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GUIDELINES: 2015/16 BOOK CLOSURE AND ANNUAL FINANCIAL STATEMENTS

PURPOSE

1. To provide Accounting Officers/Authorities and Chief Financial Officers of
Departments and Entities with guidelines pertaining to the book-closure process and

the compilation of the annual financial statements for the 2015/16 financial year.

2. This circular replaces Treasury Circular 9 of 2015 dated 12 March 2015, in its entirety.

BACKGROUND

3. In order to ensure synergy with the annual financial statement process and the
annual reporting process it is imperative that Departments as well as Trading Entities
that are reliant on BAS, read this Circular in conjunction with BAS notice number 1 of

2016, Guidelines for the Financial Year-end Closure: 2015/16 (Annexure 1) and the



National Treasury Circular: Financial Year End Procedures, Closure and Submission
Date for All Public Finance Management Act (PFMA) Compliant institutions dated 19
February 2016 (Annexure 2) also available on NT OAG website.

4. Departments should note that the 2015/16 financial year reporting framework on
the annual financial statements is covered by the updated Modified Cash
Standard (MCS) with Guidance provided in the Accounting Manual for
Departments (AMD) and Specimen AFS. In October 2015 National Treasury issued
the MCS, AMD and Specimen AFS for comment. The updated MCS, AMD and
Specimen AFS were published in December 2015.

5. Further updates were made by National Treasury on the MCS and Specimen AFS as
published in March 2016. The latest information applicable to the 2015/16 AFS is
available on the NT OAG Website: Office of the Accountant-General > Publications
> 01. Annual Financial Statements > 03. For Prov. And Nat. Departments > GRAP for
National and Provincial Departments.

6. Any further changes and developments on the MCS, AMD and Specimen AFS will

be communicated to departments.

LEGAL FRAMEWORK

/. The following sections of the Public Finance Management Act 1999 (Act 1 of 1999)
(PFMA) and corresponding Treasury Regulations apply to the compilation of Annual

Financial Statements (AFS) and should be noted:

Section 38 (1)(f) of Public Finance Management Act 1999 (Act 1 of 1999) (PFMA)
requires that the accounting officer for a department, trading entity or constitutional
institution must settle any contractual obligations and pay all money owing,

including intergovernmental claims within the prescribed or agreed period.
In terms of Treasury Regulation 8.2.3: “Unless determined otherwise in a contract or

other agreement, all payments due to creditors must be settled within 30 days from

receipt of an invoice, or in case of civil claims, from the date of settlement or court

judgement.”



Furthermore, Treasury Regulation 17.1.2(b) prescribes that; “amounts included in
clearing accounts or suspense accounts are cleared and correctly allocated to the

relevant cost centres on a monthly basis.”
Section 40: Accounting Officer's reporting responsibilities
Section 55: Public Entities: Annual report and financial statements
Treasury Regulation 18.2: Annual Financial Statements

Treasury Regulation 18.4: Additional annual reporting requirements for departments

controlling trading entities and public entities

DEPARTMENTS

BOOK-CLOSURE REQUIREMENTS

8.1

8.2

8.3

Accounting transactions pertaining to the 2015/16 financial year must be accounted

for in the correct financial year. The following requires particular attention:
BAS and LOGIS EBT payments and receipts

The settlement date for payments against the current financial year's budget must
be no later than 31 March 2016. Payments with a settlement date after 31 March

2016 will only be posted in the new financial year.

It is strongly recommended that the last payments in respect of 2015/16 financial
year for BAS and LOGIS be captured and approved by 24 March 2016 and
payments thereafter up to 31 March 2016 should be the exception rather than the

rule. This is to prevent any bottle necks or risks of payments not being processed.
Deferred payments

To improve the accuracy of information in the 2015/16 annual financial statements,
deferred payments should be avoided and it is thus imperative o note that Section
38 (1) [f) of Public Finance Management Act 1999 (Act 1 of 1999) (PFMA) requires
that the accounting officer for a department, trading entity or constitutional
institution must settle any contractual obligations and pay all money owing,

including intergovernmental claims within the prescribed or agreed period.



8.4

8.5

8.6

8.7

8.8

Deposits

Monies received and receipted on the last working day of the financial year, i.e. 31
March 2016, must be banked on the same day. BAS manual receipts must be issued
in respect of monies received after banking hours on 31 March 2016 and must be
dated 1 April 2016. The words “Received after banking hours” must be endorsed on
such receipts for audit purposes. These receipts must be banked on 1 April 2016 and

captured on BAS.
Petty cash expenditure

All petty cash expenditure up to 31 March 2014 and especially reimbursements by

means of payment advices must be accounted for during March 2016.
Accounting month March (03) Transactions

It is imperative that the correct accounting month is used at all fimes, when
fransactions in respect of the 2015/16 financial year are being processed.
Departments should also ensure that the necessary control measures are in place to
avoid the processing of any 2015/16 payment transactions in accounting month
April (04).

Inter- departmental balances

Departments are urged to clear all inter — departmental balances before year - end.
When a claim has been settled and the receipt accounted for after 1 April 2016, an
explanatory note must be included in the relevant annexure in terms of PT Circular 42
of 2013 dated 20 November 2013.

The schedule below reflects the final setilement dates for payments:

r Payment type Payment Date
BAS and LOGIS 31 March 2016
EBT'S
PERSAL All PERSAL runs
will be paid by
31 March 2016

NB: Departments are strongly advised not to delay capturing of payments until 31



March 2016 as this may cause a system overload.

8.9 The date set by National Treasury for final book-closure for the 2015/16 financial year

on BAS is 29 April 2016.

NB: Departments that fail to close before 16h00 on 29 April 2014 will be force-closed

and will not be able to log into BAS the next working day.
FINANCIAL YEAR-END PROCEDURES

9.  The checklist provided in paragraph 5 of BAS Notice 1 of 2015/16 (Annexure 1) serves
as guidelines to assist departments to successfully close the 2015/16 financial year

within the set target dates.

