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DPSA 		Department of Public Service and Administration
HoD		Head of Department
MPSA		Minister for the Public Service and Administration
PFMA		Public Finance Management Act, 1999
PSA		Public Service Act, 1994
PSR		Public Service Regulations, 2016

[bookmark: _Toc395210485][bookmark: _Toc395210935][bookmark: _Toc395372558][bookmark: _Toc395372694][bookmark: _Toc395372987][bookmark: _Toc15991702]2.	INTRODUCTION AND NMOG APPROACH
The purpose of the guide is to: 
(a)	Fast track the work being conducted by the work streams, particularly the ring-fencing of resources in relation to the merging of departments and the transfer of functions, identifying affected staff for transfer, associated budgets and organisational structures, and consultation with staff. Consultation with organised labour will be conducted in terms of a PSCBC resolution.
(b)	Obtain concurrence by the relevant officials and Ministers for the functions and resources identified for transfer and the organisational structure of affected departments.
(d)	Obtain a determination by the MPSA for the transfer of functions and to concur with the proposed organisational structures of affected departments.
NMOG Approach
The NMOG Steering Committee endorsed the following approach:
(a)	The NMOG process is limited to giving effect to the Presidential proclamations regarding the establishment of new Executive portfolios, the renaming and merger of departments, and the transfer of legislation between Ministers in terms of the Constitution.
(b)	Introducing new policies and strategies and concomitant resourcing needs fall outside the scope of the NMOG.
(c)	Designing organisational structures are limited to the realignment of organisational structures of departments and excludes restructuring.  
(d)	The deadline for the submission of proposed organisational structures to the MPSA for a determination is 30 September 2019.
(e)	The determination by the Minister for the Public Service and Administration is expected to be finalised by 31 October 2019.  
(f)	Staff will transfer with existing conditions of service (COS) benefits and retain those conditions of service until reviewed or re-negotiated. 
[bookmark: _Toc395210486][bookmark: _Toc395210936][bookmark: _Toc395372559][bookmark: _Toc395372695][bookmark: _Toc395372988][bookmark: _Toc15991703]3.	CLARIFICATION OF CONCEPTS
Concepts that are relevant for the NMOG are clarified as follows:
"Determination" means the act of making a decision or ruling by a person so authorised on a matter either to resolve a conflict or to settle a doubt.
 “Function” means the hierarchical grouping of actions or activities in pursuance of a government objective, outcome, output, product and services.  It also means an area of government responsibility appropriately mandated.
“Transfer of function” means the allocation of the legal competence, accountability, responsibility and concomitant resources for a function from one department to another or from a department to any other body or from any other body to a department.  This also means that a function is abolished in one department and created in another department. 
“Allocation of function” means-
(a) if it's a new function, the initial allocation of the function to the appropriate department; or
(b) if it’s an existing function, the transfer of a function.
“Mandate” means the legal authorisation to perform a function (including a power conferred or a duty imposed).  A function is authorised through legislation and policy approved by the Cabinet.
"Policy" A plan of action adopted by government determining its stand or position on a specific issue or general matter. This is used as a basis for legislation or as the basis for giving directives. (e.g. you can have a general policy on education out of which you can get an Education Act).
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Department must perform functions that are legally mandated through the following legislative mechanisms.
(a)	Transfer the administration of legislation in terms of the Constitution.
(b)	Specific enabling legislation such as sector legislation or an appropriation act.
(c)	In the absence of specific enabling legislation, the MPSA may make determinations to allocate functions to a departments or to transfer functions between departments.
The following legislative provisions provides the basis for the merging of departments, transfer of functions and staff including the allocation of functions and approval of organisational structures:
S97 of the Constitution – The President by proclamation may transfer to a member of Cabinet the administration of legislation entrusted to another member.
S7(5) of the PSA – The President may by proclamation in the Gazette on the advice of the MPSA amend Schedule 1 so as to establish or abolish any national department - Refer to Proclamation No. 42542 Gazetted on 26 June 2019.
S(3)(4)(b) of the PSA – The MPSA may after consultation with the relevant executive authority or executive authorities, as the case may be, make determinations regarding:
(a)	The allocation of any function to national departments, or
(b)	The transfer of any function/s from one national department to another. (same principle applicable for departments that are merging into one department as all functions shall be transferred).
PSR 32 Transfer of Functions - If the Minister makes a determination regarding the transfer of functions in terms of S(3)(4)(b) of the PSA:
(a) The  relinquishing departments  shall  transfer  all  concomitant  resources, including personnel, to the receiving department.
(b) The recipient department shall co-ordinate the transfer and ensure that the employees’ terms and conditions for employment are, upon transfer, on the whole not less favourable than those on which such employees were employed by the relinquishing department.
(c) The recipient department shall accept accountability for the functions on the date of the transfer.
(d) The accounting officer of the relinquishing departments shall retain accountability for matters originating prior to the date of transfer.
(e) The transfer of funds shall take place in accordance with the requirements of regulation 6.5 of the Treasury Regulations.
(f)  The concomitant resources contemplated this regulation includes all those employees or posts related to the performance of core or support functions, assets and tools of trade pertaining to the function to be transferred.
(g) All affected employees shall be transferred in terms of section 14 of the Act.
S5(6)(a) of the PSA, collective agreements - Any provision of a collective agreement contemplated in subsection (4), concluded on or after the commencement of the Public Service Amendment Act, 2007, shall, in respect of conditions of service of employees appointed in terms of this Act, be deemed to be a determination made by the Minister in terms of section 3(5).
PSR Regulation 25(2) - Consultation with MPSA, defining and grading posts -An executing authority shall, based on the strategic plan of the department:
(a)	Determine, after consultation with the Minister, the department’s organisational structure in terms of its core mandate and support functions.


(b)	Define and create the posts necessary to perform the relevant functions while remaining within the current budget and medium-term expenditure  framework of the department, and the norms and standards for post provisioning for occupations or categories of employees; and the posts so defined and created shall constitute the department’s approved establishment.
(c)	Grade proposed new jobs according to the job evaluation and job grading systems.
(d)	Engage in the human resource planning in accordance with Regulation 26 to meet the resulting human resource needs.
S3(7) of the PSA, Internal organisation and career management - An executive authority has all those powers and duties necessary for- 
(a)	The internal organisation of the department concerned, including its organisational structure and establishment, the transfer of functions within that department, human resources planning, the creation and abolition of posts and provision for the employment of persons additional to the fixed establishment; and 
(b)  	The recruitment, appointment, performance management, transfer, dismissal and other career incidents of employees of that department, including any other matter which relates to such employees in their individual capacities.
S14 of the PSA, Transfers of staff within public service 
(1)	Subject to subsections (2), (3) and (4), any employee of a department may be transferred -
(a)	within the department, by its executive authority; and
(b)	to another department by the executive authorities of the two relevant departments.
(2)	Such transfer shall be made in such manner and on such conditions as may be prescribed.
(3) 	An employee may be transferred under subsection (1) only if -
(a)	the employee requests the transfer or consents to the transfer; or
(b)	in the absence of such request or consent, after due consideration of any representations by the employee, the transfer is in the public interest.
(4)	Before employees may be transferred in terms of subsection (3) (b) as a result of a determination regarding an allocation, abolition or transfer of a function, contemplated in section 3 (4) (b) or (c) or 3A (b), consultation shall take place in the applicable bargaining council established in terms of the Labour Relations Act for the public service as a whole or for a particular sector in the public service.
(5)(a)	The transfer of an employee in terms of subsection (1) who is on probation shall remain subject to probation as prescribed.
(b)	Any regulation so prescribed shall take due regard of the respective functions before and after the transfer to avoid detriment to the employee concerned.
(6)	An employee who has been transferred to a post with-
(a)	a lower salary than his or her salary before the transfer shall not upon such transfer suffer any reduction in salary, except if he or she requested the transfer or he or she consented to the reduction; or
(b)	a higher salary than his or her salary before the transfer shall not by reason only of that transfer be entitled to the higher salary.
S12(3)(a) of the PSA, Transfer of HoDs - The President may transfer the head of a national department or national government component before or at the expiry of his or her term, or extended term, to perform functions in a similar or any other capacity in a national department or national government component in a post of equal, higher or lower grading, or additional to the establishment, as the President considers appropriate.
Funding arrangements
s33 of the PFMA, Withholding of appropriated funds - The relevant treasury -
(a)	may withhold from a department any remaining funds appropriated for a specific function if that function is transferred to another department or any other institution; and 
(b)	must allocate those remaining funds to that other department or institution.
Treasury Regulation 6.5 Transfer of functions
6.5.1	Where a function is to be transferred between votes during a financial year, the relevant treasury must be consulted in advance, to facilitate any request for the resulting transfer of funds voted for that function in terms of section 33 of the Act. In the absence of agreement between the affected departments on the amount of funds to be transferred, the relevant treasury will determine the funds to be shifted. 
6.5.2	Should the Minister of Public Service and Administration or a Premier of a province make a determination regarding the transfer of a function between departments in terms of the Public Service Act, 1994, that determination must accompany a request for the transfer of funds as per paragraph 6.5.1. Should the Minister of Public Service and Administration or a Premier approve a function transfer after the finalisation of the adjustments estimates, it must be dealt with on a recoverable basis.  
6.5.3	Before seeking formal approval from the Minister of Public Service and Administration or the Premier of a province for any transfer of functions to another sphere of government, the transferring accounting officer must first seek the approval of the relevant treasury or treasuries on any funding arrangements.


