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1. INTRODUCTION

The Tourism Grading Council of South Africa (TGCSA) was established in 2000 and has been mandated in
accordance with South African legislation as the body that grades all categories of accommodation in South
Africa. The aim of the TGCSA is to establish and maintain a recognisable and credible globalty benchmarked
system of quality assurance for accommodation and MESE (Meetings, Exhibitions and Special Events)
experiences in South Africa. This document contains the definitions of the standard operating procures for

TGCSA operations.

1.1. Objectives
The objective this document is to:
e Clearly document the activities that make up the TGCSA Operations processes.
e Ensure that all the roles and teams involved in the TGCSA Operations processes are clearly defined.
e Ensure that there is a single reference of all the activities involved in the grading process.
e Define and illustrate process integration and system integration points.
e Clearly outline process logic and the related timelines which drive delivery expectations in line
with the TGCSA and SA TOURISM mandates and deliverables.
e Provide a reference for process review, optimization and related system development for process

automation.

1.2, Scope
This document includes processes that are standard operating processes for the TGCSA.
¢ |nscope:
o New Application for Grading
Application for Renewal of Grading
Process Invoice Payments
Physical Assessment of Establishment
Pre-Screening of Motivation from Assessor
Monthly Property Approvals EXCO Meeting
Payment Assessors
Award Certificates and Plaques
Recall Issued Plaques
Replace Plaques
Establishment Assessment Impact Measurement
Manage Grading Standards
Ad hoc Update of Establishment Details
Change Grading Category
Cancellation Membership
Quality Protection Assurance
Refund process

Discount and funding process

o © 06 0 0 0 0 0 0 0 0 0 0 0 0 0 o o

Customer feedback processes
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o Assessor Movement

Out of Scope:
o Grading

1.3. Business Rule

Council (formerly Awards Committee) Process.

For properties to achieve an accolade for recognition, all listed requirements must be met.

Achieving an accolade allows the establishment to carry the TGCSA approved icon for the accolade

on marketing collateral. Properties that have been awarded accolades will form an integral part of

TGCSA website and search criteria.

The recommended accolades for implementation are as follows:

Pet friendly;
Hunting;

Cycling friendly;
Golfing;

Wine tourism;
Family friendly;
Wedding venue;
Birding;

Medical care;
Resort;

Holistic wellness;

Off road activities;

Conference facilities;

Hiking;
Equestrian;

Water sports;

Responsible tourism;

Spa and beauty.
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2. ROLES
Provide Descriptions of key roles
Role Definition
Accolades Accolades is a recognition given to star graded properties that have

distinguished features that appeal to particular markets.

Assessor Individuals that are certified to conduct grading assessments at
Establishments.

Quality Assurance Sub The Quality Assurance Sub Committee is the body of industry experts

Committee that oversee the work done by the Tourism Grading Council of South

Africa, and provide insight and guidance where required.
Chief Quality Assurance Officer Managing executive to TGCSA, oversees the entire TGCSA portfolio.
Provincial Master Assessor This role oversees and manages Assessors contracted to TGCSA.

Quality Protection Officer The person responsible for designing and co-ordinating systems to

address illegal and false advertising of stars as it becomes known.

SA Tourism Finance Team The Team responsible for the handling of all financial transactions of the
TGCSA.

The Finance team includes the following roles: Finance Manager,
Accountant, Accounts Receivable Clerks, and Accounts Payable Clerk.

TGCSA Marketing Team This team is responsible for the management of all marketing and
communications activities, such as brand communication, corporate
communication including PR, TGCSA events, management of marketing
of external agencies. This team is also responsible for the overall
production and distribution of marketing collateral including plaques and
certificates issued to graded Establishments and accredited grading
assessor toolkits.

The team further manages the customer feedback line:
feedback@tourism radin .co.za, through the Client Liaison Officer
(CLO) whose role is to monitor and respond to emails or phone calls,
management of feedback received on graded establishments, assist
travelling public with inquires in relation to graded establishments and
provide monthly reporting.

The team consists of the following roles:

SAT6Q-PRO-04 SOUTH AFRICAN TOURISM Page 6 of 82
Revision 22 Print Date: 2018/05/16- Valid 2 days after printing

This gazette is also available free online at www. wonline.co.za



198 No. 42010

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Process Name: TGCSA Grading Operating Processes Company Confidential

Marketing and communications Manager, Marketing assistant and

Client Liaison Officer.

TGCSA Operations Team This is the team responsible for the main activities of the TGCSA

including the processing of grading applications, the management of
data exceptions at super user access level, the management of the
TGCSA reported Establishment numbers, the management of the
Assessor portfolio numbers, and the management of Assessors contracted
to TGCSA.

The team consists of the following roles:

Operations Manager, Assistant Operations Manager and the Provincial

Master Assessors

3. GLOSSARY OF TERMS

3.1. Definitions

Definition of terms used in the document.

Term

Definition

Dispensation

Dispensation gives permission to a property not to have a certain minimum

requirement due to relevant reasons agreed to by the Grading Council.

« Primarily only Establishments that are new to the should be requesting

dispensations.

» Existing Establishments that have memberships which are up for review
can request dispensations if the Assessor assigned to the Establishment

has changed.

Grace Period

A Grace period is time given to the property (new application or application for
renewal) in order to assist them in implementing the required requirement to

completely meet the quality standard being applied for.

Any grace period will not have an impact or change expiry date of properties.
Regardless of grace period granted, invoices will still continue to generate in
terms of the business rules (Renewal invoices - in the month of 90 days before
expiry date; New invoices - on the first day of integration after the approval of

the new application once Grace Period has been closed)

Grading

The quality rating assigned to an Establishment by a TGCSA Accredited Assessor.
Graded Properties are awarded the official TGCSA stars ranging from 1 star to 5
stars in the category in which the grading was applied for.
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3.2. Abbreviations

Provide Descriptions Acronyms used in the document

Abbreviation

Board

Board-Sub Committee

BU

BUMA

Cé

CCBO

CEO

CFO

CLO

coo

Cx

CQAO

DOA

MCM

MER

oM

PMA

Grading System

Grading System-IA

QPA

RFO

SAT6Q-PRO-04
Revision 22

Meaning

SA TOURISM Board Of Directors

TGCSA Quality Assurance Sub Committee Members
Business Unit

Business Unit Manager
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The following designations apply: CEO, COO, CFO, CMO, CQAO, CCBO

Chief Convention Bureau Officer

Chief Executive Officer

Chief Financial Officer

Client Liaison Officer

Chief Operating Officer

Cancellation

Chief Quality Assurance Officer

Delegation Of Authority

Illegal Advertising

TGCSA Marketing and Communications Manager
Minimum Entry Requirements

TGCSA Operations Manager

Provincial Master Assessor

Quality in Tourism

Quality in Tourism - Illegal Advertising Module
Quality Protection Assurance

Return For Order
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Abbreviation Meaning

SA TOURISM South African Tourism

TOMSA Tourism Marketing South Africa

UA Universal Accessibility

4. PROCESS DETAILS

4.1, High Level Grading Process Flow Diagram

’ TGCSA Standard Operating Process
]
i Ops vetted Application Process Invoice Pre-Screening of
. New Application For Sends invites to Payments/ Funding Confirmed Physical Assessment Assessment Rel Motivation from
! Grading partidpate In the NDT Discount application of Establishment po Assassor
] Funding Project
b
Application for Ops vetted Application
Renewal of Grading & Invoice Pay
Award Certifi Awards List Monthly Property
ward Certificates Approvals EXCO »
and Plaques Meeting Pre-screened properties

Conduct Intemal

Replace Plagues Recall Issued Audit of Plague and
P 9 Plagues Certificate Delivery
E3]
Establishment
Assessment impact Repo Assessment impact Awards Lists Property approvals list
Measurement
Pay Assessors
New /Updated Grading Standards Manage Grading
Standards
New /Updated Grading Standard E Membership cancelled
/
-~
Graded Establishment N g
Feedback " Other Grading
eedhac Reporting Finance Processes
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4.2, New Application for Grading

New Application For Grading
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TGCSA Website Grading System O“;,)Iea:‘a:;:s Assistant Operations Manager Financial System
Establishment
f the «  Applications are checked and the following is verified:
in grading. has already been e IFthere are duplieate applications on the establishment name/

engaging with an member number
Assessor, the «  Double check category Selected is apprapriate (e.g. 2 room B&B in

Establishment Assessor can bea hotel category)

completes an liaison for the *  Allocation of assessors

online Establishment if s Website information -if a website is provided
application assistance is required . Provide applicant with option to partake on NDT Tourism Grading
Support Programme

. NDT data collection and verification process will take place:

- Submission of the completed Tourism Incentive Programme
application form with the legal supporting documentswhere
applicable

*  NDT check verification of the above documents must be done on the
Grading Systemn by the assigned PMA.

«  Then the Grading System will discount the praperty B0% TIP anhual
membership and where applicable a further 10% TOMSA discount;

. Issue an a multiple-lne invoice which will reflect that the NDT funding
amount including any TOMSAdlscount and or any other funding/
discounts atthe stage of this invaice;

= Once payment has been received and receipted, the Grading System
will Integrate In 24hrs & the Property will be assigned to the Assessor.

. ‘Where the applicant has opted not to partake the NDT Funding offer
(80% Discount and or 10% TOMSA Discount), upan pre-approval the
property will receive the full invoice at integration.

Submitted
o Review applications
s;:pd'::‘:;‘dy receivad on Grading
for System daily, checking
pre- "
and approval routine
approval

Assessor ssignment based on based o : More Info required

» Po olic numbers - allocating n Ye ;::ved’ or
ap leatlons from lowest to highe 1, Issues raised
¢ Are Specificallocation - shared
am ngassessors working in that Record ) No Was an
ecord pre-approval
e " on Gradl:x sys'::n and Assessor Assessor chasen No Assessor
| ‘Assign an assessar If Decline chosen d‘EJrln_g assigned yet
onwasnat chosen Zpplcation an picato
during the completion :nd :"xide Sendto Contact the
of the application form feedback to Assessor ifone establishment
Establishment  Was chosen on 50 they can
andassessor (i @pplication address the
applicable) Issues
Generate a unique Assassor
member ID, record Send a master List of review and
the date for all new pre-approved update
confirmation of establishments to application
acceptance of tems Assessors, PMAs and
and conditions the Debtors clerk End Invoice generat
within 24 brs
if the Billing
Generate ah period is open
integration
Instruction to =&Yy

Phase

SAT6Q-PRO-04
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Financial System
which will Integrate
the following day.

List of all new pre-approved
establishments sent to
PMAs and the Debtors clerk

Invoice details, Supplier detalls, contact details, e-mail addresses, category and charge ra
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Establishment has a 14 calendar
cooling off window
during which they can
cancel the application for grading, Generate invoice
and Forward itto
Establishment and
Assessor

Invoica sent to
Establishment

Payment of Involce
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4.2.1. New Application for Grading - Textual Description

e Establishment applies for the annual star grading membership by submitting an online application

through the TGCSA website: http://www.tourismerading.co.za

e Once the application is completed, the establishment then submits it for Pre-approval;

e The Operations Manager or the Assistant Operations Manager reviews applications received on

Grading System daily. The pre-approval process entails the following:

= The Operation Manager or the Assistant Operations Manager:

» Firstly, verifies that the application is not a duplicate of an existing graded member by using

the Establishments name and member number as criteria;

e Contacts the establishment to verify the following:

o If all contact information has been pravided;

Double checks that the category selected is appropriate and verify the number of rooms

& room rate (e.g. 2 room B&B in hotel category);

o Allocation of Assessors;

o Verify that a website exists and check the website information, if applicable (a website

is not a mandatory prerequisite for grading);

o At application stage, the applicant is provided the option to partake on NDT Tourism

Grading Support Programme or opt out;

=  Where the applicant has opted to partake the NDT Funding offer (80% Discount and

or 10% TOMSA Discount), upon pre-approval of the application the link invite is sent

immediately after pre-approval;

= The NDT data collection and verification process will take place;

Q

Submission of the completed Tourism Incentive Programme application form with
the legal supporting documents where applicable (Valid Tax Clearance, Identity
doc/ number/ Business Registration forms, certified copied of B-BBEE
certificate, valid liability insurance documents). 30 day NDT retry window
(Should this not be done in 30 day, invoice will generate at full value)

NDT check verification of the above documents must be done on the Grading
System by the assigned PMA. 10 day PMA window (Should this not be done in 30
day, invoice will generate at full value)

Once all the information has been checked & verified accordingly, the Grading
System will discount the property 80% TIP annual membership and where
applicable a further 10% TOMSA discount;

The Grading System will issue an a multiple-line invoice which will reflect that
the NDT funding amount including any TOMSA discount and or any other funding/
discounts applicable at the stage of generating this invoice;

Once payment has been received and receipted, the Grading System will
integrate in 24hours and the Property will be assigned to the Assessor.

=  Where the applicant has opted not to partake the NDT Funding offer (80% Discount

and or 10% TOMSA Discount), upon pre-approval the property will receive the full

invoice at integration.
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e If the application cannot be pre-approved the Operations Manager or the Assistant Operations
Manager will decline application on Grading System, and feedback will be given to the Assessor and
to the Establishment:
= Declined applications remain in the system and can be used for leads in the future (provided

the Establishment has given their consent)

e If more information is required or issues need to be addressed before an application can be
preapproved, then the Operations Manager or the Assistant Operations Manager can request more
information regarding the application from the applicant/ an Assessor:
= |f an Assessor was chosen during application, then the Operations Manager or the Assistant

Operations Manager can send the query to Assessor;
= The Assessor will review and update application and it will be rechecked by Operations
Manager or the Assistant Operations Manager again to determine if it can be pre-approved.
= |f an Assessor was not chosen at application, then the Operations Manager or the Assistant
Operations Manager must allocate an Assessor to the Establishment.

e If the application is pre-approved by the Operations Manager or the Assistant Operations Manager
the pre-approval is recorded on Grading System and the Establishment will be assigned unique
member ID, and the system will log the date for confirmation of acceptance of terms and conditions.
The following will also happen:
= |f the Establishment chose an Assessor on the application form, that Assessor is automaticatly

assigned to the Establishment;

= |f the Establishment did not choose an Assessor, the Operations Manager or the Assistant

Operations Manager assigns an Assessor based on internal criteria, which is:

= Portfolio numbers - evaluations of existing portfolio numbers; allocating new applications
from lowest to highest;

= Area Specific allocation - allocating the new applications among Assessors working in that
area.

o Once all the information has been received from the Grading System, the Grading System
automatically raises an invoice instruction to the Finance system for properties that have
declined the NDT Funding offer as well as those properties that did not submit the required
information to receive the discount (The information the invoice derives from is being fed by
the Grading system and the Finance System Invoices according to the feed/information received
from the Grading system. The fee table is sitting on the grading system and the grading system
calculates the value and the distribution accounts of the invoices based on the room rate and
amount of rooms and fee tables in the grading system which are fed to the Finance system via
integration tables);

o The Finance System will generate an invoice based on the above and forward it to the
Establishment and the assigned Assessor within 24 hrs, however if the billing period is closed
the invoice will only generate once the new period is opened and will only integrate on the first
integration run one day after the new period has opened. see section 4.3.3 Payment Processing

Considerations;
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o Finance System integrates back to the Grading System confirming that the invoice has generated
and states the invoice number. All invoices will go into a queue and will then be distributed
automatically by workflow e-mailer during the course of the day and evening;

o After pre-approval has been done and the new application invoice has been raised, the
Establishment has a 14 calendar days cooling off window period during which they can cancel
their application for grading. Should the Establishment not settle the new invoice within the 85
days from the approval of the new application, the grading system will automatically cancel the
application and fed via integration a credit note (with value and distribution accounts) to the
Finance System.

o The next step in the process is Payment of the Invoice.

¢ The Operations Manager or the Assistant Operations Manager sends the Grading System Master List

of pre-approved new applications to all Assessors, PMA’s and Debtors Clerk.
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4.3. Process New Application Invoice Payments

Process New Application Invoice Payments

Company Confidential
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4.3.1. Process New Application Invoice Payments - Textual Description
e Payment for an invoice for a new membership is due from the Establishment within 30 calendar
days of the invoice date;
e The Accounts Receivable Clerks review TGCSA Bank statements daily to pick up payments that
have been made by Establishments;
e The Accounts Receivable Clerks allocate receipts for payment, based on the following:
o Invoice number reflected on the Bank Statement;
o If invoice number does appear on the Bank Statement, the correct Proof of Payment must
be supplied as well as a detail breakdown of the payment details should the payment be
for more than one property directly from the establishment;

o This is subject to the relevant Billing period being open (see Payment Processing Considerations
4.3.3 below)

o If there are any unidentifiable payments the Accounts Receivable Clerk must engage business
(Assessors, PMA’s, TGCSA OM, TGCSA AM, TGCSA Marketing Communications Manager) to assist
in identifying the Establishments that made the unidentified payments;

»  When payment is made and the 10-digit Invoice Number is not used as a reference number
it will be regarded as an unidentified transaction:
e Transactions can only be traced by the correct Invoice Number that was used as a
reference.
= The Accounts Receivable Clerks will send a list of unidentifiable payments to (Assessors,
PMA’s, TGCSA OM, TGCSA Assistant OM, TGCSA Marketing Communications Manager)
weekly;
» Valid Proof of Payment must be sent to Finance: debtors@southafrica.net from the

Establishments or Assessors to verify the unidentifiable payments that were made by the
Establishments.:
e A “valid proof of payment “must show the following:

o Transaction date;

o Name of beneficiary;

o Reference Number that reflects on TGCSA bank statement;

o In addition to the proof of payment details, the establishment must confirm in
writing to which the correct invoice number to which payment needs to be
allocated.

= Unidentified payments must be allocated within five working days once the payer has been
identified.
e Once payments are receipted in Finance System there is integration to Grading System to reflect

the payments received

o The Establishment will download onto the Assessor laptop the next day when they do their daily
synchronization of the laptop Grading System application;
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o Once the Establishment is assighed to an Assessor, the Assessor can then make arrangements to
go out and assess the Establishment;
» If a partial payment is received from the Establishment within 30 calendar days of receiving

invoice the following happens:

o GRADING SYSTEM reflects outstanding amount on Assessor Portfolio Management Tool;
o The Assessor to follow-up with the Establishment regarding the partial payment:

» The Assessor must check Assessor Portfolio daily, for amounts less than R10 he/she must
contact the PMA to obtain approval for the amount outstanding to be disregarded and
offset.

o The Establishment will not download onto the Assessor’s laptop until the invoice is settled in
full.
s [f the payment is not received from the Establishment within 30 calendar days of receiving invoice

the following will happen:

o Grading System will generate reminders on day 30 and day 60 about the invoices and send the
reminders to the Establishment and Assessor;
The Assessor must follow-up on the outstanding payment with the Establishment;
o If the payment still has not been received from the Establishment within 85 days of the invoice
date not being generated, Grading System will automatically cancel the application:
»  The Establishment record is kept in Grading System and can be used as a future lead
(provided the Establishment has given their consent);
= Grading System will send an instruction via the integration tables to Finance System to
create a credit note to cancel the original invoice if not paid in full within 85 days from
the invoice date;
= Finance System integrates back to Grading System with the credit note number and details
to set the outstanding balance on Grading System;
o If the payment is received in full and receipted before the end of day 85, the Establishment is
assigned to an Assessor, and the Establishment details will download to the Assessor laptop;

o The Assessor can then schedule an assessment with the Establishment.

4.3.2. New Invoice Discounts and Funding

e TOMSA levy collectors receive a further discount depending on their status (valid contract) and if
they are in good standing with TBCSA. These discounts are managed, controlled and initiated on
the grading system by the TGCSA OM and TGCSA assistant OM (Where TOMSA discount has not
been automatically effected);

e  When the TGCSA OM or TGCSA assistant OM initiates and endorses the request, they need to
confirm with the request / endorsement if the assessor must receive commission on the full
amount before discount or the net amount after the discount;

e Properties that are funded for their assessment fees:

o These funding requests are managed, controlled and initiated on the grading system by the
TGCSA OM, TGCSA assistant OM and the PMA’s;
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o The TGCSA OM or TGCSA Assistant OM can initiate adding of pre funding at pre approval stage
for new applications.

o If funding is endorsed and the invoice is fully paid, the properties will be downloaded onto the
Assessor laptop tool upon synchronization;

o If funding is declined, the payment of grading assessment fees would then be the property

owner’s responsibility.

4.3.3. Payment Processing Considerations
¢ All payments made to TGCSA are receipted on a daily basis excluding public holidays, SA TOURISM

closure dates and weekends;

o The TGCSA Bank Account Statement is checked daily to identify the payments that are on the
previous working day’s statement;

o A payment that reaches the TGCSA bank account today may take up to 48 hours to be identified
and receipted and or on the next working day if payment was done over the weekend except
during SA TOURISM closure dates, SA TOURISM closing period in December/January of every
year, any other days as per the SA TOURISM calendar where the AR clerk will not be available
or South African Public holiday) which then will require up to six working days;

¢ Finance must close billing every month, and the closure dates are communicated by Finance
annually at the start of each Fiscal year;

s Payments reflecting on TGCSA bank statement during the billing closure period can only be receipted
after the first day when the new period is opened; however, these receipts will be captured in the
first three working days after month end closing date. Therefore, these transactions will integrate
to Grading System only once the same has been receipted in the new period.

o The integration to Grading System will happen the next day after the receipt was done on Finance
System. When the next Finance billing period is opened. E.g. for March month end, the March period
will only be closed on the 11th of April 2016 (and as per the Finance calendar closure dates for the
following years). Therefore, receipting for money received in the TGCSA bank account for the period
of the last few days of the month (depending on how the month end falls over a weekend) and from
1 April to 11th April 2016 will only be receipted on the 12th April 2016 (which will integrate on 13th
April 2016), 13th April 2016 (Which will integrate on the 14th April 2016), 14th April 2016 (Which
will integrate on the 15th April 2016);

o Therefore, as per the above example, the receipting for receipts during the closing of month ends
will happen during the first three working days after the month end closure;

e Other receipting during the month will be done within two working days; however, receipting can
only be done where the establishment has used the correct invoice reference number;

s For any deposits where the invoice reference number was not used, the Assessor must submit the
POP from the establishment as well as a confirmation from the establishment for which invoice
number the payment was made for (NB: Assessor cannot confirm on behalf of establishments);

e All payments which cannot be identified, will be placed on the unidentified list which will be sent
out to all Assessors & PMAs on weekly basis except for SA TOURISM closure dates, SA TOURISM closing
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period in December/January of every year, any other days as per the SA TOURISM calendar where
the AR clerk will not be available or South African Public holiday);

o NB: When an Assessor does identify any unidentified transactions, he/she needs to obtain the
bank POP & the confirmation on which invoice was paid by the establishment and submit this
information promptly to the SA TOURISM debtor’s department (No receipting will be done on
assumptions or detail from assessors - the only information that will be accepted will be the
POP & the confirmation from the establishment); Example, Where an establishment has used an
incorrect reference number, the establishment needs to provide the POP & confirmation of the
invoice number they are settling to the assessor. The assessor then forwards the same to SA
TOURISM debtors. It is important to note that the assessor cannot confirm the invoice number
on his/her own or on behalf of the establishment.

+ All Cheque deposits take Ten working days to clear and only receipted on the first working day after
the Ten working days;

¢ Short payments should be followed up by assessors immediately and on a daily basis. The assessors
must use the APM tool to manage all outstanding invoices. The PMAs to manage and follow up with
assessors on the outstanding amounts and where assessors are not managing the outstanding
amounts as per the APM Tool, the PMA’s must note the same when conducting annual assessor’s
performance reviews;

e The PMAs to follow up on shortfalls i.e. short payment of R10 & less - PMAs must ensure that
motivation is done for these amounts to be discounted and that the discount request reach the

Finance Manager at least eight working days before the cancellation date of the property (Where

applicable).
¥
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4.4, Application for Renewal of Grading

Application for Renewal of Grading
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4.4.1.  Application for Renewal of Grading - Process Textual Description

e For the detailed renewal process, refer to the CR162

e Grading System will identify every Establishment for which Grading is due for Renewal;

¢ An email is sent out to the Establishment between 180 and 120 days to get them to accept the terms
and conditions before and invoice will be sent out. If the T’s & C’s are accepted, the invoice will
be issued as per below. If not, they are set to expiring and will cancel when they reach their expiry
date. Members who fail to log in are sent an invoice regardless and acceptance to the Terms is
considered at point of payment.

e Establishments are identified as needing a renewal invoice if their current membership will expire
within 90 days of the expiry date of the establishment;

e Grading System will send a batch of properties with invoice details via integration tables for which
grading is up for renewal to the Finance System (billing system) monthly;

o In Finance System the invoices are generated and sent from Tourism Grading Council E-mail to the
Establishment and Assessor within the month of 90 days before the end date of current membership
(expiry date), with reminders sent every 30 days thereafter:

o Al renewal invoices are processed within the month of 90 days prior to expiry date; therefore,
these invoices will only get generated and sent the first day after the new Finance System period
is opened.

e The Accounts Receivable Clerk must review TGCSA Bank statements daily to pick up payments that
have been made by the Establishments.:

o The Accounts Receivable Clerk must allocate receipts for payment, based on step 4.3.1:
= This is subject to the relevant Billing period being open (see Payment Processing
Considerations 4.3.3 above)

¢ Payment is due by the end date of existing membership; payment must be received and receipted
before or on the expiry date;

« If no payments have been made, Grading System will generate reminders about the invoice on, day
60 and day 30 preceding the membership expiry date and send the reminders to the Establishment
and Assessor;

¢ If the payment is not received and receipted in full (less the discounts where applicable) by the
expiry date plus Ten working days, the Establishment’s current membership’s expires as follows:

o The Establishment’s membership is cancelled automatically by Grading System 21 days after the
expiry date of the membership, but the Establishment record is kept on Grading System;

o Grading System will send an instruction to Finance System to create a credit note to cancel the
original invoice which happens the first day after integration;

o Finance System integrates back to GRADING SYSTEM with the credit note number and details to
set the outstanding balance on Grading System; An automated Membership cancellation
notification is sent to the Establishment;

o The Establishment is also automatically removed from grading website listings on the next
Wednesday evening when the Finance System, Grading System and Website databases are

synchronized.

SAT6Q-PRO-04 SOUTH AFRICAN TOURISM Page 20 of 82
Revision 22 Print Date: 2018/05/16- Valid 2 days after printing

This gazette is also available free online at www.gpwonline.co.za




212 No. 42010 GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Process Name: TGCSA Grading Operating Processes Company Confidential

¢ If the payment is received after membership has been terminated the following will happen:
o The funds will be recognised as sundry revenue if the establishment does not reapply;
o TGCSA marketing Business will need to obtain an CQAQ and CFO approval to allocate to the
new invoice once the establishment has reapplied;

o Establishment is automatically removed from grading website listings.

4.4.2. Invoice Discounts and Funding

e For invoice Discounts and funding, Refer to 4.3.2 above
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4.5, Physical Assessment of Establishment
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4,5.1.  Physical Assessment of Establishment - Textual Description

The Establishment Assessment can only be done once an Establishment is assigned to an Assessor;
The Assessor is required to synchronize the Grading System laptop application daily to receive an
update of all newly assigned properties from the Grading System database;

The Grading System laptop application will download updated Establishment information and
assignments to the Assessor’s laptop through the Assessor initiated synchronization;

The Assessor must then schedule assessment appointment and update Grading System:

o The Assessment must be scheduled within 5 calendar days of assignment of Establishments to
the Assessor;
o The Assessor will then load the scheduled date on their Grading System Laptop tool, so that
they can keep track and be reminded of the date for assessment;
o The Assessor must conduct the grading assessment within the prescribed time frames:
= For new applications - 4 calendar months from the date of the invoice payment reflecting
on Grading System;
= For renewals - from the date of the invoice payment reflecting on Grading System and
Establishment assighed to the Assessor but before the Monthly Property Approvals EXCO
Meeting within the month of expiry;
= |f Assessors do not adhere to the stipulated times, the properties will be retrieved from
their toolkit and reallocated to other Assessors to ensure that business processes are
followed.
o If the Establishment has requested information ahead of the assessment appointment the
Assessor must forward requested information to the Establishment.
On arrival at the Establishment, the Assessor must explain the standards and processes of becoming
graded before beginning the assessment;
The Assessor must assess the Establishment using the relevant category minimum requirements and
grading criteria;
The Assessor must discuss and agree preliminary results, including Dispensation and Grace Period

requests and way forward with the Establishment:

o If the property does not meet a MER but are willing to implement and are able to implement
the requirement, then a Grace Period Request letter is drafted by the property;

o If the property does not meet an MER and cannot implement the requirement for a relevant
reason, then a Dispensation Request letter is drafted by the property;

o If the Establishment requested dispensation or grace periods, the motivations should be
provided in writing as part of the application.

The Assessor must sign all post assessment forms with the Establishment e.g. assessment

consultation form:

o The Assessor must clarify star recommendations and category as recorded on the consultation
Form.

The Assessor must update the Establishment details when applicable:
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o Establishment details that must be confirmed during assessment:
= Verified Room rates;
=  Number of rooms;
= Contact information.
e The Assessor must complete all administrative tasks and reporting on Grading System, attaching all

supporting documentation:

o Required supporting documentation will include:
= Photographs taken by the Assessor;
=  Signed Assessment Consultation Form;
= |etter of Motivation for Dispensation &/ Grace Period (If Applicable);
= Universal Accessibility non-compliance consultation form (when applicable);
= Other required documents where applicable to specific categories.
e The Assessor must submit the assessment report and supporting documents to the PMA through
Grading System no later than 7 calendar days after assessment;
e Grading System uploads updated Establishment information and assignments to Provincial Master
Assessor through Assessor initiated daily synchronization;
e Once the Establishment assessment report and supporting documentation is submitted, the

Provincial Master Assessors will commence the Pre-Screening process.

Procedure for Onsite Visit by Assessors

1. Before and on the date of assessment the Assessor should call the client and confirm the

appointment.
2. The Assessor will then conduct the assessment as follows:

New Property Renewal Property
Fill in the MER checklist- Fill in the MER checklist (minimum

This will determine whether the property qualifies [requirements)-
for the specified star grading and criteria being  |This will determine whether the property qualifies

applied for. for the specified star grading and criteria being
applied for.

Fill in the Quality checklist- Fill in the Quality checklist-

This will determine the points that the property |This will determine the points that the property

will accumulate and this will state what star will accumulate and this will state what star

grading the property qualifies for. grading the property qualifies for.

Fill in the UA Checklist- Fill in the UA Checklist (universal accessibility)-

For new properties the entire form needs to be  |This form is to be completed if the property now
completed in order to establish if the property qualifies for a UA grading.
does or does not qualify for a UA grading. Also to |If the property previously did not qualify and still

note if there is potential for the property to does not qualify the checklist can be marked as
implement UA grading. non-applicable.
Fill in the UA Exclusion form- Fill in the UA Exclusion form-

If the property does not qualify for a UA grading [(Universal Accessibility). This form is completed
they will fill in and sign this form to acknowledge |and signed in the absence of the UA checklist if

that fact. the property still does not qualify for a UA grading
on their renewal assessment.
Fill in the Visit report- . Fill in the Visit report-

This report encompasses summarised details of This report encompasses summarised details of
the property. Areas of improvement and areas of |the property. Areas of improvement and areas of
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strength and also the score summary for the
property of the overall impression. The score
determines the star grading outcome.

Fill in and si n the Consultation form-

This form has to be signed by the Assessor and the
property owner in agreement to the grading
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strength and also the score summary for the
property of the overall impression. The score
determines the star grading outcome.

Fill in and si n the Consultation form-

This form has to be signed by the Assessor and the
property owner in agreement to the grading

assessment outcome that has taken place and the assessment outcome that has taken place and the
recommended star grading for the property. This recommended star grading for the property. This
form notifies the client on what to expect after  form notifies the client on what to expect after
their grading is approved. their grading is approved.

Com lete the assessment icture tem late- Com lete the assessment icture tem late-
Pictures that correlate to the assessment that has Pictures that correlate to the assessment that has
taken place are captured on this template. This  taken place are captured on this template. This
helps in the pre-approval of a property as the PMA helps in the pre-approval of a property as the PMA
can then see what was assessed. can then see what was assessed.

Picture templates for UA are also required to Picture templates for UA are also required to
show if a property qualifies or does not qualify for show if a property qualifies or does not qualify for
Universal Accessibility Universal Accessibility.

(Current pictures should be used, if any pictures  (Current pictures should be used, if any pictures
from the previous years are used the Assessor from the previous years are used the Assessor
should state this and provide a reason) should state this and provide a reason)

Failed Assessment-

Properties that do not meet the minimum
requirements of grading at the particular star
rating, have to be submitted with the failed
grading. A written motivation and a picture
template are required to substantiate the failed
submission.

For u rades-

In cases where properties have done
improvements to their facilities which will
enhance their star grading, a written motivation
and a picture template are required to reflect the
necessary changes.

ed Assessment-
Properties that do not meet the minimum
requirements of grading at the particular star
rating, have to be submitted with the failed
grading. A written motivation and a picture
template are required to substantiate the failed
submission.

For down rades-

For properties that have downgraded from the
current star grading, a written motivation and a
picture template should be provided to reflect the
condition of the facilities which will meet the
recommended star grading.

Grace Period Requests
e A Grace period is time given to the property in order to assist them in implementing the required

requirement to completely meet the quality standard being applied for;

e A grace period time frame is three months but a maximum of six calendar months is permissible;

¢ The property needs to understand that they will not receive their grading plaque until the grace
period requested is completed accordingly. Written confirmation and pictures are required as proof
that a grace period has been completed;

» The grace period letter needs to have the properties logo template and be signed by the property
owner or manager responsible;

e The Assessor will then submit the grace period letter along with their assessment documents for
PMA review;

s The expiry date of the establishment cannot be changed with granting grace period;
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¢ Renewal invoices to generate in a month of within the month of 90days before the expiry day
regardless of the grace period;

e |f the grace period is rejected, then communication will be sent to the Assessor in this regard within
7 calendar days of the Monthly Property Approvals Exco Meeting;

e The Assessor will then review this feedback from the PMA and submit the required additional
information. (2 working days for resubmission is applicable for any property submitted by Monthly
Property Approvals EXCO Meeting deadline-less 1 day);

e The PMA will then review the additional feedback and if satisfied will submit the property to the
Monthly Property Approvals EXCO meeting.

Dispensation Requests
» A Dispensation gives permission to a property not to have a certain minimum requirement due to

relevant reasons agreed to by the Grading Council;

e A dispensation request will be reviewed by the Provincial Master Assessor (PMA) at PMA (pre-
screening) review and if the PMA agrees with the reasoning for the dispensation they will then send
the request to Manager Review;

e The Operations Manager will review the dispensation request and if he/she agrees the request or
the reasoning thereof, it will be forwarded to the Monthly Property Approvals EXCO Meeting.

¢ The dispensation will be reviewed in the Monthly Property Approvals EXCO Meeting and if all are in
agreement it is then submitted to the Quality Assurance Sub Committee, through round robin
submission, for final approval. The Quality Assurance Sub Committee will express
their approval/rejection of the dispensation request within two (2) working days.

e If the dispensation is approved by the Quality Assurance Sub Committee, the property will be
submitted to the next Monthly Property Approvals Exco Meeting for approval of their grading;

o If the dispensation is rejected by the Quality Assurance Sub Committee, then the decision will be
forwarded to the Assessor with the feedback on a way forward;

e The Assessor will then have to liaise with the property on a way forward before submitting again for

approval at the Monthly Property Approvals Exco Meeting.
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4.6. Pre-Screening of Motivation from Assessor

Pre-Screening of Motivation from Assessor

Company Confidential
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4.6.1. Pre- Screening of Motivation from Assessor - Textual Description
e Once the Establishment assessment report and supporting documents are submitted, the Provincial
Master Assessors (PMA) can Pre-Screen submissions received from Assessors;

e The PMA must review all reports and supporting documentation submitted by Assessor:

o Input is the Establishment assessment report, and all applicable supporting documents
completed during the assessment;
o The PMA must review the submission and provide written feedback within 7 calendar days of
receiving it from Assessor:
= The feedback is stored on Grading System, and should be downloaded with daily
synchronizing;
=  However, the feedback on Grading System can be followed up by supplementary
communication, primarily via email; SMS and phone calls only apply only for emergencies,
e.g. looming deadlines.
¢ The PMA must check the following:

o The marketing collateral is current, correct and is in line with the assessment report provided -
collateral is true and authentic;

o The collateral must be in the format required by the Monthly Property Approvals Exco Meeting;

o If there is a Universal Accessibility grading recommended, there must be accompanying
collateral;

o If there is an upgrade/downgrade grading recommended, there must be accompanying collateral
in the prescribed format and a proper motivation;

o |If there is a failed grading recommended, there must be accompanying collateral in the
prescribed format and a proper motivation;

o Ensure that the Establishment and Assessor have accepted the terms of the consultation by
signing the Assessment Consultation Form;

o Verify that written motivations are provided for each issue for which a dispensation and or grace
period has been requested;

o Conduct a comparison between new and past collateral where relevant to verify assessment
outcomes.

e If the submission includes Grace Period and/or Dispensation requests the PMA must check if the

motivations are clear and acceptable:

o If the motivations are not clear and acceptable the PMA must:
=  Provide written feedback to the Assessor raising issues to be addressed, and return the
submission to the Assessor;
= The Assessor must address issues raised and send the submission back to the PMA with a
stronger clearer motivation;
o If they are clear and acceptable the relevant approvals must be given:

= For Dispensations:
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The PMA must approve the Dispensation and send to Operations Manager for further
approval, the Dispensation will then be presented to the Monthly Property Approval
Exco Meeting;
The Monthly Property Approval Exco Meeting will approve and then submit dispensation
request(s) to the Quality Assurance Sub Committee meeting for final approval;
The Quality Assurance Sub Committee will review the request for Dispensation and
determine if it can be approved;
The Assessor must provide feedback to the Assessor within 7 calendar days after the
Quarterly Quality Assurance Sub Committee meeting;
If the dispensation is not approved by any of the required approvers, it will be returned
to the Assessor for a review:

o The Assessor must address issues raised and send the submission back to the PMA

with a stronger clearer motivation.

If the dispensation is approved, it must be noted on Grading System.

For Grace Periods:

If the Grace Period is not approved by any of the required approvers, it will be returned
to the Assessor for a review:
o The Assessor must address issues raised and send the submission back to the PMA
with a stronger clearer motivation.
Reasons for declining Grace Periods: -
o PMA does not agree with the extension;
o Too many MERs that they do not comply with:
= [f there are more than 4 MERs not being complied with;
= The decision is also influenced by impact of MERs and scale of corrective
measures required:
¢ Time it will take to address;
e Number of rooms affected;
e Size of Establishment;
+ Safety aspects;
e Criticality and risks.
If the Grace Period is granted it must be recorded in Grading System.

¢ The Assessor must determine if each of the submissions complies with overall grading requirements

(taking into consideration dispensations and Grace periods requested, where applicable):

o If the submissions comply overall all the PMA will submit the complying Establishments to

Monthly Property Approvals EXCO Meeting;

o For any submission that does not comply overall, provide written feedback to Assessor:

Assessor must review the PMA feedback and substantiate and/or submit required additional

information within 48 hours of receiving feedback;

The deadline for resubmissions to be considered is the cut off for the upcoming Monthly

Property Approvals EXCO Meeting less 5 days.
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o For any submission that contains unprecedented motivations or the submission has
exceptions/dispensation requests requiring Management advice, then the PMA must consult the
Operations Manager:

= The Operations Manager must provide advice and determine if the Establishment should be
included in the Monthly Property Approvals EXCO Meeting:
e The Operations Manager will communicate the feedback in writing to the Assessor and
the Provincial Master Assessor stating whether they can submit the Establishment to
Monthly Property Approvals EXCO Meeting.
e All qualifying Establishments that are submitted to Monthly Property Approvals EXCO Meeting can

then be reviewed during the meeting.
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4.7. Monthly Property Approvals EXCO Meeting

Monthly Property Approvals EXCO Meeting
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4.7.1.  Monthly Property Approvals EXCO Meeting - Textual Description

The Monthly Property Approvals Exco Meeting is usually held mid-month between the 12th and 15th of the
month. The meeting is attended by at least one SA Tourism Exco Committee Member, the Operations
Team (Operations Manager & Assistant Manager, the PMA’s) and the Marketing Manager.

The Meeting is usually chaired by the CQAO. The meeting is broken down into 2 sections, discussion of
points pertaining to grading and the review of properties and their approval.

e In order to be graded, Establishments must be pre-screened and submitted to Monthly Property
Approvals EXCO Meeting; '

e Before the Monthly Property Approvals Exco Meeting, the operations team that participate in the
Monthly Property Approvals Exco Meeting Committee (namely Operations Manager & Assistant
Operations Manager, the PMA’s) must pull a list of each Assessors portfolio number and commission

rate, and review and approve the commissions to be used in the meeting:

o The portfolid numbers must be sent to Assessors by the PMAs 10 calendar days before the

meeting;
= NB: the portfolio numbers are fixed as at end of previous month, so changes should
preferably be done before the months’ end.

o The Assessors must raise any questions or queries that they have regarding the numbers within
3 working days of receiving the portfolio numbers;

o The list must be checked and verified as complete and correct by Operations, and then by CQAQ
and signed off up to 1 working day before the meeting;

o The approved list must be loaded into Grading System and a signed copy must be submitted to
the Accounts Payable Clerk and TGCSA Finance Manager One day after the Property Approval
Meeting - stored for audit purposes;

e The Monthly Property Approvals EXCO Meeting Committee will check each submission and ensure all

Properties submitted by PMA are allocated for discussion in the meeting:

o The meeting is centred around the Monthly Property Approvals EXCO Meeting Establishment List
consisting of:
= New applications;
= Renewal (including re-joins};
= Upgrades;
= Downgrades;
= Universal Accessibility Establishments;
*= Random sample of submitted properties;
= Failed applications.
e The Monthly Property Approvals EXCO Meeting Committee will evaluate each Establishment
submitted by PMA for grading and determine if the submission can be approved:

o When reviewing the property, the meeting looks at:
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= the pictures submitted by the Assessor (Current vs Last Year);

= the Visit Reports;

= UA facilities;

= Required documentation specific to category application e.g. Captivity permit for Game
Lodges)

= The quality checklist (if there are concerns) and the website, if applicable.

o If the Establishment and the grading that has been applied for is approved the Monthly Property
Approvals EXCO Meeting Committee must update Grading System to reflect that the
Establishment has been approved:

= Approval letters and electronic copies of certificates and assessment reports are sent to
Establishments automatically from Grading System as soon as approval of the meeting is
recorded in Grading System;

= Within 24hrs after the meeting, Assessor Purchase Orders (PO’s) are generated in
accordance with the number of properties they have submitted for that specific meeting.

o If the Establishment and the grading that has been applied for are not approved, then one of 3
possible scenarios will apply:

= Questions and issues will be raised:

¢ The PMA must provide feedback and support to Assessors regarding properties sent
back to Assessor Review;

e The PMA and Assessor must review Committee feedback and substantiate and/or
submit required additional information;

e The Assessor will have to verify and answer the questions that the meeting has posed.
The Assessor through answering the questions will either motivate the reason for their
previous decision of grading, or they will have to supply sufficient motivation as to why
they feel the property should receive the requested grading. The pre-screening PMA
will also assist the Assessor and motivate on their behalf, if they agree with the
Assessor’s recommendation;

¢ With the assistance of the pre-screening PMA the Assessor can resubmit the revised
Establishment submissions to Monthly Property Approvals EXCO Meeting for approval:
o The application can be resubmitted no more than 3 times before it is rejected.

=  An Audit will be required:

¢ The Committee will request an audit which will be tabled at future meetings until the
submissions is approved or rejected;

o The Committee must select and assign a different Assessor (not the Assessor who
originally assessed the Establishment) to conduct the audit;

e NB: TGCSA Business needs to urgently do a System CR so that The Grading System
automatically generates a PO email notification and system generated PO for audit
assessor payments, as this is currently being done manually

¢« The Assessor will then conduct an audit and provide feedback. The feedback will be
evaluated at a future Monthly Property Approvals EXCO Meeting.
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= A grading application will be rejected after failing to meet requirements, even after 3
Assessor Reviews:
e The Committee will update Grading System to reflect that the Establishment grading
has failed;
e Rejection letters are automatically sent to Establishments that have failed the grading,
and the memberships will be cancelled on Grading System.
o Establishments for which grading was approved and confirmed will be considered for Awarding
Certificates and Plaques.

Grading Awards
Approval of star grading memberships
When the Monthly Property Approvals EXCO Meeting (MPAEM) approves the Establishments, they are
awarded the official TGCSA stars ranging from 1 Star to 5 Star from the following grading categories
1. Game / Nature Lodge;
2, Formal Service Accommodation:
a. Hotel;
b. Or Lodge.
3. Guest Accommodation:
a. Bed & Breakfast/
b. Country House/
c. Guest House
4, Self-Catering:
a. Exclusive;
b. Shared Vacation)
Backpackers and Hostelling;
Caravan and Camping Accommodation;
Meetings, Exhibitions and Special Events (MESE) Venues

UA Grading
When the Monthly Property Approvals EXCO Meeting (MPAEM) approves the Establishments for UA
assessments, they are awarded the UA grading status ranging from level 1 to 3 from the following
categories of UA:

1. Mobility;

2. Communication;

3. Visual.

Post Awards Activities:

Approval of the meeting is an automated process and all correspondence (i.e. approval letters and Visitor
Reports) get automatically sent to clients from Grading System, usually within 24 hours of the Monthly
Property Approvals EXCO Meeting.

The Assistant Operations Manager will manually export the approved list from Grading System and will
indicate on the list which properties should receive plaques and certificates (This includes: Category
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changes, upgrades & downgrades, UA and completed grace period for issuing of plaques). The list is then
sent to Marketing for dispatching of plaques and certificates. NB: This process must be automated for
accuracy during production and to avoid human error.

Certificates and Plaques are distributed by the TGCSA Marketing team, while Purchase Orders and Payments
are handled by the Finance Team.

The Post Awards high level Activities entails the following:
e QOperations team approves the meeting;
e Notification are sent to all Establishments from the meeting comprising of the following:
Assessment report;
Corporate Identity guidelines;
Stars images depended on level achieved (1 -5 stars);

Electronic grading certificate;

o 0 o0 o o

An opportunity exists here to provide access to establish dashboard.
e Funded projects and TOMSA Levy properties:
o The Establishments that qualify for funding and TOMSA levies must pay their invoices less the
discount as shown on the invoices;
o A list of funded properties that were approved at the current meeting gets generated and
forwarded to G4S to request the relevant discounts/credits to be applied;
o A separate list of properties that qualify for the TOMSA Levy also gets sent to G4S for the same
purpose.
e Grace Period, Dispensation and Plaque Requests:
o The PMA’s submit their lists of Grace Period, Dispensation and Plaque requests for that specific
four days before the meeting to the Assistant Operations Manager for recording.
e Integration between Grading System and Finance System:
o The PO’s get sent to the Assessors who in return must submit invoices against the specific PO’s
within 3 days;
o Finance Department processes the payments and sends such to the CQAO for final approval;
o Electronic Transfers then take place on or before the last working day of each month.
e Visit Reports, Post Awards Lists and Electronic Certificates:
o Visit Reports and Electronic Certificates get generated and sent to clients from Grading System
via email:
o Anemail is electronically generated and sent to the client to inform them of the outcome of the

meeting. The relevant pre-screening PMA is copied in on the email. (See example below).
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TOURISM GRADING COUNCIL
OF SOUTH AFRICA

Quality in Tourism

Dear Me X
Following your recent assessment visit we can confirm that the report for XX is available to view.

Your grading certificate, jpeg image of the TGCSA logo as well as your stars to be used on your Marketing
Collateral are also available for download.

