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A.

General Instructions to the File Plan

Name of Office

1. This File Plan is for the use of Petroleum Agency SA and it may not be applied to any other office without the permission of the National Archivist.

Reporting

2. All amendments and additions (the omission or insertion of an underlining is an amendment as well) should be submitted regularly to the National Archivist for notification and formal approval. In cases where the amendments/additions are circulated by means of circulars, it will suffice if a copy thereof is forwarded to the National Archivist. For easy reference and effective control the notifications should be numbered each year starting at number one, e.g. 1/2007, 2/2007, etc. It is advisable that in cases where major amendments and/or additions are required, the prior approval for the amendment be obtained from the National Archivist before any new files are opened. (For unclassified correspondence see par. 16 of these instructions.)

Control of System

3. Control of the File Plan is assigned to the Records Manager. No amendments and/or additions to the File Plan may be made without the approval of this official. The duties of this official comprise inter alia the following:

a) He/she must scrutinise the office daily file regularly to ensure that all


correspondence is dealt with on the correct files.

b)  He/she must ensure that paragraphs 5 and 6 of the instructions are


 strictly adhered to by scrutinising the relevant files regularly to ensure


 that they are used correctly.

c) He/she must keep the master copy up to date. (See also par. 9).

d) The efficiency of the File Plan should be examined regularly to ensure

 
that the necessary amendments are provided. When new functions are

acquired, new files should be created and where necessary, existing files should be broken up or combined as the case may be.  Parent files (i.e. headings which are subdivided but also used as files) should be examined regularly to prevent them from becoming general files and where necessary further sub-files should be created.  NB – Such changes must be reported in terms of par. 2 of these instructions.

e) Particular attention should be paid to cases where correspondence is started on one file and where the emphasis then shifts to another aspect in order to ensure that the matter is dealt with on the appropriate file.

f)    For duties i.r.o. the descriptions on file covers and unclassified correspondence, see paragraphs 13 and 16 below.

(These duties should be included on the official’s job description/performance agreement.)

Accurate Filing of Correspondence

4. All officials conducting correspondence should be supplied with a copy of the File Plan. Officials must ensure that they are conversant with the series with which they work and should ensure that all correspondence is dealt with on the correct file. Incorrect filing should be rectified immediately to ensure that permanently valuable documents are not destroyed and to prevent retention of ephemeral documents.

Policy Files

5. Provision has been made for policy files. These files are identified by the symbol “P” as the last component of the reference number, e.g. 1/P, 1/1/P, etc. All matters concerning policy, rulings, instructions, procedures and directives, should be dealt with on these files to ensure easier reference. It must be noted that the term “instructions”, as used above, indicates instructions regarding the work of a section and not instructions of officials. If a case arises before disposal authority has been issued on the File Plan where a policy matter is decided on a subject file, the Records Manager should decide whether copies of the correspondence as a whole, or a copy of the final decision only, should be placed on the relevant policy files. Once disposal authority has been issued, a copy of a policy decision taken on an A20 file should be placed on the policy file with a cross–reference to the file on which the case was finalised. If a policy decision is taken on a D file, copies of all relevant documents should be placed on the relevant policy file. Where a bulky document, e.g. a report, contains a policy decision or ruling, only an extract of the relevant section of the report should be placed on the policy file. Correspondence dealt with on policy files should be limited to that relating to the formulation and/or revision of policy.

The Following Correspondence Should NOT Be Placed On Policy Files - 

I. Enquiries regarding policy that do not result in the formulation of new policy or new amended interpretation of existing policy.

II. Dealings with individual cases which do not result in the formulation of new policy or amendments to existing policy.

III. Cases concerning a main or sub-series as a whole, but which are not policy matters, as well as individual aspects of the particular subject for which no file exists. In such cases suitable files should be opened.

Routine Enquiries

6. At appropriate places in the File Plan files for routine enquiries have been provided. These files are identified by the symbol “R” as the last component of the reference number, e.g. 1/R, 1/1/R, etc. These files are for enquiries of a routine nature which require no further action subsequent to the reply. UNDER NO CIRCUMSTANCES MAY MATTERS OTHER THAN THE ROUTINE SUPPLY OF INFORMATION BE DEALT WITH ON THESE FILES.

Reports and Returns

7. Where files for reports and returns have been provided they are to be used only where the relevant report or return cannot be placed on a subject file under that main series.

Aspects Not Separately Provided For

8. Sometimes it is necessary to provide files for subjects which in the beginning do not receive sufficient correspondence to warrant separate files being opened for each subject. These files may, however, not be used as “general” files. When the Records Manager notices a specific subject generates sufficient correspondence to justify creating a separate subject file, such a file must be provided for in the File Plan.

Master Copy

9. The Master Copy is that copy of the File Plan which contains all approved subjects and which indicates how files are to be opened and stored. No file may be opened unless the file description has already been recorded in the Master Copy and the approval of the Records Manager has been obtained. Individual case files which are opened according to notes in the File Plan are not recorded in the Master Copy. They should be recorded in a register of files opened (see par. 10). The Records Manager must ensure that all amendments and /or additions are recorded in the Master Copy immediately.

Register of Files Opened

10. The purpose of this register is to keep a complete record of all files opened. A loose-leaf binder is recommended as it facilitates the insertion of extra pages which are usually required for case files which form part of the subject classification. The register is maintained in the same form as the File Plan and files are entered in the same consecutive order. An extra column should be provided opposite the file descriptions in which to note the date of opening (date of first document) next to the file title. The first page of the register should indicate the name of the office to which the File Plan is applicable as well as the date of implementation. (For secret files see par. 22.)

