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1. GENERAL INSTRUCTIONS

NAME OF OFFICE
This file plan is for the use of Mbhashe Local Municipality, and it may not be applied to any
other office without the prior permission of the Eastern Cape Provincial Archivist.

2. REPORTING

All amendments and additions (the omission of insertion of an underlining is an amendment
as well) should be submitted regularly to the Eastern Cape Provincial Archivist for notification
and formal approval. In case where the amendments/additions are circulated by means of
circulars, it will be sufficient if a copy therefore is forwarded to the Provincial Archivist. For
easy reference and effective control, the notification should be numbered each year starting
at number one, e.g. 1/2000..., 2/2001..., etc. It is advisable that in cases where major
amendments and/or additions are required, the prior approval for the amendment be obtained
from the Eastern Cape Provincial Archivist before any new files are opened. (For unclassified
correspondence see par. 16 of these instructions.)

3. CONTROL OF THE FILE PLAN

Control of the file plan is assigned to the Records Manager of the Municipality. No
amendments and/or additions to the file plan may be made without the approval of the
Provincial Archivist. The duties of the Records Manager inter-alia the following:

a) He/she must scrutinize the office daily file regularly to ensure that all correspondence
is dealt with o the correct files.

b) He/she must ensure that paragraphs 4 and 4 of the instructions are strictly adhered to
by scrutinizing the relevant files regularly to ensure that they are used correctly.

c} He/she must keep the master copy up to date. (See also par 16.)

d) The efficiency of the file plan should be examined regularly to ensure that the
necessary amendments are provided. When new functions are acquired, new files
should be created and where necessary, existing files should be broken up or
combined. Parent files (i.e. headings which are subdivided but also used as files)
should be examined regularly to prevent them from becoming general files and where
necessary further sub-files should be created. NB — Such changes must be reported
in terms of par.2 of these instructions.

e) Particular attention should be paid to cases where correspondence is started on one
file and where the emphasis then shift to another aspect in order to ensure that the
matter is dealt with on the appropriate file.

fy For duties i.e. the description on file covers and unclassified correspondence, see
paragraphs 16 and 16 below.

(These duties should be included on the official's job description/performance agreement.)

4. ACCURATE FILING OF CORRESPONDENCE

All officials’ conducting correspondence should be supplied with a copy of the file plan.
Officials must ensure that they are conversant with the series with which they work and should
ensure that all correspondence is dealt with on the correct file. Incorrect filing should be
rectified immediately to ensure that permanently valuable documents are not destroyed and
to prevent the retention of ephemeral documents.
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5. POLICY FILES

Provision has been made for policy files. These files are identified by the symbol "P" as the
last component of the reference number, e.g. 1/P, 1/1/P, etc. All matters concerning policy,
rulings, instructions, procedures and directives, should be dealt with on these files to ensure
easier reference. It must be noted that the term “instruction”, as used above, indicates
instructions regarding the work of a section and not instructions to officials. If a case arises
before disposal authority has been issued on the file plan where a policy matter is decided on
a subject file, the Records Manager should decide only, should be placed on the relevant
policy file. Once disposal authority has been issued, a copy of a policy decision is taken on a
D file; copies of all relevant documents should be placed on the relevant file. Where a bulky
document, e.g. a report, contains a policy decision or ruling, only an extract of the relevant
section of the report should be placed on the policy file. Correspondence dealt with on policy
files should be limited to that relating to the formulation and/ or revision of policy.

THE FOLLOWING CORRESPONDENCE SHOULD NOT BE PLACED ON POLICY FILES-

(i) Enquiries regarding policy that do not result in the formulation of new policy or new
amended interpretation of existing policy.

(i) Dealing with individual cases which do not result in the formulation of new policy
or amendment to existing policy.

(iii) Cases concerning a main or sub-series, but which is not policy matters, as well as
individual aspects of the particular subject for which no file exists. In such cases
suitable files should be opened.

6. ROUTINE ENQUIRIES

At appropriate places in the file plan files for routine enquiries have been provided. These
files are identified by the symbol “R” as the last component of the reference number, e.g. 1/R,
1/1/R, etc. These files are for enquiries of a routine nature which require no further action
subsequent to the reply. UNDER NO CIRCUMSTANCES MAY MATTERS OTHER HAN THE
ROUTINE SUPPLY OF INFORMATION BE DEALT WITH ON THESE FILES.

7. REPORTS AND RETURNS

In the main series for reports and returns provision has been made only for those reports and
returns which cannot be dealt with under the other main series. Where files for reports and
returns have been provided in the other main series they are to be used only where the
relevant report or return cannot be placed on a subject file under that main series.

8. ASPECTS OT SEPARATELY PROVIDED FOR

Sometimes it is necessary to provide files for subjects which in the beginning do not receive
sufficient correspondence to warrant separate files being opened for each subject. These files
may, however, not be used as “general” files. When the Records Manager notices that a
specific subject generates sufficient correspondence to justify creating a separate subject file,
such a file must be provided for in the file plan.
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9. MASTER COPY

The master copy is that copy of the file plans which contains all approved subjects, and which
indicates how files are to be opened and stored. No file may be opened unless the file
description has already been recorded in the master copy and the approval of the Record
manager has been obtained.

Individual case files which are opéned according to notes in the file plan are not recorded in
the master copy.