s42 of the PFMA. Accounting officers’ responsibilities when assets and liabilities are transferred –
(1) When assets or liabilities of a department are transferred to another department or other institution in terms of legislation or following a reorganisation of functions, the accounting officer for the transferring department must -
(a)	draw up an inventory of such assets and liabilities; and
(b)	provide the accounting officer for the receiving department or other institution with substantiating records, including personnel records of staff to be transferred.
(2)	Both the accounting officer for the transferring department and the accounting officer for the receiving department or other institution must sign the inventory when the transfer takes place.
(3)	The accounting officer for the transferring department must file a copy of the signed inventory with the relevant treasury and the Auditor­General within 14 days of the transfer.
[bookmark: _Toc15991705][bookmark: _Toc395210488][bookmark: _Toc395210938][bookmark: _Toc395372561][bookmark: _Toc395372697][bookmark: _Toc395372990]5.	SUBMISSION TEMPLATES ON THE RING-FENCING OF RESOURCES AND TRANSFER OF FUNCTIONS BETWEEN AFFECTED DEPARTMENTS
The following three scenarios describes the transfer of functions and resources, and organisational structures of affected departments:
(a) Scenario A - Transfer / Splitting before merger - Transfer to another department falling under another Ministerial portfolios before merging of departments.  Templates A1 and A2 must be completed for the following affected departments:
· Department of Environment, Forestry and Fisheries in respect of the transfer of the forestry and fisheries function from the Department of Agriculture, Forestry and Fisheries.
· Government Communication and Information System in respect of the transfer of the Media Development and Diversity Agency (MDDA) and Brand SA from the Department of Communications.
· Department of Public Works and Infrastructure in respect of the transfer of the Presidential Infrastructure Coordinating Commission (PICC) from the Economic Development Department.
(b) Scenario B Merger - Transfer in instances of a merger of existing departments into a new department in the same Ministerial portfolio. Templates B1 and B2 must be completed for the following new merged departments:
· Department of Agriculture, Land Reform and Rural Development.
· Department of Communications and Digital Technologies.
· Department of Mineral Resources and Energy.
· Department of Sports, Arts and Culture.
· Department of Trade, Industry and Competition
(c) Scenario C Normal transfer no merger - Transfer to another department falling under another Ministerial portfolio. This scenario is very similar to scenario A with the difference that the MPSA must also concur with the organisational structure of the “from and to” department affected by the transfer. Templates C1, C2 and C3 must be completed for the following affected departments:
· Department of Public Works and Infrastructure in respect of the transfer of the infrastructure development management system (IDMS) function from the National Treasury.
· The Presidency in respect of the transfer of the socio-economic impact assessment functions from the Department of Planning, Monitoring and Evaluation.
· The Department of Women, Youth and Persons with Disabilities in respect of the transfer of the youth development function form the Department of Planning, Monitoring and Evaluation.
· The Department of Women, Youth and Persons with Disabilities in respect of the transfer of the persons with disabilities functions from the Department of Social Development.



[bookmark: _Toc15991706]6.	SCENARIO A - TRANSFER / SPLITTING BEFORE MERGER
[bookmark: _Toc15991707]TEMPLATE A1 - JOINT SUBMISSION ON RING-FENCING OF FUNCTIONS AND RESOURCES IDENTIFIED FOR TRANSFER
A single submission should be prepared by the recipient department, in close cooperation with the relinquishing department to conclude on the work in relation to the ring-fencing of functions and resources identified for transfer by the work streams.
The submission serves the purpose to obtain approvals from the relevant officials and Ministers and is the source document to request the MPSA to issue a determination in terms of the PSA for the transfer of functions and concurrence with start-up organisational structures.
The submission layout is similar to the Departmental Project Team progress reports presented at the National Project Team meetings. 
The submission should contain the topics and content as set out below.  This template uses the example of the transfer of forestry and fisheries functions.

Note: Underlined text means text inserted as an example
TITLE
JOINT SUBMISSION ON THE TRANSFER OF THE FORESTRY AND FISHERIES (Insert relevant function) FUNCTIONS AND RESOURCES FROM THE DEPARTMENT OF AGRICULTURE, FORESTRY AND FISHERIES (insert name of relinquishing department) TO THE DEPARTMENT OF ENVIRONMENT, FORESTRY AND FISHERIES (insert name of recipient department)
1. PURPOSE
(Please use the formulation set out below)
The purpose of the submission is:
(a)	To obtain the concurrence of the Minister of Environment, Forestry and Fisheries (insert name of recipient Ministerial portfolio) and the Minister of Agriculture, Land Reform and Rural Development (insert name of relinquishing Ministerial portfolio) for the transfer of the forestry and fisheries (insert relevant function) functions and concomitant resources from the Department of Agriculture, Forestry and Fisheries (insert name of relinquishing department), to the Department of Environment, Forestry and Fisheries (insert name of recipient department).
(b)	To obtain the approval of the Minister of Minister of Environment, Forestry and Fisheries (insert name of recipient Ministerial portfolio) for the attached letter to request a determination by the Minister for the Public Service and Administration, in terms of section 3(4)(b) of the Public Service Act, 1994, for the transfer of the forestry and fisheries (insert relevant function) functions from the Department of Agriculture, Forestry and Fisheries (insert name of relinquishing department) to the Department of Environment, Forestry and Fisheries (insert name of recipient department) with effect from 1 October (insert month) 2019[footnoteRef:1]. [1:  The date of transfer should be a future date that will allow the MPSA sufficient time to process the determination.  
If no date is indicated the effective date will be the first day of the Month following the date on which the determination was made. ] 

2.	INTRODUCTION
· President’s announcement of the National Executive
· Impact of new National Executive on the Department, e.g. nomenclature change, transfer of function/s, merging of departments into a new department  – provide overarching description
· Departmental TOR, NMOG governance structure and Task Team process
· Joint Departmental Task Team and sharing of work streams and cooperation by departments
3. ORGANIZATIONAL SCOPING
· Organisational Scoping (Mandate and functional analyses):
· Process followed to analyse mandate, identify and decompose functions
· Basis on which functions were identified for transfer 
· Provide a description of functions.  Functions must also be captured in Table 1, paragraph 5
4. ORGANISATIONAL STRUCTURE AND POST ESTABLISHMENT
Attach the approved organisational structure and post establishment of the relinquishing department as it pertains to the function being transferred as Annexure A. 
5. RING-FENCING OF STAFF / STAFF AUDIT
· All unfunded posts must be abolished and cannot be transferred.
· Identify affected funded line function posts and employments additional to the post establishment
· Identify affected funded support posts Programme 1 and employments additional to the post establishment.
· Ratio of Programme 1 posts compared with line function posts.
· Analyses of which posts are filled, vacant, funded and abolish unfunded posts (PERSAL clean-up of unfunded posts)
· Secondment arrangements
· Staff List compiled to identify those staff that will transfer
· Identify any outstanding disciplinary matters of employees.
· Fill in Table 1 to summarise functions, associated posts and compensation of staff identified for transfer
[bookmark: _Toc395372565]Table 1: Summary of Functions, Funded Posts and Compensation Identified for Transfer

	Description of Functions Identified for Transfer
	No. of Funded Posts
	Total Posts
	Total Compensation (filled and funded vacancies)
R million

	
	No. Posts filled by affected staff
	No. Vacant funded post identified for transfer
	
	

	
	SMS 13+
	Below SMS
	SMS 13+
	Below SMS
	
	

	List Line Functions
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Programme 1 Support Services
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL POSTS AND COMPENSATION
	
	
	
	
	
	



· Fill in Table 2 to summarise employments additional to the post establishment identified for transfer.


