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	NO.
	PROCEDURE
	FREQUENCY
	RESPONSIBILITY
	KPI
	APPLICABLE POLICY

	1.

1.1.


	Responsibility for the Preparation of Financial Statements:

The Chief Financial Officer and Municipal Manager of a Municipality are responsible for maintaining such accounting records as are necessary to reflect the transactions and the financial state of the Municipality.
	Ongoing
	Chief Financial Officer and Municipal Manager
	Yes
	No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.



	2.

2.1.

2.2.
	Financial Year End and External Auditors:

Notwithstanding anything to the contrary contained in any law:

The financial year of all Municipalities shall end on 30 June in each year.

The accounts of the Municipalities shall be audited by the Auditor-General or on his behalf by an external audit firm.


	Annual


	Chief Financial Officer and Municipal Manager 


	Yes


	No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

	3.

3.1.

3.2.

3.3

3.4

3.5
	Format of Financial Statements:

The Municipal Manager of a Municipality shall cause financial statements to be compiled in the 

format determined by the Auditor 

General in respect of a financial year end and submitted to the Auditor 

General within 2 months after the end of the financial year or such longer period as the Auditor General may approve.

It is recommended that the Municipalities prepare their annual financial statements in accordance with of the Generally Accepted Municipal Accounting Practice (GAMAP/GRAP).

The consolidated financial statements must be submitted to Council for approval once the Auditor General has issued his report.

The Mayor of the Municipality shall after receipt of a report from the Auditor General, submit that report not later than the second succeeding ordinary meeting of the Municipality, which shall not take place behind closed doors, for discussion. Corrective steps, if any, should be taken: 

· Provided that notice of such meeting, and the fact that the Council will be considering a report of the Auditor General, shall be given in a newspaper circulating in the area of the Council at least seven days before such meeting takes place, which meeting shall be open to the public;

· Provided further that the Municipal Manager shall be present at such meeting for the purpose of responding to questions put to him in his capacity as Accounting Officer; and

· Provided further that the Auditor General or his representative may address such meeting, or a meeting of any committee of the Council if he deems it to be in the public interest.

Within 30 days after the meeting referred to in 4.2 above, the Mayor of the Municipality shall submit to the AG and the Members of the Executive Council (MEC and the MEC responsible for Finance), a copy of the minutes of that meeting containing the comments of  

the Municipality with regard to the report of the Auditor General and indicating what steps were taken or 

are to be taken in connection with any matter revealed by such report.
	Annual

Annual

Annual

Annual

Annual

Annual

Annual

Annual
	Municipal Manager

Municipal Manager

Municipal Manager

Mayor

Mayor

Mayor

Mayor

Mayor


	Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes
	No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.



	4.

4.1.

4.1.1

4.1.2

4.1.3

4.1.4

4.1.5

4.1.6

4.1.7

4.1.8

4.1.9

4.2

4.3
	Submission of the Annual Financial Statements (AFS) of Administrative Units and Consolidated Annual Financial Statements:

A set of financial statements should be compiled for each administrative unit within the Municipality.

The Chief Financial Officer should sign the financial statements of each administrative unit.

The Municipal Manager of the Municipality should countersign the financial statements of each administrative department.

The financial statements of the various administrative units of the Municipality must be consolidated by the Chief Financial Officer, within 3 months of the end of the financial year and handed to the Auditor Genera for auditing.

Working papers relating to the consolidation must be retained for reference and audit purposes.

The Municipal Manager of the Municipality should sign the consolidated financial statements in his capacity as Accounting Officer of the Municipality.

The Auditor General must audit the consolidated financial statements in terms of the MFMA.

Audit queries received from the Auditor General should be resolved as and when they are received. The query should be raised as an informal query first. If it is not cleared timeously, the query should then be raised as a formal query by the Auditor-General. If the query remains uncleared or the Auditor-General is unsatisfied with the explanations supplied by the Municipality, the query should be raised in the management representation letter and depending on its materiality also  as a qualification in the audit report.

The Auditor General shall then submit hisr report on the financial statements to the Council in terms of the MFMA.

The consolidated financial statements must be submitted to Council for approval once the Auditor General has issued his report together with the annual report as required by the MFMA.

The Mayor of the Municipality shall after receipt of a report from the Auditor General, submit that report not later than the second succeeding ordinary meeting of the Municipality, which shall not take place behind closed doors, for discussion. Corrective steps, if any, should be taken: 

· Provided that notice of such meeting, and the fact that the Council will be considering a report of the Auditor General, shall be given in a newspaper circulating in the area of the Council at least seven days before such meeting takes place, which meeting shall be open to the public;

· Provided further that the Municipal Manager shall be present at such meeting for the purpose of responding to questions put to him in his capacity as Accounting Officer; and

· Provided further that the Auditor General or his representative may address such meeting, or a meeting of any committee of the Council if he deems it to be in the public interest.

Within 30 days after the meeting referred to in 4.2 above, the Mayor of the Municipality shall submit to the AG and the Members of the Executive Council (MEC and the MEC responsible for Finance), a copy of the minutes of that meeting containing the comments of  

the Municipality with regard to the report of the Auditor General and indicating what steps were taken or 

are to be taken in connection with any matter revealed by such report.
	Annual

Annual

Annual

Annual

Annual

Annual

Annual

Annual

Annual

Annual

Annual

Annual

Annual


	Chief Financial Officer

Municipal Manager

Municipal Officer

Auditor General

Municipal Manager , Chief Financial Officer and Audit Committee

Auditor General

Municipal Manager, Chief Financial Officer, Auditor General

Municipal Manager

Mayor

Mayor

Mayor

Mayor

Mayor


	Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes


	No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.

No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.



	5.

5.1


	Reporting of Fraud:

The Office of the Auditor General is responsible for reporting any misuse of funds and any other non-compliance with laws and regulations issued by the various National and Provincial Departments.


	Annual
	Auditor General
	Yes
	No applicable policy. Annual Financial Statements are based on GAMAP/GRAP.
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