
















































































































1. Revenue Management
 Rates Policy
 Tariff Policy
 Indigent Policy
 Credit control & Debt Collection Policy
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2. Expenditure Management
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 Asset Management Policy
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4. Supply Chain Management 
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1 11 Municipal Services

6 Definitions “state-owned properties” means those properties within the municipal
area where the ownership vof which vests in the state and is
registered in the name of or in favour of the state, but do not
include public infrastructure;

The definition was amended to Public Service Purposes
6 Definitions Definition for Public Service Purposes

7 5.1.1 Remove R19 000 it already includes the R15000 and the 
R4000

8 5.2.1 Properties that are used as Accommodation Establishments where
four (4) or more rooms are made available will be granted a 30%
rebate on the business tariff

8 5.2.2 Farm Properties that are used for business, commercial of industrial
purposes will be granted a 30% rebate on the business and industrial
tariff.

9 5.5.3 City Community and Council

9 5.5.3 This rate rebate is 80% (inclusive of the 75% in terms of 
the MPRA Rate Ratio Regulations) of the rate levied on
Residential Properties, which rate on properties subject to
agricultural use does not exceed the maximum ratio to the
rate on Residential Property prescribed in the MPRA Rate
Ratio Regulations.



9 5.5.3 This rate rebate is 75% of the rate levied on Residential Properties, which
rate on properties subject to agricultural use does not exceed the
maximum ratio to the rate on Residential Property prescribed in the MPRA
Rate Ratio Regulations.

The council will, when it imposes rates and sets tariffs for the budged
year, grant an additional rebate of 70% on the rates payable in respect of
agricultural properties.

10 5.5.7 No other rebates will be granted to properties that qualify for the
Agricultural rebate. For the avoidance of doubt properties that
qualify for the agricultural rebate will not be entitled to the
residential rate rebate as set out in paragraph 5.1.1 above

10 5.5.9 If the registered owner of agricultural property, transfer ownership of
Employee’s dwellings to bona fide employees, which excludes
employees with a family relationship to the owner, trustee(s), or member
of the legal person, the Municipality shall grant a 10% rebate in addition
to the rebate stipulated in pas 13(2) with regard to the applicable
agricultural property.

10 5.5.10 The rebate stipulated in sub paragraph 5.5.101 above, shall lapse in the

Event of change of ownership of the property.

10 5. 5.11 Owners or tenants of farms and smallholdings with a residential

Component and with no or limited agricultural activities may apply to
be rated at the residential rate and to receive the valuation reduction
(i.e. such properties which do not qualify for the agricultural rebate).
The owner must apply to the Municipality by the due dates set out
above and declare in an affidavit that no contraventions of the zoning
scheme are taking place on the property. Should they meet the relevant 
criteria, the owners of these properties, should they meet the relevant
criteria, are precluded from applying for a senior citizens and disabled 
persons rate rebate, in terms of the Municipality indigent relief measure



11 5.8.2 on the rates payable in respect of properties

whose owners are not recipients of an old age
or disability grant, but who

meet the income limitation for an old age or 
disability grant

to pensioners not exceeding an household income of R7500

13 Heading STATE PROPERTY PUBLIC SERVICE PURPOSE

14 11 MUNICIPAL SERVICES

15 11.4 120 60

15 11.5 120 60

15

INDIGENCY

In terms of Section 3(3) (f) and Section 15 of the MPRA all
indigents, for rating purposes, will qualify in respect of their
Residential Properties for the benefits as set out in paragraph 5.1
of this Policy.

16 18 2019 2021
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3 2 LEGISLATIVE REQUIREMENTS

Tariff policy

74. (1) A municipal council must adopt and implement J tm-ifl policy on the levying 10

of fees for municipal services provided by the municipality itself or by way of service

delivery agreements, and which complies with the provisions of this Act and with any

other applicable legislation.

(2) A tariff policy must reflect at least the following principles, namely that—

(a) users of municipal services should be treated equitably in the application of

tariffs;

(b) the amount individual users pay for services should generally be in proportion

to their use of that service;

(c) poor households must have access to at least basic services through-

(i) tariffs that cover only operating and maintenance costs; Z(I

(ii) special tariffs or life line tariffs for low levels of use or consumption of

services or for basic levels of service; or

(iii) any other direct or indirect method of subsidisation of tariffs for poor

households;



d) tariffs must reflect the costs reasonably associated with rendering the service, including capital, operating, maintenance, administration and 
replacement costs, and interest charges;

(e)tariffs must be set at levels that facilitate the financial sustainability of the

service, taking into account subsidisation from sources other than the service

concerned

(f) provision may be made in appropriate circumstances for a surcharge on the tariff for a service;

(g) provision may be made for the promotion of local economic development through special tariffs for categories of commercial and industrial users;

(h) the economical, efficient and effective use of resources, the recycling of waste, and other appropriate environmental objectives must be encouraged:

the extent of subsidisation of tariffs for poor households and other categories of users should be fully disclosed.