Destruction Register

11. A register of closed D files should be drawn up as soon as disposal authority has been obtained. This register is divided into years e.g. 2010, 2011, 2012, etc. When a file volume is closed, its reference number should be entered under the year in which it was destroyed. A volume which is closed in 2012 and for which the disposal destruction is D3, therefore, will be entered under the year 2015. The register thus indicates which volumes are to be destroyed in any particular year. The use of a loose leaf binder is recommended as it is not possible to determine the number of pages needed per year beforehand. (For disposal see. Par. 18)

Implementation

12. This File Plan will be implemented on ___________ and thereafter no correspondence may be dealt with on the files of the previous File Plan. Permission can be obtained from the National Archivist to incorporate case files from the previous File Plan into the new File Plan. All files from the previous File Plan should be closed on the day prior to the date of implementation, and no original correspondence should be transferred from the old to the new File Plan.

Opening Of Files and Description on File Covers

13. Files should be opened only when required. Care should be taken that the numbering and descriptions of the files, as indicated in the File Plan, are strictly adhered to. In cases where file descriptions are too lengthy, certain components which do not form an essential part of the file description may be omitted. Although certain components may be omitted, the title of the main series must always be given and the file description must be sufficiently comprehensive to describe the content of the file. In order to assist the registry staff, the Records Manager should indicate which components may be omitted in such cases. Titles should be printed in indelible ink. The dates of the first and last correspondence as well as applicable disposal instructions when available should be indicated on the file cover. Worn covers should be replaced regularly.

Underlined Descriptions

14. All underlined descriptions indicate subject headings only. Subdivisions must be made under these subject descriptions but NO FILE MAY BE OPENED FOR ANY UNDERLINED DESCRIPTION.

Explanations in Brackets

15. The explanations in brackets under the subject headings or file descriptions are intended as a guide and should not be entered on file covers.

Unclassified Correspondence: Procedure

16. When correspondence is received for which no file is provided, the Records Manager should be approached immediately to indicate on which existing file the correspondence should be placed, or which new file should be opened.

Annexure File Covers

17. An additional cover must be opened where necessary for sorting bulky documentation which if filed would result in an inordinate increase in the volume of a file. No correspondence, may however be filed in such a cover. The cover should be marked clearly with the correspondence file reference number and “Annexure File” written on the outside cover. Every document contained in the Annexure file should bear a cross-reference to the correspondence on which it was received.

Disposal of Files

18. Once disposal authority has been issued disposal instructions are recorded opposite each file in the disposal column provided in the File Plan. The disposal symbols indicate the following – 


     
A20: Keep for transfer to the appropriate archives repository if a period of 20 years has elapsed since the end of the year in which the record came into existence.






D: Destroy (after the lapse of number of years which is

indicated by the number following the letter D) after closure of the records.

The destruction of files qualifying for destruction should be done regularly, but at least once a year. The prescribed destruction certificate should be submitted to the National Archivist.

Thickness of Files

19. Files should not exceed 3cm. in thickness. On reaching this thickness a file must be closed and a new cover should be opened. The number of the new volume (e.g. vol. 2) must be indicated on the outside of the new cover. A sheet of paper with the wording “Closed, see volume …” should be filed as the last item on the closed volume.

Closure of A20 Files

20. The following procedures should be followed when volumes of A20 files are closed:

a) The correspondence should be examined in order to correct any mis-filings. A sheet of paper containing the words “Closed, see volume …” is then filed as the last item in the volume.

b) Worn file covers should be replaced.

c) The files are then stored in boxes especially used for this purpose.

Case Files

21. Case files which form part of the subject classification are to be opened in accordance with the instructions appearing at the appropriate places in the system. For particulars concerning case files which do not form part of the subject classification, see the list of series of separate case files. (See also paragraph 9.)

Secret Files

22. Concerning secret files the following procedure should be followed:

a) Secret files may be opened under any main series, sub-series or file description appearing in the Master Copy of this system. These files are distinguished from the ordinary files by the addition of a capital letter S to the reference number.

b) Should a secret file be needed for a subject for which a suitable main series, sub-series or file description does not exist, an appropriate provision should be made and reported in the usual way to the National Archivist. It is not necessary, however, to indicate that it is intended for secret correspondence.

c) Secret files are not indicated as such in the Master Copy and are also not recorded in the register of files opened for ordinary files.  A separate register of secret files opened should be kept along the same lines as set out in paragraph 10 of these instructions.

d) Separate arrangements for the safe-keeping of secret files must be made and should not be incorporated as a part of these instructions.

e) The disposal instruction for all secret files is A20 and they should be dealt with accordingly.

B.

LIST OF MAIN SERIES

SUPPORT FUNCTIONS

1. STATUTORY AND REGULATORY FRAMEWORK

2. ORGANISATION AND CONTROL

3. HUMAN RESOURCES MANAGEMENT
4. FINANCE
5. FACILITIES MANAGEMENT
6. TRAVEL AND TRANSPORT SERVICES
7. COMMUNICATIONS
8. INFORMATION SERVICES
9. LEGAL SERVICES
10. ATTENDING AND HOSTING GATHERINGS
LINE FUCTIONS

11. PROMOTION OF PETROLEUM EXPLORATION AND PRODUCTION

12. REGULATION OF PETROLEUM EXPLORATION PERMITS AND RIGHTS

13. RECEIPT AND SUPPLY OF GEOLOGICAL AND GEOPHYSICAL INFORMATION RELATING TO PETROLEUM

1. STATUTORY AND REGULATORY FRAMEWORK
(All functions relating to the drafting and amendment of Acts, Regulations, Bills, Green papers, White papers, Codes of practice, etc; that are administered by the body, or that create an enabling environment and all functions relating to the obtaining of legal opinions and interpretations of such.)
	NUMBER       DESCRIPTION


	DISPOSAL




1/P

Policy

1/R

Routine Enquiries

1/1

Corporate Guidelines 

(1: See definition under the main series heading;

 2: Open a file by name of and number consecutively, 

e.g. 1/1/1 Kings Report II) 

1/2

Drafting, Amendment and Interpretation of Acts



(1: See definition under the main series heading; 

 2: Open a file by name of and number consecutively, 



e.g. 1/2/1 Companies Act)

2. ORGANISATION AND CONTROL

(All functions relating to the determination of organisational goals and objectives and organisational management, such as: strategic planning, organising and controlling the performance of the organisation.)

