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PURPOSE

The BASICS Project recently was given the opportunity to become a partner with other health
organizations on certain USAID and DOH bridging activities. In the course of planning the
activities it was decided by all concerned that BASICS would serve as an administrative partner,
responsible for directing and tracking project funds and making sure that all activities moved
forward on schedule. BASICS was mandated with opening a local office in Pretoria and hiring a
local administrator and Primary Health Care Specialist.

Carolyn Hairston and Mark Hufen traveled to Pretoria, South Africa, on February 10 - 28, 1996,
to establish a BASICS field office (refer to Appendix A for detailed scope of work). Some of the
major financial and administrative items to complete were:

1) Clear computer equipment through customs, set up e-mail and office systems/procedures~

2) Negotiate and formalize office space agreement with DOH;
3) Open bank account and pursue bonding of employees;
4) Provide new employees with an overall project orientation and training; and,
5) Research local labor laws and resolve any personnel issues, office registration and/or tax

Issues.

BACKGROUND

This trip included representatives of both the Operations (Ops), and Finance and Administration
(F&A) Divisions of BASICS. As such. the issues surrounding the visit were potentially more
complex than a solo visit (for issues addrt'ssed prior to \'lsit see Appendix B). The Primary
Health Care Bridging Activities is the first highly \'isibk health activity jointly undertaken
between L!SAID and the DOH. South Afnca has just recently begun to work and collaborate in
depth with international donor organizations It was therefort' imperative that the headquarters
staff and field office opening team coordinatt: and communicate well with each other in order to
be successful. In the authors' opinions. a Joint effort was not only possible. but in the context of
this field office opening. beneficial as well. Advance plannmg 10 divide areas of responsibility
was initiated by Hairston and Hufen so that they could coordinate a successful outcome to the
visit. It was also important to include input from the field office in the planning process to
ensure that field issues of urgency were addressed In the course of the visit. Dr. Marilyn
Edmondson. BASICS Interim Countr: Ad\ Isor. pro\ Ided :l sq;nilicant amount of crucial
information and documents to the team pnor to the tnp Her research on specific office opening
issues assisted the team with their assignment. \\ hleh ultlmatdy led to a successful TDY.



TRIP ACTIVITIES (Ovenriew)

Thanks to the thoughtful preparation of the BASICS/South Africa team prior to the visit,
Hairston and Hufen were able to anticipate most of the issues that needed to be addressed and
were better able to coordinate their efforts. Shortly after arriving in country, Hairston and Hufen
were able to establish contact with officials from various organizations, including USAID and
the DOH (see Appendix C). These officials were very helpful in answering a number of
administrative and political questions regarding the environment in which BASICSlPretoria will
be operating. Furthermore. the meeting with Alan Foose, USAlD Director, was very informative
and helpful (see Appendix D for record of conversation). Mr. Foose was able to give the
BASICS team valuable information and assistance in the clearing of BASICS computers and
office supplies.

It is South African business protocol and custom that clients and prospective vendors meet to
discuss the request for proposals. Because of this local custom, Hairston and Hufen spent quite a
bit of time during the first week meeting with potential vendors. For a look at the different
administrative items addressed by Hairston and Hufen. many of which involved meeting
potential vendors. please see Appendix A.

RESULTS AND RECOMMENDATIOl"S

Below are brief summaries of the main issues addressed by the BASICS team in South Africa
during this TOY. and recommendations made b: the team in light of the findings. Please note
that most summaries will have a corresponding appendi:-; for further detail and/or explanation.

Office Space Agreement

Background Accomplishments

Prior to the TOY. Hairston and Hufen were mfomled h: the headquarters Ops team that the DOH
had sufficient room for field staff and olTerc:d 10 rna Ide BASICS with office space for two
people. Furthermore. the headquarters Op~ team also mstructcd Hairston and Hufen to contact
the Provincial DOH offIce in Bisho. Eastern Cape. \\here space had been made available to
visiting BASICS staff.

DOH Pretoria As apart of her scope of \\url-. HJIf'tlln mt..'t \\Ith Dr. Hendrix of the DOH to
arrange an office space ;l~re .... mcnt. \\hh:h mduded terms covering office
furnishings. utilities. oOicc: supp"c~. rhone and fax. and transportation/courier
service. As a result of the mc:ctmt:.•hUfston drafted a letter of understanding
(office space agreemenll whIch she ga\ c to Dr. HendrixlDOH and faxed to Judy
YanglBASICS for review and appro\al (sec Appendix E). At the time of her
departure the letter of agreement was not signed by the DOH or BASICS.



DOH Bisho While in Pretoria, Hairston established contact with Dr. Stamper, Deputy
Permanent Secretary of Health ServiceslDOHIEastern Cape Province. Because of
Dr. Stamper's schedule, Hairston was not able to travel to the Eastern Cape to
meet with her. Based on her conversations with Dr. Stamper, Hairston drafted a
letter of understanding (office space agreement), see Appendix E. The agreement
included terms covering office space, office furnishings, utilities, office supplies,
phone and fax, computer equipment and maintenance, and transportation/courier
service. A copy of the agreement was sent to Dr. StamperlDOH and faxed to Judy
YanglBASICS for review and approval.

Recommendarions

The letters of understanding for both the Department of HealthlPretoria and Eastern Cape were
not signed prior to Carolyn Hairston leaving the country. It is imperative that the Primary Health
Care Coordinator. with the assistance of the headquarters Ops team and F&A follow up to get the
agreement(s) finalized and signed.

Office Furnishings and Computer Set-upfE-mail

Hairston and Hufen met with Anton (last name unknown), the DOH Office Stores Supervisor, on
a number of occasions regarding office furniture and office supplies. Anton allowed Hairston,
Hufen. Edmondson. and the local staff to walk through the DOH warehouse and choose furniture
that would be used in the one office allocated for BASICS' use. Furthermore, Hairston and
Hufen provided Anton with a list of supplies and he had his staff contact their suppliers for
prices. cognizant of BASICS' procurement requirement. In a matter of days the start-up team
recei\'ed a concise listing of prices from each suppl~ company.

After the BASICS computer equipment was secured from customs (see below for dates and
specifics). representatives of the computer support dl\"lslOn within the DOH offered to assist
BASICS with set-up of the computer system. hoo!-.-up and maintenance of e-mail (external and
internal). and troubleshooting of minor problems E-mail was not hooked up prior to Hairston
and Hufen leaving the country.

Computer Equipment and Office Supplic ..

BackJ!round Accomplishments

Hairston and Hufen took three computer~ U\\ll lar top.. anJ one portable computer), along with
printers. a fax machine. computer hardv. an:. and numerou~ boxes of office supplies with them on
their flight to South Africa (see Appendl\. F I There \"'ert: approximately 12 BASICS boxes in all
that were carried as excess baggage. Once the leam landed In Johannesburg the airport officials
took the boxes and stored them until a cleanng agent could officially process them through
customs. On Monday. February 12. 1996. Hairston and Hufen had a meeting with Mr. Alan



Foose of USAID. Mr. Foose recommended that the team contact the USAID customs clearing
agent Rohlig for assistance. Mr. Foose also provided the team with copies of tax exempt
paperwork that were intended to help with the clearing of the items (see Appendix G). This
information was also forwarded to BASICS HQ for use as a guideline in reporting BASICS tax
exempt status in South Africa.

Hufen telephoned Mr. Freek von Tonder, clearing specialist with Rohlig. A copy of the
inventory, along with the flight information was sent to Mr. von Tonder who initiated contact
with the airport customs officials. In subsequent conversations with Mr. von Tonder the team
was advised to re-contact USAID/Pretoria and obtain a Certificate A which would provide
diplomatic coverage and thus waive clearing and shipping costs. The Mission was contacted and
the internal shipping agent issued a Certificate A on BASICS' behalf. On Monday, February 19,
1996, Mr. von Tonder notified BASICS that the shipment cleared and on Tuesday, February 20,
1996, made delivery.

Recommendat ions

A clearing agent was contacted prior to the team departing for Pretoria, South Africa. One of the
problems with this method is that no one knew a representative or knew for certain the reputation
of the clearing agent. Once in country, the team contacted the clearing agent, but found him to be
unresponsive. This put the team in a \'~ry precarious situation and forced Hairston and Hufen to
ask the Mission Director for a clearing agent recommendation and assistance to clear BASICS
goods. When possible, other projects who ha\'e offices in the country of destination should be
contacted for recommendations on clearing agents 1f there is a lack oftime to contact other
projects (as mentioned earlier), it is n:commcnded that the Mission be contacted for the name of
their clearing agent prior to traveling to open an (,niCI:

BASICS should pursue obtaining tax c\cmpt statu.... haseJ on lht: information provided by
LTSAID.

Bonding InsurancefFidelit)· Guarant) In\urancc

Background Accomplishments

F&A policy stipulates that anyone handlm~ rr\lII."CI lund ... m th~' fidd must have insurance
(provided and paid for by BASICSllhat \\111 C"\l."r l."n1rll'\I."L' thdt and loss. Hairston and Hufen
were assigned the task (see Appendl\ A I \,r ldl."nlll~ m~ 1"1.:.11 m....urance companies that offered
bonding insurance policies. Once m-count~ Ilukn ~~.1O hi contact different insurance brokers
regarding bonding. Most of the insurancL' a~L'n", C\lnl.lCtL'J dId not know what bonding was.
However, in a meeting with the BASICS Incal attom\.·~ I ~'I." next section for name and finn) the
issue of bonding came up and the attome~ c\plaml."d th;.l\ the local term for bonding is fidelity
guaranty insurance. Five insurance compaOlL'S "crc CUnlacted and two replied. The companies
that were contacted were: Prestasi'Prctuna Insurancl." Brokers (Ltd); GBM Professional Insurance



Brokers~ Premier Insurance Consultants~ ABS Brokerage/Allianz Insurance, (Ltd.); and, First
Bowring Insurance Brokers. The two firms that submitted insurance information and
applications for BASICS were PrestasilPretoria Insurance Brokers (Ltd.) and First Bowring
Insurance Brokers. The latter broker was recommended to BASICS by the First Bank of
Southern Africa after Hufen requested that the bank provide an insurance company
recommendation.

The office startup team did not meet with anyone from Prestasi and the paperwork from them
was forwarded to to F&A in Washington for review and comment (see Appendix H). Mr.
Richard Masson and Terry Johnson of First Bowring Insurance met with Hairston and Hufen on
Monday. February 19. 1996. to discuss fidelity guaranty insurance and BASICS' needs. After
discussion of premiums. the staff concerned. and a complete description of BASICS' work in
South Africa. Mr. Masson and Mr. Johnson advised Hairston and Hufen to complete an
application for submission to the First Bowrings underwriter Swiss Reinsurance Company (see
Appendix I). Mr. Masson stated that the likelihood of BASICS' local staff receiving insurance
coverage was slim. He went on to say that donor agencies have a bad reputation for money loss
in South Africa. Also. the fact that BASICS hired local staff rather then expatriates is bad since
insurance companies view local hires (people of color in particular) as a regular source of
extonion and theft. Hairston and Hufen were both appalled by this South African reality but
were told by the insurance agents that they too were disturbed by this practice. However, they
recommended that BASICS should still apply and see what happens. Mr. Masson suggested that
while the application was being processed BASICS should look into an alternative should the
insurance be declined. He suggested that BASICS seek a counter signatory on all checks over a
cenain amount and was willing to provide names of local accountants and/or accounting firms.
F&A/Washington was consulted and th~~ replied that bondmg should be sought.

Prior to Hairston and Hufen completmg their assq;nment and kaving the country, the application
for fidelity guarantee insurance was submitted to First Bl)\\rm~ Insurance (Ltd.) who in turn
submitted it to their undemTiter.

Recommendations

The field office in Pretoria. along v.lth the supplln (If the 0rerJtlOns team in Washington, should
follow up with Mr. Masson of First B(w.rtn~ to fmJ ()ut thl: status of the application is.
Furthermore. as an alternative if the Jpp1tCJ11()n lor m... urancl: I' demed. the field office should
look into a local counter signatory for all cht:ck~ ()\ er a ,c:naln amount (please see section below
covering payroll and counter signato~ I

5



Bank Account

Background!Accomplishments

Hairston was assigned the task of opening a local bank account and depositing project funds she
brought with her. The First Bank of Southern Africa was recommended to BASICS by the
USAID as a large bank that has a good reputation working with international companies and one
that is financially stable. Hairston contacted bank representatives to find out if BASICS would
be able to open a corporate account and if so. what documents would the bank need to proceed.
Hairston obtained clearance from the bank to open an account and was provided with the
pertinent financial documents (signature cards. request for company by~laws, and application
forms) to complete. Hairston coordinated with the bank, the BASICS/Washington Operations
team, F&A. and field staff to open this account. The original signatories on this account were
Mark Hufen and Pamela Mamogobo. Once he left the country, Mark Hufen would be taken off
the account and the bank notified of this action: arrangements would then be made by BASICS to
have the "official" roster of BASICS signatories added to the account. The day before Hairston
left. the account was opened and her remaining project funds were deposited. Also, a wire
transfer was arranged and BASICS/Washington was going to send a small amount to make sure
the account and routing was intact.

Recommendations

It would have been beneficial to the office opening team (to speed up the account opening
process) had the Operations team obtained the bank account opening forms (and instructions) and
application prior to leaving Washington (see JttJched office opening checklist). As stated earlier.
business in South Africa is conducted diffeTl:ntl~ and at J much slower speed then in the United
States. Because of this. as much admJnlstrJtl\t: JnJ lin.mclal \\ork as possible should be done
prior to traveling to South Africa.

Payroll and Additional Bank Signato~

Backgruund Accumplishments

The office opening team attempted lCl obtain ~llnJsn~ tor P..lmda \ 1amogobo who was the
primary and only local signatory on the: R·\Slr~ t'I..lnl.. acc\'un! Ssnce bills were already coming
into the office for services rendered and produc1'o. rurcha~l·J. II "as determined by F&A/
Washington that there should be a second. mdep<:ndc:nt w'''I~nt:r on all checks. Three
accounting firms in Pretoria were contacted rt:gardmt: countcr signatory services and
corresponding costs. Based on pnce and St:n ICC:. Pm.:c: \\ aterhouse was chosen as the firm that
would co-sign on all checks being paid lrum B·\SIC~ au:uunts On February 22, 1996, Hairston
and Hufen met with representatives of Price \\ atc:rhllU~C to t tn part) further discuss the
possibility of obtaining their counter signato,: assistance On February 27, 1996, Hufen received
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a cost proposal from Price Waterhouse outlining their offer to provide counter signatory
assistance on a bi-weekly basis (see fax page and proposal, Appendix J).

The second dilemma that the office opening team encountered was how to pay the two new
employees, Pamela Mamogobo and Prudence Nxumalo. Pamela was the only one in the office
who was designated to have signatory authority. This meant that Pamela would ultimately have
to write her own payroll check and this practice is not in line with BASICS policy. Therefore,
F&A requested Hairston and Hufen to contact three local accounting firms to find out if they
offered payroll services and if so, what were the costs (appendix not currently available) Price
Waterhouse provided the lowest annual fee for payroll services and management and free
employee tax filing in 1997. Hairston and Hufen met with Mr. Vickers Roos, Managing
Accountant at Price Waterhouse on February 22, 1996, to sign a contract on behalf of BASICS
which would begin payroll and pay a deposit for services to be rendered.

On February 27. 1996. Hufen met with Price Waterhouse Payroll Representative Ms. Marion
Poole to sign payroll documents. The documents which were completed and signed are as
follows: Registration of Employer, Great Pretoria Metropolitan Council filing, Unemployment
Insurance Act. and Regional Services Council Levies: Declaration for Registration (please see
Appendix K for copy of blank forms).

Training and Orientation

Background Accomplishments

Hairston and Hufen conducted a general BASICS orientation for Pam Mamogobo and Prudence
Nxumalo on Monday. February 19. 1996. This orient3tion included an overview of the different
technical divisions. working groups. country clusters. and definitions of terminology used (i.e ..
delivery orders. field support funding. technical dIrectives. purchase orders, subcontracts, etc.).
Critical forms used in every day business at BASICS were dIstributed: a disk with all the forms
on it was also provided to the new staff. The training ended with a question and answer session.

From February 20 to February 23. 1996. Hufen spent 50 percent of each day training Prudence
Nxumalo on the BASICS one-write system (field accountm~ system). Two sessions were spent
with both field staff on roles and responsibilitIes concermn~ the accounting system and going
through a typical month of field account vouchers

On February 23. Hairston and Hufen prOVided fidd staff and the Interim Director. Marilyn
Edmondson. with procurement 101 trammg. A packet of procun:ment materials. including a very
"draft" field office administration manual were prOVided and were distributed for review and
questions. The information provided included. human resources guide. operations manual
(program planning and management manual). and mformation center capabilities statement with
listing of repons produced.
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Legal Issues

Background!Accomplishments

Prior to the office opening team traveling to South Africa, Interim Director Marilyn Edmondson,
at the request of BASICS, identified a law firm that would be able to assist BASICS with any
legal issues that may arise with the opening of an international office. BASICS Operation
Officer Carolyn Kruger initiated a request for assistance from Adams & Adams for review of
employee contracts and other legal matters (see Appendix L). Upon arriving in country the office
opening team contacted Adams & Adams for follow-up on the items Kruger requested. Hairston,
who made contact with Adams & Adams on February 12, 1996, spoke with Mr. Ike Papageorge,
Esq.. the attorney assigned to handle all BASICS issues. Mr. Papageorge requested that Hairston
and Hufen meet with him. On February 13, 1996. Hairston, Hufen, and Edmondson met with
Mr. Papageorge and a paralegal to discuss a number of I.egal issues:

1) The difference/distinction between independent contractor and employee and what the
legal implications are for each category;

2) The South African definition of bonding insurance and employee perceptions, as well as
legal implications;

3) The employee letter and what it should legally contain. how it should read, and legal
implications for BASICS;

4) Corporate registration of BASICS in South Africa. whether or not it is needed; and,

5) The timetable of the attorney's .... orh and v,hat the estimated fee would be to complete
requested work.

Hairston. along with F&AlWashington. requested that Mr Papageorge review the above issues
and provide ....Tinen legal counsel to BASICS On FebruJ~ ~ I. 1996, Hairston received a fax
letter from Mr. Papageorge which contamed ....ntlen legal counsel addressing these issues. There
was a supplemental (recommended I employment contract atlachcd to the letter that could be used
by BASICS with its new local empltl~ees (sec: Appendl' L I

Vendor Agreements

Background Accomplishments

As a part of the office opening plan. Hanston and Ilulen contacted numerous vendors for the
following services and products.
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Travel

Shipping

Hufen contacted three local travel agencies and obtained cost/service proposals.
Representatives of each of the following firms were met in person during the
week of February 19 and their cost/service proposals reviewed. The firms in
question are Travkor, Ltd., Going Places Travel Agency, and South African
Travel. Travkor was chosen because of its vast array of services, local
accessibility, experience working with international clientele, language ability,
constant search for the best but the most inexpensive airfares, and lastly, a higWy
favorable Mission recommendation.

Hufen contacted Federal Express, DHL and Sun Courier (UPS) for cost/service
proposals. DHL and Sun Couriers submitted proposals on Monday, February
19th. On Tuesday, February 20, Hairston, Hufen, and Nxumalo met with DHL
sales representative Pamela Peterson to discuss services and costs. The next day
Hairston, Hufen, and Nxumalo met with Ria Inglebrecht of Sun Courier to review
the cost proposal and discuss costs. It was decided that based on cost and
timeliness, DHL would be utilized for international packages and that Sun Courier
(known to have excellent service and timeliness in South Africa and used by the
DOH) would be used for domestic package service.

FOLLOW-UP ACTIONS REQUIRED

To provide the greatest benefit to both the field office and the field office oversight at
BASICSlWashington, very clear follow-up actions are needed. It is evident from the results of
the visit that there are a number of issues that require timely follow-up. The following list is not
comprehensive and most of the above sectIons contain recommendations that should be
reviewed.

Office Agreement

1) DOH Pretoria and Eastern Cape both need to sign the letter of understanding prepared by
Hairston.

2) The e-mail system needs to be aCl1vated 0)' computer ~uppon.

Fidelity Guaranty Insurance

1) Follow up with Mr. Richard Ma"..on of Flnot Bownng Insurance regarding the status of
BASICS' application for bonding Insur.tnce

9



Bank Account/Counter Signatory

1) Pursue agreement with Price Waterhouse for temporary/permanent counter signatory so
that checks can be signed to pay incoming invoices.

2) Remove Program Assistant Mark Hufen' s name from bank account.

Training Follow-up

1) Headquarters staff should provide ongoing training support to Prudence Nxumalo and
Pamela Mamogobo to orient them to BASICS' procedures. It is recommended that
Prudence should travel to headquarters to receive follow-up training in field accounting,
procurement, and policies (along with organizational conflict of interest). If this
recommendation is not possible, Operations staff should periodically ask Prudence if she
is comfortable with her skill level and offer long distance training (to be defined).

2) Both Pamela Mamogoboand Prudence Nxumalo have good computer skills. However,
their skill needs should be evaluated periodically to see if additional training should be
sought locally.

Other Issues

I) It was stressed to Pamela Mamogobo and Prudence Nxumalo that regular written and
verbal communication (outlining activities underway. being planned, outstanding issues,
and successes) be established and maintained with the principal parties at the DOHI
Pretoria and Eastern Cape. as well a<; with collahorallng partners. Copies of the
communications should be faxed to headquanen. on a weekly or bi-weekly basis and a
copy be kept on file in the Pretona office. HCddquaner-. Operations staff should follow
up on this matter and make cenam that good wntten and verbal communication is
flowing as outlined above.

2) At the beginning of the trip. Mr. Alan Foo"C of l!SAIDlPretoria requested that Carolyn
Kruger travel to South Afnca shonly after the office opening team left and Interim
Director Marilyn Edmondson fml!>hed her a."I~nmcnt ThiS trip was requested because
of the visibility of this bridging aCll\'lt~. numcrou, p.1Mner, Involved. and DOH
sensitivities.

3) Copies of the tax exemption papeNour~ wa' i!1\cn to the headquarters Operations team by
Hairston and Hufen for review If Item' Will he procured by BASICS in other countries
(including the USA) and brought anto South Afncd. steps should be taken by F&A and
the Operations team to a secure tax c~empllon ,tatu!> With the Republic of South Africa
on project commodities shipped through cu~toms.
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Scope of Work - BASICS South Africa Office

The following is a rough scope of work that will be divided between the BASICS team
member's Carolyn Hairston/Finance and Mark Hufen/Operations. Please include any items not
stated below at the bottom ofthis page.

Carolyn Hairston:

1. Negotiate with DOH concerning the office space, phone/fax billing, janitorial services,
and use of furniture. Produce an agreement with the DOH (M.Hufen to assist).

2. Initiate and complete any logistical support arrangements deemed necessary with
Training/Workshop Partners CDC and INTRAHIPRlME.

3. Initiate and attempt to complete field sub-contract arrangements with Mendusa.

4. Research and obtain local BASICS bonding of PHC Coordinator

5. Establish contractual agreements with local vendors (office supplies, computer
support/maintenance/trainer. transponation. and those vendors deemed necessary by staff
and/or Hairston).

6. Co-Provide an overall BASICS Project orientation to PHC Coordinator. Administrative
Assistant and Marilyn Edmondson.

7. Train office staff on BASICS'l'SAIO procurement policy. USAID regulations. BASICS
Finance & Administration structure

8. Meet with USAID staff (includes a Protocol \'isitl t() find out what the Mission requires
for financial and program reponing requm:ments

9. Look into possible duty exempuon 1m BASICS.

10. Develop a practical BASICS office handhooJ.. f()r u~c h;. staff.

11. With Interim Director travel to the: l-.4U>t l.ondon nfIice: and pursue sub-contracting
agreements with local vendors (hotel \\ re:slaurant. facilities that have room for
workshops, etc.) and meet with appropnate DOH officials.

12. Meet with BASICS South Afnca attome: rc personnel issues. office registration, office
taxes and any additional items not listed here

13. Finalize any outstanding personnel issues.



Mark Hufen:

I. Train Administrative Assistant and PHC Coordinator on the BASICS financial tracking
system. Setup advance system with Admin. Assistant so that expenses can be tracked
and accounted for (due to CDC. Mendusa. and INTRAHIPRIME sub-contracts).

2. Open a BASICS South Africa bank account and transfer funds to this account.

3. Co-provide an overall BASICS orientation to staff.

4. Assist C. Hairston with DOH negotiations concerning office space, etc. and produce an
agreement that is signed by both parties.

5. Coordinate advanced computer training (from local vendor) for field staff as deemed
necessary after initial assessment in the field. Coordinate the future installation of an e­
mail package with a local computer finn.

6. Meet with USAID and assist C.Hairston on this visit as deemed necessary.

7. Assist C. Hairston in obtaining a private phone line for the BASICS office.

8. Maintain good communications with BASICS 'Washington while in S. Africa.

9. Assist with other tasks as requested hy C. Hairston. BASICS/Washington, deemed
necessary in the field. and/or as time pennlts

10. Establish office management gUlddtnc~ IwmmunH:ations. filing. scheduling. etc.)
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BRIDQINQ ACTIVITIES IN TRAINING OF

TRAINERS IN 'HC CLINICAL SKILLS

AND PHC MANAGEMENT SKILLS

The Department Of Health South Africa. Eastern Cape Provincial Government And
Basics Initiatives



THE TRAINING OF TRAINERS IN PHC CLINICAL SKillS AND PHC
MANAGEMENT INITIATIVES

1. Introduction

Three USA based donor agencies, BASICS, INTRAH I PRIME and
CDC with the funding from USAJD are providing assistance to the
Department of health in the following components around PHC:

PHC Clinical Skills - Training of Trainers (TOT which will initially
concentrate in the Eastern Cape - share lesson from the
programme with other Provinces.

Health Management Training of Trainers for all 9 provinces ­
approximately 30 - 35 TOTs will be trained, required number is
3 from each province total of 27 and eight others to be decided
on.

2. RATIONALE FOR THE PROGRAMME

Contribute to the improvement of PHC services by improving the
knowledge skills, and attitude of service providers particularly those in
the rural areas, hard to reach clinics and health centres by:

Enhancing skills of TraIners In training Primary Health Care
Management and Chnlcal Skills to the current Health Service
providers (Clinics, health centres and mobile points)

3. PROPOSED DESIGN

3.1 PHC Clinical Skills

The programme will concentrate In the eastern Cape. It will be a
4 months course Wlth one week block. and three weeks follow up

within the partICIpants 'NOrklng area, by the facilitators and
mentors. The course IS due In April until July. August and
September will be follow up on areas which might have been
omitted.

