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1. Structure of the department
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The Mmajor functions of the Department are fo:

*  Provide !eadership, Strategic Management i, accordance with government !egislat:‘on, Tegulations ang
policies -

¢ Stimulate economic development through industry developmeny and trade ang investment Promotion,




Programmaricaﬂy, responsibi!iﬁes in the
Office of the Head of Deparfmenl

———
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Tourism

¢ Conduct Tourism Research g Planning
°  Promote Tourism Industry Deve!opmenr
°  Promote Tourism Awareness

MrP.m. Seboko

13" Floor, Metjife Towers, Cormey Knight & Steaq g,
Private Bag X61 08, Kfmber!ey, 8300

Tel: (053) 839 4002 Fax: (053) 832 6805 / 831 3688
E-maijj: Eseboko@ncgg.govza / a!egrange@ncgg.gov.za

eets, Market Square, Kimber!ey, 8301 OR

——————



Fax: (011) 484 1360

Website: Www.sahre o, .Z2a E-majj: PA)A Sahre.or, .Za
=WW.sahrc.org 24 \u

Manner of Access to
Recorgs

These records greg available for
inspection af fhe Registry, 13m
Floor, Meilife Towars, c/o




Knight and Steaq Street,
Kimberiey - between 09Hog

and 15H30

Description of Categories of
of Section 15{1)(a)(ii)

Copies of these records may
be obtained On payment of the
prescribed fee from the
Registry, 13" Floor, Metiife
Towers, ¢/o Knight and Stead
Street, Kimberley - between
08HO00 and 1 5H30

Corporate Servives & Financial Mana ement
*  Annual reports including the report of the Auditor-
annual auditeq financial statements

Genera!, and

*  Budget reports

monitoring and reporting system (IMRS)
Medium-term Expendityre Framework Budget (MTEF)

Adjustments Budget ang Expianatory Memorandum
Description of Categories of
15(1)(a)(iii)

Copies of these records may
be obtained on Payment of the
Prescribed fee from the
Registry, 13t Floor, Metlife
Towers, c/o Knight ang Stead
Street, Kimberley — between
09H00 ang 15H30

*  White Papers
¢  Green Papers

Corgorate Services

° MTEF budget

o Advem‘semems of vacancies
Service charter ang service delivery improvement Plan of the

T e et o e






and skills deveiopment in Collaboration with our stakeho!ders, ie. SEDA, the dli, ABSA SMME Fund,
Franceg Baard SMME Trust, efc

fair, adminisfraﬁve action set oyt in the Promotion of Adminf'strative Jusicie Act, Act 3 of 2000, Specifically
Seclions 4 and 5,
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PERSONNEL FILING sYs TEM:
T ——=LLING SYSTEM:

Personne| Filing List Of Main Serjeg
Legislation Ang Procedures

S2 Posts Control

S3 Conditions Of Service

S4 Staff Recruitment And Losses
S5 Training

S6 Staff Evaluation

S7 Promotions

S8 Staff Movem ents

59 Staff Controf

510 Finance

511 Journeys Ang Transport

S12 Domestic Matters
Reports And Returns

513
S14 Labour Relations
Description
%
Policy
: Acts And Regulafions

S1.1.1
S$1.1.1R Routine Enquiries
S1.1.1.1 Interpretations And Legal Opinions
S81.1.12 Amendments
S1.1.2 blic ice Regulat; s
S1.1.2R Routine Enquiries
S1.1.2.1 Interpretations And Legal Opinions
S1.1.22 Amendments
51.1.3 h d ations
$1.1.3.1 f First Oth ct Or i

. Routine Enquiries

S And Legal Opinions

$1.1.3.1.1 Interpretation
$1.1.3.1.2 Amendments )
S1.1.32 (Name Of Next Other Act Or Rggu@h’onl
S$1.1.32R Routine Enquiries

ns And Legal Opinions

$1.1.3.2.1 Interpretatio

S$1.1.322 Amendments

S1.2 C

8§1.2.9 Staff Code

$1.2.1.1 Interpretations

S1.2.12 Amendments

§1.3 Office Instructions (Copies Of py Office Instructions Concerning

Staff Matters Are Placed Here And On Al Relevant Policy Files, E.G. n Office Instruction Op A Staff
As On File 81 0.P2. For Office Instructions Concerm'ng

Financia) Matter Wil Be 1.4, Placed Here As Well
Non-Personnel Funclfons, See File H2.6.2 In The Filing System.)
2 | (This Main Series Is Not To Be Confused With Staff Controf & Deals Wi Post
etting To.2p Wi St wn RS i3l Sl S g ey

; n
§ch!ure Only & Has

e e et e e .



Including Organograms. )

H2.7 of Filing System;

S2.1p Policy

S2.1.1 Estimates

§2.1.2 Designation And Classificatiop, Of Posts

52.1.3 Creations, Conversiong And Upgrading Of Posts

82.1.4 Rationa!isalr’on

5215 Job Evalyatio

S2.7.6 Transfation of Ranks

522 Specti (for Non-PersonneJ Office Inspecﬁons, See Sup-
niform Support Functions Filing System; For Financia/ Inspec!ions, See Sub-Serigg

Series H2.9 |, The U
H3.2 In The Uniform Support Functions Filing System )
P

S22p olicy
8221 Deparfmenfaf
8222 Head Office
§223 Head Office Dg‘gg‘giogglgeg;iggglggmgggggg Efc.
82231 (Name Of First Division Etc.)

(Name Of Next Division Etc.)

82232

8224 Ces (For Each Regional Office)
523 Duty Sheets

824 io (For Delegationg Relating 1o Non-PersonneI Functions,
See Sub-Serjes H2.2 In The Uniform Support Functions Filing System. )

S2.4p Policy

By Direcfor-General
Service

§2.4.1
83. Conditions Of ervic
(For The Provision And Revision Oof Conditions Of Service Only. Corres
i f Conditions Of Service Must Not Be Handjeg Here. EG.
[ i d Be Dealt With On File 10.1.3)

Admim’stra tio

olicy
S3.1 Salary Scales
S53.2 Leave
8321 Vacation Leave
S322 Sick Leave
8323 Special Leave
5324 Study Leave
8325 Family Responsibiﬁly Leave
8326 Marernity Leave
8327 Jncagacitz Leave
S32.7.p Policy
S3.27R Rouline Enquiries
S3.2.7.1 Temporary
832702 Permaneni
83.3 Politica| Rights of Civil Servants
834 Recognition Of Educationg) Qualifications
8§3.4.1 Recognition Of Previoys Experience
(lnc!uding Relaxation Of uahfrcalions)
S3.4.2 Verification Of Quahﬁcahons
S35 Pension Fy d
536 Medical Ajgq
83.7 Unempl’oyment Insurance
S3.8 Uniforms And Protective C!orhing (For Paymeni Of AHowances, See
Main Serieg S10)
83.9 Official Hoyrs Of Altendance
83.10 Affirmative Action
Promotion Of Gender Equality (For Non-PersonneI Related Gender

$3.10.1

—



83102 -
H2.16 Of The Uniform Support Function Fjjj

83.10.3
Related Issues, See H2.16 of Th
System.)
53.10.4 ui
53.10.4.1 Surveys
S3.104.2 Plan
$3.104.3 Reporis Submitted To Department of Labour
83.11 Recognition Of Long Service (For FinanciaJAspecfs, See S1 0.6)
83.12 Codes Of Remuneration
§3.13 ree (For Negofiaﬁons. Disputes, Etc. With Unions, See Main
Series 814)
5§3.13.1 Service Agreements
53.13.2 Collective Agreements
§3.14 icensing And Registration of Professional Staff
S3.15 Sexual Harrassmeni
S3.16 Employee Assistance Programme
54. Staff Recruitment And Losses
S4.p Policy
84.1 Recruitment
S4.1.1 Advertisements
S4.1.2 Short Lijs fing And Interviews
S4.2 ications And i Dis (As Soon As A Person s Appointed,
His/Her Personal Documents pAre Removed From The Files Below And Placed On The Relevant Sp Fite.:
For Sp Files, See List Of Series Of Separate Case Files At The End Of The Numerical Classification, )
$4.2.1 Unspecified Posts
84,22 Permanent Posts
84,2 3 Temporary Posts
54.2.3.1 Confract Workers
$4.232 S3 Contract Workerg
84233 Unsolicited C.v's
Internships (Including In Terms Of Expanded Public Works Programme.;
ain Series H2 Of The Uniform Support

