. The Accounting Officer
is authorized to amend these procedures should the need arise.

4. CORE PRINCIPLES
4.1 The objective is supporied by the foliowing core principies of SCM:

= obtaining vaiue for money

+ open and effective competition

* business ethics and integrity

= accountability and reporting

< procurement/acquisition from historically disadvantaged individuals (HDIs)BEE/BBBEE
comypliant suppliers.

4.4.1 Vaiue for noney

4.1.1.1 All GCIS officials should at all times strive for good value for money when they
procure goods or services.

4.1.1.2 Value for money involves comparing alternative goods/services available in the
specific market prior to a specific choice being made. This means comparing the costs
against the benefits {0 be obtained in that specific service. The benefits should compare
favourably with the price the department would be paying for those goods/services.

4 1.1.3 Value for money is an essential test against which the depariment must justify any
procurement / acquisition outcome. It is, however, not the only facior to be considered
when comparing the altemative solution.

4.1.1.4 Other factors would inciude the goods or service offered meeting the
requirements of the department; HDI representatives and BEE status of the company
bidding; the capacity of the company to deliver the required product/service within the
specified period.

4.1.2 Open and effective competition

Open and effective competition will be the central operating principle of the entire
department’s acquisition process. Officials are required {o ensure that:

+ the requiremenis of Treasury Regulation 16A83, the PPPFA, 2000 are obsetved and
where industry charters are in existence, their scorecard(s) should be adhered to, based
on guidelines issued by National Treasury and DTI.

+ adequate and timely information is provided to all suppliers to enable them to bid/quote




« content of information on fhe specifications/task directives should be uniferm {o ail the
potential suppliers

+ a fair and open process of evaluating the bids or quotations should be communicated in
the bid specification/task directive or request for quote (RFQ) documents when they are
issued

+ officials should seek ways of providing new entrants/suppliers an opportunity to bid,
especially the companies owned by HDIs; small, medium and micro-enterprises
(8MMESs); or companies that are BEE compliant.

4.1.3 Ethics and fair dealing

4.1.3.1 The GCIS is committed to ensuring ifs officials adhere to the Public Service Code
of Conduct in the execution of acquisition. The Public Setvice Code of Conduct
C5.3, C.5.4 and C.4.6 respectively states that:

an employee does not use her or his official position to obtain private gifts or benefits for herself
or himself during the performance of her or his official duties nor does she or he accept any gift
or benefits when offered, as these may be censtrued as bribes

an employee does not use or disclose any official information for personal gain or the gain of
others

an employee will recuse herself/himself from any official action or decigion-making process,
which may result in improper personal gain and this should be properly deciared by the
employee.

4.1.3.2 1t is therefore the requirement of every employee of the GCIS to ensure that:

» acquisition is conducted in accordance with high ethical and moral standards

+ employees must observe recognised standards of fair dealing and personal infegrity

» employees shouid neither condone nor approve any known illegal or unethical act for any
reason willfully

- confidentiality of information must be adhered to at all times

- officials involved in the acquisition process should at all times disclose any possible conflict of
interest and/or fraud to the CFO or Head of SCM, i.e. with regard to acquisitions relating o bids or
guotations

+ impartiality in the conduct of bid evaluations.

4.1.4 Acquisition from HDI/BEE suppliers

To fulfi the Govermnment's objectives in acquisition, the following will be considered when
procuring goods/services for the GCIS:

= Purchasing will strive to promote the usage of SMMEs.

+ The GCIS’ employees should strive to source quotations from the service-providers on the
database. Where service-providers on the database are not able {o provide the required service
or item, the person requiring the service must ensure that the service-providers being approached



complete the necessary database regisirafion forms.
. The service-provider database is available on the intranet for obtaining guotations. The

database is maintained by the SCM Unit.

» Service-providers on the database should be used on a rotational basis.

SCM Management will monitor the constant use of the same service-provider,

5. ACQUISITION AUTHORISING STRUCTURES

5.1 Accounting officers are expected o ensure that their departments apply the principles of
sound acquisition prescribed in the PFMA, 1999, PPPFA, 2000; Treasury Regulations; and the
Constitution of the Republic of South Africa, 1996.

5.2 Section 38 (i} of the PFMA, 1899 stipulates that the “Accounting Officer must ensure that the
department, trading entity or constitutional institution has and maintains: an appropriate

procurement and provisioning system which is fair, equitable, transparent, competitive and cost
effective”.

6. ROLE OF SCM

6.1 SCM is responsible for the development, coordination, efficient operation and maintenance of
the acquisition chain policy and procedures,

6.2 To ensure that all acquisition matiers are dealt with in accordance with the set out prescripts.
£.3. To maintain and update the prospective list of suppliers {database).

6.4 To manage and adminisier transversal contracts issued by National Treasury,

6.5 To ensure that bid procedures are adhered to at ait times.

6.6 In consultation with the DCEG: CS facilitate the appointment of members of the Bid
Adjudication Commiittee by the Accounting Officer (CEO).

