PRM039/5

DEPARTMENT OF PUBLIC WORKS

APPLICATION FOR ADDITIONAL FUNDS

	WCS:
	
	
	Extension to contract time

	REFERENCE:
	
	
	Approved
	
	calendar days

	ENQUIRIES:
	
	
	Expected
	
	calendar days

	
	
	Total
	
	calendar days

	
	
	

	project:
	

	
	

	
	
	

	1
	Contract amount:
	R
	
	(Excluding VAT)

	1.1
	Site Instructions, VO’s pending/approved
	
	
	

	
	Funds previously requested
	R
	
	(Excluding VAT)

	
	Additional funds required now 
	R
	
	(Excluding VAT)

	
	
	
	
	

	1.2
	Adjustment to Provisional Items and work measured
	
	
	

	
	provisionally: Funds previously requested
	R
	
	(Excluding VAT)

	
	Additional funds required now
	R
	
	(Excluding VAT)

	
	
	
	
	

	1.3
	Adjustment to Provisional Sums (excluding profit
	
	
	

	
	and attendance): Funds previously requested 
	R
	
	(Excluding VAT)

	
	Additional funds required now
	R
	
	(Excluding VAT)

	
	
	
	
	

	1.4
	Adjustment to Profit and Attendance on Provisional 
	
	
	

	
	sums: Funds previously requested
	R
	
	(Excluding VAT)

	
	Additional funds required now
	R
	
	(Excluding VAT)

	
	
	
	
	

	1.5
	Additional preliminaries – value +/or time related if applicable:
	
	
	

	
	Funds previously requested
	R
	
	(Excluding VAT)

	
	Additional funds required now   
	R
	
	(Excluding VAT)

	
	Total  funds requested (excluding CPA)                                  A
	R
	
	(Excluding VAT)

	
	
	
	
	

	1.6
	CPA originally requested (if applicable)
	R
	
	(Excluding VAT)

	
	Additional CPA
	R
	
	(Excluding VAT)

	
	Total CPA                                                                                    B
	R
	
	(Excluding VAT)

	
	
	
	
	

	1.7
	Total funds required:
	
	
	

	
	Total (A + B)
	R
	
	

	
	Plus 14% VAT
	R
	
	

	
	TOTAL
	R
	
	

	
	
	
	
	

	2.
	Additional funds (Total of previous and current requests excluding CPA and VAT):
	

	
	
	
	
	

	
	Non-scheduled tariffs             (1.1)
	R
	
	(___% of contract amount)

	
	Scheduled tariffs
	R
	
	(___% of contract amount)

	
	Adjustment (1.2, 1.3, 1.4 and 1.5)
	R
	
	(___% of contract amount)

	
	Total additional funds requested (excluding CPA and VAT)   
	R
	
	(___% of contract amount)

	
	
	
	
	

	3.
	Project is still within set space and cost norms
	
	Yes / No
	Approved cost norm, if

	4.
	Please find summary of Variation Orders attached
	
	Yes / No
	applicable

	5.
	First delivery has been taken
	
	Yes / No
	

	
	
	
	
	R
	
	

	
	
	
	
	

	Signed:
	
	Date:
	
	

	PRINCIPAL AGENT / CONSULTANT QUANTITY SURVEYOR
	
	
	

	
	
	
	
	

	
	
	
	
	

	Signed:
	
	Date:
	
	

	PROJECT MANAGER /OPERATIONAL MANAGER (1
	
	
	

	
	
	
	
	

	Additional Funds:  Approved  /  Not Approved
	
	Additional funds: Recommended / Not Recommended

	
	
	
	
	
	
	

	Client Budget Administration
	
	Director: Major Projects
	
	Date
	

	
	
	

	
	*
	This form has to be signed by the Operational Manager for projects executed by a region


DEPARTMENT OF PUBLIC WORKS

APPLICATION FOR APPROVAL TO EXCEED THE CONTRACT AMOUNT BY MORE THAN 5% FOR NON-SCHEDULED TARIFFS/50% FOR SCHEDULED TARIFFS *2 IN ORDER TO EXECUTE ADDITIONAL WORK BY MEANS OF VARIATION ORDER

PROCEDURE TO BE FOLLOWED

1.
Rule number one: Avoid the situation by appropriate, complete, correct and up to date tender documentation.

2.
Monitor and control the financial situation on the project continuously. The minimum form of control is the monthly contract status report prepared by the quantity surveyor with the Principal Agent. Approved and Proposed Variation Orders must be valued and reflected in these reports monthly. The percentage increase/decrease on the Contract Amount must be calculated and shown on each report.

