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1. TITLE OF POLICY 
 
Finance Policy 
 

2. EFFECTIVE DATE 
 
5 August 2024 
 

3. REVISION HISTORY 
  
Amended 2021 
 

4. DATE OF NEXT REVIEW 
 
The School Governing Body and the School Management Team review the SGB and 
School Policies annually to ensure that the policies are relevant and updated should any 
changes be required. 

 

5. PREAMBLE  
 
The management of school finances in an effective, efficient and economical manner will 
ensure that the funds of a school will be utilised to serve the best interest of a learner. 
 

6. OBJECTIVES 
 

6.1 Glenstantia Primary School is committed to the efficient handling, processing and 
administration of all finances in terms of applicable legislation and prescripts. 

6.2 The primary purpose of the Finance Policy is to ensure that the school fund and movable 
and non-movable assets are properly managed. The South African Schools Act has 
delegated the responsibility of the management of public schoolsô finances to the School 
Governing Bodies. 

6.3 The policy applies to the School Governing Body and the Finance Committee in particular 
and to the entire school management, educator and non-educator staff and the learners 
in general. The School Governing Body, after considering the legislation, which pertains 
to the control and administration of the funds of the school, has to adopt the Finance 
Policy. The Policy needs to outline the processes pertaining to the generation, receipt, 
clearance, banking, spending, investment and safekeeping of funds. 

7. DEFINITIONS  

7.1 In this policy document, unless the context indicates otherwise: SASA - means the South 
African Schools Act 84 of 1996 (as amended). 

7.2 The GDE - means The Gauteng Department of Education. 

7.3 The HOD - means the GDE Head of Department. 

7.4 The School ï means Glenstantia Primary School. 

7.5 Parents ï means Parents or Guardians of the Learners who attend Glenstantia Primary 
School. 

7.6 The SGB ï means the School Governing Body (see relevant section of SASA). 
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7.7 The School Fund ï means the fund established by the SGB (see relevant section of 
SASA). 

7.8 The Principal ï means the GDE appointed Principal of Glenstantia Primary School.  

7.9 The SMT ï means the School Management Team of Glenstantia Primary School. 

7.10  The Finance Committee - means the committee elected by the SGB (see section 30 of 
SASA). 

7.11 The Treasurer ï means the SGB member elected by the SGB as Chairman of the Finance 
Committee.  

7.12 The Finance Department ï consists of the Business Administrator, Cashier, Debtors 
Clerk, Procurement Officer and contracted external Bookkeeper. 

7.13 The Business Administrator ï An employee delegated by the Principal and SGB to 
manage the finances of the school. 

7.14 Exemption Committee ï consists of the Treasurer and the Debtors Clerk  

7.15 Teacher ï means any person appointed in terms of the Employment of Educators Act to 
provide teaching and learning  

7.16 Money ï means Cash, Electronic Transfers, Credit Cards, Debit Cards and Pre-paid 
Cards. 

7.17 Department ï means a cost centre of Glenstantia Primary School. 

7.18  MEC ï Member of the Executive Council 

7.19 Debtor ï the new, existing or past parents or guardians of learners of the school  

 

8. LEGISLATIVE FRAM EWORK 

 

Constitution of the Republic of South Africa, (Act No. 108 of 1996), as     

 amended.  

National Education Policy Act, (Act No. 27 of 1996), as amended.  

South African School Act, (Act No. 84 of 1996), as amended.  

Employment of Educator Act, (Act No. 76 of 1998), as amended.  

 

South African Council for Educators, (Act No 31 of 2000) 

 

Public Finance Management Act, (Act No 1 of 1999), as amended. 

 

Public Accountantsô and Auditors Act, 1991 

 

The Amended National Norms and Standards for School Funding 

 

Gauteng School Education Act, (Act No 6 of 1995) 

 

Education Policy Act, (Act No 12 of 1998) 
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RELEVANT POLICIES AND PROVINCIAL CIRCULARS 

 

 Circular 74/2008 

Circular 53/2008 

Circular 65/2007 

Circular 13/2000 

 

9. FUNCTIONS OF THE SGB IN RELATION TO FINANCIAL MANAGEMENT 

 
9.1 School Governance 

9.1.1 Determine policy and rules by which the school is to be organized and controlled. 

9.1.2 Ensure that policies and rules are carried out effectively in terms of SASA and the budget 
of the school. 

9.1.3 The SGB is responsible for such governance in terms of section 16(1) and the functions 
stipulated in section 21 of SASA and in terms of policies and prescriptions of the GDE. 

9.2 Functions of the SGB in relation to Financial Management 
 (All functions are conducted according to the terms stipulated in SASA) 
 

9.2.1 Establish and administer a school fund. 
 

9.2.2 Open and administer one bank account.  
 

9.2.3 Keep the financial records of the school.  
 

9.2.4 Draw up and submit audited annual financial statements to the GDE within 6 months of 
the end of the financial year. 
 

9.2.5 Prepare an annual budget and submit to parents for approval.  
 

9.2.6 Buy textbooks, educational materials or equipment for the school.  
 

9.2.7 Supplement the funds supplied by the GDE to improve the quality of education in the 
school. 
 

9.2.8 Ensure that school fees are collected according to decisions made by the SGB. 
 

9.2.9 Decide on applications for exemptions from school fees. 
 

9.2.10 Not enter into contracts that extend beyond its term unless permission is given by GDE 
MEC. 
 

9.2.11 Ensure the efficient, accountable and transparent use of the resources of the school. 
 

9.2.12 Responsible for managing, safeguarding and maintenance of the school assets as well 
as all assets of the State under its control, including the management of liabilities of the 
school. 
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9.2.13 Comply with any tax, levy duty, pension and audit commitments as may be required by 
legislation. 

 
9.2.14 Settle all contractual obligations and pay all monies owing within a reasonable time period 

or as agreed. 
 

9.2.15 Not commit the school to any liability for which money has not been appropriated in 
accordance with the budget.  
 

9.2.16 Ensure segregation of roles and responsibilities and adopt appropriate delegations of 
authority for effective operational governance. 
 

9.2.17 Any purported delegation of authority by the SGB, or any act purportedly performed in 
terms thereof, which is not in writing and authorized by a resolution of the SGB is of no 
force and effect and does not bind the school.  
 