Table 2: Summary of Employments Additional to the Post Establishment and Compensation of Staff Identified for Transfer

	Description of Functions Identified for Transfer
	No. Employments Additional to the Post Establishment
	Total No. Employments
	Total Compensation
R million

	
	SMS 13+
Below SMS
	Below SMS
	
	

	List Line Functions
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	List Programme 1 Support Services
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL EMPLOYMENTS AND COMPENSATION
	
	
	
	


Details of Staff and Vacant Post Identified - Annexure B
Attach Annexure B capturing the details in respect of staff and funded vacant post identified for transfer.
After the determination by the MPSA, transfer letters will be issued to the staff members on the list.
6.	INFRASTRUCTURE AND ASSETS
Provide progress even if the work has not been finalised at the date of this submission:
· All details regarding accommodation including lease costs and implications.
· Details of location and respective building.
· Assessment of building, parking and accommodation needs
· Auditing of Asset Registers
· Progress with Asset Register for sign off by Accounting Officers
· Action plan to finalise outstanding matters
· Challenges /risks.
· Solutions / recommendations

7.	FINANCIAL IMPLICATIONS
· Cost containment guidelines followed
· Break-down of budget per programme, sub-programme and economic classification for functions that transfer
· Ring-fenced funding to be transferred
· Preparation of MTEF inputs and changes to the budget programme structures
· Consultation with NT
· Provide budget information as set out in Table 3
· The CFO has to certify in the approval section of the submission that the funding identified for transfer has been verified with the relevant Budget Analyst of the National Treasury.
Table 3: Budget Information Identified for Transfer
· This table is a summary of the total funding which has been identified for transfer to the recipient department per Programme and sub-programme and economic classification over the MTEF.

	DESCRIPTION
	CURRENT FINANCIAL YEAR 2019/20
	2020/21 Financial Year
	2021/22 Financial Year
	2022/23 Financial Year

	R thousand
	ENE 2019 Baseline 2019/20
	Funds shifted to Dep. A 
	Description of Function
	Balance
	ENE 2019 Baseline 2020/21
	Funds shifted to Dep. A 
	Balance
	ENE 2019 Baseline 2021/22
	Funds shifted to Dep. A 
	Balance
	ENE 2019 Baseline 2022/23
	Funds shifted to Dep. A 
	Balance

	Programme 1
	
	
	
	
	
	
	
	
	
	
	
	
	

	Programme 2
	
	
	
	
	
	
	
	
	
	
	
	
	

	Programme 3
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	

	Economic Classification

	Current payments
	
	
	
	
	
	
	
	
	
	
	
	
	

	Compensation of employees
	
	
	
	
	
	
	
	
	
	
	
	
	

	Goods and services
	
	
	
	
	
	
	
	
	
	
	
	
	

	Interest and rent on land
	
	
	
	
	
	
	
	
	
	
	
	
	

	Transfers and subsidies
	
	
	
	
	
	
	
	
	
	
	
	
	

	Departmental agencies and 
accounts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Households
	
	
	
	
	
	
	
	
	
	
	
	
	

	Payments for capital assets
	
	
	
	
	
	
	
	
	
	
	
	
	

	Buildings and other fixed structures
	
	
	
	
	
	
	
	
	
	
	
	
	

	Machinery and equipment
	
	
	
	
	
	
	
	
	
	
	
	
	

	Software and other intangible 
assets
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	



8.	INFORMATION AND COMMUNICATION TECHNOLOGY 
Provide progress even if the work has not been finalised at the date of this submission:
· Audit and analysis of ICT systems 
· Software licences
· Detailed progress report on ICT analysis and implementation for each department
· Challenges / risks
· Solutions / recommendations
9.	LEGAL MATTERS
Provide progress even if the work has not been finalised at the date of this submission:
· Identify and analyse legal instruments such as contracts that are affected by the transfer of functions to ensure that they are appropriately dealt with (e.g., transfer of contract or MOU to continue managing contract by from department until contract lapse)
· MOU for in-year sharing of services, cooperation on governance issues, the financial management of and accountability as well as the duties of the relevant accounting officers
· Action plan to finalise outstanding matters
· Progress on proclamations, legislative and listing of departments.
· Any other legal issues that may arise.
· Challenges / risks.
· Solutions / recommendations.
10.	LABOUR RELATIONS, CHANGE MANAGEMENT AND COMMUNICATION
· Explain approach, frequency and processes followed to communicate with staff and labour
· Progress with consultation with organised labour in accordance with the PSCBC resolution
· Implementation of change management strategies
· Implementation of communication strategy and messages to manage the transition
· Explain unresolved issues and pending actions with the consultation process
· Branding of department
· Media communications
· Challenges / risks
· Solutions / recommendations
11.	OTHER RESIDUAL CHALLENGES, RISKS AND MITIGATION
· Explain challenges and risks not covered under the headings set out in the submission
· Explain measures and time frames to mitigate challenges and risks


12. 	RECOMMENDATIONS
It is recommended that:
12.1	The Minister of Environment, Forestry and Fisheries (insert name of recipient Ministerial portfolio) and the Minister of Agriculture, Land Reform and Rural Development (insert name of relinquishing Ministerial portfolio) concurs with the transfer of the forestry and fisheries (insert relevant function) functions and concomitant resources from the Department of Agriculture, Forestry and Fisheries (insert name of relinquishing department), to the Department of Environment, Forestry and Fisheries (insert name of recipient department).
12.2	The Minister of Environment, Forestry and Fisheries (insert name of recipient Ministerial portfolio) approves and signs the attached letter to request a determination by the Minister for the Public Service and Administration, in terms of section 3(4)(b) of the Public Service Act, 1994, for the transfer of the forestry and fisheries (insert relevant function) functions from the Department of Agriculture, Forestry and Fisheries (insert name of relinquishing department) to the Department of Environment, Forestry and Fisheries (insert name of recipient department) with effect from 1 October (insert month) 2019.
13 	APPROVAL 
Certification by Chief Financial Officers
Relinquishing Department				Recipient Department
	The funding set out in Table 3 has been identified for transfer and has been verified with the relevant Budget Analyst of the National Treasury 


___________________________
Ms / Mr .....................(Initials and surname)
CFO: Agriculture, Forestry and Fisheries (Name of relinquishing Department)
Date:
	The funding set out in Table 3 has been identified for transfer and has been verified with the relevant Budget Analyst of the National Treasury


___________________________
Ms / Mr .....................(Initials and surname)
CFO: Environment, Forestry and Fisheries (Name of recipient Department)
Date:





Directors-General

	Proposals in paragraphs 12.1 and 12.2 recommended / recommended as amended


___________________________
Ms / Mr .....................(Initials and surname)
Director-General: Agriculture, Forestry and Fisheries  (Name of relinquishing Department)
Date:
	Proposals in paragraphs 12.1 and 12.2 recommended / recommended as amended


___________________________
Ms / Mr .....................(Initials and surname)
Director-General: Environment, Forestry and Fisheries  (Name of recipient Department)
Date:



Deputy Minister/s (if applicable)

	Proposals in paragraphs 12.1 and 12.2 supported  / supported as amended


___________________________
Ms /Mr ..................., MP (Initials and surname)
Deputy Minister of Agriculture, Land Reform and Rural Development (Name of relinquishing portfolio)
Date:
	Proposals in paragraphs 12.1 and 12.2 supported / supported as amended


___________________________
Ms /Mr ..................., MP (Initials and surname)
Deputy Minister of Environment, Forestry and Fisheries (Name of recipient portfolio)
Date:


Ministers

	Proposals in paragraphs 12.1 and 12.2 approved  / approved as amended


___________________________
Ms /Mr ..................., MP (Initials and surname)
Minister of Agriculture, Land Reform and Rural Development (Name of relinquishing portfolio)
Date:
	1. Proposals in paragraphs 12.1 and 12.2 approved  / approved as amended
2. Letter addressed to the Minister for Public Service and Administration signed

___________________________
Ms /Mr ..................., MP (Initials and surname)
Minister of Environment, Forestry and Fisheries (Name of recipient portfolio)
Date:


ANNEXURE A: ORGANISATIONAL STRUCTURE AND POST ESTABLISHMENT
Attach the organisational structure of the relinquishing departments as it pertains to the function being transferred.

