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	NO.
	PROCEDURE
	FREQUENCY
	RESPONSIBILITY
	KPI
	APPLICABLE POLICY

	1.

1.1

1.2

1.3

1.4

1.5

1.6
	Investment of Funds by the Municipality:

The investment register must be examined on a regular basis to identify investments falling due within the two weeks following and start the investment process such as looking at alternatives, cash flow requirements and timeous reporting to the Municipal Manager and Council.

Prior to the investment of monies, the

Chief Financial Officer (CFO) must determine whether there will be surplus funds available, as well as fix the term for which such money should be invested.

In order to be able to make investments for any fixed term, it is essential that cash flow forecasts be drawn up.

In the instance surplus funds are available for investment, the Chief Financial Officer should contact the various banking institutions for interest rate quotations and prepare a manual or computerised schedule of the quotations indicating the amounts to be invested, the rates quoted and the maturity values (maximum return).
Based on the results of 1.4 above, the Chief Financial Officer should then decide on with whom and for what amount the investment must be made. The spreadsheet must be filed together with the investment documentation.

Prepare a report to the executive committee or the executive mayor showing all movements in respect of the municipality’s investments as well as all details on the investments.
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Monthly
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	2.

2.1

2.2


	Approval of Investments:

In the instance that the investment amount requires that the Chief Financial Officer submit recommendations to Council for a decision on the best investment to be made, the following information must be submitted:

· If quotations are received from financial institutions, the following information is required:

· The name of the person who gave the quotation;

· Period of investment; 

· The relevant terms and rates; and

· Other facts such as if interest is payable on a monthly basis or on maturation date.

In the instance that the Chief Financial Officer approves the investment, he must also authorise and effect the electronic funds transfer in respect of the investment amount.


	Ongoing

 Periodically


	Chief Financial Officer

Chief Financial Officer


	Yes

Yes


	Banking and Investment Policy

Banking and Investment Policy


	

	3.

3.1

3.2

3.3


	Updating of Records:

Each investment made should be entered into an investment register, indicating:

· The institution where the investment was taken;

· Date of investment; and

· Amount invested;

· Interest rate applicable and when interest is payable;

· Maturity date;
The Chief Financial Officer is responsible for updating the financial records in respect of termination of investments and entry into new investments as well as recording if an investment is liquidated at a date other than the maturity date.

All investment papers and certificates (scrips) should be filed in a safe with dual custody.
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	4.

4.1

4.2

4.3
	Calculation of Interest:

The Chief Financial Officer should perform interest calculations on each investment to check whether the correct interest was received depending on when interest fell due or was credited.

When preparing the annual financial statements, the Chief Financial Officer must obtain from each institution with which the Municipality holds an investment, a certificate stating the nature of the investment, the value of the investment, interest paid on the investment, and interest outstanding on the investment. 

The Chief Financial Officer should raise any differences, as interest accrued or interest received in advance, in the correct period to which it relates.
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