Asset and liability accounts

10. Every attempt must be made to follow-up and clear outstanding amounts currently
in the asset and liability accounts. Annexure 1 appended to BAS Notice 1 of 2015/16
contains the accounts that must/preferably have a zero balance at financial year-
end.
Year-end procedures

11. The following procedures should be strictlly adhered to on the day departments
close their financial year:

11.1 Request two trial balances (totals on Fund 2, Item 3, ltem é and ltem 11) as at 31
March 2016 (one immediate and one deferred) after capturing and authorising the

month closure, but before the year-end bafch run.

11.2 Please remember to request all departmental-specific reports (i.e. trial balances)
before capturing the month closure on BAS (Reports must be requested

“immediate” to reflect the accounts before closure).
PERSAL RELATED REPORTS

12. NB: All departments have the functionality on PERSAL to draw all PERSAL reports to
compile the AFS as at 31 March.



Report

Report Name Purpose Note
no.
To compile: - .
) 711.12 Information
State Contingent o )
being
Guarantee Liabilities: as at 3] .
s b supplied by
iability ousin
. March Nedbank.
Guarantees
All lLeave forms
must be
_ 7.11.13 submitted to CSC
Leave in Employee o
\ benefits: L by the 18" March
monetary enefits: Leave
| — as af 31 2016 to update all
value entitlemen
March leave records on
PERSAL (Capped
leave included).
XX7013
that
should
Developed by PT
XX7013 for be used
) Systems and  will
leave Leave in
) be made
captured captured early conjunc )
_ . available to
early and and late. tion with
departments by &
late. the
May 2016.
PERSAL
report
Z11.13.
Service Bonus Employee 7.11.14
Liability benefits:
as at 31




13th cheque March
- ] Ey CSC to make |
Key [
Management XX1015 Qe
Management T information  to
Personnel Salerias as af 31 departments  to
March be signed off by
the AO.

ife2 Ny

12.2

12.3

12.4

125

CSC will forward a list of all Key Management personnel of departments via PT that
must be confirmed by the Accounting Officers of the respective department.
Information on PERSAL Report xx1015 will be updated and made available to

departments.

The CSC will confirm by 15 April 2016 that all leave forms received by 18 March 2014

has been captured.

Information on Compensation of Employees: Internships will be provided fo

departments by CSC.

Departments to draw Report SR 0031 as at 29 Apiril for all payments related to March
that was paid in April. Departments should note that information not captured as at

29 April will not be reflected on this report.

The Departments of Health and Education must request the prescribed reports on

contingent liabilities and employee benefit provisions from PERSAL on 31 March 2016.

PROCEDURES FOR POST FINANCIAL YEAR-END CLOSURE

13.

13.1

The following procedures should be executed after the departments have closed
the financial year:

Departments should verify that the financial year-end closure-batch did process the
trial balance report. This report should be kept safely as it would be cleared from the
report log on BAS after a period of one week, and is required for the compilation of

your AFS.



13.2 Additional reports required for compiling the AFS include, inter alia debtor's reports,

detail reports on expenditure and revenue, etc. as at 31 March 2016 that should be

requested as soon as the closure of the financial year is authorised.

13.3 If the net results of the financial year-end are not as follows, contact the Provincial

Treasury BAS User Support:

. All EXPENDITURE (Payment) accounts must have a zero (0) balance;

. All REVENUE (Receipt) accounts must have a zero (0) balance;

s The General Account of Fund/Vote account must have a zero (0) balance;
and

o The General Account of Revenue account must have a zero (0) balance.

FINAL AUDIT CLOSURE

14.

14.1

Once the Auditor-General of South Africa’s report has been received and all
adjustment journals (if applicable) have been captured, the Period Opening and
Closing functionality in BAS must be used to finally close (audit closure) the financial

year.

Important to note that each Department is requested to submit to the Provincial
Treasury: Provincial Government Accounting and Compliance a confirmation letter

certifying that the accounting month for March (03) has been finally closed on BAS.

ANNUAL FINANCIAL STATEMENTS (AFS)

L&

16.

LOGIS Reports

The LOGIS Financial Year-end 2015/16 Preparation Plan, Action Plan and Checklist is
available on the LOGIS Website http://logis.pwv.gov.za/logisweb/

Procedures > Business Support > Functional > Year End, (see Annexure 3).

It is recommended that Departments compile manual reconciliations on opening
and closing balances for major assets, minor assets and inventory based on the

available LOGIS reports (see Annexure 4).

Please take note of the reporting requirements of Annexure 6 of the AFS template
2015/16 with regard to the weighted average price variance. This variance

adjustment must be added to the adjustments total (value).



19.

20

2l

Comparative figures (2014/15)

If necessary, comparative (2014/15) figures must be restated to conform to changes
in the presentation of the 2015/16 AFS as prescribed in the “"Modified Cash Standard
and Accounting Manual for Departments” 2015/16. The Provincial Treasury
Directorate: Provincial Government Accounting and Compliance requests
departments and entities to submit their comparative AFS information as loaded on
the 2015/16 AFS template before or on 15 April 2016 (Electronic copy of Excel
template) The Provincial Treasury Directorate: Provincial Government Accounting
and Compliance will check the comparative AFS information of departments
against the published AFS to identified changes or discrepancies to the AFS

comparatives submitted.
Audit Working File

As conveyed in PT Circular 9 /2016, dated March 2016, it is important that an Audit
Infformation File be made available for audit purposes. The necessary
working/supporting documentation, BAS, LOGIS, PERSAL and other reports and

calculations must be available for audit purposes.
Submission of AFS

Information presented in the AFS must be reviewed by the CFO against the
relevant supporting documentation and comply with the Modified Cash Standard
and in line with the accounting policies included in the 2015/16 AFS Word
Specimen. In order to prevent material misstatements, the supporting information
used must be reviewed by the CFO to ensure full and proper disclosure of
information.

