Q. I need to book an air-ticket at Go Travel / Rennies Travel – what must I do?

A:  Make a provisional booking with them. We need the price of the air-ticket and airport taxes combined , the Service Fee and any other charges involved in your trip – like travel insurance, visas etc must be listed separately. If your department has their own order operator, take these details to them and they will place the order for you. If the Creditors’ Office processes the orders for your department, fill in an order request with the above-mentioned details and bring it to the Creditors’ office for processing. NB: The order must be faxed through to Sure Go Travel the same day to secure the tickets at the quoted price. This is NOT done by the Creditors’ Office.

When processing the order the Vat Indicator is to be selected as NIL

Please, when issuing an order to Sure Go have one line for the FLIGHT CHARGES and another for the SERVICE FEES. This assists the Creditors Office in processing the invoices without having to amend the order lines as the flight portion of the invoice is credited to the Diners Card Account and the service fee portion is credited to the Sure Go account within the Creditors Dept.
Q: How do I get a copy of an invoice?

A: Go Creditors’ Office, Room 104, in the Main Admin Building , to obtain a photocopy.

Q: How do I go about cancelling an order?
A: Follow the process as described in the Purchase Order Manual.
A: If you want to cancel an air ticket order phone the relative Travel Agent then please e-mail orders@ru.ac.za, stating the order number and the details of cancellation. If it has been charged to our Diners Card you will have to pay for the ticket first and wait for a refund which will be processed by Creditors.

A:If you want to cancel and order for a Budget car, phone Budget on X8109 to cancel the car and then e-mail orders@ru.ac.za , quoting the order number and advising that the order is to be cancelled.

Q: Who processes the Cell Phone Charges?

A: Zinta Koen on x8163.
Courier Companies

1. Please ensure that the CUSTOMER Reference reflects your general ledger
account  number, ie the number to which the charges are to be debited to.  This is so that the courier company can reflect the General Ledger number on the Invoices which they forward to us electronically. Once we have received this invoice we process the charges to the departmental ledger accounts. 
We are experiencing a number of waybills not having the ledger account number reflecting on them and this leads to delays in paying the creditor which could result in the courier not servicing your requests.

2. Please forward ALL waybill copies (incoming and outgoing) to the Creditors Department whether you have completed it correctly or not. 
Q: Why did you use this account for courier charges?
A: If you send or receive goods by courier, please send us the waybill or a copy thereof, indicating which General Ledger account needs to be debited. If we do not receive a copy of the waybill, we will charge the department concerned, on their general expenses account for couriers etc

Couriers
Would ALL staff using the couriers please make sure that the general ledger account number to be charged is CLEARLY printed on all their waybills.
In the case of DHL and Skynet: Insert in the box labelled "Shipper's Reference" 

For TNT: Inserted in the box labelled "D. Customer Reference" or "3. Customer Reference".

As we deal with an enormous number of waybills this will alleviate the pressure caused by unnecessary phone calls etc. 

 Q: How do I know which suppliers are on the Creditors’ Run?

A: Go to option 6 in the Departmental Ledger menu. If you do not have access to this function, please phone one of the Creditors’ Clerks, who will inform you.

Q. I need to pay something in a foreign currency.
A: Fill out an order request for the foreign currency and have your order operator place the order in the Purchase Order System within Protea . Indicate the amount you require and the currency. Attach your order and Invoice to a Foreign Payment Request form and hand it to the relevant staff member in the General Finance Office or the Research Finance Office.  Tick FOREX and TT blocks on the payment request, for paying by TELEGRAPHIC TRANSFER.   Fill in the banking details in the blocks provided. Telegraphic transfers of funds are preferred as Drafts get lost in the mail.
Please comply with the requirements on the reverse side of the Foreign Payment Request form.

Procedure for CREDA995 (For 2012) , CREDB998 and CREDZ999  



First establish whether the service provider/supplier needs an order from Rhodes University.
If an order is not required:

Please get the necessary invoice/tax invoice or pro-forma invoice. 

Then complete a payment request form, using the general ledger account number. 

Attach the documentation and submit to Natalie Stokes in Finance, Room 129 OR Senior Clerk in Research Finance, Room 136 if a research account is being used.

