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	NO.
	PROCEDURE
	FREQUENCY
	RESPONSIBILITY
	KPI
	RELEVANT POLICY

	1.

1.1
	Bank Account Management:

The Chief Financial Officer must establish the following with the Municipality’s bankers:

· Procedures regarding the frequency of printing and receipt of bank statements;

· Access to on-line banking facilities;

· Security of information when transacting with the bank through on-line facilities or otherwise;

· The basis for calculating bank charges;

· The extent of bank overdraft facilities;

· The bank overdraft interest rate;

· Cash management arrangements to automatically transfer surplus funds to a call account.


	Ongoing
	Municipal Manager/Chief Financial Officer/Authorised Designate
	No
	Banking and Investment Policy



	2.

2.1
	Allocation of Responsibility for the Management of the Bank Account:

The Chief Financial Officer should:

· Allocate the responsibility for the management and accounting for all deposits or credits to the bank statement to his authorised designate, who is normally the designated official;

· Allocate the responsibility for the management and accounting for all debits to the bank statement cheques, stop orders, transfers and other debits to the designated official;

· Allocate the responsibility for the preparation of the bank reconciliation to an authorised designate;

· Allocate the responsibility for retrieving information from the bank to an authorised designate;

· Check the accuracy of the bank reconciliation on a regular basis;

· Determine the frequency of performing the bank reconciliation (either weekly or monthly).


	Ongoing


	Chief Financial Officer/Authorised Designate


	No


	Banking and Investment Policy



	3.

3.1
	Cash Management Procedures:

The Chief Financial Officer must:

· Be responsible for the Municipality’s cash flow management;

· Determine the format for cash flow reports and the period of cover;

· Determine the likely dates for receipt of grants from government and the estimated amounts;

· Determine procedures for maximising interest on surplus funds;

· Determine which officials are to receive the cash flow report;


	Ongoing
	Chief Financial Officer
	No
	Banking and Investment Policy



	4.

4.1

4.2

4.3
	Bank Deposits, Direct Transfers and Electronic Banking:

The Chief Financial Officer must:

· Establish daily credits to the Council bank account and follow up to ensure that these deposits or credits are accounted for in the books of the Municipality;

· Identify full details of each credit timeously to avoid having to account for these credits in the suspense account;

· Process the daily transfers or deposits into the Council’s bank account into the accounting system by:

· Processing the credits through the Council’s receipting procedures. In this event, it is desirable to keep these transactions separate to the normal transactions. A daily direct deposit control sheet should be completed as a record of what direct deposits have been processed; or

· Journal vouchers with a supporting control sheet.

· Record all unidentified credits (receipts) in a suitable register to facilitate future claims against the amount and follow up;

· Balance the unidentified receipts register to the suspense account in the general ledger on a monthly basis.

The Chief Financial Officer must establish a process for managing returned cheques which should include:

· Maintaining a returned cheque register which should record the following:

· The date on which the cheque was debited by the bank;

· The name of the drawer;

· The amount of the cheque;

· The drawer’s debtor account number;

· Details of fresh cheque / cash in respect of R/D cheques.

· Debiting the amount of the cheque returned to the returned debtors account on a weekly basis, either from the cheque returned register, or a journal voucher made out for the purpose;

· Debiting the monthly total of returned cheques to the debtors control account or the relevant income account;

· Recover cost of R/D cheques.

The Chief Financial Officer must:

· Verify all debits on the Council bank accounts to ensure that these entries are correct and accounted for;

· Inspect the bank statements to confirm that the only debits on the account other than Council cheques are:

· Bank charges;

· Interest on overdraft;

· R/D cheques;

· Electronic transfers such as transfers to salaries accounts; and

· Electronic payments to suppliers;

· Check the bank charges and interest amounts for reasonableness, and make out a payment voucher for processing to the ledger. This voucher should reflect the bank statement number and total costs per page;

· In the case of R/D cheques, hand the amounts to the billing department for processing;

· In the case of transfers to other Municipal bank accounts, verify the transfers back to the authorised transfer voucher that should have been authorised by the originating official.
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	5.

5.1

5.2

5.3

5.4

5.5

5.6

5.7

5.8

5.9

5.10

5.11

5.12

5.13

5.14
	Reconciliation of the Municipality’s Accounting Records to the Bank Statements:

Obtain the transfer batch report (report reflecting all payments made by electronic bank transfer/cheque list to creditors for the month). 

Obtain bank statements from the bank on at least a monthly basis and do daily deposit reconciliation.

Identify all the direct debits on the statement and match to the corresponding vote from the direct debit vote register (including loan agreements, cell phone contracts, credit cards, rentals, service charges and dishonoured cheques). Process these debits by capturing to the relevant votes on the system.

Identify all the direct credits on the statement such as direct deposits by ratepayers, consumers and levy payers, subsides and grants paid by National and Provincial Governments interest on investments and miscellaneous credits. Process these credits by capturing to the respective votes on the system.

If the credit cannot be identified it is posted to the vote for unidentified receipts. 

Scrutinise bank charges for reasonableness and query with the bank if it appears too high.

Match:

· Each electronic payment from the batch transfer report to the cashbook and bank statement;

· Each manual cheque payment to the cashbook and bank statement;

· Each deposit from the Cashier’s deposit book to the cashbook/receipts listing and the bank statement;

· The bank charges from the bank statement to the cashbook;

· The interest earned on investments from the bank statements to the cashbook; and

· All other direct debits from the bank statements to the cashbook.

If payments are matched on the cashbook and bank statement then change the fields on the cashbook to indicate that the cheque was successfully presented.

When all entries are processed, print the reconciliation. If all entries were correctly posted the balance as per the reconciliation statement will match the balances on the bank statement. If the balances do not match repeat the process to detect the error.

Present the reconciliation to the Assistant Director and Chief Financial Officer for signature and approval.

Reconciliation approved and signed by CFO.

File and safeguard the approved reconciliation in a special file labelled Bank Reconciliation’s and the presented cheques in numerical sequence.

Report according to the MFMA requirements.

Every month, write back all cheques older than 6 months and issue stop payments.
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