	NUMBER       DESCRIPTION


	DISPOSAL


2/P

Policy

2/R

Routine Enquiries

2/1

Meetings

2/1/1 

Management Meetings


(Open a file per year, e.g. 2/1/1-2007, 2/1/1-2008)

2/1/2 

Board Meetings



(Open a file for each individual meeting per year 

and number as follows:

e.g. 2/1/2- 1 of 2007, 2/1/2- 2 of 2007,

      2/1/2- 1 of 2008, 2/1/2- 2 of 2008, etc.)

2/1/3 

Committee Meetings
(Provide a heading by name of committee, number 

consecutively and open individual files for Arrangements, 

Agendas and Minutes: e.g.

2/1/3/1     (Name of committee)
2/1/3/1/1  Arrangements

2/1/3/1/2  Agendas

2/1/3/1/3  Minutes)

2/1/4 

Project Meetings



(1: Only for project meetings other than UTT and ECSC.  

See sub-series 2/1/6 and 2/1/7 for project meetings 

of UTT and ECSC;

2: Open individual files per project meeting and number 

consecutively)

2/1/5

Departmental and Committee Meetings

2/1/5/1
Human Resources
(Open individual files for Arrangements, Agendas and Minutes, 

e.g. 2/1/5/1/1  Arrangements

      2/1/5/1/2  Agendas

      2/1/5/1/3  Minutes)

2/1/5/2
Finance
(Open individual files for Arrangements, Agendas and Minutes, 

e.g. 2/1/5/2/1  Arrangements

      2/1/5/2/2  Agendas

      2/1/5/2/3  Minutes)

	NUMBER       DESCRIPTION


	DISPOSAL


2/1/5/3
Administration
(Open individual files for Arrangements, Agendas and Minutes, 

e.g. 2/1/5/3/1  Arrangements

      2/1/5/3/2  Agendas

      2/1/5/3/3  Minutes)

2/1/5/4
Information Services
(Open individual files for Arrangements, Agendas and Minutes, 

e.g. 2/1/5/4/1  Arrangements

      2/1/5/4/2  Agendas

      2/1/5/4/3  Minutes)

2/1/5/5
Petroleum Resource Evaluation and Frontier Geology
(Open individual files for Arrangements, Agendas and Minutes, 

e.g. 2/1/5/5/1  Arrangements

      2/1/5/5/2  Agendas

      2/1/5/5/3  Minutes)

2/1/5/6
Hydrocarbon Exploration, Production Rights and Permits Regulation
	(Open individual files for Arrangements, Agendas and Minutes, 

e.g. 2/1/5/6/1  Arrangements

      2/1/5/6/2  Agendas

     

      2/1/5/6/3  Minutes)
	


2/1/6

Upstream Training Trust Meetings

(Open individual files for Arrangements, Agendas and Minutes, 

e.g. 2/1/6/1  Arrangements

      2/1/6/2  Agendas

      2/1/6/3  Minutes)

2/1/7

Extended Continental Shelf Meetings

(Open individual files for Arrangements, Agendas and Minutes, 

e.g. 2/1/7/1  Arrangements

      2/1/7/2  Agendas

      2/1/7/3  Minutes)

2/1/8

Occupational Health and Safety Meetings

(Open individual files for Arrangements, Agendas and Minutes, 

e.g. 2/1/8/1  Arrangements

      2/1/8/2  Agendas

      2/1/8/3  Minutes)

2/1/9

Departmental Audits

2/2

Reports


(This section deals with reports related only to the main series, 



as a whole, where the relevant report or return cannot be placed 

on a subject file under this main series.)

2/2/1

Management Reports

2/2/2

Monthly Variance Reports

	NUMBER       DESCRIPTION


	DISPOSAL


2/3

Appointment of Board Members and Board Committee



Members

2/4

Corporate Projects


2/4/1

Upstream Training Trust (UTT)


(1: See sub-series 4/4/2 for Financial Statements of Upstream 

Training Trust; 

2: See sub-series 4/3/2 for Budgets of Upstream Training Trust)
2/4/1/1
Appointment of Trustees

2/4/1/2
Contractual Agreements

2/4/1/3
Special Approvals

2/4/1/4
Projects: Corporate Social Responsibility



(Open a file per project and number consecutively,

e.g. 2/4/1/4/1 MNT Science Week, 

      2/4/1/4/2 Grahamstown Science Festival)

2/4/1/5
Bursaries

2/4/1/5/1
Applications

2/4/1/5/2
Awarded

2/4/1/5/2/1
Current

2/4/1/5/2/2
Previous
2/4/1/5/3
Recruitment

2/4/1/5/4
Declined

2/4/1/6
Banking Facilities

2/4/1/7
Reports
2/4/1/7/1
Board Audit Committee

2/4/1/7/2
Board

2/4/1/7/3
Central Energy Fund

2/1/4/8
Requests for Partnerships and/or Funding

2/4/2

Extended Continental Shelf (ECS)


(1: See sub-series 4/4/3 for Financial Statements of 

Extended Continental Shelf project; 

2: See sub-series 4/3/3 for Budgets of Extended 

Continental Shelf Project)

2/4/2/1
Contractual Agreements

2/4/2/2
Memorandum of Understanding (MOU)

2/4/2/3
Projects


(Open a file per project and number consecutively,

e.g. 2/4/2/3/1 Sediment Modelling, 

      2/4/2/3/2 Geophysical Data Acquisition)

2/4/2/4
Banking Facilities

2/4/2/5
Reports
2/4/2/5/1
Steering Committee

2/4/2/5/2
Board

2/4/2/5/3
Central Energy Fund

2/4/2/6
Assets



(1: This relates to the purchasing of equipment or assets 

for ECS and not for PASA in general;  

 2: See sub-series 4/5 for Assets Register of PASA.) 

