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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:

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,

3) Research local labor laws and resolve any personnel issues, office registration and/or tax
1SSues.

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 addressed prior to visit see Appendix B). The Primary
Health Care Bridging Activities is the first highly visible health activity jointly undertaken
between USAID and the DOH. South Africa has just recentiy begun to work and collaborate in
depth with international donor organizations. It was therefore imperative that the headquarters
staff and field office opening team coordinate 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 planning 10 divide areas of responsibility
was initiated by Hairston and Hufen so that thev 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 Couniny Advisor. provided a significant amount of crucial
information and documents to the team prior 1o the trip. Her research on specific office opening
issues assisted the team with their assignment. which ulumately led to a successful TDY.



TRIP ACTIVITIES (Overview)

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 BASICS/Pretoria will
be operating. Furthermore. the meeting with Alan Foose, USAID 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 RECOMMENDATIONS

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

Office Space Agreement
Buackground Accomplishments

Prior to the TDY. Hairston and Hufen were informed by the headquarnters Ops team that the DOH
had sufficient room for field staff and offered to provide BASICS with office space for two
people. Furthermore. the headquaners Ops team also instructed Hairston and Hufen to contact
the Provincial DOH office in Bisho. Eastern Cape. where space had been made available to
visiting BASICS staff.

DOH Pretoria As apart of her scope ot work. Hairston met with Dr. Hendrix of the DOH to
arrange an office space agreement. which included terms covering office
furnishings, utilities. office supplies. phone and fax. and transportation/courier
service. As a result of the meeung. Hairston drafied a letter of understanding
(office space agreement) which she gave to Dr. Hendrix/DOH and faxed to Judy
Yang/BASICS for review and approval (sec Appendix E). At the time of her
departure the letter of agreement was not signed by the DOH or BASICS.
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DOH Bisho  While in Pretoria, Hairston established contact with Dr. Stamper, Deputy
Permanent Secretary of Health Services/DOH/Eastern 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. Stamper/DOH and faxed to Judy
Yang/BASICS for review and approval.

Recommendations

The letters of understanding for both the Department of Health/Pretoria 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-up/E-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 aliocated 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
received a concise listing of prices from each supply company.

After the BASICS computer equipment was secured from customs (see below for dates and
specifics). representatives of the computer support division within the DOH offered to assist
BASICS with set-up of the computer svstem. hook-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 Supplies

Buckground Accomplishments

Hairston and Hufen took three computers (two lap tops and one portable computer), along with
printers. a fax machine. computer hardware. and numerous boxes of office supplies with them on
their flight to South Africa (see Appendix F) There were approximately 12 BASICS boxes in all
that were carried as excess baggape. Once the team landed 1n Johannesburg the airport officials
took the boxes and stored them until a cleaning apent could officially process them through
customs. On Monday. February 12. 1996. Hairston and Hufen had a meeting with Mr. Alan
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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 Réhlig. 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.

Recommendations

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 1n a very 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 have offices in the country of destination should be
contacted for recommendations on clearing agents. If there is a lack of time to contact other
projects (as mentioned earlier). it is recommended that the Mission be contacted for the name of
their clearing agent prior to traveling to open an office

BASICS should pursue obtaining tax exempt status based on the information provided by
USAID.

Bonding Insurance/Fidelity Guaranty Insurance
Background Accomplishments

F&A policy stipulates that anvone handling project funds 1n the ficld must have insurance
(provided and paid for by BASICS) that wilf cover emiplonee thett and foss. Hairston and Hufen
were assigned the task (see Appendin A1 of idenuiving focal insurance companies that offered
bonding insurance policies. Once in-countny Tiufen began 1o contact different insurance brokers
regarding bonding. Most of the insurance agents contacted did not know what bonding was.
However, in a meeting with the BASICS focal attorney (see next section for name and firm) the
issue of bonding came up and the attorney explained that the local term for bonding is fidelity
guaranty insurance. Five insurance companies were contacted and two replied. The companies
that were contacted were: Prestasi/Pretona Insurance 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 Prestasi/Pretoria 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
extortion 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
certain amount and was willing to provide names of local accountants and/or accounting firms.
F& A/Washington was consulted and they replied that bonding should be sought.

Prior to Hairston and Hufen completing their asssgnment and leaving the country, the application
for fidelity guarantee insurance was subnutied to First Bowning Insurance (Ltd.) who in turn
submitted it to their underwriter.

Recommendations

The field office in Pretoria. along with the support of the Operanons team in Washington, should
follow up with Mr. Masson of First Bowring to find out the status of the application is.
Furthermore. as an alternative if the application for insurance 1~ demied. the field office should
look 1nto a local counter signatory for all chechs over a certain amount (please see section below
covering payroll and counter signator )
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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 attached office opening checklist). As stated earlier,
business in South Africa is conducied differentls and at a much slower speed then in the United
States. Because of this. as much administratine and financial work as possible should be done
prior to traveling to South Africa.

Payroll and Additional Bank Signaton
Background Accomplishments

The office opening team attempted to obtain bonding tor Pamela Mamogobo who was the
primary and only local signatory on the BASICS bank account  Since bills were already coming
into the office for services rendered and praducts purchased. it was determined by F&A/
Washington that there should be a second. independent co-signer on all checks. Three
accounting firms in Pretoria were contacted regarding counter signatory services and
corresponding costs. Based on price and senace. Price W aterhouse was chosen as the firm that
would co-sign on all checks being paid trom BASICS accounts  On February 22, 1996, Hairston
and Hufen met with representatives of Price W aterhouse to (1n part) further discuss the
possibility of obtaining their counter signatons assistance  On February 27, 1996, Hufen received



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
Buckground Accomplishments

Hairston and Hufen conducted a general BASICS orientation for Pam Mamogobo and Prudence
Nxumalo on Monday. February 19. 1996. This orientation 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 10 February 23. 1996. Hufen spent 50 percent of each day training Prudence
Nxumalo on the BASICS one-write system (field accounting system). Two sessions were spent
with both field staff on roles and responsibilities concerning the accounting system and going
through a typical month of field account vouchers

On February 23, Hairston and Hufen provided field staff and the Interim Director, Marilyn
Edmondson. with procurement 101 training. A packet of procurement 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 information center capabilities statement with
listing of reports produced.



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 legal 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 attomey’s work and what the esumated fee would be to complete
requested work.

Hairston. along with F& A/Washington. requested that Mr Papageorge review the above issues
and provide written legal counsel to BASICS On Februan 21, 1996, Hairston received a fax
letter from Mr. Papageorge which contained wnitien legal counsel addressing these issues. There
was a supplemental (recommended) emplovyment contract attached to the letter that could be used
by BASICS with its new local emplovees tsee Appendin 1)

Vendor Agreements
- Background Accomplishments

As a part of the office opening plan. Hairston and Hulen contacted numerous vendors for the
following services and products.



Travel 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 highly
favorable Mission recommendation.

Shipping 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
BASICS/Washington, 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 shouid be
reviewed.

Office Agreement

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

2) The e-mail system needs to be activated by computer support.

Fidelity Guaranty Insurance

1) Follow up with Mr. Richard Masson of First Bownng Insurance regarding the status of
BASICS® application for bonding insurance.



Bank Account/Counter Signatory

1)

2)

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

Remove Program Assistant Mark Hufen’s name from bank account.

Training Follow-up

1)

2)

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).

Both Pamela Mamogobo and 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

1

2)

3)

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 DOH/
Pretoria and Eastern Cape. as well as with collaborating partners. Copies of the
communications should be faxed to headquaner on a weekly or bi-weekly basis and a
copy be kept on file in the Pretona office. Headquaner Operations staff should follow
up on this matter and make certain that good wniten and verbal communication is
flowing as outlined above.

At the beginning of the trip. Mr. Alan Foose of USAID/Pretoria requested that Carolyn
Kruger travel to South Afnca shortly afier the office opening team left and Interim
Director Marilyn Edmondson finished her assignment  This trip was requested because
of the visibility of this bridging acuvity. numerous panners involved, and DOH
sensitivities.

Copies of the tax exemption paperwork was given 1o the headquarters Operations team by
Hatrston and Hufen for review If stems will be procured by BASICS in other countries
(including the USA) and brought into South Afnca. steps should be taken by F&A and
the Operations team to a secure tax exemption status with the Republic of South Africa
on project commodities shipped through customs.
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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 of this page.

Carolyn Hairston:

1.

O8]

10.

11.

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).

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

Initiate and atiempt to complete field sub-contract arrangements with Mendusa.
Research and obtain local BASICS bonding of PHC Coordinator

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

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

Train office staff on BASICSUSAID procurcment policy. USAID regulations. BASICS
Finance & Administration structure.

Meet with USAID staff (inciudes a Protocol visit) to find out what the Mission requires
for financial and program reporting requirements.

Look into possible duty exempuion for BASICS.

Develop a practical BASICS office handbook for use by staff.

With Interim Director travel to the Last L.ondon office and pursue sub-contracting
agreements with local vendors (hotel w restaurant. facihities that have room for

workshops. etc.) and meet with appropniaie DOH officials.

Meet with BASICS South Afnica attomes re: personnel issues, office registration, office
taxes and any additional items not hsted here.

Finalize any outstanding personne! issues.



Mark Hufen:

1.

10.

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 INTRAH/PRIME sub-contracts).

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

Co-provide an overall BASICS orientation to staff.

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

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 firm.

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

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

Maintain good communications with BASICS"Washington while in S. Africa.

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

Establish office management guidehines (communmications. filing, scheduling. etc.)
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BRIDGING ACTIVITIES IN TRAINING OF
TRAINERS IN PHC CLINICAL SKILLS

AND PHC MANAGEMENT SKILLS

The Department Of Health South Africa, Eastem Cape Provincial Govemment And
Basics Initiatives




THE TRAINING OF TRAINERS IN PHC CLINICAL SKILLS AND PHC

MANAGEMENT INITIATIVES

Introduction

Three USA based donor agencies, BASICS, INTRAH / PRIME and
CDC with the funding from USAID 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.

RATIONALE FOR THE PROGRAMME

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

@ Enhancing skills of Trainers in training Primary Health Care
Management and Chinical Skills to the current Health Service
providers (Clinics, health centres and mobile points)

PROPOSED DESIGN

3.1 PHC Clinical Skills

The programme will concentrate in the eastern Cape. It will be a
months course with one week block, and three weeks follow up
within the paricipants working area, by the facilitators and
mentors. The course 1s due n 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)



3.2

> 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.

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
Eastem Cape.

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 stipulation in agreement with our
donors.

4.1

Terms of Reference for Working Group in Management

a Develop inventory list of resources that train in PHC
management {educators, tramners, etc.)

o> Rapid needs assassments
o Devslop leaming objectives

L g Develop cumculum standards

> Develop training materials (lecture notes, hand outs,
overheads, videos distance open leaming).



e

4.2

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.

Terms of Reference Working Group in Clinical Skilis

a@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 coliated with the potential TOTs
students.

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

Preparation of modules / material

PHC consensus building at Provincial level.
Curriculum approval and accreditation

Criteria for selection of TOTs

PHC trainers and facilitators, mentors, and preceptors
orientation.

PHC MANAGEMENT COURSE WILL INCLUDE

>

Applied epidemiology

Management

Evaluation

Communication

Change management

Training / Mentoring and evaluation skills



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 SSurval Interventions (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.



ANNOUNCEMENT!!!!

ANNOUNCEMENT!??

TRAINING OF TRAINERS IN PHC MANAGEMENT AND CLINICAL SKILLS

INITIATIVES BETWEEN

THE DEPARTMENT OF HEALTH

BASICS AND THE

EASTERN CAPE DEPARTMENT OF HEALTH

TERMS OF REFERENCE WORKJNG
GROUP IN MANAGEMENT ™~ -

| GROUP IN CLINICAE'SKILLS

1. Develop inventory list of resources that
train in PHC management (educators,
trainers etc.

1. Resource inventory this would include
people who have training skills and speciality
around areas to be covered within the
Eastem Cape Province.

2. Rapid needs assessment

2. Needs assessment to be collated with
potential TOTs students

3. Develop leaming objectives

3. Design curriculum ( this would include
Distance Leaming material, evaluation
indicators clinical mentors / preceptors

4. Develop curriculum standards

4. Preparation of modules

5. Develop training materials

5. PHC consensus building at Provincial
level

6. Develop evaiuation methods

6. Curnculum approval and accreditation

7. Serve as lectures, facilitators, mentors, for
TOTs students and to identify skilied people

7. Cntena for selection of TOTs

8. Submit plan of consensus and approval by
HRD Core Group

8. PHC trainers and facilitators mentors, and
_precepiors orientation

SKILLS NEEDED
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

591
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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 salarv?

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. firing 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 African Government?

How will these employees be paid? Through ficld accounts” or through BASICS Washington?
If through field accounts. what is our liabilits since the administrator is a local? Would this not
be a conflict of interest if the administrator is signming this or her) own check?

Should we pursue bonding on both emplovees?

I1. Banking:

What kind of bank account do we want? a. Convertible or b. local currency only

Who will be the signatory in the field?



Has a bank account been operned 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.

[II.  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 be look for a small property and negotiate a
lease?

If we do have a permanent office in the MOH. do we need our own furniture? fax and phone
line? Has a lease agreeement (or MOU) been signed between the MOH and BASICS for the
current space? Particularly when 1t comes to phone & fax bills. water. electricity, lease, etc.
Do we need our own dedicated fax and phonc line”

Are computer systems set up in the Pretonia office™ Do we need to order them computer
equipment that can be installed at the office by a local contractor” Do they need e-mail with
BASICS?

Does the staff need an office vehicle? Are they allowed 10 hasve a vehicle since they are local
hires? Is there a vehicle in the budget or will they rent a vehicle. short or long term basis? Or
will they be advanced petty cash funds to ke a cab or public 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 CPA/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 below or on back
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BBASICS

BASIC SUPPORT FOR INSTITUTIONALIZING CHILD SURVIVAL

MEMORANDUM

DATE: March 1, 1996
TO: File

FROM: Mark Hufen

SUBJECT: 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 administered by The Partnership for Child Health Care, Inc.
Partners: Academy for Educativnal 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 ﬁ
VY
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DRART

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, IncABASICS - 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 USAID/Pretoria Bridging

project.

The DOH has agreed to provide cffice facilities for two locat BASICS staff for the 14
months duration of the project--effective immediately through March 31, 1897. The
following is a list of items that are mutually agreed upon by both parties:

1. QOffice Space

The MOH has assigned ofiice number 2214A, CIVITAS Building, 242 Streuben
Street, Pretoria 0001, to BASICS personne! at no cost to BASICS. In the event
that the MOH should require this space for other purposes, the MOH will provide
BASICS staff with 20 days prior 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, BASICS will vacate the
assigned office.

2. Office Furnishings

Major office furmishings--desks, chairs, file cabinets, bookcases, etc. will be
provided to BASICS by the DOH a2t no cost to BASICS. A verified inventory
checkiist of furnishings proviced 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 Altachment A Thus 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

N



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 Admirustrator, Partnership for Child Health
Care\BASICS Project, 1600 Wilson Boulevard, Suite 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

%b
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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 tacilities 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 cffice spaca for use by BASICS/Pretoria staff and
other consuitants 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 thet the MOH should require this 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 activiies as of March 31, 1997, BASICS will vacate the
assigned office.

2. Office Furnishings

Major office furnishings--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 fumishings

%\



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 all 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 activities. The DOH
will provide to BASICS a monthly summary list of telephone calis and fax
transmissions, including rumbers and cost. This list will serve as an invoice
against which BASICS will reimburse the DOH for actual cost only.

6. Computer Equipment and Mamtenance

BASICS will provide its own computer equioment, including printers and
software and computer mamtenance suppont over the 14 months of BASICS
activities within the DOH.

7. Transportation/Courier

BASICS is responsible for local ground transporation/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 retuming a signed copy of this letter to the
attention ot Carolyn Hairston, Contract Adminustrator, Partnership tor Child Health

Care, Inc.\BASICS Project, 1600 Wiison Boulevard, Suite 300, Arlington, VA 22208,

USA.

Cl4
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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.