54.2.3.4
Public Works Programme, See M

For Other Aspects Of Expanded

Functions Filing System, )

54235 - Learnerships (Including  |p Terms Of Expanded Public  Works
For Other Aspects Of Expanded Public Works Programme, See Main Serjes H2 Of The

Programme.;
Uniform Support Functions Filing System.)
54236 Scarce Skills (For Payment Of Allowances, See Main Series 10)
54,3 Termination Of Service

54.3.1 Service Certificates

54.32 Severance Packages

84.3.3 Resignations / Retirements

84.3.3.1 Due To I Health (EG. Medical Boarding.)

84.3.4 Due To Death

84.35 Dismissal

54.3.5.1 Appeals Against

S4.36 Suspensiong

54,4 Excess Staff

S84.4.1 Redeployment

S$4.5 Staff Shortages

S5, Training

e

———— e



Number Description Disposal
S5.p Policy

S5.R Routine Enquiries

85.1 Qg@grg‘es@ghg@sgggg

S5.1.p Policy
S5.1.R Routine Enquiries
85.1.1 Conditions (This File Concerns Correspondence Conducted with The
Public Service Commissijon Regarding The Amendment Of Bursary Conditions. 1t Does Not Include
Correspondence Conducted With Officials - Such Corres-

The Officials Sp File. See List Of Serjes Of Separate Case Files Af The

Pondence Should Be Placed On

End Of The Numerical Classification, )

S5.1.2 %MAM@Q
Conditiong

§5.1.2.1
85122 Applications
85.1.3 Nominations

S85.2 inj

585.2.1 Degree Courses

8522 Diplomas

8523 !nlemships .

55.2.4 0 ccredited  Train; __(File For Each Course/lntervenrion &
Numbered Consecuﬁvely.)

S5.3 | Trainij

85.3.1 Induction

S§5.3.2 Supervisor's Course

5§5.3.3 Course In Advanced Management Techniques

§5.3.4
Department of Local Government & Housing (File For Each Course /

55.3.4.1 a
Training And Numbered Consecufiveiy)
55342 (Name Oof Next Qegaggggg) (File For Each Course / Training And

Numbered Consecutivefy. )
Courses In Provisioning Administration

85.3.5

S5.3.6 Records Management Course

S5.3.7 Regisiry Clerk Course

55.3.8 Financial Course (E,G. Fms & Billing Systems)

S85.3.9 Computer Training Courses

85.3.10 Knowledge Management Training

§5.3.11 Project Management Course

85.3.12 Short Course Training

85.3.13 Logistical Information System (Logis) Training

55.3.14 Persal Training

S55.3.15 Shopstewards’ Training

55.3.16 Line Managers' Training

85.3.17 Security Managers’ Training

55318 Job Evaluation Training

§5.4 Reporis And listics

S5.4.1 Quarterly

8§55 Skills Audit

S5.6 Capacity Building/Skilis Developmeni

85.6.1 Adult Basjc Education Ang Training (Abet)
(Name Of Next Course/lnrervenrion)

85.6.2
S6. Staff Evaluation
S6.1 Performance Managemeni & Development System
56.1.1 Staff Performance And Development (1. This File Does Not Contain
i ' ing Individual Staff Members. 2. For Correspondence Regarding



Number Descn’gﬁon Disposal ‘
56.1.2 Senior Management Services
2. For Correspondence

(1. Does Not Contain Confidential Information On Individual Staff Members.
Regarding Individual Staff Members, See List Of Series Of Separale Case Files.)

S7 omo

S7.p Policy
S7.R Routine Enquiries

S7.1 Rank Promotions

57.1.1 Administrative And Clerical

§7.1.2 Professional

S7.2 Notch Promotions

587.3 Special Promotions And Awards

S8. Staff Movements (For Transfer Of Personal Files, See Files H2.8.1.3 And H2.8.1.7 In The
Uniform Support F unctions Filing System.)

S8.p Policy

S8.1 Transfers

58.1.1 Requests For

S8.2 Secondments

58.3 Relief Arrangements

584 Internal Posts/Personnel Transfers

S9. Staff Control

S9.p Policy

59.1 Progress Reports / Quarterly Probation Reports (For Individual Reports,
See Sp Files.)

S9.2 Employment Outside The Public Service

59.3 Financial Position Of Officials

59.3.1 Disclosure Of Financial Interests

594 Disciplinary Decisions And Measures

S9.4.1 Complaints Against Staff (For Labour Relations Related Matters, See
Sub-Series S14.1 )

895 Ex Officio Appointments

S9.6 Clothing

S59.7 Permission To Receive Gifts

So.8 Leave Credit And Planning

S9.9 Addresses Of Officials

S9.10 Staff Aid On Government Projects

59.11 Job Descriptions And Titles (File For Each Section, Where Necessary, &
Number Consecutively.)

§98.12 Control Of Persal Usage

59.13 Performance Agreements (For Individual Agreements, See Sp Files.)
S9.14 S s F Duty (For Leave, See Main Series S3)

§9.14.1 For Religious Purposes

59.14.2 For Trade Union Activities

5§9.14.3 Unauthorised Absences

59.15 Misconduct (1. For Labour Relations And Trade Union Aspects, See
Main Series S14; 2. For Correspondence With Individual Staff Members, See List Of Series Of Separate
Case Files).

89.16 Securily Measures (1. Eg. Identification Badges For Staff, 2. For
Other Security Measures, See Main Series H2 And H3 Of The Uniform Support Filing System.)

§9.16.1 Security Vetting (Individual Security Clearances Are Handled On Sp Files)
8§9.17 Overseas Placements

59.18 iv/Ai

S9.18.P Policy

S10 Finance (For Non-Personnel Financial Aclivities, See Main Series H3 Of The Uniform Support



-

Funcliong Filing s sStem.,
Number

S10.p Policy
S10.R Routine Enquiries
510.1 alarj
$10.1.1 Adjustments
$10.1.2 Payment
$§10.1.2.1 Secfor—Speciﬁc Personne| (E.g. Teachers I Department Of Educatjon )
510.1.3 Deductions
$10.1.3 1 Union Fees
$10.1.32 Taxation
Free/lnexpensive Housing

§10.1.32.1
$10.1.3.3 Unemploymenf Insurance F, und (Uif)
$10.2 AM@M&%

- —==240d Bonuses;

Pa Yiment Of
510,21 Subsistence And Trave| Costs

Tern'lory Allowance

510.2.2
510.2.3 Entertainment Allowance
S§10.2.4 Housing Subsidy Ang Guarantee
S$10.2.5 Resettlement Allowance

§10.2.6 Camping Allowance

$10.2.7 Standby Allowance

S$10.2.8 Acling Allowance

Night Allowance

S$10.2.9
$10.2.1p Supervisors® Allowance
S$10.2.11 Contract Workers
510.2.12 Special Daily Allowances (E.g. For Officia) Overseas Visits)
$10.2.13 Agency Shop Fees (E.g. For enior Managers. 2 Includes Termination
of Agency Shop Fees. )
$10.2.14 Ruraj Recruitment Allowanceg
810.2.15 DangerAﬂowances
510.2.16 Uniforrns/Protecﬁve Clothing Allowances
S$10.2.17 Scarce Skills Allowance : '
aims Made By And Against The Department (For Claims Made
e Sub-Serjgg H3.3;

s Concerm‘ng Non-Personne! Funcﬁons, Se

Agafnst The Dept. By Other Department
] i i itution, Where Necessary, And File According To Annexures g

And E Respectively,
510.4 Overtime Payment
S10.5 Workmen's Compensaﬁon Awards
81051 Injury on Duty
S510.6 Long Service Awards (For Relateq Conditiong of Service, See S3.11)
810.7 ursaries To Government Officials (For Policy Apg Condiﬁons, See
S5.1.1; For Correspondence With Individual Staff Members, See List Of Series Of Separate Case Fileg )
§10. udit
810.8 Mprovement I Conditions Of Service For Financig) Aspects Only. For
Salary Scales, Eic. See 83.1
neys And Tran ort
Subsidised Transpon, Use Of Private Vehicles, Transport Of Goods
)

(For-Govemmenf Motor Transpon,

Etc. See Main Serieg HB Of The Uniform Support Functions Filing System,
P

Policy
nd ltinerarjeg

S11
§11.1 Approval Of Journeys A
S§11.2 Reserva!ions And Accommodaﬁon Arrangemenrs
8§11.2.1 Flight Time-Tables
S11.3 Railway Concessions

Applications For Passports And Visag

S11.4



Number Description Disposal

812, Domestic Matters (For Uniforms, Even When Staff Decide On Them Voiunfarﬁy, See 53.8)

S12.p Policy

512.1 Congratulalr'ons, Condolences Ang Thanks For Personne| Only.
The Uniform Support Function Filing System. )

For Other Thanks, See H2.14 of
S§12.1.1 Memorial Services

S122 Chrisimas Ang New Years Messages
§12.3 Social Club
§12.4 Staff Associations
§12.5 Other Messages
8126 iles, Biogr. ical Details An tographs
§126.1 Member Of The Executive Council (Mec)
8126.2 Head of Department
513 s And Retur, (For Contribution To Annual Report See Main Series Hg Of The Uniform
Support Functions Filing System.)

