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Overview 

This guide has been developed to support qualifying early childhood development (ECD) operators 

who wish to apply to purchase the City-owned property on which they currently operate. The guide 

forms part of the City’s ECD Regularisation Programme and accompanies the simplified application 

form introduced for ECD centres situated on municipal land.  

The application form is structured to capture essential information and supporting documentation 

required by the City to assess whether the property may be transferred, and under what conditions. This 

assessment is conducted in line with municipal property management policies and applicable 

legislative requirements. 

The application form consists of four parts, Sections A - D. All sections must be completed in full to 

ensure that your application can be properly assessed. This guide follows the same structure. Sections A 

– D in the guide correspond directly to the same sections in the application form, making it easier to 

complete each part step by step. Additional figures and detailed instructions on how to use the City 

Map Viewer are provided in the annexure at the end of this guide. 

 

Purpose 

The guide provides step-by-step guidance, practical explanations, and clarity on the information and 

documentation required for a complete application. By using this guide, applicants will be better 

equipped to: 

• Understand the application requirements and assessment process 

• Complete all sections of the application form correctly 

• Submit all necessary supporting documents 

• Reduce delays caused by incomplete or incorrect applications 

This guide aims to make it easier for ECD operators to participate in the City’s programme for 

regularising ECD centres operating on municipal land. The application form and accompanying guide 

are only applicable to ECD centres operating on City land who wish to purchase, and the form cannot 

be used for any other purpose. 

 Role of the ECD Regularisation Programme 

The programme aims to support the long-term sustainability of ECD centres operating on City land.  

 

It seeks to: 

• support ECD centres on City land in attaining legal certainty and security of formal tenure;  

• promote safer, more stable environments for early childhood development; 

The application form is available online: capetown.gov.za/City-Connect/Apply/City-

housing-and-properties/City-property-tenders/apply-to-buy-or-lease-city-owned-land 

Select “Apply to buy City-owned land for ECD Centre purposes” on the left. The 

application form will be available in the downloads section at the bottom of the page. 

https://www.capetown.gov.za/City-Connect/Apply/City-housing-and-properties/City-property-tenders/apply-to-buy-or-lease-city-owned-land
https://www.capetown.gov.za/City-Connect/Apply/City-housing-and-properties/City-property-tenders/apply-to-buy-or-lease-city-owned-land


 

• promote compliance with municipal, provincial and national regulatory requirements; and  

• enable access to external funding and improve long-term planning. 

 

Section A: Minimum criteria 

This section outlines the basic eligibility requirements ECD operators must meet to apply to purchase the 

municipal land on which they operate. Applicants must demonstrate that they are an existing ECD 

operator currently occupying City-owned property, and that they comply with the minimum criteria set 

by the City. The supporting documentation required to demonstrate these requirements are met is 

contained in Sections C and D of the application form.  

Minimum criteria:   

• Must have a valid City business partner (BP) number 

• Must be registered as a Non-Profit Organisation (NPO) registered with the National Department 

of Social Development, or Non-Profit Company registered with the CIPC, or be a Voluntary 

Association with a constitution 

• Municipal accounts must be up to date, where applicable (see info box below for further 

information) 

Only applicants who meet all minimum criteria will be considered further.  

 

Where to find your BP and account numbers  

 

• A BP number is a 10-digit number used by the City to identify an individual or organisation. The 

number is located in the top right corner of a City services account, under the tax invoice and 

account numbers.  

• For ECD centres that are already billed for municipal services, the municipal services account 

number can be found at the top right-hand corner of the invoice, as illustrated below. 

 

 

 

How to get a new BP number: If the applicant does not have an existing BP number, an application must be 

lodged with the Revenue Department. For enquiries regarding the application, please email 

revenue.eservices@capetown.gov.za  

 

Account No. BP number 

mailto:revenue.eservices@capetown.gov.za


 

How to get an account number: If the operator does not have a registered account number, it can be 

provided at finalisation of the application process, so the application may still be submitted stating they do 

not have a service account. 

 

For queries related to municipal accounts, email accounts@capetown.gov.za 

Section B: Property details 

This section focuses on the specific municipal property the ECD centre wishes to purchase. The purpose 

is to clearly identify the land under occupation and ensure that the City has accurate property 

information. 

Applicants must provide: 

• Property address details  

• Erf details: Erf number and allotment  

• Extent (size) of the property in square metres 

Accurate property details are essential for the City’s technical, legal, and valuation assessments. See 

example of application form section B below, demonstrating how to complete this section. 

