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REPORT ON THE REVIEW OF THE STANDARD OPERATING PROCEDURES FOR THE
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DATE: 29 APRIL 2020

1. PURPOSE

i.1.  The purpose of this report is to present to the Strategic Management Committee (SMC) the
report on the review of the Standard Operating Procedures for the compilation and storage
of Performance Information (Portfolios of Evidence) on the Service Delivery & Budget
implementation Plan (SDBIP) & Operation Plan (OP) by Strategic Business Units for the
20/21 Financial Year and outer Financial Years.
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3.1. ANNEXURE 1: REVIEWED STANDARD OPERATING PROCEDURES FOR THE
COMPILATION AND STORAGE OF PERFORMANCE INFORMATION (PORTFOLIOS OF
EVIDENCE) ON THE SERVICE DELIVERY & BUDGET IMPLEMENTATION PLAN &
OPERATION PLAN BY STRATEGIC BUSINESS UNITS FOR THE 20/21 FINANCIAL
YEAR AND OUTER FINANCIAL YEARS.
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The Service Delivery & Budget Implementation Plan (SDBIP) and Operational Plan (OP)
Monthly & Quarterly reporting templates are the tools currently being utilized by Msunduzi
Municipality to determine service delivery targets and administrative targets progress as
part of the In-Year Performance Monitoring Processes. On each of the respective reporting
templates, each target has its own reference number and column for recording the portfotio
of evidence at the level of which the target was partialty met, met and/or exceeded.

Currently at Msunduzl Municipality there is no information management system to record &
store performance information. The municipality therefore has to rely on paper based
mechanisms in order to track progress, record the compilation of performance information

and thereafter storage.

One of the problems with this is that the information recorded on the reporting templates is
not always congruent with what is submitted as part of the Portfolio of Evidence (POE) and
vice versa.

Both Internal Audit and the Auditor General have indicated the necessity to develop a
Standard Operating Procedure for the compilation and storage of performance information
on the SDBIP & OP by strategic business units.

MOTIVATION / DISCUSSION

A Standard Operating Procedure for the Development of Portfolios of Evidence was
developed, reviewed and approved in the 2019/2020 FY.

The Standard Operating Procedure for the Development of Portfolios of Evidence did not
include the matter on Consequence Management.

The AG in their Audit of Msunduzi Municipality raised a finding that there was no
Consequence management being implemented within the institution.

During Internal Audit's audit of Performance Information, it was found that some units did
not submit the information, some units submitted late whilst others submitted but notin the
prescribed format as per the approved SOP on POE development.

The findings of the Internal Audit's audit of Performance Information revealed that the POE
files submitted contained Information that was not accurate, reliable, valid and complete.

The review thus focused on including Consequence Management on the sQP.
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The following table represents al

development emanating from the review undertaken:

EVANT DEPARTMENT OR OMPONENT OF _THE

| the applicable amendments of the SOP on POE

EXISTING
PROVISION

PROPOSED AMENDMENT

commeuﬂ

NIL

Consequence Management

Page 17 -
Consequence
Management

NIL

The City Manager {CM) must implement Consequence
Management for all instances; at the time of becoming
aware; that General Managers have failed to provide
portfolios of Evidence (POE) to internal Audit, the Auditor
General, and any other Sector Departments  or
Stakeholders that are accurate, refiable, valid and
complete, it being noted that General Managers are overall
accountable for the Key Performance Indicators and
Targets as well as the POE for each KPI within their
control.

Page 17 -
Consequence
Management

NIL

General Managers (GM) must implement Consequence
Management for all instances; at the time of becoming
aware; that Senior Managers have failled to provide
Portfolios of Evidence (POE) to Internal Audit, the Auditor
General, and any other Sector Departments or
Stakeholders that are accurate, reliable, valid and
complete, it being noted that Senior Managers are overall
responsible for the Key Performance Indicators and
Targets as well as the POE for each KPI within their
control.

Page 17 -
Consequence
Management

NIL

Senior Managers (SM) must implement Consequence
Management for all instances; at the time of becoming
aware; that Managers & staff reporting to them have failed
to provide Portfolios of Evidence (POE) to Internal Audit,
the Auditor General, and any other Sector Departments or
Stakeholders that are accurate, reliable, valid and
complete, noting they are the custodians of the information
required to develop the POE.

Page 17 -
Consequence
Management

NIL

The City Manager, General Managers & Senior Managers
must not limit their implementation of conseguence
management 1o areas of accuracy, reliability, validity and
completeness. They must also implement consequence
management when the Portfolio of Evidence is not
submitted, submitted late and/or not in the prescribed
tormat of the approved SOP.