> Initially the course will train 15 TOTs (3 from each region
in the Eastern Cape)

1



> Facilitators and mentors will have the orientation
package on site evaluation and necessary follow ups in
TOTswork - site.

> People chosen to undergo training should be committed
to transferring skills and training others. Added support
for the implementation will only be in the Eastern Cape.

3.2 PHC Management Skills

The programme will be incorporating all 9 provinces with 3 from
each. 30-35 TOTs will be trained. Still to decide on 8 remaining
vacancies.

> TOTs from this course will be expected to train others
based on the plan which they will have developed during
their training.

> Provinces should be committed to supporting this cadre
to run such workshops including co-opting somebody
within the Province to assist in mentoring.

> Additional support for implementation will be provided for
Eastern Cape.

4. INITIAL ACTIVITIES BEFORE THE TRAINING OF TRAINERS STARTS

Formulation of the Working Group in both areas Management and
Clinical skills (approximately 20 people needed for each group) We
already have 6 people trained In Atlanta In Health Management and
Epidemiology respectively. They are to be part of the working group in
Management according to the stlpulatlon in agreement with OUf

donors.

4.1 Terms of Reference for Working Group in Management

l3'" Develop Inventory list of resources that train in PHC
management (e<:Sucators. traIners, etc.)

r:r Rapid needs assessments

l3'" Develop learnIng objectIves

rr Develop cumculum standards

r:r Develop training materials (lecture notes, hand outs,
overheads, videos distance open learning).

2



Develop evaluation methods and procedures

Serve as lectures, facilitators, mentors, and evaluators
for TOTs students and or identify skilful people available.

Submit plan for consensus and approval by HRD Core
Group.

4.2 Terms of Reference Working Group in Clinical Skills

r::r Resource inventory (this would include people who have
training skills and speciality around areas to covered
within the Eastern Cape Province)

Needs assessment to be collated with the potential TOTs
students.

Design the curriculum, this would include Distance
Learning materials, Evaluation Indicators, Clinical
Mentors I Preceptors.

r::r Preparation of modules I material

r::r PHC consensus building at Provincial level.

<:r Curriculum approval and accreditation

r::r Criteria for selectIon of TOTs

PHC trainers and facilitators. mentors, and preceptors
orientation

5. PHC MANAGEMENT COURSE WILL INCLUDE

> Applied epidemiology

> Management

> Evaluation

> Communication

> Change management

> Training I Mentoring and evaluation skills

3



Proposed Modules

PHC TOT Module 01

PHC TOT Module 02

PHC TOT Module 03

PHC TOT Module 04

Community particpation, interpersonal
communicationskills and PHC managerial.

PHC Chhild SSurvallnterventions (promotive,
preventive, curative and rehabilative.

PHC Reproductive Health / Women's Health
Interventions (promotive, preventive curative
and rehabilitative).

Training Facilitation and Perfomance
Evaluation.

At the end TOT trained participants will come out with draft plan for local training,
distance learning matrial.

Included is an advert for those who are inteested in forming the working group.

l
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ANNOUNCEMENT!!!!ANNOUNCEMENTtm

TRAINING OF TRAINERS IN PHC MANAGEMENTAND CLINICAL SKILLS

INITIATIVES BETWEEN

THE DEPARTMENT OF HEALTH

BASICS AND THE

EASTERN CAPE DEPARTMENT OF HEALTH

-_.-
_. -- • - -.< - ~.

TERMS OF REFERENCE: WORKJNG
GROUP IN MANAGEMENT "~", " -
1. Develop inventory list of resources that
train in PHC management (educators,
trainers etc.

2. Rapid needs assessment

3. Develop learning objectives

4. Develop curriculum standards
5. Develop training materials

6, Develop evaluation methods
7. Serve as lectures, facilitators. mentors. for
TOTs students and to Identify skilled people
8. Submit plan of consensus and approval by
HRO Core Group

SKILLS NEEDED

: ·'7· ,;.,,'

~~;?:C~~fJl~N~~~~~;~f~~~~
1. Resource inventory this would include
people who have training skills and speciality
around areas to be covered within the
Eastern Cape Province.
2. Needs assessment to be collated with
potential TOTs students
3. Design curriculum ( this would include
Distance Learning material, evaluation
indicators clinical mentors I preceptors
4. Preparation of modules
5. PHC consensus building at Provincial
level
6 Curriculum approval and accreditation
7. Cntena for seledion of TOTs

8. PHC tramers and facilitators mentors, and
preceptors orientation

1. Expertise in one of the areas

2. Curriculm development skills

3. Commitment and time to teach and facilitate TOTs.

Interested? Please fill In the attached form and hand It over to Pam and
Prudence
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South Africa Office Opening - Issues List

By Category:

I. Personnel:

a. Personnel & Salaries

What has Marilyn Edmonson completed in this area and what will her role be when we arrive?

Do we have written position descriptions on hand?

Have salaries been agreed to?

Are we providing the local hires with benefits?

Should the addition of benefits effect their salary?

What kinds of benefits should we provide them?

Have the local hires been given appointment letters?

Do we have a law firm that will review the letters prior to us signing them and giving them to the
new hires?

Have we reviewed basic personnel laws (hiring. finng severance issues. etc.) with the law firm?

Have we acquired a FSN scale from the Mission or other non-governmental organizations for
local hires?

Has medical insurance been researched as a pan of the employees benefits package? Are we
required to provide medical insurance by the South Afncan Government?

How will these employees be paid: Through field accounts') or through BASICS Washington?
If through field accounts. what is our Iiabiltt~ since the admmistrator is a local? Would this not
be a conflict of interest if the administrator is slgnlOg (hi ~ or her) own check?

Should we pursue bonding on both employee~'l

II. Banking:

What kind of bank account do we want') a. Convenible or b. local currency only

Who will be the signatory in the field?



Has a bank account been opemed or will Carolyn and me carry out funds to open the bank
account? If so, how much?

What is the ceiling amount of a check that the administrator can sign for?

Will we be established the One-Write System or are we using a different accounting package in
Pretoria?

If we are using the One-Write, will we have a petty cash account?

If we do have a petty cash account, how much should the monthly float be?

What procedures should we have in regards to advances and who should get them, the
mechanism used to obtain receipts and left over funds? Robin - has details on this.

III. Office and related items

Are we registering as an official business in South Africa or are we covered under USAID?

Are we covered under any VAT agreement? Should we look into this for customs reasons?

Should we meet with the attorneys regarding tax laws and what we are required to submit as a
business?

Do we have a permanent office? If not. should he look for a small property and negotiate a
lease?

I[we do have a pellTIanent office in the MOIL do \\e need our own furniture? fax and phone
line? Has a lease agreeement (or MOL:) hecn sIgned hcmeen the MOH and BASICS for the
current space? Panicularly when it comes to phone &. fa\ hilb. water, electricity, lease, etc.

Do we need our own dedicated fax and phone lme'l

Are computer systems set up in the Pretona officc'} Do \\c necd to order them computer
equipment that can be installed at the oflice h~ a Incal contractnr'l Do they need e-mail with
BASICS?

Does the staff need an office vehicle? Are the~ allo" ed to ha\ e a vehicle since they are local
hires? Is there a vehicle in the budget or will thc~ rent a \ehlcle. short or long tellTI basis? Or
will they be advanced petty cash funds to talc: a cah ur puhhc transportation?

IV. Procurement/Contracts

What forms should we carry out to the field and which ones (sensitivity) will we not carry out?



What kind of sub-contracts should we set up on this trip?

Should we provide the administrator full training on field procurement as well as what BASICS
goes through in procurement?

Should we establish relationships with vendors (e.g., office supplies, computer support, local
DHL account, etc.) and sign agreements with them?

How about the sub-contract agreements with CDC and other collaborating groups? Will Carolyn
work with them to reach agreements?

What Office manual (template) should we take with us to fashion our policies/procedures manual
after (considering of course that South African labor laws will change some of the substance, and
also complementing BASICS overall policy). Should we contact other USAID funded projects
to get an idea of their personnel manuals and procedures?

Do we want to hire a CPN Auditing firm to conduct an annual audit of our files, procedures etc ..?
If so, what kind of audit do we want? and what kind of firm do we want to hire?

Do we want Carolyn to give the administrator training in AID regulations (both contractual and
local)?

OTHER ISSUES NOT LISTED --- Please list belo\'. or on back
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HBASICS
BASIC SUPPORT FOR INSTITUTIONALIZING CHILD SURVIVAL

MEMORANDUM

DATE:

TO:

FROM:

SUBJECT:

March 1, 1996

File

Mark Hufen

Record of meeting between USAID Misison Director Alan Foose and BASICS Contracts
Administrator Carolyn Hairston, Iterim Country Director Marylin Edmondson, and Program
Assistant Mark Hufen on Monday, February 12, 1996.

On February 12, 1996 at 2:00pm the above stated individuals met in order to have a meeting concerning the
following items:

1.) C. Hairston and M. Hufen's scope of work while in S. Africa,

2.) Medunsa activities were discussed,

3.) Copies of the BASICS employee contracts were given by M. Edmondson to A. Foose for his review,

4.) Upon request, A. Foose provided the BASICS team with tax exemption paperwork, the name of the
USAID customs clearance agent and the offer of any assistance in clearing of our computer equipment and,

5.) Quarterly financial reporting requirements were dIscussed.

A USAID-financed project adminislrrrd b~ The Partnership for Child Health Care, Inc.
Partners: Academ~ for Educ31llmallJe\elopmenl /AED}. John Snow, Inc. OS!)

and ManaFement ~clences for Health /MSH)
1600 Wilson Boule\ard. Sune 300. Arlington. VA 22209 USA

Phone 703-312-6800 Fa... 703-312-6900
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BASIC SUPPORT FOR INSTITUTIONALIZING CHILD SURVIVAL

Dr. S. Hendricks
Department of Health
CIVITAS Building
242 Struben Street, Room 2214A
Pretoria, South Africa 0001

Subject: letter of Understanding
Between The Department of Health/Pretoria and
The Partnership for Child Health Care, Inc.\BASICS - Pretoria

Dear Dr. Hendricks:

The purpose of this letter is to formalize administrative arrangements with regard to
office facilities provided to BASICS\Pretoria (BASICS) by the Department of
Health\Pretoria (DOH) in support of activities under the USAIDfPretoria Bridging
project.

The DOH has agreed to provide cffice facilities for two local BASICS staff for the 14
months duration of the proJect--effective immediately through March 31, 1997. The
following is a list of items that are mutually agreed upon by both parties:

1. Office Space

The MOH has assigned office number 2214A, CIVITAS Building, 242 Streuben
Street, Pretoria 0001, to BASICS personnel at no cost to BASICS. In the event
that the MOH should require this soace for other purposes, the MOH will provide
BASICS staff with 30 days prlor notice to vacate office number 2214A; another
office of comparable dimensions will be provided to BASICS by the MOH.

Upon termination of this activities as of March 31, 1997, BASIeS will vacate the
assigned office.

j,
1
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2. Office Furnishings

Major office furmshlngs--desks. chairs. fife cabinets, bookcases, etc. will be
provided to BASICS by the DOH at no cost to BASICS. A verified inventory
checklist of furnishmgs provided will be prepared and maintanced by BASICS
and will serve as the official Inventory log of furnishings to be returned to the
DOH inventory at termination of BASICS activities. A preliminary inventory is
included here as Attachment A ThIs list will be updated as necessary.

The BASICS Project will provide all computer equipment and fax machine and
applicable software. supplies and maintenance. A separate inventory of such
equipment will be maintained by BASICS, with an information copy provided top



...-_-- o· •

~ .
the DOH. A preliminary inventory is included here as Attachment B.

3. Utilities

MOH will be responsible for all utility costs, including heating, cooling, electricity
and water.

4. Office Supplies

BASICS will be responsible for procuring all office supplies for use by BASICS
personnel.

5. Phone & Fax

BASICS will utilize 2 DOH telephone lines for fax, phone (separate phone
numbers) and e~mail use on a use/cost reimbursable basis. The DOH will
provide to BASICS an invoice (preferably monthly) including a listing of all calls,
fax transmissions and any/all calling charges.

6. Transportation/Courier

BASICS is responsible for local ground transportation/courier costs incurred on
behalf of BASICS.

If the terms as stated above are agreeable to you, please indicate your agreement by
signing in the space prOVIded below and returning a signed copy of this letter to the
attention of Carolyn Hairston, Contract Administrator, Partnership for Child Health
Care\BASICS Project, 1600 Wilson Boulevard. SUlte 300, Arlington, VA 22209, USA.
If you have any questIons or comments, please feel free to contact Ms. Hairston at
(703) 312-6800 by telephone or at (703) 312-6900 by fax.

Sincerely,

Judy Yang
Deputy Director
Finance and Administration

Attachments (A & B)

AGREED:

Name and Title Date



BASIC SUPPORT FOR INSTITUTIONALIZING CHILD SURVIVAL

Date, 1996

Dr. S. Stamper
Deputy Permanent Secretary
Health Services
Department of Health
Private Bag X0038
Bisho, South Africa 0001

Subject: Letter of Understanding
Between The Department of Health/Eastern Cape Province and
The Partnership for Child Health Care, Inc.\BASICS

Dear Dr. Stamper:

The purpose of this letter is to formalize administrative arrangements with regard to
office facilities provided to BASICS\Eastern Cape (BASICS) by the Department of
Health\Eastern Cape (DOH) in support of activities under the USAID/Pretoria Bridging
project.

The DOH has agreed to provide office soaC2 for u~e by BASICS/Pretoria staff and
other consultants who from time to time may VISit Eastern Cape in support of bridging
activities, effective immediately through March 31,1997. The following is a list of items
that are mutually agreed upon by both parties.

1. Office Space

The MOH has assigned office space number ._.. Department of Health, Bisho,
South Africa (Eastern Cape Province) to BASICS personnel at no cost to
BASICS. In the event th2t the MOH should require th!s space for other
purposes, the MOH will provide BASICS staff with 30 days prior notice to
vacate office number ---; another office of comparable dimensions will be
provided to BASICS by the MOH

Upon termination of thIS achv/t,ES as of March 31, 1997, BASICS will vacate the
assigned office.

2. Office Furnishings

Major office furnishlngs--at a minimum 1 desk, 1 desk chair, 2 visitor chairs,
1 small storage cabinet. 1 small bookcase, etc. will be provided to BASICS by
the DOH at no cost to BASICS. A verified inventory checklist of furnishings



Dr. S. Stamper
Page 2
Date, 1996

provided will be prepared and maintanced by BASICS and will serve as the
official inventory log of furnishings to be returned to the DOH inventory at
termination of BASICS activities. A preliminary inventory is included here as
Attachment A. This list will be updated as necessary.

3. Utilities

MOH will be responsible for all utility costs, including heating, cooling, electricity
and water.

4. Office Supplies

BASICS will be responsible for procuring a!l office supplies for use by BASICS.

5. Phone & Fax

The DOH will provide and BASICS will utilize 1 DOH telephone line on a
use/cost reimbursable basis for the 14 months of BASICS activit;es. The DOH
will provide to BASICS a monthly summary list of telephone calls and fax
transmissions, including numbers and cost. This list will serve as an invoice
against which BASICS will reimburse the DOH for actual cost only.

6. Computer Equipment and MaIntenance

BASICS will provide Its own computer eQUJoment, including printers and
software and computer mamtenance support over the 14 months of BASICS
activities within the DOH.

7. Transportation/CouTier

BASICS is responsible for local ground transportation/courier costs incurred on
behalf of BASICS.

If the terms as stated above are agreeable to you. please indicate your agreement by
signing in the space provided below and retumlng a signed copy of this letter to the
attention of Carolyn Hairston, Contract AdminIstrator, Partnership for Child Health
Care, Inc.\BASICS Project. 1600 WIlson Boulevard. Suite 300, Arlington, VA 22209,
USA.



Dr. S. Stamper
Page 2
Date, 1996

If you have any questions or comments. please feel free to contact Ms. Hairston at
(703) 312-6800 by telephone or at (703) 312-6900 by fax.

Sincerely,

Judy Yang
Deputy Director
Finance and Administration

Attachment A

cc: S. Siwahla, DOH
C. Kruger, BASICS

AGREED:

Name and Title Date
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DETENTION SLIP. . '. <~S~~:

l'RANS1;ER OF GOODS FIW~1 CUSTOMS HALL TO STATE WAREHOUS~·:·:-:l;;~~:.~\

B6ND 'NO:d_-E2:l__ DATE~~ / O"L/\ o.··"i,.;'::>A~}~\(:

EHUGH:t:Sp, -z.O~ FROH·:~ ~:~~'J-2l~
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te)BASICS
BASIC SUPPORT FOR INSTITUTIONALIZING CHILD SURVIVAL
A USAID-financed project administered by the Partnership for Child Health Care, Inc.

Partners: Academy for Educational Development (AED), John Snow, Inc. (JSI), and Management Sciences for Health (MSH)

1600 Wilson Boulevard, Suite 300, Arlington, VA 22209 USA

Phone: 703-312-6800 Fax: 703-312-6900

COMMERCIAL INVOICE I BASICS INVENTORY CHECKLIST

Ship To:

';·i·:':.~~~};

s. '" .'

. .. .... .
... '.' ~
.~:. ,: .
" :;'...

" ..." ~ . ..'.:.' .~

'.'.: ",

..' ...,

,', ". ,
,

Attention:

Phone #;

, _Address:

"",'ic,j

CONTENTS: Computer equipment

Contents lire not for resale; Interco

NOTE: Consignee's signature cerll

Return signed BASICS Inventory C

.~:..:>~.:.: -".'
;'., ' ..
'.' .
':,'j.... .'

,,'.::::. " ' ..
; J '.

'. ',. "

~ ':" .•... , .
.. :: .; .'
;';' . ','.

j' '. ~ :

::. 1".'

EJllJip-ment DescripJion:.
South Africa Region

Serial 11: Tag # qty
Unit

Cost
Total
CfW

.' .'.... "

.' ... ).~ '.:.
...• '-r

"
I.

~

Dell Dimension XPS P100c. 540 HDD, 3'5 Floopy drive, 15w Color Dell monitor,
keyboard and mouse

APC UPS 4001 - 110/120

Practical Periph 14.4 Internal FaxIModem

Colorado T1000 backup drive (400/800M8) - inlemal

Tapes for Colorado T1 000

Dell latitude LX4100D laptop, 4M8 RAM, 420HD

02-0536

02-0530

02-1023 and
02-1024

1 $2,500 $2,500
1 $323 $323
1 $93 $93
1 $175 $175
2 $21 $42

2 $2,500 $5,000

,., .,:, of f"'_- .-'ot . Date:
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gBASICS
BASIC SUPPORT FOR INSTITUTIONALIZING CHILD SURVIVAL
A USAID-financed project administered by the Partnership for Child Health Care, Inc.

Partners: Academy for Educational Development (AED), John Snow, Inc. (JSI), and Management Sciences for Health (MSH)

1600 Wilson Boulevard, Suite 300, Arlington, VA 22209 USA

Phone: 703-312-6800 Fax: 703-312-6900

COMMERCIAL INVOICE I BASICS INVENTORY CHECKLIST

Ship_To;

• •••.'1' ••::: ;..-...... :.
~ " :',',

; I

"t·.:.·· .. :···.... ",'. "

i .·.·.i. J~.

,':: ".\.:

Atlenllon:

Phone #:

Address:

CONTENTS: Computer equipment

Contents are not for resale; Interco

NOTE: Consignee's signature certl

',"::':,:
.',
~.. -,' -", .....0···· .. . "',':\~ ,',: ;~ ,,::~-:

,': ::~. ~ ~~ .
, .'

!';;",:: .

Return signed BASICS Inventory C .~.,~<~.:.:.:,
,.'

E.quiP-ment Descri/tCLcm;
AT&T 14.4 PCMCIA FaxIModem

HP LaserJet 5P printer. loner cartridge, printer cable

Box of Disks (Windows for Workgroups, Virus Scan)

Procomm Plus for Windows

McAfee Virus Scan 2.1 for Windows

Lotus 123 release 5 for Windows

Harvard Graphics 3.0 for Windows

Windows for Workgroups Users Guide

DOS 6.2 Users Guide

WP 6.1 for Windows Quick Reference

~ Received Complete: Date:

Serial # ThgJl

02-0531

Qty
2
1
3

1
1
1
1
2

2

2

Unit
~

$182

$1,054
$10

$119
$39
$79

$106
$0
$0

$11

Total
CQ.s.t

$363
$1,054

$30
$119
$39
$79

$106
$0
$0

$22

'0":- "
'..,. :. ~

"

" '
.',

", ':.
: ~.

"
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BASIC SUPPORT FOR INSTITUTIONALIZING CHILD SURVIVAL
'UBASICS
A USAID-financed project administered by the Partnership for Child Health Care, Inc.

Partners: Academy for Educational Development (AED), John Snow, Inc. (JSI), and Management Sciences for Health (MSH)

1600 Wilson Boulevard, Suite 300, Arlington, VA 22209 USA

Phone: 703-312-6800 Fax: 703-312-6900

"

COMMERCIAL INVOICE / BASICS INVENTORY CHECKLIST
,'..' .

.::.:";:: .
'.

Ship_To:

....
....

Contents are not for resa/ei Intereo

CONTENTS: Computer equipment

NOTE: Consignee's signature certl

Return signed BASICS Inventory C

'0 ":"

:.:i\::::::';:ij;·
• 'I' .- ;1 ;' :~:.

t.·.j;
'. :.:..' ,,~,.; :

:;i;~:;i.
:"/;':~ :..~.

::/~.>,y:'
':.:~ t·.::" :.',

:':',1',.:,1:
• ,I••

Total
Clm

$50
$30

$9,945

Unit
ClW

$50
$10

Q1¥
1
3

WJJlSerial #
E.-quiJmHmtD.escription:

Printer Sharing Switch, Cable

International Wall Outlets

Total V.lue

Phone II:

Address:

Atlention:

t ••..

"'"~
Received Complete: Date:
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February 8, 1996

BASICS
1600 Wibon Blvd.
Suite 300
Arlington. VA 12209
Attn: Accounts Payable

International Technologies TradiDg~,I_o_c. _

14 Bloomingdale Court, Rockville. Maryland 20852 U.S.A.
Phone: 301-984-3254. Fax: 301·9.....3'22

r'" ,,_.-.. ,--" .;. ." .",... ._~~ ,... ...
r - . .. '.
i; '_.. ' -
--.._--_.,_': - .....

- -._--

Ref: Purcl1ase Order No. 329 Requelted byhn Pinkel!

Desc:riptioll 6iV Unit Price £xL Price

1- HP omceJet Plain Paper Fax Muhine 1 5705 S70S
(110V/50th)

2· Delivery to ArlinJtton, VA 2 15

Total C&F Arting1on, VA $730

.Payment Terms: Net 30 Day., 1.5% Fin90te Charge, Per Month After 30 Dayw
InvDice Due Date: Martb 8, 1996

Thank you.



HBASICS
BASIC SUPPORT FOR INSTITUTIONALIZING CHlLD SURVIVAL

TO WHOM IT MAY CONCERN:

Mr. Mark Hufen and Ms. Carolyn Hairston are employed by the Partnership for Child Health Care, Inc.
to provide services for the BASICS Project which is funded by the United States Agency for
International Development. They are traveling to South Africa with office equipment which has been
purchased with USAID funds to help suppon the Department ofHealth's primary health care activities in
South Africa. Please assist them with any procedures that they may need to follow to clear this
equipment through customs.

Thank you for your assistance.

Sincerely,

Glenn Patterson
Project Director

A US~rlIULDctd P"Ojea administered by the Partnership for Child Health Care, Inc.
Partnen Ac&dc:m)' for EduutlOll.l.l Development (AED), John Snow, Inc. (lSI)

and Manalcment xlencea (or Health (MSH)
1600 Walaon Boulcvard. Suite 300. Arlington, VA 22209 USA

Phone:: 703·312~8oo Fax: 703·312-Soo
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UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT

Tal: (012) 323·8869

USAID/SOUTH AFRICA

P.O. Box 55380
Arcadia, Pratoria 0007 Fax: (012) 323·6443

IMild
~
'rliii"

Department of Foreign Affairs
Union Buildings
East Wing
Pretoria

Customs and Excise
Du Toit Building
Paul Kruger Street
Pretoria

Inland Revenue
Vermeulen Street 240
Pretoria

January 2, 1996

Department of Home Affairs
Immigration Section
Civitus Building
Corner Bloed & Andries Streets
Pretoria

Re: Exemption from Duties and Taxat10n

Dear Sir/Madam:

This letter is to cerufy that the Southern Afnca Enterprise Development Fund
("SAEDF") is a grantee of the United States Agency for International Development
("USAID"), under a grant agreement entered IOto 1n October 1994, and is engaged in
carrying out a Southern Afnca reglOna.! program of economic assistance financed by the
United States Government.

Accordingly, pursuant to the bilateral Economic, Technical and Related Assistance
Agreement (the "Framework Bilateral-) between the Government of the United States of
America and the Government of the Republic of South Africa, dated 5 December, 1995,
the SAEDF is entitled, including retroacuvely. to duty and tax-free importation of all
goods, materials, equipment. funds and supplies. and is exempt from all income, profits,
business and other similar ta>.es. For your convenience, we have enclosed a copy of the
Framework Bilateral.



Please be advised that Mr. Steven Weddle has been appointed the President and
Chief Executive Officer of the SAEDF, and he is expected to arrive in South Africa on or
about 28 December, 1995. Under the terms of the Framework Bilateral, certain
privileges and immunities apply to employees of USAID contractors and grantees who are
present in the Republic of South Africa to carry out the bilateral or regional program of
economic assistance. Specifically, Mr. Weddle and other persons who are employed by
the SAEDF are entitled, within six months of arriving in the Republic of South Africa, to
duty and tax-free importation of their personal effects and household goods (including one
vehicle), and to export such personal effects free of duties and other fiscal charges at the
end of their stay in the Republic of South Africa.

Also, it is our understanding that SAEDF employees will be entitled, after residing
in the Republic of South Africa for a period of not less than two years, to sell at cost
those items among their personal effects and household goods (including a vehicle) that
are no longer needed, free of duties, taxation or other surcharges. Finally, please be
advised that the Government of the Republic of South Africa agreed in the Framework
Bilateral to facilitate the issuance of all visas, permits and other authorizations required to
enable employees of USAID contractors and grantees to work in the Republic of South
Africa and for them and their families to enter, remain, reside in and leave the Republic
of South Africa at any time and from time to time, as required.

