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1. DEFINITIONS

Uniess otherwise indicated, the following terms shall be defined as follows:

Department Refers the Department of Roads and Public within the Northem Cape
Provincial Administration,
Financial Refers to any infentional act to acquire financial gain for oneself or for
Misconduct those of relatives, friends, or associates from or through activities and
transactions related to the business of the Department.
{ FMC Financial Misconduct Committee.
HOD | Head of Department.
Irregular Refers expenditure other than unauthorised expenditure, incurred in |
Expenditure contravention of or that is not in accordance with a requirement of any I
applicable legislation; i.e. PFMA, Act 1 of 1999; STBA, Act 86 of 1968;
' any provincial legislation providing for the procurement of goods and
services in that province. lrregular expenditure is expenditure that is
{ contrary to the Public Finance Management Act (Act No.1of 1999), or is

in contravention of the department's supply chain management poiicy.
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2. POLICY STATEMENT

This is a policy directive on irregular expenditure and how to deal with cases which are
considered financial misconduct under the Public Finance Management Act, No. 1 of 1899,

Sections 38.
The main purpose of the policy is to:
a) To outlines procedures with regards to the handling of irregular expenditure

b) Familiarise employees with the consegquences of committing such acts; e.g. iegular

spending
3. INTRODUCTION AND BACKGROUND

Section 38 of the Public Finance Management Act 1 of 1999 (as amended) requires that the
"Accounting Officer” of the department must, infer alia, take effective and appropriate steps to

prevent:
¢ Unauthorised expenditure.
o |rregular expenditure.
» Fruitless and wasteful expenditure.
s Losses resulting from criminal conduct,

In order for the department to address the above, all processes and procedures relating to
expenditure control and management must be complied with by all officials concemed and be
continuously reviewed and monitored; and these include:

s Budget.
¢ Procurement..
« Payments,

e Accounting and Reporting.
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4. REGULATORY FRAMEWORK

4.1.  The Constitution of the Republic of South Africa (Act No. 108 of 1998), section 215
and 217,

4.2.  Section 38 of the Public Finance Management Act no.1 of 1999 (as amended by Act
no 28 of 1999) dealing with general responsibilities of accounting officers and
specifically subsections:

Subsection Detail ]
38 (1)(g)(). AO must ensure;
that a depariment has and maintains effective, efficient and

i transparent systems of financial and risk management and internal

| control and;
38 (1)(a)ii), | an appropriate procurement and provisioning system which is fair,
‘ equitable, transparent, competitive and cost-effective and;
3B (1)(a)(iv), ‘ system for properly evaluating all major capital projects prior to & |
final decision on the project;
38(1)(b) responsible for the effective, efficient, economical and transparent

use of the resources of the depariment, trading entity or
constitutional institution;
38(1){e)ii), take effective and appropriate steps to prevent unauthorised,
| irreguiar and fruitless and wasteful expenditure and losses resulting
{ from criminal conduct;

38(1XH must settle ail contractual obligations and pay all money owing,
including intergovernmental claims, within the prescribed or agreed
| | period;
[ 38(1)(g) | on discovery of any unauthorised, irregular or fruitiess and wasteful

| | expenditure, must immediately report, in writing, particulars of the

expenditure to the relevant treasury and in the case of irregular
expenditure involving the procurement of goods or services, also to
the relevant tender board; |
38(1)(h)(ii) must take effective and appropriate disciplinary steps against any
official makes or permits an unauthorised expenditure, irregular
| expenditure or fruitiess and wasteful expenditure. |

4.3.  Section 44 of the Public Finance Management Act no.1 of 1999 (as amended by Act
no 29 of 1998) dealing with the assignment of powers and duties (deiegations) by

accounting officer;
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Subsection | Detail o
; |
44(1) The Accounting Officer may: '
44(1)(a) in writing delegate any of the powers entrusted or delegated him in
terms of this Act, to an official in the department;
44(1)ba) instruct any official in that department to perform any of the duties
assigned to him in terms of this Act

4.4, Section 45 of the Public Finance Management Act no,1 of 1999 (as amended by Act
no 29 of 1999) dealing with the responsibilities of other officials and spetifically

subsections:

.Subsection Detail

45(a) An official; l
must ensure that the system of financial management and internal i

control established for that department, trading entity or

constitutional institution is carried out within the area of responsibility |
of that official and;

45(b) is responsible for the effective, efficient, economical and transparent
use of financial and other resources within that official's area of
responsibility and;

45(c) must take effective and appropriate steps to prevent, within that
official’s area of responsibility, any unauthorised expenditure,
iregular expenditure and fruitless and wasteful expenditure and;
45(d) must comply with the provisions of this Act to the extent applicable to
that official, including any delegations and instructions in terms of
section 44,

4.5, Treasury Regulation issued March 2005 and specifically:

Subsection Detail
TR 8.1.1 The accounting officer of an institution must exercise ali reasonable
care to prevent and detect unauthorised, irregular, fruitless and

| wasteful expenditure, and must for this purpose implement effective,
| efficient and transparent pracesses of financial and risk management.
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| Subsection

Detall

TR8.1.2

When an official of an institution discovers unauthorised, irregular or
fruitless and wasteful expenditure, that official must immediately
report such expenditure to the accounting officer. In the case of a
department, such expenditure must also be reported in the monthly
report, as required by section 40(4)(b) of the Act. irregular
expenditure incurred by a department in contravention of tender
procedures must also be brought to the notice of the relevant tender
board or procurement authority, whichever applicable,

TR 5.1.3

When an accounting officer determines the appropriateness of

| disciplinary steps against an ‘

official in terms of section 38(1)(g) of the Act, the accounting officer
must take into account —

(a) the circumstances of the fransgression,;

(b) the extent of the expenditure involved: and

(c) the nature and seriousness of the transgression.

TRS.14

| accordance with regulation 12.

N — s

The recovery of losses or damages resulting from unauthorised,
imegular or fruitless and wasteful expenditure must be dealt with in

TR 8.1.5

The amount of the unauthorised, irregular, fruitless and wasteful
expenditure must be disclosed as a note to the annual financial
statements of the institution.

{ TR 11.4.1

| or she is satisfied that ~

An accounting officer may only write off debts owed to the State if he

(a) all reasonable steps have been taken to recover the debt and the
debt is imecoverable, or,

(b} he or she is convinced that —-

(i) recovery of the debt would be uneconomical;

(i) recovery would cause undue hardship to the debtor or his or her
dependants; or

(iii) it would be to the advantage of the state to effect a settlement of |
its claim or towaive the claim. ’

TR 11.4.2

An accounting officer must ensure that alt debts written off are done in
accordance with a write off
policy determined by the accounting officer.

TR 11.4.3

All debts written off must be disclosed in the annual financial
statements, indicating the policy in terms of which the debt was

written off.

TR 12.7.1

Losses or damages suffered by an institution because of an act
committed or omitted by an official, must be recovered from such an

official if that official is liable in law.

TR 12.7.2

. The accounting officer must determine the amount of the loss or
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Subsection Detail ]
|

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.

TR 12.7.3 | A claim against an official must be waived if the conditions in
paragraph 12.2.1(a) to (g) are not applicable.
TR 12.7.4 if in doubt, the accounting officer of the institution must consuit the
State Attorney on questions of law in the implementation of
| paragraphs 12.7.1 and 12.7.3.