Page 17 -
Consequence
Management
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IMPLICATIONS

FINANCIAL - N/A

LEGAL - N/A
COMMUNICATION ~ N/A
COMMUNITY - N/A
SERVICE DELIVERY - N/A

RECOMMENDATION

A e e e e e

IT IS RECOMMENDED THAT:

The Strategic Management Committee notes the report on the review of Standard
Operating Procedures for the compilation and storage of Performance Information
(Portfolios of Evidence) on the Service Delivery & Budget Implementation Plan (SDBIP) &
Operation Plan (OP) by Strategic Business Units for the 20/21 Financia! Year and outer
Financial Years.

The Strategic Management Committee resolves that General Managers (GMs) implement
the usage of the reviewed Standard Operating Procedures for the compilation and storage
of Performance Information (Portfolios of Evidence) on the Service Delivery & Budgst
implementation Plan (SDBIP) & Operation Plan (OP) by Strategic Business Units with
immediate effect.
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LIST OF ABBREVIATIONS

1 M City Manager

2 GM General Manager

3 oP Operational Plan

4 SM Senior Manager

5 POE Portfolio of Evidence

6 SBU Strategic Business Unit

7 SDBIP Service Delivery & Budget Implementation Plan
8 SopP Standard Operating Procedure




1. INTRODUCTION & BACKGROUND

The Service Delivery & Budget Implementation Plan (SDBIP) and Operational Plan (OP)} Monthly
& Quarterly reporting templates are the tools currently being utilized by Msunduzi Municipality
to determine service delivery targets and administrative targets progress as part of the In-Year
Performance Monitoring Processes. On each of the respective reporting templates, each target
has its own reference number and column for recording the portfolio of evidence at the level of
which the target was partially met, met and/or exceeded.

Currently at Msunduzi Municipality there is no information management system to record &
store performance information. The municipality therefore has to rely on paper based
mechanisms in order to track progress, record the compilation of performance information and
thereafter storage. One of the problems with this is that the information recorded on the
reporting templates is not always congruent with what is submitted as part of the Portfolio of
Evidence (POE) and vice versa. Both Internal Audit and the Auditor General have indicated the
necessity to develop a Standard Operating Procedure for the compilation and storage of
performance information on the SDBIP & OP by strategic business units.

This will then assist with the assurance that the respective units compile the Portfolio of Evidence
using one standardized method, thereby enhancing the quality of the performance information.
It will further assist with the alignment of what is recorded and what is actually submitted. The
standard operating procedure must include methods of enhancing the validity of the
performance information e.g. that the POE must be dually signed; firstly, by the Incumbent
preparing the POE, and secondly by the Supervisor having checked and satisfied themselves with
the validity of the information provided.



2.  DEFINITION OF STANDARD OPERATING PROCEDURES

By definition, Standard Operating Procedures (SOPs) within the context of Performance
Information and Portfolios of Evidence, is a written description of steps for all significant activities
relating to the practice of Management of Information. SOPs should accurately reflect good
information management practices, be sufficiently practical and be usable in the municipal
environment. The good management practices relate to general aspects of performance
management functions including data collection, compilation, analysis, storage, data processing,
record storage, handling of urgent data requests/needs, management of the devices/ tools/
appliances used to manage the data.



3.

JUSTIFICATION FOR STANDARD OPERATING PROCEDURES

There are several challenges the existing Performance Management System is facing; these
include the following among others;

Poor and incomplete recording of data needed for Performance Management,

Use of non-standardized Portfolio of Evidence templates by business units, has been
happening owing to lack of or failure to use existing Portfolio of Evidence templates
(POEs) for setting up portfolios of evidence,

Lack of guidance on how to determine the source documents for a respective target, and;

Lack of guidance on how to Develop Portfolios of Evidence (POEs) e.g. that was generated
through service delivery implementation.

For a number of financial years Internal Audit (1A) as well as the Auditor General (AG) have
raised queries in respect of Performance Information (Source Documents / Portfolios of
Evidence) being inadequate. The development and implementation of Standard
Operating Procedures for the development of Portfolios of Evidence if implemented
correctly should eliminate further queries.