We greatly appreciate your assistance in helping to implement the regional
program being carried out by the SAEDF. If you have any questions regarding the
matters discussed in this letter, please contact the USAID offices in Pretoria.

Sincerely,

/5/'
Pamela White
Fust Secretary
USAID/South Africa

Enclosure: als
1I:\rIIIdot.lw<xanp ht
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ECONOM:I:C, 'l'ECENICAL AND RELA'l'ED ASSIS'l'ANCE AGREEMENT
. BETWEEN

THE GOVERNMENT OF THE UNJ:'l'ED S'l'ATES OF AMERICA
AND

THE GOVERm1ENT OF THE REPUBLIC OF SOU'l'R AFRICA

PREAMBLE

The Government of the United States of America and the
Government of the Renublic of South Africa {hereinafter
jointly referred to as the."Parties"},

have agreed as follows:

A.P.TICLE 1

The Government of tte United States of America will furnish
such economic, tec~~ical and related assistance hereunder as
may be requested by re?~esentatives of the appropriate
agency of the Gove~~e~t c: the Republic of South Africa and
"approved by represe~tat:ves of the agency designated by the
Government of the Unitec States of America to administer its
responsibilities here~cer, or as may be requested and
approved by other representatives designated by either of
the Parties. The fu~ishi~; of such assistance shall be
subject to applicable Onited States laws. and regulations. It
shall be made availab~e ~~ accordance with arrangements
agreed upon bet~ee~ :~e ~ove-oentioned representatives.

1. The Gove~~en: c~ t~e Re~ublic of South A£rica will­
(a) make t~e :~ll ccn:r:=~t:c; permitted by its personnel,
resources, facilities, an= general economic condition in
furtherance o~ the p~=pcses for which assistance is made
available hereunder;

1



(b) take appropriate steps to assure the effective use of
such assistancei

(c) coonerate with the Government of the United States of
America-to assure that procurement will be at reasonable
prices and on reasonable termsi

(d) without restriction, other than those normally applied
to representatives of ,foreign countries in accordance with
international law, permit continuous observation and review
by United States representatives of programs and operations.
hereunder, and records pertai~ing thereto;

(e) provide the Government of the United States of America
with full and complete information concerning such programs
and operations and other relevant information which.the
Government of the United States of America may need to
determine the nature and scope of operations and to evaluate
the effectiveness of the assistance furnished or

. contemplated; and

(f) give to the people of the Republic of South Africa full
publicity concerning assistance programs and operations
hereunder.

2. With respect to cooperative technical assistance programs
hereunder, the Governme~: of the Republic of South Afric~

will

(a) bear a fair s~are of the costs thereof;

(b) to the rn~xi~u~ exte~t oossible, seek full
coordination and i~tegration of technical cooperation
programs being carried on in South Africa; and

(c) cooperate wit::' othe:- naticns participating in such .'
programs in the ~~tual exch~~ge of technical knowledge
and skills.

1. !n any case where c=~~ccities or se~~ices are furnished
on a grant basis ~~cer a:-ra~gements which will result in the
accrual of proceeds to the Gove~ment of the Republic of
South Africa frcm the i~=ort or sale of such commodities or

. services, the Governme~t'of the Republic of South Africa,
except as may othe~ise b~ mutually agreed upon by the
representatives :-efe:-red to in Article 1 hereof, will:

2



(a) establish, for the purposes of this Agreement, a Special
Account in its own name in the Republic of South Africa;

(b) deposit promptly in such Special Account the amount of
local currency equivalent to such proceeds; and

(c) upon notification from time to time by the Government of
the United States of America of its local currency
requirement, will make available to the Government of the
United States of America, in the manner requested by that
Government, out of any balances in the Special Account,
such sums as are stated in such notifications to be
necessary for such requirements.

2. The Government of the Republic of South Africa may draw
upon any remaining balances in the Special Account for such
purposes beneficial to South Africa as may be agreed upon
from time to time by the representatives referred to in
Article 1 hereof.

3. Any unencumbered balances of funds which remain in the
Special Account upon te~ination of assistance hereunder to
the Government 0: the Reoublic of South Africa shall" be
disposed of for such pu=poses as may be "agreed upon by the
representatives referrec to in paragraph 1 hereof.

1. The Gove~men~ 0: ~~e Re?ublic of South Africa will
receive a special rniss~cr. to car~ out and discharge the
responsibilities of ~~e Gove~~e~~ of the United States of
America under this Ag=ee~en:.

2. The special mission will enjoy :he same inviolability of
premises as is ex~ended :0 :~e diplomatic mission of the
United States of ~~er:ca a~d :~e C~vernment of the Republic
of South Africa s~a~l acc==~ al~ ~~ited States Government
employees (~~d their fa~ilies) wr.o are present in South
A£rica to perfc~ work .~ c=~_~ec:~cn herewith, except for
diplomatic a~e~: persc~~el covered under Article 7 below,
full and co~?le:e i~~~~::: !rc~ cri~inal jurisdiction and
from civil jurisc:c::c~ :~ resard :0 acts performed by them
in the per=o~~~ce c: :~e:r c:::cial functions.

3. The Gove~~e~: 0: :~e ~~i:ed S:a:es of America will,
subject to due ccns::era::en 0: i:s own law, endeavor to
assure res~ec: fer :~e law of the Renublic of South Africa
by United Sta:es Gove~~en: e~ployees enjoying immunities
and privileses :~ te~s o:·t~is Agreement and will:

3



(a) be prepared to discuss such disputes as may arise in
regard to the conduct of any such employee concerning
immunities and privileges in terms of this Agreement; and

(b) remove ·as promptly as feasible, either on its own
initiative or on the reauest of the Government of the
Republic of South Africa, ~~y United States Government
employee covered by this Agreement who may abuse the
privileges or immunities granted herein.

A.'q,TICLE 5

1. In order to assure the maximum benefits to the people of
South Africa from the assistance to be furnished hereunder,
the agency designated by the qovernment of the United States
of America to administer its resDonsibilities in terms of
this Agreement shall be exempt from taxes~ duties, levies, .
deductions or other imposts of any kind, whether considered
to be direct or indirect, other than such as reoresent
payment for specific services rendered (i.e. utilities):
without limitation this exemption includes stamp,
registration and similar duties. Notwithstanding,
individual employees of ' or contractors financed by the
Gove=nment of the United States of Amer'ica under this ..
Agreement shall be subj ec: to the regulations and practices..
of the Government of the Republic of South Africa regarding
payment of taxes no~ally incl~ded in the price of goods and
services.

2. Any supplies, materials, e~ipment, or funds introduced
into or acquired in Scu:h A:rica by the Government of the
United States 0: ~~erica, or ~~y contractor or grantee
financed by that Gove~~e~:, for purposes of any program or
project conducted here~~cer or any Southern Africa Regional
program financed by the ~nited States Government, shall,
whilst such supplies, ~a:erials, e~Jipment or funds are used
in connection with suc~ a prog=a~ or project, be exempt,
including retroactively, :rc~ any taxes on ownership or use
of property ar.d L~Y ct~er taxes. investment or deposit
requirements, and currency controls in South Africa, and the
import, export, purchase. use, or disposition of any such
suoolies, materials, e~Ji=~ent er :unds in connection with
such a prog=a~ or ?rcJe~:·s~a:: be exempt, including
ret=oac~ively, ~rc~ a~y :ar:~:s, customs. duties, import and
exoort taxes, taxes en =~r:~ase or disoosition of property,
and other taxes or s:~:lar c~a=ces i~ South Africa. The
exemption t=c~ c~=re~cy ccn:rols shall not apply to funds
acoui=ed in tr.e Re=~:~c c: South Af=ica for purposes not
reiated to t~e o::icia: :unc:ions of the Government of the
United States 0: ~~er:ca, No tax {whether in the nature of

4



an income, profits, business, or other tax}, duty or fee of
whatsoever nature shall be imposed upon any contractor in
respect of work financed by the Government. of the United
States of America hereunder.

3. The exemption from taxation referred to in this Article,
excepting·the taxation referred to in paragraph two above,
will not apply to such dues' and taxes payable under the law
of the Republic of South Africa by persons contracting with
the agency designated to administer the responsibilities of
the Government of the United States of America under this
Agreement or any contractor financed by the Government of
the United States of America who are citizens and/or
permanent residents of the Republic of South Africa.

4. All personnel (and their families), except citizens
and/or permanent residents of South Africa, and persons
covered under Article 7 below, whether.

(i) employees of the Government of the United States of
America or any agency thereof;

(ii) individuals under contract with, or employees of public
or private organizations' under contract with, the Government
of the Republic of South Africa or any agency thereof; or

(iii) individuals under con~rac~ with or financed by, or
-employees of public or private organizations under contract
with or financed by, t~e Government of the United States of
&~erica or any age~cy thereof,

who are present in South ~=~ca to perform work in
connection with this Agreement or Southern Africa Regional
program financed by the gove~~ent of the United States of
America shall be accorced exe~ntions, concessions and
privileges in respect of taxation, import duties and
otherwise, no less favorable than those accorded to such
employees 0: cc~parable bilateral governmental assistance
organizations, a~d shall, inclccir.g retroactively:

(a) not be subject to i~co~e 0= similar taxes in respect of
salaries ~~d other si~la= pa~ents, and emoluments;

(b) be entitle~. withi~ six ~cr.ths of arriving in the
Reoublic of So~th A=r~ca. to imoort free of customs and
import duties, taxatic~ anc surcharge, personal effects
(including one vehicle :or personal or family use) and
household goocs and to eX?ort the same free of export duties
and other fiscal cha=ses, a: the end of their stay i~ the
Reoublic of So~:h A==~ca: Provided that the six month oeriod
wiil be lenien:ly applied ~here circumstances and fai=ness
may so =equi=e: P=oviced fur:her that the employment

5



conditions of personnel regarding importation of personal
effects and goods for personal consumption shall .be
recognized, and in particular all such personnel (and their
families) who return from home leave in the United States of
America shall be allowed the same duty free import
privileges as are customarily allowed to representatives of
comparable .rank of the·United States of America employed at
its Embassy in the Republic of South Africa; and

(c) be exempt from social security provisions and compulsory
military service ..

5. Funds introduced into South Africa for purposes of
furnishing assistance hereunder shall be convertible into
the Rand currency at the rate providing the largest number
of units .of such currency per United States dollar which, at
the time the conversion is made, is not unlawful in South
Africa.

ARTICLE 6

1. The Government of the Republic of South Africa will
facilitate the issue of all visas, permits and other
authorizations required to enable employees of the agency
designated to administer the Government of the United States
of America's obligations unde= this Agreement, and'of
contractors and grantees financed by that Government under
this Agreement, to work in the Republic of South Africa, and
for such employees and their families to enter, remain and
reside in and leave the Republic of South Africa at any time
and from time to time, as required, in order to carry out
the Government of the U~ited States of America1s
responsibilities under :his Agreement.

2. The Government of the Republic of South Africa will, as
far as possible, give favo=able consideration to
applications for wo=k pe=mits :or spouses of personnel of
the agency designated by the Government of the United States
of Ame=ica to carry out its =es?o~sibilities under this
Agreement.

This Agreement shall net regulate the immunities and
privileges to be accorced ~o me~ers of the staff of the
agency designated by the Gever~ment of the United States
of America to acmi~ister its obligations in terms of
this Agreement who a=e accredited membe=s of the staff of
the Embassy of the United S;ates of America in the Republic

6



of South Africa, the number of which will be determined
between the two Governments.

ARTICLE 8

The Parties will establish procedures} within the limits of
their respective constitutional principles} whereby the
Government of South Africa will so deposit, segregate, or
assure title to all funds allocated to or derived from any
program of assistance undertaken hereunder by the Government
of the United States of ~~erica that such-funds shall not be
subject to garnishment, attachment, seizure, or other legal
process by any person, firm, agency, corporation,
organization, or government when the Government of the
Republic of South Africa is advised by the Governrnentof the
United States of America that such legal process would
interfere with the attainment of the objectives of the
program of assistance hereunder.

ARTICLE 9

Allor any part of any program of assistance provided
hereunder may, except as may otherwise be provided in
arrangements agre2d upon pursuant to Article 1 hereof, be .,'
terminated by either C~ve~~ent if' that Government
dete=rnines that because of changed conditions the
continuation of such assistance" is unnecessary'or
undesirable. The te~i~a:ion of such assistance under this
provision may incluce the te~ination of deliveries of any
commodities here~cer ~o: yet delivered.

AR':'ICT....E 10

1. This Agree~e~t shall e~:er into force upon signature.

2. Any ame~~~ent agreed ~?on by the Parties shall be
effected by ~~ Excha:.ge 0: Notes, or such other means as may
be agreed uFon by t~e Parties.

This Agreement shall re~ai~ in force until thirty days after
the receipt by either Government of written noti~ication.of
the intention c! the other. to terminate it. Notw~thstand~ng

any such te~ina:icn, however, the provisions hereof shall

7
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remain in full force anq effect with respect to assistance
theretofore furnished.

IN WITNESS WHEREOF, the respective representatives, duly
authorized for the purpose, have signed the present
Agreement in duplicate, in the English language.

DONE AT. ?\~~9.r-.\.Q. .

D~c;.~.~~~: ,
on the

1995.

day of

FOR THE GOVERNMENT OF
THE UNITED STATES OF
AMERICA:

FOR. THE GOVERNMENT OF
THE REPUBLIC OF SOOTH
AFRICA: . .

tA-JrrtJ ~.

8
A lnI. "JlY .f
the ":ned .r/Cin

I naln
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BEST AVAILABLe: COpy

P;B

llIolI- _an_,D7l

Suite 501 Fifth floor Vigilar.s Building 287 Pretont;S Street 0002

PO Box ~25 or PO Sox 456 Pretoria 0001 Tel \012\328 5S45 or 323 7707 Fax (012) 3257305

" FAX TRANSM:r. sa:r. ON SHEt.~T II
U RG E N T

TO DR MARILYN EDMONDSON

(012) 328&102

AnN ,

FROM ELMA ROWLANDS

DA1'E J
15 fEBRUARY 1'39&

.'

NO. OF PAGES (INCLUDING T~IS ONE), 5

REI 'ROPOSAl I=URMS THI:loT NEED TO BE CQMPLETED

-=--=-==----============:::::::::::;:~::
:=:=====,.. =

FURTHEF J OUR TELECON WITH MAm!. I-IUFEN ATTACHED PLEASE FIND l'WO

PROf'C1~"'_ rfJ~S n~AT n~E INSURANCE ":iJMPANY REQUIRE 10 BE C::!'lPLEiED

IN DEl .. ;' AND RElURNED TO OUR UFFIC£5 •

~'e 8~;J serious about s.

\



BEST AVAILABLE COpy

FIB

11'"1
'-- GUARDIAN

NATIONAL
1Dswana: Company LimIted

OFFICE PREMISES/! I 2D
INCLUDING M.INI-M.ICRO QQESflONNAIRE

Name Occupation _

Address

vffices: Multi storey block whic.'l floor _

Converted house _ retall premises _

: VI::; I No

IYes INo

Other (describe! ~~_:__::_:_--------_-_-_;::::====

1. Is the building reception area in"ide the building IVI::; I No

2. Are the fire escapes locked at night. Ifnot what PfeI,'E!nts intending thievesusing th= to
gam a= 10 any floor in the building _

3. Is there ll=from adjacent buildings
If "Ye:5' d=ibe

.<2Ition; Gty centre Residential area Township _

Isolated area Industrial area Other (det.:lil)

l Yes I No

IYes I No

\ Yes \ No

I'!~..,~

~o
IYes INo

I Yes INc

_________ Full space _

. Spot space ---;::;;::::;=
I Yes: No

Ple.-sc lick correct answer/provide answer

~all windowsprotPC1ed bv burglar bars 12mm thick or rr.ore? l lfl=lh.on l2mm

Are ell perimt'tt'f doors Pfot~edby grille gates 12mm trick or more? ~ thick detail on pagel

Does buil<ling h_ 24 hourJ se<:llnty" Name of security company _

I'v:!::1es5 ttmtro!?

.-..re offices and ~r:mel~ l'q,",u bum.,,::; at night?

Has a bUTgler elatlTl SV'Stt'1'l"~ LNUlIled?

If Yes. nil"'''' of u'lStllller
_____________ 15 it SAlDSA approved

Type of system k"c:o Siren Com~ e,.;<;ator

PIOte<:toon F'ull pervnctet •

Partlcl poc:nmett't

24 hour_~ ba<-jI; ur

________ConstnJct"on and th,ck:nc:».~o~f~~X1~f'~,.,~o~r~",~'II~U::s...:::===================:=:

Property at Risk:
_.. _-_.-._--- _ .._~-,.

DESCRIPTIOI'! I
DETAlLS VALUEI

--._ .._-'- _.-t- -
Computers 1. Main fTamf'

2. PC"s I
3. ~

,
_.

Printers i --
TypewriterJ I
Fax Machines

Photo Copiers I
Dictaphones

Calculators

lV. Videa. HI·fi E.qu1pmell\

Furniture

Other e.g. 100M~

Total Value



15 II~ % 11.~~

: .~.~;;:-~
-..',

.. - .'..... ~ ""

Transit
~ ..:-~ ,r::.:....: :." .' .,-.' • '.

Is any of the prope~pmentremoved from the premises?

If 'Yes' is it regcl.:~ly?:._~S? p(easedetaH_-__-- -- _

IYes' No]Past Losses: Have your premises been entered in the last t.'lree years?

If Yes, give details _- _

What prot@Ctions were installed to prevent a repetition? _

"-,.tions: Do you take any~al pre<:autions with computer equipment when not in use~. locking ro-:----r-...,
in strongroom . IYes I No \

If YI:5, give details _

Computers: (AddiJion.allllformation)

Is the equipment e) Owned b) Hired c) Leased· ·1.

IYes I No

IYes I No

~, "I •

Ifle~ ple~ provide a ropy of the lease agreemer-,t.

Maintenanc'e agreement in fo~'

Is lightning and~ surge protection fitted?

Whefl! do you keep your c::omputer discs? _

[Yes I No'00 you haY!! beck-up c::omputer di$cs'?

If Yes - ""'here are tnl:Y kept? ~ _

BEST AVAILABLE COf:»Y-

..

~::-':-.-'--- ..-
.'.

" \

--------_.--.:...:..~~.;...
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AQ4If1t No. L..- -'-..J...-1l :

FIB

Br1Inc:h

Polic;y No.

. . :. COMME'RCJAl FIDELITY PROPOSAL. '.1%" _.

PROPOSER

Code _

IUSINfSSt
OCQJPATION

c:omn..nc.n-.Oa.. IDOIMMIYVI

'"I

o
o

..... ww.... 1:he 'oiowinO'~ ,,f ."owff'il;19ftf 'D.aC9 hG brHr'l ~r,=,,·~ded. e:-le~51P reolv on 8 separate che.rl
I

104..., yOU .-.rtf' wuffered I lOU IS a f"ftut, of ft~ or

~'

2. totlYl 'f'OUr IV'St.ms t>e4'f' n.,."oftfJId eJ'\C oa.sseG r-......"lv'
.A._~I

3. A,.. Ihe 'SV9!..".~ ~ YOUl' Audtl~ f\l..o'"

~.."

4. II 2 andIOf 3 .. ~'no~'~ ... VO'" Dreo....s to 1t&1.o .. \"0"'"

AudItora to e..."......, ¥Ou" 'Iyt,t..,q.'

II 00 'IOU .."., __• Ch«U to ...,.... "81 10"'_

""""'" ..., -._aa'
7. 00 'IOU. ....... tAo _ ......-

,.,....... ......__, --..,.,Ifonl _
_ 3_

.. 117 _ .._ ............. _ ..............,
of 'f'OUf -.1

DECLARATION· '.. .'

lIN. cIecI-. !Nt til llle _ of _,_ ~Q1r '"0 bert.f. ll'>e honeSty .,.,d conduct of tn. empIOyMC h_ .Iwe~ been
...__. lIJlI .1 __ ..__ ..,., _ reQ\lltemen", 01 tI'I. Comooonv as lRdiCll.1<I on ",.. lorm or '" _ M90l',",=--
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Gm811 National;
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PROPOSAL .J...'iD Qt:ESTIO~-:'iAIRE

CO:'YI~IERCIALFIDELITY GtJARA~lEE INSl'''R.-\..'tCE

Erok~r .............................................................................................................................._ .
Cont:lc: ~:lmc: ............................................................••..............T.e! ..............•..•.~.:••........•.•...•.•...... F:IX••••,•••••••••••••••..•••••••.••••••••.•
----_._---
IT [5 I~lPOR TA~T TO PROVIDE FULL A;-;D DETAILED A~S\VERS TO ALL QCESTiONS TO E>lABLE THE
L:':OERWRlT=:R TO TREAT EACH PROPOSAL ON ITS O\v~ ~lERITS .

.THE PROPOSER IS OBLIGED TO REVEAL A:-':Y MATERIA.l FACT OR r.-.:FOR.\.IAnON .WHICH ~lIGHT AFFECT THE
Jt.:DGE~[E;-';T OF THE L:-iOER\VRlTER I}: DECIDf:\G VlHETi-:ER TO ACCEPT THE PROPOSAL OR TO IMPOSE
S?ECIA:' C07'iDITIONS.
--------_.-----------------------

SECTION Oi'iE - P.~RTICL"LARS OF THE PROPOSER

---------.-----------------~ -:...-=--~---. p / -:~-;-:-- ";--,f" ! J.i -::..---\-?-
) ,.,.,..- f-' . ; J (/ ~ • . - : /\ ,4 /"'0 / (

1.1. ;\a.-:1.e or" P:-o;=ose:- ~.~ J.~.!:..::;:.;::._:.:;: ~.: :::..-:..~ ::..•......: :.~~•..~.!.::: i.::q;.:_.: :-:!::.!.J.r;;; ':..i.e?:! ;
') '. -:? j ~.- ~ Of: - . , \

/ 1.2. ?cs:al A.:e::ss .:.r..!,..'t..E:~ ~.~::::::: ?rc;..~..~i, ::::..=:: r:?:.:?..!....f.: !:!. .
/.1 I \ /",

" /0J.. 1--./ ::/_. v r- Q0::J!
~ •••••••••• ;. .. 'I; ••••••••••••• - ..

. --.
. ,. , - _ 0'''' f' .. - ./ ./ • - ..-.: /

." - -, .; '. {,;-,,-, ,,'-' 0' - / ~ h1.3. P::: sic::.: Acc~:ss ..-- ~ ;- ~.:.: :.. ;.: ..: _ : ='/'"' : .
/ - I' ,..-. / .. " / ..... J _. (.... ..

.....?~..:( ~ ~~.L (.:"..~~.;-.~ ~.v:.-:-::.r.:.z. y~~::: ~.::: ,...;,..!.::. 2..7:·:J

I...:. Br:lnc:::s :0 :e u:c:uc::: . .

................................................ - .

..................................._ .

~:lrure: of Business

\Vhe::l Established ?

1.5.

1.6.

IT IS A~VISA3lE TO r.-;S.....RE r.-;DE?::>:D~-::' y op::?.."7:-:"G BRA)iCHES Wr.ICH ARE RE~IOVEO FROM
THE DIRECT CO~"TROL OF HEAD OFFiCE L':·...:ER A SE:?A:t.~7E POLICY. _."-}./1 •. "..1 I' . .'/(.Ill· - /" .'-,,jv)J- (.r-. w·' p- ··~.-'7 Y. ...... h r_·.- '.?<-:: ...... - r, '-- / ... h IC., ." •..; ...... .;-.'-<:;;

. . _-,...- ~~/~/. - r- ".~li/C-1/ d......-,- -"__ -V..l',,: ~ -:-~ ......... ;,.%...-y ·f>,."., ,;7 CA-</v- oJ U1"oJ./: :~-
Irj·'-f;-1··;·:'··:··-~~·:';:';;:?·"··· _. o. ••• o..o. , ••• :... o..o. " .

/ ~':,-. - -.__.-.._._-
SECTIO:"i TViO ·l:-'SLR.-\:'-CE HISTORY

2.1. Do you c~m::1tl::, hold a Fide:[jr"J Guan.-:le: Ir.st:.-:::::"'
If YES. give par.iculars and swe whc:hcr thiS pol;c:~ IS to :'e~.:.:n in force:.

YES I NO._-
_ _ __ -._- ------._ _ .

_ _ ---_.--_.__ .

2.2. H:lS :m~ insurer ever c~celled or refused to accept or continue any Fidelity Guar.mtee Insurance or imposed speci:ll
conditions? YES" ~
If YES, give pllrticulm.

............................................................................··························8€·ST.·.AVA!LAB.L£..CO.F?Y. ·····

.........................................................................................................................................................................................................



BEST AV/"IL. .
1'-\. ABLE CO f"'V

SECTION THREE· E:\lPLOYEES

DEFl:--;lTION:
E~IPLOYEE SHALL MEA~
(Al A~Y PERSON WHILE E~IPLOYED UNDER A CONTRA,CTOF SERViCE WITH OR APP~E1'IIICESHIP TO

THE PROPOSER
19) ANY PERSO!l: \VHILE HIRED OR SECONDED FROM A}4Y OTHER PARTY iNTO THE SERVICE OF THE

PROPOSER
W:-:O\1 THE PROPOSER I-L.1"S THE R:GHT AT ALL TI~tES TO GOVER.'l. C01'oli"ROL A~D DIRECT I'S THE
?ERFOR.\I.J..SCE OF HIS WOR.' r.-: THE COL"RSE OF THE Bt:Sr"jESS OF THE PROPOSER.

:. I. S,;lte the numbe~ of ;:rr.;:loye:s in e:lc~ of :he following de;::amnents :

Executive ~l:lr.:lge;nent

?'vl:magemem

Accounts . Fin:l~C::l.l

- With :lc;;:ss to mone:- sec:Jr::ies

• Withoet ::lc::ess to mor.::·:sc:cur:::es

Compt.:te~

- A::aJ:m;::ror..::-..",:,:~~s

- Ope::tors

/

/

.... ~ ~ .

Purcha.s:ng :md Sales

Ge:'le::11 Adminis~t:"on

Security Personnel
- I'ocr Own

- Othe:-s

Blue Co!l:lT Worke:s

Te:::-.nic~I (enginee:-s etc)

TOTAL ~1:MEER

;.:.

If YES. w~y ':'

YES' >:0

:L3.

3.-1.