The Modified Cash Standard, Accounting Manual for Departments, prescribed
formats in MS Word, Excel templates, MS Word, Excel templates and any macros
issued for the preparation of the 2015/16 AFS for departments is made available on

the National Treasury website: https://oag.treasury.gov.za/Publications/Annual

Financial Statements/National and Provincial Departments.

Please note that the formats {lay-out, sequence, headings, efc.) of the statements
as presented in the MS Word Specimen cannot be altered. If a note on the Excel
template has nil balance, it will not appear when printed. For assistance in this
regard refer to the Guide on the Completion of the AFS template on the NT OAG

10



22,

23.

24,

25,

website.
Irregular expenditure

Departments and Trading/Public Entities are required to apply the Modified Cash
Standard (MCS) and the Chapter on Unauthorised, Iregular, Fruitless and Wasteful
Expenditure in the Accounting Manual for Departments (AMD) read with the
Updated Guideline on Irregular Expenditure (April 2015) for the Principles as well as

the Procedures of recording the iregular expenditure.
Preview of AFS

In order to improve the quality of information in the 2015/16 AFS, the Provincial
Treasury Directorate: Provincial Government Accounting and Compliance requests
departments to submit an electronic copy of their AFS before or on Wednesday, 18
May 2016, in Excel format. A combined AFS review session with departments will be
conducted to discuss and resolve the AFS issues for 2015/16. The Provincial Treasury
Directorate: Provincial Government Accounting and Compliance will conduct g

preview and provide feedback before the final submission date of 31 May 2016.
Submission to the AGSA and PT (Unaudited)

On Tuesday, 31 May 2016, departments must submit their unaudited AFS to the
Auditor-General and to the Provincial Treasury in both Excel and Word formats.
Departments are required to submit to Provincial Treasury:

» Confirmation certificate signed by the AO;

» 5 hard copies (Word),

e Electronic copy of Excel & Word on CD

Submission to PT (Audited)

On Friday, 29 July 2016, departments must submit their audited AFS to the Provincial
Treasury in both Excel and Word formats. Departments are required to submit to
Provincial Treasury:

» Confirmation certificate signed by the AO;

5 hard copies (Word stamped by AGSA),

e Electronic copy of Excel & Word on CD

e External confirmation certificate from AGSA to confirm review of AFS excel



26.

27,

template.

Exemption

Any request for exemption from the Modified Cash Standard must please be
directed to the PT Provincial Accountant General, for the attention of Mr H du Toit.

Audit Process

Departments and Trading/Public Entities are urged to correct immaterial

misstatements in the AFS as these may impact on the consolidated AFS of

departments and enfities.

Departments requesting assistance on accounting and/or audit issues must address

them to PT.helpme@westerncape.gov.za

TRADING/PUBLIC ENTITIES

ANNUAL FINANCIAL STATEMENTS

28.

27,

The Annual Financial Statements of Trading/Public Entities must be prepared in terms
of the applicable GRAP Reporting Framework for 2015/16. This is contained in
Directive 5 determining the GRAP Reporting Framework issued by the Accounting
Standards Board, as well as reporting requirements and guidance as issued by the
National Treasury. Directive 5 outlines the list of standards and other
pronouncements that must be applied by entities in preparing their financial
statements. The appendices to Directive 5 outline the specific Standards and
pronouncements to be applied by Entities for a particular reporting period. It, inter
alia includes the Standards of GRAP which were revised as well as the IGRAPs that
must be complied with. These documents are available on the ASB website:
http://www.asb.co.za.

A combined AFS review session with trading/public entities will be conducted during
the first week of May 2016 to discuss and resolve the AFS issues for 2015/16. In order
to improve the quality of information in the 2015/16 AFS, the Provincial Treasury
Directorate: Provincial Government Accounting and Compliance requests Entities to
submit their AFS in an electronic copy (Excel) and Word before or on Wednesday, 18
May 201é. The Provincial Treasury, Directorate: Provincial Government Accounting
and Compliance will conduct a preview and provide feedback before the final

submission date of 31 May 2016.



30.

31.

Submission to the AGSA and PT (Unaudited)

On Tuesday, 31 May 2016, entities must submit their unaudited AFS to the Auditor-
General and to the Provincial Treasury in both Excel and Word formats. Entities are
required to submit to Provincial Treasury:

» Confirmation certificate signed by the AO;

* 5hard copies (Word stamped by AGSA),

e Electronic copy of Excel & Word on CD

Submission to PT (Audited)

On Friday, 29 July 2016, entities must submit their audited AFS to the Provincial
Treasury in both Excel and Word formats. Entities are required to submit to Provincial
Treasury:

» Confirmation certificate signed by the AO:

* 5 hard copies (Word stamped by AGSA),

e Electronic copy of Excel & Word on CD

* External confirmation certificate from AGSA to confirm review of AFS excel

template.

IMPORTANT DATES

32.

The following table presents a summary of important dates that departments and

entities must adhere to:

Action Date Paragraph Reporting
authority
reference
Last payment date for | 24 March 2016 | 6.2 Departments
BAS and LOGIS
payments.
Settlement  date  for | 31 March 2016 | 6.1 Departments

current payments.

BAS and LOGIS EBT’S. 31 March 2016 | 6.8 Departments

PERSAL last run. Up to 18 | 6.8 Departments

13



March 2016

Final book-closure date | 29 April 2016 | 6.9 Departments

on BAS. before 16h00.

Request two trial | 31 March 2016 | 9.1 Departments

balances.

Request PERSAL reports. As at 31| 10.1 Departments
March 2016

Health and Education | 31 March 2016 | 10.5 Departments

request reports on

contingent liabilities and

employee benefits on

PERSAL.

