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	NO.
	PROCEDURE
	FREQUENCY
	RESPONSIBILITY
	KPI
	RELEVANT POLICY

	1.
	Budget Timetable

The budget timetable as attached to the budgeting policy must be used to draft a budgeting timetable.


	
	Chief Financial Officer
	
	Budgeting Polict

	2.

2.1

2.2

2.3


	Municipal Annual Budgets:

The annual budget:

· Must be in accordance with a format  as may be prescribed;

· Must be balanced to ensure that the total amount appropriated in terms of the budget does not exceed the realistically anticipated revenue; and 

· Must reflect priorities reflected in IDP.

· Must inform IDP process to avoid unrealistic expectations

The annual budget must :

· Be in the prescribed format and be split into a capital and operating budget;

· Reflect realistically expected revenue;

· Expenses must be divided into votes;

· Must include two years foregoing’s financial information;

The budget must be accompanied by all the following documents:

· draft resolutions approving the budget and levying property rates, other taxes and tariffs for the financial year concerned;

· draft resolutions (where applicable) amending the IDP and the budget-related policies;

· measurable performance objectives for each budget vote, taking into account the municipality’s IDP;

· the projected cash flows for the financial year by revenue sources and expenditure votes; 

· any proposed amendments to the IDP;

· any proposed amendments to the budget-related policies;

· the cost to the municipality of the salaries, allowances and other benefits of its political office bearers and other councillors, the municipal manager, the chief financial officer, and other senior managers;

· particulars of any proposed allocations or grants to other municipalities, municipal entities, external mechanisms assisting the municipality in service delivery, other organs of state, and organisations such as NGOs, welfare institutions and so on;

· particulars of the municipality’s investments; and

· various information in regard to municipal entities under the shared or sole control of the municipality.

 
	Annually

Annually


	Mayor, Municipal Manager, Chief Financial Officer

Mayor, Municipal Manager, Chief Financial Officer


	Yes

Yes


	Budgeting Policy

Budgeting Policy



	3.

3.1

3.2

3.3

3.4


	Preparation of Current Budget:

The Mayor of the municipality must:

· Co-ordinate the processes for preparing the annual budget, and for reviewing the municipality’s IDP and budget-related policies to ensure that the budget, the IDP, and the policies are mutually consistent and credible.

· At least ten months before the start of the ensuing financial year, table in the Council the time schedule with key deadlines for the preparation, tabling and approval of the following year’s annual budget, the review of the IDP and budget-related policies, and the consultative processes required in the approval of the budget.

· When preparing the annual budget, take into account the municipality’s IDP, the national budget, provincial budget, the National Government’s fiscal and macro-economic policies, and the annual Division of Revenue Act.

· Take all reasonable steps to ensure that the municipality revises its IDP in line with realistic revenue and expenditure projections for future years.

· Consult the district municipality (if it is a local municipality) and all other local municipalities in the district, and all other local municipalities in the district if it is a district municipality.

· Consult the National Treasury when requested, the Provincial Treasury, and such other provincial and national organs of state as may be prescribed.

· Provide, on request, any budget-related information to the National Treasury, other national and provincial organs of state, and any other municipality affected by the budget.

The Mayor of the municipality must:

· Provide general political guidance over the annual budget process and the priorities that guide the preparation of each budget.

· Co-ordinate the annual revision of the IDP, as well as the preparation of the annual budget, and determine how the IDP is to be taken into account or is to be revised for purposes of such budget.

· Take all reasonable steps to ensure that the Council approves the annual budget before the start of the financial year to which it relates, and that the municipality’s service delivery and budget implementation plan is approved within twenty-eight days after the approval of the budget.

· Ensure that the annual performance agreements for the Municipal Manager and the senior managers of the municipality are linked to measurable performance objectives which are approved with the budget and the service delivery and budget implementation plan.