ANNEXURE B: DETAILS OF STAFF AND VACANT POST IDENTIFIED (APPLICABLE FOR MERGER AND TRANSFER
Staff Members
	INITIALS AND SURNAME
	PERSAL NUMBER
	UNIT IN DEPARTMENT
	SALARY LEVEL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Vacant Posts
Note that vacant posts identified for transfer must be abolished by the relinquishing department and the concomitant compensation transferred to the recipient department.
	VACANT POST DESIGNATION
	POST IDENTIFICATION NO
	UNIT IN DEPARTMENT
	SALARY LEVEL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc15991708]TEMPLATE A2 – LETTER BY MINISTER OF RECIPIENT DEPARTMENT TO REQUEST MPSA DETERMINATION ON TRANSFER OF FUNCTIONS AND START-UP ORGANISATIONAL STRUCTURE OF RECIPIENT DEPARTMENT
The letter requesting for a determination on the transfer of functions and concurrence with the start-up organisational structure should be signed by the Minister of the recipient department to ensure that the recipient department is ready to receive the functions and concomitant resources.
Attach the joint submission on ring-fencing of functions and resources identified for transfer (Template A1) to the letter as this confirms concurrence by both Ministers, as Annexure A.
Attach the start-up organisational structure and post establishment as Annexure B.
Submission of start-up organisational structure Annexure B
· The design of the organisational structure and post establishment must adhere to the following criteria:
· The purpose of the start-up structure is to align, reconcile, rearrange and consolidate transferred functions into the organisational structure
· Provide a functional organizational structure that clearly indicates; Purposes, Functions and level of command posts of organizational units.
· Only funded posts within the budget baseline must be included in the structure.  Unfunded posts cannot be transferred because they have no monetary value
· The macro organizational structure must be depicted to directorate level and posts below SMS summarised per unit on the structure.  See the general layout below:
Department / Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions
Command post level

· In instances where the full organisational structure has been developed the organisational structure should be attached.
· Any NEW POST must be considered outside the NMOG process and should follow the prescribed consultation process in terms of the Directive on Organisational Development.

TRANSFER LETTER
Note: Underlined text means text inserted as an example
Mr S Mchunu, (MP)
Minister for Public Service and Administration
Private Bag X916
PRETORIA
0001


Dear Colleague

REQUEST FOR A DETERMINATION BY THE MINISTER FOR THE TRANSFER OF FUNCTIONS AND CONSULTATION ON THE ORGANISATIONAL STRUCTURE OF THE DEPARTMENT OF ENVIRONMENT, FORESTRY AND FISHERIES (name of recipient department)

As part of the National Macro Organisation of Government, 2019 project, the affected departments have prepared the attached submission regarding the transfer of functions and resources (Annexure A).

From the submission you will notice that the Minister of Agriculture, Land Reform and Rural Development (name of relinquishing portfolio) and I concur with the transfer of the forestry and fisheries (insert relevant function) functions from the Department of Agriculture, Forestry and Fisheries (insert name of relinquishing department) to the Department of Environment, Forestry and Fisheries (insert name of recipient department), with effect from 1 October (insert month) 2019.

I will appreciate if you could consider a determination in terms of section 3(4)(b) of the Public Service Act, 1994 for the transfer of the functions as indicated and concur in terms of Public Service Regulation 25(2)(a) with the proposed organisational structure for the Department of Environment, Forestry and Fisheries (insert name of recipient department) as set out in Annexure B.

Yours sincerely,



..................... (Name of Minister), MP
Minister of Environment, Forestry and Fisheries (Name of recipient portfolio)
Date:


[bookmark: _Toc15991709]7	SCENARIO B - MERGER OF DEPARTMENTS
[bookmark: _Toc15991710]TEMPLATE B1 - JOINT SUBMISSION ON RING-FENCING OF FUNCTIONS AND RESOURCES IN INSTANCES OF MERGING EXISTING DEPARTMENTS INTO A NEW DEPARTMENT
A single submission should be prepared by the relinquishing departments to conclude on the work in relation to the ring-fencing of functions and resources identified for transfer by the work streams for transfer to the new department.
The submission serves the purpose to obtain approvals from the relevant officials and the Minister and is the source document to request the MPSA to issue a determination in terms of the PSA for the transfer of functions and concurrence with start-up organisational structure.
The submission layout is similar to the Departmental Project Team progress reports presented at the National Project Team meetings. 
The submission should contain the topics and content as set out below.  This template uses the example of the transfer of agriculture, land reform and rural development to the new Department of Agriculture, Land Reform and Rural Development

Note: Underlined text means text inserted as an example
TITLE
JOINT SUBMISSION ON THE TRANSFER OF THE AGRICULTURE, LAND REFORM AND RURAL DEVELOPMENT (Insert relevant function) FUNCTIONS AND RESOURCES FROM THE DEPARTMENT OF AGRICULTURE, FORESTRY AND FISHERIES (insert name of first relinquishing department) AND THE DEPARTMENT OF RURAL DEVELOPMENT AND LAND REFORM (insert name of second relinquishing department) TO THE DEPARTMENT OF AGRICULTURE, LAND REFORM AND RURAL DEVELOPMENT (insert name of recipient department)
1. PURPOSE
(Please use the formulation set out below)
The purpose of the submission is:
(a)	To obtain the concurrence of the Minister of Agriculture, Land Reform and Rural Development (insert name of Ministerial portfolio) for the transfer of the agriculture, land reform and rural development (insert relevant function) functions and concomitant resources from the Department of Agriculture, Forestry and Fisheries (insert name of first relinquishing department) and the Department of Rural Development and Land Reform (insert name of second relinquishing department) to the Department of Agriculture, Land Reform and Rural Development (insert name of recipient department).


(b)	To obtain the approval of the Minister of Minister of Environment, Forestry and Fisheries (insert name of Ministerial portfolio) for the attached letter to request a determination by the Minister for the Public Service and Administration, in terms of section 3(4)(b) of the Public Service Act, 1994, for the transfer of the agriculture, land reform and rural development (insert relevant function) functions and concomitant resources from the Department of Agriculture, Forestry and Fisheries (insert name of first relinquishing department) and the Department of Rural Development and Land Reform (insert name of second relinquishing department) to the Department of Agriculture, Land Reform and Rural Development (insert name of recipient department), with effect from 1 October (insert month) 2019[footnoteRef:2]. [2:  The date of transfer should be a future date that will allow the MPSA sufficient time to process the determination.  
If no date is indicated the effective date will be the first day of the Month following the date on which the determination was made. ] 

2.	INTRODUCTION
· President’s announcement of the National Executive
· Impact of new National Executive on the Department, e.g. nomenclature change, transfer of function/s, merging of departments into a new department  – provide overarching description
· Departmental TOR, NMOG governance structure and Task Team process
· Joint Departmental Task Team and sharing of work streams and cooperation by departments
3.	ORGANIZATIONAL SCOPING
· Organisational Scoping (Mandate and functional analyses):
· Process followed to analyse mandate, identify and decompose functions
· Basis on which functions were identified for transfer 
· Provide a description of functions.  Functions must also be captured in Table 1, paragraph 5
4.	RING-FENCING OF STAFF / STAFF AUDIT
· All unfunded posts must be abolished and cannot be transferred.
· Identify affected funded line function posts and employments additional to the post establishment
· Identify affected funded support posts Programme 1 and employments additional to the post establishment.
· Ratio of Programme 1 posts compared with line function posts.
· Analyses of which posts are filled, vacant, funded and abolish unfunded posts (PERSAL clean-up of unfunded posts)
· Secondment arrangements
· Staff List compiled to identify those staff that will transfer
· Identify any outstanding disciplinary matters of employees
· Fill in Table 1 to summarise functions, associated posts and compensation of staff identified for transfer (e.g. agriculture, land reform and rural development functions).
Table 1: Summary of Functions, Funded Posts and Compensation Identified for Transfer

	Description of Functions Identified for Transfer
	No. of Funded Posts
	Total Posts
	Total Compensation (filled and funded vacancies)
R million

	
	No. Posts filled by affected staff
	No. Vacant funded post identified for transfer
	
	

	
	SMS 13+
	Below SMS
	SMS 13+
	Below SMS
	
	

	List Line Functions
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Programme 1 Support Services
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL POSTS AND COMPENSATION
	
	
	
	
	
	



· Fill in Table 2 to summarise employments additional to the post establishment identified for transfer.