4.6. Part 2 (Management Arrangements) section 4 dealing with financial misconduct.

4.7. Part 4 (Revenue and expenditure management) section 8 dealing with expenditure
management and section 8 dealing with Unauthorized, irregular, fruitless and wasteful

expenditure.
4.8,  Part 6 (Frameworks) section 16A dealing with Supply Chain Management.

4.9.  The Public Service Act, Act No. 103 of 1994 which has financial implications for a
department.

4.10. The Public Service Amendment Act, Act No. 13 of 1996 which has financial implication
for a depariment.

4.11. The Prevention and Combating of Corrupt Activities Act (12 of 2004) aims to prevent
and fight corruption in the Government and in the Public Sector.
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5. OBJECTIVE AND SCOPE

The main objectives of the policy are:

5.1. To emphasize and to enhance the accountability of departmental employees with
regards to the utilization of Department of Roads and Pubiic Works resources,

5.2. To ensure compiiance to the Public Finance Management Act, Treasury Reguiations
and relevant Northern Cape Provincial Administration (Provincial Treasury) provisions

on expenditure.
5.3. To ensure timeous prevention of irregular expenditure by the department,

5.4. To ensure timeous detection, processing and recording of irreguiar expenditure by
the department.

5.5. Outline the procedures that must be followed by staff members with regards to the
prevention and detection of iregular expenditure.

5.6. To provide guidance as to the accounting treatment, reporting and disclosures relating
to irregutar expenditure identified.

6. PRINCIPLES, VALUES AND PHILOSOPHY

This policy is intended to reflect the department’'s commitment fo the principles, goals and ideals
described in the department vision and core values.

It shail apply to all employees of the NCDRPW, appointed in terms of the Public Service Act,
1994, as amended.
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7. PROCEDURES - TREATMENT OF IRREGULAR EXPENDITURE

7.1. SCHEMATIC REPRESENTATION FOR PROCEDURES FOR THE TREATMENT OF
IRREGULAR, EXPENDITURE
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7.2,

7.2.4.

7.2.2.

7.2.3.

PROCEDURES IRREGULAR EXPENDITURE
The procedures for the treatment of imegular expenditure are as follows:
Discovery of irregular expenditure

Any employee of the department who discovers or suspects the occurrence of irmegular
expenditure to be taking place should immediately notify (report) the Accounting Officer
or his / her delegate.

Immediate steps must thereafter be taken to.

o Confirm that the expenditure is irregular.

* Indentify the responsible person.

s Take necessary disciplinary action against the responsible person,

s Where possible and applicable recover the amount from the person concemed.
Investigation of irregular expenditure

The Accounting Officer or his / her delegate should investigate the suspected imegular
expenditure to determine whether the alleged expenditure meet the criteria for the
definition of irregular expenditure.

If in doubt, accounting officers and accounting authorities must consuit the relevant
treasury for guidance on interpretation of the definition of irregular expenditure.

Accounting treatment

Prior to institutions recording expenditure as irregular, it is imperative that a process be
instituted to ensure that the expenditure in question meets with the definition of
imegular expenditure, as contained in section 1 of the PFMA.

irregular expenditure is accounted for as expenditure in the Statement of Financial
Performance and where recovered, it is subsequently accounted for as revenue in the

Statement of Financial Performance.

10
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Irregular expenditure that was incurred and identified during the current financial and
which was condoned before year end and/or before finalisation of the financial
statements must aiso be recorded appropriately in the irregular expenditure register. In
such an instance, no further action is also required with the exception of updating the
note fo the financial statements (no journal is passed).

Irregular expenditure that was incurred and identified during the current financial year
and for which condonement is being awaited at year end must be recorded in the
iregular expenditure register. No further action is required with the exception of
updating the note to the financial statements (no joumal is passed).

Where imegular expenditure was incurred in the previous financial year and is only
condoned in the following financial year, the register and the disclosure note fo the
financial statements must be updated with the amount condoned (no journal is

passed).

Irregular expenditure that was incurred and identified during the current financiai year
and which was not condoned by the National Treasury or the relevant authority must
be recorded appropriately in the irregular expenditure register.

If liability for the irregular expenditure can be attributed to a person, a debt account
must be created if such a person is liable in law. Immediate steps must thereafter be
taken to recover the amount from the person concemed. The irregular expenditure
register must also be updated accordingly.

7.2.4. Register of Irregular Expenditure

Accounting officers and accounting authorities shall maintain an imegular expenditure
register which must contain a detailed schedule (per year) of all irreguiar expenditure
incurred by their respective institutions.

This register must be kept up {o date to track all irregular expenditure and for purposes

of internal and extemnal audit.
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7.2.5. Condonation of Irregular Expenditure

Submissions requesting condonation of irregular expenditure may only be submitted to
the National Treasury or the relevant authority (whichever applicable) where good

reasons exist for condonation.

If the irregular expenditure is subsequently coendoned by the relevant authority, no
further action is required; the expenditure therefore remains in the books of the
departmenti. The register should be updated to reflect the condonation.

In the event where irregular expenditure is not considered for condonation or where
National Treasury or the relevant authority does not condone the irregular expenditure,
immediate steps must be taken to recover the irregular expenditure from the
responsible employee, if he/she is liable in law.

Submissions to the Provincial Treasury requesting condonation of imegular expenditure
must be directed to the following functionaries:

irregular expenditure related to: Functionary

Budget reiated mafters Relevant Budget Analyst within the Public
Finance Division who is responsible for the

Department's budgetary matters

Accounting related matters Relevanit official within the Office of the
Accountant-General
Supply Chain Management related Chief Director: Supply Chain Management

matters (including matters reiated to the | {(Norms
State Tender Board
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7.2.6. Guidance on Relevant Autharity concerning irregular expenditure

in this policy the relevant authority refers to “the person or institution whose approval
would have been required prior to entering info that transaction or incuring such
expenditure or the institution responsible for the refevant legislatior'’,

The relevant authority is set out in the table in Paragraph 7.2.7.

The relevant authority will nomally be the Accounting Officer but where the function
was not delegated below the Accounting Officer or where Accounting Officer
transgressed , or Provincial Treasury.

Non-compiiance with the PFMA, Treasury Regulations or other relevant legislation
shall not necessarily be regarded as irregular expenditure unless the expenditure
related to such non-compliance is inconsistent with any prescripts of the
aforementicned legisiation. Furthermore irregular expenditure can only be determined
relative to the date when the expenditure is incurred or the fransaction is entered into.

For example, non-compliance with the requirement that payments be made within 30
days from receipt of an invoice (TR 8.2.3) shall not be regarded as irregular
expenditure unless the expenditure was authorised by an official who did not possess
the appropriate delegated authority to approve the expense in question.
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7.2.7. Deviation from legisiation that constitute irregular expenditure or non-
compliance to legislation

The following are a list of acts of non-compliance that can lead to iregular expenditure. The
table also makes reference to the relevant legislation and the relevant/applicable authority
that is empowered to condone such expenditure.

