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Introduction

1. Operational procedures were identified during the development/review of the National Treasury Neighbourhood Development Program Business Architecture. The operational procedures describe specific operational activities. The procedures serve several, if not all, of the following purposes:
a. It prescribes the events triggering the execution of the procedure.

b. It prescribes specific activities to be executed.

c. It prescribes specific responsibilities (specific roles related to specific activities).

d. It prescribes specific business rules guiding decision-making within the procedure.

e. It prescribes information flow between activities.

f. It prescribes which information items should be managed as quality records.

g. It prescribes the use of specific technology systems.

h. It prescribes the event ending the execution of the procedure.

Purpose
2. The aim of this document is to serve as formal record of documented operational procedures supporting the Neighbourhood Development Program Business Architecture. 
Document Scope
3. After the introductory part the document starts with a model representing an overview of NDP business processes and procedures. Each of the procedures that follows are described in the following order:

a. The first model creates a scope for the procedure followed by a model representing a flow of activities, information and responsibilities. 
b. This process flow is followed by a more detailed description of the elements which form part of the procedure.
4. Before the procedures are illustrated and described, the roles identified to support the identified procedures are illustrated. These roles are depicted as swim lanes within the process flow models. 
Business Process Decomposition

5. The business process decomposition represents all the modelled work to be performed within the NDP organisation. This business process model was developed based on a relative clean slate approach where the objective was not to only incrementally improve existing business processes but to reconsider mission effectiveness and only thereafter process efficiency. On the highest level three generic process areas were proposed namely Unit Management, Core and Unit Support processes. Unit Management and Support processes were not further analysed as these are generic processes applicable to the entire NT. If the effectiveness / efficiency of these processes are to be questioned it should be directed to the relevant process owners within NT. The NDP is the process owner of only NDP core processes. These are the processes which are unique to the NDP mandate. Within the NDP Core business processes a business process owner was identified for each of the Core sub processes. These business process owners are ultimately responsible for the completeness, accuracy and currency of all Core business processes. Process owners are as follows:

a. Plan Programme A – Collins Sekele
b. Plan Programme B – David Van Niekerk / Collins Sekele
c. Manage Precincts – David Van Niekerk

d. Implement Programme – Irene Sinovich
e. Monitor Programme – Suzette Pretorius / Irene Sinovich
f. Grant Financial Management – Suzette Pretorius
g. Innovation and Mainstreaming – David Van Niekerk
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Figure 1: NDP Business Processes (To Be)
6. In order to interpret the two types of models used within every procedure consider the following guidelines:
a. All procedure scopes are represented by an activity model which can generically be illustrated as follows:
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Figure 2: Procedure Scopes
b. Within these activity models the following definitions are applicable:
i. Activities represent real world functions. In a function model, activities are graphically shown as boxes and described by active verb phrases. Activities usually have concepts attached to them that describe what resources (controls, and mechanisms) the activity requires to produce the output or set of outputs. An activity must have at least one control attached to it for a method compliant diagram. 

ii. Inputs are resources consumed by or transformed by activities in the production of outputs. An input is represented by an arrow attached to the left side of an activity box.
iii. An output is produced by an activity according to the resources (inputs, controls, and mechanisms) used by the activity. An output is represented by an arrow attached to the right side on an activity box.
iv. A control is a resource, manufacturing guidelines for example, that constrains or guides an activity's production of outputs. A control is represented by an arrow attached to the top of an activity box.
v. Mechanisms are resources, such as employees or machines that are used by activities in producing an output. A mechanism is represented by an arrow attached to the bottom of an activity box.
c. More detail of each activity is captured in procedure models which can generically be illustrated as follows:
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Figure 3: Example Diagram
Identified Roles

7. The following roles were identified as having specific responsibilities and to be accommodated within the core business structure of NDP. Quantities should be determined after work measurement / estimates and the application of applicable structuring principles.
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Figure 4: NDP Core Business Roles

Procedures 
Procedure Name: Advertise the Grant
· Procedure Scope: Advertise the Grant
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Figure 5: Procedure Scope: Advertise the Grant
· Process Aim: To ensure that the process of inviting municipalities to apply for the NDPG is transparent and fair.  
· Procedure Model: Advertise the Grant
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Figure 6: Procedure Model: Advertise the Grant
Table 1: Advertise the Grant
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Strategic Project Specialist 
	Collate NDP Grant Advertisement Content

· Collate information based on an instruction from the Chief Director 

· Include the applicable assessment criteria 

· Revise an application form that need to be populated – only if necessary
· Include all the relevant information and conditions of the process as well as information of the Business Support Manager.

	There must be unallocated NDP grant funding available.
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities

	Strategic Project Specialist
	Submit NDP Grant Advertisement Content 
· Ensure approval of the content before forwarding to the Business Support Manager for processing

· Forward the content to the Chief Director for approval 
	
	

	Chief Director
	Approve NDP Grant Advertisement Content
· Sign-off the necessary advertising content submitted by the specialist 

· Forward to the Business Support Manger for processing
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities

	Business Support Manager
	Prepare Draft NDP Grant Advertisement
· Package the advertising content in the correct format before submitting to Finance for processing 

· Ensure that the sign-off version is the one packaged according to the advertising requirement

· Forwards to the Chief Director for final sign off

· Forwards the packaged information to the supply chain unit for advertising
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities

	Business Support Manager
	Submit Draft NDP Grant Advertisement
· Submission of the packaged advert content to supply chain manage 
· Email follow ups with supply chain to ensure that all relevant requirements of the advertisement are collated and publicised timeously
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities\correspondences with supply chain


Procedure Name: Assess Municipal Applications
· Procedure Scope: Assess Municipal Applications
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Figure 7: Procedure Scope: Assess Municipal Applications
· Process Aim: To ensure that only municipalities that meet the NDPG criteria are the beneficiaries of the grant.

· Procedure Model: Assess Municipal Applications
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Figure 8: Procedure Model: Assess Municipal Applications
Table 2: Assess Municipal Applications
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Admin Assistant 
	Register the Grant Application 

· Collect the submitted application forms after the closing date from supply chain management

· Ensure that the submitted application forms are stamped (by supply chain), recorded and filed on the appropriate folder

· Register all submitted application forms

· The relevant Projects Director informed about the submissions

· Forward the list to Chief Director


	
	· I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities\submitted applications forms\year

	Chief Director
	Allocate Project Director 

· The Chief Director allocates the new applications to the relevant PD to evaluate
	
	

	Project Director
	Evaluate Grant Application
· Check the application against the template 

· Apply the assessment criteria as per the template 

· Make recommendations about acceptance or rejection 

· Package the recommendations in a yellow file 

 
	Benchmark: TA not more than 10% of grant value ; minimum R1m
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities\submitted applications forms\year

	Project Manager
	Obtain Additional Grant Application Information
· Generate a list of information not included in the application
·  Form

· Draft a letter to the municipality requesting missing information


	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities\additional information requested\year

	Project Director
	Verify Application with Municipal Situation
· Site verification visits
· Populate the site verification template

	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities\verification report forms\year

	Project Director
	Recommend Grant Application
· Draft a recommendation letter - letter packaged in a yellow folder to the CD for signature
· Submit recommendation letter to the CD for signature 
	
	

	Chief Director
	Approve Grant Application

· Award letter signed as an approval 

· The PA to sign the letter and file on the I drive

· The letter to be emailed to the municipality by the PM and posted by the PA
	· 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Project\award reference\township\1. Funding Agreement

	Project Director (Propose that this section be deleted)
	Draft Notification Letter

· Forward the letter to the Projects Manager 
· Scan the letter on the I drive 

· The projects manager to email the letter to the municipality
	 
	


Procedure Name: Formalise the Funding Agreement

· Procedure Scope: Formalise the Funding Agreement
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Figure 9: Procedure Scope: Formalise the Funding Agreement
· Process Aim: To formalise the relationship of the NDP Unit and recipients of the grant.
· Procedure Model: Formalise the Funding Agreement
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Figure 10: Procedure Model: Formalise the Funding Agreement
Table 3: Formalise the Funding Agreement
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Manager 
	Customise the Funding Agreement
· Collate the different schedules into one document 

· Populate appropriate section of the relevant schedules with relevant available information 

· Include signed award approval letter
	
	

	Projects Admin
	Obtain Municipal Signature
· Letter and collated schedules mailed to the municipality for signature 

· Follow up with a phone call to ensure that the municipality has received the information
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\3. Correspondence

	Project Director
	Sign Funding Agreement

· Original, signed FA is received by PM via post or courier
· Check for completeness and revert to municipality if not complete.
· If complete, forward to CD
· Updates the MIS with the relevant information
	
	Funding Agreement Signed by Municipality

	Chief Director
	Sign Funding Agreement
· Signs the relevant schedule 
· Gets witnesses signature 
· Forward the signed document to the Projects Admin 
· PA scans the signed document, save it under the i-drive and file the hard copy according to the file plan.

