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	Employee Name: 
	 
	Contact Number:
	

	Department:
	 
	Email:
	

	 

	

	Describe item(s) to be purchased:

	(Item 1)

	(Item 2)

	(Item 3)

	(Item4)

	Estimated Price:
	Item 1
	R
	Supplier:
	

	
	Item 2
	R
	
	

	
	Item 3
	R
	
	

	
	Item 4
	R
	
	

	
	Total
	R
	
	

	Undertaking by employee:


	1. I hereby request Management’s authorisation to purchase the above item, which is for my personal use, through the Company’s financial system.

	2. Should my request be accepted, I hereby authorise the Company to deduct the purchase price from this item(s) from my monthly salary immediately following the date of this purchase.  (To me completed by purchasing Clerk).

	Employee Signature:
	Date:

	Authorisation by Manager: The above request has been accepted

	Manager Signature:
	Date: 

	To be completed by the Finance Department

	Purchase Order Number:
	
	Date:

	Purchase Order Issued By:
	
	Communicated to Payroll Administrator:
	



Directors:  S.S. Hine


Directors:  S.S. Hine, V.V. Gobodo, D. Busser (USA)



