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GUIDELINES FOR THE MONTHLY DEPARTMENTAL BAS/PERSAL RECONCILIATION

PURPOSE

1.

To provide Accounting Officers and Chief Financial Officers with a framework for
compiling and monitoring the monthly reconciliation of transactions between the Basic
Accounting System (BAS) and the Personnel and Salary Administration system
(PERSAL), that will form part of the monthly IYM reporting.

BACKGROUND

2.

Chapter 5 of the PFMA (Act 1 of 1999) prescribes the responsibilities of Accounting
Officers in respect of financial reporting. Section 40(4)(c) requires that departments
must, within 15 days of each month, submit to the Provincial Treasury and the
executive authority responsible for that department, information for that month which
inter alia includes:

* The IYM information for that month, including the reporting on the management of

financial transactions.
* Accurate recording and monthly control of salary and related expenditure

fransactions.

GUIDELINES FOR COMPILING AND SUBMITTING THE MONTHLY BAS/PERSAL

RECONCILIATION

3. All personnel expenditure transactions should be captured on PERSAL in order to
ensure efficient control over the management of salary and related expenditure.

4. Departments may only, in exceptional cases, pay personnel expenditure on BAS or via
the Beneficiary (direct transfer) payment system of the official banker. Departments
must ensure that all Beneficiary payments are updated on PERSAL on a daily basis by
using PERSAL Function #5.3.8 (Manually Issued Warrant Voucher).

5. On a monthly basis, personnel expenditure captured on PERSAL must be reconciled
against the personnel expenditure recorded on BAS.

6. An Excel tool was developed and made available to all departments by the Directorate:

Supporting and Interlinked Financial Systems within the Provincial Treasury 1o assist
departments with the monthly BAS/PERSAL reconciliation.

Itis essential that clearance of PERSAL exceptions on BAS be done on a daily basis.
The reconcifiation certificate must be based on the BAS month-end closure, for a

reporting month e.g. May 2008 (BAS month-end: 10/06/2008).



REQUIRED

9. The attached (Annexure A} BAS/PERSAL reconciliation certificate and detail break
down of differences(Annexure A1) must be completed and forwarded to the
Directorate: Accounting within Provincial Treasury as part of the month-end IYM
Compliance reporting from June 2008 in respect of May 2008 in terms of Provincial
Treasury Circular 18/2008, as amended.

ENQUIRIES

10. Any further enquiries in this regard may be directed to Shaun Manue! at telephone:
(021) 483-6600 or Henri du Toit at telephone: (021) 483-3023.

TC ARENDSE
PROVINCIAL ACCOUNTANT - GENERAL
DATE: 1 ?u\t TANINNY



Annexure A

BAS/PERSAL RECONGILIATION CERTIFICATE

DEPARTMENT:

Month:

The Head of Treasury,

Expenditure on PERSAL and BAS has been reconciled for the month:

follows:

Compiled by:
Date:

Approved by;

Date;

Monthly reconciliation between PERSAL and BAS

PERSAL

Amount

BAS

Amount

1. TOTAL FOR THE MONTH

Plus/minus:

2. Manual BAS transactions

3. Manual BAS rectifications

TOTAL

1. TOTAL BAS INTERFACES

Plus/minus:

2. PERSAL exceptions: Current month

3. PERSAL exceptions: Pravious month

TOTAL

Accumulative difference between PERSAL and BAS as at:

4. Accumulative Total: PERSAL

Annexure Al Accumuiative DIFFERENCE IN INTERFAGE

4. Accummulative Total: BAS

CERTIFICATE

| certify that the accumulative differences and recorded trans

recorded as reflected in Annexure Al

Chief Financial Officer/Delegated Official;

Date:

actions on BAS and PERSAL have been




Annexure A1

Detail Breakdown : Accumulative DIFFERENCE IN INTEREACE

1. COMPENSATION OF EMPLOYEES

ltem Deseription

Amount (R}

Comments

2. GOODS AND SERVICES {e.g T&S Expenditures and T*S Allowances)

Item Description

Amount (R)

Comments

3. TRANSFER AND SUBSIDIES (e.g Leave Gratuity and Severage package payments)

Iltem Description

Amount (R)

Comments