· PA forwards the document to the Projects Director who emails the signed document to the municipality
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\Funding Agreement


Procedure Name: Review Operational Guide for Municipalities
· Procedure Scope: Review Operational Guide for Municipalities  
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Figure 11: Procedure Scope: Review Operational Guide for Municipalities
· Process Aim: To ensure improved performance of the Neighbourhood Development Partnership Grant (NDPG) in municipalities and their compliance the NDP requirements and conditions of the grant. It is also to standardise the internal operation procedures of the NDP unit. 

· Procedure Model: Review Operational Guide for Municipalities  
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Figure 12: Procedure Model: Review Operational Guide for Municipalities
Table 4: Review Operational Guide for Municipalities
	Responsibility
	Activity Description
	Decision Rules 
	 Quality records (QRs)

	Strategic Project Specialist
	Analyse the Performance / Compliance Deviation

· Analyse the reporting trends , content and frequency of the municipalities in accordance with the award performance guidance and as per DORA requirements and the Funding Agreement

· Review the processes and structure followed by the municipality in implementing the NDPG programme 

· An award performance assessment report should be produced at the end of every quarter

· Review the BPs and PPs approved by the NDP for implementation by the municipalities

· Consider any innovation products that may be contained in the BPs and how they may be mainstreamed in other areas.

· Produce a report on possible innovation products and mainstreaming

	· Quarterly
	· I:\BR_Budget Office\4.CD_NDPG\2 Own\1. Bernadette\BERNIE'S 2010 2011 stuff

	Strategic Project Specialist
	Formulate Solution to Deviation
· Review and revise the current toolkit and guidance notes to consider the findings of the performance assessment report 
· Circulate the proposed amendments to the toolkit and guidance notes to the entire unit for comments 
· Circulate the proposed revised changes to relevant stakeholders and municipalities for comments 
	
	· I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.4 Induction Pack

	Strategic Project Specialist
	Present Solution

· Incorporate the comments into the revised toolkit and guidance notes 

· Forward the final document to the Chief Director for signature 


	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.4 Induction Pack

	Chief Director
	Approve Reviewed Operational Guide for Municipalities
· The revised toolkit packaged and submitted to the Chief Director for signature 

· Ensure that only final documents are placed on the I drive and the NDP website


	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.4 Induction Pack


Procedure Name: Induct Municipal Officials
· Procedure Scope: Induct Municipal Officials
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Figure 13: Procedure Scope: Induct Municipal Officials
· Process Aim: To ensure that municipal officials understand the requirements of the NDPG and how it functions. 

· Procedure Model: Induct Municipal Officials
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Figure 14: Procedure Model: Induct Municipal Officials
Table 5: Induct Municipal Officials
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Manager
	Notify Municipality of Induction 
· Inform the municipality to arrange the induction workshop through an email 

· Inform the municipality of the officials that need to be part of the induction workshop 

	· The 1st induction - within seven days after the Award Status letter has been forwarded to the municipality

· The second induction - within seven days after the signing of the Funding Agreement
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\3. Correspondence

	Project Manager
	Prepare Induction Pack
· Prepare the agenda of the induction session workshop 

· The presentation have to be send to the municipality 2 days before the induction

· Overview and Funding Agreement induction pack presentation 

· Administration and reporting/ Management of the Project Stages presentation 

· Customise the available induction pack presentation – induction packs, 1,2,3

· Induction workshop presentations to be saved on the I drive


	· 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.4 Induction Pack

	Project Manager
	Request Logistic Support 
· Prepare a travel motivation plan and attached confirmed induction workshop date 

· Email the travel motivation plan to the Projects Administrator 
	· The travel motivation plan to be submitted 3 days prior to travelling time 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.3 Workflow\Expenditure Tracker 2012 - 2013

	Project Manager
	Conduct Induction
· Presentation at municipalities 

· Presentation to municipal officials
	
	

	Project Manager
	Obtain Induction Report
· Request the induction report from the municipality 
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\Reports


Procedure Name: Validate Service Provider
· Procedure Scope: Validate Service Provider
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Figure 15: Procedure Scope: Validate Service Provider
· Process Aim: To ensure that the municipality secures a service provider that will be able to produce deliverables required by the NDP.
· Procedure Model: Validate Service Provider
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Table 6: Validate Service Provider
	Responsibility
	Activity Description
	Decision Rules 
	 Quality records (QRs)

	Project Director 
	Analyse TOR Request
· Review the letter from the municipality requesting assistance with the drafting of the TOR
· The letter must be signed by the accounting officer or the NDPG designated signatory 

· The customise TOR should be in accordance to the NDPG phase within the municipality 

· Customise the existing TOR from other municipalities to align with the request

	
	· I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\WRD400\4_135.2_West Rand_WRTRI\3. Correspondence
· I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\WRD400\4_135.2_West Rand_WRTRI\11. Reports

	Project Manager 
	Provide a TOR 
· Email the TOR to the municipality for comments 

· Request the municipality to confirm TOR through an email and save the email on the I drive 

· Ensure that the municipal comments are colour coded

· Review the revised 


	
	· I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\WRD400\4_135.2_West Rand_WRTRI\3. Correspondence\Confirmations

· 

	Project Manager
	Review Revised TOR 

· Email the TOR to the PD for final comments 

· Ensure that the TOR are converted into the PDF before being forwarded to the municipality 

· Review the comments and ensure that they are incorporated into the TOR

· Save the PDF converted file on the I drive
	· 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\WRD400\4_135.2_West Rand_WRTRI\11. Reports

	Project Director
	Attend SP Evaluation Committee
· Review a letter from the municipality requesting an NDP official to be part of the tender specification committee

· Ensure that the request is signed by the accounting officer or the NDPG signatory 

· Review a letter from the municipality requesting an NDP official to be part of the technical evaluation committee

· Get all the dates of the committees 

· Attend the various committees
	· 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\WRD400\4_135.2_West Rand_WRTRI\3. Correspondence\Confirmations



	Project Director
	Confirm Recommendations of Evaluation Committee 
· Obtain recommendations of the evaluation committee from the municipality before they are forwarded to the adjudication committee

· Inform the municipality in writing that the recommendations of the evaluation committee should be forwarded to the NDP

· Ensure that they are in accordance with the discussions during the evaluation period
· Forward a letter to the municipality indicating the NDP position on the recommendations
	· 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\Legal

	Project Administrator
	Capture SP Detail
· Scan and Save the appointment letter of the service provider on the I drive 

· Scan and Save the SLA on the I drive 

· Forward information of the service provide to finance to capturing the details
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\legal 


Procedure Name: Scope Programme
· Procedure Scope: Scope Programme
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Figure 16: Procedure Scope: Scope Programme
· Process Aim: To ensure that there is initial agreement on how the work should be done.
· Procedure Model: Scope Programme
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Figure 17: Procedure Model: Scope Programme
Table 7: Scope Programme
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Manager
	Assess the Status Quo
· Does the Status Quo Report assess the overall status of the areas within which the proposed interventions will take place on a district, municipal vs township scale including:

· Development Context (location, history, social, economic, physical and natural environment)
· Demographics 

· Key developmental challenges 

· Target beneficiary groups 

· Any spatial and non-spatial issues?

· Assess the status quo in accordance with the guidance notes and the status quo assessment template to be developed

· Does the status quo assess and prioritise the interventions 

· Check whether the status quo reviews the municipal capacity 

· Check whether the status quo scopes the studies required 

 
	· 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities\Operations Guide\Operations Guide for Munis\4_Project Preparation

	Project Manager
	Evaluate the TA Workplan
· Review the TA work plan

· Forward a TA work plan approval letter to the municipality 


	·  
	I drive approval documents\ TA work plan


Procedure Name: Develop Programme Business Case
· Procedure Scope: Develop Programme Business Case
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Figure 18: Procedure Scope: Develop Programme Business Case
· Process Aim: To develop a medium term implementable plan for the municipality.   