6.7 To facilitate the convening of the Bid Adjudication Committee meetings and serve as its
Secretariat.

6.8 To serve as an observer for all bid evaluation meetings.
6.9 Ensure all the GCIS creditors are paid timeously once advised by the relevant Responsibility
Manager that the setvices have been rendered and after receipt of a cettified invoice by the

relevant Responsibility Manager.

6.10 Together with line functions, monitor the service rendered to the GCIS by the suppliers and
reconsider their usage in the event they cease to provide expected benefits.
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Treasury requlation
3.1.8

Freasury regulation
319

Treasury regulation
1113

Treasury regulalion

3114

Treasury requlation
3115

Treasury requlation
321

An audit committee must establish an audit charter to guide the audit approach, as well as iis
operating procedures, which must spell out the rules that govern the audit relationship

An audil committee must report and make recommendaltions 1o the Accounling Officer, but the
Accounting Officer retains respaonsibility for implementing such recommendalions.

An Audit Committee must, in the annual report of ihe instilution, comment on:
o lhe effectiveness of inlernal control
« ihe qualily of in year management and monthly reports submilted in terms of lhe Act
and the Nvision of Revenue Act; 2006 (Act 2 of 2006)
s iis evaluation of the annual financiat statements.

Should a report to an audit committee, whelher from internal audit unit or any other source,
implicate the Accounting Cfficer in fraud, corruption or gross negligence, the chairperson of
Ihe Audit Commitiee must promptly repord this lo [he relevant executive authority.

The Audil Commitlee may communicate any concerns il deems necessary to the zxeculive
Aulhority, the relevant freasury and the Audior General,

internal controls and internal audit

The Accounting Officer must facilitate a risk assessment lo determine the material risks to
which the insiitulion may he exposed and to evaluale the stralegy for managing these nsks.
Such a slrategy must include a fraud prevention plan. The stralegy must be used to direct
internal audit effort and priorily, and to determine the skills required to manage these risks.
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7. ROLE OF CHIEF DIRECTORATES AND DIRECTORATES

7.1 Asset management, goods and services decisions regarding acquisition within GCIS wiil
be driven by a needs analysis. With respect to assels, evaluation of existing assets,
taking into consideration the assets’ physical condition, functionality (is the asset suitable
for the activities it supports?), utilisation (is the asset used effectively?) and operating
cosisffinancial performance should be taken into consideration.

The department will consider alternatives to asset ownership on some assets taking into
account life cycle cost (all costs associated with acquiring, controlling, operating and
disposing of the asset), risk and benefits.

The business pians approved hy the Budget Lekgotla will inform the asset-acquisition
plan of the department.

7.2. Ensuring that quotations have delivery dates and are valid before submitting to SCM.
7.3 Ensuring that correct allocation attachments are submitted with all requests for orders.

7.4 Ensuring that requisitions are signed by the Responsibility Manager or delegated person. in
cases where documents are signed by a delegated person, the letter of appointment should be
forwarded to SCM for record-keeping. A specimen signature of the delegated person must
appear on the appoiniment letter.

7.5 Ensuring that requests/quotes/bids for requirements are submitied timeously to facilitate
adherence to the core principles of SCM, including the rotation of suppliers.

7.6 Ensuring that funds are availabie before quotations are sourced or bids advertised.

7.7 Monitering supplier performance by following up with service-providers when delivery dates
are exceeded or invoices are outstanding.

7.8 Ensuring that agreement on the extension of delivery dates is communicated in writing to the
supplier and SCM. The impact of this extension on other timelines, for example, projections, etc.
should be analysed carefully.

7.9 Poor performance by service-providers should be well documented and brought to their
attention. Copies of the letters sent to service-providers as well as their response should at all
times be submitted to SCM.

7.10 Ensuring that service level agreements are signed by delegated officials as per the
departmental acquisition delegations. Monitor the service level agreements entered into with
service-providers sfrictly according to the original terms and conditions. Any deviation must be
taken up in writing with the service-provider and a copy sent to SCM.

7 11 Ensuring that service level agreements are concluded preferably within a month from the



date of the award. This should alse be guided by the type of services, e.g. once-off, afc.

7.12 The cancellation of orders for goods or services with service-providers should at all times be
in writing. Copies of the fetter should be sent to SCM tc remove the said order(s) from the
commitment file or attach to the relevant order.

7.13 Ensuring that they adhere o the bid schedule issued by SCM fo ensure that bids are
finalised timeously

7.14 In case of flights, ensure that unused tickets are submitted for refund before their expiry
dates and also inform SCM of any tickets submitted for refund to ensure the funds are recovered
from the travel agent.

8. COMPOSITION OF THE DEPARTMENTAL BID ADJUDICATION COMMITTEE

8.1 The Departmental Bid Adjudication Committee will comprise of members appointed by the
Accounting Officer or his/her delegate through the acquisition policy and delegations. The
composition of the committee will be as follows:

Chairpersen — DCEO: Corporate Services

Members — DCEQ; Government and Stakeholder Engagement, CFQ; the chief
directors of Media Engagement, Communication Service Agency, , Policy and Research and CD:
Corporate Services; the Director: SCM (technical adviser) and the Deputy Director: SCM (scribe).