(3) A tariff policy may differentiate between different categories of users, debtors. service providers, services, service standards, geographical areas and 
other matters as

long as the differentiation does not amount to unfair discrimination.



6 8.2 (d) Rural area Murraysburg

7 3. (a) 
(iv)

1 700 1 890

7 8.3 (a) 
(iv)

1 701 to 2 200 1 891 - 3 780

7 8.3 (a) 
(iv)

2 201 3 781

7 8.3 (a) (v) and the Rural area

6 (vi) the rebates may also be granted to persons in 
receipt of a social or disability grant.

7 9 Refer to Tariff list for NERSA Approved Electricity
tariffs.



7 9.2 (a) and Rural

8 9.2 (e) a surcharge of 10%

9 10 Refer to Tariff list for Water tariffs.

10 10.3 Consumers in Merweville are assessed at a 
basic levy as well as a fixed tariff per kiloliter 
consumed.

10 10.5 Underground leakage process

10 11 Refer to Tariff list for Refuse tariffs.

10 11.3 Black refuse

11 11 Refer to Tariff list for Sewerage tariffs.
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5 3 LEGISLATIVE FRAMEWORK

Section 97 of the MSA states:

97. (I) A credit control and debt collection policy must provide for-

(a) credit control procedures and mechanisms:

(b) debt collection procedures and mechanisms:

(c) provision for indigent debtors that is consistent with Its rates and tariff policies 
and any national policy on indigents:

Section 104 (l)(L)of the MSA states further:

104. (1) The Minister may for the purposes of this Chapter make regulations or issue 
guidelines in accordance with section 120 to provide for or regulate the following 
matters:

(l) the development and implementation of an indigent policy;



6 4 (iv) and water

7 5 3rd

bullet
two Xhosa, three

7 6 3rd and 
4th

The average monthly consumption of electricity 
by the household over the previous 12 months 
may not exceed 450 kWh; 
The average monthly consumption of water by 
the household over the previous 12 months may 
not exceed 18kl; 

7 6 and water

7 Category 
A

R200 R 1x state pension

7 Category 
B

R201 R 1x state pension - 2 x state pensions



7 Category C Subsidy: Category C (R 1 x state pension + R1 – 2 x state pension)

(i) 100% of the basic levy for electricity for one service
point per month;

(ii) 100% of the basic levy for water for one service point
per month;

(iii) 20% of the basic levy for sewage for one service point
per month;

(iv) 50 kWh of electricity;

(v) 6 kℓ of water

8 6 Subsidy: School Hostels

A subsidy equal to the following:

 Electricity usage subsidised with 10%

To qualify for the subsidy benefits, the hostel is required to
submit a properly sworn statement not later than 31st day of May
of every year.

From time to time, subsidies may be adjusted by means of a
decision of the Council, in accordance with funds available for the
purpose.



8 7 3rd bullet copy of bank statement (not older than 3 months) or 
letter from SASSA confirming amount of grant;

8 7 Additional requirements for Tenants:
 Death Certificate of deceased owner, ID of 

deceased and sworn affidavit of intent to take 
responsibility for the resident;

 Consent letter from owner and copy of ID of 
owner

8 9 failure to do so will render the application invalid.

9 10 applicant must grant permission for the 
municipality to publish his/her name and address 
on a list of account holders receiving subsidies in 
terms of this Policy.

municipality will publish a list of account holders 
receiving subsidies in terms of this policy



9 13  The subsidy terminates when the applicant no 
longer resides at the resident.

9 15 when registered indigent households fall into 
arrears

for first time applicants,

9 16 1st

bullet 
qualify qualified

9 16 2nd

bullet
monthly basis.

9 17 2019 2021
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1 funding 

and 
reserves

Credit control & Debt collection

6 3 2. LEGISLATIVE FRAMEWORK

Sections 96 and 97 of the MSA

Debt collection responsibility of municipalities

Sec 64 of the MFMA Revenue management



8 6.1 (incl.64 (2) (e), (f) and (g) MFMA)

10 7.1.13 implementation and

12 14.3 after this 3 (three) month period. Outstanding arrears will
be settled out of any annual bonus due to the staff member.