A. PROCUREMENT AND CONTRACT MANAGEMENT

eviation- au i

ervice of the department and-otherétateﬁéparhnenisi: s
]

.. Avards.to person;:in:s
[ Suppliers to whom awards
were made did not submit
dectarations to declare that
they are in the service of the Irregular Accounting
T depariment or that a director/ PN 7 of 2009/10 expenditure Officer
member/ principal shareholder/
stakeholder is in the service of
the department. |
Persons in service of the |'
department who had a private |
or business interest in | TR 16A8.4; Irregutar Accounting
contracts awarded by the PFMA sec. 50(3)(a) expenditure Officer
department failed to disclose
such interest.
Persons in service of the
depariment who have interest
in a supplier participated in or | TR 16A8.4; irregular Accounting
failed to withdraw from a PFMA sec. 50(3)(a) expenditure Officer
process of awarding the ]
contract fo that supplier. |
Officials of other state
departments who have interest
in a supplier participated in or
failed to withdraw from a
procass of awarding the

contract to that supplier. Irregular Accounting
TR16A84 expenditure Officer ‘

Note: This mostly apply where
there is a working relationship
between two departments (e.g. | i
DPW and Department of |
Education).

No indications that officials or
other role players involved in

::e_p_rocuremept process or TR 16A8.3(d) Irregula.r | Acc;ounting |

eir close famity members/ expenditure Officer

partners/ associates received |
any rewards/ gifts/ favours/ | ‘
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hospitality/ benefit dreclly or | ' authar |

|
indirectly from the winning i
provider.
Suppliers to whom awards
were made failed to declare in
their submitted declarations ‘ | Non
that they are in the service of | » Compliance .

8 the state or that @ PN 7 of 2009/10 with laws and Not applicable
director/member/principal regulations
shareholder/stakeholder is in

| the seivice of the state
Suppliers to whom awards .
were made failed to declare in i':‘;:;'l‘:fa{.m:d
their submitted decfarations was subm'i‘:t "
7 :::’;2:&;;23 the service of | pN 7 of 2009/10 butthe | Not applicable
- director/member/principal f;'ﬁﬂ’é,f,?{fg !
| shareholder/stakehoider is in interest
the service of the department ki |
Persons in service of the ‘
dapartment who had interest in Non
suppliers of the department Comoliance | f

8 | and/lor other state depariments | PSA sec 30(1) with lr;ws and |l Not applicabie
did not have approval to requlations ‘
perfarm additional I €9 |

[ remunerative work. | {

| A2; Awards to close family members of persons in service of the department.-

T

Suppliers to whom awards
were made did not submit !
declarations to declare that a
clese family member/ partner/ _ ) ) .
associate of the supplier or of a | PN 7 of 2009/10 Irregx;l;; g;muntmg
director/ member/ principal expengiiune icer
shareholder/ stakeholder of the
supplier is in the service of the
department.

10

Persons in service of the
department whose close family
members/ partners/ associates TR 16A8.4: irreguiar Accounting i

had a private or business >
interest in contracts awarded PFMA sec. 50(3)(a) expenditure Officer

by the department failed to
disclose such interest.

!

| supplier participated in or failed

| awarding the contractto that | |

Persons in service of the
department whose close family |
members, partners or | .
A s . | TR 16A8.4; Irregular Accounting
gssociates have intsrest in a PFMA sec. 50(3)(a) expenditura Officer

to withdraw from a process of

15
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supplier.

12

Suppliers to whom awards
were made failed to declare in
their declarations that a close
family member of the supplier
or a director / member /
| principal shareholider /
stakeholder of the suppilier is in
| the service of the department.

‘ PN 7 of 2009/10

Possible fraud
if declaration
was submitted
but the
supplier failed
to declare the
interest.

Not applicable

"A3; Combatmg the abuse .of the SCM system and follow-up: of previous. repons

complaints‘and’ allegation

No means of

[
irregular condonation.
expenditure Expenditure
Payments to fictitious suppliers | TR 8.2.1 (if result from | should be
internal control | transferred to
failure) receivables for
| recovery.
If supplier on
register of
tender
defaulters - No
means of
condonation.
Awards were made {o f;g:gdgg b
suppliers who are listed on the IEnslamadtn
National Treasury's database iregular .

L as persons prohibited from TR 16A9.1(b) expenditure r’:cosc’: bies for
doing business with the public if 7y.
sector. f supplier on

list of
restricted !
suppliers - the |
Accounting
Officer is the
"relevant
authority" |
The accounting officer TR16A9.1{e) No means of |
knowingly awarded a contract condonation.
to a recommended bidder who IFrenular Expenditure ’

15 | is known to have committed a expgen diture | Should be
corrupt or fraudulent actin transferred to
competing for that particular receivables for |
contract. recovery.,

The accounting officer failed to No means of

18 cancel the contract awarded to TR 16A9.1() lrregular condonation.
a supplier after identifying that : expenditure Expenditure
the supplier, any official or should be

16
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other role player committed a transferred to
corrupt or fraudulent act during recsivables for
the bidding process or the recovery.
execution of that contract that
benefitéd the suppliér. |
Awards were made to a |
supplier who abused the
department’s SCM system,
- | committed fraud or any other Irregular Accounting
17 improper conduct in relation to TR 16A9.2(a) expenditure Officer
such system or have failed to
perform con any previous
contract .
The accounting officer failed to
f investigate allegations against Non
, an official or role player, of Compliance
' 18 | fraud, cofruption, favouritism, | TR 16A.1(b) i lZws omg | Not appiicable
unfair or irregular practice or . Isti
failure to comply with the SCM reguiations
policy
The accounting officer failed to |
take appropriate action against |
an official or role player after Non
an investigation justified ’ | Compliance i
19 ellegations of fraud, corruption, TR 16A2.1(b)() with laws and Not applicable
favouritism, unfair or irreguiar regulations
practice or faifure to comply
with the SCM policy.
The accounting officer failed to gg:,' liance
20 | report the alleged criminal TR 16A9.1(b)(ii) with t';w s and Not applicable
conduct to the SAPS Ml
regulations
| Contract were awarded to Non
| bidders who did not submit NT practice note date 21 Compliance . .
2 their certificate of independent | July 2010 | with laws and Not applicable
bid determination | regulations
Applicable for competitive bids
advertised after 31 May.2011:
In relation to contracts
awarded. the details of the Non
winning bidders. contract Instruction Note 32 (dated Compliance
22 | number and description, 31 May 2011) par 3.2.1;, TR P Not applicable
preference claimed and 16A86.3(d) with laws and
regulations

coniract price were published
in the government tender

bulletin or website of the
department.

Ad. Procurement need and economy

17
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ek (i

The department procured
gonds and services through
means other than the
transversal contract while the
gocds or services were
available through & transversal
confract that the department
participates in.

TR16A8.5

Irreguiar
expenditure

| The relevant

treasury that
arranged the
particular
transversal
contract

24

The final decision on which
quotation to accept was not
made by an appropriately
delegated official or committee.

TR8.2

Ireguiar
expenditure

Accounting
Officer

25

The total payments made
under the quotation exceeded
the original quoted amount.

TR 8.2

Irregular
expenditure

_ Officer

Accounting

26

Consultants:

The tariffs paid for congultant is
reasonable based on the
"Guide on hourly fee rates for
consultants” issued by the
DPSA.