8.2 (Other officials may be co-opted onto the Bid Adiudication Commitiee on account of their
specialised knowledge. If the committee is divided in the awarding of a bid, the members will
vote. in the event of an equal vole, the chairperson’s decision will be final.

8.3 The DCEO: Communication & Content Management will serve on the Bid Adjudication
Committee as ad hoc  members. At least two DCEOs will be required to attend adjudication
meetings where {ransversal campaigns and bids above R3 million are to be adjudicated.

8.4 Committee members who are not available for the meeting must send representatives. These
delegations can not be delegated lower than the level of director. The person who is being
delegated should be given the documents timeously. Should the chairperson not be available, the
parson acting in his/her capacity will serve as chairperson.

8.5 Should a member of the Bid Adjudication Committee pariicipate in the evaluation of a bid in
the evaluation commitiee, he/she will be exempted from participating in the adjudication of that
specific bid. He/she may send a representative.

8.8 For transparency and fairness, in instances where deviations to be approved by the Bid
Adjudication Committee are from a particular branch, the DCEO and the CD of the relevant
branch will be recused from the decision making of the particular request.



3. FUNCTIONS OF THE BEPARTMENTAL BID ADJUDICATION COMMITTEE

9.1 The Bid Adjudication Commiitee adjudicates the recommendations of the Evaluation
Commitiee on all acquisitions done through the bid process.

8.2 It approves regular processes on acquisition and recommends requests for ex-post facto
approval  before submitting to National Treasury.

9.3 It ensures that supply chain prescripts and procedures are adhered to and that bidding
submissions comply with agreements and conditions specified in bid documents.

9.4 It ensures that minutes are taken of all the decisions of the commitiee. The signatures of the
chairperson and secretary must confirm the minutes. The minutes must be filed in the relevant bid
files that are held at SCM.

9.5 The Bid Adjudication Committee must record their decisions and the reasons for any
deviations from the General Procurement Guidelines as issued by National Treasury.

9.6 In the event that the committee does not agree on appointment, the CEQC will serve as
arbitrator.

9.7 The chairperson of the Bid Adjudication Commitiee wilt approve all submissions for media
buying, which are above the threshold delegated to the CFO and relevant Chief Director. The
submissions approved by the Chairperson of the Bid Adjudication Committee must be table at the
foliowing meeting of the Bid Committee.

9.8 At the end of every quarter, a memo will be submitted to MANCO on all bids awarded and
submission approved by the Bid Adjudication Committee.

10. MEETINGS OF THE DEPARTMENTAL BID ADJUDICATION COMMITTEE

10.1 The meetings of the Bid Adjudication Committee will take place as per schedule issued by
SCM.

10.2 SCM must ensure that the schedule for the adjudication of bids is compiled for the entire
year. The schedule must be e-mailed to ail committee members and their personal assistants.

10.3 A schedule for the evaluation of bids must be compiled and e-mailed to the person who
commissioned the advertising of the bid.

11. SUBMISSION OF THE MINUTES OF THE EVALUATION COMMITTEE TO THE BID
ADJUDICATION COMMITTEE

11.1 A submission capturing the recommendations of the Evaluation Committee to the
Departmental Bid Adjudication Committee should contain the following information:

» list of panet members

» declaration of interest



« introduction (reason for requesting the bid)

= background relating to the bid

- the strengths and weaknesses of each bidder that was evaluated
+ the points scored by each bidder

» recommendation.

12. QUORURM OF THE BID ADJUDICATION COMMITTEE

12.1 Half (560%) plus one member of the Bid Adjudication Committee must always be present. If
member(s) are not available, the relevant committee member(s) must send a representative(s).

12.2 Representatives will not be accepted for adjudication of bids exceeding R3 000 000.
Exceptions will be made where the Chief Director was sitting in the Evaluation Committee of that
specific bid.

12.3 As far as possible, delegation should be limited up to director level. Cther cases, in instances
where officials lower than director is delegated to the Adjudication Committee, will be freated on
their merit.

13. RISK MANAGEMENT

13.1 It is incumbent on all officials of the GCIS to address the issue of procurement risks at all
times. This should be read in conjunction with GCIS' departmental Risk Management Policy
Cocument.

13.2 Advance payments will only be made under certain conditions to service-providers. Should a
need arise for such advances, payment will be processed as per pro forma invoice received.
Advance payments will be considered for the following services: research, training, conference
facilities, vidso production.

13.3 It is however, the responsibility of the refevant Responsibility Manager to assess the risk and
ensure that proper systems are in place fo monitor the execution of services or delivery of goods
after advance payments are made. Importantly, ensure that the original invoice is received by
SCM.

13.4 For amounts exceeding R500 000 per case, the Chief Directorate or Directorate shouid
preferably enter into a service level agreement with the service-provider (refer to par. 7.10 & 11).

13.5 Where advance paymenis were made, it ramains the sole responsibility of the relevant
Responsibility Manager to ensure that the service is fully rendered as the documents would have
been removed from the commitment file (0-8) kept at SCM.