 

ECD applicants should first verify their details on the ECD database to confirm the Erf number. If the ECD 

is listed on the database, all relevant information will be available there. View the ECD database 

available for download at the following link: capetown.gov.za/City-Connect/Apply/City-housing-and-

properties/City-property-tenders/apply-to-buy-or-lease-city-owned-land. Select “Apply to buy City-

owned land for ECD Centre purposes” on the left. The file is available for download at the bottom of the 

page, titled ECD Centres on City owned land qualifying for inclusion in the tenure regularisation 

programme. 

If the centre is not listed, the property details must be searched using the City Map Viewer and 

applicants must notify cacd.ecd@capetown.gov.za.  

 

What is an allotment? 

An allotment is the official land or township name used by the City to describe a specific area within a 

suburb or development. This information helps identify where the erf is situated, as there are multiple erven 

in the city with the same Erf number. However, together with the allotment, it is a unique individual 

identifier of the property.   

 

mailto:accounts@capetown.gov.za
https://www.capetown.gov.za/City-Connect/Apply/City-housing-and-properties/City-property-tenders/apply-to-buy-or-lease-city-owned-land
https://www.capetown.gov.za/City-Connect/Apply/City-housing-and-properties/City-property-tenders/apply-to-buy-or-lease-city-owned-land
mailto:CACD.ECD@CAPETOWN.GOV.ZA


 

How to use City Map Viewer to locate Erf number, allotment and extent 

There are different ways to locate an Erf number, identify the corresponding allotment, and confirm the 

property extent using the City Map Viewer, available at: 

https://citymaps.capetown.gov.za/EGISViewer. These can be grouped into the following methods, 

each explained in more detail below.  

B1. Searching when you know the Erf number and allotment 

Use this option if you already have the official Erf number for the property. This is the preferred and most 

accurate search method. 

Steps: 

1. Open the City Map Viewer  

2. Click the I Agree button to agree with the disclaimer 

3. Select the Query Tools tab 

4. Click the Search tab 

5. Click on the Erf/Farm tab 

6. Click Select Allotment and select from the drop-down menu 

7. Enter the Erf number 

8. If the Erf number includes the words “remainder” or “RE” then toggle the Remainder (RE) button 

on    

9. Select Apply 

10. Click on the zoom button below to access the map 

11. The map will zoom directly to the relevant property 

12. Confirm that the highlighted parcel matches the required site 

13. Confirm the Erf number and property extent displayed indicated in the table on the right-hand 

toolbar 

Refer to Annexure Figures A1.1-A1.8 for a practical demonstration of these steps 

B2. Searching when you know the property address 

Use this option when you only have the street address.  

Steps: 

1. Open the City Map Viewer 

2. Click the I Agree button to agree with the disclaimer 

3. Select the Query tool 

4. Click the Address tab 

5. Enter the street name and number (include the suburb if prompted) 

6. Select the correct address from the search results 

7. Select Apply 

8. Click on the zoom button below to access the map 

https://citymaps.capetown.gov.za/EGISViewer


 

9. Once zoomed in, identify the associated Erf and property extent indicated in the table on the 

right-hand toolbar 

Refer to Annexure Figures A2.1-A2.4 for a demonstration  

B3. Searching when you do not know the Erf number or property address 

Locating an ECD centre using aerial imagery: use this option if the site does not have a formal address, 

or the Erf number is unknown (e.g. informal or stand-alone ECD sites). 

Steps: 

1. Open the City Map Viewer 

2. Click the I Agree button to agree with the disclaimer 

3. Turn on the Aerial / Imagery layer 

4. Click on the map by zooming in to locate your area 

5. Navigate manually to the general location using known landmarks or nearby roads until you find 

the correct location of the property 

6. Click the Imagery tab, choose aerial imagery and then choose the most recent year 

7. Visually locate the site on the aerial imagery 

8. Identify the land parcel or erf on which the site is located 

9. Click the Identify tab on the right tool bar, then select “click on map” 

10. Left click on the property in question 

11. Click on the Property sub heading on the right-hand toolbar (as per figure A3.5) and the property 

information will be contained in the drop-down table 

Refer to Annexure Figures A3.1-A3.6 for a practical demonstration 

B4. How to determine the size or extent of a property in an informal 

settlement 

• The applicant should provide an approximate estimate of the size of the area that is utilised by an 

ECD centre, which may include buildings and a play area.   