Staff arrears will be dealt with in accordance with 
Schedule 2(10) of Local Government: Municipal 
Systems Act 32 of 2000 and in terms of any 
procedures, method or actions referred to in this 
Policy. Notwithstanding any other procedure, method 
or action that may be taken in terms of this Policy, the 
Municipality shall deduct any outstanding amount from 
such staff members’ salary if staff member default 
after one month credit control measures will be 
enforced



12 14.3 If the employee has given consent for his/ her municipal
account to be deducted from their salary, no credit control
measures will be implemented against the said staff
member.

13 14.5 30% 10%, plus the current account

14 16.1 Municipal Systems Act, 2000 (Act 32 of 2000) MSA, wear a name card

14 16.2 Proper record of inability to read meter will be 
recorded by the meter reader for record purposes

14 16.3 or person authorised by him

14 16.4.1 provided that the reading is provided by the 20th of 
each month and read on the same day of each month 
to ensure 30 days consumption.

14 16.4.2 meter-readings, once a year. actual reading, at least every three months



15 17.2 (c) and physical address

15 17.8 (d) (d) By mail. (d) Third Party payments

15 18.2 may must

18 22.3 Three months Two months

18 22.3.5 and government departments

18 22.4 2 x state pension R100,00 (Indigent
household)

2 x state pension + R200,00 minimum

R4 000 plus R400,00 minimum



18 22.5 three months two months

18 22.6 and proof of income

18 22.9 18 levying of interest on a person with an 
arrangement

17 interest shall be levied as prescribed in clause 21

18 22.12 Such a consumer’s deposit shall be used against
his debt.

18 22.13 proof of income

19 22.19 Recovery will take place in the following manner: Defaults

> 30 days - 50% from prepaid purchases

> 60 days - 60% from prepaid purchases

> 90 days - 70% from prepaid purchases

> 120 days - 80% from prepaid purchases

> 150 days - 90 % from prepaid purchases



19 (h) Rates. (d)     Rates

20 DISHONOURED CHEQUES AND OTHER 
UNACCEPTABLE CHEQUES OR

20 25.4 working

20 25.6 Working, working

20
25.7 regular monthly

23 30.8.3 Hold back payment to the suppliers of services and
goods to the Municipality, if their accounts are overdue.
If a supplier is in arrears with municipal services, the
supplier must make an arrangement with credit control.
(18.2)



25 33 TAX MUNICIPAL

25 33.3 The Municipality shall require an advance
payment equal to four (4) months’ average
consumption of all services on the premises
before a clearance certificate shall be issued.

26 37 2019, 2019 2021, 2021
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3 3 Generally Council will invest surplus funds with deposit taking

institutions registered in terms of the Bank’s Act, 1990 (Act 94 of
1990).

4 3.1

3.1   Revenue management

Sec 64 of the MFMA 

5 3.2 3.2  Expenditure management

Sec 65 (2) of the MFMA



6 3.3 3.3  Withdrawals from municipal bank accounts

Sec.  11 of MFMA

4 4.3 The Management of cheques

 Cheques are printed in batch format. To prevent the removing of cheques, cheques are
delivered in sealed boxes where strict control is exercised over the numerical sequence of
cheques on the expenditure system by means of a cheques register.



4 4.4

Cheques
A- Authorised Signatories:

 Municipal Manager
 Director: Financial Services/Chief Financial Officer
 Head: Financial Statements and Reporting
 Deputy Director: Financial Services
 Manager: Financial Administration
 Manager: Revenue, Expenditure & SCM
 Accountant: Budget & Reporting

B-Signatories:
 Head: Expenditure
 Head: Revenue
 Senior Accountant: Credit Control



Each cheque needs to be signed by at least two A-signatories, or one A-signatory and one B signatory.

Electronic Funds Transfer (EFT)

A-Authorised Signatories: Municipal Manager

A-Signatories: Director: Financial Services/Chief Financial Officer

Head: Financial Statements and Reporting

B-Signatories:

Head: Expenditure

Head: Revenue

Senior Accountant: Cash Management and Credit Control



6 4.5 Cash Management

All cash that has been receipted and deposited into Beaufort-West 
municipalities bank accounts need to be
banked the next working day
Cash surpluses: Need to be receipted (surplus miscellaneous) and 
must be banked
Cash shortages: Need to be paid in immediately not doing this can 
result in disciplinary action.