3.
The restriction not to exceed 5% based on non-scheduled and 50% based on scheduled tariffs  of the original contract amount in real terms is a State Tender Board regulation and is enforced by them as such. This regulation is to enforce proper planning and control, financially and otherwise, and to prevent contracts, particularly “alterations and additions” contracts, from running on unabated and unrestricted forever.


There is also a 20% limit which is a contractual condition to bind the Contractor to his rates for variations within the limit of 20% above or below  the Contract Amount as set out in clause 18 of the Conditions of Contract and which has nothing to do with the above issue.
4.
If it appears likely that proposed variation orders will exceed the 5% and/or the 50%  limit then application must be made well in advance using the Standardised format attached. Approval must be obtained before instructions are given to the Contractor. Applications must be submitted to the Tender Committee via the Chief Director or Regional Manager.

5.
GUIDELINES FOR APPLICATION


ITEM 1 AND 2


The front page must contain all the basic information and calculation of percentages for every application. (Note: The extended completion date must only be shown if the extension has already been officially approved).


ITEM 3 BACKGROUND

Provide accurate and condensed background information. Refer to and attach supporting documentation if applicable and relevant (e.g. letter from Client Department).


If the application is as result of a request for additional accommodation, services or changes please confirm that approval has been obtained from Client Services/Port Folio Management and that norms have been adjusted.


Attach a copy of the latest contract status report (Summary page only).


Item 4  motivation

Give brief but convincing motivation. The motivation has to be very specific and should, inter alia, at least cover the following points:

· Why this requirement could not have been foreseen at the time when the work had been planned and documented originally.

· Why this intended work has to be done in this present contract and why it can not be done in a subsequent contract.

(2
The original contract amount may under no circumstance be exceeded by more than 5% where non-scheduled tariffs and 50% where scheduled tariffs are applicable and funds having been authorised.

· It will have to be shown and proven beyond any reasonable doubt that the work will be done at the same rates as the original work tendered for. It is impossible to prove this on “lump sum” or “specification” contracts and therefore any additional costs will have to be dealt with as “non-scheduled tariffs”. The reasonability of such non-scheduled tariffs will have to be proven by some other means such as quotes from a sufficient number of other contractors.

· It has to be borne in mind that a large number of variation orders on a contract is normally perceived as indicative of poor planning and poor management. In point of fact, on “lump sum” or “specification” contracts there are supposed to be no variation orders at all due to the difficulty in establishing a fair price for the variation. In the private sector this is normally done by negotiation, but a civil servant will have to prove that he negotiated the best deal for the state and this is normally easier said than done. Hence the necessity for bill rates, quotations from different contractors, etc.


ITEM 5 ESTIMATED COST OF PROPOSED VARIATIONS

Give a breakdown of the elements involved with estimates for each element and the total estimated cost.


Confirm that the additional work will be done at existing rates in the Bills of Quantities if this is the case.


If not, explain how the estimate has been established e.g. rates to be negotiated but based on existing rates, calling for quotations via the Contractor).


If the estimate is based on quotation submitted by the Contractor confirmation is required by the quantity surveyor that the price is considered to be fair and reasonable for the work involved.


ITEM 6  RECOMMENDATION

See Standardised format.

Note 1:
Work carried out in excess of 5% based on non-scheduled and 50% based on scheduled tariffs  without prior approval will be treated as unauthorised expenditure and will not be approved by the State Tender Board although such cases must be submitted to the Board.


Such cases will be reported to the Auditor-General by the Board with serious consequences for the Director-General and the Department.

Note 2:
The Departmental Tender Committee meets every Tuesday at 08:00.

Applications must reach the Tender Section (Mr R Lloyd-Jones) not later than Thursday preceding.