· Procedure Model: Develop Programme Business Case
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Figure 19: Procedure Model: Develop Programme Business Case
Table 8: Develop Programme Business Case
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Manager
	Assess Sector / Leverage / Nodes - Corridor Plans 
· Assess the leverage investment potential (potential of the programme to leverage investment, analysis of potential investors and their contributions, a strategy to leverage investment) plans in accordance to the developed guidance nodes and toolkit
· Precinct structure development plans

· Identification of the primary precinct

· Linkages of the primary precinct with other nodes within the area ( existing and proposed)

· Linkage of the primary precinct with the established precinct within the region and original CBDs

· Make recommendations

· Forward the recommendations of the assessment to the Projects Director
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.15 Strategy

	Project Director
	Assess Township Re-generation Strategy (TRS)

In assessing in line with the available guidance notes the one will have establish the following:

· The overall status of the township and identification of SWOT

· Timeframe – it has to be long term 

· Township focused 

· Multi-sectoral and visionary 

· Implementation and prioritisation 

· Management and monitoring

Make recommendations to the Projects Director 
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.15 Strategy

	Project Director
	Assess Business Plans
· Assessment to be done according to the template
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.15 Strategy

	Project Manager
	Control Execution of TA Work plan
· Request monthly progress report from the municipality 

· Resolve any challenges that delay execution of the TA workplan

· Ensure submission of the monthly progress report before any invoices could be processed
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects


Procedure Name: Assess Portfolio
· Procedure Scope: Assess Portfolio
[image: image22.emf]Assess Portfolio


A0


Density Maps


COGTA Classification


Neighbourhood Hub Location


NDP Strategic Business Plan


NDP Annual Performance Plan


NDP SOP's


Schedule 6&7 Gazette


DOR Act


Neigborhood Development Partnership Grant


Specialist Strategic Support




Assess Portfolio

A0

Density Maps

COGTA Classification

Neighbourhood Hub Location

NDP Strategic Business Plan

NDP Annual Performance Plan

NDP SOP's

Schedule 6&7 Gazette

DOR Act

Neigborhood Development Partnership Grant

Specialist Strategic Support


Figure 20: Procedure Scope: Assess Portfolio
· Process Aim
· Procedure Model: Assess Portfolio
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Figure 21: Procedure Model: Assess Portfolio
Table 9: Assess Portfolio
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Specialist Strategic Support
	Identify Urban Municipalities
	
	Density Maps
COGTA Classification

	Specialist Strategic Support
	Categorise Municipal Funding
	Rules??
	

	Specialist Strategic Support
	Identify Non Funded Townships
	
	

	Specialist Strategic Support
	Apply Clustering Model
	
	

	Specialist Strategic Support
	Identify Neighbourhood Hub Location
	
	Neighbourhood Hub Location


Procedure Name: Allocate Award
· Procedure Scope: Allocate Award
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Figure 22: Procedure Scope: Allocate Award
· Process Aim
· Procedure Model: Allocate Award
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Figure 23: Procedure Model: Allocate Award
Table 10: Allocate Award
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Admin Asst
	Register Grant Allocation
	
	

	Chief Director
	Allocate Project Director
	Rules?
	

	Project Director
	Present Grant Allocation
	
	Grant  Presentation

	Project Director
	Recommend Grant Allocation
	Rules?
	Accepted Grant Allocation
Non Accepted Grant Presentation
Non Acceptance Report

	Chief Director
	Approve Grant Allocation
	Rules?
	Award Letter


Procedure Name: Formalise the Funding Agreement
· Procedure Scope: Formalise the Funding Agreement
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Figure 24: Procedure Scope: Formalise the Funding Agreement
· Process Aim: To formalise the relationship of the NDP Unit and recipients of the grant.
· Procedure Model: Formalise the Funding Agreement
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Figure 25: Procedure Model: Formalise the Funding Agreement
Table 11: Formalise the Funding Agreement
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Manager 
	Customise the Funding Agreement
· Collate the different schedules into one document 

· Signed award approval letter attached

· Populate appropriate section of the relevant schedules with relevant available information 

· Collated schedules with relevant information populated 

· Include award approval letter
	· 
	

	Projects Admin
	Obtain Municipal Signature
· The PM to email the information to the municipality

· Letter and collated scheduled mailed to the municipality for signature 

· Follow up with a phone call to ensure that the municipality has received the information
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\3. Correspondence

	Chief Director
	Sign Funding Agreement
· Signature in the relevant schedule 
· Witnesses signature 
· Forward the signed document to the Projects Admin 
· Document scanned ; and hard copy filed
	
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\Funding Agreement


Procedure Name: Review Operational Guide for Municipalities
· Procedure Scope: Review Operational Guide for Municipalities  
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Figure 26: Procedure Scope: Review Operational Guide for Municipalities
· Process Aim: To ensure improved performance of the Neighbourhood Development Partnership Grant (NDPG) in municipalities and their compliance the NDP requirements and conditions of the grant. It is also to standardise the internal operation procedures of the NDP unit. 

· Procedure Model: Review Operational Guide for Municipalities
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Figure 27: Procedure Model: Review Operational Guide for Municipalities
Table 12: Formalise the Funding Agreement
	Responsibility
	Activity Description
	Decision Rules 
	 Quality records (QRs)

	Strategic Project Specialist
	Analyse the Performance / Compliance Deviation

· Analyse the reporting trends, content and frequency of the municipalities as per DORA requirements and the Funding Agreement

· Review the processes and structure followed by the municipality in implementing the NDPG programme 

· Review the BPs and PPs approved by the NDP for implementation by the municipalities

· Consider any innovation products that may be contained in the BPs and how they may be mainstreamed in other areas.


	· The analysis is in accordance with the award performance guidance per quarter 

· An award performance assessment report should be produced at the end every quarter

· Produce a report on possible innovation products and mainstreaming
	· I:\BR_Budget Office\4.CD_NDPG\2 Own\1. Bernadette\BERNIE'S 2010 2011 stuff

	Strategic Project Specialist
	Formulate Solution to Deviation
· Review and revise the current toolkit and guidance notes to consider the findings of the performance assessment report 
· Circulate the proposed toolkit and guidance notes to the entire unit for comments 
· Circulate the proposed revised changes to relevant stakeholders and municipalities for comments 
	· Revise the toolkit and guidance notes in accordance with the performance assessment report 
	· I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.4 Induction Pack

	Strategic Project Specialist
	Present Solution

· Incorporate the comments into the revised toolkit and guidance notes 

· Forward the final document to the Chief Director for signature 


	· Comments incorporated into the revised documents 

· Final document forwarded to the Chief Director for signature 


	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.4 Induction Pack

	Chief Director
	Promulgate Reviewed Operational Guide for Municipalities
· The revised toolkit packaged and submitted to the Chief Director for signature 


	· Ensure that only final documents are placed on the I drive and the NDP website
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.4 Induction Pack


Procedure Name: Induct Municipal Officials
· Procedure Scope: Induct Municipal Officials
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Figure 28: Procedure Scope: Induct Municipal Officials
· Process Aim: To ensure that municipal officials understand the requirements of the NDPG and how it functions.
· Procedure Model: Induct Municipal Officials
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Figure 29: Procedure Model: Induct Municipal Officials
Table 13: Induct Municipal Officials
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Manager
	Notify Municipality of Induction 
· Inform the municipality to arrange the induction workshop through an email 

· Inform the municipality of the officials that need to be part of the induction workshop 

	· The 1st induction should be within seven days after the Award Status letter has been forwarded to the municipality

· The second induction should be within seven days after the signing of the Funding Agreement
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\3. Correspondence

	Project Manager
	Prepare Induction Pack
· Prepare the agenda of the induction session workshop 

· Customise the available induction pack presentation – induction packs, 1,2,3


	· Overview and Funding Agreement induction pack presentation 

· Administration and reporting/ Management of the Project Stages presentation 

· The presentation have to be send to the municipality 2 days before the induction

· Induction workshop presentations to be saved on the I drive 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.4 Induction Pack

	Project Manager
	Request Logistic Support 
· Prepare a travel motivation plan and attached confirmed induction workshop date 

· Email the travel motivation plan to the Projects Administrator 
	· The travel motivation plan to be submitted 3 days prior to travelling time 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.3 Workflow\Expenditure Tracker 2012 - 2013

	Project Manager
	Conduct Induction
· Presentation at municipalities 
	· Presentation to municipal officials 
	

	Project Manager
	Obtain Induction Report
· Request the induction report from the municipality 
	· Request the report from the municipality 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\Reports


Procedure Name: Validate Service Provider
· Procedure Scope: Validate Service Provider
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Figure 30: Procedure Scope: Validate Service Provider
· Process Aim: To ensure that the municipality secures a service provider that will be able to produce deliverables required by the NDP.
· Procedure Model: Validate Service Provider
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Figure 31: Procedure Model: Validate Service Provider
Table 14: Validate Service Provider
	Responsibility
	Activity Description
	Decision Rules 
	 Quality records (QRs)

	Project Director 
	Analyse TOR Request
· Review the letter from the municipality requesting assistance with the drafting of the TOR
· Customise the existing TOR from other municipalities to align with the request

	· The request letter should be signed on the I drive by the PA

· The letter must be signed by the accounting officer or the NDPG designated signatory 

· The customise TOR should be in accordance to the NDPG phase within the municipality 


	· I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\WRD400\4_135.2_West Rand_WRTRI\3. Correspondence
· I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\WRD400\4_135.2_West Rand_WRTRI\11. Reports

	Project Manager 
	Provide a TOR 
· Email the TOR to the municipality for comments 

· Review the revised 


	· Request the municipality to confirm TOR through an email and save the email on the I drive 

· Ensure that the municipal comments are colour coded 
	· I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\WRD400\4_135.2_West Rand_WRTRI\3. Correspondence\Confirmations

· 

	Project Manager
	Review Revised TOR 

· Review the comments and ensure that they are incorporated into the TOR


	· Email the TOR to the PD for final comments 

· Ensure that the TOR are converted into the PDF before being forwarded to the municipality 

