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OBJECTIVE

To ensure that all received tax invoices and payments certificates are correctly and timeously actioned, approved in accordance with the applicable procedure and payment made.

1 SCOPE

This procedure covers the format and processing of all received tax invoices and payment certificates on the Project.

2 REFERENCES

2.1 Inputs

· Procedure for Code of Accounting

· Procedure for Cost Control No. ATDP_CE_000003
· Engineer’s letters of delegation 

· Contractor’s monthly statement/tax invoice

· Certificate of Completion

· Final Approval Certificate

2.2 Outputs

· Invoice approval

· Payment Certificate

· Statement in Support of Valuation for Certificate

· Final Statement of Cost

3 ABBREVIATIONS AND DEFINITIONS

	CA
	:
	Contract Administrator

	CC
	:
	Cost Controller

	PDC
	:
	Project Document Centre

	PE
	:
	Project Engineer of Client/ATD

	PM
	:
	Project Manager of Client/ATD

	QS
	:
	Quantity Surveyor

	PE
	:
	Planning Engineer

	E
	:
	Expeditor

	QE
	:
	Quality Engineer

	PSC
	:
	Project Services Co-ordinator

	AP
	:
	Accounts Payable

	GRV
	:
	Goods Received Voucher


ACTIVITY FLOW CHART

3.1 Activity Flow Chart – Purchase Orders And Non Measured Contracts

· [image: image1.png]Receive, register invoice, sign for receipt Goods Received Voucher from stores to accompany invoice.

· Issue to Cost Controller

· Register invoice and check correctness 

· Append Invoice Approval Form ATDP_CE_000081 and Accounts Payable Form

· Obtain necessary approvals in terms of the project procedures by signatures on ATDP_CE_000081 and Accounts Payable Form.

· Forward to Project Document Centre

· File copy in Contract file 

· Forward to Finance & Admin Department

· Register, approve and make payment

Activity Flow Chart – Measured Contracts


· Submit monthly statements to QS

· Agree measurement and rates

· Compile payment certificate and supporting statement 
· Append Invoice Approval Form ATDP_CE_000081 and obtain necessary approvals in terms of Engineer’s Delegations

· Forward original to Project Document Centre

· Fax to Contractor 

· File copy in Contract file

· Generate tax invoice and forward to Project Document Centre

· Receive, register invoice, sign for receipt.  Issue to Cost Controller

· Register invoice and check correctness

· Forward to Project Document Centre

· File copy in Contract file

· Forward to Finance & Admin Department

· Register, approve and make payment

METHOD

3.2 Method – Purchase Orders and Non Measured Contracts

3.2.1 Vendors and/or Contractors submit tax invoice to the PDC for registration.  Site Stores submit GRV to PDC.

3.2.2 PDC issue the tax invoice to the CC.

3.2.3 The CC registers invoice, checks for correctness, appends Invoice Approval Form ATDP_CE_000081, and Accounts Payable Form, circulates for the necessary approvals in terms of the project procedures and forwards to PDC.

3.2.4 PDC issues the original tax invoice to the Project Creditors Department and file a copy in the Contract file.

3.2.5 The Project Creditors Department make payment to the Vendor/Contractor within the period prescribed by the Contract.

3.3 Method - Measured Contracts

3.3.1 The terms of payment and invoicing procedure is set out in the Letter of Acceptance to the Contractor or in the body of the contract.  At the first site meeting the procedure regarding the dates for the submission of the Contractor’s monthly statement, dates of payments to the Contractor as well as to who the Contractor should submit his monthly tax invoice is set.

3.3.2 Before the first payment certificate is generated the QS ensures that the requirements in terms of the Contract with regard to bonds and sureties have been met. The approval of the PE regarding the content of the documents is filed in the contract file.

3.3.3 The Contractor submits his monthly statements, in the format prescribed by the contract, to the QS. The QS and the Contractor agree measurement and rates.

3.3.4 The QS compiles the payment certificate and supporting statement taking into account retention money provisions, contract price adjustments, value added tax, etc. The QS signs the certificate as being valued by himself, appends Invoice Approval Form ATDP_CE_000081, obtains certification of the payment from the PE and obtain the necessary other approvals on ATDP_CE_000103 in terms of the Project procedures and forward to PDC. e.g.

· Cost Controller

· Project Document Centre

· Project Engineer of Client/ATD

· Quantity Surveyor

3.3.5 PDC issues the original payment certificate to the Project Cost Controller, faxes a copy to the Contractor and files a copy on the contract file.

3.3.6 The Contractor generates a tax invoice for the amount due shown on the payment certificate and forwards it to the Project Document Centre.

3.3.7 Vendors and/or Contractors submit tax invoice to the PDC for registration.

3.3.8 PDC issue the tax invoice to CC.

3.3.9 The CC registers invoice, checks for correctness, appends Invoice Approval Form ATDP_CE_000081, and Accounts Payable Form, circulates for the necessary approvals in terms of the project procedures and forwards to PDC.

3.3.10 PDC issues the original tax invoice to the Project Creditors Department and file a copy in the Contract file.

3.3.11 The Project Creditors Department makes payment to the Vendor/Contractor within the period prescribed by the Contract.

3.3.12 During the duration of the Contract the QS processes amendments to reflect increased/decreased contract values on amendment requisitions generated by the Engineer’s authorised delegate.

3.3.13 On completion of the Works the QS agrees the value of the Works with the Contractor and compiles the Statement of Cost as at completion. The Engineer certifies the Works as having been completed by issuing the Certificate of Completion, accompanied by a schedule of outstanding work and defects.

The QS compiles a payment certificate, taking into consideration outstanding work and defects, and produces a valuation in which half of the retention money is released. The certificate is processed as set out above.

3.3.14 On expiration of the Defects Liability Period (ranging from 3 to 24 months) the QS agree the final account with the Contractor and compile the Final Statement of Cost. The Engineer certifies the Works as having being completed in accordance with the Contract and all defects corrected by issuing the Final Approval Certificate.

The QS compiles the Final Certificate, which releases all retention monies and is processed as set out above.

The surety bond is returned to the Guarantor.

3.4 Invoice Approval Form (Standard Form No ATDP_CE_000081.doc) and Accounts Payable

3.4.1 This form shall be used for all received invoices for payment. No signature or approval requirements shall be deleted from this form unless authorised on the onset by the Project Manager as not applicable.

3.4.2 Form No ATDP_CE_000103.xls shall also be used for the approval of received Payment Certificates. If any signature or approval requirements are removed or not obtained or the form is not used for the approval of Payment Certificates then the relevant Discipline Engineer take full responsibility for ensuring that no outstanding matters relevant to the personnel not contacted are fully complete before the ATD Project Manager signs the Payment Certificate.
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