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1.4

SUPPLY CHAIN MANAGEMENT (SCM): IMPLEMENTATION OF CHAPTER 16A
OF THE PROVINCIAL TREASURY INSTRUCTIONS (PTis): ISSUING OF
TRANSACTION CHECKLISTS AND RELATED TEMPLATES

BACKGROUND

The Provincial Treasury Instructions (PTis), Chapiers 16A &16B were issued on 30
March 2012 and became effective as of 1 Aprit 2012. The issuing of the PTl's
was the first step in strengthening compliance and accountability in respect of
SCM within the Western Cape Government (WCG). The subseguent step will be
to deveiop bespoke deparimental SCM policy requirements and standard

operating procedures.

Implementation of the PTI's is driven by the Provincial Treasury in conjunction
with the support of ihe Provincial SCM Focus Group which is represented by

SCM Heads of ali departments.

Implementation dates have been set for Insfructions that could not be
implemented as of 1 Aprl 2012 in an implementaiion schedule that
accompanied the issued PHs. in ferms of the implemeniation schedule the

following must be implemenied by instituiions by 1 August 2012:

PTi REQUIREMENT

6.2.1 Transaction checklisis which record dall actions fo be
performed from the initiation of a request for specific goods or
services to the final authorisation of the payment.

6.2.3 Procurement templates that supporis the various forms of
procurement identified in par 5.2 of the PTi's
6.3.1 Report by the SCM: Head, via the CFO, fo the accouniing

officer or accounting authority. Such report ic be submitied
within 15 working days after the end of each month and
should contain  information on  procurement ifransactions
during the month.

In tferms of PTI 16A: Parté, Paragraph é.2.4 and 6.3.4 the Provincial Treasury must

prescribe the format and content of fthe fransaction checklists and



2.2

2.3

procurement femplafes as well as the format of the monthly report,

respectively.

TRANSACTION CHECKLISTS

The following checkists were developed and work-shopped with the Provincial
SCM Focus Group(attached hereto marked “Annexure A"):
(a}] Transaction checklist for orders; and

(b}  Transaction checkiist for payments.
Rationale for introducing transaction checklists

It has been reported via both internal cudit and Auditor-General reports that
institutions do not have all required documents on file when payment batches
are gudited. This has been highlighted as a lack of internal control at institutions
in respect of the acquisition and payment of goods and services. At worst this
may lead to a limitation of scope during audits and have an adverse effect on

the financial maturity of instifutions.

Transaction checklists are control mechanisms and its purpoese is o ensure that
alf necessary requirements/rules are being adhered fo before institufions
commit themselves to the issuing of orders or the payment of invoices. They are
aiso instrumentai in enforcing good governance principles that will cid in the
change in behaviour towards stricter complionce and in improving the level of

financial matfurity.

The format and content of the prescribed transaction checklists are the
minimum requirements and Institutions may adapt the checklists fo suit its
specific business processes, which inciude incorporating additional information

and / reguirements as needed.
Transaction checldist for orders

The transaction checklist for orders was deveioped for the electronic logistical

system environment, whether utilized fransversally or in - house, by insfitutions.
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3.2

3.3

Institutions attention is drawn to PTH 16A: Parté, Paragraph 8.4.5 (a) that requires
accounting officers or accounting authorities to ensure “that all goods or
services are procured and accounted for on the relevant electronic logistical

system.”

An order checklist has 1o be completed for each order made. Given that an
order may include various requisitions, the checklist must cover all the

requisitions attached to that specific order.

The crder checklist is not applicable when requisitioning items from sfores sfock.
It should only be implemenied for the replenishment of stores stock and the
procurement of non-stock goods or services as well as the procurement of

minor and major assefts.
Transaction checklist for payments

This checklist must be used for all payments of goods, services and works. In the
case of order exempted payments [municipal services, felecommunication
services, etc.}, that are not procured and accounted for on the relevant
logistical system, institutions should retain the status quo untit a further directive

is issued in this regard by the Provincial Treasury.

PROCUREMENT TEMPLATES

The following procurement tempiates were developed:

{a) Template for Informal guotafions (for purchases from R2001.00 -
R10 000.C0){attached hereto marked “Annexure B"}); and

(b) Template for formal quotatlions (for purchases from RI10001.00 -
R50C 000.0C }(attached hereto marked “Annexure C")

An excel version of the procurement templates will be provided upon request.

1 must be noted that templates for limited and competitive bidding will be

issued at o latfer stage.
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3.5

Rationdle for infroducing the procurement templates

The abovemeniioned femplaies have been deveioped to ensure thot
institutions adhere o the minimum reguirements set by the National Treasury for
all purchases to the value of R5CG 000.C0.

These requirements are fragmenied across various documents and are often
missed / overlooked by institutions when awarding contracts. The checklists
issued have been designed to bring fogether all of these requirements into one
document and incorporate checks and balances to ensure that fransparency

and fairness within the WCG procurement environment prevails.
Implementation of procurement femplates

Various instifutions have set its threshold value for procurement via the
integrated Procurement Solution below R500 000.00 in order to manage its own
internal risks. As a result, procurement needs that could be addressed via a less
cumbersome process have to follow the longer rule-driven competitive bidding
route.  Risk  mitigating measures such as  the infroduction  of
quotafion/adiudication committees, where Accounting Officers/Authorities of

institutions wish to increase this threshold fo R500 000.60 has been provided for.

Where institufions’ threshold values have dlready been raised to R500 000.00,
the introduction of the procurement fempiaies and  possibly
guotation/adjudication committees will strengthen control. Where insfitutions
have not yet raised the threshold values, the revision of SCM delegations, in

addition to the above, will be necessary.,

Templates must be implemented as from 1 August 2012 but not later than
1 September 2012 to make provision for depariments that have decentralised
offices as well as departments that need to amend its delegations. Institutions

can adapt the templates in accordance with institutional arrangements.
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5.1

6.1

FORMAT OF MONTHLY REPORTS

As required in terms of PTI 16A: Parté, Paragraph 6.3.4, the Provincial Treasury
has developed the format of the monthiy report {attached hereto marked

“Annexure D).

The content of the report includes the requirements as set out in PT 16A: Parté,
Paragrapnh 6.3.2 as well as other information which may be prescribed by the

Provincial Treasury in terms of PTI 16A: Parié, Paragraph 6.3.2 {g).

The first report should be submitted to the accounting officer or accounting
authority by 15 September 2012 for the month of August 2012.

The report also provides for the submission of certain information only on a
quarterly basis. The first report containing quarterly information should be

submitted on 15 November 2012 and theredafter on a quarterly basis.
DISTRIBUTION OF iNFORMATION/ﬂOCUMENTS

Accounting offers or accounting authorities must ensure that the content of this
circular and the attached Annexures A to D are brought to the atiention of alf

relevant staff under their control.
ENQUIRIES
Any gueries in this regard may be directed fo:

The Director: Provincial and Local Government Supply Chain Management
Nadia Ebrahim
Tel: (021) 483 4748

Email: Nadic. Ebrahim@westemcape.gov.zo

S. N EBRAHIM

SENIOR MANAGER: PROVINCIAL GOVERNMENT SCM
DATE: 2% /07 f20/2