	NUMBER       DESCRIPTION


	DISPOSAL


2/4/2/7
Correspondence



(Open a file per committee or work group and file alphabetically)
2/4/2/7/1
Steering Committee

2/5

Strategic Planning
2/5/1

Business Plans

2/5/2

Vision and Mission

2/5/3

Departmental Objectives

2/5/3/1
Annual

2/5/3/2
Progress against Objectives

2/6

Company Registration and Founding Documents for PASA

2/7

Occupational Health and Safety



(See sub-series 2/1/8 for Occupational Health 

and Safety Meetings)

2/7/P

Policy

2/7/1

Reports
2/7/1/1
Incident Reports

2/8

Delegation of Authority
2/8/1

Internal Approvals

2/8/2

Board Approvals

3. HUMAN RESOURCES MANAGEMENT 
(Files under this main series should be used for general human resources matters only.  Correspondence in connection with a particular person is placed on the personal file which does not form part of this main series.  See list of series of separate case files.)

	NUMBER       DESCRIPTION


	DISPOSAL


3/1

Reports


(1: This section deals with reports related only to the main series 

as a whole, where the relevant report or return cannot be placed 

on a subject file under this main series; 

2: Open a file by type of report and number consecutively, 

e.g. 3/1/1 Provision Reports)

3/2

Finance

3/2/P

Policy

3/2/1

Salary Structures

3/2/2

Salary Surveys

3/2/3

Payroll 

3/2/4

Deductions 

3/2/4/1
Income Tax


(Open a file cover for each financial year, 

e.g. 3/2/4/1-2006/07)

3/2/4/2
Pension
(Open a file cover for each financial year, 

e.g. 3/2/4/2-2006/07)

3/2/4/3
Insurance


(Open a file cover for each financial year, 

e.g. 3/2/4/3-2006/07)

3/2/4/4
Telephone and Cellphone

3/2/5

Loans 



(See list of Series of Separate Case Files 

for each employee that obtains a loan)
3/2/5/1
Bursaries

3/2/6

Pension/Provident Fund

3/2/6/1
Application for Membership

3/2/6/2
Termination of Membership 

3/2/7

Insurance

3/2/7/1
Medical Benefit Society/Aid

3/2/7/2
Accident Insurance

3/2/7/3
Post Retirement Medical Health Care
3/2/7/3/1
Actuarial Evaluations

3/2/7/3/2
Liability Buy-out

	
	


3/2/8

Educational Assistance
3/2/8/1
Employees

3/2/8/2
Employees’ Children

	NUMBER       DESCRIPTION


	DISPOSAL


3/3

Posts Control



(This is only related to posts structure and not with the 



staff filling the posts, i.e. Estimates, Designation and 



Classification of Posts, Creation of posts.)

3/4

Recruitment

3/4/P

Policy

3/4/R

Routine Enquiries

3/4/1

Post Advertisements

3/4/2

Placements


(Open a file for every letter of the alphabet, 

e.g. 3/4/2-A, 3/4/2-B, etc.)

3/5

Termination of Services 

3/6

Staff Control

3/6/P

Policy

3/6/1

Office Hours

3/6/2

Leave and Relief Arrangements

3/6/2/1
Vacation Leave

3/6/2/2
Sick Leave


3/6/2/3
Paid Out Leave

3/6/2/4
Special Leave

3/6/2/5
Maternity Leave

3/6/2/6
Family Responsibility

3/6/2/7
Compassionate Leave

3/6/2/8
Unpaid Leave

3/6/3

Complaints against Staff

3/6/4

Attendance Register

3/7

Staff Evaluation and Grading

3/7/P

Policy

3/7/1

Merit Assessment/Performance Appraisals

3/7/2

Performance Reviews 

3/8

Employee Relations

3/8/P

Policy

3/8/1

Negotiations with Trade Unions and Staff Associations

3/8/2

Disciplinary Matters

3/8/3

Disputes
3/8/4

Grievances

3/8/5

Incapacity

3/9

Training

	NUMBER       DESCRIPTION


	DISPOSAL


3/10

Employee Wellness

3/10/P

Policy

3/10/1

Employee Consultation Forum 

3/10/1/1
Constitution

3/10/1/2
Meetings



(Provide a heading for each type of meeting and open 

individual files for Arrangements, Agendas and Minutes, 

e.g: 3/10/1/2/1        ……..meeting

                            3/10/1/2/1/1  Arrangements

                            3/10/1/2/1/2  Agendas

                            3/10/1/2/1/3  Minutes)

3/10/2

Employee Programmes
3/10/2/1
Employee Assistance Programmes


(Open a file by name of staff member and file alphabetically,

e.g. 3/10/2/1-Mokoena, H)

3/10/2/2
Employee Wellness Programmes


(Open a file by name of staff member and file alphabetically,

e.g. 3/10/2/2-Mokoena, H)

3/11

Organogram

3/12

Skills Development Plans

3/13

Succession Plans

4. FINANCE

(1: See sub-series 3/2 for Human Resources Finance; 

 2: All functions relating to raising, allocating, using and accounting for the financial resources of an organisation e.g. Planning, Budgeting, Accounting and Reporting.)

	NUMBER       DESCRIPTION


	DISPOSAL


4/P

Policy

4/1

Reports


(1: This section deals with reports related only to the main series 

as a whole, where the relevant report or return cannot be placed 

on a subject file under this main series;

 2: Open a file by name of report and number consecutively, 

e.g. 4/1/1 Management Accounts, 4/1/2 Recons, etc.)