They should be recorded in a register of files opened (see par. 16). The Records Manager
must ensure that all amendments and/or additions are recorded in the master copy
immediately.

10. REGISTER OF FILES OPENED

The purpose of this register is to keep a complete record of all files opened. A loose-leaf binder
is recommended as it facilitates the insertion of extra pages which are usually required for
case files which form part of the subject classification. The register is maintained in the same
form as the file plan and files are entered in the same consecutive order. An extra column
should be provided opposite the file descriptions in which to note the date of opening (date of
first document) next to the file title. The first page of the register should indicate the name of
the office to which the file plan is applicable as well as the date of implementation. (For secret
files see par. 22)

11. DESTRUCTION REGISTER

A register of closed D files should be drawn up as soon a disposal authority has been
obtained. This register is divided into years, e.g. 2004, 2005, 20086, etc. When a file volume
is closed, this reference number should be entered under the year in which it will be
destroyed. A volume which is closed in 2002 and for which the disposal instruction is D3,
therefore, will be entered under the year 2004. The register thus indicates which volumes
are to be destroyed in any particular year. The use of a loose-leaf binder is recommended
as it is not possible to determine the number of pages needed per year beforehand. (For
disposal see par. 18)

IMPLEMENTATION

This file plan will be implemented on 28 NOVEMBER 2022 and thereafter no correspondence
may be dealt with on the files of the previous file plan. Permission can be obtained from the
Provincial Archivist to incorporate case files from the previous file plan into the new file plan.
All files from the previous file plan should be closed on the day prior to the date of
implementation, and no original correspondence should be transferred from the old to the new
file plan.

12. OPENING OF FILES AND DESCRIPTION OF FILE COVERS
Files should be opened only when required. Care should be taken that the numbering and
descriptions of the files, as indicated in the file plan, are strictly adhered to. In cases where
file descriptions are too lengthy, certain components which do not form as essential part of the
file description may be omitted.
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Where, for instance, the complete file description reads as follows: Finance, Taxes, Land and
Property Tax, Remission, the word Taxes may be omitted. Although certain components may
be omitted, the title of the main series must always be given, and the file description must be
sufficiently comprehensive to describe the content of the file. To assist the registry staff, the
Record Manager should indicate which components may be omitted in such cases. Titles
should be printed in indelible ink. The dates of first and last correspondence as well as
applicable disposal instructions when available should be indicated on the file cover. Worn
covers should be replaced regularly.

13. UNDERLINED DESCRIPTIONS
All underlined descriptions indicate subject headings only. Subdivisions must be made
under these subject descriptions, but NO FILE MAY BE OPENED FOR ANY UNDERLINED
DESCRIPTION.

14. EXPLANATIONS IN BRACKETS
The explanations in brackets under the subject headings of file descriptions are intended as a
guide and should not be entered on file covers.

15. UNCLASSIFIED CORRESPONDENCE: PROCEDURE
When correspondence is received for which, no file is provided, such correspondence should
be dealt with provisionally on file 2/9/1/1/2 and application should then be made to the records
manager on file 2/9/1/1/2 for approval of the opening of a suitable file.

Full information in respect to the nature of the correspondence, as well as recommendations
regarding the placing and description of the file required, should be submitted. The records
manager will submit the application to the provincial archivist to approval and as soon as
approval is obtained, will inform all heads of components including district offices, whose file
plan should then be amended accordingly. The correspondence on file 2/9/1/1/2 should then
be transferred to the new file.

16. ANNEXURE FILE COVERS
An additional cover must be opened where necessary for storing bulky documentation which
if filed would result in an inordinate increase in the volume of a file. No correspondence may
however be filed in such a cover.

The cover should be marked clearly with the correspondence file reference number and
“Annexure File” written on the outside cover. Every document contained in the Annexure file
should bear a cross-reference to the correspondence on which it was received.

17. DISPOSAL OF FILES
Once disposal authority has been issued disposal instructions are recorded opposite each file
in the disposal column provided in the file plan. The disposal symbols indicate the following-

A20: Keep for transfer to the appropriate archives’ repository if a period of 20 years has
elapsed since the end of the year in which the record came into existence.

D: Destroy (after the lapse of number of years which is indicated by the number following
the letter D) after closure of the records.
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The destruction of files qualifying for destruction should be done regutarly, but a least once a
year. The prescribed destruction certificate should be submitted to the National Archivist.

THICKNESS OF FILES

Fitles should not exceed 3 cm. in thickness. On reaching this thickness a file must be closed,
and a new cover should be opened. The number of the new volume (e.g. vol. 2) must be
indicated on the outside of the new cover. A sheet of paper which the wording “Closed, see
volume ..." should be filed as the last item on the closed volume.

CLOSURE OF A20 FILES
The following procedure should be followed when volumes of A20 files are closed:

(a) The correspondence should be examined in order to correct any misfiling. A sheet of
paper containing the words “Closed, see volume ...... " is then filed as the last item in the
volume.

(b) Worn file covers should be replaced.

(c) The files are then stored in boxes especially used for this purpose.

CASE FILES

Case files which form part of the subject classification are to be opened in accordance with
the instructions appearing at the appropriate places in the system. For particulars concerning
case files which do not form part of the subject classification, see the list of series of separate
case files at the end of the subject classification. (See also paragraph 16.)