· Save the PDF converted file on the I drive
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\WRD400\4_135.2_West Rand_WRTRI\11. Reports

	Project Director
	Attend SP Evaluation Committee
· Review a letter from the municipality requesting an NDP official to be part of the tender specification committee

· Review a letter from the municipality requesting an NDP official to be part of the technical evaluation committee

· Attend the various committees


	· Ensure that the request is signed by the accounting officer or the NDPG signatory 

· Get all the dates of the committees 


	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\WRD400\4_135.2_West Rand_WRTRI\3. Correspondence\Confirmations



	Project Director
	Confirm Recommendations of Evaluation Committee 
· Obtain recommendations of the evaluation committee from the municipality before they are forwarded to the adjudication committee

· Ensure that they are in accordance with the discussions during the evaluation period

· Forward a letter to the municipality indicating the NDP position on the recommendations
	· Inform the municipality in writing that the recommendations of the evaluation committee should be forwarded to the NDP
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\Legal

	Project Administrator
	Capture SP Detail
· Save the appointment letter of the service provider on the I drive 

· Save the SLA on the I drive 
	· Scan the appointment letter to the I drive 

· Scan the SLA and save on the I drive 

· Forward information of the service provide to finance to capturing the details 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\municipal reference\township\award reference number\legal 


Procedure Name: Scope Programme
· Procedure Scope: Scope Programme
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Figure 32: Procedure Scope: Scope Programme
· Process Aim: To ensure that there is initial agreement on how the work should be done.
· Procedure Model: Scope Programme
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Figure 33: Procedure Model: Scope Programme
Table 15: Scope Programme
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Manager
	Assess the Status Quo
· Does the Status Quo Report assess the overall status of the areas within which the proposed interventions will take place on a district, municipal vs township scale including:

· Development Context (location, history, social, economic, physical and natural environment)
· Demographics 

· Key developmental challenges 

· Target beneficiary groups 

· Any spatial and non-spatial issues?

· Does the status quo assess and prioritise the interventions 

· Check whether the status quo reviews the municipal capacity 

· Check whether the status quo scopes the studies required 

 
	· Assess the status quo in accordance with the guidance notes and the status quo assessment template to be developed 
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities\Operations Guide\Operations Guide for Munis\4_Project Preparation

	Project Manager
	Evaluate the TA Workplan
	· Forward a TA work plan approval letter to the municipality 

· Forward the 
	I drive approval documents\ TA work plan


Procedure Name: Develop Programme Business Case
· Procedure Scope: Develop Programme Business Case
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Figure 34: Procedure Scope: Develop Programme Business Case
· Process Aim: To develop a medium term implementable plan for the municipality.
· Procedure Model: Develop Programme Business Case
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Figure 35: Procedure Model: Develop Programme Business Case
Table 16: Develop Programme Business Case
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Director
	Assess Neighbourhood Hub Location
	Rules??
	Neighbourhood Hub Location Approval Letter

	Project Director
	Assess Neighbourhood Hub Precinct Design
	Rules??
	

	Project Director
	Assess Business Plans~
	Rules??
	Business Plan
Innovation Opportunities
Business Plan Approval Letter

	Chief Director
	Approve Business Plans
	
	

	Project Director
	Control Execution of TA Workplan
	
	Municipal Progress Report
Portfolio Report


Procedure Name: Manage Precincts
· Procedure Scope: Manage Precincts
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Figure 36: Procedure Scope: Manage Precincts
· Process Aim

· Procedure Model: Manage Precincts
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Figure 37: Procedure Model: Manage Precincts
Table 17: Manage Precincts
	Responsibility
	Activity Description
	Decision Rules 
	Quality records (QRs)

	Project Director
	Evaluate BID (Business Improvement District) Formation Plan

	
	BID (Business Improvement District) Formation Plan Referral

	Chief Director
	Approve BID (Business Improvement District) Formation Plan
	
	Approved BID (Business Improvement District) Formation Plan
Pipelined NDP Projects


Procedure Name: Review / Approve Project Plans
· Procedure Scope: Review / Approve Project Plans
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Figure 38: Procedure Scope: Review / Approve Project Plans
· Process Aim

· Procedure Model: Review / Approve Project Plans
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Figure 39: Procedure Model: Review / Approve Project Plans
Table 18: Review / Approve Project Plans
	Responsibility
	Activity Description
	Decision Rules 
	Quality records (QRs)

	Project Finance Specialist
	Evaluate Project Economic and Financial Feasibility
To determine whether the project has 

i) sufficient and realistic leverage targets, 

ii) whether the budgeted amounts are in line with benchmarked amounts 

iii) whether the requisite M&O funds have been planned for 

iv) whether the necessary feasibility studies e.g. economic viability and rental/ accommodation studies have been done

bearing in mind the various inputs as noted above (muni segmentation, state of local government etc.)

Review considerations:

Are adequate information on costs provided (broad planning and capital investment costs)?


Are costs realistic and has it been substantiated (eg. Provisional Bill of Quantities)?



Are financial calculations correct?



Are proposed NDPG costs within the approved programme limit? (If applicable)



Are proposed NDPG costs within the approved funding envelope limit?



Are CG calculations VAT exclusive?



Are contingencies and escalation included in the Project Plan Costs?


Are the annual allocations published adequate to support the cash-flow scenario?


Does the project show commitment to leverage?
Is the leverage proposed within the Project Plan in line with leverage proposed within the Business Plan?

Is the leverage proposed within the Project Plan in line with leverage proposed within the Funding Agreement?


Is the extent to which external funds have been secured explained/proof of commitment provided?

Does the Municipality have confirmed plans for operations and maintenance of the project?



Has asset ownership been agreed by the Municipality?



Is the medium to long term financial viability of the project illustrated within the Project Plan?



Is a dedicated person from the Municipality responsible for the Close-Out Report?  



Does the project illustrate how employment will be created?



To do and/or asses a multi-year RoI study, Socio-Economic Assessment
	
	Submitted Project Plan
I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities\Operations Guide\Operations Guide for Munis\4_Project Preparation\4.3_Business and Project Plans\4.3.3_ProjectPlan_Template_Dec10.xlsm
Project Plan Referral Letter 

As specific format has to be developed
M&O study and/or supporting studies e.g. feasibility study, 

Submissions from municipality is filed at I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\3 digit acronym& new number\Old ref number\11. Reports
Recommendation to PD

Currently on MIS – may need to be developed further
Please note that there is a new PP format – SuPr to provide

	Project Manager
	Evaluate Project Plan Sustainability & Concept
To determine whether the plan is in line with 

i) the NDP guidelines and prescripts 

ii) whether the plan is NDPG compliant, 

iii) whether there is causal and logical flows between strategy and plan, 
iv) whether the broader concept fits into other existing plans and strategies of the municipality.
Considerations:

Does the project broadly align to the NDP?


Is the project a Municipal priority (confirmed in IDP, SDF, Council Resolution)?



Confirm whether the supporting documentation provides  sufficient insight to understand the context of the project?



The project is well motivated and clearly illustrates the reason/s, need for and objectives for the project?



Does the project clearly illustrate alignment with the Business Plan and/or TRS and/or alternative overarching plan should the Business Plan not yet exist?




Will the project stimulate township regeneration and improve the quality of life of its inhabitants?


Will the project be catalytic for other investment and economic development?


Does the project plan illustrate the readiness of the project to start capital expenditure? (resource requirements agreed, partnership structures in place, agreements and/or guarantees in place etc)


Are Timelines realistic (eg. time for construction of a building aligned to industry benchmarks)?


Does the sequencing of products make sense?


Has design sign-off and asset ownership been agreed by the Municipality?

Are there any high level risks associated with this section?



Will the mitigating measures be sufficient to address the risk/s?

	


	Submitted Project Plan
I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities\Operations Guide\Operations Guide for Munis\4_Project Preparation\4.3_Business and Project Plans\4.3.3_ProjectPlan_Template_Dec10.xlsm
Project Plan Referral Letter 

As specific format has to be developed
M&O study and/or supporting studies e.g. feasibility study, 

Submissions from municipality is filed at I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\3 digit acronym& new number\Old ref number\11. Reports
Recommendation to PD

Currently on MIS – may need to be developed further
Please note that there is a new PP format – SuPr to provide

	Project Director
	Approve Project Plan
To verify that all compliance measures have been verified and that the economic feasibility and sustainability concept evaluation makes sense/ are technically sound/ shows verifiable logic. 

Project plan approval criteria are 

· Project Motivation (Alignment to NDP)

· Implementability

· Project Financials

· Leverage

· Completion and Sustainability

· Risk Management
· Innovation criteria -To be developed
	
	Approved Project Plan
MIS

Innovation Opportunities record

To be developed
Pipelined NDP Projects
SuPr to advise methodology


	Project Manager
	Draft Project Approval Letter
Standard letter to be drafted as per template.

MIS figures and financial data on letter to be the same.
	
