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Glossary
	AO
	Accounting Officer

	CG
	Capital Grant

	DPM
	Dedicated Project Manager

	MIS
	Management Information System

	MPS
	Milestone Payment Schedule

	NDP
	Neighbourhood Development Programme

	NDPG
	Neighbourhood Development Partnership Grant

	TA
	Technical Assistance

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


1 Introduction
1.1 System Purpose

The NDP is in the process of developing a Management Information System to create a stable and uniform platform for the management of information and to embed and simplify important operational and management processes.  
1.2 System Scope

It is expected that the MIS will be ready for use by Municipalities early in September 2010.
It is required that the NDPG MIS be accessible via the National Treasury Website.  
The NDPG MIS will be required to align with the existing NDP management processes.

The NDPG MIS will be required to support the following actions in the NDP Unit:

· Provide updated and updateable records of all awards, project progress and information.

· Support the NDPG project preparation and implementation process.

· Facilitate the provision of relevant reporting requirements.

The benefits of the NDPG MIS will be to:

· Provide an easily accessible and useful facility for accessing information by both the Municipality and the NDP.

· Provide internal and external users with usable and useful reporting system.

· Improve the speed and efficiency of key information stages within the NPDG.

The MIS must make provision for a minimum of 90 external users from 53 Municipalities.  In addition there are approximately 25 internal users and unspecified other public users.
2 User Groups

The following diagram represents the user groups for the NDP MIS:
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Figure 1:  User Groups

3 Permissions

The table below classifies the user groups in more detail and confirms permissions.  Users will be able to Write (update NDPG/Municipal Data) and/or Read (view reports on NDPG Data).  Only the Super User/s will be able to perform other functions.

	USERS
	 
	UPDATE
	VIEW
	OTHER
	NOTES

	INTERNAL
	PROJECT TEAM
	X
	X
	 
	Restricted to own Portfolio.

	 
	SPECIALIST USER
	 
	X
	 
	 

	 
	SUPER USER
	X
	X
	X
	All, including creation rights.

	*EXTERNAL
	NDPG (MUNICIPALITIES)
	X
	X
	 
	Restricted

	 
	OTHER (including NT)
	 
	X
	 
	Restricted


*- not NDP

4 Registration

All internal and external users will be required to complete a registration form.  The registration form should contain the following information:

· Organisation (eg. National Treasury/Municipality);

· Contact name and surname;

· Contact number;

· Designation;

· E-mail address; and

· Password.

The registration will be approved by the Super User or a delegated assistant.

5 Key NDPG Information Stages
The following are the most important NDPG information stages to be supported by the MIS:
	NR
	PROCESS
	DESCRIPTION
	MIS REF

	1
	Funding Agreement
	This is the process where an agreement is signed between the Municipality and the NDPG that forms the basis of the working relationship.  The Funding Agreement has two sections:

· The main contract.

· Funding Agreement Schedules 1-8 that may change as the project progresses.

The Funding Agreement Schedules are updated from time to time by the Municipality as the project evolves.  The Schedules should be signed each time it is updated.
	7.1 Award Input Form

	2
	Annual Gazette Submissions:  Schedule 3A
	The Schedule 3A (MPS) is one of the Funding Agreement Schedules.  Municipalities submit In-Year Plans (3As) once a year.
	7.3 Financial Information Input Form

	3
	Budget:  Proposed MTEF and In-Year Adjustment
	Once a year proposals are made to update the information to plan for the rest of the year (in-year adjustment) and give budget estimates for the 3 outer years.
	7.3 Financial Information Input Form

	5
	Budget:  In-Year Adjusted Payment Schedule (3A)
	An in-year budget adjustment can be made to the Schedule 3A should this be necessary.
	7.3 Financial Information Input Form

	6
	Project Preparation Stage
	This phase includes all work done during the initial scoping of the project and results in documents such as:
· Township Regeneration Strategy

· Status Quo Report

· Economic Analysis etc.

Township data may be updated from time to time.  
	7.2 Township Input Form

	8
	Business Plan Approval Stage
	Before the release of any capital funding, the Municipality has to submit a Business Plan.  A Business Plan is linked to a programme, there may be more than one Business Plan.

Data relating to the Business Plan (Programme) may change and should be updated from time to time.
	7.4 Programme Input Form

	10
	Business Plan Exit and Review Report Approval Stage
	As part of the closure of a programme the Municipality needs to submit an Exit and Review Report with updated information on the finalization of the programme.
	7.4 Programme Input Form

	11
	Project Plan Approval Stage
	A Project Plan provides more detail on projects with project sub-components/products.  Each Project Plan is approved by means of an approval process.

Data relating to projects may change from time to time and needs to be updated.
	7.5 Project Input Form

	13
	Project Plan Close-Out Report Approval Stage
	As part of the closure of a project, the Municipality has to submit a Close-Out report.
	7.5 Project Input Form

	14
	Award Closure Stage
	This process closes the relationship between the Municipality and the NDPG.
	7.1 Award Input Form

	15
	Invoice Processing Stage
	The NDPG processes all invoices received from service providers for Technical Assistance work.  
	7.9 Payments Capture Form

	16
	Capital Grant Drawdown Stage
	The NDPG processes Capital Grant claims from the Municipality.
	7.9 Payments Capture Form

	17
	Municipal Web Progress Reporting
	Once a month the Municipality submits an electronic report to the NDP to provide the latest information on progress.  
	7.6 Monthly Web Progress Input Form

	18
	Other Reporting
	Other internal reporting.
	7.7 and 7.8 Quarterly and Annual Progress Input Form


5.1 Funding Agreement Stage
5.1.1 Initial 

The process to sign the initial Funding Agreement is as follows:
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Figure 2:  Funding Agreement Process
Other important information relating to the funding agreement process includes:

	SUPPORTING DOCUMENTATION:
	· Funding Agreement

· Funding Agreement Schedules 1-8

	RULES AND REGULATIONS:
	· There is no clear timeline for the signing of the funding agreement.

