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BEGIN

Match the goods

received note,

delivery note, and

purchase requisition

to the invoce

Prepare a list of

payments to be

executed and split

between cheque

and EFT payments

Forward payment

list and supporting

documentation to

the CFO

Scrutinize list and

decide which

payments will be

authorised and which

will be disputed

Payment

disputed?

Returned to

creditors section

for clarification

Prepare the

electronic funds

transfer for

suppliers who are

paid electronically

Payments by

cheques will be

returned to the

creditors section

Jointly insert passwords to

effect payment after

reconciling funds transfer

to the relevant supporting

documentation

Jointly insert passwords to

effect payment after

reconciling funds transfer

to the relevant supporting

documentation

Stamp supporting

documentation as

PAID

Complete cheque

requisistion and sent to

person who is

delegated to preapre

cheques

Prepare cheques,

forward cheques

and supporting

documentation to

the MM

Review

documentation

and verify

payment by way

of signature

Co-sign the cheque and

stamp documentation as

PAID and record cheque

number on supporting

documentation

Cheques will be

posted to or may

be collected by the

respective creditor

END

Yes

No

No

Refer from

Purchases

process

Any

discrepancies?

Follow-up on

dicrepancies

Follow-up on

dicrepancies

Yes

No

If invoice relates to a service

supplied, the Officer that

requested the service should

sign the invoice to indicate

the service was received