Please use the following link and logon credentials to access your report:

Link: http://application.tourismgrading.co.za/asp/elecreport/elecreportlogin.asp

Assessment Id: X
Viewing Code: X

With kind regards
The Tourism Grading Council of South Africa (TGCSA)

SAT6Q-PRO-04 SOUTH AFRICAN TOURISM Page 36 of 82
Revision 22 Print Date: 2018/05/16- Valid 2 days after printing

“This gazette is also avallable free online at www.gpwonline.co.za




228 No. 42010

Process Name; TGCSA Grading Operating Processes
4.8, Awarding Certificates and Plaques
Awarding Certificates and Plaques
Operations Team

New Establishment

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Company Confidential

TGCSA Marketing Team

grading approved
and confirmed

Identify properties in

Plagues are not issued for

New Establishments that have
been granted a grace period

Gr;au::nf :[v:::;:: :t =  Renewals —establishment has a
plaque plaque
. Expressly requested not to receive
aplaque;
ew plagu Re-jain prf:perties wh(': would
No equired? Ye have previously been in the
system unless otherwise stated
oest
stablishment ha
Flag on Grading N pending issues to address Ye
system to indicate during a permitted
that a plague is not race period
required Add comment on
establishment list
regarding grace period
Flag on Grading and outstanding actions
system to indicate
that a plaque Is
required Delay plaque order until
the issues for which the
race period has been
granted are addressed
indirect appraval of:
. Approving POs
AND created in Financia
System
s PO email notificati n
Approve the generation from
meeting in Grading Grading system
system
Manually - Send final list Manually - Send final list
of approved graded of approved graded
properties to Finance properties to Marketing
Team
Receive a list of
List of graded propertles which will be
pmpertiges sent Plaques are Issued for used to order and track
to Finance - New establishments, plaques
a Upgrades, Delivered within
. Downgrades Review and list and & weeks of
- Change of category follow-up with order placement
. d bee
Pay Assessars :21‘:2;“::2';?:;2: n manufacturers
{plaques outstanding) which
have met the requirements (

new and renewals)
- Additional plague request

Phase

SAT6Q-PRO-04 SOUTH AFRICAN TOURISM

Revision 22

Plague And Certificate  ------°
issued and sent to
Establishment

Grading
Completed

Application for
Renewa! of Grading

Print Date: 2018/05/16- Valid Z days after printing

This gazette is also available free online at www. wonline.co.za

Grading system

A list of plaques to be
issued is generated
automatically in the
Plague Management
System and can be
accessed by Plaque
Maznufacturer online

s 5MS notifications are

sent to Establishments
to advice them of
deliveries

' e Failed certificate

delivery and plaque
deliveries must be
reported to the
Assessors

Page 37 of 82



STAATSKOERANT, 2 NOVEMBER 2018 No. 42010 229

Process Name: TGCSA Grading Operating Processes Company Confidential

4.8.1. Awarding Certificates and Plaques - Textual Description
e Generally, plaques are not issued for:
o New Establishments that have been granted a grace period;
o Renewals - Establishment has a plaque for a correct category;
o Expressly requested not to receive a plaque;
o Re-join properties who would have previously been in the system unless otherwise stated e.g.
re-joined with upgrade or downgrade as well as change of category;

¢ The Operations Team will flag an Establishment on Grading System to indicate that a plaque is not
required;

e If a new plaque is required checks must still be done to verify if it can be ordered, and the decision
must be recorded on Grading System:

o The Operations must check if the Establishment has pending issues to address during a permitted
grace period:
= |f there is a grace period, that has been applied for and granted:
e The Operations team will add comment on the Establishment list regarding grace period
and outstanding actions;
e Should there be any issues related to grace completion, there will be a delay of ordering of the
plaque until such issues are addressed by Assessor and PMA
e Once the checks are completed and the Operations team must send a final list of approved graded
properties including the plaque distribution comments to the Finance Team, and the Marketing
Team;
e Grading System send notification to the Plaque Manufacturer who can then access the plaque orders

from within Grading System;

o Due to current manual interventions on the Post Awards list, the Plaque Manufacturer receives

a comprehensive list from the Marketing Assistance which he uses for production.
e The list of graded properties sent to Finance will be used to support the process of Paying Assessors;
e The same list of Establishments is used by the Marketing Team and Plaque Manufacturer for plaque

orders:

o The marketing team receives the list of properties which will be used to order plaques and track
plaque orders;
o The marketing team will review the list and follow-up with distributors;
Plaques are issued for:
= New Establishments;
= Upgrades;
= Downgrades;
= Change of category;
»  Establishments that had been granted a grace period (plaques outstanding) which have met
the requirements (applies to new applications and renewals);
= Additional plaque request.
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o Plaques and Certificates are issued and sent to the Establishments, within 8 weeks of the

Monthly Property Approvals EXCO Meeting:
=  The Establishment receives an SMS notification advising them of the date and time when

the courier delivery will take place.
¢ Once the Grading is completed, the next anticipated process involving the Establishment will be
application for Renewal of Grading in 1 years’ time;
e If any plaques or certificates are not delivered or returned by Post Office, the relevant Assessors

are to be notified.
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4.9.1. Payment of Assessors - Textual Description

»  After the property approvals meeting has been approved and integration message is sent to Finance
System by Grading System in order for Assessor payments to be initiated through the raising of
Purchase Orders. Grading System sends PO notification emails to the Assessors;

o NB: FOR AUDIT REQUESTS (TGCSA Business needs to urgently do a System CR so that The Grading
System automatically generates a PO email notification and system generated PO for audit assessor
payments, as this is currently being done manually)

e Finance System then generates Purchase Orders for Assessor payments;

e The Assessors must then submit invoices against PO notification within business calendar
requirements.

¢ The Operations team must receipt the Purchase Orders:

o This action confirms services have been delivered as per the approved meeting list;
o Receipting can begin the day after the meeting and must be completed.

e The Accounts Payable Clerk will prepare a remittance advice, and verify properties on the
remittance advice match properties on PO email Notification, Awards list, Finance System PO and
Assessor Invoice;

e The Accounts Payable Clerk will do a check of the Assessor Fee based on the approved commission
rate as received from business and as checked and approved and sighed by Operations Manager and
CQAO;

e Financial System generated PO’s may need to be created to address amendments - TGCSA business
must advise the Administrators of the grading system to make a note on Grading System for PO’s
which were generated in the Finance System which did not go through the integration process;

e The Accounts Payable Clerk must load all the assessor invoices on Finance System;

¢ The Accounts Payable Clerk must match Invoices against Finance System generated PO:

o If the invoice and PO do not match the Accounts Payable Clerk must not pay the invoice until
the mismatch is resolved, however if the PO is less than the invoice payment can be made as
per the PO amount:
= The clerk may request the TGCSA Operations to request from the assessor to resubmit the

invoice with the correct amount (if applicable).
o If the invoice and PO match the Accounts Payable Clerk must do the following:
= Prepare payment requisitions and creditors trial balance, reconciliations and compile a file
for payment;

= TGCSA Accountant will review and check if above preparations are done correctly;

= Compiled file with all the documentation is then submitted to Ops Manager and CQAQ for
approval;

= The Operations manager must review and sign the invoice which confirms that the following
checks were done:
e The commission rate according to the Assessor portfolio size, is the rate at which the

assessor has charged SA Tourism;
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e That all the properties reflecting on the assessor invoice reflects on the approved
awards committee list;

e That the assessor portfolio account is accurate and correct for each assessor as reflected
on the signed list submitted to Finance (signed by CQAO and TGCSA OM) reflecting the
figures at the end of each month which is used for determining the assessor’s
commission rate;

e That signed submitted list is accurate and correct and that this list is agreeing to the
numbers reflected in the grading system;

e« That the assessor portfolio humbers in the grading system are correct, accurate as at
end of each month end and agrees to the business provided definition of what is making
up each assessor portfolio numbers.

=  CQOA gives final approval of the invoice by reviewing and signing the invoice;
o The TGCSA Accountant must then Load EFT payments:

¢ This can be done by AP Clerk in the absence of TGCSA Accountant.
» The TGCSA Finance Manager must then check the payment documentation as follows:

e Check that the invoice total agrees to the PO email notification, the Assessor invoice,
Finance System PO, and the payment reconciliation.
= If all the above is done the TGCSA Finance Manager must sign the payment requisition.
e« The TGCSA Finance Manager must then check EFT against payment requisition - specifically amount

is correct and check banking details are the same as on the assessor invoice:

o If the above point is in order the TGCSA Finance Manager can release the payments as the first
release (in absence of TGCSA Finance Manager, the SAT Manager Finance can do the first
release) and then the second release is done by CFO and in the absence of the CFO by the CQAO.

e The CFO (CQAO) must also check the EFT against the payment requisition to ensure the amount is
correct and check banking details are correct, before releasing the payment.

o If everything is in order the CFO (CQAO) must provide the second approval to release the
payments;
o This must be done by the last day of each calendar month.
e The Accounts Payable Clerk must capture the payment confirmation on Finance System once

payment has been made and POP has been printed and attached to the payment requisition.

SAT6Q-PRO-04 SOUTH AFRICAN TOURISM Page 42 of 82
Revision 22 Print Date: 2018/05/16- Valid 2 days after printing

This gazette is also available free online at www.gpwonline.co.za



234 No. 42010 GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Process Name: TGCSA Grading Operating Processes

4.10. Establishment Assessment Impact Measurement

Establishment Assessment Impact Measurement

. unicati
Marketing and Communications External Contractor
Manager

Grading Completed

Complete all Import

template and submit to N

Extemal Contractor “Monthly; 5 warking
{PSA) via emai days aftar EXCO

Send the Post Awards li

Survey reviewed 2
times in a year

(every 6 six month) Import Respondents
to determine if into system
updates are required Monthly; Once

Received

Send survey invitation
email to uploaded .. ...
establishments
Within 1 Working day of
Receipt of Document

Send remindsr email
to respondents who
have not submitted the

survey

7 calendar days after
Monthly Property Approvals Exco Mesting

Close the survey and

generate reports

(Amplixs Report & IR
Executive Summary)

1 day after close of survey
{14 calendar days per
monitoring period)

Send both the
Assessor and the
operations manager
the individual results of
the survey

Send Reports to

TGCSA
2 Working days prior to
Commitlee meeting
Provide feedback on
Impact assessment to
TGCSA teams
% End
=
SAT6Q-PRO-04 SOUTH AFRICAN TOURISM

Revision 22 Print Date: 2018/05/16- Valid 2 days after printing

This gazette is also available free onfine at www. ~ wonline.co.za

Company Confidential

Page 43 of 82



STAATSKOERANT, 2 NOVEMBER 2018 No. 42010 235

Process Name: TGCSA Grading Operating Processes Company Confidential

4.10.1. Establishment Assessment Impact Measurement - Textual Description

Establishment Assessment Impact Measurement is conducted each month after grading has been

completed:

o The content and structure of the survey must be revised every 6 months and subsequently
updated if required.

e The operation team has to send the Post Awards list to the External Contractor to commence with
the survey;

» The External Contractor will import respondents into their system;

e The External Contractor will send survey invitation emails to the Establishments from the imported
list within 1 working day of receiving the import template;

e The External Contractor will send reminder emails to respondents who have not submitted the
survey 7 calendar days after the survey invitation emails were sent;

e The External Contractor will close the survey and generate reports (Report & Executive Summary)
1 working day after the close of survey (14 calendar days after the previous Monthly Property
Approvals EXCO Meeting);

s The External Contractor will send both the Assessor and the operations manager the individual
results of the survey;

e The External Contractor will send reports to TGCSA 2 working days prior to Monthly Property
Approvals EXCO Meeting;

e The Marketing and Communications Manager will provide feedback on Impact assessment to TGCSA

teams.
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4.11. Manage Grading Standards
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4.11.1. Manage Grading Standards - Textual Description
e Grading standards are reviewed every 3 years;
e The CQAO, Operations Manager and Marketing and Communications Manager will begin the process
by conducting research within the industry to determine if existing grading standards are still

relevant and suitable. Sources include:

Surveys commissioned by the TGCSA, including the monthly impact assessment;
Owners of Establishments;

Assessors;

All members of the TGCSA;

Industry Associations;

All other stakeholders.

o 0 0o o o0 ©0

e The CQAO, Operations Manager and Marketing and Communications Manager and TGCSA team will
review the existing Grading Standards to identify those measures that may need changing;

e If none of the standards need changing, they will communicate to stakeholders and industry that
standards are staying the same;

¢ If some of the standards need changing, they will define new standards if required and propose
changes to the existing standards;

e The CQAO, Operations Manager and Marketing and Communications will consult the industry and
will consider industry inputs:

Owners of Establishments;

Assessors;

All members of the TGCSA;

Industry Associations;

All other stakeholders.

e« The CQAO, Operations Manager and Marketing and Communications will then send the proposed

0O 0 0 0 o©o

changes to the Quality Assurance Sub Committee for approval;
e The Quality Assurance Sub Committee review the proposed changes and determine if they can be

approved:

o If the Quality Assurance Sub Committee requires more information or clarification on the
updates:
= The CQAO, Operations Manager and Marketing and Communications Manager will provide
the required information and clarification, and re-send proposed changes to Quality
Assurance Sub Committee for approval.
o If the Quality Assurance Sub Committee does not approve the changes then the standards will
remain unchanged:
=  The CQAO, Operations Manager and Marketing and Communications Manager Communicate
to stakeholders and industry that standards are staying the same.
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o If the updates are approved by the Quality Assurance Sub Committee, the CQAQ, Operations
Manager and Marketing and Communications Manager communicate the approved changes in

standards to the industry:
=  The CQAQ, Operations Manager and Marketing and Communications Manager will oversee
the following activities:
e TGCSA will upload new standards onto the Grading System Test environment;
e  TGCSA will conduct User Acceptance Testing on the Grading System Test environment;

e TGCSA will upload new standards onto the Grading System Live environment.
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4.12.1. Change Grading Category - Textual Description

» Establishments are graded for a particular category and the category changes can only be done via
recalculation of the invoice while the invoice is still outstanding. The recalculation is done by the
TGCSA OM and TGCSA OM;

e Change category can be applied when membership is up for renewal, however these changes should
be done by the Ops team before the renewal invoice generates in the month of within the month of
90 days before the expiry date;

e Where payment has been receipted and change of category is requested thereafter such properties
are seen as mid cycle, to be able to effect these changes a motivation requesting change of category
must be submitted by Operations Team to CQAO and CFO for approval as the revenue stream will
be affected by the changes. This process currently is manually applied, G4S and Operations Team
are currently busy to automate the full change of category process;

o Also in case where a property has been submitted to a monthly property EXCO approval
Meeting, the same process must be followed i.e. a motivation requesting change of category
must be submitted for approval as the revenue stream will be affected by these changes

e The Assessor will discuss the implications of the change in category with the Establishment including

MERs and billing implications:

o The need for change in category is usually identified during onsite assessment;
o The Assessor should propose a change in category when they realize that there is a need for a
change in category.

e The Assessor will notify their PMA of the required change and will submit the request for a change
of category in writing to the PMA;

« If there is no financial implication, the PMA will change the category and provide feedback within 3
calendar days of receiving the request after obtaining CQAO and CFO approval;

e If there is a financial implication the requested change in category will be logged to a category
changes list compiled by the Assistant Operations Manager or Operations Manager and the changes
must be approved by the CQAO and CFO before it can be implemented;

e If the required approvals and signatures not obtained the Assistant Operations Manager provide
feedback to PMA that the changes have been declined:

o The PMAs will in turn provide feedback to Assessors that the changes have been declined.

e If the required approvals and signatures are obtained, then the changes can be applied as follow:

o If the changes are being made before the invoice has been paid (approval not required):
= The Assistant Operations Manager will change category as requested and will recalculate on
the assessment screen/finance screen on Grading System, thereafter the credit note to
settle the old invoice will be automatically issued upon integration of Grading System &
Finance System over night;
o If the.changes are being made after the invoice has been paid (approval is required as the
above):
» The Operations Team must obtain an approval through an Executive approval;
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Revenue account). NB: This process is currently under review.
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4.13.1. Adhoc Update of Establishment Details - Textual Description

¢ An Establishment may request an update of their details at any time:

o It must be a written request.

e If the Establishment is an existing property or a new property for which the invoice has been paid
and an Assessor has been allocated, the changes can be made by the Assessor who manages the
Establishment through data confirmation during the assessment (the PMA can also make the changes

if required):

o The Assessor (or PMA) must log onto Grading System and update the Establishment’s details;
o At all other times (before and after assessment), the PMA can make the changes on Grading
System;
o If the changes related to change of ownership, and the renewal invoice has not yet been paid,
then the PMA must request a re-issue of the renewal invoice from Assistant Operations Manager
to the new contact details of the new owners/management of the establishment:
= Assistant Operations Manager or Operations Manager will generate a new invoice, using the
invoice recalculation function on Grading System;

= Grading System will generate an integration instruction to Finance System which will
integrate the following day;

=  Finance System will generate a new renewal invoice and forward it to Establishment and
Assessor.

o If the changes related to change of ownership, and the renewal invoice has already been paid,
then there is no need to re-issue the invoice. The current membership must run its course; at
renewal the new invoices will be raised with the new contact details of the new
owners/management of the establishment.

o If the changes are for a new property and the invoice has not been paid, the Assistant Operations
or Operation Manager will able to update the following Establishment details:
=  Contact information;
= Number of rooms;
=  Room rate;
= Invoicing details (Invoice To);
= The Assessor that is assigned to an Establishment e.g. at Assessor resignation.

o The Operations Manager and or Assistant Operations Manager will then request a new invoice,
which will be generated from Finance System.

s Once changes are made Grading System will save updated information and update Finance System
and the Website during database synchronization if required:

o If the changes in the details affect billing information Finance System billing information will
be updated automatically overnight integrated invoice number;

o If the changes affect marketing information or collateral the Establishment web listing updated
every Wednesday through data sync from Grading System.
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4.14.1. Cancellation of Membership - Textual Description
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e If the Establishment decides to cancel their membership, they must contact the Assessor to request

a cancellation of membership in writing before the expiry of the current membership;

e The Assessor must discuss the reasons for cancellation with the Establishment;

e The Assessor must also explain the re-join process to the Establishment;

o |f the Establishment still wants to cancel the membership, the Assessor must confirm if cancellation

should be immediate or on expiry:

o This is usually informed by the reasons for cancellation.

e The PMA will submit their list of cancellation to the o Operations Manager and or Assistance

Operations Manager who will present it at the Monthly Property EXCO meeting with stipulated

reasons for cancellations:
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o Once submissions have been manually signed off by Operations Manager & CQAO for cancellation
on the last day of the monthly property EXCO meeting, the list can be sent to G4S for
cancellation at the back end;

o The PMA will cancel the Establishment in Grading System, as either an immediate cancellation or

cancellation on expiry:

o If marked for immediate cancellation, the membership is immediately cancelled;

o The grading system has to inform the financial system on any immediate cancellations so that
the revenue recognition programme can account accordingly for any cancellations in
membership;

o If marked for delayed cancellation (e.g. cancellation on expiry date) the Establishment will
remain in the system until the delayed cancellation date arrives.

e Grading System will synchronise with Finance System and the Establishment will not receive renewal
invoices;
¢ If no payments have been made by renewal properties, Grading System will generate reminders
about the invoice on day 60 and day 30 preceding the membership expiry date and send the
reminders to the Establishment and Assessor;
e If the payment is not received and receipted in full (less the discounts where applicable) by the
date on which the Establishment’s current membership’s expires the following will happen:
o The Establishment’s membership is cancelled automatically by Grading System 21 day after
the expiry date of the membership this will form part of the auto batch cancellaticns, but
the Establishment record is kept on Grading System and can be used as a future lead.
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4.15. Recalling Plaques of Cancelled Memberships
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4.15.1. Recalling Plaques of Cancelled Memberships - Process Textual Description
e When a membership is cancelled on Grading System it is downloaded on the Grading System-IA “To
Do List” as a “created” |A query/ticket;
e At this stage the ticket is on Stage O on the Grading System-IA;
e After 45 calendar days from the date of the cancellation on Grading System the QPO checks if the

Establishment has completed an online application to become graded again:
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o If there has been an online application completed (membership status “Live”) after the
cancellation took place, there will be no further action required and the QPO closes the ticket
on Grading System-lA;

o If there has not been an online application completed after the cancellation took place, the
QPO will issue the Post Cancelation (Cx) Stage 1 Notification Email to the Establishment:

= If the Establishment replies to the QPO with intent to become assessed again, the grading
lead is referred to an accredited assessor, based on recommendation from the TGCSA

Assistant Operation Manager or any of the Provincial Master Assessors and the QPO closes

the ticket;

= If the Establishment replies to the QPO with intent to remove all the star advertising the

QPO engages with the Establishment accordingly and adjusts “Next Step Due” on Grading

System-IA to 30 calendar days from current date;

e After the above-mentioned 30 calendar days the QPO will proceed with the Query
Evaluation Stage and QPA Stage 2, if any illegal display(s) of stars can be accurately
detected/proven.

= If the Establishment does not reply at all within ten working days after Post Cancellation

Stage 1 Notification E-mail the QPO will continue with these procedures:

¢ Incorrect and Illegal Advertising Query Evaluation Stage as in paragraph 4.18;

e Quality Protection Auditing Stage 2 as in paragraph 4.19.

= |f a plaque was not issued or it cannot be determined with certainty that a plaque was
previously received by the establishment, then no further action is required and the ticket

is closed.
e For a cancellation due to “Failed” assessment (Source Type “Awards List: Fail”), as well as for
downgrades, the QPO will follow the full procedure to issue a formal letter to the Establishment,

by starting with these procedures:

o Incorrect and Illegal Advertising Query Evaluation Stage as in paragraph 4.17;
o Quality Protection Auditing Stage 1 as in paragraph 4.18.
= At this point the QPO or CLO must determine from TGCSA Marketing records whether the
establishment actually did previously receive a plaque, before the CLO can contact the
establishment further to arrange return of the plaque;
= If it cannot be determined with certainty that the establishment did receive a grading
plaque previously, the CLO cannot contact them to make further arrangements for
returning a plaque.
o If a plaque was definitely previously issued and the establishment is not re-applying for an
assessment, then the CLO in the Marketing Team must contact the Establishment, to make

arrangements for collection of the old plaque:

o The CLO will then arrange for a SA TOURISM appointed courier to collect the plaque from the
Establishment:
= A detailed list of plaque Collections is sent to the courier and billed to an open Purchase
Order that is created by the TGCSA Marketing Assistant.
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e The CLO follows up and monitors plaque collections as per detailed List of Plaque
Collections to be actioned.
o The process ends when the CLO or QPO receives the returned plaque. The received plaque is
then locked in a cupboard and the key to the cupboard is kept by the QPO.
o BUT if the online Plague and Certificate Management System is in full use the “Case” for

“Plaque Recovery” will be raised on the Grading System, automatically logging the “Case” on
the online Plaque and Certificate Management System for the plaque service provider to action:
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4.16. Replace Issued Plaques
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4.16.1. Replace Issued Plaques - Textual Description

e The TGCSA Marketing Team will receive a request for a replacement plaque:
o The requests can come from:
=  The Establishment;
=  The PMAs;
= The Assessor on behalf of the Establishment.

Company Confidential

e The TGCSA Marketing Team will contact the Establishment, to make arrangements for collection of

the old plaque (unless it was stolen):
o Plaques will only be ordered or replaced in the following circumstances:

»  The Establishment has requested an additional plaque if they have more than one entrance;

= Change of Category;
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=  Upgrade or Downgrade of membership;
= Stolen plaque;
= Damaged plaque;
= Replacement of plaque with old CI.
o The TGCSA Marketing Team will arrange for a TGCSA appointed courier to collect the plaque
from the Establishment.
¢ At the same time the TGCSA Marketing Team will order replacement (or additional) plaque from
plaque distributor;
¢ The TGCSA Marketing Team will receive the returned plaque.

4.16.2. Internal control and management of returned plaques

e The MA, CLO and QPO can all receive plaques that are returned for various reasons pertaining to
each of these positions’ duties;

e Plaques are only returned to the TGCSA from accommodation properties as a last option within SOP,
due to the shortage of storage space within the South African Tourism infrastructure;

+ Plaques that must be returned for any reason would mainly be handled and recycled by the plaque
manufacturer that is appointed by the TGCSA;

¢ For plaques that are received at the South African Tourism premises, there is a centralised plaque
register, which is saved under the "MARKETING" folder on the TGCSA's G-drive, where the serial
number and/or property name pertaining to the returned plaque is recorded;

s The returned plaque is then stored in the South African Tourism basement storeroom or in a locked
cupboard in the TGCSA office, depending on where there is space available.
o This storage area (basement storeroom or TGCSA office cupboard) is also recorded on the

centralised plaque register, mentioned above.

e The Manager: Administration of South African Tourism keeps the keys of the basement storeroom;

e The QPO keeps the keys of the returned plaques cupboard in the TGCSA office.

¢ Plaques that have been stored for two years or longer will from July 2016 and onwards be recycled,
with the permission and sign-off of the CQAO.

SAT6Q-PRO-04 SOUTH AFRICAN TOURISM Page 58 of 82
Revision 22 Print Date: 2018/05/16- Valid 2 days after printing

This gazette is also available free oniine at www.gpwonline.co.za



250 No. 42010

Process Name: TGCSA Grading Operating Processes

4.17. Conduct Assurance of Plaque and Certificate Delivery
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4.17.1. Conduct Assurance of Plaque and Certificate Delivery - Textual Description

e The QPO must conduct an audit of the delivery of Plaques and certificates, two calendar months or
70 calendar days after the Property Approvals Meeting downloads into Grading System;

e The QPO must first check with the TGCSA Marketing Assistant if the plaques are expected to have
been delivered, i.e. confirm if there could have been any issues that affected manufacturing or
delivery of plaques;

e The TGCSA Marketing Assistant will inform the QPO if there were issues and explain the nature of
the issues and expected impact;

e The QPO will assess the feedback and consider the impact when conducting the audit;

¢ The QPO will then select an 8 to 10% sample of establishments for which plaques and certificates
were ordered after the Property Approvals Meeting download:

o E.g. if the meeting was on 15 April, the checks for those plaques will be done at the end of
June.

e The QPO will conduct the 8 to 10% audit to determine if the establishments received their plaques
and certificates in good order and timeously;

e The QPO performs the audit by sending a customised email to every individual Establishment in the
sample;

e The QPO will produce a report and submit it to CQAO on a monthly basis;

e The QPO will record queries and issues raised by sample Establishments and submit them to TGCSA
Marketing Assistant and Client Liaison Officer (CLO) to resolve:

o E.g.:
= Plaques and/or original certificates not yet received
= Missing Plaques;
®  Misspelt Establishment names;
= Incorrect number of stars;
= Damaged plaques or certificates.

¢ The TGCSA Marketing Assistant will address and resolve plaque and certificate issues stemming from
the audit;

e The CLO will keep record and follow-up with TGCSA Marketing Assistant on the resolving of these

queries.
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4.18.1. Query Evaluation Stage ~ Textual Description

e The QPO receives an lllegal Adverting query from the following sources:

(o]

[0}

c 0 0 o0 ©

(e}

[o]

Assessors;

General Public;

Other graded Establishments;
TGCSA staff;

Awards Meeting Changes;
Cancellations;

Downgrades;

Client Feedback;

Client Liaison Officer (CLO).

e Check if the Establishment exist on the historic manual query workbook (previous MS Excel records);

e Search for the establishment on Grading System;

¢ Determine if the Establishment record exist on Grading System:

o

o]

If it does not exist, create a new property on the main Grading System;
If it does exist, check if the query has been worked on before on either Grading System-IA or
the previous manual MS Excel workboak process.
= |f it has been worked on before on Grading System-IA, proceed to IA verification steps
(repeat of query evaluation stage and then following the next correspondence stage);
= |f it has been worked on before on the previous manual MS Excel process only but the
establishment exists on the Grading System:
e Create a new ticket for the query on Grading System-lA
e Update Grading System-lA with previous manual correspondence (From Pre - Grading
System-IA)
= If it is a new query, create a new ticket for the query on Grading System-IA and proceed to

IA verification steps.

s lilegal Advertising (lA) verification steps:

o If the query has been worked on before, check if the Establishment has since applied for grading:
= |f there is a live application on Grading System for the Establishment, the IA query is
resolved and QPO closes ticket;
= |f there is no live application on Grading System for the Establishment;
« Review the last known status and correspondence of the query;
e Check if 80% or more of IA locations have been rectified:
e |If 80% or more of IA locations have been rectified, the IA query is resolved and QPO
closes ticket;
e |f less than 80% of IA have been rectified, QPO determines the next stage to follow
oh Grading System-IA, which may include adding IA locations to the collage.
o If it is a new query
»  Verify if the establishment was previously graded or not;
= Verify if it’s grading was previously cancelled;
= Verify if the Establishment graded but is advertising the incorrect number of stars;
_SAT6Q-PRO-()4 SOUTH AFRICAN TOURISM Page 62 of 82
Revision 22 Print Date: 2018/05/16- Valid 2 days after printing

This gazette is also available free online at www.gpwonline.co.za



254 No. 42010 GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Process Name: TGCSA Grading Operating Processes Company Confidential

= Determine if the establishment is advertising lllegally:
e If no, provide feedback to the person that reported the IA and close the ticket:
o If it is a service or facility issue, notify the CLO after closing ticket.
s If yes, create Collage of Evidence (IA Locations) using the following:
Web Search engines;
Booking / Listing Websites;
Photos of street sighage;

c 0 0 ©

Photos of Signage at premises;
o Images from brochures.
¢ Proceed to the applicable Stage on Grading System-IA.
o This results in an e-mail being sent to the establishment (automatically copying the CLO} with

the following attachments:
=  An appropriate formal letter;
= A collage of examples of illegal advertising;
= A document with applicable sections of legislation.
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4.19. Quality Protection Assurance - Stage 1

Quality Protection Assurance — Stage 1
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4.19.1. Quality Protection Assurance - Stage 1 - Textual Description
e Determine whether the Establishment previously had a membership that was cancelled:
o If yes, an Operations Cancellation E-mail would have been sent to the Establishment, including
an instruction to remove and return star collateral:
= |f the property has subsequently applied for grading:
o |A query is resolved and QPO closes the ticket.
» If there is no online application on Grading System:
» The QPO sends customised Post Cancellation Stage 1 Notification E-mail to
the Establishment.
o If no, QPO updates Grading System-|A system to reflect that a Stage 1 is been done.
¢ The QPO determines if there is a valid E-mail address available on the system
o If no, contact the Establishment telephonically to obtain valid E-mail address
= The QPO captures the correct E-mail address on Grading System-lA (In the “Alt
Email” field)
¢« The QPO investigates and captures IA locations;
¢ The QPO sends relevant Letter 1 with collage and legislation document:
o The nature of the offense will determine the content of the Letter;
o For Downgrades the correspondence will refer to incorrect advertising not illegal advertising.
e After two working days, the QPO follows the Illegal Advertising (IA) Verification Steps again as
stipulated in the Query Evaluation Stage paragraph;
e If the IA query has not been resolved at this point, the Grading System-lA system will indicate that
the next stage is expected to be performed according to the SLA of the Grading System-IA;
e The QPO can skip a Grading System-[A Stage if:
o That IA has been previously dealt with manually by the QPO or any other stakeholder;
o The merits, profile and gravity of the specific case warrants it.
¢ In such a situation, the QPO will capture notes on Grading System-IA relating to previous manual

correspondence or regarding the profile of the case.
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4.20.

Quality Protection Assurance - Stage 2

Quality Protection Assurance — Stage 2
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4.20.1. Quality Protection Assurance - Stage 2 - Textual Description

¢ The QPO updates the Grading System-IA system to reflect that a Stage 2 is being done;

¢ The QPO re-evaluates, updates and adds IA Locations where applicable;

o The QPO sends relevant Letter 2 including collage & legislation document to the establishment;
o The nature of the offense will determine the content of the Letter;
o For Downgrades the correspondence will refer to incorrect advertising not illegal advertising.

e After ten working days, the QPO follows the lllegal Advertising (IA) Verification Steps as stipulated
in the Query Evaluation Stage paragraph;

e If the IA query has not been resolved at this point, the Grading System-IA system will indicate that
the next stage is expected to be performed according to the SLA of the Grading System-IA;

e The QPO can skip a Grading System-IA Stage if:
o That |A has been previously dealt with manually by the QPO or any other stakeholder;
o The merits, profile and gravity of the specific case warrants it.

¢ In such a situation, the QPO will capture notes on Grading System-IA relating to previous manual

correspondence or regarding the profile of the case.
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4.21.

Quality Protection Assurance - Stage 3

Quality Protection Assurance — Stage 3
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4.21.1. Quality Protection Assurance - Stage 3 - Textual Description

e The QPO updates the Grading System-IA system to reflect that a Stage 3 is being done;

« The QPO re-evaluates, updates and adds IA Locations where applicable;

¢ The QPO sends relevant Letter 3 including collage & legislation document to the establishment;
o The nature of the offense will determine the content of the Letter;
o For Downgrades the correspondence will refer to incorrect advertising not illegal advertising.

e After 30 calendar days, the QPO follows the Illegal Advertising (IA) Verification Steps as stipulated
in the Query Evaluation Stage paragraph;

e If the IA query has not been resolved at this point, the Grading System-IA system will indicate that
the next stage is expected to be performed according to the SLA of the Grading System-IA;

e The QPO can skip a Grading System-IA Stage if:
o That IA has been previously dealt with manually by the QPO or any other stakeholder;
o The merits, profile and gravity of the specific case warrants it.

¢ In such a situation, the QPO will capture notes on Grading System-IA relating to previous manual

correspondence or regarding the profile of the case.

SAT6Q-PRO-04 SOUTH AFRICAN TOURISM Page 69 of 82
Revision 22 Print Date: 2018/05/16- Valid 2 days after printing

This gazette is also available free online at www.gpwonline.co.za



STAATSKOERANT, 2 NOVEMBER 2018

Process Name: TGCSA Grading Operating Processes

4.22. Quality Protection Assurance - Stage 4

Quality Protection Assurance — Stage 4
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4.22.1. Quality Protection Assurance - Stage 4 - Textual Description
e The QPO updates the Grading System-IA system to reflect that a Stage 4 is being done;
e The QPO re-evaluates, updates and adds IA Locations where applicable;
¢ The QPO sends Letter 4 including collage & legislation document to the establishment;
e After 14 calendar days, check if the Establishment has since applied for grading:
o If there is a live application on Grading System for the Establishment, the IA query is resolved
and QPO closes ticket;
o If there is no live application on Grading System for the Establishment;
e Review the last known status and correspondence of the query;
e Check if 80% or more of 1A have been rectified:
e |f 80% or more of |A have been rectified, the IA query is resolved and QPO closes ticket;
e If less than 80% of IA have been rectified, QPO contacts Establishment telephonically to
prevent further legal steps:
o If the Establishment commits to correct the situation, the QPO allows an additional
14 calendar days before repeating the Illegal Advertising (IA) Verification Steps as
stipulated in the Query Evaluation Stage paragraph:
= [|f these Illegal Advertising (lA) Verification Steps result in a satisfactory
outcome: the query is then resolved and the QPO closes the ticket.
= |f these IA Verification Steps result in an unsatisfactory outcome, the QPO
prepares paperwork for criminal charges or for referral to the Provincial
Consumer Affairs Office/Authority;
o If the Establishment is not reachable telephonically or still disputes the lA:
= The QPO prepares paperwork for criminal charges or for referral to the
Provincial Consumer Affairs Office/Authority;
e« The CQAO reviews, advises on and signs off this paperwork;
¢ The QPO update the Grading System-IA system to reflect status “legal referred”
e SA TOURISM Legal Services review, advise on and sign off the above mentioned paperwork;
s The QPO has 60 calendar days after sign off by Legal Services to lay charges at SAPS or to refer the
matter to the Provincial Consumer Affairs Office for further investigation
¢ The QPO closes the ticket on Grading System-IlA.
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4.23.

Refund Process
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4.23.1. Refund Process - Textual Description

Assistant OM manages all refunds.

o All refunds will be recorded in the book and finance will sign in the book on receipt of the

refund.
o If the refund is returned to Assistant OM, finance will note it in the refund book with reasons
and the date.

All Return for Order (RFO’s) to be approved by the Operations Manager and CQAO before finance
will accept the refund request;
Attached to the RFO must be all the written communications from establishments as well as their
banking details from their bankers and proof of payment;
The operations team must also sign and confirm that the banking details are correct and that they
have called the establishment to confirm the same;
The assistant OM will hand refunds to the debtor clerk twice a month on the following days, the 10t
and 20t of each month before 12h00. If the day is on a weekend or public holiday assistant OM will
hand them on the next working day before 12h00;
The assistant OM will also update all refunds on the worksheet for refunds and save it on the G-
drive;
Debtor clerk will have four working days to finalize and to hand to Accounts payable’s clerk.
The accounts payable’s clerk will ensure payment of the refund in 7 days from the first Friday after
he/she receives the documents from accounts receivables clerk;
The accounts payable’s clerk will update the worksheet for refunds on the G-DRIVE with the actual
payment date of the refund;
All refunds handed to receivables clerk on the 10% of each month will be for the refunds requests
where deposits were made up to the end of the prior month of the 10%;
All refunds handed to receivables clerk on the 20%™ will be for refund deposits from the 1%t of that
month to the 10 of the month of the 20t;
The account receivables clerk will only accept refund request on the above mentioned days, any
refunds not handed on these two dates have to stand over to the next month;
In the event of an urgent refund on any other day than the 10™ and 20™, the assistant operations

manager will then discuss the request with the Finance Manager to consider intervention.
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4.24. Discount Process
Discount Process
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4.24.1. Discount Process - Textual Description

¢ Discounts less than R10
PMA can obtain approval from the CQAO and given to assistant OM to process the discount;
Once processed and approved by the OM and or assistant OM, grading system sends to

Finance manager for second approval;

[s]
(o]

e  Discounts over than R10

PMA can obtain approval from the CQAO and given to assistant OM to process the discount;
Once processed and approved by the OM and or assistant OM, grading system sends to
Finance manager for second approval if applicable;

(o]
(o]

For both above approvals, the supporting documentation needs to be attached within the grading
system in order for the Finance manager to process the discount request as submitted by the

relevant parties.
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4,25. Funding - Process
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End

e For funding to be processed, it is vital that an MOU is in place and that a funding account is active
and has available funds to necessitate the request thereof. The following needs to happen:

o The Operation’s team member responsible for that funding project will submit a request
to either the assistant OM or OM for funding to be allocated to a particular property.

o The operations team must keep records of all supporting documentation for all funding
requests (for safe keeping on request of the AG, internal audit, finance, etc.)

e Once processed and approved by the OM and or assistant OM, grading system the funding will
generated automatically provided there are funds in the funding account;

« The operations team must keep records of all supporting documentation for all funding requests
(for safe keeping on request of the AG, internal audit, finance, etc.)
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4.26.
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4.26.1. Customer Feedback - Textual Description
e Client liaison officer’s role is to manage feedback received from internal and external stakeholders
including graded /ungraded Establishments, Assessor, industry stakeholders and the travelling
public.

o Internal {Establishments, Assessors, SA TOURISM staff, NTD, Portfolio committee, etc.)
o External (Hospitality Industries e.g. associations, APEX bodies & the travelling public, etc.)

e Feedback is submitted through the following channels:

o Website:
= The customer logs onto: www.tourismgrading.co.za;
o Select about the TGCSA;
e Select get in touch;
¢ Send feedback.
o Email:
= The customer sends an e-mail to: feeddback@tourismgrading.co.za
o Telephone:
= The customer calls: 011 895 3013

e CLO receives Feedback from Establishments pertaining to the following:

o Grading Membership Queries (Invoices, grading certificates plaques, Grading status, etc.)
o How to get graded;
o Grading fees and grading criteria enquires.

e CLO receives Feedback from Assessors pertaining to the following:

o Receipting of payments;

o Invoice requests;

o Request for Establishments marketing collateral (grading certificates / plaques, website
listing, etc.)

o Assistance with basket of benefits;

o Assistance with assessment related queries.

e CLO receives Feedback from external customers pertaining to the following:

o General public and or industry stakeholders:
= Experience at graded and ungraded Establishments (Positive & Negative);
= Confirmation / verification of grading status;

e Steps when query is logged via E-mail / website:

o An automated acknowledgement email is sent to the Client confirming receipt and informing
client of the TGCSA working hours turn-around time.
o CLO reviews feedback, depending on complexity:
= Resolves, respond to the Client and close the query or;
= Sends query to relevant person / department (CLO must be copied in all communications).
e If no respond is received within the 48 hours, sends the reminder;
e If no respond is received after the 48 hours, escalates to the relevant line manager;
e Only upon receipt of confirmation from responsible persons / departments that query
has been resolved does the CLO close the query.

e Steps when query is logged via telephone:

o CLO request the client to submit query via email:
=  CLO follows e-mail / website process above.
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e Generate internal and external monthly reports and submit to Marketing and Communications

Manager every first Thursday of the month.
4,27, Assessor Movement
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=
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4.27.1. Assessor Movement - Textual Description
¢ In the case where the assessor resigns, the following happens to the properties that were already
allocated;
e With immediate effect, Ops team ensure that all the properties that have already been assessed

are submitted to the meeting.
o In order for the grading process that has already taken place for members is not delayed.

e For properties that have been scheduled or paid/cleared, the assessor is requested to return those
properties;

e For properties that have not been scheduled or paid, the Ops team re-allocate those properties
without the assistance of the assessor who has resigned;

e The Ops team then identifies which properties have an expiring date that is approaching soon;

¢ The Ops team allocates the same as high priority;

e The Ops team assigns an Assessor based on internal criteria;

o Inorder for the assessor taking over the said properties to be able to reschedule
assessments at soonest.
e Re-allocating of properties, Ops team following the criteria as per Standard Operating Procedure.
s After all the properties have been cleared; Supply Chain is sent a request to de-activate the said

assessor and consequently the grading system also de-activates their login access onto the Laptop

Toolkit.
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Process Name: TGCSA Grading Operating Processes Company Confidential

5. PROCESS EXCEPTIONS AND DEVIATIONS

Requests that fall outside of the process defined above must be submitted to the Operations Team
for consideration and tabling at Monthly Property Approvals EXCO Meeting.

The Meeting can address most requests through data updates, which inform changes in the system
process.

6. CONTROLS AND MEASURES

Include controls and measures applicable to the process/procedure.

Measure Target Accountable Person
Pre-approve new applications  Daily Operations Management
Allocate Receipts for Payments Daily Accounts Receivable Clerk

Received (New applications and
Renewals)

Allocate unidentified Payments Within 1 week (within 7 Accounts Receivable Clerk
calendar days)

once the payer

has been identified

Set up appointment for onsite  Within 3 working days of the Assessor
assessment of Establishment Establishment being allocated

to the Assessor

Conduct onsite Grading Within 4 calendar months of Assessor

assessment of New Membership invoice payment

Conduct Grading assessment for Before the expiry: i.e. between Assessor
a renewal of Membership the date of receipting and
assigning to the Assessor to
before the Monthly Property
Approvals EXCO Meeting within
the month of expiry

Submit Assessment Report & Within 7 calendar days of Assessor

supporting documents assessment

Review Assessment Reports Within 7 calendar days of PMA
submission

Deadline to submit 1 working day before the PMA

Establishments for the Monthly Meeting
Property Approvals Exco

Meeting
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Process Name: TGCSA Grading Operating Processes Company Confidential
Measure Target Accountable Person
Feedback on an Assessor Review 2 working days Assessor
Number of reviews permitted 3 Assessor

on a submission

Submit invoices against PO 3 working days Assessor

Notification

Pay Assessors Last day of Month CQAO

Review Grading Standards Every 3 years CQAO &  Marketing and

Communications Manager

Sign off Monthly Property Within 24 hours of Meeting CQAO
Approvals Exco Meeting

Conduct Internal Audit of Plague 2 calendar months after the QPA

and Certificate delivery Monthly Property Approvals
Exco Meeting
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Operating Processes

7.1. Applicable Documents

Document
Type

Contract

Contract

Document Number

N/A

N/A

7.2. Applicable Forms

Document Type
Form

Form

Form
Form
Form
Form

Form

Template

8. APPENDICES

None.

SAT6Q-PRO-04
Revision 22

Document Number

N/A

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Company Confidential

Document Name

Service Parther Agreement

Grading Terms And Conditions

Document Name

Online Grading Application Form
Consultation form

MER checklist

Quality checklist

UA Checklist

UA Exclusion form

Visit report

Assessment picture template
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Category: Hotel Accommodation (previously Formal Accommodation)

Sub-category: Hotel

ProPosed An Hotel provides accommodation with full or limited service to the travelling public and ideally has a minimum of 10
Definition rooms. An Hotel has a reception area and offers a dining facility.
Hote! 1-Star 2-Star 3-Star 4-Star 5-Star
* * * * *
* * * * *
* * * * *
* * * * *

Sub-category: Small Hotel

ProPosed A Small Hotel provides accommodation with full or limited service to the travelling public and has up to approximately
Definition 30 rooms. A Small Hotel has a reception area and offers a dining facility.

A Boutigue Hotel is a Small Hotel that achieves a 4- or 5-Star Grading

Small Hotel 1-Star 2-Star 3-5tar 4-Star 5-Star
" * * * * *
* * * * *
* * * * *
* * * * *

Sub-category: Apartment Hotel

d An Apartment Hotel provides accommodation with full or limited service to the travelling public and ideally has a
ProPose minimum of 10 rooms. An apartment hotel has a reception area and offers a dining facility. There is a kitchenette and
Definition dining area in each room.

Apartment Hotel 1-Star 2-Star 3-Star 4-Star 5-Star
* * * * *
* * * * *
* * * * *
* * * * *
* * * * *

Sub-category: Hotel with Venues/ Conference Hotel

ProPosed An Hotel/ Small Hotel/ Apariment Hotel with Venue/s that can accommodate cumulatively 50 ar more delegates (in
Definition the maximum seating style). The Venues in these Hotels will be assessed against the applicable Venue criteria.

This gazette is also available free online at www.gpwonline.co.za
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Category: Guest Accommodation

Accommodation provided in a house, renovated house or a specifically designed building. Includes the provision of

Definition: breakfast.

Sub-category: Guest House
Accommodation provided in a house, renovated house or a specifically designed building. Includes the provision of

Definition breakfast and has ublic areas for the exclusive use of . uests.
Guesthouse 1-Star 2-Star 3-Star 4-Star 5-Star
Host/ representative contactable 24 hours a day, 7 days a week * * * * *
Host/ representative must be available on site to check guests in/ out or * * * * %
within a 5-minute drive from the property
Public areas/ facilities must include a minimum of a guest dining room and
guest lounge area and must be for the exclusive use of guests {host/ * * * * *

Key wner/ manager should not share these with the guests)

Requirements paily servicing of raoms and bedrooms including weekends and public * * * * *
holidays
Bathroom facilities en-suite or exclusive use of bathroom facilities * * * * *

* * * * *

Breakfast to be provided
Dinner to be provided/ made available, which may/ may not be prepared * * % * *
arservedonthe ro e

Sub-category: Country House

Accommodation provided in a house, renovated house or a specifically designed building. Includes the provision of

Definition breakfast and dinner and has ublic areas for the exclusive use of uests. Located in natural eaceful surroundin s.
Country House 1-Star 2-Star 3-Star 4-Star 5-Star
Scenic or natural vista {beyond that of the immediate garden area) e.g. * % * * ¥
water view, rural outlook, mountain view or natural bush setting
Host/ representative contactable 24 hours a dav, 7 days a week * * * * *
Host/ representative must be available on site to check guests in/ out or * * * * *
within a 5-minute drive from the property
Key Public areas/ facilities must include a minimum of a guest dining room and
) guest lounge area and must be for the exclusive use of guests (host/ * * * * *
Requ"eme"ts owner/ manager should not shar these with the guests)
Daily servicing of rooms and bedrooms including weekends and public * * * * %
holidays
Bathroom facilities en-suite or exclusive use of bathroom facilities * * * * *
* * * * *

Breakfast to be provided
Dinner to be provided/ made available, which may/ may not be prepared * * * * *
or served on the .ro ert

Sub-category: Bed and Breakfast

Proposed  Accommodation provided in a home with the host livin in the house or onthe ro ert . Guests share the ublic
Definition facilities areas dinin area loun e etc. with the host. Includes the provision of breakfast.