· The funding agreement is signed by both the Municipality (Accounting Officer) and the NDP (Chief Director).

	MIS INPUT FORM
	The funding agreement information will be captured on the Award Input Form and the Township Input Form by NDPG.


5.1.2 Funding Agreement Updating
The process to update schedules to the Funding Agreement is as follows: (Note that this stage excludes the updating of Schedule 3A and B)
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Figure 3:  Updating of Funding Agreement Schedules
Other important information relating to the updating of the funding agreement schedules includes:

	SUPPORTING DOCUMENTATION:
	· Funding Agreement Schedules 1-8

	RULES AND REGULATIONS:
	· No clear rules currently exist for updating of Schedule 1,2,4,5,6,7 and 8.

· The NDP aims to implement a process whereby the Schedules will be updated on an annual basis.

· Refer to 5.3 to 5.5 for Schedule 3 updating.
· Schedule 4 is updated when the Accounting Officer of the Municipality changes.
· Schedule 8 is updated when the delegated NDPG project manager of the Municipality changes.

	MIS INPUT FORM
	The updating of funding agreement information will be done on the Award Input Form and the Township Input Form.


5.2 Gazette Related Submissions:  Schedule 3A
The process to submit and approve Schedule 3As is explained below:
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Figure 4:  In-Year Payment Schedule 3A Process
Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Funding Agreement Schedule 3A or Milestone Payment Schedule or In-Year Budget and Plan for NDPG

	RULES AND REGULATIONS:
	· April/May annually – Municipalities complete and submit Schedule 3As for the current budget year to NDP.
· NDP assesses Schedule 3A, makes recommendations for adjustments (if any) and returns a copy of the approved 3A to the Municipality as the basis for expenditure.

	MIS INPUT FORM
	The updating of the In-year Budget and Plan will be done on the Financial Information Input Form.


5.3 Budget:  MTEF and Proposed In-Year Budget Adjustment
The process to confirm MTEF and final adjusted in-year figures by the NDP is explained below:
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Figure 5:  MTEF Schedule 3B

Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· NDP In-Year Adjustment and MTEF Proposal Letter

	RULES AND REGULATIONS:
	· The NDP sends the letter to Municipalities during late September/October.  
· Municipalities respond to the letter if necessary/required and submits a written response with substantiating documentation.

· The NDP reviews the response and makes a decision, the final figures are submitted to the Budget Office as part of the Budget Bid.

	MIS INPUT FORM
	The updating of data will be done on the Financial Information Input Form.


5.4 Budget:   In-Year Adjusted Budget (3A)
The following process is associated with the submission of the final Adjusted 3A by Municipalities to NDP in response to the Adjustment Gazette:
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Figure 6:  In-Year Adjustment Budget Proposal
Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· In-Year Adjustment Budget Proposal for NDPG (3A)

	RULES AND REGULATIONS:
	· Submissions of Adjusted 3As to NDP by Municipalities occur annually in January after the publication of the Adjustment Gazette in December.
· The NDP reviews the 3As, liaise with Municipalities to assess the need for adjustments..

	MIS INPUT FORM
	The updating of data will be done on the Financial Information Input Form. 


5.5 Project Preparation Phase
5.5.1 Initial Township Data

The process includes the following:
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Figure 7:  Project Preparation Phase
Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Township Regeneration Strategy or similar document

· Status Quo Report

· Economic Analysis etc.

	RULES AND REGULATIONS:
	· The TRS is not a mandatory document but Municipalities are urged to undertake some preparation work to guide development of townships.
· The NDP requires Municipalities to submit important project preparation documents for comments.

· No other formal procedures exist to provide updated township data apart from figures provided with the Business/Project Plans.

	MIS INPUT FORM
	Township data is captured on the Township Input Form.


5.5.2 Updating of Township Data

The diagram below explains the process to update township data:
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Figure 8:  Updating of township data
Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Township Regeneration Strategy or similar document.
· Status Quo Report

· Economic Area Analysis

· Detailed Technical Reports

	RULES AND REGULATIONS:
	· There are no current procedures for the updating of township data and it is done on an ad-hoc basis.

· It is proposed that updating should at least be considered annually.

	MIS INPUT FORM
	Updated township data is captured on the Township Input Form.


5.6 
Business Plan Approval Stage
5.6.1 Initial Stage

The Business Plan Approval process is as follows:
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Figure 9:  Business Plan Approval Process
Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Business Plan
· Detailed Technical Reports

· Business Plan Assessment Report
· Funding Agreement Schedules

	RULES AND REGULATIONS:
	· Business Plan approval is required for the release of Capital Grant funding.
· One Business Plan per Programme.

· NDP takes approximately 4 weeks to approve.

· Conditions of approval are outlined in an Approval Letter.

	MIS INPUT FORM
	Business Plan data is captured on the Programme Input Form


5.6.2 Updating of Business Plan Data

The process to update Business Plan data is as follows:
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Figure 10:  Updating of Business Plan Data

Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Updated Funding Agreement Schedules

· Cash flows

· Detailed Technical Reports.

	RULES AND REGULATIONS:
	· No conditions, procedures or processes currently exist for the updating of Business Plan data.

	MIS INPUT FORM
	Business Plan data is updated on the Programme Input Form


5.7 Business Plan Exit and Review Report Approval Stage
The Exit and Review Report approval process is as follows:
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Figure 11:  Exit and Review Report Approval Process

Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Exit and Review Report
· Exit and Review Assessment Report

	RULES AND REGULATIONS:
	· One Exit Strategy per Business Plan

· No conditions, procedures or processes currently exist for the capturing of Exit Strategy data.

· To be submitted 3 months after final completion of the last project for the programme/s or township.