	Project Approval Letter
I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.2 Templates\Business Plan Pack\06 NDP Business and-or Project Plan Approval Letter Template.doc
Project Plan Rejection Letter
Generally the same  Template as per Approval letter is used with modifications but it may need to be developed specifically


Procedure Name: Close Out Project
· Procedure Scope: Close Out Project
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Figure 40: Procedure Scope: Close Out Project
· Procedure Model: Close Out Project
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Figure 41: Procedure Model: Close Out Project
Table 19: Close Out Project
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Manager
	Compare Close Out Report with Project Plan
To determine 

i. whether the objectives
 have been achieved
ii. final costings are aligned with initial cost estimates, if not to update PP approval value
iii. Check for completeness.
	
	Project Close Out Report
Old version:  I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\Business and Project Plans Approval Process\CloseOutTemplate_15Nov10_Ver1.xls


	Project Manager
	Identify Innovation Opportunities

Projects that exhibit high levels of Partnership, Innovation, Equity and Community needs to be highlighted  - ‘tick list’ of projects that possible fall into this category needs to be developed 
	Identify
	Innovation Opportunities record

To be developed


	Project Manager
	Determine Compliance 

Not sure what this was meant to be?  Seems the same as compare and id innovation
	Compare

Identify

Comply
	If not compliant – need to develop remedial measures

	Project Director
	Revise PP Value 
Detailed description provided in SOP:  I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.3 Workflow\SOP Adjustment of Project Approval Amounts 20120124.doc
	Revise approval letter
	PP value amendment SOP

I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.3 Workflow\SOP Adjustment of Project Approval Amounts 20120124.doc
Updated Approval Letter
I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.2 Templates\Business Plan Pack\06 NDP Business and-or Project Plan Approval Letter Template.doc


	Team Asst
	File Close Out Report  in terms of filing plan
else 

to be uploaded to MIS at Supporting Documents (upload area to be created)
	Report files in correct place 


	Filed Close Out Report 

Three digit acronym, round no\original award number\ municipal name\ programme name\11. Reports
e.g. 

I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\  BIT400\4_069_Bitou_Bitou Coming Together\11. Reports



Procedure Name: Review BP / Programme
· Procedure Scope: Review BP / Programme
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Figure 42: Procedure Scope: Review BP / Programme
· Procedure Model: Review BP / Programme
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Figure 43: Procedure Model: Review BP / Programme
Table 20: Review BP / Programme
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Manager 
	Compare Exit Report with FA and BP 
Exit report format has apparently changed (Aurecon) – template may or may not include areas for ‘comparison’ , else these fields need to be determined.
	
	Programme Exit and Review Report 
New format – SuPr to provide
Returned Programme Exit and Review Report
Old format: I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\Business and Project Plans Approval Process\ExitReviewAssessmentReport_13Nov10_Ver1.xls


	Project Director
	Identify Innovation Products
Projects that exhibit high levels of Partnership, Innovation, Equity and Community needs to be highlighted  - ‘tick list’ of projects that possible fall into this category needs to be developed
	Identify
	Innovation Opportunities record

To be developed


	Project Administrator
	Update MIS Database 
Not sure what this will involve – I do not think BP information as approved should be changed, only certain new documents to be uploaded unless a section can be developed where the PM/PD ‘signs off” or gives final comments
	Update where changes occurred
	MIS

	Project Administrator
	File Exit Report     in terms of filing plan
else 

to be uploaded to MIS at Supporting Documents (upload area to be created)
	When this activity has been completed, file relevant documents
	Signed Award Closure Sheet 
I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.7 Municipalities\Operations Guide\Operations Guide for Munis\6_Exit\6.3_AwardClosure_Template_Nov09.doc

Three digit acronym, round no\original award number\ municipal name\ programme name\11. Reports

e.g.

I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\  BIT400\4_069_Bitou_Bitou Coming Together\11. Reports



	Team Asst
	Close Municipal Award  

Close out letter template to be developed
 with legal opinion on how to terminate contract (funding agreement)
	To draft Municipal award closure letter when procedures in this category has been completed.
	Municipal award closure letter template to be developed



Procedure Name: Monthly Reporting
· Procedure Scope: Monthly Reporting
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Figure 44: Procedure Scope: Monthly Reporting
· Process Aim:  To review the monthly reports submitted by the municipalities and ensure corrective action and amendments, where necessary 

· Procedure Model: Monthly Reporting
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Figure 45: Procedure Model: Monthly Reporting
Table 21: Monthly Reporting
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Administrator
	Obtain Monthly Reports
Municipalities are informed during induction of deadlines for submission.  Track monthly progress report submissions and based on previous submissions remind municipalities to submit who have not submitted or have a bad record of submitting.  Normal submission dates are between 5th of the month and 15th.

Apart from the monthly progress report, the municipal segmentation as updated on a monthly basis, the portfolio report and planned actions for the month, minutes and decisions of meetings, email correspondence and other communique’s provide valuable inputs to a monthly overview of progress over the past month.

Keep track (list) of conditions of PP approvals.

 
	Is progress report submitted?

Is cash flow and MPS available?

Is conditionalities list updated?
	Monthly Reports

MIS

	Project Manager
	Analyse Monthly Reports

Check whether MIS adds up properly (cumulative from previous months), verify actual spend against cash flows as projected.  Unless >80% spent, provide inputs to SP whether CG drawdown should continue or not. 

Analyse previous months portfolio report for actions to be performed and evaluate against actual work done.

Compare delivery on conditionalities stated in PP approval letters to work submitted.


	
	Deviation Findings between transferred, spent and cash flows

Calculated via MIS (>80% or <80%) – to be developed
Updated Municipal Segmentation

I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.11 Municipal Segmentation

Updated portfolio report – to be developed


Procedure Name: Re-align Project Work Plans
· Procedure Scope: Re-align Project Work Plans
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Figure 46: Procedure Scope: Re-align Project Work Plans
· Process Aim 
· Procedure Model: Re-align Project Work Plans
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Figure 47: Procedure Model: Re-align Project Work Plans
Table 22: Re-align Project Work Plans
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Director
	Develop Corrective Measures 

Decide on most appropriate manner in which to deal with non-compliance/ deviations

Communicate with municipality – manner depending on corrective measure to be followed, either email, telecom, meeting, formal written correspondence.

Presently, the PD’s engage individual municipalities to speed up or slow down projects and/or processes to align with the MPS as submitted.  If there is no alignment, withholding letters are sent – later stopping letters if non-compliance continues (SuPret to supply templates)

Professional discretion largely used in conjunction with discussions with municipality on what are possible and preferred adjustments to be made.  Usually as per meeting held and minutes drafted.
	
	Templates and formats to be developed.  
Project meeting minutes

Submissions from municipality is filed at I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\3 digit acronym& new number\Old ref number\4. Meetings
e.g.
I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\BFW400\4_029_Beaufort West_Urban Nodal Development\4. Meetings
Project Implementation Advice – standard format to be determined

Withholding and/or stopping letters – process links to SuPr process to IGR – SuPr to provide latest templates (template not found on I drive)
I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.3 Financial & Management Info\6.3.19 Back up all years\20. Suzette\Actual DORA reporting\201112 year\Payments schedule\withhold request to IGR for more than 90 days - revised.doc

Example:  I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.10 Portfolio\6.10.5 NDPG Projects\LGB400\4_018_Langeberg_Robertson Township Initiative\8. Capital Grant\4_018_Langerberg_CG withholding Letter_16 March 2012.doc

	Project Director
	Amend Project Plan Values

Implement SOP guidelines.  Detailed description provided in SOP:  I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.3 Workflow\SOP Adjustment of Project Approval Amounts 20120124.doc
	Revise approval letter
	PP value amendment SOP

I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.3 Workflow\SOP Adjustment of Project Approval Amounts 20120124.doc
Updated Approval Letter

I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.14 Standard\6.14.2 Templates\Business Plan Pack\06 NDP Business and-or Project Plan Approval Letter Template.doc

	Project Manager
	Obtain Revised Project Work Plan  Request revised work plan and cash flows.

May need to resubmit MPS:  Suz to advise process within IGR to make this possible, if possible
	No decisions – to be uploaded on MIS
	Revised cash flows and MPS

MIS



	Project Manager 
	Develop Portfolio Reports  

The data as provided by municipalities, the deviation reports and ‘to do’ will be consolidated into a portfolio report via an automated process.
	None – automated process
	Portfolio Report New format under discussion between DvN to finalise


Procedure Name: Segment Municipalities
· Procedure Scope: Segment Municipalities

[image: image50.emf]Segment


 Municipalities


A0


Conformance


Deviation


Core Feedback


Updated Municipal Segmentation


NT Policy and Procedures


NDP Annual Performance Plan


NDP SOP's


Neigborhood Development Partnership Grant


NDP Strategic Business Plan


Project Manager


Project Director




Segment

 Municipalities

A0

Conformance

Deviation

Core Feedback

Updated Municipal Segmentation

NT Policy and Procedures

NDP Annual Performance Plan

NDP SOP's

Neigborhood Development Partnership Grant

NDP Strategic Business Plan

Project Manager

Project Director


Figure 48: Procedure Scope: Segment Municipalities
· Process Aim: To engage with municipalities and based on their segmented profile and ensure corrective ways of action. 
· Procedure Model: Segment Municipalities
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Figure 49: Procedure Model: Segment Municipalities
Table 23: Segment Municipalities
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Manager
	Rate Municipal Performance
	Rules??
	

