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STANDARD OPERATING PROCEDURES
FOR CONTRACT ADMINISTRATION

EXECUTIVE SUMMARY

The purpose of producing this Handbook is aimed at
(i) standardising procedures throughout the KZN Department of Public Works;

(i) updating documents and letters, frequently used by officials of the KZN Department of
Public Works and,

(iii) addressing critical needs and shortcomings insofar as standard operating procedures
are concerned.

Compliance with these instructions is an important duty of supervisors to monitor and ensure
that no member of staff summarily dispenses with operational detail or alters approved
wording to letters and forms which, if not controlled, would lead to the eventual erosion of
having introduced standard procedures. The departmental EXCO on the advice and
recommendation of the Chief Directorate Operations can only approve amendments to
procedures.

Over the past years many procedural changes were brought about as a result of the
introduction of new Acts and Regulations, involving even amendments thereto. These
changes affected the delivery of services and highlighted the need to revise previous
procedures. Changes in the financing and tendering fields including the introduction of the
Construction Industry Development Act, 2000 (Act No. 38 of 2000) probably had the greatest
impact because of legislative amendments. Other areas which place great strain on the
delivery of services are:

(i) the decentralisation of functions and funds to the regions and,
(i) personnel having to attend to work for which they are not skilled to perform.

The upshot of the situation is that without internal human capacity, a high percentage of work
must be outsourced to others to perform.

Whilst some of the procedures prescribed may seem to be almost unnecessary, it is often the
small overlooked items which, when standardised and then complied with, ensures the
smooth operation and flow of work. Many more complex matters of a general nature are also
addressed in the document.

This Handbook provides background knowledge to procedures, as it is essential to understand
the involvement of other disciplines in achieving goals and client satisfaction.

The Handbook covers in sequence of workflow, the following aspects:

(i) Programmed Policy covering the pre-tender planning phase, the tender award phase,
effecting payments and contract administration during the construction period and
completion of the Works phase, effecting final payment and receipt of the appropriation
drawings for future use.

(i) Maintenance Policy covering Day-To-Day and Maintenance from the request and
planning stage, through to the completion stage, involving awarding of a contract,
managing the contract, effecting payments and recovery of monies, where necessary.

(iii) Functional Models depicting various stages of contract administration applying the
Works Information Management System, is a management tool.

(iv) Documents Design involves the standardisation of forms and letters as used by the
Department.
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