TRANSFER OF GOODS FROM CUSTOMS HALL 10 STATE WAREHOUSE:

\ -
BOND NO:= 1 DATE: Ny / O/ O
EX-FLIGHISA 20O ¢ FROM:_ g\ ,\jb(t,
IMPORTER
NAME C \"bu(%tm .
COMPANY

ADDRESS | 1 =00  Ni\S<en bay.ked:’d
oLl oo
e . \_As .
VA 2220 \ CODE :

w0
I

TEL NO : _— .
GOODS DETAINED : =
DESCRIPTION OF PARCELS : \_g_ e __;!;CS :
_M
- . —Sov~3— S — P
VALUE DECLEARED OF S =\ g’us o5

REASON FOR DETENTION:

@OMMERCIAL GOOLS IMPORTED AS PASSENGERS BAGGAGE ,
THEREFOR FORMAL CLEARANCE IS REQUIRED [ DA 500 )]
2) DUTY ONLY AS PER ASSESMENT:
DATIED
LUE e
3) LOST PROPERTY - STILL TO BLE CLEARED.
4) PERMANENT IMPORTATION OF FIRE-ARMS :
—= CONTACT CENTRAL FIRE-ARM RIGCISTER FOR S.A.P.312 oo
= CONTACT DEPT. CF TRADL &4 INDUSTRY [FOR IMPORT PERMIT S
= APPLICABLE DUYILs SUTILL [0 BE PAID LT

5) DOCUMENTARY IVILZNCI (O PURCHACE IN R.S.A IS REQUIRED
&) otHER = _
REMOVE TC STATL wailtlLSE ’ :

THE OFFICEK IN CHARCE .STATE WAREHOUSE
PLEASE ACCTIPT THL AZNWL MLNIJUNLD COOLS INTO THE STATE

WAREHOUSL 4S5 FOLLGw UG L
*0 __
¥e
,\'J e e N
.'.\ ..l: e e e ——— ".
NOTE: o
STATE WAXRZICL.SL RInT MaY ML CHARGED ON GOODSSDETAINED,
THIS DEPT DULS NG, UNLEVTANT THE CLEARING ANDXEQRWARDING £
OF GOODS - YCU nn._ -\....DL.IZN'CJ'..' ADVISED 10 A}\I\ANGE’WITH (A
CLEARING/FTORWARLING ASLN, / /
i /

RISINAL COPY OF THIS DL‘lENlION SLIP/
DATE: V= 02'\7’ =L

ioiae _
STAMYD: ©
end.

BEST AVAILABLE COPY




BIBASICS

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. (JS1), 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:

Attention:

“Phone #.

;Address:

Equipment Description:
South Africa Region

Dell Dimension XPS P100c, 540 HDD, 3'6 Fioopy drive, 157 Color Dell monitor,
keyboard and mouse

APC UPS 400! - 110/120

Practical Periph 14.4 Intermal FawModem

Colorado T1000 backup drive (400/800MDB) - internal
Tapes for Colorado T1000

Dell Latitude LX41000D laptop , 4MB RAM, 420HD

N o A Cee riof - Date:

Serial # Tag #

02-0536
02-0530

02-1023 and
02-1024

Qty

BN =k e = -

CONTENTS: Computer equipment

Contents are not for resale; Interco

NOTE: Consignee's signature cortl

Retumn signed BASICS Inventory C

Unit
Cost

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

$2,500

Total
Cost

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

$5.000




BIBASICS

BASIC SUPPORT FOR INSTITUTIONALIZING CHILD SURVIVAL

A USAID-financed project administered by the Partnership for Child Heaith 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:
Attention: CONTENTS: Computer equipment
Phone #: Contents are not for resale; interco
Address:
NOTE: Consignee’s signature certl
Return signed BASICS Inventory C
Unit Total
Equipment Description; Serial # Tag# Qty Cost Cost
_ AT&T 14.4 PCMCIA Fax/Modem 2 $182 $363
_ HP LaserJet 5P printer, {oner cariridge, printer cable 02-0531 1 $1,054 $1,054
_ Box of Disks (Windows for Workgroups, Virus Scan) 3 $10 $30
- Procomm Plus for Windows 1 $119 $119
_ McAfee Virus Scan 2.1 for Windows 1 $39 $39
_ Lotus 123 release 5 for Windows 1 $79 $79
_ Harvard Graphics 3.0 for Windows 1 $106 $108
_ Windows for Workgroups Users Guide 2 $0 $0
_ DOS 6.2 Users Guide 2 $0 $0
WP 6.1 for Windows Quick Reference 2 $1 $22

Received Complete: Date:




BIBASICS

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 / BASICS INVENTORY CHECKLIST

Ship.To:
Altention: CONTENTS: Computer equipment
Phone #: Contents are not for resaie; interco
Address:

NOTE: Consignee’s signature certl

Return signed BASICS inventory C

' Unit Total

Equipment Description; Serial # Tag# Qty Cost Cost
Printer Sharing Swilch, Cable 1 $50 $50 :
International Wall Outlets 3 $10 $30 s

Total Vaiue $9,945

Received Complete: Date:




SENT BY: - . 2- 9-96 : 18:33 ; BASICS PROJECT LSA-

@ International Techuologies Trading, Inc,

+27 12 3286102:% 2/

14 Bloomingdale Court, Rockville, Maryland 20852 U.S.A.
Phone: 301-984-3254 . Fax: 301-984-3922

COMMERCIAL INVOICE

February 8, 1996 | e
frooo

BASICS £

1600 Wilson Blvd. ————e— Ll

Suite 300 —_—

Arlington, VA 22209 —

Attn: Accounts Payable

Ref: Purchase Order No. 329 Requested by Ken Pinkela

Description ‘LQQ‘ Unit Price| Ext Price
1- HP OfficeJet Plain Paper Fax Machine | 1 $705 $705
220V/80Hz)

2- Delivery to Arlington, VA 2 25

Total C&F Arington, VA $730

Payment Terms: Net 30 Days, 1.5% Finance Charges Per Month After 30 Days

Invoice Due Date: March 8, 1996

Thank you,

Sincerely

Michael Mousavi



BIBASICS

BASIC SUPPORT FOR INSTITUTIONALIZING CHILD 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 support the Department of Health’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,

/éé-m/%fifww

Glenn Patterson
Project Director

A USAID-financed project administered by the Partnership for Child Health Care, Inc.
Pantners: Acaderny for Educationa] Development (ABD), 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

pf@
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UNITED STATES AGENCY FOR INTERNATIONAL DEVELOPMENT

USAID/SOUTH AFRICA @
P.0. Box 55380 ﬁﬁ'ﬁ‘i
Tel: (012) 323-8869 Arcadia, Pretoria 0007 Fax: (012) 323-6443
January 2, 1996

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

Department of Home Affairs
Immigration Section

Civitus Building

Comer Bloed & Andries Streets
Pretoria

Re: Exemption from Duties and Taxation

Dear Sir/Madam:

This letter is to certify that the Southem Afnca Enterprise Development Fund
("SAEDF") is a grantee of the United States Agency for International Development
("USAID"), under a grant agreement entered into in October 1994, and is engaged in
carrying out a Southern Afnca regional 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 taxes. 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

First Secretary
USAID/South Africa

Enclosure: a/s
u:\rla\docs\axcxcmp ftr



ECONOMIC, TECHNICAL AND RELATED ASSISTANCE AGREEMENT
. *  BETWEEN
THE GOVERNMENT OF THE UNITED STATES OF AMERICA
AND |
TEE GOVERNMENT OF TEE REPUBLIC OF SOUTH AFRICA

PREAMBLE

The Govermment of the United States of America and the
Government of the Republic of South Afrlca (herelnafter
jointly referred to as the ."Parties®},

have agreed as follows:

ARTICLE 1

The Government of the United States of America will furnish
such economic, technical and related assistance hereunder as
may be requested by rerresentatives of the appropriate
agency of the Government cf the Republic of South Africa and
‘approved by representatives of the agency designated by the
Government of the United States of America to administer its
responsibilities hereunder, or as may be requested and
approved by other representatives designated by either of
the Parties. The furnishing ¢f such assistance shall be
subject to applicakle United States laws and regulations. It
shall be made available in accordance with arrangements
agreed upon between the atove-mentioned representatives.

ARTICLE 2

1. The Govermmen:t cf the Re:ublic of South Africa will-
(a) make the full ccntributicn permitted by its personnel,

- -

resources, facilities, ang ge:*.e"a"| economic cenditicn in

- -

furtherance cf the rurczeses for which assistance is made
available hereunder;




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

(c) cooperate with the Government of the United States of
America to assure that procurement will be at reasonable
prices and on reasonable terms;

(d) without restriction, other than those normally applied
to representatives of foreign countries in accoxdance with
international law, permit continuous observation and review
by United States representatives of programs and oneratlons_
hereunder, and records pertaining thereto;

(e) provide the Govermment 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

(£) 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
héreunder, the Governmen: of the Reoubllc of South Africa

will
(a) bear a fair share of the costs thereof;

(b) to the maximum extent possible, seek full
coordination and integration of technical cooperation
programs being carried on in South Africa; and

(c) ccoperate with other naticns participating in such
gesass P .

programs in the mutual exckange of technical knowledge

and skills.

ARTICLE 3

1. In any case where commedities or services are furnished

on a grant basis uncer arrangements which will result in the
accrual of precceeds to the Government of the Republic of
South Africa f£rcm the import or sale of such commodities or
. services, the Government of the Republic of South Africa .,

except as may otherwise b2 mutually agreed upon by the

representatives referred to in Article 1 hereof, will:




(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 Socuth 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 upcn termination of assistance hereunder to
the Government of the Republic of South Africa shall be
disposed of for such purcoses as may be agreed upon by the
representatives referrecd to in paragraph 1 hereof. :

ARTICLE 4 -

1. The Government cf the Republic of South Africa will
receive a special missicn to carry out and discharge the
responsibilities cof the Governnment of the United States of

America uncer this Agreemen:.

2. The special missicn will enjoy the same inviolability of
premises as is extenced to the diplomatic mission of the
United States of America ancé the Government of the Republic
of South Africa shall acceord all Tnited States Governmment
employees (and their families) who are present in South
Africa to perform werk in ccomnecticn herewith, except for
diplomatic agent perscnnel covered under Article 7 below,
full and complete :immunitv frem criminal jurisdiction and
from civil jurisdiciicn in recard to acts performed by them
in the performance c¢f their cff:cial functions.

3. The Govermmen:z cf :thie Unized States of America will,
subject to cue cgns:deraz:icn of its own law, endeavor to
assure respect fcr the law of the Republic of South Africa
by United Sta:tass Govermment employees enjoying immunities
and privileges :in terms ci-this Agreement and will:

-




(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 request of the Government of the
Republic of South Africa, any United States Government
employee covered by this Agreement who may abuse the
privileges or immunities granted herein.

ARTICLE S

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 Government of the United States
of America to administer its respomsibilities 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 represent
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
Government of the United States of America under this
Agreement shall be subject to the regulations and practices.
of the Govermment of the Republic of South Africa regarding
payment of taxes normally included in the price of goods and

services.

2. Any supplies, materials, equipment, or funds introduced
into or acguired in Scuth Africa by the Government of the
United States of America, or any ccntractor or grantee
financed by tha: Govermmen:z, for purposes of any program or
project conducted hereuncder or any Southernm Africa Regional
program financed by the Tnited S:tates Government, shall,
whilst such sugplies, materials, ecguipment or funds are used
in cennection with such a trogram or project, be exempt,
including retrecactively, from any taxes on ownership or use
of property and any cther taxes, investment or deposit
requirements, and currency ccatrols in South Africa, and the
import, expor:t, purchase, use, or disposition of any such
supplies, materials, eguirment cr funds in connection with
such a program or prcjes: shall be exempt, including
retroactively, frem anv tarsiffs, customs duties, import and
export taxes, taxes cn curshase or disposition of property,
and other taxes or similar charges in South Africa. The
exemption £rcm curreancy ceantrols shall not apply to funds
acquired in the Regubl:ic cf South Afirica for purposes not
related to the official Zunczions of the Government of the
United States of America. No tax (whether in the nature of

4
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an income, profits, business, or other tax), duty or fee of
whatsocever nature shall be imposed upon any contractor in
respect of work financed by the Government of the United
States of America hereunder. v .

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 uncder Article 7 below, whether

(i) employeses 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 contract with or financed by, or
employees of public or private organizations under contract
with or financed by, the Government of the United States of

- America or any agency thereof,

who are present in South Africa to perform work in
connection with this Agreement or Southern Africa Regional
program financed by the covermment of the United States of
America shall be accorded exemptions, concessions and
privileges in resctect of taxation, import duties and
otherwise, no less favorable than those accorded to such
employees of ccmpa*a;’e bilateral govermmental assistance
organizations, and shall, including retroactively:

(2) not be subjec: to incorme or similar taxes in respect of
salaries and cther sinmilar payments, and emocluments;

(b) be entitlez, within six menths of arriving in the
Republic of South Africa, to import free of customs and
import duties, taxaticn and surcharge, personal effects
{including cne vehicle fZer personal or family use) and
hcousehold goeds and to export the same free of export duties
and other fiscal charges, at the end of their stay in the
Republic of Souzh AZrica: Provided that the six month period
will be leniently applied where circumstances and fairness
may so reguire: Provicded further that the employment

5




conditions of persconnel regarding importation of personal
effects and goods for personal consumption shall be
recognized, and in particular all such personnel (and their
families) who returm 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 securlty prov151ons 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 Socuth

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 Lnde* 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 cut
the Government of the United States of America's
responsibilities under this Agreement.

2. The Government of the Republic of South Africa will, as
far as possible, give favo*able consideration to
applications for work permits for spouses of persconnel of
the agency designated by the Governmment of the United States
of America to carry out its responsibilities under this

Agreement.

This Agreement shall nct regulate the immunities and
privileges to be accorded zo members of the stafl of the
agency designated by the Gevernment of the United States
of America to administer its obligations in terms of
this Ag*eement who are accredited members of the staff of
the Embassy of the United States of America in the Republic

]
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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 derlved from any
program of assistance undertaken hereunder by the Government
of the United States of America that such- funds shall not be
subject to garnishment, attachment, seizure, or other legal
process by any person, fimm, agency, corporation,
organization, or government when the Government of the
Republic of South Africa is advised by the Government of the
United States of America that such legal process would
interfere with the attainment of the objectlves of the
program of assistance hereunder.

ARTICLE 9

All or any part of any program of assistance prov;ded
he*eunder may, except as may otherwise be provided in

rrangements agresd upon pursuant to Article 1 hereof, be »
te*mlnated by either Government if that Government
determines that because of changed conditions the
continuation of such assistance’ is unnecessary’ or
undesirable. The termination of such assistance under this.
provision may include the termination of deliveries of any
commodities hereunder nct yet delivered.

ARTICLE 10

1. This Agreement shall enter into force upon signature.

2. Any amencment agreed upon by the Parties shall be
effected by an EZxchance of Nctes, or such other means as may
be agreed ugon by the Par:ties.

ARTICLE 11

This Agreemen:z shall remain in force until thirty days after
the receipt by either Government of written notification of
the intention ¢f the other.to terminate it. Notwithstanding
any such terminaticn, however, the provisions hereof shall

7




remain in full force and 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. P\:";—'.‘fpr.\.cx on the Q\‘?'\V\’\ ceee... day of
-Dec.-!i.“.*.\:.”%l" ...... , 1995.

FOR THE GOVERNMENT OF FOR THE GOVERNMENT OF
THE UNITED STATES OF . THE REPUBLIC OF SOUTH
AMERICA: AFRICA:

//LW/NM\A

8 ' the sizned arigi.

! nal.’}‘

IS
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FlDELITH’ GUHRHNTEG HCCEPTHN_CES (PT) uo
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. oy L. l'ndm\mm_ \y:‘ﬂs ﬁ\r Pnn:: 'n.\ur:n.. Lump:uw Lxmucd = - - - 2 et
T "E»ap:lrk DBlock C Suite 208 Judges Ave’ DF Matan Dr Cresta PO Box 4017 Crcu Sty T = el
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: PROPOSAL AND QLESTIO\’\ AIRE o
COMMERCIAL FIDELITY GUARANTEE INSURANCE
Broker )
CORMACT NAME  eoooeeoeeeesoeessessseseeessessssesssssaseessass Te! - Fax

T IS IMPORTANT TO PROVIDE FULL AND DETAILED ANSWERS TO ALL QUESTIONS TO ENABLE THE

LUNDERIWRITER TO TREAT EACH PROPOSAL ON ITS OWN MERITS.
THE PROPOSER IS OBLIGED TO REVEAL ANY MATZRIAL FACT OR INFORMATION WHICH MIGHT AFFECT THE

.JLDGE\[:\T OF THE UNDERWRITER [N DECIDING WHETEER TO ACCEPT THE PROPOSAL OR TO IMPOSE
SPECIAL CONDITIONS.