	Project Director
	Update Municipal Segmentation
	
	Updated Municipal Segmentation


Procedure Name: Municipal Performance Protocol
· Procedure Scope: Municipal Performance Protocol
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Figure 50: Procedure Scope: Municipal Performance Protocol
· Process Aim 
· Procedure Model: Municipal Performance Protocol
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Figure 51: Procedure Model: Municipal Performance Protocol
Table 24: Municipal Performance Protocol
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Project Manager
	Verify Information
	Rules??
	

	Project Director
	Perform Assessment
	Rules??
	Recommendation

	Project Director
	Determine Areas of Non Performance
	Rules??
	

	Project Director
	Notify Municipality of Performance Outcome
	
	Assessment Notification Letter

	Project Director
	Conduct Information Session
	
	Request for Remedial Plan

	Project Director
	Assess Remedial Plan
	Rules??
	Remedial Plan

Rejected Remedial Plan

	Project Director
	Monitor Municipal Progress
	
	Municipal Progress

	Project Director
	Terminate Funding Agreement
	Rules??
	Grant Termination Letter

	Project Director
	Move to Grant Management
	Rules??
	Re-Activated Award


Procedure Name: Prioritise Pipelined Projects
· Procedure Scope: Prioritise Pipelined Projects
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Figure 52: Procedure Scope: Prioritise Pipelined Projects
· Process Aim: The purpose of this process is to have an overview of all submitted projects in the NDPG, whether approved or not approved as well as the stage that every project is in. This produces a pipeline (registry) of projects, prioritised according to certain criteria, that is used during different events of the NDP life cycle.
· Procedure Model: Prioritise Pipelined Projects
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Figure 53: Procedure Model: Prioritise Pipelined Projects
Table 25: Prioritise Pipelined Projects
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Specialist Finance
	Request updated cash flows from municipalities

Specialsit Finance request the project teams to ask for updated cash flows for their projects 
	10 Sept – 10 Oct
	

	Specialist Finance
	Obtain Pipeline Report
The Specialist Finance obtains a pipeline report from the MIS.
	15 October 
	Cash Flow Forecast
Submitted NDP Projects

	
	Review Pipeline Prioritisation
This report is reviewed as follows:

· By NDP Finance for accuracy and completeness of data

· By the project portfolio’s for to agree with the prioritisation and or highlight any concerns 
· By the function that needs the report as input into a decision making process
Pipeline criteria
· Project status:  Approved vs Not approved (submitted)

· 
On-the ground ; tender phase ; approved ; 

· 
Urban / Rural

· 
Municipal segmentation

· 
Predicted Cash flow value
	16 – 30 October
	Prioritised Pipelined Report


Procedure Name: MTEF Budget
· Procedure Scope: MTEF Budget
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Figure 54: Procedure Scope: MTEF Budget
· Process Aim: The purpose of this process is to have the NDPG’s final 3 year budget figures confirmed with Corporate Services to finalise the municipal in-line allocations that needs to balance to these bottom line figures.

· Procedure Model: MTEF Budget
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Figure 55: Procedure Model: MTEF Budget
Table 26: MTEF Budget
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Chief Director
	Workshop Programme Forecast
Chief Director attends the Programme Forecast and review meeting and presents information based on the strategy agreed in the NDP Strategic planning workshop held in February of every year.
	May every year
	None – presentation form CD with proposed/ indicative MTEF numbers

	Chief Director
	Workshop Annual Performance Review and Forecast
Chief Director sets up the annual performance review and MTEF budget meeting
This workshop 

· provides feedback and KPI review of the previous year 

· Discusses the situational / external environment changes that will impact the budget and operational procedures of the unit over the next 3 years

· agrees the budgeting principles for the next MTEF period (starting the following year on 01 April)

· highlights any gaps / concerns that needs to be addressed during the budget period over the next 3 months

Reviews the pipelined projects in alignment with the above criteria and sets plan of action for aligning projects with budget plan.
	Within the first week of July
	MTEF Instruction(email from Corp Services)

	Specialist Finance
	Submit Adjusted Bottom Line Forecast for MTEF
The Finance Specialist prepares the bottom line figures (1 for TA and 1 for CG) per year for the forthcoming MTEF / 3 year period.

The Chief director reviews the allocation. If he is satisfied, he forwards the submission to Corporate Services. If not, he sends it back to the Finance Specialist for review.

(In November, Corporate Services sends letters to all departments with their confirmed bottom line allocations for the MTEF periods as signed off by the CFO: NT)
	This is usually due in the last week of July of every calendar year
	Submitted MTEF Bottom Line Allocation
Confirmed MTEF Bottom line Allocation

	Specialist Finance

	Evaluate MTEF Municipal Projections
Specialist Finance pulls an updated pipeline report with the prioritised projects and derives cut off amount that aligns with the bottom line figures

Specialist Finance forwards the portfolio allocations to the project directors for note and final comments

Final comments received from PD’s and worked into final detail allocation proposal.


	1- 10 Nov
	Confirmed MTEF Bottom Line Allocation (letter example on I drive)

	Chief Director

Specialist: Finance
	Consolidate MTEF Municipal Projections
Chief Director receives the Confirmed MTEF Allocation letter from Corporate services
Letter is saved on i-drive by Business Support Manager and hard copy filed.

CD informs Specialist Finance of the letter.

Specialist Finance Reviews the values and notes any discrepancies from what was submitted.

Finance submits to CD for final approval
	15 November 
	Confirmed MTEF Bottom Line Allocation (letter example on I drive)

	Chief Director
	Review MTEF Municipal Projections
Specialist Finance prepares submission to IGR

CD signs off final allocations
	Allocations may only be rounded off to R’000 
	MTEF Allocation Letter

	Chief Director
Specialist Finance
	Submit Final Municipal MTEF Allocation
Specialist Finance submits the MTEF allocation to Corporate Services and IGR.
	
	Approved MTEF Budget


Procedure Name: In Year Budget
· Procedure Scope: In Year Budget
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Figure 56: Procedure Scope: In Year Budget
· Process Aim: The purpose of this process is to have the NDPG’s final in- year budget figures confirmed with Corporate Services to finalise the municipal in-line allocations that needs to balance to this bottom line figure.
· Procedure Model: In Year Budget
[image: image59.emf]In Year Budget

Update Date:  01-May-12  11:35:29 PM

Updated by:  Administrator

Specialist Finance

NT Policy and 

Procedures

Government 

Legislation & Re…

NDP Annual 

Performanc…

NDP 

Administration …

Core Feedback

NDP SOP's

Chief Director

Project Director

In Year Workshop 

Annual 

Performance 

Review and Fore…

Submit Adjusted 

Bottom Line 

Forecast for In 

Year

Evaluate In Year 

Municipal 

Projections

Review In Year 

Municipal 

Projections

Submit Final 

Municipal In Year 

Allocation

Approved In 

Year Budget

Schedule 6&7 

Gazette

In Year Budget 

Instruction

Prioritised 

Pipelined Report

Adjusted 

Estimates for 

National 

Expenditure

State of Local 

Government

NDP Strategic 

Business Plan

OR

OR

AND

AND


Figure 57: Procedure Model: In Year Budget
Table 27: In Year Budget
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Chief Director
	In Year Workshop Annual Performance Review and Forecast
This workshop follows the ‘Workshop Annual Performance Review and Forecast’ and focuses on the In-Year budget specific. This meeting addresses the following:

· Review of current projects on the ground
· Review of pipeline projects
· Any movements between TA and CG
Risks and other measures to meet the budget.
	Adjustments necessary for in year allocation
	In Year Budget Instruction

	Specialist Finance
	Submit Adjusted Bottom Line Forecast for In Year
Specialist Finance prepares adjusted in year allocations based on pipeline report and inputs from workshop
Finance forwards the data to the CD: NDP to submit to Corporate Services
	1 – 8 Aug
	Confirmed In Year Bottom Line Allocation

	Specialist Finance
	Evaluate In Year Municipal Projections
Specialist Finance pulls an updated pipeline report with the prioritised projects and derives cut off amount that aligns with the bottom line figures

Specialist Finance forwards the portfolio allocations to the project directors for note and final comments

Final comments received from PD’s and worked into final detail allocation proposal.

Intention to reduce allocation letters compiled by poroject teams and send to CD to sign.

Letters sent to municipalities to inform them of the NDP’s intention to reduce their allocation. 