13.6 Where pro forma invoices were submitted, it is the responsibility of the relevant
Responsibility Manager to ensure that the originai invoices are submitted o SCM.

13.7 In cases of bulk buying, the Chief Directorate, Directorate or Subdirectorate should consider
splitting the requirements among different service-providers. However, this must not be applied to



circumvent bidding procedures but to manage risk. For instance, a section cannot split the order
for the same goods/sarvices s0 as to circumvent the bidding process.

13.8 On compietion of the service or delivery of the goods, the section that made the request
must ensure an invoice is forwarded to the Head of SCM.

13.8 Payments must not be effected on photocopied or fax copies. Should a copy be used, i
shouid be certified by the company as a true copy {not ceriified by the section iself}.

13.10 However, should a double payment for the same goods or services occur as a result of the
copied invoice, the Chief Directorate, Directorate or Sub-directorate will be held accountahle.

13.11 Electronic invoices will be accepted provided they are on PDF format.

13.12 VAT registration numbers should be reflected on all invoices and quotations where
suppliers are claiming VAT,

13.13 Orders must not be made prior to a written guotation being obtained from the service-
provider. Where telephonic quotations were obtained, the signed quetation form should be
attached.

13.14 Bulk purchasing in the [ast three months of the financial year should be avoided. This may
result in roll-overs, which are subject to National Treasury approval.

13.15 All payments over the value of R500 000 should be captured on the clearing centre. All new
suppliers should also be captured on the clearing cenire.

13.16 No finance documents should be shredded unless they are duplicate copies.

13.1.7 All bid evaluation meetings must be chaired by officials at Director level and above.
Should the reievant director not be available, a director from another directorate or chief
directorate must be requested to chair the evaluation

13.1.18 in managing ihe procurement risks, all officials within GCIS must ensure that they
observe all legisiation governing procurement, including Treasury Regulation 16A8.

14. ACCOUNTABILITY AND REPORTING

To ensure that officials are answerable to their plans, actions and outcomes, the following aspects
of reporting within the procurement framework should be observed:

14.1 Accountabifity

14.1.1 The Accounting Officer is accountable to the minister for the overail management of
procurement activities.

14.1.2 The Bid Adjudication Committee is accountable to the Accounting Officer for the
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adjudication of acquisition done through the bidding process.

14.1.3 SCM, the Bid Adjudicaiifon Commiitiee, directorates and subdirectorates are accountable to
the Accounting Officer and to their clients, both internally and externally for the services they
provide.

14.1.4 All officials’ exercising supply chain functions must adhere 1o these guidelines.

14 2. Reporting — database

14.2.1 SCM will generate a quarterly report through the database system to determine the extent
of the use of BEE suppliers in line with the BEE Act, 2003, This will be reviewed once the new
guidelines on empowerment of service-providers have been issued by National Treasury.

14.2.2 The GCIS will keep one service-provider database.

14.2.3 It is the responsibility of all responsibility managers to spread expenses among different
suppliers to avoid the use of only one supplier.

14 3 Sole suppliers

14.3.1  Ininstances where a seivice-provider is the sole supplier of a recurring service within the
organisation, the department will test the market by calling for bids. If twice in a row (year one and
two), only one compliant proposal was received from the same service-provider, the bid may be
renewed for the third time (year three) for a period not exceeding two years. If the bid was
renewed for a period of two years, the bid will be advertised in the middle of the second year to
tesf the market once more.

14.3.2 The proposal for the renewal or extension of the contract/bid will be presented to the Bid
Adjudication Committee before any communication is sent to the service-provider.

14.3.3 The recommendation of the Bid Adjudication Committee will, however, be adhered to at
all times.

14.3.4 All other requests relating to the use of sole suppliers will be dealfi with in line with
National Treasury Regulation 16A.

15. AUDIT QUERIES/RECOMMENDATIONS

151 Responsibility managers will be responsible to answer all relevant audit queries where
there were deviations from the departmental guidelines and delegations as weil as in the event
where the resolution(s) of the Bid Adjudication Committee are not being adhered to.

15.2 rregular expenditurefiransactions

15.2.1 lrreguiar transactions/expenditures are incurred as a result of non-compliance to Treasury
Regulations; PFMA, 1989; as well as departmental policies and delegations when transactions are



concluded.

The following serves as examples:

« acquisitions of goods or services before an official order is generated

« goods or services are procured by means of price quotations where the vaiue of
the purchase exceeds the threshold values determined by National Treasury

« goods or services are procured without following the competitive route, and
reasons for deviation are not recorded and approved by the delegated
officials/authority

« procurement of goods and services is authorised by an official who is not
delegated to approve the expense {all acting officials should be appointed in
writing).

15.2.2 Deviations resulting in irregular expenditure are to be submitted and fully motivated {o
SCM. The motivation must be signed by the relevant Director and recommended by the Chief
Director. The submission will then be tabled at the Departmental Bid Adjudication Committee for
approval and/or recommendation to National Treasury.