SECTION ONE - PARTICULARS OF THE PROPOSER
27 — \/2

/" I/J/; —r/C_

Ghrie 227+ A

Tt et i G

1.1 Name of Protoser

1.2 Pesial Adcdrass

o2 f
’ - -
1.3, Physical Acgress ' : _5"’ R e R
/S ' : - A ~
et it LIRS Y ol
1.2 BIARCRES 10 38 IRCIICEE  woossfo sl eeereesesios et e esar et ene s RS R S SRR SRR AR RS RRA R 0

IT IS ADVISASLE TO INSURE INDEPENDENTLY OPZRATING BRANCHES WHICH ARE REMOVED ‘:ROM
TEZ DIRECT CONTROL OF r’:AD OFF;C- UNZER A SZ2ARATE POLICY

//L.)J r, /_ /p,. AT e 9_,_‘,,_(__ . ._/rﬂ/(_, e /7/6/ '},-";J’L%
./ - - -
. . . }VM/J.‘/_‘ _7 /UJ Lol — ’) S o2 ‘r"b"’ 7%—(/11 fu?v .“"‘:
1.5. Nature of Business /77 s .:w-: g U SN
/ - A Y ‘L
v &_: U
1.6.  When Established ? RS

SECTION TWO - INSURANCE HISTORY

2.1 Do you curreatly hold 2 Fideliry Guarazte: Inscranze” YES / NO\,
If YES, give particulars and state whether tus polic 13 to remz:n in force. —_—

2.2 Has any insurer ever cancelled or refused to accept or continue any Fidelity Guarantee Insurance or imposed special
conditions? YES /_9
If YES, give particulars.

.............................. BEST.AVAILABLE CORY
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T BEST AVAFL:&.F?{.E e r~.v

SECTION THREE - EMPLOYEES

DEFINITION:

EMPLOYEE SHALL MEAN

(A) ANY PERSON WHILE EMPLOYZD UNDER A CONTRACT OF SERVICE WITH OR APPRENTICESHIP TO
THE PROPOSER

=) ANY PERSON WHILE HIRED OR SECONDED FROM ANY OTHER PARTY INTO THE SERVICE OF THE
PROPOSER

WEOM THE PROPOSER HAS THEZ RIGHT AT ALL TIMES TO GOVERN. CONTROL AND DIRECT IN THE
PERFORMANCE COF HIS WORK IN THE COURSE OF THE BUSINESS OF THE PROPOSER .

3 State the numter of employvess in 2ach of the foilowing dezarmments :
Executive Management - Leecveecenene Purchasing and Sales ...,
Maznagement e Genenal AdminisTation  ceccevevecrennnees
Accounts * Finaacial / Security Parsonnel
- With accass 10 money $eCUrilies coveeroaimeereneeraene =YouwrOwn e :
- Without 3¢2¢ES 10 MOREN/SETUTIHES .rvevvaeeresserrenrcrens =Others
Computer Rasearsh “Development  .ececcceenneees
- Anchvstsprogramimanss e
Biue Collar Workers e,
- Operators e
Technical (engineers &18) .vvevverevenrceeen,
- Supportarsas e e
Other (specifi)
S10ck and Warehousing s et reaeveeeernerias vee et
TOTAL NUMBER <
3.2 Has the number of emzlovess changsd materially over the last 12 montns 7 YZS 'NO /y//r’.l
IEYES, WEY T oot es et e s e besam e seb et e e sem s s aasaseees s sre s b s ehe s e s s sammsssrseas e aes et e e et me e e semeessamnem s st ensasansnesenrens
- -—an . il .. . 1"y .3 M ek bt K-\
3.3 Is the numGer of employees likely to change matenally i the next 12 months? YES /\\9
DY E S, WM et eost st aeamanesa s atsusss s e i e e eet eaeae s seta et At e ee e et emst e e e ene e s e se s rmeeen st rereansnrans
3.4 Are any of your emplovess based cutside the borders of Southern ASica? YES :@
If YES, give particulars and state whese included uner 3.1.8DOVE ot e e s et sma e seaaran
3.5 Give detils of vour screening process for new emplosees ... 7/ / /J

3.6. Have any of your employess been dismissed during the last 12 months? YES 7/ NO N /r;1

IfYES, give derails for each dismissal

T oremmred belidee s €ay fancr siim weslc in each calendar vear . durine which
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SECTION FOLR- -\CCOUNTING SYSTEM ' T

IF ANY OF THE FOLLOWNG 'QUESTIONS IS ANSWERED WITH "NO". DESCRIBE YOUR SYSTEM IN EACH
INSTANCE. . .

.1

'J.
!J

4.4

.J-
~f

4.8.

4.9,

4.10.

4.11.

4.12.

. Are bank statements reconciled on receipt ? - NO BREA et senmnz v ‘

Do you deposit cash and cheques daily? YES ¢ NO

b’lﬂ«}f«d )L-/\/I/J./O ﬂ//\./v/] [/./.A/ka(, M éa,«_é Lansleeriz. .

Are receipts written for all cash received 7 YES 7 NO /’// ?

Are all cheques received recorded by a person other than the person responsible for banking? YES / NO /2

Arz monthly siatements sent 1o cusiomers by pest? YES / NO ﬂ///“?
Are statzments of 2ccount despatchad Ty persons olher then employess handling cash * ehegues ? YES / NO )//
s
Do all chegues require nwo signarorss YES 7/ NO
L

.......

Are requisitions for cheques with printed signanures authorised by rwo signatories ? YES/NO /V//%

Are bank statements, receipts, counterfoils, and supporting documents checked at least monthly against the cash book
entries , by persons other than emplovess making cash book enties or bank deposits ? / ES./ NO

-

Do yc;u enforce strict and timeous credit congol?  YES /7 NO “ - ///A. e - —— .

e SmRaseeu & vy mere a LR AR LR T - . . — e ces e
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AL ~SECTION FIVE "RE\IL NERATION = L L

™, s ."' pd s—,L,.l.-q\,__.\ LR L Yie et emae .
s ‘_'.‘;.._'""*I«-'qu PESEIATIRGCAYIETIA I L e T e L -
- = sl pees : A ;Jcca N /a_ LeFoAlC—
LA ‘\\hxch department handles remure-anon of :mplme:: - 40 Lt 6_ =7 M 72l &
R Gt o ST R 715 Pﬁ"yi’oié )4'6'5—1'«-3/ . -
;2. - Descrlbe the sc*eemn" prac-ss apphed 10 smﬂ’ involvad in the payment of remuneration . -
EE
5.3 Describe the proczdures emploved in the payment of salaries and wage
i
35z ./[ !
P
= = g
34, How oft2a and tv whom is the payroll checked against a st register 2 ... SEZ. 2.
3.3 Descrite the control proceiure or the mansfer of deductions for P.A.Y.E. Pansion . Medical Aid . and other fund
~zz 5.1
T T reeertemne sennesenneonarans ereremtescstbieeiaest et rae st e resesaenebsnssnen
SECTION SIX-STOCK & WAREHOUSING
"
6.:. Descrite vour sicek fsezaraely for maw moteninly and Anished goods. ifapplicatle) L NP ..................................... .

....................................................................... onerresssssasnoncs

6.2. What is the average veiue of vour tow! stoek * ... ’/%?//

6.5, What is the approximaz: highest unit value ? Name the item. "/ﬁA

6.4, Descrioe your svstem of check applied to stock arnving on vour sremises %7

6.5 Describe the controls applied to the movements of stock within your premises. /%d t




romises. ” T
e e n//’ I .
a3 AN 4 - R
6.7.  Describe vour system of inventory control . - /‘/ﬁ’
6.5. By whom and how often is a stocktake done 7 ’\%9
6.9. What action is taken upon discovery of discrepancies benween inventory and stocktake?
7 g
6.10.  When was vour last stockuaka 7 ... /\%ﬁ- .
6.11.  Were there any discrepancies ? YES "NO ,%9
IFYES, QIVE QRIAIIS. et se it setens s sesras s e s bens e sesmame s e mebm e e meme e e s m s acnmeme e se s s s amen
SECTION SEVEN - PURCHASES
7.1 Do you use a list of approved suppliers 7 YES / NO .
L - -
- - . . . et 22 © P, s> -_— !
72, Descrite vour system for purchasing goeds . L nLa AL RYOTES - 72/55 ..........................
LLelan ABLENESS T iR o | TR nimeisE ORPER
7.3. Is there a strict separation of funciions berwesa puchasing / receiving, and paving / accounting ? YES "NO "%
7.4. Prior to payment do you reconcile the order, invoice and delivery note ? YES ./ NO
/15 How do you check that your buyers do not excesd thewr limats of authoriry ? %/"E'J';_S SoITLE

CF. Azt Rury. RO 2hsics 4s -,4(:_2.__)5;%,_,? S e
FNIE. 210 APM 11 STR AT o~

BEST AVAILABLE CGFY



SECTION EIGHT - SECLRITY

3.1,

8.4.

8.5.

3.6

. P
Do you have a security dasartment ? YES /NOJ

IfYES, -describe functions and operating procedures

........

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

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

- is @ Security *{anyal maintained ? YES NO
- how do you ¢sarol acherence 1o the manzal 7 e

........

IfNO  -whois resporsible for securin? KIS LT Ao A SR
- -
- descrive functions ' procedures ....... {"'/l(/A/D/N . & I ...E'C_ ¢ '2 i /7 < ‘:[</93/""’
.. . v
Descripe perimeier preieciion of vour premises voeneeesnennde "71 ................................

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

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

Descripe access and d'.'p?_:'_—_'y: conmols for — az
- vour employess SEL S LK

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

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

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

- othsr parsons

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

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

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

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

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

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

Do you have areas Whit;h ars resmicted 1o suthonse? emploress ony ® YES *NO /f///?

If YES. list the areas and describe how 8ccess 13 €ORToled . oot eeemeemsenene

P R Lo

How do you control access to vour premuses outside of normal business hours ?

s Describe your system of control for strongrooms. safes, vaults, or any other place you keep valuables .-

w/ S

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




B R ~ BEST AVAILABLE copy

SECTION NINE - AUDITS e e e
INTERNAL AUDITS . )
9.1. Who authorises imer"nal audits ? /\L/ i Iy WOA/' £ ' Q/f/ﬁ/[ yove Z '/ 5)5 4
9.2, Who carries out internal audits 7 .......... Qﬂﬂ'a TIONS AR |

9.3. Is there an “audit and procedurss™ manual? YES / )f(
9.3.1.  ITYES. was it verted by vour externa! auditors ? YES X6

9.5, Ars " surprise audits " made ? YES / 22

9.5 Are 2ll vour operations. including the branches to be included in this insurance, audited on a regular basis * Y5 ./ X8§
9.5.1.  IFYES. which areas are npically covered ? ... A2CELUMTS

9.6. Is the person responsibie for the auditing forbidden to originats entries ? ¥=5~ NO

9.7. When was the last internal 2udit carried Ut 7 v cenieennenenans 1)///.1

o.s. Speciiy any recommendations made 25 a rasult of the audit .

9.9. Have these recommendazions been implemanied? YES ' NO

If no, give rezsons . s e e et s eres e
EXTERNAL AUDITS
9.10.  Isyour starutory annUal audiz cxmied out by an indspenzent fim of Chartered Accountants or srofessional

aucitors 7 YES/NO — < ceeSEC T A s 3)3 /5

S
— P . JUE

Q11 SIZME N NAME coore Dot et e e
9.12.  How long have vour books been aLdit22 by thus firm ° A
9.15.  Areall branch offices to be inziuded in this cover audited ndinidualiy ? YES -NO 'U/T"J

9.14.  Are any audits, other than the starutony audis, camied out ° YES / NO N/ﬁ‘

IfYES, give details

9.15. When was the last audit carried out Ay /’;J

~ SLAWIONY e, - Others (specify)

V1A

9.16.  Specify any recommendations made as & result of the audits

9.17.  Have these recommendations been implemenied?  YES / NO .. N /é'. e e

IfNO. give reasons. . T e enestoram e insms e en s o Tont

9.18.  PLEASE ATTACH A COPY OF THE LAST FINANCIAL REPORT. f



SECTION TEN - COMPUTER SYSTEMS

This scction is only to be completed if vou process data electronically using

- a mainframe
- a networked micro/ personal computer system
- 2 non-networked micro / personal computer system which includes managing supervision design creation or alteration

of systems or programmes.

10.1.  Give a brief descripticn of your svstem.

10.2.  Are all vour branches to be included in this cover. linked to this system ? YES/NO

If NO. describe their sysiem . ; .

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

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

10.3.  [Is vour elecmonic data processing operation audited regulariy ? YES / NO

If YES,
- give dezails

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

~date 01251 aUAIl eeeeeeeecrvrrerereentane e saeneaee

- specify any reccmmendarions made and whetnzzamplemented. trrsteeeetennn e s s e bens e erenebe b s R A s e s

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

10.4.  Does your computer svstem

- automatically effect pavment wansfers ? YES /NO
- produce presigned cheques 7 e YES/NO
- produce unsigned cheques ? . YES/NO
- produce payrolls for manual pavment procedures ? YES/NO
- prepare any payment schedules or cheque requisitions for manuai pasment procedures 7....... YES/NO
- control stock ? YES/NO
- calculate charges for goods or services” YES/NO
- order goods ? " " YES/NO
10.5. Does a Data Security Officer implement and administer data security ? YES/NO

10.6. To whom does the Data Securiry Officer report ?

10.7.  lIs there a Data Securiry Manual ? . L. YES/NO
10.8. ' Do you récord -ch.a‘nges mad: to programmes 7 _- ., - YES/ Nd
10.9.~- Do you record who.ju.tade' those changes 7 .. ‘ e ,‘(ES _INO s

L -

- .-

W



b,

10.10.

10.:12.

10!

U

10.20.

10.21.

10.22.

10.25.

10.24,

10.26.

. . . ) em - - . . PR s,
How do vou ensure that unsutherised amendinents to programmes are  prevented. or are discor ered within a

reasonable time?

Is thers 3 segregation of duties whereby
- the functions and duties of system design and programming are separate from computer ogerations 7
- sregrammers do not operzte the computer for regular processing runs ?

- computar opersators are resiricred Tom accss 1o data and programme information not necessary
for performing their assigned task ?

- the emplovess in data processing ars separatzd rom all duties related to the initiation of
mansactions and initiation of requests for changes to the master files ?

Are th2 operators who are 2ssigned to individual application runs rotated periodically ?

ITYES. how 0fien1 7 coeeecerrecrcanens tevresseneereeassesearans

When confidential computar ousput has o be re-run are the original reports destroved under supervision?

T zhecues ore prepared by your compuzer ars the stocks of chegues under control of 2 person

i

other than computer personas! !

re Master Programmes and Tiles storad in duplicate under strict security conrol and s2parately
frem working programmes and flies 2§ 2 presoution against simuit2neous destuction ?

PR

Is 2n znalvsis compiled and printed by the compurer ot the onc of each shint or day, showing lobs
proczssad and time spent on e22h ?

Fow ofan is this analysis reviened 31 the cperiions Manager  sUpeiVISOrT v

Are levels of acosassibiliny conmolied oy using p2sswords or s:milar security mezsures ?

AT WA2T irtervals are passwords CREIELE T it e e e ns et et e ras s e
Do s:a{T either initial, sign or otherwise ident S €aiathes pragare ?

Is the use of :erminals resmicied to authorsed pessennef ?

If on-line data is used are wansactions recorded ?

Are terminals restricred to the tvpe of message that can be sent or received from it?

Are spF:ial log-on passwords (ifferzat fom an indwidual cyerator's password) used when logging in
a terminal 1o provide verification of the we=mwnals idenuny °

Do you encrypt data ?

Do you use a software svsiem to monitor telecommunications ?

BEST AVAILABLE COPY

YES

YES

YES

YES

YES

N0

NO

"NO

£ NO

"NO

NO

“NO

X0

NO

NO

NO
NO
NO
NO
No
NO

NO



SECTION 11 -LOSS HISTORY .

During the last five (5) years did you suffer any Fidelity Guarantee loss of money and'or other property belonging
1o vou or for which vou were responsible or did vou sutTer direct financial loss as a result of fraud by or dishonesty of an

employee? YES/NO /‘J/ 4

If YES. give information for each of the losses :

When When Place Typeof Luss Amount
Commirned Discoversd .
LOSS | ...

LOSS2 .- / : /

LOSS 1

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

LOSS 5

LOSS 4 . SRR

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

What action did you take against the perpezator ?