9.2.18 The SGB may not enter into any loan or overdraft agreements in order to supplement the 
school fund/budget. 
 

9.2.19 In terms of section 15 of SASA, each school is a ñjuristic personò that is a legal entity and 
it can therefore institute legal proceedings  
 

9.2.20 The overall responsibility for controlling school money and property in terms of the SASA 
lies with the SGB. 
 

9.3 Election of Treasurer 

9.3.1 At its first meeting the SGB must, from amongst its members, elect office bearers who 
must include at least a chairperson, treasurer and secretary (Section 29 of SASA) 

9.3.2 It is recommended that the treasurer serve as chairperson of the finance committee 

9.3.3 The Treasurer must preferably be a parent member of the SGB 

9.4 Duties of Treasurer 
 

9.4.1 Serve as Chairperson of the Finance Committee. 
 

9.4.2 Oversee all financial matters of the school as directed by the SGB. 
 

9.4.3 Liaise with the Principal on all financial matters. 
 

9.4.4 Advise the SGB on financial matters (the SGB can co-opt an expert on financial matters 
to serve on the SGB in an advisory capacity ï Section 23(6) of SASA. 
 

9.4.5 Monitor actual income and expenditure against the approved budget. 
 

9.4.6 Ensure that financial reports are prepared and presented to the SGB on a monthly basis. 
 

9.4.7 Ensure that funds received are deposited in the school bank account and that all 
payments were duly authorized. 
 

9.4.8 Ensure that all donations received, in cash or in kind are documented and accounted for.  
 

9.4.9 Ensure that petty cash transactions, including the reconciliation is performed monthly. 
 

9.4.10 Ensure that the school fund is administered in accordance with SGB directives. 
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9.4.11 Ensure that accurate financial records are maintained by the school and sound financial 

policies are implemented. 
 

9.4.12 Inform the SGB of any items exceeding the budget allocations. 
 

9.4.13 Must report any financial irregularities to the SGB. 
 

9.5 Establishment and Functions of Finance Committee 
 

9.5.1 In terms of Section 30 of SASA, the SGB may establish committees such as finance 
committee, budget committee, audit and risk committee, exemption committee, 
fundraising committee and other committees deemed necessary depending on the needs 
of the school 
 

9.5.2 The finance committee may be composed as follows: 
 

¶ Treasurer (Chairperson ï who must be a parent member of the SGB) 

¶ Principal 

¶ Educators 

¶ Parents 

¶ Co-opted members 
 

9.5.3 The quorum will be the Treasurer or his/her delegate and at least two other elected or co-
opted members.  
 

9.5.4 Meetings will be held at least once a month before the meeting of the SGB. 
 

9.5.5 Minutes will be kept and distributed to members and the SGB as soon as possible after 
the finance meeting. 
 

9.6 The functions of the Finance Committee are as follows: 
 

9.6.1 Support the Treasurer in executing his/her duties. 
 

9.6.2 Draw up the budget each year. 
 

9.6.3 Consider and recommend fundraising strategies and initiatives to the SGB. 
 

9.6.4 Advise on ways to invest surplus money. 
 

9.6.5 Advise the SGB on amount of school fees to be charged. 
 

9.6.6 Advise the SGB on exemptions from school fees. 
 

9.6.7 Co-ordinate the preparation of the annual financial statements. 
 

9.6.8 Recommend appointment of external and internal auditors. 
 

9.6.9 The finance committee may not take final decisions on any financial matters; this is the 
sole prerogative of the SGB. 
 

9.6.10 Develop and review school finance policy and control documents and present them to the 
SGB for discussion and adoption. 
 

9.6.11 Monitor income and expenditure against the approved budget. 
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9.6.12 Ensure that there is no unauthorized, irregular and fruitless expenditure or unauthorized 
overspending on budget. 
 

9.6.13 Advise the SGB on expected school fee exemptions, school fee collections and 
enforcement of the payment of school fees. 
 

9.6.14 Ensure that all procurement processes (Section 18) are followed diligently. 
 

9.6.15 Review of internal controls to conform to recommendations by the internal auditor, 
external auditor and any perceived or actual risks identified. 
 

9.6.16 Recommend to SGB database of preferred suppliers/service providers annually. 
 

9.6.17 Keep overall control of the school fund. 
 

9.6.18 Recommend the maximum amount of petty cash to be available, as well as the maximum 
amount to be paid for any single item out of petty cash. 
 

9.6.19 Monitor the activities of the tuck-shop. 
 

9.6.20 Oversee the maintenance of financial records on a financial accounting system and keep 
sufficient backup of financial records. 
 

9.6.21 Review the accuracy and completeness of the asset register of the school. 
 

9.6.22 Ensure that all financial submissions, as required by the GDE are submitted by the 
prescribed deadlines. 
 

9.6.23 The SGB has appointed a Business Administrator to manage the day to day financial 
matters of the school on behalf of the SGB. 
 

9.6.24 SGB authorizes the following 
 

9.6.25 Bank signatories by annual SGB resolution 
 

 (i) Payment Authority by annual SGB resolution 
 

 (ii)  Preferred suppliers, as relevant in the Procurement subsection, by annual SGB                                                                                                                   
        resolution 

 
  (iii) School Fee by annual SGB resolution 
 
  (iv) Appointment of External Auditors by annual SGB resolution 
 
  (v)  Appointment of Internal Auditors by annual SGB resolution 
 
  (vi) Accounting Policy by annual SGB resolution 
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10. FUNCTIONS OF THE FINANCE DEPARTMENT 
Position Job Description 

Externally 
contracted 
Bookkeeper 

¶ Do the bi-annual EMP501 submissions. 

¶ Upload the new tax tables onto Pastel payroll 

¶ Check the processing of receipts, payments and journal entries 
monthly. Check the reconciled bank statements monthly. 

¶ Assist the SGB finance committee Chairman to prepare a proper audit 
file with all the relevant working documents for submission to the 
auditors. 

¶ Assist the Business Administrator and Principal with queries for up to 
9 hours per month.  

¶ Compile Annual Financial Statements for auditing. 

Business 
Administrator 
 

¶ Manage and organize the staff in the finance office for all events and 
normal everyday operation 

¶ Manage After School Centre registrations, registers and resignations 
of pupils 

¶ Manage yearly fund raising events for the PA ï be available and assist 
with the financial control throughout the day. 

¶ Control all printers in the school and order consumables or organize 
to service and repair printers where necessary 

¶ Manage and oversee all purchases and requirements of facilities 

¶ Load payments for authorized creditors, suppliers, service providers 
and refund debtors (parents who left the school during the year and 
who paid school fees in advance). The payments are to be released 
by the Principal/Deputy Principal only. 