15.2.3 SCM will keep a register of all iregutar expenditure per financial year.

16. DELEGATIONS

The thresholds will be amended on receipt of an update circular from Nationai Treasury. The core
principles of procurement should be observed at all times.

16.1 R0,01 — R2 000 (VAT included)

16.1.1  An official can use petty cash to purchase goods/services to the vaiue of R2 000. it
should, however, be noted that petty cash is not meant to be used to procure assets/equipment.

16.2 R 2000,01 — R10 Q00 (VAT included}

16.2.1 Officials shouid obtain at least three verbal or written quotations prior to making an
official order for the service.

16.3 R10 000, 01 - R30 000 (VAT included)

16.3.1 Officials must strive to ensure that acquisition of gocds and services up to R200 000 are
sourced from the list of suppliers on the database. Where there are no suitable suppliers
available from the database, quotations may be obtained from other possibie suppliers.
Application forms {to be added to the database) need to be completed by the service-provider
and forwarded to SCM to add the service-provider to the database.

16.3.2 At least three written quotations must be obtatned prior to the choice being made on the

service-provider to supply the services. If it is not possibie to obtain at least three written price
quotations, the reasons should be recorded and approved by the Responsibility Manager.

16.4  R30 000,01 - R500 000 (VAT included)



16.4.1  Af least three written quotations should be obtained for services/goods exceeding R30
000,01. The principles of preferential procurement regulstions/BBBEE will apply for all
procurement in this category.

18.4.2 Quotes must be sourced from suppliers in writing (Terms of Rerefence / specification).
Quotation numbers must be acquired from SCM. The request for quotations must indicate how
the quotations will be evaluated. Weight/scores must be put on the requirements.

16.4.3 The preferential procurement goals that will be considered during the evatuation of the
guotes are to be indicated on the request for quotes.

1644 The relevant Request for Quotation documents should be sent to service-providers for
compietion with the request for quotations. These are to be obtained from SCM together with a
quotation number,

16.4.5 The written request for guotes should indicate the closing date of submitting quotations.

16.46 The quotations will be evaluated by the relevant section/cross-functional evaluation
teams where poessible, with SCM as cbselvers.

16.4.7 The relevant section must draw a submission for the appointment of the successfui
bidder/service-provider.

16.4.8 Awarding of the quote/selection of bidder is to be approved by the relevant Chief
Director and the CFO, after ensuring that the correct processes were followed.

16.4.9 An originai copy of the approval of the selection of the bidder will be kept in the file of the
relevant bid in SCM.

16.5 R500 000,01 and above - bid process (this must be read in conjunction with the
departmental acquisition delegation document).

16.5.1 The requests within these limits are subject to bidding procedures. The specification/
task directive / terms of reference, approved by the Chief Director or delegated official, must be
submitted to the Deputy Director: SCM for input and advertising through the Tender Bulletin, the
GCiS website and/or other relevant media.

16.5.2 The weight for price and the functional requirements will differ per bid depending on
what aspect is critical for the Chief Directorate, Directorate or Sub-directorate at that particular
time, The practice note issued by National Treasury on the appointment of consultants can be
used as a guideline,

16.5.3 A task directive/ terms of reference / specification must be compiled by an ad hoc
committee for that particular requirement. The committee can comprise the relevant Directorate or
Sub-directorate, SCM and, where possible, people from other sections who are knowledgeable of
the requirement/services required.



16.5.4 A week from the daie of submission of the task directive / terms of reference /
specfification to SCM must be allowed for finalization of the document.

18.5.5 At least 21 days must be allowed for the bid to be advertised. Deviations in terms of the
advertising period are to be approved by the Bid Adjudication Committee.

16.5.6 The Departmental Bid Adjudication Committee will, through its adjudication process,
conclude the bids within the stipulated time frame.

16.5.7 The section requesting the advertising of the bid is fo confirm in writing that funds are
available. The confirmation must be submitted {ogether with the task directive / terms of reference
{ specification.

16.5.8 Accommodation and/or conference facilities for conferences, workshops and seminars
must be obtained by means of price quctations.

17.  URGENT CASES - UP TO AN ESTIMATED VALUE OF R 600 000 (VAT
INCLUDED)

17.1 This delegation will be applicable to services/goods that are urgently required, and
where going through the bidding process may result in critical services/goods being
compromised.

17.2 The request must be thoroughly motivated at director's level and the recommendation
approved by the relevant Programme Manager before being submitted to the Head of SCM.
Goods/services are to be procured by making use of the list of suppliers on GCIS’ database,
unless the service is not available on the database.

17.3 This delegation should only be used in exceptional circumstances, and not as a matier
of course. The chairperson of the Bid Adjudication Committee will approve the motivation for the
urgent cases.

18. EMERGENCY CASES — UP TO THE VALUE GF R900 000.00 (VAT INCLUDED)

18.1 This deiegation will be applicable where immediate action is necessary to avoid a
dangerous or risky situation.

The same conditions are applicable as with urgent cases.
18.2 The chairperson of the Bid Adjudication Committee will approve the motivation.

