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Government Printing Works
Notice submission deadlines

Government Printing Works has over the last few months implemented rules for completing and submitting the electronic 
Adobe Forms when you, the customer, submit your notice request.
In line with these business rules, GPW has revised the notice submission deadlines for all gazettes. Please refer to the GPW 
website www.gpwonline.co.za to familiarise yourself with the new deadlines.

cancellations
Cancellation of notice submissions are accepted by GPW according to the deadlines stated in the table above. 
Non-compliance to these deadlines will result in your request being failed. Please pay special attention to the different 
deadlines for each gazette.
Please note that any notices cancelled after the cancellation deadline will be published and charged at full cost.
Requests for cancellation must be sent by the original sender of the notice and must accompanied by the relevant notice 
reference number (N-) in the email body.

Amendments to notices

Customer inquiries

With effect from 01 October, GPW will not longer accept amendments to notices. The cancellation process will need to be 
followed and a new notice submitted thereafter for the next available publication date.

Many of our customers request immediate feedback/confirmation of notice placement in the gazette from our Contact Centre 
once they have submitted their notice – While GPW deems it one of their highest priorities and responsibilities to provide 
customers with this requested feedback and the best service at all times, we are only able to do so once we have started 
processing your notice submission. 
GPW has a 2-working day turnaround time for processing notices received according to the business rules and deadline 
submissions.
Please keep this in mind when making inquiries about your notice submission at the Contact Centre.

GPW reminds you that all notice submissions MUST be submitted with an accompanying proof of payment (PoP) or purchase 
order (PO). If any PoP’s or PO’s are received without a notice submission, it will be failed and your notice will not be 
processed.
When submitting your notice request to submit.egazette@gpw.gov.za, please ensure that a purchase order (GPW Account 
customer) or proof of payment (non-GPW Account customer) is included with your notice submission. All documentation 
relating to the notice submission must be in a single email.
A reminder that documents must be attached separately in your email to GPW. (In other words, your email should have an 
Adobe Form plus proof of payment/purchase order – 2 separate attachments – where notice content is applicable, it should 
also be a 3rd separate attachment).

Proof of payments

Reminder of the GPW BUSINESS RULES
 Single notice, single email – with proof of payment or purchase order.
 All documents must be attached separately in your email to GPW. 
 1 notice = 1 form, i.e. each notice must be on a separate form
 Please submit your notice ONLY ONCE.
 Requests for information, quotations and inquiries must be sent to the Contact Centre ONLY.
 The notice information that you send us on the form is what we publish. Please do not put any instructions in the 

email body.
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ISO COMPLIANCE

This document endeavours to comply with the South African Standard (ISO 9001) for

Document/Quality Management. As DSBD is not accredited and the document was not reviewed by

the South African Bureau of Standards (SABS), such compliance is merely assumed.
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ABBREVIATIONS AND ACRONYMS

The Use of Official Languages Act, 2012 (Act No. 12 of 2012)

The Constitution of the Republic of South Africa

Executive Committee of the Department of Small Business Development

The Minister of Small Business Development

The Language Policy of the Department of Small Business Development

Department of Small Business Development

Constitution
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1. Introduction

1.1 The Constitution of the Republic of South Africa Act 108 of 1996 provides for eleven official

languages; recognises the historically diminished use and status of indigenous languages; and

requires the State to take practical and positive measures to elevate the status and advance

the use of these languages. The Constitution requires that all official languages enjoy parity of

esteem and be treated equitably; and provides that national Government must regulate and

monitor its use of official languages by legislative and other measures.

1.2 The Use of Official Languages Act, 2012 (Act No. 12 of 2012),was promulgated to regulate the

use of languages by national Government. The Act provides for the regulation and monitoring

of the use of official languages for government purposes; requires the adoption of a language

policy by a national department, national public entity and national public enterprise; promotes

parity of esteem and equitable treatment of official languages of the Republic; facilitates

equitable access to services and information of national Government; and promotes good

language management by national Government for efficient public service administration and

to meet the needs of the public.