Receipting of money:
Persons/institutions responsible for receiving money on councils 
behalf
Permanent and relieve cashiers through the receiving of cash and 
other payment methods.
Third Party Vendors as contracted and listed accordingly.
Rights of management to review and amend as needed
Need to be reported to council





Cash Procedures
Internal Controls- Supervisor checks floats of cashiers weekly.

Issuing of Receipts: Weekly: Customers/Client come to cash office, provide the cashier with a municipal account/relevant information,
the cashier will then issue receipt.

Cancellations of receipts: If an error is made by customer or cashier, Receipt get reissued. Cashier bring cancelled receipt to supervisor to be 
cancelled.

Signed by cashier and reviewed by supervisor.

Prepaid cancellations: No cancellations on Prepaid water and electricity issued.



6 4.5 Cash balancing
After cash shift, cashier must count the money re-count and do balancing 
on the financial system. After that cashier send end of day report to 
supervisor to check if money is correct/
Differences: If any difference is picked up, supervisor will call in 
cashier/phone cashier to do the necessary corrections on day end report. 
Recount if there is a shortage/surplus. Money need to be paid in 
immediately. If here is a shortage. Money to be receipted if there is a 
surplus. If cashier balance, supervisor will do balancing and generate the 
balancing report for that shift.

Deposit Books
It is kept in Stock, and when the las book is used the supervisor will 
reorder books from the bank.

Other payment methods



6 4.5 Direct Deposits and ACB
Client will do direct deposit into municipal bank account via internet/their 
bank, using municipal account number as reference. This information is 
extracted daily and when doing uploads from bank statement is then 
credited against the clients accounts. Accounts are also paid by means of 
a debit order (ACB) payment by consumers bank.

Third party payments
Clients do a payment of various Retail stores, like Shoprite, checkers etc. 
Data is extract daily and credited to clients/consumers account

NB* A list of third Party Vendors that are approved and contracted.



6 5
CASHIER FLOATS

Cashiers receive an amount (Float) which need to be 
returned to the municipality at the end of individual 
shifts. These floats are used to make change to 
consumers after paying their municipal accounts, 
motor registrations, fines, etc.
a) Insert list of pay points and amounts of float for

each point

6 5.1 Petty Cash Framework

5.1 General Policy

a) The use of petty cash floats is strictly confined to
individual cash purchases of:

i) up to a maximum of R300, where the petty cash floats
in other departments are used to make purchases,

ii) up to a maximum of R2000, when claimed from the
Financial Services Petty Cash Float.

a) It is not acceptable for one receipt or a number of
receipts, in respect of the same event, which have
been obtained by the same person, to be split over
two cash purchase claims.



a 5.1 Petty Cash Framework

a) A petty cash float is not to be used for any of the following:
 the cashing of cheques;
 loans to any person whatsoever;
 payment of personal remuneration to any employee whatsoever, whether for fees, salaries, wages, travel

allowance as part of remuneration, honorarium or other reason;
 Purchase of capital items; and
 Purchases from SCM Database suppliers.

b) Other cash floats may also be established for the purpose of providing change, for a cash register, or any
other purpose approved by the Chief Financial Officer. Use of such floats is restricted to the purpose for which
they were established.

c) The Chief Financial Officer may approve the use of petty cash for excluded use, based on practical reasons or
cost-benefit reasons. Such an authority will be done on a case by case basis for the purposes of considering
merit.



7 5.2 Establishing and Operating a Petty Cash Float

a) To establish a new petty cash float or increase an existing advance, a written application is to be made to
the Chief Financial Officer by the relevant Department.

a) The total value of the advance requested will be an amount which would normally necessitate
reimbursement approximately once a week. This level of advances keeps to a minimum the overall cash
in the buildings on municipal property and ensures regular inclusion of information regarding
expenditure in financial reports and for budget control purposes.

a) A request for the establishment of an advance will indicate the name and status of senior administrative
or clerical staff to be held responsible for the operation of the petty cash float. The staff member's
specimen signature must also be submitted by the Department to the Chief Financial Officer, together
with the application documentation.



7 5.2 d) The application will indicate the security arrangement in place to ensure safe custody of funds in
the office. The minimal security arrangement that will be acceptable is that the float will be kept in a
locked box which will be kept in a locked filing cabinet or safe.

e) If an advance is approved, the petty cash clerk will advise the Department accordingly and request
that the responsible staff member collect the advance. This establishing advance will be charged to a
"Petty Cash Advances - …Name/Dept…" in the General Ledger and not against any expenditure votes.
A register of advances is thus maintained per Ledger Account for the purpose of accounting for all
petty cash floats.



