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	Close Out Report Meeting - No 0 1of 2013/14

	Date
	17 February 2014

	Time
	11h00 – 12h00 

	Venue
	Boardroom 1401, 14th Floor, 240 Vermeulen Street, Pretoria

	
	No
	01
	02
	03
	04
	05
	06
	07
	08
	09
	10
	11
	12
	13

	
	Date
	09/01/2014
	22/01/2014
	19/02/2014
	19/03/2014
	TBD
	TBD
	TDB
	TBD
	TBD
	TBD
	TBD
	TBD
	TBD

	Lee Rosenzweig
	LR
	
	
	x
	
	
	
	
	
	
	
	
	
	

	Andile Sitshaluza
	AS
	
	
	x
	
	
	
	
	
	
	
	
	
	

	Sifiso Mamba 
	SM
	
	
	x
	
	
	
	
	
	
	
	
	
	

	Sifiso Hlatshwayo
	SH
	
	
	x
	
	
	
	
	
	
	
	
	
	

	Eugenie Ninham
	EN
	
	
	x
	
	
	
	
	
	
	
	
	
	

	Douglas Cohen
	DC
	
	
	
	
	
	
	
	
	
	
	
	
	

	Liteboho Makhele
	LM
	
	
	x
	
	
	
	
	
	
	
	
	
	

	Lebogang Lechuba
	LL
	
	
	x
	
	
	
	
	
	
	
	
	
	

	Suvashna Singh 
	SS
	
	
	s
	
	
	
	
	
	
	
	
	
	

	(   Present
	-   Not applicable
	T   Training
	S    Sick  Leave
	L    Leave (Annual)
	¤       Late
	A   Apology
	((    Absent without Leave


	Item
	Discussion
	Action
	Who

	Close Out Reports
	1. Old Close Outs (relates to projects completed pre- 1 April 2013)

	1. To be completed by 28th February 2014. 
2. Template: Changes to be made to facilitate approvals with regards to the PM’s discomfort in signing off unfamiliar projects
3. If final close out budget is less than approval amount, savings to be reallocated as an additional value adding project or if not feasible IGR to take back.
	All

	New Close Out Reports
	2. New Close Out Reports (relates to all projects post 1 April 2013)
	4. New close out reports will be processed via the yellow folder process
5. DvN to be alerted that a close out report is submitted

6. An email should be circulated for communication purposes within the NDP, once approved DvN will notify the relevant parties.

7. All close out reports requires a photograph to verify existence of building, Where no photos are available PM’s to identify sites that require verification visits
	PM’s

	 General
	Close out report meeting to take place if and when necessary 
	8. Project cash flows to be used to identify potential close out dates. PM’s to send out reminders.
9. PM’s to check for the following:

a) Photos on web report

b) Final spend as per payment certificate
	PM’s
PM’s
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