PN 3 of 2003 per 9.5.4

Irregular
expenditure

Accounting
Officer

27

Expenditure was incurred on
major capital projects withouta |
proper needs assessment
done in the form of project
evaluation

PFMA sec 38(1)(a)(iv)

Non
Complieince
with laws and
regulations

Not applicable

Consultants were engaged for
a project / duty / study for
which the necessary skills
were available at the
department or the acgounting
officer had enough time to
recruit and train people with
the time available.

PN 3 of 2003 par 1.5 and
TR 16A86.3(g)

|
I

Non
Compliance
with laws and
regulations

Not applicable

. A5. Procurementprocess and déviations

29

The department incutred
expenditure relating to a public
private partnership entered into
without prior written approval of
the relevant treasury.

TR 16.4.2

Iregular
expenditure

Relevant
treasury

130

Goods or services of a H
transaction value of R10 000 to |
R500 000 were procured i

without inviting at least three PN 8 of 2007/08 par 3.3
written price quotations from TR18A6.1

prospective suppliers and the

deviation was not approved by

delepated person.

Irregular
expenditure

Accounting
Officer
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R % C gieg’ A dé, a\-t& [ 3 '\::ua_nrm:':!:'!t!
Deviations were approved for
the invitations of three written ‘e"x:glrlvlgi;ur'e if
[¥ICE|quotstions rom PN 8 0f 2007/08 par 3.3 | transgression | Accounting
31 | accredited prospective | TR16AB.1 supnoried b Officer
suppliers even though it was ) fauc;':ﬁ:l ¥
{ ible to comply with the 3
mrement. ! evidence
Procurement of goods and { ||
services was deliberately split
into parts or items of smaller | ) . .
32 | value merely to avoid . '7'2186 :fﬁ 21007/08 par 3.5 lenegelrjngi:ure %ounlmg
complying with the . xp cer
requirements of the SCM
policy and legislation.
The finaf decision on the
a3 acceptance of quotations was TR 8.2 Irregular Accounting
not done by a properly ) expenditure Officer
delegated official or committee.
Goods and services with a
transaction vaiue above R500
000 were not procured by |
means of a competitive bidding . i
34 | process and the devistion was ;216621‘6'24607/08 lr;eg:lda'rm N gt:rcquntmg
not approved by the Sxpandiun foer
accounting officer or his |
delegate in accordance with
the SCM policy. |
Deviations from competitive |
bidding were approved on the 'er;je:iz':i;ure #
basis of it being an emergency, . : .
35 | even though immediate action | T1'° gy Sty | Oy
| was not necassary and/or - c’:ﬁ: I 4
sufficient time was available for evidence
| bidding process.
Deviations from competitive
bidding were approved on the Irregular
basis of the goods and expenditure if
36 services only being produced TR16A6.4; | transgression | Accounting
| by, or available from, a sole PN 6 of 2007/08 | supported by | Officer
service supplier even though | factual
other suitable suppliers were evidence
available on the market.
Goods and servicas with a
transaction values between R2 Non
000 and R10 000 were Compliance .
37 procured through verbal PN 8 of 2007/08 par 3.2 with laws and Not applicable
guotations without written | regulations
confimmations. |
Deviations from competitive Non |
bidding processes with Compiliance ,
38 transaction values above R1 PN 6 of 2007/08 with laws and | Ot applicable
| million were not reported to the | regulations

18
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relevant treasury and / or the
AGSA within 10 working days

| AB. Bid specification and-documentation

iii) the applicable values as
well as the minimum threshoid
for functionality. |

Bid specifications were drafted frr eg‘;‘;:ure "
on a biased manner which did | TR16A3.2 (faimess & :,:ﬁz ression  LAC ti
39 | not allow all potential suppliers | competition) Suoi g rted b Ofggel:'n ng
to ,of_fer their goods and SCM guide par 3.4.2 fac?tz:l 4
services. evidence
Bid specifications were not Non
always drafted by bid i .
40 | speciication committees which | TR 16A6.2(b) [lomRance o eociicabie
| were constituted in accordance | | requiatio n: PP
L with the SCM policy | =
AT Invitation:dnd recelpt-of quotations and-bids
' Public invitations for the 1
competitive bids were )
advertised for a period shorter .
41 | than the required 21 days and | TR16A6.3(c) e s | Ooumting
the deviation was not approved P
in actordance with the SCM |
policy requirements.
Irregular
A ghorter period for advertising expenditure if
of public invitations for bids transgression | Accounting
42 was approved even though it FRI650.8(E) supporied by | Officer
was not an urgent case factual
| evidence
Public invitations for
competitive bids were not | Irreguiar Accounting
43 advertised in the government TR16AB.3(c) | expenditure Officer
tender bulletin.
Contracts were awarded to .
44 | bidders whose bids were TR16A3.2 (faimess) Imeguiar | Accounting
received after the closing date. xpe
The request for quotation ' .
45 | indicated that only functionalty | PPR 4(1) of 8 June 2011 | [reguiar Sccounting
will be evaluated sxpendiure cer
The request for quotation do |
not indicated:- ;
i) the evaluation criteria for :
46 measuring functionality ' zﬁ.]?n‘;ﬁc‘;{oi "11‘::: fgl;e Irregular Accounting
ii) weight of each criterion; and 2010. Par 3.3 P expenditure Officer

20
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» o Qa s

Consultants: |
i) A terms of reference (TOR)

| was compiled and issued with

| a request for proposals. The

| terms of refersnce do not

| clearly defines the task

directive (methodology),

ohjectives, goals and scope of |
the assignment.

| i) The evaluation criteria, their
| respective weights, minimum
qualifying score for
functionality and the values
that will be applied for
evaluation was not clearly |
[ indicated. The evaluation

! criteria did not included at Jeast
.’ the following:

- consultant's experience
relevant to assighment;

- the quaiity of the
methodology.

- the qualification of key
personne! [

Accounting

| PN 3 0f 2003 par 9.3.1,2 &
Officer

8.5.5

Irregular

47 expenditure

Non

A list of prospective suppliers
from whom to invite price
quotations was not in place,

48

PN 8 of 2007/08 par 5.1

Compliance
with laws and
reguiations

Not applicable

The list of prospective
suppliers was not administered
in accordance with the
requirements of SCM
ragulations

Quotations for the procurement
of goods and services of a
transaction value between R10
000 and RS00 000 were
obtained from suppliers who
are not listed in the prospective
suppliers' list and who do not
meet the listing requirements
Applicable for competitive bids
advertised after 31 May 2011:
Th s of bidders that
submitted bids were not
published on the department’s |
|| website |

i A8. Evaluation and adjudication committees

Non
Compliance
with laws and
' regulations

|

| PN 8 of 2007/08; TR
16A9.1(c) and PN 7 of
2009/10

439 Not applicable

Non
Compfiance
with laws and
regulations

50 PN 8 of 2007/08 par 3.3.1 Not applicable

| Non
Compliance

with laws and

reguiations

instruction Note 32 {dated

31 May 2011) par 3.2.1 Not appiicable

51
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Final awards and/or
recommendation of awards to
the accounting officer were not
always made by an

§2 | adjudication committee which
was not constituted in
accordance with the |
depariment’s SCM policy and
delegation of powers.