Table 2: Summary of Employments Additional to the Post Establishment and Compensation of Staff Identified for Transfer

	Description of Functions Identified for Transfer
	No. Employments Additional to the Post Establishment
	Total No. Employments
	Total Compensation
R million

	
	SMS 13+
Below SMS
	Below SMS
	
	

	List Line Functions
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	List Programme 1 Support Services
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL EMPLOYMENTS AND COMPENSATION
	
	
	
	


Details of Staff and Vacant Post Identified - Annexure A
Attach Annexure A capturing the details in respect of staff and funded vacant post identified for transfer.
After the determination by the MPSA, transfer letters will be issued to the staff members on the list.
5.	ORGANISATIONAL STRUCTURE AND POST ESTABLISHMENT
Attach the approved organisational structure and post establishment of the relinquishing departments as it pertains to the function being transferred as Annexure B1 and B2 respectively. 
Attach the start-up organisational structure and post establishment for the merged department as Annexure C.
Submission of start-up organisational structure Annexure C
· The design of the organisational structure and post establishment must adhere to the following criteria:
· The purpose of the start-up structure is to align, reconcile, rearrange and consolidate transferred functions into the organisational structure
· Provide a functional organizational structure that clearly indicates; Purposes, Functions and level of command posts of organizational units
· Only funded posts within the budget baseline must be included in the structure.  Unfunded posts cannot be transferred or structured because they have no monetary value
· The macro organizational structure must be depicted to directorate level and posts below SMS summarised per unit on the structure.  See the general layout below:
Department / Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions
Command post level


· In instances where the full organisational structure has been developed the organisational structure should be attached
· Any NEW POST must be considered outside the NMOG process and should follow the prescribed consultation process in terms of the Directive on Organisational Development
6.	INFRASTRUCTURE AND ASSETS
Provide progress even if the work has not been finalised at the date of this submission:
· All details regarding accommodation including lease costs and implications
· Details of location and respective building
· Assessment of building, parking and accommodation needs
· Auditing of Asset Registers
· Progress with Asset Register for sign off by Accounting Officers
· Action plan to finalise outstanding matters
· Challenges /risks
· Solutions / recommendations
7.	FINANCIAL IMPLICATIONS
· Cost containment guidelines followed
· Break-down of budget per programme, sub-programme and economic classification for functions that transfer
· Ring-fenced funding to be transferred
· Preparation of MTEF inputs and changes to the budget programme structures
· Consultation with NT
· Provide budget information as set out in Table 3
· The CFO has to certify in the approval section of the submission that the funding identified for transfer has been verified with the relevant Budget Analyst of the National Treasury
Table 3: Budget Information Identified for Transfer
· This table is a summary of the total funding which has been identified for transfer to the recipient department per Programme and sub-programme and economic classification over the MTEF

	DESCRIPTION
	CURRENT FINANCIAL YEAR 2019/20
	2020/21 Financial Year
	2021/22 Financial Year
	2022/23 Financial Year

	R thousand
	ENE 2019 Baseline 2019/20
	Funds shifted to Dep. A 
	Description of Function
	Balance
	ENE 2019 Baseline 2020/21
	Funds shifted to Dep. A 
	Balance
	ENE 2019 Baseline 2021/22
	Funds shifted to Dep. A 
	Balance
	ENE 2019 Baseline 2022/23
	Funds shifted to Dep. A 
	Balance

	Programme 1
	
	
	
	
	
	
	
	
	
	
	
	
	

	Programme 2
	
	
	
	
	
	
	
	
	
	
	
	
	

	Programme 3
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	

	Economic Classification

	Current payments
	
	
	
	
	
	
	
	
	
	
	
	
	

	Compensation of employees
	
	
	
	
	
	
	
	
	
	
	
	
	

	Goods and services
	
	
	
	
	
	
	
	
	
	
	
	
	

	Interest and rent on land
	
	
	
	
	
	
	
	
	
	
	
	
	

	Transfers and subsidies
	
	
	
	
	
	
	
	
	
	
	
	
	

	Departmental agencies and 
accounts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Households
	
	
	
	
	
	
	
	
	
	
	
	
	

	Payments for capital assets
	
	
	
	
	
	
	
	
	
	
	
	
	

	Buildings and other fixed structures
	
	
	
	
	
	
	
	
	
	
	
	
	

	Machinery and equipment
	
	
	
	
	
	
	
	
	
	
	
	
	

	Software and other intangible 
assets
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	



8.	INFORMATION AND COMMUNICATION TECHNOLOGY 
Provide progress even if the work has not been finalised at the date of this submission:
· Audit and analysis of ICT systems 
· Software licences
· Detailed progress report on ICT analysis and implementation for each department
· Challenges / risks
· Solutions / recommendations
9.	LEGAL MATTERS
Provide progress even if the work has not been finalised at the date of this submission:
· Identify and analyse legal instruments such as contracts that are affected by the transfer of functions to ensure that they are appropriately dealt with (e.g., transfer of contract or MOU to continue managing contract by from department until contract lapse)
· MOU for in-year sharing of services, cooperation on governance issues, the financial management of and accountability as well as the duties of the relevant accounting officers
· Action plan to finalise outstanding matters
· Progress on proclamations, legislative and listing of departments
· Any other legal issues that may arise
· Challenges / risks
· Solutions / recommendations
10.	LABOUR RELATIONS, CHANGE MANAGEMENT AND COMMUNICATION
· Explain approach, frequency and processes followed to communicate with staff and labour
· Progress with consultation with organised labour in accordance with the PSCBC resolution
· Implementation of change management strategies
· Implementation of communication strategy and messages to manage the transition
· Explain unresolved issues and pending actions with the consultation process
· Branding of department
· Media communications
· Challenges / risks
· Solutions / recommendations
11.	OTHER RESIDUAL CHALLENGES, RISKS AND MITIGATION
· Explain challenges and risks not covered under the headings set out in the submission
· Explain measures and time frames to mitigate challenges and risks


12. 	RECOMMENDATIONS
It is recommended that:
12.1	The Minister of Agriculture, Land Reform and Rural Development (insert name of Ministerial portfolio) concurs with the transfer of the agriculture, land reform and rural development (insert relevant function) functions and concomitant resources from the Department of Agriculture, Forestry and Fisheries (insert name of first relinquishing department) and the Department of Rural Development and Land Reform (insert name of second relinquishing department) to the Department of Agriculture, Land Reform and Rural Development (insert name of recipient department).
12.2	The Minister of Environment, Forestry and Fisheries (insert name of Ministerial portfolio) approves and signs the attached letter to request a determination by the Minister for the Public Service and Administration, in terms of section 3(4)(b) of the Public Service Act, 1994, for the transfer of the agriculture, land reform and rural development (insert relevant function) functions and concomitant resources from the Department of Agriculture, Forestry and Fisheries (insert name of first relinquishing department) and the Department of Rural Development and Land Reform (insert name of second relinquishing department) to the Department of Agriculture, Land Reform and Rural Development (insert name of recipient department), with effect from 1 October (insert month) 2019.
13 	APPROVAL 
Certification by Chief Financial Officers
Relinquishing Department 1				Relinquishing Department 2
	The funding set out in Table 3 has been identified for transfer and has been verified with the relevant Budget Analyst of the National Treasury 


___________________________
Ms / Mr .....................(Initials and surname)
CFO: Department of Agriculture, Forestry and Fisheries (Name of relinquishing Department 1)
Date:
	The funding set out in Table 3 has been identified for transfer and has been verified with the relevant Budget Analyst of the National Treasury


___________________________
Ms / Mr .....................(Initials and surname)
CFO: Department of Rural Development and Land Reform.(Name of relinquishing Department 2)
Date:





Directors-General

	Proposals in paragraphs 12.1 and 12.2 recommended / recommended as amended


___________________________
Ms / Mr .....................(Initials and surname)
Director-General: Agriculture, Forestry and Fisheries (Name of relinquishing Department 1)
Date:
	Proposals in paragraphs 12.1 and 12.2 recommended / recommended as amended


___________________________
Ms / Mr .....................(Initials and surname)
Director-General: Rural Development and Land Reform.(Name of relinquishing Department 2)
Date:



Deputy Minister/s (if applicable)