LOSS |

LOsSs2

LOSSS

LOSS 4

What steps have been taken to prevent recurrence ?

LOSS 1
LOSS2 ... T o B
LOSS 3 ... ‘ . e e HES

LOSS 4 .. o ‘ o %f



SE(;'TlON 12 - INSURANCE REQUIREMENTS
! C N
K200 g0
—
HAA-O VD ¢

Limit of Liability . any one loss / year

Additior.al Claims Preparation Costs, if required

12.3. Do you require any of the following Extensions : yjﬁ’

- Retrcactive cover extension - no previous policy in force YESNO
- Superseded policy exiension e YESNO

IT YZS, state : Name of Insurer .. Policy Number

Sum [nsursd ... - Inception date

- Reduction / reinstatement of insured amount clause YESNO
- Cosic of rezovery extEnsion  weeeesssmsemmsessenns YESNO
- Extansion for losses discovered mors than 24 months after being commised but not more

han 36 months thereafsr cercessessiniinnne erosessammasasasseneras YESNO
- Exzencicn eranted on recsipt of 3 satisfactory sysiems audiz in respect of Josses discoversd

mers than 74 months after being commingd e . YESNO

If YIS, s:ate name of aceounting firm weeeneense

—

o 1240 Vilumas First Ampourt Payable
in 2¢éiticn to the compulscry amount pavable , 46 you wish to cary an additional deductible 7 YESNO

11 YES, site the amount (must excesd COMPUSTTY ATOURT) ' Rocevrmressssssssssomnenes pemareeseseneen
’A/ ; 4 ‘/J
2 e e - - - . 4
S oo of insurenes : From foe. G 0? ...... % ..... To: 3/3 ——

DECLARATION

We dezlane that the satements and particulars in this orogcsal are mue and that we have not misstated or suppressed any material

facts. We 2g72e that this proposal together with agy other iicrmancn suzplied by us, shall form the basis of any conwact of

inserazce eSeciad therson, and shall be incorporared therzn. We also declars that o other policy is in force, or will be efected
during 2 currency of the policy now propesed owier thas 2 Monev Policy or the policy declared under 2.1. of this proposal.

We unézmake 1o inform the company of any marerial altzrzuien 10 these facts, whether occurring before or after completion of the

conzas: of incurance,

Signing this proposal form o bind the preplser to complete this ingdrance, mor does it bind the company 10 accpt the
propeszl. }4,4

SIGNATURE OF PROPOSER ,, /o / (=7 L . ‘ '
DESIGNATION

pATe .. RR 2R Vo )

fga 835

gEST AVAILABLE cory



Fidelity Guarantee Premiums
from
January, 1995

Premiums are valid fer UNEXPOSED nrisks and must be increased for EXPOSED risks at
the Ciscreuen of the UNDERWRITER.

Premiums are INCLUSIVE of VAT.

Premuums at the levei of TZN empiovees are MINIMUM premiums for the poiicy.

Premiums applicable to cumcers of empiovees or Emits of indemnity NOT shown in the

tables are amved at by exwacoiauon

- Premiums are subject 1o:
3 RISK EXCESS eouai 12 TWO perzzat of e Linut of Indemnity for each and every loss

occurrezce, followed v : TEN percemt CLAIMS CONTRIBUTION by the Insured.

Subjec: otherwase to the terms and conditions of the policy wording.

BEST AVAILAB| £ COF“Y:

—— e —————
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Fidelity Guarantee Premiums from January, 1995

Fremiums are vaiid for UNEXPOSED risks and must be increased for EXPOSED

risks at the discretion of the UNDESWRITER

imit of Izdemnity (R*000)

:;. o pute 30 40 £0 60 w 30 20 100
tanls
{0 1020 1520 1530 2220 2610 2910 3l1s0 3360 3710 3950
2 1360 2040 25930 2070 3500 3900 4280 4630 4970 5300
30 610 2420 3070 3640 4160 4630 5080 £500 $900 6290
40 1820 2730 2470 4110 4690 5230 5730 6210 6670 7110
0 =000 3000 3810 4520 5160 €750 6300 6830 7330 78190
60 2160 3240 4120 4880 5570 §210 6810 7370 7920 8430 =
70 2300 3460 1390 §210 5940 6630 7270 7870 8450 2000
g0 1440 2660 4650 £510 6290 7010 7690 8330 89490 9530
90 2560 agso 1880 £790 6610 7370 8080 8750 9400 10010
100 2680 4020 3110 6350 6910 7700 8450 9150 9820 10470
200 3590 €390 6850 3129 8270 10330 11330 12270 13170 14040
200 +260 6§400 8120 2640 11000 12260 134549 14570 15640 16670
400 4810 7230 °180 0380 12430 13850 15180 16460 17670 18830
S00 £280 7940 10090 11960 12660 18220 16690 18090 12420 20630
6§00 £710 8580 20900 12920 14750 16450 13030 195840 20970 22350
700 6090 9160 L1630 13730 15750 17550 - 19250 20860 22390 23860
800 6450 9650 pus B 1) 24590 16660 18580 20370 22070 23690 25250
900 §770 10180 L2940 L8340 17510 19530 <l4l0 23200 24900 26540
MY 7080 13650 p o} -6040 18310 ~0420 22390 24260 26040 27750
.Z00 3410 12640 6060 L8040 21740 <4240 26580 29800 30920 22950
000 9500 14280 3140 =50 24560 27380 30030 325830 34920 37220
2500 10440 15630 29940 23640 28990 30090 33000 35760 la3se0 40900
3000 L2270 16950 22540 <3540 29160 32510 35650 38630 11460 44190
2500 12030 18090 <a29% 27260 31130 34700 18060 41250 14260 47170
1000 12730 19150 24322 2383%0 12940 36720 40270 43630 416840 19910
4500 22380 20120 28570 20320 J4620 38600 42330 45860 49230 £€2470
£000 12990 21040 28740 21700 26200 40380 44260 17960 £1480 54860
£500 24870 <1910 =340 -3010 37690 42020 46090 49230 53600 §7120
6000 15120 227130 ba-1 ) 1} 242980 Js1lle 43600 47820 51810 55610 59270
5500 15640 23510 23080 5430 40460 45110 494680 .53590 £7530 61310
7000 16140 24260 <0130 -8560 41730 16540 5$1040 SE300 59360 63260
7500 26610 24980 <2740 37840 42990 47920 €25860 $6940 81130 65140
8000 17070 25680 22620 <9690 44180 49250 54010 £8520 62820 §6950
8500 17520 26340 347 296%0 45130 £0S30 55420 60040 64450 68690
2000 17980 26990 34290 40670 46440 $1770 56770 61510 66030 70277
aseo0 18360 27610 150%0 41610 473510 52970 58090 §2940 67560 72000
10000 18770 28220 22860 42520 48560 £4130 $9370 64320 §90S0 73580
;’-tm".“:‘:.';:_:uxij' \C"lr|—.-n'__::.,'L;annl|u..--




100

-00
200
s00
z00
sQ0
700
800
00
-Co0

.£00
2300
=500
2000
2500
000
4500
£300

£200
3900
§500
7000
Ts00
3000
3s00
9000
2500
loo00

CosT
3850

£300
6290
7310
7810
8430
2000
2530
2001lo0
10470

'™
'™
o
~) &
(=]

'™
o

P
w
@ as
(8
o o

20690
<350
22860
=s2%o0

26540

22350
37220
40900
44190
47170
49910
22470
54860

-~0a

—ARLE
6040

8100

9610
10850
11330
128%0
13760
14550
15300
16000

1450
£470
8770
1620
34160
26460
28590
40560
42410

(3]

[ Y]

W o~

£4Q360
£6880
62520
67540
72100
76230
80200
33860

B7310
90590
93710
96700
29s70
-02330
10499%0
1073560
1lo060
112470

100172
b= $ -}
37720
--2280
~=3480
LiT830
-=089%0
-=363%0
-=6510
-=32%0

23260
29490
44610
49020
2970
36540
£2830
§2390
85762

wn

»n

73090

88l:¢

95950
L347<0
~-2%00
.2%320
-4l60
L23040

-2%¢00
.40480
-45328
249980
Lt441l0
“tee%0
.62820
166310
270670
274420

AN

Zizit eof Iademnicy

10820
14510
17220
19460
21380
23100
24660
26090
27430
28680

.26810
143810
130370

256570
162440
1680%0
T30
178530
L83300
198270
132890
197360
2016950

(R*000)

750

lile60
-8980
<2540
<S460
~7980
20230
22270
24140
35890
37530

0330
£3760
67510
74200
galso
85560
20540
95170
-99520

L.8170
233480
46720
58500
.6%190
179040
-38200
126790

~049%00
-s2290
<12920
-=§%40
=23870
-40150
<363%0
252430
258280
263960

ESTIMMED X- CHAV /=

(2% %)

Fidelity Guarantes Premiums from January, 1995

Premiums are vaiid for UNEXPCSED risks ana must be increased for EXPOSED
risks at the aiscretion of the UNOERWRITER

10%

R 2.5 2 = 3

1000

17180
23040
27350
30830
23960
6680
39160
41430
43550
45540

61080
72520
81320
90040
97270
103840
109880
115500
120780

143410
161990
178050
192250
208330
217280
228400
238830

248670
258000
266%00
275410
~83580
291440
19%030
306330
313450
320340

2000

26910
36090
42850
48400
£3200
57470
61350
64920
68240
71360

95710
112640
128370
141100
152420
162710
172180
180290
139250

124720
12840
279010
301410
321760
340480
357900
374240

389660
4104290
418240
431570
444380
4156690
168570
480080
491180
501970

2500

30440
40830
48480
54760
60130
65020
69410
73450
Y7210
80730

l1o82s0
129570
135240
159630
172450
184090
134800
204770
-i4120

254240
287200
315670
341020
264030
385220
404920
423420

440860
457420
473190
4882390
£02770
516700
€301s0
541140
£55730
€87930

2900

33280
44630
52990
£9360
65790
71080
75870
80220
84390
88250

118360
150540
158760
174500
188510
201230
212940
=23830
233050

277910
313330
345060
372770
397930
421090
442630
462830

481910
500000
S17250
£13740
49580
564810
579500
593710
607460
620810

—

————— e

BEST AVAILABLE COPY
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Fidelity Guarantee Premiums from January, 1995

Premiums are vaid {or UNEXFOSED risks and must be increased for EXPOSED
risks at the discretion aof the UNDERWRITER

Zizit of Indemnity (R°000)

do.

of 2000 4000 2100
tools .
10 33280 27430 40360
20 44630 50210  S4130
10 £2990 59610 642170
0 59860 67340 72600
s0 65790 74020 39790
60 71080 79960 86200 ™
70 75870 85350 92020 '
@ 80 80290 90320 97370
20 84390 94940 102350
100 38250 99270 137020

200 | 113360 133150 143559
200 130540 1SBL10 170453 |
100 | 158760 178600 :92£53
500 | 174500 196310 211640
600 | 188510 212070 23B63d
700 | 201230 226380 234062
800 [ 212940 239560 -58263
s00 | 222830 251810 :ITisNQ ’
1000 | 224050 263310 232873

1500 277910 312650 -I70%2
z000 312930 253180 230763
o 2500 345060 388190 18323

avea

2000 372770 419360 <531Z3
3500 297930 447670 <82830
4000 421090 473730 fletle
4500 442530 497960 Ilé050
000 462830 520690 félld

$t00 481910 242140 34400
6000 00000 562500 06430
6500 £17250 £81900 &373%0
7000 £33740 600460 547382
7%00 £43580 618270 348360
8000 S64810 635410 633030
3500 579500 651940 2880
2000 £93710 667920 TIooes
2500 607460 683400 TI4750
10000 620810 698410 TIlv60

L s o iy VAT R e e T LTS




APPENDIXJ



s

\¢

%

~ Price waternouse

Chanered Accountants {SA) Gobie Street Gobiestraat Telecoper Teigters (512 3<e
. Newlands 0081 Newlands D081 o
Geoktrooieerde Rekenmeesters (SA) Pretoria Pretoria DX 184
PO Box 35296 Posbus 35296
Menlo Park 0102 Menlopark 0102
Pretoria Pretoria

PriceWaterhouse “

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 tor 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 10 contact us should you require more information.

Yours faithfully

& WA

PRICE WATERHOUSE

JFG/ss -

Senlor Parinat Sereor Vennool C be;sa Drpway bormer Portoae Lok Semor Yannool FC or Beer Manzging Partner Brsturends Vennoot SA Hernan /
Pariner-in-charge Yennoota-benews O G Lackt Pumers Pazsue vennots G be-onsS b Boeg=an G o Sager C) Dey VJ Fars PH) Jooent
BW Kbty K Rzt PJ Vwrs 1 Wewrow



'1‘). -
z/27/%, .

- Ms. Poole wanted to know how the medical benefit will be handled? How should it be paid out?
She recommended that if BASICS 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.0.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 of the 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 - = 150 $ 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, teliing 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 Pnce 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 advise me on how I should proceed with this proposal.
The accountant would like to know how we are going to proceed by c.0.b. here, tomorrow.

2.) There are funds still available i1n the most recent budget for a secretary (hired through outside
services). Marilyn and I concur that 1t would not only be a good idea to leave the secretary funds
in the budget but also look into a temporary senace (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 activities that are cormung on the calender. It would be nice to know
that there 1s a local secretary available that can come in when needed (PT basis) and do word
processing, etc. so that Prudence can focus her attention on backstopping activities in-progress.

3.) Manlyn and I reviewed the budget (the one we received via fax from Washington - the most \CD
recent version) after she sat down wath Alan Foose USAID Here are a few questions that arose i3t
in Marilyn’s meeting with Alan and then again in the meeting with me. These questions just need

a brief clanfication.
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REGISTRATION OF EMPLOYER
income Tax Act (Act 58 of 1

862, &s amended)

1.1 Tragdename FOR
OFFICIAL
1.2 USE ONLY
Signature Date
1.2 Business address 1.4 Postal address (lo which correspondence must be posted)

Postal code [ID:] -
1.5 TEL NO. vemeere e vecsreeesereresserenme DIEMNG COT v ervoeeeeeeresres e Postalcode [ | | | |

1.6 Name of magistenal 0:SINCl iNwWNIZh EMBIDYEIIS SHUBIET t it i e e sart sttt e s e meaE e s oA bt asms s e R S bbbt bsen e bs

1.7 Ownershup {Mark with an X)

Individual | Parinershin Company D Close corporation D
Other D [0T=T ot o O USRS EPURRUPRIN

1.8 Dateonwhichyoubezameanemploverinrespes: o/iexadie employees

1.9 State epproximate number of employees fromwhose remunerzhon employees tax will be deducted..

1.10 Doyoumake use 0!the services 0! SuD-coRrazicrs? (Marm w11 an X) coveveeiicecieireenennesne

1.11 Wereyou previousiyregistered s anempiover? (Mark with 87 X) (o iinnnnenenseninnns

1 YES, 5tale 8 Wil R IVET Of OV B S DMIC8 ..ottt err et cat e sae e err e e s e e st e sesarem e s b es s R e EE R et 4 snas e s s r s e b e s Reoa s s s abe st sa s sansnrta e

1.12 VAT relerencenumberdregisierec as a venas:.
1.13 i 2n exisung enterpnise has been laken over, siate

(2) Nameo!orevious owWnel.......ccoeeees . R e eeier i eiesirestsreereerestiesiieiiessvassectiesasaroaeesiaassarsaeaeete i et seeennaas s rnneeranenn

1.14 In which othicial 12nDLage wouls you D'e'e” Lhure tIesDImzenze” (Mark w it an X) | AFRIKAANS ] | EnGUSH { |

PART 2. PARTICULARS OF REPRESENTATIVE EMFLOYER See ~zes A2 2 80 82)

2.1 FUUNBME woencvieemrenmt s . OO OO
2.2 Business Orpasial 8SCrEss. . vninvinens oo . e eeiteee eieteeesiaseesssesresiesserirereeastereitieeeieestecanrteeeieneiseanranteiens
2.3 IGOMBY NUMOR coceeeeeee oo o e, PT T I vl v T
2.4 InCome t2x telerence nuMDder o' 1Ne 1NS v.S. 8" e I S I I DR DR D
2.5 Capacty{seeNOWE A2 2)...ceceeenenne.
2.6 TeLNO. oot e e DIEINS CODB ettt e s
PART 3. BRANCHES OR DIVISIONS OF THE EMPLOYER S ATTIVITIES .See n2tes £1 anz B3) .

