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FM051: Electronic transfer request


Notes:
· To be used when a vendor requires an electronic payment into their bank account. (Payment terms other than "Net 30" can only be negotiated by the Purchasing Dept and approved by the Creditors Department).
· Please print legibly when completing this form to avoid errors in capturing banking details. 

· All electronic transfer requests will be charged a service fee of R150.00, except foreign payments that attract usual bank charges.
· Complete the unshaded areas only.
· Please ensure all supporting documentation is attached.

· Completed form to be sent to Creditors Section, Finance Department, 2nd Floor Meulenhof (previously known as Shell Court), 93 Main Road, Mowbray, for attention Payments Clerk (Ielhaam Adams).    
· In all instances, this form must be authorised and stamped by Creditors before being sent to Treasury.
	A. To be completed by the person requesting the electronic transfer

	A1 Payee details:

	Name of Account
	

	Bank Name
	
	Account #
	

	Branch Name
	
	Branch #
	

	A2 Proof of bank details:
Supply either a cancelled cheque or a letter of confirmation from the bank

	The following proof of bank details has been attached to this form (Please ( tick relevant box):

	Cancelled cheque
	
	Letter of confirmation from bank
	

	A3 Payment details:

	Amount
	
	Payment date (date payment should be made)
	

	Amount in words
	

	Reference to appear on bank statement
	

	Vendor #
	

	A4 Fund & cost object to be charged with the R150 service fee: (Not required for foreign payments)

	Fund
	
	Cost Object
	

	A5 Requester details:

	Dept Name
	
	Contact #
	

	Name of requester
	
	Date
	

	Email if NOT requester@uct.ac.za
	
	PO #
	

	Is this payment for a one time vendor? 
	Y
	N
	If “Yes”, why isn’t the vendor listed on SAP?

	

	I have informed the fund holder of the service charge to their fund, if applicable, and request the payment to be made electronically on the date indicated above.

	Requester Signature
	


See page two for Sections B (to be completed by Creditors) and C (to be completed by Treasury).
	B. To be completed by Creditors Section

	Authorisation:

	SAP Document no
	51
	Blocked for payment?
	Y
	N

	I have checked that the information supplied in Section A is correct and complete. I request that the Treasury Office effect the electronic payment as requested.

	Creditors Sign Off
(Name, Signature)
	

	Date
	
	Stamp
	

	Creditors section to forward form to Treasury office, Kramer Building


	C. To be completed by Treasury office 

	Item
	DR/CR
	Fund
	Cost Center
	GL Acc #
	Amount
	Text

	1
	DR
	
	
	
	150.00
	Bank charges for TT

	2
	CR
	004709
	FND1020
	1940
	150.00
	Bank charges for TT

	Release Creditor
	
	Release Payment
	

	1st Releasing Operator
	
	1st Releasing Operator
	

	2nd Releasing Operator
	
	2nd Releasing Operator
	

	SAP Clearing doc #
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