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1. INTRODUCTION

Registry Procedure Manual is a document that describes in details the Records management processes and Registry procedures
that are applicable to the Department of Social Development. No one is allowed to deviate to the procedures and principle unless
there are valid reasons to do so. For example, the different chapters must all be incorporated. The Manual must be used for training
of the Departmental employees to ensure compliance and adherence with the legislative mandates.

OBJECTIVE OF THE REGISTRY PROCEDURE MANUAL

The aim of the Manual is to assist officials in the Department in performing their daily activities correctly as required by the Records
Management prescripts. The manual has been developed in an effort to ensure uniform Registry Procedures in all Departmental
structures.

SCOPE OF APPLICABILITY

This manual is applicable to all employees of the Department.
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