DEPARTMENT OF PUBLIC WORKS

Private Bag X65, Pretoria, 0001, Tel (012) 337-2000

Central Government Offices, Cnr Vermeulen and Bosman Street, Pretoria
From: __________________ (PROJECT MANAGER)
Tel: ________________ Fax: _______________  e-mail: @dpw.gov.za
Enquiries: ________________    Ref: __________________

1) 
The Chairman


Departmental Standing Tender Committee

2) The Chief Director 






        

Office of the State Tender Board


Department of National Treasury


Private Bag X49


PRETORIA


0001

Date

Dear Sir/Madam

	
	
	

	PROJECT NAME *1:

	

	
	
	

	WCS NO.:
	
	

	TENDER NO.:
	
	

	
	
	

	*3APPLICATION FOR APPROVAL TO EXCEED THE CONTRACT AMOUNT BY MORE THAN 5% FOR NON-SCHEDULED TARIFFS/50% FOR SCHEDULED TARIFFS *2 IN ORDER TO EXECUTE ADDITIONAL WORK BY MEANS OF VARIATION ORDER

	
	
	

	1.
	CONTRACT PERIOD
	

	
	
	

	
	Contract Commencement Date:
	

	
	Contract Period:
	

	
	Original Contract Completion Date:
	

	
	Extended Contract Completion Date:
	

	
	
	


	2.
	CONTRACT AMOUNT AND FINANCIAL IMPLICATIONS
	(VAT EXCLUDED)

	
	
	

	
	A.
	Contract Amount
	R
	

	
	
	
	
	

	
	B. (1)
	Estimated Cost of Variation Orders based on non-scheduled tariffs issued to date: (B1)
	R
	

	
	
	Percentage increase over Contract Amount to date: B1 x 100

                                                                                    A
	
	%

	
	
	
	
	

	
	B. (2)
	Estimated Cost of Variation Orders based on scheduled tariffs issued to date: (B2)
	R
	

	
	
	Percentage increase over Contract Amount to date: B2 x 100

                                                                                    A
	
	%

	
	
	
	
	

	
	C. (1)
	Estimated Cost of Proposed Variations contained in this Application based on non-scheduled tariffs: (C1)
	R
	

	
	
	Percentage increase over Contract Amount if this application is approved

C1 x 100

A 
	
	%


	
	
	
	
	

	
	C. (2)
	Estimated Cost of Proposed Variations contained in this Application based on scheduled tariffs: (C2)
	R
	

	
	
	Percentage increase over Contract Amount if this application is approved

C2 x 100

 A
	
	%

	
	
	
	
	

	
	C. (3)
	Total percentage increase over Contract Amount based on non-scheduled

tariffs:  B1 + C1  x 100

                 A
	
	%

	
	
	
	
	

	
	C. (4)
	Total percentage increase over Contract Amount based on scheduled

tariffs:  B2 + C2  x 100

                 A
	
	%

	
	
	
	
	

	
	D. (1)
	Cost of additional re-measurable work to date based on scheduled 

tariffs:  (D1)
	R
	

	
	
	Percentage increase over Contract Amount to date: D1 x 100

                                                                                    A
	
	%

	
	
	
	
	

	
	D. (2)
	Cost of additional re-measurable work contained in this Application 

based on scheduled tariffs: (D2)
	R
	

	
	
	Percentage increase over Contract Amount if this Application is approved: D2 x 100

                  A
	
	%

	
	
	
	
	

	
	E. (1)
	Total cost of all Variation Orders and all re-measurable work: (E1) 

E1= B1+ B2+C1+C2+D1+D2
	R
	

	
	
	Percentage increase over Contract Amount if this Application is approved: E1 x 100

                  A
	
	%

	
	
	

	3.
	BACKGROUND
	

	
	

	
	

	
	
	

	4.
	MOTIVATION
	

	
	

	
	

	
	
	

	
	
	

	5.
	ESTIMATED COST OF PROPOSED VARIATIONS (DETAILS)
	

	
	

	
	

	
	
	

	6.
	RECOMMENDATION
	

	
	
	

	
	It is recommended that approval be requested from the State Tender board to exceed the Contract

	
	Amount by
	%
	Based on non-scheduled /scheduled tariffs or both*2 in order to execute

	
	Additional work by means of Variation Order.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	FOR DIRECTOR-GENERAL
	

	
	
	

	
	
	

	*1
	Omit the words “Project Name” - only the name of the project must be printed in bold type.

	*2
	The original contract amount may under no circumstance be exceeded by more than 5% where non-scheduled tariffs and 50% where scheduled tariffs are  applicable and funds having been authorised.

