CHECKLIST FOR SUBMISSION OF APPROVAL FOR DEPARTMENTAL EVENTS (INCLUDING WORKSHOPS/MEETINGS, ETC.)
	No.
	Process
	
	Remarks

	1.
	Signed by:


	
	

	
	1.1
	Chief Financial Officer
	
	

	
	1.2
	Head of Department
	
	

	2.
	Is it a service delivery event?
	
	

	
	2.1
	No.        of 24 events (as permitted in terms of PT 03 of 2018/19)
	
	

	3.
	Approved by the Executive Council (MEC)
	
	

	4.
	Cost of the event (not more than R1.2m for 3 500 community members and not more than R600 000 for 1 500 - 2 000 community members)
	
	

	5.
	Attached 3 lowest quotations for every cost item
	
	

	
	5.1
	Catering ranges between R65.00 – R85.00
	
	

	
	5.2
	Proof that artist/MC was sourced using DAC’s database
	
	

	
	5.3
	Proof that the department tried to source a government venue before using a private venue
	
	

	6.
	Date of event
	
	

	7.
	Date of submission to Provincial Treasury
	
	

	8.
	Date of receipt by Provincial Treasury
	
	


Checked by:______________________________________

Signature:______________________________________