Submit confirmation | After audit has | 12.1 PT: PG Accounting

letter certifying | been finalized. and Compliance

accounting month

March (03) closed on

BAS.

Submit comparative AFS | 31 March 2016 | 15 PT.: PG Accounting

information and Compliance

(Departments and

entifies).

Submit  full  set of | 18 May 2016 21 PT. PG Accounting

provisional AFS and Compliance

(Departments and

entities) for review.

Submit full set of final AFS | 31 May 2016 2 PT: PG Accounting

(Departments and

entities).

and Compliance




Submit full set of final AFS | 31 May 2016 23 Auditor-General
(Departments and
entities).

PT OFFICIALS

33.

The following officials may be contacted for assistance during this process:

Telepho
Department/Entity Name ne e-mail address
number

Education Shaun 483- Shaun.Manuel@w
Economic Manuel 6600 esterncape.
Development and gov.za
Tourism
Wesgro
Health Neil 483- Neil.schippers@w
Liquor Authority Schippers 8666 esterncape.

gov.za
TPW Yolanda 483- Yolanda.sclomons
GMT Solomons 6415 @  westerncape,
Provincial Revenue qov.za
Fund
Provincial Treasury
WCGRB
Provincial Luthando 483- Luthando.botsho
Parliament Botshoban 3884 bana@westernca
Cultural Affairs and a pe.gov.za

Sport
Cultural Commission

Language

15




Commission

Heritage

Premier Boniswa 483- Boniswa.Lurwayi

Environmenj’g| LUMOYi 8835 @WeSTernCODe

Affairs & -gov.zd

Development

Planning

Cape Nature

Agriculture Loyiso Loyiso.Faniso@

Casidra Faniso westerncape.gov

Community Safety Zd

Social Development

Human Setftlements Aslam aslam.abrahams

Local Government Abrahams @

WC HDF westerncape.gov
el

34. Departments should ensure that public entities and trading entities under their
control comply with the prescripts regarding Annual Reports and Annual Financial

Statements.

Your co-operation in this regard would be highly appreciated.

Qv\lé’ et
PROVINCIAL ACCOUNTANT-GENERAL

DATE: >y ®™wevw o



national treasury

Department:
National Treasury
REPUBLIC OF SOUTH AFRICA

Enquiries: T.G. Kruger Ref: S825/00/6 Tel: (012) 657 4043 Fax: (012) 657 4020

Date: 20 January 2016

TO: BAS SYSTEM CONTROLLERS

GUIDELINES FOR FINANCIAL YEAR-END CLOSURE: 2015/2016

I. The objective of this document is to provide Departments with a guideline for

Financial Year-end closure.

!\.}

The target date set by National Treasury (Refer to the Instruction Note 1 of

2016/2017) for the closure of the 2015/16 financial year is 29 April 2016.

3. In order to comply with Paragraph 17.1 of the Treasury Regulations and Section
40(1) (a) of the PFMA, departments must timeously clear control (suspense) accounts
and exceptions.

4. Year-end requests should be logged as soon as possible but not later than 12 working

days before your proposed closure date, in order for requests to be prioritized and

resolved before the force closure date.

5. The following checklist serves as a guidelines to assist departments to successfully
close the 2015/16 financial year within the set target date:

General FYE Checklist Tick box
Al interface exceptions must be cleared before closing the year, especially category
G deductions.

All control (suspense) accounts must be cleared prior to the financial year-end
in accordance with the rules as per Annexure A.




Departments must timeously reconcile the bank statement balances with the bank
balance according to the general ledger as at 31 March 2016.

Departments must timeously ensure that ex-gratia payments and write-off
transactions are properly approved and recorded. Debt write-off transactions cannot
be captured after the financial year-end closure.

Budget opening journals must be reconciled against the available budget.

Exchequer releases (fund requisitions) must be reconciled and properly recorded.

Ensure that all financial transactions on the Outstanding Transaction Report are
cleared before the Financial year-end. Including duplicate interface payments that
need to be authorised or cancelled.

Settlement date for payments against the current financial year’s budget must be
no later than 31 March 2016. Payments with a settlement (selected) date after 31
March 2016 will be posted in the new financial year (2016/2017).

Prepare and forward financial year-end mappings for Donor-, Trading- and Trust
Funds etc. to LOGIK Contact Center for capturing as per Annexure B no later than

18 March 2016.

Maintain parameter 241 with the group e-mail address to ensure that your error
messages are being received at the LOGIK Contact Center,

Clear all errors as per FYE-mail before the financial year-end. (See Annexure D for
Solutions).

BANK ADJUSTMENT ACC: DOM must only contain erroneous bank transactions.

Ensure that all the Unpaid /Recalls have been cleared prior to closure.

6. The following process should be followed for Financial Year End closure:

T Departments that are ready to close the financial year may do so any date before
the Force Closure date;

T It is no longer necessary for Departments to log a request for BAS Business
Support Team to have the Period Opening & Closing (POC) client bound to the
department’s database. All departments will be bound before the proposed closure
date, and they can close when they are ready;

1 1t will no longer be necessary for departments to log a second request on the day
of the financial year end closure indicating the time they are ready to close their
financial vear;

O A request can be logged if departments require assistance with the financial year
end closure;

{1 The Departments that do not manage to close before 16h00 on 29 April 2016 will

be force closed;

0] Once the financial year end Trial Balances (totals on Fund 2, Item 2, Item 3,

Item 6 and Ttem 11) has been requested, there is no need to provide the request

& user ids to the Business Support Team. Departments are responsible for

requesting relevant Trial Balances that they will use a day after the financial year

end closure to ensure the year-end transactions posted correctly:

It will no longer be necessary to bring all users down after a department has

closed its financial vear;

I



[0 Departments will no longer be required to send the sign off documents to the
BAS LOGIK Contact Centre.

7. The following process should be followed after the Department has closed the
Financial Year:

O The day after the Department has closed the financial year, reconciliation should
be done between the “Immediate” (before image) and “Deferred” (after image)

Trial Balances.