4/2

Taxes

4/2/P

Policy

4/2/1

SARS

4/2/1/1
VAT Returns

4/2/1/2
VAT Reclaims

4/3

Budgets

4/3/1

Petroleum Agency SA



4/3/1/1
Expenditure

4/3/1/1/1
Capital Expenditure

4/3/1/2
Unbudgeted Items

4/3/1/3
Variance Reports

4/3/2

for Upstream Training Trust
4/3/2/1
Expenditure

4/3/2/2
Unbudgeted Items

4/3/2/3
Variance Reports

4/3/3

for Extended Continental Shelf Project
4/3/3/1
Expenditure

4/3/3/1/1
Capital Expenditure

4/3/3/2
Unbudgeted Items

4/3/3/3
Variance Reports

4/4

Financial Statements



(See 4/7/1/2 for Bank Statements)

4/4/1

for Petroleum Agency SA (PASA)
4/4/1/1
Accounts Receivable
4/4/1/1/1
Creditors

4/4/1/1/2
Related Parties

4/4/1/2
Accounts Payable
4/4/1/2/1
Debtors

4/4/1/2/2
Related Parties

4/4/1/3
Leave Provision

4/4/1/4
Consolidated Monthly Financial Statements

4/4/1/5
Consolidated Annual Financial Statements

	NUMBER       DESCRIPTION


	DISPOSAL


4/4/2

for Upstream Training Trust (UTT)
4/4/2/1
Accounts Receivable

4/4/2/1/1
Creditors

4/4/2/1/2
Related Parties

4/4/2/2
Accounts Payable

4/4/2/2/1
Debtors

4/4/2/2/2
Related Parties

4/4/2/3
Consolidated Monthly Financial Statements

4/4/2/4
Consolidated Annual Financial Statements

4/4/3

for Extended Continental Shelf Claim (ECSC)

4/4/3/1
Accounts Receivable

4/4/3/1/1
Creditors

4/4/3/1/2
Related Parties

4/4/3/2
Accounts Payable

4/4/3/2/1
Debtors

4/4/3/2/2
Related Parties

4/4/3/3
Consolidated Monthly Financial Statements

4/4/3/4
Consolidated Annual Financial Statements

4/5

Assets Register
4/5/1

Company Assets

4/5/2

Leased Assets 

4/5/3

Disposals and Write-offs

4/5/4

Extended Continental Shelf Claim Project Assets

4/5/5

Reports

4/6

Accounting Responsibilities
4/6/1

Auditor General

4/6/1/1
Audit Reports

4/6/2

Internal Audits

4/6/2/1
Audit Reports

4/7

Banking Accounts

4/7/1

ABSA Bank
4/7/1/1
Signing Authority

4/7/1/2
Bank Statements

4/7/1/3
Cash Focus

4/8
Financial Assistance
4/8/P
Policy

4/8/1

Borrowing Powers
4/8/1/1
Application and Approvals

4/8/2

External Loans
4/8/2/1
Short-term Loans

4/8/2/2
Long-term Loans

4/9

Investment

4/9/P

Policy

4/9/1

Long-term Investment

4/9/2

Short-term Investment

	NUMBER       DESCRIPTION


	DISPOSAL


4/10

Insurance

4/10/P

Policy

4/10/1

Premium Reviews 

4/10/2

Contractual Appointment of Brokers

4/10/3

Claims

4/11

Expense Claims
4/11/1

Travel Claims



(See sub-series 6/1 for Travel Services)

4/12

Procurement: Expenditure



(See sub-series 5/3 for Procurement Committee)

4/12/1

Black Economic Empowerment
4/12/1/1
Monthly Reports

4/13

Income

4/13/1

Royalties

4/13/2

Data Sales

4/13/3

Data Services

4/13/4

Exploration Fees

5. FACILITIES MANAGEMENT

(Facilities management is the integration of multi-disciplinary activities within the building and the management of their impact upon people and the workplace.)

	NUMBER       DESCRIPTION


	DISPOSAL


5/1

Office Supplies

5/1/P

Policy 

5/1/1

Black Economic Empowerment Validation and Scorecard

5/1/2

Stock Taking

5/1/3

Acquisition and Maintenance
5/1/3/1
Office Furniture


(Open a file by name of supplier and file alphabetically,

e.g. 5/1/3/1-Ayanda Solutions)

5/1/3/2
Office Stationery/Consumables


(Open a file by name of supplier and file alphabetically,

e.g. 5/1/3/2-Waltons Stationers)

5/1/3/3
Kitchen/Catering


(Open a file by name of supplier and file alphabetically,

e.g. 5/1/3/3-Amazing Caterers)

5/2

Services
5/2/P

Policy

5/2/1

Black Economic Empowerment Validation and Scorecard

5/2/2

Contract and Service Management

5/2/2/1
Communication 

5/2/2/1/1
Postal Services 

5/2/2/1/2
Telecommunication Services

5/2/2/1/2/1
Land Line Service Providers

5/2/2/1/2/2
Mobile (cellular) Service Providers

5/2/2/1/2/3
Internet Services Providers
5/2/2/1/2/4
3G

5/2/2/1/3
Courier Services

5/2/2/2
Security Services
5/2/2/2/P
Policy

5/2/2/2/1
Access Control

5/2/2/2/1/P
Policy

5/2/2/2/1/1
Access Reports

5/2/2/3
Cleaning Services

5/2/2/4
Pest Control Services

5/2/2/5
Hygiene Services

5/2/2/6
Floral Services

5/2/2/7
Electricity Supply Services
5/2/2/7/1
UPS

	NUMBER       DESCRIPTION


	DISPOSAL


5/3

Procurement Committee



(See sub-series 4/12 for Procurement: Expenditure)

5/3/1

Requests

5/3/2

Meetings


(Provide a heading by name of meeting and open individual files

for Arrangements, Agendas and Minutes and number 

consecutively, e.g. 5/3/2/1    ……..meeting

                            5/3/2/1/1 Arrangements

                            5/3/2/1/2 Agendas

                            5/3/2/1/3 Minutes)

5/4

Acquisition and Maintenance of Buildings

5/4/1

Acquisition 

5/4/1/1
Rental/Lease

5/4/1/1/1
Agreements

5/4/2

Maintenance


(Open a file by name of supplier and file alphabetically



e.g. 5/4/2- Inyameko Trading)

6. TRAVEL AND TRANSPORT SERVICES

(All functions relating to the administration of travel arrangements and the provision of transport to deliver services.)