	Proposals in paragraphs 12.1 and 12.2 supported  / supported as amended


___________________________
Ms /Mr ..................., MP (Initials and surname)
Deputy Minister of Agriculture, Land Reform and Rural Development (Name of relinquishing portfolio)
Date:
	Proposals in paragraphs 12.1 and 12.2 supported  / supported as amended


___________________________
Ms /Mr ..................., MP (Initials and surname)
Deputy Minister of Agriculture, Land Reform and Rural Development (Name of recipient portfolio)
Date:


Minister

	Proposals in paragraphs 12.1 and 12.2 approved  / approved as amended


___________________________
Ms /Mr ..................., MP (Initials and surname)
Minister of Agriculture, Land Reform and Rural Development (Name of Ministerial portfolio)
Date:





ANNEXURE A: DETAILS OF STAFF AND VACANT POST IDENTIFIED (APPLICABLE FOR MERGER AND TRANSFER
Staff Members
	INITIALS AND SURNAME
	PERSAL NUMBER
	UNIT IN DEPARTMENT
	SALARY LEVEL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Vacant Posts
Note that vacant posts identified for transfer must be abolished by the relinquishing department and the concomitant compensation transferred to the recipient department.
	VACANT POST DESIGNATION
	POST IDENTIFICATION NO
	UNIT IN DEPARTMENT
	SALARY LEVEL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc15991711]TEMPLATE B2 – LETTER BY MINISTER OF MERGED DEPARTMENT TO REQUEST MPSA DETERMINATION ON TRANSFER OF FUNCTIONS AND START-UP ORGANISATIONAL STRUCTURE OF MERGED DEPARTMENT
Attach the joint submission on ring-fencing of functions and resources and start-up organisational structure in instances of merging existing departments into a new department (Template B1) to the letter as this confirms concurrence by the Minister, as Annexure A.

TRANSFER LETTER
Note: Underlined text means text inserted as an example
Mr S Mchunu, (MP)
Minister for Public Service and Administration
Private Bag X916
PRETORIA
0001


Dear Colleague

REQUEST FOR A DETERMINATION BY THE MINISTER FOR THE TRANSFER OF FUNCTIONS AND CONSULTATION ON THE ORGANISATIONAL STRUCTURE OF THE DEPARTMENT OF AGRICULTURE, LAND REFORM AND RURAL DEVELOPMENT (name of merged department)

As part of the National Macro Organisation of Government, 2019 project, the affected departments have prepared the attached submission regarding the transfer of functions and resources (Annexure A).

I concur with the transfer of the transfer of the agriculture, land reform and rural development (insert relevant function) functions and concomitant resources from the Department of Agriculture, Forestry and Fisheries (insert name of first relinquishing department) and the Department of Rural Development and Land Reform (insert name of second relinquishing department) to the Department of Agriculture, Land Reform and Rural Development (insert name of recipient department), with effect from 1 October (insert month) 2019

I will appreciate if you could consider a determination in terms of section 3(4)(b) of the Public Service Act, 1994 for the transfer of the functions as indicated and concur in terms of Public Service Regulation 25(2)(a) with the proposed organisational structure for the Department of Agriculture, Land Reform and Rural Development (insert name of recipient department). Annexure B.

Yours sincerely,



..................... (Name of Minister), MP
Minister of Agriculture, Land Reform and Rural Development (Name of recipient portfolio)
Date:

[bookmark: _Toc15991712]8.	SCENARIO C - NORMAL TRANSFER NO MERGER
[bookmark: _Toc15991713]TEMPLATE C1 - JOINT SUBMISSION ON RING-FENCING OF FUNCTIONS AND RESOURCES IDENTIFIED FOR TRANSFER
A single submission should be prepared by the recipient department, in close cooperation with the relinquishing department to conclude on the work in relation to the ring-fencing of functions and resources identified for transfer by the work streams.
The submission serves the purpose to obtain approvals from the relevant officials and Ministers and is the source document to request the MPSA to issue a determination in terms of the PSA for the transfer of functions and concurrence with start-up organisational structures.
The submission layout is similar to the Departmental Project Team progress reports presented at the National Project Team meetings. 
The submission should contain the topics and content as set out below.  This template uses the example of the transfer of the persons with disability function.

Note: Underlined text means text inserted as an example
TITLE
JOINT SUBMISSION ON THE TRANSFER OF THE PERSONS WITH DISABILITY (Insert relevant function) FUNCTION AND RESOURCES FROM THE DEPARTMENT OF SOCIAL DEVELOPMENT (insert name of relinquishing department) TO THE DEPARTMENT OF WOMEN, YOUTH AND PERSONS WITH DISABILITIES (insert name of recipient department)
2. PURPOSE
(Please use the formulation set out below)
The purpose of the submission is:
(a)	To obtain the concurrence of the Minister of Women, Youth and Persons with Disabilities (insert name of recipient Ministerial portfolio) and the Minister of Social Development (insert name of relinquishing Ministerial portfolio) for the transfer of the persons with disability (insert relevant function) function and concomitant resources from the Department of Social Development (insert name of relinquishing department), to the Department of Women, Youth and Persons with Disabilities (insert name of recipient department).


(b)	To obtain the approval of the Minister of Women, Youth and Persons with Disabilities (insert name of recipient Ministerial portfolio) for the attached letter to request a determination by the Minister for the Public Service and Administration, in terms of section 3(4)(b) of the Public Service Act, 1994, for the transfer for the transfer of the persons with disability (insert relevant function) function and concomitant resources from the Department of Social Development (insert name of relinquishing department), to the Department of Women, Youth and Persons with Disabilities (insert name of recipient department), with effect from 1 October (insert month) 2019[footnoteRef:3]. [3:  The date of transfer should be a future date that will allow the MPSA sufficient time to process the determination.  
If no date is indicated the effective date will be the first day of the Month following the date on which the determination was made. ] 

2.	INTRODUCTION
· President’s announcement of the National Executive
· Impact of new National Executive on the Department, e.g. nomenclature change, transfer of function/s, merging of departments into a new department  – provide overarching description
· Departmental TOR, NMOG governance structure and Task Team process
· Joint Departmental Task Team and sharing of work streams and cooperation by departments
6. ORGANIZATIONAL SCOPING
· Organisational Scoping (Mandate and functional analyses):
· Process followed to analyse mandate, identify and decompose functions
· Basis on which functions were identified for transfer 
· Provide a description of functions.  Functions must also be captured in Table 1, paragraph 5
7. ORGANISATIONAL STRUCTURE AND POST ESTABLISHMENT
Attach the approved organisational structure and post establishment of the relinquishing department as it pertains to the function being transferred as Annexure A. 
8. RING-FENCING OF STAFF / STAFF AUDIT
· All unfunded posts must be abolished and cannot be transferred
· Identify affected funded line function posts and employments additional to the post establishment
· Identify affected funded support posts Programme 1 and employments additional to the post establishment
· Ratio of Programme 1 posts compared with line function posts
· Analyses of which posts are filled, vacant, funded and abolish unfunded posts (PERSAL clean-up of unfunded posts)
· Secondment arrangements
· Staff List compiled to identify those staff that will transfer
· Identify any outstanding disciplinary matters of employees
· Fill in Table 1 to summarise functions, associated posts and compensation of staff identified for transfer
Table 1: Summary of Functions, Funded Posts and Compensation Identified for Transfer

	Description of Functions Identified for Transfer
	No. of Funded Posts
	Total Posts
	Total Compensation (filled and funded vacancies)
R million

	
	No. Posts filled by affected staff
	No. Vacant funded post identified for transfer
	
	

	
	SMS 13+
	Below SMS
	SMS 13+
	Below SMS
	
	

	List Line Functions
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Programme 1 Support Services
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL POSTS AND COMPENSATION
	
	
	
	
	
	



· Fill in Table 2 to summarise employments additional to the post establishment identified for transfer


Table 2: Summary of Employments Additional to the Post Establishment and Compensation of Staff Identified for Transfer

	Description of Functions Identified for Transfer
	No. Employments Additional to the Post Establishment
	Total No. Employments
	Total Compensation
R million

	
	SMS 13+
Below SMS
	Below SMS
	
	

	List Line Functions
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	List Programme 1 Support Services
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL EMPLOYMENTS AND COMPENSATION
	
	
	
	


