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MM016 – Emergency purchase order
	Vendor Details
	Order/Authorisation number:
	

	Name:
	
	
	Date:
	

	Fax no:
	
	
	UCT Contact name:
	

	
	
	
	Contact Tel No:
	

	
	
	
	E-mail address:
	

	
	
	
	Fund number:
	

	
	
	
	Cost center:
	

	Delivery to:

	Department
	
	Delivery date
	

	Room no.
	
	Street address
	

	Building
	
	
	

	Campus
	
	
	


	Notes to vendors

· This is an EMERGENCY PURCHASE ORDER. This order is not valid if it does not bear an order/authorisation number issued by the UCT Purchasing Office. UCT accepts no liability if goods and services are issued without an order/authorisation number.

· Please call the UCT Purchasing Office (tel. 021 650-2990 or 021 650-3143) for additional information.
· Please supply the under mentioned goods in accordance with existing pricing agreements and subject to UCT’s terms and conditions of purchase which are available on   http://www.uct.ac.za/downloads/uct.ac.za/services/pps/termsconditions.pdf 
· Note To ensure that payment is effected on time, invoices bearing this emergency order number must be sent to: Creditors Section, Finance Department, Private Bag X3, Rondebosch, 7701.


	Purchase order details

	Item no.
	Qty
	Description
	Unit
	Price per unit (excl. VAT)
	Net value

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Authorised by:
	
	Signature
	
	Date
	


Notes to purchasers

· Ensure that you only use this form in an emergency and if SAP is not available.

· Ensure that you include an order/authorisation number issued to your Finance Manager by the UCT Purchasing Office (tel: 021 650-2990 or 021 650-3143) with your emergency purchase order. 
· For procedure see online Help topic on Emergency  purchase orders (EPO): http://web.uct.ac.za/depts/sapweb/help/fs/uctze/overview__emergency_purchase_orders.html.
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