13.P Policy
813.1 Establishment Returns Ang Statistics
S13.2 ional
§13.2.1 Findings After Medical Examinations (For Medical Boarg Matters, See
§4.3.3.1)
S513.3 Persal Reports
§13.3.1 Persal Request Forms
S14  Laboyr Relations (For Agreements, See Sub-Series §3.1 3)
8141 Grievances
S14.1.p Policy
S14.1.1 Co i or lain inst Staff. § -Series 89 4
S14.2 Tr. Unions (Minutes & reports, ete. are reflected jn sub-series H8.1 )
S14.2.1 Negotiations (File For Each Trade Union, Where Necessary, And
Number Conseculr'vefy. )
S14.22 Disputes With
S14.2.3 Represenraﬁves And Shop Stewards
S14.2.4 Protest Actions
51425 Trade Union Press Releases

List Of Series Of Separate Case Files / Individuaj Staff Files

Sp, Persal No. il

taff Personal Confidential File (This File Containg Personal Matters Of A Confidential Nature.)
SI, Persal No. ave Files
Staff Leave File (This File Contains Routine Matters Regarding Leave )

f, Persal No ile
Staff Financial File (This File Contains Confidentig) Matters Regardrng Finances )

99, Persal No antee File

taff Guarantee File (This File Contains Confidentja| Correspondence Regardrng State Guarantees And
Home Loang
Si, Persal No. ur e
Staff Injury Fij (This File Contains Confidentia) Correspondence Concerm'ng Injuries On Duly.)

. Persal No, G (6
File (This File Contains Confidentjal Correspondence Concernr’ng Grievances. )
anagement Ang Development

Smd, Persa) No. Performance M

Sm, Persa) No.

taff Miscondyct File (This File Contains Confidentia| Correspondence Concernr’ng Individual Cases)



-

pport Filing System List Of Main Series

Su
H1 Legislation
H2 Organisalion And Control
H3 Finance
H4 Accommodation
H5 Stores And Services
Hé6 Transport
H7 Publications And Publicity
H8 Composition And Meetings Of Bodies And Other Gatherings
H9 Reporis, Returns And Information
H10 Legal Services
Numw.
H1. Legis/ation (Including Green/White Papers And Codes Of Ethics/Conducr.)
H1.p Policy
H1.R Routine Enquiries
H1.1 Tabling
H1.2 Promulgation of Acts, Ordinances And Regulations
H1.3 il
H1.3.1 OfFi / Bill
H1.3.1.R Routine Engquiries
H1.3.1.1 Drafting And Alterations
H1.3.1.2 Interpretations Ang Legal Opinions
H1.3.2 i
H1.3.2.R Routine Enquiries
H1.3.2.1 Drafting And Alterations
H1.3.2.2 Interpretations And Legal Opinions
H1.4 Qwn Requlations
H1.4.1 Regulations In Consequence Of The (Name Of First Act/ Bjll)
H1.4.1.R Routine Enquiries
H1.4.1.1 Drafting And Allerations
H1.4.1.2 Interpretations And Legal Opinions
H1.4.2 i i
H1.42 R Routine Enquiries
H1.4.2 1 Drafting And Alterations
H1.422 Interpretations And Legal Opinjons
H1.5 r / Bi
H1.5.1 a i er Act / Bj
H1.5.1.R Routine Enquiries
H1.5.1.1 Drafting And Allerations
H1.5.1.2 Interpretations And Legal Opinions
11.5.2 ]
H1.5.2 R Routine Enquiries
H1.5.2.1 Drafting And Allerations



Number Descn‘Eﬁon Diseosal
Interpretations And Legal Opinions

H1.52.2
H1.6 Other latio
H1.6.1 Not Specified
H1.6.2 i i ulations
H1.6.2.R Routine Enquiries
H1.6.2.1 Allerations
H1.6.22 Interpretations And Legal Opinions
H1.6.3 T ard Requlati
H1.6.3.R Routine Enquiries
H1.6.3.1 . Alterations
H1.6.3.2 Interpretations And Legal Opinions
H1.6.4 s siructions (For Treasury Authorities, See Sub-Series 3.5)
H1.6.4.R Routine Enquiries
Allerations

H1.6.4.1
Interpretations And Legal Opinions

H1.6.4.2

H1.7 Own White/ Green Papers

H1.7.1 (Name Of First Own White / Green Paper)
Routine Enquiries

H1.7.1.R
H1.7.1.1 Drafting And Alterations
H1.7.1.2 Interpretations And Legal Opinions
H1.7.2 N f Next ite /Green P,
H1.7.2R Routine Enquiries
H1.7.2.1 Drafting And Alterations
H1.7.2.2 Interpretations And Legal Opinions
H1.8 er White / G er
H1.8.1 Name Of First O ite / Gree r
H1.8.1.R Routine Enquiries
H1.8.1.1 Drafting And Alterations
H1.8.1.2 Interpretations And Legal Opinions
H1.8.2 e Of L Othe ile / Green Paper
H1.8.2.R Routine Enquiries
H1.8.2.1 Drafting And Afterations
H1.82.2 Interpretations And Legal Opinions
H1.9 %LCD_QBLWE@Q@M
H1.9.1 {Name Of First Own Code)
H1.9.1.R Routine Enquiries
H1.9.1.1 Drafting And Alterations
H1.9.1.2 Interpretations And Legal Opinions
H1.9.2 a ext Own Cod
H1.9.2.R Routine Enquiries
H1.9.2.1 Drafting And Alterations
H1.9.2.2 Interpretations And Legal Opinions
H1.10 Other Codes Of Ethics/Conduct (Eg. Code Of Conduct For Civil Servants.)
H1.10.1 (Name Of First Other Code)
H1.10.1.R Routine Enquiries
H1.10.1.1 Drafting And Alterations
H1.10.1.2 Interpretations And Legal Opinions
H1.10.2 me Of Next Other Code
H1.10.2.R Routine Enquiries
H1.10.2.1 Drafting And Alterations
Interpretations And Legal Opinions

H1.10.2.2



Number Description Disposal
H1.11 Legislative Compliance

H1.11.1 Reports

H1.11.2 Uniformity

H2. Organisalion And Control

H2.pP Policy

H2.1 Functions (For Decentralisation, See 2. 12)

H2.1.R Routine Enquiries

H2.1.1 Acquired

H2.1.2 Surrendered

H2.1.3 Compilation Of Vision And Mission Statements

H2.1.4 Service Delivery And Monitoring

H2.1.4.1 Alternative Service Delivery

H2.1.4.2 Individual Unis/Sections/Sub-Proar m (Fite For Each Unit/Section/
tively.)

Sub-Programme And Number Consecu

H2.2 Qg!gga!g’og Of Authority
H2.2.1 By Member Of Execulive Couggg‘!(Meg!
Permanent

H2.2.1.1

H2.2.1.2 Temporary

H2.2.2 ] -Ge |

H2.2.2.1 Permanent

H2.2.2.2 Temporary

H2.2.3 g ing Officer

H2.2.3.1 Permanent

H2.2.3.2 Temporary

H2.2.4 By Hod’s (E.g. To Line Managers)

H2.2.4.1 Permanent

H2.2.4.2 Temporary

H2.2.5 Other Delegations

H2.3 . Survey To Ascertain Extension Demands

H2.4 blishment ections And Office

H2.4.p Policy

H2.4.1 Sections

H2.4.2 Regional Offices

H2.5 Work Planning And Allocation Of Duties (For Work Study Or Efficiency Services
Programming, See 2.7.1 Below.)