	NUMBER       DESCRIPTION


	DISPOSAL


6/P

Policy

6/1

Travel

(See sub-series 4/11 for Expense Claims)

6/1/1

International

6/1/1/1
Requests
6/1/1/1/1
Motivation and Authorisation

6/1/1/2
Travel Arrangements

(1: This includes bookings, itineraries and foreign exchange;


 2: Open a file for each official and file alphabetically,

 e.g. 6/1/1/2-Mokoena, H)

6/1/2
Local
6/1/2/1
Requests
6/1/2/1/1
Motivation and Authorisation

6/1/2/2
Travel Arrangements

(1: This includes bookings and itineraries;


 2: Open a file for each official and file alphabetically,

e.g. 6/1/2/2-Mokoena, H)
6/2

Transport
6/2/1

Requests and Approvals

7. COMMUNICATIONS

(All functions relating to the systematic planning, implementing, monitoring, revision of publication and marketing strategies as well as the  dissemination of information e.g.

· Developing corporate communication strategies,
· Designing internal and external communications directives, and
· Controlling the flow of information.)
	NUMBER       DESCRIPTION


	DISPOSAL


7/P

Policy

7/1

Advertising done through External Resources

7/1/1

Print Media
(Open a file per publication and file alphabetically,

e.g. 7/1/1-The Times)

7/1/2

Radio

(Open a file per station and file alphabetically,

e.g. 7/1/2-Cape Talk)

7/1/3

Television

(Open a file per station and file alphabetically,

e.g. 7/1/3-SABC 1)

7/1/4

Outdoor
(Open a file per location and file alphabetically,

e.g. 7/1/4-Billboard)

7/2

Own Publicity and Public Relations
7/2/1

Press Conferences


(Open a file per event and file alphabetically,

e.g. 7/2/1- Licensing Round 2007)

7/2/2

Press Releases




(Open a file per event and file alphabetically,

e.g. 7/2/2- Licence Awards)

7/2/3

Media Enquiries



(1: See sub-series 7/1/1 for Print Media;



 2: Open a file per event and file alphabetically,

e.g. 7/2/3- Licensing Round 2007)

7/2/4

Speeches


(Open a file per event and file alphabetically,

e.g. 7/2/4-AAPG Conference, Atlanta, 2007)

7/3

External Stakeholders

7/3/1

Speeches and Reports
7/3/1/1
Central Government

7/3/1/2
Provincial Government

7/3/1/3
International

7/4

Corporate Branding

7/4/1

Design

7/4/2

Approval/Sign off

8. INFORMATION SERVICES

(All functions relating to the provision and management of information resources of the organisation, e.g. Libraries, Records Management, Information Management, Knowledge Management and Information Technology.)

	NUMBER
	DESCRIPTION
	                         DISPOSAL


8/1

Libraries

8/1/P

Policy

8/1/1

Inspections (library internal audits and solutions)

8/1/2

Requests to Purchase Library Items

8/2

Records Management

8/2/P

Policy

8/2/1

Applications Support


(Open a file per application and number consecutively,

e.g. 8/2/1/1 Laserfiche)

8/2/2

Reports

8/2/3

Records Control
8/2/3/1
File Plan
8/2/3/1/1
Compilation and Amendments

8/2/3/2
Disposal of Records
8/2/3/2/1
Obtaining of Disposal Authority

8/2/3/2/2
Transfer

8/2/3/2/3
Destruction

8/2/2/3/4
Offsite Storage

8/2/3/3
Data Processing

8/2/3/4
Inspections

8/2/3/5
Returns

8/3

Information Management

8/3/P

Policy

8/3/1

Applications Support


(Open a file per application and number consecutively,

e.g. 8/3/1/1 Laserfiche, 8/3/1/2 AssetDB)

8/3/2

Reports

8/3/3

Projects


(Open a file for each project and number consecutively,



e.g. 8/3/3/1 EDMS, 8/3/3/2 GIS, 

      8/3/3/3 Data Enhancement)

8/4

Knowledge Management

8/4/P

Policy

8/4/1

Applications Support


(Open a file per application and number consecutively,

e.g. 8/4/1/1 Laserfiche)

8/4/2

Reports

8/4/3

Projects


(Open a file for each project and number consecutively,

e.g. 8/4/3/1 Conducting Information Surveys, 

      8/4/3/2 Managing Data Quality)

	NUMBER       DESCRIPTION


	DISPOSAL


8/4/4

Websites


(Open a file for each website and number consecutively,



e.g. 8/4/4/1 UTT, 8/4/4/2 Petroleum Agency SA, etc.)

8/4/5

Intranet

8/5

Information Technology
8/5/P

Policy

8/5/1

Applications Support


(Open a file per application and number consecutively,



e.g. 8/5/1/1 ZEH, 8/5/1/2 NMPS, etc.)

8/5/2

Reports



(Open a file for each type of report and number



consecutively, e.g. 8/5/2/1 Evaluation of Products)

8/5/3

Projects


(Open a file for each project and number consecutively,

e.g. 8/5/3/1 Operating System Upgrades)

8/5/4

Helpdesk

8/5/5

Desktop Support

8/5/6

Network Support

8/5/7

Directory Services Support

8/5/8

Physical Storage of Data

8/5/9

Hardware Maintenance

9. LEGAL SERVICES

(All functions relating to the provision of legal advice, litigation and contract management.)