¶ Attend meetings as required  

¶ Ensure segregation of duties to ensure strict financial control is 
maintained 

¶ Check school fees and ASC fees charged  

¶ Assist at the counter when required 

¶ Assist the Procurement Officer to recon supplier accounts. 

¶ LTSM report ï compile, record and submit to SMT 

¶ Create invoices (hire of hall, etc.) 

¶ Produce monthly financial statements to be presented to the Finance 
Committee and the SGB at the monthly meetings on Payment List/List 
of items of R10 000/Trial Balance/Finance Report/Cash movement 
report/ outstanding debtors report, Tuck-shop report and Community 
Fund report. 

¶ Process salaries for SGB Staff monthly on the Pastel Payroll system 

¶ Do the monthly EMP201 submissions. 

¶ Process bookkeeping entries  

¶ Process all general journal entries 

¶ Check processing of receipts, payments, journal entries and update 
batches accordingly 

¶ Compile the annual budget together with the SMT.  

¶ Control the expenditure on the schoolôs annual budget. 

¶ Attend the Parent Budget Meeting  

¶ Meet with SMT for discussion and possible adjustments to individual 
budgets 

¶ Advise SGB on budgetary requirements 

¶ Submit the reconciliation to the Compensation Commission annually 

¶ Load money received via debit or credit cards on the Tuck-shop 
system 
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¶ Provide the Asset Management Company with invoices to keep the 
Asset Register up to date. 

¶ Capture all SGB salaries on Pastel Payroll, check and submit to 
finance for payment. 

¶ Liaise with the external bookkeeper.  

¶ Any other duties delegated by the Principal. 

¶ Manage and oversee the Tuck-shop. 

Debtors Clerk  
 

¶ Assist with admitting new learners ï prepare all documentation 
required 

¶ Responsible for school and after school centre fee collection 

¶ Collect revenue as soon as possible in order to attain the required 
levels of cash 

¶ Execute the collection procedure, as per the department correctly and 
consistently 

¶ Handle pre legal steps before handing over accounts 

¶ On instruction from the SGB, list hand over accounts and get the 
necessary authorization from the Governing Body 

¶ Receive, note and file all written arrangements and personal payment 
plans of accounts 

¶ Load debit orders for payments and arrangements on the NuPay 
System 

¶ Send out account statements to parents electronically monthly 

¶ Import data into Jumping Fox 

¶ Attend to e-mail and telephonic account questions and queries daily 

¶ Check receipts when necessary 

¶ Responsible for Exemptions 

¶ Create the report required by the GDE and respond to all queries from 
the GDE with regards to exemptions 

¶ Process exemption applications as per the GDE exemption policy 

¶ Submit to the Governing Body exemption committee for approval 

¶ Inform parents in writing the outcome of the application 

¶ Supply the Business Administrator with a copy of the approved list to 
process exemptions to the school fee accounts 

¶ Closing of accounts, refunding and getting payment of learners 
coming or leaving. 

¶ Close school fee accounts and request refund or collect outstanding 
fees where applicable 

¶ Attend to email and telephonic account questions and queries daily 

¶ Assist at the counter when required 

Cashier 
 

¶ Admit new learners ï prepare all documentation required 

¶ Receive and receipt all monies including school fees, fundraising 
project money, tour payments, etc. and balance daily to the bank 
statement. 

¶ Receipt, batch, balance and bank all monies. 

¶ Charge school fees, after school fees and discounts to the accounts. 

¶ Efficiently control the Petty Cash. 

¶ Reconcile batches to cash book and bank statement. 

¶ Process payments on the d6 system. 

¶ The month-end and the year-end cut off, must be carefully planned, 
noted and adhered to in order to avoid duplication or incorrect 
allocation of receipts.  

¶ Receiving all incoming post.  

¶ Assist with any duties as assigned by the Business 
Administrator/Principal from time to time. 
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¶ Receive, distribute and record all GDE salaries 

¶ Administrate all payments for tours  

¶ Regular updating and filing 

¶ Process all debtor journal entries 

¶ Prepare refunds for new children no longer coming to Glenstantia. 

¶ Prepare tour refunds. 

¶ Load beneficiaries on the banking system. 

Procurement 
 

¶ Receive purchase requests approved by the required people. 

¶ Confirm the details of the items requested. 

¶ Acquire three quotes that comply with the specifications and are 
comparable. 

¶ Check BBEEE and SARS compliancy 

¶ Prepare docs for SGB Finance Meeting 

¶ Receiving and distribution of goods received 

¶ Create and manage full supplier list 

¶ Control contracts of service providers  

¶ Maintain fixed asset register 

¶ Attend Financial Meeting/s if available 

¶ Place Orders 

¶ Follow up on deliveries 

¶ Provide Business Administrator with invoices to keep the Asset 
Register up to day. 

¶ Reconcile suppliersô accounts. 

¶ Maintain daily/ongoing procurement 

¶ Maintain ongoing communication with other staff regarding their 
purchases/request 

¶ Communicate closely with Estate Manager on all maintenance related 
request 

¶ Report weekly to Principal on all procurement related issues. 

HR (financial 
duties) 
 

¶ Provide Business Administrator with salary information. 

 
11. SCHOOL FEES 

 
11.1 Determining School Fees: SASA imposes a responsibility on all public school SGBs to do 

their utmost to improve the quality of education in their schools by raising additional 
resources to supplement those, which the state provides from public funds (SASA section 
36). 

 
11.2 Subject to SASA, school fees are determined and charged at the school if a resolution to 

do so has been adopted by the majority of parents attending the meeting referred to in 
(SASA section 38 (2)). 

 
11.3 A resolution contemplated above must provide for: 

 
11.3.1 The amount of fees to be charged. 
 
11.3.2 The equitable criteria and procedures for the total, partial or conditional exemption of 

parents/guardians who are unable to pay school fees.  
 

11.3.3 The SGB must implement the resolution adopted at the meeting contemplated above. 
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11.3.4 A parent is liable to pay the school fees determined in terms of (SASA section 39) unless 
or to the extent that he or she has been exempted from payment in terms of SASA. 

 
11.3.5 As School Fees are compulsory, the person responsible for the learners School Fees 

must sign the acknowledgement of liability which is included in both the admission form 
and re-registration form. 

 
11.4 School Fees Charged 

 
11.4.1 Each learnerôs account will be debited with the full school fees for the year in advance at 

the beginning of each school year. 
 
11.4.2 All learners who start after the beginning of the school year will be charged school fees 

from the day they start school. School fees will be calculated pro rata for the remaining 
portion of the year.  