	15 – 20 Oct

20 – 28 Oct

30 Oct

31 Oct
	Adjusted Estimates for National Expenditure

	Specialist Finance
	Consolidate In Year Municipal Projections
Appropriation Bill is tabled in Parliament
Specialist Finance request confirmation of bottom line number from Corporate Services
Specialist Finance Reviews the values and notes any discrepancies from what was submitted.


	Last week October

5 working days after above
	

	Specialist Finance
	Review In Year Municipal Projections
Specialist Finance prepares the in year allocation based on the prioritised pipeline report. 

This report is forwarded to the project teams to note and agree.

Finance submits to CD for final approval
	
	

	Chief Director
Specialist Finance
	Submit Final Municipal In Year Allocation
Specialist Finance submits the final allocations to the Chief Director to sign off.

Specialist Finance prepares the final submission of the in year allocation to Corporate Services and IGR.
	Rounded to nearest R’000
	Approved In Year Budget
Schedule 6&7 Gazette


Procedure Name: DORA Payment Schedule
· Procedure Scope: DORA Payment Schedule 
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Figure 58: Procedure Scope: DORA Payment Schedule
· Process Aim: This process aims to prepare the information to populate the payment schedule and Schedule 3A for the In Year.
· Procedure Model: DORA Payment Schedule
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Figure 59: Procedure Model: DORA Payment Schedule
Table 28: DORA Payment Schedule
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Specialist Finance
	Request Municipal Cash Flow
Specialist Finance confirms the deadlines from IGR relating to the submission of the payment schedule to them (usually first week of May)

Specialist Finance writes an email requesting the municipalities to submit their projected cash flows and forwards to the project teams.
	As soon as the Dorbill is published (Mid-Feb)


	Email

	Project Administrator
	Obtain Project Work Plan / Cash Flow
Forward the email from Specialist Finance to the municipalities to submit their project cash flows on MIS for both TA and CG for the new year to start on 01 April.
Print the cash flow reports for each municipalities from MIS

Ensure that all municipalities that has an allocation for TA and CG in the current year has submitted their cash flows

Follow up on the municipalities that has not yet submitted their cash flows

Submit all the cash flow reports from different municipalities to the Projects Manager
	Due end March.

Needs to balance with the gazetted allocation for the year.
	Project
 Work Plan Submission Instruction
Cash Flow Request

	Project Director
	Assess Project Work Plan / Cash Flow
Assesses the cash flow report for each municipality

Ensure the alignment of cash flows with current year allocation for both TA and CG

Ensure the alignment of cash flows with approved projects

Contact the municipality if further explanations are required

Attends a meeting to discuss the cash flows with Specialist Finance and the Chief Director 
	1 – 10 April
	Cash flow reports from MIS 



	Chief Director
	Approve Cash Flow
Discuss the cash flows with Projects Director

Approve the cash flows submitted by the municipalities

Submit the Approved projected cash flows to Specialist Finance 
	10 – 15 April
	Summary of cash flow reports 

	Specialist Finance
	Collate Drawdowns
Ensure that the projected cash flows submitted are within the allocations for the year – final check

Populate the payments schedule excel sheet received from IGR and send a copy to the project teams to sign off

Submit the payments schedule to IGR by email
	16 – 30 April
	Cash flow reports for all municipality



	Specialist Finance
	Populate Schedule 3A's
Populate Schedule 3A’s from the final payments schedule submitted to IGR
	20 – 25 April
	Payments schedule

	Specialist Finance
	Obtain Signoff Schedule 3A's
Request Projects Administrator to forward to municipalities for signatures from municipal manager or approved Schedule 4 signatory

Signed off 3A’s are collated by the project teams and given to NDP Finance to review and forward to the Chief Director.
Submit to Chief Director for sign off

Request Projects Administrator to file the signed Schedule 3A’s

	End May 
	Unsigned Schedule 3 A's
Filed Schedule 3A


Procedure Name: TA Invoice Payment
· Procedure Scope: TA Invoice Payment
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Figure 60: Procedure Scope: TA Invoice Payment
· Process Aim – To reimburse the service providers on the work done for NDPG for Technical assistance.
· Procedure Model: TA Invoice Payment
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Figure 61: Procedure Model: TA Invoice Payment
Table 29: TA Invoice Payment
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Business Support Manager 
	Receive Invoice 
Receive Service Provider tax invoice by a courier or hand delivered by the municipality or service provider.
Acknowledge receipt of Service Provider tax invoice by way of a signature

Date stamp all documents received from Service Provider

Record all documents received on the NDPG receipt book

Scan and save all documents received to the I-drive on the relevant project number

Alert Project Administrator of tax invoice received
	Must be original document.

Day of receipt of tax invoice 

Same day


	Service Provider Tax Invoice and supporting documents of work done and disbursements incurred

Papertrail and hard copy in filing cabinet

	Project Administrator
	Prepare Invoice
Upload and link the tax invoice and supporting documents to Papertrail on the relevant Municipality and project reference number

Verify the validity of the claim according to the check list

Request more information/ supporting documents if the above requirements are not met

Recommend tax invoice payment to the Project Manager
	Technical assistance – work done by the Service Provider on a specific project

Within 2 days
	Service Provider Invoice
Approval of TA Deliverable
Approved Status Quo Report


	Project Manager
Project Director
	Verify Invoice
Verify that all the required documents are attached

Verify that the work was done as per the agreed requirements and scope 

Request more information and/ or supporting documents if the above requirements are not met

Recommend tax invoice payment and forward Papertrail to Project Director
	Contract between Service Provider and Municipality

New TA Guidance Notes

Within 2 days per person
	*link to TA payments Guidance Notes

	Project Director
	Recommend Approval
Final recommendation of the requirements to approve the invoice.
	
	

	Strategic Support Officer: Finance

Specialist Finance
Chief Director
	Approve Invoice
Verify that the tax invoice is valid as per S20(4) of the VAT Act

Confirm the validity of the TCC

Confirm that all payments to the Service Provider including the current one are within the Contractual Value

Confirm that all payments to the Service provider including current one are within current year Gazette allocation

Inform Project Administrator if any of the above is not met to request more information and/ or documents

Check calculations of the invoice

Recommend payment of tax invoice

Approve tax invoice

Forward tax invoice to Chief Director if outside Delegation. If not, sign as Chief Director and forward to relevant Proejcts administrator.

Prepare invoice payment batch summary sheet


	Schedule 7 Gazette allocation

Sufficient remaining Schedule 7 Gazette allocation for the year

Valid TCC

Sufficient CV for the Service Provider

Within 2 days


	Final payments approval

*link to delegation approval letter*

*link to invoice payments batch summary sheet*
*link to Schedule 7 Gazette allocations for the year*

*link to the Schedule 7 remaining Gazette allocations for the year*
*link to summary of TCC received*

*link to summary of CV of Service Providers*

*link to TA payments Guidance Notes*

	Chief Director
Specialist Finance
	Pay Invoice
Wet signatures on payment authorisation form

Sign invoice payments batch summary sheet

Scan and forward the batch to the financial service provider (Deloitte)

Final release of tax invoice payments as per invoice payment batch summary sheet
	Within 2 days

Signed invoice payments batch summary sheet

Original tax invoice and supporting documents


	Final Payment Instruction (TA Payment)


Procedure Name: CG Draw Down
· Procedure Scope: CG Draw Down
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Figure 62: Procedure Scope: CG Draw Down
Process Aim: To transfer schedule 6 funds to the primary bank account of municipalities to fund the construction of approved projects 
· Procedure Model: CG Draw Down
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Figure 63: Procedure Model: CG Draw Down
Table 30: CG Draw Down
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	NDP Finance

Project Director
	Verify Drawdown
NP Finance generates the planned payment schedule for the applicable month.

NDP Finance forwards the document to the project teams.

Project Director approves/ rejects the planned CG draw down for the applicable month.
Project Director provides reason for rejection.

NDP Finance combines all inputs and presents combined view to CD

CD approves the schedule with comments.


	Due by 04’th of applicable month
	Monthly Reports


	Specialist Finance
	Check Draw Down Financial Compliance
Project Director compiles withholding letter for rejected drawdowns.

Project Director gives hard copy of withholding letter to Specialist Finance

Specialist Finance prepares an approved  drawdown memo to Corp Services.

Specialist Finance prepares a memo to IGR with the list of intended withholding and attach the withholding letters

.
	By 10 of every month.
	Withholding templates.



	Specialist Finance
	Approve Drawdown
Chief Director signs the hard copy of the memo to IGR and CFO and then signs the withholding letters.  

Chief Director gives originals to Specialist Finance.

Specialist Finance forwards to project administrators who fax and email  to the  affected municipality.

Copy of withholding letters to IGR with cover sheet of drawdowns for the month.

Specialist Finance amends the payment schedule based on the withholding that took place

Specialist Finance sends approved draw down (final payment instruction) to Corp Services for payment.


	By 24’th of every month.

Money released by 28’th of every month.

By second day of following month
	Final Payment Instruction (Capital Grant Transfers)

	Corporate Service

Specialist Finance
	Reconcile BAS

Corp Services transfers the funds to the municipalities.