ANTICIPATED BENEFITS OF HAVING GENERIC SOPs FOR
PERFORMANCE MANAGEMENT

Harmonization of performance management procedures to ensure efficiency and
effective coordination in the development of Portfolios of Evidence,

Validity & Credibility of the reported actuals on reporting templates is enhanced by the
signing of by the respective incumbent and supervisor,

Ensures better alighment between reported actuals and source documents (POE),

Auditing is easier as a standardized POE template will be implemented for all user
departments, and;

Effective accountability will be displayed during performance assessments as incumbents
and supervisors will both be reliant on the POE during their respective performance
assessments.



5. STANDARD OPERATING PROCEDURES (SOP) PER LEVEL

The general standard operating procedures for managing performance information at all levels
will include amongst others, the following:

e Data sources must be clearly defined at each level of collection to allow traceability of
performance by the Strategic Business Unit head (GM) / Manager reporting directly to
the CM,

e Data verification and validation must be done at a source point (between supervisors and
incumbents), and;

M e At each level of data flow, there must be data sign-off to indicate that responsible
managers agree with the reported data and that the report reflects true activities in their
area of responsibility.



6. PERFORMANCE MANAGEMENT & PORTFOLIO OF EVIDENCE
CRITERIA

Each Strategic Business Unit (SBU} must make sure that its records meet the following criteria:
o Authenticity - are created, stored and are able to prove beyond doubt that the record is
‘what it claims to be’ and identifies the individual who created it, by maintaining a record
of its management through time,
e Accuracy - have to accurately reflect the transactions/event they document,

¢ Accessibility - must be readily available as and when required,

¢ Complete - must be adequate in content, context and structure to recreate the pertinent
activities and transactions/events they document,

¢ Comprehensive - must document the entire range of the SBUs business,

e Compliant - must act in accordance with any record keeping requirements from
legislation, audit rules and other applicable regulations,

o Effective - should be maintained for the specific purposes for which it was gathered, and
the information contained must meet those purposes, and;

e Secure - have got to be securely stored and maintained preventing unauthorized access,
modification, damage or removal. They have to be stored in an administered, secure
environment, the degree of security relevant to the sensitivity and significance of the
content.



7. PORTFOLIO OF EVIDENCE DEVELOPMENT CYCLE
HIGH LEVEL SUMMARY

The process being outlined hereunder is at the Strategic level of the Municipality whereby it will
determine how General Managers {(GMs) and Senior Managers {SMs) reporting directly to the
City Manager (CM) should prepare and validate the portfolios of evidence for their respective
Strategic Business Units (SBUs) and Sub Units.

Each General Manager and Senior Manager reporting directly to the City Manager must develop
their own reporting mechanisms which are relevant to their Strategic Business Units (SBUs) and
Sub Units, and having done so create a platform for the accurate development and submission
of portfolios of evidence.

General Managers / Senior Managers reporting directly to the City Manager are responsible for
the confirmation of the POE’s prior to submission; therefore, the responsibility of the submission
of POE’s rests with GMs / Senior Managers reporting directly to the City Manager. Internal Audit
when requesting the POEs must set deadlines for the submission. Non-compliance must be
reported to the CM.

General Managers/Senior Managers reporting directly to the City Manager are to use the
template developed by the Office of the CM for creating POE’s in a standardized format. The
Senior Managers / Managers will be the central figures in preparing the POE and having satisfied
themselves with the contents of the POE files in respect of source documents, will then sign off.
The GMs / SMs reporting directly to the City Manager will then thoroughly check the signed off
POE files and having also satisfied themselves with the contents thereof, also sign off on the POE
prior to submission.

Quarterly reports must be cross-referenced to the portfolio of evidence file to ensure that the
reported performance is adequately supported. GMs / Senior Managers reporting directly to the
City Manager should verify if all portfolios of evidence have been submitted and placed on file.

STEP 1:

Managers and staff below the level of Senior Manager (SM) will collate, verify and forward
information to the respective General Manager/ Senior Manager reporting directly to the CM on
either a Monthly, Quarterly and Annual basis in respect of the Service Delivery & Budget
Implementation Plan (SDBIP) and/or the Operational Plan (OP).



