                              SUPPLY CHAIN MANAGEMENT
                                                      CHECKLIST

                                   CHIEF USERS/CLERKS
	DESCRIPTION
	YES
	NO
	MOTIVATION

	
	
	
	

	1. Is the prescribed log 1 document used?
	
	
	

	2. Is the log 1 document signed by the appointed chief user clerk and cost centre manager and names printed?
	
	
	

	3. Is the log 1 document signed by the delegate per section according to the SCM delegations and name printed?
Up to R200’000.00 D

Up to R500’000.00 CD

Over R500’000.00 AO
	
	
	

	4. Is the necessary acting letter attached?
	
	
	

	5. Are funds available, this can be ascertained by attaching the expenditure control commitment report, not older than 7days?
	
	
	

	6. Is supplier registered on LOGIS and banking details active?
	
	
	

	7. Is the correct combination on FORIPS
Used and does it match the description of the item/services purchased?
	
	
	

	8. Is submission for purchases above R5000.00 per case attached?
	
	
	

	9. In case of SOLE SUPPLIER /SINGLE quotation is a motivation attached, confirmed by SCM Director and approved accordingly.
Up to R5000.00 D

Up to R100’000.00 CD

Over R100’000.00  AO
	
	
	

	10.Is at least three written quotation attached up to R200’000.00
Two telephonic and one written up to R5000.00

Over R200’000.00 TENDER procedures applies.
	
	
	

	11. In case of urgent/emergency cases is recorded motivation by HOD attached?
Up to R15’000.00 D

Up to R200’000.00 CD

Over R200’000.00 AO
	
	
	

	12. In case of deviation from normal tender procedures is approval by HOD attached?

	
	
	

	13. Is a comparative schedule attached and a recommendation made on selected supplier?
	
	
	

	14. In case where it is impossible to obtain three quotations is the reasons mentioned and approved by?
Up to R5000.00 D

Up to R100’000.00 CD

Over R100’000.00  AO 
	
	
	

	15. Is a valid and original TAX clearance certificate for all purchases more than R30’000.00 attached for recommended supplier?
	
	
	

	16. In case of a project an approved project plan   by PPAC and HOD and submission to spend funds for project in the current financial year attached?  
	
	
	

	17. In case off purchase more than R30’000.00 is quotation invited in accordance with the PPPFA? Document must be submitted to proof points claimed.(CK 1 and 2) 
	
	
	

	18.In cases that involve purchases on contracted items, a copy of the first page as well as the page that reflect items requested must be attached?
	
	
	

	19. In cases that involve purchases on tender the relevant recommendation by the DBAC and approval by the HOD must be attached. 
	
	
	

	20. In case of unauthorized expenditure/receiving goods/services before an official order was issued or not complying with above policies and delegations an EX POST FACTO approved must be obtained and approved by the HOD attached here to.  
	
	
	

	21. In case of consultancy firms the contract/service level agreement must also be attached? 
	
	
	

	22. Is certificate for traveling outside the Province attached ?
	
	
	

	
	
	
	

	
	
	
	


VERIFIED BY:……………………..
DATE:……………………… 