H2.5.1 Departmental Business Plans (E.g. Strategic And Operational Plans.)

H2.52 Project Planning (This File Is For Planning Aspects Of Projects Only. For Project

Implementation, Monitoring, Etc. See Line Function Filing System.)

H2.5.3 iona i (File For Each Regional Office)

H2.5.4 Monthly Programmes

Weekly Programmes

H2.55

H2.5.6 Quarterly Programmes

H2.6 Office Procedures And Insiructions
Codified Instructions

H2.86.1
Office Instructions

H2.6.2
H2.7 Efficiency Research

H2.7.P Policy
H2.7.R Routine Enquiries
H2.7.1 Programming

Technique

H2.7.2

H2.7.3 Progress Reports

H2.7.4 Research Reports And Implementation (File For Each Report And Number
Consecutively.)

21




Number Description Disposal
H2.8 Records Managemept
(The ProvincialArchives Is To Use This Sub-Series For Its Own Domestic Records
gement As A Line Function Is Reflected In

H2.8.p
H2.8.p.1
H2.8.1
H2.8.1.1
H2.8.1.2
H2.8.1.3
H2.8.1.3 1
H2.8.1.4
H2.8.15
H2.8.1.6
H2.8.1.7
H2.8.1.8
H2.8.1.8.p
H2.8.1.8.1
H2.8.1.8.2
H2.8.1.8.3
H2.8.2
H2.8.2 R
H2.8.2.1
H2.8.22

H2.8.2.3
H2.8.3
H2.8.4
H2.8.5
H2.8.5.1
H2.8.52
H2.86
H2.9

H2.9 1
H2.92
H2.10

H2.10.p
H2.10.1
H2.10.2
42.10.2.1
H2.10.3
H2.10.3.1
H2.10.4
H2.10.5
H2.10.6
H2.11
H2.11.1
H2.11.2

Management Activiii
Filing System. )

Policy
Application For Approval Of Departmental Records Management Policy
ispo s

Application For Disposa!Aufhon‘ly
Transfer Into Custody Of The Provincial Archivist

ransfer To/From Other Departments
Application For Approval

Destruction of Records
e-Direction Of Incorrecﬂy Addressed Correspondence

Disposal Of Waste Paper
Internal Transfer Of Records

eclronic Records
Policy

Project Approval

Vendor Competitions

Product Assessment
d S

C Syst
Routine Enquiries

Compilatf‘on, Approval And Alteration

Unclassified Correspondence (No Correspondence May Be Filed Permanently On This
File. See Also Par. 15 Of The General Instructions, )

Implementation

Inspections .

Identification And Duties Of Records Managers And Registry Heads

C lia

Lack Of

Turn-Around Stra tegies
Identification Of Entrenched Ang Systemic Problems
[ (For Financial Inspections And Records Management

Inspections, See 3.23And2383 Respecﬁve!y. )

Arrangements
Reports (File For Each Regional Office, Where Necessary)
S .

I e s_(Financia) Security Measures, See 3.2.4;

Measures, See Main Series 89 Of The Uniform Personnel Filj

Policy
Emergency/Conﬁngency Planning
Civil Protection / Defence

Address Lists And Co-Ordination

ing Of Firearms And Ammunition-

f Security Managers
Status In Individual Departments/SecHons
Access Control Measures
bine

Cabinet Resolutions
Cabinet Submissions
Provided For A Subject With Which A Specific Cabinet

(Where Files Have Been
Submission Deals, The Above-Mentioned File Is Only To Be Used If The Submission
Cannot Be Placed On A Subject File I Any Other Main Series.)
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H2.11.4
H2.11.5

H2.12
H2.13

H2.14

H2.15
H2.16

H2.16.p
H2.16.1
H2.16.2

H2.16.2.1
H2.16.2.2
H2.16.2.3
H2.16.2.3 1
H2.16.2.3.2
H2.16.2.3 3
H2.16.2.4
H2.16.2.4.1

H2.16.2.4.2
H2.16.2.4.3
H2.16.2.4.2
H2.16.2.4.3
H2.17

H2.18
H2.19

12.20
H2.20.p
H2.20.R
H2.20. 1
H2.20.1.
H2.20.1.
H2.20.1.1.
H2.20.1.2
H2.20.1.2.1

-

Y
N

Number Description Disposal
H2.11.3 Cabinet Memorandums
Cabinet Meets The People
issi Files Have Begn Provided For A Subject With Which A
_-—-_-—-—-——-—____ . .

See Line Function File Plan,
e Uniform Personnel Function

Invitations Ang
Filing System)
Duplication Of Functions Between Departments
Affirmative Action/T, ransformation Issyes (E.g. For Gender, Race And Disability Relateq

ersonnel Related Affirmative Action Issues, See Sub-Series 3.1 0 Of The

Issues; Forp,
Uniform Personnel F unction Filing System; Including HIv & AIDS Campar‘gns.)
Policy
Transparency And Access To Information
t) (For Participation I Shows Exhibitions And Non-Line Function

Campaigns, Eg. Public
Customer Satisfaction Surveys

Service Standards

Premj ervic e
Nominations (Open A File For Each Project And Number Consecuh’vely. )
Resuils

Awards Ceremony

Heroes Of Batho Pele Wards
For Each Project And Number Consecufively. )

(Open A File

Resuits

Awards Ceremony

Resuits

Awards Ceremony

Changes Of Address (Including When A Deparimeny/

Premises.)
Provingial Borderleemarcalion

Ministerial En

Division Moves To New

Policy
Routine Enquiries
istle-Blowi

Holline

Cases Reporied

ngggyggﬂggs (Open A File For E
Protected Disclosyres
!gvesgigggiggs (Open A File For Each Case Ang Number Consecuﬁve!y.)

23



Number Descn‘eﬁon Diseosal
=xpanded Public Works Programme (Epwp) (Lead Depariments Are T Utilise The
] i i ili m For Correspondence Dealing With This

H2.21

Subject; For Internships/Le
Functions Filing System.)

H2.21.p Policy

H2.21.R Routine Enquiries

H2.21.1 Skills Development/Job Creation

H2.21.2 Infrasiructure Development

H2.21.2.1 Roads

H2.21.2.2 Bulidings

H2.22 ovincial Growth And Development Sir

H2.22.p Policy

H2.22.R Routine Enquiries

H2.22 1 Implementation

H2.22.1.1 Spatial Development
2010 Fifa World C (Lead Depariments, E.g. Sport, Arts And Culture, Are To Ulilise
g System For Correspondence Dealing With

H2.23

The Relevant Main Series |
eports, Arrangements

Policy

n Their Respective Line Functions Filin
Of Meetings, Etc. Are To Be Handled Under Main Series H8)

H2.23.P
H2.23.R Routine Enquiries
H2.23.1 Skills Development
H2.23.2 Infrastructure Development
ographical Plac es (Lead Departments, E.g. Sport, Arts And
ve Line Functions Filing System For

i 0]
Culture, Are To Utilise The Relevant Main Series In Their Respecti
Correspondence Dealing With This Subject; Minutes, Reports, Arrangements Of Meetings, Etc. Are To Be

Handled Under Main Series H8)
Policy

H2.24.p

H2.24.R Routine Enquiries

H2.24.1 Research And Contributions

H3. Finance

H3.P Policy

H3.R Routine Enquiries

H3.1 i

H3.1.1 Contribution To Member Of The Executive Council's (Mec's Budget Speech (For Other
Speeches, See 9.2.2: For Contributions To National Ministers’ Budget Speeches, See
3.1.10)

H3.1.2 Compilation Of

H3.1.2.1 General Estimate (Open A File For Each Regional / Branch Office Where
Necessary And Number Consecutively.)