Is the nUl:l::e: of e:r.ployees likely:o c~:mge ma:e:1I:1y 1., the ne'tt 1: :7.0;-;:::5:

If YES. w~y':'

Are any of:'our employees based ccuide t.'e botCe~ of Socthern A::-;C3:

[fYES, give paniculars and state \\he~e induded ~:r.~er J .1. above

YESt5§)

YES /fi)

3.5. Give de::l.ils ofyour screening proceu for ne.... e:::i'lo~ecs ......(.!.!t.!. .
_ _ _ _._ _ __ "' ..

........._..__.._ - _ _._.._ -----_ _ _ .

3.6. Have any ofyour employees been dismissed during the last 12 months'? y~s. I N.O _ I>!Itt.
If YES • give details for each dismisgl.•..•.__.••....•._..•..............................:•............................•.••...•.•.•:.:....::.........•..........._- '

.............._ _ ••_ ••_ _ ••__••••••-_•• _ 10 10 1010 ... ' .

...................._ _ ~ fij()
.. " - .'.- _ •• .J ~-""' -'" .. 1_- ,." ,,~~l·<;., ~:lc!'1 C:l!enC:Jr ve:lr, cur:;'l!! which .

. I'



.'. BEST .AVAILAQI ~ rnnv

SECTION FOCR· ACCOUNTINC SYSTE;\)

IF A~Y OF THE FOLLOWING QUESTIONS IS ANSWERED WITH "NO". DESCRIBE YOl:R SYSTE~I IN EACH
INSTANCE. .
.U. Do you d~posit c~h :md chl:qul:s d:1ily'? YES ! NO .

..!6f?::~~.~ ..b:.b. i::.-:..i:.z..../(,::~~.~ ~ 6.~ ~q,(,-=::.~£ .
U I

..,....._.
.............................................................................................................................................................................................................

Are rec~i?ts wrinen tor:111 c:lSh received': YES f NO

. .

.u. Are ::III cheques received recorded by ::l person othl:r th::l1l the person responsible for b:mking':' YES I NO /~-9

~ .

............................................................................................................................................................................................... .................i ..

4A. Is all c~h checked by someone other than the person responsible'? YES I NO II!/ If

...........................................................................................................................................................................................................................................

4.5. AI: rr.or.thl;· statemer:ts sent to cus:orr.ers by pest'? YES f ~O

. .

.......................................................................................................................................................................................................................................

~.6. .A.re s~:::::=::e::ts of account desj:::ltc:;:: by Fe~scr.s c:'':e~ t.ha:: e=::;::lo;'ees ho:!.nc.!i.ng c:a.sh 'c~~~ues ':' YES I ~O ~

/1r
.........................................................................................................................................................................................................................................

..., ; .

.­
.... 1. Do all che:;ues require tWO sip~:'.::es "! YES ,. ~O-
4.8.

.. _ _ _ _ - ..

............................................_ _ _-_ __ ..

4.9. Are requisitions for cheques with pr~"llcd '1~:,..:..tS &uthonscd by two signatories '? YES INO /ilIff
_ __ _ __._--:-._- _ .

4.10. Are bank statements.. receipts. c:ounterfoia. &nd sUFI'0rtlng docwnents checked at least mOl).thly,against. the cash book
entries. by persons other than emplo~e:s making c:uh book entries or bank deposits 7 ./\!!J.;l NO ..

...- _ __.._..- _..__ -..__.._--_.-----.._ _ ..

4.ll. Do you enforcestrlct and timeouS credit control:
..... .. -" ..- ..- .

................_~ -_ .. : ......

4.12. ~:·~:=:~~::~~n::~·:~:.?=·@;;,::~:::-···:··_···:~·,~~:··::.:::~~;;;f~:~:~:··~·;~~-:
_. - •••• _ •••.•••• ;:. - _ •.•_ .• r' •.• ' "'~".:'~.' .. '•.. '.' -/

........................- - __ _ _._-_ ~ :: :..: : :~ ~::~.: : ;:::.:. ~.:..::.:.:~::~:.: ::::..:.~:;~:..~ .... .



, _.....---_ ,.-..-._--_....- ..-.-......_._----_..~ . .:;. ; :: .... .. '.... - ... :'':-;-;1''':'' ;'··/r~~'··: "-...:.~ ·•..1 -.'.; -_•

.... '.:. -.
.~ . .:

.--- ... _.

.....=_.....,..:...~:...--!._-_..._.--.-.--·-~ECT(ONFIVE ,'/'RE:\tl":"ERX"TtO:'i'~;;,.;..::..::::..:.:.~::__:...:. ::"-:~':':-.':'.~' ...
:..:~;:.~·.•"'r:~",,~, .:.~.L :':'~'*::':_~'''',,;.;.:''.:~.:........, ......!';t..,.. ~.· ...,·t......:.. ......~ .'" '.. .....1... 7_ .......

..__~~.)o~U.~.i;·".;:;..~~~fr+l· ~::.:;~~=-':~~"~~~i_:~~''.f~~'"l'~:~~; ..'''#::' . ':' ' .'-•. ;. · ..t~:-· ; "'r_'.~: ~ ".. • " -'-

- -,.;.~~;.;.;,::.~.. :.,:: "~:.. ::'. :-:::", .:'.~< <~:".' ';' \.' .., J.oU1i· ...t.rC4~,.JT/"'6-niL4 ,4q""-.?AlC-:-
S.I.. .\\hlch dc:p:u'tmc:nth:mdles remuner:ltIon ofc:mph). c:e:l ...•..••........•..•.C.:::....•...._._._._••.•......•..........................•........~ .

'..:" .i.:". ;.:-. ~:"' ~.,'~~:';.:~,~ ..' . ..•• :... :.' . '. '. ,i"i;$ y;"q-,..r;>().L.4,' .froe-rJ.:r-: ,_ ..
. ,." - - ':"'-:' ~ '-i.~ -:.. -.' -'1 :._\0. :.~ : -.:..... . . ., '7~"" '. '. .

5.1. Describe: the: screening process :1pplied to st:ltTin\"ol\"ed in :hc:: p:1ymc::~t ofre:":1une:~tion. _.

..·.~~l~::f.~.~t~..~.:~::::::::.~.:~:.=·.~:.:~~~.~.:~:.~: ~::..:~ : ~..~~.~..:: :~.~~ ~ :~: ~ ~ .
..........................................................................................................................................................................................................................

~ ..;. Describe: the proc:edt:res ~mploy~d in the payme:lt of s:lar:es :md w~£es .

~~~ {, /...d.::.:-: ..

...........................................................................................................................................................................................................

5.~. How oft~=t and by whom is :he ;:JOlY:-OI1 c:~e:ke:: ag:ins~ a staf: regis~e~ "! .••.••5:.'2.2 2:...:: .

~.5. Describe :he control ~roce':ure for:he rransfe: of jedcc::or:s :or P..~.)'''.E .. P~::sion .. :'vle=ic~1 :~:d . and oth~: fu::es.

~~~ ~ If.. :":'; ..-::.~ ~.~ .

------------------------._---_._----_._._--------._----_._--------------
SECTIO~ SIX· SiOCK &; \\ AREHOC51:"G

----------------_._--------_._-------
6.:, D .. k I ' ~ .' ... " ..... "1' ... I IV' / ~eSC:"lce ycc~ s:cc· !e~a.-:.::.: e:'" ~\\' m:::~:.s :::,. .~::.S~t_ iC::S. !. ~;~;:c~=,e)_ u • •••

6.1. 'W'hat is the average v::.!ue ofyour tou! stoclc " __ _ _.~ ..

6.3. Vv'hat is the appro:'timate highest unit value ".' ~ame the: Item. ._._ ~A. .
6.-1, Desc:'ioe your system of check a;:plied to Stoc:lc. &r.'1VUlI on ~o\;t ;:r::nises :.~ .

....__ _._ _.- -.._-----_ _ --_ .

...............................................__ _-----_.-...•.._ _ .

6.5. Describe the controls applied to the moveme=tLS of stock within your premises. .~ t .

.........................................._ __ _ .

....................: ,V



;~a-"~" ,.............. ...... ._ • ' .• -., .. . . . -~. -.. ' ' .- .... ". ;.":.:- : .... ":..•.:...~.., .. :." -'

6.6. :.~'ribe· ~'tlU~ ~llrcl11 t,r c.:hc.:c.:k :zppJi~t.I Ill,:llllc.:k !c!:l\'i!lg )'l'Ur prcmiSd. •••••••••••••••••••••••••••.••••••••••••••••;••:•••••••:•••:::.:••••••••.•••

·{.~~·~~~:!f4~~~f.i-~~~~~~~!-~~~:.5~~~~~~~~~;.~~:· .
6.i.

..... . >, .•.;: ;~.~~-:.~.:;:;: ..; ~ ~ ~ : _ --......•.....•..............~...•..•.....; ..

D~scrl·~';~~~~ste~ 0 f inventory controI :. •..~ ~._ ...•.~.•••~...•= ~~ :..~ :~¥L!l. ~..~..~~~..~~~..m:.:~.~~: = .
. _ _ .

.............................................................................................................._..- .
6.S. By whom :md how often is :l stocktak~ don~ : ~•.•.•¥4; .
6.9. 'W"hat action is taken upon discovery ofdiscrepancies between inventory and stocl,:t:1!i:e':' ..

...._ _ _ _ _ ~._._.:;tt."._ _ _ _._ .

........................................................................................................................................................................................................

6.10.

6.11.

\Vhen W:lS your l:lSt stockt:lke ?

Were there any discrepancies:

If YES. give deuils .

...................~A.: .

YES ·~O ~

.._-.._------_._---
SECTIO~ SEVE:" • Pl"RCHASES

-----------_._-------
7.1. Do you use a list of approved 5c~plie:-s ':' YES I 1'0

-.,,_. . -I-"; - - ....... .- /" ~ VIZ
Describe yOI.:r syste:n for p~;::wi~g ~ocCs . .•I••••. !.:.'(;... !1.: ..:?;., :;.B, ••':'!..P.?:E. ;r ::~.!.(:. .

7!f:: ~ JtJ.t-J /) ,) I-ErJ;:4-.r
";> :!..Et: "J, -::;.. =.,; - ;, ,) -;). .;'': /0.,' ,.. s=:- tJt2-/Ur<:....r.. _ ,_ , .

........................................................................ _~ - .

............................................................- _-_._ .

......................................................_ - --_ _..- .

7.3. Is there :l strict sc:par.l.tion of funC:10ru be~e~n j:l1,:."'::humg , ~ceivU'lg. and paying' ac:::ounting '! YES'}:O ~

7.4. Prior to payment d? you reconcile the orde~. m~ll:e and c!ehvc:ry note: ~ NO

/ 7.5. How do you check that your buyers do not exec:::1 :hc:U' hJ':'\Its of authority ? .7?t1:J.4.I.:1.:ii.~d..?:5: ...G:-:d::..::.:::..:E.;::; .

~k!.L tL!.J. 2:.£~3?_-:. 4.~ v ..!..!!::f.._.?::..-:..:.~ ~.!."!.-:.!.:6.~.:.!. gi:!::€.1..?:???~. ~-: .
c:-;..-4k!.l1G..B.!~.._:ft.~ ...._.[j'!'~'=~~s..__-!!El...::=.?~':i0. ?.!..!.2.::C:..c;:::.~~,:::-
1:.a!.f!1[.rZ···I.I2,(jl.····r(*:.(:!··~·':!.!...?.·?:!!::.~-~···~_···~·· ..····..· .

BEST AVAILABLE copy



.~. ~... ~ .. " ~ .

------------------...::-._-----~._--
SECTION EIGHT - SECURITY

Do you h:1Ve 3 security c!.."';l:1rtment ~8.1.

------- = n. _

,~

YES~

S.1.1. If YES, - describe func.:ions :md oper:1ting procedures .............•.......•.•....- .

.......................................................................................................................................................................................................................................

............................................................................ ~ " ~ .

- is a Security :'~anual :nainuined ? YES ~O

• how do you c!j:lr:ol ach,::e:1ce to the m:m:::11 "!

...~.~ ~ ~ " ~ " .

8.1.1. If>iO • who is mpot:sible for security? ./!.f3?q; ?t.!..C:!!::?7.p. f:!.!...7JtL~ ~?1:.!!?.9..~!.: .
- describe fun::;ons .procecures ~.~:.:.~.O'..!..:.!..4= .£~:::.~:: ..~.:..?:) ~~:~.I'.~ ..(..~.:.:-
.................................... ~ ~. ~ ~ .. ~ ~ ~ ~ ~ .

S.:. Describe ""e-;-.·,:· "'-r' .• . I) Iff
• 1" u 1" '.:::lCr. Ot you: pr:7:11SeS /..: .

......... ~ ~ ~ ~ ~ ~ ~ ~ ~

8.3. Describe access and O:;:Ja:-:-.:r: COr.::-015 for - - E .;:!..
• ~'our e7:1p!oy::s ?.-:::.: : ~": : .
.............. ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ..

• ot'i:r ;::~sor:s ............... ~~.~.. ~ ~~ ~ ~ ~~ ~".'"'~''.''' ~ ~' .. ~.

~ ~ ~ ~~ ~ , ~ ~ ~ ~ ~ ~.

• your own vehicles

....................................... ~ ~.... . ~ ~ _ _.. '" ~ ~ - ~ ~ ~ "." "."."" ..

• other vehicles .................. ~ ~ ~ ~ ~ .

...... ~ ~ _ _ - .

8A. Do you have areas whi~h are res:nc~cd 10 IUlhcrac~ c-..;>lo~ c~, 01'l'~" YES' NO ,A//,;?
If YES. list the areas and descn'be how &eUUIS tor.=ollc:l

..............................................................-_.__ _._._.- _- ---- ~ ~ ~ ~ ~ .

......._ ~ _._----_.__ .._-_.~ __ _.-~ ~................•.................~ " ~ ~ .. .
8.5. How do ....ou control 01.... t '(!' Ib' h 'I 5.$£ g: /, c:2 '" ess 0 your prcm~s OIlUI c o. nc~ uSlness ours .

...- _ _ - _---------_._--_ " .

_ - _ _--_.__..__._-_..-_._..__ _ _ _ .

8.6. ~ Descn'be your system of contro"1 for mon;rooms. s:1fcs.. v:lults. or :1ny other place you keep valuables ~ ..

' 5.q:E ~~J:..:?::.~.:.: ..trr...~.~ f.!::.S.':...?p.«~!;? ~.Et?..~;= ~!~~-Cit .
........._ _._ _~.._ _ _ ~ ~ ~ ~ ~ .. ~ ~~ ..

I.•itl...................................................................................................................................................................................."'.....{
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SECTION NINE· AUDITS

9.3.1. If YES. was it vened by your external auditors 7 YES::xQ

9A. Ar: " surprise audits .. made 7 YES! ~

9.5. Are all your operations. including the branc:,es to be included in this insurance, audited on a regular basis ~ YES:~

9.5.1. If YES. which areas are t:"pically co\'w:d? ~<;;.~.~.:r...,:). .

...............................................................................................................................................................................................................

9.6. Is !he person responsibie for the auditing forbidden to orjgin2~e entries? :.PE:5 NO

9.7. V.-nen was the last ime:":1al audit car.ied out '? djA.M ..

9.S. Spec:t)· :my recor."Jl1enca:ions mace as a result of me au':;t .

-~...................................................................................... ~ _ ~Lt: .

9.9. Hzve these recorr.rnenda:ions :::::1 im-;let:'.::-.t:~ ? YE:S' ~O

Ifno, give re:a.sor:s -:./;1. : .
EXTER'\AL Al'DITS

9. :0.

9.1 J.

9.12.

Is you:- s:arurol'y annual auci: c~~led 01.:t b~ a~_:.':ce?e:l:e::: :;''':':'1 of Char:ered Accoumants or professional
auci,~is? .~S-" >:0 - ..:......;- "~.7E'.:. ;---:-r-I"~/"""'../r?-;;r"6"'/ 3/31/:;;~

. . I ':? .:" --... -'::"7' ~: •
Stare tne:r name Q :!.:: .•..•.~.r.: ..~..~;.:."::..: :-.:.: ::-:-:: .

How long have your books bee:'! Il.dile:! ~ thIS fl:":n (J./r.: .

9.13. Are all branch offices to be in:l1.:ced ll'l thu cove~ .:Jelled ll'l::I\ Idually '? YES ~O 1J1t-J

9.14. Are any audits. other thal' the S:lrutary auc!it. tL"':'led Ol:! ..

If YES. give details _ __ _ _ : ..

9.15. When w:lS the last audit carried Out

• Stannory .••._ . • Other'S (S~Clfy) __ _ :•

..........................._ _.._ __ _-_.._-_._-_ _._---_.._--_ ~ .

9.16. Specify any recommendations made as. ~s\lh arch: audits !:!.lrJ. .
. . '....._ _ __.._--_ _.-_ __ -.__ ..

9.17. H;:Ive these recommend:llions been implcmentcd? . YES I N~ . - NII}-:~ : ; .. . .. .. .... ::.
IfNO: £i~e re~ons __ _:::.::~.: : ~; _ :.:;.;..•.•...:.: _

9.18. PLEASE AITACH A COl' .... OF THE LAST FINANCIAL REPORT.



SECTION TE~ • CO.MPUTER SYSTE:\IS

This section is only to be completed ir)'ou process dat:! electronican~' using
• :l main(r:sme
_a networked micro I penonal computer s)'stem
_a non-networked micro / personal computer system which includes m:Jnaging supen'ision desi:n creation or alter.Jtion

or systems or programmes.

10.1. Gi....e:1 bri~f ':~sdpticn ofyour syst~m .

.........................................................................................................................................~ .

...............................................................................................................................................................................................................

.............." ,. ,. .

10.l. Are :111 your br.lnches to be included in this cover. linked to this S~'stem '? YES :NO

If NO. describe their s:'stem : ····•.·.· · 1•••••••••••••••

....................................~ .

.....................................................................................................~ .

..................................................................................................................................................................................................................
•

10.:. Is your elec'J'onic cia:a processing ope~tion audited reg'Jlarly 7

If YES,
• give de:ails

YES I ~O

.....................................................................................................................................................................................................................................

• date of last al.:dit

• speci~' any recorr..-::e:1catior.s m:1ce and whc:::-.e: Ir.':?!e::'le~te:i .

......................................................_ _ _ _ ~ .

................................................................_ _ ___ _ .

10.4. Does your computer system
• automatically effect payment transfen 7 _ _ _ ..
• produce presigned cheques ? _ •.._._.•.__....•._ _ .
• produce unsigned cheques : •._..•_ _._.. .._•._ _...•..................•..•..............
- produce payrolls for manual payment procecL::s ~ _ ..
- prepare any payment schedules or cheque nqulslflOns for manual p.~mem procedures 7 ..
- control Slock ? _._. . .
- calculate charges for goods or SC\'V'Iccs: .•.__ _ .
- order goods? .••..•• ... .....•......................................

10.5. Does a Data Security Officer implement and ad.":linlStU c1au security 7 .

10.6. To whom does the Data Security Offic:er tepa" ? .._ .....•...............•__..•...................

YES/NO
YES/NO
YES/NO
YES/NO
YES/NO
YES/NO
YES/NO
YES/NO

YES/NO

10.7. Is there a Data Security Manual 7 ------_ _ _._.._.......•........_ . YES/NO
. ... .

10.8. Do you record changes made to prop-:unmes '! ;. . _ \ ..YES ~ ~6

. . .
10.9.··· Do you record who made those ch:ulges ? ._ _ _ _..................... . . YES / NO.•0. _ . . .0.._.·0 .. _ .... "

: '0 .... • ...... ~ ....

..... :

~. ' ..

. _ •• '!.....-



t0.1 ll. ~k'\\' Ll\l you .:nsur.: 111:11 lll1;J\llhl3riSI:U ;1l1\l:nJm&:l\IS h' prOl-7:tmmCS :lr.: prc\~I;i.:J. or ;r~ Jis~\l\ ~r~d ~\·ithill .I

r~asl,n:lblr: limr::

...........................................................................................................................................................................................................

..............................................................................................................................................................................................................

10.: 1. Is thr:r~ :l segrr:ption "rJutir:s whr:rr:by

• thr: functions and dutir:s of :systr:m dr:sign and programming are sep:tr:lte from computer opr:r:ltions ~

• ;Jrq;:::lrnmr:rs do not opr:~te :hr: com;;l:ter tor regu!:lr processing runs ?

- cO;':i=t.:te: opr:~tors ::lrC resrric:ed frem :lccess to d::lta and prcgr:1mme infor.T\:ltion not necess:lry
for pe:;'orrning rhr:ir :lSsigned t:lSk '"!

- the e:7:ploye~s in d:U:l process:ng :lre sep~.r:l.t~d ;i-om :Ill duties relilted to the initiation of
rr::nS:lctions :lnd initi:ltion of requests for changes to the master files?

J0.::. Are th~ ope~tors who :lre :ssiped to incividu:l1 :l;:,plic::ltion :"".;ns rot:lted periodic:llly ?

lfYES. how of.e:1? .

YES : ~O

YES ' ~O

~o

YES i ~O

YES ~O

I O. ~;. \\i':en co:aicr:::t:::l computer OU:-;lUt ::::5 to ~e re-r.,m :m the original reports destroyed under supervision? YES' ~O

J0.:":. If c::e"l:~s :lre ;m:pared ~y you;- co;.:;;:.:::: :lr: :::: s:ocks of cheq:.:es under control of 3. person
o!h~r than computer persor.:Jel .~

10.: 5. Are \'!:lster Progr:lmmr:s and ?:!es stored in cU;Jlic::te unc::" s::ict security control :1Od s:pa~r:ly

:;-cm \\ ork:ng ;;rog:ar.Jnes and ::;es :s :l ;=rec::.lI:on Jg::im: s::::ui:3.neous dest:'Ucrion ?

IC'::5. Is an ::::::::5:5 cCr.':;:-ilec! ::::c pri::::: b~ :J:e =:-r.:;;:.;:e::lr :he e::c of each shift or day. showing jobs
proc:~se: :lnci ti~e s-;:ent on c,?::h '?

10.:-. Eow o~en;s this :l..,:l.l;·sis rev:e\\:::-; :.he cp::-:.::cr.s :'TlJ.::a~:: s1:?e:\"isor? .

J0.: 3. A:-e le\ e!s of :lccessibi!i:y con:-:-ol!-e: o~ l.:S:q: ?:.ss\\orc.s 0: s::-r.ilar secur:!;' me~ures '"!

10. : 9. A: \\ ho.r ir.:e:"\·o.ls :lTe i'a.5s\\"orts c~I:::~ec ., .

J0.:0. Do S:3:'; either initi:lL sip or o:.~e:'\\ i!e ice:::.:;' c::.3 thc~ p~e;:ar: :

10.:: 1. [s the use of re::-ninals restricted to Ju:.'omec pe:-scnr:el ":'

10.:::. If on-line d:lt:l is used :lTe traJ':S.3etlons rec:cr:d ~

10.:!3. Are te~inals resnicted to the ty't): of meuage thlt t:l.'l be se::t or received from it?

·10.:4. Are sp.eciallog-on passwords (Ciffe~e:'l: fro::: Irl InCIVICU.3! c;:erators password) used when logging in
II tennIn:ll to provide verificllnon of :."':e le:-:r.:r.&ls Ice~:I~ ..

10.25. 00 you encrypt data '!

10':6. 00 you use a software system to monitor lc:lec:orr~"'TII.l1IIC:ltlons '!

BEST AVAILABLE COpy

YES ~O

YES . ~o

YES ~O

YES ~O

YES ' ~o

YES I }.:O

YES I ~O

YES: };O

YES I ~o

YES I ~o

YES I ~O

' ..



. .""'. .

SECTION II ·-LOSS HISTORY·

Ourin~ thee l:lSt five (5) ye:1rs did you sutTeer :my Fideli~' GU:lT:mttt loss ofmoney :md'or other property b~longing

to vo;or for which you were responsible or did you sutTer direct tin:mci:11Ioss:1S:l result offt:lud by or dishonesty of:1t1
e~plo:'et? YES I NO fJ/ ,4-
If YES. give infonn:ltion for e::lch of the losses:

Wlll:n
C"mminc:l

When
Disco\'m:l

Pl:scc iypc of Ll.'ss Amounl

LOSS 1 ......................................................................................................................................................................................................................................

.............................................................................................................................................._ ..

LOSS ~ : ..

.......................................................................................................... .

LOSS 3 ..

LOSS" ::::::::::::::::::::::::::::::::::::::::~::::::::: ::::::::::::::::~::.:: ..::::::~~\l::::::::::::::::~~::::=:=~ .~:=:::::::::::::::~:~:::::::::::~:::::::::::::::::::::::.
Giv, , b;i;f·;;;;~;i;;;~~·~fh~~·ili~~;;.:;;~-;;:;;·~;;;;,_· i~~;;:···~·_····························_········_·_···....................•...__ .

LOSS I .
.I

I.......................................................................................................................... ,... .

LOSS: .

........................................................... _ ..-. .

LOSS :;

LOSS 4 _ .

\'vbat action did you take against the pe:j)l::":ltor ~

LOSS 1 _ _ _ .

LOSS 2 ._ _.__ .__ .

LOSS.3 .._ _ _.__ __ __ .

LOSS 4 __••. _

Vwbat steps have beel taken to prevent rtturrence ?

LOSS I ._ _ _ _ _ _.__ ..

LOSS 2 : :- __ __.._ __ .....! ....... -.,,1 .":"'" _ ... '- . . ' .- __ • .. _.'.: .-:< .'iE..~: ."
LOSS J _ _ ._ _ .._.._ ..

LOSS 4 ~•.,W.



SECTION 1: -1~St:RA:'iCEREQl:IRE)1E~TS
-----,._......_--_..- .. -

Additior.al Claims Prep:Jt:ltion C05t5, if required

R .

It .

,£';;crt> t/lYo' .
.._ _ _ _ _.._ .

.".-

......~?:l!.7...§..~
tioit of Liabilitv an.... cn~ toss! ve:Jt.. . -

1:';. Do you reoiuire::my ofthe fonowin~ E~"tensjons: If!-
• Re:rCllctive cover e:l."tension - no previous polic~: in rorce ..

• Supe:seded policy extension .

TiYES. SUte: N.Jme of Insurer Policy Number : .

Sum Insured Inception d:tte ..

• R:::!uc:ion;, reinst:ltement of insured .:unount clause .

• COSts of re:overv e~"tension
.

• E:\-:::;sion for lo~ses discovered more th.:ln :~ months after being committed but nOt more

t::::':l 36 mont:ts there:lfter .

• :::\;::::~:cn g:r:mted on re:eipt ofa s:ltis::lc:ory sys.e::lS audit in res?e~ oflosses disco ered

mer: than 14 months afte: being com:nir:ed :~ .

IfY~S. S::lle name ofa.c::ounrir.g frr:n ..