8. Final Audit

o Once the Auditor’s report has been received and all adjustment journals (if
applicable) have been captured, the Period Opening and Closing functionality in BAS
must be used to finally close (audit closure) the financial year.

o Please note that the Department will not be able to close the financial year
2015/16 if the previous financial year, 2014/2015, has not been final audit closed.

NB: - After the final closure, no further adjustment journals will be allowed.
- Departments must ensure that the Annual Financial Statement reconcile
with the relevant account balances as per the BAS Trial Balance and other

relevant reports.

9. The Departments must inform LOGIK Contact Centre of the proposed closure dates
by 11 March 2016, as it will allow sufficient time to verify and assist departments
that experience problems before and during final-closure.

Your co-operation in this regard will be appreciated.

Y
K

GILLILAND
DIRECTOR: OPERATIONS AND IMPLEMENTATION
DATE: ;‘?f//ﬁ/’ ‘/Zc.'/'é/



ANNEXURE A

ACCOUNTS THAT MUST/ PREFERABLY HAVE A ZERO BALANCE AT FINANCIAL YEAR-

END
Item (Description of Account) Segment Period Must Preferably have u
Detail End have a zere balance at year
Number Balance zero end
not balance
Allowed | at year
L end
ALLOC INVALID CAN BEFORE DIST:CL 2858 N X ]
BANK EXCEPTION ACC:DOM 3961 Y X
BAS CREDIT TRANSFERS:DOM 4194 N X
BAS EBT CONTROL:DOM 4196 N X
CANCEL CHEQUE/RE-ISSUE(PERS) 3911 N X
CONVERSION FMS DEBT:CL 396 Y X
CONVERSION:ACCOUNT:CL 409 Y X
CONVERSION:BANK ACCOUNT:CL 378 Y X
CONVERSION:CHEQUES PAYABLE:CL 379 Y X
CONVERSION:DEBT:CL 397 Y X
CONVERSION:DEPOSIT ACCOUNT:CL 382 Y X
CONVERSION:EBT REJECTION ACC:CL 383 Y X
CONVERSION:EBT'S:CL 384 Y X
CONVERSION:EXCEPTION
ACCOUNT:CL 385 Y X
CONVERSION:EXCHEQUER GRNT
ACC:CL 386 Y X
CONVERSION:EXPENDITURE:CL 387 Y X
CONVERSION:GEN ACC FUND/VOTE:CL 388 Y X
CONVERSION:M/F DIFFERENCE-ONE:CL 389 Y X
CONVERSION:M/F DIFFERENCE-
TWO:CL 390 Y X
CONVERSION:OUTSTANDING
PYMNTS:CL 391 . Y X
CONVERSION:RECEIPT CONTROL:CL 392 Y X
CONVERSION:RECEPT DEPSIT CTRL:CL 393 ¥ X
CONVERSION:REVENUE ACCRL ACC:CL 394 Y X
CONVERSION:REVENUE:CL 395 Y X
CONVRT: RECEIPT PENDING CNTRL 404 Y X
CONVRT: UNPAID CHEQUE/RE-ISSUE 408 Y X
CONVRT:BANK ADJUSTMENT
ACC:DOM 398 Y X
CONVRT:BAS CREDIT TRANSFERS:DOM 399 Y X
CONVRT:GRV DISCOUNT VARIANCE:CL 400 Y X
CONVRT:GRY OVERPAID VARIANCE:CL 401 Y X




Item (Description of Account) Segment | Period Must Preferably have a
Detail End have a zero balance at year
Number Balance zero end
not | balance
Allowed | at year
|end
CONVRT:GRV SUSPENSE:CL 402 Y X
CONVRT:RECEIPT EXCEPTIONS:DOM 403 Y X
CONVRT:TEL ERRONEOU INTERF
ACC:C 405 Y X
CONVRT:TEL EXCEPTION ACC:CL 406 Y X
CONVRT:UNP/RC BAS EBT CNTR ACC 407 Y X
CREDIT NOTE CANCELLATION:DOM 3008 N X
DEBIT ORDER CONTROL ACCOUNT:CL 2871 N X
DEBIT ORDER EXCEPTION
ACCOUNT:CL 2873 N X
DEBIT ORDER TRANSFER ACC 3923 N X
DEBT RECEIPT CONTROL:CA 2956 Y X
DEBT SUSPENSE:CA 2959 Y X
DEBT TRANSFER:CA 2960 Y X
DISALL DISHONOURED CHEQUES:CA 3856 N X
DISALLOWANCE MISCELLANEOUS:CA 3857 N X
EBT REJECTION ACC:DOM 3009 N X
ERRONEQUS PERS CHEQUE CANCEL 3912 Y X
FUND REQUISITION ACCOUNT:DOM 1253 N X
GRV DISCOUNT VARIANCE:CL 2859 Y X
GRV OVERPAID VARIANCE:CL 2860 Y X
GRV SUSPENSE:CL 2861 N X
INTER RESPONS CLEARING ACC:CL 2875 Y X
PERSAL CREDIT TRANSFER:DOM 4195 N X
PMG SCHEDULES: DOM 4193 N X
PRIVATE TELEPHONE.CA 3860 N X
RECEIPT CONTROL ACCOUNT:DOM 3003 N X
RECEIPT DEPOSIT CONTROL:DOM 3004 N X
RECEIPT EXCEPTIONS:DOM 3005 Y X
RECEIPT PENDING CONTROL:DOM 3006 Y X
REVENUE ACCRUAL ACCOUNT.CL 371 Y X
SAL:DISALLOWANCE ACCOUNT:CA 3863 N X
SAL:DUPLICATE EMPLOYEE
CHEQUE:CA 3864 Y X
SAL:PERSAL EBT CONTROL ACC:DOM 4197 N X
SAL:PERSAL INTERFACE CONTROL:CL 3847 Y X
SAL:PERSAL TRANSFER CONTROL:CL 3848 Y X
SAL:REVERSAL CONTROL:CA 3865 N X