Details of Staff and Vacant Post Identified - Annexure B
Attach Annexure B capturing the details in respect of staff and funded vacant post identified for transfer.
After the determination by the MPSA, transfer letters will be issued to the staff members on the list.
6.	INFRASTRUCTURE AND ASSETS
Provide progress even if the work has not been finalised at the date of this submission:
· All details regarding accommodation including lease costs and implications
· Details of location and respective building
· Assessment of building, parking and accommodation needs
· Auditing of Asset Registers
· Progress with Asset Register for sign off by Accounting Officers
· Action plan to finalise outstanding matters
· Challenges /risks
· Solutions / recommendations

7.	FINANCIAL IMPLICATIONS
· Cost containment guidelines followed
· Break-down of budget per programme, sub-programme and economic classification for functions that transfer
· Ring-fenced funding to be transferred
· Preparation of MTEF inputs and changes to the budget programme structures
· Consultation with NT
· Provide budget information as set out in Table 3
· The CFO has to certify in the approval section of the submission that the funding identified for transfer has been verified with the relevant Budget Analyst of the National Treasury
Table 3: Budget Information Identified for Transfer
· This table is a summary of the total funding which has been identified for transfer to the recipient department per Programme and sub-programme and economic classification over the MTEF

	DESCRIPTION
	CURRENT FINANCIAL YEAR 2019/20
	2020/21 Financial Year
	2021/22 Financial Year
	2022/23 Financial Year

	R thousand
	ENE 2019 Baseline 2019/20
	Funds shifted to Dep. A 
	Description of Function
	Balance
	ENE 2019 Baseline 2020/21
	Funds shifted to Dep. A 
	Balance
	ENE 2019 Baseline 2021/22
	Funds shifted to Dep. A 
	Balance
	ENE 2019 Baseline 2022/23
	Funds shifted to Dep. A 
	Balance

	Programme 1
	
	
	
	
	
	
	
	
	
	
	
	
	

	Programme 2
	
	
	
	
	
	
	
	
	
	
	
	
	

	Programme 3
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	

	Economic Classification

	Current payments
	
	
	
	
	
	
	
	
	
	
	
	
	

	Compensation of employees
	
	
	
	
	
	
	
	
	
	
	
	
	

	Goods and services
	
	
	
	
	
	
	
	
	
	
	
	
	

	Interest and rent on land
	
	
	
	
	
	
	
	
	
	
	
	
	

	Transfers and subsidies
	
	
	
	
	
	
	
	
	
	
	
	
	

	Departmental agencies and 
accounts
	
	
	
	
	
	
	
	
	
	
	
	
	

	Households
	
	
	
	
	
	
	
	
	
	
	
	
	

	Payments for capital assets
	
	
	
	
	
	
	
	
	
	
	
	
	

	Buildings and other fixed structures
	
	
	
	
	
	
	
	
	
	
	
	
	

	Machinery and equipment
	
	
	
	
	
	
	
	
	
	
	
	
	

	Software and other intangible 
assets
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	



8.	INFORMATION AND COMMUNICATION TECHNOLOGY 
Provide progress even if the work has not been finalised at the date of this submission:
· Audit and analysis of ICT systems 
· Software licences
· Detailed progress report on ICT analysis and implementation for each department
· Challenges / risks
· Solutions / recommendations
9.	LEGAL MATTERS
Provide progress even if the work has not been finalised at the date of this submission:
· Identify and analyse legal instruments such as contracts that are affected by the transfer of functions to ensure that they are appropriately dealt with (e.g., transfer of contract or MOU to continue managing contract by from department until contract lapse)
· MOU for in-year sharing of services, cooperation on governance issues, the financial management of and accountability as well as the duties of the relevant accounting officers
· Action plan to finalise outstanding matters
· Progress on proclamations, legislative and listing of departments.
· Any other legal issues that may arise
· Challenges / risks
· Solutions / recommendations.
10.	LABOUR RELATIONS, CHANGE MANAGEMENT AND COMMUNICATION
· Explain approach, frequency and processes followed to communicate with staff and labour
· Progress with consultation with organised labour in accordance with the PSCBC resolution
· Implementation of change management strategies
· Implementation of communication strategy and messages to manage the transition
· Explain unresolved issues and pending actions with the consultation process
· Branding of department
· Media communications
· Challenges / risks
· Solutions / recommendations
11.	OTHER RESIDUAL CHALLENGES, RISKS AND MITIGATION
· Explain challenges and risks not covered under the headings set out in the submission
· Explain measures and time frames to mitigate challenges and risks


12. 	RECOMMENDATIONS
It is recommended that:
12.1	The Minister of Women, Youth and Persons with Disabilities (insert name of recipient Ministerial portfolio) and the Minister of Social Development (insert name of relinquishing Ministerial portfolio) concurs with the transfer of the persons with disability (insert relevant function) functions and concomitant resources from the Department of Social Development (insert name of relinquishing department), to the Department of Women, Youth and Persons with Disabilities (insert name of recipient department).
12.2	The Minister of Women, Youth and Persons with Disabilities (insert name of recipient Ministerial portfolio) approves and signs the attached letter to request a determination by the Minister for the Public Service and Administration, in terms of section 3(4)(b) of the Public Service Act, 1994, for the transfer of the persons with disability (insert relevant function) functions and concomitant resources from the Department of Social Development (insert name of relinquishing department), to the Department of Women, Youth and Persons with Disabilities (insert name of recipient department), with effect from 1 October (insert month) 2019.
13 	APPROVAL 
Certification by Chief Financial Officers
Relinquishing Department				Recipient Department
	The funding set out in Table 3 has been identified for transfer and has been verified with the relevant Budget Analyst of the National Treasury 


___________________________
Ms / Mr .....................(Initials and surname)
CFO: Social Development (Name of relinquishing Department)
Date:
	The funding set out in Table 3 has been identified for transfer and has been verified with the relevant Budget Analyst of the National Treasury


___________________________
Ms / Mr .....................(Initials and surname)
CFO: Women, Youth and Persons with Disabilities (Name of recipient Department)
Date:





Directors-General

	Proposals in paragraphs 12.1 and 12.2 recommended / recommended as amended


___________________________
Ms / Mr .....................(Initials and surname)
Director-General: Social Development  (Name of relinquishing Department)
Date:
	Proposals in paragraphs 12.1 and 12.2 recommended / recommended as amended


___________________________
Ms / Mr .....................(Initials and surname)
Director-General: Women, Youth and Persons with Disabilities  (Name of recipient Department)
Date:



Deputy Minister/s (if applicable)

	Proposals in paragraphs 12.1 and 12.2 supported  / supported as amended


___________________________
Ms /Mr ..................., MP (Initials and surname)
Deputy Minister of Social Development (Name of relinquishing portfolio)
Date:
	Proposals in paragraphs 12.1 and 12.2 supported / supported as amended


___________________________
Ms /Mr ..................., MP (Initials and surname)
Deputy Minister of Women, Youth and Persons with Disabilities  (Name of recipient portfolio)
Date:


Ministers

	Proposals in paragraphs 12.1 and 12.2 approved  / approved as amended


___________________________
Ms /Mr ..................., MP (Initials and surname)
Minister of Social Development (Name of relinquishing portfolio)
Date:
	3. Proposals in paragraphs 12.1 and 12.2 approved  / approved as amended
4. Letter addressed to the Minister for Public Service and Administration signed

___________________________
Ms /Mr ..................., MP (Initials and surname)
Minister of Women, Youth and Persons with Disabilities (Name of recipient portfolio)
Date:


ANNEXURE A: ORGANISATIONAL STRUCTURE AND POST ESTABLISHMENT
Attach the organisational structure of the relinquishing departments as it pertains to the function being transferred.