18.3 ‘The motivation will be reported in the subsequent Bid Adjudication Committee meeting
for endorsement and recording.

i8.4 The Accounting Officer will approve any emergency acquisitions above R650 000, after
the submission has been recommendad by the Bid Adjudication Commitiee.



18.

19.1

19.2

19.3

20.
20.1

ACQUISTION OF TRAVEL AND CONFERENCE FACILITIES

Government Communications will utilise the services of mulliple fravel agents for
the procurement of flight and accommodation services. GCIS will compiie a
letter of engagement outlining how the relationship between GCIS and the
relevant fravel agent will be managed. The lefter must be given to the travel
agent.

When submitting quotations, travel agenis must indicate the cost of the service
(cost for accommodation / flight) and service fee separately.

Travel Agents must submit an original valid tax clearance cerlificate before they
can be ustilised by GCIS.

Government Communication will utilise the services of multiple venue finders for
the procurement of conference facilities to the value of R500 000.00. GCIS will
compile a letter of engagement outlining how the relationship between GCIS and
the relevant venue finder will be managed. The letter must be given to the venue
finder.

For fransparency, when submitting quotations, venue finders must indicate the
cost of the service (conference facilities) and service fee / commission
separately.

Venue finders must submit an original valid tax clearance certificate before they
can be ustilised by GCIS.

Conference facilities exceeding the value of R500,000.00 must be handied
through the bidding process. The Departmental Bid Adjudication Committee
must be approached for approval of a closed and shortened bid process to
ensure a quicker turnaround time,

ACQUISITION OF MEDIA SPACE (SPECIFIC DELEGATIONS)
Engagement of media owners

The following processes and delegations must be observed when procuring advertorial
space with media owners.

L]

There must be a letter of engagement or agreement indicating how the relationship

between the media owner and GCIS will be managed. The letier or agreement
must clearly indicate how the process of acquiring advertorial space will be
handled, how late bookings will be addressed as well as the invoicing and payment
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4 (a)

Treasury regulalion

3.2.6

Treasuy reguilation
327

Treasury regudalion
328

Treasury regulation
411

“Internal audit must be conducted in accordance with the standards set by the Institute of

1 Act, 2006

| relevant prescipts.

Internal Audiiars.

The internat aucht unil must bhe prepared, in consultation with and for approval by the Audil
Committee:

« arolling three-year strategic internal audit plan based on ils assessment of key aleas
of risk for Ihe institution, with regard to its current operations, those proposed in its
Stralegic Plan and is risk management strategy

« anannua! internal audit plan for the first year of the rolling three year strategic
internal audit plan

o plans indicating the proposed scope of each audit in the annual internat audit plan
« operaling procedures, with management inputs, to guide he audil retationship

« aquarterly repoit to the Audit Committee detailing its performance against {he annual
internal audil plan, 1o allow for effective moniloring and possible inlervention.

An internal audit must assess the operationat procedures and monitoring mechanisms on all
lransfers made and received, including transfers in terms of lhe annual Diviston of Revenue

FINANCIAL MISCONDUCT

Investigation of alleged financial misconduct
if an official is alleged to have committed financial misconduct, the Accounting Officer of the
institution must ensure thal disciplinary proceedings are carried out in accordance wilh the
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ferms.

e« The letter of engagement should also indicate the details of officials who are
responsible for paymenis and booking of media space on the side of the media

owner and GCIS.

e« The process of escalation of issues on the side of the media owner and GCIS
shouid be cleatrly outlined.

o The defails with respect to the ownership or HDI / BBBEE status of the media
owner should be provided on the GCIS database form, to enabie the depariment to
capfure the information on relevant systems.

20.2  Acqguisition of print media - R30 000.00 — R2 million per case

This specific delegation applies when booking print media space directly with media
owners. A motivation indicating the following should be approved by the relevant chief
director and CFQ after input from SCM practitioners;

» Purpose

O

What needs {o be approved — quote the relevant delegation

o Background

o

]
Q
o

What resulted in the need?

When was the department approached?

VWhat media will be utilized for the campaign and why?

Does this process reflect fairness, competitiveness, cost effectiveness and
transparency?

How is the department benefiting from this process (e.g) proposed
discounts

(Refer to Annexure il of the best practice guidelines for procurement
of media and advertising)

o Financial implications
o What is the cost of the campaign?
o Are funds available to finance the campaign and where?

¢ Recommendation

O

Indicate proposed recommendation

20.2.1 The process post signing of the submission / motivation

Supply Chain Management (SCM) will keep a register and a file of all motivations



20.2.2

that are approved using the specific delegation. A reference number will be
allocated o each campaign by SCM after receipt of an approved motivation. A
motivation with the original signatures will be filed at SCM bid administration unit.
The reference number allocated to the campaign must be indicated on all the
VAS 2 (requisitions) related to the campaign and media owners identified in the
submission.

Should an additional media owner be identified after approval was granted, a
separate motivation and approval stating all aspects indicated under 19.2 must
be submitted.