• Please include a simple sketch indicating the layout of the property on an aerial image and any 

informal boundaries or fencing that may be in place. 

• Capture and submit photographic images of the site. 

• Provide the street name and the property number.  

Refer to Annexure Figures A3.1-A3.4 and Figures A4.1- A4.2 for a practical demonstration 

  



 

Section C: Information about the operator 

This section collects information about the ECD operator and organisation applying to purchase the 

property. It allows the City to verify the entity’s legal status, operational history, and compliance with the 

minimum criteria. The applicant is required to complete Section C and provide the BP number, as well 

as the relevant municipal services account numbers.   

 

 
* Details included in the form above are examples for illustrative purposes only 

Make sure that you include the motivation letter as a separate document. The motivation should explain 

the centre’s background and demonstrate how it contributes to the community.  

It should include information such as:   

• How long the applicant has been operating from the site  

• The level of support it provides to the surrounding community 

• The range of services and developmental programmes it provides as well as the number of 

children attending the centre 

• Provide any information available about who built the facilities, how they were funded, and any 

major improvements or upgrades that have been made to the property, including any 

investments made by the applicant. Please also provide related supporting documentation under 

Section D 

• Additional maintenance investments the applicant has made 

• Whether the centre has a budget available for purchasing land or if they have secured donor 

funding 

• Any future plans for upgrades, particularly if it is linked to donor funding 



 

• Confirm whether the centre has access to municipal services, including electricity, water, and 

sanitation 

 

Section D: Supporting information to be supplied by the applicant 

This section specifies the mandatory supporting documents that must be submitted with the 

application. Incomplete applications will not be processed. A completed sample of the section is 

shown below and guidance on developing a property sketch, which must be attached to the 

application, follows.  

 

 

The land/property sketch 

As part of Section D, the applicant must complete a property sketch which indicates: 

• The size of the land being applied for 

• Street name and numbers 

• Erf numbers 

• Position of building/structures 

• Approximate direction of north 

 

To obtain the extent and dimensions, street name and property number, Erf numbers, the applicant 

must follow the City Map Viewer procedure outlined in Annexure A of this guide. A screenshot of the 

property may be used for the property sketch.  



 

 

You may further mark the position of buildings/structures using the Map Viewer by following the steps 

below: 

 

• Click on map tools tab (A) 

• Draw and measure (B) 

• Select one of the icons (C)  

• Position the cursor on the map and left click to start drawing. 

 

Please refer to Annexure figures A3.1-A3.4, contained in the annexure, for further 

demonstration 

 

Supporting information about who funded construction and maintenance of the ECD facility 

If your organisation contributed towards or received funding for construction upgrades or maintenance 

of the ECD facility, please provide supporting information and documentation showing who funded the 

work and how the funding was used. 

 

Examples of supporting documents may include: 

• Funding approval letter(s) 

• Project progress/completion reports or completion certificates 

• Grant or donor agreements / correspondence with the funder  

• And any supporting documents that you mentioned on your motivation letter 

 

No previous funding contributed to construction: 

If your organisation has not previously received or contributed funding towards the construction, 

upgrading or maintenance of the facility please state this in your motivation letter. In this case, no 

additional supporting documents are required in respect of construction, upgrading, or maintenance 

funding. 

 

Sample of SARS pin for compliance status confirmation 

An ECD operator can request their tax compliance status (TCS) on: 

• The SARS Online Query Service 

• Online via e-Filing 

See SARS website for further details: https://www.sars.gov.za/individuals/manage-your-tax-compliance-

status/how-to-request-your-tax-compliance-status/  

If successfully requested SARS will provide a TCS result letter displaying the tax status and a confirmation 

pin, as shown in the sample letter below. The pin should be used to complete the form and the letter 

submitted as an attachment to the application. 

https://tools.sars.gov.za/sarsonlinequery/tcsrequest
http://www.sarsefiling.co.za/
https://www.sars.gov.za/individuals/manage-your-tax-compliance-status/how-to-request-your-tax-compliance-status/
https://www.sars.gov.za/individuals/manage-your-tax-compliance-status/how-to-request-your-tax-compliance-status/


 

 

 

 

 

 

Submission of the application form and related queries 

Once you have completed the application form, submit the completed form along with the relevant 

supporting documents to cacd.ecd@capetown.gov.za. The Community, Arts and Culture Development 

(CACD) Department will receive your application and will acknowledge receipt in due course. CACD 

will then check that its minimum criteria are met. Once verified, CACD will forward the application to 

the Property Transactions Department for further processing.  