	*3
	Heading must only reflect the case for which approval is sought (i.e if the submission is for approval to exceed on non-scheduled tariffs, reference to scheduled tariffs need not be part of heading unless the combined effect of scheduled and non-scheduled tariffs exceed 50%). Same applies for the information in paragraph 2b, 2c and 6.
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PROGRAMMING 
OF SERVICES

1.1 CAPITAL BUDGET

The primary purpose of the Capital Budget is for the generation of accommodation and associated infrastructure for Clients and is normally achieved via the following:

· Erection of new buildings

· Additions to existing buildings

· Refitting of existing buildings to create new accommodation 

· Refitting of existing buildings to incorporate new business processes required by the Client.

The funds for the Capital Budget are inter alia generated by foreign loans.  The Department of Public Works advises Client Departments on estimates.  The Client then negotiates with the Department of State Expenditure for appropriate allocations according to their needs.  Once allocated, these funds are then transferred to DPW’s budget.  Consultant fees form part of this budget from the financial year 99/2000.

Parliamentary approval is necessary for movement of these funds from one Client to another.  The Client Services Directorate negotiates with the Client resulting in an approved prioritized list of projects for a given financial year.  The Client receives constant feedback in the form of monthly Client Forum Meetings to monitor both the progress on projects and the expenditure on the budget. 

1.2 MAINTENANCE

Maintenance on a planned basis comprises of the following three components:

· Preventative and reactive measures primarily aimed at maintaining the building fabric to a standard that the Client can conduct its core business.

· Aimed at ensuring that the asset does not depreciate

· Ensure compliance with existing legislation

The Department of Public Works receives a budget for the maintenance of state property.  All Client Departments are requested to prioritize their needs in terms of the budget according to necessity.  This budget is two-fold. 

· Programmed maintenance projects are those projects listed in order of priority to be executed within a given financial year.  

· Unplanned maintenance are emergency services where planning cannot be forecasted.   

2.
RECOVERABLE SERVICES

2.1
DEFINITION 
A recoverable service is a project executed by DPW but funded by the Client from their own budget allocation.  It must be stressed that the money remains in the budget of the Client and is not suspended for transfer to DPW.

This method of funding was initiated due to restrictions on the DPW budget.  If an urgent or important project cannot be accommodated on the DPW  Building Program, the Client can apply for special funds, in which process the following aspects are considered:

a) the urgency of the project

b) the consequences of delaying the project until the next financial year

c) the availability of funds from the Clients budget allocation

If a Client is successful in securing such additional funds, the DPW is requested to execute the service on a so-called “recoverable basis”.  Such a service is registered on the WCS as a “recoverable service”.  Function WC12PU is used to link the project to objective code 250529(recoverable objective).  The following link automatically defaults on a recoverable service at this function:

Responsibility code:  5095
 (Suspense Account Responsibility)

Objective code:          250529      (Recoverable Account Objective)

Item code:                   2400
 (WCS Allocations)

This immediately indicates that any payment effected for this service will be channeled to the so-called “Recoverable Account.”  Any payment transaction into this account must be reversed before the end of the given financial year, to clear this account.  The Recoverable Account (250529) should only exist for one financial year, and cleared before the start of the next financial year.  If this practice is not adhered to, it would result in a  major backlog of payments against the recoverable account.  The Clients responsible for these payments are not willing to re-imburse DPW for claims that are too old.  It therefore goes without saying that the sooner the recovery process can be initiated after the payment from the Recoverable Account, the better it is for the Department of Public Works.

2.2
TYPE OF PROJECTS USUALLY REGARDED AS RECOVERABLE: 

· Projects for which DPW has no funds on its Building Program.

· Projects executed with special funds that Client Departments have secured from other sources (eg. RDP fund, Special Airforce Development Program etc).

· Projects that are not DPW’s core function to execute (eg. A sport stadium for the Dept of Sport & Recreation).

2.3
HOW DOES THE RECOVERY PROCEDURE TAKE PLACE

A recoverable project follows the same procedure as normal Capital and Planned Maintenance projects.  However, at payment stage, it is the responsibility of the Project Manager to ensure that all supporting documentation is attached to the recoverable payment, when the payment is sent through for verification to Finance (Regional Offices) or Development Operations Administration (Head Office).  In some cases, a Financial Control (FC) number must be clearly indicated on the payment (usually for services executed for the Air Force) as provided by the Client for its reference.  After verification, Finance has been designated the responsibility of sending the account through to the Client for the claim.  As soon as the payment is recovered from the Client, a journal entry is processed by Finance on the FMS, to reduce the recoverable account according to the sum of the claim received.