SECRET FILES
Concerning secret files the following procedure should be followed:

a) Secret files may be opened under any main series, sub-series of file description
appearing in the master copy of this system. These files are distinguished from the
ordinary files by the addition of a capital letter S to the reference number.

b) Should a secret file be needed for a subject for which a suitable main series, sub-
series or file description does not exist, an appropriate provision should be made
and reported in the usual way to the Provincial Archivist. It is not necessary,
however, to indicate that it is intended for secret correspondence.

c) Secret files are not indicated as such in the master copy and are also not recorded
in the register of files opened for ordinary files. A separate register of secret files
opened should be kept along the same lines as set out in paragraph 16 of these
instruction.

d) Separate arrangements for the safe keeping of secret files must be made and
should not be incorporated as a part of these instructions.

e} The disposal instruction for all secret files is A20 and they should be dealt with
accordingly.
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. LIST OF MAIN SERIES
STATUTORY AND REGULATORY FRAMEWORK

2. ORGANISATION AND CONTROL

=

A I

HUMAN RESOURCES MANAGEMENT
FINANCIAL MANAGEMENT
SUPPLY CHAIN MANAGEMENT

FACILITIES MANAGEMENT

7. TRAVEL AND TRANSPORT SERVICES

8. INFORMATION SERVICES

9. COMMUNICATIONS

10. LEGAL SERVICES

11. ATTENDING AND HOSTING GATHERINGS

12. MEETINGS OF BODIES AND OTHER GATHERINGS

13. COUNCIL AND WARD MANAGEMENT

14. LICENCES AND PERMITS

15. TOWN PLANNING AND INFRASTRUCTURE DEVELOPMENT

16. MUNICIPAL SERVICES

19. STATUTORY AND REGULATORY FRAMEWORK

(Open a file for each act and/or regulation and number consecutively)

REF. NO DESCRIPTION/SUBJECT DISPOSAL
171 Legislation
111/P Policy
11/R Routine enquiries
1/1/1 National Legislation and regulations
1/1/111 Drafting, amendments, and approval
(Open a file for each act and/or regulation and number consecutively)
1/1/2 Provincial Legislation and regulations
1111211 Drafting, amendment, and approval
(Open a file for each act and/or regulation and number consecutively)
1/1/3 Council by laws
171731 Drafting and amendment
(Open a file for each by law and number consecutively)
171/4 Advertising, Objections and Publications

11115

Submissions for approval by Premier
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(Open a file for each act and/or regulation and number consecutively)

1/1/6

Council Regulations

111/61

Drafting and amendment

(Representation for Amendment are placed on the file hereunder)

{open a file for each bylaw and number consecutively)

20. ORGANISATION AND CONTROL

REF. NO DESCRIPTION/SUBJECT DISPOSAL

2/P Policy

2/R Routine enguiries

2/1 Transfer of Powers and Functions

2/11 By National Government to Municipalities

21112 By Provincial Government to Municipalities

21113 By District Municipalities to Local Municipalities

2/1/4 Surrendered Functions

2/2 Privatization and Outsourcing

2/2/P Policy

2/2IR Routine enquiries

2121 Strategic and Operational Planning

2/3 Integrated Development Plan

2/3M1 Compilation Amendment and Approval

2/3/2 Implementation of IDP

2/3/3 Arrangement of Meetings

2/4 Public Participation

2/411 Arrangement of Imbizo/Lekgotla

2/4/2 Batho Pele Programmes e.g. Road Shows

2/5 Control and Work Methods/Procedures

2/5/1 Compiling of procedures, instructions, directives

2/6 Delegation of Authority
(all correspondence regarding permanent and temporary
delegations of authority should be filed respectively as shown
below)

2/6/P Policy

2/6/R Routine enquiries

2/6/1 Delegation of Authority

216111 By Premier

2/6/1/2 By Minister and MEC Local Government

2/6/1/3 By Heads of Department

2/6/1/4 By Executive Mayor

2/6/1/5 By Municipal Council

2/16/1/6 By Municipal Manager

2161117 By Senior Managers

217 Security Services

2(7/P Policy

217/R Routine enquiries

21711 Security Forum and Committees

2/71111 Arrangement of meetings

21712 Access Control

2171211 Application, request and issuing of Cards and Keys
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2171212

Investigation

2171213

Inspection and Reports

21. HUMAN RESOURCES MANAGEMENT

REF. NO DESCRIPTION/SUBJECT DISPOSAL
3N Creation and Establishment of Post
3P Policy
3/M1/R Routine enquiries
3/1/1 Job Evaluation
3111 Evaluation of positions
(All correspondences regarding amendments, additions,
upgrading and approval of job descriptions and
organogram should be filed here)
3/1/1/2 Organogram
31113 Job requirements
3111/4 Abolition and freezing of posts
3117115 Determination of seniority
31/1/6 Performance evaluation system
3/1/2 Recruitment and Appointments
3117211 Permanent employment
1. These files should include all correspondence
regarding the compilation and release of
advertisements, selection of panels,
determination of selection criteria, short listing,
notification of candidates, arrangements and
interview questions, proceedings, minutes and
recommendations for approval of posts.)
Applications should not be placed on  correspondence
files.
2. Open a file for each Department and number
consecutively
3/1/2/2 Contract Workers/Casual Workers
3111213 Internship
3/1/2/4 Placement
3/1/2/5- Transfers
311216 Advertisement
3111217 Selection of staff
3/1/2/8 Application for employment
3111219 Probation
3/2 Training and Skills Development
3/2/P Policy
3/2/IR Routine Enquiries
3121 Scholarship
3/2/2 Bursaries
31213 Loans
3/2/14 Compiling and Designing
3/214/1 Skills Development Strategy
3/2/4/2 Work Skills Plan/Annual Training Report
3/215 Training Committees
3/2/51 Arrangements and invitations
37216 Workshops, Training, Seminars/Conference
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3/2/6/1 Arrangements and invitations

