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All Directors (Head office and Districts)
All Responsible Managers

All School Principals

All Chief Directors

All Deputy Director General

Cc the Head of Department

Cc Director MEC office

internal Control Circular 10 of 2015

FINANCIAL MANAGEMENT AND COMPLIANCE EVALUTATION

A LEGAL FRAMEWORK

1. In terms of section 38(a) (1) of the PFMA, the accounting officer must
ensure that the department has and maintain effective, efficient and
transparent systems of financial and risk management and internal
control.

2. According to section 3.2.11 PFMA National Treasury Regulations the
internal Audit function must assist the accounting officer by evaiuating
those controls to determine their effectiveness and efficiency and by
developing recommendations for improvement,

B SCOPE
3. In view of this obligation the intemal Control Unit have made
recommendations and obtained approval for
L Fuel claims (AA official kilometers )
LI Amended Fuel claim form
O Choice form for 37%
[0 Debt route Form
4. This circular is effective from 1 July 2015

C OBJECTIVE
5. To improve the effectives of operations and maintain effective and efficient
controls and safeguarding of assets
6. To ensure management assurance can be provided in terms of
compliance with
0  PFMA and Public Service Act and South African Schools
Act laws
0O  National Treasury regulations and practice notes
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0 Public service regulations and resolutions
0 Departmental Policies and Procedures and circulars
7. To assist management in executing strategies , provide direction ,
guidance and management |, promote strong culture of compliance and
ongoing monitoring and management of risks
D CONTROL MEASURES
O  Fuel claims
0 Choice form 37%
0  Debt route form
8. All employees are therefore instructed to ensure compliance with effect 1
July 2015.
Fuel claims
a) All fuel claims will be paid only as per the AA approved kilometers.
b) Amended fuel claim form (Annexure B ).
¢) All kilometers above the approved kilometers will be treated as
private kilometers and must not paid by Finance officials.
Choice form 37%
9. Amended Choice form.
10.The choice form is amended to improve the understanding around 37%
choice form when the option is decided upon,
11.Hence the School principal’s signature is also now a requirement when
the employee chooses to receive 37% allowance.
Debt Route form
12. Amended Debt Route form.
13.The HRA and Salaries officials must use the amended debt route form to
ensure uniformity and also to ensure ajl departmental debt is recovered
with retirements, resignations and abscondment.
E COMMUNICATION
14. Responsibility Mmanagers must kindly ensure that the compliance checklist
is circulated to all level 8 managers and above.

15. Yours f3i

@//Z
MR T-L--MASHALABA
ACTING CHIEF DIRECTOR: ICU
Date
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Province of the

EASTERN CAPE

EDUCATION
D.1
ANNEXURE A
MOTOR FINANCE SCHEME
CLAIM IN TERMS OF PSSC D.1/4.4.6
A S
DETAILS OF CLAIM

3. | NAME AND MODEL O

©|'VEHICLE =

B - "PETROL DIESEL | X DIESEL

6 " " OPENING AND CLOSING:| START OF END OF

S0 KILOMETER @ 0 0 TRIP TRIP

.. AMOUN CENT PER KM(TARIFF) =..........

B. | DECLARATION

1 certify that ,

1 [ used my own vehicle for this official trip

2 | was not a passenger in the vehicle

3 | used the vehicle for which the claim is submitted

4 And the above details are correct.

SIGNATURE OF CLAIMANT RANK DATE
C. | APPROVAL

PAYMENT APPROVED/TURNED DOWN AMENDED

SIGNATURE OF AUTHORISED PERSON RANK DATE

*NOTE: in order for this office to correctly your vehicle, it is vital that you specify whether:
(a) Your vehicle uses diesel or petrol and for

(b) It is a 4x4 vehicle (for those members driving light utility vehicles)

Hansia eilgigaiicyo!
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EDUCATION

CHOICE FORM 37% ALLOWANCE TO CONTRACT WORKERS IN LIEU OF
BENEFITS

e Identity number.......................... and
Persal No ...................... Herewith exercise the following choice with
regards to the payment of 37% allowance payable to contract workers in

lieu of benefits in terms of paragraph 11.4.2 of PSCBC Resolution 1 of
2007

2. BASIC SALARY PLUS BENEFITS (EXCLUDING LEAVE BENEFITS)

3. BASIC SALARY PLUS 37% IN LIEU OF BENEFITS (EXCLUDING LEAVE
BENEFITS)

A. [understand | will not have Pension when | retire for period | received
37% allowance _
B HRA must on behalf employee claim back GEPF(employee pension)
i. Z 864 Retirement
ii.  Choice form discharge / Retirement
iii.  Choice form / Resignation/Discharge
B. Finance will raise DEBT, if the period that the 37% allowance was
paid, the employee also received the following : |
i. GEPF ( Government portion)
ii. Medical Aid ( Government portion)
iii. Housing allowance
iv.  Service Bonus

