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RECORDS INSPECTION REPORT
REGULATORY REQUIREMENTS
Required Document
Last Updated
Compliant
Non - Compliant
Approved Filing Plan
Approved Records Management Policy
Approved Registry Manual
Collection of all correspondence
Documentor or Record
Location
Save & Secure
Compliant
Annual Plans and Annual Reports
Approved Budgets
Council and other important minutes
Financial Records
Performance: Monitoring and Evaluation
Human Resource Files
STORAGE OF IMPORTANT RECORDS AND DOCUMENTS
SAFETY OF RECORDS AND DOCUMENTS
Hazards
Compliant
Fire
Pollution
Deletion of Electronic Records
Water
MANAGEMENT CAPABILITIES (Municipalities Only)
Learning Programme
Feedback
LP1: Strategic Management; Budgeting implementation and Performance Management.
LP2: Municipal Accounting and Risk Management
LP3: Governance and Legislation
LP4: Cost and Capital Planning
LP5: Municipal IT Support and Project Management
LP6: Supply Chain Management and Public Private Partnership
EQUIPMENT
CONSTRAINTS AND RECOMMENDATIONS
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