	MIS INPUT FORM
	Business Plan data is updated on the Programme Input Form


5.8 Project Plan Approval Process

5.8.1 Initial Project Plan Approval
The Project Plan approval process is as follows:
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Figure 12:  Project Plan Approval Process

Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Project Plan Template
· Supporting documentation

· Schedule 3A

· Cash flows

	RULES AND REGULATIONS:
	· One Project Plan per discreet Project (which includes some sub-projects/project components/products).
· Generally the overall Business Plan for the Programme should be approved prior to the approval of a Project Plan.

	MIS INPUT FORM
	Project Plan data is captured on the Project Input Form


5.8.2 Updating of Project Data
The process to update project data is as follows:
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Figure 13:  Updating of Project Data

Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Supporting Documentation
· Schedule 3A

· Cash flows

	RULES AND REGULATIONS:
	· No conditions, procedures or processes currently exist for the updating of Project Plan data.

	MIS INPUT FORM
	Project plan data is updated on the Project Input Form


5.9 Project Plan Close-Out Report Approval Process

The Close-Out Report approval process is as follows:
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Figure 14:  Close-Out Report Approval Process
Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Close-Out Report Template
· Supporting Documentation

· Schedule 3A

· Cash flows

	RULES AND REGULATIONS:
	· Close-Out Report to be submitted 30 days after the last project component that forms part of the project has been completed.

	MIS INPUT FORM
	Close-Out data is captured on the Project Input Form


5.10 Award Closure Process

The Award Closure process is as follows:
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Figure 15:  Award Closure Process

Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Funding Agreement
· Funding Agreement Schedules 1-8

· Award Closure Sheet

	RULES AND REGULATIONS:
	· To be completed 6 weeks after submission of the last Exit and Review Report.

	MIS INPUT FORM
	Captured on the Award Input Form


5.11 Invoice Processing
The invoice payments process is as follows:
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Figure 16: Invoice Process

Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Invoice from service provider
· Bank statements

· PPP authorisation page

	RULES AND REGULATIONS:
	· Check for only one unique invoice number/service provider.
· 30 days payment period

	MIS INPUT FORM
	· Invoice Capture Form


5.12 Capital Grant Drawdown Process

The Capital Grant drawdown process is as follows:
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Figure 17: Drawdown Process

Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· Draw down request from Municipality

· Bank statements

· BAS report

	RULES AND REGULATIONS:
	· 30 days payment period

	MIS INPUT FORM
	· Invoice Capture Form


5.13 Municipal Web Progress Reporting

The process is as follows:
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Figure 18:  Web Reporting Process

Other important information relating to the process includes:

	SUPPORTING DOCUMENTATION:
	· MPS

	RULES AND REGULATIONS:
	· Note cut-off dates on process figure.

	MIS INPUT FORM
	· Reporting Input Form


5.14 Other Reporting

The process is as follows:
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Figure 19:  Reporting
	SUPPORTING DOCUMENTATION:
	As is used to update any data on MIS, including:
· Invoices

· Funding Agreements

· Business Plans provided and signed

	RULES AND REGULATIONS:
	· All reports in current month = preliminary data only
· All previous month data = accurate

	MIS INPUT FORM
	Various


5.15 General

All notifications are done via e-mail.

6 NDP AWARD INFORMATION
The NDP maintain information for each of the awards by means of the following filing system:

	FILE TYPE
	DESCRIPTION
	NR
	INFORMATION ON FILE

	FUNDING AGREEMENT FILE
	All documentation relating to the Funding Agreement.
	1
	Award Letter

	
	
	2
	Funding Agreement

	
	
	3
	Funding Agreement Schedules

	
	
	4
	NDP letter with comments on the Funding Agreement

	
	
	5
	All legal documentation and correspondence relating to the Funding Agreement and Schedules, changes to the Funding Agreement and Schedules

	FINANCIAL FILE (MPS)
	All Milestone Payment Schedules as well as information relating to the payments process (TA and CG claims).
	6
	Latest and historical Milestone Payment Schedules

	
	
	7
	TA Invoices

	
	
	8
	CG Claims

	
	
	9
	All supporing documentation relating to TA and CG claims such as:

· Tax clearance certificates, 
· Banking details, 
· Proof of work completed including payment schedules etc.

	
	
	10
	Any other related financial information and correspondence

	
	
	11
	Monthly Web Progress Reports

	PROJECT INFORMATION FILE
	All other related project information.
	12
	Project Registration Form and appendices/supporting documentation

	
	
	13
	Project Verification Form

	
	
	14
	All information relating to meetings:
· Attendance Registers

· Minutes/notes of meetings

· Agendas

	
	
	15
	Township Regeneration Strategy/s

	
	
	16
	Status Quo Report

	
	
	17
	Business Plans

	
	
	18
	Project Plans

	
	
	19
	All other information relating to the project preparation process:

· IDPs

· Project Investigations

· Economic Analysis

· Traffic Impact Studies etc.

	
	
	20
	Exit and Review Strategies

	
	
	21
	Hand-Over documentation

	
	
	22
	Close-Out Reports

	
	
	23
	GIS information

	
	
	24
	TORs and legal documentation relating to service providers

	
	
	25
	General correspondence including:

· E-Mail

· Notes

· Letters

· Faxes

	
	
	26
	Progress Reports

	
	
	27
	Related financial/legal information


7 User Views:  Updating (Write)

The following user views are relevant for writing or updating of information:

7.1 User:  NDP Project Team
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7.2 User:  NDP Specialist
NDP Specialist User will not be able to update information.

7.3 User:  NDP Super User
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7.4 User:  Other
“Other” users (eg. National Treasury/ad hoc) will not be able to update information.

