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MM018 – Payment rejection form – trade vendors and one time vendors
	Instructions

	· The Creditors Section completes this form when invoices are rejected for payment. It is sent via e-mail, as an attachment, to the purchaser. 
· Once the required actions have been completed and the form has been updated, the purchaser must attach the form to an e-mail message and reply to the Creditors Section for payment.
· The updated form must be returned within five days.
Note: All tax invoices must be sent to the Creditors Section, 2nd Floor Meulenhof, 93 Main Road, Mowbray for payment


	Purchase order details

	Purchase order (PO) no.
	     

	Line item no./s
	     
	     
	     
	     

	Vendor name
	     

	Invoice no.
	     


	Rejection details
To view the invoice: Follow the procedure for Displaying scanned invoices and documents.
Note: Reverse your goods receipt to make required changes, then enter the goods receipt according to delivery details.

	No
	(
	Reason for rejection
	Action/s required

	1
	 FORMCHECKBOX 

	Price mismatch
	Correct the price of line item before goods receipting. If the price is  not valid request a credit note

	2
	 FORMCHECKBOX 

	Quantity mismatch
	Change purchase order quantities if:

· A delivery is short and no further delivery is expected.

· Additional quantities have been received

	3
	 FORMCHECKBOX 

	No goods receipt
	Create goods receipt immediately goods are delivered, even for partial deliveries.
Note: If you fail to respond to the communication from Creditors within two weeks and the amount is less than R1000, the Creditors dept. will process the goods receipt and make the payment on receipt of signed proof from the vendor

	4
	 FORMCHECKBOX 

	Proof of delivery received for added line item
	Add line item to purchase order

	5
	 FORMCHECKBOX 

	Line item cancelled but invoice received
	If goods were received:

· Reinstate the line item on the PO 
· Enter the GR
If goods were returned:

· Reinstate the line item on the PO 
· Request a credit note from the vendor
· Enter the GR and send credit note and proof of return to Creditors 

· Change quantity if no further delivery expected.
See: What must I do when rejecting and returning materials?

	6
	 FORMCHECKBOX 

	Goods returned – credit note received by creditors
	· Enter the GR for quantity received. 
· Change quantity if no further delivery expected.
See: What must I do when rejecting and returning materials?

	7
	 FORMCHECKBOX 

	PO number required
	Create a PO or quote PO number: ​​​​​​​​​​​​​​​​​​​​​     
Note: Never order goods or services without a SAP order no – the invoice will be sent back to the vendor unpaid.

	No
	(
	Reason for rejection
	Action/s required

	8
	 FORMCHECKBOX 

	Invoices not made out to University of Cape Town
	Return invoice to Vendor for correction

	9
	 FORMCHECKBOX 

	UCT Vat registration number is not quoted on invoice
	Return invoice to Vendor- Tax Invoices to please quote: University of Cape Town - VAT NO 4540125707 

See: Guidelines: Invoice requirements 

	10
	 FORMCHECKBOX 

	Photocopies and faxes of invoices are not allowed
	· Original tax invoices must be provided – A ‘systems generated’ invoice with the words Copy Tax Invoice must be submitted if the original tax invoice has gone astray. 

Emailed PDF formatted invoices are allowed.

	11
	 FORMCHECKBOX 

	PO number invalid
	Provide correct PO number from SAP:                                                              

	12
	 FORMCHECKBOX 

	Only emergency PO (EPO) created
	Create a PO in SAP for EPO no.      

	13
	 FORMCHECKBOX 

	Budget exceeded in fund
	Always ensure there is sufficient budget to cover price variations and that the fund is open

· Either  top up budget in fund no.:      
· Or provide an alternative fund no. to be debited:
Fund:      
Cost centre:      

	14
	 FORMCHECKBOX 

	Fund closed
	No fund should be closed which still has open line items. See: Reviewing outstanding purchase orders.
· Provide an alternative fund no. to be debited:
Fund:      
Cost centre:      

	15
	 FORMCHECKBOX 

	No Contractor’s questionnaire

Services; Consulting
	Complete the Contractor’s questionnaire (FG002) and submit to Creditors Section after sign off by Faculty Finance Manager.

	16
	 FORMCHECKBOX 

	Purchase order goods receipted on the system, but no invoice received
	· Always quote the delivery note no. when goods receipting a delivery. 

· Request a copy tax invoice from the vendor to expedite payment and send to Creditors.

	17
	 FORMCHECKBOX 

	If the dept has a dispute with the vendor 
	Advise Creditors to block the invoice for payment – contact Geraldine Arendze on extension 4747

	18
	 FORMCHECKBOX 

	Service delivered deemed as salary payment 
	· Pay  via HR  ( UCT Payroll System) for Teaching / Lectures/ Seminars/ Fees/ Honorarium/ Remuneration/ Examiners/ Invigilators
· Cancel PO

	19
	 FORMCHECKBOX 

	PO excludes VAT
	Add VAT to PO 

	20
	 FORMCHECKBOX 

	No invoice received for PO
	Attach copy of invoice to the PO and post to Creditors Section

	21
	 FORMCHECKBOX 

	Incorrect One time vendor used –

VAT vendor /non VAT
	· Cancel PO
· Create PO on correct one time VAT/ non VAT vendor

	22
	 FORMCHECKBOX 

	Other
	


	Comments

	     

	     

	     

	     

	     

	     

	     

	     

	     


	Completed by

	Creditors Section 

	Name
	     
	Phone
	     

	E-mail address
	     
	Date
	     

	

	Purchaser

	Name
	     
	Phone
	     

	E-mail address
	     
	Date
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