Bed and Breakfast 1-Star 2-Star 3-Star 4-Star 5-Star
The host/ representative must live in the house or on the property * * * * *
Host/ representative contactable 24 hours a day, 7 days a week * * * * *
Key Host/ repr ive must be ilable on site to check guests in/ out or * * * % %
) within a 5-minute drive from the property
Requirements paily servicing of rooms and bedrooms including weekends and public
) * * * * *
holidays
Bathroom facilities en-suite or exclusive use of bathroom facilities NA NA * * *
* * * * *

Breakfast must be provided

This gazette is also available free online at www. wonline.co.za
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Category:

Backpackers and Hostels

Proposed
Definition:

An accommodation facility that provides social and communal guest facilities
including dormitories and/or private rooms. Only establishments that cater for
travellers may qualify for grading.

Category Entry
Requirements

Backpacker and Hostel

If the owner/manager and guests are accommodated in the same building, there must be separate living
areas for the owner/ manager.

The owner/ representative must be contactable 24 hours, 7 days per week.

The owner/representative must be available to check guests infout or within a 10 minute drive from the
property during specified check-in times.
Daily servicing of the rooms must be included in the tariff.

Servicing of rooms 7 days a week (includes linen/ towel change when applicable, removal of rubbish and
Sharéd facilities (not with owner/manager) must be a minimum of shared spaces to cook, eat, relax and

Establishment must provide a communal self-catering kitchen.
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Category: VENUE

A meeting and/or event venue is a permanent structure for hosting groups and events and providing a flexible and

Definition: often multi-functional space/s with appropriate food and beverage, logistical and business support setvices
Sub-categories:
A Conference and/or Exhibition Centre has:
Dedicated meeting room/s
Multi-functional space/s that can accommodate meetings, receptions, banquets, exhibitions etc.
Informal gathering space available e.g. lounge, patio, courtyard
Dining facilities to accommodate conference groups
Meeting room/s separate from high-traffic and food service areas
Space for refreshment breaks available in close proximity to the meeting room/s
Exclusive or preferred service providers on call
Available inventory of conference technology (AV) {internal or outsourced)
Facilities designed to keep different groups/ functions apart and private
Restrooms available
A Convention Centre is:
A large conference centre and typically includes a variety of different venues for events such as exhibition space, an auditorium,
halls meetin - conference board rooms etc.
In-Hotel Convention Centre, Conference and/or Exhibition Venue is:
15cated in or on the same ro=ert= as an hotel and the venue/s can not be differentiated from the hotel
n Events Venue has:
An indoor or outdoor multi-purpose facility designed for hosting an event e.g. sports, concerts, religious, political or other special
events
Space for spectators to stand or sit to view the event. Tiered seating may be available.
Appropriate lighting for concerts/ events (internal or outsourced)
Appropriate access/ exit facilities to accommodate large numbers of spectators
Food and beverage facilities to cater for large number of guests/ spectators (internal or outsourced)
Wide variety of technical/ AV equipment and facilities available {internal or outsourced)
Restrooms available
An Historical Venue:
Is a building that reflects historical value or a landmark that has been adapted to host a special event e.g. gallery, city hall,
museum, castle, theatre, country club, winery, stately home, etc.
Has venue/s that will vary according to the original or intended function/ purpose of the building/ venue
Has kitchens and restrooms available {may be temporary)
Has a wide variety of technical equipment and facilities available {internal or outsourced}
A Function venue:
? Is a venue that provides space for smaller, special events

Is a multi-purpose facility that can be reconfigured for different uses
Has kitchens and restrooms available {(may be temporary)
Has a wide variety of technical/ AV equipment and facilities available (internal or outsourced)
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Category:

Definition:

Key
Requirements

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Caravan and Camping Facility

A caravan and/or Camping facility provides space for guests to provide their own accommodation, such as tent, a
motor home and/or caravan. Communal ablution facilities are always provided. Communal kitchen, laundry,
recreational facilities and amenities, etc. may be provided. Self-catering accommaodation units may be provided on

the property.

Caravan & Camp Site
A camping facility that specifies that caravans can be accommodated

Camp Site
A camping facility that does not specify that caravans can be accommodated.

Caravan and Cam in Facili

This gazette is also available free online at www. wonline.co.za
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Category: Self-Catering Accommodation

Definition: Accommodation that provides guests with a sole occupancy unit consisting of one or more bedrooms and bathrooms
efinition: and a self-contained living area including a kitchen, dining area and/or lounge

Sub-category: Self-catering Shared

Multi self-catering accommodation units located on one property with shared public facilities {minimum of reception)

Definition and recreational amenities
Self-Catering Resort
Key Host/ representative contactable 24 hours a day, 7 days a week

. Host/ representative must be available on site to check guests in/ out or within a 5-minute drive from the property
Requirements Bathroom facilities in each unit 3-star to 5-star

Sub-category: Self-Catering Unit Exclusive
Definition One or more exclusive use self-catering units, with no or very limited shared public facilities

Self-Catering Unit/s

Host/ representative contactable 24 hours a day, 7 days a week

. Host/ representative must be available on site to check guests in/ out or within a 5-minute drive from the property
Requirements Bathroom facilities in each unit 3-star to S-star

Key

This gazetie is also available free online at www. wonline.co.za
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TOURISM ACT, 2014 (ACT NO.3 OF 2014)

UMTHETHO WEZOKUVAKASHA, KA-2014 (UMTHETHO NO.3 KA 2014)

Mina, Derek Hanekom, uNgqonggoshe wezokuVakasha, ngokwenza ngokwemigomo yesigaba
sama-28 soMthetho wezokuVakasha, ka-2014, lapha ngishicilela Uhlelo Lukazwelonke
Lokugredwa kwezokuVakasha.

Mnu. Derek Hanekom, MP
UNgagongqoshe: wezokuVakasha
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1. ISINGENISO

Umkhandlu Wokugredwa Kwezokuvakasha eNingizimu Afrika (TGCSA) wasungulwa ngonyaka ka-2000 futhi
wagunyazwa ngokuhambisana nomthetho waseNingizimu Afrika njengegatsha eligreda zonke izinhlobo
zezindawo zokuhlala eNingizimu Afrika. Inhloso ye-TGCSA ukusungula kanye nokugcina uhlelo olaziwayo
futhi oluthembekile olusezingeni lomhlaba wonke ngokuginisekisa ikhwalithi yezindawo zokuhlala kanye ne-
MESE (Imihlangano, Imibukiso kanye Nemicimbi Ethile) eNingizimu Afrika. Lo mqutu uqukethe lzincazelo

yomfutho weZinga lokusebenza le-TGCSA.

1.1. Izinhloso
Inhloso yalo mqulu:

e Ukubhala izinto ezenza izinhlelo zokusebenza ze-TGCSA.

o Ukuginisekisa ukuthi imisebenzi kanye namagembu okubandakanyekayo Ezinhlelweni ze-TGCSA
kuchazwe ngokucacile.

s Ukuginisekisa ukuthi kunenkomba eyodwa yemisebenzi yonke ebandakanya uhlelo lokugreda.

« Ukuchaza kanye nokuveza uhlelo lokuhlanganisa nanye nohlelo lokuhlanganisa amaphoyinti.

e Ukuveza ngokucacile umgondo kanye nesikhathi lapho ukufezwa kwezinto -ezilindelekile
azihambisana namagunya kanye nezinto ezihanjiswayo kwe-TGCSA kanye NEZOKUVAKASHA
EZINGIZIMU AFRIKA.

+ Ukuhlinzeka inkomba yohlelo lokubuyekezwa, ukwenza kahle kanye nokuthi uhlelo luzenzekele.

1.2. Okuqukethwe
Umgqulu ugukethe izinhlelo ukusebenza kwezinhlelo okwejwayelekile kwe-TGCSA.
¢ Kokuqukethwe
o Isicelo esisha sokuGredwa
o Isicelo sokuvuselelwa kokuGredwa
o Uhlelo Lokukhokhwa kwma-Invoyisi
o Ukuhlolwa Kwesakhiwo
o Ukuhlolwa kwangaphambilini Kwenhloso Okusuka Kumhloli
o Umhlangano Wokuvunyelwa Kwempahla njalo Ngenyanga
o Abahloli Bokukhokha
o Ukukhipha izitifiketi kanye Namaplakhu
o Ukubuyiswa Kwamaplakhu Akhishiwe
o Ukushintsha Amaplakhu
o Ukusungulwa Ukukala Ukuhlola Okunomthelela
o Ukuphatha Amazinga Okugreda
o Imininingwane ebuyekeziwe yeSakhiwo ye-Ad hoc
o Ushintsho Lohlobo Lokugreda
o Ukwesulwa Kobulunga
o Ukuginisekiswa Kokuvikelwa Kwekhalithi
o Uhlelo Lokubuyiselwa Imali
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o Uhlelo Lokwaphulelwa kanye Nelokubuyiselwa Imali
o lzinhlelo zezimpendulo zamakhasimende

o Ukunyakaza Komhloli

o Okungekho kokuqukethwe
o Uhlelo Lomkhandlu Wokugreda (lkomidi Lrmiklomelo)

1.3. Umthetho Webhizinisi
Ukuze impahla izuze ukwaziwa, zonke izimfuneko ezisohlwini kumele kuhanjiswane nazo. Ukwaziwa
kuvumela isakhiwo ukuthi siphathe izithombe esivunyelwe i-TGCSA ezimakethe. Impahla ezihlonyeliswe
ngokwaziwa zizoba yingxenye yewebhusayithi ye-TGCSA kanye nohlobo lokubheka.

Impahla enconyawo ukuthi yaziwe ukuthi isebenze ikanje:
¢ |vumela izilwane zasekhaya;
o  Kuyazingelwa;
¢ Kuhamba amabhayisikili
¢ Kudlalwa igalofu
s Kukhona iwayini yezivakashi
¢ |lungele imindeni
¢ Indawo yokushada
e Inezinyoni
s Ukunakekelwa ngokokwelashwa;
* Indawo yokuvakasha efana nehhotela;
¢ Ukwelashwa kwawo wonke umzimba;
e |zinto ezenziwa ngaphandle komgwaqo;
e lzakhiwo zezingqungquthela;
s Ukuhayika;
¢  Ukugibela amahhashi;
o Ezemidlalo zamanzi;
s Ezokuvakasha ezifanele;

* |Ispa kanye Nobuhle.
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2. IMISEBENZI
Ukuhlinzeka Ngezincazelo zemisebenzi esemqgoka
Umsebenzi Incazelo
Ukwaziswa Ukwaziswa yilapho kwaziwa khona izakhiwo ezigredwe ngezinkanyezi
ezihlukaniswe ngezinto eziheha izimakethe ezithile.
Umbhloli Abantu abanegunya lokuhlola ukugredwa Ezakhiweni.

lkomidana Eliginisekisa

Ikomidana Eliginisekisa lkhwalithi yigatsha lemboni lochwepheshe

Ikhwalithi abengamela umsebenzi owenziwe uMkhandlu Wokugreda
Wezokuvakasha eNingizimu Afrika, kanye nokuhlinzeka ukugonda kwalo
kanye nokugondisa uma kudingeka.

Isikhulu Esiphezulo|Ophethe esiphethe i-TGCSA, obheka yonke iphothifoliyo ye-TGCSA.

Esiginisekisa Ikhwalithi

Umhloli Ophezulu Wabahloli

Wesifundazwe

Umsebenzi wakhe ukubheka kanye nokuphatha Abahloli benkontileka jy-
TGCSA.

Isikhulu Esivikela Ikhwalithi

Umuntu obhekene nokwenza izinhlelo ukubhekana nokukhangisa
kwezinkanyezi okungekho emthethweni kanye nokungelona iginiso

njengokuba kwaziwa.

Ithimba Lezezimali
Zezokuvakasha eNingizimu
Afrika

Ithimba elibhekene nokuphathwa kwakho kokhe ukungena kanye
nokuphuma kwezimali ze-TGCSA.

Ithimba lezezimali lihlanganisa imisebenzi elandelayo: Ukuphathwa
Kwezimali,
Amaklekhi
Elikhokhela Ama-akhawunti.

Ubungoti Bokuphathwa Nokuhlolwa Kwamabhuku,

Akwazi Ukuthola Ama-akhawunti, kanye Neklekhi

Ithimba le-TGCSA Lokumaketha

Leli thimba libhekene nokuphatha yonke imisebenzi yokumaketha kanye

nokuxhumana, njengokuxhumana komkhigizo, ukuxhumana
kwezinkampani okuhlanganisa i-PR, imicimbi ye-TGCSA, ukuphathwa
Leli thimba

nokusabalaliswa

kokumakethwa kwama-ejensi angaphandle. liphinde
libhekane

kokumaketha okuhlanganisa amaplakhu kanye nezitifiketi Ezakhiweni

nokukhigizwa  kanye kokwaziswa

ezigrediwe kanye nethuluzi elivunyelwe lokugreda.

Ithimba liphinde liphathe ulayini wezimpendulo zamakhasimende:
feedback@tourismerading.co.za, Ngesikhulu Esibhekele Amakhasimende

(CLO) umsebenzi waso ukubheka kanye nokuphendula kuma-imeyili

kanye nocingo, ukuphatha kwempendulo etholakale ezakhiweni
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ezigrediwe, ukusiza ngokuhamba ngezinto zomphakathi magondana
nesakhiwo kanye nokuhlinzeka imibiko yazinyanga zonke.

Ithimba lakhiwe yimisebenzi elandelayo:

Umphathi Wezoku,aketha kanye Nokuxhumana, Umsizi

Wezokumaketha kanye Nesikhulu Esibhekele Amakhasimende.

TGCSA

Ithimba Lokusebenza kwe- Leli gembu libhekene nemisebenzi esemqoka ye-TGCSA okuhlanganisa

ukudluliswa kwezicelo zokugredwa, ukuphathwa kokungatholwa kolwazi
ezingeni lokutholakala, ukuphathwa kwezinombolo Zesakhiwo ezibikiwe
ze-TGCSA, ukuphathwa kwezinombolo zephothifoliyo zoMhloli, kanye
nokuphathwa Kwabahloli benkontileka be-TGCSA.

Ithimba lakhiwe yile misebenzi elandelayo:

Umphathi Wokusebenzisa, Umsizi Womphathi Wokusebenzisa kanye
Nesikhulu Esiphezulu Sabahloli

3. UHLU LWEZINCAZELO ZAMAGAMA

3.1. IZINCAZELO

Incazelo yamagama asetshenziswe emqulwini.

Igama

Incazelo

Ukukhishwa

Ukukhishwa kunika imvume uMkhandlu wokuGreda ukuthi impahla ingabe

nemfuneko ethile ngenxa yezizathu ezifanele.
¢ |zakhiwo ezintsha yizona ezicela ukukhishwa.

e |zakhiwo ezikhona ezinobulunga ezibuyekezwayo zingacela ukukhishwa

uma Umhloli osebenzela Esakhiweni eshintshile.

Isikhathi Somusa

Isikhathi Somusa sinikwa impahla (isicelo esisha noma isicelo sokuvuselela) ukuze
kusizwe bona ekuqaliseni imfuneko yokuhlangabezana ikhwalithi yezinga

efakelwe isicelo.

Noma yisiphi isikhathi somusa ngeke sibe nomthelela noma sishintshe usuku
lokuphelelwa yisikhathi lwempahla. Noma ngabe isikhathi somusa sinikiwe, ama-
invoyisi azoghubeka asebenze ngokwemithetho yebhizini (Ima-invoyisi
Avuselelwe - enyangeni yezinsuku eziyi-90 ngaphambi kokuphelelwa yisikhathi;
ama-invoyisi Amasha - ngosuku lokuqala lokuhlanganisa emuva kokuvunyelwa

kwesicelo esisha uma Isikhathi Somusa sesivaliwe)
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lkhwalithi yokukalwa enikezwe Isakhiwo nguMhloli Onegunya we-TGCSA. Impahla
Egrediwe inikwa izinkanyezi ze-TGCSA eziphakathi kwenkanyezi e-1 kuya kwezi-
5 ohlobeni ukugredwa okufakwe isicelo kulo.

Ukuhlinzekwa Kwencazelo Yezifinyezo esemqulwini

Isifinyezo

Ibhodi

lkomidana leBhodi

BU

BUMA

Cé

CCBO

CEO

CFO

CLO

coo

Cx

CQAO

DOA

MCM

MER

oM

PMA

SAT6Q-PRO-04
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Incazelo

Ibhodi labaQondisi Kwezokuvakasha eNingizimu Afrika
Amalunga eKomidana Lokuginisekisa lkhwalithi ku-TGCSA
Igatsha Lebhizinisi

Umphathi Wegatsha Lebhizinisi

Lokhu okulandelayo kuyasebenza: CEQ, COO, CFO, CMO, CQAO, CCBO
Isikhulu Esiphezulu Sehhovisi Lesikhungo

Isikhulu Esiphezulu

Isikhulu Esiphezulu Sezezimali

Isikhulu Esibhekele Abathengi

Isikhulu Esiphezulu Sokusebenza

Ukukhansela

Isikhulu Esiphezulu Esiginisekisa Ikhwalithi

Ukuthunyelwa Kwamandla

Ukukhangisa Okungekho Emthethweni

Umphathi Wezokumaketha kanye Nokuxhumana we-TGCSA
Izimfuneko Zokungena

Umphathi Wezokusebenza kwe-TGCSA

Umhloli Ophezulu Wesifundazwe
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Isifinyezo

Uhlelo Lokugreda

Uhlelo Lokugreda-IA

QPA

RFO

SA TOURISM

TOMSA

UA
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Ikwalithi Yezokuvakasha - Imojuli Yokukhangisa Ngokungemthetho

Quality Protection Assurance Ukuginisekisa Ukuvikelwa Kwekhwalithi

Ukubuyela i-Oda

Ezokuvakasha ZaseNingizimu Afrika

Ukumakethwa Kwezokuvakasha eNingizimu Afrika

Ukutholakala Kuzwe Lonke

4. IMINININGWANE YOHLELO

4.1. Umdwebo wokuhamba kokugredwa okusezingeni eliphezulu

New Application For
Grading

Application for
Renewal of Grading

Assessment Impact Repo

New /Updated Grading Standard
New /Updated Grading Standards

i Ad-hoc

i

! Adhot Update of Change Grading
| Establishment Details Category

!

|

SAT6Q-PRO-04
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Ops vetted Application

TGCSA Standard Operating Process

Process Invoice

Sends invites to Payments/ Funding Confirmed Physical Assessment
participate in the NDT Discount application of Establishment Assessment Repo
Funding Project
Ops vetted Application
& Invaice Pay
Awards Li Monthly Property
Award Certificates Approvals EXCO
and Plagues Meeting
Conduct Internal
Recall Issued Audit of Plaque and

Replace Plagues

Establishment
Assessment [mpact
Measurement

Manage Grading
Standards

Cancel Membership

Plagues

Membership cancelled

Graded Establishment
Feedback

|

|

|

| Management
i

|

Certificate Delivery

Awards Lists Property approvals list
Pay Assessors
Supporting Processes

Quality Protection
Auditing Reporting
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4.2. Isicelo Esisha Sokugreda

New Application For Grading

TGCSA Website Grading System Operations
Manager
Establishment
interested f the establishment
in grading has already been
engaging with an
Assessor, the
Establishment Assessor can baa
completes an liaison for the
online Establishment if
application assistance Is required

Submitted
application
saved as ready
for pre-
approval

Assessor ssignment based on based o :
®  Po- adlic numbers - allocating ne
app ications from lowest to highe t,
. Are Specific allocation - shared
a  ngassessors working in that
are
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Assistant Operations Manager Financial System

Applications are checked and the following is verified:
If there are duplicate applications on the establishment name/
member number

Double check category Selected is appropriate {e.g. 2 room B&B in
hotel category)

Allocation of assessors

Website information -if a website is provided

Provide applicant with option to partake on NDT Tourism Grading
Support Programme

NDT data collection and verification process will take place:
Submission of the completed Tourism Incentive Programme
application form with the legal supporting documents where
applicable

NDT check of the above
Grading System by the assigned PMA.
Then the Grading System will discount the property 80% TIP annual
membership and where applicable a further 10% TOMSA discount;
Issue 2n a multiple-line invoice which will reflect that the NDT funding,
amount induding any TOMSA discount and or any ather funding/
discounts applicable at the stage of generating this invoice;

Once payment has been recelved and receipted, the Grading System
will integrate in 24hrs & the Property will be assigned to the Assessor.
Where the applicant has opted not to partake the NDT Funding offer
(80% Discount and or 10% TOMSA Discount}, upon pre-approval the
property will recelve the full involce at Integratlon,

must be done on the

More info required

Pre- o
proved Issues raised
No Was an
Assessar Assessor chosen No Assessor
Decline chosen during assigned yet
appllcation on plicatio
Grading system
and provide Sendto Cnm_ac( the
feedback to Assessor if one establishment
Establishment ~ Was chosenon so they can
and assessor {if application address the
applicable) Issues
Assessor
review and
update
application
fnd Involce generate:
within 24 hrs
if the Billing

period is open

Phase
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Financial System
which will integrate
the following day.

Establishment has a 14 calendar

List of all new pre-approved
establishments sent to

cooling off window

PMAs and the Debtors clerk

during which they can
cancel the application for grading.

Generate invoice

Invoice details, Supplier details, contact details, e-mail addresses, category and charge rate
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4.2.1. Isicelo Esisha Sokugreda - Ukuchazwa Ngamagama
e [sakhiwo sisebenzela ubulunga bokugredelwa inkanyezi konyaka ngokuhambisa isicelo

kuwebhusayithi ye-TGCSA: http://www.tourismgrading.co.za

e Uma isicelo siqediwe, isakhiwo sisihambisa ukuthi sivunyelwe;
e Umphathi Wokusebenza noma Isekela Mphathi Wokusebenza ubuyekeza isicelo ezitholwe Ngohlelo
Lokugresa njalo: Uhlelo lokuvunyelwa ngaphambilini lonalokhu okulandelayo:
= Umphathi Wokusebenza noma Isekela Lomphathi Wokusebenza:
e Okokugala, wenza isiqginiseko sokuthi isicelo asiphindi ilunga elikhona eligredowe
ngokusebenzisa igama Lesakhiwo kanye nenombolo yelunga njengohlobo;
e Okokuxhumana kwezakhiwo ukuginisekisa okulandelayo:

o Uma yonke imininingwane yokuxhumana isihlinzekiwe;

o Ukubhekisisa uhlobo olukhethiwe ukuthi lufanele kanye nokuginisekisa ukuthi inani
lamagumbi & isilinganiso segumbi (isb. Amagumbi ama-2 ku B&B ohlotsheni lwehhatela);

o Ukwabiwa Kwabahloli;

o Ukugqinisekisa ukuthi iwebhusayithi ikhona kanye nokubheka ulwazi kuwebhusayithi, uma
kufanele (lwebhusayithi ayibalulekile ukuze kugredwe);

o Ezingeni lokufaka isicelo, umfaki wesicelo uhlinzekwe ngethuba lokubamba ighaza
Ohlelweni Loxhasa Ukugredwa kwe-NDT Yezokuvakasha noma ankethe ukungabi
yingxenye;
= Lapho umfaki wesicelo ekhethe ukungabi yingxenye yokukhokhelwa (Ukwaphulelwa

okungama-80% noma Ukwaphulelwa okungama-10% kwe-TOMSA), ekuvunyelweni

kwangaphambilini kwesicelo isixhumanisi sesimemo siyathunyelwa ngokushesha
emuva kokuvumela ngaphambili;
= ; Ukuqoqwa kolwazi lwe-NDT kanye nohlelo lokuginisekisa kuzokwenzakala;

o Ukuhanjiswa kwefomu eligcwalisiwe Lohlelo Lokukhuthaza Ezokuvakasha,
elihambisana nemiqulu esekelayo yomthetho lapho kudingeka (Imvume Yentela
Efanele, Umazisi/ inombolo/ Amafomu Okubhalisela Ibhizini, amakhophi
afungelwe esitifiketi se B-BBEE, imiqulu yomshwayilense wezikweletu). Isikhathi
esiyizinsuku eziyi-30 zokuphinda ufake isicelo (Uma lokhu kungenziwanga
ezinsukwini eziyi-30, i-invoyisi izokhipha imali egcwele)

o Ukubhekwa ukuginisekiswa kwemiqulu engenhla kwe-NDT KUMELE KWENZIWE
Uhlelo Lokugredwa okwenziwa yi-PMA enikwe umsebenzi. Izinsuku eziyi-10 ze-
PMA (Uma lokhu kungenziwanga ezinsukwini eziyi-30, i-invoyisi izokhipha imali
egcwele)

o Uma ulwazi selubhekiwe & lwaginisekiswa ngokufanele; Uhlelo Lokugreda
luzokwaphula ubulunga bonyaka bempahla ye-TIP ngama-80% futhi lapho
kufanele kuzobe khona ukwaphulelwa ngama-10% kwe-TOMSA;

o Uhlelo Lokugreda luzokhipha i-invoyisi yolayini abaningi eveza izimali ze-NDT
okuhlanganisa nanoma yikuphi ukwaphulelwa kwe-TOMSA kanye nanoma imali/

nokwaphulelwa okufanele ezingeni lokukhishwa kwe-invoyisi;
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o Uma ukukhokha sekutholakele futhi kwamukelwa, Uhlelo Lokugreda lizohlangana
emahoreni angama-24 futhi Impahla izonikwa Umhloli.
= lapho umfaki wesicelo ekhethe ukungabi yingxenye ehlanganyela ekunikeleni
Kokukhokha kwe-NDT (Ukwaphulelwa kwama-80% kanye noma Ukwaphulelwa kwe-
TOMSA kwama-10%), ekuvunyelweni kwangaphambili impahla izothola invoyisi yemali
egcwele emhlanganweni.

¢ Uma umfaki wesicelo engakwazi ukuthi avunyelwe ngaphambilini Umphathi Wokusebenza noma
Umsizi Womphathi Wokusebenza uzongaba isicelo Ohlelweni Lokugreda, futhi impendulo izonikwa
Umbhloli kanye Nesakhiwo:
= |zicelo ezingatshiwe ziba sohlelweni futhi zingasetshenziswa njengezibonelo ngokuzayo (uma

Isakhiwo sivuma)

e Uma olunye ulwazi ludingeka noma kunezinto okumele kubhekanwe nazo ngaphambi kokuthi isicelo
sivunyelwe ngaphambilini, Umphathi Wokusebenza noma Isekela Lomphathi Wokusebenza engacela
olunye ulwazi magondana nesicelo kumfaki wesicelo/ Umhloli:
=  Uma Umhloli ekhethwe ngesikhathi sokufaka isicelo, Umphathi Wokusebenza noma Isekela

Lomphathi Wokusebenza engathumela umbuzo Kumbhiloli;
= Umbhloli uzobuyekeza isicelo bese sibhekwa futhi Umphathi Wokusebenza noma Isekela
Lomphathi Wokusebenza ukubona ukuthi singavunyelwa yini.
=  Uma Umhloli engakhethwanga ngesikhathi sesicelo, Umphathi Wokusebenza noma Isekela
Lomphathi Wokusebenza kumele anikele Ngomhloli Esakhiweni.

¢ Uma isicelo sivunyeliwe ngaphambilini Umphathi Wokusebenza noma Isekela Lomphathi
Wokusebenza ukuvunyelwa ngaphambilini kuyagoshwa Ohlelweni Lokugreda futhi Isakhiwo
sizonikwa inombolo ye-ID eyahlukile, futhi uhlelo luzobhala usuku lokuginisekisa ukwamukela
imigomo nemibandela:
= Uma Isakhiwo sikhetha Umhloli efomini lokufaka isicelo, Isakhiwo siyamthola loyoMhloli;
= Uma Isakhiwo singamkhethanga Umhloli, Umphathi Wokusebenza noma lsekela Lomphathi

Wokusebenza unika Isakhiwo Umhloli ngokubheka uhlobo, oku-:
= |zinombolo zephothifoliyo - ukuhlolwa kwezinombolo ezikhona zephothifoliyo; ukwaba
izicelo kusukela phansi kuya phezulu
= Yindawo ethile - ukunikezwa kwabafaki bezicelo abasha Abahloli abasebenzi kuleyo ndawo.
o Uma selutholakale lonke ulwazi Ohlelweni Lokugreda, Uhlelo Lokugreda lukhipha i-invoyisi
yemiyalelo ohlelweni Lwezimali yempahla enqabe ithuba Lokukhokhelwa yi-NDT kanye nalabo
abangalethanga ulwazi oludingekayo ukuze bathole ukwaphulelwa (Ulwazi olukuma-invoyisi
lufakwe Uhlelo Lokugreda kanye Nohlelo Lwama-Invoyisi Ezimali ngokolwazi olusuka Ohlelweni
Lokugreda. Itafula lemali lihleli ohlelweni lokugreda kanye nohlelo lokugreda lubala inani kanye
nama-akhawunti okwaba ama-invoyisi ngokubheka imali yegumbi kanye nenani lamagumbi
kanye namatafula emali ohlelweni lokugreda afakwa ohlelweni Lwemali ngamatafula
okuhlangana);
¢ Uhlelo Lwezimali lukhipha i-invoyisi ngokungenhla bese ludlulisela Esakhiweni kanye Nombhloli
waso emahoreni angama-24, kodwa uma isikhathi sokubiza imali sivaliwe i-invoyisi izokhipha
uma isikhathi sesivuliwe futhi izohlangana emhlanganweni wokugala owenzeka emuva
kokuvulwa kwesikhathi. bheka isigaba se 4.3.3 Ukubhekwa Kohlelo Lokukhokha;
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o Uhlelo Lwezimali lubuyela Ohlelweni Lokugreda luginisekisa ukuthi i-invoyisi isikhiphile futhi
tlusho nenombolo ye-invoyisi. Onke ama-invoyisi azoshaya umugga bese yahlukaniswa
ngokuzenzekela ngemeyili yokuhamba komsebenzi ngesikhathi sasemini osukwini kanye
nantambama;

o Emuva kokuvunyelwa ngaphambilini sekugediwe futhi ne-invoyisi yesicelo isiphakamisiwe,
Isakhiwo sinezinsuku zekhalenda eziyi-14 zokukhansela ukuthi isicelo sigredwe. Uma Isakhiwo
singakhokhi i-invoyisi ezinsukwini ezingama-85 kusukela ekuvunywelweni kwesicelo esisha,
uhlelo lokugreda luzokhansela ngokuzenzakalela isicelo bese sifaka ngokuhlangana isaziso
sesiKweletu (nenani kanye nokwabiwa kwama-akhawunti) Ohlelweni Lwezimali.

o Isinyathelo esilandelayo uhlelo Lokukhokhela i-Invoyisi.

e Umphathi Wokusebenza noma Isekela Lomphathi Wokusebenza uthumela Ohlwini Oluphezulu

Lohlelo Lokugreda lazo zonke izicelo ezivunyelwe ngaphambilini, PMA’s kanye Neklekhi

Lezikweletu.
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Ukudluliswa Kokukhokhwa Kwe-invoyisi Yesicelo Esisha Sokugreda
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4,3.1. Ukudluliswa Kokukhokhwa Kwe-invoyisi Yesicelo Esisha Sokugreda - Ukuchazwa
Ngamagama

s Ukukhokhelwa kwe-invoyisi yobulunga ocbusha kumele kwenziwe yiSakhiwo ezinsukwini ezingama-
30 zosuku lwe-invoyisi;
e Amaklekhi Akwazi Ukuthola Ama-akhawunti abuyekeza izitatimende zasebhange ze-TGCSA njalo
ngosuku ukubheka ukukhokhwa okwenziwe Yizakhiwo;
e : Amaklekhi Akwazi Ukuthola Ama-akhawunti akhipha amarisidi okukhokhelwa, ngokubheka lokhu
okulandelayo:
o Inombolo ye-invoyisi iyavela Esitatimendeni Sasebhange;
o Uma inombolo ye-invoyisi ingaveli Esitatimendeni Sasebhange, Ubufakazi Bokukhokha
kumele bulwethwe kanye nokwahlukaniswa kweminingwane yokukhokha uma ngabe

kukhokhelwe impahla engaphezu kweyodwa kusuka ezakhiweni esisodwa;

o Lokhu kugondene nesikhathi esifanele Sokukhokhiswa (bheka Ukubhekwa Kohlelo Lokukhokha
ku 4.3.3 ngezansi)

o Uma kukhona inkokhelo engaziwa ukuthi eyani Iklekhi Ekwazi Ukuthola Ama-akhawunti kumele
ikhulume ibhizinisi (Abahloli, ama-PMA, TGCSA OM, Umphathi Wezokumaketha Ngokuxhumana)
ukusiza ukubona lzakhiwo ezikhokhe imali engaziwa;

= Uma kukhokhiwe futhi kungasetshenziswanga izinombolo eziyi-10 ze-invoyisi
zisetshenzisiwe njengenombolo yenkomba yokukhokha lokho kukhokhwa kuzothathwa
njengokungaziwa:
e Ukukhokhwa kungalandelwa kuphela Ngenombolo Ye-invoyisi efanele.

=  Amaklekhi Akwazi Ukuthola Ama-akhawunti azothumela uhla lwezinkokhelo ezingaziwa
(Kumhloli, kuma-PMA, TGCSA OM, Umsizi we-OM we-TGCSA, Umphathi Wezokumaketha
Kwezokuxhumana we-TGCSA) njalo ngeviki;

= Ubufakazi Bokukhokha obufanele kumele buthunyelwe egatsheni Lezezimali:
debtors@southafrica.net isuka Esakhiweni noma Umhloli ukuginisekisa ukukhokha

okungaziwa okwenziwe Yizakhiwo.:
e  “Isiginisekiso sokukhokha “kumele sibe nalokhu okulandelayo:
o Usuku lokukhokha;
o lgama lomzuzi;
o Inombolo yenkomba evelayo esitatimendeni sasebhange se-TGCSA;
o Ngaphezu kwemininingwane vyesiginiseko sokukhokha, isakhiwo kumele
siginisekise ngokubhala ukuthi inombolo ye-invoyisi efanele kumele ifakwe khona.
= Ukukhokhelwa okungaziwa kumele kunikelwe ezinsukwini eziyisihlanu uma omkhokhi
esetholakele.
e Uma ukukhokhelwa sekwamukelwe Wuhlelo Lwezezimali kunokuhlanganisa Ohlelweni Lokugreda

ukuthi kuvele ukuthi ukukhokha kwamukelekile.

o Isakhiwo ngosuku olulandelayo luzogopha Uhlelo Lokugreda kukhompuyutha yabo
abayisebenzisayo njalo;
o Uma Isakhiwo sesinikwe Umhloli, Umhloli engenza amalungiselelo ckuphuma eyohlola Isakhiwo;
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Uma ingxenyana yokukhokha esuka Esakhiweni itholakele ezinsukwini ezingama-30 emuva
kokuthola i-invoyisi lokhu okulandelayo kuyenzeka:

o UHLELO LOKUGREDA luveza imali esele Ethuluzini Lomhloli Lokuphathwa Kwephothifoliyo;
o Ukulandelela Komhloli Esakhiweni magondana nengxenye ekhokhiwe:
= Umhloli kumele abheke Iphothifoliyo Yomhloli njalo, ngezimali ezingaphinsi kuka-R10
kumele axhumane ne-MPA ukuthola imvume yokuthi imali ekweletwayo isuse.
o lIsakhiwo ngeke siqophele ekhompuyutheni Yomhloli ngaphambi kokuthi i-invoyisi isikhokhelwe
yonke.
Uma Isakhiwo singakhokhanga ezinsukwini ezingama-30 zokuthola i-invoyisi okulandelayo

kuzokwenzeka:

o Uhlelo Lokugreda luzokhipha isikhumbuzo ngosuku lwama-30 kanye nolwama-60 mayelana
nama-invoyisi bese lisisa Esakhiweni kanye Nakumhloli;

o Umhloli kumele alandelele mayelana nemali engakhokhwanga Yisakhiwo;

o Uma Isakhiwo singakhokhi noma kunjalo ezinsukwini ezingama-85 kusuka osukwini lwe-invoyisi,
Uhlelo Lokgreda luzokhansela isicelo ngokuzenzekela:

= |rekhodi Lesakhiwo ligcinwe Ohlelweni Lwesakhiwo futhi lingasetshenziswa njengesibonelo
(Kuphela uma [sakhiwo sinike imvume);

» Uhlelo Lokugreda luzothumela umyalelelo ngamatafula okuhlangana Ohlelweni
Lwezezimali ukuthi kwakhiwe isaziso sesiKweletu sokukhansela i-invoyisi yokuqala uma
ingakakhokhelwa ezinsukwini ezingama-85 kusukela osukwini le-invoyisi;

s Uhlelo Lwezezimali lubuyisela Ohlelweni Lokugreda nenombolo yesaziso sesikweleti kanye
ngeminingwane ukuhlela imali esele Ohlelweni Lokugreda;

o Uma imali ikhokhwe ngokugcwele futhi yamukelwa ngaphambi kokuthi kuphela izinsuku
ezingama-85, Isakhiwo sinikwa Umhloli, futhi imininingwane Yesakhiwo izogopheka
kukhompuyutha Yomhlelo;

o Umhloli engahlela ukuhlolwa Kwesakhiwo

4,3.2, Ukukhokhelwa kanye Nokwaphulelwa Kwe-invoyisi
Abaqoqi belevi be-TOMSA bathola okunye okwaphulelwa ngokwesikhundla sabo (inkontileka
ekhona) futhi uma besesimeni esihle ne-TBCSA. Lokhu. kwaphulelwa kuphethwe, kulawulwa futhi
kuqgalwa ohlelweni lokugreda lwe-TGCSA kanye Ne-OM yomsizi we-TGCSA (Lapho ukwaphulelwa
kwe-TOMSA kungakathinteki ngokuzenzalela);
Lapho i-TGCSA OM noma i-OM yomsizi we-TGCSA iqala futhi ivumela isicelo, kudingeka ukuthi
baginisekise isicelo/ ukuvumela uma Umhloli kumele athole umyalelo maqondana nenani selilonke
lemali noma imali isiyonke emuva kokwaphulelwa;

Impahla ekhokhelelwa imali yabo yokuhlolwa:

o lzicelo zezimali ziphathwe, zilawulwa ziphinde zigalwe ohlelweni lokugreda yi-TGCSA OM,
Umsizi we-OM kanye nama-PMA;

o |-TGCSA noma i-OM yomsizi we-TGCSA engaqala ukwengeza izimali zangaphambilini esigabeni
sokuvunyelwa ngaphambilini kwezicelo ezintsha.
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o ; Uma izimali sezivunyelwe futhi nama-invoyisi ekhokhelwe ngokugcwele, impahla izogoshelwa
kukhompuyutha Yomhloli;
o Uma izimali zinqatshelwe, ukukhokwa kwemali yokuhlolwa kuzobe umsebenzi womnikazi

wempahla.

4.3.3. Okubhekwayo Uma Kudluliswa Izimali Ezikhokhwayo
e Zonke izimali ezikhokhwe ku-TGCSA zenzelwa amarisidi njalo ngosuku ngaphandle kwamakolidi,
izinsuku zokuvala ZEZOKUVAKASHA ENINGIZIMU AFRIKA kanye nezimpelasonto;

o Isitatimende Se-akhawunti Yasebhange se-TGCSA siyahlolwa njalo ngosuku ukubona imali
ekhokhiwe esesitatimendeni sangosuku lwangayizolo;

o Imali ekhokhiwe engena ku-akhawunti yasebhange ye-TGCSA namhlanje ingathatha amahora
angama-24 ukuthi ibonakale futhi yenzelwe irisidi kanye noma ngosuku olulandelayo
lokusebenza uma ikhokhwe ngempelasonto ngaphandle kwezinsuku zokuvala ZEZOKUVAKASHA
ENINGIZIMU  AFRIKA,  isikhathi  sokuvala  SEZOKUVAKASHA  ENINGIZIMU  AFRIKA
kuZibandlela/Masingana njalo ngonyaka, ezinye izinsuku ngokwekhalenda LEZOKUVAKASHA
EZINGIZIMU AFRIKA lapho iklekhi le-AR lizobe lingekho noma iholidi) okuzodinga izinsuku
ezisithupha zokusebenza;

¢ lgatsha Lezezimali kumele livale ezezimali njalo ngenyanga, futhi izinsuku zokuvala kumele
Umnyango wezezimali uzisho ekuqgaleni Konyaka Wezimali;

¢ Payments reflecting on TGCSA bank statement during the billing closure period can only be receipted
after the first day when the new period is opened; however, these receipts will be captured in the
first three working days after month end closing date. Therefore, these transactions will integrate
to Grading System only once the same has been receipted in the new period. Izimali ezikhokhiwe
ezivela esitatimendeni sasebhange se-TGCSA ngesikhathi sokuvalwa kwezezimali zingakhishelwa
amarisidi emuva kosuku lokugala lokuvulwa kwesikhathi esisha; kodwa, lamarisidi azofakwa
ezinsukwini ezintathu zokusebenza emuva kokuphela kwenyanga yosuku lokuvalwa. Ngalokho, lezi
zimali zizofakwa Ohlelweni Lokugreda kuphela uma sekwenziwe irisidi esikhathini esisha.

e Ukufakwa Ohlelweni Lokugreda kuzokwenzeka ngosuku olulandelayo emuva kokwenza irisidi
Ohlelweni Lwegatsha Lwezezimali. Uma isikhathi sokukhokha imali Segatsha Lezezimali sesivuliwe,
Isb. ekuphileni kwenyanga kuNdasa, isikhathi sikaNdasa sizovalwa kuphela mhla ziz-11 kuMbasa ka-
2016 (njengokuba lisho Ikhalenda Legatsha Lezezimali magondana nezinsuku ezizovalwa ngonyaka
olandelayo). Ngalokho, ukwenza amarisidi kwemali etholwe ku-akhawunti yasebhange ye-TGCSA
yesikhathi sezinsuku ezimbalwa zenyanga (kuncike ukuthi ukuphela kwenyanga akukho
ngempelasonto) kanye nakusukela sisi-1 kuMbasa ka-2016 kuzokwenzelwa irisidi mhla ziyi-12
kuMbasa ka-2016 (okuhlanganiswa mhla ziyi-13 kuMbasa ka-2016) mhla ziyi-13 kuMbasa ka-2016 (
Okuhlanganiswa mhla ziyi-14 kuMbasa ka-2016), mhla ziyi-14 kuMbasa ka-2016 ( Okuhlanganiswa
mhla ziyi-15 kuMbasa ka-2016);

e Ngalokho, njengokuba kwenziwe isibonelo ngenhla, ukwenza amarisidi ekuvalweni kokuphela
kwezinyanga kuzokwenzeka ezinsukwini ezintathu zokugala zokusebenza emuva kokuvalwa

kokuphela kwenyanga;
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¢ Okunye ukwenza amarisidi enyangeni kuzokwenziwa ezinsukwini eziMbili zokusebenza, kodwa,
ukwenza amarisidi kwenziwa kuphela lapho isakhiwo sisebenzise inombolo efanele yenkomba ye-
invoyisi;

» Enye imali efakiwe lapho inombolo yenkomba ye-invoyisi ingasetshenziswanga, Umbhloli kumele
ahambise i-POP esuka esakhiweni kanye nesiqinisekiso esisuka esakhiweni inombolo ye-invoyisi
ebiyenzelwe ukukhokha (QAPHELA: Umbhloli akukwazi ukuginisekisa ngokumela isakhiwo);

» Yonke imali ekhokhiwe engaziwa, izofakwa ohlwini lwezimali ezingaziwa oluzothunyelwa kubo
bonke Abahloli & ama-MPA njalo ngevikingaphandle kwezinsuku zokuvala ZEZOKUVAKASHA
ENINGIZIMU AFRIKA, isikhathi sokuvala SEZOKUVAKASHA ENINGIZIMU AFRIKA
kuZibandlela/Masingana njalo ngonyaka, ezinye izinsuku ngokwekhalenda LEZOKUVAKASHA
EZINGIZIMU AFRIKA lapho iklekhi le-AR lizobe lingekho noma iholidi);

o QAPHELA: Uma Umhloli engakwazi ukubona imali ekhokhiwe engaziwa, kumele athole i-POP
yasebhange & nesiqinisekiso lapho i-invoyisi ibikhokwe yisakhiwo bese ehambisa lolu lwazi
emnyangweni wezikweletu KWEZOKUVAKASHA ZASENINGIZIMU AFRIKA (Ngeke kwenziwe
amarisidi ngokugagela noam imininingwane esuka kumhloli - ulwazi oluzokwamukelwa i-POP &
nokuginisekiswa okusuka esakhiwo); Isibonelo, Lapho isakhiwo sisebenzise inombolo yenkomba
okungeyona, isakhiwo kumele sihlinzeke i-POP & nesiqginisekiso senombolo ye-invoyisi
esiyikhokhelayo kumhloli. Umhloli udlulisela ulwazi olufanayo ezikweletini ZEZOKUVAKASHA
ENINGIZIMU AFRIKA. Kubalulekile ukugaphela ukuthi Umhloli akukwazi ukuginisekisa inombolo
ye-invoyisi ngokwakhe esikhundleni sesakhiwo.

¢ Amadiphozithi amasheke athatha izinsuku Eziyishumi futhi akwazi ukuthi kwenziwe amarisidi awo
ngosuku lokugala lokusebenza ezinsukwini Eziyishumi;

¢ Ukukhokha okuncane kumele kulandelelwe abahloli ngokushesha kanye nangansuku zonke. Abahloli
kumele basebenzise ithuluzi le-APM ukuphatha onke ama-invoyisi angakakhokhelwa. Ama-PMA
okuphatha kanye nokulandelela kwabahloli ezimalini ezingakakhokwa kanye nalapho abahloli
bengaphethe izimali ezingakakhokhwa ngokwethuluzi lama-PMA kumele aqaphele okufanayo
ekubhekweni kokusebenza komhloli konyaka;

s Ama-PMA alandelele ukushoda isb. imali eshodayo ewu-R10 & ngaphansi - ama-PMA kumele
aqinisekise ukuthi kuchaziwe ukuthi Yingani lezi zimali kumele zaphulwe futhi nokuthi isicelo
sokwaphulela sifinyelela kuMphathi Wezezimali okungenani ezinsukwini eziyisishiyagalombini
zokusebenza ngaphambi kosuku lokukhanselwa kwempahla (Lapho kunesidingo).
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4.4, Application for Renewal of Grading Isicelo Sokuvuselelwa Kokugredwa
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4.4.1. Isicelo Sokuvuselelwa Kokugredwa - Ukuchazwa Ngamagama Kohlelo

e Ngemininingwane egcwele yohlelo lokuvuselela, bheka i-CR162

¢ Uhlelo Lokugreda luzobona zonke Izakhiwo ekumele Kuvuselelwe Ukugredwa kwazo;

¢ |zakhiwo zithunyelelwa imeyili phakathi kwezinsuku eziyi-180 kanye no-120 ukuthi zivume imigomo
kanye nemibandela kugala bese i-invoyisi iyakhishwa. Uma imigomo & nemibandela yamukeliwe, i-
invoyisi izokhishwa njengokuba kuchaziwe ngezansi. Uma kungenjalo, sizophelelwa yisikhathi futhi
sizokhanselwa uma usuku lokuphelelwa yisikhathi selufikile. Amalunga angaphumeleli ukungena
athunyelwa i-invoyisi noma kunjalo kanye nokwamukela Imigomo njengokuba kwenziwa kulesi
sigaba sokukhokha.