8 5.3 5.3 Security of Petty Cash Floats

a) The cash on hand and used petty cash vouchers are to be kept in a locked box
for which there should be two keys. One key is to be retained by the officer (on
their person) normally responsible for the petty cash and the other to be kept
in a sealed envelope in the office safe or other secure place, to be used only in
an emergency.

b) The locked petty cash box must be kept in a secure place when not in use and
should be removed and returned by the responsible staff member only. At no
stage should staff other than the responsible administrative/clerical staff member
have access to the storage place of the petty cash box.



8 5.3 c) Under no circumstances are keys to be left in the lock to the
petty cash box, cabinet or safe.

d) If the responsible officer is either going on leave or is leaving the
Municipality's employment, the petty cash float is to be reconciled
and signed by the departing- as well as replacement staff members,
to indicate their agreement as to its balance. The replacement staff
specimen signature must also be submitted to the Chief Financial
Officer.



9 5.4 & 5.5 5.4 Completing a Cash Purchase Claim Form

a) Petty cash stationery is available from the petty
cash clerk which consists of two parts:

(i) Cash Purchase Claim page

(ii) Cash Purchase Record page

b) All details entered on the Cash Purchase Claim
appear on the Cash Purchase record page.



9 5.4 & 5.5 c) The Cash Purchase Claim must be completed as follows:
 description and cost of the goods/services purchased
 purchaser's signature
 vote number to be charged
 signature of the Officer in Charge of Petty Cash.

d) Original receipts or other valid documentation as required must be
attached as proof of payment, with the signature of an appropriate financial
delegate on this documentation. A financial delegate cannot authorise a
cash purchase claim where she or he is the purchaser.



9 5.4 & 5.5 5.5 Out-of-Pocket Payments

a) Where a staff member has made purchases from their own funds and now
seeks reimbursement from the petty cash, supporting documentation
must be provided to substantiate the claim.

a) The supporting documentation is to be attached to the claim.

a) The recording, documentation- and authorization requirements will be as
stated in the above paragraph (Completing a Cash Purchase Claim Form).



10 5.7 Reimbursement of Petty Cash Floats

a) A petty cash float is operated on the basis that expenditure from the float
is periodically reimbursed. Such reimbursement-

 returns the cash level of the petty cash float to its original level; and
 charges the expenditure which has been made, to the correct

expenditure vote.

b) Accordingly, at any point of time, the sum of the cash on hand, i.e.
remaining unspent, plus the cash advances for unfinalised purchases, plus the
completed cash purchase claim forms, will equal the level of the petty cash
advanced to the Department.



10 5.7

a) Completed Cash Purchase Claim forms, with attached cash register slips,
etc., must be taken by the officer in charge of the Petty Cash in a
Directorate/Department, to the petty cash clerk for reimbursement, after
the Summary Claim Cover Page and attached documentation have been
authorised by a financial delegate at least once in 14 days. Reimbursement
of claims where supporting documentation is missing will not be
entertained.

a) The prescribed Summary Cash Purchase Claim form as well as other relevant
forms attached to it must be completed in full.

a) The most recently completed Cash Purchase Claim form must record the
reconciliation of the petty cash float. The Assistant Accountant: Accounts
Payable will refuse reimbursement of claims where this is not supplied.

a) A petty cash float must never be reimbursed with funds derived from any
other source whatsoever.



11 5.8 a) Reconciled petty cash registers (cash slips
attached), accompanied with the cash balance
must be returned to the Chief Financial Officer a
week before the financial year end.

At the end of each financial year, all floats will be
reconciled and signed off by the Controller:
Cashiering.

11 6.1 6.1 General Policy

Generally Council will invest surplus funds with
deposit taking institutions registered in terms
of the Bank’s Act, 1990 (Act 94 of 1990).



11 6.3.1

6.3.1 External Investment Managers

a) The municipality may as and when the need
arise approach an external A-graded investment
manager to administer the investment portfolio
on its behalf.

a) The external investment manager will be
appointed in terms of SCM policy and service
level agreement will govern the functions and
responsibility of the service provider.

a) All investments made by the external
investment manager on behalf of the Council of
Stellenbosch must be made within the ambit of
this policy and with National Treasury’s

investment regulations



12 6.3.2 by the internal investment manager internally

12
6.4.2 Budget Office the Manager: Revenue, Manager: Financial

Administration and Manager: Expenditure

12 6.4.2 (a) 
bullet 4

Income in the Budget Office,

13 6.4.2 (a) 
bullet 5

Income in the Budget Office Revenue

14 7 2015 2021



Amount Focus Area Custodian











Questions?
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