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	NO.
	PROCEDURE
	FREQUENCY
	RESPONSIBILITY
	KPI
	APPLICABLE POLICY

	1.

1.1

1.2

1.3

1.4

1.5

1.6

1.7

1.8
	Cash/Debt Collection:

All monies due to the Municipality must be collected as early as possible and banked daily. Cash left lying in the safe poses a security risk, and could require additional insurance cover.

It is essential that all amounts owing to the Council be levied by way of a debit in the applicable debtors system.

A well managed debtors and banking control system is the proper measure for ensuring that funds owed to the Council are timeously received and banked.

Debt collection performance should be regularly reviewed by comparing funds presently owed to Council in relation to the total income as well as to the situation in the previous financial years, in order to determine whether the debt collection process is deteriorating or improving.  This must be done by utilising the age analysis.

All monies collected by the Council must be banked in the appropriate bank account of the Council.

Monies collected by some other agency on behalf of the Council shall be paid over to the Council or deposited in the appropriate bank account of the Council in a manner prescribed by the Municipal Manager.
The receipt of all monies collected by the Council shall be acknowledged forthwith by the issue of a numbered official receipt.

Any debt older than the age as determined by the credit control policy must be handed over to the credit control department to recover.


	Daily

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

Ongoing

  Ongoing
	Municipal Manager/Chief Financial Officer

Municipal Manager and Chief Financial Officer

Municipal Manager and Chief Financial Officer

Municipal Manager and Chief Financial Officer

Municipal Manager and Chief Financial Officer

Municipal Manager 

Municipal Manager and Chief Financial Officer

   Municipal 

   Manager and 

   Chief Financial 

   Officer


	Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes
	Banking and Investment Policy

Banking and Investment Policy  

Banking and Investment Policy  

Banking and Investment Policy

Banking and Investment Policy 

Banking and Investment Policy 

Banking and Investment Policy

	2.

2.1

2.2

2.3

2.4

2.5


	Payment to Creditors:

Another aspect of effective cash management is adequate control over the timing and payment of creditors’ accounts.

If possible, it is essential to limit the payment of creditors to one payment per creditor per month, in order to avoid the additional bank costs involved with cheque payments.

Where practicable, the Municipality should make use of electronic funds transfer facilities to make payments to creditors.

When considering when to pay a creditor, due regard must be taken of the terms of credit offered. Where cash discounts are offered for early settlement, the discount, given the scale involved, would in most cases, out-weigh any investment benefit that could be obtained by the temporary placing of funds. Therefore, where discounts for early settlement are offered, these should be carefully considered and acted upon.

Apart from 2.4 above, the normal conditions of credit in terms of payment offered by suppliers should also be considered and utilised to the full by paying on the due date and not earlier with consideration that all monies owed by the municipality must be paid within 30 days of receiving the relevant invoice or statement.


	Ongoing

Ongoing

Ongoing

Ongoing

Ongoing
	Municipal Manager and Chief Financial Officer

Municipal Manager and Chief Financial Officer

Municipal Manager and Chief Financial Officer

Municipal Manager and Chief Financial Officer

Municipal Manager and Chief Financial Officer


	Yes

Yes

Yes

Yes

Yes
	Banking and Investment Policy 

Banking and Investment Policy 

Banking and Investment Policy 

Banking and Investment Policy 

Banking and Investment Policy

	3.

3.1

3.2
	Receipt of Money:

Receipt of Money Over the Counter:

· Every payment received by a cashier or other officer charged with the receipt of money shall be acknowledged at once by the issue of a numbered official receipt;

· Every receipt form, which is cancelled, will be reattached, in the correct place, in the receipt book. Where computer generated receipts are used, the original receipt must be filed for audit purposes.

Receipt of Money by Post:

· When money (including postal orders and cheques) are received with the Council’s mail, the Chief Financial Officer shall record all payment remittances as and when received in the cheque register in the presence of a witness. Post-dated cheques received in the Council’s mail must also be recorded in the cheque register. The cheque register shall be regarded as the register of remittances received by post;

· The cheque register together with all remittances received must be sent to a designated official in the finance department;

· The designated official on receipt of the cheque register together with the remittances will code all remittances and submit it to the cashier for receipting;

· The cashier will receipt all remittances and issue official receipts to the designated official;

· The designated official will record all receipts in the cheque register and return same to registry. The Chief Financial Officer must ensure that all receipts are recorded in the cheque register;

· All documents relating to remittances received in the mail must be filed for audit purposes;

· A separate register for post dated cheques will be maintained by the Chief Financial Officer and all postdated cheques must be stored safely in the Registry Strong room; and

· The Chief Financial Officer will ensure that all postdated cheques, which become due, are sent promptly to the designated official for receipting and recording of receipts in the postdated cheque register.


	Ongoing

Ongoing


	Chief Financial Officer 

Chief Financial Officer 


	Yes

Yes


	Banking and Investment Policy 

Banking and Investment Policy 



	4.

4.1


	  Bank Accounts and Cash:

All bank accounts and cash          

management should be 

maintained in terms of the 

Banking and Investment Policy.


	Ongoing 
	Municipal Manager and Chief Financial Officer
	Yes 
	Banking and Investment Policy

	5.

5.1

5.2
	  Inventory:

  Ensure that the inventory levels     

  do not exceed the operational 

  requirements. 

  Supply surplus items to the Chief 

  Financial Officer for sale at a 

  public auction.


	Ongoing

Periodically
	Head of Department

Head of Department
	Yes

Yes
	Banking and Investment Policy

Supply Chain Management Policy

	6.

6.1

6.2

6.3


	  Cash Flow 

Prepare an annual estimate of the 

municipality’s cash flows divide 

into calendar months.

Update the estimate with the actual cash flow.

Report to the executive committee or executive mayor the cash flow estimates or the revised estimates compared to the actual cash flow.  Comments and explanations must be attached.
	Once a year (beginning of July)

Weekly

Monthly
	Chief Financial Officer

Chief Financial Officer

Chief Financial Officer
	Yes

Yes

Yes
	Banking and Investment Policy

Banking and Investment Policy

Banking and Investment Policy
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