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FM018 – Processing a credit memo without reference 

	SAP Document No.
for filing 
	1700
	
	
	
	
	
	


Please use CAPITAL LETTERS, complete only UNSHADED areas, and attach all relevant documentation

	A. CREDITORS CLERK: to complete & forward form to Reconciliation Clerk

	Name: 
	Comment:



	Signature: 
	

	

	  DEBIT

	
	Vendor no.
	TX
	PK
	Debit Amount (R)
	Checked (by A & B)

	Debit
	
	
	21
	
	

	  Reason for request: select a reason by checking (() the corresponding box

	
	 Incorrect vendor credit taken
	
	 Incorrect invoice amount entered (attach invoice copy)

	
	 Incorrect short payment
	
	 Purchase order dated the previous year

	

	  CREDIT

	
	Fund no.
	Cost Center
	G/L account
	TX
	PK
	Credit Amount (R)
	Checked (by A & B)

	Credit
	
	
	
	
	50
	
	

	    Reason for request: 

	

	


	C. RECONCILIATION CLERK: to approve for processing, and file in the Creditors Office. 

	APPROVED for processing
	Name: 
	Signature:

	Comments/Remarks: 
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