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1. INTRODUCTION
1.1 It happens that the Company may have some goods that it may wish to sell to the employees as they become available from time to time.

1.2 The Company may declare any of the following items eligible for sale to employees:

1.2.1 Surplus stock.

1.2.2 Obsolete, redundant and economically unserviceable assets (i.e. furniture, computers, kitchenware, etc).
1.2.3 Any other item that has become obsolete or redundant as a result of disuse, repair and/or restoration.
1.2.4 Lost items that are not claimed within three months.
1.3 As a preferred supplier the Company may be able to obtain substantial discounts from their suppliers. The employee may therefore wish to make use of such discounts by purchasing goods through the Company.

2. AIM OF THIS POLICY

The purpose of this Policy is: 

2.1 To explain the conditions pertaining to Staff Purchases.

2.2 To provide guidelines under which the Company will assist employees in purchasing goods through the Company. 

2.3 To explain the procedure for Staff Purchases.

3. SCOPE OF THIS POLICY

This policy applies to all employees at various levels of employment, i.e. Permanent, Fixed-Term and Casual employees as defined by Policy R-2 (Classification of Employees).

4. PURCHASE OF OLD STOCK/USED ARTICLES/REDUNDANT ARTICLES  
4.1 Company goods can be sold to employees for their private use, and that of their immediate family members.

4.2 Goods are sold to employees “as is”, without any guarantees, and purely at the employee’s risk. The Company will not be held responsible for any defects that may be observed on goods at a later stage, as well as any damages incurred as a result of using such goods. 

4.3 The right of ownership transfers to the purchaser when payment is made.

4.4 The Company will attempt as far as possible to advertise in advance (by means of the Intranet and Email facilities) of any goods available for sale to employees.

4.5 In certain instances employees will be required to submit a tender in writing for their purchase offers. The sale will be awarded to the employee with the highest tender.

4.6 No item may be sold without the permission of the Managing Director who has the right to withdraw stock before or during the sale of stock.

5. PURCHASE OF GOODS THROUGH ESRI SOUTH AFRICA SUPPLIERS

5.1 Employees are allowed to use ESRI South Africa Suppliers to obtain goods at cost price.

5.2 An employee must obtain approval before ordering goods from the Company’s Suppliers. Such approval is obtained by completing the Staff Purchase Request Form (see Appendix O-14-1).

5.3 Purchases will be conducted on a Stop-Order basis. The full purchase amount will be deducted from the employee’s salary, which immediately follows the month in which the purchase was made.

5.4 Any repayment period, in excess of one (1) month, must be approved by the Managing Director.

5.5 The Purchaser must submit a fully completed Staff Purchase Request Form (see Appendix O-14-1) to the Purchasing Clerk. 

5.6 One copy of the invoice is given to the purchaser together with the receipt. 

5.7 The purchaser should retain the invoice for proof of purchase and tracking/record purposes.

5.8 Items should be removed from the premises on the day the purchase is made. The Company does not accept liability for theft of or damage to items that have been purchased.

6. AMENDMENTS

The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.


Directors:  S.S. Hine


Directors:  S.S. Hine