3.1 Tradge names and 230resses of D anc-es 5 = . § 3-% 33 e Dancnsepisieres &s an Employer? PAYE No. of emplover

(1 insuticient space, please anach +§7) 13w an X) ’

(@) reeenenemsses s NES w0 ] IR

) [VEst E=NE i 11T T T TTTT17)

@ - . esT w7 ZENNERRENE

PART 4, DECLARATION S SR
4.1 | HEREBY DECLARE THAT THE INFORMATION SUPPLIED IN THIS FORM, IS TRUE AND CORRECT.

Sigriature of Empiover Redreserian. e Smoloyer Date




A’GENERAL

1. WHO IS AN EMPLOYER OR REPRESENTATIVE EMPLOYER.

{a) Every company ang any person (inciuding any body corporate or unincorporate, e1c.) who pays or becomes liable 10 pay, in cash
or otherwise, any amount of income by means of salary, aliowance, wage, overtime pay, bonus, gratuity, commission. lee, emolument,
pension, superannuation allowance, retiring aliowance, annuity. slipend, any amount paid or due upon and because of the terminztion
of an employee's services by way of bonus, gratvity or compensation, any lump sum benefits from any pension, provident or retirement
annuity fund (not esteblished by Law, or for the benefit of employees of any iocal authority) any amount in commutation of amounts due
uncer any contract of employment or service, or the vaiue of any quarlers, board or lodging or resicence or any other benefit or

advantage granted in respect of empioyment.

(b) The following payments are excluded from 1 (a) above—
{i) amounts a1 a rate not exceeding F2 400 per annum paid or due in cash or otherwise to domestic or private servants or
tarm labourers; and . .
(iy payments for services rendered by a person 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 payable.

2. WHO IS RESPONSIBLE FOR FURNISHING THE REGISTRATION FORM (IRP 1)?

2.1 Employer.

{a) Inthe case of an employer who is the sole proprietor-—the propriefor.

(b) in the case of a partnership—ihe partners jointly.

(c) Inthe case of an insolvent esiate, deceased esiate, benefit. pension, provident, retirement annuity fund or any cther fund—
the trustee, executor, acminisirator or person acting in any fiduciary capacity.

2.2 Representziive Empicyer.

(g) Intne case of 2 company—1the public clicer.

(b) Inthe case of 2 company in liguicetion or piaced under judicial management—the fiquidator or judicial manager.

(c) In tne case of a body corporate or unincorporéie (including Stale and Provincial depanments or acministrations, local
authorries. churches, scnoo's, institutions, etc.}—the manager, secretary, officer or person responsible for paying remuneration on
behzif of such bocy, depantment, council, bozrd. etc.

{d) Inthe case of a person under legal gisebil:ly~— eny guerdian, curator. administrator, or other person having the management
or control of the zizirs of the person uncer lega!l disabilily.

{e} Inine case of a non-resigent employer~any ege~t of such employer in the Republic having authority to pay remuneration,

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

Every empioyer must iodge a ceclaration and should an e 82007 1D regsster the branches separately be made {see A 4 (b) below), also
incse In respect ol such branches, with the Recewer ¢! Revenue N wnas2 area the employer is situated.

4, BRANCHES OF AN EMPLOYER'S ACTIVITIES.

(2) An employer or represenizuive empicyer must res ster in resdect ¢! all his activities in connection with which empleyees are
remuneratec.

(b) Where an emplover ngs agphed ior sesarete rezstehon ¢f branches of the underiaking, each such branch shall be ceemed 2t
ihe option of the empioyer i be a separaie eDCYEr In sucn & czte 1ne  S+ancnh employer” will be responsible for the oecuction of
employees iax Irom remuneralidn, the caymen: nerec! 1o e Sece-ver o Revenue. and for the rendition of any returns required from
employers re!tating 1o esnployees of that Dra~sh 292 will iezaiy De resdo~s.2 e {o* comdhance with the provisions of the income Tax Act
a2s it aecis empioyers

B. INFORMATION REQUIRED ON THE tRP 1 FORM

1. PART 1.

in Part 1 information with regard 10 the emMoITy€r Of 1N10ralon wan res2°C 10 2 branch, should such branch of an employer wish to
regisier separately for employees fax purpeses (see tiz'e A &) rust e suzohed.

2. PART 2.
Shouid a person act as a represemiative employer Pa1 2, mus: in accmon 10 Part 1, be completed.

in Part 2 personal pariiculars of the person who acts as 3 represent2tive employer, as contemplated in paragraph A 2.2, must be filled
in.

3. PART 3.

Part 3 must be filied in only d an emplieyer nas Srancnhes,

The 2bove information 1s reginted 15 maxe €ross references between branches.
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GROTER PRETORIA METROPOLITAANSE RAAD

Regsopvolger van die Pretoria-strecksdiensteraad

GREATER PRETORIA METROPOLITAN COUNCIL

Successor-in-Law of the Pretoria Regional Services Council

P.O.Box/Posbus 20154 Alkantrant 0005 Tel : (012) 348-9802 Fax/Faks (012) 348-6657
1. PARTICULARS OF ENTERPRISE/EMPLOYER / BESONDERHEDE VAN BESIGHEID/EIENAAR

{b) POSTAL ADDRESS FOR RETURNS / POSADRES VIR OPGAWES

POSTAL CODE / PCSKODE

{c) () STREET ADDRESS (Refer ta note 1 (b} onpege 2)/
STRAATADRES (Verwys n2 noia 1 (b) op bladsy 2)
{ii) DOMICILIUM CITANDI ET EXECUTAND!
If crierent from ¢ 1)
{nqign verskil van ¢ (1)

TELEFHONE NUNMBER / TELEFOONNOMMER

{d} MAGISTERIAL DISTRICT / LANDDROSDISTRIK

{e) NATURE CF ACTIVITIES CONDUCTED / AARD VAN BEDRYWIGHEDE

{a) TRADE NAME (Refer to note 1(a) on rage 2)/ HANDELSNAAM (Verwys na nota 1 (2} op biacsy 2)

() TYFE OF ENTERPRISE Mark wen X)/

TIFE ONDERNEMING (derx met X}
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AEERERNERERERERRRERRAREER
LI I ) Faxnorrakshef [I]]TTT]
l ]
WAT BEOEFEN WORD {
[Soie Prooretor 1 wieer eeczar | | [Pesnership/ venotskap | ] (Company / Maatskappy |
lp.;:,s.: Semor ! Pubuengsecar l ] [O\her, tlub, etc./ Ander, Kiub, eni l ‘cc /Bk ]

2. PARTICULARS OF EMPLOYER/OWNER/PARTNERSHIP/COMPANYANSTITUTION/CLUB/ETC.
BESONDERHEDE VAN WERKGEWER/EIENAAR/VENNOOTSKAP/MAATSKAPPY/INSTELLING/KLUB/ENS.
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2} NANE iRe‘ertonzie 2onpage o) [ NAAM (Vermys ransa 2 en s 225y O

MENTIONED IN 2(a)
{Not applicabte i 2(c}{i) or (ii) was statec)

(v) DATE ON WHICH BUSINESS WAS COMMENCED OR ACQUIRED /

(d) IF EXISTING BUSINESS HAS BEEN ACQUIRED STATE
INDIEN BESTAANDE BESIGHEID AANGEKDOPOCRGENSEM IS MELD:

{) PREVIOUS TRADE NAME/ VORIGE HANDELSNAAL

(b} COMPANY NUMSER / CC NUMBERMAATSKAFPYNGLIMER / B KOMMER

{c) ) EMPLOYER'S PAY.E. REFERENCE NO/WERKCGEWER SE LES VERLYSINGSNR

(i} VAT NO. OF ENTERPRISE {Not applicabie 22 ™40 was sa'er s BTWVEPYYSINGSNR e v2n taes2esevy ndien 2(b)(i) vermeid is)
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3. GENERAL INFORMATION / ALGEMENE INLIGTING

{Refer to note B on page 1)

(i) SURNAME / VAN
(i) FIRST NAMES / VOORNAME

INITIALS OF SPOUSE / VOORLETTERS VAN EGGENOTE
(i) DESIGNATION / HOEDANIGHEID

NERRRENEENERR

(b) PERSON SUBMITTING RETURNS / PERSOON WAT CFGAWES INDIEN
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Streeksdiensteraad
Regional Services Council

PRETORIA -

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.

(a)

DECLARATION FOR REGISTRATION MUST BE FURNISHED BY:

Every person (including an institution or company, etc.) who on or after 1 July 1987 carries on an enterprise within the region
of the above mentioned Regiona! 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 - governmenl deparments, companies, corporations and institutions without profit motives, etc.

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

Notes:

Religious ang charitable institutions of a public character exempted from income tax in terms of section 10(1)(f) of thie Income
Tax Act need not compiete this form. Religious or charntabie institutions not so exempted and which claim entitiement to
exemption from the regional services councii levies should submit, together with this form (duly completed) a motivated
application for exemption together with a copy of thair deed of {ormation, constitution or other founding document.

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 purpese cf registration in respect of the regional establishment levy. Any other educational
institutions not so exempled and which claim enttiement to exemption from the regional establishment levy should submit,
together with this form (guly completed), a mctivated agphication for exemption together with a copy of their deed of formation.
Constitution or cther founding document. Al eZucet znal instiutrons are nevertheless required to complete this form for the
purpose of paying the regional services ievy

B. PERSON RESPONSIBLE FGR COMPLETING DECLARATION RSC 1

In the case of -

(a)
(b)
()
(d)
(e)
M

(9)

(h)

a sole proprietor - the proprietor;

a parnership - a partner,

a company - a director;

a close corporation - a member;

a company in liquidation or under judic:al managemert! - ary hquidator or judicial manager,

a body corporate, whether constitu’ed By any staivte cf the Repubic ¢f South Africa or not (including State Depariments,
provincial admimistrations, focat authoni.es. SChocis. :nstiuuons, €12} - any manager, officer or any other responsible person

In such organisation;

a person under legal disability - the guard.an. curater agmunisirator, or any other person vested with the right of management
or control of the person under legal o:satuldy.

an insolvent/deceased estate, a trust, a benel’persion'crovidentretirement annuity fund or any other fund - a trustee,
execulor, administrator or any person acting on its pehatt in a hiduciary capacity.

C. BRANCHES AND TRADE NAMES

Where an enterprise or person carries on vanous businesses under different trade names in the same Regional Services Council
region, each business will constitute a separate enterpnse and must be registered separately.

An enterprise which carries on business in more than one branch under the same trade name within the Regional Services Council
region, may lodge a single Declaration for Regrstration covering the registration of that enterprise and any branch thereof.

Where the head office of an enterprise 1s stuated outside the Regional Services Council region in which its branches trade, the head
office may register on behalf of 11s branches ai the Regional Services Council in which region such branches are located.

- %,



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 1o which this declaration must be submitted is:

Street address: Postal address:
Building No.2, Atterbury Park PO Box 20154
c/o Atterbury Road and Menlyn Drive Alkantrant
Menlyn Extension 4 0005

0181

F. ENQUIRIES

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) Insertname underwhich the enterprise/employeris known eg. "XYZ Supermarket” or “XYZ Club” or "Highscore Rugby Union”
or “B Town Municipality” or “X Bank Troy Street Branch”™. If an enlerprise or person carries on various business under other
trade names within the Regional Services Council regicn, 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 separale sheet.)

NOTE 2
{Particulars of employer/owner/pannershiz’'companyfinstiution/ clubletc.)

in the case of -

(a) a sole proprietor, the full names and surname ct the prepnetor,

(b) =2 partnership, the name under which the pannersh:p cperates;

{c) an estate or trust, the name of the estate ¢r trus!,

(d) acompany, close corporation, instituiion, ei¢ the re; s'ere naTme

NOTE 3

The Regional Services Levy is based on gross remuneration

Gross remuneration is remuneration ('Ing'ug.ng ine value cf nnge tene’ is) as defined in the Income Tax Actfor PAYE purposes

paid by employers to employees withwn tre regicn this inziLZes remu-erat.cn pad to travelling employees (e.g. travellers or truck

drivers operating from a base withinthe reg.cn) bt exciuces remunerat.cnio bona fide private ordomestic servants. Forpurposes

of this levy remuneration to farm labourers s inciuged 't a 3o ncicces Crawings from a business/partnership by a sole proprietor/

partner and any amount paid 10 a guecter ¢! a cemcany

NOTE 4

The Regional Eslablishment Levy 15 base2 cn gress lurncwer re— sales ¢r services tendeted:

(a) Inrelationto an enterprise, other ™3~ a { nanc.at e~re-znse t~e gross amount accrued or received from selling or letting of
goods orfixed property, orthe rengenrgcl aservice w ihn a reicn Services include industrial, commercial, professionaland

construction services; or :

{b) Inrelation to a financial enterpnse, the gross amcunts recerved or accrued by way of interest, financial charges, dividends,
rent, commission and fees; also the gross prof.t genved trom dealing in financial assets

exclusive of VAT charged.

Elactronc Art {012] 4£3536
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UNEMPLOYMENT INSURANCE ACT, 1966
NOTIFICATION B8Y EMPLOYER IN TERMS OF SECTION 28(1)

REFERENCE NUMBER: To tha Unempioymant Insurance Fund, 94 Church Streeat, p.0. Box 1851, pratoria, 0001

L ]

i{. Name under which businass is carried on: [7IAI I I I

L

_

TIT11 TTIL [ ]
2. Address to which correspondence is to be sent: I I I I _I I_I I I I I I
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. Language preferance:A'rIkuans [_IEng\Ish

Yew | Matn_| Doy Fax number:
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Q

L1
|

tLULjJ

Gins

Nature of busInass:[:I:] I I I I I I_I‘I-W_I_.ITI‘I IwI;;[;I—I I I I I IiI_I_J I I I I I;I_J_J_T—W I I I I I I I I I I
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Ownership: Oanor [:]Partnershlp [:ICompany L;IClose Corporation LllnthcrI#J

- Oy W

(s) Aodress where business premises 1s situated- [:I,L_I_J_J,J__L:[:I:I:IVI:I:]:I_lTJ_J_J I I I I I I I I I I I I I IAJ Postcode: [:[:I:I:]
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T LI LT LT o e

. pox) and identity number(s) of owner or partners:

EREEEEEE
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| I |
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(b) whethar or not branches will be directly responsible for submission of returns and contributions: Yes[]

11. 1If this return {s in respect of a branch of a business , state -

(a) the name and address of head office (in the Republic)J_1 I I I I
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(b) how returns and contributions will be submitted: Ofirect [:IHead office []

The abovemantioned particulars are furnished in terms of section 28(1) of the Unemployment Insurance Act, 196G, and are certified to be correct.

D?ta:_}m_“ signaturc of employer or duly authorised agent:

N.B. A separate return should be rendered in respect of each individual business unle1§ peramission is obtained to submit 2 consolidated return.




GROTER PRETORIA METROPOLITAANSE RAAD

Regsopvolger van die Pretoria-streeksdiensteraad

GREATER PRETORIA METROPOLITAN COUNCIL

Successor-in-Law of the Pretoria Regional Services Council
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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.

ltis based on the enabling legislation consisting of the Regional Services Councils Act, No. 108 of 1985, the Regional
Services Councils Amendment Act, No. 78 of 1286 (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
Gazefte No. 10613 dated 17 February 1987. Abovementioned acts and provisions are valid according to
Proclamation 38 of 1994 as published in the extraordinary Provincial Gazette 5084 dated B December 1894. The
brochure is not, however, intended 1o be a complete summary of that legislation,
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What Is the Councli?

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 guality
of life of residents by co-ordinating and providing regional services and creating infrastructure on local
govermnment 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.

Address
Paymenis may be made or notices served at the {ollowing address:

Building No.2 Atterbury Park

¢/o Atterpury road / Menlyn drive
Menlyn - Extension 4

0181.

Telephone Number (012) 348-9802
Fax Number (012) 34B-6657, 348-3244

of may be mailed to the following address:

P.O. Box 20154
Alkantrant -
0005.

What levies are imposed by the councli?

The levies comprise the regional services levy and the regional establishment levy (referred to in this document
as 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 1862)
for P.A.Y.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 1o be carried on, within the region.