TR 16A6.2(b) & ( ©) ';;9;;1;:“ gt;ﬁc:::ltmg

The department awarded 2 bid | rreqular
to a supplier that was not | g nditure it
recommended by the bid TR16A6.2(b) mgmsiw Acoounting

53 | adjudication committee and the | Code of conduct for BAC, |
deviation was [riot justifiable issued March 2006 - par 2.2 | fs:gz::’ted by | Officer
and/or not approved)] in terms avidence
of the SCM poiicy. ;

| | |
A9. Evaluation - General .
Evalustion criteria applied in | ] .
evaluating quotations/ bids .
54 | differed from those indicated in | TR16A3.2 (faimess) il Accosmiing
the original request for Sxpendilure cer |
quotations/ bid documentation. ;
Awards were made o i
suppliers who did not have tax
clearance from SARS that their | PPR 16 - 10 August 2001 .
55 | tax matter are in order and who | TR16A9.1(d) Irregulda'l;u g?ﬁcountmg
have not made arangements | PN 8 of 2007/08 par 6 sxpenditure cer
with SARS to meet their tax
obligations
If the invitation for bids
stipulated 80/20 preference
paint system will be used and
all bids received were above
R1 million the tender was !
cancelled and re-advertised a5 |

2 90/10 preference points. .
56 | If the invitation for bids PPR 8 of 8 June 2011 L"egu‘d?; I g‘;r““"“"g
stipulated 90/10 preference Bpenoiue | tcer

point system will be used and
all bids received were equal or
below R1 miillion the tender
was cancelled and re-

| adveriised as a 80/20
preference points.
Consultants:
The quotations were not NT Instruction note - B
- Irregular Accounting
57 | evaluated in two stages - firstly | September 2010 expenditure Officer

the assessment of functionality | PN 3 of 2003 par 9.5.1
and there-after the suppliers




v DEPARTMENT OF ROADS AND PUBLIC WORKS | 23
DEPARTMENTAL POLICY AND PROCEDURES ON IRREGULAR EXPENDITURE

i that qualified were evaluated in |

terms of the 80/20 preference
system. The 80 points were
used for price only.

Evaluation criteria for [
procurement of consuttant |
work through quotations did 1 Non
not include [the consuftant's Compliance "
expetience relevant for the PN 3 of 2003 with Igws and Not applicable
assignment, the quality of the regulations
methodology and / or the
qualification of key persennel]
Awards were made to
suppliers who failed to declare
the following:- (i) whether the
bidder or any persons
connected to the bidder is
empioyed by the state (i) Non
whether the bidder, or any Compliance . |
59 person connected with the PN 7 of 2008/10 with laws and Not applicable |
bidder, have any relationship | regulations
(family, friend, other) with a
person employed by the state
and who may be invoived with
the evaluation and or

adjudication of this bid !

A10. Evaluation.- Preference points and functionality

Evaluation criteria applied in PPPFA Sec 2(1)(e): [
evaluating quotations/ bids for ec 2(1)(e); -
functionalgity, price and/or 1";3)7_ .Fé 2“"3(%0117(2) & lrreguiar ' Accounting
preference points were not NT Instruction note - expenhditure | Officer

stipulated in the reguest for September 2010. Par 3.3; ]
|
|

58

80

guotations.

| The allocation and calculation
of preference points were not Irregular
correctly done in accordance expenditure if
61 with the requirements of the PPPF Act and its wrong supplier | Accounting
PPPF Actand PPR. The non- | regulafions awarded the Officer

compliance resufted in the bid else non-
award to the incorrect price compliance |
quotation/ bid.
Applicable if functionality was :
used as an evaluation criterion: '
Only quotes which achieved
the minimum gualifying score | .
62 | for functionalty as indicated in | PPR 4(4) of 8 June 2011 | Ireguiel Acoounting |
the request for quotations were | Xpel ;
regarded as acceptable .’ [
quotations and evaluated
further in terms of the
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p_reférend‘e points.

Applicable if functionality was
used as an evaiuation criterion:
AI! guote_s wh;;: achievedf?e ‘ | A
minimum qualifying score for , rregular ccountin
funcﬂonali?y were regarded as PPR 4(5) of 8 June 2011 expgnditure Officer °
acceptable quotes and were
' evaluated further in terms of
the preference paoints.

&3

Awards was made to the lrreguiar
quotation/ bids not scoring the expenditure if
highest paints. Objective ' proven beyond
, | criteria was NOT used to justify | reasonable Accourting
84 | that reasonable grounds PPPFA Sec 2(1)(f) | doubt that Officer I
existed not to select the objective
quatation with the highest criteria were |
points. not used |r
| A11. Canstruction:contracts
E | Construction contracts were
awarded to contractors who YTSEulEr
65 | are not registered with the CIDB Act section 18(1) 9 it | CIDB
Construction Industry SXpEnTiNe
Development Board
Construction confracts were A
66 awarded to contractor whose CIDB regulation 17; Irregular CIDB
CIDB grading is not suitable for | CIDB regulation 25 (7A) expenditure
the value of contract. | |
Construction contracts were i '
awarded to contractors who ' Imeaular
| 67 | are not registered in the class | CIDB regulation 17 reg dit CcibB
f of construction works that the expenafiure |
projects relate to. |

The invitation for tenders was
advertised for at least 10

working days before the lrregular
&8 closing date and 5 working CIDB SFU4.2.14 &5 expenditure Cioe
days before any compulsory

site meelings.
Where quality was evaluated at
not at least three persons who |

are fully conversant with the Irrequiar
89 | technical aspecis of the CIDB SFU 4.3.5 . g rditue | CIDB

requiremenits/ procurement Xpe

undertook the evaluation of |

guality. |

The contract signed is not in CIDB SFU 4.4.4.1 lregular CIDB

0 line with the applicable expenditure
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; standard form of contract.
The tender invitations / request

| he minum caegory whih | CIDB reguation 25(1; CI08 | GOl |
the bidders must be registered | S /=0 o7 ormity with laws ang | Ot @ppiicable |
at with the CIDB in order to ~ | regulations
qualify for evaluation
The invitations to tender or for Non '
calls of expression for Compli

72 | eonstruction procurement CIDB regulation 24 with l;;‘l:’mce d Not applicable |
where not advertised on the V8 an ‘
CIDB website regulations
Construction projects above Non
the value of R200 000 were not . .

o gl CIDB Act section 22(3) and | Compiiance .

& :gg;:::ﬁ; e CIDB regulation 18(1A), (1) | with laws and | VOt @Pplicable
contracts regulations |

-A%2:.Contracts and contract management
The total payments made .

74 | under the quotation exceeded | TR 8.2 Ier;eguldai: '3‘\;:2:"“"9 !
the original quoted amount. RERCIUrE r !
Goods and services were Non !
supplied by the supplier PN 1 of 2003 par 1.2 and Compliance . '

75 without a written signed 23 with laws and Not appiicable
contract regulations '

Contracts were in conflict with Non
| the general conditions of Compli

76 | contract as issued by National | TR 16A6.3(2) and (e) wih laves o | Not applicable
Treasury and / or the prescripts s an
of the CIDB _ regulations
The performance of Non
contractors was not monitored Compliance .