	NUMBER       DESCRIPTION


	DISPOSAL


9/P

Policy

9/1

Legal Opinions
9/1/1

Obtained Internally from Legal Services

9/1/2

Obtained Externally 

9/2

Litigation
9/2/1

Consultation Notes

9/2/2

Preparation Notes

9/2/3

Formal Documents 

(e.g. pleadings)

9/2/4

Court Decisions

9/3

Appointments of Attorneys

9/4

Claims
9/4/1

By Petroleum Agency SA




(Open a file for specific damages and number consecutively,

e.g. 9/4/1/1 NID)

9/4/2

Against Petroleum Agency SA



(Open a file for specific damages and number consecutively,

e.g. 9/4/2/1 Global Energy)

9/5

Prosecutions 

9/5/1

Serving of Lawsuit Documents

9/6

Agreements

9/6/1

Legal 


(1: Use only if contracts and agreements cannot be filed 

under any of the other main series;

 2: Open a file by name of contract/agreement and 

number consecutively: e.g. 9/6/1/1 Data: Academic, etc.)

9/6/2

Models 

(Templates)

9/6/2/1
Service Level Agreements

9/6/2/2
Memos of Agreements

10. ATTENDING AND HOSTING GATHERINGS

(All functions relating to attending gatherings external to the organisation and the hosting of gatherings by the organisation.)

	NUMBER       DESCRIPTION


	DISPOSAL


10/P

Policy 

10/1

Attending Gatherings
10/1/1

Events 


(Provide a heading by name of event and number consecutively, 

open individual files for Motivation, Attendance and Reports, e.g.



10/1/1/1
(Name of event)
10/1/1/1/1
Motivation

10/1/1/1/2
Attendance
10/1/1/1/3
Reports)
10/2

Hosting Gatherings
10/2/1

Events Management


(Provide a heading by name of event and number consecutively, 

open individual files for Motivation, Planning and Reports, e.g.



10/2/1/1
(Name of event)
10/2/1/1/1
Motivation

10/2/1/1/2
Planning

10/2/1/1/3
Reports)
11. PROMOTION OF PETROLEUM EXPLORATION AND PRODUCTION

(All functions relating to the promotion of onshore and offshore exploration and production of petroleum.)
	NUMBER       DESCRIPTION


	DISPOSAL


11/P

Policy

11/1

Resource Evaluation

(1: See sub-series 4/1 for Financial Reports and 

 sub-series 4/3 for Budget Reports;

 2:  See Records Control Schedule for Technical Reports – 

 

Resource Evaluation)

11/1/1

Enquiries

11/1/1/1
Public
11/1/1/1/1
General Enquiries

11/1/1/2
Clients



(Open a file per client and file alphabetically,



e.g.11/1/1/2- Forest Oil)

11/1/1/3
Academic Institutions


(Open a file per institution and file alphabetically,

e.g.11/1/1/3- University of Cape Town)

11/1/1/4
Service Providers



(Open a file per service provider and file alphabetically,

e.g.11/1/1/4- Fugro Robertson) 

11/2

Frontier Geology

(1: See sub-series 4/1 for Financial Reports and 

sub-series 4/3 for Budget Reports;

2: See Records Control Schedule for Technical Reports – 

Frontier Geology)

11/2/1

Enquiries

11/2/1/1
Public
11/2/1/1/1
General Enquiries

11/2/1/2
Clients



(Open a file per client and file alphabetically,



e.g. 11/2/1/2- Badimo Gas (Pty) Ltd)

11/2/1/3
Academic Institutions


(Open a file per institution and file alphabetically,



e.g. 11/2/1/3- University of Western Cape)

11/2/1/4
Service Providers


(Open a file per service provider and file alphabetically,



e.g. 11/2/1/4- Council for Geoscience)

12. REGULATION OF PETROLEUM EXPLORATION PERMITS AND RIGHTS

(All functions relating to receiving, evaluating, monitoring of activities and recommendations for approval of applications for reconnaissance permits, technical co-operation permits, exploration rights and productions rights.)
	NUMBER       DESCRIPTION


	DISPOSAL


12/P

Policy 

12/R

Routine Enquiries

12/1

Reconnaissance Permits

(# Refers to Permit number)

12/1/R

Routine Enquiries

12/1/#/1
Applications


(Open a file per application and number according to the 

permit number, e.g. 12/1/#/1 (Name of application))

12/1/#/2
Compliance Reports


(Open a file per application and number according to the 

permit number, e.g. 12/1/#/2 (Name of application))

12/1/#/3
Closure

12/2

Technical Co-operation Permits

(# Refers to Permit number)

12/2/R

Routine Enquiries

12/2/#/1
Applications


(Open a file per application and number according to the 

permit number, e.g. 12/2/#/1 (Name of application))

12/2/#/2
Compliance Reports


(Open a file per application and number according to the 

permit number, e.g. 12/2/#/2 (Name of application))

12/2/#/3
Closure

12/3

Exploration Rights

(# Refers to Application number)

12/3/R

Routine Enquiries

12/3/#/1
Application (Name of application)

12/3/#/1/1
Original Application to Final Approval/Refusal and Amendments

12/3/#/1/1/1
Comments and Objections
12/3/#/1/1/2
Department of Minerals and Energy

12/3/#/1/1/3 Interested and Affected Parties

12/3/#/1/1/4 Other State Departments

12/3/#/1/2
Assessing Impact on the Environment

12/3/#/1/2/1
Enquiries 

12/3/#/1/2/2
Environmental Management Programme (EMP) and Amendments

12/3/#/1/2/2/1 Processing of EMP and Amendments

12/3/#/1/2/2/2 Approved EMP and Amendments

12/3/#/1/3
Financial Provision

12/3/#/1/4
Inspection, Monitoring and

Performance Assessment Reports 

12/3/#/1/4/1
Progress Reports Submitted by Holders
12/3/#/1/4/2 Application/Permission to Dispose of Data and Samples

12/3/#/1/5
Compliance to Mine Health and Safety Act

12/3/#/1/6
Closure

	NUMBER       DESCRIPTION


	DISPOSAL


12/3/#/1
Application (Name of next application)
12/3/#/1/1
Original Application to Final Approval/Refusal and Amendments

12/3/#/1/1/1
Comments and Objections
12/3/#/1/1/2
Department of Minerals and Energy