]

sy W
NSY3W (e1qe | NV | STOZ
add
T - NoiL | 2Mddv | stoz | Awv e
Eb-}- (o) 10N Adv nyg3s 1nd
naoa Asvaw | viaaa | ., DuYL
INIW sy | nusad | -NoiL 1n0
2 qawi | AN | YOIN e | geau | oaroua | E¥3 3 L
JHNOS 40D | OSvaY wnd | wnsvaw | /| woareo | 103 | aww | PN | 3N 0
o Pl 32 OB ATiE pnvw | 2 vy | roud | vy il e TN
JNY YNy | AlH INOW UYL 318 0 90ud digas dal
e o ¥osMad | U | NSVIW
ONIGNI HLNOW - € ¥IL¥VND NNY
ONIGNS HINOW - ¥3LNVND - DNILYOdIH IINVINNOINId
JIVidN3L

ONILY0d3Y¥ TYNNNVY / ATHILYVND "ATHINOW NV1d TYNOILVH3IdO / NV1d NOILVINIWITdINI 139aNg B AY3IAIEA IDIAHIS

winduj ays jo
siseq ay3 Uo Jnojo3 e anssi Aj|eaizewolne |im pajejndod-aid uaaq Suiney alejdwal sy "apew Sutaq ssasdoud jenide ayy uo Suipuadap
G 10 p'E‘7’T J9y1a Su1aq |enloe 3yl pJodas uayl ||!M uawudije ayl Sulnsuad pue uwn|od ssaJdold 8yl paiajdwod Sulaey Jadeueln
/ WS 3yl ‘(lenuuy/Apanenb/Ajyluon) 19841 pardafold ayi o3 paudije si (Moj[aA ur paysiysiy) mojaq pajensnjj arejdway Jad
se d0/d19as aY1 40 uwn|o) ssa180.d Y1 Ul papJodaJ Sulag uoiewIoul 3yl 18yl ‘dO 10 d19dS aY1 Suliajdwod uaym eyl aunsua Ajsiy
[im 138euUB / NS 34l 'dO 40 dIgas 2y Jaydie a19|dwod 01 J3y/wiy 0} palliwigns UOIIBWIOUI Y} 3SN UBY) [|Im Ja5euely / INS 3yl

2 dils

C C



L

s34 ™
NSYIN (olgqe | NV | STOZ
ad
inaw | A £ noip | Mddv | stoz | Adv 13
WY | . 10N A¥Y | nue3s 1nd
nloa NSvaw | viaaa | ., 9¥VL
INIW Sv | N¥§3d | -NOIL 1N0
3 g | 3N | HOIN | o) | Losay | aroud | EYH 3 / b N3 | 3IN3
24N0OS JYY0D | OSV3IY ¥VND | ynsvaw 1123r80 | 123 | IAW X3
. I OB} Nvin | 222 | 3igvy | roud | vuoouq | 333 | I oy
INY vV | ATH | iNow 39 uvl 9| aigas | dai
TR ol oduad | oo | NSVAW
SMICN: HINOW - € ¥3.14vND NNY
DNIGNI HINOW - € ¥IL¥VND - DNILYOdIY IDNVINNOIYId
IIVIdWGL

ONILY0d3I¥ TVYNNNY / ATHILHVND 'ATHLINOW NV1d TVNOILVHY3IdO / NV1d NOILVLININITdI 13DAN9 B AHIAITAA IDIAYIS

“99111WWO0I 3y} JO UOIIN|0SaJ 3y} pue ‘1e pajgel Sulaq si Lodas 3yl 9911IWWO0I 3y} Jo epuade
ay3 ‘310dal 3y} JO aweu 3y} 31e3Ipul ISNW UWN[0I JUBWNIOQ I24N0S Y1 DINIS 01 parnwgns Suisg Hodal B 0] $1848J UWN|OI $53.4304d
3yl § 83 -(mojeA ul paiydiysiy) mojaq pajesnsn||i aiejdway 1ad se 40/dIGAS Y1 JO UWN|OI JUBWNIOQ IIJN0S 3Y} pUE UWN|O)
ssai80.4 ay3} usamiaq Juawusdije aunsud 03 pasinbau aq |Im Ja8euey / NS YL “HUN-GNS J3Y/SIY UIYHM Je1S JO SIaquIain/siadeuen
Agq wiy 03 pajywqns uonewojul ayy 8uisn 4d0/d19as 241 JO UWN|OI 1U3WNJ0Q 324N0S 3y3 313|dwod uayy [Im Jaseuely / NS YL

‘€ dilS

C C



cl

30d 40 ALIQITYA 30d 3HL 1lNnd1no mwm_mm_h_‘m—“_m,__x
ONIWYIINOD ONIVdIYud | INJWNJOA 139¥v1 /