TELEPHONE CONTROL ACC:CL 2877 N X
TELEPHONE ERRONEOU INTERF

ACC:CL 2878 | N X
TELEPHONE EXCEPTION ACC:CL 2879 | ¥

THIRD PARTY TRANSPORT CONTR ACC 3925| N %
THIRD PARTY TRN ERRONEOUS

ACC:CL 2864 N X
THIRD PARTY TRN EXCEPTION ACC:CL 2865 | Y

TRANSPORT EXCEPTION ACCOUNT:CL 2866 | Y

TRANSPORT INTERFACE CONTR

ACC:CL 2867 N X
TRANSPORT PAYMENT SUSPENSE:CL 2868 | N X
UNALLOCATED CANCEL

RECEIPTS:DOM 3007 Y

UNP/RC BAS EBT CNTR ACC:DOM 3010 N X
UNPAID CHEQUE/RE-ISSUE 3913] N X
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ANNEXUREC

Financial Year-End Errors

Financial vear-end Errors window:

The type can be an Error or 2 Warning. The users will however be able to close the financial vear when the error
type contains only warnings. The errors are critical and should be fixed to ensure a successful closure but the
warnings are for the user’s attention and they must decide if the warnings will be dealt with before continuing
with closure. The batch, that encountered the etror, must be rerun when the users resolved the errors,
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FIELD/BUTTON DESCRIPTION

Error Type This indicates the severity of the error. Warnings will not prevent

users to close the financial year but all the Error type issues will.

Description Meaningful description of the issue encountered which will

indicate to the user where the problem is.

<Done> Clicking <Done> will close the Financial year-end errors window

and return to the Period Closing window.

Attached as Annexure D is a list that provides explanations of the various errors/warnings that can be
encountered together with a possible solution of solving the problem and the relevant e-mail message that will be
sent.
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national treasury

Department
National Treasury
REPUBLIC OF SOUTH AFRICA

Private Bag X115, Pretora, 0001 Tel: +27 12 315 5111, Fax: +27 12 332 8247
Enquiries: Karen Maree Tel: (012) 315 5334 Fax: (012) 395 6522
e-mail: karen maree@ireasury. gov.za

All Accounting Officers of Departments and Constitutional Institutions -
All Accounting Head Officials of Provincial Treasuries

All Accounting Authorities of Public Entities

CIRCULAR: FINANCIAL YEAR END PROCEDURES, CLOSURE AND SUBMISSION
DATE FOR ALL PUBLIC FINANCE MANAGEMENT ACT (PFMA} COMPLIANT
INSTITUTIONS.

1. Purpose

Sections 40 and 55 of the Public Finance Management Act (PFMA) require accounting
officers for departments and public entities respectively to prepare and submit Annual
Financial Statements (AFS) and Annual Reports (AR) to the National Treasury, the Auditor
General of South Africa (AGSA) and the Executive Authority. This circular serves to remind:

= Accounting Officers (AQ) and Accounting Authorities (AA) of departments, constitutional
institutions and public entities respectively of important financial year end procedures and
closure/submission dates relating to the preparation and auditing of AFS and preparation
of AR where such institutions have 31 March as their financial year end;

= ‘Accounting Authorities of entities with a financial year end other than 31 March of
important financial year end procedures and submission dates relating to preparation and
auditing of AFS and preparation of AR.

2. Financial Year End Closure and Submission Dates for National and Provincial
Departments

Annexures A and B stipulate the financial year end closure dates for the above mentioned
institutions.

Table 1
FINANCIAL YEAR END AND ACCOUNTING CLOSURE FOR NATIONAL AND PROVINCIAL

i

ACTION PFMA DATE RESPONSIBILITY

Financial Year end closure
March 2016 Reporting to Vulindlela nla 07 April 2016 |Accounting Officer
March 2016 ~ Preliminary 29 Aprif 2016  {Accounting Officer




FINANCIAL YEAR END PROCEDURES, CLOSURE AND SUBMISSION DATES

Whilst the above dates represent the latest time periods, earlier closure is always
encouraged. Depariments on BAS are required to perform their preliminary closure for
March 2016 in accordance with BAS notice number 1 of 2015/2016 as well as in accordance
with Treasury instruction 5 of 2015/16, which is available on the Nationa! Treasury website
at the foliowing link:

http://www.treasury.gov.za/legislation/pfma/Treasuryinstruction/defayit.aspx

The National Treasury does not prescribe accounting closure dates for Entities at this stage.
Institutions that have 31 March 2016 as their financial year end are required to comply with
the submission dates as prescribed by the PFMA and/or Treasury Regulations (Refer to
Annexure A).

Institutions that have year ends other than 31 March 2016 are required to comply with the
submission dates as prescribed by the PFMA and/or Treasury Regulations (Refer to
Annexure B).

3. Specimen AFS, AFS Excel Templates, Modified Cash Standard as well as
Accounting Manual for Departments

Departments and Entities can access the specimen AFS, Excel Template, the Modified Cash
Standard and the Accounting Manual for departments by following the links on the Office of
the Accountant General's Website as illustrated in Treasury Instruction 5 of 2015/16.

4. Exemptions

In the extremely rare circumstances when management concludes that compliance with a
requirement of the Modified Cash Standard or Accounting Standard would be so misleading
that it would conflict with the overall objectives of the Standard with regard to fair
presentation, the department/entity may apply for an exemption to the Accountant-General.

Applications must reach the Office of the Accountant-General (OAG) by no later than 31
March 2016.

Details of any exemptions granted must be disclosed in the Accounting Officer/Authority’s
report and disclosed in line with the MCS.