3/2/6/2 Councillors

3121613 Executive Management/Section 56 Employees

31217 Learning Programmes

3/277/P Policy

3/2f7IR Routine Enquiries

32171 Arrangement and invitations
(Open a file of each learning programme and number
consecutively)

3/3 Allowances and Subsidies

3/3/P Policy

3/3IR Routine Enquiries

3/31 Payment of allowances
(for councillors see 3/2)

3311 Salaries and Bonuses

3/3/112 Long service allowance

3/3/113 Housing and rental

331174 Subsistence and Travelling

33115 Acting

3/311/6 Temporary Accommodation

313117 Resettlement/Relocation

3/3/1/8 Overtime/Standby

3/3/1/9 Cell phone

3/3/1/10 Entertainment

3311111 Car allowance

3/3/112 Stop orders

3/3/1113 Upper limits: councillors and traditional leaders

3312 Statutory Deductions

3/3/21 UIF

3131212 Income Tax

3/3/1213 Pension

3/3/2/4 Insurance

3/3/2/5 Garnishee

31313 Medical Aid
(Open a file for each Medical aid and number
consecutively e.g. Key Health, La Health, Bonitas,
Hosmed)

3/3/3IR Routine Enquires

3/3/3/1 La Health

3/3/3/2 Bonitas

3/3/3/3 Samwu Med

3/3/3/4 Hosmed

3/3/3/5 Key Health

3/4 Performance Assessment

3/4/P Policy

3/4/R Routine Enquiries

3/4/1 Nomination for merit awards

3/4/2 Arrangement of assessment meeting

3/4/3 Performance Committee

3/4/31 Arrangement of meetings

3/4/3/2 Performance appraisal

3/5 Employee Assistance Programme (EAP)

3/5/P Policy
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3/5/R Routine Enquiries

3/51 EAP Committee

3/6/2 Arrangement of Meetings

3/6 Occupational Health and Safety

3/6/P Policy

3/6/R Routine Enquiries

3/6/1 OHS Committee

3/6/2 Arrangement of Meetings

3/6/3 Drafting, amendment and approval of Workplace Risk
Assessment Plan

3/8/4 Inspection and Reports

3/6/5 Awareness campaigns

3/6/6 Injury on duty reports

317 Basic Conditions of Employment

371 Salaries

3/7/P Policy

37/IR Routine Enquiries

37171 Salary scales

3/7/1/2 Service Bonus

3/7/1/3 Overtime/Standby

371/4 Leave and relief arrangements

3/7/1/5 Uniforms and Protective clothing

37176 Complaints about working conditions

37177 Office hours of work

3/711/8 Holiday work

3/711/9 Salaries

3/8 Labour Relations

3/8/P Policy

3/8/R Routine Enquiries

3/8/1 Salary negotiations and resolutions

3/8/2 Bargaining Council

3/8/3 Strikes and Picketing

3/8/4 Trade Unions
(Al correspondence regarding launching of trade
unions, meetings should be filed here, Open a file for
each union and number consecutively)

3/8/4/1 South African Municipal Workers Union

3/8/4/2 Independent Municipal Allied Trade Union

3/8/4/3 Releasing of shop stewards and member for union
activities

3/9 Grievances and Disciplinary

3/9/P Policy

39/R Routine Enquiries

3/9/1 Charges of Misconduct

3/9/2 Procedure and Grievance Procedure

3/9/3 Complaints against staff

3/9/4 Code of conduct

3110 Termination of services

3101 Termination of Services

3/10/2 Resignation

3/10/3 Retirement

3/10/4 Dissolution of Post
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3/10/5 Dismissals

3/10/6 Abscondments

3/10/7 Death

310/8 Testimonials and service cerlificates

22. FINANCIAL MANAGEMENT

REF. NO DESCRIPTION/SUBJECT DISPOSAL
41 Municipal Budget
41/P Policy
4/1/R Routine Enquiries
411 Compilation, amendment, approval
1. All correspondence regarding submissions
of estimates by different
components/sections departments of
municipal budget should be filed in here
Open a file for each financial year
4171111 Transfer, shifting and Virements of fund
4/11/2 Excess budget
4/1/1/3 Unauthorised/fruitless expenditure
4/1/1/4 Public Participation
41112 Budget committees
4/1/211 Arrangement of meetings
4/1/2/2 Compilation, amendment and approval of Financial
statements
4/2 Municipal Revenue/Funds
41211 Electricity
41212 Swimming Pool
4/213 Refuse Removal
4/2/14 Trading Licences
4/2/5 Building plans submission fees
4/216 Cemeteries and crematoriums
41217 Traffic Fines
4/2/8 Learner’s Licenses
4/2/9 Driver's Licenses
4/3 Rental/Hire fees
4/3/1 Land and Property
44312 Equipment and Machinery
4/3/3 Residential Housing
4/314 Halis
41315 Sports Grounds
4/3/6 Open spaces
4/4 Grants and Subsidies
{Open a file for each type of a grant/Subsidy received by
Municipality and number consecutively e.g. Tourism
Grant, Housing Grant, MSIG, MIG, FMG, LGSETTA and
LGSG)
4/4/1 Tourism Grant
4/4/2 Housing Grant
4/4/3 MSIG
4/4/4 MIG
4/4/5 FMG
4/416 LGSETA
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4/4/7 LGSG