Corp Services sends updated BAS report to NDP Finance

NDP Finance updates the MIS with successful payments.
	
	


Procedure Name: Retain Unspent Municipal Funds
· Procedure Scope: Retain Unspent Municipal Funds
[image: image66.emf]Retain Unspent


 Municipal Funds


A0


Updated Municipal Segmentation


State of Local Government


NDP Administration and Support


Retention Request


Municipal Roll Over letters


Core Feedback


Approved Retention


Declined Retention


Retention Letters


NDP SOP's


Government Legislation & Regulations


NT Policy and Procedures


NDP Annual Performance Plan


Specialist Finance


Project Director


NDP Systems




Retain Unspent

 Municipal Funds

A0

Updated Municipal Segmentation

State of Local Government

NDP Administration and Support

Retention Request

Municipal Roll Over letters

Core Feedback

Approved Retention

Declined Retention

Retention Letters

NDP SOP's

Government Legislation & Regulations

NT Policy and Procedures

NDP Annual Performance Plan

Specialist Finance

Project Director

NDP Systems


Figure 64: Procedure Scope: Retain Unspent Municipal Funds
· Process Aim: To manage the rollover of unspent funds by the municipalities and the retention request that emanates to the IGR and to adjust the project and financial impact accordingly.

· Procedure Model: Retain Unspent Municipal Funds
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Figure 65: Procedure Model: Retain Unspent Municipal Funds
Table 31: Retain Unspent Municipal Funds
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Specialist Finance

Project Director
	Request Municipal Roll Over
Finance Specialist receives the retention deadlines from IGR – in line with Section 20 of the DoRA

Finance Specialist communicates deadlines and workplan to Project Directors.

Project Directors sends retention memo to all applicable municipalities (i.e. municipalities that had CG draw downs in the previous year)

IGR sends retention request to all applicable municipalities. 
	Letter send to muni’s at the end of July

Process driven by IGR, but NDP confirms process for its specific area.

Due end August
	Retention Request (example to be uploaded from I drive)

Retention Letters (give hyperlink)

	Specialist Finance


	Review Municipal Roll Overs
Municipal roll over (retention) requests uploaded by muni official onto the MIS

Finance Specialist compiles an excel summary report of the requests.
	
	Municipal Roll Over letters
ADM300 > Supporting Documents > Financial

Hyperlink to retention excel

	Project Director
Specialist Finance


	Motivate Municipal Roll Overs
Finance Specialist sends the document to the Project Directors who take note of the requests for future drawdowns and communicates any anomalies to the Finance Specialist / Chief Director
	Standard rule: accepts all roll over requests
	

	Specialist Finance
	Submit Retention Request
Finance Specialist compares the submissions to the NDP with the original requests received by the IGR department. 

Any anomalies are fed back to the Project Directors and followed up by them.

Submits the NDP view / motivation report to IGR for consideration.
	First week of Sept
	Approved Retention
Declined Retention

	Specialist Finance


	Update Final IGR decision

Finance Specialist receives and uploads letters form IGR containing the approval / non approval of the retention request by the municipalities.
Finance Specialist receives the final amounts to be offset by the IGR as part of the retention process

Finance Specialist updates MIS with the returned funds as per the IGR letter.
	
	ADM300 > Supporting Documents > Financial




Procedure Name: Submit Section 10 Reports
· Procedure Scope: Submit Section 10 Reports
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Figure 66: Procedure Scope: Submit Section 10 Reports
· Process Aim: To report to IGR on the performance of the Grant regarding TA paid and CG transferred and spent by the municipality.
· Procedure Model: Submit Section 10 Reports
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Figure 67: Procedure Model: Submit Section 10 Reports
Table 32: Submit Section 10 Reports
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Strategic Support Officer: Finance
Project Administrator
	Populate Section 10 DORA Report. 

Progress report on MIS closes for capturing by municipal officials
Progress Report is verified by Project Teams – Project Director or Project Manager

Finance Support pulls Summary Progress Report submissions from MIS
Compare the amount of TA paid and CG transferred to the totals on the monthly reports

Compare the monthly report data with the data submitted on the section 71 report.

Confirm that the amount of CG actual spent YTD as per the progress report is not above CG transfers for the year.

Limit the amount of CG actual spent to the amount of CG transferred for the year.
Populate CG amount transferred, TA amount paid and the CG and TA amount actual spent on the NDPG6 - CG and NDPG7 - TA excel spread sheets (section 10 reports) from IGR

Submit to specialist Finance for review 
	On the 17th of every month
	Monthly Reports 

	Specialist Finance
	Review Section 10 Report
Verify that the total TA paid and CG transferred is as per the NDPG monthly reports

Confirm that the amount of CG actual spent does not the CG transferred for the year

Confirm overall accuracy of the report and address any anomalies on the report.

Updates the summary section of the report.

	On the 19th of every month
	*link to the NDPG monthly report*

	Specialist Finance
	Submit Section 10 Report
Email section 10 reports to IGR
	On the 20th of every month
	I:\BR_Budget Office\4.CD_NDPG\1 NDP Unit\6.3 Financial & Management Info\6.3.19 Back up all years\20. Suzette\DORA reporting\201213 year\Sec 10 reports


Procedure Name: Generate Innovation Products
· Procedure Scope: Generate Innovation Products
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Figure 68: Procedure Scope: Generate Innovation Products
· Process Aim
· Procedure Model: Generate Innovation Products
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Figure 69: Procedure Model: Generate Innovation Products
Table 33: Generate Innovation Products
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Knowledge Management Specialist
	Analyse Innovation Opportunities
· Evaluate submissions

· Prioritise submissions

· Cluster submissions

· Select potential projects 


	Criteria for evaluation, prioritisation and clustering: Optimise VFM, long term Impact, cross-sector & catalytic propensity & job creation

Selection criteria: Internal resources

Due date: October

Frequency: A
	Innovation Opportunities

Proposed Innovation Portfolio

	Knowledge Management Specialist
	Determine Project Partnership  / SP Requirement 
· Do stakeholder analysis per potential project

· Undertake stakeholder reconnaissance

· Generate roles and responsibilities matrix

· Determine capacity requirements per potential project

· Generate Terms of Reference per project and budget benchmarking
	Stakeholder selection criteria: Willingness, credibility, technical know-how, purpose alignment

SP criteria: specialisation, quantum, KPI impact, urgency

Due date: March

Frequency: A 
	Approved Innovation Portfolio

Partnership Requirement

Service / Provider Requirement

	Knowledge Management Specialist
	Package Innovation Products
· Submit Partnership Agreement for Approval and signature by CD per project

· Submit RFP for approval by CD

· Recommend preferred SP

· Manage partnership and SPs
	Partnership Agreement: 

RFP: NT policy, clear and measurable outputs

Recommend: VFM, experience, initiative

Management of partners and SP: VFM, initiative

Due date: December

Frequency: Once-off
	Innovation Projects 

	Knowledge Management Specialist
	Submit Innovation Product

· Presentation to NDP and partners

· Prepare Innovation Product Report

· Submit for approval
	Optimise VFM, long term Impact, cross-sector & catalytic propensity & job creation

Use NDP routing sheet for submission

Due date: January

Frequency: Once-off
	Submitted Innovation Products – amend to “Innovation Product Report

	Chief Director
	Approve Innovation Product
· Partners meeting
· Approve
	Optimise VFM, long term Impact, cross-sector & catalytic propensity & job creation

Due date: February

Frequency: Once-off
	Approved Innovation Products

Supported Innovation Product


Procedure Name: Mainstream Innovation Products
· Procedure Scope: Mainstream Innovation Products
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Figure 70: Procedure Scope: Mainstream Innovation Products
· Process Aim
· Procedure Model: Mainstream Innovation Products
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Figure 71: Procedure Model: Mainstream Innovation Products
Table 34: Mainstream Innovation Products
	Responsibility
	Activity Description
	Decision Rules 
	Supporting systems /

 Quality records (QRs)

	Knowledge Management Specialist
	e-Publish Innovation Product
· 
	NT Communications Department guidelines
	Approved Innovation Products

Proposed Mainstreaming Portfolio

	Knowledge Management Specialist
	Mainstream Approved Innovation Products
· 
	
	Mainstreamed Innovation Products 

Approved Mainstreaming Portfolio



	Knowledge Management Specialist
	Produce Innovation Product Material
· Generate Terms of Reference per project and budget benchmarking
	Price, quality, urgency


	Service / Provider Requirement

Innovation Product

	Knowledge Management Specialist
	Submit Proposed Mainstreaming Portfolio
· 
	
	Published Innovation Product


Authorisation
Approved / Not Approved

(D. Van Niekerk)
CHIEF DIRECTOR: NEIGHBORHOOD DEVELOPMENT PROGRAM
Date:

�This whole section to change if Eugenie confirms with David and Lee R


�This process will also change after Eugenie has engaged..


�Ask PD’s to check


�Update this picture
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