The establishment levy is a levy calculated on tumover (excluding VAT) derived by any person carrying on or
deemed to be carrying on an enterprnise wrthin the region. (See paragraphs 8 and 10 {or the circumstances in
which a person is deemed to be carrying on an enterpnse within the region or an employee is deemed 1o be
employed within the repion)

Exemptions from the leviss
(a) The services lsvy:

(i) Religious and charrable insttubons of a public character which qualify for exemption from the
establishment levy are aiso exempt irom the services levy. [Note: Educational institutions, however are
not exempt from the services lavy )

(i) Non-proft making organisstions engaged i nature conservation or animal protection services which
qualily lor exempton from the establishment levy are 8iso exempt from the services levy.

(i) Salaries or wages pad to prnvale or domesic servanis

(b) The establishment lavy

(i) Religious, charitable and ecucatonal mstdutions of a public character are excluded from the definition
ofan enterprise in the Act. as far as ther rehgous, chartable and educational activities are concemed.
lt is accepted in pracice that sny actvey undentaken for the purpose of raising funds to further their
objectives is covered by th:s sxcluson and all mcome so derived is therefore exempt. Bodies such as
companies, the shares of which are held by such instdutions, are not themselves institutions of the type
contemplated here and are accordngiy not exempt.

(i) Non- profit making orgarisauons engaged » nature conservation or animal protection activities are
exemp! on all income recewved

It is accepted that any of the insitutions or orgamisations mentioned in (i) or (i) above which are exempt from
incomne tax in terms of section 10{1){cB) or {f) of the Income Tax Act, will be exempt {rom the establishment levy.
Religious and charitable insteutons which so qualdy for the exemption need not apply for tegistration as levy
payers. However, educational mstitutions must apply for registration, as they are liable for the services levy on
remuneration paid.

{iii) The following are aiso exempt. to the extent indicated.

1 )



5.

(aa) Amateur sporiing 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 gale {akings.)

(bb) Controf boards, on income received from the sale of products which they were established to
control, to the extent that they do nct derive a profit. Should a profit be derived, only the profit is
subject to the establishment levy.

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

(dd) State divisions or utility housing companies letting or selfing housing or residential stands on a non-
proiit basis, on income received from such activity.

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

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

{gg) Levy payers whose liability does not exceed R50 per year, may apply in writing to the Council for
conditional exemption {rom levies.

Who must reglster for levies?
A person must register if he is deemed 1o;

{a) employ any person (cther than a domestic or private servant), or

(b) be engaged in carrying on &n erderprise, within the region and in consequence thereof becomes liable for
the services levy or establishmert levy. Where a person carries on different enterprises within the region,
for example retailing, investing of funds, carieen cr restaurant facilities 1o employees, with or without a profit
motive, only one registration s necessary in respect of all such difierent enterprises. Each enterprise need
therefore not be separately registered.

When must a person register end when doses liablity for the laviess commence?
Liabilty for the levies commerced on 1 August 1687,

Any person who commencesiocarry pnaneriepnse wihn theregion or who commences fo employ any person
within the region efterthe registraticn ca‘e must register wah the Council within 30 days aflerhaving commenced
carrying on the enterprise or having erpoyed an emgloyee asthe case may be. Persons who commence such
aclivities after the dale on which the levies come into et'ect become liable as from the date on which those
activilies commence.

What is an enterprise?

An enterprise is any continuing trede, tusness, profession or similer activity, whether or not carried on for the
purposs of deriving a prof1

The activity must be undertaken on a con'mung tass For example, a few isolated speculative propery
transactions entered inlo by scmeone who s nct a prepe~y oeater, will not constitute an enterprise, even though
undertaken specifically for the pupose cf Cerving a pre'e

Cnthe other hand, any contimucus aciv®y whiCh 3 1 ing nature of 8 trade, business, profession or similar activity
will consinule an enterpnse even 4 7 '3 not carred on for the purpose of deriving a profil. An example of a
continuous type of enlerprise wcukd be cergm operatxons in the nature of a trade or business which are
underiaken by the State or iocal authcrae s, such as the ranway and postal services and the supply of electricity
and water. Further examples of enteprites lreg ety cor3uctied otherwise than for profit are bar and restaurant
facilities provided by clubs for thes memters &na sl canteen services provided by employers for their
employees.

It is common practice lor, example. a chan of relal shops to form a separate company to acquire premises,
shoplittings, trading stock etc . which are then iet out or soid 10 the trading companies. Such inler-group rentals
and sales aiso constitule enlerpnses. even though they may be effected in such a way as to provide no profit
to the lessor or seller.

The financial provisions provide for cerian types of enterprse to be classified as financial enterprises, These
are all forms ol financialintermediary and also any company which carries on business as an investor of money,
In the latter case, the investment of money must constdute a continuing business operation in its own fight - a



Less: deductions as per paragraph 19 below ! OB axx

Rxxx xxx
Less: VAT included in total consideration stated above (refer paragraph 23 below) B xxx
Leviable amount: for the relevant period Bxxx xxx

17. What is consideration for the purposses of the establiahment levy?

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

18. What arse the leviable transactions of an anterprise?

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 lefting of goods or fixed property
@ the rendering of any special service.

{b) In the case of a financial enterprise:
@ the granting of any loan, advance or credit (Gross amounts i.r.o. interest or financial charges receivable.)
© the investment of funds (Gross amounts i.r.o. interest or dividends receivable.)
® the letling of geods or lixed properly (Gross amount i.r.o. rental receivable.)

® the rendering of financial services (Grass amounts receivable i.r.o. commission, lees, charges and other
amounts payable.)

® dealing in financial assets {Gross profit made.)

19. Deductiona In the determination of the leviable amount
in determining the leviable amount, the following deductions may be made from consideration received or
accrued:
{a) Any amounts which, as a result of the cancellation or termination of any leviable transaction or the granting

of any discount, have beccme refundakt.e by the levy payer or are no longer due to him by his customer,
it those amounts were previously inciucesd in h:s leviable amount,

(b) The amount of any dett previously inciuded in the levy payer's leviable amount, which has become
irrecoverable and has been wrten ot by him

{c) Inthe case of a person carrymg on s (inancial enterpnse any loss sufiered by him from trading in financial
assels.

{d) In the case of any enterprise. d the total deductoons allowable in any month exceed the consideration
recewved or accrued cunng that month the resufing negative amount may be carried forward and be
deducted in the foliowing montn

20. Cash recseipts and accruasls

Under the nommal rule, a levy payer s requred to nclude e his leviable amount all consideration which has
actually been received by him or wheh has scerued 1o him He may, however, elect to determine his leviable
amount on the basis of cash racewts orly Such an slection must be made o the Council in writing and, once
the election has been made. £ wul be bvndng on the levy payer in luture unless the Council permits him to reven
to the accrual basis.

21. May the leviea be recovered by a sspatate cherge?

The Act prohibils any person casryng on an entersnse or any employer from recovering the cost of the levies
as a separate charge {rom his chen!. customer, patient etc. or from his employee, as the case may be.

22, Are the levies deductible for income tax purposes?

The levies as determined will, i terms of the Act, be allowed as a deduction for income tax purposes. interest




his base of operation is situated.

11. At what rates are the levies to be determined?

12.

13

14

16.

16

The Council will, with the concurrence of the Minister of Finance, determine the rales at which the services levy
and establishment levy are to be detemmined within the region. These rates will be published by the Minister in
the Govemment Gazette. For the period 1 August 1987 1o 30 September 1389 the rates are 0,25 per cent for
the services levy and 0,1 per cert for the esieblishment levy. Rates from 1 October 1289 are 0,32 per cent for
the services levy and 0,135 per cent for the establishment levy.

As from December 1387 {armers receive a discount of 25 per cent on the above-mentioned rates,

Vaiue Added Teax (VAT) is payable on the lgvies and is shown separately in the seli-assessment form (RSC 4).
fn most cases VAT paid on [evies may be ciaimed back by the levy payer from the Receiver of Revenue as input

tax.

How is the zervicss lavy determined?
The services levy is determined &t the applicable rate on:

(a) the total remuneration paid by an employer {o the employees employed or deemed to be employed, by him
within the region; and

(b} the totalamount ef drawings made by any sole proprietor or pariner from an enterprise carried on or deemed
1o be carried on, by him within the regicn.

Whst Is remuneration?

The services levy is payable on remuneration es cefined for P.AY.E. purposes in the Fourth Schedule 1o the
Income Tax Act, but inciuding certain amounts paid to directors of companies, which are not subject to P.A.Y.E.
Forthe purposes of the levy, therefore remuneration means all amounts including lump sums, voluntary awards
and the value of fringe benelits which are paid for services rendered.

Note, however, that the levy is payeble on remuneration “paid or payable by an employer to the employees
employed... by him within the regwon™, i.e. the remuneration must be payable under a current master/servant
relationship. The definition of remuneration inciudes pensions and other annuities and lump sum benefits from
various funds, which are nct payzble under such a re!ationship. Such amounts will thus not be subject to the
levy.

Whet are drawings?

Drawings are the tofal of all amouris wrhZ-awn by the sole proprietor or parner whether directly or indirectly,
in cash or otherwise, from an enterprise Amounts wrhcrawn mclude, for example, the following Rems:

(a) Cash taken for private use

(b) Trading stock taken for private use

{c) Any amount withdrawn by way of ioan or acvance sjarst anticipated profits of the enterprise.
(d) The cost o the enterpr.se cf any ssset or servce used for private or domestic purposes.

An exemption is provided m resoect cf a~y Z'awmngs whch erceed the accumulated profils of an enterprise, i.e.
amounts which can be shown to te w=n2'awas ¢t capral ciroduced inle the enterprise by the proorietor or
partner. However, telief undertne proviswn ~ay be clarmedon'y atier the close of the enterprise’s financial year,
and all drawings during the year ate sutject 1o tna levy even f there are insufficient profits at the time of drawing.

How ls the eatablishmant levy deatermined?

The establishmentievy is delerced att~e agzz'cak @ rate on tne leviable amount derived bya levy payerduring
& month, or any longer penod 1 such a8 longer perod 13 sanchoned by the Council.

What is the {sviable amount?
The leviable amount is determined as foflows-

Total coneldearation: for the relevary penod from all leviable transactions RAxxx xxx

Plus: deductions as per paragraph 18 beiow previously made and now recovered or recouped R _ xxx

RAxxx xxx
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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 Is VAT excluded from consideration?

Where the consideration payable in respect of a leviable transaction includes VAT, the VAT element may be
excluded by applying the formula:

r
L=c-(1“—‘_oo+r XC)

where "L" represents the leviable amount to be determined (exclusive of VAT),
“C" represents consideration (inclusive of VAT), and
“r" represents the rate, expressed as a percentage, at which such VAT was calculated.

Any othertaxes 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 levies

The levies are payable on declaration within twenty days after the last day of each month {or any further pericd
the Council may allow) during which the levies have become payable. Payment may be made in cash or by
cheque st the address given in paragraph 2 above. The payment must be accompanied by a duly completed
Declaration for Payment (form RSC 4), which se!s out 2!l the necessary payment instructions and which will be
issued to all registered levy payers.

Where a levy payer, with the Council's writien consent, is required to effect payment for periods exceeding one
month, payment in respect of such period must be made in the manner prescribed above within twenty days
after the end of the period (or any further period the Council may allow) during which the levies have beccme
payable.

The Act makes provision that levies czn only in certain circumstances be paid in any manner other than monthly.
The {oliowing guide-iines apply in this regarg:

@ Levy payers shouid apply in writng and obtam the approval of the Council;

® Fammers may apply 1o pay annually;

@ alllevy payers may apply 10 pay assessments on a br-monthly basis; and

®

should levy payers wishlo pay therr assessments in any other mannerthan bi-monthly, their monthly liability
wtth regard o both the levies may not exceed R100-00

26, What action will be taken should & levy payer fail to submit his own return?

The Councilis empowered 1o estimate the amount upon which the levies are payable and issue an assessment.
Levy payers who question the estimated assessment, are legally enttied to complain or appeal against t.
Complaints in this regard must be sert in wrming 1o this Council otiice wrthin 20 days after notice of the estimated
assessment (RSC 6).

26. Intersst on late paymsnts

Where any levy payerfails 1o remnt any smoun! of levy due wrhin the time permitted, as stated in paragraph 24
above, interest will be charged on the urpaxd levy cakulated from the due date until the date of payment. The
rate at which the interest will ba cakculated will be fixed by the Minister of Finance in the Government Gazette,
and is detemmined on a daily pas:ss

27. Refunds

Where a levy payer proves 1o the sansfacton of the Councit that he has overpaid any levies due or interest
thereon, such excess will be refunced d the levy payer submas his request in writing, and within two years after
having made such overpayment

28. Llabllity of the State

The Act binds the State and all statutory bodies. Accordingly, the central govemment and provincial and local
authorities are subject 1o the servces levy in respect of their employees and, except where a specific exemption
applies, to the establishment levy n respect of the various enterprises which they carry on.

Gl



29. Enquiries

All enquiries of whatever nature should be directed to the Greater Pretoria Metropolitan Council at the addresses
given in paragraph 2 above, . .

Electronic A [012) 463536




COMPENSATION FOR OCCUPATIONAL INJURIES AND DISEASES ACT, 1993 (ACT No. 130 OF 1993)
! (Previously Workman's Compensation Act, 1841) -
[Secﬁon so ~ Rules, forms and particulars of the Compensation COmm!sclaner — Annexure 7}

REGISTRATION OF EMPLO_-YER

HIEPDIE VORM IS OOK IN AFRIKAANS BESKIKBAAR-

For office use onty

Reg.No. | |- |

111

Instructions
Please use block letters. Mark with X where appiicable.
Additional information may be supplied ¢n a separate page }f mufﬁc:ent spacais pmv:ded.
Return completed form to:

THE COMPENSAT:ON COMM!SS(ONER, P 0 BOX 955, PRETORIA, 0001

LPART 1. NAME, POSTAL AND SITE ADDRESS OF BUSINESS

1.1
Sole Proprietor {farmers inclucded) . *Partmership
*Close Corporation Public/Local Authorities
*Company “*QOrganisation/Association

" lfthis is a regisiraton of a head ctice. kindly fumish detals in respact cf tha fillals/branches in PART &.
It this is a regisiratien of a filial/branch, kinzly give details in respedt of the haad office in PART 5.
A separale regisizion form must be compieted in respect of azh of the head oifice, filialg or branches. .
** For example; churches, wellare organisations, cemrol bodies and clubs.

1.2 Trading name of busineSSHAarm ... vvecceecceenecsnrnnsas rebereseeeseesnsraranne
1.3 Name of owner/partnership . eeureeereeereesessaessesnanreans "
1.2.1 Registered name of company or ¢1058 COrporation ............eieeene.
eererreraestssae sy rt s actra et sesern and Registration number

1.4 POSIA 20UMSS tiiiiiiiceiiiiiiiiiiiiiitian e ierte et e sissers s ona s assennernssertorsomtanees ensans nesraens
1.5 Site Address/Farm Names
1.6 Magisterial DISIHCT oo sentrcaeniesrcre s svanssnenssose ssecessnensn
1.7 Date on which first employee was employed ...oeceveccveveencniee 1YY oo MM L DD
1.8 ifthe tusiness is already registered 21 cne ¢! the cTices cf the Depanment indicate:

Reg. no allocated by: Compenseton Ce~Tss.crer ] | Unemployment Insurance Cornmissionerr

Registration number: 1

1.9 fthe business has changed ownership, furnan ne lohcwng

1.9.1 Previcus trading neme of Eus.nessXar= ...

ssessed, Lepencs cn
.. For t8ling purscses

s
end

ferent classes
Wies.

vie thar gach industty

s and arg reviewed
ncy wits e acticent

]! spolicelbls io thair

COMpPENSAICH 1T YUl

T[zizims vidich mey ta
=y il iy, kvsn A i

tad o0 the payment of
“Jsatlemens, permanert
;atigmient) urd cesw.

