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PROCEDURES IN RESPECT OF ITEM IDENTIFICATION OF ITEMS OF SUPPLY

1. It became an absolute necessity that all item descriptions should fit certain requirements (with regards of distinctness and completeness).  The item descriptions, which are regularly received from various Departments, are still incomplete.  A guideline to prepare a distinct and complete item description is hereby included.

1.1 To determine an item’s BASIC NAME, the first consideration will be to ask:  “What is the item?” thus the first word indicate the particular item.

FOR EXAMPLE:
   Chair



    Saw



    Bench, etc.

1.2 COLLECTIVE NOUNS OR FAMILY GROUPS are not to be used when the item’s BASIC NAME is being determined.

FOR EXAMPLE:    Furniture



   Glassware



   Hardware



   Clothing



   Cleansing agent, etc
1.3 The BASIC NAME of an item should always be singular, except where two similar corresponding items are combined to form one item.

FOR EXAMPLE:      Scissors


                Shoes



    Pliers



    Trousers



    Shears



    Goggles, etc.
1.4 To prevent duplication of items STANDARD NAMES AND DESCRIPTIONS should be used at all times.  Confusion can be caused when different item descriptions and names are being used for the same item.  This can lead to duplications of computer ledgers.

1.5 REVERSED ORDER are being used at item descriptions such as “Chair, Typist” and not “Typist Chair”.  When the REVERSED ORDER can lead to confusion in regards of the particular item, the item description should be used as the description indicates.

FOR EXAMPLE:    Vacuum cleaner 
   







  Drill bit



  Allen key,  etc.

1.6 After the BASIC NAME has been determined – the FUNCTIONING or END USE (where the item is being USED) has to be determined.

FOR EXAMPLE:      Chair, office



    Saw, hand



    Table,  coffee


                Drill bit, steel, etc.

1.7 MEASUREMENTS, SIZES, COLOUR AND TYPE OF MATERIAL of manufacturing should be stated at all cases where confusion could develop.  TERMS, such as “short, long, small and big”, should not be used except in cases like certain clothing require these terms and no exact sizes can be supplied.

FOR EXAMPLE:   Desk,  oak,  4-drawer,  2180mm w x 1080mm DP x 750mm h



  Carpet, 280 x 175cm,  w/underfelt

     
Shirt, man’s, medium,  green,  s/sleeve (short sleeve),  doctors,  etc.

1.8 MEASUREMENTS OF CAPACITY AND PACKAGING UNITS (denomination of quantity) as well as the PURPOSE (usage) of an item have to be stated.

FOR EXAMPLE:     Polish,  floor,  red,  500ml   




    Polish,  shoes, dark brown,  50ml


                            Washing compound,  handwash, 1kg  



    Polish,  furniture, liquid form, 50ml,  etc. 


1.9 MEASUREMENT OF FURNITURE has to be presented in the order of LENGTH X WIDTH X HEIGHT.  All measurements are to be represented in millimeters.

FOR EXAMPLE:  2750mm lg x 1550mm w x 900mm h

1.10 MANUFACTURING NAME OR TRADING NAME should not be used in an item’s BASIC NAME, except in the cases where an item is specific being identified by it’s particular manufacturing- or trading name.  The manufacturing-  or trading name must be placed at the END  of the ITEM DESCRIPTION.

FOR EXAMPLE:      Heater,  electric,  asbestos,  single panel,  220V,  Capil



     Pen, fibre point, black, medium,  0,3mm,  Pilot,  Hi-tech




     Ribbon,  black;printer;Brother M4318,  etc


1.11 COMPUTER EQUIPMENT should be handled as follows:

FOR EXAMPLE:
COMPUTER;MAKE/MODEL;CELERON/PENTIUM;GHZ;MB RAM;GB HDD;1.44 STIFFY;MONITOR;CD/DVD;ETHERNET CARD
1.12 Item descriptions had to be forwarded in  ENGLISH.

1.13 Before an item description can be send for Codification sites had to be ensure that this specific item does not exist on Logis.

1.14 In the case of any health site, the same ICN appearing on the Stock Item List of the Medical Depot should be used on Logis, another ICN will not be compatible and will cause stock discrepancies and surpluses.

1.15 Items received from STATE CONTRACT must be forward with full item descriptions, contract number and item numbers.

1.16 Items received from TENDER must be forward with full item descriptions and all necessary specifications.

1.17 Forward all “PURCHASE” – ITEM’S full descriptions with specifications and literature, prior to the supplying of the items.

1.18  All NEW ITEMS that does not appear on Logis,  had to be forward to:

Lidia du Plessis: Room 122, 1st Floor, Trustfontein Building. E-mail Address: lidia@treasury.fs.gov.za 
Lindie Heckroodt; Room 119, 1st Floor, Trustfontein Building. E-mail Address: Lindiv@treasury.fs.gov.za 

Eunice Mogorosi; Room 118, 1st Floor, Trustfontein Building. E-mail Address:   
eunicem@treasury.fs.gov.za

Christabella Mokoena: Room 126 1st Floor, Trustfontein Building. E-mail Address:   masentle@treasury.fs.gov.za   

Lizelle van Der Merwe: Room 120, 1st Floor, Trustfontein Building. E-mail Address: lizelle@treasury.fs.gov.za 

Fax nr 051- 4098451
2.  Data Submission WRITTEN, FAXSIMILED AND E-MAIL requests for ICN’s will be accepted.

3. Descriptions are compiled for significant usage of stock equipment and understanding to all users. The need for full descriptions comes to full potential when ICN’s are requested.  INCOMPLETE  item descriptions shall be send back to their origin, without delay.  A drag may occur when these corrections are being send back.   

4. You are hereby requested to hand this directive over to all users in your environment who have to request an ICN, to clear all obscurity.

5. A timesaving scheme can be implemented if the presented procedures are followed carefully.  Your co-operation will be gladly appreciated.

6. FOR FURTHER ENQUIRIES:

Lidia du Plessis: Tel: 051-4098658

Lindie Heckroodt: Tel: 051-4098654

Lizelle van Der Merwe: Tel: 051-4098656

Christabella Mokoena: Tel: 051-4098655

Eunice Mogorosi: Tel:  051-4098659
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