H3.1.2.2 i imat

H3.1.2.2.1 Major Works

H3.1.2.22 Minor Works

H3.1.2.3 Additional Estimate

H3.1.3 Excess And Virement Approvals

H3.1.4 Submission Of Budgets (This File Contains Covering Letters Only. The Actual Budget In
Its Various Stages Of Revision Is Filed On 3.1.2.1- 3. 1.2.3)

H3.1.5 Commitments/Rollovers

H3.1.6 Early Warning System

H3.1.7 Medium Term Expenditure F ramework (Mief)/Medium Term Strategic Framework (Misf)

H3.1.8 Budget Verification
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~

Conlributions To Nationa

Number Description Disposal
H3.1.9 Shifting Of Funds
I Ministers’ Budget Speeches
stment (E.g. By The Development Bank

H3.1.10

H3.1.11 Loans/Financial Assistance/Development Inve
Of Southern Africa, )

H3.2 éccgug;;’gg §g§gog§§bﬂjlg

H3.2.1 E&dfliﬁﬁmmmﬁe_mlzub}mm

H3.2.1.1 Information And Comments

H3.22 it In ions

Formal Enquiries

H3.221
H3.2.22 Informal Enquiries
H3.2.2.3 Reports
H3.2.2.4 Audit Charter
H3.2.3 Deparimental Inspections (For Administrative And Records Management Inspections
See H2.9 And H2.8.3 Respeclivel‘y; Open A File For Each Region/Programme Manager,
here Necessary, And Number Conseculively.)
H3.2.4 Safeguarding Of Money And Face Value Forms (For Government Cash. See 3.2.5.6
For Acquisition Of Face Value Forms, See 5.1 .7)
H3.2.4.1 Safe
H3.2.4.1.1 Handing Over Centificates
H3.2.4.12 Safekeeping Of Duplicate Keys
H3.2.4.2 Cancellation Of Chegues
H3.2.4.3 fssuinglRe-lssuing Of Cheques
H3.2.4.4 Dishonoured Cheques
Regional Office, When Needed)

H3.2.5
H3.2.5.1 Office Equipment (File For Each Own Institution
H3.252 Vehicles, Parts And Requisites (File For Each Own lnsrifu!ion/Regionaf Office)
H3.2.53 Cellular Phones (File For Each Own Institution/Regional Office, When Needed)
Goods (File For Each Own lnsﬁtulion/RegionaI Office, When Needed)
egional Office, When Needed)

H3.2.5.4 Perishable
H3.255 Personal Aricles (File For Each Own Institution/R
H3.2.56 Government Cash (For Safeguarding Of Money And Face Value Forms, See H3.2.4; File
For Each Own Institution/Regional Office, When Needed).
H3.2.5.7 Labour Saving Devices (File For Each Own l'nsmulioanegional Office, When Needed)
H3.2.58 Computer Equipment (File For Each Own Insriluﬁon/RegionaI Office,
When Needed)

H3.259 Own }nsmuﬁon-Speciﬁc Equipment/Stores (e.g. Medical Equipment In Department Of
Health, School Text Books In Department Of Education; File For Each Own Institution/Regional Office, When
Needed.)
H3.26 Authorily To Receive And Account For Money Collected
H3.2.7 Appointment And Dulies Of Accounting Officers (For Other Decentralisation Issues, See
2.12)
H3.2.8 Appoiniment And Duties Of Paymasters
H3.2.9 Appointment And Duties Of Programme Managers
H3.2.10 Appointment And Duties Of Responsibimy Managers
H3.2.11 Appointment And Duties Of Financial Managers
H3.2.12 Risk Management
H3.3 diture (For Expenditure Relating To Personnel, See Personnel Filing
System; For Financial Management System (Fms) Reports, See H3.10
H3.3.p Policy
H3.3.1 ims F anments (File For Each Department; For Claims Made By And

Personnel Matters See 5$10.3 Of The Uniform Personne| Filing System: For

et S

H3.3.2
H3.3.2.1 Requests For Funds
H3.3.2.2 Returns
H3.3.3 P t Of Accounts
H3.3.3.1 Stores Purchased (File For Each Own Institution When Needed)
H3.3.3.2 Services Purchased (Including Conference Facililies And Catering; File For Each Own

€, When Needed).
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Number Description Disposal :
H3.34 Writing Off Of Fruitless Expenditure (File For Each Own !nsmuﬁoanegional Office,
When Needed)

5 Fraud (File For Each Own lnstr’fufr’on/Regionai Office, When Needed).

H3.3.

H3.3.6 Suspense Account

H3.3.7 onthl endj

H3.3.7.1 Requesis For Funds

H3.3.7.2 Conditional Grants File For Each Conditional Grant, Where Necessary.)

H3.3.8 Weekly Expendilure

H3.3.9 Insurance

H3.3.10 Claims By Other Institutions / Individuals

H3.3.11 Quarterly Expenditure

H3.3.12 Unauthorised Expenditure

H3.4 Revenue

H3.4.p Policy

H3.4.R Routine Enquiries

H3.4.1 Determination of Tariffs

H3.4.2 Collection Of

H3.4.2.1 Value Added Tax (Vat)

H3.4.2.2 Interest Payable

H3.4.23 Refunds

H3.4.24 Payments For Private Use Of Telephones (For Non-Financial Aspects, See 5.2.2.3)

H3.4.2.5 Recovery Of Losses

H3.4.3 Allocation

H3.4.4 Writing Off Of Irrecoverable Revenue

H3.4.4.1 Hospital Fees

H3.4.5 Donations, Sponsorships And External Funding

H3.4.5.1 Proposals For/Special Projects

H3.4.6 Conscience Money

H3.4.7 Investment Of

H3.4.8 Claims Against Other Depariments

H3.4.9 Claims Against Other Institutions / Individuals

H3.5 ifi

H3.5.1 National Treasury

H3.5.2 Provincial Treasury

H3.5.3 By Chief Accountant

H3.6 i r s

H3.6.1 Authorities To Sign

H3.6.2 Warrant-Voucher Stop-Payments

H3.6.3 Electronic Transfers

H3.6.4 Lists, Reports, Returns And Statements

H386.5 Banking Account Details

H3.6.6 Credit Facilities

H3.6.7 Month Closure/Bank Reconciliation

H3.7 Closure Of Financial Year

H3.7.1 bt Owin e State

H3.7.1.1 Subsistence And Travel

H3.7.1.2 Cheque Discrepancies

H3.7.1.3 Over-Payment |.R. O, Services Rendered

H3.8 k Performed Op An ncy Basi

H3.8.1 r D

H3.8.1.1 a f First O isation

H3.8.1.1.R Routine Enquiries

H3.8.1.1.1 Budgets Submitted

H3.8.1.1.2 Claims Submitted And Subsidies Paijd (Including Agency Fees)
Monitoring Of Spending (For The Organisation Performing The Function Only, Not For

H3.8.1.1.3
Budget Review And Monitoring.)

Departmental

H3.8.1.1.4 Agreements

Follow-Up of Oulstandfng Fees, Claims, Penalties
26
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Number
Audits Ang Inspections

H3.8.1.16
H3.81.1.7 Motor Vehicle Disbursement Reports
H3.8.1.1.8 Personne) Related Issyes (e.g. Appointment, Leave, Transfers, Efc. )
H3.8.1.2 Iganjsati
H3.8.1.2.1 Budgets Submiiteq
H3.8.1.2.2 Claims Submitted And Subsidies Pajy (Jncfud:'ng Agency F ees)
H3.8.1.2.3 Monitoring Of Spending (i.e. For The Organisation Performing The Function Only, Not
For Departmenia) Budget Review And Monit'oring.)
H3.8.1.2.4 Agreemenis
H3.8.1.2.5 Follow-Up of Oulslanding Fees, Claims, Penalties
H38128 Audits And Inspectiong
H3.8.1.2.7 Motor Vehicle Disbursement Reports

Personne| Related Issues (e.g. Appor‘ntmenl, Leave, Transfers, Ete.)