1.3 The Department of Small Business Development (DSBD) has developed this Language Policy

in compliance with the Act.

2 Purpose of the Policy

1.1 The purpose of the policy is to outline how DSBD will comply with the provisions of the Use of

the Official Languages Act, 2012.

2.1.1 Section 4(1) of the Act provides that every national department, national public entity

and national public enterprise must adopt a language policy on its use of official

languages: and

2.1.2 Section 4(2) provides that a language policy adopted in terms of subsection (1) must:

2.1.2.1 Identify at least three official languages that the national department, national

public entity or national public enterprise will use for government purposes;

2.1.2.2 Stipulate how official languages will be used in effectively communicating with

the public, official notices, government publications, and inter- and intra-

government communication;

2.1.2.3 Describe how the national department, national public entity or national public

enterprise will effectively communicate with members of the public whose

language of choice is not one of its official chosen languages or South African

Sign Language;

6

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

 STAATSKOERANT, 15 MAART 2016 No. 39814  9



2.1.2.4 Describe how members of the public can access the language policy; and

2.1.2.5 Provide a complaint mechanism to enable members of the public to lodge

complaints regarding the use of official languages by a national department,

national public entity or national enterprise.

3 Regulatory Framework

3.1 This policy is governed by the following legislation:

3.1.1 The Constitution of the Republic of South Africa, 1996

3.1.2 The Use of Official Languages Act, 2012

3.1.3 Regulations in terms of section 13 of the Use of Official Languages Act, 2012

4 The mandate of DSBD

4.1 DSBD aims to:

4.1.1 create a conducive legislative and policy environment for SMMEs and cooperatives;

4.1.2 supportand increase participation of SMMEs and Cooperatives in main stream

economy:

4.1.3 developand grow SMMEs and cooperatives in township and rural areas

4.1.4 supportsmall and medium enterprises through designing targeted programmes and

interventions.

4.1.5 establishpublic and private stakeholders and partnerships to maximise support for

SMMEs and cooperatives

5 Scope of the Policy

5.1 The policy is applicable to all divisions of DSBD, including agencies and institutions of DSBD and anyone

executing functions on behalf of the department.

7

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

10  No. 39814 GOVERNMENT GAZETTE, 15 MARCH 2016



6 Ownership of the Policy

6.1 DSBDCommunication and MarketingUnit is the sole owner and administrator of this policy.The functions of

the unit will be to:

6.1.1 Advise the Director -General on the development, adoption and implementation of the

policy;

6.1.2 Monitor and assess the use of official languages by DSBD;

6.1.3 Monitor and assess compliance with this policy;

6.1.4 Compile and submit a report to the Minister and the Pan South African Language Board

in terms of section 9 of the Act;

6.1.5 Promote parity of esteem and equitable treatment of the official languages of the

Republic;

6.1.6 Facilitate equitable access to the services and information of DSBD; and

6.1.7 Promote good language management.

7 Official languages ofDSBD

7.1 DSBD has adopted all 11 official languages of the Republic of South Africa for the purposes of this policy.

7.2 DSBD is committed to making use of all official languages where feasible and as and when requested by

members of the public.

8 Use of official languages by DSBD

8.1 The following factors will be taken into account when arriving at the choice of which official language(s)

DSBD will use in each context /situation:

Usage

Practicality

Expense

Regional circumstances

The balance of the needs and preferences of the public it serves

8
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8.2 The table below shows how DSBD will use the official languages.