7.5 User:  NDPG (Municipalities)
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8 User Views:  Read (Reporting)

The following user views are relevant for reporting of information:

8.1 User:  NDP Project Teams, Specialist and Super User
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8.2 User:  Municipalities and Other
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9 Standard Input Screens/Forms

Inputs screens will be divided into the following:

	FORM
	DESCRIPTION
	INFORMATION SOURCE

	Award Input Form
	High level data relating to the Municipality and NDPG Award.
	· Funding Agreement and Schedules



	Township Input Form
	Data relating to townships within a Municipality
	· Funding Agreement and Schedules

· Status Quo Report

· TRS

	Financial Information Input Form
	All relevant financial information.
	· FA Schedule 2

· FA Schedule 3A

· FA Schedule 3B

	Programme Input Form
	Data relating to a NDPG programme/s and should give detail on the projects proposed for implementation.
	· Business Plan

· Business Plan Assessment Form

· Exit Strategy

	Project Input Form
	Data on each specific NDPG project also giving detail on project components (products).
	· Project Plan 

· Close-Out Report

	Reporting Input Form
	Monthly Web Progress Reporting
	· Actual work done

	Reporting Input Form
	Quarterly Progress Report
	· Actual work done

	Reporting Input Form
	Annual Progress Report
	· Actual work done

	Payments Input Form
	Capturing of all related invoice and drawdown data.
	· Actual expenditure


Each form is discussed in more detail:

ADJUSTMENTS TO THIS SECTION:

NOTE:  STANDARD TERM

All reference to the term sub-component/sub-project/ element should be changed to read PRODUCT.

PRODUCT = PROJECT SUB-COMPONENT, SUB-PROJECT, ELEMENT  

9.1 Award Input Form
The following generic fields will be required for the Award Input Form:  (Refer to Funding Agreement and Schedules for lay-out, look and feel.)
	NAME
	DESCRIPTION/FIELDS
	TYPE/COMMENT
	ANNEXURES

	SCHEDULE 1 GENERAL PROJECT DESCRIPTION

	General Information (to be repeated at the top of each Schedule)

	Reference Number
	Pre-populated by Super User
	Numeric, drop down
	

	Province
	Pre-populated by Super User
	Text box
	

	Project Director
	Pre-populated by Super User
	Text box
	

	Date of Schedule
	
	Numeric, drop down
	

	Award Name
	
	Text box
	

	Township
	There may be more than one.
	Text box
	

	District Municipality
	
	Text box
	

	Local Municipality
	
	
	

	Detailed Information

	Municipality

	Postal Address, Tel, Fax, E-Mail, Web Address
	Alphanumeric, text box
	

	NDPG Coordinator
	Name, Tel, Fax, E-mail, Cell
	Alphanumeric, text box
	

	Municipal Accounting Officer
	Name, Tel, Fax, E-mail, Cell
	Alphanumeric, text box
	

	Chief Financial Officer
 

	Name, Tel, Fax, E-mail, Cell
	Alphanumeric, text box
	

	Project Description
	
	Text box
	

	
Banking Details of Municipality for Capital Grant Purposes (if applicable at signing date of Agreement)
	Bank Name, Code, Account Name, Account Type, Account Number
	Alphanumeric, text box
	

	Banking Details of Consultants for Technical Assistance Disbursements (if applicable at signing date of Agreement)
	Consultant Name, Bank Name, Branch Name, Branch Code, Account Name, Account Type, Account Number
	Alphanumeric, text box
	

	Location Information

	Map attached with exact area delineated? 

	
	Drop down – yes/no
	Map attached

	Municipal Code

	A, B1, B2, B3, B4, C1, C2
	Drop down to select.
	

	Demographic Information


	Population

	
	Numeric
	

	Nr of Households

	
	Numeric
	

	Population Growth Rate

	
	Numeric
	

	Monthly Household Income

	
	Numeric
	

	Nr of Unemployed People

	
	Numeric
	

	SCHEDULE 4:  AUTHORISATION BY MUNICIPALITY

	Refer to current Schedule 4.

	SCHEDULE 5:  COUNCIL RESOLUTION SUPPORTING NDPG APPLICATION

	Municipality to provide hard copy and NDPG to scan and attach as an Appendix on MIS?

	SCHEDULE 6: SPECIAL CONDITIONS

	Municipality to provide hard copy and NDPG to scan and attach as an Appendix on MIS?

	SCHEDULE 7:  NDPG AWARD CONFIRMATION

	Link sent award letter by NDPG to system to retrieve if required?

	SCHEDULE 8:  DELEGATIONS

	Municipality to provide hard copy of any delegations and NDPG to scan and attach as an Appendix on MIS?


Scanned documents to be accessible:

· Award Letter

· Funding Agreement Letter

· Closure Letter

ADJUSTMENTS TO THIS SECTION:

ADDITIONAL INPUT FIELDS:

SCHEDULE 4:  

Has a signed copy of the Aurhorisation by the Municipality been provided?

Print a copy of the Schedule 4 to sign.
Print a scanned version of the signed Authorisation.
SCHEDULE 5:  
Has a copy of the Council Resolution by the Municipality been provided?

Print a scanned version of the Council Resolution.

SCHEDULE 6

Has any special conditions been included?

Print a scanned version of the special conditions.

SCHEDULE 7:  
Print scanned version of the Award Confirmation

(Link sent Award Letter by the NDP to system to retrieve if required.)

SCHEDULE 8:  
Has a signed copy of the Delegations by the Municipality been provided?
Print a copy of Schedule 8 to sign.

Print a scanned version of the signed Delegations.

ADDITIONAL SCANNED DOCUMENTS TO INCLUDE:
Schedule 4:  Aurthorisation by the Municipality

Schedule 5:  Council Resolution Supporting NDPG Application

Schedule 6:  Special Conditions

Schedule 7:  NDPG Award Confirmation

Schedule 8:  Delegations

OTHER:

For Demographic Information, include an input field to confirm:
· The date of the information (eg. May 2003)

· The source of the information (eg. IDP, STATS SA etc)

9.2 Township Input Form
Township information will generally be accessed from the Township Regeneration Strategy, Status Quo or similar documents.  The following generic fields will be required for the Award Input Form.  
	NAME
	DESCRIPTION/FIELDS
	TYPE/COMMENT
	ANNEXURES

	LOCATION

	Name township(s) (primary award area)
	Name all townships benefiting directly from the award(not part of secondary area below).
	Text box – able to capture more than one township name
	

	Name all secondary township(s)
	Name all other townships potentially benefiting from the award.
	Text box – able to capture more than one township name
	

	Map attached indicating primary and secondary areas?
	