H3.812g
H3.8.2 By Department
H3.9 iti i
H3.9.1 Loan Fung
Cume io

H3.9.2 Transfer Payments
H3.10 i i st R el
H3.10.1 Requests For Reports
H3.10.2 Collection, Contro) And Safekeeping Of Reports/Batch Registers
H3.10.3 Journah'sing Of Monies
H3.10.4 i
H3.10.4.1 Item Allocation Codes
H3.10.4.2 Objective Allocation Codes
H3.10.4.3 Annual Expenditure Reports
H3.11 asic Accoupting S f as
H3.11.p Policy
H3.11.R Routine Enquiries
H3.11.1 Implementation
: ccess Restricﬁons/PrivHeges

H3.
For The Department Of Education File For Each Own Instfluhon)
3.12. : Fi
H3.12.3.1 Audited Financial Statements
H3.12.32 In-Year Variance Reporis
H3.12.3.3 Budgets
H3.12.3.3.1 Shifting of Funds
H3.12.3.4 Appeals
H3.12.3.4.1 Against Poverty Rankfngs
H4. c odati
H4.p Policy
H4.R Routine Enquiries
H4.1 Embellishment Of Sites
H4.2 Cleaning of Sites
H4.3 Acquisition of Sites Ang Erection Of Buildings
H4.3.1 Head Office
H4.3.2 Regfgggg Offices (File For Each Regional Office)
H4.3.3 ucation
Official Residences (File For Each Own Institution, Where Necessary)

H4.3.4
H4.3 5 Health Instiy ions
Reports

H4.3.8
H4.3.7 Aggcg;!tg;a! fgsytuu'ogs
27



Number Description Disposal }
H4.4 [ati Ande'Of':’s

H4.4.1 Offices
H4.4.1.1 Head Office
H4.4.1.2 Regional Offices
H4.4.1.3 Sub-Offices
H4.4.2 Official Residences
H4.4. 3 Own Institutions
H4.5 ication For An Allocation Of
H4.5. 1 Ofiice Accommodation
H4.5.1.1 Head Office
H4.5.1.2 i ices
H4.5.1.3 Parﬁamentary Office
H4.51.4 -Offices
H4.5.15 Own Institutions
H4.5.2 Official Residences
H4.5.3 Garages And Parking
H4.5.4 Venues For Meetings
H4.6 j f Si
H4.6.1 Head Offices
H4.6.2 i i
H4.7 Alienation
H4.7.1 Leasing
H4.7.11 Lease Agreements
H4.7.2 Use Of Properties For Other Purposes
H4.8 Waste Disposal Sites
H4.9 Use Of Containers For Aggommgdaﬁoa
H4.9.1 Iransnet Containers
H4.9.1.1 Co-Operative Governance
H4.9.2 Allocation of Containers As Offices
H5. res And Services (For Transpori, See Main Series 6.)
H5.1 Stores
H5.1.p Policy
H5.1.1 Specifications
H5.1.2 Tenders
H5.1.2.1 Tender Board Exemptions
Applications For Ex-Post Facio Approval

H5.1.2.1.1
Participation In National Contracts

H5.1.2.2
H5.1.2.3 mmidﬂﬂlleﬂdemﬂmmm
Deparimenta]

H5.1.2.3.1
H5.1.2.32 Regional Offices’
A5.1.2.3.3 Own Institutions
Small, Medium Ang Micro Enterprise Development
Materials, See 5.2.5.1 Below. )

H5.1.2.4
H5.1.3 ocktaking (For Library
H5.1.3.1 Head Office
H5.1.3.1.1 Unissued Stores
H5.1.3.1.2 Issued Stores
H5.1.3.2 Regional Offices
H5.1.33 Own Institutions
H5.1.3 4 Inter-Departmental Transfers Of Assets
H5.1.4 Disposal Of Surplus And Obsolete Stock (For Library Materials, See 5.2 5 5 Below)
H5.1.4.1 Regional Offices
H5.1.4.2 Own Institutions
H5.1.5 uisition And Mainte ance Of
H5.1.5.1 Unspecified Items
H5.1.5.1.1 Regional Offices
H5.1.512 Own Institutions
H5.1.5.2 Office Furniture
H5.1.5.2 1 Regional Offices
28



sy

H5.1.5.3
H5.1.5.3.1
H5.1.5.3.2
H5.1.5.4
H5.1.5.5
H5.1.55 1
H5.1.552
H5.1.5.6
H5.1.5.7
H5.1.5.8
H5.1.5.9
H5.1.5.10
H5.1.5.11
H5.1.5.12
H5.1.5.12.1
H5.1.5.12.2
H5.1.5.13
H5.1.5.13.1
H5.1.5.13.2
H5.1.5.14
H5.1.5.14.1
H5.1.5.14.2
H5.1.5.15
H5.1.5.16
H5.1.517

H5.1.5.18
H5.1.5.19
H5.1.5.20
H5.1.6
H5.1.7

And Receipt Books.)
H5.1.8

H5.1.8.1
H5.1.8.2
H5.1.9
H5.2
H5.2.p
H5.2.1
H5.2.1.R
H5.2 1.1
H5.2.1.2
H5.2.1.3
H5.2.2
H5.2.2 1
H5.22 2
H5.2.2 3
H5.2.2 4
H5.2.2 5
H5.2.3

H5.2 4
H5.2 5
H5.2.5 1
H5.2.52
H525 3

Typing And D
Regional Offices

Own Institutions

Accounting And Adding Machines
Stationery

Regional Offices

Own Institutions

Strongroom Shelves

Fans
Heaters

Bicycles

Ladders

Trolleys

Fax Machines And Computer Equipment

Regional Offices

Own Institutions

Cellular Telephones

Regional Offices

Own Institutions

Franking Machines

Regional Offices

Own Institutions

Firearms And Ammunition

Records Storage Carton Boxes '

Uniforms And Protective Gear (For Conditions Of Senvice Aspects, See S3.8
Of The Uniform Personnel Filing System.)

Weigh Bridges
Cleaning Materials
Own Jnstituﬁon-Speciﬁc EquipmenUStores (For Financial Aspecls, See Main Series H3. )
ions
s, See 3.2.4; e.9. Cheque

Informal Quotation
Face Value Forms (For Safeguarding Of Face Value Form

Number Description Disposal
H5.1.522 Own Institutions
uplicating Machines

R S, Relurns And Statjstics
Monthly Statistics
Quarterly Statistics
Market/Needs Analysis
Services

Policy

Rouline Enquiries
Post Bags And Post Boxes

Prepayment
Courier Services

Telkom
Telephone Maintenance Ang Installations

Telephone Directories

Library
g Matter Only.)

Sfocktaking (Readin
Disposal Of Worthless And
cquisition Of Readi tter
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H5.2.5.3.2
H5.2.6.3.3
H5.2.5.4
H5.2.5.5
H5.2.6
H5.2.6.1
H5.2.6.2
H5.2.6.3
H5.2.6.4
H52.7
H5.2.8
H5.2.9
H5.2.10
H5.2.11

H5.2.11.1
H5.2.11.2
H5.2.11.3
H5.2.11.3.1

H5.2.11.3.2
H5.2.11.3.2.1
H5.2.11.4
H5.2.11.5
H5.2.12
H5.3
H5.3.1
H5.3.1.1
H5.3.1.2
H5.3.1.3
H5.3.1.4
H5.3.1.5
H5.3.1.6
H5.3.1.7
H5.3.1.8
H5.4
H5.4.1
H5.4.2
H5.4.3
45.4.4
HB.

H6.P
H6.R
H6.1

H6.1.1
H6.1.2

H6.1.3
H6.1.4
HB.1.5
H6.1.6
H6.1.7
H6.1.8
H6.1.9
H6.1.10
H6.1.11

Number Descn’ﬁfion Dis Eosal
H5.2.5.3.1 Purchases

Donations
Subscriptions
Classification And Indexing

Repair And Binding
ivafisatj 1 (For Work Performed On An Agency Basis, See 3.8)
Cleaning Services

Catering Services
Laundries

Securily Services
Municipal Services (Eg. Electricity, Water Etc. )

Non-Privatised Laundry Services

Hygienic Services (Eg. Steiner)
Radio Communication Services (Eg. Sentech Rhs, Efc.)
(For The Acquistion And Maintenance Of Computers, See H5.1 Sub-Series. )
Data Modem Lines
E-Mail And Internet

o 0 bases

ividual D s

(Open A File For Each Databases And Number Consecutively.)