A

1
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Tent,

|
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oo
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TTis caics 2t teieanord

1.9.2 Name Of PrevIOUS DWTIET L..oo.e e e ceiseecteca e verens esteie aoeor crees e sarsanen recseenenaaen .
1.9.3 Present 1esicential 20CIesS CTR EVIOUS OWNE! . .. ... . vt ceeieeiireeereseeneenss. POSTA! COUE e
LFART 2. RESPONSIBLE PERSON, CIRECTCR, MENBER OR PARTNER OF BUSINESS j
2.1 Surname...... et eaemeies e e meeteeamts o mie e LIRS s ]
{D. No. e e e o CBEBETY eeiiciiaen - ’
Residential address ...vveeiviveiiere e . - L e nrenas Postal Coda ...............
W.As. 2 Complete both sides
6071 96. 20/9¢
20 “5g T L0771 96, 20492
-



PART 3. PARTICULARS OF OPERATIONS o L :

3‘1 specw ‘he nature o’ the oPeraﬁDns ey _' poness 4 senen BASOSIINIISIIIVIRIIINIRENREVEY

----------------------------------------------------- [ resassery vewsr

3.2 Specify the nature of the goods/services, manufagtured/rendered/sold: T R ST
3.3 Specify the following if applicable:
' 3.3.1 Materials used in the manutacturing of the goods

----------

3.3.2 Nature and extent of construction/erection undertaken

3.4 Inthe case of farming operations, specify the nature thereof: .-

Livestock farming Tillage : Mixed farming (livestock and tillags)
3.5 Have you any tractors and/or power-driven Saws? ... RS— wrieoees Number
3.6 Maximum demand of power of machinery used on site ‘ — kW

3.7 Machinery used for distribution of electricity: demand over a 30 min PEHOd .....vceereesssemarneeres KVA

PART 4. PARTICULARS OF EMPLOYEES

4.1 Number of employees presently employed ...cvevcenneeonnee.

4.2 Estimate particulars of your employees &s from tha date fumished in item 1 .7 (as indicated on p.1 of this form) :
ta the end cf the forthceming-Fabruary:

4.2.1 Average number of employees expected !0 be employed during the abbvemenﬁoneq périod ....................
4,22 Estimaled total eamings up {0 a maximum of R80028 per person per annum: [T RAND ONL:
4.2.2.1 Total cash 82Mings of eMPIOYEeS wvvvveesescsersasease sessessussosnresaratose
42.2.2 Total cash value of food and lodging provided free by employer ................. |

H

4,223 Cash va!ue of other in-kind DENEfitS mmveeeieeerenernrassvessaons
4.2.2.4 Eamings (see 4.2.2) of werking Direclers’members who receive a fixed salary

4.3 Total estimeted EAMINGS . iiiirieirrnrrereiremsessssrssetssosssansogsomeressnsssasesse osns

PART 5. ADDITIONAL INFORMATION IN RESPECT OF HEAD OFFICE AND/OR FILIALS/BRANCHES

5.1 Fumish the tracding name end pos:al address cf the Head Cffice and/or fillials/branches and it alreacdy registe.
the registration number allocated by the Unemploymart Insurance Commissionsr (UIC) and/or the Compensa

Commiasioner (CC)

sesnsussesnrsnsercirecnens:

N R e Easetaaseanassenrt R ietstntarettateiueantsterrseeesnisentivenititery RsALttset nciotstaseatsintroan

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

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

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

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

--------------------------------

evenn J R T LT L YTy PR P PRSP LTS

-----------

DECLARATION BY EMPLOYER OR ALTHORISED PERSON For office uss only

| certity that the 2bove particulars are ¢crrect.

---------------------------------------------------------------------------

NANE DESIGNATION
.................. S lGNATURE emearenea ye Computed
Contact Person e, Tel No { ISR,
£0 54 AN 8071 96, 20/t
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WHO MUST REGISTER? (EMPLOVYER)

All parsons who ompley one cr more persons in connecticn with 1heir
Susiness or faming activities, are required o ragister and 1o pay
annuel gssessments 10 ithe Compernsation Fund, These ameunts
mey rot be recovered frem empicyses, A separate ragiswaicn is
recessary fer ecach separzie branch ef 2 business unless an
errangement ‘or a combined regisiralion nas been mace.

WHO IS AN EMPLOYEE?

A
- tia

ct ¢! service whh an

Ary emplcyee who hes ertered intc 2
emgicyer and ingludas lairperary stall.

THE REVENUE OF THE CONMPENSATION FUND:
Tne revenue ¢f the Comzensaticn Fund consisis ~ainky of anmoal

2se2ssments pa'g Dy (Ne registered emcicyers on 2 tasis ¢f a
perceniage of fixed rals of e annual earnings of tneir empityees.

The Act, Rowever makes provision ior a mumimum 2s5568s™ert 10
§rsure (et ihe assessinznil by Aol esy RN e acminsiraton 22350

)

.

i

!
Al e end of Jrnuaty BaZn year, siatement of earrungs ‘0TS Are ’
sertio ' the registersd empleyers. Thesa ‘eers ~ et e 2o o6l
and returmed netlater than 31 Marsh, ]
1

Tre fnancia! yeor ¢f the Compensatan Fund «u-g fra=m 1 M2ogn 2D

*he wnig of February of e next year. N

The Comsersalion Furd is &lsD protelizs Sy orovisgmy waass ser=l
the imposiion c! sfe-nanies on o~g'cvats whe 2l 'z cey
2SSRESMENIS, Of Tencer wage reluirs, ol a
assessment.

VWHAT 1S REGARDED AS WAGES'EARNINGS?

For the purpose cf 2ssessment, earnings mean ary 22,=er1s ~228
‘0 a0 emplayea which arise out &f his emdovmest prs =g uce

) saiarieshvages,;

) commissicn:

i) cestof tving allcwange;
v) the velue of focd and quarters suZplec rea ¢f crarge.

v) incentve bonuses; bonuses O o reue’ ral.ce 13 et i «
wcrkman i3, in erms of his service corves. eotioe
thireenth chegque; and

cvenime of a regu'ar naturs,

vi)

1
i
rag ot 1I% ¢ e t
t
i
|
¥
\
+
i

RATES AND METHODS OF RATING:

The assessment rate, at which an amployer is assessed, Zepends on
the nziurg of an emplovaer's busingss operations., For rsting putscses
ampicyers zare therefora divicend into diferent classes znd
subclasses scecrcing (0 the nature cf their actvilics,

The sssessmant rales are iixed on the principie that each incustry
should carry the cesis of its cwn accidenis and are reviewed
2nnually, Any adjusiment is therefore in accorcanca wita the acsicent
experiance.

Employers are riotified annuelly of the rate spolicatbls ‘o thair
businessfarming eperatisns. :

SENEFITS FOR YOU AS AN EMPLOYER:

The Act makes previsicn for the payment of compensasion io your
Smpicyees susizining an wnjury on cuty.

Tre empicyer s protected against ell civil cizims which may te
instivied ggainst hint in the avent of un ittty on July, even ia ina
wvent of wileyed neghgence.

£n ewroyed whe 15 injured on Culy is enlitted io the pavment of
te~rcersaton inraspect of \amperary letal eisablemens, zermanerst
sisziament (azcording 10 the degree of disatlementy) urd death.

Redscrasie madical aid expensas arising out of zn injury on duty zre
cayatis der a pericd of two years, of {ornger if {unner mecical
ireaimiert will recucs the extent of the gisgblement, :

Fer “_har avormation regarcing the reporting of claims | rafer you o
‘na W B camidhlel.

FAYMEN™ CF MERIT REBATES:

T3 atasi me oositicn of employers who pey subsiantial amouris in
pssess—e-1s, which are out of 2ropssticn 10 their acoidert cesls, the
tys'e of pwarcing meril rebates every three yeers was inlroduced.
The teba's perceniage is delsrmined by the ralio be‘ween an
eroltyers claim cosis and the amounrt of his essessments.

An @~c'a/6r 5 rate may also be increzsed or reduced cepending on
wheiter iy sccicent cost experience is tEvoureble or unfavourable.

Fer *_~ter miormation plezse ceortact this ciiica el 1eiephone
numSer 12 - 31857119, N

70 "5

60:71 96, 20/9¢
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FAX TRANSMISSION

To: Mr A Papageorge, Adams & Adams

Fax: 320-8550

From: Carolyn Hairston, Partnership for Child Health Care, Inc.\BASICS Project
c/o 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:

. Adequacy of the states terms of hire
. Stated payments to be provided
. Provision of medical insurance (see our letter to you dated January 30, 1996)

WK~

—

f 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 behaif of hirees based on
the stated salary and any apphicable allowances

As requested by you, also attached are copies of job descriptions and the advert for
each positon. If you require addiional 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 1 1s 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 the rate quotation provided in your letter to us
dated November 9, 1995

Because of the urgency to finalize empioyment for our iocal staff, we request your
written reply by close of business Tuesday February 20 If you are unable to respond
by this date for any reason, pilease advise by close of business today at 312-0747
(office) or 326-1366 (c/o Boulevard Hotel)
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CTEL:
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497-2485/258 J
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BASICS( USA based donor organisation) and the Department of Health
(Pretoria) announce the following two contract positions available for a 15
month period, 18 December 1995 to 30 March 1897:

% 1. Primary

Health Care (PHC)

Training Coordinator

Responsible for overali management of a PHC
Trairing for Trainers (TOT) project fer
multiisciplinary health prolessionals in the
areas of PHC chnical skills and management,
Specific dunes: coordmate the implementatan
of PHC skilis and management TOT workplan
actlivilies; oversee project planningand
implementation among donar agencises,
provincial counterparts and project team;
monitor project workplan outputs and progres s
toward achievement of cbjectives; provide
guidance on the implementation and
evalyaton of project techrical components:
supervise local staff and use of financial
resources; ensure adequate communicanon
with and reporung to the Department of Health,

donor agencies, and provinces; network with
PHC training and service organisations,
Qualitications: Bachelors degres or
equivalent in a Health, Admirsstration or related
fisld. A posi-graduate qualification would
sirengthen the application. Proficiency in
English with excellent report writing skills;
competency in one or more of majority
papulahon South African languages: computer
skills; valid dnvers licence.

Experience: Management, curriculum
deveilopment and training of health
professionals Expenence in PHC training or
service deirvery an advantage.

Salary” Negotable depending on qualifications
and expenence

Administrative Assistant /
Bookkeeper

Responsible for financial and cHice
managemant, communicaton and logis teal
support for a USA donor-sponsored Primary
Health Care Trairung Project. Will work under
the direction of the Trainng Coardnerr. Specic
dubes: financial management and accountng,
payroll, dsbursements within allowable costs,
project actountng records; financial repons
according 10 donor gudelnes; bank / proect
reconciiaton; ofice management cencal and
fogsveal support for project actvives.
Quallticatons: Completion of Secongery
School (Matnc) and at lsast one year of colege
-

of lechncal sty m bookkeeping / accounting.
Computer siulis etsental and a bookkeeping
of accounting scademic Qualiicanon would be
an asset Profoency in Engligh with excelient
1pOM WNINg slolis . COMpPeiency m One Of MOre
of mapnty popuaton South Atncan languages.

Expernence Allsasiwo years n bookkeeping
! accounting OMice management ang
administtetive experence will be a
1OCOMMmendauon

Satary Negotabw Gepenong on qualiicanons
and sxpanence

Both positons are expected 10 be filled mmeduwly Proect aomingranon i currently based in
Pretona, but candidates must be avalabie 10 Tavel and soend tme i the Eatlern Cape and
Other provinces &s NECeSsAry 1o achuve Proec! othectves Ineresied cand:dales from all
provinces who medt the requiremaents, Should subrrul & 718 Of ASCKCALON & CUCUlUM vilas
(resume) nciuding thres racable references 10 Dr Maniyn Ecmondion. Depantment of Health,
Private Bag X828, Office 2633, Pretona, 0001 or lax 1o {012) 328 6102

Closing date for both positions: 1 December 1995




JOB DESCRIPTION

TITLE: ADMINISTRATIVE ASSISTANT/BOOKKEEPER

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 Assistant/Bookkeeper will be

responsible for:

Financial Management:

1.

|73}

h

Keep up-to-date accounting books used for entering project transactions.

Manage petty cash.

Prepare payroll and other statements related to payroll deductions and taxes.
Collect vouchers, bills and other supporting documents and keep accounting files up-to-
date.

Venfy the legitimacy and appropriateness of all invoices before payment.

Reconcile the accounting records with the bank statements of the project at the end
of each month.

Prepare and submit monthly financial reports to headquarters in accordance with the
Contracting Agency’s guidehnes

Assume overall responsibihity for all financial matters related to the local office and the

implementation of project workplan activities.

Administration:

1.

19

Ensure that the proper action 1s taken conce rming correspondence with USAID/South
Africa and BASICS headquaners 1n a imely manner.

Maintain chronological file of incoming and outgoing telex, fax, cable and other
communication.

Maintain organized fies of project documents, reports, books, periodicals and other
reference matenals

Perform clerical dutics - word processing, photocopying, etc. to support the Bridging
PHC Training Coordinator’s position and the implementation of project activities.

Handle other aspects of office management as required.

a4



Title: Administrative Assistant/Bookkeeper .

N}

Logistics:

1.

9

Plan and manage local procurement of office supplies, equipment and materials as
approved in the project budget and with the concurrence of the Bridging PHC Training
Coordinator and BASICS headquarters as appropriate.

File the necessary forms with the appropriate authorities to receive tax-exemption for
equipment and other eligible items and maintain records related to tax-exempt status.
Manage equipment maintenance contracts, lease agreements, warranties and other
service contracts.

Maintain and monitor the office inventory.

Handle travel, accommodation and other arrangements for Project consultants and
participants.

With the approval of BASICS headquarters and the Bridging PHC Training
Coordinator, travel to program sites to handle required logistical support and financial

matters of reimbursement, and other expenses 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 Secondary School (Matric) and at least one year of college
or technical study 1n bookkeeping’accounting. Computer skills essential and a
bookkeeping/accounting academic quahification would be an asset.

Prior Work Experience: At least two vears expernience in bookkeeping/accounting.

Experience in office management and administrative experience is recommended.

Skills and Abilities: Excellent Enghsh verbal and wrnitten/report writing skills: ability
to relate  effecuvely to US-based donor agency and comply with grant/contract
provisions. competency in one or more of the majonty population South African
languages.

Other: Must travel as required and possess a valid drivers license.

a3
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PROPOSED SCOPE OF WORK FOR BASICS/PRIME/CDC-DDM PROJECT
PRIMARY HEALTH CARE CLINICAL AND MANAGEMENT TRAINING 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, 1295 - 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 Managemant
Training.

2. Provide guidance to technical consultants and counterparts in the

- — implementation of PHC technical components cf the project.

3. Coordinate/oversee implementation cf in-country PHC Clinical and Management
TOT activities including briefings/debriefings of project staff and consuitants.

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 eifectively with the cooperating agencies and
the DOH regarding progress and constraints of activities.
(b) Provide written progress reports to USAID, the cooperating agencies and
the DOH in accordance with written guidelines,

6. Monitor projéct workplan and identity factors/issues aifecting progress in the
achievement of objectives.

7. Monitor and supervise local project staff. cooperating crganizations, project
local budget resources and expenditures and provide monthly field financial
reports to BASICS headquaners and expenditure reports to INTRAH/PRIME

and CDC-DDM.

8. Travel to the Eastemn Cape and other participating provinces as dictated by the
project implementation and evaluation plans.

QUALIFICATIONS:

-Bachelors Degree or equivalent in a Health, Administration or related field. A post-
graduate qualification is preferred.

-Experience in Primary Health Care and Managament 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.

0
@
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\ Basics Project
M - 1600 Wilson Blvd,, Suite 300
Arlington, VA 22209

(703) 312-6800

W M{ W /A lux: (703) 312-6900
3 d#%m@@f’é/%/w %4 |

Janj(ry 30, 1996

Mr. A. Papagcorge

Adams & Adams - . Q,g-D _ 9 73’ //ﬁﬁ"ﬂ‘?))

Shorburg 429 Church Strect

.
Pretoria, South Africa N M W
P

Dcur Mr. Papageorge.

We have reviewed the information on your firm provided to us by Dr. Marilyn Edmondson and would
like to request that you provide us with legal assistance to carry out the foflowing scope of work:

l Review an employee contract for the Partmership for Child lealth with locally hired stafT in
Sauth Africa to ensure that it mects all the minimum legal compensation requirements for
employees of organizations that receive United States Agency of International Development
funding,.

9

Determine whether the Partnership for Child Health must provide mudical insurance directly (o
the cmployee or whether the employee may purchase her own insurance with additional funds
from the Parmership for Child Heslth. (We anticipate hiring only 2 cmployees at this time so
would not have a sufticient number for a group plan.)

3. Detenmnine whethet the Partnership tor Child Health newds to be registered in South Africa. {{
the answer 1o this question is yes, outline the steps that we will need to take to register,

Please provide us with a written estimate of the ot and length of time to complete this scope of work.
Dr. Edmondson shauld be able to answer any questions thut you may have, or you can ask her to contact
us, should the need arise.

Thank you for your assistance with this matter,

Sincerely yours,

1. Curolyn Kruger, Opcrations Officer

%@19') .