77 1o ensure.that they comply with | PPR17(4)- 10 Aug 2001 | with laws and Not applicable
the specific goais | regulations |
No action was taken against Non |
the suppliers who failed to Compliance :

78 perform up to the standards GCC clause 22 & 23 with laws and Not appiicable
agreed upon in the contract regulations

| A13ITrelated’goods and services
IT goods and services of 2 |
transaction value of below
RS500 000 were procured

78 | throvgh quotaﬂofr’::fmm PN 5 of 2000/10 par 4.1.1(c) | Irvegular SITA
suppliers who are not TR 16A6.3(e) expenditure
registered on the SITA list of
prospective suppliers. '

The department procured IT | TR 16A6.3(e)

80 | related services which are PIN 5 of 2009/10 par. 3.3 Irregular SITA
classified as mandatory expenditure
through other means than
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SITA.

81

The following non-compliance
by the department identified in
the procurement of department
specific IT contract through
SITA:

| * T related procurement was

done usihg bid documentation

which was not properly

approved, !

* The bid for IT procurement
was evaluated by a commitiee
which was not properly
constituted;

* A contract for IT related
goods and servicas was
awarded to a bidder other than
the one recommended without

:_justiﬁcation.

P/N 5 of 2008/10
SITA regulations

Irregular
expenditure

SITA

82

The department amended
existing or purchased new
computerised system that
affects financial administration
without obtaining written
approval from National
Treasury.

TR 17.31

irregular
expenditure

|

.[ Accounting
‘ Officer

B3 |

The following non-compliance
by the department identified in
the procurement of department
specific IT contract through
SITA:

» the department did not
appoint a desighated official to
administer the contract;

| T related goods and services

were procured without an
approved business case;

» a contract for IT related
goods and services was
awarded to a bidder other than
the one recommended and the
reason for such deviation was

not submitted to the AGSA and
the relevant treasury within 10
working days |

PIN 5 of 2009/10
SITA regulations

Non
Compliance
with laws and
regulations

|

Not applicable

| A14. Unsolicited bids

84

Unsoilicited bids were accepted
without a business case being
established by a

comprehensive and relevant {

project feasibility study.

PN 11 of 2008/09 par 2.1

Irregular
expenditure if
transgression
supporied by
factual

Accounting
Officer |

26
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DEPARTMENT OF ROADS AND PUBLIC WORKS

daviation
evidence
Unsolicited bids were accapted
and awarded to bidders who .
85 | did not have tax clearance PN 11 of 2008/09 par 2.2(d) lrregl;lg_;u g%ioountmg
from SARS confirming that expenditure cer
their tax matters are in order.
Irregular |
Unsolicited bids were accepted | expenditure if
for goods/ services which are transgression | Accounting
86 generally available from other PN 11 of 2008/09 par 3.1(b) supported by | Officer
suppliers. ' factual
evidence |
Unsolicited bids were accepted Non
from bidders who did not Compliance .
87 declare their past SCM | PN 11 of 2008/09 par 2.2(f) with laws and Not applicable
practices regulations
Unsolicited bids were accepted
from bidders whio did not '
declare the following: (i) ‘
| whether the bidder or any |
person connected to the bidder
'I is employed by the state {ii) 1 Non
| whether the bidder ot any | Compiliance " ,
88 person confected with the PN 11 of 2008/08 par 2.2(e) with laws and Not applicable
bidder, has any relationship regulations
(family, friend, other) with a |
person employed by the state |
and who may be invoived with I
the evaluation and or . |
adjudication of this bid | g | |

B. HUMAN RESOURCES MANAGEMENT

Overtime paid to employees even though the \ lrreguiar Accouriting
89 department does not have an overtime palicy PSR 1VID2(b) expenditure | Officer
Employees received salary increases to | ;
80 | higher salary range without a job evéluation | PSR 1/V/C5 ler;egz?i:ure ' '8%7:::’""9
to prove that the post was incorrectly graded. P |
Employees received overtime payments in .
91 | excess of 30% of their monthly salaries, PSR 1VID2(d) L';eg‘r’l':i;we 'g'f’ﬁ"g:r“"“g
without justification. i pe
Empioyees worked and received payments Irregular Accounting |
= ] far overfime without prior written PSR 1/VID2(c) | expenditure | Officer |

27
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authorization.
|
Performance bonuses were paid to
03 employees even though thg ‘dfepartn.rent does PSR 1/VI/E1 lrregul'qr Accounting
. not have a policy for financial incentive expenditure | Officer
| scheme. |
[ The department awarded performance
! bonuses to SMS employees who are not 1 PSR 4/Il/B3 ireauilsr Accountin
| 94 | entitled to the bonus in tems of the ruies of | Chapter 4 of SMS | =34 o oo 8
the deparimental financial incentive scheme | handbook - 2003 | SXpenditure foer
and the SMS handbook. | '
Acting allowance was paid to employees who |

95 acted in higher positions for periods less than PSR IVIES. 1 iregular Accounting
the minimum six weeks provided for in the ’ | expenditure | Officer
DPSA Policy on Acting Allowance
Employees acted in higher vacant posts for ; .

. . rregular Accounting

96 ;no::tn‘::tenupted period exceeding 12 PSR 1/VI1/B.5.3 expenditure | Officer
SMS members acted on higher positions for
periods exceeding six months without prior v .

87 | approval from the relevant executive PSRIVIBS.1 | Ireguler Aocounting
authority as provided for in the DPSA Policy Sxpenditure feer

| | on Acting Allowance for SMS
| | Employees were compensated for acting in’
posts which [were not vacant and/or resulted .

88 | in more than two employees simultaneously :f:;éw iB.E1 ! Ir;ege:;lgi; g«:ﬁcguntlng
being compensated as a result of a single ) | exp gre cer
vacancy] |

. e Irreguiar Accounting

99 | Overtime was paid fo SMS employees PSR 1/vID2(a) expenditure | Officer |

C. TRANSFERS AND CONDITIONAL GRANTS

Transfers were made o other entities without
[obtaining a written assurance that that entity
implements effective, efficient and transparent
financial management and intemal control
systems / or rendering the transfer of funds
subject to conditions and remedial measures
requiring the entity to establish and implement
effective, efficient and transparent financial
management and intemal control systems].

PFMA sec
38(1)()

Irregular
expenditure

Accounting
Officer

101

The schedule 4, 5, 7 or 8 allocation was utilised
for purposes other than those stipulated in the
schedule or in accordance with the framework
published for the allotation.

DoRA sec
11(1)a),
12(1) & 15(1)

Irregular
expenditure

National
Treasury

28
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‘ -‘i‘ﬁe accountlng ofﬂcer tréhsferred a ééhéduie 5

102 7 or 8 allocation portion of the allocation to DoRA sec Irreguiar National
another entity without entering into a payment 15(2) i expenditure | Treasury |
| schedule with the entity. i

7.2.8. Reporting of lrregular Expenditure

Once the investigation is completed and is determined that irregular expenditure has
been incurred; the Accounting Officer has the responsibility to report, in writing, in
terms of section 38(1) (g) of the PFMA,; the particulars of the irreguiar expenditure fo
the relevant Treasury in line with the format provided.

If the irregular expenditure has not been condoned and no person is liable in law, the
expenditure related thereto must remain against the relevant programme/expenditure
item, be disclosed as such in the note to the financial statements as per Treasury
Regulations 8.1.5 and 28.2.1and updated accordingly in the irregular expenditure
register (no journal is passed).