	Drop down – yes/no
	Map attached

	TRS submitted
	
	Drop down – yes/no
	

	TOWNSHIP STATS/INFORMATION

	Describe the township(s)
	Background, current reality.
	Alphanumeric, text box
	

	Township Character
	Predominantly Urban, Predominantly Rural, Urban but in a rural location, Isolated Rural
	Drop down box
	

	Name the closest town
	
	Text box
	

	Average income per household per township
	For primary award area
	Numeric, box
	

	Population per township
	For primary award area
	Numeric, box
	

	Household Size per township
	For primary award area
	Numeric, box
	

	Average Monthly Household Income per township
	For primary award area
	Alphanumeric, text box
	

	Nr of unemployed per township
	For primary award area
	Text box
	

	TRS Extract
	Not more than 100 words
	
	

	Other
	Confirm any other relevant information.
	Text box
	


Scanned documents to be accessible:

· TRS

· Status Quo Report

ADJUSTMENTS TO THIS SECTION:

OTHER:

For Township Stats/ Information, include an input field to confirm:

· The date of the information (eg. May 2003)

· The source of the information (eg. IDP, STATS SA etc)

9.3 Financial Information Input Form

	Financial Information

	Municipal

	Current Financial Year:Capital Budget, Operational Budget, Previous Financial Year:  Capital Expenditure, Operational Expenditure
	Pre-populated

Link to LG Database
	

	SCHEDULE 2:  OVERALL ESTIMATED PROJECT COSTS

	General Information (captured in Schedule 1)

	Envelope
	Technical Assistance Rand Value, Capital Grant Rand Value, Total Envelope
	Pre-populated

Numeric, box
	

	Leverage
	Funder, TA, CG, Committed, Actual, Total
	Numeric, box
	Captured and left as is

	SCHEDULE 3:  NDPG MILESTONE PAYMENT SCHEDULE

	SCHEDULE 3A (IN-YEAR MPS)

	General Information (captured in Schedule 1)

	Envelope
	Technical Assistance Rand Value, Capital Grant Rand Value, Total Envelope
	Pre-populated

Numeric, box

Repeat of Schedule 2 data
	

	Spending to Date
	Technical Assistance and Capital Grant
	Pre-populated

Numeric box
	

	Current Allocation
	Technical Assistance and Capital Grant
	Pre-populated Numeric box
	

	Milestone Number
	
	Numeric
	

	Milestone Description
	
	Text box
	

	Payment to
	
	Text box
	

	Project Progress
	Contract underway, Contract awarded, Brief determined, Don’t know etc
	Drop Down to select.
	

	Contract Start Date
	
	Date box
	

	Contract End Date
	
	Date box
	

	Expected Draw Down Month
	
	Date box
	

	NDPG TA ®
	
	Numeric
	

	NDPG CG ®
	
	Numeric
	

	Total
	
	Numeric
	

	SCHEDULE 3B (MTEF)

	General Information (captured in Schedule 1)

	Envelope
	Technical Assistance Rand Value, Capital Grant Rand Value, Total Envelope
	Pre-populated

Numeric, box

Repeat of Schedule 2 data
	

	Spending to Date
	Technical Assistance and Capital Grant
	Pre-populated

Numeric box
	

	MTEF Allocation for outer year 1
	Technical Assistance and Capital Grant
	Pre-populated

Numeric box
	

	MTEF Allocation for outer year 2
	Technical Assistance and Capital Grant
	Pre-populated

Numeric box
	

	Milestone Number
	
	Numeric
	

	Milestone Description
	
	Text box
	

	Payment to
	
	Text box
	

	Project Progress
	Contract underway, Contract awarded, Brief determined, Don’t know etc
	Drop Down to select.
	

	Contract Start Date
	
	Date box
	

	Contract End Date
	
	Date box
	

	Expected Draw Down Quarter
	
	Date box
	

	NDPG TA (R )
	Totals for 3 outer years
	Numeric
	

	NDPG CG (R )
	Totals for 3 outer years
	Numeric
	

	Total (R )
	Totals for 3 outer years
	Numeric
	


ADJUSTMENTS TO THIS SECTION:

Add the Cashflow Section:

The Cashflow section should be viewed in the Financial Input Form section and updated in the Project Plan Section.

	NAME
	DESCRIPTION/FIELDS
	TYPE/COMMENT
	ANNEXURES

	CASHFLOW

	Business Plan Unique Number
	As per Programme Input Field
	
	

	Project Plan Unique Number
	As per Project Input Field
	
	

	Project Name
	Field to describe project , if required product can also be included
	Text box
	

	Total Cost (R )
	Total Rand Value of Project
	Numeric
	

	Cashflow Quarter 1 Year 1
	Rand Value
	Numeric
	

	Cashflow Quarter 2 Year 1
	Rand Value
	Numeric
	

	Cashflow Quarter 3 Year 1
	Rand Value
	Numeric
	

	Cashflow Quarter 4 Year 1
	Rand Value
	Numeric
	

	Cashflow Year 2 
	Rand Value 
	Numeric
	


Add:  Date of Submission field for 3A &3B capture screens –the fields should have fixed drop down boxes:

3A

· April Submission 

· January Submission

· Also select the year in which the 3A/B is completed.

3B

· Also select the year in which the 3A/B is completed.