2.4
RESPONSIBILITY OF THE PROJECT MANAGER

The Financial Divisions both at Head Office and Regional level have encountered numerous problems in the administration of recovery payments.  There appears to be a backlog of payments paid on behalf of the Client, but never recovered.  The main reason for this is that Project Managers were not properly informed on the processes applicable on recoverable services.  This resulted in the Finance Divisions not being able to recover the monies as and when required.

This procedure manual has a purpose to reverse the current status quo, so those Project Managers can start to interact pro-actively with the Finance Divisions. 

The following must be strictly adhered to:

· The Project Manager must clearly mark an account as RECOVERABLE in red pen on the face of the payment voucher.

· The Project Manager must ensure that supporting documentation is attached when a payment is processed for a recoverable payment

· A memorandum must be directed to Finance (Regional level) indicating the particulars of the payment processed, with written instructions to initiate the recovery process from the Client.  Feedback must be requested within 21 days of the date of payment.

· Project Manager must diarise the date by which feedback must be received.  If there is no feedback from Finance (Regional level) within the given time frame, a follow up memo must directed to Finance, until a response is received.

· Once feedback is received that the Client paid the claim, a copy must be placed on file for reference.  Only then should the next payment for the project be effected.

3. IDENTIFICATION OF A RECOVERABLE SERVICE

OPWWBS                  PUBLIC WORKS : PROJECT MANAGEMENT      99-02-04 12

  WE02PE        ENQUIRY: DRAFTING/MANIPULATION OF BUILDING PROG.     WE02PEE

  __________________________________________________________________________

WCS-Number.......: 004788 H NP          8  CONSTRUCTION COMPLETED

 LOUIS TR,,AIR FORCE BASE , CONTRACT B110A : 25 OFFICERS FLATS.

Project number...: 005436 Serv type: HBWGH - ERECTION : HOUSING (BILLS OF QU

Priority number..: 000                User department...: 85 - SOUTH AFRICAN

Category.........: 85DAHO   SANDF:RECOVERABLE: HO

Item code........: 2400 - WCS ALLOCATIONS

Objective........: 250529   RECOVERABLE ACCOUNT(OTHER DEPTS)

Latest estimate..:        168 445.69  Estimate type.....: 6 / 1 FUNDS REQUIR

Estimate date....: 1998/07/22         Estimate complete.:

Estimate accept..: Y                  Date accepted.....: 1998/07/22

Contract period..: 8    Mnths     Target date   Actual date

Issue of planning instructions:   1992/02/11    1991/02/13

Planning-completion date......:   1993/04/01    1993/04/01

Financial tender date.........:   1993/07/02    1993/07/02  ADVERT DATE

Proposed tender date..........:   1993/07/02

Cashflow tender date..........:   1993/10/14    TENDER ACCEPT DATE

Amount authorised:       3 651 392.24 Date authorised...: 1998/07/20

Amount approved..:                    Date approved.....:

Payment approved.: Y (Y/N)            Funds file number.: 85DAHO/85/004788/0

Total expenditure:       3 651 392.24

· The function WE02PE would indicate that a service is coupled to a recoverable code.

· The objective code that immediately identifies a recoverable service is 250529 as indicated above in bold.

· This function also indicates the funds authorized for the service and the date of authorization as indicated in bold. 

· The coupling of a service to a recoverable objective is the responsibility of the Client Services Managers (Regional Offices) and the Client Budget Administration (Head Office).

4.
PROCEDURE FOR RECOVERABLE SERVICES


Error! No topic specified.
Step 1

Progress payment / invoice received from the Principle Agent /             

                     Consultant (s)

Step 2
PM checks account (availability of funds etc) and approves for payment

Step 3
Necessary forms are prepared for processing of payment

Step 4
PM authorizes payment by signing forms – the account must be clearly marked in red pen as “RECOVERABLE”

Step 5
Payment processed on WCS

Step 6
PM sends through a memorandum to Finance with supporting documentation, instructing the initiation of the recovery process as soon as payment is verified.

Step 7
Finance verifies payment on WCS


Normal payments are batched and sent to Head Office Finance

Step 8 
Recoverable payment is sent through on a claim form (with all supporting documentation attached) to the respective Client for    re-imbursement of the claim.

Step 9
The claim is paid to Finance.  A journal transaction is processed on the FMS to clear the recoverable account.