 
11.4.3 Learners starting on or before the 20th of the month will be charged the full prorated fees 

for that month. Learners starting after the 20th of the month will only be charged the 
prorated fees for the next month. 

 
11.5 Exemptions 

 
11.5.1 The SGB must comply with the regulations issued by the Department. The SGB must 

ensure that all applications for exemption from parents are considered and that the parent 
gets a response within 75 days of receipt of the application. 

 
11.5.2 Details regarding the scope and procedure for applying for exemption are contained in 

the óManagement of School Fee Exemptions in Public Ordinary Schoolsô, Circular 86/2007 
ï a copy of the regulations can be obtained from the finance department of the school. 

 
11.5.3 All exemptions are processed by an Exemption Committee authorized by the SGB and 

will be formally approved and recorded in the SGB meeting minutes before they are 
accounted for. 

 
11.6 Payment of School Fees 

 
11.6.1 A pre-payment as approved by the Parent Body is payable by the end of November of the 

previous year. This payment is part of the annual school fee and is necessary to ensure 
teaching can begin on day one of the new school year.  

 
11.6.2 As per the resolution, fees are due on the first day of the school year however, payment 

options are available. Should one month be missed the full amount becomes due and 
payable. 

 
11.6.3 A monthly payment option is available: i.e. nine payments from the end of January to the 

end of September. 
 
11.6.4 Discounts for the early payment of school fees will be approved by the Parent Body at the 

Annual Parent Budget Meeting. 
 
11.6.5 A strict Credit Control policy will be continuously and consistently applied. 
 
11.7 Collection of Arrear School Fees 

 
11.7.1 The SGB must, by process of law, enforce the payment of school fees by parents who are 

liable to pay in terms of Section 40 of SASA. 
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11.7.2 Pre-legal steps will be managed through the Jumping Fox system. 

 
11.7.3 Legal steps, should they be deemed necessary, will be handled through the Flying Fox 

system, with Jonker Vorster Attorneys being the attorneys currently appointed by the 
SGB. 

 
11.7.4 Parents are to put any payment plans in writing and address them to Debtors Clerk. 
 
11.7.5 Payment arrangements, where possible, are to be loaded onto the debit order system. 
 
11.7.6 Parents will be held liable for any legal costs as agreed to, in writing, on the admission 

form and subsequent re-reregistration forms. 
 
11.8 Reimbursement of School Fees 
 
11.8.1 If a learnerôs school fees have been paid in advance and he/she leaves before the end of 

the school year, a pro-rata re-imbursement will be made. 
 
11.8.2 Re-imbursement will only be made once all textbooks and any other outstanding items 

have been returned to the school. 
 
11.9     Bad Debts  
 
11.9.1 The SGB must ensure they comply with the requirements of SASA when enforcing the 

payment of school fees. 
 
11.9.2 The provision for doubtful debts when compiling the AFS is calculated as follows: All prior 

year debt plus all account handed over debt plus 50 % of debt 150 days and older. 
 

12. AFTER SCHOOL CENTRE FEES 
 
12.1 Determining After Centre Fees 

 
12.1.1 The SGB of the school will determine the After School Centre fees to be charged to each 

learner. 
 

12.1.2 The SGB of the school will determine the prepayment to be paid by the end of November 
the previous year. 
 

12.1.3 The SGB of the school will determine any discounts to be given on the Aftercare fees. 
 

12.2 Fees Charged 
 

12.2.1 Fees will be charged annually in advance. 
 

12.3 Payment of Fees 
 

12.3.1 All fees are payable monthly from the end of January to the end of September. 
 

12.3.2 No learner may attend the After School Centre if his or her fees have not been paid up to 
date.  
 

12.3.3 The ASC Supervisor and the Debtors Clerk will ensure that all After School Centre Fees 
are up to date and take the necessary action to collect outstanding fees when needed. 
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12.4 Recording 
 

12.4.1 The Business Administrator will record all After School Centre Income and Expenditure. 
 

13. GRADE R FEES 
 
13.1 Determining Grade R Fees 

 
13.1.1 The SGB of the school will determine the Grade R fees to be charged for each learner. 

 
13.1.2 The SGB of the school will determine the prepayment to be paid by the end of November 

the previous year. 
 

13.1.3 The SGB of the school will determine any discounts to be given on the Grade R fees. 
 

13.2 Fees Charged 
 

13.2.1 Fees will be charged annually in advance. 
 

13.3 Payment of Fees 
 

13.3.1 All fees are payable monthly from the end of January to the end of September. 
 

13.3.2 No learner may attend Grade R if his or her fees have not been paid up-to date.  
 

13.3.3 The Debtors Clerk will ensure that all Grade R Fees are up to date and take the necessary 
action to collect outstanding fees when needed. 
 

13.4 Recording 
 

13.4.1 The Business Administrator will record all Grade R Income and Expenditure. 
 

14. FINANCE ADMINISTRATION 
 
14.1 Books of accounts will be kept on the accounting system. 

 
14.2 All documentation relating to finances must be filed by the Finance Department. 

 
14.3 Bank reconciliations should be prepared and signed off on a monthly basis  

 
14.4 All receipts, payments, journal processing must be done on a regular basis. 

 
14.5 School Fund record keeping and documentary evidence of income, expenditure, assets 

and liabilities must always be available for scrutiny by the SGB and officials of the GDE. 
 

14.6 All control forms (payment requisitions, purchase requests, etc.) must be attached to the 
Finance Policy as annexures. Any changes to control forms during the year must be 
brought to the attention of the Finance Committee for inclusion in the annual review of the 
Finance Policy. 
 

14.7 Comprehensive back-ups must be kept of all financial data and documentation. The 
electronic back-ups are cloud based due to d6 accounting system being cloud based. 
Financial documents are stored off-site, for a minimum of five years, once the audit for 
that financial year has been concluded.   
 
 



 

Page 15 of 46 
 

15. ASSETS 
 
15.1 Assets are defined as the property, plant and equipment belonging to the school. A 

comprehensive asset register must be compiled, classified and maintained by an external 
Asset Management Company. 
 

15.2 Since the school is viewed as centre for community life, the property may be rented for 
an agreed upon amount by the SGB. 
 

15.3 Members of the staff will be allowed to rent the school property for an agreed upon amount 
determined by the SGB annually. 
 

15.4 All movable assets under the control of Staff i.e. such as in designated locations; such 
members of Staff are accountable for ensuring the safety of the asset and should take 
reasonable precautions to safeguard such assets.  
 