In addition add COMMENTS field for 3A and 3B at the bottom.  (open text boxes)

LEVERAGE

All leverage sections (except the Award Section above) within this document to be replaced by the following:
	CATEGORY
	CLASSIFICATION (DROP DOWN where application)

	Project Reference (eg. 1_102)
	

	Leverage (Rand Value)
	

	Source
	· Municipal

· Public

· Private

· Other

	Type
	· Cash

· In-Kind

· Operational

	Description
	Describe the purpose of the leverage.  Eg. Billboards around the new taxi rank

	Category
	· Planning and development

· Health

· Community and social services

· Housing

· Public safety

· Sport and recreation

· Environmental

· Waste management

· Waste water management

· Roads & transport

· Educational

· Cultural

· Water

· Sanitation services

· Electricity/Energy

· Facilities:  Commercial

· Other Capital:  specify

	Level
	· Township – in TRS

· Programme – in BP

· Project – in PP

· Award

	Target
	· Primary:  Core investment to the primary development intervention specified

· Secondary:  Complementary or supporting investment

	Timing
	· Prior:  Committed prior to issue of NDPG award letter

· During:  Committed and spent during NDPG award implementation

· After:  Committed during NDPG award period but to be expended after award completion/exit

	Status
	· Committed:  Officially designated as evidence by a legal contract, council resolution, or gazetted/organisational budget item

· Planned:  Intended or in principle as evidenced by an MOA or letter of allocation (probable or expected)

· Unverified:  Potential or possible but no evidence of formal undertaking


The Leverage section should be viewed in the Financial Input Form section and updated in the Programme and Project Section.

(Refer to Appendix A:  Leverage Example)

9.4 Programme Input Form
The following generic fields will be required for the Programme Input Form:

	NR
	NAME
	DESCRIPTION/FIELDS
	TYPE/COMMENT
	ANNEXURES

	A. PROGRAMME DETAILS

	1
	Programme Name
	Initially captured via funding agreement?
	Text box
	

	2
	Township 
	Initially captured via funding agreement?
	Text box
	

	3
	Programme Description
	Initially captured via funding agreement? 
	Text box, (less than 100 words)
	

	4
	Business Plan Status
	Not Submitted, Submitted, Approved, Rejected
	Drop down box
	

	5
	Date of Business Plan Submission
	
	Date drop down box
	

	6
	Business Plan Unique Nr
	
	Numeric
	

	7
	Exit Report Status
	Not Submitted, Submitted, Approved, Rejected
	Drop down box
	

	8
	Date of Exit Report Submission
	
	Date drop down box
	

	9
	Exit Report Unique Nr
	
	Numeric
	

	10
	Map attached indicating programme area/s?
	
	Drop down – yes/no
	Map attached

	11
	Programme Objectives
	
	Text box
	

	12
	Broad programme /project/sub-project description and costs
	Programme Name, Project Name, Product Name, Schedule 6 Cost, Schedule 7 Cost, Total  (Initial vs Actual)
	Alphanumeric, text box
	

	B. IMPLEMENTATION

	13
	Timeframes
	Project, Project Start, Project End (Initial vs Actual)
	Drop down calendar
	

	14
	Beneficiaries benefiting (nr of persons)
	Direct, Indirect (Intial vs Actual)
	Numeric
	

	C. FINANCIAL

	15
	Leverage
	Project, Amount, Partner, Committed (yes/no), Proof of Commitment (Initial vs Actual)
	Pre-populated with Schedule 1 data

Alphanumeric and drop down
	Proof of commitment

	D. EXIT AND REVIEW

	16
	Programme objectives and benefits achieved?
	Describe
	Text box
	

	17
	Volume of economic activities increase? (hours)
	Provide figures
	Alphanumeric, text box
	

	18
	Operating budget in place
	Yes/No and Rand Value
	Drop down –yes/no and Numeric box
	

	19
	Resources available to manage and maintain assets
	Yes/No and comment
	Drop down – yes/no and text box
	

	20
	Lessons learnt
	
	Text box
	

	21
	Is the Municipality satisfied with the outcomes of the programme? Also suggestions on how the programme could be improved.
	
	Drop down – yes/no and text box
	


Scanned documents to be accessible:

· Business Plan
· Business Plan Letter

ADJUSTMENTS TO THIS SECTION:

Section 9.4 , nr 11 – Programme Objectives:

Add a Check Box where Municipalities can select 3 of the following objectives:

	Category goals
	No
	Description

	Economic 
	1
	Attract big business

	
	2
	Stimulate / promote SMME

	
	3
	Facilitation of job creation (including labour-intensive  construction methods

	
	4
	Retain local buying power

	
	5
	Increase local buying power

	Infrastructure
	6
	Basic infrastructure upgrade / provision (bulk, civils)

	
	7
	Improved internal and external linkages

	
	8
	Community infrastructure provision (social facilities)

	Investment
	9
	Leverage of Investment by private sector and other government bodies

	
	10
	Facilitation of commercial infrastructure

	
	11
	Community infrastructure provision and facilitation of commercial infrastructure

	
	12
	General township environmental improvements (streets, rivers, sidewalks, lighting, signage, etc.)

	
	13
	Create perception of dignified, vibrant, integrated and safe neighbourhoods as basis for sustained private investment

	Efficiency of urban form
	14
	Bring jobs closer to people and people closer to jobs

	
	15
	Optimise movement patterns and options

	
	16
	Plan areas appropriately

	Social development
	17
	Community safety

	
	18
	Enhance social cohesion e.g. by increasing participation of community

	
	19
	Develop local institutional / developmental capacity of community-based organisations

	
	20
	Significantly improve access to government services to improve  residents’ quality of life

	Asset utilisation
	21
	Develop municipal-owned and/or other property

	
	22
	Maximise and enhance existing infrastructure

	
	23
	Integrate service delivery infrastructure

	
	24
	Drive municipal transformation (reflecting quality and leadership; enabling implementation of municipal workplace skills and employment equity plans)

	Other (specify)
	25
	

	Don’t know
	28
	 Delete this field


Timelines should link (Award, Programme, Project)
Cashflow and payments for this section not required – take out nr 16 and 17.
NB:  Add all additional fields as per the Business Plan Assessment Report that is not currently within the Programme Input Form.
Change “project sub-component” to “product”.