4/4/8 DPLG

4/5 Donations

4/5/1 Financial institutions
(open a file for each financial institution that donated and
number consecutively)

4/5/2 International Organizations
(Open a file for each international
Institution/organization that donated to the Municipality
e.g. United Nations, Common Wealth, African Union)

4/5/3 Non-Governmental Organization
(Open a file for each non-governmental organization that
donated to Municipality )

4/5/4 By the Council

4/5/5 Through Mayors fund

4/5/6 To sporting and other bodies

4/6 Loans

4/6/P Policy

4/6/R Routine Enquiries

4/6/1 Borrowing powers/authorities

4/6/2 Application and Approval

4/6/3 Staff loans and bursaries

477 Private companies and investors
{Open a file for each investment programmes granted by
private companies)

4f7/IR Routine Enquiries

471 Short term investments

4/7/2 Long term investments

4/7/3 Investments by the municipality

4/7/31 Absa

4171312 First National Bank

4171373 Standard Bank

4/8 Settlement of Accounts

4/8/R Routine enquiries

4/811 Electricity

4/8/2 Telephones

4/8/3 Accommodation

4/9 Fines and Penalties

4/911 Pounds

4/9/2 Library

4/9/3 Services

4/9/4 Licence

4/10 Banking and withdrawal of municipal funds

4/10/P Policy

4/10/R Routine Enquiries

4/10M1 Delegation and signing powers
(All correspondences concerning written delegation of
signing powers by Council, Municipal Manager, Chief
Financial Officer to their subordinates should be filed
here)

4/10/M111 Municipal Manager

4/10/1/2 Chief Finance Officer
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4/10/1/3

Others

4/110/2 Banking institutions

4/10/2M1 Standard Bank

4/10/2/2 First National Bank

4/10/2/3 Absa Bank

4/10/2/4 Nedbank

4110/2/5 Development Bank of Southern Africa

4/10/2/6 Capitec

41101217 U-bank

4/11 Valuations

4/11/P Policy

4/11/R Routine Enguiries

41111 Appointment of Valuator/Appraiser

4/11/2 Compilation and submission Valuation Rolls

4/11/3 Valuation disputes/objections

4/11/4 Appeal Board

4/11/4/1 Appointment of members

4/11/4/2 Appeals and reviews

4/11/413 Valuation Certificates

4/11/4/4 Objections against valuations

4/12 Insurance

4/121 Appointment of brokers

4/12/2 Vehicles and municipal plant

4/12/3 Building and Equipment

4/12/4 Cash in Transit

4/12/5 Employees

4/1216 Councillors

411217 Section 57 Employees

4/12/8 Library Material

413 Auditin

4131 Internal Auditing
(All correspondence regarding the queries inspections,
investigations and findings of the auditing conducted by
internal auditing conducted internally i.e. by the
municipality officials should be filed here)

4/13/11 Submission of internal audit report

4/13/2 External Auditing
(All correspondence regarding the queries inspections,
investigations and findings of the auditing conducted by
external officials e.9. Auditor General, Chartered

- Accountants should be filed here)

4/13/2/1 Submission of Audit Reports

4/13/2/2 Chartered Accountants

4/13/213 Auditor General

4/14 Taxation

4/14/P Policy

4/14/R Routine Enquiries

4/14/1 Submission of tax retums
(All correspondence regarding submission of tax returns
from SARS, Statistics SA should be filed here)

4/14/2 Issuing and submission of clearance certificates

4/14/3 South African Revenue Services

4/14/4 Statistics South Africa

MBHASHE LOCAL MUNICIPALITY FILE PLAN FOR 2026/2027 FY




4/15 Rates and Tariffs

4/15/P Policy

4/15/R Routine enquiries

4/15/1 Determination of Rates and Tariffs

4/16 Agreements with service provider

4/16/R Routine enquiries

4/16/1 Photocopiers

4/16/2 Municipality and water services

4/16/3 Municipality and cell C

4/16/4 Municipality and Eskom

4/16/5 Municipality and Siyaphambili

4/16/6 Memorandum of understanding between Municipality
and Amathole District Municipality(Internal Audit Shared
Service)

4/16/7 Funding agreement between Mbhashe municipality and
Local Government SETA

4/16/8 Mbhashe municipality and Development Bank of
Southern Africa

4/16/9 Memorandum of understanding between Mbhashe
municipality and ADM-Local Government Sector
Education and Training Authority

4/16/10 Resource and cost sharing agreement between
Amathole District Municipality and Mbhashe Municipality