Only D: SCM, DD.SCM & Security or delegated official will be responsible for
allocating reference numbers.

SCM will develop a register for allocating numbers. The register must contain
the following;

» Date (entry to the regisier)

o {Campaign name

e« SCM delegation number (from the policy and SCM delegation number)

o Reference number (allocated by SCM)

« Approval date (by delegated officials)

Acquisition of print media - above R2 miilion — R5 million per case

The approval within this category must be submitted tfo the Bid Adjudication
Committee through SCM.

This specific delegation applies when booking print media space directly with media
owners. A motivation indicating the foliowing must be recommended by the relevant
director after input from SCM practitioners and approved by the BAC;

L

Purpose
o What needs to be approved — quote the relevant delegation

Background

o  What resulied in the need?

o When was the department approached?

o What media will be utilized for the campaign and why?

o Does this process reflect fairness, competitiveness, cost effectiveness and
transparency?

o How is the department benefiting from this process (e.g) propcsed
discounts
{Refer to Annexure |l of the best practice guidelines for procurement



of media and advertising)

« Financial implications
o  What is the cost of the campaign?
o Are funds available to finance the campaign and where?

¢ Recommendation
o Indicate proposed recommendation

- 20.3 Acquisition of radio space - R30 000,00 — R3 mitlion per case

This specific delegation applies when booking radio space directly with media owners.
A motivation indicating the following should be approved by the relevant chief director
and CFO after input from SCM practitioners;

o Purpose
o What needs {0 be approved — quote the relevant delegation

» Background
o What resulted in the need?
o When was the department approached?
o What media will be utilized for the campaign and why?
o Does this process reflect fairness, competitiveness, cost effectiveness and
transparency?
- o How is the department benefiting from this process (e.g) proposed
discounts
(Refer to Annexure ll of the hest practice guidelines for procurement
of media and advertising)

« Financial implications
o What is the cost of the campaign?
o Are funds available to finance the campaign and where?
« Recommendafion
- o Indicate proposed recommendation

20.3.1 The process post signing of the submission / motivation

"% Supply Chain Management (SCM) will keep a register and a file of ali motivations
that are approved. A reference number wiill be allocated to each campaign by



20.3.2

SCM after receipt of an approved motivation. A motivation with the original
signatures will be filed at SCM bid administration unit. The reference number
aliocated to the campaign must be indicated on all the VAS 2 (requisitions)
related to the campaign and media owners identified in the submission.

Should an additional media owner be identified after approval was granted, a
separate motivation and approval stafing all aspects indicated under 18.2 must
be submitied.

Only D: SCM, DD: SCM & Security or delegated official wili be responsible for
allocating reference numbers.

SCM will develop a register for allocating numbers. The register must contain
the foliowing;

» Date (entry to the register)

s Campaign name

e SCM delegation number (from the policy and scm delegation number)

s Reference number (allocated by SCM)

« Approval date (by delegated officials)

Acquisition of radio space - above R3 million — R& million per case

The approval within this category must be submifted to the Bid Adjudication
Committee through SCM.

This specific delegation applies when radio space directly with media owners. A
motivation indicating the following must be recommended by the relevant chief
director after input from SCM practitioners and approved by the BAC;

Purpose
o What needs {o be approved — guote the relevant delegation

Background

What resulted in the need?

When was the department approached?

What media will be utilized for the campaign and why?

Does this process reflect fairness, competitiveness, cost effectiveness and

transparency?

o How is the department benefiting from this process (e.g) proposed
discounts
(Refer to Annexure |l of the best practice guidelines for procurement
of media and advertising)

o 0

Q



" ¢ Financial implications
o Whatls the cost of the campaign?
o Are funds available to finance the campaign and where?

¢« Recommendation
- o Indicate proposed recommendation

- 20.4  Acquisition of TV space - R30 000.00 ~ R5 million per case

This specific delegation applies when booking TV space directly with media owners. A
motivation indicating the following should be approved by the relevant chief director and
CFO after input from SCM practitioners;

s+ Purpose
o What needs to be approved — quote the relevant delegation

o Background

o What resulted in the need?

o When was the department approached?

o What media will be utilized for the campaign and why?

o Does this process reflect fairness, competitiveness, cost effectiveness and
transparency?

o How is the depariment benefiting from this process (e.g) proposed
discounts
(Refer to Annexure Il of the best pracfice guidelines for procurement
of media and advertising)

¢« Financial implications
o Whatis the cost of the campaign?
o Are funds available to finance the campaign and where?

¢ Recommendation
o indicate proposed recommendation

20.41 The process posf signing of the submission / motivation
Supply Chain Management (SCM) will keep a regisfer and a file of all motivations

T that are approved. A reference number will be allocated to each campaign by
SCM after receipt of an approved moiivation. A motivation with the original



signatures will be filed at SCM bid administration unit. The reference number
allocated to the campaign must be indicated on all the VAS 2 {requisitions)
related io the campaign and media owners identified in the submission.

Should an additional media owner be identified after approval was granted, a
separate motivation and approval stating all aspects indicated under 19.2 must
be submitted.