¢ |zakhiwo ezitholakala ukuthi zidinga ukuvuselela i-invoyisi uma ubulunga bazo buzophelelwa
yisikhathi ezinsukwini ezingama-90 zosuku lokuphelelwa yisikhathi kwezakhiwo;

e Uhlelo Lokugreda luzothumela igogo lempahla enemininingwane ye-invoyisi ngamatafula
okuhlangana lapho ukugreda kumele kuvuselelwe Ohlelweni Lwezezimali (uhlelo lokubiza imali)
njalo ngenyanga;

e Ohlelweni Lwezezimali ama-invoyisi ayakhishwa bese ethunyelwa ngemeyili yoMkhandlu Wokugreda
Wezokuvakasha kanye Nomhloli enyangeni yezinsuku ezingama-90 ngaphambi kosuku lomngamula
juqu yobulunga (usuku tokuphelelwa yisikhathi), nezikhumbuzo ezithunyelwa njalo ezinsukwini

ezingama-30 emuva kwalokho:

o Onke ama-invoyisi okuvuselela ayadluliswa enyangeni yezinsuku ezingama-90 ngaphambi kosuku
lokuphelelwa yisikhathi, ngalokho, lama-invoyisi azokhishwa aphinde ahanjiswe kuphela
ngosuku lokugala emuva kokuvulwa Kohlelo Lwezezimali olusha.

¢ Iklekhi Elithola Ama-akhawunti kumele libuyekeze izitatimende zasebhange ze-TGCSA njalo ngosuku

ukubona imali ekhokhwe Yizakhiwo.:

o lklekhi Elithola Ama-akhawunti kumele abe amarisidi email ekhokhiwe, ngokwesigaba 4.3.1:
= Lokhu kuncike esikhathini Sokubiza imali esifanele (bheka Ukubhekwayo Uma Kudluliswa
Ukukhokhwa 4.3.3 ngenhla)

¢ Imali kumele ikhokhwe lungakafiki usuku lokuphelelwa yisikhathi lobulunga obukhona, imali kumele
yamukelwe futhi yenzelwe irisidi ngaphambi noma ngosuku lokuphelelwa yisikhathi;

e Uma ingekho imali ekhokhiwe, Uhlelo Lokugreda luzokhipha izikhumbuzo mayelana nama-invoyisi,
ngosuku lwama-60 kanye nosuku lwama-30 ngaphambi kosuku lokuphelelwa yisikhathi futhi
luthumele izikhumbuzo Ezakhiweni kanye Nakumhloli;

e Uma imali ingakhokhwanga futhi ingenzelwanga irisidi (ukwaphulelwa uma kunesidingo) ngosuku
lokuphelelwa yisikhathi kanye nasezinsukwini Eziyishumi, ubulunga besakhiwo buphelelwa yisikhathi

kanje:

o Ubulunga Besakhiwo buyakhanselwa ngokuzenzakalela Uhlelo Lokugreda emuva kwezinsuku
ezingama-21 emuva kokuphelelwa yisikhathi sobulunga, kodwa irekhodi Lesakhiwo ligcinwe
Ohlelweni Lokugreda;

o Uhlelo Lokugreda luzothumela umyalelo Ohlelweni Lwezezimali ukuthi lwakhe isikweletu

ukukhansela i-invoyisi yokugala eyenzeka ngosuku lokuqala emuva kokuhambisa;
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o Uhlelo Lwezezimali lubuyisela emuva OHLELWENI LOKUGREDA nenombolo yesikweletu kanye
nemininingwane okwenza imali ekweletwayo Ohlelweni Lokugreda, isaziso esizenzakalayo
Sokukhanselwa Kobulunga sithunyelwe Esakhiwenti;

o lIsakhiwo siyasuswa ngokuzenzakalela ohlwini lokugreda lwewebhusayithi Ngolwesithathu
olulandelayo ntambama uma Uhlelo Lwezezimali, Uhlelo Lokugreda kanye neWebhusayithi
sekwazi.

¢ Uma imali itholwe emuva kokupheliswa kobulunga okulandelayo kuzokwenzeka:
o Imali leyo izothathwa njengemali engaziwa uma isakhiwo singafaki isicelo;
o Ukumakethwa Kwebhizinisi Kwe-TGCSA kuzodingeka ukuthi kuthole imvume ye-CQAP kanye
ne-CFO ukuthi kwabiwe ama-invoyisi amasha emuva kokuthi isakhiwo sesifake isicelo esisha;

o Isakhiwo siyasuswa ngokuzenzakalela kuwebhusayithi yohlu lokugred.

4.4.2. Ukukhokhelwa kanye Nokwaphulelwa I-invoyisi
¢ Mayelana nokukhokhelwa kanye Nokwaphulelwa, Bheka 4.3.2
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4.5. Ukuhlolwa Kwesakhiwo
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Physical Assessment of Establishment
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Establishment
assigned to
Assessor

Synchronize laptop application
dally te receive an update of
all newly assigned properties

form Database

Schedule assessment and
update Grading system . . Within 5 calendar days of assignment of Establishment to the
: Assessor
. Conduct grading assessment on a new membershlp within 4
months from date of invoice payment reflecting in Grading
system

as the . Conduct grading assessment for renawals — from the date of
Establishment the invoice payment reflecting on Grading System and
No requested informatlon Ye Establishment assigned to the Assessor but before the
ahead of the Monthly Property Approvals EXCO Meeting within the month
eetin Forward requested of expliry.

informatfon to
establishment

On arrival at Establishment,
explain the standards and
processes of becoming graded
before beginning the assessment

Assess the establishment using
the relevant category minimum
requirements and grading criteria

Discuss and agree preliminary

results, Including Dispensation

and Grace Perlod requests and
way forward with Establishment.

as the
establishment
No requested dispensation Ye

or grace

eriod Motivations should be

provided in writing as

part of the application

Clarify Star
... | Recommendations and
Sign all post assessment forms Category &s recorded on
with the Establishment e.g. the consultation Form

assessment consultation form

Establishment details to be
confirmed during assessment:
e Verified Room rates

. Number of rooms

. Contact information

Update Establishment details
when applicable

Complete all administrative tasks
and reporting on Grading system,
attaching all supporting Required supporting documentation:
documentation 3 Photographs taken by the Assessar
. Signed Assessment Consultation Form
. Letter of Motlvatlon for Dispensation
&/ Grace Perod (If Applicable}
. Universal Accessibility non compliance
ion form (when )
. QOther required documents where
applicable to specific categorles

Submit the assessment report and
supporting documents to PMA
through Grading system

D

Company Confidential

Grading system

d of updated
information and assignments to
Assessor laptop through Assessor
initiated synchronization

Upload of updated Establishment information
and assignments to Provincial Master Assessor

No later than 7

calendar days after Establishment assessment

assessment report and supparting
documentation submitted
Pre-Screening of
Motjvatlon from
Assessor
i
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4.5.1. Ukuhlolwa Kwesakhiwo - Ukuchazwa Ngamagama
¢ Ukuhlolwa Kwesakhiwo kungenziwa kuphela uma Isakhiwo sinikwe Umhleli;
¢ Umhloli kudingeka ukuthi afake ulwazi Lohlelo Lokugreda kukhompuyutha njalo ukufaka impahla
entsha efakiwe Ohlelweni Lokugreda;
e Ulwazi Lwesakhiwo luzofakwa kukhompuyutha Yohlelo Lokugreda kanye nokunikwa okugcinwe
kukhompuyutha Yomhloli;
e Umhloli kumele ashedule ukugokwa kanye nokubuyekezwa Kohlelo Lokugreda:

o Ukuhlolwa kumele kushedulwe ezinsukwini eziyi-5 zekhalenda zokunikwa Kwesakhiwo
Umbhloli;
o Umhloli uzobe esefaka usuku olusheduliwe kukhompuyutha yethuluzi Lohlelo Lokugreda, ukuze
kugcinwe ubufakazi futhi akhumbule usuku lokuhlola;
o : Umhloli kumele enze ukuhlola kokugreda ngaphakathi kwalezi zikhathi ezinqunyiwe:
= Mayelana nezicelo ezintsha - ezinyangeni ezi-4 zekhalenda kusukela osukwini lokuvela
Ohlelweni Lokugreda kokukhokhelwa kwe-invoyisi;
= Mayelana nokuvuselelwa - kusukela osukwini lokuvela Ohlelweni Lokugreda kokukhokhelwa
kwe-invoyisi kanye Nesakhiwo esinikwe Umbhloli kodwa ngaphambi Komhlangano we-EXCO
Wokuvunyelwa Kwempahla enyangeni yokuphelelwa yisikhathi;
= Uma Umhloli engalandeli izikhathi ezishiwo, impahla izokhishwa ethuluzini lakhe bese
inikwe abanye Abahloli ukugqinisekisa ukuthi imithetho yebhizinisi iyalandelwa.
o Uma Isakhiwo sicele ulwazi ngaphambi kokuhlolelwa ukugoka Umhloli kumele anike ulwazi
Kusakhiwo.
e Ekufikeni Esakhiweni, Umhloli kumele achaze amazinga kanye nezinhlelo zokugredwa ngaphambi
kokuhlolwa;
e Umhloli kumele ahlole Isakhiwo esebenzisa uhlobo olufanele lwezimfuneko kanye nohlobo
lokugreda;
¢ Umhloli kumele adingide futhi avume imiphumela eyandulelayo, okuhlanganisa Ukuxolelwa kanye

Nesikhathi Somusa kanye nenqubekela phambili Yesakhiwo:

o Uma impahla ingahlangabezani ne-MER kodwa befuna ukugalisa futhi bekwazi ukuqalisa
izimfuneko, incwadi Yesikhathi Somusa yenziwa yimpahla;
o Uma impahla ingahlangabezani ne-MER futhi ingakwazi ukuqalisa izimfuneko ngezizathu
ezizwakalayo, Incwadi Yesicelo Sokuxolelwa yenziwa impahla;
o Uma isakhiwo sicele ukuxolelwa noma isikhathi somusa, izizathu kumele zihlinzekwe ngokubhala
njengengxenye yesicelo.
e Umhloli kumele asayine onke amafomu uma sekugediwe ukuhlola Nesikhungo isb. ifomu

lokuxoxisana ngokuhlola:

o Umhloli kumele acacise izincomo ezisemgoka kanye nohlobo njengokuba kurikhodiwe Efomini
lokuhlanhana.

¢ Umhloli kumele afake eminye imininingwane Yesakhiwo lapho kunesidingo:

o Iminininingwane Yesakhiwo kumele iqinisekiswe ngesikhathi sokuhlola;
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» Imali eqinisekisiwe Yamagumbi;

Inani lamagumbi;

Imininingwane yokuxhumana.

Umhloli kumele agede yonke imisebenzi yakhe yokuphatha kanye nokubika Ngohlelo Lokugreda,

ngokufaka imiqulu esekelayo:

o Imiqulu edingekayo yokweseka ihlanganisa:

Izithombe ezithathwe Ngumhloli;

Ifomu Lokuhlangana Lokuhlolwa elisayiniwe;
= |ncwadi Enencazelo Yokuchithwa &/ Isikhathi Somusa (Uma Kunesidingo)

Ukutholakala kwefomu lokuhlangana lokungalandeli {lapho kunesidingo)

= Eminye imiqulu edingekayo efanele yezinhlobo ezithile.
e Umhloli kumele ahambise ukuhlola kanye nemiqulu esekelayo ku-PMA Ngohlelo Lokugreda
kungakadluli ezinsuku eziyi-7 emuva kokuhlolwa;

s Uhlelo Lokugreda lufaka ulwazi olubuyekeziwe Lwesakhiwo kanye nokunikelwa Kumhloli Omkhulu
Wesifundazwe ngokufaka komhloli ulwazi kukhompuyutha njalo;

Umhloli Omkhulu

e Uma ukuhlolwa kanye nemiqulu eyesekayo Kwesakhiwo sekuhanjisiwe,

Wesifundazwe uzogala uhlelo lokuskrina twangaphambilini

Inqubo Yomhloli Yokuvakashela Endaweni

1. Ngaphambi kanye nangosuku lokuhlola Umhloli kumele afonele ikhasimende ngomhlangano.
2. Umhlelo uzokwenza ukuhlola ngendlela elandelayo:

Impahla evuselelwayo
Gewalisa uhlu lokuhlola lwe-MER (izimfuneko)-

Impahla entsha
Gewalisa uhlu lokuhlola twe-MER-
Lokhu kuzonquma ukuthi ngabe impahla iyifanele
yini inkanyezi eshiwo yokugreda kanye nohlobo
okufakwe isicelo salo.

Lokhu kuzonquma ukuthi ngabe impahla iyifanele
yini inkanyezi eshiwo yokugreda kanye nohlobo
okufakwe isicelo salo.

Gwalisa uhlu lokuhlela Ikhwalithi-

Loku kuzonquma ukuthi iphuzu lokuthi impahla
izogqongelela futhi lokhu kuyasho ukuthi iyiphi
inkanyezi yokugreda impabhla esifanelayo.

Gwalisa uhlu lokuhlola Ikhwalithi-

Loku kuzonquma ukuthi iphuzu lokuthi impahla
izogongelela futhi lokhu kuyasho ukuthi iyiphi
inkanyezi yokugreda impabhla esifanelayo.

Gewalisa uhlu lokuhlola lwe-AU- Gewalisa uhlu lokuhlola Iwe-AU (ukutholakala

Ifomu lonke kumele ligcwaliswe uma kwenzelwa
impahla entsha ukuze kubonwe ukuthi impahla
ikufanele yini ukugredwa ngokwe-UA. Futhi
ukubona ukuthi kungenzeka yini ukuthi impahla
yenze ukugredwa kwe-UA.

kuwo wonke umuntu)-

Ifomu lonke kumele ligcwaliswe uma kwenzelwa
impahla entsha ukuze kubonwe ukuthi impahla
ikufanele yini ukugredwa ngokwe-UA.

Uma impahla ingakwazanga futhi isaphinda
ingakwazi ukugredwa uhlu lokuhlola lungamakwa
njengokungekho.

Ukusayini ifomu le-UA lokungafakwa-
Uma impahla ingakwazanga ukugredwa ngokwe-UA

bazogcwalisa baphinde basayine ifomu
lokwamukela lokho.

Ukusayini ifomu le-UA lokungafakwa-

(ukutholakala kuwo wonke umuntu). Leli fomu
ligcwaliswe laphela futhi lasayinwa uma tlungekho
uhla lokuhtolwa lwe-UA uma impahla
ingakakulungeli ukugredwa kwe-UA ekuhlolweni
kwayo kokuvuselelwa.

Gewalisa umbiko Wokuvakasha-

Gcecwalisa umbiko Wokuvakasha-
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. Lo mbiko uhlanganisa imininingwane efinggiwe
yempabhla. Izindawo zokwenziwa ncono kanye

nezindawo zamandla kanye nokufinggwa kwezinga nezindawo zamandla kanye nokufingqwa kwezinga
lempahla. Izinga linquma umphumela wokugredwa lempahla. Izinga linquma umphumela wokugredwa

ngokwenkanyezi.

Uku cwalisa kan e nokusa °‘na ifomu
Lokuhlan ana-

Leli fomu kumele Lisayinwe Umhloli kanye
nomnikazi wempahla ngokuvumelana
ngomphumela wokuhlolwa okwenzekile kanye
nokugredwa ngokwenkanyezi okunconyiwe
kwempabhla. Leli fomu lazise ikhasimende ukuthi
lilindele ini emuva kokuthi kuvunyelwe ukugreda.
Uku cwalisa ithem ulethi ezithombe
sokuhlolwa-

Izithombe ezihambisana nokuhlolwa zifakwa kule
thempulethi. Lokhu kusiza ekuvumeleni
ngaphambilini kwempahla njengoma i-PMA
ingabona ukuthi yini ehleliwe.

Amathempulethi ezithombe e-UA ayafuneka nawo
ukuze akhombise ukuthi impahla ikufanele noma
ayikufanele ukuthi isetshenziswe yiwo wonke
umuntu.

(Izithombe ezintsha kumele zisetshenziswe, uma
kunanoma yiziphi izithombe zeminyaka edlulile
ezisetshenzisiwe Umbhloli kumele akudalule lokho
futhi abeke ngesizathu)

Ukuhlola okun a humelelan a-

Impahla engahambisani nezimfuneko zokugreda
ukulinganiswa kwenkanyezi ethile, kumele
ihanjiswe nokugreda okungaphumelelanga.
Incazelo ebhaliwe kanye nezithombe kuyadingeka
ukuchaza ukuhambisa okungaphumelelanga.

Izicelo Zesikhathi Somusa

ngokwenkanyezi.

Uku cwalisa kan e nokusa 'na ifomu
Lokuhlan ana-

Leli fomu kumele Lisayinwe Umhloli kanye
nomnikazi wempahla ngokuvumelana
ngomphumela wokuhlolwa okwenzekile kanye
nokugredwa ngokwenkanyezi okunconyiwe
kwempahla. Leli fomu lazise ikhasimende ukuthi
lilindele ini emuva kokuthi kuvunyelwe ukugreda.
Uku cwalisa ithem ulethi ezithombe
sokuhlolwa-

Izithombe ezihambisana nokuhlolwa zifakwa kule
thempulethi. Lokhu kusiza ekuvumeleni
ngaphambilini kwempahla njengoma i-PMA
ingabona ukuthi yini ehleliwe.

Amathempulethi ezithombe e-UA ayafuneka nawo
ukuze akhombise ukuthi impahla ikufanele noma
ayikufanele ukuthi isetshenziswe yiwo wonke
umuntu.

(Izithombe ezintsha kumele zisetshenziswe, uma
kunanoma yiziphi izithombe zeminyaka edlulile
ezisetshenzisiwe Umhloli kumele akudalule lokho
futhi abeke ngesizathu)

Ukuhlola okun a humelelan a-

Impahla engahambisani nezimfuneko zokugreda
ukulinganiswa kwenkanyezi ethile, kumele
ihanjiswe nokugreda okungaphumelelanga.
Incazelo ebhaliwe kanye nezithombe kuyadingeka
ukuchaza ukuhambisa okungaphumelelanga.

- Ukun uselwa

Lapho impahla yenze ncono ezakhiweni zabo
okuzoba nomthelela ekugredweni kwayo, incazelo
ebhaliwe kanye nesithombe kuyadingeka ukuveza
ushintsho olufunekayo.

Ukwehlisa

Lapho impahla yehlisiwe ekugredweni
kwenkanyezo, incazelo ebhaliwe kanye
nesithombe kumele kuhlinzekwe isimo sezakhiwo
esizohambisana nokugredwa kwenkanyezi
okunconyiwe.

» Isikhathi somusa yisikhathi esinikwe impahla ukuze isizwe ekwenzeni izimfuneko ezidingekayo ukuze

ihambisane nezinga elifanele efakelwa isicelo kulo;

+ Isikhathi somusa siyizinyanga ezintathu kodwa izinyanga eziyisithupha zivumelekile;

¢ Impahla kudingeka igonde ukuthi ngeke bathole iplakhu yabo yokugreda kuze kuba isikhathi somusa

esiceliwe siphele ngokufanele.

Ukuginisekisa okubhaliwe kanye nezithombe ezidingekayo

njengesiginisekiso sokugeda isikhathi somusa;

s Incwadi yesikhathi somusa idinga ukuba ne-logo yempahla futhi isayinwe umnikazi wempahla noma

umphathi okhona;
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Umhloli uzohambisa incwadi yesikhathi somusa kanye nemiqulu yokuhlolwa ukuthi i-PMA ibheke;
Usuku lokuphelelwa yisikhathi isakhiwo asikwazi ukushintsha ukuvumela isikhathi somusa;
Ukuvuselelwa kwama-invoyisi kukhishwa enyangeni ezinsukwini ezingama-90 ngaphambi
kokuphelelwa yisikhathi noma ngabe kukhona isikhathi somusa;

Uma isikhathi somusa singantshiwe, kuzothunyelwa umyalezo Kumhloli mayelana ngalokho
ezinsukwini eziyi-7 zekhalenda Zomhlangano Wanyanga zonke we-Exco Wokuvunyelwa Kwempabhla;
Umhloli uzobheka impendulo esuka ku-PMA bese eyihambisa olunye ulwazi olwengeziwe. (izinsuku
ezi-2 zokusebenza zokuhambisa kabusha ziyasebenza zokuthi impahla ihanjiswe Umhlangano
Wanyanga zonke Wokuvumela Impahla we-EXCO ongaphelelwa yisikhathi ngaphansi kosuku olu-1)
I-PMA izobheka impendulo enye futhi uma igculisekile izohambisa impahla emhlanganweni

Wanyanga zonke Wokuvunyelwa Kwempahla we-EXCO.

Izicelo Zokukhululwa

Ukukhulutwa kunika imvume ukuthi impabhla ingabe nezimfuneko ezithile ngenxa yezizathu ezifanele
ezivunywe Umkhandlu Wokugreda;

Isicelo sokukhululwa sizobhekwa Umhloli Omkhulu Wesifundazwe (PMA) ekubhekweni kwe-PMA
(ekuskrinweni kwangaphambilini) futhi uma i-PMA ivumelana nezizathu zokukhululwa bazothumela
isicelo Kophethe Ukubheka;

Umphathi Wokusebenza uzobheka isicelo sokukhululwa furhi uma evumela isicelo noma incazelo
yaso, kuzodluliselwa Emhlanganweni Wanyanga zonke Wokuvunyelwa Kwempahla we-EXCO.
Ukukhululwa kuzobhekwa emhlanganweni Wanyanga zonke Wokuvunyelwa Kwempahla we-EXCO
futhi uma bevumelana kuhanjiswa Ekomidini Eliginisekisa Ikhwalithi, Ukuhanjiswa kwemiboo, ukuze
kuvunyelwe. lkomidana Lokuginisekisa Ikhwalithi lizoveza ukuvuma/ukungaba isicelo sokukhululwa
ezinsukwini eziMbili (2) zokusebenza.

Uma ukukhululwa kuvunyelwe Yikomidana Eliginisekisa lkhwalithi, impahla izoyiswa komunye
Umhlangano Wanyanga zonke Wokuvunyelwa Kwempahla we-Exco ukuze kuvunyelwe ukugredwa
kwayo;

Uma ukukhululwa kungatshiwe Yikomidana Lokuginisekisa lkhwalithi, isinqumo sizodluliselwa
Kumhioli nempenduli yenqubekela phambili;

Umhloli kumele azise ' abempahla ngenqubekela phambili ngaphambi kokuhambisa futhi
Emhlanganweni Wanyanga zonke Wokuvunyelwa Kwempahta we-EXCO.
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4.6. Incazelo Esuka Kumhloli Yokuhlolwa Ngaphambilini

Pre-Screening of Motivation from Assessor

Provincial Master Assessor

Establishment ansite:
assessment completed

Reviewll reports

Operations Manager Assessor

and supporting
Establishment documentation
‘f,:‘:,’:‘i"' submicied oy Pravincial Mast.r Assessor must check the following:
sorporting provels fondback . mar - ng collateralIs current, correct and Isin line with the assessor
documents . report Wed = colisteral is wrue and authentic
«  Thecollat ral must bein the format required by the Monthly Property
Approvals Bxco Meeting
withn 7 ealendar ) If thereis Unlw;siA:lmsshlity grading recommended, thera must be
days of recelving et noeradera
Erteston «  (ftherels nupgrade/downgade grading recommended, there must be
,,:“ :‘ o accompa  ng collateralin the prescribed format and a proper motivation
soes m Assess +  Ensureth the establi d have accept terms of
the submissi the tonsu atian by signing the Assessment Consultation Form.
Include Grace peviod Ye . Verify tha written mnﬁﬂlion's are pravided for each issue for which a
ad/or Dispensatl dispensati  and or grace period has been requested
requests? o Conducta omparison on between new and past collateral where relevant
toverify sessmentoutcomes
Are the
o motivations clear g
nd acceptabl
Yes
Provide written Feedback channels:
feedback 1o the «  OnGrading system
assessor rasing ssues . Emal
10 be addressed, and «  Phone
o seturn the submission o sms
motivations Bl to the Assessor
Grace Period <i:bmitte- Dispensation
Address issues raised
and send the
‘Wgﬂ and send submission back to the
race Perio o P°"""'°"‘h PMA with a stranger
Yes approved? No  Manager for ;"‘ er clearar motivation
#pprovd Submit dispensation
Recard that Send to M;::Zs::::he
Grace Period Assessor for for final approval
has been review and
granted update
Y spensation
approved?
Reasons for declinlng Grace Periods: Sendto Grading Sendto
- PMA does not agree with the extension , Councl {formerly Assessar for
- Too many MERs that they da not camply with Awards Committee] review and
s IFthere are more than 4 MERs nat being for review and update update
complied with,
o The decision s also Influenced by impact of MER
and seale of carrective measures required:.
Time it wil toke to oddress Within7
Humber of rooms offected calendar éa
«  Siwofestablishment afterthe
e et ks quarterly Provide written
ity or
meeting feedback to Assessor,
Yes submissien camp N
ovenall?
‘Submit Complying
Establishments to P
mativations
Mw;:'v "mlvﬂﬂv or the submission has feedback to Assessor,
provals exceptions/dispensation
BXCO meeting requests requiring.
Management advice
Establishments.
submitted ko Monthly
Property Approvals
EXCO meeting Review PMA feedback,
substantiate and/or
Consult Operations submitrequires
Monthly Property P additional Information.
Approvals EXOO a5 Provide advice and determina
Meeting ifthe Eswblishment shoukd be
[+ included in the Monthly
Property Approvals
EXCO Meeting
Resubmit within 2 working days
Canthe afterreceiving feedback,
establishment be (Nate: The deadiine for
Included In the Manthly resubmissions
Yes Propenty Approvals No to be considered is the cut
' Meetin off for the upcoming
L Monthly EXCO Property
Provide wiitten Meetingless 5
feedback to Assessor Provide written days)
and Provindial Master feedback to Assessor
Assessor and submit and Provindal Master
Establishment to Assassor
Monthly Prop:
Approvals EXCO Meeting
Establishments
submltted to Morchly
Propery Approvals
EXCO Meeting
Manthly Property
Approvals EXCO

Phase

SAT6Q-PRO-04
Revision 22

SOUTH AFRICAN TOURISM

Awards Committee

esubmit within 2 working days
after recciving feedback,
{Note: The deadline for
resubmisslons
0 be considered isthe cut

off for the upcoming

Monthly EXCO Property
Meeting less 5 days)

Review request for
Dispensation and
determine if it an
be 2pproved

Yo lspensatio
pprave

No

send o
Assessor for
review and

update
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4.7. Ingaphambi kokuhlolwa Kwembangela okusuka Kumhloli- Incazelo Yamagama

¢ Uma umbiko wokuhlolwa Kwesakhiwo kanye nemiqulu eyesekayo kuhanjisiwe, Umhloli Ophezulu
Wesifundazwe (PMA) engabheka izinto ezilethiwe esisuka Kubahloli.
e The PMA must review all reports and supporting documentation submitted by Assessor: I-PMA kumele

ibheke onke imibiko kanye nemiqulu eyesekelayo okuhanjiswe Umhloli:

o Okufakiwe Isakhiwo, kanye nayo yonke imiqulu eyesekayo efanele eqediwe ngesikhathi
sokuhlolwa;
o I-PMA kumele ibheke ukuhanjiswa bese ihlinzeka impendulo ezinsukwini eziyi-7 zekhalenda
emuva kokuhanjiswa Umhloli:
= Impendulo igcinwa Ohlelweni Lokugreda, futhi kumele idowulodiwe njalo;
= Kodwake, impendulo maqondana Nohlelo Lokugreda ingalandelwa okunye ukuxhumana,
okungaba imeyili, i-SMS kanye nocingo okwenziwa kuphela uma kunesimo esiphuthumayo,
isb. uma kusondete ukuphela kwesikhathi.
e |-PMA kumetle ibheke:

o Ukuhambisana kokumaketha okwamanje, kusesimeni esifanele futhi kuhambisana nombiko
wokuhlola ohlinzekiwe - ukuhambisana kuyiniso futhi kuyakholakala;

o Ukuhambisana kumele kube sesimeni esidingekayo Umhlangano Wanyanga zonke Wokuvunyelwa
Kwempahla we-Exco;

o Uma kunokugredwa kokukutholakala Kwawo Wonke umuntu, kumele kube nokuhambisana;

o Uma Kkunokwenyuswa/ukwehliswa okunconyiwe, kumele kube nokuhambisana kwendlela
enqunyiwe kanye nencazelo efanele;

o Uma kunesincomo sokugreda okungaphumelelanga, kumele kube nokuhambisana kwendlela
enqunyiwe kanye nencazelo efanele;

o Ukuginisekisa ukuthi Isakhiwo kanye Nohloli bamukele imibandela yomhlangano ngokusayina
Ifomu Lomhlangano Wokuhlola;

o Ukuginisekisa ukuthi incazelo ebhaliwe ihlinzekiwe udaba nodaba lapho ukukhululwa kanye
nesikhathi somusa kuceliwe;

o Ukwenza ukughathanisa phakathi kokuhambisana okusha kanyenokwangaphambilini lapho
kufanele ukuginisekisa imiphumela yokuhlola.

¢ Ukuhambisa kuhlanganisa izicelo Zesikhathi Somusa/ noma Ukukhutulwa i-PMA kumele ibheke ukuthi

izizathu zicacile futhi zamukelekile:

o If the motivations are not clear and acceptable the PMA must: Uma izizathu zingacacile futhi
zingamukelekile i-PMA kumele:
= Provide written feedback to the Assessor raising issues to be addressed, and return the
submission to the Assessor; lhlinzeke ngempendulo Umhloli ngokukhuluma ngezinto
ezibhekiwe, bese ibuyisela ukuhambisa Kumhloli;
= Umhloli kumele akhulume ngezinto eziphakamisiwe bese ebuyisela ku-PMA nesizathu

esiginile futhi esicacile;
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o Uma sezicacile futhi zamukelekile ukuvunyelwa okufanele kumele kunikezelwe:
= Ukukhululwa:

I-PMA kumele ivume Ukukhululwa bese ithumela Umphathi Wokusebenza ukuthi
aphinde avumele, Ukukhululwa kuzokwethulwa Emhlanganweni Wazinyanga zonke
Wokuvunyelwa Kwempahla we-Exco;
Umhlangano Wazinyanga zonke Wokuvunyelwa Kwempahla we-Exco uzovumela bese
uhambisa izicelo zokukhululwa emhlanganweni Wekomidana Lokuginisekisa Ikhwalithi
ukuze ivunyelwe okokugcina;
Ikomidana Lokugqinisekisa Ikhwalithi lizobheka Ukukhululwa bese linquma ukuthi
lingakuvumela yini;
Umhloli kumele anike impendulo Kumbhloli ezinsukwini eziyi-7 zekhalenda emuva
komhlangano wekota yonyaka Wekomidana Lokuginisekisa Ikhwalithi;
Uma ukukhula kungavumelwanga yinoma yibaphi abanegunya lokuvuma, kuzobuyiselwa
kumbhloli ukuthi abheke kabusha:

o Umhloli kumele akhulume ngezinto eziphakamisiwe bese ebuyisela ku-PMA

esizathi esicacile.

. Uma ukukhulula kuvunyiwe, kumele kugoshwe Ohlelweni Lokugreda.

= |zikhathi Zomusa:

Uma Isikhathi Somusa singavunyelwa yinoma yibaphi abanegunya lokuvuma,
kuzobuyiselwa Kumhloli ukuthi abheke futhi:
o Umhloli kumele akhulume ngezinto eziphakamisiwe bese ebuyisela ku-PMA
esizathi esicacile.
Izizathu zokunqaba lzikhathi Zomusa:-
o |-PMA ayivumelani nokwengezwa;
o Ama-MER amaniningi awalandeli:
= Uma kunama-MER angaphezu kwa-4 angalandelwanga;
=  Umthelela wesinqumo ama-MER kanye nezinye izinto ezidingekayo:
e Kuzothatha isikhathi ukubhekana;
¢ Inani lamagumbi athintekayo;
e Usayizi Wesakhiwo;
e Ezokuphepha;
¢ Ubungozi.
Uma Isikhathi Somusa sinikiwe kumele kuqoshwe Ohlelweni Lokugreda.

¢ Umhloli kumele anqume ukuthi ukuhambisa ngakunye kuhambisana nezimfuneko sezizonke

zokugreda (ngokubheka ukukhululeka kanye Nezikhathi Zomusa okuceliwe, uma kufanele)

o Uma ukuhambisa kuhambisana nakho konke i-PMA izohambisa ukulandela Kwesakhiwo

Emhlanganweni Wanyanga zonke Wokuvunyelwa Kwezakhiwo we-EXCO.

o Noma ngabe yikuphi ukuhambisa okungalandeli nhlobo, hlinzeka impendulo ebhaliwe Yomhloli:

= Umbhloli kumele abheke impendulo ye-PMA bese eyesekela kanye/noma ahambise eminye

imininingwane emahora angama-48 okuthola impendulo;
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= [sikhathi esiwumngamulajuqu sokuhambisa futhi ukuphela Komhlangano Wanyanga zonke

Wokuvunyelwa Kwempahla we-EXCO ozayo ngaphansi kwezinsuku eziyi-5.

o Ukuhambisa noma vyikuphi okuqukethe incazelo engakaze ibe khona noma ukuhambisa
okunesicelo sokukhululwa okucela iseluleko Sabaphathi, i-PMA ixoxisana Nomphathi
Wokusebenza:

= Umphathi Wokusebenza kumele ahlinzeke iseluleko bese enquma ukuthi Isakhiwokufanele
yini ukuthi sifakwe Emhlanganweni Wanyanga zonke Wokuvumela Impahla we-EXCO.

e Umphathi Wezokusebenza uzophendula ngokubhala ebhalela Umhloli kanye Nombhloli
Omkhulu Wesifundazwe ebeka ukuthi bengasihambisa noma <c¢ha isakhiwo
Emhlanganweni Wanyanga zonke Wokuvumela Impahla we-EXCO.

e Zonke lzakhiwo ezifanele ezihanjiswa Emhlanganweni Wanyanga zonke Wokuvumela Impahla we-

EXCO zingabhekwa ngesikhathi somhlangano.

SAT6Q-PRO-04 SOUTH AFRICAN TOURISM Page 31 of 88
Revision 22 Print Date: 2018/05/17- Valid 2 days after printing

This gazette is also available free online at www.gpwonline.co.za




STAATSKOERANT, 2 NOVEMBER 2018

Process Name: TGCSA Grading Operating Processes

4.8. Umhlangano Wanyanga zonke Wokuvunyelwa Kwempahla

Monthly Property Approvals EXCO Meeting

Provincial Master Assessor Assessor
Establishments
submitted
to Manthly Property
Approvals
EXCO meeting
Send the portfolio
numbers to the
Assessors 10 calendar
days before the
meeting Raise any questions or
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4.8.1. Umhlangano Wanyanga zonke Wokuvunyelwa Kwempahla we-Exco - Ukuchazwa
Ngamagama

Umhlangano Wanyanga zonke Wokuvunyelwa Kwempahla ujwayele ukubanjwa phakathi nenyanga
phakathi kwamhla ziyi-12 kanye namhla ziyi-15 enyangeni. Umhlangano uhanjelwa okungenani Yilunga
elilodwa Lekomidi le-Exco Kwezokuvakasha eNingizimu Afrika, ithimba Lokusebenza (Umphathi
Wokusebenza & Nomsizi Womphathi, ama-PMA) kanye Nomphathi Wokumaketha.

Usihlalo Womhlangano kujwayele ukuba yi-CQAO. Umhlangano uhlukaniswe waba yizigaba ezi-2,
ukudingida udaba lokugreda kanye nokubhekwa kwempahla kanye nokuvumela.

e Ukuze sigredwe, Isakhiwo kumele sibhekwe futhi sihanjiswe Emhlanganweni Wanyanga zonke
Wokuvunyelwa Kwempahla we-EXCO;

¢ Ngaphambi Komhlangano Wanyanga zonke Wokuvunyelwa Kwempahla we-EXCO, ithimba
lokusebenza elibamba ighaza Ekomidini Lomhlangano Wanyanga zonke Wokuvunyelwa Kwempahla
we-EXCO (Umphathi Wokusebenza & Nomsizi Womphathi, ama-PMA)} kumele likhiphe uhlu
lwenombolo yephothifoliyo Yomhloli ngamunye kanye nenani lekhomishana, kanye nokubhekwa

kanye nokuvumela ukuthi isetshenziswe emhlanganweni:

o lzinombolo zephothifoliyo kumele zithunyelwe yi-PMA Kubahloli ezinsukwini eziyi-10 ngaphambi

komhlangano;
= Qaphela: izinombolo zephothifoliyo zilungiswa ekuphileni kwenyanga edlule, ngalokho
ushintsho kumele kwenziwe ngaphambi kokuphela kwenyanga.

o Abahloli kumele baphakamise noma iyiphi imibuzo abanayo yezinombolo ezinsukwini ezi-3
emuva kokuthola izinombolo zephothifoliyo;

o Uhla kumele lubhekwe bese luyaqinisekiswa ukuthi luphelele futhi lufanele Abezokusebenza,
bese kuba i-CQAQ bese luyasayinwa ngosuku otu-1 lokusebenza ngaphambi komhlangano;

o Uhla oluvunyelwe kumele lufakwe Ohlelweni Lokugreda kanye nekhophi esayiniwe kumele
kuhanjiswe Eklekhini Lama-akhawunti Akhokhekayo kanye Nomphathi Wezezimali ngosuku
olulodwa emuva Komhlangano Wokuvunyelwa Kwempahla - lubekwe ngezinhloso zokucwaninga;

e Umhlangano Wanyanga zonke Wokuvunyelwa Kwempahla we-EXCO uzobheka ukuhanjiswa ngakunye
uphinde uginisekise ukuthi Impahla ehanjiswe yi-PMA idingidiwe emhlanganweni:

o Umhlangano Udingida uhlu Lomhlangano Wanyanga zonke Wokuvunyelwa Kwempahla we-EXCO
oluqukethe:
= lzicelo ezintsha;
= Ukuvuselela (okuhlanganisa nokuhlanganisa kabusha)
= Ukukhuphula;
= Ukwehlisa
= Ukutholakala Kuwo Wonke Umuntu Kwesakhiwo;
»  Amasampula empahla ahanjisiwe;

» |zicelo ezingaphumelanga...
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o lkomidi Lomhlangano Wanyanga zonke Wokuvunyelwa Kwempahla we-EXCO lizobheka Isakhiwo

ngasinye esihanjiswe ku-PMA ukuze sigredwe bese linquma ukuthi ngabe ukuhanjiswa lokho

kungavunyelwa yini.

o Ekubhekeni impahla, umhlangano ubheka:

Izithombe ezilethwe Umhloli (Zamanje vs Nazangonyaka Odlulile);

Imibiko Yokuvakasha;

Izakhiwo se-UA;

Imiqulu efanele emagondana nohlobo lwesicelo isb. Iphemithi yokugcina izilwane Kumaloji
Ezilwane)

Uhla lokuhlola Ikhwalithi (uma kunokukhathazeka) kanye newebhusayithi, uma kufanele.

o Uma isakhiwo kanye nokugreda okufakelwe isicelo sivunyelwe lkomidi Lomhtangano Wanyanga

zonke Wokuvunyelwa Kwempahla we-EXCO kumele lifake lokho Ohlelweni Lokugreda ukuthi

luveze ukuthi kuvunyiwe:

Izincwadi zokuvuma kanye namakhophi obuchwepheshe ezithifiketi kanye nemibiko
yokuhlola kuthunyelwa Esakhiweni ngokuzenzekelela kusuka Ohlelweni Lokugreda emuva
kokuthi ukuvunyelwa emhlanganweni kurekhodiwe Ohlelweni Lokugreda;

Emahoreni angama-24 emuva komhlangano, Ama-oda Okuthenga Omhloli (PO’s) akhishwe

ngokuhambisana nenani lempahla ehanjiswe kuloyo mhlangano.

o Uma Isakhiwo kanye nokugreda okufakelwe isicelo kungakavunyelwa, lokhu okuthathu

kungasebenza:

Imibuzo kanye nezinkinga ezizophakanyiswa:

s |-PMA kumele inikele ngempendulo kanye nokweseka Abahloli magondana nempahla
ebuyiselwe emuva ukuthi Ibhekwe Umhloli;

e |-MPA kanye Nomhloli kumele babheke impendulo Yomhtoli bese besekele futhi/noma
bahambise olunye olwazi oludingekayo;

¢ Umhloli kumele aqginisekise futhi aphendule imibuzo umhlangano oyibuzayo. Umhloli
ekuphenduleni kwakhe imibuzo uzonika izizathu zesinqumo sakhe sangaphambilini
magondana nokugreda. Ukubhekwa kwangaphambilini okwenziwa yi-PMA kuzophinda
kusize Umhloli futhi babeke izizathu zabo, uma bevumelana nezincomo Zomhloli;

e Ngosizo lokuhlola ngaphambilini olwenziwa yi-PMA Umhloli engahambisa kabusha
Isakhiwo esibuyekeziwe Somhlangano Wanyanga zonke Wokuvunyelwa Kwempahla we-
EXCO ukuze sivunyelwe:

o lIsicelo singaphinda sihanjiswe hhayi ngaphezulu kwesikhathi ezi-3 ngaphambi
kokuthi singatshelwe.

Ukucwaningwa kwamabhuku kuzodingeka:

¢ lkomidi lizocela ukucwaningwa kwamabhuku okuzobhekwa emihlanganweni elandelayo
kuze kuba ukuhanjiswa kuyavunyelwa noma kuyanqgatshwa;

o [komidi kumele likhethe liphinde linikezele Ngomhloli ohlukile (hhayi Umhloli ohlole
Isakhiwo kugala) ukuthi acwaninge amabhuku;
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e QAPHELA: Ibhizinisi le-TGCSA ludinga ukwenza Uhlelo lwe-CR ngokushesha ukuze
Uhlelo Lokugreda luzokhipha ngokuzenzakalela isaziso semeyili kanye ne-PO ekhishwe
uhlelo ukucwaninga ukukhokha komhloli, njengokuba lokhu kwenziwa ngemanuwali

e Umhloli uzobe esenza ukucwaninga kwamabhuku bese enika impendulo. Impendulo
izobhekwa Emhlanganweni Wanyanga zonke Wokuvunyelwa Kwempahla we-EXCO.

= [sicelo sokugreda sizongatshelwa emuva kokungaphumeleli ukuhlangabezana nezimfuneko,
nasemuhla Kokubuyekezwa Abahloli aba-3:

¢ Ikomidi lizokwazisa Uhlelo Lokugreda ukuthi lukhombise ukuthi ukugredwa Kwesakhiwo
akuphumelelanga;

e lzincwadi zokungatshelwa zithunyelwe ngokuzenzakalela Esakhiweni
esingaphumelelanga ukuthi sigredwe, ubulunga buzokhanselwa Ohlelweni Lokugreda.

¢ lzakhiwo ezivunyelwe ukugreda futhi zaginisekisa zizonikwa Imiklomelo Izitifiketi kanye

Namaplakhu.

Imiklomelo Yokugreda
Ukuvunyelwa kobulunga bokugredwa ngokwenkanyezi
Uma Umhlangano Wanyanga zonke Wokuvunyelwa (MPAEM) usivumela Isakhiwo, banikwa izinkanyezi ze-
TGCSA ezisuka enkanyezini e-1 kuya ezinkanyezini ezi-5 ezinhlobeni zokugreda ezilandelayo
1. lloji Yemvelo/Yezilwane
2. Indawo Yokuhlala Ehlelekile
a. lhhotela;
b. Noma lloji
3. Indawo yokuhlala yezivakashi:
a. Indawo yokulala & nesidlo sasekuseni/
b. Indlu Esehlathini
c. Indlu Yezivakashi
4. Ukuziphekela
a. Kwamuntu ngamunye;
b. lholide elihlanganyelwe)
Izivakashi ezihamba nezikhwama kanye nehostela;
Indawo yokuhlala eyikharavane kanye Nokukhempa;
7. lzindawo Zemilangano, Imibukiso kanye Nemicimbi Ethile

Ukugreda kwe-UA
Uma Umhlangano Wanyanga zonke Wokuvunyelwa Kwempahla we-EXCO uvumela Isakhiwo ukuthi sihlolwe
ngokwe-UA, baklonyeliswa bgezinga le-UA lokugreda elisuka ezingeni loku-1 kuya ku-3 ezinhlobeni
ezilandelayo ze-UA:

1. Ukukwazi ukuhamba;

2. Ukuxhumana;

3. Ukubonakala.

Izinto ezenziwa emuva kwemiklomelo:
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Ukuvunyelwa komhlangano uhlelo oluzenzakalelayo kanye nazo zonke izimpendulo (isb. izincwadi ezivumayo
kanye Nemibiko Yezivakashi) kuthumeleka kumakhasimende ngokuzenzakalela Ohlelweni Lokugreda,
isikhathi esiningi emahoreni ayi-24 Omhlangano Wanyanga zonke Wokuvunyelwa Kwempahla we-EXCO.

NB: This process must be automated for accuracy during production and to aveid human error. Umsizi
Womphathi Wokusebenza uzokhipha ngemanuwali uhla oluvunyelwe Ohlelweni Lokugreda futhi uzoveza uhla
impahla okumele zithole amaplakhu kanye nezitifiketi (lokhu kuhlanganisa: Ukushitshwa kwezinhlobo,
ukukhuphula & nokwehlisa, i-UA kanye nesikhathi somusa siphelile sokunikwa amaplakhu). Uhla lube
seluthunyelwa Kwabezokumaketha ukuthi bakhiphe amaplakhu kanye nezitifiketi.

Izitifiketi kanye Namaplakhu zikhishwa ithimba Lezokumaketha le-TGCSA, Ama-oda Okuthenga kanye
Nokukhokha kuphathwa Ithimba Lezezimali.

Izinto ezenziwa Emuva Kwemiklomelo ezisezingeni eliphezulu ziba nalokhu okulandelayo:
e Ithimba lokusebenza livumele umhlangano;
e Isaziso esisuka emhlanganweni siyathunyelwa Ezakhiweni zonke sinalokhu okulandelayo:
o Imibike yokuhlola;
o Imihlahlandlela Yobunkampani;
o lzithombe zezinkanyezi ezincike ezingeni elitholiwe (kusuka ku-1 kuya ku-5)
o Isitifiketi sobuchwepheshe sokugreda;
o Ithuba liba khona lapha ukuhlinzeka ngokukwazi ukuthola ukusetha ideshibhodi.
e Amaprojekthi akhokhelwe kanye Nelevi yempahla ye-TOMSA:
o lzakhiwo ezifanele ukukhokhelwa kanye namalevi e-TOMSA kumele zikhokhele ama-invoyisi azo
njengokuba kukhonjisiwe kuma-invoyisi anesaphulelo;
o Uhla lempahla ekhokhelwe oluvunyelwe emhlanganweni wamanje luyakhishwa futhi ludluliselwe
ku-G45 ukucela izaphulelo/amakhredithi okufanele ukuthi kusetshenziswe;
o Uhla oluseceleni lwempahla olufanele ilevi ye-TOMSA nalo luthunyelwa e-G45 ngenhloso eyodwa.

Izicelo zesikhathi Somusa, Ukukhululwa kanye Namaplakhu:

o Ama-PMA ahambisa ahambisa uhlu lwezicelo Zesikhathi Somusa, Ukukhululwa kanye Namaplakhu
zalezo zinsuku ezine ngaphambi kokuhlangana Nomsizi Womphathi Wezokusebenza ukuze
kurekhodwe.

Ukuhlanganiswa phakathi Kohlelo Lokugreda kanye Nohlelo Lwezezimali:

o Ama-PO athunyelwa Kubahloli, abahloli okumele bahambise ama-invoyisi kuma-PO athile
ezinsukwini esi-3;

o Umyango Wezezimali wamukela imali futhi uthumele lokho ku-CQAO ukuze kuvunyelwe
ngokokugcina;

o Ukuthunyelwa kwezinto ngobuchwepheshe kwenzeka ngosuku noma ngaphambi kosuku lokugcina
lokusebenza njalo ngenyanga.

