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1. POLICY OBJECTIVE
The purpose of this policy is to regulate the Department of Local
Government and Housing processes and procedures regarding payroll
management.
This policy will enable officials to:
e Understand the Departmental policy on payroll management
e Prepare monthly payroll retumns

o Distribute payrolls and pay slip to different SBUs

o Understand the structure of the department and monitor the movement of
personnel on the payroll

o Guard against ghosts workers in the department

Please note:
This policy directive is based on the following sources:

Public Finance Management Act (PFMA) sec 76(4)(b)

Treasury Regulations, as issued in accordance with the Public Finance
Management Act (PFMA) sec 8.3 par. 8.3.4 and 8.3.5

Departmental requirements

The policy will be subject to reviews on annual basis or as and when the need
arise.

2. BACKROUND
Section 8.3 of the Treasury Regulations stipulates that:

Par 8.3.4

For all employees, the person in charge at the respective pay-points must certify
on the date of payment that all persons listed on the payroll report are entitled to
payment.

Employees paid by cheque must sign the pay roll report when collecting their
cheques.

Par.8.3.5

Within ten days of being certified, the payroll report must be returned to the chief
financial officer. The accounting officer must ensure that all pay-point
certificates have been received on a monthly basis.
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All other officials who are permanent but still on probation and receive their
salaries on the 30 or 31* of the month, ora day before if the pay day isnot a
working day, are entitled to receive their pay slips before their pay day.

Their distribution process shall be covered by bullet two to four above.

It is of all responsibility managers to identify officials who do not belong to
their respective work stations, and alert HRM for correct placement

In instances where pay slips are not colleted within three consecutive months,
an investigation shall be conducted to establish whether the official 1s entitled
to receive payment sec 8.3 (par 8.3.4)

Thereafter a report shall be written to the accounting officer with
recommendations

4. PART C: GENERAL

UNCOLLECTED PAY SLIPS

Pay slips that are not collected for a period stipulated by record keeping
policies, shall be destroyed.

DICIPLINARY ACTION
Disciplinary action may be taken against officials guilty of the abuse of this

policy provisions, as per financial mismanagement provisions of the Public
Finance Management Act.

Effective date:

The policy will be effective from the date of approval by the Head of
Department.



_H_ a3N0¥ddV LON

s

[ ] G3AN3IWWOOITY 1ON

g a3aAOuddV

d3101440 OZ(Z HO

pasiney