4/16/11 Mbhashe municipality and ADM-Fire brigade services

4/16/12 Mbhashe municipality and Primedia Outdoor(Pty)Ltd

4/16/13 Mbhashe municipality and Eastern Cape Municipal
Support Services

4/16/14 Mbhashe municipality and Department of Sport,
Recreation, Arts and Culture

4/16/15 Mbhashe municipality and ABSA

4/16/16 Mbhashe municipality and Business Connexion

4/16/17 Mbhashe municipality and Payday

4/16/18 Mbhashe municipality and SZN Consulting services

4/16/19 Mbhashe municipality and MTN Base station

4/16/20 Mbhashe municipality and Maximum Profit Recovery
(Pty) Ltd

4/16/21 Mbhashe municipality and Panasonic Facsimile
Machine

4/16/22 Mbhashe municipality and Eastern Cape Department of
Transport

4/16/23 Mbhashe municipality and Yikho Sanli Properties
Development (Pty )( Ltd)

4/16/24 Mbhashe municipality and ECDC, Eastern Cape
Development Corporation

4/16/25 Mbhashe Municipality and G4S Cash Solutions

4/16/26 Mbhashe Municipality and Department of Minerals and
Energy

4/16/27 Mbhashe Municipality and Fotad (future of the African
daughter)

4/16/28 Mbhashe Municipality and ICT Choice

4/16/29 Mbhashe Municipality and Vumani Computer Solutions

4/16/30 Mbhashe Municipality and Camelsa

4/16/31 Mbhashe Municpality and Vodacom
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4/16/32

Mbhashe Municipality and MIE

4/16/33 Mbhashe Municipality and Transport Seta

4/16/34 Mbhashe Municipality and Mnquma Local Municipality

4/16/35 Mbhashe Municipality and DeLTEQ Information
Systems

4/16/36 Mbhashe Municipality and Trackos Projects

4/16/37 Mbhashe Municipality and ------------—-to be filled

4/16/38 Mbhashe Municipality and Resilient Servers and

Networks

23. SUPPLY CHAIN MANAGEMENT

REF. NO DESCRIPTION/SUBJECT DISPOSAL

51 Supply Chain Management

5/1/P Policy

5/1/R Routine Enquiries

5111 Bid and Contract Management

511111 Appointment and termination of Bid Committee
members

5/1/1/2 Declaration of interest

5/1/1/3 Invitation of Quotations/Proposals

511114 Approval and Awarding of Tenders and Contracts

511115 Arrangement of Meetings
(All  correspondence regarding arrangement of
Specification Committee, Bid Committee and Bid
Adjudication Committees should be filed here) NB (All
copies of Tenders and Contracts should not be filed
here)

5/1/1/5M1 Bid Specification Committee

5/1/1/512 Bid Evaluation Committee

5/1/1/5/3 Bid Adjudication Committee

5M1/1/6 Specific Contracts

5/1/1/6/1 Mbhashe VIP instaliation

5/1/1/6/2 Building of public ablutions and upgrading of stadium at
Willowvale

5/1/1/613 Community Hall-Mbhashe Ward 3

5/1/1/6/4 Community Hall-Mbhashe Ward 19

5/11/1/615 Community Hall-Ward 22

5/1/1/6/6 Installation of street lighting to Extension 4 Elevated
reservoir-Mbhashe

5/111116/7 Waste water treatment works-Ellictdale

5/1/116/8 Indoor sport facility-ldutywa

5/1/1/6/9 New taxi rank at Dutywa

5/1/116/10 Waste disposal site at Elliotdale

5/1/116/11 Community art centre

5/1/1/6/12 Water reticulation to the nearest rural villages-Willowvale

5/1/116/13 Upgrading of Extension 4 access road project-Dutywa

5M1/1/6/14 PHP housing project-Elliotdale

5/1/1/6/15 New hawkers stalls project

5/1/1/6/16 Waste water treatment Phase2
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5/1/1/6/117