7.2.9. Recovery of Irregular Expenditure not Condoned

The Accounting Officer must in writing, instructs the official concerned to pay within
one month (30 days) the amount of irregular expenditure as determined. If the official
concerned does not adhere to the request then the matter may handed over to the
state attorney to start the legal process of recovering the said debt.

If recovery is not possible, the accounting officer or accounting authority may write off
the amount as a bad debt in accordance with Treasury Regulations 11.4 and disclose
such in the relevant note to the financial statements.
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7.8,

DISCIPLINARY ACTION
The Accounting Officer of the Department is empowered in terms of the Public Finance

Management Act to effect disciplinary actions against any individual within the
department who is found to have commiited acts of financial misconduct that could
result in the financial loss or damage to the department and the provisions of the Act

are guoted verbatim below as follows:-

The Accounting officer must take effective and appropriate disciplinary steps against
any official in the service of the department, who:
a) Contravenes or fails to comply with a provision of the Public Finance
Management Act, Act 1 of 1999 as amended;
b) Commits an Act which undermines the financial management and internal
control systems of the department; and
¢t} Makes or permits unauthorized expenditure, irregular expenditure or fruitless
and wasteful expenditure
d) Collect al revenue which has accrued to the Department

When an accounting officer determines the appropriateness of disciplinary steps
against an official in terms of section 38 (1) (g) of the Act, the accounting officer must

take the following into account:

a) the circumstances of the transgression;

a) the extent of the expenditure involved; and

b) the nature and seriousness of the transgression.
When disciplinary action is being considered, departments are advised to contact the
Directorate Human Capital Management {Human Resources — Labour Relations) to
ensure compliance with collective bargaining agreements and Depariment of Roads

and Public Work HR policies.

Human Resources must be informed of any disciplinary action being considered to
also ensure that employee's rights related to compensation and benefits are protected
and reasonable employee relations are maintained. It is also advisable that
departmental employees from regional and district offices should regularly discuss
cases of financial misconduct amongst themselves,
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7.4.

7.5.

Should you act in any way that infringes the terms of this policy, you may face
discipfinary action. In cases of serious violations invoiving decsption, this may lead to
the matter being dealt with through the department's formal grievance and disputes
procedure.

Failure to take disciplinary action where required under this policy shall itself be a
breach of financial discipline under this policy.

CRIMINAL PROCEEDING (TR Part 2 Section 4.2)

The accounting officer must advise the executive authority, relevant treasury and the
Auditor-General of any criminal charges it has laid against any person in terms of
section 86 of the Act.

The relevant treasury may direct an institution to lay criminal charges against any
person should an accounting officer fail to take appropriate action.

GRIEVANCE HANDLING

If you consider that this policy has not been applied fairly or correctly, you shouid raise
the matter initially with your immediate supervisor. If you subsequently remain
dissatisfied by any response you receive, you may take up this matter with your
employee representative, the human capital management department, or any member
of senior management. Serious grievances may also ultimately be handled through the
Department's formal grievance and disputes procedure.
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8. ROLES AND RESPONSIBILITIES

mpioyee » |If he comes aware of or suspects the

| occurrence of imegular expenditure must
immediately report, in writing such
expenditure to the Accounting Officer or
his/her delegate

s Prevent iregular expenditure s Continuously

» Where fraudulent activities are| o Continuously
suspected, they should be reporied

immediately.
| The Executive | » The Executive Authority must investigate | « As required
I Authority / Member of allegations of financial misconduct
the Executive Council against the Accounting Officer and if
l {MEC) necessary institute disciplinary
proceedings
| The Accounting | « Must take effective and appropriate steps | « Continuously j
| Officer / Head of to prevent unauthorised, irregular and
Department fruitless and wasteful expenditure and '

losses resulting from criminal conduct.

» Must investigate allegations of financial | » As required .
misconduct and if necessary instiute
disciplinary proceedings. ,

e Sections 81 - 86 of the PFMA also make | ¢ As required
provisions for sanctions against non-
compliance. Persons who are found
responsible for non-compliance are liable
to a charge of financial misconduct which
may lead to a dismissal or suspension.

The Human Capital | « Labour Relation Officer will issue reports | ¢  As required

Management to Head of Department. |
« The Human Resource section must| » Asrequired

| consult with the Head of the Unit /
Directorate when internal discipline
involves suspension or termination of
employee's service.

o Assist in enswring that any action| s As required
conforms to collective  bargaining
agreements and departmental policies,
as well as informed on employee rights
including those related to compensation
and benefits.
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i

#UE i,

The Financial
Miscenduct
Committee

Facilitate the development of the
department's procedures on handling
cases of possible financial misconduct/
losses or damages as a result of
negligence.

Establish criteria for the evaluation of

possible financial misconduct, losses or |

damages.

As required

Evaiuate all cases of possible financial
misconduct, which may result in irregular
expenditure.

Per schedule

Make recommendations to the HOD on
appropriate control processes to be
implemented to avoid future recurrence.

As required

Make recommendations to the AO on
condonement of irregular expenditure.

Per schedule

Make recommendations to the HOD on
appropriate disciplinary action against an
official/ls who had committed financial
misconduct, is responsible for a loss to
the Agency or has caused damage to the
Agency's property/ asset.

Per schedule

Establish whether appropriate processes
were followed to determine liability on the
part of the official.

Per schedule

Make recommendations to the HOD on
the writing off of losses.

Per schedule

Financial Accounting

Reporting alleged Irregular to AQ

As required

Record alleged irreguiar in register

working
after

Five
days
reported

Report confirmed IR to Provinclal

Treasury

Five working
days after
updating
register

Update Register with IR not confirmed

One  working
day after
confirmation

Include in monthily report

e

Monthly

33
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% J
ER

» Take debt for IR confirmed onto system | « Five  working

and follow debt procedures days after
updating !
| register

Loss Control Officer ¢ Investigate alleged imegular expenditure | ¢ As required

+ Make recommendations to FMC on| s As per schedule
| condonement, disciplinary action and
recoupment of IR.

9.2

9.3

9.

9.1

RESOURCE IMPLICATIONS

An Enabling Environment

Protection of whistle-blowers through the establishment of a whistle blowing policy in line
with the Protected Disclosure Act, Act 6 of 2000.

Political will in fighting corruptions.

Strengthening public / private discourse.

Taiking freely about issues relating to fraud, corruption and related activities

Consider the establishment of a well-publicized means; (i.e. fraud hotlines, government
meet the people programmes) to receive and process information from the public on

perceived irregularities.

Human Capitaf Requireaments

Recruitment of suitably qualified financial misconduct investigators or re-training of
inspectorate officials to deal with cases of financial misconduct.

Training of all departmental employees on issues relating to irreguiar expenditure, through
the attendance workshops and seminars.

Induction of the Financial Misconduct Board members.

Financial Resources

34
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» The Chief Financial Officer shall ensure that the Financial Misconduct Commitiee is
adequately funded, with a dedicated budget to ensure the sustainability of the
programme,
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10. MONITORING AND EVALUATION

The effectiveness of the program will be monitored closely by the Financial Misconduct Board
in conjunction with the departmental units such as Labour Relations, Legal Services, Finance,

Strategic Planning and Inspectorate.

All reports that relates to the issues conceming financial misconduct will be dealt with

confidentially by all relevant parties.