HOSIAY¥3dANS LNIGINNDNI 30¥NOS WO AT43LHVND | 13DYVL =IO AR \.HMNQMN <Eilalily

Ag 430 NOIS Afl 310 NOSIS TVNNNY 40 / d19as

UGDQN.—.-&ZEE_
‘M3IA3Y HIANN Y3 LHVND
:1INN 8NS
+LINN SSIANISNE JID3LVHIS
S$350d¥Nd DNILHOd3d ¥04 3ON3AIAT 40 011034140d IHL 30 NOLLYTIdINOD JHL HO4 3LVIdINGL

S$3S0ddNd ONILHOdIY ¥04 IDONIAIAT 40 O1104180d FHL 40 NOLLVTIdINOD FHL HOd FLVIdINGL

*MO|3q uoneJisn||l 4ad se (1jun Juawaseue|n 28pa|MOU) 1§ 3JUBWLIOHDR ‘9aue||dwo?) |euoilezjuediQ)
WD 9yl Jo 92140 9yl Aq pajuswajdwi pue padojaaap se sHun ssauisng (e Jo} aiejdwal 30d pazipJepuels ayl jo adesn ainsua 0}
aney Aj3saiy jim JaBeuely / INS 9YL "JBSA |BIDURULY 9Y) JO poliad aAlIadsalt 3yl 404 (3Od) 2IUPIAT JO 01|04110d ay) 24edaid 03 paJinbau
3q uayl |m siseq jenuuy/Alialien/Alyiuol e uo Jayile arejdwal Suiiodas dO/dIgas Yyl paisidwod Sulaey sa8euepy / INS 9yl

‘¥ d431S

C C



1548

uonow.iofui o ssau12a.103 do
Bunpaiput 330/dwaz 304 /diaas
ay3 uo auyj yona ysuipbo ayl
ubis uayy jim 13bouopy uo soy
/ WS 3Y] "uwnjol uawniop uun
32In0S ay1 U0 Pap.iolal 3 3 3 ay1
SD SqUWINJ0p JUDARjal | LY1dWIL | LVIdWN3L | LVIdWN3L SidX
3y suip3u03 afif 30d 241 ) ) 9 JIVIidWAL JLVIdNIL JLIVIdN3L Jos
2Insua uayl jiim ‘pjdwal | NILHOTY | NILYOdIY | NILHOJIY JIVIdW3L | DNILYOdIH | ONILYOdIH | ONILYOdIY | aqunu
bunodal d0/dig9as ayr | d0/dI8as | d0/digas | do/digas ONILHOdIY d0/digas d0/di8as d0/diggas | ayiuo
wolf ssos20 pIOP Y3 paidod ayz sad ayz Jad ayr4ad | 4O/d18as ay2 ayy sad ayl ayz sad buip
Buinoy sabouopy / NS 341 $D 135U LY BVEL]] sp Jasuj | 4ad sp Lasuf s Jiasuj | 43d sp Jasuy SO 143suf uadag
eler) d3gANNN
30 ALIQINVA IN 1394v1 1ndino
ONINHHNGS | el e oNprs | JWN200 | WAV | A | /13oWL | Da0N | yyionus | T2z oror | amny
HOSIAY3ANS Ei).[pl0) HILHYND TVNNNY 40/ d19ds
Ag9 440 NDIS
{MIIAZY ¥3ANN ¥3LYVNO
<LINN NS
:LINN SSINISNG J193LVYLS

$350ddNd ONILHOd3IY ¥O4 3INIAIAT 40 O1T041¥0d FHL 40 NOILVIIdWOD FHL ¥O4 I1VIdINGL

‘MO|3q uonesisn||!
1ad se moj|aA ui pa1y3iysiy aiejdwal 304 uo papasul suonded Jad se alejdwal 304 9yl 319|dwod uays |Im Jadeue iy / INS3YL b
JeaA jejdpueul) e Jo ¢ 40 € ‘2 ‘T Jaenp Jayua Sulaq MalASd J3pun J3lJenD 3yl Masu| g

198euen /NS 941 S1 9ys/ay yoiym 01 aweu 1un qns ayr Wasu| g

s8uojaq HuN-gns Jay/siy Yalym 01 dweu 3lun ssauisng J1gale.is syl Wasul T

‘mojaq Jad se aje|dwal 33UIPIAT JO 01]0J10d pazipiepuels syl a1a|dwod uay) (jim sadeue / INS YL

'S d31s



Vi

304 HIGANN
30d IN 1ndino
40 ALIGITVA DNIWYHIINOD =i, AL INN20Aa | IVNLDY SRR / 1394¥vL 153roud L) SRR EE £ HIGWNN
JOSIAYIANS AG 440 NOIS AN3gWNINI DUNCS 143L4VND T VH¥904d | TZ0Z/ 0202
A9 440 NDIS do/digas
| 2 L A