Change leverage as per table in Financial Input Form.
9.5 Project Input Form
The following generic fields will be required for the Programme Input Form:

	NR
	NAME
	DESCRIPTION/FIELDS
	TYPE/COMMENT
	ANNEXURES

	A. PROJECT DETAILS

	1
	Project Name
	
	Text box
	

	2
	Township
	
	Text box
	

	3
	Project Description
	
	Text box
	

	4
	Project Plan Submission
	Not Submitted, Submitted, Approved, Rejected
	Drop down box
	

	5
	Date of Project Plan Submission
	
	Drop down
	

	6
	Project Plan Unique Nr
	
	Pre-populated
	

	7
	Close-out Report Submission
	
	Text box
	

	8
	Date of Close-Out Report Submission
	Not Submitted, Submitted, Approved, Rejected
	Drop down box
	

	9
	Close-Out Report Unique Nr
	
	Drop down box
	

	10
	Map/Site Plan attached indicating project area/s
	
	
	Attached

	11
	Project Location
	
	Text box
	

	B. IMPLEMENTATION

	12
	Project Details
	Project Product Name, Description, Status Quo, No of Units, Size or no of units, Unit of measure, Total Provided, Average unit cost (R), Total Cost per Product
(Initial vs Actual)
	Alphanumeric, text box
	

	13
	Project Timing
	Product, Start date, End date, No of months, Total overall timeframe

(Initial vs Actual)
	Alphanumeric, text box
	

	OPERATIONS MANAGEMENT AND MAINTENANCE

	14
	Has the product been placed on the Municipal Asset Register
	(Yes/No)
	Drop down box
	

	15
	Confirm the Asset Owner for each product.
	Product, confirmed asset owner (Name and Designation). (Initial vs Actual)
	Text box
	

	C. FINANCIAL INFORMATION

	16
	Costs by NDPG
	Product Name, Planning Costs, Implementation Costs, Total NDPG

(Initial vs Actual) 
	Alphanumeric, text box
	

	17
	Leverage
	Product Partner, Planning Amount, Implementation Amount, Total

(Initial vs Actual)
	Alphanumeric, text box
	

	18
	Cashflow/Budget
	NB:  Cashflow to be viewed in this section and within the Financial Input Form Section.  Updating within this section.  Refer to Financial Input Form 
	Alphanumeric
	

	19 
	Payments
	
	
	

	20
	List Risks
	
	Text box
	

	D. EXIT AND REVIEW

	21
	Outline any events of significance during the project.
	
	Alphanumeric, text box
	

	22
	Confirm Disputes Unresolved.
	
	Alphanumeric, text box
	

	23
	Suggestions for Improvements
	
	Alphanumeric, text box
	

	24
	Quality of Work Acceptable 

Provide reasons for no
	(Yes/No)
	Drop down box

Text box
	

	25
	Hand-Over documentation on file and records up to date
	(Yes/No)
	Drop down box
	

	26
	Nr of Jobs Created
	During Construction

After Project Completion

(Initial and Actual)
	Numeric
	


Scanned documents to be accessible:

· Project Plan

· Project Plan Letter

ADJUSTMENTS TO THIS SECTION:

Nr 14 – Change question to:  Has an account code been allocated by the Municipality to the project sub-component?

Add the Cashflow Section:

The Cashflow section should be viewed in the Financial Input Form section and updated in the Project Plan Section.

	NAME
	DESCRIPTION/FIELDS
	TYPE/COMMENT
	ANNEXURES

	CASHFLOW

	Business Plan Unique Number
	As per Programme Input Field
	
	

	Project Plan Unique Number
	As per Project Input Field
	
	

	Project Name
	Field to describe project , if required project sub-components can also be included
	Text box
	

	Total Cost (R )
	Total Rand Value of Project
	Numeric
	

	Cashflow Quarter 1 Year 1
	Rand Value
	Numeric
	

	Cashflow Quarter 2 Year 1
	Rand Value
	Numeric
	

	Cashflow Quarter 3 Year 1
	Rand Value
	Numeric
	

	Cashflow Quarter 4 Year 1
	Rand Value
	Numeric
	

	Cashflow Year 2 
	Rand Value 
	Numeric
	


Add fields in Project Input Form Section C Financial Information, nr 16 COSTS BY NDPG reading: PRODUCT STATUS – dropdown box with options including:

· In Process

· Completed

· Cancelled  (if cancelled a “reason for cancellation” must be captured)

Add field after “Project Plan Unique Nr”:  PROJECT PLAN STATUS: dropdown box with options including:

· In Process

· Completed

· Cancelled  (if cancelled a “reason for cancellation” must be captured)

Change “project sub-component” to “product”.

Change leverage as per table in Financial Input Form.
9.6 Monthly Web Progress Input Form
Use all the fields from the current Monthly Web Progress Report Input Form (Appendix B):

Add the following fields:

	NR
	NAME
	DESCRIPTION/FIELDS
	TYPE/COMMENT
	ANNEXURES

	1
	Comments from Project Director
	
	Open text box
	


9.7 Quarterly Progress Input Form
The following fields for quarterly comments:

	NR
	NAME
	DESCRIPTION/FIELDS
	TYPE/COMMENT
	ANNEXURES

	1
	Comments from Project Director
	
	Open text box
	

	2
	Comments from Chief Director
	
	Open text box
	


Note:  Projects Director will probably want to view the summarised information for the quarter prior to providing comments.  Discuss how this can be done.

9.8 Annual Progress Input Form
The following fields for annual comments:

	NR
	NAME
	DESCRIPTION/FIELDS
	TYPE/COMMENT
	ANNEXURES

	1
	Comments from Project Director
	
	Open text box
	

	2
	Main Reasons for Over/Underspending
	
	Open text box
	

	3
	Comments from Chief Director
	
	Open text box
	


Note:  Projects Director will probably want to view the summarised information for the year prior to providing comments.  Discuss how this can be done.