¢ Imibiko Yokuvakasha, Uhla Olwenziwa Emuva Kwemiklomelo kanye Nezitifiketi
Zobuchwepheshe:
o Imibiko Yokuvakasha kanye Nezitifiketi Zobuchwepheshe kuyakhishwa bese kuhanjiswa

kumakhasimende kususwa Ohlelweni Lokugreda ngemevyili:
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o Imeyili ikhishwa ngokobuchwepheshe bese ihanjiswa ekhasimendeni ukulazisa maqondana
ngomphumela womhlangano. Ukubhekwa kwangaphambilini okufanele kwe-PMA kukhoshiwe

kumeyili. (Bheka isibonelo ngezansi).

TOURISM GRADING COUNCIL
OF SOUTH AFRICA

Quality in Tourism

Uyabingelwa X

Ukulandelela ukuvakasha kwakho uzohlolwa singaqinisekisa ukuthi umbiko we XX usuyatholakala ukuthi
uwubheke.

Isistifiketi sokugreda sakho, izithombe se-jpeg selogo ye-TGCSA kanye nezinkanyezi zakho
okuzosetshenziswa Ekumaketheni kukhona ukuthi ukuthole.

Uyacelwa ukuthi usebenzise ilinki elandelayo futhi usebenzise imininingwane yakho yokungena ukuthola
umbiko:

Ilinki: http://application.tourismegrading.co.za/asp/elecreport/elecreportlogin.asp

I-Id Yokuhlolwa: X
Ikhodi yokubona: X

Ozithobayo
The Tourism Grading Council of South Africa (TGCSA)
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4.9, Ukunikezela Ngezitifiketi kanye Namaplakhu

Awarding Certificates and Plaques
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4.9.1. Ukunikezela Ngezitifiketi kanye Namaplakhu
¢ Ngokwejwayelekile, amaplakhu akhishelwa:
o lzakhiwo ezintsha ezinikwe isikhathi somusa;
o Ukuvuselelwa - Isakhiwo sineplakhu ngohlobo olufanele;
o Sicele ukuthola iplakhu;
o Ukujoyina kabusha impahla ebisohlelweni ngaphambilini ngaphandle uma kushiwo ngokunye isb.
ukujoyina kabusha ukukhuphula noma ukwehlisa kanye nokushintsha uhlobo;
¢ |thimba Elisebenzayo lizoveza Ohlelweni Lokugreda ukuthi iplakhu ayidingakali;
¢ Uma iplakhu entsha idingeka kumele kughubeka nokubhekwa ukuginisekisa ukuthi inga-odwa yini,
futhi isinqumo kumele siqoshwe Ohlelweni Lokugreda:

o Abezikusebenza kumele babheke ukuthi isikhungo asinazo yini izinto ezingakagedwa ngesikhathi
somusa esivunyiwe:
= : Uma kunezikhathi somusa, esifakelwe isicelo bese savunyelwa:
e |thimba Lokusebenza luzofaka umbono ohlwini Lesakhiwo mayelana nesikhathi somusa
kanye nezenzo ezingakaqedwa;
¢ Uma kunezinto ezihambisana nokugedwa komusa, kuzobe nokubambezeleka koku-oda amaplakhu
kuze kube izinkinga ezinjalo Umhloli kanye PMA babhekana nazo
e Uma ukubheka sekugediwe kanye nethimba Elisebenzayo kumele lithumele uhla lokugcina
oluvunyelwe |wempahla evunyelwe okuhlanganisa ukunikezelwa kwamaplakhu Ethimbeni
Lezezimali, kanye Nethimba Lezokumaketha;
e Uhlelo Lokugreda luthumela isaziso Kubakhigizi Bamaplakhu abakwazi ukuthola ama-oda amaplakhu
plakathi Ohlelweni Lokugreda;

o Ukungenelela kwamanje kwemanuwali ohlwini Langemuva Kwemikomelo, Umkhigqizi
Wampaplakhu uthola uhlu Kumsizi Wezokumaketha alusebenzisa ekukhigizeni.
» Uhla Ilwempahla egrediwe -oluthunyelwe Kwezezimali luzosetshenziswa ukweseka uhlelo
Lokukhokhela Abahloli;
e Uhla olufanayo Lwezakhiwo lusetshenziswa Ithimba Lokumaketha kanye Momkhiqizi Wamaplakhu

kuma-oda amaplakhu:

o Ithimba lokumaketha luthola uhla lwempahla ezosetshenziswa uku-oda amaplakhu kanye
nokubheka ama-oda eplakhu;
o Ithimba lokumaketha lizobheka uhla kanye nokulandelela kubabambi beghaza;
o Amaplakhu akhishelwa;
= |zakhiwo ezintsha;
= Ukukhuphula;
»  Ukwehlisa;
= Ukushintsha kohlobo;
= {zakhiwo esezinikwe isikhathi somusa (amaplakhu akweletwayo) ezihambisana nezimfuneko
(kusebenza esicelweni ezintsha kanye nokuvuselela);

= Isicelo seplakhu esisha.
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o Amaplakhu kanye Nezitifiketi kukhishiwe futhi kwathunyelwa Ezakhiweni, emavikini ayi-8
Omhlangano Wanyanga zonke Wokuvunyelwa Kwempahla:
= |sakhiwo sithola isaziso se-SMS ibazisa ngosuku kanye nesikhathi ukuposa okuzokwenzeka
ngalo.
» Uma Ukugreda sekugediwe, uhlelo olulindelekilw uhlelo oluhlanganisa Isakhiwo sifaka isicelo
Sokuvuselelwa Kokugreda esikhatheni esiwunyaka;
e Uma noma yimaphi amaplakhu noma izitifiketi noma kungabuyiselwa Eposini, Abahloli abafanele

bayaziswa.
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4,10.1. Ukukhokhelwa Kwabahloli - Ukuchazwa Ngamagama

e Emuva kokuthi umhlangano wokuvunyelwa kwempahla usuvunyeliwe futhi nomyalezo wokuhlangana
usuthunyelwe Ohlelweni Lwezezimali Wuhlelo Lokugreda ukuze ukukhokhelwa Komhloli kugaliswe
ngokuphakamisa Ama-oda Okuthenga. Uhlelo Lokugreda luthumela ngemeyili isaziso se-PO
Kubahloli;

e QAPHELA: NGEZICELO ZEKUCWANINGWA KWAMABHUKU (Ibhizinisi le-TGCSA lidinga ukwenza
ngokushesha Uhlelo Iwe-CR ukuze Uhlelo Lokugreda likhiphe ngokuzenzakalela isaziso se-PO
ngemeyili ukuze kubungulwe ukukhokhelwa komhloli, njengokuba lokhu kwenziwa ngemanuwali}

e Uhlelo Lwezezimali lukhipha Ama-oda Okuthenga okukhokhelwa Umhloli;

¢ Abahloli kumele bahambise ama-invoyisi aphendule isaziso se-OP ngesikhathi sekhalenda esifanele.

¢ Ithimba Lokusebenza kumele lenze amarisidi Ama-oda Okuthenga:

o lIsenzo leso siginisekisa ukuthi amasevisi alethiwe ngokohla oluvunyeliwe lomhlangano;
o Ukwenza amarisidi kungaqala ngosuku emuva komhlangano futhi kumele kugediwe.

e lklekhi Lama-akhawunti Akhokhelekayo litungisa incwadi eqginisekisa ukukhokha, bese liginisekise
ukugondaniseka kokukhokhwa kanye nempahla Esazisweni semeyili se-OP, uhla Lwemiklomelo,
Uhlelo Lwezimali lwe-OP kanye Ne-invoyisi Yomhloli;

¢ |klekhi Lama-akhawunti Akhokhelekayo lizobheka Imali Yomhloli ngokubheka inani lekhomishana
elivumelekile njengokuba litholiwe ebhizinisini kanye nanjengokuba libheke futhi lavunyelwa bese
lasayinwa Umphathi Wezokusebenza kanye ne-CQAQ;

e Uhlelo lwezezimali olukhiphe ama-PO lungadinga ukwakhiwa ukuze lubhekane nezichibiyelo -
ibhizinisi le-TGCSA kumele liyale Abasingathi bohlelo lokugreda ukuthi bagaphele Uhlelo Lokugreda
lwama-PO akhishwe Ohlelweni Lwezezimali olungangenanga ohlelweni lokuhlangana;

¢ |klekhi Lama-akhawunti Akhokhelekayo kumele lufake bonke ama-invoyisi abahloli Ohlelweni
Lwezezimali;

e Iklekhi Lama-akhawunti Akhokhelekayo kumele lighathanise Ama-invoyisi Nohlelo Lwezezimali
olukhiphe i-PO:

o Uma i-invoyisi kanye ne-PO kungaghathaniseki neklekhi Lama-akhawunti Akhokhelekayo
akumele ikhokhelwe i-invoyisi kuze kube kuyasombululeka lokho, kodwa uma i-PO incane kune-
invoyisi kungakhokhwa ngokwemali ye-PO:
= The clerk may request the TGCSA Operations to request from the assessor to resubmit the

invoice with the correct amount (if applicable). Iklekhi lingacela Ukusebenza kwe-TGCSA
kumhloli ukuthi aphinde ahambise i-invoyisi enemali efanele (uma kunesidingo).

o If the invoice and PO match the Accounts Payable Clerk must do the following: Uma i-invoyisi
kanye ne-PO kufana lklekhi Lama-akhawunti Akhokhelekayo kumele lenze lokhu okulandelayo:
= Prepare payment requisitions and creditors trial balance, reconciliations and compile a file

for payment; Lilungise izidingo zokukhokha kanye ngokulungisa amabhuku ezikweletu,
ukubuyisa kanye nokwenza ifayela lokukhokha;
= Ungoti wokugcina amabhuku uzobuyekeza futhi abheke ukuthi amalungiselelo angenhla

enziwe ngokufanele;
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ifayela elinemiqulu yonke liyahanjiswa Kumphathi Wezokusebenza kanye ne-CQAQ ukuze

livunyelwe;
Umphathi Wezokusebenza kumele abuyekeze futhi asayine i-invoyisi okuginisekisa ukuthi

ukubheka okulandelayo kwenziwe:

Inani lekhomishana Ngokosayizi wephothifoliyo Yomhloli, yinani Umhloli abize lona
Ezokuvakasha eNingizimu Afrika;

Ukuthi impahla evela ku-invoyisi Yomhloli ivela ohlwini lemiklomelo evunyiwe yikomidi;
l-akhawunti yephothifoliyo Yomhloli ifanele futhi iyiginiso Yomhloli ngamunye
njengokuba kuvela chlwini olusayiniwe oluhanjiswe Egatsheni Lezezimali (Lisayinwe yi-
CQAO kanye ne-TGCSA OM) eliveza izinombolo ekuphileni kwenyanga nenyanga
okusetshenziswa ukunquma inani lekhomishana.

Uhla olusayiniwe lwahanjiswa lufanele futhi luyiginiso futhi lolo hla luyavumelana
nezinombolo ezivela ohlelweni lokugreda;

Ukuthi izinombolo zephothifoliyo zomhloli esisohlelweni lokugreda ziyiginiso, zifanele
ngokuphela kwenyanga ngayinye futhi uyayivuma incazelo yebhizinisi elihlinzekiwe
eyenza izinombolo zephothifoliyo Yomhloli.

1-CQOA inika ukuvumela kokugcina kwe-invoyisi ngokuthola kanye nokusayina i-invoyisi;

Umcwaningi mabhuku Kkumele afake imalo yenkokhelo ngohlelo twe-EFT:

Lokhu kungenziwa Iklekhi le-AP uma engekho Umcwaningi mabhuku we-TGCSA.

Umphathi Wezezimali we-TGCSA kumele abheke umqulu wokukhokha ngendlela elandelayo:

Bheka ukuthi i-invoyisi isiyonke iyahambisana nombiko wemeyili we-OP, i-invoyisi

Yomhlelo, Uhlelo Lwezezimali lwe-PO, kanye nokubuyisana nokukhokha.

. Uma okungenhla kwenziwe Umphathi Wezezimali we-TGCSA kumele asayine umyalelo
wokukhokha.
¢ Umphathi Wezezimali we-TGCSA kumele abheke i-EFT eyighathanisa nomyalelo wokukhokha -

ukubheka ukuthi imali iyiyo yini kanye nokubheka ukuthi imininingwane yasebhange ivafana neku-

invoyisi Yomhloli:

o Umaiphuzu elingenhla LIKAHLE Umphathi Wezezimali ku-TGCSA engakhipha izimali ngokukhipha
kokugala (uma engekho Umphathi Wezezimali we-TGCSA, Umphathi Wezezimali we-SAT
engenza ukukhipha kokugala) bese kuthi ukukhipha kwesibili kwe-CFO kanye ekungabini bikho
kwe-CFO kwenziwa yi-CQAO.

s |-CFO (CQAOQ) kumele iphinde ibheke i-EFT iyighathanisa nomyalelo wokukhokha ukuginisekisa
ukuthi imali ifanele futhi nemininingwane yebhange ifanele, ngaphambi kokukhipha imali

ekhokhayo.

o Uma yonke into ilungile i-CFO (CQAO) kumele ihlinzeke ukuvumela kwesibili ukukhipha imali

yokukhokhela;
o Lokhu kumele kwenziwe ngosuku lokugcina ngenyanga ngayinye.
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e lklekhi Yama-akhawunti Akhokhelekayo kumele lifake isiginisekiso sokukhokha Ohlelweni
Lwezezimali uma imali isikhokhiwe futhi i-POP isiphrintiwe futhi futhi yafakwa nomyalelo

wokukhokhelwa.
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4.11. Ukukalwa Komthelela Wokuhlolwa Kwesakhiwo
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4.11.1. Ukukalwa Komthelela Wokuhlolwa Kwesakhiwo - Ukuchazwa Ngamagama

¢ Ukukalwa Komthelela Wokuhlolwa Kwesakhiwo kwenziwa njalo ngenyanga emuva kokuthi kugediwe

ukugredwa:

o Okugukethwe kanye nohlaka kocwaningo kumele kubuyekezwe ezinyangeni eziyi-6 futhi
zishintshiwe uma kunesidingo.

o Ithimba lokusebenza kumele lithumele uhla Lwamva Kwemiklomelo Kusonkontileka Wangaphandle
ukuthi agale ucwaningo;

o Isonkontileka Wangaphandle uzofaka abaphenduli bangaphandle ohlelweni lwakhe;

e Usonkontileka Wangaphandle uzothumela amameyili amemela uzwaningo esakhiwe asuka ohlwini
oluthathwe ngaphandle osukwini olu-1 lokusebenza lokuthola ithempulathi ethathwe ngaphandle;

e Usonkontileka Wangaphandle uzothumela amameyili akhumbuza abaphenduli abangakahambisi
ocwaningweni ezinsukwini eziyi-7 zekhalenda emuva kokuthi amameyili okumema ethunyelwe;

+ Usonkontileka Wangaphandle uzovala ucwaningo bese ekhipha imibiko (Umbiko kanye Nokufingwa)
emuva kosuku olu-1 kuvalwe ucwaningo (ezinsukwini eziyi-14 emuva Komhlangano Wanyanga zonke
Wokuvunyelwa Kwempahla We-EXCO odlulile);

» Usonkontileka Wangaphandte uzothumelela Umhloli kanye nomphathi Wezokusebenza imiphumela
yocwaningo;

o Usonkontileka Wangaphandle uzothumela imibiko ku-TGCSA ezinsukwini ezi-2 ngaphambi
Komhlangano Wanyanga zonke Wokuvunyelwa Kwempahla We-EXCO;

¢ Umphathi Wezokumaketha kanye Nezokuxhumana uzohlinzeka impendulo ngomthelela wokuhlolwa
emathimbeni e-TGCSA.

SAT6Q-PRO-04 SOUTH AFRICAN TOURISM Page 46 of 88
Revision 22 Print Date: 2018/05/17- Valid 2 days after printing

This gazette is also available free online at www.gpwonline.co.za



410 No. 42010 GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Process Name: TGCSA Grading Operating Processes

4.12. Ukuphatha Amazinga Okugreda
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4.12.1. Ukuphatha Amazinga Okugreda - Ukuchazwa Ngamagama
e Amazinga okugreda ayabuyekezwa njalo eminyakeni emi-3;
s 1-CQAO, Umphathi Wokusebenza kanye Nomphathi Wezokumaketha kanye Nezokuxhumana uzoqala
uhlelo ngokwenza ucwaningo phakathi embonini ukunquma ukuthi amazinga okugreda akhona

asafanele yini. Imithombo ihlanganisa:

o Ucwaningo olukhomishinwe yi-TGCSA, okuhlanganisa umthelela wanyanga zonke wokuhlolwa;
o Abanikazi Bezakhiwo;

o Abahloli;

o Onke amalunga e-TGCSA;

o Ososeshini Bemboni;

o Nabo bonke ababambe ighaza.

¢ |-CQAO, Umphathi Wezokusebenza kanye Nomphathi Wezokumaketha kanye Nezokuxhumana kanye
nethimba le-TGCSA lizobheka Amazinga Okugreda akhona ukubona lezo zindlela ezingadinga
ukushintshwa;

s Uma engekho amazinga adinga ukushintshwa, bazoxhumana nababambe ighaza kanye nemboni
ukuthi amazinga azohlala enjalo;

¢ Uma kukhona amazinga adinga ukushintshwa, azochaza amazinga amasha uma kunesidingo bese
become ukuthi kube noshintsho emazingeni akhona;

e [-CQAO, Umphathi Wokusebenza kanye Nomphathi Wezokumaketha kanye Nezokuxhumana

bazoxoxisana nemboni bese bebheka imibono yemboni:

o Abanikazi Bezakhiwo;
o Abahloli;
o Onke amalunga e-TGCSA;
o Ososeshini Bemboni;
o Nabo bonke ababambe ighaza.
s |-CQAO, Umphathi Wokusebenza kanye Nomphathi Wezokumaketha kanye Nezokuxhumana
bazothumela ushintsho olunconyiwe Ekomidaneni Eliginisekisa Ikhwalithi ukuthi livume;
e lkomidana Eliginisekisa Ikhwalithi libheka izincomo zokushintsha ezenziwa bese linquma ukuthi

ngabe bayaluvumela yini:

o Ikomidana Eliginisekisa Ikhwalithi ludinga ulwazi kanye nokucaciselwa ngolwazi:
= |-CQAO, Umphathi Wokusebenza kanye Nomphathi Wezokumaketha kanye Nezokuxhumana
bazohlinzeka ngolwazi oludingekayo kanye nokucacisa, bathumele futhi ushintsho ukuthi
lkomidana Eliginisekisa lkhwalithi livumele.
o Uma Ikomidana Eliginisekisa Ikhwalithi lingavumeli ushintsho, lokho kusho ukuthi amazinga
ngeke ashintshwe:
= |-CQAO, Umphathi Wokusebenza kanye Nomphathi Wezokumaketha kanye Nezokuxhumana

Baxhumana nababambe ighaza kanye nemboni besho ukuthi amazinga awashintshi.
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o Uma ushintsho luvunyelwe Ikomidana Eliginisekisa lkhwalithi, -CQAO, Umphathi Wokusebenza
kanye Nomphathi Wezokumaketha kanye Nezokuxhumana baxoxisana ngoshintsho oluvunyelwe
lwamazinga nemboni:
= |-CQAO, Umphathi Wokusebenza kanye Nomphathi Wezokumaketha kanye Nezokuxhumana

bazobheka lezi zinto ezilandelayo:
e |-TGCSA izofaka amazinga amasha endaweni Yokuhlolwa Kohlelo Lokugreda;
¢ |-TGCSA izokwenza Ukuhlolwa Kokwamukela Kwabasebenzisi endaweni YoKUHLOLWA
Kohlelo Lokuhlolwa Lokugreda;
e |-TGCSA izofaka amazinga amasha endaweni Yohlelo Lokugreda.
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4,13, Ukushintshwa Kohlobo Lokugreda
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4.13.1. Ukushintshwa Kohlobo Lokugreda - Ukuchazwa Ngamagama

e lzakhiwo zigredwa ngohlobo oluthile kanti ukushintsha kohlobo kwenziwa kuphela ngokubalwa
kabusha kwe-invoyisi ngesikhathi i-invoyisi ingakakhokhelwa. Ukubalwa kabusha kwenziwa yi-TGCSA
OM kanye ne-TGCSA OM;

e Ukushintswa kohlobo kungenziwa uma ubulunga buzovuselelwa, kodwa lolu shintsho kumele
lwenziwe ithimba lama-Op ngaphambi kokuthi i-invoyisi evuselelayo iphuma enyangeni ezinsukwini
ezingama-90 ngaphambi kosuku lokuphela kwesikhathi;

¢ Lapho ukukhokha sekwenzelwe irisidi kanye nokushintshwa kohlobo sekuceliwe, ilapho impahla
ibonwa njengesekela elincane, ukuthi ikwazi ukuthi yenze lolo shintsho oluchazwa yisicelo esicela
ushintsho lohlobo kumele sihanjiswe Yithimba Lokusebenza ku-CQAO kanye ne-CFO ukuze
sivunyelwe njengoba imali engenayo izothinteka wushintsho. Lolu hlelo okwamanje isicelo senziwa
ngemanuwali, i-G45 kanye Nethimba Lokusebenza bamatasa nohlobo lohlelo oluzenzekalayo

olugcwele;

o Futhi lapho impahla ihanjiswe Emhlanganweni wanyanga zonke wokuvunyelwa kwemphabhla,
uhlelo olufanayo kumele lulandelwe isb. incazelo yesicelo soshintsho lohlobo kumele
ihanjiswe ukuze ivunyelwe njengokuba imali engenayo izothinteka ngalolu shintsho.

e Umhloli uzodingida imiphumela yokushintshwa kohlobo Nesakhiwo okuhlanganisa i-MER kanye
nokukhokha:

o Isidingo soshintsho sijwayele ukubonwa ngesikhathi sokuhlola indawo;
o Umhloli kumele aphakamisa ushintsho lohlobo uma ebona ukuthi sikhona isidingo soshintsho
lohlobo.

e Umhloli uzokwaziswa i-PMA yakhe ngesidingo soshintsho bese ehambisa isicelo soshintsho lohlobo
ngokubhalela i-PMA;

e Uma kungekho izimali ezidingekayo, i-PMA izoshintsha uhlobo bese ihlinzeka ngempendulo
ezinsukwini ezi-3 zekhalenda emuva kokuthola isicelo emuva kokuthola imvume ku-CQAO kanye ne-
CFO;

e Uma kukhona imali ekhokhwayo oshintshweni olucelwayo luzofakwa ohlwini loshintsho olwenziwe
Umsizi Wokuphathwa Kokusebenza noma Umphathi Wokusebenza futhi ushintsho oluvunyelwe yi-
CQAOQ kanye ne-CFO ngaphambi kokuthi kwenziwe;

e Uma ukuvunyelwa kanye nokusayina okudingekayo kungatholwanga Umsizi Womphathi
Wezokusebenza uhlinzeka impendulo ku-PMA ukuthi ushintsho lunqatshiwe:

o Ama-PMA azothumela impendulo Kubahloli ukuthi ushintsho lungatshiwe,
e Uma izimvume kanye nokusayina okudingekayo kutholiwe, ushintsho lungenziwa ngale ndlela

elandelayo:

o Uma ushintsho lwenziwe ngaphambi kokuthi kukhokhelwe i-invoyisi ingakhokhelwa (imvume
ayidingeki):

= Umsizi Womphathi Wezokusebenza uzoshintsha uhlobo oluceliwe aphinde abale kabusha

ukuskrinwa kokuhlolwa/ ukuskrinwa kwemali Yohlelo Lokugreda, emuva kwalokho
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isikweletu sokukhokhela isikweletu esidala kuzokhishwa ngokuzenzakalela ekuhlanganiseni

Kohlelo Lokugreda & Nohlelo Lwezezimali ngosuku olulodwa;

o Uma ushintsho Iwenziwe emuva kokukhokhwa kwe-invvoyisi (imvume iyadingeka
njengangenhla}:
= |thimba Lezokusebenza kumele lithole imvume Ngokwezikhulu Eziphezulu;

4.14.

Lapho imvume itholakele yokushintshwa kohlobo lapho kungekho imali edingakalayo, i-
akhawunti yerevenyu kuphela engelona iginiso (irevenyu izokwabiwa ku-akhawunti

Yerevenyu engelona iginiso). NB: Lolu hlelo lusabhekisiswa.

Ukubuyekezwa kwe-Adhoc Yemininingwane Yesakhiwo

Assessor
{Or Provincial Master Assessor wh

Adhoc Update Of Establishment Details

Assistant | |
Operations Grading system
Manager

ereeqied) |

Provincial Master Assessor Financial System ‘ TGCSA Website

| Establishment requests
updnte of cheirderais | | |
{must ke requeated inwriing I-| g

Operations can change the
ing bnformation:

New property e

i
e o eulsTE,_

. popey? - Pas oot been paid
Exlsting property Rdagiiiine * pa « hwolchg desall |
. WwciaTe)
Hew property with nvoice paid
— +  Asessorasiedio
s Assesserakocated pdate e !
| Esuabilsnesent
Assessment not et on S
Asvesament<Eroperty s> compiedyet o
completed |
% Upidate
Subeniethe 1 + | |
equest detait through
for update tothe 202 confimation |
relavart FAA “ouring the
assessment
|
| —_— Save apcated
[ gomograans 17| toematanand
sysiem and update
the establshment’s o Financal System
detal el amtheTocsA
webata ¥ required
— Overnighe updme
1,
— O Limen.
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2 No
R i
., Ik been 3 Robling
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el the avemightand new
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4.14.1. Ukubuyekezwa kwe-Adhoc Yemininingwane Yesakhiwo - Ukuchazwa Ngamagama

¢ Isakhiwo singacela imininingwane yokubuyekeza nganoma yisiphi isikhathi:

o Kumele kube yisicelo esibhaliwe.

e Uma Isakhiwo siyimpahla evele ikhona noma impahla entsha i-invoyisi yakhona esikhokhiwe futhi
Umhloli esenikeliwe, ushintsho lungenziwe Umhloli ophethe Isakhiwo ngokuginisekisa ngolwazi
ngesikhathi sokuhlola (i-PMA ingenza ushintsho uma kunesidingo):

o Umhloli (noma i-PMA) kumele afake Ohlelweni Lokugreda kanye nokubuyekezwa
kwemininingwane Yesakhiwo;
o Ngazo zonke izikhathi (ngaphambi nangemuva kokuhlolwa), i-PMA ingenza ushintsho Ohlelweni
Lokugreda;
o Uma ushintsho oluhambisana nobunini, kanye ne-invoyisi yokwenziwa kabusha ingakakhokhwa,
i-PMA kumele icele ukukhishwa kabusha kwe-invotisi yokwenziwa kabusha Kumsizi Womphathi
Wezokusebenza emininingwaneni yokuxhumana emisha yabanikazi/yabaphathi besakhiwo:
= Umsizi Womphathi Wezokusebenza noma Umphathi Wezokusebenza uzokhipha i-invoyisi
entsha, esebenzisa ukubalwa kabusha kwe-invoyisi Ohlelweni Lokugreda;

= Uhlelo Lokugreda luzokhipha isihlanganisi okuya Ohlelweni Lwezezimali oluzohlanganisa
ngosuku otulandelayo;

= Uhlelo Lwezezimali luzokhipha i-invoyisi entsha bese luyihambisa Esakhiweni kanye
Nakumhloli.

o Uma kuwushintsho oluhambisana nokushintshwa kobunini, kanti futhi ne-invoyisi yokuvuselela
seyikhokhelwe, asikho isidingo sokuphinde kukhishwe i-invoyisi. Ubulunga obukhona kumele
buze buphelelwe yisikhathi, ekuvuselelwenu kwama-invoyisi amasha kuzophakanyiswa
nemininingwane yokuxhumana emisha yabanikazi/abaphathi abasha besakhiwo.

o Uma ushintsho kungolwempahla entsha kanye ne-invoyisi ingakakhokhwa, Umsizi
Wezokusebenza noma Umphathi Wezokusebenza uzokwazi ukubuyekezwa imininingwane
elandelayo Yesakhiwo:
= Imininingwane yokuxhumana;
=  |nombolo yamagumbi;
= Libiza malini igumbi ngalinye;
= [mininingwane ye-invoyisi (i-invoyisi lya);
= Umhleli onikelwe Isakhiwo isb. Ukusula Komhloli.

o Umphathi Wezokusebenza noma Umsizi Womphathi Wezokusebenza engacela i-invoyisi entsha,
ezokhishwa Ohlelweni Lwezezimali.

¢ Uma ushintsho selwenziwe Uhlelo Lokugreda luzogcina ulwazi olushintshiwe bese lushintsha
Ohlelweni Lwezezimali kanye Nakuwebhusayithi ngesikhathi ukufakwa kolwazi kudatabhesi

kufuneka:

o Uma ukushintsha kwemininingwane kuthinta imininingwane yokukhokha Uhlelo Lwezezimali
luzoshintsha imininingwane ngokuzenzakalela ngobusuku obubodwa nenombolo ye-invoyisi

ehlanganisiwe;
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o Uma ushintsho lithinta imininingwane yokumaketha noma ukuhlangana uhla Lwesakhiwo ku-

webhu luyashintshwa

Lokugreda.

Cancellation of Grading

Establishment

Establishment decides to
cancel their membership

Contact the Assessor
in writing to reguest
a cancellation of
membership before
the membership
expiry date

N

End

Phase

4.15.1.

njalo ngolwesithathu

Ukukhanselwa Kobulunga

Assessor

Discuss the reasons for
cancellation with the
Establishment

Explain the re-join
process to the
Establishment

oesth

Establishment ¥ This is usually
e
still want ta Informed by the
cancei? .| reasons for
cancellation

Confirm if cancellation
should be immediate
or on expiry

Submit cancellation
request to the
relevant Provincial
Master Assessor

If no payments have been made by renewal properties, Grading
System will generate reminders about the invoice on day 90, day
60 and day 30 preceding the membership expiry date and send
the reminders to the Establishment and Assessor

If the payment is not received and recelpted In full by the date
on which the i s current ip's expires the

s is ically by
Grading System 21 day after the expiry date of the membership
this will form part of the auto batch cancellations, but the
Establish ment recard is kept on Grading System and can be used
as afuture lead.

Ukukhanselwa Kobulunga -Ukuchazwa Kobulunga

ngokushintshwa kobuchwepheshe Kohlelo

Provincial Master Assessor

Cancel the
Establishment in
Grading system, as
elther an immediate
cancellation ar
cancellation on ex ir

Grading system will sync
with Financial System
and the Account will not
receive renewal invoices

If marked for
immediate
cancellation, the
membaership is
immediately cancelled
The grading system
has to inform the
financial system on
any Immediate
cancellations so that
the revenue
recognition
programme can
accaunt accordingly
for any cancellations
inmembership;

If marked for delayed
cancellation {e.g.
cancellation on expiry
date) the
Establishment will
remain in the system
untii the delayed
canceltation date
arrives.

Uma isakhiwo sinquma ukukhansela ubulunga baso, kumele sithinte Umhloli ukucela ukuthi

kukhanselwe ubulunga ngokubhala ngaphambi kokuphelelwa yisikhathi kobulunga obukhona;

Umhloli kumele adingide izizathu zokukhansela ubulunga Nesakhiwo;

Umbloli kumele aphinde achazele isakhiwo ngohlelo lokuphinda sijoyine;

Uma Isakhiwo sisafuna ukuqgeda ubulunga, Umhlolu kumele aginisekise ukukhansela ngokushesha

noma ekuphelelweni yisikhathi:

o Lokhu kuzokwenziwa emuva kwezizathu zokukhansela.
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I-PMA izohambisa uhla lokukhansela Kumphathi Wezokusebenza noma Umsizi Wakhe uzokwethula
emhlanganweni Wanyanga zonke Wempahla we-EXCO nezizathu zokukhansela:

o Uma ukuhambisa sekusayiniwe Umphathi Wezokusebenza & i-CQAO ukuthi kukhanselwe ngosuku
lokugcina lomhlangano Wanyanga zonke wempahla we-EXCO, uhla lungathunyelwa e-G45 ukuze
kukhanselwe ekugcineni;

I-PMA izokhansela Isakhowo Ohlelweni Lokugreda, ngokushesha noma ekuphelelweni yisikhathi:

o Uma kukhanselwe ngokushesha, ubulunga bukhanselwe ngokushesha;
o Uhlelo lokugreda kumele lazise uhlelo lwezezimali ngokukhanselwa ngokushesha ukuze uhlelo
lwerevenyu luzosebenza ngokufanele ekukhanselweni kobulunga;
o Uma kumakwe ukuthi kuzodileywa ukukhanselwa (isb. kukhanselwa ngosuku lokuphelelwa
yisikhathi) Isakhiwo sizogcina ohlelweni kuze kube usuku lokukhansela luyafika.
Uhlelo Lokugreda luzokwabela Uhlelo Lwezezimali kanti Isakhiwo ngeke sithole ukuvuselelwa
kwama-invoyisi;
Ayikho imali ekhokhiwe yimpahta evuselelwayo, Uhlelo Lokugreda luzokhipha izikhumbuzo ngama-
invoyisi ngosuku lwama-60 kanye nosuku lwama-30 ngaphambi kokuphelelwa yisikhathi kwama-
invoyisi futhi luzothumela izikhumbuzo Esakhiweni kante Nakumhloli;
Uma kungakhokhwa futhi ingekho irisidi yokukhokha ngokugcwele (ngokwaphulelwa uma kufanele)
ngosuku ubulunga Besakhiwo obuphelelwa yisikhathi ngalo lokhu okulandelayo kuzokwenzeka:
o Ubulunga Besakhiwo buzokhanselwa ngokuzenzakalela Uhlelo Lokugreda ezinsukwnini
ezingama-21 emuva kokuphelelwa vyisikhathi sobulunga lokhu kuzobe yingxenye
yokukhanseleka ngokuzenzakalela, kodwa irekhodi Lesakhiwo Llizogcinwa Ohlelweni

Lokugreda futhi lingasetshenziswa njengesibonelo.
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4.16. Ukubuyekezwa Kwamaplakhu kanye Nobulunga Obukhanseliwe

Recalling Plaques of Cancelled Memberships

Quiality Protection Officer Client Liaison Officer

Membership cancelled

{voluntary cancellation

or due to non Payment)

45 cale ardays

s the prope

agaln?

EVes

Na action required,
ticket closed

No

Proceed with Query
Evaluation Stage & QPA
Stage 2

stablishmen
intent remaove the
Yes r advertis®

Adjust “Next Step Due” 30
calendar days onwards
from current day

After these 30 days,
proceed with Query
Evaluation Stage & QPA
Stage 2, if necessary

Phase

4.16.1.

applied for grading

Downloaded as a
query on Grading
System-1A

a Ticket * Created™

No Wait 10 working days
K after Post Cx Stage 1
Notification
Issue “Post Cancellation
(Cx) Stage 1 Notiflcation™
stablishmeni
intent to become —Ye
essed agal,

Failid assessment & Lead is referred to an

asserssor

Proceed with Query
Evaluation Stage & QPA
Stage 1

No
Close the ticket on Grading System- I1A

Follow the Incomrect & lllegal
Advertising query evaluation
Stage and the Quality
frotection Auditing Stage 1

rocedures

records if establishment

. Determine from Marketing
previously received a plaque

Makes an arangement with
the Establishment for
collection of cld plaque

Arrange with courier to collect
the plaque from the
Establishment

Compile 3 detailed list of
plague collectlons fer the
courler and the list on open
purchase order

€10 monitors & follows up on

auctioning of plaque
collections

Receives the retumed plagues

Uma ukukhanselwa kobulunga Ohlelweni Lokugreda kutholiwe Ohlelweni Lokugreda

Lwezinto Ezisazokwenziwa” njengokuba umbuzo/ithikithi “okwenziwe”;

¢ Kulesi sigaba ithikithi elisesigabeni 0 Ohlelweni Lokugreda-IA;

Isakhiwo sigedile yini ukuthi ukufaka isicelo ku-intanethi ukuze sigredwe:
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TGCSA Marketing Assistance

Create open PO for courier to
collect plagues

Ukubuyekezwa Kwamaplakhu kanye Nobulunga Obukhanseliwe - Incazelo Ngamagama

- 1A “Uhla

Ezinsukwini ezingama-45 kusuka ngosuku lokukhanselwa Ohlelweni Lokugreda i-QPO ibheka ukuthi
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o Uma kunesicelo esenziwe ku-intanethi (isimo sokuba vyilunga “Hleli”) emuva kokuthi
kukhanseliwe, akukho okunye okumele kwenziwe futhi i-QPO ivala ithikithi Ohlelweni
Lokugreda-IA;

o Uma singafakwanga isicelo ku-intanrthi emuva kokukhansenwa, i-QPO izokhipha Imeyili
Yesaziso esisemuva kokukhanselwa (Cx) Isigaba 1:
=  Uma Isakhiwo siphendule i-QPO ngenhloso yokuphinda sihlolwe futhi, ukugreda

kudlulisalwa kumbhloli ofanele, ngokwezincomo Zomsizi Womphathi Wezokusebenza we-

TGCSA noma Umhloli Ophezulu Esifundazweni kanye ne-QPO bavala ithikithi;

= Uma isakhiwo siphendule ku-QPO ngesizathi sokususa ukukhangiswa kwezinkanyezi zonke
i-QPO ikhuluma Nesakhiwo ngokufanele bese kulungiswa “Isinyathelo Esilandelayo”

Ohlelweni Lokugreda-IA kuya ezinsukwini ezingama-30 kusukela kulolo suku;

e Emuva kwezinsuku ezishiwo ngenhla zekhalenda i-QPO izoghubeka Nezinga
Lokuhlolwa Kwemibuzo kanye Nesigaba se-QPA 2, uma kunokuvezwa okungekho
emthethweni kwezinkanyezi kungabonwa.

=  Uma Isakhiwo singaphenduli sdalo ezinsukwini eziyishumi zokusebenza ezingeni 1

Lengemuva lokukhansel Isaziso Semeyili se-QPO sizoghubeka nale nqubo:

e Izinga Lokubhekwa Kwemibuzo Yokukhangisa okungelona iginiso futhi okungekho
emthethweni njengokuba kushiwo endimeni 4.18;

e lzinga lesi-2 Ukucwaningwa kwamabhuku Ukuvikela lkhwalithi njengokuba kushiwo
endimeni 4.19.

= Uma iplakhu ingakhishwanga noma inganqunywanga ngokuginiseka leyo plakhu yatholwa
yisakhiwo, akukho okunye okumele kwenziwe futhi ithikithi livaliwe.
o Ukukhansela ngenxa yokuhlola “okungaphumelelanga (Uhlobo lomthembo “Uhla Lwemiklomelo:

Aluphumelelanga™), kanye nokwehlisa, i-QPO izolandela inqubo egcwele ukukhipha incwadi eya

Esakhiweni, ngokugala ngale nqubo:

o lzinga Lokubhekwa Kwemibuzo Yokukhangisa okungelona iginiso futhi okungekho emthethweni
njengokuba kushiwo endimeni 4.17
o lzinga lesi-2 Ukucwaningwa kwamabhuku Ukuvikela Ikhwalithi njengokuba kushiwo endimeni
4.18.
= Lapha i-QPO noma i-CLO kumele banqume ngokwamrekhodi Ezokumaketha e-TGCSA
ukuthi isakhiwo ngabe sasithola ngempela yini iplakhu, ngaphambili i-CLO ingathinta
isakhiwo ukulungiselela Ukubuyiswa kwe-plakhu;
= Uma kungatholakali ngokuginisekisa ukuthi isakhiwo siyitholile iplakhu yokugreda
ngaphambilini, i-CLO ayikwazi ukuthinta sona ukwenza amalungiselelo okubuyisela
iplakhu.
e Uma iplakhu yakhishwa ngokwegqiniso ngaphambilini futhi isakhiwo asifaki esicelo futhi ukuthi
sihlolwe, i-CLO Ethimbeni Lokumaketha kumele ithinte Isakhiwo, ukwenza izinhlelo zokulanda

iplakhu emdala:

o |-CLO iziphinda ihlelele ukuthi EZOKUVAKASHA ENINGIZIMU AFRIKA ziqoke ozolanda iplakhu

Esakhiweni:
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= Uhla lwamaplakhu okumele alandwe ethunyelwe ngekhoriya futhi akhokhelwa Ngokwe-
oda Elivulelekile elakhiwe Umsizi Wezokumaketha we-TGCSA.
e |-CLO ilandelela iphinde ibheke ukulandwa kwamaplakhu ngokohla Lwamaplakhu
okumele alandwe.
o Uhlelo luphela lapho i-CLO noma i-QPO ithola iplakhu ebuyisiwe. Iplakhu ebuyisiwe ikhiyelwa
ekhabetheni futhi ukhiye wekhabethe ugcinwa yi-QPO.
o KODWA uma Iplakhu yaku-intanethi kanye Nohlelo Lokuphathwa Kwesitifiketi kusetshenziswa

ngokugcwele “lcala” “Lokutholwa Kweplakhu” kuzophakanyiswa Ohlelweni Lokugreda,
ngokufaka ngokuzenzakalela “icala” Kuplakhu eku-intanethi kanye Nohlelo Lokuphathwa

Kwesitifiketi ukuthi umhlinzeki wezinsiza weplakhu ukwenza:
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4.17. Ukushintshwa Kwamaplakhu Akhishiwe
Replace Issued Plaques

TGCSA Marketing Team

Replacement
Plaque Required

Receive arequest
for a replacement Requests can come from:
plaque : e«  The Establishment
e The PMAs
e The Assessor on
behalf of the
Establishment
AND

Contact
establishment, to

{or additional) make arrangements
plaque from plaque for collection of the Plagues will only be ordered

distributor old plaque replaced in the following
; circumstances:
] Additional plaque
- request,
e Change of Category,
] Upgrade or Downgrade

Order replacement

Arrange for a SAT
appointed courier
to collect the plaque

from the or Membership,
establishment . Replacement of Plaque
with old CI,

. Damaged plaque,
. Stolen plaque

Receive returned
plagque

End

Phase

4,17.1. Ukushintshwa Kwamaplakhasi Akhishiwe - Ukuchazwa Ngokwamagama
e Ithimba Lezokumaketha LeTGCSA lizothola isicelo sokushintshwa kweplakha:
o Isicelo singasuka:
= Esakhiweni;
»  Kuma-PMA;
=  Umhloli emele Isakhiwo.
e Ithimba Lezokumaketha le-TGCSA lizothinta Isakhiwo, ukwenza izinhlelo zokulandwa kweplakhasi
elidala (ngaphandle uma lintshontshiwe):
o Iplakhasi lizo-odwa noma lishintshwe ezimweni ezilandelayo:
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= |sakhiwo sicele iplakhu eyengeziwe uma benendawo yokungena engaphezu kweyodwa;
= Ukushintsha Uhlobo;
= Ukukhuphula noma Ukwehlisa ubulunga;
= |Iplakhasi elintshontshiwe;
= |plakasi elifile;
= Ukushintshwa kweplakhasi nge-Cl emdala.
o Ithimba Lezokumaketha le-TGCSA lizohlelelaikhoriya eqokiwe ye-TGCSA ukuthi ilanda iplakhasi.
¢ Ngesikhathi ezifanayo Ithimba Lezokumaketha le-TGCSA lizo-oda iplakhasi etsha (eyengeziwe)
kubenzi bamaplakhasi;
e Ithimba Lezokumaketha le-TGCSA lizothatha iplakhasi elibuyisiwe.

4.17.2. Ukulawulwa kwangaphakathi kanye nokuphathwa kwamaplakhu abuyisiwe

s |-MA, CLO kanye ne-QPO kungathola amaplakhu abuyisiwe ngezizathu ezahlukene ngokwemisebenzi
yezikhundla;

s Amaplakhu engabuyiswa kuphela ku-TGCSA empahleni eyizindawo zokuhlala njengesinqumo
sokugcina ku-SOP, ngenxa yobuncane bendawo yokubeka ezakhiweni Zezokuvakasha eNingizimu
Afrika;

e Amaplakhu kumele abuyiselwe nganoma yiziphi izizathu azothathwa futhi asetshenziswe futhi
abakhigizi bamaplakhu abaqokwe yi-TGCSA;

« Amaplakhu atholwe emagcekeni Ezokuvakasha eNingizimu Afrika, kunerejista yeplakhu ebhalisiwe,
egcinwe ngaphansi “KOKUMAKETHA” kufolda ye-TGCSA ye G-drive, lapho igama lezinombolo
kanye/noma impahla okumagondana neplakhu ebuyisiwe erekhodwe khona;

¢ Iplakhu ebuyisiwe ibese igcinwe egumbini lokugcina izinto Kwezokuvakasha eNingizimu Afrika noma
ikhiyelwa ekhabetheni ehhovisi le-TGCSA, kuzoncika ekutheni indawo ikhona kuphi
o Indawo yokubeka (igumbi lokubeka izinto elingaphansi noma ikhabethe lasehhovisi le-TGCSA)

nayo irekhodiwe kurejista yeplakhu ephakathi nendawo, wshiwo ngenhla

¢ Umphathi: Ukuphathwa Kwezokuvakasha eNingizimu Afrika kugcina izikhiye zegumbi eliphansi
lokugcina izinto;

e |-QPO igcina izikhiye zekhabethe lamaplakhu abuyisiwe emahhovisi e-TGCSA.