Central business district area-construction of internal
roads

5/1/1/6/18 Servicing of roads in CBD area-Dutywa

5/1/1/6/19 Erection of dipping tanks-Mbhashe

5/1/1/6/20 Ext-6, 33 sites-Mbhashe

5/1/116/21 Reconditioning of windmills and boreholes-Dutywa

5/1/1/6/22 Water supply to 3 villages Phase |I-Willowvale

5/1/1/6/23 Water project Phase I-Willowvale

5/1/1/6/24 Electrification of 424 formal houses for Eskom-Dutywa

5/1/1/6/25 Extension 4 street lighting-Dutywa

5/111/6/26 Gravel roads-Dutywa

5/1/1/6/27 Construction of hawkers stalls Phase |-Dutywa

5/1/1/6/28 Taxi rank toilets-Cutywa

5/1/1/6/29 Electrification pumps at Nqadu river-Willowvale

5/1/1/6130 Library of 54- Elliotdale

5/1/1/6/31 Rehabilitation of waste water treatment Phasel

5/1/116/32 Water supply at Mputhi

5/1/1/6/33 Infrastructure development Extension 6

5/1/116/34 New municipal store yard and fire department-Dutywa

5/M111/6/35 Public ablutions-Elliotdale

5/111/6/36 Infrastructure services for Sakwe Park Ext 2

5/1111/6/37 Majavu, Mzomtsha, Mangathi access road

5/11116/38 New waste water package plant-Willowvale

5/11116/39 Construction of 4 multipurpose halls

5/1/116/40 Upgrading of sport facilities-Dutywa

5/1/1/6/41 Upgrading of taxi rank-Willowvale

5/1/1/6/42 Sewerage disposal site-Willowvale

5/1/1/6/43 New library at Elliotdale

5/1/1/6/44 Sport facilities-Elliotdale

5/1/1/6/45 Building of new ablution and fencing at Elliotdale

5/1/1/6/46 Water standpipes pump station with reservoir

5M1/1/6/47 Installation of electrical pump (golf course dam} Dutywa

5/1/1/6/48 Low-cost housing units Extension 4-Dutywa

5/1/1/6/49 Upgrading of pump house-Dutywa

5/1/1/6/50 Kotyana to Jongilanga access road

5/1/1/6/51 Rehabilitation of gravel roads-Willowvale

5/1/1/6/52 Waterborne sewerage and treatment works-Elliotdale

5/1/1/6/53 Construction of sport fields-Willowvale

5/1/1/6/54 Civil engineering services (Servicing of roads) Phase |

5/1/1/6/55 Civil engineering services {Servicing of roads) Phase |l

5/1/1/6/56 Construction of internal of roads-Dutywa

511116157 Rehabilitation, repairs and surfacing of Kings road-
Dutywa

5/1/1/6/58 Shinira/Bolotwa access road

5/1/116/58 Fort Malan new community hall-Mbhashe

5/1/1/6/60 Construction of hawker’s stalls Phase |-Dutywa

5/1/1/6/61 Nyakana access read

5/1/1/6/62 Construction of culverts at Esingumeni/Nqabara

5/1/1/6/63 Construction of taxi pick-up facilities

5/1/1/6/64 Bush shelters along bus routes

5/1/1/6/865 Nebelele access road
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5/1/1/6/66 Public ablutions at the new taxi rank-Dutywa

5/1/116167 Renovation of tourist centre-Dutywa

5/1/1/6/68 Undercover parking area-Elliotdaie

5/1/1/6/69 Erection of welded mesh fencing undercover parking-
Willowvale

5M/1/6/70 Surfacing of roads-Willowvale Phase i

511116171 Bulk water supply at Ngadu

511116172 Renovations and alteration-TRTC building-Ellictdale

5/1/1/6/73 New taxi rank-Elliotdale

5/1/1/6/74 Water disposal site at Elliotdale

5/1/1/6/75 Upgrade of new library-Willowvale

S/1/1/6/76 Upgrade of stadium-Willowvale

511116177 Building of public ablutions-Willowvale

5/1/1/6/78 Water reticulation at Dutywa

5/1/1/6/79 Rehabilitation of internal street-Dutywa

5/1/1/6/80 Renovation and additions to tourist centre-Dutywa

5/1/1/6/81 New library at Willowvale

5111116182 Installation of gravity main water supply-
Ndelana/Ncihana Village

5/1/1/6/83 Vonqgo Access Road

5/1/1/6/84 Bulk water supply-Elliotdale

5/1/1/6/85 Upgrading raw water supply-Elliotdale

5/1/1/6/86 Civil works for elevated reservoirs

5/1/1/6/87 Water project Phase |I-Willowvale

5/1/1/6/88 Tarring of roads at Elliotdale

5/1/1/6/89 Construction of platform and earthworks at new traffic
testing grounds-Dutywa

5/1/1/6/90 Ablutions at Willowvale

5/1/1/6/91 Housing project at Willowvale

5/1/1/6/92 Upgrading of internal roads-Willowvale

5/1/1/6/93 Construction of streets-Willowvale

5/1/1/6/94 Water supply scheme-Willowvale

5/1/1/6/95 Community hall ward 11

5/1/1/6/96 Taxi rank ablutions-Willowvale

5/11116/97 Reconditioning of windmills and boreholes-Dutywa

5/1/116/98 Construction of road and storm water structures

5/1/1/6/99 Bangweni and Vonqo access roads

5/1/1/6/100 Erection of dipping tank-Willowvale

5/1/1/6/101 Extension 4 Access road

5/1/1/6/102 New sport facility-Dutywa

5/1/1/6/103 Bumbane access road

5/1/1/6/104 Dutywa CBD site

5/1/1/6/105 Dabane access road-C/EC/1089/R02/03

5/1/1/6/106 Mkatazo/Mbutye/Madwaleni access road

5/1/11/6/107 New municipal offices-Mbhashe Municipality

5/1/1/6/108 Mente access road

5/1/1/6/109 Ngxakaxa dipping tank

5/1/1/6/110 Mputi dipping tank

51111161111 Keti dipping tank

5/1/116/112 Singeni dipping tank

5/111/6/113 DR08257: Upgrade to surfaced standard between
DR08264 and Dutywa

5/1/1/6/114 Design of bridges at Dutywa-APP/20/405 & 406
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Maxhama water project
Nkonkobe: Seymour Ext 6 water supply

5/1/1/6/1156 Mndundu, Ramra and Bikane water supply

5/1/1/16/116 Hlakoti and Ntsimbakazi water
supply/C/EC/1104/WO03/04

5/1/1/6/117 Kulo-Khala and Gotyibeni access road
C/EC1098/R,SW/03/04

5/1/1/6/118 Nduku access road

5/1/1/6/119 Multipurpose Hall-Elliotdale destruction

5/1/1/6/120 Dutywa water supply feasibility study
C/EC/1064/W/03/04 ECE87/\W/03/04