15.5 All proceeds of any other assets of the school must be used for Educational purposes. 
 

15.6 Improvements to fixed property will be written off when acquired. 
 

15.7 All assets above R250 will be recorded in the Fixed Asset system. 
 

15.8 Annual depreciation will be processed in accordance with the Income Tax Act 58 of 1962 
and accounting policies determined by the SGB. 
 

15.9 High value assets are to be checked as part of the Annual Audit, on a sample basis, for 
both existence and impairment. 

 
15.10 Asset Acquisition:  All acquisitions of assets, over R10 000.00, must be approved by the 

SGB and be in line with the schoolôs strategic plan and budget.  All acquisitions must be 
recorded in the asset register within 30 days of purchase. 

 
15.11 Asset Write-off and Disposal: Please refer to the Disposal of Physical/Moveable Assets 

Policy 
 
15.12 Asset Verification:  A physical verification of all assets must be conducted every second 

year to ensure the accuracy of the asset register. Any discrepancies should be 
investigated and reported to the SGB. 

 
15.13 Insurance:  All assets must be adequately insured against risks such as theft, fire and 

natural disasters.  The insurance policy must be reviewed annually to ensure adequate 
coverage. 

 
15.14  Asset Maintenance:  Regular maintenance schedules must be established for all assets 

to ensure their longevity and functionality.  Maintenance records should be kept for all 
significant repairs and servicing. 

 
15.15 Asset Valuation:  Assets must be valued at fair market value at the time of acquisition. 
  
16. ANNUAL BUDGET 

 
16.1 The school must ensure that it does not budget for a deficit.  All expenditures must be 

planned within the limits of the available funds and projected revenues. 
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16.2 Each department is responsible for preparing its own budget.  This includes a detailed 
breakdown of projected expenses and justifications for each line item to ensure alignment 
with the schoolôs overall goals and objectives. 

 
16.3 All departmental budgets must be submitted to the Principal by the deadline determined 

by the School Governing Body (SGB).  Adherence to this deadline is crucial for timely 
review and consolidation for the overall school budget. 

 
16.4 The Principal, in collaboration with the School Management Team (SMT), will review and, 

if necessary, adjust the departmental budgets.  This review process aims to ensure that 
all budgets are realistic, justified and aligned with the schoolôs strategic priorities. 

 
16.5 After the initial review, the Principal will forward the consolidated draft budget to the 

Finance Committee for further examination. 
 
16.6 The Finance Committee will examine the submitted budgets, marking any necessary 

adjustments to ensure fiscal responsibility and alignment with financial policies before 
submission to the SGB. 

 
16.7 The SGB will present the finalized draft budget to the parent body at the Annual Parent 

Budget Meeting/Annual General Meeting to ensure transparency and provides an 
opportunity for parental input.  

 
16.8 A notice must be sent to parents 30 days before the budget meeting ï this notice must 

state that the budget is available prior to the meeting. The proposed budget must be 
available for scrutiny, on the school premises, 14 days prior to the budget meeting. 
 

16.9 At the budget meeting with parents: 
 
16.9.1 An attendance register must be kept. A quorum of 15% of parents is required to proceed 

with the meeting. Should the quorum not be achieved a second meeting will be held, 
where no quorum is required. 

 
16.9.2 Minutes of the previous yearôs budget meeting must be presented and accepted. 
 
16.9.3 Presentation of the new budget. 

 
16.9.4 A resolution must be passed on the new amount of school fees as per section 38 and 39 

(1 and 2) of SASA as well as the criteria and procedures for total, partial and conditional 
exemption.  

 
16.9.5 Minutes of the meeting must record the resolution and voting results. 

 
17. FUNDRAISING 
 
17.1 Fundraising Committees:  A fundraising committee will be managed by the SGB 

Fundraising representative. In the absence of such a committee, the Business 
Administrator will coordinate annual fund-raising. 

 
17.2 Project Management:  All projects will be managed in terms of the school policy and 

procedures. Large fundraising project must have a detailed plan outlining objectives, 
timelines, roles and responsibilities, and a clear budget. 

 
17.3 Financial Records and Reporting: Proper financial records must be kept for each 

fundraising project. These reports should include a detailed account of all income and 
expenditure related to each project.  
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17.4 Approval Process:  Large fundraising activities must be approved by the School 
Governing Body (SGB) prior to initiation.  Proposals for fundraising projects should be 
submitted in writing and include a detailed description of the activity, anticipated costs, 
projected revenue and potential risks. Smaller fundraising events may be approved by 
the Principal/SMT. 

 
17.5 Transparency and Accountability:  All fundraising activities must be conducted 

transparently.  Financial records and reports shall be available for review by 
stakeholders.  An annual audit of fundraising activities will be conducted to ensure 
compliance with the policy and financial integrity. 

 
17.6 Ethical Considerations:  Fundraising activities must adhere to ethical standards.  This 

includes ensuring that all activities are legal, do not exploit any group, and align with the 
values and mission of the school.  Solicitation of donations should be don respectfully 
and without undue pressure. 

 
17.7 Use of Funds:  Funds raised form part of the income of the school and have been 

budgeted for. Exceptions to this are funds raised for the Community Fund and Grade 7 
Fund. 

 
17.8 Donor Acknowledgement:  All donors shall be appropriately acknowledged and thanked 

for their contributions.  Donor recognition activities should respect the wishes of donors 
regarding anonymity and the level of publicity they are comfortable with. 

 
17.9 Conflict of Interest:  Members of the fundraising committee must disclose any potential 

conflicts of interest.  Any individual with a conflict of interest should recuse themselves 
from decision-making processes related to the conflict. 
 

18. PAYMENT OF SALARIES ï SGB POSTS 
 

18.1 Salaries are to be paid before the end of each month or before the end of the school term. 
 

18.2 Bonuses will be paid at the discretion of the SGB, based on the financial position of the 
school.   
 

18.3 Salary advances may be made if the Department of Education is late with the payment of 
salaries as per the received confirmation letter from the District Office.  
 

18.4 Temporary staff will be paid per hour/per day at the rate decided on annually by the SGB 
at the Salaries Meeting, held before the budget is compiled.  
 

18.5 Appropriate statutory deduction payments as required by legislation must be made 
timeously. 
 

18.6 Proper record keeping of salaries and deductions must be maintained. All salary 
information and related details must be kept confidential and accessed only by authorized 
personnel. 
 

18.7 Relevant documentation must be issued each year and the reconciliation submitted to 
SARS within the prescribed period. 