¢ Amaplakhu asegcinwe iminyaka emibili noma ngaphezulu kusukela ngoNtulikazi ka-2016 kuya

phambili azosetshenziswa futhi, ngemvume kanye nokusayina kwe-CQAO.
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4.18. Ukuginisekiswa Kokuphathwa kanye Nokudiliviwa Kwezitifiketi

Conduct Assurance of Plagque and Certificate Delivery

Quality Protection Office TGCSA Marketing Assistant

Two Calendar Months or
@ 70 calendar days After the
Awards Meeting downloads
on the Grading System

First check with the Marketing
Assistant if the plaques are
expected to have been
delivered, i.e. confirm if there
could have been any issues
that affected manufacturing
or delivery of plaques. Inform the QPO if there
were issues and explain the
nature of the issues and
expected impact

Assess the feedback
consider the Impact when
conducting the audit
E.g. if the meeting was closed on the
Select a 8 to 10% sample of grading systerm on 15 April , the checks
establishments far which for those plagues will be dane at the
plagues and certificates end of June (2 calendar months later)
were ordered after the

Praperty Approvals Meeting

Conduct an audit to
determine if the
establishments received
their plagues and certificates
in good order and timeously

Performs the audit by
sending a customized email
to each individual sample

Establishment
Eg.:
Missing Plaques
. Misspelt Establishment
names
- Incorrect number of
. stars
Record q:erie; andﬂ:ssues e Damaged plagues and
raised and submit them to Certificates
P'°‘:]”°.e:trtepgg:gd TGCSA Marketing Assistant
submititte and to CLO for record-
keeping & further follow-up
Address & resolves
plaque and
certificate issues
stemming from the
audit
b Issues addressed
=
a.
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4.18.1. Ukuginisekiswa Kokuphathwa kanye Nokudiliviwa Kwezitifiketi - Ukuchazwa
Ngokubhala

e |-QPO kumele yenze ukucwaninga amabhuku kokudiliviwa Kwamaplakhu kanye nezitifiketi,
ezinyangeni ezimbili zekhalenda noma ezinsukwini ezingama-70 zekhakenda emuva kokuthi
Umhlangano Ovumela impahla ufakwe Ohlelweni Lokugreda;

¢ 1-QPO kumele iqale ibheke Umsizi Wezokumaketha we-TGCSA uma amaplakhu elindeleke ukuthi
ahanjiswe, isb. ukuginisekisa ukuthi uma kungaba khona izinkinga ezithinta ukukhiqizwa noma
ukudiliviwa kwamaplakhu;

e Umsizi Wezokumaketha we-TGCSA uzotshela i-QPO uma kukhona izinkinga bese eyachaza isimo
senkinga kanye nokuthinteka okulindeleka;

e [-QPO izohlola impendulo bese ibhaka umthelela uma yenza ukucwaninga amabhuku;

¢ [-QPO izokhetha isampula elisuka ku-8 kuya ku 10% lezakhiwo amaplakhu kanye nezitifiketi ezi-odwe
khona emuva kokuthi Umhlangano Wokuvunyelwa Kwempahla ifakwa:

o Isb. uma umbhlangano wawumhla ziyi-15 kuMbasa, amasheke alawo maplakhu azogedwa
ekuphileni kukaNhlangulana.

e |-QPO izokwenza ukucwaningwa kwamabhuku le-8 kuya ku-10% ukunquma ukuthi izakhiwo
ziwatholile ngendlela efanele kanye nangesikhathi esifanele yini amaplakhu kanye nezitifiketi zawo;

e |-QPO yenza ukucwaninga amabhuku ngokuthumela imeyili kuzo zonke Izakhiwo ezisesampuleni;

e |-QPO izokhipha umbiko futhi uhambise ku-CQAO njalo ngenyanga;

¢ -QPO izorekhoda imibuzo kanye nezinkinga okuphakanyiswe lzahkiwo eziyisampula bese ikuhambisa
Umsizi Wezokumaketha we-TGCSA kanye Nesikhulu Esibhekelele Amakhasimende (CLO) ukuthi
bakusombululo:

o Isb.:
=  Amaplakhu kanye/noma izitifiketi okungakathotwa
= Amaplakhu alahlekile
=  Amagama Ezakhiwo angabhalwanga ngokufanele;
= [zinombolo zezinkanyezi ezingafanele;
= Amaplakhu noma izitifiketi okumoshekile.

e Umsizi Wezokumaketha we-TGCSA uzobheka futhi asombulule izinkinga zamaplakhu kanye
nezitifiketi ezivela ekucwaningweni kwamabhuku;

e [-CLO izogcinwa irekhodi ilandlele Umsizi Wezokumaketha we-TGCSA ekusombululeni kwalesi

zinkinga.
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4.19. Isigaba Sokubheka Imibuzo

Incorrect and lllegal Advertising Query Evaluation Stage

Quality Protection Officer
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4.19.1. Isigaba Sokubheka Imibuzo - Incazelo Ngokubha

e |-QPO ithatha imibuzo Yokukhangisa okungekho emthethweni emithonje elandelayo:
o Abahloli;
o Umphakathi;

Ezinye Izakhiwo Ezigrediwe;

Abasebenzi be-TGCSA;

Umhlangano Woshintsho Lwemiklomelo;

Ukukhanselwa;

Ukwehliswa;

Impendulo yamakhasimende;

Isikhulu Esibhekelele Amakhasimende (CLO)

e Ukubheka ukuthi Isakhiwo sikhona encwadini yomlando yemanuwali yemibuzo (amarekhodi

o O 0 O O O ©

angaphambilini e-MS Excel);
¢ Ukubhekwa Kohlelo Lokugredwa Lesakhiwo;
¢ Ukunquma ukuthi amarekhodi Esakhiwo akhona Ohlelweni Lokugreda:
o Uma engekho, kwakhiwe impahla entsha Ohlelweni Lokugreda;
o Uma ekhona, kuzobhekwa ukuthi isibhekiwe yini imibuzo ngaphambilini Ohlelweni Lokugreda-IA
noma kumanuwali yangaphambilini ye-MS Excel.
= Uma kusetshenziwe ngawo ngaphambilini Ohlelweni Lokugreda-lA, izigaba zokuginisekisa
zohlelo |A (kuzophindwa ukuhlolwa kwemibuzo bese kulandelwa isigaba esilandelayo
esifanele);
= Uma kusetshenziwe ngawo ngaphambilini kumanuwali MS Excel kuphela kodwa isakhiwo
sikhona Ohlelweni Lokugreda:
e Kwakhiwe ithikithi elisha lwemibuzo Yohlelo Lokugreda-l1A
¢ Kuzovuselelwa Uhlelo Lokugreda-lA lemanuwali yangaphambilini (kusukela ngaphambi
kokuthi kube Sohlelweni Lokugreda-lA)
= Uma kungumbuzo omusha, kuzokwakhiwa ithikithi elisha lombuso Wohlelo Lokugreda-lA
bese kughutshekwa esigabeni sokuginisekisa.
¢ lzigaba zokuginisekisa ukukhangisa okungekho emthethweni (1A):
o Uma umbuzo sekusetshenziwe ngawo ngaphambilini, kumele kubhekwe ukuthi sisifakile yini
isicelo sokugredwa:
= Uma kukhona isicelo esikhona Ohlelweni Lokugreda Esakhiweni, imibuzo ye-lA iyasonjululwa
futhi i-QPO ivala ithikithi;
»  Uma kungekho isicelo esikhona Ohlelweni Lokugreda Sesakhiwo;
e Kubhekwa isimo esaziwayo sangaphambilini kanye nokuhambisana nemibuzo;
e Kubhekwa ukuthi izindawo ezingama-80% noma ngaphezulu ze-1A ziginisekisiwe:
¢ Uma izindawo ezingama-80% noma ngaphezulu ziginisekisiwe, imibuzo ye-IA
iyasonjululwa futhi i-QPO ivala udaba;
¢ Uma amaphesenti angaphansi kwama-80% e-IA eqinisekisiwe, i-QPO inquma isigaba

esilandelayo Ohlelweni Lokugreda-IA, okungahlanganisa ukwengezwa kwendawo.
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o Uma kungumbuzo omusha
= Ukuginisekiswa ukuthi isakhiwo besigrediwe ngaphambilini noma cha;
= Ukuginisekisa ukuthi ukugredwa akukhanselwanga yini ngaphambilini;
= Ukuginisekisa ukuthi Isakhiwo esigrediwe kodwa sikhangisa inani lezinkanyezi elingelona
iginiso;
=  Ukusho ukuthi isakhiwo sikhangisa ngokungemthetho:
« Uma kungelona iginiso, kumele sihlinzeke impendulo kumuntu obike i-lA bese kuvalwa

ithikithi:
o Uma kuyinkinga yesevisi noma yesakhiwo, kwaziswe i-CLO emuva kokuvalwa
kwethikithi.

¢ Uma kuyiginiso, Kwenziwe Inhlanganisela Yobufakazi (lzindawo ze-1A) ngokusebenzisa
lokhu okulandelayo:

Ukusesha ku-intanethi;

Ukubhukga / Ukubalwa Kwamawebhusayithi;

Izithombe zezimpawu zomgwaqo;

c O O ©

Izithombe zezimpawu ngaphakathi esakhiweni;
o Izithombe zamabrosha.
e Ukughubekela esigabeni esifanele Sohlelo Lokugreda-lA.
o Lokhu kuzokwenza ukuthi imeyili ithunyelwe isakhiwo (ngokuzenzakalela izokhopha i-CLO)
nezinenezelo ezilandelayo:
® Incwadi ehloniphekile efanele;
* Inhlanganisela yezibonelo zokukhangisa okungekho emthethweni;

=  Umqulu onesigaba esifanele soMthetho.
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4.20. Ukuginisekiswa Kokuvikelwa Kwekhwalithi - Isigaba soku-1
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Quality Protection Assurance — Stage 1
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Ukunquma ukuthi ngabe Isakhiwo ngaphambilini sasinobulunga obukhanseliwe:
o Uma kunjalo, Imeyili Yokukhansela kumele ukube yathunyelwa Esakhiweni, pkuhlanganisa,
umyalelo wokuthi sikhishwe futhi sibuyiselwe enkanyezini yokuhlanganyela:
= Uma impahla ifake isicelo sokugredwa:
e Imibuzo ye-IA iyasombululwa bese i-QPO ivala ithikithi.
= Uma lungekho uhlelo laku-intanethi Lohlelo Lokugreda:
e |-QPO ithumela Isakhiwo imeyili Yokukhansela emuva Kwesigaba soku-1
o Uma Kungenjalo, i-QPO ibuyekeza Uhlelo Lokugreda-1A ukuveza ukuthi isigaba soku-1 sesenziwe.
I-QPO ibheka ukuthi likhona yini ikheli lemeyili elikhona ohlelweni olukhona
o Uma Kungenjalo, kuthintwa Isakhiwo ngocingo ukuthola imeyili esebenzayo
= [-QPO ithatha ikheli lemeyili elifanele Ohlelweni Lokugreda-IA (ku “Alt Email”)
I-QPO iphenya futhi ithatha izindawo se-1A;
I-QPO ithumela Incwadi 1 efanele nenhlanganisela kanye nemiqulu yomthetho:
o Uhlobo lwecala luzonquma okuqukethwe encwadini;
o Ukwehliswa kuzobhekisa ekukhangisweni okungelona iqginiso hhayi ukukhangise okungekho
emthethweni.
Emuva kwezinsuku ezimbili zokusebenza, i-QPO iphinde ilandela Izigaba Zokukhangisa
Okungemthetho okukhulunywe ngakho endimeni Yesigaba Sokubhekwa Kwemibuzo;
Uma imibuzo ye-IA ingakasuswa kuze kube yilapha, Uhlelo Lokugreda-IA luzokuveza ukuthi isigaba
esilandelayo silindelwe ukuthi senziwe ngokwe-SLA Yohlelo Lokugreda-1A;
I-QPO ingaseqa Isigaba Sohlelo Lokugreda uma:
o I-1A sekugediwe ngayo ngaphambilini yi-QPO noma yinoma ubani obambe ighaza ngokusebenzisa
imanuwali
o Uma isimo, ubunjalo kanye nesigqgi secala elithile sivumela.
Esimeni esinjalo, i-QPO izothathwa amanothi Ohlelo Lokugreda-lA magondana nokuphendula
kwemanuwali yangaphambilini noma magondana nhobunjalo becala.

4.21. Ukuginisekiswa Kokuvikelwa Kwekhwalithi - Isigaba sesi-2
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Quality Protection Assurance — Stage 2
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4.21.1. Ukuginisekiswa Kokuvikelwa Kwekhwalithi - Isigaba sesi-2 - Ukuchazwa Ngamagama
¢ 1-QPO ibuyekeza Uhlelo Lokugreda-IA ukuthi luveze ukuthi Isigaba sesi-2 sesigediwe;
¢ 1-QPO iphinde ibheke, ibuyekezwe iphinde yengeze izindawo ze-lA lapho kunesidingo;
e [-QPO ithumela isakhiwo incwadi efanele yesi-2 okuhlanganisa imiqulu eyinhlanganisela &
nomthetho;
o Isimo secala sizonquma okuqukethwe yincwadi;
o Ukwehliswa kuzobhekisa ekukhangisweni okungelona iginiso hhayi ukukhangise okungekho
emthethweni.
e Emuva kwezinsuku eziyishumi zokusebenza, i-QPO iphinde ilandela Izigaba Zokukhangisa
Okungemthetho okukhulunywe ngakho endimeni Yesigaba Sokubhekwa Kwemibuzo;
e Uma imibuzo ye-lA ingakasuswa kuze kube yilapha, Uhlelo Lokugreda-lA luzokuveza ukuthi isigaba
esilandelayo silindelwe ukuthi senziwe ngokwe-SLA Yohlelo Lokugreda-|A;
e |-QPO ingaseqa Isigaba Sohlelo Lokugreda uma:
o I-1A sekugediwe ngayo ngaphambilini yi-QPO noma yinoma ubani obambe ighaza ngokusebenzisa
imanuwali;
o Uma isimo, ubunjalo kanye nesigqi secala elithile sivumela.
e Esimeni esinjalo, i-QPO izothathwa amanothi Ohlelo Lokugreda-lA magondana nokuphendula

kwemanuwali yangaphambilini noma magondana nobunjalo becala.
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4.22.

Quality Protection Assurance — Stage 3
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4,22.1. Ukuginisekiswa Kokuvikelwa Kwekhwalithi - Isigaba sesi-3 -~ Ukuchazwa Ngamagama
¢ |-QPO ibuyekeza Uhlelo Lokugreda-IA ukuthi luveze ukuthi Isigaba sesi-3 sesigediwe;
¢ 1-QPO iphinde ibheke, ibuyekezwe iphinde yengeze izindawo ze-lA lapho kunesidingo;
e [|-QPO ithumela isakhiwo incwadi efanele yesi-3 okuhlanganisa imiqulu eyinhlanganisela &
nomthetho;
o Isimo secala sizonquma okugukethwe yincwadi;
o Ukwehliswa kuzobhekisa ekukhangisweni okungelona iqiniso hhayi ukukhangise okungekho
emthethweni.
o Emuva kwezinsuku ezingamashumi amathathu zokusebenza, i-QPO iphinde ilandela Izigaba
Zokukhangisa Okungemthetho okukhulunywe ngakho endimeni Yesigaba Sokubhekwa Kwemibuzo;
¢ Uma imibuzo ye-lA ingakasuswa kuze kube yilapha, Uhlelo Lokugreda-IA luzokuveza ukuthi isigaba
esilandelayo silindelwe ukuthi senziwe ngokwe-SLA Yohlelo Lokugreda-IA;
* |-QPO ingaseqa Isigaba Sohlelo Lokugreda uma:
o I-1A sekugediwe ngayo ngaphambilini yi-QPO noma yinoma ubani obambe ighaza ngokusebenzisa
imanuwali
o Uma isimo, ubunjalo kanye nesigqgi secala elithile sivumela.
o Esimeni esinjalo, i-QPO izothathwa amanothi Ohlelo Lokugreda-lA maqondana nokuphendula

kwemanuwali yangaphambilini noma maqondana nobunjato becala.
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4.23. Ukuqinisekiswa Kokuvikelwa Kwekhwalithi - Isigaba sesi-4

SAT6Q-PRO-04 SOUTH AFRICAN TOURISM Page 73 of 88

Revision 22 Print Date: 2018/05/17- Valid 2 days after printing

This gazette is also available free online at www.gpwonline.co.za




STAATSKOERANT, 2 NOVEMBER 2018

Process Name: TGCSA Grading Operating Processes

Quality Protection Assurance — Stage 4

Quality Protection Officer

Illegal advertising
not resolved
in stage 3

Update the system to reflect
that you are now in Stage 4
of processing the query

Re-evaluate, update and add
1A Locations

Send Letter 4 including
collage & jegislation to the
establishment

@ . Wait14
‘calender days

g

\
|
H liegal advertlsi Ye 1
Wait additional 14 caIerIdar days No removed? i
| .
N | Applied For Ye Close ticket = I
| rading? Stars Removed |
i 1
| Close ticket — 1
Contact the | Applie.d for |
establishment ' grading i
telephonically — . s
N
Outcome? © 1A fllegal

query resolved  query resolved

Establishment
commits to
Correct the

situation

Establishment not
Reachable Or Dispute IA

Prepare paperwork for
charges or referral

Update the system to reflect
“legal referred”

Lay charges at SAPS or refer
to Provincial Consumer
authority within 60 calendar
days

Close ticket

IA Queryresolved

Phase

4.23.1.

SOUTH AFRICAN TOURISM
Print Date: 2018/05/17- Valid 2 days after printing

SAT6Q-PRO-04
Revision 22

CQAQ

Review, advise and sign
off paperwork or cther

further action by
provincial consumer
authority

This gazette is also available free online at www. wonline.co.za

No. 42010 437

Company Confidential

SAT Legal
Services

Review, advise and
sign off paperwork
or other further
action by provincial
consumer authority

Ukuginisekiswa Kokuvikelwa Kwekhwalithi - Isigaba sesi-2 - Ukuchazwa Ngamagama
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e |-QPO ibuyekeza Uhlelo Lokugreda-IA ukuthi luveze ukuthi Isigaba sesi-4 sesigediwe;
e 1-QPO iphinde ibheke, ibuyekezwe iphinde yengeze izindawo ze-lA lapho kunesidingo;
e [-QPO ithumela isakhiwo incwadi efanele yesi-4 okuhlanganisa imiqulu eyinhlanganisela &
nomthetho;
e Eznsukwini eziyi-14 zekhalenda, kuzobhekwa ukuthi Isakhiwo sisifakile yini izicelo sokugreda:
o Uma kunesicelo esikhona Ohlelweni Lokugreda Sesakhiwo, imibuzo ye-1A isombululiwe futhi i-
QPO iyalivala ithikithi;
o Uma singekho isicelo esikhona Ohlelweni Lokugreda Sesakhiwo;
e Ukubuyekezwa kwezimo kanye nokuhambisana kombuzo;
o kuzobhekwa ukuthi ama-80% noma ngaohezulu e-1A aqginisekisiswe yini:
e Uma ama-80% e-lA eqinisekisiwe, imibuzo ye-lA iyasombululwa futhi i-QPO ivala
ithikithi;
e Uma kungaphansi kwama-80% e-IA eqinisekisiwe, i-QPO ithinta Isakhiwo ngocingo
ukuvikela izinyathelo zomthetho:
o Uma Isakhiwo sizibophezela ukulungisa isimo, i-QPO ivumela ezinye izinsuku
ezengeziwe eziyi-14 zekhalenda ngaphambi kokuphinda  kokuphindwa
Kwezinyathelo Zokuginisekisa Ukukhangisa Okungekho Emthethweni (lA)
njengokuba kushiwoendimeni Yesigaba Sokubhekwa Kwemibuzo:

= Uma lzinyathelo Zokuginisekisa Ukukhangisa Okungekho Emthethweni (IA)
zinomphumela ogculisayo: imibuzo iyasombululwa bese i-QPO ivala ithikithi.

»  Uma Izinyathelo Zokuginisekisa Ukukhangisa Okungekho Emthethweni (lA)
zinomphumela ongagculisi, i-QPO ilungisa amaphepha amacala noma
ukudlutisela Ezikhulwini Zezabathengi Esifundazweni;

o Uma Isakhiwo singatholakali ngocingo noma siphikisana ne-lA:
= i-QPO ilungisa amaphepha amacala noma ukudlulisela Ezikhulwini
Zezabathengi Esifundazweni;
e 1-CQAO ibheka, iyale bese isayina la maphepha;
e 1-QPO ibuyekeza Uhlelo Lokugreda-IA ukuthi luveze ukuthi “ludluliselwe kwezomthetho”
e FEzomthetho ZEZOKUVAKASHA ENINGIZIMU zizobheka, ziyale zisayina la maphepha;
e 1-QPO inezinsuku ezingama-60 zekhalenda emuva kokusayinwa Kwezomthetho ukuthi ivule icala ku-
SAPS noma idlulisele udaba Ehhovisi Lwezabathengi ukuthi luphenywe kabanzi
e |-QPO ivala ithikithi Ohlelweni Lokugreda-IA.
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4,24,

Refund Process

Assistance Operations Manager

Manages
all refunds

Uhlelo Lokubuyiswa Kwemali

Finance will sign in the

Refunds will be recarded
in the baok

Funds

turne Yes

Finance will note it in the
refund book with reasons.

and the date
No

AllRFO’s tobe approved "

by the OM and CQAC
before finance will accept
therefundre uest

sign and confirm that the
banking details are
correct and that they have
called the establishment
ta confirmed the same

Hand refunds to the
debtor clerk

Update all refunds on the
worksheet for refunds
and save it on the G-drive

Phase

SAT6Q-PRO-04
Revision 22

“""| book on receipt of refund

Attached to the RFC must be all
thewritten communlications
from establishments as well as
there banking detalls and proof
of payment

Twite a month on the following
days the 10th and 20th of each
month before 12h00.

If the day |s on @ weekend or
public holiday assistant OM will

hand them on the next working
day before 12h00
Finalise refunds in four
days
In the event of an urgent Willonly accept refund
request on the
refund on any other day mentioned days, any
than the 10th and 20th, e
hand th st to th refunds not handed on
ames Monagor these two dates have to
inance Manager! stand over to the next.
consider intervention
month

Debtor clerk

Allrefunds handed on the
10th of each month will be
for the refunds requests
where deposits were made
up to the end of the prior
month of the 10"

All refunds handed on the
20™ will be for refund
deposits fram the 1% of that
month to the 10th of the
month of the 20

SOUTH AFRICAN TOURISM

Print Date: 2018/05/17- Valid 2 days after printing

No. 42010 439

Company Confidential

Accounts payable’s clerk

After he/she receives the
documents from accounts
Ensure payment of the receivables clerk
refund in 7 days from the
first Friday

Update the worksheet for
refunds on the G-DRIVE
with the actuzl payment

date of the refund
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4.24.1. Uhlelo Lokubuyisa Imali -Incazelo Ngamagama

Umsizi we-OM uphatha zonke izimali ezibuyiselwe emuva.

o Zonke izimali ezibuyiselwe emuva zizorekhodwa ebhukwini futhi owezimali uzosayina

ebhukwini ekutholweni kwemali ebuyiselwayo.
o Imali ebuyiselwayo ibuyiselwa Kumsizi we-OM, owezimali uzobhala ebhukwini leziMali
ezibuyiswayo nezizathu kanye nosuku.

Yonke i-RFO izovunyelwa Umpathi WEzokusebenza kanye ne-CQAP ngaphambi kokuthi owezimali
avumele isicelo sokubuyisela imali;
Kumele kufakwe i-RFO kukho konke ukuxhumana okusuka ezakhiweni kanye nemininingwane yazo
yasebhange esuka kubabhengi bazo kanye nobufakazi bokukhokha;
Ithimba lokusebenza kumele liphinde lisayine futhi liainisekise ukuthi imininingwane yebhange
iyiginiso futhi selisithintile isakhiwo ukuginisekisa okufanayo,
Umsizi we-OM uzokhipha imali ebuyiselwayo ayise eklekhini lezikweleti kabili ngenyanga ezinsukwini
ezilandelayo, ziyi-10 kanye nahla zingama-20 njalo ngenyanga ngaphambi kwehora le-12. Uma usuku
lungempelasonto noma liyiholidi Umsizi we-OM uzoyikhipha ngosuku olulandelayo lokusebenza
ngaphambi kwehora le-12;
Umsizi we-OM uzophinda abuyekeze zonke izimali okumele zibuyiselwe emuva ashadini lazo bese
eligcin ku G-drive;
Iklekhi lezikweletu lizoba nezinsuku ezine ukuthi ligede bese linika lklekhi Elikhokhela Ama-
akhawunti.
Iklekhi elikhokhela ama-akhawunti lizoginisekisa ukubuyiselwa kwemali ezinsukwini eziyi-7 kusukela
Ngolwesihlanu lokugala emuva kokuthola imiqulu esuka eklekhini elithola ama-akhawunti;
lklekhi elikhokhela ama-akhawunti lizobuyekeza ishadi leziMali ezibuyiselwayo eliku G-DRIVE
ngosuku lokukhokhwa kwemali;
Yonke imali ebuyiselwayo inikwe iklekhi elithathayo ngomhla ziyi-10 njalo ngenyanga owezicelo
zokubuyiselwa izimali lapho amadiphozithi ayenzwe ekuphileni kwenyanga ngaphambi nkenyanga
yomhla ziyi-10;
Zonke izimali ezibuyiswayo zinikwa iklekhi elitholayo mhla zingama-20 kuzobe kungeyokubuyiselwa
kwamadiphozithi asekela mhla zi-1 kuleyo Nyanga kuya mhla ziyi-10 kwenyanga yomhla zingama-
20;
Amaklekhi athola imali azovumela izicelo zokubuyiselwa ima ezinsukwini ezidalulwe ngenhla, noma
yikuphi ukubuyiselwa kwemali okungalethwanga kulezi zinsuku ezimbili kumele zimele inyanga
elandelayo;
Lapho kunemali okumele ibuyiselwe ngokushesha kunoma yiluphi usuku ngaphandle kwamhla ziyi-
10 kanye namhla zingama-20, umsizi womphathi wezokusebenza uzodingida isicelo Nomphathi

Wezezimali ukuthi angenelele.

SAT6Q-PRO-04 SOUTH AFRICAN TOURISM Page 77 of 88
Revision 22 Print Date: 2018/05/17- Valid 2 days after printing

This gazette is also available free online at www.gpwonline.co.za



STAATSKOERANT, 2 NOVEMBER 2018 No. 42010 441

Process Name: TGCSA Grading Operating Processes Company Confidential

4.25. Uhlelo Lokubuyisa Imali

Discount Process

Provincial Master Assessor Grading System

. Once processed and
Discounts <> R10 approved by the OM
2nd or assistant OM,
grading system sends to
Finance manager for
second approval

Given to assistant

OM to process the
discount
. Approvals, the supporting
Once approve documentation needs to
be attached within the

Sends to Finance . grading system in order
manager for second for the Finance manager

approval to process the discount

request as submitted by
the relevant parties

End
4.25.1. Uhlelo Lokubuyisa Imali -Incazelo Ngamagama
e Ukwaphulelwa okungaphansi kuka-R10
o I-PMA ingathola imvume ku-CQAO bese inikwe umsizi we-OM ukuthi eqghube ukwaphulela;
o Uma sekughutshiwe futhi kwavunyelwa yi-OM kanye noma umsizi we-OM, uhlelo lokugreda
luthumela umphathi Wezezimali ukuthi zivunyelwe okwesibili;
¢  Ukwaphulelwa okungaphezulu kuka-R10
o |-PMA ingathola imvume ku-CQAO bese inikwe umsizi we-OM ukuthi enze ukwaphulela;
o Uma sekwenziwe futhi kwavunyelwa yi-OM kanye noma i-OM, uhlelo lokugreda luthumela
ku,phathi Wezezimali ukuthi enze ukuvumela kwesibili uma kunesidingo;
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¢ Ukuthola ukuvunyelwa kokubili okungenhla, imiqulu esekelayo kumele ifakwe ohlelweni lokugreda
ukuze umphathi Wezezimali ezokwenza ukwaphulela okuceliwe njengokuba kulethwe

abathintekayo.

4.26. Imali - Uhlelo

Funding Process

Operation’s Team Member Grading System

MOU Needs to be in
place for funding to
be processed

'8 Y
Funding account Needs to
be active
4 I
Funding account needs to Approvals, the supporting
have available funds to documentation needs to
necessitate the request be attached within the
there off grading system in order
for the Finance manager
to process the discount
Submit a request to either Sends to Finance r:queft as submitted by
theiassitant OMar OM Once approved— manager for second the relevant parties
for funding to be allocated
7 approval
to a particular property

[’}
4.26.1. Imali - Ukuchazwa Ngokwamagama
¢ Ukuze imali idluliswe, kubalulekile ukuthi i-MOU isendaweni futhi i-akhawunti yemali iyasebenza
futhi inemali ekhona yesicelo esinjalo. Okulandelayo kumele kwenzeke:

o llunga lethimba Lwezokusebenza elibhekelele izimali lizohambisa isicelo kumsizi we-OM
noma i-OM ukuze imali yabelwe impahla ethile.

o Ithimba lezokusebenza kumele ligcine amarekhodi ayo yonke imiqulu eyesekelayo azo
zonke izicelo zezimali (ukugcina ngokuphepha okuceliwe kwe-AG, ukucwaningea
kwamabhuku kwangaphakathi, ezezimali, njll.)
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» Uma uhlelo zelufakiwe futhi lavunya yi-OM kanye nomsizi we-OM, uhlelo lokugreda imali izophuma
ngokuzenzakalela uma kunemali ku-akhawunti yemali;

» Ithimba lezokusebenza kumele ligcine amarekhodi ayo yonke imiqulu eyesekelayo azo zonke izicelo
zezimali (ukugcina ngokuphepha okuceliwe kwe-AG, ukucwaningea kwamabhuku kwangaphakathi,

ezezimali, njll.)

4.27. Impendulo Yamakhasimende
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Conduct Internal Audit of Plaque and Certificate Delivery

Quality Protection Auditor

Two Calendar Months After

he Property Approvals Meeting

First check with the Marketing
Assistant if the plaques are
expected to have been
delivered, i.e. confirm if there
could have been any issues
that affected manufacturing
or delivery of plaques.

Assess the feedback
consider the impact when
conducting the audit

Visitor Experience Marketing Assistant

Inform the Quality
Protection Auditor if there
were issues and explain the
nature of theissues and
expected impact

E.g. if the meeting was

Select a 10% sample of
establishments for which
plagues and certificates
were order after the
Property Approvals Meeting
2 calendar months before

Conduct an audit to
determine if the
establishments received
their plaques and certificates
in good order

Record queries and
issuesraised and
submitthem to Visitor
Experience Marketing
Assistant

Produce a report and
submitit to Visitor
Experience Marketing
and Communications
Manager

Report Sent to Visitor ExperienceMarketing
and Communications Manager

Phase

4.27.1.
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on 15 April, the checks
for those plaguas will be
done at the end of June
{2 calendar months later}

Missing Plagues

. Misspelt Establishment
names

¢ [ncorrect number of
stars....etc

Address plaque and
certificate issues
stemming from the
audit

Issues addressed

Impendulo Yamakhasimende -Incazelo ngamagama
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Umsebenzi wesikhulu esibhekelele amakhasimende ukuthatha izimpendulo ezisuka kubabambi

benqgaza bangaphakathi kanye nabangaphandle okuhlanganisa Izakhiwo ezigrediwe /

nezingagredwana, Umhloli, ababambi beghaza bemboni kanye nezivakashi.

o Ngaphakathi (Izakhiwo, Abahloli, abasebenzi BEZEZOKUVAKASHA EZINGIZIMU AFRIKA, i-NTD,
Ikomidi lephothifoliyo, njll.)

o Ngaphandle (Izimboni ezmukela izivakashi isb. ososeshini, amagatsha e-APEX & kanye
nokuvakasha njll.)

Izimpendulo zihanjiswa ngendlela elandelayo:

o Iwebhusayithi:
= Jkhasimende lingena ku: www.tourismgrading.co.za;
¢ Likhethe okumayelana ne-TGCSA;
¢ Likhethe ukuxhumana;
s Lithumele impendulo

o Imeyili:
= Ikhasimende lithumela imeyili ku: feeddback@tourismgrading.co.za
o Ucingo:

= |khasimende lithinta ku: 011 895 3013

I-CLO ithola Impendulo esuka Esakhiweni magondana nalokhu ckulandelayo:

o Imibuzo Ngobulunga Bokugreda (Ama-invoyisi, amaplakhu ezitifiketi zokugreda, isimo
Sokugreda, njll.)

o Kugredwa kanjani;

o lzimali zokugreda kanye nemibuzo ngohlobo lokugreda.

I-CLO ithola Impendulo esuka Kubahloli maqondana nalokhu okulandelayo:

o Ukwenza amarisithi okukhokha;

o lzicelo ze-invoyisi;

o lzicelo zokuhlanganiswa kwezokumaketha Ezakhiweni (izitifiketi zokugreda / amaplakhu, uhla
lwewebhusathi, njll.)

c Ukusizwa ngebhakede Iwezinto ezitholwayo;

o Ukusizwa ngemibuzo ehambelana nokuhlola.

I-CLO ithola Impendulo esuka kumakhasimende angaphandle maqondana nalokhu okulandelayo:

o Umphakathi owejwayelekile noma ababambi beghaza bemboni:
= Impatho Ezakhiweni ezigrediwe kanye nezingagrediwe (Okuhle & Nokubi);
= Ukuginisekiswa kwezimo sokugreda;

Izinyathelo ezithathwayo uma kufakwa imibuzo ngemevyili / Iwebhusayithi:

o Ukwaziswa okuzenzakalelayo kuthunyelwa ngemeyili Kubathengi kuginisekisa irisidi kanye
nokwazisa umthengi ngezikhathi zokusebenza ze-TGCSA.
o Impendulo yokubhekwa kwe-CLO, kuncike ekwehlukaneni:
= |sombulula, iphendula umthengi futhi uvala umbuzo;
»  [thumela umbuzo emuntwini ofanele / umnyango (i-CLO kumele ikhoshwe kukho konke
ukuxhumana).
¢ Uma ingekho impendulo emahoreni angama-48, ithumela isikhumbuzo;
¢ Uma ingekho impendulo emuva kwamahora angama-48, idlulisela kumphathi ofanele;
e Kuphela ekutholeni imvume esuka kubantu abafanele / iminyango ukuthi umbuzo
ususombululiwe i-CLO iyawuvala.

lzinyatheld uma umbuzo ufakwe ngocingo:
o I-CLO icela ikhasimende lithumele umbuzo ngemevyili:
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= |-CLO ilandela imeyili / Iwebhusayithi engenhla.

« lkhipha imibiko yangaphakathi kanye nangaphandle yazinyanga zonke bese ihambisa Kumphathi

Wezokuxhumana kanye Nezokumaketha njalo Ngolwesine lokugala enyangeni.

4,28, Ukuhamba Komhloli
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Assessor Movement

Assessor Operations Team

Assessor resigns

In order for the grading process
that has already taken place for

In the case wf.mere the Ensure that all the properties . members is not delayed
assessor resigns or With immediate effec that have already been
properties needs to be re- assessed are submitted to
allocated the meeting
Properties
scheduled or No
Yes id/cleare

Re-allocate properties
Request the assessor to without the assistance of the

Return scheduled or paid/
return the properties assessor who has resigned

cleared properties

Identifies which properties
have an expiring date that is
approaching soon

Allocates the same as high
priecrity

In order for the assessor taking
over the said properties to be
able to reschedule assessments
at soonest
Assigns an Assessor based an
internal criteria

Send a request to Supply been cleared

Chain to de-activate the said
assessor

I:After all the properties have

The grading system also de-
activates the assessor login
access onto the Laptop

Toolkit
§ End
4.28.1. Ukuhamba Komhloli - Ukuchazwa Ngokwamagama
s Odabeni lapho Umhloli esula emsebenzini, lokhu okulandelayo kuyenzeka empahleni abenikwe yona;
e Ngokushesha, ithimba le-Ops liginisekise ukuthi impahla yonke esihloliwe ihanjiswa emhlanganweni,
o Ukuze uhlelo lokugreda oselwenziwe lungabambezeleki.
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Impahla esisheduliwe noma esikhokhelwe, Umhloli uyacelwa ukuthi abuyise leyo mpahla;
Impahla engakakhokhelwa, ithimba le-Ops liphinde liyabe impahla ngaphandle kokusizwa Umhloli
osesulile emsebenzini;
; Ithimba le-Ops libona ukuthi iyiphi impahla enosuku lokuphelelwa yisikhathi maduze;
Ithimba le-Ops laba ngokubaluleka okufanayo;
Ithimba le-Ops lithola Umhloli ngokohlobo lwangaphakathi;
o Ukuze umhloli othatha izintammbo empahleni akwazi ukushedulela maduze.

Ukwabiwa kwempahla, ithimba le-Ops ngokulandela uhlobo Ngokwenqubo Eyejwayelekile
Yokusebenza.

Emuva kokuthi yonke impahla isikhokhelwe; uhlelo luyathunyelwa ukuthi luvalele umhloli onjalo
futhi nohlelo lokugreda luvalela ukuthi agene Kutoolkit yekhompuyutha.

5. UKUKHULULWA KNAY NOKUPHUMA ECELENI NOHLELO

Izicelo ezingaphandle kohlelo oluchazwe ngenhla kumele zihanjiswe Ethimbeni Lokusebenza ukuthi
zibekwe futhi kukhulunywe ngazo Emhlanweni Wanyanga Zonke Wokuvunyelwa Kwempahla we-

EXCO.
Umhlangano ungakhuluma ngezicelo ezinjalo ngokubuyekeza idata, okwazisa ngoshintsho ohlelweni,

6. UKULAWULA KANYE NEZINDLELA

Ukufakwa kokulawulwa kanye ngezindlela ezifanele ohlelweni/enqubeni.
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Process Name: TGCSA Grading Operating Processes

Indlela

Ukuvunyelwa ngaphambilini

kwezicelo ezintsha

Uwabiwa Kwamarisidi
Okukhokha Okutholiwe (Izicelo
Ezintsha kanye Nokuvuselela)

Ukwabiwa Kwemali ekhokhiwe

wngaziwa

Ukusetha umhlangano
yokuhlolwa Kwesakhiwo

endaweni yaso

Ukwenza ukuhlola Kokugreda
Kobulunga Obusha

Ukwenziwa ukuhlola Kokugreda

kokuvuselelwa Kobulunga

Ukuhambisa imibiko yokuhlola
& nemiqulu eyesekayo

Imibiko ebuyekeziwe Yokuhlola

Isikhathi sokuhanjiswa
Kwezakhiwo Emhlanganweni
Wanyanga zonke Wokuvunyelwa
Kwempahta we-EXCO

impendulo Yokubuyekezwa
Komhloli

Inani lokuBuyekezwa
elivumelekile ekuhanjisweni

No. 42010

Company Confidential

Okuqondiwe Umuntu Ofanele
Njalo Abaphathi Bezokusebenza
Njalo Iklekhi Elithola Ama-akhawunti

Evikini eli-1 (ezinsukwini eziyi-7 lklekhi Elithola Ama-akhawunti
zwkhalenda) emva  kokuthi

umkhokhi wayo esetholakele

Ezinsukwini ezi-3 zokusebenza Umhloli

emuva kokuthi isakhiwo sinikwe

Umhloli

Ezinyangeni ezi-4 zekhalenda Umhloli

zokukhokhwa kwe-invoyisi

Ngaphambi kokuphelelwa Umhloli
yisikhathi: isb. phakathi kosuku
lokwenzelwa  irisidi kanye
nokunikwa Umhloli kuya
ngaphambi Komhlangano

Wnyanga zonke Wokuvunyelwa
Kwempahla we-EXCO enyangeni
yokuphelelwa yisikhathi

Ezinsukwini eziyi-7 zekhalenda Umbhloli

zokwenziwa kokuhlolwa

Ezinsukwini eziyi-7 zekhalenda I-PMA

zokuhanjiswa

Usuku lokusebenza ngaphambi I-PMA

komhlangano

ezinsukwini ezi-2 zokusebenza Umhloli

3 Umbhloti

SOUTH AFRICAN TOURISM
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Process Name: TGCSA Grading Operating Processes Company Confidential
Indlela Okuqondiwe Umuntu Ofanele
Ukuhanjiswa kwama-invoyisi Ezinsukwini ezi-3 Umbhloli

ngokwesaziso se-PO

Ukukhokhelwa Kwabahloli Usuku lokugcina enyangeni 1-CQAO

Ukubuyekezwa Kwamazinga|Njalo eminyakeni emi-3 1-CQAO & Nezokumaketha kanye
Okugreda Nomphathi Wezokuxhumana
Ukusayinwa Komhlangano|Emahoreni angama-24|I-CQAO

Wanyanga zonke Wokuvunyelwa|Omhlangano
Kwempahla we-EXCO

Ukwenziwa Kokucwaningwa Ezinyangeni ezi-2 zekhalendal|l-QPA
Kwamabhuku kokudiliviwalemuva Komhlangano Wanyanga
Kweplakhu kanye Nesitifiketi zonke Wokuvunyelwa

Kwempahla we-EXCO
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Process Name: TGCSA Grading Operating Processes
7. IZINKOMBA

7.1. Imiqulu efanele

Uhlobo Inombolo Yomqulu
Lomquiu

Inkontileka N/A

Inkontileka N/A

7.2. Amafomu Afanele

Uhlobo Lomqulu  Inombolo Yomqulu

Ifomu N/A
Ifomu N/A
Ifomu N/A

Ifomu N/A
Ifomu N/A

Ifomu N/A
Ifomu N/A
Ithempulethi N/A

8. IZINENEZELO
Azikho

SAT6Q-PRO-04
Revision 22

SOUTH AFRICAN TOURISM
Print Date: 2018/05/17- Valid 2 days after printing

No. 42010

Company Confidential

lgama Lomqulu

Isivumelwano Sobulingani Besevisi

Imigomo kanye Nemibandela
Yokugreda

lgama Lomqulu

Ifomu Lesicelo Sokugredwa Ku-

intanethi

Ifomu Lomhlangano

Uhlu lokuhlola le-MER
Uhlu lokuhlola lkhwalithi
Uhlu lokuhlola le-UA
Ifomu Lokukhishwa le-UA
Umbiko Wokuvakasha

Ithempulethi yezithombe sokuhlola
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English

4.3. Process New Application Invoice
Payments

Accounts Receivable Clerk
Assessor

Financial System
Payment due from Establishment within 30
calendar days of receiving invoice

Review Bank statements daily

to pick up payments that have been made by
Establishments on the previous working day
Allocate receipts for payment based on
references provided for payments reflected on
Bank statements

Are there any unidentifiable payments?

No

End

Yes

Engage business to assist in identifying the
Establishments that made the unidentified
payments

Receipting

when payment is made and the 10 digit Invoice
Number is not used as a reference number it will
be regarded as an unidentified transaction.

. Transactions can also be traced by
details such as the establishment name, or
Invoice Number if they were used as a reference.

Weekly list sent to Assessors , PMAs and

Operations

Provide feedback with supporting proof of

payment to transaction to be allocated

Proof of payment for transaction

Follow-up on outstanding payment with

Establishment on receipt of the 30 & 60 day

reminders

Proof of payment for transaction

Integration to Grading system

e |fthe payment is received in full and

receipted before the end of day 85, the
Establishment is assigned to an Assessor,
and the Establishment details will

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Zulu
4.3. Ukudluliswa Kokukhokhwa Kwe-invoyisi
Yesicelo Esisha Sokugreda

Iklekhi Akwazi Ukuthola Ama-akhawunti
Umbhiloli
Uhlelo Lwezezimali

Ukukhokhelwa kwe-invoyisi yobulunga obusha
kumele kwenziwe yiSakhiwo ezinsukwini
ezingama-30 zosuku lwe-invoyisi;

Ukubuyekeza izitatimende zasebhange ze-TGCSA
njalo ngosuku ukubheka ukukhokhwa
okwenziwe Yizakhiwo

Ukukhipha amarisidi okukhokhelwa
ngokwezinkomba ezihlinzekwa imali ekhokhiwe
evela ezitatimendeni zasebhange

Ikhona imali ekhokhiwe engaziwa

Cha

Ukuphela

Yebo

Ukubandakanya ibhizinisi ukusiza Isakhiwo
esikhokhe imali engaziwa

Ukwenza amarisidi

¢  Uma kukhokhiwe futhi
kungasetshenziswanga izinombolo eziyi-
10 ze-invoyisi zisetshenzisiwe
njengenombolo yenkomba yokukhokha
lokho kukhokhwa kuzothathwa
njengokungaziwa.

e Ukukhokha kungalandelwa
ngemininingwane njengegama
lesakhiwo, noma Inombolo ye-invoyisi
uma isetshenzisiwe njengenkomba

Uhla Lweviki luthunyelwa Kubahloli, ama-PMA
kanye Nabezokusebenza

Ukuhlineka impendule nobufakazi obesekayo
ukuthi imali yabiwe

Ubufakazi bokukhokha

Ukulandelela imali ekweletwayo yisakhiwo
kurisidi ezikhumbuzweni zezinsuku ezingama-60

Ubufakazi bokukhokha
Ukuhlanganisa Ohlelweni Lokugreda
o Uma imali ikhokhiwe ngokugcwele futhi
kwenzelwa irisidi ngaphambi kokuphela
kwezinsuku ezingama-85, Isakhiwo
sinikwa Umbhloli, imininingwane
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download to the Assessor laptop;

e The Assessor can then schedule an
assessment with the Establishment
TOMSA levy collectors receive a further
discount depending on their status and if
they are in good standing with TBCSA.

e When the OM and or OM initiates the
request, they need to confirm with the
request if the assessor must receive
commission on the full amount before
discount and or the net amount after the
discount

e Properties that are funded of the
assessment fees:

e These funding requests are managed,
controlled and initiated on the grading
system by the OM, assistant OM and the
PMA’s;

¢ The OM and or assistant OM initiate the
request and when submitting to the
Finance Manager endorses the funding
request and that the establishment is
entitled to the funding in terms of the
MOU.

o Confirm with the request if the assessor
must receive commission on the full
amount before funding and or the net
amount after the funding.

s Hereafter the Finance Manager receive a
notification from the grading system to
do a second endarsement/rejection the
request;

e |f funding is endorsed and the invoice is
fully paid, the properties will be
downloaded onto the Assessor laptop
tool upon synchronization;

s If funding is declined, the payment of
grading assessment fees would then be
the property owner’s responsibility

Yesakhiwo izofakwa kukhompuyutha
Yombhloli;

e Umbhloli engashedula ukuhlola
nabakoleki belevi ye-TOMSA Yesakhiwo
bathola okunye ukwaphulelwa
ngokwesimo saso futhi uma sisendaweni
efanele ne-TBCSA.

¢ Uma i-OM noma i-OM iqala isicelo,
kudingeka ukuthi baginisekise isicelo
ukuthi umhloli kumele athole imali
egcwele ngaphambi kwesaphulelo kanye
noma imali egcwele emuva
kwesaphulelo

¢ Impahla ekhokhelwe yezimali
zokuhlolwa

¢ Lezizicelo ezikhokelwe zezimali
zokuhlolwa:

e lezizicelo zezimali ziphethwe,
ziyalawulwa futhi zigalwa ohlelweni
lokugreda yi-OM, umsizi we-OM kanye
nama-PMA;

e [-OM kanye noma umsizi we-OM ugala
isicelo futhi uma ehambisa umphathi
Wezezimali uyasivumela isicelo semali
kanye nokuthi Isakhiwo sinelungelo
lokuthola ngokwemigomo ye-MOU,

s  Ukuginisekisa isicelo ukuthi ngabe
umbhiloli kumele athole imali
ngokwekhomishini ngokugcwele
ngaphambi kwemali noma imali isiyonke
emuva kwemali

e Lapha Umphathi Wezezimali uthola
isaziso esisuka ohlelweni lokugreda
ukuthi enze ukuvumela/ukungaba
kwesibili kwesicelo;

e Uma imali ivunyeliwe futhi i-invoyisi
ikhokhelwe ngokugcwele, impahla
izofakwa kukhompuyutha yomhiloli;

s Uma imali ingatshelwe, ukukhokhela
kokuhlolwa kokugreda kuzoba
umsebenzi womnikazi wempahla

Payment details

Imininingwane yokukhokha

Reminder sent at day 30 & 60

Isikhumbuzo esithunyelwa ngosuku lwama-30 &
60

No payment received

Akukho ukukhokha okutholakele

Full Payment Received & paid in Full?

Ukukhokhelwa okugcwele Kutholakele &
Kukhokhwe Ngokugcwele

Partial Payment

Ukukhokhwa kwengxenye

Grading system reflects outstanding amount on
Assessor Portfolio Management Tool

Uhlelo Lokugreda luveza imali ekweltwayo
EthuluziniLokuphathwa Kwephothifoliyo
Yombhiloli

This gazette is also available free online at www.gpwonline.co.za
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Grading system generate reminder and send it to
Establishment and Assessor

Payment received from Establishment within 85
days of invoice generation?

Cancel application automatically

Send an instruction to Financial System to create
a credit note to cancel the original invoice

Integrate back to Grading system with the credit
note number and details to set the outstanding
balance on Grading system

Application cancelled

New invoice

discounts And funding

Establishment will download on the Assessor’s
Grading system laptop application
Establishment

assigned to Assessor

Assess

Establishment

Assessor must check

Assessor Portfolio daily, for amounts less than
R10 he/she must contact the PMA to obtain
approval for the amount outstanding to be
disregarded and offset.