IM3IATY YIANN YILYVYND
:LINA 8ns
:LINM SSANISNE D193 LVYLS

$35S0ddNd DNILHOd3Y Y04 3DN3AIAI 40 O1104140d FHL 40 NOILVTIdINOD JHL Y04 31VidINIL

‘Mojaq uonesisnjji Jad se moj|dA ur paysiysiy aiejdwal 304 uo
pauasul suonded 93s ased|d 'PadIaya ale suawpuawe asaym patepdn aq osie 1snw saie|dwal 304 2yl se ||om se alejdwal Sujpiodau
d0/d19as 8yl 1a8eurq / INS 243 AQ 3jl) 30d SY3} Ul papnjoul ag 01 UOIIRIUSWNIOP Jayuny 1sanbas usyl ued ay / ays ‘siueisul
1BY31 3B pue ‘9|4 30d 3yl yum aaiSe jou Aew Jo Aew s3aSeuripy A1) 3y) 01 Ajauip Suiiodal sia8euey J01USS / IND SYl1 JUIAS Y1 U

'30d 2y} JO ssauara|dwod pue
Aupijea ‘AnjigerjaJ ‘Adesnade ainsua uays [Im A3yl “a|1} 30d @Y1 Ul S1 1eYyMm SE dwes 3y} S1 91e[dwal 304 @Y1 U0 30d Y1l Se paptodai i
1BYM 1BY) 3INnsua 1snwi saSeuey Al 3yl 01 Aj3dau1p Suodau sia8euelp Jo1uas / N D oYy 1a8euen/IAS 9yl Aq pasedaad 314 30d 2Ud
ySnouyl o8 o1 pannbau aq uayy §jim JaBeuepy A3D a9yl 01 Aj3dadip Suiliodaa siadeueln J01UaS / IND 9Y3 ‘DAoqe ay] pala|dwod Buiney g
‘sasodund
8uiodau 104 S304d 2Y3 Jo uoneidwod ayy 4oy a1ejdwal ayy 03 pausdi|e st sare|dwa) Suiiodals 4O 40 d19Qs |enuuy /ApauenD /Alyivon
9y} uo elep By} eyl wiyuod uayl |im JaBeuely A1) a3yl o) Appdauaip Suinodas siaBeuely uoluas / IND 9yl 1Byl duop JuineH
'93e|dwal ay} uo papiodlal
SIUdWNIOP 32IN0S 3Y1 01 pausi|e st ssaIBold pariodas ayi se [jam se 1981e] paidaloid ayl o1 paudije si ssa804d paliodal syl aouay
‘suwn|od Suiuodal jle ssosoe pausie si salejdwal Suipodal 4o Jo d18QS [Enuuy/AaMEND/AIYIUOIAL BYL UO BIED 3yl 1Byl Wiuo) T
{saoue|eq pue
$}9942 SuImO0||0} DY 351213X3 ‘JOd 2Y} uo Jjo BuiuBis 03 Jolid uayy |Im LaBeueiy AlD oyl 03 Aj1oauip Suilrodasy sie8eueln JOIUlS / IND 9yl

‘9 d31S



Sl

pue 128pnq ay) WoJj SUOREBIASP ‘d1gds PUe dd|l Y3 ut Ayjeddiunw ay3 Aq 31as 53198123 aY3 JO JUSWAA3IYIL 3y} |8 SUI0IIUOW U| SISISSE OS|E 3
"d19as 2y ul |d) oY1 01 pausi|e aie 4| 9y Ui (jd)) S101e21pu) 9duews0piad A3y Y3 41 WIIJUOD 0} BUO SI|GRUS MIIASI UOIIBWLIOUI 3IUBWIOLD

‘siseq Aj4anenb e uo sue|d 33uUeULIOLIDd PUB SIUSWIDISY DIUBWIONI ‘(30d)
32UBPIAS JO 01]0J140d 193pnq jedidiunip ‘(d193s) ueld uotieluswa|dw| pue 128png A1aAla(Q 321A436 ‘(dQ]) ue|d Iuawdo|anag paies8alu| oyl jo
M3IADJ BY] S|1eIUR 1) "(VINHIN) 1V 1uswaBeue|p pue adueul4 [eddiuniy 9yl pue TO0Z ‘suollejnS8ay juswaSeuey aduew.iopdd pue Suluue|d
[edpiunial ‘(wSIAI) 10y swialsAs [edpiuniy 2yl jo stuswsaainbal syl yum sapige Aujedidiuniy ayl 1eyy Suunsua se |jam se A|3AIIDa e pue
Ajuaiiys ssow wiopad o1 Ayjedidiunw ay) a|qeus o0} siseq Ajualienb e uo Passasse ag 01 SPI3U 1Yl WIISAS B S| UOIIBWION] 3IUBWIONS

