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1. PURPOSE

1.1.  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 as
previously submitted; with the role of Int r@@gwgg\{v@@uﬁp@u i

info-Cantre
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3. ANNEXURES

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

4, LEGISLATIVE PROVISIONS
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BACKGROUND

The Service Delivery & Budget Implementation Plan (SDBIP) and Cperational 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.

MOTIVATION / DISCUSSION

A Standard Operating Procedure for the Development of Portfolios of Evidence was
developed and approved in the 2014/2015 FY.

The SOP was outdated in that it still made reference to Process Managers and Deputy
Municipal Managers etc.

A review was therefore necessary to ensure alignment with the current approved
organizational structure being implemented.

A report on the reviewed Standard Operating Procedure for the Compilation of Portfolios of
Evidence and the SOP was submitted to the meeting of the SMC on the 6™ of May 2019.

SMC resolved as follows: “that the role of the Internal Audit Business Unit be clarified in the
process”.

COMMENTS FROM THE RELEVANT DEPARTMENT OR COMPONENT OF THE
MUNICIPALITY — MANAGER: OFFICE OF THE MUNICIPAL MANAGER

In order to attend to the request of the SMC for the role of internal audit to be clarified in the
process; a request was made to Internal Audit to provide a concise narrative of their role in
the audit process.

A response was received from the Internal Audit unit and has been added to the SOP on
the POE development as Step 7. Please refer to Annexure 1, pages 15 & 16 for the role of
IA in the Audit process.

IMPLICATIONS

FINANCIAL - N/A
LEGAL — N/A



8.3. COMMUNICATION — N/A
8.4. COMMUNITY — N/A
8.5. SERVICE DELIVERY - N/A

9.  RECOMMENDATION

IT IS RECOMMENDED THAT:

9.1. 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 as previously submitted, but now with the

inclusion of the role of Internal Audit.

9.2. The Strategic Management Committee resolves that Deputy Municipal 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 &
Budget Implementation Plan (SDBIP) & Operation Plan (OP) by Strategic Business Units

Immediately.
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i. 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.
tt 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.



Z. 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 (IA) 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 §0Ps FOR
PERFORMANCE MARAGEMENT

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 alignment 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;

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. PFERFORMANCE MANAGEMENT & PORTFOLIO OF EVIDERNCE
CRITERIA

Each Strategic Business Unit {(SBU) must make sure that its records meet the following criteria:
e 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,

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

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

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

o 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. PORTFOLIGO 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 GM 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 Municipal Manager. Internal
Audit when requesting the POEs must set deadlines for the submission. Non-compliance must be
reported to the Civi.

GMs / 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 GM / Senior
Managers 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 partfolio of evidence file to ensure that the
reported performance is adequately supported. GMs / Senior Managers reporting directly to the
Clty 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 Senior 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).
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8. 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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