Only D: SCM, DD:SCM & Security or delegated official will be responsibte for
allocating reference numbers.

SCM will develop a register for allocating numbers. The register must contain
the foliowing;

o Date (entry to the register)

e Campaigh name

s SCM delegation number (from the policy and scm delegation number)

s Reference number (allocated by SCM)

o Approval date (by delegated officials)

20.4.2 Acquisition of TV space - Above RS million to R10 million per case

This special delegation applies when booking TV space directly with media owners. A
motivation indicating the following should be approved by the relevant chief director
after input from SCM practitioners and submitted {o the BAC.

» Purpose
o What needs to be approved — quote the relevant delegation

e« Background

o What resulted in the need?

o When was the department approached?

o What media will be utilized for the campaign and why?

o Does this process reflect fairess, competitiveness, cost effectiveness and
transparency?

o How is the department benefiting from this process {e.g) proposed
discounts
(Refer to Annexure [l of the best practice guidelines for procurement
of media and advertising)

+ Financial impiications
o What is the cost of the campaign?
o Are funds available to finance the campaign and where?



@

Recommendation
o Indicate proposed recommendation

20.4.3 The process post signing of the submission / motivation

20.5

Supply Chain Management (SCM) wilt keep a register and a file of all motivations
that are approved. A reference number will be allocated to each campaign by
SCM after receipt of an approved motivation. A motivation with the original
signatures will be filed at SCM bid administration unit. The reference number
allocated to the campaign must be indicated on all the VAS 2 (requisitions)
related to the campaign and media owners identified in the submission.

Should an additional media owner be identified after approval was granted, a
separate motivation and approval stating all aspects indicated under 19.2 must
be submitted.

Only D: 8CM, DD: SCM & Security or delegated official wili be responsible for
allocating reference numbers,

SCM will develop a register for allocating numbers., The register must contain
the following;

o Date (entry to the register)

+ Campaigh name

o SCM delegation number (from the policy and scm delegation number)

o Reference number {(allocated by SCM)

o Approval date (by delegated officials)

Outdoor bookings with other service providers - R1 million per case
When booking outdoor advertising space, a database of approved service
providers will be utiiized. Officials must ensure that the principles of PFMA,
section 38, PPPFA and Treasury regulations 16A98.4, 16A8.85 and 16A9.1(a)
(d) are adhered to.

All acquisition of media space above the delegated amounts, will be recommended
by the GCIS departmental Bid Adjudication Committee and ratified by the CEO.

Officiale must ensure that the principles of PFMA, section 38, PPPFA and Treasury
regulations 16A98.4, 16A9.85 and 16A9.1(a) (d) are adhered to when booking all
media space.

21.

FINANCIAL MISCONDUCT



21.1 The GCIS subscribes to the approved list of acts of misconduct as approved in the
Public Service Act, 1894, Resolution No. 2 of 1999, as amended. The foilowing specific acts of
misconduct relating to SCM within the GCIS are emphasised:

212 an empioyee cannot use her or his official position to obtain private gifts or benefits for
herselffhimseif during the performance of her/his official duties

20.3 an employee cannot use or disclose any official information for perscnal gain or the gain of
others

214 an employee will recuse herselffhimself from any official action or decision-making
process, which may result in improper personal gain and this should be properly declared by the

employee

215 an employee should declare any business, commercial and financial interest or activities
for financial gain that may raise a possible conflict of interest

216 failure to comply with Treasury Regulations.
22. CONCLUSION

This palicy will be subject to reviewing every two years.



6 (b)

Treasury regulation
412

Treasury regulation
4.1.3

Treasury requiation
421

Treasury regulation
431

Treasury regutation
433

The Accounling Officer must ensure that disciplinary proceedings are instituted wilhin 30 days
from the date of discovery of the alleged financial misconduct.

I an Accounting Officer is alleged to have committed financial misconduct, ihe relevant
ireasury, as soon as it becomes aware of the alleged misconduct, must ensure that the
relevant Fxecutive Aulhority and/or the Departinent of Public Service and Administration

Inifiates appropriate discipiinary proceedings against the accounting officer.

Criminal Proceedings

The Accounting Officer must advise the Executive Authonty, relevani freasury and the
Auditar-General of any criminal charges hefshe has taid against any person in terms of
seclion 88 of the Act.

Repeorting

The Accotunting Officer must, as socn as lhe disciplinary proceedings are completed, repor! to

the Cxecutive Aulhority, the Department of Public Service and Administration and the Pubiic

Service Commission on the oulcome, including:

- lhe name and rank of the official against whom proceedings were instituted

- lhe charges, indicating the financial misconduct the official is alleged to have committed
ihe findings

- any sanclion imposed on the official

- any further action ta be taken against lhe official, including criminat charges or civil
praceedings.

The instifulion must infonm the Executive Authority, the relevant lreasury, the Depariment of
Public Service and Administration and the Public Service Caommission of the outcome of any
criminal proceedings institited against any person for financial misconduct in terms of section
8Golthe Act.

. Lowest rank.
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