11. POLICY REVIEW

This policy will become effective and applicable after the approval by the Head of
Department and is subject to review and amendment every five (6) years. In the
event that the policy is amended, the amended policy or provisions thereof

will supersede the previous one.
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12. APPROVAL
"

This policy is Approved / Not Approved

Comments:
C_,_H ‘“)
e~ 5 -3 ) “

HEAD OF DEPARTMENT +——— DATE




8t

IS T T ey =

X

e

R i S X X
X X X X X X
x | [ :
Lol ikl
_ X
- |

(g
H saoqe) ajdiouud (01/08) Buney

ajdiouud {0z/08) Bupey

anoudde

0) eajjjwiuon uogedpnipy -
ainpedap 10} suoseal p10oay -
SUNPBI0Id WIS WO SUOREIMSQ

i v &

(000
005y woy) Guippig aamadwod

Jeayioy

Bununosay 2 Wos o} Hodey -
suosesl

8y} piodey ajqissod jou Jj -

G X suojjejon) uapymn

ebira

e

180110
Buunoooy ¥ WOS o) Boday -

suosesl
au} p1od2) ajgissod Jou Jf -
€ X SuoReloND UalUAA

wauiled o) payoene

pauleiqo sejonb sayjo jo pio3ey -
Bunpum

U} uoneulHuod sjonb pe)dsady -
£ X suojjejonb ouoydeie |

e TR AT

e

(L10Z ¥38W3D30 £ ¥ALAY) SIHOLVE ANIWAV FUNLIGNIAXT 40 NOLLYNTYAS ¥Od LSITHDIHD

| JUNXINNY €L

JUNLIONTHXA YV INDOINYI NO 3

HNAID0Ud ANY ADIN0d TIYLNIWLNY 43T

SHHOM D1NaNd aNY SAvON 40 INIWLHVLIQ




X G (s1epuay)

s At i _ eouesesiy Xe| jBuiBUO PIEA

_ (Buipueys poony) |

i<} souelea| xe ) _m-.__m_ 10 PlieA

JapsQ aseyoing

— (uuog d1s) uosinbay
Wisish i : 20j0Au| xe | sanddn

m..% i

x
XXX x

KixXix| x
>
>
x

Tk g

ANIWAVC FGHL ONILHOLDNS SINIWNDOA

.....- e e e - v -
g Jugs g 3 i 5

Mpbinsle] L1-0eQ-g8 _ sladedsmopn
i pe jevuoifiay eden ulaypop : J8yiQ) -
X X i f PEIGSHIOA 'Y4d -
. upa|ng Jopud | JUBUILIBAOCE) -

: WeLues|iaApY Jopuai
X X 23 (yooud yoeye)
; Jo)5163y S19)neyeq Jepuay

(uonejoy) ) (eseqejeq
X X | ] X X X X X [eou0i) steliddng psypaisay
wawled

soud aseqgejep uo Aeipaiw
so)s)Bad }snw siapiaoid

X yons laseqeep ua jou sieyddns
wioy paueiqo a1 suagejonb jj -
I5EQBIEQ [BIOUIACIY

SR

FUNLIGNIAXT YV INDINYI NO SIUNAIDI0Nd GNY ADINOd IVINAWINHYL3A
6€E | SHHOM DIMENd-ANY SAVOH 40 INFWILMVLAA




X X
X X
X X
X X
X X
X X X X
X X X X
X X X- X
X X X X
X X X X :
x | x [ ['x || x X X
X X X X X X
X x [ [ x [ | x
X X X X X X

T - =

[e1o pajebalep pue 1eppiq
Injsseoons Aq paubis joeNnUO0D

juswyedap

3y} Jo susgem pue ule|nqg 1epus)
juawweanob ul paysygnd sem
Jeppiq Bujuum ay) jo spiejep auy )

28])ILLLIOD UD[IEN|EAS B1))
£q pajenieas sem piq jey) jooid

USje|ng Japua) JUeLULLISACH
Ul PSSIBAPE SEM PI] J0OId

sAep Lz
1o} pasiUeApE SBM pPIq jBY) Jooid

{401 @dusiajel jo suua ]

"0j@ 'weyshs sjuiod 01/06 10 0Z/08
8’| SJUBLINJOP PIq Ul PajedIpul
Ajes|a si BusjUD ..__o__w:_mE

EET TG
suoljeayioads pig Aq psjidwod
aiem suoljeoyoads jey) joold

oje 'suejd joafosd 'sBuljasw
1O s@jnuIW - JUBLLISSSSSE Spaan

(AdoD) s0g

Bey Auedwo) Jo g q) 1ayddng

L1-98a-8 6 ags
}1-08Q-8 (]
Qgs) seonoeid WHS ised sisppig

Li-980-8 sjeayied 33849
Li-unp-L (¥ ags) 1se:yy] Jo ainsoposig

JUNLIANIdX3 WYTINOIA NO S3UNAFD0H GNY ADINOd IVINIW LMY JIA
0¥ | SHHOM 2118Nd ANV SQVON 20 LNIWLYYL3a




X X X X X X
SRR

X X X X

X X X X

X X X

X X

susddns annoadsosd Jo 38|

Y LIS W0y pauiejqo siam salAIas
pue poos) 10j suoiiejanb jey; joaid
8al0 Uum palaisibal

SBm JojoBIU0D Bujuuim jeyy jooid

Buneaw a)js Aiosjndwon

e10jaq shep g pue ejep Buiso)o
siojaq shep 0| eysgem gaio uo
PeS|UBADE SEM JBpus) Jey) Joold

"skep Bupjiom |.Z UM elisqem
01D U0 SI9BIUED UOHINIISU0D
0 Jesibal ey ul pase)sibay
sem Josloid ay) jey) Jooid

aaid sy
Yim je passysiBel 8q jsnw sisppig
ayl yoiym AioBejeo wnuiuiw
Bunendys ‘voneyiaul Jepuay

” ¥ I v_,..

12

b

3

Eaifl

ZUNLIANINT HVINOTUAI NO SIHNAID0N TNV ADITOd TVLNIWLHYAI]
v | SMHOM D11and aNY SAvOY 40 INIWLYYCIQ



AsaA0D01 10} SejqEAIB0D) 0) PaLBjSuRl ] ~ M1
uosiad ejgisuodsal ysuiebe pajeru ssasold Aveuydiosiq - dg
uoyebisaau) Jepun ainypusdxe Jenfiaul - |n

ey}
uopuysee)d
S)UBLILOD uosiad s|eweng Jdotiunpn a)eq Bupgunossy Aisroasip
jeisues 18 40 n u_n_m—_unuaw— M4 JUspiu} oﬂhﬂm unowy u—-!.:hwm .-...thuL 0} poyiadas ayeg jo ouﬂn._. ] "ON
(Ao o) Jnjeijsnimg 3{1936p UOPOREURIL
o {(fiuo odiwiexe] i} simipusdxe JujnBeas; 103 Jejsibey

AILSIOTY RINLIANIAXI BV TINOTHYI 40 F1dNVYXS “vi

FUNLIANIAXE HYTINOINUI NO S33NA3D0Hd ANY ADIOd TYLNIWILMNYLIT
TF | SHNOM OIMENd ANV SAVOX 40 ANINLYVCIQ