 
19. TRANSIT OF MONEY 

 
19.1 Suitable overnight cover must be arranged if large amounts of money, exceeding the 

current insurance limit, are kept at the school  
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19.2 No money exceeding the current insurance limit is to be kept on the school premises over 
the school holidays. 
 

20. FINANCIAL RECORDS AND STATEMENTS 
 
20.1 The SGB must appoint an internal and external person registered as an accountant and 

auditor in terms of the Auditing Professions Act 26 of 2005, to audit the records and 
Financial Statements referred to in Section 42 of SASA and Circular M3 of 2017 issued 
by the DBE. 
 

20.2 No person who has financial interest in the affairs of the school may be appointed under 
this section. 

 
20.3 The SGB must submit to the HOD, within 6 months after the end of each financial year, a 

copy of the Annual Financial Statements, audited or examined in terms of this section. 
 

20.4 At the request of interested persons and parents, the SGB must make the Audited 
Financial Statements referred to in this section, available for inspection. 
 

21. FINANCIAL YEAR OF THE SCHOOL 
 

21.1 The financial year of the school commences on the first day of January and ends on the 
last day of December of each year. 
 

22. RECEIVING AND RECORDING OF MONEY 
 

22.1 Receipts must be issued electronically on the accounting system for all moneys received. 
 

22.2 Receipts must clearly indicate: 
 

¶ The reason for the payment.  

¶ Debtors account number 

¶ Debtors account name 

¶ The method of payment. 

¶ The amount paid. 

¶ The date payment was made. 
 

22.3 Receipts must be batched when banked. 
 

22.4 The batched amount must correspond to the bank deposit slip. 
 

22.5 All money received shall be deposited in the schoolôs bank account. The cash will be 
collected once weekly by the schoolôs contracted Cash Collection Company. 

 
22.6 Method of payments accepted: 

 

¶ Cash 

¶ Credit Card Payments 

¶ Debit Card Payments 

¶ Direct Deposits 

¶ Electronic Funds Transfer 

¶ d6 cashless payments 
 

22.7 Only authorized personnel should have access to the accounting system and physical 
money.  Ensure that cash handling areas are secure and monitored by security cameras. 
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22.8 Inform parents of the accepted methods of payment and any changes to the policy.  
Provide clear instructions for direct deposits and electronic fund transfers, including 
reference details to ensure correct allocation. 

 
23. PETTY CASH 

 
23.1 The Petty Cash imprest amount will be R1000.00.  The imprest amount will be reviewed 

annually by the SGB.  Any changes must be by SGB resolution and duly minuted. 
 

23.2 The custodian of the Petty Cash will be the Cashier.  The custodian will be the only person 
with a key to the Petty Cash box. 
 

23.3 The Petty Cash box will be stored in the safe daily.  Any unauthorized use of Petty Cash 
funds will be subject to disciplinary action as per the schoolôs policies. 
 

23.4 All payment requests must have supporting documents attached. 
 

23.5 All payment requests with supporting documents must be signed by the Departmental 
Head/Activity Leader/Grade Leader and the Principal before being submitted to the 
Cashier for reimbursement. 
 

23.6 Only payment requests which fall within the budget will be considered. 
 

23.7 Payment requests may not exceed R100.00 per claim, except in special cases approved 
by the Principal. 
 

23.8 All requests will be paid out to the claimant immediately. 
 

23.9 The Cashier will process the petty cash on the accounting system. 
 

23.10 The external book-keeper will perform surprise test counts to verify that the Cashier is 
following correct procedures. 
 

23.11 The imprest amount will be restored from the cash received, via an internal transfer on 
the accounting system, when required. 
 

24. PROCUREMENT 
 

24.1 Discretion 
 

24.1.1 Bearing in mind that purchase prices are continually increasing and income becomes 
more difficult to generate, extreme care must be taken to ensure that the best products 
are purchased at the best price. 
 

24.1.2 No item may be purchased unless necessary.  
 

24.1.3 No item may be purchased in order to ñspend the budget!ò  
 

24.2 Request 
 

24.2.1 All items to be ordered/ purchased must be requested on the Purchase request form. 
 

24.2.2 All requests must specify the exact requirements. 
 

24.2.3 Plan and combine purchases to minimize administration. 
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24.3 Budget 
 

24.3.1 All items requested must form part of the budgeted expenses. 
 

24.3.2 Only under exceptional circumstances will expenses beyond budget limits be considered. 
 

24.3.3 Any purchases not budgeted for must be authorized by the members of the SGB. 
 

24.4 Quotations 
 

24.4.1 Three quotations must be obtained for purchases in excess of R10 000.00, unless 
otherwise indicated by the Principal or SGB, (where practical) for purchases. For 
purchases below R10 000, the number of quotations required will be determined by the 
Principal. 
 

24.4.2 Purchases from preferred suppliers must be checked to ensure the best prices are 
obtained. 
 

24.4.3 A Summary of the quotations and a recommendation must be prepared. 
 

24.4.4 All quotations and requests must be filed for future reference by the finance department. 
 

24.5 Approval 
 

24.5.1 A list of regular payments will be submitted to the SGB annually for pre-approval. 
 

24.5.2 The three quotations, where applicable and the recommendation to purchase must be 
submitted to the Principal for approval.  
 

24.5.3 The Principal may approve budgeted purchase requests under R10 000.00.  
 

24.5.4 The Budget Head, that being the Grade Head, Sports Head, Phase Head or Division Head 
must confirm the availability of funds. 
 

24.5.5 All orders/purchases in excess of R10 000.00 must be submitted to the Principal for 
submission to the Procurement Officer who will submit the request with the quotations to 
the Finance Committee for recommendation to the SGB.  
 

24.5.6 The Finance Committee/SGB may accept or reject the request or may request additional 
quotations or information. 
 

24.6 Urgent requests above R10 000 arising between SGB meetings 
 

24.6.1 The request along with the motivation and quotations will be submitted to the SGB via 
email. 
 

24.6.2 The request must be approved by the majority of the SGB including 3 members of the 
Parent Component. 
 

24.7 Orders 
 

24.7.1 No order may be placed before the above steps have been completed. 
 

24.7.2 The Procurement Officer will issue an electronic Order specifying: Item, Model, Quantity, 
Price, Delivery Date, Payment Terms, Contact Person and any other relevant information. 
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24.8 Suppliers 
 

24.8.1 Contracted suppliers will be used for day to day services. 
 

24.9 Delivery 
 

24.9.1 All items received from suppliers must be carefully checked by the person who requested 
the purchase, against the Delivery Note/Invoice only to ensure the invoice is correct and 
the goods received correspond to the goods ordered. Each item must be checked and 
marked with a tick only if correct. All discrepancies between goods received and goods 
listed on the invoice should be marked clearly on the invoice ï not received or damaged 
etc. 
 