5. Impiementation Plans on Audit Qutcomes (2016/17}

in December 2008, Cabinet passed a resolution that supported the need for Accounting
Officers and Accounting Authorities to immediately implement recommendations contained
in the AGSA’s management lefters for the past financial year. Cabinet also noted National
Treasury's request for institutions to provide corrective steps to be taken to address
concerns raised in their audit reports on an annual basis.

It is therefore a requirement for all PFMA compliant institutions to submit implementation
plans (corrective plans) detailing how the institutions plan {o correct matters raised in their
audit report.

For National Institutions, the implementation plans should be submitted, in the format
prescribed by the National Treasury, to the relevant cluster manager by no later than 30
September 2016 and for Provincial institutions, the implementation pians should also be
submitted to the relevant treasury by no later than 30 September 20186,
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6. Additional Notes

Accounting Officers and Accounting Authorities should take note of the following:

AFS Templates may NOT be submitted via E-MAILS.

in terms of sections 40(1)(c) and 55(1)(c) of the PFMA, financial statements submitted to
the Auditor General and Treasury must be compiete and accurate. Failure to submit
accurate AFS constitutes noncompliance with the aforementioned sections of the PFMA
and may be seen as an act of Financial Misconduct in terms of Section 81 and 83. of
the PFMA.

Should there be misstatements that were identified during the audit process, the
affected departments and entities must correct these. We would like to urge
departments and entities to also correct immaterial misstatements as these might
have an impact on the consolidated AFS.

Where National Institutions do not submit a final audited template that agrees to
published AFS by 31 July 2016, National Treasury will record the submission as late and
all late recordings will be disclosed in the consolidated financial statements.

Submissions by Provincial Institutions should follow relevant Provincial circulars.
Submission to the relevant treasury means relevant cluster managers at the OAG
(National Institutions) or relevant contacts at the PAG offices (Provincial institutions).

The Executive Authority should advise the relevant treasury of any entity under its
ownership or control that the relevant treasury may not be aware of.

Accounting Officers and Authorities who are unable to comply with any of the submission
requirements of this circular must promptly report that inability together with reasons to
the relevant treasury. This requirement to report is in line with section 40(5) and 51(2) of
the PFMA, and does not absolve an entity of its responsibility.

The accounting framework to be used for departments is modifed cash basis. The
entities’ template for 2015/2016 is a GRAP compliant template and entities are required
to prepare the template based on the GRAP group accounting policies in the template.
Entities using other reporting frameworks are required to identify and record the required
adjusting journal entries that would be needed to conform to the National Treasury GRAP
accounting policy. These journal entries should not be passed when completing the
AFS Template but only recorded in the CONVERSION worksheet in the template.
Please contact the cluster manager for more information and transactions.

it is imperative for PFMA compliant institutions to adhere to the requirements of this circular,
especially those requirements relating to the submission of audited AFS. This will assist the
NT in compiling consolidated AFS as precribed by Section 8(1)(a) of the PFMA.

7. Contact Details

National Departments, Constitutional Institutions, National Trading Entities and
National Public Entities

National Institutions that have to submit information to the relevant Treasury, or require
further information and clarity on the contents of this circular and any issue relating to the
preparation, submission and audit of AFS and AR should contact the relevant cluster
manager (National Institutions Only) as detailed below:
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Social Services Thomas Matjeni {012) 315 5792 1753
082 908 9178
Nthua Maotlhala (012) 315 5244 1755
Justice and Protection | Star Kafu (012) 315 5763 1745
Services 079 099 0032
Musa Ndiovu (012) 315 5741 1747
Economic Service and | John Watson (012) 315 5590 1708
Infrastructure
Development Andrea Wolfaardt 012 406 9091 1776
Central Government Thokozile Motsweni (012) 315 5233 1763
Administration 071673 1610
Palesa Nhlangothi (012) 315 5383 1764
Financial and Keitumetse Malebye (012) 315 5989 1756
Administrative Services 071 606 0555
Gomotsegang Tsatsimpe | 012 315 6542 1759

All submissions by National Institutions relating to this circular must be submitted via the
relevant cluster managers.

Provincial Departments and Provincial Public and Trading Entities
Provincial Institutions that have to submit information to the Relevant Treasury, or require
further information and clarity on the contents of this circular and any issue relating to the

preparation, submission and audit of AFS and AR should contact the relevant Provincial
Treasury.

JAYCE NAIR

ACTING ACCOUNTANT-GENERAL
pate: 'V '2/ 2ol
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Annexure

ACTION

PFMA/ TR

 SUBMISSIDN DATES — PUBLIC INSTITUTIONS WITH 31 MARCH YEAR END

DATE

RESPONSIBILITY

Commence preparation of AFS

40(1)(b) & 55(1)(b)

1 April 2016

Accounting
Officer/Accounting
Authority

Submit prepared AFS to the Auditor
Generalfindependent auditor.

Also submit the following to the relevant
|Treasury :

Completed AFS Template issued by the
NT as follows:

¢ Electronic copy on a compact disc or
memoary stick

= Hard copy, duly signed off by the
AQ/AA or Chief Financial Officer
(CFO)

40{1)(c) & 55(1)(¢c)

31 May 2016

Accounting
Officer/Accounting
Authority

Submit the audited AFS template, after
the finalisation of the audit, to the
Relevant Treasury as follows:

= Electronic copy on a compact disc or
meameory stick(updated}

» Hard copy, duly signed off by the
AO/AA or CFO (updated)

The public entity AFS template must be
reviewed by the AGSA before being
submitted and a letter in the prescribed
format indicating this review should
accompany the reviewed template.

41 & 51(1)(F) & 76

To finalise
consoalidation on
audited figures as
per Sec 8.