E-Mail /Ip Addresses Per Office Building

Changes To E-Mail Addresses
Virus Outbreaks And Removals
Troubleshooﬁng Guidelines And Techniques

Accommodation

isitio infena
General Plant Maintenance
Mechanical Instructions
Occupational Health And Safety
Board Of Survey
Purchasing!SeHing Of Plant
Movement Of Plant
Repairs
Mechanical Workshops

ic ovide
Introductions
Market/User Surve

List Of
Requests For Support

Policy

Routine Enquiries

Government Motor TragsgogRengal Car System (For Vehicle Thefts / Fraud, See
H3.2.5.2)

Applications For
Accidents (Open A File For Each Vehicle, Where Necessary, And
Number According To Vehicle Registration Number, Eg. H6. 1.2-Bhy282nc)
Repairs/f-'ming Of Accessories

Private Use

Logsheets

Monthly Statistics

Logos / Stickers On Vehicles

Petrol Cards

Fleet Management
Purchase/SeHing Of Permanent Vehicles

Transfer Of Vehicles
30
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H6.1.13
H6.1.14
H6.1.15
H6.1.16
HB.1.17
H6.1.18
H6.2
H6.3
H6.4

He.5
H6.6
H6.7
H6.8
H6.9
H6.10
H6.11
H6.12
H6.13
H6.14

H7.1

Number Description Disposal ;
H6.1.12 Withdrawal Of Vehicles
Inspection Of Gg Vehicles

Traffic Fines/Offences
Misuse Of Vehicles

Indemnity Issyes

Exchanging Vehicles

Trip Authorisations

Subsidised Transport

Use Of Private Vehicles For Offi
Train, Sea And Air Transport (Onl
Personnel Filing System.)

Returns
Licensing/lnsuring Of Vehicles

Parking Authorities
Use Of Government Transport By Off-Duty Officials
Patrol Vehicles

Hired/Rental Cars
Motor Finance Scheme For Senior Officials

Vip Vehicles
Use Of Government Transport After Hours For Officiaj Purposes

Non-Motorised Vehicles (Eg. Augers)
ications, Publici st
blicatio For The Acquisition Of Publications For Library
Purposes, See 5.2.53: For The Publication Of Acls, See 1.2; Posters, Brochures,
Banners Fic. Are Considered To Be Pubﬁcatr’ons.)
Policy
Routine Enquiries

n Publications
Drafting oOf
i onseculively.)

Printing Of (For
Sale And Distribution
Free Distribution List

Reviews
gubg’gagioz_]slggers Of Other Bodies
Contributions

Reviews
Reports Received

cial Purposes
y For Goods. For Staff Members, See Uniform

Mmunicatjo,
Policy

Routine Enquiries
Participation In Shows, Exhibitions

And Non-Line Function Campaigns
Radio Talks

Arrangements

Copies Of Scripts

Press
Film And Slige Shows
r

National

Provincial
Strategies And Special Reports
Electronic blicity And Co Mmunicalion

ental Website
Contributions To

rd
Nominations
Participation In Other Campaigns (Including Volunieer/Lelsema Campaigns. )
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Number Description Disposal

H7.2.10 Advertisements

H8 Cogggg’ﬁgn And Meegg’ggs Of Bodigs And Other Ggiggr@ggs
%

H8.1
H8.1.1 i
H8.1.1.p Policy
H8.1.1.1 Arrangements
H8.1.1.2 Agendag And Minutes - (Open A Separate File For Each Type Of
Meeting And Number Consecuﬁvely Eg H8.1.1.2.1: Meetings Of Heads of Divisions.)
H8.1.2 Conferences/Forums
H8.1.2.p Policy
H8.1.2.R Routine Enquiries
H8.1.2.1 Of First Confer i
H8.1.2.1.1 Appoiniment / Registration Of Members
H8.1.2.1.2 Arrangement Of Meetings And Distribution Of Agendas
H8.1.2.1.3 Agendas, Minutes And Reports
H8.1.2.1.3.1 Distribution Of Minutes Ang Reports
H8.1.2.2 Of Ne I
H8.1.2.2.1 Appointment / Registration Of Members
H8.1.2.2 2 Arrangement Of Meetings And Distribution Of Agendas
H8.1.2.2. 3 Agendas, Minutes And Reporis
H8.1.2.2.3.1 Distribution Of Minutes And Reporis
H8.1.3 sses/C ini dj
H8.1.3.p Policy
H8.1.3.R Routine Enquiries
H8.1.3.1 ame Of First Co s/ /Bargainj d
H8.1.3.1.1 Appointment / Registration Of Members
H8.1.3.1.2 Arrangement Of Meetings And Distribution Of Agendas
H8.1.3.1.3 Agendas, Minutes And Reports
H8.1.3.1.3.1 Distribution Of Minutes And Reporis
H8.1.3.2 me Of Next Conar /Ch Iy ini d
H8.1.3.2.1 Appointment / Registration Of Members
H8.1.322 Arrangement Of Meetings And Distribution Of Agendas
H8.1.3.2.3 Agendas, Minutes Angd Reporis
H8.1.3.2.3.1 Distribution Of Minutes And Reports
H8.1.4 ncils
HB.1.4.p Policy
H8.1.4.R Routine Enquiries
H8.1.4.1 Of First Council
H8.1.4.1.1 Appoiniment / Registration Of Members
H8.1.4.12 Arrangement Of Meetings And Distribution Of Agendas
18.1.4.1.3 Agendas, Minutes And Reporis
H8.1.4.1.3.1 Distribution Of Minules And Reports
H8.1.4.2 eQ t Council
H8.1.4.2 1 Appointment / Regisiration Of Members
H8.1.4.2 2 Arrangement Of Meetings Ang Distribution Of Agendas
H8.1.4.2 3 Agendas, Minutes And Reports
H8.1.4.2.31 Distribution of Minutes And Reports
H8.1.5 shops
H8.15p Policy
H8.1.5.R Routine Enquiries
H8.1.5.1 i
H8.1.5.1.1 Appointment / Registration of Members
H8.1.5.1.2 Arrangement Of Meetings Ang Distribution of Agendas
H8.1.5.1.3 Agendas, Minutes Ang Reports
H8.1.5.1.3.1 Distribution Of Minutes And Reports
H8.1.52 0} ksho
H8.1.5.2 1 Appointment / Registration Of Members
rrangement Of Meetings And Distribution Of Agendas

A
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Disposal

Agendas, Minutes And Reports
Distribution Of Minutes And Reports
O missions

Policy

Routine Enquiries

gistration Of Members

Appointment / Re
bution Of Agendas

Arrangement Of Meetings And Distri
Agendas, Minutes And Reports
Distribution Of Minutes And Reports
a ext O ommissio
Appoiniment / Registration Of Members
Arrangement Of Meetings And Distribution Of Agendas
Agendas, Minutes And Reports
Distribution Of Minutes And Reports

s
(Eg. Commission For Conciliation, Mediation And Arbitration. )

Policy
Routine Enquiries )
m irs C issio

Members

Appointment / Registration O
bution Of Agendas

Arrangement Of Meetings And Distri
Agendas, Minutes And Reports
Distribution Of Minutes And Reports
e Of Next Other Commissi
Appointment / Registration Of Members
Arrangement Of Meetings And Distribution Of Agendas

Agendas, Minutes And Reports

Distribution Of Minutes And Reporis
Committees

Policy

Routine Enquiries

Appoinfment/Regislraﬁon Of Members
Arrangement Of Meetings And Distribution Of Agendas
Agendas, Minutes And Reports
Distribution Of Minutes And Reports

f Ne n C i
AppofnlmenURegislration Of Members
Arrangement Of Meetings And Distribution Of Agendas

Agendas, Minutes And Reports
Distribution Of Minutes And Reporis
Other Committee

=—JEl Lommiltees

Policy
Routine Enquiries

e Of First Own C it
Appoinlment/Regis!raﬁon Of Members
Arrangement Of Meetings And Distribution Of Agendas
Agendas, Minutes And Reports
Distribution Of Minutes And Reports

AppoinlmenURegislratr‘on Of Members
Arrangement Of Meelings And Distribution Of Agendas

Agendas, Minutes And Reporis
utes And Reports

Distribution Of Min
Cogcerging Line Functions
Mge{ing§

Policy
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8.21.21: Meetings
Conferences

Policy
Rouline Enquiries
ame Of Fj I

Appointment / Registration Of Members
Arrangement Of Meetings And Distribution Of Agendas
Agendas, Minutes And Reports

Distribution Of Minutes And Reporits

c
Appointment / Registration Of Members
Arrangement Of Meelings And Distribution Of Agendas

Agendas, Minutes And Reports

Distribution Of Minutes And Reports

Conaresses/Unions/, fi
Policy
Routine Enquiries
f First Con /Union/Association

Appointment / Registration Of Members
Arrangement Of Meetings And Distribution Of Agendas
Agendas, Minutes And Reports
Distribution Of Minutes And Reports