24.9.2 Delivery Notes/Invoices must be clearly marked as received, checked, signed and dated 
by the person receiving them. 
 

24.9.3 Invoices must be forwarded to the finance department for payment along with the signed 
payment request. 
 

24.10 Payment 
 

24.10.1 Goods may only be paid for prior to deliver with permission of the SGB.  
 

24.10.2 The finance department must process all payments within 30 days of delivery of the 
goods / services. 

 
24.10.3 Payments will only be made once the goods have been received, checked and signed 

for by the person who ordered, requested or received them. 
 
24.10.4 The Procurement Officer will ensure all calculations on the invoices are correct, as per 

order and properly authorized before sending a payment requisition to the Business 
Administrator for loading. 

 
24.10.5 Items paid for by staff members will be refunded to the staff member. 
 
24.10.6 The Business Administrator will process all purchases to the correct general ledger 

accounts. 
 

25. PAYMENTS FROM THE SCHOOL BANK ACCOUNT 
 

25.1 A Payment Request must be completed for all items needing to be paid; the requisition 
must be signed by the person responsible for the budget and approved by the Principal. 

 
25.2 Where possible all payments must be processed by EFT through the banking system. 

 
25.3 The debit card may be used, by authorised employees, if necessary on permission of the 

Principal 
 

25.3.1 The debit card may not be kept overnight or over a weekend unless the user has 
permission to take it with on a tour. 

 
25.3.2 A signed purchase request must be presented before the debit card is issued. The slips 

must be returned together with a signed payment request. 
 

25.3.3 Unauthorised purchased will be for the employeeôs account. 
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25.3.4 Cards are signed in and out and may not be passed between employees. 
 

25.4 The process for payments through ABSA Business Integrator is as follows: 
 

25.4.1 Regular Payments 
 

25.4.1.1  The Principalôs PA requests the Companyôs banking details. 
 

25.4.1.2  The Cashier loads the beneficiary. 
 

25.4.1.3  Either the Principal or the Deputy Principal in charge of Finance releases the beneficiary. 
 

25.4.1.4  The Business Administrator loads the payment. 
 

25.4.1.5  Either the Principal or the Deputy Principal in charge of Finance releases the payment. 
 

25.4.2  Salary payments 
 

25.4.2.1  The HR Officer provides the Payroll information. 
 

25.4.2.2 The Business Administration processes the payroll information and imports the file into 
the banking system. 

 
25.4.2.3  Either the Principal or the Deputy Principal in charge of Finance releases the batch. 

 
25.4.3  SARS payments 

 
25.4.3.1  The Business Administrator generates the payment instruction. 

 
25.4.3.2  Either the Principal or the Deputy Principal in charge of Finance releases the payment. 

 
25.4.3.3  A confirmation of receipt must be obtained from SARS and filed for future reference. 
 
25.5 Receipts/proof of payment must be obtained for all money paid. 
 
25.6 Before any transfer of funds can be made from the Investment Account, the amount must 

be approved by the School Governing Body (SGB). 
 

26. CONFLICT OF INTEREST 
 

26.1 It is the schoolôs policy that employees and stakeholders must be free from conflicts of 
interest that could adversely influence their judgment, objectivity or loyalty to the school 
in conducting their business activities and assignments.  
 

26.2 The school recognizes that employees may take part in legitimate financial, business and 
other activities outside their jobs, but any potential conflict of interest raised by those 
activities must be disclosed promptly to management. 
 

26.3 All external business interests are declared to and approved by the SGB annually. 
 

26.4 All employees are required to disclose real or perceived conflicts for their protection and 
for the mitigation of potential risks associated with the two competing interests.  
 

26.5 In the interest of good governance, at any meeting in the department where decisions are 
to be taken, attending members are required to disclose at the commencement of the 
meeting any real or potential conflicts of interest relating to any item on the agenda.  
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26.6 This will include both financial interests as well as non-financial, where the involvement of 

the member relating to an item is of such a nature that they would be unable to engage in 
an objective or unbiased manner in a discussion thereof. 
 

26.7 Such disclosure would not render them unable to participate but will allow the other 
members to reflect on their inputs with the necessary caution. However, should their 
disclosed involvement be so material that their continued participation would present the 
risk of compromising the integrity of the decision-making; they may at the instance of the 
Chairperson or the meeting as a collective be requested to recuse themselves.  
 

26.8 Notwithstanding the above, it remains the obligation of the individual to assess the extent 
to which their real or perceived conflict of interest may potentially compromise any process 
in which they are involved in their official capacity, and to place the best interests of the 
school above their own by recusing themselves in the event that sufficient risk is 
presented.  
 

27. EXAMPLES OF FINANCIAL INTERESTS 
 

27.1 Financial interests or relationships requiring disclosure include, but are not necessarily 
limited to, the following: 
 

27.1.1 Employment  
 

27.1.2 Any full or part-time employment must be disclosed.  
 

27.2 Consultancy  
 

27.2.1 Consultancy refers to an official offering their professional skills in their personal capacity 
to the public, for a fee.  
 

27.3 Ownership Interests  
 

27.3.1 Any ownership interests in a company or business having a commercial interest in an 
activity or matter under consideration by school must be disclosed.  
 

27.4 Honoraria  
 

27.4.1 Honoraria are reasonable payments for specific speeches, seminar presentations, or 
appearances.  
 

27.5 Research Income  
 

27.5.1 Receipt of funds for conducting research in oneôs personal capacity must be disclosed.  
 

27.6 Leadership Role in Other Organisations  
 

27.6.1 Any leadership role (e.g., as a Board member, committee member, advisor) in another 
organization must be disclosed.  
 

28. DISCLOSURE OF FINANCIAL INTERESTS 
 
28.1 The key principle of requiring all staff to disclose financial interests to the school as the 

employer is to manage conflicts of interests. 
 

28.2 All SGB and SMT members are required to disclose all financial interests annually.  
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28.3 The SGB Secretariat will be required to maintain a record of this and account to the SGB 

on a quarterly basis of the compliance in this regard.  
 

28.4 Should the financial interests of the official change during the year, the official must 
immediately disclose the new updated information. 
 

29. REMUNERATED WORK OUTSIDE THE SCHOOL 
 
29.1 In line with SASA, employees shall place the whole of their time at the disposal of the 

school unless it is otherwise provided for in their conditions of employment.  
 