'9811WWO Jipne ajuewJopiad ay) pue sadeuew edidiunw sy) 0} sypne Ji2yl uo suodau Auspenb ywgns (i)
pue ‘Ayjedidiunw ayi Jo syuswainsesw duewuopad 3yi ypne siseq snonuiauod e ug  (1)(2)
pue (0T pue g uolle|n8al ul 01 PaJLidjaa SJ01edIpU|
uo saiediunw jo Iduew.opad Bulnseaw Ul d|qelja) aJ4e sudWIINseaw aduewopad s ANedpiunw ay) yaiym o1 X3 ayl  (m
pue 12y ayl yum sajdwod waisAs JuswaSeuew ssuewiopad s Ayjedpiunw ayy .syisym (1)
‘walsAs Juowaseurew ssuewlopad s Aujedidiunw ayy jo Ayljeuonoung ayl  (1)(q)
lpne isnw jipne jeusajul
(4N ddIN) suonein8ay Juswadeue|p] 92UBWI0LIDd pue Buluue|d |edidiuniy :JUSWUIBA0L) [B207 3Y3 Jo (2) pue (q) (T)pT uonendal jo swuss u|

‘SMOTO04 SY 39 TIM LIdNY TYNYILNI 40 3104 JHL

'spodas dO '3 dIgas |enuuy pue JeaA-piAl 3Y3 104 Ajdde
II'm 2wes ayy ‘sasodind 31pny 40} 31pny [eusaiu] 03 dO 8 d19as AjJalien) ay3 ywgns pue Suilaaw ay3 WoJlj SJUIWPUIWE [[B 31BPI|OSuod
I1'W 3UNn AN '8 d D0 3Y3 r9s1iwiwo) Juawadeuey JeuonesadQ 3y 1e pajeSosiaiu) uaaqg sey dO '3 d19Qas dYl aduo siseq Ajajieny e uQ

L d31S
paiajdwod
uaaq soy (b-1) 9 dais asuo
A b,
bGEmoc%. Mu_“eww M \g\ HM N.Mw“mmwu 1abouppy | J3bBouniy Jabouoyy | s3boubpy 1aboupyy | 13bouppy Jabouppy J1abouoy
" siabouopy Joas /e | PEOUPW/ WS | /WSAQp | /WS Aqp /WSAq | /NsAqp /WsAq | /wsAqp /WSsAq | /NsAq
’ Aq ffo paubis | arajdwo) | a33jdwon | pazajdwo) | a13dwod payajdwoy | aadwo) pa1sidwo) | paiejdwo)

C C



9t

VINAIN 341

40 7S uo1as Aq palinbal se Japenb yoea jo pua ay3 4ok sAep O UIYHM |1DUNO) O} pallwgns aJe syiodal asuewaopad Ajjalien)
‘yum pajdwod uaaq aaey suodaloud Ajyyuow digas

"Ajlawi} pue 3|gel|as 9 JUBAS|a ‘D1eIndde ‘djqeinseaw ‘a1310ads ‘Busaq Jo ajdipunid { HYINS 243 S199W dduewlojad patioday
‘313|dw o3 pue pijea ‘ayeindde S| SIaUEeNY |je ul payiodad (s34 JOd) UOIIRWIOJU| 9DUBWLIONSd

‘d19as 241 yum pausije aJe suejd 3dcurLIIOI3d

{1eal |eDuBUL M3U 3Y] JO 1E)S 3Y) 21043(

yiuow auo panoidde atam pue ‘siaSeuely Jojuag pue siaSeuel |eiauan) ‘Jadeue|n AJ1D 9yl 104 1SIXa SsuawaaliSe asuewaoad pliea
!sa2130ead 1ua41n2 0) pausi|e ale pue sISIXa sainpadold pue sadjod wWalsAg Juawaseue|y 93uUBWIOLIR 31enbapy