- Signedbymeat....................... place on this ......... dayof............. month ........ year

SIGNATURE .........cooeeeee, SCHOOL PRINCIPAL ... ‘reee

DATE DATE

building blocks for growth Raprva eligagambileyo!




EASTERN CAPE :DEPARTMENT OF EDUCATION
DEBT ROUTE FORM : TERMINATION OF SERVICE

ANNEXURE A

* SURNAWIE & iNiTiaLs:

. DATE OF TERMINATION OF SERVIEE

_DATE PROCESSED ON PERSAL

MONTH PAID ON PERSAL

LAST KNOWN ADDRESS .
LEAVE AUDIT: 2

Has leave audit been done : YES INO Amendment on Persal {#4.5.17 and #4.5.4)

Has IRP 3 directorive been requestad from SARS: YES /NQ

FORENSIC AUDIT

S DEPTISECTION 007

Colives ] N AMOUNT OWING 752050

‘| NAME AND SIGNATURE APPROVED

CDATE "

FINANCIAL MESCONDUCT

Yes / No

HUMAN RESQURCE MANAGEMENT
Tws ] o T

SR DEPT I SEETION

CCRNIOUNT OVING -

NAME AND SIGNATURE APFROVED

DATE ™.

STATE GUARANTEE (Attach letter from Bank :Release
letter of collateral security )

LEAVE WITHOUT PAY DEBT(4.5.11) { #5.6.4 ) (#5.6.12)

BURSARY

BREACH QF CONTRACT

[PENSION BUY BACK DEBT

OFFICIAL ACCOMODATION,BOARD & LODGING DEBT

OQUTSTANDING S & T CLAIMS

OTHER (SPECIFY)

AUXILLIARY {SCM T

EDEPTYSECTION v bovke TN [ o AvouieT owie i

{ NAME AND' SISNATURE APEROVED

DATE -

{Debt in terms transport circular no 5 of 2003 }

MOTOR CAR FINANCE SCHEME

SUBSIDIZED VEHICLE CAPITAL REDEMPTION LOAN

IRREGULAR EXPENDITURE (PROVINGIAL TREASURY
PRACTICE NOTE 1 OF 2008}

FRUITLESS ANDY WASTEFULL EXPENDITURE
PROVINCIAE TREASURY PRACTICE NOTE 3 OF 2008)

GG-ACCIDENT

PRIVATE TELEPHONE ACC

RENTAL DEBTORS

DAMAGE TO STATE PROPERTY

LAPTOPS IIPAD /TABLETS

CELLPHONES

LOSSES

OTHER {$SPECIFY}

SALARY ADMINISTRATION

| DEPTISECTION

AMOUNT OWING T

| NAME AND SIGNATURE ARFROVED)

ST DATE

SALARY ADVANCE DEBT

SALARY OVERPAYMENTS :PARTIAL REVERSAL AND
NORMAL REVERSAL (Attach 6.9.10 and 5.6.12)
iH{SAL: REVERSAL CONTROL :

HOUSING ALLOWANCE

ETAX
ACCOUNT)

SAL:TAX DEBT(attach 6.8.10(1 8)

garnishee Maintanance and administration )

SAL: DED DISALLOWANCE {Housing Deduction JOrdinary

SAL : DISALLOWANCE OF ALLOWANCE

DEBT ACC

OTHER (SPECIFY)

| CERTIFY THAT THE ABOVE INFQRMANTION 5 CORRECT AND ALL DEST OWING TO THE STATE HAS BEEN INDICATED,

COMPILER date

Approved : DIRECTOR: SALARY PAYMENTS DATE

Advise ACB Racall offize to racall salary and/or housing Instalment if salary eannat be stoppod on Persal timeously
Has everpaid salaries been #sed on Persal function #5.2.10 Yes/No {All ovarpald sxiari be | whother

m

or not