PURPOSE LANGUAGE(S)

Inter- and intra- government communication English

Communicating with members of the public

(official written correspondence)

The official languages of the Republic with due

regard to the criteria outlined in clause 7.2 above

Communicating with members of the public

(oral communication)

The official languages of the Republic with due

regard to the criteria outlined in clause 7.2 above

Official publications intended for public distribution English; depending on the audience, two alternate

major official languages of preference where

feasible, as and when requested

Outreach engagements English; depending on the geographical area, two

alternate major official languages of preference

will be used concurrently where feasible, as and

when requested

Public hearings and other official proceedings English, but requests can be made to provide

interpretation services in any other official

language

Communication with the sight or hearing impaired DSBD will facilitate South African Sign Language

interpreting and conversion of text into Braille or

audio on request

International communication English

Website English

8.3 Stakeholders may request in writing that written or published information be provided in a particular official

language where that communication or information is not being provided in such language. Such request

must be in writing at least 60 days prior to the communication or information being required.

9 Communication with members of the public whose language of choice is

not one of the official languages of the Republic

9.1 A member of the public who wishes to communicate with DSBD in a language that is not one of the official

languages of the Republic must notify DSBD in writing.

9.2 Due consideration will be applied to every request.

9
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10 Communication with members of the public whose language of choice is

South African Sign Language

10.1 A member of the public who wishes to communicate with DSBD in South African Sign Language must notify

DSBD in writing.

10.2 DSBD will arrange for appropriate interpreting within 20 days of the date of the request having been received

by DSBD.

11 Publication of and access to this policy

11.1 This policy will be published in English and made available to stakeholders in any other official language on

request.

11.2 The policy will be available on DSBD's website.

11.3 It will be available in Braille or audio on request.

12 Complaint mechanism

12.1 Any person who is dissatisfied with the use of official languages by DSBD may lodge a complaint in writing

to the Director -General of DSBD in terms of section 4(f) of the Use of Official Languages Act, 2012.

12.2 A complaint must be lodged as follows:

12.2.1 In writing within three months of the complaint arising.

12.2.2 Any complaint lodged must state the name and surname, physical and postal address,

and contact information of the person lodging the complaint.

12.2.3 The complainant must provide a detailed description of the complaint.

12.2.4 The Director -General may request the complainant to supply any additional information

deemed necessary to consider the complaint and/or to attend a meeting for the purpose

of making an oral enquiry into the complaint.

12.2.5 The Director -General will consider the complaint and respond in writing, not later than

three months after the complaint was lodged, informing the complainant of the outcome.

12.2.6 If the complainant is dissatisfied with the decision of the Director -General, he or she

may lodge an appeal in writing to the Minister.
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13 Review of policy

1.1 DSBDCommunication and Marketing Unit acknowledges that changes and refinements to this

policy may benecessary from time to time, as deemed appropriate by DSBDLeadership.

1.2 This policy will be revised, reviewed and refined as and when deemedappropriate.

1.3 Any amendments to this policy shall be the responsibility of the Head: Communication and

Marketing as delegated by the Director General
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Warning!!!
To all suppliers and potential suppliers of goods to the  

Government Printing Works

The Government Printing Works would like to warn members of the public  

against an organised syndicate(s) scamming unsuspecting members of the  

public and claiming to act on behalf of the Government Printing Works.

One of the ways in which the syndicate operates is by requesting quotations for  

various goods and services on a quotation form with the logo of the  

Government Printing Works. Once the official order is placed the syndicate  

requesting upfront payment before delivery will take place. Once the upfront  

payment is done the syndicate do not deliver the goods and service provider  

then expect payment from Government Printing Works.

Government Printing Works condemns such illegal activities and encourages  

service providers to confirm the legitimacy of purchase orders with GPW SCM, 

prior to processing and delivery of goods.

To confirm the legitimacy of purchase orders, please contact:

 Renny Chetty (012) 748-6375 (Renny.Chetty@gpw.gov.za),

 Anna-Marie du Toit (012) 748-6292 (Anna-Marie.DuToit@gpw.gov.za) and

 Siraj Rizvi (012) 748-6380 (Siraj.Rizvi@gpw.gov.za)
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