N oF O N

K4
T

11BY} 2INSUD 0} SI UOIIRWJIOUI ddurwWIOWMAd UO sypne SuIdNpUOd Jo SaAI3[qo ayL

‘uodn paaiSe pue 13s s198.1e1 3yl Suileaw ale siaBeurw pajulodde ayi Ji YSI|QRISA 0} 3UO SMO||B 0S| 30d 2yl Suissassy
‘30d 3y} ul ssa180ad 3y} o uondadsul ySnosyy Ajsnoswiy paijidIas pue paiiuapt aq ued s1aafoad Jo uonajdwod pue ssassoud jo Sunoluow

C C



CONSEQUENCE MANAGEMENT

The City Manager (CM) must implement Consequence Management for all instances; at the
time of becoming aware; that General Managers have failed to provide Portfolios of Evidence
(POE) to Internal Audit, the Auditor General, and any other Sector Departments or
Stakeholders that are accurate, reliable, valid and complete, it being noted that General
Managers are overall accountable for the Key Performance Indicators and Targets as well as
the POE for each KPI within their control.

General Managers (GM) must implement Consequence Management for all instances; at the
time of becoming aware; that Senior Managers have failed to provide Portfolios of Evidence
(POE) to Internal Audit, the Auditor General, and any other Sector Departments or
Stakeholders that are accurate, reliable, valid and complete, it being noted that Senior
Managers are overall responsible for the Key Performance Indicators and Targets as well as
the POE for each KPI within their control.

Senior Managers (SM} must implement Consequence Management for all instances; at the
time of becoming aware; that Managers & staff reporting to them have failed to provide
Portfolios of Evidence {(POE) to Internal Audit, the Auditor General, and any other Sector
Departments or Stakeholders that are accurate, reliable, valid and complete, noting they are
the custodians of the information required to develop the POE.

The City Manager, General Managers & Senior Managers must not limit their implementation
of consequence management to areas of accuracy, reliability, validity and completeness. They
must also implement consequence management when the Portfolio of Evidence is not
submitted, submitted late and/or not in the prescribed format of the approved SOP.
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9. CONCLUSION

In conclusion, the benefits of implementing the Standard Operating Procedure for the
development of Portfolios of Evidence will ensure better audit results for the municipality.

If followed correctly the steps above will ensure that what is reported is a true reflection of
activates within Strategic Business units at any given time in a financial year.

Performance management will be strengthened as information provided will be backed up by
clear, concise and validated Portfolios of Evidence. This will be evident when conducting
Performance Assessments as the scoring criteria for assessments hinges predominantly on the
correctness of reported actuals versus the Portfolio of Evidence.
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CORPORATE SERVICES BUSINESS UNIT e

EXTRACT FROM THE UNCONFIRMED MINUTES OF THE FULL COUNCIL MEETING HELD VIA
MICROSOFT TEAMS ON WEDNESDAY, 29 JULY 2020 AT 09H00.

REPORT _ON THE REVIEW OF STANDARD OPERATING PROCEDURES FOR THE
COMPLIANCE AND STORAGE OF PERFORMANCE INFORMATION (PORTFOLIOS OF

EVIDENCE) ON THE SERVICE DELIVERY AND BUDGET IMPLEMENTATION PLAN AND
OPERATIONAL PLAN BY STRATEGIC BUSINESS UNITS 2020/2021 FINANCIAL YEAR (10.4.1)

Report dated 29 April 2020 by the Acting Manager: Organizational Compliance, Performance and
Knowledge Management.

(Page 198 of Volume A agenda)
it was
RESOLVED

(a) That the report on the review of Standard Operating Procedures for the compilation
and storage of Performance Information (Portfolios of Evidence) on the Service
Delivery and Budget Implementation Plan (SDBIP) & Operational Plan (OP) by
Strategic Business Units for the 20/21 Financial Year and outer Financial years be
noted.

(b) That General Managers (GMs) implement the usage of the reviewed Standard
Operating Procedures for the compilation and storage of Performance Information
(Portfolios of Evidence) on the Service Delivery and Budget Implementation Plan
(SDBIP) & Operational Plan (OP) by Strategic Business Units with immediate effect.

CERTIFIED A TRUE COPY

Nokwawnda Mbanjwa

For GENERAL MANAGER: CORPORATE SERVICES

03 August 2020

Municipal Manager's Representative: Mr S Dubazana (Tel.033-392763)
Enquiries: Committee Officer: Nokwanda Mbanjwa (Tel: 033-3922775)

Email: nokwanda.mbanjwa@msunduzi.gov.za



