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VEMORANDUM

TO : ALL MEMBERS OF THE ANC CAUCUS

FROM ' : OFFICE OF THE CH EF WH P

REF. : T. MANYOCSI

DATE : , 10 FEBRUARY 1997

SUBJEQT; N TIT EN YF ND YI DELI NE

The Constituency Fund Section of the oncte of the ChiefWip wishes to draw the
attention of Menbers, particularly with regard to paynment of accounts where
pr ocedur esi have sonetinmes not been followed, and as well as to accounting.
Menbers and their Constituency staff are encouraged to study and famliarise
thenselves with the Constituency Fund Cuidelines, a copy of which is attached hereto
for your convenience. Section 2.4 and 2.8 address sone of these probl ens.
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FFI CE OF THE CH EF WH P

per: T. Manyosi
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(LEG SLATURE OF THE PROVI NCE OF THE EASTERN CAPE)

W\EE

(FOLLOW NG CAUCUS MEETI NG RECOMVENDATI ONS ON 6

JUNE 1996)

w

In terns of the Rules of the Legislature regarding the Admnistration of the
ConstituentsT Al l owances, the system of ConstituentsT All owance was introduced to
enabl e political parties represented in the Legislature to set up an infrastructure for
the benefit of Constituents or the general public.

The foll owi ng Guidelines, based on the Rules, are designed to provide control
neasures for the managenent and adm nistration of the Fund.

1. ENI

The followi ng structures shall be responsible for the Managerment and

Admi ni stration of the Fund:

1.1 W

w

1.1.1. W

There shall be established a Constituency Fund Managenent

Conmittee (CFMC) consisting of

- the Chief Wiip (who is the Accounting O ficer)

-t he Caucus Treasurer

-at least 5 other menbers appoi nted, by Caucus, preferably from

Consti tuency Convenors.

1.1.2 mm

The responsibilities and duties of the Constituency Fund

Management Conmittee Shall be:

-To deal with policy matters regardi ng the managenent and

admi ni stration of the Fund.



-To evaluate the inpact of the Fund on the Constituents.

-To deal with enploynent natters and conditions of service of
the statT of the Fund.

-To ensure proper managenent and adm nistration of the Fund.
-To draw annual budgets based on Constituency budgets.

-To receive periodical reports fromthe Constituencies and to
submit financial reports to the Caucus and to the Secretary to
the Legislature as required by the Rules.

1L.2NTEN- N. M

1.2.1 W

There shall be established by each of the 13 Constituencies, a
Constituency Co-ordinating Coormittee (C.C.C.) consisting of:
-at | east 2 Mpsl MPLs

-and at | east 2 menbers del egated by the REC

1.2.2 W

The duties and responsibilitiu of the Constituency Co-ordi nating
Commi ttee shall be:

-To inpl enent policies and guidelines prescribed by the
Constituency Fund at Constituency |evel.

-To ensure that the conditions of service as prescribed by the
Constituency Fund are adhered to and conplied with.

-To provide support and direction to the Constituency staff.
-To design programres for effective service to the Constituency.
-To draw and submit annual budgets for the Constituency.

-To subnmit periodical activity and financial reports to the
Constituency Fund Management Conmittee.
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The Fund shall be administered centrally in the Chief Wip s Ofice
where a financial admnistrator and any other necessary staff shall be
appoi nted to process clains and requisitions from Constituency Ofices
whi ch have to be approved by the Chief Whip and any ot her authorised
signatory.

AW

The costs of the administration of the Fund shall be borne by the Fund
itself through a 5% contribution fromeach Menberis all owance and

the bank interest accrued.
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A | ease agreenent has to be entered into and signed between the

l andl ord and the Constituency Co-ordinating Cormittee, the origina
copy of which nmust be subnmitted to the office of the Chief Wip to be
kept in the respective Constituency File.

w

2. 4.1 Whenever equi pnent or whatever resource is to be acquired by

the Constituency Ofice, the admi nistrator or secretary of the
Constituency O fice shall obtain an invoice or a quotation from

the supplier.

2.4.2 S/he shall then conplete a Cheque Paynent Request Form which
must be duly authorised by a menber of the Constituency Co-

ordinating Committee.

2.4.3 The conpleted formto which the invoice or quotation shall be
attached nust then be subnitted to the Financial Adm nistrator

in the Chief Wiipis Ofice for approval and processing.

2.4.4 A cheque to defray the costs of the equi pment bei ng purchased
will be nade out to the supplier. In other words, the

Constituency Co-ordinting Conmttee Menbers nust authorise

their staff to acquire any equi pnent and the Ofice of the Chief

Wi p nust effect paynent upon being furnished with a
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conpl eted paynent requisition formand an invoice or quotation
fromthe supplier.

The Constituency Co-ordinating Conmittee has a duty to choose

the nost fair and reasonabl e supplier whenever capita

expenditure is to be made.

VELL: It is reconmended that whenever possible

and practicable, equipnent required by all the offices should be
bought in bulk for all the offices fromthe nbst reasonabl e
supplier.

NYFF DL VN ' EE

There shall be opened by all 13 Constituency O fices a bank account
into which a quarterly financial allowance will be deposited by the
Constituency Fund for day-tHay necessities of the Constituency O’ Ice
such as:

Stationery

printing

post age

refreshnments

constituency work travel expenses for staff nenbers.

SALARI ES

2.6.1 A prescribed formshall he conpleted by the Constituency Co-
ordinating Committee in respect of each staff nenber enpl oyed

by the Constituency Ofice, such a formto bear such particulars

as the nane, date of enploynment, position, salary, bank account
nunber etcetera.

2.6.2 Monthly salaries shall be deposited by the Constituency Fund
Fi nanci al Admi ni strator one day before each nonth end in the
Constituency staff menmbers) respective accounts.

ASSEJLREQ SJI B

Each Constituency Ofice shall open and mmintain an up-to-date asset
regi ster containing a list of all the assets (equipnment) bought out of the
Constituency Fund for the operation of the Constituency O fice. An
audit of these assets shall be undertaken by the Constituency Fund
periodi cally.
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2-8 ACCQUNI M

Each Constituency O fice shall acquire and mai ntain proper books of
account and subnmit periodical and. as required. financial and activity
reports to the office of the Chief Wip.

3. AM

These CGuidelines may be revised and anended fromtime to time to adapt to
changi ng condi ti ons.