Step10
Finance informs PM of receipt of claim.  Finance informs Head Office of recovery received and adjusted.  PM places copy of feedback on file.  Next payment for the project can now be effected.  

5.
POINTS TO NOTE FOR RECOVERABLE PAYMENTS

· When making payment for a recoverable service, ensure that all necessary documents are attached to the payment voucher for processing.  

· All claims get a “claim number”.  In some cases a “FA” number is applicable (Financial Authorization Number).  Ensure that this number is clearly visible on the payment for reference purposes.    

· A recoverable payment follows the same procedure as a normal payment.  However all supporting documentation must accompany the recoverable payment when handing in for verification.  This is a crucial step in the process as the supporting documentation is vital for the recovery process.  

· Finance directorates in every region has a designated person that handles the recovery of such payments from the specific Client Department. Project Managers must liase with such persons to monitor progress on a claim.

· Note that the above steps are imperative for the recovery of payments made on behalf of Client Departments.  Should this not be done, each region will answer to the Office of the Auditor-General on the insurmountable payments paid against the recoverable objective but not recovered and adjusted within a financial year.

“This manual serves to eradicate problems being experienced with recoverable services, by making the Project Manager more responsible for such payments and the recovery thereof.  The responsibility lies with the Project Manager to ensure that a recoverable payment is re-imbursed within 21 days of the date of payment.  The Project Manager must be conscientious and disciplined with such accounts.  Although finance is designated the task of administrating the recovery amount from the client, the Project Manager must monitor the progress until receipt of the claim.”    

THE SUSPENSE ACCOUNT

6.1
Types of Suspense Accounts

	TYPE OF ACCOUNT
	OBJECTIVE
	SYSTEM USED FOR PAYMENT

	DECISION-IN-SUSPENSE
	251339
	WCS

	VIS MAJOR
	251358
	FMS

	WRITE-OFFS (OTHER)
	251362
	FMS


6.2
Why does a Suspense Account exist.

· The Suspense Account is an “open account” from which certain (problem) transactions are processed with a view to clearing the account at a later stage, within a specific financial year.   

6.3
Approval to pay out of the Suspense Account

· Client Services (CBA) must obtain permission to link the project to a recoverable category code.

· While under construction, the need may arise to pay from the Suspense Account eg. while waiting for ex-post facto approval from the State Tender Board.  Annexure A (of this manual) must be filled in and faxed to the Director: Finance at Head Office for approval to use the account.  On receipt of approval from the Director Finance, CBA at Head Office must be contacted for funds to be transferred to the Suspense Account to accommodate the payment.

· Thereafter, payment can be processed.

6.4
Adjustment of the Suspense Account

· The story does not end after the payment is processed.
· A journal transaction is necessary to clear the suspense account after finalization of funds on the main account objective (CBA).
· Note that the clearance of the funds (CBA) is the responsibility of the Line Manager ie. the Project Manager.
· The processing of the journal transaction to clear the Suspense Account is the responsibility of:
· Regional Offices: Finance Divisions (on instruction of the PM after funds are cleared). 

· Head Office: Deputy Director Admin Support (in consultation with admin staff / secretary of the Project Manager)
ANNEXURE A

	FAX TO: 012-325 8097
	
	RETURN TO FAX NO:
	
	

	
	
	
	
	

	ATT: MS F DU PLESSIS
	
	ATT:
	
	

	
	
	
	
	


	REGION:
	
	

	
	
	

	PROJECT MANAGER:
	
	

	
	
	

	WCS DETAILS:
	
	

	
	

	
	

	
	
	

	RESPONSIBILITY:
	
	

	
	
	

	OBJECTIVE / LEDGER CODE:
	
	

	
	
	

	ITEM:
	
	

	
	
	

	CONTRACTOR:
	
	

	
	

	
	
	

	AMOUNT TO BE PAID:
	
	

	
	
	

	REASON:
	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	
	

	
	
	

	
	
	
	

	
	
	
	

	REGIONAL MANAGER/DIRECTOR
	
	SECTION HEAD:FINANCE / CBA
	

	DATE:
	
	
	DATE:
	
	

	
	
	
	




     HEAD OFFICE FINANCE OFFICIALS ONLY 
APPROVED / NOT APPROVED

	COMMENTS:
	
	

	
	

	
	

	
	

	
	
	

	
	
	

	
	
	

	DIRECTOR: FINANCE
	
	

	DATE:
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