12/3/#/1/1/3 Interested and Affected Parties

12/3/#/1/1/4 Other State Departments

12/3/#/1/2
Assessing Impact on the Environment

12/3/#/1/2/1
Enquiries 

12/3/#/1/2/2
Environmental Management Programme (EMP) and Amendments

12/3/#/1/2/2/1 Processing of EMP and Amendments

12/3/#/1/2/2/2 Approved EMP and Amendments

12/3/#/1/3
Financial Provision

12/3/#/1/4
Inspection, Monitoring and

Performance Assessment Reports 

12/3/#/1/4/1
Progress Reports Submitted by Holders
12/3/#/1/4/2 Application/Permission to Dispose of Data and Samples

12/3/#/1/5
Compliance to Mine Health and Safety Act

12/3/#/1/6
Closure

12/4

Production Rights
(# Refers to Application number)

12/4/R

Routine Enquiries

12/4/#/1
Application (Name of application)
12/4/#/1/1
Original Application to Final Approval/Refusal and Amendments

12/4/#/1/2
Comments and Objectives
12/4/#/1/2/1
Department of Minerals and Energy

12/4/#/1/2/3 Interested and Affected Parties

12/4/#/1/2/4 Other State Departments

12/4/#/1/3
Assessing Impact on the Environment

12/4/#/1/3/1
Enquiries 

(e.g. Complaints and Routine Enquiries)

12/4/#/1/3/2
Environmental Impact Assessment (EIA) 

and Environmental Management Programme (EMP) 

and Amendments
12/4/#/1/3/2/1 Processing of EIA, EMP and Amendments

12/4/#/1/3/2/2 Approved EIA, EMP and Amendments

12/4/#/1/4
Financial Provision

12/4/#/1/5
Inspection, Monitoring and

Performance Assessment Reports 

12/4/#/1/5/1 Progress Reports on Production Rights

12/4/#/1/6
Compliance to Mine Health and Safety Act
12/4/#/1/7
Social and Labour Plan Programme (SLPP)
12/4/#/1/7/1
Compliance Inspections and Monitoring
12/4/#/1/7/2
Annual Reports from Mines (regarding SLPP and progress)

12/4/#/1/8
Closure

	NUMBER       DESCRIPTION


	DISPOSAL


12/4/#/1
Application (Name of next application)

12/4/#/1/1
Original Application to Final Approval/Refusal and Amendments

12/4/#/1/2
Comments and Objectives
12/4/#/1/2/1
Department of Minerals and Energy

12/4/#/1/2/3 Interested and Affected Parties

12/4/#/1/2/4 Other State Departments

12/4/#/1/3
Assessing Impact on the Environment

12/4/#/1/3/1
Enquiries 

(e.g. Complaints and Routine Enquiries)

12/4/#/1/3/2
Environmental Impact Assessment (EIA) 

and Environmental Management Programme (EMP) 

and Amendments
12/4/#/1/3/2/1 Processing of EIA, EMP and Amendments

12/4/#/1/3/2/2 Approved EIA, EMP and Amendments

12/4/#/1/4
Financial Provision

12/4/#/1/5
Inspection, Monitoring and

Performance Assessment Reports 

12/4/#/1/5/1 Progress Reports on Production Rights

12/4/#/1/6
Compliance to Mine Health and Safety Act
12/4/#/1/7
Social and Labour Plan Programme (SLPP)
12/4/#/1/7/1
Compliance Inspections and Monitoring
12/4/#/1/7/2
Annual Reports from Mines (regarding SLPP and progress)

12/4/#/1/8
Closure

13.  RECEIPT AND SUPPLY OF GEOLOGICAL AND GEOPHYSICAL INFORMATION RELATING TO PETROLEUM
(Receiving, maintaining, storing, interpreting and evaluating of all geological or geophysical information relating to petroleum.)

	NUMBER       DESCRIPTION


	DISPOSAL


13/P

Policy

13/1

Receipt of Data
13/1/R

Routine Enquiries

13/1/1

Transmittals


(Open a file for each client and file alphabetically,



e.g. 13/1/1- Pioneer Natural Resources)

13/1/2

Reports 

(1: Progress reports, monthly reports, quarterly reports, etc;



 2: Open a file for each client and file alphabetically,

e.g. 13/1/2- Forest Oil)

 13/2

Supply of Data
13/2/1

Data Requests

13/2/2

Quotations

13/2/2/1
Clients


(Open a file for each client and file alphabetically,

e.g. 13/2/2/1- PetroSA)

13/2/2/2
Academic Institutions


(Open a file for each academic institution and file alphabetically,

e.g. 13/2/2/2- University of Western Cape)

13/2/3

Transmittals

13/2/3/1
Clients


(Open a file for each client and file alphabetically,

e.g. 13/2/3/1- CNR International)

13/2/3/2
Academic Institutions



(Open a file for each academic institution and file alphabetically,

e.g. 13/2/3/2- Cambridge University)

13/2/4

Requests for Invoices
13/2/4/1
Clients



(Open a file for each client and file alphabetically,

e.g. 13/2/4/1- Pioneer Natural Resources)

13/2/4/2
Academic Institutions


(Open a file for each academic institution and file alphabetically,

e.g. 13/2/4/2- University of the Witwatersrand)

13/2/5

Data Confidentiality Agreements
13/2/5/1
Clients


(Open a file for each client and file alphabetically,



e.g. 13/2/5/1 – Sasol

13/2/5/2
Academic Institutions


(Open a file for each academic institution and file alphabetically,



e.g. 13/2/5/2 – University of Western Cape)

D.

LIST OF SERIES OF SEPARATE CASE FILES

REFERENCE


DESCRIPTION



                    DISPOSAL





Personal Files

Surname and initials

(Personal confidential file.





This file contains personal matters





of a confidential nature.)





Loans File

Surname and initials

(This file contains all matters i.r.o.





each employee who obtains a loan.)
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