ANNEXURE B: DETAILS OF STAFF AND VACANT POST IDENTIFIED (APPLICABLE FOR MERGER AND TRANSFER
Staff Members
	INITIALS AND SURNAME
	PERSAL NUMBER
	UNIT IN DEPARTMENT
	SALARY LEVEL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Vacant Posts
Note that vacant posts identified for transfer must be abolished by the relinquishing department and the concomitant compensation transferred to the recipient department.
	VACANT POST DESIGNATION
	POST IDENTIFICATION NO
	UNIT IN DEPARTMENT
	SALARY LEVEL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




[bookmark: _Toc15991714]TEMPLATE C2 – LETTER BY MINISTER OF RECIPIENT DEPARTMENT TO REQUEST MPSA DETERMINATION ON TRANSFER OF FUNCTIONS AND START-UP ORGANISATIONAL STRUCTURE OF RECIPIENT DEPARTMENT
The letter requesting for a determination on the transfer of functions and concurrence with the start-up organisational structure should be signed by the Minister of the recipient department to ensure that the recipient department is ready to receive the functions and concomitant resources.
Attach the joint submission on ring-fencing of functions and resources identified for transfer (Template C1) to the letter as this confirms concurrence by both Ministers, as Annexure A.
Attach the start-up organisational structure and post establishment as Annexure B.
Submission of start-up organisational structure Annexure B
· The design of the organisational structure and post establishment must adhere to the following criteria
· The purpose of the start-up structure is to align, reconcile, rearrange and consolidate transferred functions into the organisational structure
· Provide a functional organizational structure that clearly indicates; Purposes, Functions and level of command posts of organizational units
· Only funded posts within the budget baseline must be included in the structure.  Unfunded posts cannot be transferred because they have no monetary value
· The macro organizational structure must be depicted to directorate level and posts below SMS summarised per unit on the structure.  See the general layout below:
Department / Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions
Command post level

· In instances where the full organisational structure has been developed the organisational structure should be attached
· Any NEW POST must be considered outside the NMOG process and should follow the prescribed consultation process in terms of the Directive on Organisational Development

TRANSFER LETTER
Note: Underlined text means text inserted as an example
Mr S Mchunu, (MP)
Minister for Public Service and Administration
Private Bag X916
PRETORIA
0001


Dear Colleague

REQUEST FOR A DETERMINATION BY THE MINISTER FOR THE TRANSFER OF FUNCTIONS AND CONSULTATION ON THE ORGANISATIONAL STRUCTURE OF THE DEPARTMENT OF WOMEN, YOUTH AND PERSONS WITH DISABILITIES (name of recipient department)

As part of the National Macro Organisation of Government, 2019 project, the affected departments have prepared the attached submission regarding the transfer of functions and resources (Annexure A).

From the submission you will notice that the Minister of Social Development (name of relinquishing portfolio) and I concur with the transfer of the persons with disability (insert relevant function) functions from the Department of Social Development (insert name of relinquishing department) to the Department of Women, Youth and Persons with Disabilities (insert name of recipient department), with effect from 1 October (insert month) 2019.

I will appreciate if you could consider a determination in terms of section 3(4)(b) of the Public Service Act, 1994 for the transfer of the functions as indicated and concur in terms of Public Service Regulation 25(2)(a) with the proposed organisational structure for the Department of Women, Youth and Persons with Disabilities (insert name of recipient department) as set out in Annexure B.

Yours sincerely,



..................... (Name of Minister), MP
Minister of Women, Youth and Persons with Disabilities (Name of recipient portfolio)
Date:

[bookmark: _Toc15991715]TEMPLATE C3 – LETTER BY MINISTER OF RELINGQUISING DEPARTMENT TO REQUEST MPSA CONCURRANCE WITH THE ORGANISATIONAL STRUCTURE OF RELINGQUISHING DEPARTMENT
Attach the joint submission on ring-fencing of functions and resources identified for transfer (Template C1) to the letter as this confirms concurrence by both Ministers, as Annexure A.
Attach the amended organisational structure and post establishment of the relinquishing department in view of the transfer of function as Annexure B.
Submission of start-up organisational structure Annexure B
· The design of the organisational structure and post establishment must adhere to the following criteria:
· The purpose of the structure is to align, reconcile, rearrange and consolidate transferred functions into the organisational structure
· Provide a functional organizational structure that clearly indicates; Purposes, Functions and level of command posts of organizational units
· Only funded posts within the budget baseline must be included in the structure.  Unfunded posts cannot be transferred because they have no monetary value
· The macro organizational structure must be depicted to directorate level and posts below SMS summarised per unit on the structure.  See the general layout below:
Department / Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions

Command post level
Component Name

Purpose
Functions
Command post level

· In instances where the full organisational structure has been developed the organisational structure should be attached
· Any NEW POST must be considered outside the NMOG process and should follow the prescribed consultation process in terms of the Directive on Organisational Development

TRANSFER LETTER
Note: Underlined text means text inserted as an example
Mr S Mchunu, (MP)
Minister for Public Service and Administration
Private Bag X916
PRETORIA
0001


Dear Colleague

REQUEST FOR CONCURRANCE BY THE MINISTER FOR AMENDMENTS TO THE ORGANISATIONAL STRUCTURE OF THE DEPARTMENT OF SOCIAL DEVELOPMENT (name of relinquishing department)

As part of the National Macro Organisation of Government, 2019 project, the affected departments have prepared the attached submission regarding the transfer of functions and resources (Annexure A).

From the submission you will notice that the Minister of Women, Youth and Persons with Disabilities (name of recipient portfolio) and I concur with the transfer of the persons with disability (insert relevant function) functions from the Department of Social Development (insert name of relinquishing department) to the Department of Women, Youth and Persons with Disabilities (insert name of recipient department), with effect from 1 October (insert month) 2019.

The Minister of Women, Youth and Persons with Disabilities (name of recipient portfolio) will request your office for a determination on the transfer of functions.

I will appreciate if you could concur in terms of Public Service Regulation 25(2)(a) with the proposed organisational structure for the Department of Social Development (insert name of relinquishing department) as set out in Annexure B.

Yours sincerely,



..................... (Name of Minister), MP
Minister of Women, Youth and Persons with Disabilities (Name of recipient portfolio)
Date:



9. [bookmark: _Toc15991716]STAFF TRANSFER LETTER

Ms / Mr. ...........(Initials and surname of employee)
.........................(PERSAL No.)
.........................(Designation)
.........................(Address, Unit in department, Regional office)

Dear Ms /Mr ..........

TRANSFER TO THE DEPARTMENT OF ........................................... (recipient department)

1.	This transfer emanated from the President's pronouncements in June 2019.  This resulted in a number of legal steps to transfer the relevant legislation to the authority of the Minister of .........(Name of Ministerial portfolio of the new department) as well as all concomitant resources.

2.	The transfer of the function and relevant posts have been concluded by way of a determination issued by the Minister for Public Service and Administration in terms of section (3)(4)(b) of the Public Service Act, 1994. This determination comes into effect on 1 .........(Month) 2019.  This process has also been the subject of continuous consultation with representatives from organized labour. 

3.	The post you occupy has been identified for transfer, as part of a consultative process to the Department of …………………………….

4.	In order to ensure that service recipients continue to receive services in a seamless manner; and to ensure that your job security remains unaffected, the Minister of ..........(Name of Ministerial portfolio of the new department) has approved your transfer with effect from 1 .........(Month) 2019, in terms of section 14 of the Public Service Act, 1994, from the Department of .........(Name of old department) to the Department of .....(Name of new department).

5.	You may occupy the same or similar post in the Department of ........(Name of new department) and your remuneration and benefits will remain the same.  In the event of your post being a duplication on the establishment, with specific reference to Programme 1: Administration, your placement will be managed in accordance with the relevant 2019 PSBC resolution.  There will also be other opportunities for your career development such as re-skilling in the event that you are placed in a similar post.

6.	You will be informed of your line of reporting and new office accommodation in the Department of .............(Name of recipient department) in due course.  

7.	I trust you will continue your good work in the new Department.

Kind Regards

..................... (Name of Minister), MP
Minister for ............(Name of Ministerial portfolio of the relinquishing department)
Date:

10. [bookmark: _Toc15991717]STAFF APPOINTMENT LETTER

The relevant Minister or delegate, of the recipient department must sign appointment letters for staff members that are transferred to the department as a result of the transfer of functions.


Ms / Mr. ...........(Initials and surname of employee)
.........................(PERSAL No.)
.........................(Designation)
.........................(Address, Unit in department, Regional office)

Dear Ms /Mr ..........

APPOINTMENT IN THE DEPARTMENT OF ........................................... (Name of department)

1.	Following your transfer to the Department, I would like to welcome you to the Department.

2.	You have been appointed to the following post with effect from 1 .........(Month) 2019:
	Branch		: ...............................
	Chief Directorate	:...............................
	Directorate	:..............................
	Job Title		:...............................

3.	Your remuneration and benefits will not be affected by the transfer, and you will be required to sign a new or amended performance agreement with your supervisor.

4.	If you need any information regarding your transfer to and appointment in the Department, please contact the Head of the Branch or the Head of ....................(Human Resource Development).


Kind Regards.



DIRECTOR-GENERAL: ............(NAME OF RECIPIENT DEPARTMENT
DATE:
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