Peatoria Otice -
Stordurg 420 Crarch Strect Prelorls  Bouth Afrcs
Postal: PO Bax 1014 Pretors 0001 Bouth Aince

Telephcne Netiona! (012} 320 8500
Toisphors inlemationa) +27 12 320 B500

Tatex 3 2215TSA  Dooex: 81

SMISSION Fax Natonal {12) 320 8550
fax International +27 12 320 8550

Dr Marilyn Edmondson Our reterence AP/sg P5/95
Fax No: (012) 328 6102 Your referwnce Dr M Edmondson
PRETORIA ¢/o Mr M Maloto
Deto Room 2633
9 November 1995
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
expertise relating to the nature of the services required, free structure etc.

1.

. s Sy ;P -

Al somined &

e e 4 . S—

ADAMS & ADAMS

Our firm is one of the largest South African Law firms practising in, inzer alia
Intellectual Property Law, Commercial Law, General Litigation and Labour Law.
The firm’s head office is situated in Pretoriz, 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 w0 be easily accessible o them., We are
supported by loyal and competent Lawyers and other staff most of whom have been
with us for many years. Our suaff compliments including Professionals in Pretoria
presently stands at + 300 individuals. Our offices are fully mechanised and
equipped with the most modem aids including a comprehensive computer network.
We have cxiensive Library resources enabling us to research matters thoroughly.,
Our firm was founded 1n 1908 and since then has been build up on care and concern
for our clients. The matters that you indicated were areas where you would require

advice, namely

Information on South Afnican Labour Law

- Hiring and finng of Suff
- Requirements for foreign firms registering in South Africa
- Income Tax Status and exempt status of such companies

- mm a, - - ey men . - B L T
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fall within our area of expertise and are dealt with on a regular basis by~our
Partners and Professional Staff in our General Law Department. As the intsllectual
propesty division of the firm is the Jargest in Africa we have had the opportunity of
and have been dealing with many US and international based companies wishing 10
do business in South Africa and our General Law Department has been advising
such entities on how to establish 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 Legislation which becomes effective early 1996 has been
ecclaimed 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 controlied 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 Department the hourly charge out rate per
partner would be in the vicinity of R400,00 to RS00,00 plus VAT; a Professiona)
Assistant R350,00 and a Candidate Attorney R250,00 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 to
you with your principals in the United States.

We look forward to hearing from you in due course and assisting you further. Please revert
to writer should you have any quenes or in the event of you requiring further or additional

information.

Yours faithfull

ADAN ' A
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Palent, Trace Mark & Copyrighe ATomeys,

AZueneys. Noaras & Conveyancars
) Adams & Adams
Preloria Oftice
sIMII TR N, ﬂ !SS!Q\ Agams & Agams Pigce 1140 et a3 Cratona
ACS E ) Al S : Cormspongence PO Box - 00 South Atca
Telephone Natonat (012 s
Telephone Imternaiona - 181 1530
Teler 3 22157 SA 3t

Fux Notongl {(012) = 2
Fax «nterngthorat « 27 12 342 7730

intemet. AdamsdAagamsdcis.cc.la
Lsws Project Our reterenee AP:D! i P6/96
» No.. (012) 326-1366
TRETORIA

Your releracce Carolyn Harston

Daie
21 FEBRUARY 19%6

v Madam
i EW OF TERMS OF EMPLOYMENT

We t.ave perused the documents relating to the above and wish to advise as set out her - -
Pivase note that our wutial view expressed in our meeting with you has undergone re i
foilon wig more comprehensive consideration of the circumstances and the docut. *.va
“rrrushed by yourselves.

Contracts of employment and independent contractor agreements

1.1 As briefly delineated 1o our meeting with you, there are chieflv two optinns
available to BASICS/US with respect to the relationship between themseives
and the South Africans whose services they are utilisiog in this coun~.  i4c
one takes toe form of a contract of employment; the other the 1or o rix
independent coutra. Loy agreement.

P2 The distinctie . crecial pecause certars [abour faw statutes in South v o

bave eftect oo+ ation 10 employees. As we indicated, labour faw i, i
founr ~faces oo veivaadly onerous burden on employers. In particuia the
Iew - 'gy latwn which we anticipate will come ino effect in the course

- of U eai.ow moeerds prapts extensive protection to employees. Suwgent
fuid..as are prescribed 1n the Act for the dismissal and retrenchment o
emp.orvees TeQquinink Mok substantive fairness and procedural compliaacc .
tegarc o musiondul: tes insiance, for the dismissal not to constitute an unfas:
labouwr praste e miwonduct must be of a serious nature. such as pross
grihonetiy of press amuberdsiation. An employee may also not be summarily
disgisacd lot powr pettacinance: she must receive warmngs. counsellng .
gusdance and raneg  Only of she continues to perform unsatisfactorily after
lapse 0! a reasocad.e perid of ume for improvement. can she be dismissed
Lies cszussal oo the grounds of operational requirements requires . wess
of comuitation ame™yt to reach consensus, and epdeavours . avoid
ICTeCLTeT! e a4 rr.avauor

- - ——
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1.3 Such provisions can, in certaip circumstances, be avoided by styling the
relationship between the parties as that of independent contractor rather than
employer/employee.

However, with the legislative provisions having clearly been enacted to afford
maximurm protection to employees, the courts are reluctant to allow employers
to skirt the provisions of labour legislation by resorting to independent
conwactor agreements. In determining the true nature of the relauonship
berween 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 dominant impression of the relationship.

1.4 Although there are certawn factors which could characterise BASIC's South
African staff as independent contractors - such as the fixed period of the
conrract and their relauve freedom in exercising their duties - on balance the
relanionship 1s far more akin to that of employer/employee:

1.4.1 BASICS/US maintains control and supervision over the staff and has
the power to direct the employee;

1.4.2 The staff will work pot 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 required to perform their duties personally and may not
nominate other persons to do their work:

1.4.4 Pavment is made on the basis of time worked. not work completed;

1.4.5 BASIC/US provides the equipment necessary for performance of
dutes;

1 4 6 Provision for medical insurance, leave, travelling allowance reflects an
ersployvinent type contract.

Thus. altboupk an ndepe.dent contractor agreement would give to
BASICS/US far greater lautude wo respect of dismissals and/or retrenchment.
it 1s quite prebadble that if a dispute comes before court this relationship will
be found i tact o be one ot emplovment and the relevant statutory provisions
wul apply

15  Our further concern tn this regard relates 1o the payment of tax. An employer
1s responsibie for the pavoent of his employee’s tax which 1s deducted from
b pross salary  Ap windependent contractor however 1s responsible for the
payment o1 his. het own tax gross income paid to hum/her as remuneration 1o
terms of e contrazt 17 therefore a court finds tha the contract 15 one of
empioy est and nOL an independent coatract agreement and the situaton arises
tha! e emplovee <ontraster has detaulted on payment of his tax, the employer
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{BASICS) may be liable for the payment of arrear tax over and above the
gross salary already paid out. This is another risk attaching to the attempt to
create an independent contractor agreement.

1.6  Inview of the above the relationship envisaged between BASICS/US aud its
South African staff is likely to be regarded as a contract of employment. We
would therefore advise that the “ecmployment form” is adopted from the outset
as the means of regulating this relationship. subject to certain reservatons.

1.7  We would further advise that a specific form of employment contract - the
fixed term contract - is employed.

1.7.1 Such a contract specifically delineates the period of employment.

1.7.2 Ittherefore allows evasion of the laws of unfair dismissal to the extent
that the contract terminates automatically in accordance with the
tnteation of the parties: Termination is therefore not at the initarive
of the employer and as such there is po dismissal. -

1.7.3 The agreement between BASIC/US and the South African staff as laid
out in the letter of appointment reflects in nature a fixed term contract.

1.7.4 We have enclosed herewith a further fixed term contract for your
perusal which incorporates the provisions of the letter of appointmen:
aod other annexures but which regulates more comprehensively .
relanonship between the parties. We would advise that this serve as
the basis of your agreement with your employees in South Africa.

1.7.5 It « ..portamt w note that the fixed term contract should -~ be
renewed suice an increase in the duration of the employment
relationstup through repeated use of such a contract may develop an
e*  ‘ation on the part of the employse of the cominuny of we

r ship  Such ap expectation wiil cause the court to regard
tior o eruployment as a dismissal with 1ts concomitant
w2hkulues

Letter of appointment

Aside trow the concerns reflected w paragraph | above, the stated terms of hire and
stated pavmezots ¢ the proposed leiter of appointment and attachments are. m our
view  very fag
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Provision of medical insurance

We confirm that there is no obligation on an ¢employer to provide medical insurance
for his employees. An employee is responsible for purchasing ber own insurance and
the additional funds provided by BASICS/US in the letter of appointment are
adequate.

Provision of pension benefits

Similarly, an employer i1s not oblhiged 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 1s no need for BASICS/US to provide for pension benefits. You may
therefore wish to delete the reference to pension bepefits mn attachment 1.

Other benefits

The provision made in the contract for leave and severance pay is completely in
accordapce with the minimunn South African legal compensation requirements and
there are no furtber benefits that peed to be included.

Tax

There are two different systems of tax applicable to employees in South Africa. Up
to an amount of R50 000. the employee is liable to pay SITE (Standard Income Tax
on Employees).

For the balance of her salary over RS0 000, the employee is liable for PAYE (Pay
as You Earp).

The rate of taxation in respect of both systems is 45 % for a total salary of over R80
000.

The tax payvable ansually by Pamela Mamogobo (excluding travelling aliowance) 1s
as follows.

SITE R10 475,00
PAYE R36 908 80

TOTAL R4~ 3R3 80

Tax pavable agpually by Preudencia Nxumalo (excluding travelling allowance) 1s as
follows

SITE R10 475,00
PAYE R1E 267 34

TOTAL  R2f 73054

\#
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Where a lump sum travelling allowance is granted the employee will be entitled to a
deduction of 35 % of the allowance. The oniy other applicable allowance may be
entertainment should you choose to grant such alfowance.

Where a contract of employment is entered into:

Y The employee is responsible to register himself as such with the Receiver of
Revenue.

1) The employer must register as an employer with the Receiver of Revenue.

i) The employer is then responsibie to deduct the empioyee’s tax from his salary
and to pay 1t to the Receiver of Revenue.

In respouse to your query raised in your fax dated 19 February 1996, such a payment
procedure would be perfecty valid under South African Law, although BASICS/US
would remain responsible for payment of employee’s income taxes.

Registration of Partnership for Child Health Care Inc

In terms of Sectnion 322 of the Companies Act, an external (foreign) company 1s
required to register in South Africa once it establishes a place of business here.
Pantpership for Child Health Care Inc is therefore obliged to lodge certain documents
with the Registrar of Companies within 21 days of establishment its place of business
in South Africa.

The documents required are the following:
a) Certified copy of the memorandum (Constitution) of the company:

b) Notice 1o prescribed form of the registered office and postal address of the
company 1o South Africa:

c) Copsent of and the name and address of the auditor of the company in South
Africa:

()] Nouce of the financial year of the company;

e) A list1n the prescribed torm containung particulars in respect of each director

and 1o respect of the {ocal manager and his secretary and the name and address
of the auditor of the company 1 the Republic:

i A notice of the name and address of the person authorised by the company 1o
accept service on bebal! of the company.

Upon receipt of thesz documsnts and pavment of the prescribed fee, the registrar will
register such compapy as an external company in the Republic. thereby piving
rECORLNLION O 11 as 2 bodv corporate 1t South Africa
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It will be clear from the above that BASICS/US will be required to have = . auditor
at all times in the Republic and must appoint one or more persons residuit 1n the
Republic who will be authorised 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 business of the company in the
Republic and 1o explain the trapsactions concerrung 1t's 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 queries.
please do not hesitate to contact writer hereof.

Yours faithfully
ADAMS & ADAMS
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FIXED TERM EMPLOYMENT CONTRACT

Entered into by and between:
(hereinafter referred to as the "Employer™)

and

(bereinafter referred to as the "Employee™)

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 appointment and this contract, the letter of appointment shall prevail.

POSITION AND PERIOD_OF EMPLOYMENT

Subject to the terms and conditions set out herein, the Employer hereby offers

2.1
and the Employee accepts employment in the capacity as a on a
fixed term basws for the period commencing __________ and terminating on
{(fixed term period of employment).
a0

22 This agreemen: s concluded on the express understanding that the
empiovment relatiesshin s entered mio for the specific period described above
only and Ba: we empiovment relationship shall cease at the termination of the

wud perind Such termunaiion shall not constitute a retrenchment or dismussal.
N _MPL {T
3.1 A2y alteration 10 the $1:94.2:¢C period of employment described i paragraph

{1520 be reduced in mesing 4 gued by both partes hereto, failing which

St allcalid sla. be of nao {orce and effect.
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3.2 Change of occupation or change in rate of remuneration during the
continuance of this agreement shall in no way alter the force and effect of any

of the remaining terms and conditions hereof.

NOTICE

The Employee shall be entitled to receive one (1) months notice that her contractual
period of employment 1s due to expire. It is the intenton 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 Jetter of appointinent (Annexure A).

TERMINATION OF EMPLOYMENT BEFORE THE EXPIRY DATE

5.1 Any party may termpate 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 this-shonte”
they wish o termunate the employment relationship prior to the expiry of this

contract.

5.3  Sbould the peed arise for the Employer to terminate the Emplovee's services
by way of rewenchmeut or redundancy prior to the expiry date of this
coutract, the Ewplovee will not be entitled to payment for the remaining
peniod of this contract but may, subject to agreement between the parties, be

eautled to a severance package.




DUTIES AND FUNCTIONS

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 in Anpexure B. These may
vary according to the exigencies of the Employer's business and the Empioyee
will be required to adapt and comply with simple changes in this regard.

REMUNERATION

7.1  The Emplovee will receive a gross monthly salary as agreed upon in the letter
of appointment (Annexure A), which shall be payable in arrears on the ____
. day of cach moath (hereafter referred to as the pay day). Where the pay day
falls on a weekend or public holiday. the Employee’s salary will be paid on
the last working day preceding such pay day.

7.2 When the Employee works overtime at the insistence of the Employer.
payments for such overtime will be made in terms of the provisions of the
Basic Cepditions ¢ mploviment Act. or any wage determination which may

be applicable from tume to tume.

7.3 The salay as descnbcg in paragraph 6.1, including payment of overtime as
set outl 1n paragraph ‘2. shall be the entire remuneration payable to the
Emplover and no other ecutiements shall be due to ;he Employee except such
enttlemernts as are due to such Employee 1n terms of the provisions of the
Bauc Conditings of Emplovipent Act or any wage determination which may

be applicadic from time to tune.
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1.

HOURS OF WO

8.1  The Employee’s normal hours of work will be fron. 1o . io

8.2 The Employee will be entitled to 2 lunch break from to . Mondays
to Fridays.

ANNUAL LEAVE

9.1  The Employee will be entitled to 17 (Seventeen) days paid anoual 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.
HOLIDAYS
10.1 The employee will be entitled to those holidays stipulated ic Annexure C.

SICK LEAVE

11.1  During the fixed term period of emaployment the Employee will be enutled to
sick leave on fuli pe. ar a rate of 1 (One) working day in respect of each
completed period of 5 (Five) weeks of employment. The Employer shall not
be bound 1o pay the Employee an amount 1o respect of any absence from work
for a period covering more than 2 (Two) consecutive days, unless the
Emploves produces a certificate signed by a medical practitioner stating the

pature and duration o! the Employee’s incapacity.

HEALTH

12.1  Thn conzac: 13 concluded conditionally upon the presence and continued
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health and fitness of the employee to perform the duties required by the

position.

"he Employer may at any time require the Employee to undergo a medical
¢xamination at the Employer's expense by a medical doctor appointed - »
Employer to ascerta... whether the Employee is medically fit and hea.

‘orm her duties.

“ployvee specifically consenis to the Employer uplifting and perusing
=dical reporis which may be issued pursuant to  examibation - .

reterred to in paragraph 10.2 above.

DISCIPLI" . ARY CODE AND GRIEVANCE PROCEDURE

'2 1 The Employee agrees that she will acquaint herself and obey the regulations,
iphpary code and grievance procedure of the Employer. which documents

form an integral part of this agreement.

SIGNED AT PRETORIA ON THIS THE DAY OF 19

As Witnesses:

to

For and on behalf of the EMPLOYER

SIGNED AT PRETORIA ON THIS THE DAY OF 19
As Witnesses
1

- EMPLOYEE
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