CIRCULAR:  07/2006

 

Date:  29 August 2006

	TO:
	THE VICE-CHANCELLOR, DEPUTY VICE-CHANCELLORS, EXECUTIVE DIRECTORS, REGISTRAR, DEANS, CHIEF DIRECTORS, DIRECTORS, CAMPUS DIRECTORS AND HEADS OF ALL DIVISIONS AND DEPARTMENTS


	UNAUTHORISED PURCHASES


The fact that some staff members are purchasing goods without an official order as per Procurement Policy (FINPOL 035) is a cause of great concern.  This means that funds are spent for which no official approval has been obtained nor any budgetary commitment been noted.

The following measures are reconfirmed to address unauthorised purchases:

1.      No supplier or firm will be paid without an official order and the raising of a commitment in advance.

2.      The rejection of the claim for payment shall be explained in writing to the claimant.

3.      The suppliers concerned shall be informed in writing that Tshwane University of Technology shall take no responsibility for the payment of goods bought or the service rendered, and that the transaction should be regarded as a private transaction.

4.      The supplier shall be furnished with particulars of the person who had requisitioned the cheque so that he or she may be charged directly.

5.      Where the TUT is legally bound to pay the unauthorised invoice, the transgressor will be compelled to authorise the recovery of funds from his/her salary or will be required to refund the university directly.

Please contact Procurement Services, at x5030 for any enquiries about the university's purchasing policy and contact Creditors, at x5028 for any enquiries about payment procedures.

Regards

DR D TROMP

Chief Financial Officer