5/1/1/6/121 Proposal for provision of construction machinery
equipment(yellow fleet)

5/1/1/6/122 Extension 6 Dutywa LB/1R/2103/N221

5/1/1/6/123 Kosana access road

5/111/6/124 Elliotdale housing project Extension 4

5M1/1/6/125 Upgrading of road Willowvale to Dwesa

5M1/1/6/126 Mpame/Manzibomvu access road DR04046 and
DR08044

5/111/6/127 Space to he filled

5/1/1/6/128 Construction of Makakanzima access road

5/1/116/129 Renovations to water treatment works-Elliotdale project

5/1/1/6/130 Elevated water treatment-Dutywa Phase |

51171161131 Qingqala access road

5/1/1/6/132 Renovations to Dutywa Library

5/1/1/6/133 Mgwebi access road

5/1/1/6/134 Mhlohlozi borehole water supply

5/1/1/6/135 Qwaninga surface water supply

5/1/1/6/136 Space to be filled

5M111/6/137 Qungqana access road

5/1/1/6/138 Ngxakaxa access road

5/1/1/6/139 New health centre-Dutywa

5/1/1/6/140 Upper Ciko access road

s/1/1/6/141 Renovations and alterations to TRTC building

5/1/1/6/142 Mtonjeni to Bulunga access road

5/1/1/6/143 Water supply to Phongoma-Elliotdale

5/1/1/6/144 Construction of Matanzima to Dadamba Access Road

5/1/1/6/145 Undercover parking capital project

5/1/1/6/146 Mhlenzana-Mnandi access road

5/1/116/147 Shixini and Ntsimbakazi Eletrification projects, 59
villages

5/1/1/6/148 Protective clothing

5/1/1/6/149 Road signs at Willowvale

5/1/1/6/160 Weedeaters-Willowvale

5/1/1/6/151 Paving outside town hall-Willowvale

5/1/1/6/152 Building of Mbhashe sign posts

5/1/1/6/153 Building of security walls at tourist centre

5/1/1/6/154 Supply and delivery of dirt bin drums

5/1/1/6/155 Upgrade of stadium Phase ||

5/1/1/6/156 Earthworks to new traffic testing grounds-Dutywa

5/1/1161157 Tafalehashe/Kulomate/Matiyane/Delingubo Access
road

5/1/1/6/158 Bushcutter machine-Willowvale
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5/1/1/6/159 Bushcutter machine-Elliotdale

5/1/1/6/160 Grass cutting equipment-Willowvale

5/1/1/6/161 Roads signs-Willowvale

5/1/1/6/162 Nduku-Mhlanga access road

5/1/1/6/163 Hadi access road

5/1/1/6/164 Doti water supply

5/1/1/6/165 Construction of tar road-Phase lll Willowvale

5/1/1/61166 Mndundu access road

5/1/1/6/167 Nquba-Esihlawini access road

5/1/1/6/168 Nkitshana-Mbelu access road

5/1/1/6/169 Ndakeni access road

5/1/1/6/170 Emazizini access road

5/1/1/6/171 Komkulu-Luthuthu access road

5M111/6/172 Mputhi-Ngonyama access road

5/1/1/6/173 Melitafa-Riverview access road

5/M1/1/6/174 Installation of traffic lights

5/1/116/175 Kumbanga, Cwebe, Kwelentombi, Bumbane and
Lencane access road

5/1/1/6/176 Idutywa car wash

5/1/116/177 City beautification

5/11/6/178 North of Ngabara river bulk water supply

5/1/11/6/179 Community hall ward 4

5/1/1/6/180 Community hall ward 8

5/1/1/6/181 Community hall ward 16

5/1/1/6/182 Community hall ward 17

5/1/1/6/183 Community hall ward 21

5/1/1/6/184 Construction of community halls-ward 22

5/1/116/185 Construction of community hall-ward 20

5/1/1/6/186 Community hall ward 11

5/1/116/187 Community hall ward 2

5/1/1/6/188 Community hall ward 1

5/1/1/6/189 Community hall ward 8

5/1/1/6/190 Community hall ward 7

5/1/1/6/191 Community hall ward 6

5/1/1/6/192 Community hall ward 5

5/1/1/6/193 Community hall ward 18

5/1/1/6/194 MBSA commonage fencing-Elliotdale

5/1/1/6/195 Mbhashe IT development and equipment

5/1/11/6/196 Bomela access road

5/1/1/61197 Bolotwa Muiti-purpose centre

5/1/1/6/198 Xobo access road

5/1/1/6/199 Tyekelebende access road

5/1/1/6/200 Taleni access road

5/1/1/6/201 Caphaza to Mvezo pedestrian bridge

5/1/1/6/202 350 VIP latrines at Jingqi

5/1/1/6/203 Construction of 850 VIP latrines in Mpozolo and
Ngxakaxa

5/1/1/6/204 Gangatha access road

5/1/1/6/205 Sheshegu access road

5/1/1/6/206 Msikithi-Sivibane access road

5/1/1/6/207 Ntlonyane banana project

5/1/1/6/208 Ntlonyane vegetable project
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