ADJUSTMENTS TO THIS SECTION:

Add nr 2 – reasons for under/overspending.

9.9 Payments Input Form
The following fields are relevant:

PAYMENTS/TRANSFER SECTION

	NR
	NAME
	DESCRIPTION/FIELDS
	TYPE/COMMENT
	ANNEXURES

	1
	Ref_No
	As per funding agreement
	Pre-populated
	

	2
	Milestone
	
	Text box
	

	3
	NDPG Type
	TA/CG
	
	

	4
	Service Provider
	
	Text box
	

	5
	Date of Document
	
	Numeric
	

	6
	Amount
	Rand value
	Numeric
	

	7
	Date Sent
	
	Numeric
	

	8
	Date Paid
	
	Numeric
	

	9
	Product
	
	Text box
	

	10
	Amount Spent
	
	Numeric
	

	11
	PP Reference
	Project Plan Reference
	Pre-populated
	


ADJUSTMENTS TO THIS SECTION:

Add all relevant fields to this section as above

Add an additional section:
CG RECONCILATION SECTION (PRODUCT INPUT FORM)

	CATEGORY
	CLASSIFICATION (DROP DOWN where application)

	Project Reference
	

	PP Reference
	

	Description (eg. Upgrading of XA Street)
	

	Product (describe the product)
	

	Category
	· Planning and development

· Health

· Community and social services

· Housing

· Public safety

· Sport and recreation

· Environmental

· Waste management

· Waste water management

· Roads & transport

· Educational

· Cultural

· Water

· Sanitation services

· Electricity/Energy

· Facilities:  Commercial

· Other Capital:  specify

	Amount Transferred (Rand Value)
	

	Amount Actually Spent (Rand Value)
	

	Date
	


Refer to Appendix C:  CG Reconciliation Section Example.
10 Standard Reports

The following reports will be available:

	EXTERNAL

	NR
	USER
	REPORT

	8.1
	MUNICIPAL
	All Years Performance (APP1)

	8.2
	
	Current Year Web Report

	8.3
	
	Financial Indicators (APP2)

	8.4
	
	Project Progress (APP3)

	8.5
	
	Funding Agreement Schedules

	8.6
	
	All NDP Input Forms

	8.7
	OTHER
	URP

	8.8
	
	ISRDP

	8.9
	
	NT

	INTERNAL

	8.10
	COMPLIANCE
	Web Progress Report

	8.11
	
	All Years Performance (APP1)

	8.12
	
	Quarterly Report

	8.13
	
	Funding Agreement

	8.14
	MANAGEMENT:  Chief Director
	KPI Dashboard

	8.15
	
	All Years Performance (APP1/R1)

	8.16
	
	Project Status Report

	8.17
	
	High Risk Awards (R2)

	8.18
	MANAGEMENT:  Finance
	Act Export (R3)

	8.19
	MANAGEMENT:  Project Teams
	Project Progress Report (APP3)

	8.20
	
	Full Award Financials (R4)

	8.21
	CUSTOM
	As per database fields

	8.22
	ADMINISTRATIVE
	Monthly MIS Change Report (no example)


Examples of these reports are attached as Appendix D.
11 User Hierarchy Protocols

The following responsibilities are linked to the process of capturing and updating the data input forms:

	FORM
	INITIAL CAPTURING
	UPDATING
	RESPONSIBLE CHECK (EXTERNAL)
	RESPONSIBLE APPROVE

(EXTERNAL)
	RESPONSIBLE:  CHECK (INTERNAL)
	RESPONSIBLE:

APPROVE

	Award Input Form
	Captured by Municipalities during the Registration Stage.
	Updated by Municipalities annually.  NDP can also update when required and where imported data available.
	· Municipal Dedicated Project Manager
	· Municipal Accounting Officer
	· NDP Projects Director

· Finance
	· NDP Chief Director

	Township Input Form
	Captured by Municipalities during the Preparation Stage.
	Updated by Municipalities when required.   NDP can also update when required and where imported data available.
	· Municipal Dedicated Project Manager
	· Municipal Accounting Officer
	· NDP Project Director

· Specialist
	· Not Required

	Financial Input Form
	Captured by Municipality
	Updated by Municipality and/or NDP when required.
	· Municipal Dedicated Project Manager
	· Municipal Accounting Officer
	· 
	· 

	Programme Input Form
	Captured on submission of Business Plan by NDP.
	Updated during Implementation Stage and as part of Programme Exit by Municipalities and/or NDP.
	· Municipal Dedicated Project Manager
	· Municipal Accounting Officer
	· NDP Project Director

· Finance
	· NDP Chief Director

	Project Input Form
	Captured on submission of Project Plan by Municipality.
	Updated during Implementation Stage and as part of Project Close-Out by Municipalities and/or NDP.
	· Municipal Dedicated Project Manager
	· Municipal Accounting Officer
	· NDP Project Director

· Finance
	· NDP Chief Director

	Payments Input Form
	Captured by Finance
	Updated by Finance
	
	
	· Finance
	· Finance

	Monthly Web Progress Input Form
	Captured on a monthly basis by Municipalities
	Comments by NDP Project Team.
	· Municipal Dedicated Project Manager
	· Municipal Accounting Officer
	· NDP Project Director

· Finance
	· Not Required

	Quarterly Progress Input Form
	Captured quarterly by NDP Project Teams.
	Any updating by NDP Project Team
	
	
	· NDP Project Director

· Finance
	· NDP Chief Director

	Annual Progress Input Form
	Captured annually by NDP Project Teams
	Any updating by NDP Project Team
	
	
	· NDP Project Director

· Finance
	· NDP Chief Director


12 NDP Access Database

The current NDP Access database structure is attached in Appendix E.
END

Contact

Neighbourhood Development Programme Unit

National Treasury

Tel: +27 (0)12 315 5459 

Fax: +27 (0)12 315 5779    

Email: ndp@treasury.gov.za 

URL: www.treasury.gov.za/ndp 
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