Of Nexi Con s/Uni Ssociation
Appointment / Registration Of Members
Arrangement Of Meetings And Distribution Of Agendas
Agendas, Minutes And Reporis
Distribution Of Minutes And Reports

cils
Policy
Routine Enquiries
irst Counci

Appointment / Registration Of Members
Arrangement Of Meetings And Distribution Of Agendas

Agendas, Minutes And Reports
Distribution Of Minutes And Reports

e uncj
Appointment / Registration Of Members
Arrangement Of Meetings And Distribution Of Agendas
Agendas, Minutes And Reporis
Distribution Of Minutes Ang Reporis

orkshops
Policy
Routine Enquiries
Name Of First
Appointment / Registration Of Members
Arrangement Of Meetings And Distribution Of Agendas
Agendas, Minutes And Reports
Distribution Of Minutes And Reports
0] ork

Appointment / Registration Of Members
Arrangement Of Meetings And Distribution Of Agendas

Agendas, Minutes And Reports
Distribution Of Minutes And Reports

orksho
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H8.2.6.1
H8.2.6.1.1
H8.2.6.12
H8.2.6.1.3
H8.2.6.1.3 1
H8.2.6.2
H8.2.6.2.1
H8.26.22
H8.2.6.23
H8.2.6.2.3.1
H8.2.7
H8.2.7.p
H8.27 R
H8.2.7.1
H8.2.7.1.1
H8.2.7.1.2
H8.2.7.1.3
H8.2.7.1.3.1
H8.2.7.2
H8.2.7.2.1
H8.2.7.22
H8.2.7.2 3
H8.2.7.2.3 1
H8.2.8
H8.2.8.p
H8.2.8.R
H8.2.8.1
H8.2.8.1.1
H8.2.8.1.2
H8.2.8.1.3
H8.2.8.1.3 1
H8.2.8.2
H8.2.8.2.1
H8.2.8.2.2
H8.28.2.3
H8.2.8.2.3 1
Hs.2.9
H8.2.9.p
H8.2.9.R
H8.2.9.1
18.2.9.1.1
H8.2.9.1.2
H8.2.9.1.3
H8.2.9.1.3.1
H8.2.9.2
H8.2.9 2 1
H8.292 2
H8.2.92 3
H8.2.92 3 4
H8.3
H8.3.1

H8.4

Appointment / Registration Of Members
Arrangement Of Meetings And Distribution of Agendas

Agendas, Minutes Ang Reporis
Distribution Of Minutes Ang Reporis

f Next Own Co ssi
Appointment / Registration Of Members
Arrangement Of Meetings And Distribution of Agendas
Agendas, Minutes And Reporis
Distribution Of Minutes Ang Reports

QMQLCmr_m_s_,Qni(e.g. Commission For Concm'aﬁon,
Policy

Routine Enquiries

istration Of Members

Appointment / Reg
istribution Of Agendas

Arrangement Of Meetings And D

Agendas, Minytes And Reports

Distribution Of Minutes Ang Reports
C o

Ne j
Appointment / Registration Of Members
Arrangement Of Meetings Ang Distribution Of Agendas

Agendas, Minutes And Reports
Distribution Of Minutes Ang Reporis

O I S
Policy
Routine Enquiries

ame Of First it
AppoinfmenURegisfralion Of Members
Arrangement Of Meetings Ang Distribution Of Agendas
Agendas, Minutes And Reports
Distribution Of Minutes Ang Reports

gistration Of Members

Appointment/Re
Distribution Of Agendas

Arrangement Of Meetings Ang
Agendas, Minutes Ang Reports
Distribution Of Minutes Ang Reports
0 -

es
Policy

Routine Enquiries
f First Ot
AppointmenURegistrati
frangement Of Meetings Ang
Agendas, Minutes And Reports
Distribution Of Minutes Ang Reporis
Name Of N Other itte
AppointmenURegisfralion Of Members

Committ
on Of Members
Distribution Of Agendas

Pport Funclion Gatherings. )
Visits By Dignitaries

Number Description Disposal
H8.2.6.R Routine Enquiries
(Name Of First Own ggm@'ggg'ggl

Mediation Ang Arbitration. )
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H8.4.1

H8.

See H3.1.10)
H9.2.2.51
H9.2.252
H9.2.3

H10.

H10.P
H10.R
H10.1
H10.1.1

Number Descrf;.)lion Diseosal )
(This File Is Only For Correspondence Of A Routine Nature

Routine Correspondence
ts By Dignitaries, For Which No Minutes Are Generated. For

Generated, See The Appropriate File In Sub-Series H8.1 And

Concerning Once-Off Visi
pondence Regarding both Support And Line

Visits Where Minutes Are
H8.2 Above; This File Includes Corres

Function Visits.)
y Be Used For Annual, Quarterly,

I
s rns (This Sub-Series Should Onj
Monthly And Other Reports And Returns Which Cannot Be Placed Under Any Other
Main Series. See Also Par.7 Of The General Instructions; Other Reporis And Relurns
Pertaining To Subjects For Which Separate Main Series Have Been Provided Should Be
Dealt With Under The Relevant Main

Policy

Anpual Report

Joint Report

Series.)

niributio ional Offices
(Open A File For Each Office And File
According To Annexure B.)

Printing Of
Distribution
Incidental Reports And Returns
I
Joint Report
Confributions By Regional Offices
Printing Of
Distribution
Monthly Report
Joint Report
Contributi Head Office Seclj
ibutions By Reaional Offic
Printing Of

Distribution
ts Which Are Not Provided For In Any Other

Information (Only Information On Subjec
Main Series Should Be Dealt With Here.)
Policy

Questions In Parliament

Contributions To Speeches (For Contributions To Mec’s Budget Speech, See 3.1.1: For
Contributions To National Ministers’ Budget Speeches, See 3.1.1 0)

Premier's Opening Speech

Head Of Department's Speeches

Mec’s Speeches Other Than Budget

State President's Speeches

In National Assembly

During Visits To Northern Cape
During Visists To Other Provinces/Countries

Speeches By National Minister (Other Than Budget Speeches. For Budget Speeches,

In National Assembly

During Visits To Northern Cape

Information Provided By Other Bodies (e.g. Central Statistical Services.)
eries H8; For Misconduct Issues In

Legal Services (For Meetings Of Bodies, See Main S
Depariments Without A Fully Fledged Legal Services Section, See Main Series S9 Of
The Uniform Personnel Functions Filing System.)
Policy
Routine Enquiries
Litigation (For Straight Financial Claims, See Main Series H3)
Claims
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Disposal

Number Description
H10.1.1.1 Against Department

H10.1.1.2 For Department

H10.1.2 Resulting In Court Actions

H10.2 Legal Opinions

H10.2.1 Trusts

H10.3 I i

H10.3.1 Grievances (Individual Cases Are Handled On Sq Files. See The List Of Series Of
Separate Case Files.)

H10.3.2 Misconduct (Individual Cases Are Handled On Sm Files. See The List Of Series Of

Separate Case Files.)
H10.3.3 Complaints By Staff (For Complaints Against Staff, See $9.4.1 In The Uniform
Personnel Functions File Plan; Individual Cases Are Handled On Sc Files. See The List Of Series Of Separate

Case Files.)
H10.4 State Alforney
Defence For Officials (Individual Cases Are Handled On Sm Files. See The List Of

H10.4.1
Series Of Separate Case Files.)
H10.5 Appeals (Individual Cases Are Handled On Sm Files. See The List Of Series Of
Separate Case Files.)
H10.6 esidi ce
H10.6.1 e ceiv 0
H10.6.1.1 Municipalities
H10.6.2 Cases (Open A File For Each Case And Number Consecutively.)
H10.7 (o) vestigati
Workmen’s Compensation (Individual Cases Are Handled On Si Files. See The List Of

H10.7.1
Series Of Separate Case Files.)
H10.7.2 Project Irregularities

(Open A File For Each Case And Number Consecutively.)

H10.7.3 Management Of Discipline
H10.7 4 Assistance To Other Institutions (For Requests For Presiding Officers, See Sub-Series

H10.6)
H10.7.4.P Policy

H10.7.4.R Routine Enquiries
(Name Of First Institution) (Open A File For Each Case And Fi

H10.7.4.1
Persal/Salary Number Of The Official Concerned, Eg. H10.7.4.1 -9876543)

(Name Of Next Institution) (Open A File For Each Case And File According To The

H10.7.4.2
Persal/Salry Number Of The Official Concerned, Eg. H10. 7.4.2-9876543)

le According To The
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