;,/ l:A. V:!t.:::a:y ;~st A:nO\l!:t Payable

In .:?cc:t:cn to the compulsor:' ~mount payable, de you wish to carry an additional deduc:ible ~

1:.5.

!f~S, S~l~ the a.mount (eust exceed cortlpulscr;' :l.~OUI:t) : R , ..

?:::cc cf~~c: : Froo : d2.~ i!. ~..CJ.k To : ~J.:.,/.f..7.. .

D£CLAR.l.,IIQ;"

\\.": ce:~z:: :r.at the s~tements and par:iculars in ±is ';:lro;::csaJ are rr-.:c: and that we have not misstated or suppressed any mal:r.a1

f01C:S. \,': a;:-:: that this proposal together with a.:Jy othe: ;'-':cr:::::atlcn su??lied by us, shall fonn the basis of :my ccntract of

inSCI!:':: eE':::::d thereon, and shall be incoTj'Orate: thc::::z. We ;U!i.O ceda...: that no other policy is in force, or ",ill be effe:tc:d

during :.':: c-..:Tr::lCY of the policy now proposed ot.":::: l..":::n J Money Policy or the policy declared under 2.1. of this l='roposal.

We u~~::-..ake to infor.n the company of any IDJteria! a!te:-atlOn to these f:letS. whether occurring before or after completion of:.":e

conwa~ of itl!.UTance.

:;;;,,:.:t';' o"oo,a!fO~~ th, 0" ,or';:2' th" m

SIG>:Al1JRE OF p~';",: .. ~u=£'P~--
DESIG~ATION _ __ __.._ .._ ,

DA1'C' 02~ -;< ~ 0/----....--_....... .. ..Zb... ..._

! .

BEST AVAILABLE COpy

•



BEST A\J!\J i
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I

..Fidelitv Guarantee Premiums
from·

January,1995

i
I

I
I

t

I
I

I
I

• P:::r.iums arc valid fer L"~"EXPOSED risks and mUSl bc incrc:lScd for EXPOSED risks at i
t:l: ciisc::ticn of the L~DE."'\VRlTE.~ r

- Premiums are INCLUSIVE of VAT.

• P::::liums at Cle levei c: ~'l e:::pioyees ~e :VllNIMUM premiums for the policy.

- P:c::liums applicblc to :::.u::ccrs of e:noioyees or limits of indemnity NOT shown in lhe

t:lbles :u-c arrived :u by c:t"_-:looiation.

- Premiums are subject to:

:l. RISK E.'Xc-;:.SS ecu:ti t=: :-.\"0 pc:--:::t of the ~1I of Indemnity .for e:lcb and every loss

OC::-.ll7:::Ce., followed ~ ~ ~'l p-erce:u c...1J.\1S CONTRIBt..JTIoN by the lnsured.

Subjec: otbc:"Wue to the terms and conciitions of the policy wording.
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Fremiums are valid far UNEXPOSED risKs and muSt be increased fer E<POSEO

Irisks. tne discreIian at the UNOERWRITER

~~ at :~rieeni=: (K'OOO)

:0' ::1 20 ~o !O 60 i;) SO 90 100

~020 lS20 1930 2:90 2610 2910 3190 3460 3710 3950

1360 2040 2590 ~070 3500 390O 4210 4630 4910 5300

1610 2420 3070 36<10 4160 4630 SOlO !SOO 590O 629O

1820 2730 3470 4110 4690 5230 5730 6210 6670 7110

;000 3000 :;810 4520 suo !750 6300 6i30 7330 7810

2~60 3240 4120 4880 5570 6210 6110 7370 1920 8430 •
2300 3460 4390 S210 594O 6630 i210 7870 8450 9000

24<10 :!660 USO !S10 6290 7010 7690 8330 8940 9530

2!60 3850 4110 5790 6610 7370 8010 8750 9400 10010

:680 4020 S110 6050 6910 7700 8450 !Il50 9820 10470

3590 5390 6850 9120 9270 10330 11330 1:2iQ 13170 14040

.;260 6400 8130 9640 11000 12260 13450 1~570 156<10 16670

4810 7230 !'l10 :'0880 12430 13850 151'0 160460 17670 18830

5280 7940 :'0090 :'~960 13660 1!220 16no 18090 19420 20690

5710 8580 :0'00 :':920 14750 16450 19030 l.9HO 20970 ::2350

6090 9160 :':'630 13790 15750 '17550· 19250 20860 22390 23860

6<150 9690 ::310 :015'0 16660 18580 20370 22070 23690 25250
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:5120 ::7::10 :'''0 j42S0 39110 43600 47120 ... 51110 SS610 59210
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18310 27110 :SO,O Hue 47510 52'70 510'0 62t40 67560 72000

18170 :1220 :~uo 42520 48560 !4130 SU7a 604320 69050 73580
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44630
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75870

80290 I
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30440

40830

48480

54760

60190

65020

69410

73450

77210

80730

:000

:6910

36090

42850

0&8400

,53200

57470

61350

6020

68240

i1360

1000

17180

23040

27350

30890

33960

36080

39160

41430

43550

45540

32270

:'4160

:8980

::2540

:~460

:7980

30230

J4140

::;5890

::;7530

SOO

10820

14510

17220

19460

21380

23100

24660

26090

27430

28680

___ "0"

:4900

1,6B30

:'9490

1~980

::':l20

::~70

lin-
6940

:50

:'':'0:0

::480

:'37l0

:'oUI0

:5810

:'7590

:B390

14550

15300

:6000
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Premiums are valid for UNE<PCSED risks ana must be increased for EXPOSED
risks at tne olScretion at tne UNDERWRITER
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Fidelity Guarantee Premiums from January, 1995
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Premiums are valid tcr UNEXPOSED risks and must be inct8ased for EXPOSSO
risks at me discretion of the UNDERWRITER

~~ of I:aemnit7 (R'OOO)
~Io.
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Price ,raterlzouse

~
_ Price WaterhQuse

Chanere:!Accountants {SA)
~~ GeoktrooieerdeRekenmeesters (SA)

~{1 ~

~:. '\

GObie Street
Newlancls 0081
Pretoria
PO Box 35296
Menlo Park 0102
Pretoria

Goblestraat
Newlancls 0081
Pretoria
Posbus 35296
Menlopark 0102
Pretoria

Te1ecop;er,Teielat;S (e:", ~~~
OX ,~

•
27 February 1995

Partnership for Child Health Care Inc.
Room 124
Boulevard Protea Hotel
Struben Street
Pretoria
0002

Dear Mr Hufen

PARTNERSHIP FOR CHILD HEALTH CARE INC.

Following your request regarding accounting services and signing of cheques, we
would like to propose the following fee structure:

1. Services for counter signing of all cheques upon presentation of supporting
documentation· ± 50 $ per month.

OR

2. Services for counter signing of all cheques together with writing up of books
and preparation of monthly management accounts - ± 150 $ per month.

Our fees are based on the amount of time spent in carrying out our work and our
perception of the volume of transactions involved.

Please do not hesitate to contact us should you require more information.-
Yours faithfully

PRICE WATERHOUSE

JFG/ss

St.... ''''.ots.-~_ c5r;;o .-- '"'- , __ u 50_ ¥._ Fe Of &tto 1iIftI;~ Parlllt".lIUToftdo VOMODI SA He"""
"'''''''-tI>ClIIfit'l_ Cl w. IMM '-" -_It G..,..o" Bot;:-~,GOf JI~ C1 Of, VJ Fits PtIJ ~I\
8W ,"en'" ""'" , J ""'" , .~___
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, As··.. :··
" :.,~. '.\ .~":.



- Ms. Poole wanted to know how the medical benefit will be handled? How should it be paid out?
She recommended that ifBASICS wants some control over how the medical funds are paid out
that the 2 staff get enrolled with Protea and Price Waterhouse cut a monthly check directly to the
Insurance Company. Or we can pay them a lump sum or spread the lump sum over 14 months,
etc. Please advise on how we should proceed?

Please send the employment letters out by c.o.b. today for the ladies to sign. Again, these letters
are also required by our Price Waterhouse accountant - she asked for them in our meeting today.

2.) Price Waterhouse Proposal-- see attachment B

I received a proposal today from an accountant at Price Waterhouse. The first point on the
proposal states that "Services for counter signing of all checques upon presentation of supporting
documentation - ± $ per month." In other words, an accountant from Price Waterhouse would
come to our office on probably a bi-weekly basis and act as a counter signatory to Pam. The
accountant who drafted this proposal stated to me that the price ofthe service may go up abit if
an accountant travels to our office more then what is initially agreed upon. For instance, if the
accountant travels to our office weekly vs. bi-weekly. The cost goes up for the weekly visit since
the accountant based his numbers on a bi-weekly visit.

The second proposal "Services for counter signing of all cheques together with writing up of
books and preparation of monthly management accounts - ± ISO $ per month." This means that
besides Prudence putting together the one-write, we will also receive a financial report from Price
Waterhouse, either monthly or quarterly, telling BASICS how the account is going. From my
speaking to the accountant, in this arrangement the accountant would want to hand on to the
check book.

We should be very clear in telling Price Waterhouse what we want. The accountant put this
proposal together based on his perception of the volume of checks going to be written and the
limited information we provided Please ad\lSe me on how I should proceed with this proposal.
The accountant would like to know how we are gomg to proceed by c.o.b. here, tomorrow.

2.) There are funds still available In the most recent budget for a secretary (hired through outside
services) Marilyn and I concur that tt would not only be a good idea to leave the secretary funds
in the budget but also look into a temporary 5enlCe (ex Kelly Temps - they have similar services
here) that could provide a secretary for our use when needed Prudence is backed up with work
and there are a number of actl\ities that are conung on the calender. It would be nice to know
that there is a local secretary available that can come \0 when needed (pT basis) and do word
processing, etc. so that Prudence can focus her attentIon on backstopping activities in-progress.

3.) Marilyn and I reviewed the budget (the one we receIved via fax from Washington - the most ~~
recent version) after she sat dOV,11 v,lth Alan Foose.1JSAID Here are a few questions that arose f-A \-\c.
in Marilyn's meeting with Alan and then agam m the meeting with me. These q~estions just need
a brief clarification.
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INL.AND REVENUE
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REGISTRATION OF EMPLOYER

Income Tax Act (Act 58 of 1962, as amended)

DEP/-,l;TIJ.ENT OF FINANCE

~sF;~gR~~~}
PAYE No. I!m! I 'j I

,., Tra::lename .

................................................................................................................

1.2 Nature of tlusiness................................................................................ .. ..

................. Signature Dale

1.3 Business address 1.4 Postal address (to which correspondence must be posted)

.............................................................. Postal code I,--,--",--...l--'

1.5 Tel. No Dialling cooe . ...................................................... Postal code I
'.6 Name 01 mag1stenal d:stnct In wnleh employer IS sl:;Jated , ..

1.7 Owne~shlp (l~a~K with an X)

Indivl:!;Jal 0 Partnershi;l o o Close corporation 0
Q:her o Dese~be ..