The Mayor must promptly report to the Council and the MEC for Local Government any delay in tabling the annual budget, approving the service delivery and budget implementation plan or signing the annual performance agreements.

The Mayor must further ensure that the service delivery targets and quarterly performance indicators, and the monthly projections of revenues and expenses in the service delivery and budget implementation plan, are made public not later than fourteen days after these matters have been approved; and that the performance agreements of the Municipal Manager and other senior officials are similarly made public not later than fourteen days after their approval.


	Annually


	Chief Financial Officer


	Yes


	Budgeting Policy



	4.
	Due dates for submission of Budgets by the various sections in the Municipality:

The Chief Financial Officer must receive detailed estimates of draft income and expenditure by the first week of January from the Heads of Sections in the Municipality.


	Annually
	Heads of Section
	Yes
	Budgeting Policy

	5.

5.1
	Review of Budgets:

The draft budgets of individual sections must be reviewed to ensure compliance with budget instructions that have been issued. Heads of Sections who have not complied must be interrogated.


	Annually
	Chief Financial Officer
	Yes
	Budgeting Policy

	6.

6.1

6.2

6.3

6.4

6.5


	Approval of Annual Budgets:

A Municipality must approve its annual      budget before the start of the financial

year to which it relates.

The annual budget of a Municipality is      approved by a decision taken by the Council of the Municipality with a 

supporting vote of a majority of the members of the Council.

If a Municipal Council fails to approve an annual budget by the majority required in terms of 7.2 above, the Council must reconsider the budget and again vote on the budget or an amended version thereof, within 14 days of the meeting that failed to approve the budget.

The provincial executive must intervene in any municipality which has not approved its annual budget by the start of the relevant financial year.  Such intervention must entail the taking of any appropriate steps to ensure a budget is approved, including dissolving the Council and appointing an administrator until a new Council can be elected, and approving a temporary budget until such new Council can adopt a permanent budget for the municipality.  The Section also imposes restrictions on what may be spent in terms of such temporary budget.

Upon approval by Council, the Chief

Financial Officer must submit the budget to the Minister of Finance within a period of fourteen days.


	Annually

Annually

Annually

Periodically

Annually
	Mayor, Council

Council

Council

Mayor

Mayor


	Yes

Yes

Yes

Yes

Yes
	Budgeting Policy

Budgeting Policy

Budgeting Policy

Budgeting Policy

Budgeting Policy



	7.

7.1


	Municipal Adjustments Budget:

A municipality may revise its annual budget by means of an adjustments budget.  

However, a municipality must promptly adjust its budgeted revenues and expenses if a material under-collection of revenues arises or is apparent.  

A municipality may appropriate additional revenues which have become available but only to revise or accelerate spending programmes already budgeted for.

A municipality may in such adjustments budget, and within the prescribed framework, authorise unforeseen and unavoidable expenses on the recommendation of the Mayor. 

A municipality may authorise the utilisation of projected savings on any vote towards spending under another vote.  

Municipalities may also authorise the spending of funds unspent at the end of the previous financial year, where such under-spending could not reasonably have been foreseen at the time the annual budget was approved by the Council.

Only the Mayor of the municipality may table an adjustments budget.  Such budget may be tabled whenever necessary, but limitations on the timing and frequency of such tabling may be prescribed.

An adjustments budget must contain all of the following:

· an explanation of how the adjustments affect the approved annual budget;

· appropriate motivations for material adjustments; and

· an explanation of the impact of any increased spending on the current and future annual budgets.


	Annually


	
	Yes


	Budgeting Policy



	8.
	Monitoring the Budget

The Municipal Manager must prepare monthly variance reports of actual expenditure to budgeted expenditure by vote.

The Municipal Manager must present these reports to Council.

The Mayor must receive the reports and where necessary act upon them.


	Monthly
	Municipal Manager, Chief Financial Officer, Mayor
	Yes
	Budgeting Policy











SALGA









IMFO

SALGA









IMFO