It is necessary to submit the invoice/tax invoice once received, to replace the pro-forma invoice.

Claims processed by Natalie - Travel & Subsistence claims and reimbursements for expenses paid by individuals for Rhodes, and once-off payments to suppliers, not on the creditors’ run, who do not require an order.

Claims processed by Senior Clerks in Research Finance – as above for Research / Institute Accounts.

The invoice/tax invoice must reflect the following:

Rhodes University (first, then dept.), Invoice no., Amount, RU VAT no. 488 010 5657 if over R3000

If an order is required:

CREDA995 (for 2012)  (Advance payments required to proceed with supplying service, for suppliers not on the creditors run)

Please get the necessary invoice/tax invoice, pro-forma invoice or quote.

Then complete a payment request form, using CREDA995  instead of the general ledger account number. 

Attach the documentation and submit to the respective creditor’s clerk in Finance, Room 130.

The order is only approved once the goods/services have been received.

It is necessary to submit the invoice/tax invoice to Creditors once received, to replace the pro-forma invoice/ quote.

The responsibility rests with the order user to supply the necessary documents timeously to Creditors Dept.

The authorised signatory in the department signs the payment request.

CREDB998 (Payments required to proceed with supplying service, for Bed & Breakfast Establishments not on the creditors run)

Please get the necessary invoice/tax invoice or pro-forma invoice.

Then complete a payment request form, using CREDB998 instead of the general ledger account number. 

Attach the documentation and submit to the respective creditor’s clerk in Finance, Room 130.

The invoice/tax invoice must reflect the following:

Rhodes University (first, then dept.), Invoice no., Order no., Amount, RU VAT no. 488 010 5657 if over R3000

The order is only approved once the services have been received.

It is necessary to submit the invoice/tax invoice once received, to replace the pro-forma invoice.

The responsibility rests with the order user to supply the necessary documents timeously.

The authorised signatory in the department signs the payment request.

CREDZ999 (Payments required within about 7 days of supplying service, for suppliers not on the creditors run) in other words Once Off Payments.

Please get the necessary invoice/tax invoice or pro-forma invoice 

Then complete a payment request form, using CREDZ999 instead of the general ledger account number. 

Attach the documentation and submit to the respective creditor’s clerk in Finance, Room 130.

The invoice/tax invoice must reflect the following:

Rhodes University (first, then dept.), Invoice no., Order no., Amount, RU VAT no. 488 010 5657 if over R3000

and bank details.

The order is approved once the services have been received. Delivery first, then payment.

It is necessary to submit the invoice/tax invoice once received, to replace the pro-forma invoice.

The responsibility rests with the order user to supply the necessary documents timeously.

The authorised signatory in the department signs the payment request.

Proof of payment can only be given, when requested, for BCP payments only (Once Off Payments). EFT’s are for creditors on the Creditors Listing or RU staff members, for whom we have bank details on the system.

As the Creditors Dept. is experiencing problems with subscriptions for newspapers, with providing proof of payment, it is suggested that the subscription either be paid by the department, or an individual in the department, and then claimed back through Natalie Stokes, Room 129.

Should that not be possible, follow the procedure for CREDA998, thereby giving the opportunity for a proof of payment. However, the invoice/tax invoice will be required once the payment has been made.

An order is done for creditors on the run, who are prepared to wait three to four weeks for payment after issuing their invoice.

Budget  Car Hire:
1. Please do orders as VAT option “IN”, as no VAT is claimable on car hire.
2. Please ensure you get a quote as it is very time consuming following up orders that are different to the invoices received. Enquire as to whether there is a drop off fee please and list it on a separate line.
3. Budget require the driver’s ID number, Drivers Licence no. and cell phone number reflected  on the order.
4. If you extend your car hire kindly drop an email to orders@ru.ac.za  advising Fernanda Vogel of the fact, so that she can approve the order accordingly.
5. Should you cancel the hiring of a vehicle, kindly notify Budget and orders@ru.ac.za timeously.
This is most important as your ledger account carries this commitment until the order is cancelled.

This applies to all unused orders.