29.2 Thus, employees who wish to undertake or perform any work outside the scope of their 
employment, where they receive remuneration of any kind, must obtain prior approval of 
the GDE and SGB as employer before engaging in such work. Once approval has been 
granted, employees must ensure that the undertaken work does not impact negatively on 
the individualôs performance or service delivery and said approval may be withdrawn 
under such circumstances.  
 

29.3  Consequently, the employee may not, without prior approval, whether during or outside 
of working hours: undertake any other employment for remuneration outside his/her 
employment with the school. 
 

29.4 Be a director or office-bearer of any company or corporation. 
 

29.5 Carry on, or be directly associated with, or have a financial or proprietary interest in, any 
other business; or 
 

29.6 Hold any other office or position, whether competing with the business of the school or 
not, that provides any form of remuneration. 
 

29.7 In terms of the existing delegations, the GDE is authorized to approve requests for 
approval to applications to conduct additional remunerated work outside of the applicable 
legislation made by officials from respective schools. 
 

29.8 The SGB is authorized to approve applications from SGB appointed staff. The applicant 
must be informed of the outcome of the application in writing, together with reasons 
explaining any non-approval.  
 

29.9 In determining approval, the requirements of the school, as the primary employer, should 
take precedence over any other demands or conflicts of interest. 
 

29.10 Approvals will be for specific periods and, if not specifiedô, must be renewed annually. 
 

29.11 Approval of remunerative work outside the employment with the school is granted on the 
express condition that such work will not adversely influence the officialôs performance, 
that the additional work will be performed entirely outside of working hours 
 

29.12 The school recognizes the right of employees to engage in economic activity having duly 
received approval in terms of this policy, but should the employee wish to conduct such 
remunerative work at the workplace, then this right must be balanced against the right of 
the school to regulate the level of professionalism in the working environment. 
 

29.13 In order to avoid unnecessary annoyances and interruptions during the workday which 
will adversely affect productivity, commercial solicitation by an employee of another 
employee is prohibited during working hours.  
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29.14 ñWorking hoursò is defined as the period during which the employee is engaged in or 

committed to be engaged in service to the school, as prescribed by the GDE. Working 
hours do not include lunch periods, work breaks, or any other periods in which the 
employee is not on official duty. 
 

29.15 ñCommercial Solicitationò means peddling or otherwise selling, purchasing or offering 
goods and services for sale or purchase, distributing advertising materials, circulars or 
product samples, or engaging in any other conduct relating to any outside business 
interests or for profit or personal economic benefit on the school premises or using the 
schoolôs resources.  
 

29.16 Notwithstanding any approval granted to conduct such remunerative work and the 
provisions above, no personal economic interest may be conducted, promoted or 
advanced at the business premises of the school that would undermine the image or 
reputation of the employer, nor may the brand of the school be used in any manner or 
form to further such personal economic interest.  
 

30. CRITERIA TO BE CONSIDERED WHEN APPROVING REQUESTS 
 
30.1 The following criteria should be considered, in the approval of remunerated work outside 

employment at Glenstantia Primary School: 
 

30.2 The demands of the position the employee holds in the school. 
 

30.3 The impact such approval may have on school capacity to deliver. 
 

30.4 The performance and attendance record of the employee and the extent to which he/she 
meets delivery requirements. 
 

30.5 The nature and the extent of the work for which approval is sought. 
 

30.6 The availability of other person(s) to undertake the work for which approval is sought. 
 

30.7 Any conflicts of interest that may arise. 
 

30.8 The image of the school. 
 

31. GIFTS, DONATIONS AND SPONSORSHIPS 
 
31.1 A gift offered by a service provider / potential service provider either in the form of cash, 

gift or a hospitality and the acceptance of such gifts by employees must be carefully 
considered, having due regard for the intention of the giver, the value of the gift or 
hospitality, and the potential influence that such gift or hospitality may reasonably have 
over the ability of the intended recipient to maintain objectivity in relation to the giver, in 
order to manage the risk of a conflict of interest being created.  
 

31.2 Any gift, whether in cash or kind, or as a hospitality, which compromises, or may 
compromise, the independent judgement of an employee to fulfil his / her duties and to 
act in the best interests of the school, should not be accepted and should be declined or 
returned to the giver. 
 

31.3 Subject to the provisions above, an employee may accept gifts, whether in cash, kind or 
as a hospitality, which in accordance with the prescripts of the chapter 3.C.1 of the Public 
Service Regulations does not cumulatively exceed R350 (three hundred and fifty rand) 
from a single source in an annual reporting cycle.  
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31.4 Gifts which fall within the prescribed amount must be declared within 30 days after receipt 

thereof to the Finance Office that manages the gifts register, and thereafter be included 
in the financial disclosure form.  
 

31.5 Any gift in excess of the prescribed limit in estimated value, or which by its nature is difficult 
to assess in value but which ostensibly exceeds the prescribed limit, must be regarded as 
non-allowable, and the official must obtain written approval from the SGB, in order for the 
acceptance thereof to then be allowable. Acceptance of such gift without such approval 
will be deemed to be misconduct. 
 

31.6 Gifts to the school are not limited in monetary value. They must be recorded in the asset 
register and brought to the attention of the SGB. SGB approval is not required before such 
gifts may be accepted. 
 

31.7 Gifts, donations and sponsorships for the school are to be actively sought as per SASA 
(Section 36 (1)).   

 
32. SHORT TITLE 
 
  This Policy shall be named Finance Policy of Glenstantia Primary School.  
 

ANNEXURES 

 

A. GPSFRM001 Purchase Request Form 

B. GPSFRM002 Payment Request Form 

C. GPSFRM003 Travelling Reimbursement Form 

D. GPSFRM004  Conflict of Interest Declaration Form 

E. GPSFRM006  Exemption Application 

F. GPSFRM007  Debit Order Form 
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ANNEXURE A ï GPSFRM001 PURCHASE REQUEST FORM 
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ANNEXURE B ï GPSFRM002 PAYMENT REQUEST FORM 
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ANNEXURE C ï GPSFRM003 TRAVELLING REIMBURSEMENT FORM 
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ANNEXURE D ï GPSFRM004 CONFLICT OF INTERESTS DECLARATION FORM 
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ANNEXURE E ï GPSFRM005 GIFTS & SPONSORSHIP DECLARATION FORM 
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ANNEXURE F ï GPSFRM006 EXEMPTION APPLICATION FORM 
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