1.8 Dale o~ which yO;J beea",e an el":'\;lloyer I~ res;lee: o~ :axa:H, El":'\;lloyees I i(}-gj
~~~~::::;

1.9 Stale a;l;lroximate numtler ol em;lJoyees Irem w~.OSE rem",~e:at,onem;lloyees tax will be dedUCled "".."""".."",....._. .='=::'::::;I;:;::l:::~
'.10 Do you make use 01 the services 01 S:J::--co:;:ra::crs ~ (r,l.a;~ ,,:n an X) 1·;:'1~ES~..:::j:==::;!:::.J:;:~O;·.:::}l:::. =~

1.11 Were you pre\'louSly registered as an el":1;:lo!'er? (Mark WI:~. an Xl I~::'!ES""J'-._ 1""#11.;..0_.,;..·1'----'

Ii YES, state et '!'1'ch ~ecelver 0; Reve"1;,:e's o~,ee ..

, .12 VAT refere;'\ce numtler If reg,s:ered as ave"':;:;: .

1.'3 If an existing e~~e:;lnse hes tlee., ta',e~ :)\·e'. s:a:e

(e) t_a'TIe 01 :l~ev,ous owner ..

............................................................. !~A I \ \ I I I I I

(b) jrae'~G r.a~e.·............................... . .

'.14 In .....h,ch o~'cJaJ Ja"'9i,;a;?e .....O:JI: I'':;;': ':;'s'e' '_".J·e ~:..es:l:~:e-.:e., ('}a'k ... :n a"1 Xl AFRIKAANS/! E.~G:USHl

PART 2. PARTICULARS OF RcPRESENTt..Tl\·E EI~j;LOYE"l ,SH ·,~·es;"';::!.~e2)

2.' Fu:! name .

2.2 BUSiness or?os:al a::::ress .

2.3 loentlly numtle! . . .

2.4 Income lax re1erence num::>er o~ t"le 1"\:; '·:.A
'" ....i-J..--'--...l_'--"'--_-'--J....-'-.....J

2.5 CaPBc::y (see NOle A2 2) ..

2.6 Tel. No , D,alh~;: cooe .

PART 3. BRANCHES OR DIVISIONS OJ; THE EIJIPLOYEl:l S ~:::Tl"';TIES .Stoll ,,\::-Ies ,l.1 an: B:?)

. \"E,S . I fiO ; In

IYES 1 I tiO 1 17 j

IYES 1 I NO j ITTIJ 0(cl .

3.1 Trade names and adoresses 01 o·."\c-e, ::>. : • ,:,-, :; 3 " :-e o·."\c., 'eg,s:ereo as an Employer?
(11 Insufficient space. please ,,'::aeh I's:) ,I.·~"" "".'., a"\ Xl

(a) ..

(b) .

3.2 Trad~name and address of head :l~lce .....

IF you HAVE NO BF.A~CHESOF. ::>I'''.s:::>r,s \',::;.T: "NONE" IN SPACE ABOVE.

PART 4, DECLARATION ........ :.:... ::.' '.

'.

'.:..

4.1 I HEREBY DECLARE THAT THE INFORI.'.ATIDN SUPPLIED IN THIS FORM, IS TRUE AND CORRECT.

Dale



A:GENERAL

1. WHO 15 AN EMPLOYER OR REPRESENTATIVE EMPLOYER,

(a> Every company and any person (including any body corporate or unincorp.orate, etc.) who pays ~r becomes liable to pay. in cash
or otherwise, any amount of income by means of salary, allowance, wage, overtime pay,.bonus, gratUity, commiSSion. fee, emolument.
pension. superannuation allowance, retiring allowance. annuity. stipend, any amount paid or due upon and because of the termination
of an employee's services by way of bonus, gratuity or compensation, any lump sum benefits from any pension, pro~ident or retirement
annuity fund (not established by Law, or for the benefit of employees of any local authonty) any amount 10 corr.:nutatlon of amounts due
under any contract of employment or service, or the value of any quarters, board or lodging or residence or any other benefit or
advantage granted in respect of employment.

(bl The following payments are excluded from 1 (al above-
(i) amounts at a rate not exceeding H2400 per annum paid or due in cash or otherwise to domestic or private servants or

farm labourers; and .
(ii) payments for selYices rendered by aperson who is resident in the Republic, in the course of any trade carried on by him

Inoependently of the person by whom such amount is paid or payab!e..
2. WHO IS RESPONSIBLE FOR FURNISHING THE REGISTRATION FORM (IRP 1)7

2.1 Employer.
(a) In the case 01 an emplo)'er who is the sole proprietor-the proprietor.
(b) In the case of a par1nersIJip-the panners jointly.
(c) In the c"se of an insolvent es:ate, deceased es:ate. benefit. pension, provident. retirement annuity fund or any other fund­

the trustee. execiJtor. aominlstrator or person acting in any fiduciary capacity.

2.2 Represer,tatlve Employer.
{al In tne case 01 a company-the public o~icer.

(b) In the case 01 a com;:;any in iiquica:ion or placed under judiCial management-the iiquidator or judicial manager.
(c) In tne case of a bOdy corporate or unmcorporate (lncludmg State and Provincial departments or administrations, local

authon:les. churches. scnoo~s. institutions. etc.)-the manager. secretary. officer or person responsible for paying remuneration on
behalf of such oocy, oepanmer,t. council. ooard. etc.

(d) In the case 01 a person under legal d/sabi/::y- any guard;an. curator. administrator, or other person haVing the management
or control of the a~airs o~ the person uncer legal disability.

(e) In the case of a non-resioent employer-any age~.t of such e:nployer in the Republic having authority to pay remuneration.

3. WHERE THE REGISTRATION FORM (IRP 1) MUST BE LODGED.

Every employer must looge a cec:aralion and S"o~IC a"1 e e:~::-""\ I:> reg,s~e' Ihe branches separately be made jsee A 4 (bl below]. also
tncse m res~ect of such ~ranC:-Jes. Witt) tne Rece,ver of ;;e, e~....e ,"1 w!"~se afEa the employer IS situated.

4. BRANCHES OF AN EMPLOYER'S ACTIVITIES.

(a) An e~ployer or reoresen:atlve empl::yet m:.JSI reg Sler In reS;leCt Cf all h,s activities in connection With which employe'2s are
remuneralec.

(b) Where an employer ~as a;:~i,ed ler s:~ara:e re;s:'c:'C'''l cl b:a"l:"les Of :r,e undertaki~g. each such branch shall be ceE~ed at
the option of the ernpio)'e: ~o be a separate e-.;>'cy~r In s...C"I a case I"'e :i'anc., er:"lployer" Will be responSltJle for the ce~uctlof1 01
employees lax from re:-n:.mera:,~n. ~ne ;;2}'''''e~: :-'e'eol 10 :"le ::;e:e'\'e r c' ;:;e,·en:.Je. and for Ihe rendihon 01 any returns reqUired from
employers re~all:"lg to e"':'\ployees ol that o:a~.:n l!"1::: wlllle;a:'}'::>e res;)::>"l~~ e ~o: com::>lIance With the proviSions of the Income Tax Act
as It atiects em;>loyers

B. INFORI.'AT10N REOU1RED ON THE IRP 1 FORM

1. PART 1.

In Pan 1 in!ormatlon w:~h regard to the e~OICYEr or ,"I1or-,.1,0-' w.~"1 'e;2'C to a branch. Should such branch 01 an employer Wish to
regls:er separately for er:"lployees tax pU:j)cse~ I~ee r~::'e A.'! r- .Js: t~ s:.:;:::>i1ed.

2. PART 2.

Should a person act as a representative employer Pa., 2. m~SI ,:'1 acC!,llon to Pan 1, be completed.

In Part 2 personal pa:'1iculars of the person \"o'~O 2C':S l!lS a re~reser.~atlve employer. as contemplated in paragraph A 2.2, must be filled
10.

3. PART 3.

Pan 3 must be filled In only If an employer nas Orancnes.

The above IT1formation IS reqll1re::l t:> maO(e cress references between branches.
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GROTER PRETORIA METROPOLITAANSE RAAD
Regsopvolger van die Pretoria-streeksdiensteraad

GREATER PRETORIA METROPOLITAN COUNCIL
Successor·in-Law of the Pretoria Regional Services Council

P.O.BoxiPosbus 20154 Alkantrant 0005 Tel: (012) 348·9802 FaxiFaks (012) 348·6657

1. PARTICULARS OF ENTERPRISE/EMPLOYER IBESONDERHEDE VAN BESIGHEID/EIENAAR

(a) TRADE NAME (Refer to note' (a) on ~age 2) I HANDELSNAAM ryert."!s na nota 1(al op biadsy 2)

(b) POSTAL ADDRESS FOR RETURNS I POSADRES VIR OPGAWES

POSTALCODE/POSKODE

(c) (i) STREET ADDRESS (Refer" no!e 1 (b) on yage 2) I
STRAATADRES (Vert.ys na no:a 1 (b) op b:acsy 2)

(ii) DOMIC1UUM CITANDJ ET EXECUTANDI
It cr.1erenl from c0)
lnolsn I'erskil van C(I)

TELEFHOt~E NUt/,SER {TELEFOONNOMMER FI<:I. No I FAKSNr. DJJI1]]]

(d) MAGISTERIAL DISTRICT {l,l..NDDROSDISTRIK I ----J

(e) NATURE OF ACTIVITIES CONDUCTED I MRD VAN SEDRYWIGHEDE
WAT BEOEf=EN WORD 1 _

1 _

(~ TYFE OF ENTEF,PRISE (Marl: wr.h Xl (
TIPE ONDERNEMING VoleI'>: mel Xl

ISOlE ?rC'Or~tot I A:~' !'fe.aa' 0
1t:J.J:>I.: Se:,:or' P~~l.Je ..tHc=:~ 0

IPannership I Venootskap 0
100her, dub, etcJ Ander, klub, enG

'Company IlJ.utskappy

ICC/Bk

[
[

2. PARTICULARS OF EMPLOYERJOWNERJPARTNERSH1P/COMPANYIINSTITUTION/CLUB/ETC.
BESONDERHEDE VAN WERKGEWERfEIENAARlVENNOOTSKAP/MAATSKAPPYIINSTELLlNG/KLUB/ENS.

(b) COMPANY NUMBER / CC NUMSEPJMAATSKAFP'rt.jOl.:'.!ER i B( t~Ol.~'.IE;:;

(e) [I) EMPLOYERS PAY.E. REFERENCE NO I WERKGE\','ER SE lE5 VE;:-:."Y51'~SS~~

(ii) VAT NO. DF ENTERPRISE (Not a.'J?6ca~:a d<~1? "'11 rn~; en" \'E?,.'.! 5:IJ:;5,\R I'oe ••" l~,m:... ",dien 2(b){~ vermeld is)

(iii) INCOME TAX REFERENCE OF PERSON'ENTEFlPRISE IINKOMSTE8ELASTINGVERWYSINGSNR VAN
MENTIONED IN 2(a) PERSOCN'ONDERNEMING IN 2(a) GENOEM
(No' applicable If 2(c){i) or (ii) was slatec) (""·e "an l:lepiiSStng tnd,en 2(c)(l) o( (ii) vermeld is) DIJ:IIIJI

~v) IF YOU ARE NOT REGISTERED FOR ANY OF n-.E 1o-5O','E Ft;i=.N:$H REA.SO"J$ I I~==================
INOIEN U!'IE VIR ENIGE VAN BOGEMEt.e.E GEFEGISir:iEtR IS I.E MEtD FEC'ESI

,;:::::==========
j
I
•j;
I .
~

i
1:

l

(v) DATE ON WHICH BUSINESS WAS COMMENCED OR .t.COUIRED /
DATUM Wfi.AAOP BESIGHEIO A#NANG GENEEI.4 HET OF \lERI<RY IS

(d) IF EXISTING BUSINESS HAS BEEN ACQUIRED Sl.r.TE
INDIEN BESTA.ANDE 6ESIGHEID AANGEKOO?JOO;:'~ENEEI.IIS I.~ELD

(i) PREVIOUS TRADE NAME! VORIGE HANDElS!~/.JJA

(ii) PREVIOUS REFERENCE NUMBER IVORIGE VE?,'IYSINGsriWII.ER

OJ OJ [
Day Month ,
Dap Maand J



3. GENERAL INFORMATION I AlGEMENE INllGTING

(a) PARTICULARS OF RESPONSIBLE PERSON OR OWNER { BESONDERHEDE VAN VERANTWOORDELlKE PERSOON OF EIENAAR
(Relertol101e eon pa~e 1) (Ve~ys na n~a 8op b:atisy 1)

(e) INDICATE LANGUAGE PREFE!=ENCE / r.IELO TA;.LVOOF.KEUR

(i) SURNAME I VAN

(ii) FIRST NAMES / VOORNAME

INITIALS OF SPOUSE I VOORLETTERS VAN EGGENOTE

(iii) DESIGNATION I HOEDANIGHEID

(i\') IDENTITYNUMSERJ =
IDENTITEITSNOMMER

(b) PERSON SUBMITIING RETUP.!~S / PERSOON \".'AT OPGAWES If~D1EN

(i) INITI,I,LS AND SURNAlJ,E I VOORLETTERS EN VMt~

DIALLING CODE I SKAKELKODE [[[0]]]]

DiALLING CODE I SKAKELKODE [[[0]]]]
IENGLISH 0 IAFRIKAANS I=:=J

=OWNER'S TEL NO I
TEL VAN EIENAAR

DJJIIIIJ
DJJIIIIJ

(ii) DESIGNATION I HOEDAN1GHEID

(iii) TEL NUMBER I TEL NOMtJ.ER

(I\') FAX NUII.3ER I FAKSNOI.IMER

4 FINANCIAL INFORMATION I FINANSleLE INUGTING

(a) At~r~U,I,L FiWUNERAT:ON PAID (Rc:eno ~::e 3 e~ co;e 2) J,I>.}.RlIK~E 2ESOLDIGING BETAAL (Verwys na nola 3op t:i2~SY 2)
RANDS ONLY / SLEGS P.AND

/ 11111111111,~S:21e c;~::.:,~ ;~ re!~e.:~ :~ ;'ev;::~s fl;'E.:"i:;al y~ar. 1:--, Cc.!~ ::" "ew :'/l?:: ~='.=; \'a~ v:"I;e k.a'1~le;e jaaroln die geva\ van 'n nUW6 bes;;~eid

~':SI!'"';SS s~a:E ES::"'7'.c.:eo C,...,..·...a: ar.-.:-J",t,} If nIl pj;~SE SJ~~:1 r~i~:"'S ~~,~ ~'••-,:a :WiI'.se ~c'ag) Inoien nul verskaf redes.

(1::) GRO~S /..tlNU~.L LEVI~8LE AI.IOLJNT FRO'.' SALES : ';':'/"::.L/KSE !-:EFe;..cE EEDRAG UIT VERKOPE OF DIENSTE RANDS ONLY I SLEGS RAND

OR SERVICES FEII:S'E;:ED :f:e'er te n::e ~ 0' cc~e" G::LE''', EP \~"'~".a -:'! (C~ ~Iaj!y 2) I II I I I I I I I I
:S:a:E CO ..... :J"':: ,". '£s:~:::' :'':\";C;,,;5 t'1,r':'ia l >I:a~. I!"', ta~E :' .. ! '. .':'! -= :"!: :'4; \oa .... ,,: o.?~ 1.-.l"\S f.= ;.=ar. 1;1 c;~ geval \Oan 'n nuwe bfsi;:;eid
~;"~,:'\EtS S:,,:,~ cs:~-a~£:: 2...'·..... 0; a~c..; ...lq Ii ill ;::2H s..~- ': °fB:'''! -~.: :! 'ci-~ ,,' '!! ~ :·c; , l'"'oO:~.'i nJl verskat :edes.

(e) EDUC,l..TIOII:Allf\S';'IT'JTI01~S • IS EXE/.\?iIO·' ;:;::C'.1 CP','CE::--<L",:)::E 1·,STELl'~'GS· WORD VRYSTELlING VAN IYESJA DNO'NEE 0
THE F.EGIOI\"L EST;'SlISI-iI.IHlT LEVY CL:",!J::J' CE S~:::-:S\ ESTI(;I',::;S~EFFiNG GEEIS?
(Rel!,:~ Ger..·al ~'.,~-'~:,:~ A;:: r.J.e (0) on pa;e :I ,t .......1 .. J I. ;~-! .... ,... ; .."; 1 :- '-'::'" ;,;:, t.~e~SY ')

I dEtare tt-.at the I~,fonr.a:,:~ tE"E·"'I V~ S·~:.S ~·.E 2-: ~"f:: E( \ f -• .aar cal (j.e tnl!g~Jn~ wal hlerin verslrek is, waar en JUIS is.
,

SIgr.211Jfe of person re!j)O:lS'ble lor ccmpl!M~ f;.:.1:£ . DESIGNATION / DATE!
this O~2rzt,O" (Me:er to Bon Pige t) I l;:..;.J,l HOEDANIGHEID DATUM

Han:f1e'.enmg van persoon verantwoorOelil<
vir d,e voItooilng van ruerd,e vel1dinn~

(velV.1'S na Bop bladsy 1)



Streeksdiensteraad ~
Regional Services Council "

PRETORIA I'" 6"
DECLARATION FOR REGISTRATION: REGIONAL SERVICES COUNCIL LEVIES

(REGIONAL SERVICES COUNCIL'S ACT, NO 109 OF 1985)

GENERAL INFORMATiON AND NOTES ON COMPLETING OF FORM RSC 1

GENERAL INFORMATION

A. DECLARATION FOR REGISTRATION MUST BE FURNISHED BY:

(a) Every person (including an insti:ution or company, etc.) who on or after 1 July 1987 carries on an enterprise within the region
of the above mentioned Regional Services Council. An enterprise means any trade, business, profession or any other activity
of a continuing nature, whether or not carried on for the purposes of deriving a profit. An enterprise will therefore include, for
example· government departments, companies, corporations and institutions without profit motives, etc.

(b) Every employer who on or after 1 July 1987 employs a person (except any bona fide private or domestic servant) within the
region.

(c) Notes:

(i) Religious and charitable institutions of a public character exempted from income tax in terms of section 10(1)(f) of the Income
Tax Act need not complete this form. Religious or chantable institutions not so exempted and which claim entitlement to
exemption from the regional services council levies should submit, together with this form (dUly completed) a motivated
application for exemption together With a copy of thiW deed of formation. constitution or other founding document.

(ii) Educational institutions of a public character exempted from income tax in terms of section 10(1 )(f) of the Income Tax Act
need not complete thiS form for the purpcse cf reglstrallOn In respect of the regional establishment levy. Any other educational
institutions not so exempted and which claim entllle:ner,l to exemption from the regional establishment levy should submit,
together With this form (duly completed). a mctlvated a;:phcatlon for exemption together with a copy of their deed of formation.
Conslitutlon or other founding document All e:uca:'::nal Institutions are nevertheless required to complete this form for the
purpose of paying the regional services levy

B. PERSON RESPONSIBLE FOR COMPLETING DECLARATION RSC 1

In the case of -

(a) a sole proprietor· the proprietor;

(b) a partnership· a partner;

(c) a company· a director;

(d) a close corporahon • a member;

(e) a company in liquidation or under JudICial managemer.l - a/'ly Itc;uldator or JudiCial manager;

(f) a body corporate. whether constllu'ed by any statute tIthe Re;,ubl,c ct South Aftlca or not (inclUding State Departments.
prOVincial adminIstrations. local autroor,:.es, ,cnocls .•nr.t.tutlon,. etc) . any manager, officer or any other responsible person
In such orgamsahon;

(g) a person under legal disability -the guard.a.,. Curater a:l"nln.s:ra,or. or any other person vested with the right of management
or control 01 the person under legal OtSlb.ltly.

(h) an insolvenVdeceased estate. a lrust. a bene!fl'peroslol'\'I'!Ovldent/retlrement annuity fund or any other fund· a trustee,
executor. administrator or any person aClang on rlS beha!! In II hduclary capacity.

C. BRANCHES AND TRADE NAMES

Where an enterprise or person carries on vanous busmesses under dlflerent trade names in the same Regional Services CounCil
region, each business will constitute a se;larale enterpnse and must be regIstered separately.

An enterprise which carries on business In more !nan one branch under the same trade name within the Regional Services Council
region, may lodge a single Declarahon for Reg'strahon covenng the registration of that enterprise and any branch thereof.

Where the head office of an enterprise IS situated outSide the Regional Services Council region in which its branches trade. the head
office may register on behalf of ItS branches at Ihe Regional Services Council in which region such branches are located. . rl

. ~~



D. REGISTRATION

Notification of registration with instructions regarding the payment of the levies will be issued in due course.

E, ADDRESS OF REGIONAL SERVICES COUNCIL

The address of the Regional Services Council to which this declaration must be submitted is:

Street address:
Building No.2, Atterbury Park
c/o Atterbury Road and Menlyn Drive
Menlyn Extension 4
0181

F. ENQUIRIES

Postal address:
PO Box 20154
Alkantrant
0005

Enquiries of a general nature which do not require written confirmation may be made telephonically to:
Telephone number: (012) 348-9802.

NOTES REGARDING INFORMATION REQUIRED ON FORM RSC 1

NOTE 1
(Trade name)

(a) Insert name under which the enterprise/employer IS kno','m ego ·XYZ Supermarket" or ·XYZ Club" or "Highscore Rugby Union"
or "B Town Municipality" or·X Bank Troy Street Branch", It an enterprise or person carries on various business under other
trade names within the Regional Services Council reglcn, each business must be registered separately.

(b) Where one declaration for registration is completed In respect of several branches, the street address of each branch must
be furnished. (If necessary use a separate sheet.)

NOTE 2
(Particulars ot employer/ownerfpartnershi~'companylinstltutlon/ club.'etc.)

In the case of -

(a) a sole proprietor. the full names and surname cf the propnetor,

(b) a partnership, the name under which It",e pannersh'p cperates:

(c) an estate or trust. the name of the eSla~e cr trus~,

(d) a company, close corporation. instl\I,;:lon, e:c tl'le Ie; s'e'e::: na-r.e

NOTE 3

The Regional Services Levy is based on gross remunerihon

Gross remuneration is remuneration ('n'....I~,n9 :l"I. value,' Irlf'1;e tel"e'ts) as defined in the Income Tax Act for PAYE purposes
paid by employers to employees wllhl~ tr-e le;'o'" 1"'.rS d".::~,:es le,.,., ..~t'lal.C" paId to travelling employees (e.g. travellers or lruck
drivers operating from a base within the le;,en) b... l Uc:I",Ct'S le-r.u"t',.:.cn 10 bona fide private or domeslic servants. For purposes
of this levy remuneration to farm laboulers IS mcllJde~ 't. so ."CI... ::e5 c·a ... ,ngs from a business/partnership by a sole proprietor/
partner and any amount paid to a duect" cl • cc-r.;:a"y

NOTE 4

The Regional Establishment Levy IS bl"t!:l C'" ~·c's lu'''e.-«' "e-' sl'es CI servIces lendered:

(a) In relalion to an enterprise, other :!".I'" I f "'II\C·&' .""f,,;:"se 1"'e gross amount accrued or received from selling or letting of
goods orfixed property. or the renot''''.'' cl a""'''.... ,:!"••n & le~,cn Services Include industrial, commercial, professional and
construction services; or

(b) In relation to a financial enterpnse. Ihe gren ImC:,J!"l!S tect'fved or accrued by way of inlerest, financial charges. dividends.
rent. commission and fees; also the gron plO!.t Clerfved Irom dealing in financial assets

exclusive of VAT charged,

Elect,o'''. Nt (012J .t3~
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REFERENCE NUMBER:

I I

UNEMPLOYMENT INSURANCE ACT. 1966

NOTIFICATION BV EMPLOVER IN TERMS OF SECTION 28(1)

TO the Una_ploy_ant Insurance Fund, 94 Church Streot, P.O. Box 1851, Pretoria, 0001

1. Name under Which business Is carrlod on' lILIII I I I I I I IIUIDIl I I I CD I I I I I I I I I I I I I I I I I I I I I

2. Address to which correspondence Is to be sont: Ll.l:L.LLL.LJlI-r-I]·TJ--rJI 10 CJ ITJTO OTITITI I I IIJ::IJ

[II I I I CIIIIIIJ I I CITI_rIT-lJ=r-.J~r-D-r'l [J Postcode: IICJ] TelephOne number: ITIJ:[[D-co::cDIJ

3. Language preference:Afrlkllans [J Engl Ish LJ !.", ,....., _0.. Fax number: cfrtDn-~
4. Date on which first contributor was employed: ~~__l-l
5. Nature of buslness:CDIITlIIDILLIlLL:.LI.TJ.JTrl-ITJj I I I I ] [J I I I I I I I I I I I I I I I I I I [l]

6. Ownership: O~nor 0 Partnership 0 Compllny 0 Close Corporat Ion Clother L]
7 (a) lddross where buslnos'! prorllisu IS situated LLD=[l.LL~LlTJI'D_D,ll Postcode: CQTI

Ib) "'RC)uterlal district In whlrh buslno~s Jlro",lsu Is Sltunterl·1 J1:"[[ J IJ=-CLI1~"ITr-[J-rJ-[r[J=:J.=rICI cco.=cIIJ

II 1111 Full chrlstllln n...elt" surn'..... ,..slnentlnl lIr1d,.ossll's) Inot a P.O. Oox) and Identity number(s) of owner or partners:

Na... 11M ~u,.n".." L LJ: I I I I I I. I I I r I I r I rf r r II rJ]~ CrI_1~CITTI I I I I I I I 10 no: ITrDJ I I I I I [0

Addrll~S L L 1'.1. LL L I I I I I II. I I 1.1 I I L I I IIIJ I..LI J J.LL [.l1J~[I:r r-I r I I I I L 1'·'1 ID Postcode: ITCD

Name and ~ur"a... LLl.1.1 I I I 1.1 I I 11 I I L 1.1 I I L II.J-=-LI~Ll-=-IJ-=I.J=-O~[J J I I 0 10 no: LU.JII:TIIIJ:ITJ

~ddro'S5' [J] J J LI 1.1 I I 1 I I I I [ I I 1 I. [ I I I I 1.1 JJ.. I~l-l J_LTlLIJ.J [TI [ITTT'T-r-r-rJ postcodo: ITa]

Name lind SurnMIO LLL I I I I I L1.[ I I I 1 I L I IlLI. LLLL LJJ _LLJ":'ITf-l-rJ r-I '-'I ID no: I] TJ I I I I I CLIO

Addross·ITLJ'::'LLIIIIIIIIIIIIIII.IIIIJ 1,I.LLI_Ll-LllJIe] ---,.- ---OPostcode:CQTI

(b) In the case of II CO..... lln y n" ("Io'.le ("nrno,."t Ion. Inr1ICllto thr rf!C)lstered nam., and number: []-CrCcrr'cr=-c-rTI I i I I=[~:ITD:l

ITIII::IIJ:ILLLL I 1 r I I I L I .J 1 ILl I r r. t IJ]~llJ_ Number: IT] / co:=ITJ /CD

9. Number of contributors emJlloylHl I I I I I 1.1 I

10. If thIs return Is In respect of tho hend offlc.-c of II nUSIf1Cs~. state-

(a) nllme~ and addrosses of branchcs ll=l=I~l~I'::'J~~~~~~~~~~~
'~~~~~~~-~~~~~~~~~~~~~~~

I I I I :LllTI I I rrrr-rrLLLLL[ I I· LLI-[·rl'C[ITTTJ-C[TJT[J-rrDT~.ITLIJ:J:D

[ [I I rTT-l-11 I rl l"1 llllW_LLJ'rTTII-1 } ITeCe} ITT I I I 1 I I LIIIIIT=

(b) whether or not branchos wIll be dIrectly responsible for SUbmission of returns and contributions: vesD NoD

II.

(b) how returns and contrIbutions will be

The abovementioned particulars are furnIshed In terms of section 20(1) of the Unemployment Insurance Act, 1966. and are cortlfled to be correct.

~
~te:

N.Il.

SIgnatLlre Of employer or duly authorised agent: .

1 separate return Should be rendered In respect 0' each Individual bU5lne5~ unl~~5 permi5sion is obtained to submit a conSOlidated return.



GROTER PRETORIA METROPOLITAANSE RAAD
Regsop\'olger \'all die Pretoria-streeksdiensteraad

GREATER PRETORIA METROPOLITAN COUNCIL
Successor-in-Law of the Pretoria Regional Services Council

RSCS

REGIONAL SERVICES LEVY
AND

REGIONAL ESTABLISHMENT LEVY
GUIDE FOR LEVY PAYERS

PREFACE
This brochure is an introduction to the levies imposed by the Greater Pretoria Metropolitan Council (Successor·in­
Law of the Pretoria Regional Services Council) referred to herein as the Council.

It is based on the enabling legislation consisting of the Regional Services Councils Act, No.1 09 of 1985, the Regional
Services Councils Amendment Act, No. 78 of 1986 (both referred to herein as the Act) and Govemment Notice No.
R. 340 (referred to herein as the financial provisions) published in terms of section 12{1)(b) of the Act in Govemment
Gazette No. 10613 dated 17 February 1987. Abovementioned acts and provisions are valid according to
Proclamation 38 of 1994 as published in the eX1raordinary Provincial Gazette 5084 dated 8 December 1994. The
brochure is not, however, intended 10 be a complete summary of that legislation.
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1. What I. th. Council?

The Greater Pretoria Metropolitan Council is a statutory body on which local authorities. management bodies
and representative bodies in the region are represented. The mission of the Council is to enhance the quality
of life of residents by co-ordinating and providing regional services and creating infrastructure on local
govemment level, by means of joint decision-making by the participating bodies with regard to the cost-efficient
application of levy funds to ensure a better liie for the inhabitants of the region.

2. Addr...,

Payments may be made or notices served at the following address:

Building No.2 Atterbury Park
c/o Atterbury road I Menlyn drive
Menlyn - Extension 4
0181-

Telephone Number (012) 348·9802
Fax Number (012) 348·6657. 348-3244

or may be mailed to the following address:

P.O. Box 20154
Alkantrant
0005.

3. What levi.. are Imposed by the council?

The levies comprise the regional services levy and the regional establishment levy (referred to in this document
:!os the services levy and the establishment levy, respectively).

The services levy is a levy calculated on the remuneration, as defined in the Income Tax Act (Act 58 of 1962)
for PAY.E purposes, paid to persons employed or deemed employed, within the region and on the drawings
of any sole proprietor or partner from his enterprise carried on or deemed to be carried on. within the region.

The establishment levy is a levy calculated on turnover (excluding VAT) derived by any person carrying on or
deemed to be carrying on an enterpnse wrthln the regIOn. (See paragraphs 9 and 10 for the circumstances in
which a person is deemed to be carrying on an enter,ltlSe within the region or an employee is deemed to be
employed within tne re;lion)

4. Exemption. from the levi..

(a) The services levy:

(i) Religious and charr.able InslltutlOns of a ~ub"c character which qualify for exemption from the
establishment levy are also exempt Irom the servICes levy. (Note: Educational institutions, however are
not exempt from the servICes levy )

(ii) Non-profit making organlUlons engaged It'I nalure conservation or animal protection services which
qualify for exemphon from tI"Ie estal:lloshmenl levy ar. also exempt from the services levy.

(iii) Salaries or wages paid 10 pnvAle 0' domestIC servants

(b) The establishment levy

(i) Religious, charitable and eC:uc.atlO"\ar l'1,ttlutons or • publiC character are excluded from the definition
of an enterprise In the ,,~. IS lar IS tI"Itrr rt'>goous. c!'Iarltable and educational activities are concemed.
It is accepted in praetc. that any aetlVlly undel1aken for the purpose of raising funds to further their
objectives is covered by tI"I.s exclusoon and an ncome so denved is therefore exempt. Bodies such as
companies. the shares 01 whch ar• "'tid by such institutions, ere not themselves institutions 01 the type
contemplated here and ar. aceo~lI'\g'ynol exempt.

(i~ Non- profit making organiutoons engaged It'I nature conservation or animal protection activities are
exempt on all income receIved

It is accepted that any of the II'IslltullOns or organIsatIOns mentioned in (i) or (i~ above which are exempt from
income tax in terms 01 sectIOn 1O{ \ )icB) or (f) of tI"Ie Income Tax Act. will be exempt from the establishment levy.
Rehgious and charitable InstllU1lOns whICh so qualriy lor the exemption need not apply for registration as levy
payers. However, educatlOnalll'\strtU1lOns must apply for registration, as they are liable for the services levy on
remuneration paid.

(iii) The following are also exempt. to the extent indicated.



(aa)

(bb)

(cc)

(dd)

(ee)

(ff)

Amateur sporting clubs or non-profit making institutions established to represent persons with
common interests, on subscriptions, donations or contributions received. (Note: This exemption
does not apply to any other activities carried on by such clubs or institutions, such as bar and
restaurant facilities, as well as gate takings.)

Control boards, on income received from the sale of products which they were established to
control, to the extent that they do not derive a profit. Should a profit be derived, only the profit is
subject to the establishment levy.

State divisions formed solely or mainly to serve the state, on income received from rendering
services to any other State division.

State divisions or utility housing companies letting or selling housing or residential stands on a non­
profit basis, on income received from such activity.

Any employers letting accommodation to their employees on a non-profit basis, on income received
tram such letting. (Note: Meals provided as an integral part of such accommodation and for which
no separate charge is made are also exempt.)

Amounts received within six months after the commencement date of the levies on contracts
concluded prior to the commencement date.

levy payers whose liability does not exceed R50 per year, may apply in writing to the Council for
conditional exemption trom levies.

5. Who must reg lstllr for levlea?

A person must register if he is deemed to;

(a) employ any person (other than a domeSllC or private servant), or
(b) be engaged in carrying on an enterprise, within the region and in consequence thereof becomes liable for

the services levy or establishmer,t levy, Where a person carries on different enterprises within the region,
for example retailing, investing of funds, car,:een or restaurant facilities to employees, with or without a profit
motive, only one registra:ion IS necessary In respect 01 all such different enterprises. Each enterprise need
therefore not be separately registered.

6. When must B person relliater tnd when do.. liability for the levies commence?

liability for the levies commenced on , Au:;;usl H,B7,

Any person who commences 10 ca rry o~ an er:e?"se W::"'l~ :he recion or who commences fo employany person
within the region af1erthe re~,slra:,::r'l ca'e '"'usl re;lsllH wr.h the Council within 30 days after having commenced
carrying on the enterprise or navlt"';l e-r-poOyed &"1 e,,",ployee 8S the case may be. Persons who commence such
