
in a joint venture with 

THE SOUTH AFRICAN INSTITUTE 
OF DRAUGHTING 

THE SOUTH AFRICAN INSTITUTE 
OF BUILDING DESIGN 

THE SOUTH AFRICAN INSTITUTE 
OF INTERIOR DESIGN PROFESSIONALS 

invites all registered architectural professionals to a 
 

OFFICE PRACTICE INTRODUCTION COURSE 
 

to be held on 
 

FRIDAY 22 JANUARY 2010 
 

from 08:00 - 17:00 
 

in 
 

CAPE TOWN 
 

at 
 

PINELANDS LIBRARY HALL, HOWARD SHOPPING CENTRE, PINELANDS 
 

PRESENTERS 
 

Uwe Putlitz, & Steven Basson 

 
C OURSE CONTENT 

 
See next page 

 

COST FOR ATTENDING 

 
   SAIAT, SAID, SAIBD & IID members    -   R   450.00 
   Other VA members       -       R   600.00 
   Non VA members       -    R   750.00 

 
 

THIS ACTIVITY IS APPROVED AS A CATEGORY 1 CPD ACTIVITY (1 CREDIT) 
 

PLEASE NOTE!  DELEGATES WILL HAVE TO PROVIDE FOR LUNCH THEMSELVES 
COURSE SUBJECT TO SUFFICIENT NUMBER OF DELEGATES! 

PARKING FEE  PAYABLE BY  DELEGATES! 
 

REGISTRATION REQUIRED. PLEASE DOWNLOAD REGISTRATION FORM FROM 
 

www.saiat.org.za/forms.html 
 
 
 



COURSE OBJECTIVE 1

PRACTICE PROCEDURES
1. PRACTICE  INFORMATION

2. STATUTORY COMPLIANCE

3. PRACTICE  FACILTIES

4. ACCOUNTS

5. INSURANCE

6. MARKETING

7. HUMAN RELATIONS

8. OFFICE PROCEDURES
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COURSE OBJECTIVE 3

ôPROJECTõMANAGEMENT
1. PROJECT  ADMINISTRATION PROCEDURES 

2. APPLICABLE ôBUILDINGõREGULATIONS

3. SAPOAõGUIDELINES 

4. DESIGN ðCO-ORDINATION

5. PROJECT EXECUTION PROCEDURES
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COURSE OBJECTIVE 5

SAIAT MEMBERSHIP ?
1. WHO IS SAIAT?

2. WHAT DOES SAIAT  DO?

3. RELATIONSHIP WITH SACAP

4. PROFESSIONAL REGISTRATION 

5. CONTINUING PROFESSIONAL DEVELOPMENT
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COURSE OBJECTIVE 2

PROFESSIONAL PRACTICE
1. I.T.O. Architects Act/ SACAP Code of Conduct

2. ID of WORK / Certificate of Compliance

3. PROFESSIONAL FEES

4. APPOINTMENT

5. NON DISCLOSURE ðNON CIRCUMVENTION é
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COURSE OBJECTIVE 4

JBCC MINOR WORKS AGREEMENT
1. WHO/WHAT IS JBCC?

2. PRINCIPAL BUILDING AGREEMENT

3. N/S SUBCONTRACT AGREEMENT

4. MINOR WORKS AGREEMENT

5. SUPPORT FORMS ðguarantees

6. SUPPORT FORMS ðinstructions

7. SUPPORT FORMS ðpayment

8. SUPPORT FORMS - completion
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