29 July 2016

Accounting Officer

Submission of the Annual Report
{(including performance information and
report of Accounting Officer) to AGSA for

41 & B51(1)f) & 76
{Per the Modified

31 May 2016

Accounting Officer

final review Cash Basls)

Submission of the Audited AFS to the Treasury Preferably by 15 |Accounting

Audit committee for final evatuation Regulation July 2016 Officer/Accounting
3.1.13(c) Authority

Submission of Annual report, audited AFS
& AGSA's report to relevant treasury and
the executive authority

40(1)(d) & 55(1)(d)

31 August 2016

Accounting Officer

Tabling of Annual report and AFS to
Parliament or Relevant Legislature

65(1)(a) & 65(2)

31 August 2016
{Within 1 manth

after the

Executive
Authority
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ACTION

PFMA/ TR

 SUBMISSION DATES — PUBLIC INSTITUTIDNS WITH 31 MARCH

DATE

RESPONSIBILITY

Accounting Officer
received the audit
report)

30 September
2016 (Final date)

(Within 6 months of
the year end)

Where the Executive Authority fails to
tabie the annual report by 30 September —
Executive Authority must table an
explanation to Parliament or Relevant
Legislature

85(2)a)

immediately after
30 September
2016

Executive
Authority
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An nexure B )
susmssmﬂ DATES -mec INSTITUTIONS WITH me_nm YEAREND nmm‘mm B

WMARCH (30 JUNE)

ACTION

RESPONSIBILITY

PFMA DATE
Commence preparation of AFS 55(1)(b) 1 July 2016 Accounting
Authority
Submit prepared AFS to the AGSA 55(1)(¢) 31 August 2016 Accounting
independent auditor and the reievant Authority
Treasury.
Submit the Audited AFS to the Audit Treasury. Preferably by Accounting
Committee for final evaluation Regulation 3.1.13 14 October 2016. Ofﬂcer;.’Accountmg
Authority

Submission of the Annual Report fo nfa 31 August 2016  jAccounting Officer
AGSA for final review
Submission of the OAG Audited template | n/a 30 September 2016 |Accounting Officer
to the relevant treasury.
Annual report, audited AFS & AGSA's 55(1)(d) 30 November 2016 {Accounting
report submitted to relevant treasury and Authority
the executive authority
Tabling of Annual report and AFS fo 65(1)(a) & 65(2) |30 November 2016 |Executive
Parliament or Relevant Legisiature (Within 1 month Authority

after the accounting

officer received the

audit report)

31 December 2016

{Final date)

{Within 6 months of

the year end)
Where the Executive Autharity fails to 65(2)a) Immediately after  |Executive
table the annual report by 31 December — 31 December 2016 |Authority

Executive Authority must table an
explanation to Parliament or Relevant

Legislature
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Annexure C

Departments and Entities can access the specimen AFS, Excel Template and the

Preparation guide by following the links on the Office of the Aceountant General's Website.

as illustrated below:;

(i) Naticnal and Provincial Departments

Step 1, Go to hitp://oag.treasurv.gov.za and then select “Publications” from the menu

Step 2, Select “01. Annual Financial Statements” from the available options
Step 3, Select “03. For Prov. And Nat. Departments” from the available options
Step 4, Select “GRAP for National and Provincial Departments” from the available options.

Step 5, Then click on the document

{ii) Public Entities, Constitutional Institutions and Trading Entities

Step 1, Go to http://oag.treasury.gov.za and then select “Publications” from the menu

Step 2, Select “01. Annual Financial Statements” from the available options
Step 3, Select “04. For Entities” from the available options
Step 4, Select “For fin. Year ending 31-031-201 6" from the available options

Step 5, Then click on the document
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AFS SYSTEM REPORTS
BAS
Trial Balance Reports

KITSO Reports

LOGIS

RY000 Audit Report — faulty receipts
RY001 Reclassification

RY004 Annual Weapons/Machines Report
RY0O06 Annual Report on Discrepancies
RYOA3 Asset Register Closing Balance
RYOA4 Additions to the Asset Register
RYOAS Asset Disposal Report

RY0OA6 Adjustments to the Asset Register
RYOA7 Asset Register Subsidiary Issues
RY0QA9 Major Internal Transfer Report
RYOM3 Asset Register Closing Balance Minor Assets
RYOMA4 Addition Report (minaor)

RYOMS Asset Disposal Report (minor)
RYOM®6 Adjustment to Asset Register (minor)
RYOM7 Asset Register Subsidiary Issues
RYOM9 Minor Internal Transfer Report
RYOI3 Inventory Opening/Closing Balance
RYOI4 Inventory Addition Report

RYOI5 Inventory Disposal Report

RYOI6 Inventory Adjustment Report

RYOI7 Inventory Issue Report

ANNEXURE 4



RYOI8
RYOIS
RYOC3
RYOC4
RYOCS
RYOC6
RYOC?7
RYOC8
RYOC9
RR102
RR103
RR105
BMO001
RROA1
RRO16
RQO10
RQO11
RQO12
RQO13

RQO14

PERSAL

7.11.12

7.11.13

XX7013

7.11.14

XX1015

SR0O031

L. ‘m_j

Inventory Variance Report

Inventory Internal Transfer Report
Consumable Opening/Closing Balance
Consumable Addition Report
Consumable Disposal Report
Consumable Adjustment Report
Consumable Cash Related Issue Report
Consumable Balancing Sum Report
Consumable Internal Transfer Report
Invoice Age Analysis Report

Financial Statement Accruals

Purchase to Payment Report

Audit Trial

Asset Payment Information

Active Procurement Integration Report
Redundant/Obsolete Stock Report
Report — Consolidated Stock Discrepancies
Report — Stock discrepancies

Disposal Schedule — Non authorised

Disposal Schedule — Authorised

State Guarantee Liability Contingent Liabilities — Housing Loan Guarantees
Leave in monetary value Employee Benefits - Leave Entitlement
Service Bonus Liability Employee Benefits - 13" cheque

Key Management Personnel Key Management Personnel — Salaries

Accruals All payments related to March that was paid in April
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