activities after the date on whICh the lev,es c:;)me mlo e~ect become liable as from the dale on which those
activities commence.

7. What I. an enterprl..?

An enterprise is any contrnu,ni) \llde. l:::.oSll'lUS. p'olessoO"I or Similar activity, whether or not carried on for the
purpose of deriving a proht

The aC1ivity must be undertiken on • COl"\'ll'IUd"Ii) cas,s For example, a few isolated speCUlative property
transactions entered into by sconeone "''''0 IS ncla prcpe~i oea~er, ""iii not constitute an enterprise, even though
undertaken specifically lor tn. pu'1)O,. c;.1 CII,v,"'I0 a prc't:

On the other hand. any conl.,..uc~, .~'V-". .......c ....S L"'I tn. "a~"'e 01 B trade. business. profession or similar activity
will constltule an enterpnse eve'" II " 'S "ot U>To<r::l 01"\ 10' ~.... purpose 01 deriving a profit. An example 01 a
continuous type 01 enlerpr'se wc,,1d De CII"III'" o\:le'a:oons ..., lne nalure of a trade or business which are
undertaken by the Slate or local."'~"'c'l\,es, SU~ IS the ' ••' ay and poslal services and the supply 01 electricity
and waler. Further examples 01 e"'lle'tl'·us "e~_e",!lrCO"::l ::led otherwise than lor prolit are bar and restaurant
facilities provided by clubs lor Ihe" Me'TIter, in::! Sll~ canleen services provided by employers lor their
employees.

It is common practice lor. example, • Ch."" cl rela,1 ~hops; 10 lorm a separate company to acquire premises.
shopfittings, trading slack elc . whICh I'e lhe"llel out or sold to ~he 1rading companies. Such inter-group rentals
and sales also constrtute enterprsll5. even Ihcugh they may be effected in such a way as to provide no profit
to the lessor or seller.

The financial provisions prOVIde lor cer:aan types of enterpTlse to be classified as financial enterprises. These
are all forms of financial intermedoary and also any company which carries on business as an investor of money.
In the latter case, the investment 01 money must constrtule a continuing business operation in rts own rioht • a
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L•••: deductions as per paragraph 19 below B xxx

L•••: VAT included in total consideration stated above (refer paragraph 23 below)

Levlabl. amount: for the relevant period

Rxxx xxx

8 xxx
BUXXXX

17. What Is consideration for the purposes of the establishment levy?

Consideration is the amount received by or accrued to an enterprise from its leviable transactions.

18. What ar. the I.vlabl. transactions of an .ntlrpri..?

The following constitute leviable transactions:

(a) In the case of an enterprise other than a financial enterprise:

• the selling of goods or fixed property

• the letting of goods or fixed property

• the rendering of any special service.

(b) In the case of a financial enterprise:

e the granting of any loan, advance or credit (Gross amounts Lr.o. interest or financial charges receivable.)

• the investment of funds (Gross amounts i.r.o. interest or dividends receivable.)

• the letting of goods or fixed proper:y (Gross amount i.r.o. rental receivable.)

• the rendering of financial services (Gr:lss amounts receivable Lr.o. commission, fees, charges and other
amounts payable.)

• dealing in financial assets (Gross profit made.)

1;. Deductlona In the detlrmlnatlon of the lavlabl. amount

In determining the leviable amount, the follOWing deductions may be made from consideration received or
accrued:

(a) A':lY amounts which, as a result 01 the cancellahon or termination of any leviable transaction or the granting
of any discounl, have become refur'lda:;e by the levy payer or are no longer due to him by his customer,
if those amounts were preVIously Incluee::! In h:s leViable amount.

(b) The amount of any dect preVIOusly It'lctuded It'l the levy payer's leviable amount, which has become
irrecoverable and has been ",r:nen 011 by him

(c) In the case 01 a person c:arryll'\g on a 111"l1 ....c~1 e~te,.,nse any loss suffered by him from trading in financial
Bssels.

(d) In the case 01 any enler;lnse. If tne to!.1 deduetoOns allowable in any month exceed the consideration
receIved or accrued CUrIng t~11 t"Ion:!"I. t!"le resur:",~ "egallve amount may be carried fOlWard and be
deducted in the follow"'g monlh

20. C..h rec.lpta Ind Iccrual.

Under the normal rule. a levy payer IS 'tClul'e~ 10 If\clude on h.s leViable amount all consideration which has
actually been received by hrl 01 wI'Ic'" NS Iccl'IJed to ".." He may. however, elect to determine his leviable
amount on the basis of cash reee",ts O,.lf Sucn an "eellOn must be made 10 the Council in writing and, once
the election has been made. r. ...1be b""d~ on tria levy plye l l11 future unless the Council permits him to revert
to the accrual baSIS.

21. May the Itvl.. b. recovered by •••p.rll. ch.rge?

The Act prohibits any perso~ C1"'YltIC on an Il'I:er;lrl$e or any employer from recovering the cost of the levies
as a separate charge from hIS ellent. cus!omer. pat.tnt etc. or from his employee, as the case may be.

22. Are the levin dtductlb:. for Incom. tn purpo...?

The levies as determined ....111. In terms 01 the Act, be allowed as a deduction for income tax purposes. Interest

5
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his base of operation is situated.

11. At what rat•• are the l.vl.. to b. dttermln.cl?

The Council will, with the concurrence of the Minister of Finance, determine the rates at which the services levy
and establishment levy are to be determined within the region. These rates will be published by the Minister in
the Government Gazette. For the period 1 August 1987 to 30 September 1989 the rates are 0,25 per cent for
the services levy and 0,1 per cer,t for the establishment levy. Rates from 1 October 1S89 are 0,32 per cent for
the services levy and 0,135 per cent for the establishment levy.

As from December 1987 farmers receive a discount of 25 per cent on the above-mentioned rates.

Value Added Tax (VA1) is payable on the levies and is shown separately in the self-assessment form (RSC 4).
In most cases VATpaid on levies may be claimed back by the levy payer from the Receiver of Revenue as input
tax.

12. How Is the urvlcn levy dot.rmln~?

The services levy is determined at the applicable rate on:

(a) the total remuneration paid by an employer to the employees employed or deemed to be employed, by him
within the region; and

(b) the total amount cf drawings made by any sole proprietor orpartner from an enterprise carried on or deemed
to be carried on, by him within the regien.

13. Whllt Is remuneration?

The servi-:es levy is payable on rer:-,uneration as defined for PAY.E. purposes in the Fourth Schedule 10 the
Income Tax Act, but including ce:-:ain amounts paid to directors 01 companies, which are not subject to P.A.Y.E.
For the purposes of the levy, therefore remuneration means all amounts including lump sums, voluntary awards
and the value of fringe bene!~s which are pad for services rendered.

Note, however, that the levy :s payable on remunera~ion ·paid or payable by an employer to the employees
employed... by him within ~he reOlOn·'. ie. the remuneration must be payable under a current master/servant
relationship. The delinition 01 remuneration Includes pensions and other annuities and lump sum benefits from
various funds, which are net paya~le uncer such a re\al.onship. Such amounts will thus not be subject 10 the
levy.

14. What .r. drawlng_?

Drawings are the total of all amOUI",ts wr.h~·a",.., t:y t~e sole proprietor or partner whether directly or indirectly,
in cash or otherwise, Irom an enterprise Amo\:T'l!S wltherawn II'lclude, for example. the following items:

(a) Cash taken lor private use

(b) Trading stock taken tor prIvate use

(c) Any amount withdrawn by way 01 loan or aCval\ce a~a~st anticipated profits of the enterprise.

(d) The cost to the enterpr.u c:f Il\y unt or S1rvce vsed for private or domestic purposes,

An exemption is provided II'llls::>eC'l cf a"'y :· t"I;S w+'Ic.... exceed the accumulated profits of an enterprise, i.e.
amounts which can be show... to t .... -:... ::· ·S cl upr.al r,trl)duced inl0 the enterprise by the proprietor or
partner. However. relief und.r t"',s ProVISOO'" "'av b. c~rne:lOl\'y .tter the close of the enterprise's financial year.
and all drawings durinO the year a'e I JeJ.':1 10 :TI. levy evel\ II there are insufficient profits at the time of drawing.

16. How I. the .atAbllchm.nt l.vy dalumlne<l7

The establishment levy IS dete ..... Il".•:l.t t~e a~:: !<:Ab. rale 01\ Ine leviab:e amount derived by a levy payer during
a month, or any longer penod II Iloch a longer r::.rlOd ., lanCllOned by the Council.

16. What I. the leviable amount?

The leviable amount is defeTTTll/'\ed as follo ....S·

Total conllldllratlon: for the re1evar.t perIOd tram aJlleviable transactions

Plue: deductions as per parag!aph , 9 below previously made and now recovered or recouped
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paid on outstanding levies does not form part of the levies payable and will therefore not qualify as a deduction
for income tax purposes.

23. How la VAT exclud.cl from consideration?

Where the consideration payable in respect of a leviable transaction includes VAT, the VAT element may be
excluded by applying the formula:

L= C - ( 10;+r XC)

where "L" represents the leviable amount to be determined (exclusive of VAT),
"C" represents consideration (inclusive of VA1), and
"r" represents the rate, expressed as a percentage, at which such VAT was calculated.

Any other taxes or duties, such as ad valorem taxes, excise duties etc., payable in respect of a transaction may
not be excluded, and the full consideration inclusive of such taxes or duties must be included in the leviable
amount.

24. Payment of the levin

The levies are payable on declaration within twenty days after the last day of each month (or any further period
the Council may allow) during which the levies have become payable. Payment may be made in cash or by
cheque at the address given in parag'aph 2 a:'ove. The payment must be accompanied by a duly completed
Declaration for Payment (form RSC 4), which sets out all the necessary payment instructions and which will be
issued to all registered levy payers.

Where a levy payer. with the Council's writlen consent, is required to effect payment for periods exceeding one
month, payment in respect cf such period must be made in the manner prescribed above within twenty days
after the end of the period (or any furoher period the Council may allow) during which the levies have become
payable.

The Act makes provision that lev,es can only In certain circumstances be paid in any manner other than monthly.

The following guide·lines apj:lly in this regard

• Levy payers should apply h wrlt,ng and oblal., the approval of the Council;

• Farmers may apply to pay annually;

• all levy payers may apply to pay assess-nents on a b,·monthly basis; and

• should levy payers wish 10 pay the" assess ....enls 1:"\ any other manner than bi-monthly, their monthly liability
with regard 10 both the leVies may not exceed R100·00

25. Whst action will be taken Ihould a levy payer fill to lubmlt his own return?

The Council is empowered to eSllmale the amount upon which the levies are payable and issue an assessmer.t.
Levy payers who quesllon Ihe estimated assessmer.t. are legally entitled to complain or appeal against It

Complaints in this regard must be ser.lln wrltlt';;J'O th,s CounCil otilCe wlth,n 30 days after notice of the eSlimated
assessment (RSe 6).

26. Interllt on late paymel"ltl

Where any levy payer fails to remlliny amount 01 levy due wr.hlt' the lime perm~ed, as staled in paragraph 24
above, inlerest will be charged on t~e ur.;>11Cl levy cak:ula1ed !rom the due date until the date of payment. The
rale al which the interest will be calcu:'led w,lI be Itxed by the Minister of FInance in the Government Gazette,
and is determined on a daily baSIS

27. Refunds

Where a levy payer proves 10 lhe nllsfacllOn of lhe Council that he has overpaid any levies due or interest
thereon, such excess will be refunded 11 tt-.e levy payer submits his requesl in writing, and within two years af1er
having made such overpayment

28. Liability of the State

The Act binds the Slate and all statu10ry bod,es. Accordingly, the central government and provincial and local
authorities are subject to the servICes levy If'l respect of lheir employees and, except where a specific exemption
applies. to the establishment levy In respect of the various enterprises which they carry on.
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2;. Enqulrl••

All enquiries of whatever nature should be directed to the Greater Pretoria Metropolitan Council at the addresses
given in paragraph 2 above.

ElectroniC A~ 1012) 46:1536
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COMPENSATION FOR OCCUPATIONAL INJURIES AND DISEASES ACT, 19S3 (ACT NO. 130 OF 1993)
'. :,' (previously WorlcJnln's Componutlon Act,,1941)" .. ·.

[See:tlon 80 - Rull•• forms and particulars of the Compensation Cornmluloner - Ann"xure 7J. . ' . . .

REGISTRATION OF EMPLOYER
HIEP.oIE vo~'" IS OOK IN AFRlIWNS SESKlKBAAR'

IF~~~~tfuiJiDid
Reg. No. , . ' ..

Instructions
Please use block letters. Mark with X where applicable.

Additional information may be supplied en a separate page jf insufficient space is provided.
Return completed form to:

THE COMPENSATlON COMMISSIONER, POBOX 955. PRETORIA. 0001
]

ssellSe(!. cepencs en
'. For r~tiilw pur:;,c~es

fere:'t C~5!CS i.~:

l\IQS.

1
i
I

!
I

I

PART 1. NAME, POSTAL AND SITE ADDRESS OF BUSINESS

• If this 15 a ~e;:s:ration of a hea::! e!:lce. k;nd:y tu"""sT1 CE'.2..1s lf\ respeC: cf :he filials/branches in PART S.
It tl'Js is a resisntiCt'l of a filiali~anch, kin~ty give de'..a.ils ;n respect of the !",ead office in PART 5.
A .eparale resistretion lorm mL'St be compeled 1M resp~ of &&eh 011.". head office, filials or branches•.

- Fot example; chU'c:.~s. wel1&re or;anisalions, cc:,.Jol :oCies and cubs.

Sole Proprietor (farmers included) I
·Close Corporation

*Company

·Partnership

PubliC/Local Authorities

"'OrganisationJAssociation

~:e ~a!. ~3ch in':::.:.s."ry
S at.6 .rQ revi~\'I.·;d

melS \...'1:"'. li~. aceicar.t

] I ~p~1ice.b!e ~o t~~lr

:i:.:ms w:'i.iC,h :'.,ay toil
't <.,;11 ••h..:~y, """,.n :n ~:·.ot

1.7 Date on whIch first employee was employed , ..

1.2

1.3

1.4

1.5

1.6

Trading name of business!farm ~ ~

Name of owr,er!partnersh:p .

1.3.1 ReGistered name of company or close corporation _ ..

........................: and Registration number : .

Postal address ' Postal Code .

Site AddresslFarm Na!nes Postal Code ..

MagiSleriaJ DiSlrict : _ ..

Iyy ..··· IMM 100 1 ~~

~a::J ~o t:-:e ~~yrre""lt of
$.:"lt~e;.~. ;:er:'r'_~!"Iel"',~

'2tl.met'!\} :~r:d ceau'.

or an ir:jl.=ry eli d'.;~ ~~~

.Qer rf ~1Jr'tnGlr r:"'."dic.{
",-pont,

'.8 If the tusiness is already registered e.1 one c! ''Ie c~,::es cf t~e D4! ... ~mer:1 indica:e:

1.9 If the business has Cl'lZ.n\l~ o....T\e~h":). furn<1:'\ :roe fOlIC¥o-r.g

1.9.1 Previous tradinll neme of Cus:nes.s!.ir:'"\ ..

1.9.2 Name of previous owr,er , ._ , .

1.9.3 Present resieential aderess CT ~' • ...-.o~'S OWl'Ier .. . Postal COOe ..

!:..~s~!..-.::.!J ~mC';./:; In
thtir a.cC1Cem c:-=;~~s. ~n~

.•• e yeers ·.,,~S ;n~oc ... c,:.
~. "1\:0 be:vve-en :C:".

••• cf !'-.is ~5e~~e".:s

r re:h..:.ced ct'::"en.di"'lj;l 0"'1
••• ;)vre~le cr !,...:ita ...o~r~.o:e.

IlreMplOj'l!1e:':t lnsuranca Commissioner I
I

I
IRegistre.:ion number:

Reg. no allocal~ by:

PART 2. RESPONSIBLE PERSON. :::REC1CR. II.EI4BEA OR P':'I;1'1o;E.A OF BUSINESS

2.1 Surname: , ..

10. No ..

Res;~enlial address _ .

W.As.2

,_.. " , " Inttials

Postal Code ..

Complete both sides

,
lO:~l 96. ZO/9Z .

~J
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IPART 3. PAR11CULARS OF OPERATIONS

3.1 Specify the nature of t~e ~e.~~9~ ~ ~ f :~.~ ~~"" n""""."" u ••••••" t ..

.................................._ " ,., , ,

S.2 Sp~eify the ,:atu~of the good$/se.rvil;1C~J.manutaeturec1lrenderedlSOld:••••••~ .

3.3 Speeify the following if applicable:

. 3.3.1 Materials used in the manufacturing of the goods _ .

........................................................................................................................_.._........................•........•..........
3.3.2 Nature and extent of construction/erection undertaken _ _.._ : ~•••••__ ..

3.4 In the case of farming operations, specify the nature thereof:

Livestock ferming TIllage MIxed farming (livestock and tillage)

3.5 Have you any tractors and/or power-driven sam? ~ Number .

3.6 Maximum demand of power of machinery used on site ~ It:W

3.7 Machinery used ior distribution of alectricity: demand over a 30 min period KVA

rPART 4. PAATICULARS OF EMPLOYEES

4.1 Number of employees presently employed .

4.2 Estimate particulars of your employees as from me- date furnished in item 1.7 (as indicated on p.' of this form) ,
to the end of the fortt1coming-February:

4.2.1 Average number of employees expected to be employed during the abovementione~ period ..

4.2.2 Estimated total earnings up to a maximum of RS0028 per person per annum: RAND ONC,-

4.2.2.1 Total cash earnings of employees ~ ~ : ~~.~ ~ .

4.2.2.2 Total cash value of food and lodging provided free by employer •••__ _ ••

4.2.2.3 Cash value of othe r in-kind benefits _._ _ .

4.2.2.4 Eamings (see 4.2.2) 01 wcrk:ng Oirectcrs/members who receive a fixed salar{

4.3 Total estimated earnings _ ..

PART 5. ADDmONAL INFORMATION IN RESPECT OF HEAD OFrtCe AND/OR FILlALSlBRANCHES

5.1 Furnish the trading name end pos~al address cf the Head Office and/or filiaJslbranches and if already ~eglsk.

the registration number allocated tly t.~e UnflmployrnQi.t InsuranCG Commlssloner (UIC) and/or the CompGnsa
Commissioner (eC)

" " _._ _.- _ _ '

.................................................................................................................................................... ~ .

.... ~ ~ -._ ~ .

........................................_ _- _ - _ .
DECLARAT!ON BY EMPLOYER OR f\L.'THOP.'S:::~PERSON

I certify tha1 the above particulars are cc~ect.

For otnce use only

NAME

SIGNATURE·

Contact Person . Tel No (

DESIGNATION

DATE

) ; .

JJ)!fI

Computed

BO:~l 96. 20/1
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SENEFITS FOR YOU AS AN EM?LOYER:

The ,\ct makes prevision for the pl!yment of compensation te Y:,'l:r
(;rr,;:licYGgS swstaJr,ing an injury on dUty,

T~e ~mplcyer :3 ;:l~otected 3\ja:l'1st all clva cil!.ims w:1ich may b.
1:"~:;:tJ:cd z-Qair.sr r.im in th~ Qvent oi un i,:!uly <.:11 Juiy, t.v..n il'l ':';f
..•...~I\l cI .ilci/cd n~s;jj1.lc:ncli.

t.., r",.;;::oi'I;Q who :$ il'ljwred en c:..'ty i:i ..nllt!;;:! :0 li':e ;:l!yrr:e:'ll of
~:'-;::.l"".~.I;.:o:"\ ;:-1' r..,;:ee:t of '~e:n~cr~r-/ tc:.al e::.:"\e:-:-:e:",~, ;:err!".~ner:.t

:;u:.... ..,..el~t l:l:.ccrc:n~ .0 ,he CieQree of c:satl,n',enl) ;:r.d ceath.

;::••~c:r.• ~le :';':;j(J 'C2 I .:u O!xpe~s;;:> "risi::g CI.:I of en ir:j,:ry ~n dl.:;Y c..e
:4/~.t!: ~cr 3. peried of t,r.'O years, or Icr.ger 11 ~ur:nQr r:·.."oi:.1
:'U:·":li~l will re~uCoil :he €x!en! of the oi68bJe~E'''t.

Fcr ~ ":'\:r ,,,'orma.ion regaTeing :.he reP<lr:ing c! :!aims I r.fer y::>u :0
'''8 W\:I 6 c~"~~hlel.

-: .::,,,~: :"e ::;csitic:1 of employers who p!y ~'.;bs~af\:ial ~mcl.:r::. on
,neS~-8·\S. \·,n:ch at" out of ;ltcp::::l;en 10 It".;r aCCldert. CC~lS. the
! ~...... cf ' ....!\:clrv~ merit rebates evert :nree yeers ',\'~s ;n\loc"t:~:j.

,;,,,. '.e4'/i ?ttrc.,n~9Q :~ detsr:ningd cy :'--8 ratio be:w~n ;;n
e:O"";>lC Itr S C~~lm CO$ts and the amount of l'.is esses.!>me!'1:s.

A...~·e:?,.'; r;;:lO may ..1:l0 be incrs.a~£d or r~d\.)eed ctP.ndir-.g 01"\
....... :..... , "'5 i\c;ciCl!:-,1 c:e'St eJ<perience i:s h;vovre!;)le or l.'l"Ila'olo:"r::-.b:e.

t:c' '_-:I'~r :n~orm.l;on ple~s.. c.or.tact It'ls e:::ice el lelep~onQ

"",""::-e' O~2·31S:S"1.

i :

I

,I
,I

I
I
I

-l

WHO IS AN EMPLOY::!::,?

THE REV!NUE OF THE COll.PENSA71CN FUND:

The revenwa cf :~6 Ccm:::Eli~satic:i Fund :::~$:~ls ~.nir-J! cf a::1':.;al
l!ssessrr,e:-:~ ;n.':i ';, t:"1e ;e;iste:~~ e:r.:::!:ye~s O!1 :! t:;lS:S c1 a
~erCIi:"l:~gG cr fiXQ:l ~c:; ct :~Q ;;:nr,~;;:1 e;;:mi"ss. c! t~.eir emr::c:yeqi.

Any em;;lcyee wr.o '1es er.:e~e::l into a :c~:;ect ct service "'ron !on
e:n~:c)er ~~d i:"le~uCIl~ :j;,rpcrar/ ~t~:-:.

:,H;,:~:::::::,~:P~O~:::'"m0000",100 wi",,,,,T::=,::::::'~<h:~:~' is .........,,~,.. '"
~~sin;sjO cr f::"'T:'\il'lg ~~iv;:i~s. a~e ~eq~ired :0 r~gis:er ar.d 10 po:y IiI \t',e r.clura of an Qmployor's busin;ss operations, !=or rlitinwpur::.cses
2Ilnw;1 ass;ssmer.:s 10 ir.e Ccmpliir.sation F"1.;n";, These a::-,Cl:n:s II' ~mplcyels are therefore dividend ir.to differer,~ CI~SS€lS and
;nay r.ot ~e recov~red :'rem empioyee:!', A sepere:e r(!~ls:r~,::CI'\;5 III subclessell e.cccrCing to :he nature ci their t'.ctivi\iQs.
r.~cliissa;y ler c:ch s~par~:c bran::." cf ~ bL:siness. I.:I~I~SS ;::~ I.'
e.r~ltnger:'le.": ~c:r a cCl":1bined re;ii~raUcn I'\l!.S ~efl ::-.~.ce. The assessment rates arl!! fixed:m the principle t.~al each incustry

I'il
st'lOc!d c::.rr/ the costs of its own accidents and ars reviewed

• 'I 2N1\J~:!Y. Any adj\;s:ment is therefore itl 3CCOrcanC:1I wilf\ tila i!.o:icent

1

, Iix;Jli~ienel!,

i,l
I

Employers are r:Olmed a.nl'iual/y ot the T2.te !'lpp1ic~[e ~o tl1Cir
!! Cl,:$:nessf.annJn'l cptaraticns.
i;1
I'
I'II
·1
'II:

The Act, ~cwev~r !':".::,,~ prcvisiC!1 tor a ::-.;rllm:;m ~S!;GSs~.,~t 10 !q
;'j

Qr:sura :~-:i :rc 2.s..!:;'::-S::': :~~trL ~. (10t ic:s:I then i.;~"" .C:rn;:",.:S:i.~~c;,,, ':':;;:.i ;: I
, I

/il

h
I;;

A, ~e end Cf ..:~.:'1UA~ .a::,,\ ")"aar, s~a~e:":"'.e~·t :~ t3.'f"l.::'".:5 ~o"~'S ,,'&
SItr.t!O a'llt~l! :esis:lir.::d 1lrr:~loy;l"S. TI',esQ ~cr:":'s "";.~::e ~O'~O'Q:':l

?':'.c ~c7~rr.e::: ,",ct l~!'t !~,~"l:3, tl..r:~.

Q wllne51w,,"es;
ii) eOI'fl:r,is~icn:

iii) ccst of ::Vi"9 lInewlInee;
iv) t!'".e ve,lue of 'Iocd "!"ld qUll:'ter$ S~::ploec: ~c. e! Cl"'&::'.. 1'1. :1y) ir.cent~·e :.enutes: bCr'lc$es 01 Q ,.;-_•• " ..... ':._ ... ~" •• :'"' 4

wcrk::\;.n i:o, in !llrmS 01 hi$ $l!:"IIJre CO":"::. ~"~;l« ,e I' ..
:hir:cer::n CheQue; and jI

vi) cvenime 01 a re~iJ'~t n:e:.tJre.

T~::: f1:i~.:".c:~! y~~r e~ ~r-,~ C::"T":l:ei.!:!tion F:.;::::' ,,~ .. s i:-e ....' , ...,:'.:.... ~.:J

'hl! .::0 \;( i=e1;:,liHy \;f ::.", ".xt "Ilar.
1 :

i'~Q CCI'l":"r.~ljcn F~rc ;$ also prc:;:~:• .::: :y ::":",,oC~.3 ..-.:-: :,of''''':·: I:: I.'

tt".e :i.i~os~,!on c1 :e~a~te, on ~-:IC"'~·S NP\O ~_: .: :ey tj

2SSI:Ss.mcr,~:;, or ~ent:er w~~e re::.;:r.s. c: ;. 'a,t t:1 ~~.... (,' ..·e 11,'.1..
ass~ssmenl.

~ j
,
• I
I I

Iii
'II.,'.

~ I I

WH.:..r lS FlEGAl1DED AS WAGES ,'EARNINQS?

For ~e 'Pur;lo,e cf ~se,!>me;"t,ea~r.lI".~s ~'2" .r-y ::.a)-eru -a:e
:0 il:"l ll~::!:::yllQ wr.ir.:'\ ~risQ Ol.lt ef h,s e-.:>C)-..e~l •.~:: '·e ..ee

I

I
I
I
I
I
I
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FAA. TRANSMISSION

To: Mr. A. Papageorge, Adams & Adams
Fax: 320-8550
From: Carolyn Hairston, Partnership for Child Health Care, Inc.\BAS/CS Project

clo Boulevard Hotel, Fax: 326-1366

This is a followup to our meeting and telephone discussions regarding review of
employment offer letters for the Partnership for Child Health Care, Inc.\BASICS Project
local staff to ensure that the letters meet the minimum legal compensation requirements
for hirees of organizations that receive United States Agency for International
Development funding.

Attached are draft letters for Pamela Mamogobo, Primary Health Care Training
Coordinator, and for Preudencia Nxumalo, Administrative Assistant. As discussed,
please review the letters with particular attention to:

1. Adequacy of the states terms of hire
2. Stated payments to be provided
3. Provision of medical insurance (see our letter to you dated January 30, 1996)

If any terms should be restated, please make specific edits directly on the copies
provided. Additionally, please prOVide written gUidelines as to a) provision of pension
benefits under South Africa employment law. and b) delineation of the tax base and all
applicable employment taxes to be paid by an employer on behalf of hirees based on
the stated salary and any applicable allowances

As requested by you. also attached are copies of Job descriptions and the advert for
each poslton. If you reqUire additional information, please let me know.

Because of the urgency to finalize terms of employment, we respectfully request a
response by close of bUSiness TueSday February 20 We also request your written
opinion as to determination of whether It IS necessary that the Partnership for Child
Health Care, Inc. be registered to conduct bUSiness In South Africa.

We confirm herewith your estimated cost for prOVIsion of the stated services IS

approximately R3000-3500 based on trle rate quotation proVided in your letter to us
dated November 9, 1995

Because of the urgency to finalize employment for our local staff, we request your
written reply by close of bUSiness TueSC1ay February 20 If you are unable to respond
by thiS date for any reason, pl'ease adVise by close of business today at 312-0747
(office) or 326-1366 (clo Boulevard Hotel)
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33SUNDAY TIMES, BusIness TImes, November 19,1995. -::...-_----------------

rTlfL::~ ~i97..2'"a's j 258 'I'
!.:': FAX':' 49'7-2456.

BASICS( USA based donor organisation) and the Department of Health
(Pretoria) announce the follOWing two contract positions available for a 15
month period, 1B December 1995 to 30 March 1997:*I. Primary Health Care (PRC)

Training Coordinator

2. Administrath'e ~-\ssistant /
Bookkeeper

Res ponsible fCC' overall management of a PHC
Training for TraIner. (TOT) proj.ct for
multidlscipltnary health profeuionals in the
areas of PHC c1,nlcal skills and managltment.
Specific cut>es: c:oordlllate the implltmentation
of PHC skills and managltmenl TOT worl<plan
activIties; overselt project planningand
implementahon among donor agencin.
provincial counterpans and project team;
monItor proj&et wonq,lan oUlpLJ1S and progress
toward achllvement of objectives; prOVide
guidance on the Implementation and
evaJuallon of prOject technical components:
supervl58 local staft and use of hnanc,al
resources; ensure adequate communlcallon
with and reporting to the Department 01 HeaJe-..

donor agencies, and provinces; network with
PHC training and service organisation••
Qualifications: BaChelor. degree or
equivalent in a Health. Adminlstration or related
field. A post'graduale qualification would
strengthen the application. Proficiency in
English With excellent report writing skills;
compe'ency on one or more of majority
populallon South African langu8;jes; computer
skills; valid dnvers licence.
Experience: Management. curriculum
development and trainIng 01 health
professlol'l8Js Expenence In PHC training or
SlrvlCe delIVery an advantage.

Salary' N&got~1edependIng on qualifICations
and expeMnc.

I.
I

. ~. -. :-- ..

RelponSlble for fInancial and offlc.
manag.ment. communication and 1og,1tl~

suppo'" for a USA donor·sponsor..:! Pnmary
Health eare Training Project. Win wori< under
the d1~n ollhe Tre.r.ng Coc:rCratr.~
dutlel: Iinanoal marwaoement and eccounflng.
payrtlll;~lS Wlttvn allowable CC51S.

project aoco..ntJng r.cords; financl8l repert.
IICC:Orchng to donor guodelones; blink I~
I'WO:ll'lCI1I&llon; offooe rnanaoernent dercal IVd
log&tlcalsuppor! for pro,ec1liC'D'V1Ms.

QuaUricatloM: Completion of Seconesery
Scnool (Ma%nc) &I\d at least one year 01 c::oAeQe

or Iec:h~ .~Y'" booi<....PI"O 'accounting,
~er .Il,lll ellenl,1LI and • bookkNping
or ac:counn"il Buo.m,e Qual'foc:.aIlO" would be
an an.t Pro~.."CY tn Enohlh W1tl'I excellent
'.,po" wn'''illlQllJ, COM\C>ele"C'y ", one or more
01~~~..tlOn SoJ" A"'can languages.

Experience AtQSllwO Y"'1 In txlold<.eeplIlg
I account."g Oll,c. ""."agement and
aCm,n'lual .• e esp."enee WIll be a
'~"Cl.IllO'"

&a1ary "1!90~ a.pe"0"'\l on Q....h6C8llonS
and '.e>e'>ll"C:.

Both pclslbone are .xpected 10 be r,lled 1lTV"oe(I..18'Y Pt~ .0.....".111.100" ., ClJl"fentty ba'itd In
Prelona. but candidate. mu.t be 8V"~ to ••"el and a08"" t>.... on "" ea".m Cape and
other prOVJnCeI as nee.s.ary to achoe". P'O!'CI ot>,ecl"ve. 1""'8"80 canc.d.'., Irom all

pTOVlrlC8' who "....tthe reqUtremenlJ, IhowlCl sutlml1 • 18:le1' 01 a;>l)I<.aloO" • curnc:ulum v,tae
(ruuma) inc:Iuc:hng thr.. tr8Clllable ..f...ne.. lei Or t.Aartlyo\ EOmonClIOt'. Cepar'lment of H.alth,
Private Bag X828. Ofliee 2633, Pretona. 0001 or .... to I01Zl32116102

Cloalnlil data for both poalliona: 1 OK.mbe, '~5



JOB DESCRIPTION

TITLE: ADMINISTRATIVE ASSISTANTIBOOKKEEPER

Duties and Responsibilities:

