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1.1  BACKGROUND
The NDP has developed a Management Information System (MIS) to create a stable and uniform platform for the management of information and to embed and simplify important operational and management processes.  This document represents the proposed roles and responsibilities during the commissioning of the MIS into the unit and the municipalities. 
1.2 BENEFITS
· Central information management and reporting system of the NDPG

· Grant managers from municipalities and the NDP can submit, update, and review their award information.

· Access to a repository for viewing and  interacting with award, project and other related information relevant to the NDPG;

· A useful reporting system for the key role players; and

· Improved speed and efficiencies in key information stages and processes within the NDPG operational framework.
· Better decision making
1.3 ROLES AND RESPONSIBILITIES

	No
	Area
	R
	A
	C
	I
	Originate from / Source
	Role description

	1
	MIS: Scoping 


	
	
	Project Teams


	
	Muni / Project Team / Finance
	This function requires the identification of user needs

	
	
	Finance
	
	
	
	
	Collate user requirements and develop a specification for IT

	2
	MIS: Project delivery
	Finance
	
	
	
	
	Project Manage the development and implementation of the MIS

	3
	Site Maintenance
	IT
	
	
	
	
	Ensure the site and functionality as developed is maintained

	4
	Back up and Security
	IT
	
	
	
	
	Ensure daily backups are done and secure. Ensure retrievals/ restore functions are done easily

	5
	User account creation 
	
	Project Teams
	
	
	Muni
	The project teams need to identify and verify the users that requests access and also ensure the appropriate approval forms from the municipalities are received.

	
	
	Finance
	
	
	
	
	The Finance’s data function ensures that the user account is created on the MIS and manages the network directory creation on the IS network. 

	
	
	Finance
	
	
	
	
	This function requires the registrations on the MIS to be mapped to the correct municipalities and the necessary interaction with IT is performed to ensure the user is correctly created, the account activated and linked to the correct profiles. 

	
	
	IT
	
	
	
	
	This function creates the account on the IT systems and ensures all security is in place. 

	6
	User account management
	Finance
	Project Teams
	
	
	
	Project teams to inform Finance when an account should be de-activated



	6
	Training
	
	Project Teams
	
	
	
	Ensure all parties involved have received training; identify training needs and follow.

	
	
	Finance
	
	
	
	
	This function ensures the training material is updated and available.

	7
	Work Spaces:
	
	
	
	
	
	

	
	Award
	Project Teams
	Project Teams
	
	
	Muni
	This function needs to ensure the completeness, accuracy, validity and timeliness of all project financial data on the workspace

	
	Municipality
	
	
	
	
	
	

	
	Township
	
	
	
	
	
	

	
	Programme


	
	
	
	
	
	

	
	Project


	
	
	
	
	
	

	
	Milestone


	
	
	
	
	
	

	
	Leverage


	
	
	
	
	
	

	
	Payments


	Finance
	Finance
	
	
	Papertrail
	This function needs to ensure the completeness, accuracy, validity and timeliness of all grant financial data on the workspace

	
	Gazette


	
	
	
	
	
	

	
	Supporting Documents
	
	
	
	
	
	

	
	Web report
	
	
	
	
	
	

	8
	Reports
	Project Teams/
Finance
	Project Teams/ Finance
	
	
	
	Scoping of new requirements
Confirmation of data accuracy

	
	
	Finance
	Finance
	
	
	
	Develop new user requirements (see 1 & 2)


Notes: 

RACI: This is a Responsibility Assignment Matrix / Linear Responsibility Chart that describes the participation by various roles in completing tasks or deliverables for a project or business process. It is especially useful in clarifying roles and responsibilities in cross-functional/departmental projects and processes. RACI is an acronym derived from the four key responsibilities most typically used: Responsible, Accountable, Consulted, and Informed.
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