4.4 Application for Renewal of Grading

Identify every Establishment

for which Grading is due for Renewal
Establishments are identified

as needing a renewal invoice if their current
membership will expire within 120 days of the
current month

Monthly batch of properties for which grading is
up for renewal sent to billing system

e If the payment is received in full and
receipted before the end of day 85, the
Establishment is assigned to an Assessor,
and the Establishment details will
download to the Assessor laptop;

e  The Assessor can then schedule an
assessment with the Establishment

o TOMSA levy collectors receive a further
discount depending on their status and if
they are in good standing with TBCSA.

e  When the OM and or OM initiates the
request, they need to confirm with the
request if the assessor must receive
commission on the full amount before
discount and or the net amount after the

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Uhlelo lokugreda lukhipha isikhumbuzo bese
lisithumela Esakhiweni kanye Nomhloli

Imali ekhokhiwe esuka Esakhiweni ezinsukwini
ezingama-85 zokukhishwa kwe-invoyisi?
Ukukhanselwa kwesicelo ngokuzenzakalela
Ukuthunyelwa komyalelo Ohlelweni Lwezezimali
ukuthi Iwakhe isikweletu ukukhansela i-invoyisi
yokugala

Ukubuyisela Ohlelweni Lokugreda nenombolo
yesikweletu kanye nemininingwane ukusetha
inani Ohlelweni Lokugreda

Ukukhanselwa Kwesicelo

Isaphulelo kanye nemali ye-invoyisi entsha

Isakhiwo sizofaka ohlelweni lomhloli Lokugreda
kukhompuyutha
Isakhiwo esinikwe Umhloli

Ukuhlolwa Kwesakhiwo

Umbhloli kumele abheke iphotifoloyo njalo,
ngezimali ezingaphansi kuka R10 kumele
axhumane i-PMA ukuthola imvume yemali
ekweletwayo ukuthi isuswe.

Isicelo Sokuvuselelwa Kokugredwa

Ukubona Isakhiwo ngasinye okumele Sivuselelwe

lzakhiwo ezitholakala ukuthi zidinga
ukuvuselelwa i-invoyisi yobulunga baso bamanje
buzophelelwa yisikhathi ezinsukwini eziyi-120
zenyanga yaamanje

Impahla eningi yanyanga zonke okumele
igredelwe ukuvusekelwe ithunyelwa ohlelweni
olubiza imali

¢ Uma imali ekhokhiwe itholakele
ngokugcwele ngaphambi kokuphela
kosuku lwama-85, Isakhiwo sinikwa
Umhloli, bese kuthi imininingwane
izongena kukhompuyutha Yomhloli;

e Umbhlelo engashedulela ukuhlola
Isakhiwo;

»  Abagoqi belevi be-TOMSA bathola
okunye ukwaphulelwa kuncike esimweni
sabo kanye nokuthi basesimeni esihle-
TBCSA.

s Uma i-OM igala isicelo, kudingeka ukuthi
baginisekise nesicelo ukuthi Umbhloli
kumele athole inani eligcwele
lokwaphulelwa futhi noma imali egcwele

This gazette is also available free online at www. wonline.co.za



STAATSKOERANT, 2 NOVEMBER 2018

discount Properties that are funded of
the assessment fees:

e These funding requests are managed,
controlled and initiated on the grading
system by the OM, assistant OM and the
PMA’s;

e The OM and or assistant OM initiate the
request and when submitting to the
Finance Manager endorses the funding
request and that the establishment is
entitled to the funding in terms of the
MOU.

o Confirm with the request if the assessor
must receive commission on the full
amount before funding and or the net
amount after the funding.

e Hereafter the Finance Manager receive a
notification from the grading system to
do a second endorsement/rejection the
request;

e |f funding is endorsed and the invoice is
fully paid, the properties will be
downloaded onto the Assessor laptop
tool upon synchronization;

e If funding is declined, the payment of
grading assessment fees would then be
the property owner’s responsibility

Payment Details

Assessor to follow- up with Establishment
regarding the partial payment

Follow-up

outstanding payment with Establishment
Assessor must check Assessor

Portfolio daily amounts less than R10 he/she
must contact the PMA to obtain approval for the
amount outstanding to be disregarded if
applicable

Generate reminder

notifications about the invoice and send them to
Establishments and Assessors for any
outstanding payments

No payment

received

Invoices followed by reminder

notifications at 60 days and 30 days.

Has a partial

payment been received?

Grading system reflects outstanding amount on
Assessor Portfolio Management Tool

Has the membership expiry date passed

No. 42010

emuva kwesaphulelo sempahla
ekhokhelwa imali yokuhlolwa

e Lezi zicelo zemali ziphathwe,
ziyalawulwa futhi zigalwe ohlelweni
lokugreda yi-MO noma umsizi we-OM
kanye ne-PMA;

¢ |-OM kanye nomsizi we-OM ugala isicelo
futhi lapho ehambisa Kumphathi
Wezezimali uvuma isicelo semali kanye
nokuthi isakhiwo sifanele ukuthola imali
ngokwemigomo ye-MOU.

e Ukuginisekisana nesicelo ukuthi umhloli
kumele athole imali yekhomishini
egcwele ngaphambi kwemali kanye
noma imali isiyonke emuva
kokukhokhelwa.

¢ Lapha Umphathi Wezezimali uthola
isaziso esisuka ohlelweni lokugreda
ukuthi avume/angabe okwesibili isicelo;

e Uma imali ivunyelwe futhi i-invoyisi
ikhokhelwe ngokugcwele, impahla
izofakwa kukhompuyutha yomhiloli;

* Uma imali inqatshelwe, ukukhokhela
izimali zokuhlolwa kokugreda kuzoba
umsebenzi womphathi

Imininingwane yokukhokha

Umhloli uzolandelela Isakhiwo magondana
nokukhokha ingxenye

Uzolandelela ukukhokwa kwesikweletu
Kwesakhiwo

Umhloli kumele abheke imali engaphansi kuka-
R10 yephothifoliyo njalo kumele axhumane ne-
PMA ukuthola imvume yemali ekweletwayo
ukuthi ingathathwa njengesebenzayo

Ukuphuma kwesikhumbuzo mayelana ne-
invoyisi bese sithunyelwa Esakhiweni kanye
Nakumbhloli mayelana nemali ekweletwayo

Ayikho imali etholiwe

l-invoyisi ilandelwa yisikhumbuzo ezinsukwini
wzingama-60 kanye nama-30
Ngabe ingxenye yemali itholakele?

Uhlelo Lokugreda luveza imali ekweletwayo
Ethuluzini Lomhloli Lokuphatha Iphothifoliyo
Ngabe usuku lokuphelelwa yisikhathi lobulunga
selufikile?
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partial payment
received

Cancel membership
automatically

Send an instruction to

Financial System to create a credit note to cancel

the original invoice

New invoice

discounts And funding

Establishment Will

download on the Assessors Grading system
laptop application

Establishment

assigned to Assessor

Assess

Establishment

Payments received

after membership has been terminated are
refunded

The establishment and Assessor receive an

automated cancellation notification

All renewal invoices are processed

90 days prior to expiry date; however these
invoices will only get generated

and sent the first day after

the new Financial System period is opened

Generate invoice and
send it to Establishment and Assessor 90 days
before the end date of current membership

Payment must be received
and receipted before or on the expiry date

Review Bank statements daily

to pick up payments that have been made by
Establishments on the previous working day
This is subject to the

relevant Billing period being open

(see Financial System closing Dates)

Allocate receipts for payment

immediately, based on references provided for
payments reflected on Bank statements
Receipting

Integration to

Grading system

Engage Assessors to

assist in identifying the Establishments that
made the unidentified payments

No

End

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Ukutholwa kwengxenye yemali
Ukukhansela ubulunga ngokuzenzakalela

Ukuthunyelwa komyalela Ohlelweni Lwezezimali
ukuthi Iwakhe isikweletu ukukhansela i-invoyisi
yokugala

i-invoyisi yokwaphulelwa kanye nemali

Isakhiwo sizothatha uhlelo lokugreda
kukhompuyutha Yomhloli

Umbhiloli unikwa Isakhiwo
Ukuhlola Isakhiwo

Imali ekhokhwe emuva kokuthi kugedwe
ubulunga ibuyiselwa emuva

Isakhiwo kanye Nombhloli bathola isaziso
sokukhansela esizenzekalelayo

Konke ukuvuselelwa kwe-invoyisi kuyenziwa
ezinsukwini ezingama-90 ngaphambi kosuku
lokuphelelwa yisikhathi; kodwa lama-invoyisi
azokhishwa bese eyathunyelwa osukwini
lokugala emuva kokuvulwa Kohlelo Lwezezimali
olusha

Ukukhishwa kwe-invoyisi kanye nokuyithumela
Esakhiweni kanye Nakumhloli ezinsukwini
ezingama-90 ngaphambi kosuku lokuphela
kobulunga

Imali kumele itholakale futhi yenzelwe irisidi
ngaphambi noma ngosuku lokuphelelwa
yisikhathi

Ukubhekwa kwesitatimende sasebhange njalo
ukubheka imali ekhokhwe Yisakhiwo ngosuku
lwangaphambilini lokusebenza

Lokhu kuncike esikhathini esifanele sokubizwa
kwemali ukuthi sivuliwe yini (bheka izinsuku
zokuvalwa Kohlelo Lwezezimali)

Ukukhishwa kwamarisidi okukhokha
ngokushesha, ngokwenkomba ehlinzekiwe
yokukhokha okuvela esitatmendeni sasebhange
Ukwenza irisidi

Ukufaka Ohlelweni Lokugreda

Khuluma naahloli ukuthi basize ekuboneni
Izakhiwo ezikhokhe imali engaziwa

Cha
Yebo
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When payment is made and the 10

digit Invoice Number is not used as a reference
number it will be regarded as an unidentified
transaction.

Transactions can also be traced by details such
as the establishment name, or Invoice Number if
they were used as a reference.

Engage Assessors to

assist in identifying the Establishments that
made the unidentified payments

Weekly list sent to

Assessors , PMAs and Operations

Provide feedback

with supporting proof of payment to transaction
to be allocated

Proof of

payment for transaction

Unidentified

payments to be allocated

Within 1 week once the payer has been
identified

Establishment is

automatically removed from grading website
listings

Membership

cancellation complete

4.5.  Physical Assessment of

Establishment

Establishment assigned to Assessor

Synchronize laptop application daily to receive
an update of all newly assigned properties form
Database

Schedule assessment and update Grading system

Establishment requested information ahead of
the Meeting?

No

Yes

o Within 5 calendar days of assignment of
Establishment to the Assessor

° Conduct grading assessment on a new

membership within 4 months from date of
invoice payment reflecting in Grading system

. Conduct grading assessment for
renewals — from the date of the invoice payment
reflecting on Grading System and Establishment
assigned to the Assessor but before the Monthly
Property Approvals EXCO Meeting within the

No. 42010

Uma imali ikhokhiwe kodwa inombolo ye-
invoyisi enezinombolo eziyi-10 yenkomba
ayisetshenziswanga, kuzothathwa njengemali
angaziwa

Imali ekhokhiwe ingalandelelwa
ngemininingwane enjengegama lesakhiwo,
noma Inombolo Ye-invoyisi uma kusetshenziswe
njengenkomba

Ukukhuluma nabahloli ukuthi basize ukubona
tzakhiwo ezikhokhe imali engaziwa

Uhla lweviki luthunyelwa Kubahloli, ama-PMA
kanye Nabezokusebenza

Ukunikela impendulo nebufakazi obesekelayo
bokukhokha imali ezokwabiwa

Ubufakazi bokukhokha
Imali engaziwa iyabiwa
Evikini eli-1 amuva kokuthi umkhoki etholakele

Isakhiwo sisusiwe ngokuzenzakalela ohlwini
lokugreda kuwebhusayithi

Ukukhanselwa kobulunga kugediwe

4.5 Ukuhlolwa Kwesakhiwo

Isakhiwo sinikwa Umhloli
Ukusakhronaza ikhompuyutha ukuthola ulwazi
Iwayo yonke impahla

Ukuhlola okusheduliwe kanye nokubuyekeza
uhlelo lokugreda
Ukutholakala kolwazi oluceliwe ngaphambili
komhlangano?
Cha
Yebo
e Ezinsukwini ezi-5 zekhalenda zokunikwa
Isakhiwo Umbhiloli
¢ Ukwenza ukuhlola ukugreda ebulungeni
ezinyangeni ezi-4 kusukela osukwini
lokukhokhelwa kwe-invoyisi Ohlelweni
Lokugreda
¢ Ukwenza ukuhlola kokugreda
kokuvuselela — kusukela osukwini lapho
imali ivela Ohlelweni Lokugreda kanye
Nesakhiwo esinikwe Umhloli kodwa
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month of expiry.

Forward requested information to establishment
arrival at Establishment, explain the standards
and processes of becoming graded before
beginning the assessment

Assess the establishment using the relevant
category minimum requirements and grading
criteria

Discuss and agree preliminary results, including
Dispensation and Grace Period requests and way
forward with Establishment.

Has the establishment

requested dispensation or grace periods
Motivations should be provided in writing as part
of the application

Sign all post assessment forms with the
Establishment e.g. assessment consultation form
Clarify Star Recommendations and Category as
recorded on the consultation Form

Update Establishment details when applicable

Establishment details to be confirmed during
assessment:

. Verified Room rates
. Number of rooms
° Contact information

Complete all administrative tasks and reporting
on Grading system, attaching all supporting
documentation

Required supporting documentation:

o Photographs taken by the Assessor

. Signed Assessment Consultation Form

e Letter of Motivation for Dispensation &/
Grace Period (If Applicable)

. Universal Accessibility non compliance

consultation form (when applicable) consultation
form (when applicable)

. Other required documents where
applicable to specific categories

Submit the assessment report and supporting
documents to PMA through Grading system

No later than 7 calendar days after assessment
Establishment assessment report and supporting
documentation submitted

Pre-Screening of Motivation from Assessor

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

ngaphambi Komhlangano Wayanga
zonke Wokuvunyelwa Kwempahla we-
EXCO enyangeni yokuphelelwa yisikhathi
Dlulisa ulwazi oluceliwe esakhiweni
Ukufika esakhiweni, ukuchaza amazing kanye
nezinhlelo zokugredwa ngaphambi kokugqala
ukuhlola
Hlola isakhiwo ngokusebenzisa uhlobo olufanele
lokugreda

Dingida bese kuvunyelwana ngemiphumela,
okuhlanganisa Ukukhipha kanye Nesikhathi
Somusa kanye nenqubekela phambili Nesakhiwo
Ngabe isakhiwo sicele ukukhishwa noma
isikhathi somusa

Izincazelo kumele zihlinzekwe engxenyeni
yokubhala yesicelo

Ukusayina onke amafomu emuva kokuhlola isb.
ifomu lokuhlangana lokuhlola
Cacisa inkanyezi enconyiwe kanye nohlobo
njengokuba kubhaliwe efomini lokuhlangana
Ukubuyekeza imininingwane Yesakhiwo uma
kunesidingo
Imininingwane yesakhiwo okumele iginisekiswe
ngesikhathi sokuhlola
¢ Imali Yegumbi Eqginisekiwe
¢ [nani lamagumbi
¢ Imininingwane yokuxhumana
Ukugedwa kwayo yonke imisebenzi yokuphatha
kanye nokubika Ohlelweni Lokugreda, kufakwe
yonke imigulu yokweseka
Imiqulu yokweseka efunekayo:
e Izithombe ezithathwe Umbhiloli
e [fomu elisayiniwe Lokuhlangana
Lokuhlola
e Incwadi yencazelo Yokukhishwa &/
Yesikhathi Somusa (uma kunesidingo)
e [fomu lomhlangano wokuhambisana
nokutholakala kuwo wonke umuntu
(uma kufanele)
¢ Neminye imiqulu efanele ezinhlobeni
ezithile
Ukuhambisa umbiko wokuhlola Kanye nemiqulu
eyesekayo ku-PMA Ngohlelo Lokugreda
Ngaphani kwezinsuku eziyi-7 emuva kokuhlola
Ukuhambisa umbiko wokuhlolwa kwesakhiwo
kanye nemiqulu eyesekayo
Ukuchazwa kokubhekwa kwangaphambilini
okusuka Kumbhloli
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4.6. Pre-Screening of
Motivation from Assessor

Establishment onsite assessment completed
Review all reports and supporting
documentation submitted by Assessor and
provide feedback

Establishment assessment report & supporting
documents

within 7 calendar days of receiving submission
from Assessor

Does the submission include Grace period
and/or dispensation requests?

Provincial Master Assessor must check the
following:

. The marketing collateral Is current,
correct and is in line with the assessor report
provided — collateral is true and authentic

. The collateral must be in the format
required by the Monthly Property Approvals
Exco Meeting

. If there is a Universal Accessibility
grading recommended, there must be
accompanying collateral

. If there is an upgrade/downgrade
grading recommended, there must be
accompanying collateral in the prescribed format
and a proper motivation

. Ensure that the establishment and
assessor have accepted the terms of the
consultation by signing the Assessment
Consultation Form.

® Verify that written motivations are
provided for each issue for which a dispensation
and or grace period has been requested

° Conduct a comparison on between new
and past collateral where relevant to verify
assessment outcomes

Yes

Are the motivations clear and acceptable?
Resubmit within 2 working days after receiving
feedback. (Note: The deadline for resubmissions
to be considered is the cut

Types of motivations

Grace Period submitted?

Provide written feedback to the assessor raising
issues to be addressed, and return the
submission to the Assessor

Approve and send to Operations

No. 42010

4.6 Incazelo Esuka Kumhiloli Yokuhlolwa
Ngaphambilini

Ukuhlolwa kwendawo yesakhiwo kugediwe
Ukubhekwa kwayo yonke imibiko Kanye
nemiqulu eyesekayo kuhanjiswe Umbhloli kanye
nokunika impendulo

Umbiko wokuhlolwa kwesakhiwo & nemiqulu
eyesekayo

Ezinsukwini eziyi-7 zekhalenda zokuthola
ukuhambisa okusuka Umhloli

Ngabe ukuhambisa kuhlanganisa Isikhathi
somusa kanye/noma ukukhishwa

Umbhloli Omkhulu Wesifundazwe kumele abheke
lokhu okulandelayo:

e Ukuhlanganiswa kwezokumaketha
okwamanje, kuyiginiso futhi
kuhambisana nombiko womhloli -
ukuhlanganiswa kuyiqiniso

e Ukuhlanganiswa kumele kube yindlela
edingwa Umhlangani Wanyanga zonke
Wokuvunyelwa Kwempahla We-EXCO

¢ Uma kunesincomo Sokutholakala kuwo
wonke umuntu esikhona, kumele kube
nokuhlanganisa okuhambisana naso
ngendlela enqunyiwe kanye nencazelo
efanele

»  Ukuginisekisa ukuthi isakhiwo kanye
nombhloli bamukele imigomo
yokuhlanganisa ngokusayina Ifomu
Lokuhlangana Lokuhlola

e Ukuginisekisa ukuthi incazelo ebhaliwe
ihlinzekiwe yodaba ngalunye lapho
ukukhishwa kanye noma isikhathi
somusa kuceliwe

¢ Ukwenza ukughathanisa lapho
ukuhlanganisa okusha kanye nokudala
lapho kufanele ukuqinisekisa
imiphumela

Yebo

Izincazelo zicacile futhi zamukelekile?
Ukuphinde kuhanjiswe ezinsukwini ezi-2 emuva
kokuthola impendulo. (Qaphela:

izinhlobo zezincazelo

Isikhathi somusa sihanjisiwe?

Ukuhlinzeka impendulo ebhaliwe kumhloli eveza
izinto okumele kubhekanwe nazo, bese
kubuyiswa ukuhambisa Kumbhloli

Ukuvumela bese kuhanjiswa Kwezokusebenza
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Record that Grace Period has been granted
Reasons for declining Grace Periods:

- PMA does not agree with the extension,
- Too many MERs that they do not comply

with

. If there are more than 4 MERs not being
complied with,

° The decision is also influenced by impact
of MER and scale of corrective measures
required:.

. Time it will take to address

. Number of rooms affected

. Size of establishment

J Safety aspects

. Criticality and risks

Does the submission comply overall

Submit Complying Establishments to Monthly
Property Approvals

EXCO meeting

Unprecedented motivations or the submission
has exceptions/dispensation requests requiring
Management advice

Provide written feedback to Assessor,
Establishments submitted to Monthly Property
Approvals

EXCO meeting

Monthly Property Approvals EXCO Meeting

Consult Operations Manager

Establishments submitted to Monthly Property
Approvals EXCO Meeting

Provide written

feedback to Assessor and Provincial Master
Assessor

Can the Establishment be

included in the Monthly

Property Approvals EXCO Meeting?

Provide advice and determine if the
Establishment should be included in the Monthly
Property Approvals

EXCO Meeting

Resubmit within 2 working days after receiving
feedback. (Note: The deadline for
Resubmissions to be considered is the cut off for
the upcoming Monthly EXCO Property Meeting
less 5 days)

Review PMA feedback, substantiate and/or
submit required additional information.

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Ukurekhoda ukuthi Isikhathi Somusa sivunyelwe
Izizathi zokungabela Isikhathi Somusa:

- I-PMA ayivumelani nokughutshekwa,

- Kunama-MER amaningi angahambisani

¢ Uma kunama-MER angaphezu kwa-4
okungahanjiswana nawo,

s Isinqumo siphinde sathelelwa
ukuthinteka kwe-MER kanye nesikali
sezindlela zokulungisa okudingekayo:.

o Isikhathi okuzosithatha ukubhekana

nakho

Inani lamagumbi athintekayo

Ubukhulu besakhiwo

Izindlela zokuphepha
» Ubungozi

Ngabe ukuhambisa kuyahambisana nayo yonke

into

Hambisa izakhiwo ezihambisanayo zomhlangano

Wanyanga zonke Wokuvunyelwa Kwempahla

we-EXCO

Incazelo entsha noma ukuhambisa kwezicelo

zokukhululwa/ukukhishwa okudinga umbono

Wabaphathi

Hlinzeka impendulo ebhaliwe Kumhloli,

Izakhiwo ezihanjiswe Emhlanganweni Wanyanga

zonke Wokuvunyelwa Kwempahla WE-exco

Umhlangano Wanyanga zonke Wokuvunyelwa
Kwempahla we-EXCO

Xoxisana Nomphathi Wezezokusebenza
Izakhiwo ezihanjiswe Emhlanganweni Wanyanga
zonke Wokuvunyelwa Kwempahla WE-exco
Hlinzeka impendulo ebhaliwe Kumbhloli kanye
Nakumhloli Omkhulu Wesifundazwe

Ngabe Isakhiwo singafakwa Emhlanganweni
Wanyanga Zonke Wokuvunyelwa Kwempahla
we-EXCO?

Ukuhlinzeka kanye nokunquma ukuthi ngabe
Isakhiwo kufanele sifakwe Emhlanganweni
Wanyanga Zonke Wokuvunyelwa Kwempahla
we-EXCO?

Phinda kuhanjiswe ezinsukwini ezi-2 emuva
kokuthola impendulo (Isaziso: Usuku
lomngamula juqu ukuphnda kuhanjiswe ukuze
kuthathwe ingaphansi kwezinsuku ezi-5
zomhlangano ozayo Wanyanga zonke
Wokuvunyelwa Kwempahla)

Ukubuyekezwa kwempendulo ye-PMA, ukuchaza
kanye/noma ukuhambisa eminye imininingwane.
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Send to Assessor for review and update

Dispensation approved

Review request for Dispensation and determine
if it can be approved

Send toCouncil {formerly Awards Committee) for
review and update

Within 7 calendar days after the quarterly
meeting Assessor for review and update

4.8. Monthly Property Approvals EXCO
Meeting

Establishments submitted to Monthly Property
Approvals EXCO meeting

Send the portfolio numbers to the Assessors 10
calendar days before the meeting

Raise any questions or queries regarding the
numbers within 3 working days of receiving the
portfolio

Before properties meeting,

pull a list of each Assessors portfolio number and
commission rate, and review and approve the
commissions to be used in the meeting

Ensure all Properties

submitted by PMA are

allocated for

discussion in the meeting

Evaluate each Establishment

submitted by PMA for grading and determine if

the submission is approved

Is the Establishment and grading approved?

Update Grading

system to reflect that the establishment has
been approved

No — Failed after 3

Assessor Reviews

Select and assign a

different Assessor to conduct the audit

Conduct audit and provide feedback

The application can be

resubmitted no more than 3 times before it is
rejected

Re-submit the revised

Establishment submissions to Monthly Property
Approvals

EXCO Meeting for approval

Review Award Committee feedback,
substantiate and/or submit required additional
information.

No. 42010

Ukuthumela kumbhloli ukuthi abheke aphinde
abuyekeze

Ukukhishwa kuvunyelwe

Ukubheka isicelo sokukhishwa bese kunqunywa
ukuthi singavunyelwa yini

Ukuthimela Emkhandlwini (owaziwa Ngekomidi
Lemiklomelo)

Ezinsukwini eziyisi-7 zekhalenda emuva
komhiangano wekota Umbhloli ukuthi abheke
4.8. Umhlangano Wanyanga zonke
Wokuvunyelwa Kwempahla

Isakhiwo sihambisile Emhlanganweni Wanyanga
zonke Wokuvunyelwa Kwempahla

Hambisa izinombolo zephothifoliyo kuMhioli
ezinsukwini eziyi-10 zekhalenda ngaphambi
komhlangano

Phakamisa yonke imibuzo magondana
nezinombolo ezinsukwini ezi-3 zokuthola
iphothifoliyo

Ngaphambi komhlangano wempahla, khipha
uhla lwenombolo Yomhloli ngamunye
yephothifoliyo kanye nemali yekhomishini, bese
ubuyekeza kanye nokuvumela amakhomishini
ukuthi asetshenziswe emhlanganweni
Ukugqinisekisa ukuthi yonke Impahla ehanjiswe i-
PMA ifakiwe ukuthi kukhulunywe ngayo
emhlanganweni

Ukubheka Isakhiwo ngasinye esihanjiswe ku-
PMA ukuze sigredwe bese kunqunywa ukuthi
ukuhanjiswa kuyavunyelwa

Ngabe Isakhhiwo kanye nokugreda kuvunyelwe?
Buyekeza uhlelo Lokugreda ukuthi kubonakale
ukuthi isakhiwo sivunyelwe

Cha — Asiphumelelanga emuva kokuthi sibhekwe
Ababhloli aba-3

Khetha bese kunikwa abahloli abahlukene ukuthi
benze ukucwaninga amabhuku

Ukwenziwa kokucwaningwa kwamabhuku bese
kuhlinzekwa impendulo

Isicelo singaphinda sihanjiswe ngaphansi
kwezikhathi ezi-3 ngaphambi kokuthi
singatshelwe

Ukuhanjiswa kabusha Kwesakhiwo esebhekwe
kabusha Emhlanganweni Wanyanga zonke
Wokuvunyelwa Kwempahla kuthi sivunyelwe

Impendulo Yokubheka Kwekomidi
Lokukiomelisa, ukweseka kanye/noma
ukuhambisa imininingwane eyengeziwe.
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Provide feedback and support to assessors
regarding properties sent back to Assessor
Review

No - Questions and sues to be clarified

No - Audit required

- list must be checked and verified as complete
and correct by Operations and then by CQAO

- approved list must be recorded into Grading
System and submit a signed copy of AP clerk —
stored for audit purposes

Monthly Property Approvals EXCO Meeting
Establishment List consist of:
o New Applications
Renewals {including rejoins)
Upgrades
Downgrades
UA Establishment
Random sample of submitted properties
Failed Application

Approval letters, and

electronic copies of certificates and assessment
reports are sent to establishments automatically
from Grading system

Establishment

grading approved

and confirmed

Award Certificates and Plaques

Application rejection

letters are automatically sent to establishments
that have been failed, and will be cancelled on
Grading system

Establishment

rejected

4.9 Awarding Certificates and Plaques

New Establishment grading approved and
confirmed

Identify properties in Grading system that must
not receive a plaque

Plaques are not issued for

. New Establishments that have been
granted a grace period

o Renewals — establishment has a plaque
. Expressly requested not to receive a
plaque;

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Ukuhlinzeka impendulo kanye nokweseka
kubahloli magondana nempahla ebuyiselwe
emuva ukuthi ibhekwe
Akukho — imibuzo okumele icaciswe
Akukho — Ukucwaningwa kwamabhuku
okudingekayo
-uhla kumele lubhekwe futhi luginisekiswe
njengoluphelele Abezokusebenza kanye ne-
CQAO
-uhla oluvunyelwe kumele lurekhodwe
Ohlelweni Lokugreda bese kuhanjiswa
ikhophiesayiniwe yeklekhi le-AP — kubekelwe
izinhloso zokucwaningwa kwamabhuku
Uhla Lomhlangano Wanyanga zonke
Wokuvunyelwa Kwempahla lunalokhu
okulandelayo:

e lzicelo ezintsha

e Ukuvuselelwa (okuhlanganisa nokujoyina
futhi)
Ukukhuphuka
Ukwehla
1zakhiwo ze=-UA
Isampula lempahla elilethiwe
Izicelo ezingatshelwe
Izincwadi zokuvumela, kanye namakhophi
obuchwepheshe ezitifiketi kanye nemibiko
yokuhlola kuthunyelwa ezakhiweni
ngokuzenzakalela kusuka ohlelweni Lokugreda
Ukugredwa kwesakhiwo kuvunyelwe futhi
kwaginisekiswa

Ukuklonyeliswa ngezitifiketi kanye namaplakhu
lzincwadi zezicelo ezingatshiwe zithunyelelwa
izakhiwo ezingaphumelelanga ngokuzenzakalela,
bese ziyakhanselwa Ohlelweni Lokugreda

Sakhiwo asivunyelwanga

4.9. Ukunikezela Ngezitifiketi kanye
Namaplakhu

UKugredwa kwesakhiwo esisha kuvunyelwe futhi
kwaginisekiswa
Ukubona izakhiwo ohlelweni Lokugreda
okungamele zithola iplakhu
Amaplakhu awakhishelwa
o |zakhiwo ezintsha ezinikwe isikhathi
somusa
e Ukwenzowa kabusha — isakhiwo sinalo
iplakhu -
e Sicelile ukuthi singanikwa iplakhu
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U Re-join properties who would have
previously been in the system unless otherwise
stated

New plaque required?
Does the Establishment have pending issues to
address during a permitted grace period

Flag on Grading system to indicate that a plaque
is not required

Flag on Grading system to indicate that a plaque
is required

Add comment on establishment list regarding
grace period and outstanding actions

Delay plaque order until the issues for which the
grace period has been granted are addressed
Indirect removal of:
e Approving POs created in Financial
System
e PO email notification generation from
grading system
Approve the meeting Grading system

Manually — Send final list of approved graded
properties to Finance
List of graded properties sent to Finance

Pay Assessors
Manually - Send final list of approved graded
properties to Marketing Team
Plaques are issued for

e New establishments,
Upgrades,
Downgrades
Change of category
Establishments that had been granted a
grace period (plagues outstanding)
which have met the requirements (new
and renewals)
e Additional plaque request

Application for Renewal of Grading

Grading Completed

Plague And Certificate issued and sent to
Establishment

Review and list and follow-up with manufacturer

Delivered within 6 weeks of order placement
Receive a list of properties which will be used to

No. 42010

e |zakhiwo ezijoyina kabusha
ebezisohlelweni ngaphambilini
ngaphandle uma kubekwa ngokunye

Iplakhu entsha iyadingeka
Ngabe isakhiwo sinezinkinga ezingakaxazululwa
okumele zixazululwe ngesikhathi somusa
esivunyelwe
Ifulegi elisohlelweni Lokugreda liveza ukuthi
iplakhu eyidingeki
Ifulegi elisohlelweni Lokugreda luveza ukuthi
iplakhu iyadingeka
Ukufakwa kombono ohlwini lwezakhiwo
magondana nesikhathi somusa kanye nezinto
ezingakenziwa
Kumiswe i-oda leplakhu kuze kuba izinkinga
zesikhathi somusa esvunyelwe ziyaxazululwa
Ukukhishwa okungagondile ko-:

o Kokwenziwa ngcono kwama-PO akhiwe

Ohlelweni Lwezimali
e Ukukhishwa kwesaziso semeyili se-PO
esisuka ohlelweni lokugreda

Ukwenziwa ngcono umhlangano Wohlelo
Lokugreda
Ngemanuwali — ukuhanjiswa kohla lwempahla
egrediwe Kwezezimali
Uhla lwempahla egrediwe luthunyelwe
Kwezezimali
Ukukhokhelwa kwabahloli
Ngemanuwali — ukuthumela uhla lokugcina
lwempahla evunyelwe Ethimbeni Lokumaketha
Amaplakhu athunyelelwe

s lzakhiwo ezintsha
Ukukhushulwa
Ukwehliswa
Ukushintswa kohlobo
Izakhiwo ezinikwe isikhathi somusa
(ezikweletwa amaplakhu) ezihambisana
nezimfuneko (ezintsha kanye
nezivuselelwayo)
¢ |zicelo zamaplakhu ezengeziwe

Izicelo Zokuvuselels ukugreda

Ukugreda kuphelile

Amaplakhu kanye Nezitifiketi ziyanikezwa bese
zithunyelwa esakhiweni

Ukubheka kanye nokwenza uhla kanye
nokulandelela umkhigizi

Ukudiliva emavikini ayi-6 okwenziwa kwe-oda
Ukuthola uhlu lwempahla oluzosetshenziswa
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order and track plaques
A list of plaques to be issued is generated
automatically in the Plaque Management System
and can be accessed by Plaque Manufacturer
online
* SMS notifications are sent to
Establishments to advice them of
deliveries
o Failed certificate delivery and plaque
deliveries must be reported to the
Assessors
4,10. Payment of Assessors
Grading system
Financial System
Assessor
TGCSA Operations
TGCSA Account Payable Clerk
TGCSA Finance Manager
Operational Manager
CQAO
TGCSA Accountant
List of graded Establishments
sent to Finance
Send message to
Financial System for Assessor payments to be
initiated, and send PO notification to the
Assessors
Generate
Submit invoices
against PO notification
within 3 working
days
To be submitted via email to :
assessorinvoices@tourismgrading.co.za
This action confirms services have been
delivered as per the approved meeting list
Receipting can begin the day after the meeting
Receipt POs
based on the properties approved
Prepare a remittance advice, and verify
properties on the remittance advice match
properties on PO email Notification, Awards list,
Financial System PO and Assessor Invoice

Do a check of the Assessor Fee on approved
commission rate {as approved and signed by
CQAO & OM)
e Manual PO may need to be created to
address amendments — must be noted
on Grading system
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ukwena i-oda kanye nokulandelela amaplakhu
Uhla lwamaplakhu azokhishwa lukhishwa
ngokuzenzakalela Ohlelweni Lokuphathwa
Kwama-plakhu futhi lungatholakala ku-intanethi
Umkhigizi Wamaplakhu
e |zaziso zama-SMS ziyathinyelwa
Ezakiweni ukuzazsa ngokudiliva
e  Ukudiliviwa okungaphumelelanga
kwezitifiketi kanye nama-plakhu kumele
kubikwe Kubahloli

4.10. Ukukhokhelwa Kwabahloli

Uhlelo lokugreda

Uhlelo Lwezezimali

Umbhloli

Ezokusebenza ze-TGCSA

Iklekhi Lokukhokhelwa kwama-Akhawunti
Umphathi Wezezimali we-TGCSA
Umphathi Wezokusebenza

CQAO

Owezezimali

Uhla Iwezakhiwo ezigrediwe luthunyelwa
Kwezezimali

Kuthunyelwa umyalezo wokukhokhelwa
Kombhloli ukuthi kugalwe, bese kuthunyelwa se-
PO Kubahloli

Ukukhipha
Ukuhanjiswa kwama-invoyisi ngmyalezo we-PO

Ezinsukwini ezi-3

Kuhanjiswe ngemevyili ku:
assessorinvoices@tourismgrading.co.za
Isenzo siginisekisa amasevisi eziwe nengokuba
kuvunyelwene ohlwini lomhlangano,
ukwamukela kungagala emuva komhlangano
Amarisidi ama-PO ngokempahla evunyelwe

Ukulungiswa kwesiyalo, bese kuginisekiswa

impahla ngokwesiyalo kuhambisane nempahla

nesaziso semeyili ye-PO, uhla Lwemiklomelo,

Uhlelo Lwezezimali lwe-PO kanye ne-Invoyisi

Yomhloli

Ukuhlolwa kwemali omhloli yekhomishini

(njengokub kuvunyiwe futhi kwasayinwa vi-

CQAO & OM}

¢ Imanuwali we-PO ingadinga ukkuthi

yenziwe ukubhekana nezichibiyelov-
kumele kushiwo ohlelweni Lokugreda
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e  Where amendments are required, they
can also be addressed via Grading
system if time permits for all require
integrations

Signed Invoice

Load invoice on Financial System billing system
Match Invoice against

Financial System generated PO

Do the invoice

and PO match

Prepare payment

requisitions and creditors trial balance,
reconciliations

Compile a file with all the documentation and
send it to Ops Manager and CQAO for approval

Invoice not paid until the

mismatch is resolved

Request Assessor to

resubmit the invoice with the correct amount If
applicable

Capture payment

confirmation on Financial System once payment
has been made

Check EFT against

payment requisition — amount is correct and
check banking details are correct

Check approvals of invoices

and sign off by CQOA have been signed.

Check that the invoice total agrees to the PO
email notification, the assessor invoice , Financial
System PO, and the payment reconciliation.
Payment requisition signed if all is in order

Review and sign the

invoice

Give final approval of

the invoice by reviewing and signing the invoice
Load EFT payments

[Can be done by AP Clerk or Finance Manager, in
the absence of Accountant]

Check EFT against

payment requisition

— amount is correct and check banking details
are correct

Release payment

[Can also be done by CFO in the absence of
CQAO]

By last

calendar day of

each month

No. 42010

e Lapho izichibiyelo zidingeka khona,
kungabhekanwa nazo ohlelweni
Lokugreda uma isikhathi sivumela konke
ukuhlangana

i-invoyisi esayiniwe

Ukufakwa kwe-invoyisi Ohlelweni Lokugreda
Ukughathanisa i-invoyisi ne-PO ekhishwe Uhlelo
Lwezezimali

Ngabe i-invoyisi kanye ne-PO kuyafana

Lungisa ukukhokha kanye nokulinganiswa
kwezezikweleti, ukubuyisana

Ukwenza ifayela elinayo yonke imiqulu bese
ithunyelwa Kumphathi we-Ops kanye ne-CQAO
ukuze livunyelwe

i-invoyisi ayikhokhelwa kuze kube ukungafani
kuyasombululwa

Kucelwa umhloli ukuthi aphinde ahambise i-
invoyisi enenani eliyiginiso uma kufanele

Ukubhalwa kwesiqiniseko sokukhokha Ohlelweni
Lwezezimali uma sekukhokhiwe

Ukubheka e-EFT kanye nokukhokha —inani
lemali liyiginiso kanye nemininingwane
yebhange iyiginiso

Ukubhekwa kwezimvume zama-invoyisi kanye
nokusayina yi-CQOA kwenziwe,

Ukubheka ukuthi i-invoyisi isiyonke iyavumelana
nesaziso se-PO semeyili, i-invoyisi ymhloli, Uhelo
Lwezezimali lwe-PO, kanye nokubuyisana
kwenkokhelo.

Ukukhokhelwa kusayiniwe uma kwenziwe kahle
Ukubheka kanye nokusayina i-invoyisi

Ukunika ukuvumela kokugcina kwe-invoyisi
ngokubheka kanye nokusayina kwe-invoyisi
Ukufaka imali nge-EFT [kungenziwa iklekhi le-AP
noma Umphathi Wezezimali, uma umcwaningi
mabhuku engekho]

Ukubheka i-EFT nemali ekhokhiwe —imali
iviginiso kanye nemininingwane yebhange
iviginiso

Ukukhishwa kwemali [Nakho kungenziwa yi-CFO
uma i-CQAO ingekho]

Ngosuku lokugcina lwekhalenda lwenyanga
ngayinye

This gazette is also available free online at www.  wonline.co.za

465



466 No. 42010

4.11. Establishment Assessment Impact
Measurement
Marketing and Communications Manager

External Contractor

Grading Completed

Complete all Import template and submit to
External Contractor

(PSA) via email

Monthly; 5 working days after EXCO
Send the Post Awards list

Survey reviewed 2 times in a year (every 6 six
month) to determine if updates are requiredn

Import Respondents into system

Monthly; Once Received

Send survey invitation email to uploaded
establishments

Within 1 Working day of Receipt of Document
Send reminder email to respondents who have
not submitted the survey

7 calendar days after Monthly Property
Approvals Exco Meeting

Close the survey and generate reports (Amplixs
Report & Executive Summary)

1 day after close of survey (14 calendar days per
monitoring period)

Send both the Assessor and the operations
manager the individual results of the survey
Send Reports to TGCS

Provide feedback on Impact assessment to
TGCSA teams

End

2 Working days prior to Committee meeting

4.12. Manage Grading Standards

Manage Grading Standards.

CQAO, OM and Marketing and Communications
Manager

Industry

(Larger tourism industry, existing clients, and key
stakeholders}

Awards Committee
Grading standards due to be reviewed (every 3

GOVERNMENT GAZETTE; 2 NOVEMBER 2018

4.11. Ukukalwa Komthelela Wokuhlolwa
Kwesakhiwo

Umphathi Wezokumaketha kanye
Nezokuxhumana

Usonkontileka wangaphndle

Ukugredwa kuediwe

Ukugcwaliswa kwawo wonke amathempulethi
asuswa ngaphandle kanye nokuhambisa
Kusonkontileka Wangaphandle (PSA} ngemeyili

Njalo ngenyanga, ezinsukwini ezi-5 emuva kwe-
EXCO

Ukuthunyelwa kohla Iwangaphambi
Kokuklonyeliswa

Ucwaningo lubheka ka-2 ngonyaka {njalo
ezinyangeni eziyi-6) ukunqguma ukuthi kukhona
yini okumele kufakwe

Ukufaka abaphenduli ohlelweni

Njalo ngenyanga; emuva kokuthi Kubhekiwe
Ukuthumela isimemo socwaningo ngemeyili
ezakhiweni esezifakiwe

Osukwini olu-1 lokwenziwa Kwerisidi Yomqulu
Ukuthinyelwa kwemeyili eyisikhubuzo
kubaphenduli abangangakahambisa ucwaningo
Ezinsukwini eziyi-7 emuva Komhlangano
Wanyanga zonke Wokuvunyelwa Kwempahla
we-EXCO

Ukuvalwa kocwaningo kanye nokukhishwa
kombiko (Umbiko We-Amplixs & Nokufingqwa
Kwabaphathi)

Usuku olu-1 emuva kokuvalwa ombiko
(ezinsukwini eziyi-14 ngesikhathi sokubheka)
Ukuthumela Umhloli kanye nomphathi
wezokusebenza imiphumela yocwaningo
Ukuthumela Imibiko ku-TGCSA

Ukuhlinzeka impendlo ngomthelela wokuhlola
emathimbei e-TGCSA

Ukuphela

Ezinsukwini ezi-2 zokusebenza ngaphambi
komhlangano wekomidi

4.12. Ukuphatha Amazinga Okugreda
Ukuphatha Amazinga Okugreda

i-CQAOQ, OM kanye Nomphathi Wezokumaketha
kanye Nezokuxhumana

Imbono (imboni enkulu yezokuvakasha,
amakhasimende akhona, kanye nabambi
beqghaza ababalulekile)

Iklomidi lemiklomelo

Amazinga okugreda okumele abhekwe
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years

Conduct research within the industry to
determine if existing grading standards are still
relevant and suitable

Sources of input include:

. Surveys commissioned by the TGCSA,
including the monthly impact assessment,

. Owners of Establishments,

. Assessors,

. All members of the TGCSA,

. Industry Associations,

. All other stakeholders,

Review existing Grading Standards to identify
those measures that may need changing
Do some Grading Standards need changing

No

Communicate that standards are staying the
same

End

Yes

Define new standards if required , and propose
changes

Consult industry

Send proposed changes to TGCSA Award
Committee for approval

Provide the required information and
clarification

Upload new standards onto Grading System Test
environment

User Acceptance Testing

Upload new standards onto Grading system live
Environment

End

More information / clarification required
Review proposed changes and determine if they
can be approved

Updates to Grading Standards Approved?

Yes

Communicate the approved changes in
standards

No

End

4.13. Change Grading Category
Establishment

Assessor

Provincial Master Assessor

Assistant Operations Manager

No. 42010

(eminyakeni emi-3)
Ukwenza ucwaningo embonini ukunquma ukuthi
ukugreda okukhona kusafanele yini

imithombo yemibono ihlanganisa:

¢ Ucwaningo olwenziwa yi-TGCSA,
okuhlanganisa umthelela wanyanga
zonke wocwaningo,

Abanikazi bezakhiwo,
Abahloli,

Onke amalunga e-TGCSA,
Ososeshini bemboni,

e Nabo bonke ababambe ighaza,
Ukubheka Amazinga Okugreda akhona ukubona
ukuthi lezo zindlela ezingadinga ukushintshwa
Ukwenza Amazinga Okugreda angadinga
ukushintswa
Cha
Ukusho ukuthi amazing ahlala kanjalo

Ukuphela

Yebo

Ukuncoma amazinga amasha uma edingeka,
bese kushiwo ushintsho

Ukuxoxisana nemboni

Ukuthumela ushintsho olunconyiwe Ekomidini
Lokuklomelisa Lwe-TGCSA ukuze luvunyelwe
Ukuhlinzeka ulwazi kanye nokucacisa
okudingekayo

Ukufaka amazinga amasha Endaweni Yokuhlolwa
Kohlelo Lokugreda

Ukuhlola Okuvumenyelwe Kumsebenzisi
Ukufaka Amazinga amasha endaweni Yohlelo
Lokugreda Ngqo

Ukuphela

Olunye ulwazi / nokucacisa okudingekayo
Ukubheka ushintsho olunconywe kanye
nokungquma ukuthi lungavunyelwa yini
Ukwaziswa ukuthi Amazinga Okugreda
Avunyelwe?

Yebo

Xoxisana ngoshintsho oluvunyelwe
ngokwamazinga

Cha

Ukuphela

4.13. Ukushintshwa Kohlobo Lokugreda
Isakhiwo

Umhloli

Umbhiloli Omkhulu Wesifundazwe

Umsizi Womphathi Wezokusebenzi
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Accounts Receivable Clerk

Change In Category Required

Request a change in category

Can be done mid cycle when the Establishment
has paid and submitted to a meeting, or when
the membership is up for renewals

Need for change in category identified by
Assessor during onsite assessment
implications of the change in category with the
Establishment, including MERs and billing
implications

Submit change of category request to PMA

Is there a financial impact

No

Change the category on Grading system and
provide feedback

Within 3 days

Submit the category change to the category
change list compiled by the Assistant Operations
Manager

Compile category changes list and Request
signoff and approval from the CQAO and the
TGCSA Financial Manager

Approval and signatures obtained?

No

Provide feedback to Assessors that the changes
have been declined

End

Yes

Are the changes being made after the invoice
has been

No

Request a Credit for the old invoice

Make the requested changes to the Grading
Categories in Grading system

Recalculate applicable fees and issue a new
invoice to be generated by Financial System

End

Yes

Send a request to Finance for the reversal of the
receipt against the old invoice

Reverse the receipting of payments against the
old invoice

Confirmation of payment reversal

Request a credit note to settle the old invoice
Make the requested changes to the Grading
Categories in Grading system

Recalculate applicable fees

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Iklekhi Ethola Ama-akhawunti

Ukushintswa Kohlobo Okudingekayo

Ukucelwa koshintsho lohlobo

Kungenziwa phakathi nesekile uma Isakhiwo
sesikhokhe saphinda sahambisa emhlananweni,
noma uma ubulunga sekumele buvuselelwe
Isidingo soshintsho lohlobo sibonakale Umhloli
ngesikhathi sokuhlola endaweni

Ukushintsha kohlobo Nesakhiwo, okuhlanganisa
ama-MER kanye nemali

Ukuhambisa isicelo soshintsho lohlobo ku-PMA
Ukhona umthelela wemali?

Cha

Ushintsho lohlobo Ohlelweni Lokugreda kanye
nokunikela ngempendulo

Ezinsukwini ezi-3

Ukuhambisa ukushintsha uhlobo ohlwini
lokushintshwa kohlelo Umsizi Womphathi
Wezokusebenza

Ukuhlanganisa uhla lokushintsha kohlobo kanye
Nesicelo sokusayina kanye nemvume esuka ku-
CQAO kanye Nomphathi Wezezimali we-TGCSA
Ngabe ukuvunyelwa kanye nokusayina
kutholakele?