The Administrative Assistant!Bookkeeper will report directly to the Bridging PHC Training

Coordinator and will have the following duties: Financial Management; Administration;

Communication: and Logistics. Specifically, the Administrative AssistantIBookkeeper will be

responsible for:

Financial Management:

1. Keep up-to-date accounting books used for entering project transactions.

2. Manage petty cash.

3. Prepare payroll and other statements related to payroll deductions and taxes.

4. Collect vouchers, bills and other supporting documents and keep accounting files up-to­

date.

5. Verify the legitimacy and appropriateness of an invoices before payment.

6.. Reconcile the accounting records with the bank statements of the project at the end

of each month.

7. Prepare and submit monthly financial reports to headquarters in accordance with the

Contracting Agency's guidelines

8. Assume overall responSIbility for al) finanCIal matters related to the local office and the

implementation of project workplan actl\lties.

Administration:

1.

.,

3.

4.

5.

Ensure that the proper action IS taken concernmg correspondence with USAID/South

Africa and BASICS headqui\ners m a tlmely manner.

Maintain chronological file of mcommg and outgoing telex, fax, cable and other

communication.

Maintain organized files of project documentS. reports, books. periodicals and other

reference materials

Perform clerical duties - word processmg. photocopying, etc. to support the Bridging

PHC Training Coordmator's positIon and the implementation of project activities.

Handle other aspects of office management as required.



Title: Administrative Assistant/Bookkeeper . 2.

Logistics:

1. Plan and manage local procurement of office supplies, equipment and materials as

approved in the project budget and with the concurrence of the Bridging PRe Training

Coordinator and BASICS headquarters as appropriate.

2. File the necessary fonns with the appropriate authorities to receive tax-exemption for

equipment and other eligible items and maintain records related to tax-exempt status.

3. Manage equipment maintenance contracts. lease agreements. warranties and other

service contracts.

-1-. Maintain and monitor the office inventory.

6. Handle travel, accommodation and other arrangements for Project consultants and

participants.

7. With the approval of BASICS headquarters and tbe Bridging PHC Training

Coordinator. travel to program sites to handle required logistical support and financial

matters of reimbursement. and other e).:penses related to project training activities.

OTHER DUTIES:

Perform other duties as assigned by BASICS headquarters asnd the Bridging PHC

Training Coordinator.

QUALIFICATIONS:

Education: Completion of Secondttry School (\1<ttric) and at least one year of college

or technical study m bookkeepmg'i\ccountmg Computer skills essential and a

bookkeeping/accountmg i\ci\dem": quahfici\tlon would be an asset.

Prior Work Experience: At least two ~ei\n experience in bookkeeping/accounting.

Experience in office mi\ottgement and admlDlStTi\tive experience is recommended.

Skills and Abilities: 'Excellent English verbal and written/report writing skills: ability

to relate effectively to lJS-based donor agency and comply with gri\nt/contract

provisions: competency in ant' or mort' of the majority population South African

languages.

Other. Must travel t\S required and possess a valid drivers license.



PROPOSED SCOPE OF WORK FOR BASICS/PRIME/CDC-DDM PROJECT
PRIMARY HEALTH CARE CLINICAL AND MANAGEMENTTRAINING OF TRAINERS
ACTIVITIES

PRIMARY HEALTH CARE TRAINING COORDINATOR

PURPOSE: PROVIDE THE REQUIRED ON-SITE AND ON-GOING MANAGEMENT
AND TECHNICAL SUPPORT FOR ENSURING TIMELY IMPLEMENTATION OF
THE PHC TOT CLINICAL AND MANAGEMENT WORKPLAN ACTIVITIES FOR
THE PERIOD DECEMBER 15, 1995 - MARCH 30,1997.

1. Provide project management and logistical support for project activities as
outlined in the Project workplans for PHC TOT Clinical Skills and Management
Training.

2. Provide guidance to technical consultants and counterparts in the
- - implementation of PHC technical components of the project.

3. Coordinate/oversee implementation of in-country PHC Clinical and Management
TOT activities including briefings/debriefings of project staff and consultants.

4. Coordinate planning and implementation activities between the Department of
Health, Provincial counterparts and Project Team and share pertinent technical
information/issues.

5. Establish methods of communication with USAID, DOH, and the cooperating
agencies.
(a) Communicate regularly and effectively with the cooperating agencies and

the DOH regarding progress and constraints of activities.
(b) Provide written ~rogress reports to USAID, the cooperating agencles and

the DOH in accordance with written guidelines.

6. Monitor project workplan and identity factors/issues affecting progress in the
achievement of objectives.

7. Monitor and supervise local project staff. cooperating organizations. project
local bUdget resources and expend.tcres and provide monthly field financial
reports to BASICS headquarters and expenditure reports to INTRAH/PRIME
and CDC-DDM.

8. Travel to the Eastern Cape and other participating provinces as dictated by the
project implementation and evaluation plans.

aUAlIFICATIONS:
-Bachelors Degree or equivalent in a Health, Administration or related field. A post­
graduate qualification is preierred.

-Experience in Primary Health Care and Management Training.
-Experience in project management recommended.
SKILLS: Proficiency in English with excellent report writing skills; competency in one
or more of majority South African languages; computer literacy; valid driver's license.
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Mr. A. Papageorge
Adams & Adams
Shorburg 429 Church Street
Pretoria, South Africa

Dc:!r Mr. Pnpagcorgc:

We have. r~view~d the information on Y~lur firm provided Lo us by Dr. Marilyn Edmondson and woulJ
like \u requ~st that you provide us with Icgill Si,\"istslIl.:.e to c..,rry out the following ~cope of work:

I. Revicw an employee contract for \.he P;lTtl1ership for Chil~ll1calth with locally hired staITin
South Africa to I:DSUrC that it meels all the minimum legal compensation requirements 1(,lr

employees of org.mi7.atiom that n:ct:ive United States Agcncy oflntcrn<ltional Development
funding.

2. DC1J:rminc whcther the P:irtnet~hip for Child HeslLh U1U"t provide medical insurance directly to
the cmployee or whether the employee mOlY purchase her llwn insurance wilh additional runds
frolll the Partncn;hip for Child Ilcalth. (We Mticipate hiring l"lnly 2 employees at this time so
would not have t\ suflicient number for II group plan.)

J. Oetennine wht:ther the P:lrtnerc;hip for ChilLI Heallh ne'-"tfs to l>c: re::gistered in South Ali-iea. If
the answer to thil' question i!> yes. oUlline the steps th3t .....e 'Will need to lake to n::gistcr.

Pleast: provide us with a wriuen estimate of the: COI.l ;tnd 1l:l\gth uf tirnc: to C<'Jnlplc::tt: this :scope of work.
Dr. Edmondsoll shoulJ be able to ans\\'~r ;lny lIUe(tllln~ th;J[ YClU 0\3Y hw,-'c, {lr you cnn 3.Sk hcr to c.ont.<1ct
us, should the need arise.

Tllaok you for your assistance with thie; m;lnl.:f.

Su)ccrely yours,

1.>r. Cl:lrolyn Kruger. Operations Offil:cr
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Dear Sir

PROVISION OF SERVICES

We refer to the above and to writer's telephonic discussion with Dr Marilyn Edmondson
earlier today, and as request have set out below details of the firm our availability and
expenise relating to the nature of the services required, free structure etc.

1. ADAMS & ADAMS

Our. firm is one of the largest South African Law firms practising in, inru alia
Intellectual Property Law, Commercial Law, General Litigation and Labour Law.
The firm's head office is situated in Pretoria, the Administrative Capital of South
Africa and in Branch Offices in Johannesburg, Durban and Cape Town. It is our
stated of goal to render a prompt efficient cordial and reliable professional service
to our clients and correspondents and to be easily accessible to them. We are
supported by loyal and competent Lawyers and other staff most of whom have been
with us for many years. Our sufr compliments including Professionals in Pretoria
presently stands at ..::. 300 indIviduals. Our offices are fully mechanised and
equipped with the most modem illds mcludin~ a comprehensive computer network.
We have extensIve LJbnry tc.sour~s enabhng us to research matters thoroughly.
Our firm was founded In 1908 lJ\d lin~ then has been build up on care and concern
for our clients. The malters that you U'\dlcaled were areas where you would require
advice, namely

Informlt10n on South Afnun lAbour Law

Hiring a.nd fmn: of Suff

Requm:mc:nLS for fottlgn fU'ms registering in South Africa

hlcome Tax StafUS and exempt sUtus of such companies

----~_.--_ .. _- ...__.-_._.... _......

I

I
~
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fall within our area of expertise and are dealt with on a reJular basis by-our
Partners and Professional Staff in our General Law Department. As the intellectual
propcrt}' division of the firm is the largest in ·Africa we have had the opportunity of
and have been dealing with many US and international based companies wishing to
do business in South Africa and our General Law Department has been advising
such entities on how to esublish business entities in South Africa in a tax efficient
manner including complex issues involving Labour Law. Whilst you are probably
not aware our new Labour Leiislation which becomes effective early 1996 has been
acclaimed by International Labour Experts as "the most ambitious and
comprehensive system of Labour Legislation in the World!" We have resident
Partners who practice Labour Law and are competent to advise on the new
Legislation.

2. FEE STRUCTURE

It is not necessary for the firm to be retained on a monthly basis and we gladly
undertake work on a "task by task basis", It is our policy for all work to be
properly supervised and to be controlled by a Partner who is then usually assisted
by Professional Assistants and Candidate Attorneys, For work undertaken e.g in
our Labour Law and Commercial Law Depanment the hourly charge out rate per
partner would be in the viCinity of R400,OO to RSOOtOO plus VAT; a Professional
Assistant R350,OO and a Candidate Attorney R2S0,OO per hour plus VAT.
Obviously these fees are reviewed on an annual basis.

We trust that the above brief description and introduction to the fIrm will be of assistance [0

you with your principals in the United States.

We took forward to hearing from you in due course and assisting you further. Please feven
to writer should you have any que.nes or in the event of you requiring further or additional
information.

"'.J
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'FW OF TEIt\.JS OF E~IPLOYMENT

21 FEBRUARY 1996

We !',lve perused the documents relating to the above and wish to advise as set out h... r,
J-'Il'a~:: note that our lilltial "lew eApressed in our meeti~ with you has undergonl' r.' '."

f('1i1o~ Ulg more comprehensive consideration of the circumstances and the dOCUI:. ...vu
f'mushed by yourselves

Contracts of employment and independent contractor agreements

1.1

! :

As bnefly celmeated lD our meetiJ:l~ with you. there are cbieflv t'we> n!,'I(')J1~

avallabk to BASICS/US With respect to the relationship between thl.'llW:\ C:~

and the South Afm:aos whose services they are utilismg in this cour...: • i '1~

one t:lKes tbe form of a contract of employment; the other the It w;, ," •i.e
lTI<!rpl'tldent COUtr.1.1,'~ .l~rt'ement.

The dlStW;:ftl' . .-r\;oal oecause certa!" I~hour law statutes in SOlltiJ... .1

h:l\e eftec: OC" Jtlon to employee:.. As we U1dICdted. labour la'" .1. ·J.W

',tun!"'· -',,_~. _ t .;.~. LJly onerous burden on employers. In partlCU1<li thl'
lit'" .; '':t ~.Il.,.·: ... lllCh we anticipate will come into effect in the CO'..lJS::

of t n: ,L'" nl\"\'j" r.raots extensive protectlon fO employees. Sllili1:tlll

5:'Uld •...J~ .1fe preKflbed UI tbe Act for the dlSIDlsSal and retrenchment ("
en:t'.<"ee. reqll;rlllt Xl&. subsuotIVe f;urness and procedural compl:;'.l;c
Ic,z~rc ,,, a:tS.;onCl ..~: It" :~~:.lnce. for the dIsmissal not to constitute an Unfd':
IIMU1 rra:rl(( 11If' lnl\o;:.tntluct must be of a serious nature. sucb as gros;
(ll\hC'tle\:' (\1 tfl'\\ ll\\UllrrClll';1I0D An employee may also nOI be summaIlly
c1J!.ClIUCJ 1C'1 PC"\I !'Cn,t; t:."",:~:: she must receIve WarmD!!S, COUllse 11 mf.
,u!d.1n'f' .and trllnll:l~ On::. If sbe continues to perform uosatlSfc:clorily after
1.lP\t o~ .. reuo~!>.e pt':I..lo.: of llme for Improvement. can she be dlsmls~ed

be:: CaClua: O~ tnt' iro_~ 01 oper;ltIonal requuements requires . l.;e~\

of C'Oru.~I:.aflOl'I 11le:"':" to reach consensus, and eodeavour9' aVOid
h '::('0.;':'::(''.':: suet A,' '!,,(X'~[jO~

-------.------------------r--

BeST AVAILABLE COpy
',' f'

~
-.... ~ . ,..,~ .. \



1.3 Such provISions can. in certain Circumstances, be avoided by styling the
relationship between the panies as that of independent contractor rather than
employer/employee.

However, with the legislative provisions having clearly been enacted to afford
maximum protection to employees. the courts are reluctant to allow employers
to skirt the provisIons of labour legislation by resorting to independent
contractor agreements. In determining the true nature of the relationship
between the parties. therefore. the phraseology in which the agreement is
couched is not decisive and the court will have regard to a wide range of
factors to determine the dommant impresSIon of the relationship.

14 Altbough tbere are cerrAUD factors which could characterISe BASIC's South
Af:"tcan staff as If.dependent contractors • such as the fixed penod of the
contract and their relatIve freedom in exefClsing their duties· on balance the
relationship IS far more akin to that of employer/employee:

104.1 BASICS/US maintalDs control and supervision over the staff and has
tbe power to dIrect the employee:

1.4.2 The staff will work not so much in an independent capacity but as
individuals who perform services for BASIC/US as part of
BASIC/US's bUSIness or enterprise in South Africa:

1.4.3 Staff are reqUITed to perform their duties personally and may not
nominate other persons to do their work:

1.4.4 Payment is made on the basis of time worked. not work completed;

1..1.5 BASTCfUS prondes the equipment necessary for performance of
dl.tles;

I .1 (, Provl.Slon for medIcal insurance, leave, travelling allowance reflects an
employment type contract.

Thus. a1tbouCb aD Inoepe-dent contractor agreement would ~ive to
BASICS:U~ far gre<lle: lalltude LD respect of dismissals and/or retrenchment.
It IS qUlle prt'bable ilia: If a dIspute comes before court thIS relationshIp will
~ found IL tact to ~ Clne 01 employment and the relevant statutory prOVISions
...L1l aprl;.

I 5 Our fUI"'..ber roncerll 111 tn~ reiard relates to the payment of tax. An employer
IS respon.\lblt for the pa\1DeUI Clf hiS employee's tax whIch IS deducted from
hI' r.rou w&/')' .-..0 lDdependeot contract.or however IS responsible for the
payment 01 tus. ber owu tv. Eross mCOI:le paid to hlm/ber as remuneration 10

lenD' (\f tbe contra:: I~ UlerefoTf' a court fmds tha: the contract IS one 0;

et:"~lo\meet U)(l 001 In Il\Oepeooenl contract agreement and !be situatlon ames
Ula: C:e emt)lo\'ce contra:tC'; tla.\ ot:taultea on p<lymenr of blS tax, the employer

:""\ -~

";~"11 .j
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(BASICS) may be liable for the payment of arrear tax over and above tile
gross salary already paid out. This is another risk attaching to the attempt to

create an independent contractor agreement.

1.6 In view of the above the rela.tioDship envisaged between BASICSfUS and iLS
South African staff is likely to be regarded as a contract of employmeot. We
would therefore advise that the "employment form" is adopted from the outset
as the means of regulating this relationship. subject to certain reservauons.

1.7 We would further advise that a specific form of employment contract - the
fixed term contract - is employed.

1.7. 1 Sncb a contract specifically delineates the penod of employment.

1./."2 It therefore allows evasion of the laws of unfair dismissal to the extent
that the contract termmates automatically in accordance with the
LOteotioo of the partIes: Termination IS therefore 1101 at the LDiuativt:
of the employer and as such there is no dismissal.

1.7.3 The agreement between BASIC/US and the South Afncan staff as laid
(lut LO the letter of appointment reflecLS in nature a fixed term conuact.

1. 7.J We have enclosed herewith a further fixed term contract for your
perusal WhlCb lDcorporates the provisions of the letter of appointmen l

and other annexures but which regulates more comprehensi\'ely ~I'~

relationshIp between the parties. We would advise that this serve as
the basIS of your agreement WIth your employees in South Africa.

i. -:.5 It I.> _~ponanl to note that the fixed term contract should ::" be
ten~wed SUlce ar. Increase in the duration of the employmenr
teiallOD5hJp through repeated use of such a contract may develop an
e' 'allon on tbe pm of the employee of the continUIty of we
tl ~blP Su:h an expectatIon WIll cause the court to regard

'lOr. f'~ ernp loyment as a dlSmtssal with ItS concomllant
... .: 1l~\lI~le~

Utttr of appointmrot

ASide IrOlD the tOoCer 0' rene~lrd w paragraph I above. the stated terms of hire and
sUlled p,l\ meoU .c lh~ ptOl"f'..ec le:te: oi appointment and attachmenLS are. In our
Vie". ' ..er, {;ll:

u1



3. Provision of medical insurance

We confirm that there is no obligation on ail employer to provide medical insurance
for his employees. An employee is responsible for purchasing her own insurance and
the additional funds provided by BASICS/US In the letter of appoint1Dent are
adequate.

... , Provision of pension benefits

Slmilarly, an employer IS not obhged to provide pension benefits and the onus falls
on the indiVidual to make his own pension arrangements. It is our View that in regard
to the contract under consideration, particularly considering the short term nature
thereof. there IS no need for BASICSIUS to provide for pension benefits. You may
therefore wISh to delete the reference to pension benefits In attachment 1.

5. Other benefits

The provISion made in the contract for leave and severance pay is completely in
accordance with the 1D1n111:1I1n South African legal compensation requirements and
there are no further benefll~ that need to be included.

6. Tax

There arc two different systems of taX applicable to employees 1n South Afnca. Up
to an amount of RSO 000. the employee is liable to pay SITE (Standard Income Tax
on Employees).
For the balance of her salary over RSO 000, the employee is liable for PAYE (Pa)
as You Earn).
The rate of tJ.XatlOD In respect of both systems is 45 % for a total salary of over R80
000,

The tax payable ~uaJly by Pamela Mamogobo (excluding travelling allowance) IS

as follows
SITE RIO 475.00
PA YE R1,6?OS 80

TOTAL

Tou pa\able anou.a.lly by P'reudeow. Nxumalo (excluding travel1ulg allowance) IS as
fo11ollo's

SITE RIO J7~.OO

PAY£: R18 :f"~ ..~

TOTAL



Where a lump sum travelling allowance is granted the employee will be entitled to a
deduction of 35 % of the aUowance. The only other applicable allowance may be
entertainment should you choose to grant such allowance.

Where a contract of employment is entered into:

i) The employee is responsible to register himself as such with the Receiver of
Revenue.

II) The employer must register as an employer with the Receiver of Revenue.

ill) The employer is then responsible to deduct the employee's ta.'t from hiS salary
and to pay It to the Receiver of Revenue.

In respollse to your query raised in your fax dated 19 February 1996, such a payment
procedure would be perfectly valid under South African Law. although BASlCSfUS
would remain responsible for payment of employee's income taxes.

7 Registration of Partnership for Child Health Care Inc

In terms of SeclloD 322 oi tbe Companies Act. an external (foreign) company IS
required to regIster In Sl,luth Africa once it estabhshes a place of business here.
Pannership for Child Health Care Inc is therefore obliged to lod~e certalt1 documents
wltb tbe RegLStrar of Companies within 21 days of establishment its place of business
In South Afnca.

{'he docume:ns reqUJred are the following:

a) Certified copy 0: the memorandum (Constltution) of the company:

b) Notlce In prescnbed form of the registered office and postal address of the
company 11I Soutb AtTica:

c) CocseOl of and the D:tme and address of the auditor of the company in South
AfTlca:

d) T'olJce of the flIlaI1ClaJ Ye.lr of the company;

e t ,:." Itst In the prescTlbrd torm cOClammg partIculars III resped of each director
aDd 10 respect ot th~ local marull:er and hiS secretary and the name and address
of the aUOl\or of the company 10 the Repubhc:

fl A nOllce ot the name ;\lId address of the person authoTISed by the company to
a~cepl servIce on beba:~ of the company.

Upon receIpt of these documenL~ and payment of the prescribed fee. the regLStrar Will
regISter such compau)' as an eXlernal company in the RepublIC. thereby !!1Vmg
reco~:utIO:'l ttl It as a Ood\ corporal!.' m South Africa

:..-.-" . .,-: ; .... -



It will be clear from the above that BASICSIUS will be required to have;> . auditor
at all times in the Republic and must appoint one or more persons residL.nt In the
Repubhc who will be authonsed to accept on the company's behalf service of process
and any notices required to be served on the company.

Furthermore BASICS/US will be required to keep such accounting records as are
necessary fairly to present the state of affairs and busmess of the company in the
Repubhc and to explain the transactions concerrong Ifs trade and business and it's
financial position in the Republic. The company will also be obliged to lodge annual
financial statements and interim reports in accordance with the Companies Act.

We trust that the above meets with your approval. Should you have any further quenes.
plellse do not hesitate to contact writer hereof.

Yours faithfully
ADAMS & AMS

E



FIXED TERM EMPLOYMENT CONTRACT

Entered 111to by and between:

(hereill<lfter referred to as the "Employer")

and

(hereinafter referred to as the ~Employee·)

I. This agreement incorporates by reference the terms of the letter of appointment

annexed hereto (Annexure A). If there is any ambiguity or conflict between the terms

of the letter of appomtment and this contract, the letter of appointment shall prevail.

2.1 Sub.1ect to the terms cl.'1d condltJons set out herein, the Employer hereby offers

and the Eropl0yee J.xepts employment in the capacity as a on a

fIXed term ba.~1S for the period commencmg and terminating on

_____ (h:\ed term penod of employment).

Thl~ ~recmr:D~ I' cOllcludr:d on the express understanding that the

tmj"II'\:r.e:ll rel"tlC'r.\~Hj" 1\ entered mro for the specifIC penod deSCribed above

onh a.nd cat t.:le e:r.;-;o\"t::c:-:: relatlonshlp sh.all cease at the terroinauon of the

\.lJd per~ Sucb Irrml:\l;IO~ shall not constitute a rerrenchment or dlSIDlssal.

3 ALITBAJJO' TO PERIOD Of [\J;PLOYMENT

3.1 A:::, a,heallon 10 IJ'lt ':;;l.l.;.:r:C period of employrnellt deSCribed III paragraph

l ':l~: tit re~~ 11'\ "r::.:\S. 4:" ~ued by both parties hereto. fallm/; whIch

I.AI ~L;. '.:IN. I~. he' .,: !¥' force anti eifec!

I
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3.2 Change of occupation or change in rate of remuneration durmg the

continuance of this agreement shall in no way alter the force and effect of any

of the remainl11g terms and conditions hereof.

4. NOTICE

The Employee shall be entitled to receive one (l) months notice that her contructual

penod of employment IS due to expire. It is the intention of the parties that the

employment relationship shall summarily cease on the last date mentioned in

paragraph 1 the employee Will receive such retrenchment and/or severance benefits

as set out in the letter of appoinuuent (Annexure A).

S. TERJ\ft"iJAll0N OF El.\-IPLOYMEl''T BEFORE THE EXPIRY DATE

5.1 .-\ny party may terminate this agreement before the expiry of the fixed term

period of employment for any cause recognised by law as being sufficient.

5.2 The Employer or the Employee shall give 30 days written notice if tl\i! !hoa~

they Wish to termlllilte the employmeot relationship prior to the expiry of this

contract.

5.3 Should the need ilme for the Employer to terminate the Employee'!> services

by way 0: rt'trencbrnelll or redundancy pnor to the expiry date of this

CC'lltract. the ElDplClvce will nOI be entitled to payment for the rem~lImng

penod of tbJ~ conlract bUI may. subject to agreement between the panies. be

entitled 1(1 a 'CVcroUlCC: rackage.

:...:.:



6. DUTIES ~'l> ruNCTIONS

6.1 The Employee shall devote the whole of her time and attention during the

Employer's normal working hours and such additional time as the expediency

of the Employer's business may require. to the business affairs of the

Employer,

6.2 The scope of the Employee's duties is as set out ill Annexure B. These may

vary according to the exigencies of the Employer's business and the Employee

will be required to adapt and comply with simple changes In this regard.

7. REM1J~'ERA TIO]'\;

7.1 The Employee will receive a gross monthly salary as agreed upon in the letter

of appointment (Annexure A), which shall be payable ill arrears on the _

. day of each month (hereafter referred to as the pay day), Where the pay day

faUs on a weekend or public holiday. the Employee's salary will be paid on

toe last worklllg day preceding such pay day.

7.2 When the Employee works overtime at the insistence of the Employer.

payments for such (Werttme Will be made In terms of the provlSlons of the

BasiC COOdltIOC5 C" : :nployrnent Act. or any wage determmatlOn which may

be applicable fr(lID lime to tune.

7.3 Tbe sala.~ as dC.\c:nbe~ In paragraph1,1, mcludlOg payment of overtime as

set out tn panrapb f Z. 5ball be the entire remuneratIOn payable to the
I

Emplo\'l"e L'ld no oUm e:l:ltJer.tents shall be due to the Employee except such

entlt1e:ner:~ i.1 111' du!' 1('1 such Employee In terms of the provislODs of the

8~\lC CondltlOO\ or r.mrl(....meot Act or any wage determination which rna)'

be 1?;:llO!>Il." from lunt' 1(\ tUDe.



8. HOURS OF WORK

8.1 The Employee's normal hours of work will be fron.

8.2 The Employee will be entitled to a lunch break from

to Fridays.

9. ~'WUAL LEAVE

to

to

to

. Mondays

9.1 The Employee will be entltled to 17 (Seventeen) days paid annual leave per

year. accrued at a rate of 1.42 days per month.

9.2 Leave as contemplated in paragraph~ .hove shall be taken at a time

convenient to the Employer.

10 HOLIDAYS

10.1 The employee will be entitled to those holidays stipulated in Annexure C.

11. SICK LEAVE

11 I During the flxf'd 'f'r~ period of employment the Employee will be entitled to

sick leave or. fuL p.:. a: J ratc of I (One) working day in respect of each

completed perIod of 5 (F,ve) weeks of employment. The Employer shall not

be bound \0 pay the F.mployee an amount 10 respect of any absence from work

for a penod covenn~ more than ::! [fwo) conseclltive days. unless the

Emplo)'ee produce~ " certifIcate signed by a medical practitioner stating the

O:l.ture and duration 0: the Employee's mcapaclty.

11. HEALJJi

lZ.l Thl\ con:J'.iC~ " concluded conditionally upon the presence and contlnued

..,... .
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health and fitness of the employee to perform the duties required by the

position.

r I!e Employer may at any time require the Employee to undergo a medical

<:xamination at the Employer's expense by a medical doctor appOinted t-... f,,,,

Employer to ascerta; .. whether the Employee is medically fit and hea.

·orm her duties.

'rployee speCIfically conScol:i to the Employer uplifting and perusing

.;dlcal reports which may be issued pursuant to examination . .

reterred 10 In paragraph 10.2 above.

DISCIPLL' ..-lRY CODE A."W GRIEVAL'JCE PROCEDURE

1~ 1 The Employee agrees that she will acqualnt herself and obey the regulations.

lpltnary code and grievance procedure of the Employer. which documents

form an JOtegral part of thIS agreement.

SIGi'I'ED AT PRETORIA 0" THIS THE

1.

DAY OF 19

For and on behalf of the EMPLOYER

SIG:\'ED AT PRI:TORlA 0:\ J1ib THE

As Wltn~ssC:5

-

DAY OF 19

EMPLOYEE


