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MM020 – Payment rejection form – staff payments
	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 an invoice: Follow the procedure for Displaying scanned invoices and documents.


	No
	(
	Reason for rejection
	Action/s required

	1
	 FORMCHECKBOX 

	Price mismatch
	Correct the price of line item before goods receipting. 

	2
	 FORMCHECKBOX 

	No goods receipt
	Enter goods receipt 

	3
	 FORMCHECKBOX 

	Line item cancelled 
	· Reinstate the line item on the PO 
· Enter the GR


	4
	 FORMCHECKBOX 

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

	5
	 FORMCHECKBOX 

	Only emergency PO (EPO) created
	Create a PO in SAP and enter EPO no. in Req tracking field

	6
	 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:      

	7
	 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:      


	8
	 FORMCHECKBOX 

	Reimbursement discrepancy 

	· If no FM045 attached, complete FM045

	
	 FORMCHECKBOX 

	
	· If FM045 incomplete, complete FM045

	
	 FORMCHECKBOX 

	
	· Add reimbursement amount to PO 

	9
	 FORMCHECKBOX 

	Missing receipts
	If unable to obtain copies of receipts, complete FM050 

	No
	(
	Reason for rejection
	Action/s required

	10
	 FORMCHECKBOX 

	Staff payment on one time vendor instead of staff vendor
	· Cancel PO and create again on staff vendor.
Payments are made by bank transfer and will only be made to SAP staff vendors. Request a staff vendor no. by emailing the staff number to fnd-purch@uct.ac.za. WCG staff must complete FM040. 

	11
	 FORMCHECKBOX 

	Parking discs
	· Cancel PO
UCT staff/students are required to purchase a parking disc. UCT funds may not be used for this purpose. Refer Reimbursement policy.

	12
	 FORMCHECKBOX 

	Authorisation required
	Refer policy on Delegated Authority
All payments to UCT staff (reimbursements, advances, etc.) of R1500 and exceeding require ‘one up’ authorisation.

	13
	 FORMCHECKBOX 

	Other
	


	Comments

	     

	     

	     

	     

	     

	     

	     

	     

	     


	Completed by

	Creditors Section 

	Name
	     
	Phone
	     

	E-mail address
	     
	Date
	     

	

	Purchaser

	Name
	     
	Phone
	     

	E-mail address
	     
	Date
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