Enquiries and further information 

If you have any queries regarding the minimum criteria, contact CACD using the email address above. 

If you have any queries regarding the application process, or require clarification on the information or 

documents needed, contact property.transactions@capetown.gov.za 

For further information on the application process, timelines and points of contact, please refer to the 

Sale Process Information Guide, which is available on the City’s website: capetown.gov.za/City-

Connect/Apply/City-housing-and-properties/City-property-tenders/apply-to-buy-or-lease-city-owned-

land    

  

mailto:CACD.ECD@capetown.gov.za
file:///C:/Users/jkaplan/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/EP722OMC/property.transactions@capetown.gov.za
https://www.capetown.gov.za/City-Connect/Apply/City-housing-and-properties/City-property-tenders/apply-to-buy-or-lease-city-owned-land
https://www.capetown.gov.za/City-Connect/Apply/City-housing-and-properties/City-property-tenders/apply-to-buy-or-lease-city-owned-land
https://www.capetown.gov.za/City-Connect/Apply/City-housing-and-properties/City-property-tenders/apply-to-buy-or-lease-city-owned-land


 

Annexure A: How to access property information on City Map Viewer 

Detailed instructions on the City Map Viewer procedures mentioned in the guide are demonstrated in 

these annexures. This includes examples and visuals showing how to obtain and confirm property 

information required for the application, such as the Erf number, allotment, and property boundaries.  

To access the information, you will need an Erf number or the property address you want to look up. You 

can search for the property using the Erf number or address on the external City Map Viewer. 

 

A1. Search using an Erf number 

Step 1: Access City Map Viewer via this link:  https://citymaps.capetown.gov.za/EGISViewer/ 

Step 2: Click the I agree button indicated by the arrow below to agree with the disclaimer  

 
Figure A1.1 

Step 3: Click on the Query Tools tab 

 
Figure A1.2 

 

 

 

 

 

 

https://citymaps.capetown.gov.za/EGISViewer/


 

Step 4: Click on the Search tab 

 
Figure A1.3 

Step 5: Click on the Erf/Farm tab  

 
Figure A1.4 

 



 

Step 6: Insert Erf number, allotment and click “apply” 

 

Figure A1.5 

Click on the zoom button below to access the map 

Allotment 

Apply 

Erf 



 

 

Figure A1.6 

The extent and corresponding address will be shown in the image below. 

 

Figure A1.7 

Zoom 

Extent/Area 



 

 

Figure A1.8 

A2. Search using property address 

To access property information using the property address, Figures A1.1-A1.3 above must be repeated. 

Once these steps have been completed, Figure A2.1 below will appear. 

Step 5: Click the address tab below  

 

Figure A2.1 

Step 6: Enter the street name and number, and a list of matching results will appear. Select the correct 

street name for the property you are searching for and then click apply. 

Address 



 

 

Figure A2.2 

 

Refer to Annexure Figures A1.6 – A1.8 for practical demonstration 

A3. Searching when you do not know the Erf number or property address 

Locating an ECD using aerial imagery 

Use this option if the site does not have a formal address, or the Erf number is unknown (e.g. informal or 

stand-alone ECD sites), Step A1 above must be repeated. Once these steps have been completed, 

Figure A3.1 below will appear. 

 

 



 

Figure A3.1 

Continue navigating the map by zooming in until the Erf numbers become visible as shown in figure A3.2 

 

Figure A3.2 

Step 7: Thereafter click on the Imagery tab, tick the box next to Aerial Imagery and then choose year. 

 

Figure A3.3 

To view property information, click on the Identify tool shown below 

Imagery  

Aerial Imagery 

Choose year 



 

 

Figure A3.4 

Select Click on Map 

 

Figure A3.5 

Select Property tab down arrow and the property information will appear. 



 

 

Figure A3.6 

 

Figure A3.7 



 

To determine the size or extent of a property in an informal settlement 

To access property extent, size/calculated area in an informal settlement, Annexure Figures A3.1.1-A3.4 

above must be repeated. Once these steps have been completed, you may further mark the position 

of buildings/structures for the Property Sketch using the Map Viewer by following the steps below: 

 

• Step1: Click on map tools tab (A) 

• Draw and measure (B) 

• Select one of the icons (C)   

 

 

 
Figure A4.1 

A 

B 

C 



 

 

Position the cursor on the map and left click to start drawing. As shown in the image below, the total area 

extent will then be calculated which you can include in the application form.   

 

Figure A4.2 

 