Cha

Nikeza impendulo Kubahloli ethi ushintsho
lungatshiwe

Ukuphela

Yebo

Ngabe ushintsho olwenziwe lwenziwe emuva
kokukhokhwa kwe-invoyisi

Cha

Isicelo Sesikweletu se-invoyisi

Ukwenza ushintsho oluceliwe Lohlobo Lokugreda
ohlelweni Lokugreda

Ukuphinda kubalwe izimali ezifanele bese
kukhishwa i-invoyisi entsha okuzokhishwa Uhlelo
Lokugreda

Ukuphela

Yebo

Ukuthunyelwa isicelo Kwezezimali ukuthi
kubuyiselwe irisidi ye-invoyisi endala
Ukubuyisela emuva ukwenziwa kwamrisidi email
eyakhokhelwa i-invoyisi endala

Ukuginisekisa ukubuyiselwa emuva kokukhokha
Isicelo sesikweletu ukukhokhela i-invoyisi endala
Ukwenza ushintsho oluceliwe Ohlobeni
Lokugreda ohlelweni Lokugreda

Ukuphinda kubalwe imali efanele
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Create a new invoice which can be settled with
the payments received

Receipt the payment received before the change
against the new invoice

If the amounts don’t match inform the PMA and
he/she will assist in the managing the difference

o Credit notes and additional invoices will
be raised as required

o For major changes Assessors commission
be affected

4.14. Adhoc Update of Establishment Details

Establishment requests update of their details
(must be requested in writing

New or existing property

Existing Or property New property and Assess
with invoice paid or allocated

Property stage?

Assessment completed

Submit the request for update to the PMA

Is there a financial impact?

Update establishment details through data
confirmation during the assessment

New property invoice has not been paid
Update the establishment’s

Detail on Grading system

Log onto the Grading system and update
establishment’s detail

Have the ownership and billing details changed

No

End — no further addition required

Yes

Has the renewal invoice been paid

Request are-

Generate a hew invoice, using the invoice
recalculation function on Grading system
Update Establishment details on Grading system

Operations can change the following
information:

e Contact information
Number of rooms
Room rate
Invoicing

Save updated information and synchronize
updates to Financial System and the TGCSA
website if required

No. 42010

Ukwenziwa kwe-invoyisi entsha engakhokhelwa
ngemali etholiwe
Ukwenza irisidi yemali etholakele ngaphambi
kokuthi kwenziwe ushi lwe-invoyisi entsha
Uma izimali zingahambelani kwazisw i-PMA
izosiza ukulungisa ukwehlukana

e Izikweletu kanye nama-invoyisi amanye

azophakanyiswa njengokuba kudingeka
e  Ushintsho olukhulu ikhomishini Yomhloli
iyathinteka

4.14. Ukubuyekezwa kwe-Adhoc
Yemininingwane Yesakhiwo
Ukubhekwa kwesicelo sesakhiwo
emininingwaneni yakhona (kumele kucelwe
ngokubhala}
Impahlia entsha noma endala
impahla entsha noma endala kanye Nokuhlolwa
ne-invoyisi ekhokhiwe noma eyabiwe
Isigaba sempahla?
Ukuhlolwa kugediwe
Ukuhambisa isicelo ukufaka ku-PMA
Ukhona umthelela ezimalini?
Ukufaka imininingwane yesakhiwo
ngokugqinisekisa ulwazi ngesikhathi sokuhlolwa
i-invoyisi entsha yempahla engakakhokhwa
Ukufaka imininingwane yesakhiwo ohlelweni
Lokugreda
Ukungena ohlelweni Lokugreda kany nokufaka
imininingwane yesakhiwo
Ukuba nobunini kanye nokushintshwa
kwemininingwane yokubiza imali
Cha
Ukuphela - akukho okunye okumele kwengezwe
Yebo
Ngabe i-invoyisi entsha ikhokhiwe
Izicelo
Ukukhishwa kwe-invoyisi, ngokusebenzisa i-
invoyisi ephinde yabalwa ohlelweni Lokugreda
Ukufaka imininingwane Yesakhiwo Ohlelweni
Lokugreda
Ezokusebenza zingashintsha imininingwane
elandelayo

e Imininingwane yokuxhumana

¢ |nanilamagumbi

e |mali yegumbi

e Uku-invoyisa

Ukugcina imininingwane kanye nokusekhronaza
ukufaka Ohlelweni Lwezezimali kanye
newebhusayithi ye-TGCSA uma kudingeka

This gazette is also available free online at www. wonline.co.za

469



470 No. 42010

Generate an integration instruction to Financial
System which will integrate the following day.

Invoice details, Supplier details, contact details,
e-mail addresses, category and charge rate

Invoice sent to Establishment

Generate invoice and Forward it to
Establishment and Assessor

Invoice generated Financial System which will
integrate the following day.

Establishment billing information updated
Financial System Billing information will be
updated automatically overnight and new
invoices will be generated if required

Do the changes in the details affect billing
information

No billing updates required

Establishment billing information updated
No web listing updates required

Do the changes affect marketing information or
collateral

Establishment website listing

information updated

4.14. Cancellation of Membership
Establishment decides to cancel their
membership

Contact the Assessor in writing to request a
cancellation of membership before the
membership expiry date

Discuss the reasons for cancellation with the
Establishment

Explain the re-join process to the Establishment
Does the Establishment still want to

cancel?

Confirm if cancellation should be immediate or
on expiry

This is usually informed by the reasons for
cancellation

Submit cancellation request to the relevant
Provincial Master Assessor

. If no payments have been made by
renewal properties, Grading System will
generate reminders about the invoice on day 90,
day 60 and day 30 preceding the membership
expiry date and send the reminders to the
Establishment and Assessor

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Ukukhipha umyalelo wokuhlangana Ohlelweni
Lwezezimali oluzohlangana ngosuku
olulandelayo.

Imininingwane ye-invoyisi, imininingwane
yomhlinzeki, imininingwane yokuxhumana,
uhlobo kanye nemali

l-invoyisi ethunyelwe Esakhiweni

Ukukhishwa kwe-invoyisi kanye nokuthunyelwa
kwayo Esakhiweni kanye Nombhloli

i-invoyisi ekhishwe Ohlelweni Lwezezimali
okuhlanganiswa ngosuku olulandelayo
Ukufakwa kwemininingwne yokubizwa
Imininingwane Yokubiza Yohlelo Lwezezimali
izofakwa ngokuzenzakalela ebusuku kanye
nama-invoyisi amasha azokhishwa uma
kudingeka

Ngabe ushintsho emininingwaneni luthinta ilwazi
lokubiza

Akukho ukufakwa kokubiza okudingekayo
Ukufakwa kolwazi lokubiza kwesakhiwo
Alukho ukufakwa kohla lwe-webhu
oludingengekayo

Ngabe ushintsho luthinta ulwazi lokumaketha
noma ukuhlangana

Uhta lwemininingwane yebhusayithi yesakhiwo
lufakiwe

4.14 ukukhanselwa Kobulunga

Isakhiwo sikhetha ukukhansela ubulunga

Thintana Nombhloli ngokubhala ukucela
ukukhansela ubulunga ngaphambi kosuku
lokuphelelwa yiskhathi

Dingida izizathu zokukhansela Nesakhiwo

Chaza uhlelo Iokuphinda ujoyine Esakhiweni
Ngabe Isakhiwo sisafuna ukukhansela?

Ukugisekisa kokukhansela kumele kube
okwamanje noma ngosuku lokuphelelwa
yisikhathi

Lokhu kwenziwa yvizizathu zokukhansela

Hambisa isicelo sokukhansela Kumhloli Omkhulu
Esifundazweni ofanele
¢ Uma ingekho imali ekhokhiwe

ekuvuselelweni kwempahla, Uhlelo
Lokugreda kukhipha izikhumbuzo
magondana ne-invoyisi ngosuku Iwama-
90, lwama-60 kanye nolwama-30
ngaphambi kosuku lokuphelelwa
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. If the payment is not received and
receipted in full by the date on which the
Establishment’s current membership’s expires
the Establishment’s membership is cancelled
automatically by Grading System 21 day after the
expiry date of the membership this will form part
of the auto batch cancellations, but the
Establishment record is kept on Grading System
and can be used as a future lead.

. If marked for immediate cancellation,
the membership is immediately cancelled
. The grading system has to inform the

financial system on any immediate cancellations
so that the revenue recognition programme can
account accordingly for any cancellations in
membership;

o If marked for delayed cancellation (e.g.
cancellation on expiry date) the Establishment
will remain in the system until the delayed
cancellation date

arrives

Grading system will sync with Financial System
and the Account will not receive renewal
invoices

Cancel the Establishment in

Grading system, as either an immediate
cancellation or cancellation on expiry
Membership cancelled (voluntary cancellation or
due to non-Payment)

U Downloaded as a query on Grading
System-IA
° Ticket “ Created”

45 calendar days

Has the property applied for grading again?
Wait 10 working days after Post Cx Stage 1
Notification

No action required, ticket closed

Issue “Post Cancellation (Cx) Stage 1 Notification

Establishment intent to become assessed again?
Proceed with Query Evaluation Stage & QPA
Failed assessment & Downgraded

Lead is referred to an accredited assessor
Establishment intent remove the star advertising

No. 42010

yisikhathi sobulunga futhi lutumela
izikhubuzo Esakhiweni kanye Nakumbhloli
e Uma imali ingatholakalanga futhi
ayangenzelwa irisidi ngokugcwele
ngosuku ubulunga Besakhiwo
buphelelwa yisikhathi ubulunga
besakhiwo obukhona buyakhanselwa
ngokuzenzakalela Ohlelweni Lokugreda
osukwini lwama-21 emuva kosuku
lokuphelelwa yisikhathi kobulunga lokhu
kuzoba yingxenye yobuningi
bokukhanseleka ngokuzenzakalela,
kodwa irekhodi Lesakhiwo liyagcinwa
Ohlelweni Lokugreda futhi
lingasetshenziswa kusasa njengesibonelo
e Uma kumakwe njengokukhansela
kwamanje, ubulunga bukhanselwa
ngokushesha
¢ Uhlelo Lokigreda kumele lazise uhlelo
lwezezimali ngokukhansela kokushesha
ukuze izinhlelo ezibona irevenyu zithathe
ngokufanele ukukhanselwa noma
yikuphi kobulunga
e Uma kumakwe njengokukhansela
okudileyile (isb. Ukukhansela ngosuku
lokuphelelwa yisikhathi) Isakhiwo sizoba
sohlelweni kuze kube usuku
lokukhansela luyafika
Uhlelo lokugreda luzosebenzisana Nohlelo
Lwezezimali bese i-akhawunti ngeke ithole i-
invoyisi evuselelwe
Ukukhansela Isakhiwo Ohlelweni Lokugreda,
njengokukhansela ngokushesha noma
ngokukhansela ngokuphelelwa yisikhathi
Ubulunga buyakhanselwa (ukukhansela
ngokuvolontiya noma ngenxa yokungakhokhi)
¢ Okuthathwe njengombuzo Ohlelweni
Lokugreda-1A
e |thikithi “Elenziwe”
Ezinsukwini ezingama-45 zekhalenda
Ngabe impabhla ifake isicelo sokugreda futhi
Linda izinsuku eziyi-10 zokusebenza Emuva
Komlayezo Cx Wesigaba 1
Akukho okumele kwenziwe
Ukukhipha “Emuva kokukhansela (Cx) umyalelo
wesigaba 1
Ngabe isakhiwo sigonde ukuhinda sihlolwe futhi
Proceed with Query Evaluation Stage & QPA
Ukungaphumeleli ekuhlolweni & Nokwehliswa
Ukuhola kudluliselwa kumbhloli ofanele
Isakhiwo siqonde ukususa ukukhangisa
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Adjust “Next Step Due” 30
calendar days onwards from current day

After these 30 days, proceed with Query
Evaluation Stage & QPA Stage 2, if necessary

Proceed with Query Evaluation Stage & QPA
Stage 1

Follow the Incorrect & lllegal Advertising query
evaluation Stage and the Quality Protection
Auditing Stage 1 procedures

Close the ticket on Grading System- |A
Determine from Marketing

records if establishment previously received a
plague

CLO monitors & follows up on auctioning of
plaque collections

Receives the returned plaques

Makes an arrangement with the Establishment
for collection of old plaque

Arrange with courier to collect the plaque from
the Establishment

Compile a detailed list of plaque collections for
the courier and the list on open purchase order

4.17. Replace Issued Plaques
TGCSA Marketing Team
Replacement
Plaque Required
Receive a request for a replacement plaque
Requests can come from:
e The Establishment The PMAs
e The Assessor on behalf of the
Establishment
Order replacement {or additional) plaque from
plaque distributor
Contact establishment, to make arrangements
for collection of the old plaque

Arrange for a SAT appointed courier to collect
the plague from the establishment
Plaques will only be ordered
replaced in the following circumstances:

s Additional plague request,
Change of Category,
Upgrade or Downgrade or Membership,
Replacement of Plague with old Cl,
Damaged plaque, Stolen plagque
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kwenkanyezi

Ukulungisa “Isigaba Esilandelayo” izinsuku
ezingama-30 zekhalenda kuya phambili kusukela
ngaloluya suku

Emuva kwezinsuku ezingama-30, ghubeka
Nesigaba Sokubhekwa Kombuzo & QPA isigaba
2, uma kunesidingo

Qhubeka Nesigaba Sokubheka Umbuzo & ne-
QPA isigaba 1

Landela isigaba sokubheka Ukukhangisa
Okungesilo iginiso & Okungekho emthethweni
kanye nenqubo

Ukuvala ithikithi Ohlelweni Lokugreda-1A
Ukunguma emarekhodini Ezokumakethat ukuthi
ngabe isakhiwo sesike sayithola yini iplakhu

i-CLO iyagapha & iyalandelela ukudayiswa
kwamaplakhu

Ukuthatha amaplakhu abuyisiwe

Wenza amalungiselelo Nesakhiwo ukuze
kulandwe amaplakhu amadala

Ukulungisa ikhoiya ukulanda amaplakhu
Esakhiweni

Ukuhlanganisa uhla Iwamaplakhu okumele
alandwe ukuze akhoriywe kanye nohla lokwenza
i-oda lokuthenga

4.17. Ukushintshwa Kwamaplakhu Akhishiwe
Ithimba le-TGCSA Lezokumaketha
Ukushintshwa kweplakhu edingekayo

Ukuthola isicelo sokushintshwa kweplakhu
Izicelo zingasuka:

e  Esakhiweni sama-PMA

®  Umhloli emele isakhiwo

Uku-oda iplakhu (noma ezokwengeza)
ezoshintsha kumdayisi wamaplakhu
Ukuxhumana nesakhiwo, ukwenza
amalungiselelo ukuthi kulandwe iplakhu endala
esakhiweni
Ukulungisa ukuthi i-SAT eqokiwe ukukhoriya
ukuthi izolanda iplakhu esakhiweni
Amaplakhu enga-odwa kuphela ukuthi
ashintshwe ezimeni ezilandelayo:
e lzicelo zamaplakhu okwengeza,
e  Ukushintsha kohlobo
e Ukunyusa noma ukwehlisa noma
ubulunga,
Ukushintsha iplakhu ene-Cl endala,
Iplakhu efile, entshontshiwe

This gazette is also available free online at www. wonline.co.za
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Receive returned plaque

4.18. Conduct Assurance of Plaque and
Certificate Delivery

Quality Protection Office

TGCSA Marketing Assistant

Two Calendar Months or 70 calendar days After
the Awards Meeting downloads

on the Grading System

First check with the Marketing Assistant if the

plagques are expected to have been delivered, i.e.

confirm if there could have been any issues that
affected manufacturing or delivery of plaques.

inform the QPO if there were issues and explain
the nature of the issues and expected impact

Assess the feedback consider the impact when
conducting the audit

g. if the meeting was closed on the grading
system on 15 April , the checks for those plagues
will be done at the end of June (2 calendar
months later)

Select a 8 to 10% sample of establishments for
which plaques and certificates were ordered
after the Property Approvals Meeting

Conduct an audit to determine if the
establishments received their plagues and
certificates in good order and timeously
Produce a report and submit it to CQAO
Record queries and issues raised and submit
them to TGCSA Marketing Assistant and to CLO
for record- keeping & further follow-up

. Missing Plaques

. Misspelt Establishment names

. Incorrect number of stars

o Damaged plaques and Certificates

Address & resolves plaque and certificate issues
stemming from the audit

Issues addressed

4.19. Query Evaluation Stage
Quality Protection Officer

Start

Receive an illegal Advertising report

No. 42010

Ukuthola iplakhu ebuyisiwe
4.18. Ukuginisekiswa Kokuphathwa kanye
Nokudiliviwa Kwezitifiketi
Ihhovisi Lokuvikela Ikhwalithi
Umsizi Wezokumaketha we-TGCSA
Ezinyangeni ezimbili zekhalenda noma
ezinsukwini ezingama-70 emuva kokufaka
emhlanganweni wemiklomelo ohlelweni
lokugreda
Kugala bheka umsizi wezokumaketha ukuthi
amaplakhu alindlekile yini ukuthi adiliviwe, isb.
Qinisekisa ukuthi kungaba khona izinkinga
ezithinta ukukhigizwa noma ukudiliviwa
kwamaplakhu
Ukwazisa i-QPO ukuthi ngabe zikhona yini
izinkinga bese uchaza uhlobo lwezinkinga kanye
nomthelela olindlelekile
Ukuhiola impendulo bese ubheka umthelela
ongaba khona uma kwenziwa ukucwaningwa
kwamabhuku
g. uma umhlangano uvaliwe ohlelweni lokugreda
mhila ziyi-15 ku-Ephreli, ukubhekwa
kwamaplakhu kuzogedwa ekupheleni kuka-Juni
(ezinyangeni ezi-2)
Ukukhethwa isampuia eli-8 kuya ku-10%
kwesakhiwo lapho amaplakhu kanye nezitiiketi
ku-odiwe emuva Komhlangano Wokuvumela
Impahla
Ukwenza ukucwaningwa kwamabhuku
ukunquma ukuthi izakhiwo ziwatholile
amaplakhu kanye nezitifiketi zawo ngokufanele
Ukukhipha umbiko bese uhanjiswa ku-CQAO
Ukurekhodwa kwemibuzo kanye nezinkinga
okuphakanyisiwebese kuhanjiswa Kumsizi
Wezokumaketha we-TGCSA kanye ne-CLO
ngezinhloso zokugcina amarekhodi & nokunye
ukulandelela

e Amaplakhu alahlekile

e Amagama ezakhiwo angabhalwanga

kahle
¢ Inombolo yezinkanyezi okungeyona
e Amaplakhu kanye nezitifiketi
okumoshakele

Ukubhekana & nokusombulula izinkinga
zeplakhu kanye nesitifiketi okuphuma
ekucwaningweni kwamabhuku
Izinkinga okubhekenwe nazo
4.19. Isigaba Sokubheka Imibuzo
Isikhulu esivikela Ikhwalithi
Ukugala
Ukuthola umbiko wokukhangisa okungekho
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Does the

Establishment exist on the historic manual query
workbook

Sources include

Assessors, General Public, Other graded
Establishments,

. TGCSA staff,

. Awards Meeting Changes,
o Cancellations,

. Downgrades,

. Client Feedback,

. Client Liaison Officer

Search for the establishment on QIT

Does the establishment No rd exist?

No new records required on QiT

Create a new property on QiT

Is the same issue being reported again?

IA Verification

Was the lllegal advertising removed since the
last communication

Close ticket and record that the IA was removed

Applied for grading?

Close ticket — establishment has applied
Review the last known status of query
Determine the next stage to follow on QiT- 1A

Stage 1

Stage 2

Stage 3

Stage 4

IA query resolved

Minimum of 80% of legal advertising must have
been moved for the ticket to be closed

If it is a service or facilities issue notify the
relevant PMA And CC the CLO

Feedback to the person that reported the IA and
close the ticket

Is the establishment advertising lllegally?

Verify lllegal Advertising claims

Does the establishment record exist?
Create a new property on QiT
Create a new ticket for the query on QiT- 1A

Additionally Verify if the establishment was
previously graded or not,
Verify if it’s grading was previously cancelled,
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emthethwemi
Ngabe isakhiwo sikhona ebhukwini lokusebenza
lomlando lemanuwali?

Imithombo ihlanganisa

Abahloli, Umphakathi, ezinye izakh ezigrediwe,
e Abasebenzi be-TGCSA

Umhlangano Woshintsho lwemiklomelo

Ukukhanselwa

Ukwehlisa

Impendule yamakhasimende,

Isikhulu Esibhekelela Amakhasimende

Ukubheka isakhiwo ku-QiT

Ngabe inomblo yesakhiwo ikhona?

Alikho irekhodi Elisha elidingekayo ku-QiT
Ukwakha impahla entsha ku-QiT

Ngabe udaba olufanayo olubikwyo futhi?
Ukuginisekisa kwe-I1A

Ngabe ukukhangisa okungekho emthethweni
kususiwe emuva kwenkulumo yokugcuna?
Ukuvala ithikithi kanye nokurekhoda ukuthi i-1A
yasuswa

Ngabe sifakiwe isicelo sokugreda?

Ukuvala ithikithi — isakhiwo sisifakile isicelo
Ukubheka isimo sokugcina esaziwayo sombuzo
Ukunquma isigaba esilandelayo ukulandela ku-
QT—-I1A

Isigaba souk-1

Sogaba sesi-2

Isigaba sesi-3

Isigaba sesi-4

Umbuzo we-1A usombululiwe

Okungenani ama-80% okukhangisa
okusemthethweni kususiwe ukuze ithikithi
livalwe

Uma kuyinkinga yesevisi noma izakhiwo tshela i-
PMA kanye ne-CC ye-CLO efanele

Impendulo eya kumuntu obike i-IA kanye
nokuvalwa kwethikithi

Ngabe isakhiwo sikhangisa ngokungemthetho?
Ukuginisekisa imibiko yokukhangisa
ngokungemthetho

Ngabe irekhodi lesakhiwo likhona?

Ukwakhiwa kwempahla entsha ku-QjT
Ukwakhiwa kwethikithi elisha lombuzo ku-QiT -
1A

Okunye ginisekisa ukuthi isakhiwo besigrediwe
ngaphambilini noma cha,

Ukuginisekisa ukuthi ukugredwa kwaso
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Verify if the Establishment graded but the
advertising the incorrect grading

Create collage using:
e Web Search engines Booking / Listing
o  Websites, Photos of street signage,
e Photos of Signage At premises
e Images from broachers
Create Collage of Evidence (IA Locations)

Create collage using:
e Web Search engines, Booking / Listing
e Websites, Photos of street signage,
e Photos of Signage At premises
® Images from broachers
4.20. Quality Protection Assurance —Stage 1
Quality Protection Officer
Illegal advertising report received

Ops cancellation letter would have been sent
and included an instruction to

return the collateral

Has the membership been cancelled?

Has property applied?

Send QPO cancellation email Post Cancellation
Stage 1 Notification

Is there and E-mail address available for
communicating with the establishment?
Contact the Establishment telephonically to
obtain correct E-mail address

Check & Update IA Locations

. The nature of the offense will determine
the content of the letter
° For Downgrades correspondence will

refer to incorrect advertising not illegal
advertising

Send relevant Letter 1 including collage &
legislation to the establishment

Wait two working days

|A Verification

illegal/ incorrect advertising removed?

Applied For grading?

IA query Not yet resolved

Grading Quality Protection Stage 2

Close ticket, Establishment has applied for
Grading

Close ticket and record that IA was removed

No. 42010

kwakhanselwa ngaphambilini
Ukuginisekisa ukuthi isakhiwo sigrediwe kodwa
sikhangisa ukugreda okungelona iqiniso
Ukwenza ukuhlanganisa:
¢ Ukubheka kuwebhu ukubhukha / nohla
s Amawebhusayithi, izithombe zezimpawu
zomgwado
¢ lzithombe zamabhrosha
Ukwenziwe kokuhlanganisa kobufakazi (Izindawo

ze-1A)

Ukwenza ukuhlanganisa:

. Ukubheka kuwebhu ukubhukha / nohla
° Amawebhusayithi, izithombe zezimpawu
zomgwado

. Izithombe zamabhrosha

4.20. Ukuqinisekiswa Kokuvikelwa

Kwekhwalithi — Isigaba soku-1

Isikhulu esivikela Ikhwalithi

Umbiko wokukhangisa okungemthetho

utholakele

Incwadi yokukhansela ye-Ops ingathunyelwa

futhi ihlanganise umyalelo ukubuyisa

ukuhanganisa

Ngabe ubulunga bukhanseliwe?

Ngabe isakhiwo sifake isicelo?

Ukuthumela imeyili ye-QPO yokukhansela emuva

kwesaziso sokukhansela

Ngabe kukhona futhi ikheli lemeyili elikhona

kuyaxhumneka ngalo nesakhiwo?

Ukuthintwa kwesakhiwo ngocingo ukuthola

imeyili eyiqginiso

Ukubheka & nokufaka lzindawo ze-1A

e Uhlobo lwecala luzonquma
okuqukethwe incwadi
e Ukwehlisa kuzokwenziwa uma kwenziwe

ukukhangisa okngekhona hhayi
okungekho emthethweni

Ukuthumela incwadi efanele yoku-1 ehlanganisa

ukuhlangana & nomthetho esakhiweni

Ukulinda izinsuku ezi-2 zokusebenza

Ukuginisekisa i-1A

Ukukhangisa okungelona iginiso/okungekho

emthethweni kususiwe?

Sifakiwe isicelo sokugreda?

Umbuzo we-lA awukasombululwa?

Isigaba sesi-2 sokuvikela Ikhwalithi Yokugreda

Ukuvalwa kwethikithi, Isakhiwo sisifakile isicelo

sokugreda

Ukuvala ithikithi kanye nokuvalwa kwerekhodi

ukuthi i-1A isusiwe
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Minimum of 80% of illegal advertising must have
been removed for the query to be closed.

4.21. Quality Protection Assurance — Stage 2

IA not resolved in stage 1

Update the system to reflect that a stage 2
communication is being done

Re-evaluate, update and add IA Locations

e The nature of the offense will
determine the content of the letter
e For Downgrades communication will
refer to incorrect advertising not illegal
advertising
Send relevant Letter 2 including collage &
legislation to the establishment
Wait Ten working davs
IA Verification
llegal/ incorrect advertising removed?

Applied For grading?

Close ticket, Establishment has applied for
Grading

Close ticket and record that IA was removed

Minimum of 80% of illegal advertising must have
been removed for the query to be closed.

IA query Not yet resolved

Grading Quality Protection Stage 3

IA query resolved

4.22. Quality Protection Assurance — Stage 3

Quality Protection Officer

Update the system to reflect that a stage 3
communication is being done

-evaluate, update and add IA Locations

o The nature of the offense will
determine the content of the letter

. For Downgrades communication will
refer to incorrect advertising not illegal
advertising

Send relevant Letter 3 including collage &
legislation to the establishment

Wait 30 calendar days

IA Verification

lllegal/ incorrect advertising removed?

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

Okungenani ama-80% okukhangisa okungekho
emthethweni kumele kususwe ukuze umbuzo
uvalwe.

4,21, Ukugqinisekiswa Kokuvikelwa
Kwekhwalithi — Isigaba sesi-2

i-1A ayisombululwanga esigabeni soku-1
Ukubuyekeza uhlelo ukuthi luveze ukuthi
ukuxhumana ezingeni lesi-2 kuyenziwa
Ukubheka futhi, ukufaka kanye nokwengeza
izindawo ze-lA

. Uhlobo lwecala luzonquma
okuqukethwe incwadi
. Ukwehlisa kuzokwenziwa uma kwenziwe

ukukhangisa okngekhona hhayi okungekho
emthethweni

Ukuthumela incwadi efanele yesi-2 ehlanganisa
ukuhlangana & nomthetho esakhiweni
Ukulinda izinsuku ezivishumi zokusebenza
Ukuginisekisa i-lA

Ukukhangisa okungelona iginiso/okungekho
emthethweni kususiwe?

Sifakiwe isicelo sokugreda?

Ukuvalwa kwethikithi, Isakhiwo sisifakile isicelo
sokugreda

Ukuvala ithikithi kanye nokuvalwa kwerekhodi
ukuthi i-1A isusiwe

Okungenani ama-80% okukhangisa okungekho
emthethweni kumele kususwe ukuze umbuzo
uvalwe.

Inking ayikasombululwa namanje?

Isigaba sesi-2 sokuvikela Ikhwalithi Yokugreda
Inkinga ye-IA isombululiwe

4.22 Ukugqinisekiswa Kokuvikelwa Kwekhwalithi
— Isigaba sesi-3

Isikhulu esivikela Ikhwalithi

Ukubuyekeza uhlelo ukuthi luveze ukuthi
ukuxhumana ezingeni lesi-2 kuyenziwa
Ukubheka, ukufaka kanye nokwengeza lzindawo
ze-lA

. Uhlobo Iwecala luzonquma
okugukethwe incwadi
. Ukwehlisa kuzokwenziwa uma kwenziwe

ukukhangisa okngekhona hhayi okungekho
emthethweni

Ukuthumela incwadi efanele yesi-3 ehlanganisa
ukuhlangana & nomthetho esakhiweni
ukulinda izinsuku ezingama-30 zokusebenza
Ukuginisekisa i-IA

Ukukhangisa okungelona iginiso/okungekho
emthethweni kususiwe?
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4.23. Quality Protection Assurance — Stage 4

Illegal advertising not resolved

in stage 3

Update the system to reflect that you are now in
Stage 4 of processing the query

Re-evaluate, update and add 1A Locations

Send Letter 4 including collage & legislation to
the establishment

Wait 14 calendar days

Illegal advertising removed?

Applied For grading?

Close ticket — Applied for grading

IHegal query resolved

1A query resolved

Update the system to reflect “legal referred”

to Provincial Consumer authority within 60
calendar days

Close ticket

IA Query resolved

Review, advise and sign off paperwork or other
further action by provincial consumer authority

4.24. Refund Process

Assistance Operations Manager

Debtor clerk

Accounts payable’s clerk

Manages all refunds

Finance will sign in the book on receipt of refund

Funds
refund book with reasons and the date

Attached to the RFO must be all
the written communications from
establishments as well as there banking details
and proof of payment
Sign and confirm that the banking details are
correct and that they have called the
establishment to confirmed the same
e Twice a month on the following days the
10th and 20th of each month before
12h00.
s |f the day is on a weekend or public
holiday assistant OM will hand them on
the next working day before 12h00

No. 42010

4.23. Ukuginisekiswa Kokuvikelwa

Kwekhwalithi - Isigaba sesi-4

Ukukhangisa okungekho emthethweni

akukasombululwa esigabeni sesi-3

Ukufaka ohlelweni ukuthi luvze ukuthi

usesigabeni sesi-4 sombuzo

Ukubheka, ukufaka kanye nokwengeza Izindawo

ze-lA

Ukuthumela incwadi efanele yesi-3 ehlanganisa

ukuhlangana & nomthetho esakhiweni

Ukulinda izinsuku eziyi-14 zekhalenda

Ukukhangisa okungekho emthethweni

kususiwe?

Ngabe sifakiwe isicelo sokugreda?

Ukuvala ithikithi — sifakiwe isicelo sokugreda

Umbuzo ongekho emthethweni usombululiwe

Umbuzo we-IA usombululiwe

Ukufaka ohlelweni ukuthi kuvele “kuddluliselwe

emthethweni”

Kuziphathimandla Zabathengi Zesifundazwe

ezinsukwini ezingama-60 zekhalenda

Ukuvala thikithi

Umbuzo we-lA usombululiwe

Ukubuyekeza, ukuyla kanye nokusayina

amaphepha noma omunye umnyakazo

Weziphathimandla Zabathengi Esifundazweni

4.24. Uhlelo Lokubuyiswa Kwemali

Umsizi Womphathi Wezokusebenza

lklekhi lezikweletu

Iklekhi elithola ama-akhawunti

Ukuphatha yonke imali ebuyiswayo

lgatsha lezezimali lizosayina ibhuku ekutholeni

imali ebuyisiwe

fzimali

Ibhuku lokubuyiswa kwemali elinezizathu kanye

nosuku

Okufakiwe ku-RFO kumele kube yikho konke

ukuxhumana okusuka ezakhiweni kanye

nemininingwa yebhange kanye nobufakazi

bokukhokha

Ukusayina kanye nokuginisekisa ukuthi

imininingwane yebhange iyiginiso futhi nokuthi

basithintile isakhiwo ukuginisekisa okufanayo

e Kabili ngenyanga ezinsukwini
ezilandelayo mhla ziyi-10 kanye namhla
zingama-20 kwenyanga ngayinye
ngaphambi kwehora le-12h00
¢  Uma usuku lungempelasonto noma

kuyiholidi umsizi we-MO uzoletha
ngosuku olulandelayo lokusebenza
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Hand refunds to the debtor clerk
Update all refunds on the worksheet for refunds
and save it on the G-drive

In the event of an urgent

refund on any other day than the 10th and 20th,
hand the request to the Finance Manager to
consider intervention

Finalise refunds in four days
Will only accept refund request on the
mentioned days, any refunds not handed on
these two dates have to stand over to the next
month
e All refunds handed on the 10th of each
month will be for the refunds requests
where deposits were made up to the
end of the prior month of the 10t
s All refunds handed on the 20th will be
for refund depaosits from the 1st of that
month to the 10th of the month of the
20th

Ensure payment of the refund in 7 days from the
first Friday

Update the worksheet for refunds on the G-
DRIVE with the actual payment date of the
refund

After he/she receives the documents from
accounts receivables clerk

4,25, Discount Process
Discount Process
Provincial Master Assessor
Discounts <> R10
e Once processed and approved by the
OM and or assistant OM, grading system
sends to Finance manager for second
approval
Given to assistant
OM to process the discount
Once approved
Sends to Finance
manager for second approval
e Approvals, the supporting
documentation needs to be attached
within the grading system in order for
the Finance manager to process the

GOVERNMENT GAZETTE, 2 NOVEMBER 2018

ngaphambi kwehora le-12h00
Ukunika imali ebuyisiwe kuklekhi lezikweletu
Ukubuyekeza yonke imali ebuyiswayo eshadini
lokusebenza lezimali ezibuyiswayo bese
kugcinwa ku g-drive
Lapho kudingeka ukuthi kubuyiswe imali
ngokushesha nganoma yiluphi usuku ngaphandie
kwambhla ziyi-10 kanye namhla zingama-20,
hambisa isicelo Kumphathi Wezezimali ukuthi
abheke ukuthi angangenelela kanjani
Qeda ngezimalu ezibuyiswayo ezinsukwini ezine
Yamukela kuphela izicelo zokubuyiselwa imali
ngezinsuku ezishiwo, noma viziphi izimali
ezibuyiswayo ezinikwanga ngalezi zinsuku
ezimbili kumele zilinde inyanga elandelayo
¢ Zonke izimali ezibuyiswayo ezilethwe
mhila ziyi-10 enyangeni ngayinye kuzoba
ezezicelo zokubyiselwa izimali lapho
amadiphozithi ayenziwe ekupheleni
kwenyanga engaphabi kwambhila ziyi-10
e Zonke izimali ezibuyiswayo ezilethwe
mhila zingama-20 kuzoba yizimali
ezibuyiswayo zamadipozithi enziwe mhla
zizi-1 kuleyo nyanga kuya nhla ziyi-10
enyangeni yamhla ziyi-20
Qinisekisa ukukhokha kwemali ebuyiselwayo
ezinsukwini eziyi-7 kusukela ngolwesihlanu
lokugala
Ukufaka eshadini [kusebenza ku g-drive usuku
lolkukhokwa kwemali ebuyiselwa emuva

Emuva kokuthola imiqulu esuka eklekhini
elithola ama-akhawunti

4.25. Uhlelo lokwaphulelwa

Uhlelo lokwaphulelwa

Umbhloli Omkhuluu Wesifundazwe

1zaphulelo <> R10

s Uma sekufakiwe futhi kwavunyelwa yi-

OM kanye noma Umsizi we-OM, uhlelo
lokugreda luthumela kumphathi
Wezezimali ukuze kuvunyelwe okwesibili

Kunikwa umsizi we-OM ukuthi enze ukwaphulela

Uma kuvunyelwe

Kuthunyelwa kumphathi Wezezimali ukuze
kuvunyelwe ukwesibili

Ukuvunyelwa, imiqulu eyesekayo kudingeka
ukuthi kufakwe ohlelweni lokugreda ukuze
Umphathi Wezezimali abheke isicelo
sokwaphulelwa njengokuba kulethiwe abantu
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discount request as submitted by the
relevant parties
End
4.26. Funding — Process
Grading System
Operation’s Team Member
MOU Needs to be in place for funding to be
processed
Funding account Needs to be active
Funding account needs to have available funds
to necessitate the request there off
Submit a request to either the assistant OM or
OM for funding to be allocated
Once approved
Sends to Finance manager for second approval

Approvals, the supporting documentation needs
to be attached within the grading system in
order for the Finance manager to process the
discount request as submitted by the relevant
parties

End

4.26. Customer Feedback

Conduct Internal Audit of Plague and Certificate
Delivery

Quality Protection Auditor

First check with the Marketing Assistant if the

plaques are expected to have been delivered, i.e.

confirm if there could have been any issues that
affected manufacturing or delivery of plaques.

Inform the Quality Protection Auditor if there
were issues and explain the nature of the issues
and expected impact

Assess the feedback consider the impact when
conducting the audit

Select a 10% sample of establishments for which
plaques and certificates were order after the
Property Approvals Meeting 2 calendar months
before

Conduct an audit to determine if the
establishments received their plaques and
certificates in good order

Produce a report and submit it to Visitor
Experience Marketing and Communications
Manager

Record queries and issues raised and submit
them to Visitor Experience Marketing Assistant

No. 42010

abafanele

Ukuphela

4.26 Imali — Uhlelo

Uhlelo Lokugreda

llunga Lethimba Lezokusebenza

1-MOU kudingeka ibe kahle ukuze imali ifakwe

Ama-akhawunti email kumele asebenze
Ama-akhawunti email kumele abe nemali ukuze
isidingo sesicelo senzeke

Ukuhambisa isicelo kumsizi we-OM noma i-OM
ukuze imali ifakwe

Uma kuvunyiwe

Thumela kumphathi Wezezimali ukuze
kuvunyelwe okwesibili

Ukuvunyelwa, imiqulu eyesekayo kudingeka
ukuthi kufakwe ohlelweni lokugreda ukuze
Umphathi Wezezimali abheke isicelo
sokwaphulelwa njengokuba kulethiwe abantu
abafanele

Ukuphela

4.27. impendulo yamakhasimende
Ukwenziwa Kokucubungula Kwamabhuku
kokudiliviwa kwamaplakhu kanye nezitifiketi
Umcwaningi mabhuku ovikela ikhwalithi
Kugala bheka Umsizi Wezokumketha ukuthi
amaplakhu alindelwe ukuthi adiliviwe, isb.
Qinisekisa ukuthi azikho izinkinga ezingaba
khona ezinomthelela ekukhigizweni kanye
nasekudilivweni kwamaplakhu

Tshela Umceaningi Mabhuku Ovukela Ikhwalithi
uma kunezinkinga bese uchaza uhlobo
Iwezinkinga kanye nomthelela ongalindeleka
Hlola impendulo bese uyawubheka umthelela
ngesikhathi wenza ukucwaningwa kwamabhuku
Khetha isampula lama-10% lezakhiwo lapho
amaplakhu kanye nezitifiketi kwaku-odiwe
emuva Komhlangano Wokuvunyelwa
Kwempahla eznyangeni ezi-2 zekhalenda
ngaphambilini

Ukwenza ukucwaninga amabhuku ukunguma
ukuthi izakhiwo zithola amaplakhu kanye
nezitifiketi ngendlela efanele

Khipha umbiko bese uwuhambisa Kumphathi
WWezivakashi Wezokumaketha kanye
Nokuxhumana

Ukurekhoda imibuzo kanye nezinkinga
eziphakamisiwe bese kuhanjiswa Kumsizi
Wezivakashi Wezokumaketha
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Category: Hotel Accommodation (previously Formal Accommodation)

Sub-category: Hotel

Proposed An Hotel provides accommodation with full or limited service to the travelling public and ideally has a minimum of 10
Definition rooms. An Hotel has a reception area and offers a dining facility.
Hotel 1-Star 2-Star 3-Star 4-Star 5-Star
* * * * *
* * * * *
* * * * *
* * * * *

Sub-category: Small Hotel

Proposed A Small Hotel provides accommodation with full or limited service to the travelling public and has up to approximately
Definition 80 rooms. A Small Hote! has a reception area and offers a dining facility.
A Boutigue Hotel is a Small Hotel that achieves a 4- or 5-Star Grading

Smail Hotel 1-Star 2-Star 3.Star 4-Star 5-Star
* * * * *
* * * %* *
* * * * *
* * * * *

Sub-category: Apartment Hotel
An Apartment Hotel provides accommodation with full or limited service to the travelling public and ideally has a

ProPosed minimum of 10 rooms, An apartment hotel has a reception area and offers a dining facility. There is a kitchenette and
Definition dining area in each room.
Apartment Hotel 1-Star 2-Star 3-Star 4-Star 5-Star
* * * * *
* * * * *
* * * * *
* * * * *
* * * * *

Sub-category: Hotel with Venues/ Conference Hotel

Proposed An Hotel/ Small Hotel/ Apartment Hotel with Venue/s that can accommodate cumulatively 50 or more delegates (in
Definition the maximum seating style). The Venues in these Hotels will be assessed against the applicable Venue criteria.

This gazette is also available free online at www.gpwonline.co.za
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Category: Guest Accommodation

Accommodation provided in a house, renovated house or a specifically designed building. Includes the provision of

Definition: breakfast.

Sub-category: Guest House
Accommodation provided in a house, renovated house or a specifically designed building. Includes the provision of

Definition breakfast and has ublic areas for the exclusive use of uests.
Guesthouse 1-Star 2-Star 3-Star 4-Star S-Star
Host/ representative contactable 24 hours a day, 7 days a week * * * * *
Host/ representative must be available on site to check guests in/ out or * * * * *
within a 5-minute drive from the property
Public areas/ facilities must include a minimum of a guest dining room and
guest lounge area and must be for the exclusive use of guests {(host/ * * * * *

Key owner/ manager should not share these with the guests)

Requirements paily servicing of rooms and bedrooms including weekends and public * % * " .
holidays
Bathroom facilities en-suite or exclusive use of bathroom facilities * * * *® *
Breakfast to be provided ® * * * *
Dinner to be provided/ made available, which may/ may not be prepared * * * * *

or served on the nropert

Sub-category: Country House

Accommodation provided in a house, renovated house or a specifically designed building. Includes the provision of

Definition breakfast and dinner and has ublic areas for the exclusive use of uests. Located in natural eaceful surroundin s.
Country House 1-Star 2-Star 3-Star 4-Star 5-Star
Scenic or natural vista (beyond that of the immediate garden area) e.g. * % * % %
water view, rural outlook, mountain view or natural bush setting
Host/ representative contactable 24 hours a day, 7 days a week * * * * *
Host/ representative must be available on site to check guests in/ out or * * * * *
within a 5-minute drive from the property
Key Public areas/ facilities must include a minimum of a guest dining room and
X guest lounge area and must be for the exclusive use of guests (host/ * * * * *
Requlrements owner/ manager should not share these with the guests)
Daily servicing of rooms and bedrooms including weekends and public * * % * *
holidays
Bathroom facilities en-suite or exclusive use of bathroom facilities * * * * *
* * * ® *

Breakfast to be provided
Dinner to be provided/ made available, which may/ may not be prepared * * * " *
or served on the ro ert

Sub-category: Bed and Breakfast

Proposed  Accommodation provided in a home with the host fivin in the house oronthe ro e  Guests share the ublic
Definition facilities areas dinin area loun e etc. with the host. Includes the provision of breakfast.

Bed and Breakfast 1-Star 2-Star 3-Star A-Star S-5tar
The host/ representative must live in the house or on the property * * * * *
Host/ representative contactable 24 hours a day, 7 days a week * * * * *
Key Host/ representative must be available on site to check guests in/ out or * % * % w
A within a 5-minute drive from the property
Requirements paily servicing of rooms and bedrooms including weekends and public
N * *® * % *
holidays
Bathroom facilities en-suite or exclusive use of bathroom facilities NA NA * * *
* * * *

Breakfast must be provided
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Category: Backpackers and Hostels

An accommodation facility that provides social and communal guest facilities
e including dormitories and/or private rooms. Only establishments that cater for
Definition: travellers may qualify for grading.

Proposed

Backpacker and Hostel

If the owner/manager and guests are accommodated in the same building, there must be separate living
areas for the owner/ manager.

The owner/ representative must be contactable 24 hours, 7 days per week.

The owner/representative must be available to check guests infout or within a 10 minute drive from the
property during specified check-in times.

Daily servicing of the rooms must be included in the tariff.

Category Entry
Requirements

Servicing of rooms 7 days a week {includes linen/ towel change when applicable, removal of rubbish and

Shared facilities (not with owner/manager) must be a minimum of shared spaces to cook, eat, relax and

Establishment must provide a communal self-catering kitchen.

This gazette is also available free online at www.gpwonline.co.za
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Category: VENUE

A meeting and/or event venue is a permanent structure for hosting groups and events and providing a flexible and

Definition: often multi-functional space/s with appropriate food and beverage, logistical and business support services
Sub-categories:
A Conference and/or Exhibition Centre has:
Dedicated meeting room/s
Multi-functional space/s that can accommodate meetings, receptions, banquets, exhibitions etc.
Informal gathering space available e.g. lounge, patio, courtyard
Dining facilities to accommodate conference groups
Meeting room/s separate from high-traffic and food service areas
Space for refreshment breaks available in close proximity to the meeting room/s
Exclusive or preferred service providers on call
Available inventory of conference technology (AV) {internal or outsourced}
Facilities designed to keep different groups/ functions apart and private
Restrooms available
A Convention Centre is:
Alarge conference centre and typically includes a variety of different venues for events such as exhibition space, an auditorium,
halls meetin conference board rooms, etc.
In-Hotel Convention Centre, Conference and/or Exhibition Venue is:
acated in or on the same :ronerts as an hotel and the venue/s can not be differentiated from the hotel
An Events Venue has:
An indoor or outdoor multi-purpose facility designed for hosting an event e.g. sports, concerts, religious, political or other special
events
Space for spectators to stand or sit to view the event. Tiered seating may be available.
Appropriate lighting for concerts/ events {internal or outsourced}
Appropriate access/ exit facilities to accommodate large numbers of spectators
Food and beverage facilities to cater for large number of guests/ spectators (internal or outsourced)
Wide variety of technical/ AV equipment and facilities available (internal or outsourced)
Restrooms available
An Historical Venue:
Is a building that reflects historical value or a landmark that has been adapted to host a special event e.g. gallery, city hall,
museum, castle, theatre, country club, winery, stately home, etc.
Has venue/s that will vary according to the original or intended function/ purpose of the building/ venue
Has kitchens and restrooms available (may be temporary)
Has a wide variety of technical equipment and facilities available (internal or outsourced)
A Function venue:
? Is a venue that provides space for smaller, special events

Is a multi-purpose facility that can be reconfigured for different uses
Has kitchens and restrooms available (may be temporary)
Has a wide variety of technical/ AV equipment and facilities available (internal or outsourced)
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Category:

Definition:

Key
Requirements
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Caravan and Camping Facility

A caravan and/or Camping facility provides space for guests to provide their own accommeodation, such as tent, a
motor home and/or caravan. Communal ablution facilities are always provided. Communal kitchen, laundry,
recreational facilities and amenities, etc. may be provided. Self-catering accommaodation units may be provided on

the property.

Caravan & Camp Site
A camping facility that specifies that caravans can be accommeodated

Camp Site
A camping facility that does not specify that caravans can be accommodated.

Caravan and Cam in Facil

This gazette is also available free online at www. wonline.co.za
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