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	PRASA VENDOR MASTER INPUT AND ASSESSMENT FORM 



	Company Code
	Purchasing Organisation
	Purchasing Group


	Payment Terms
	Accounting Clerk
	Trade (SCM)
	Sundry (FI)
	Payroll (HR)

	
	
	
	
	
	
	
	

	Mandatory Fields: For Office Use Only
	Value of the RFQ:


R999 999 and Less 


R1000 000 and Above 
            VAT Certificate Compulsory 

Requested by: ___________________

                         Name Handwritten
	Date: __________________               




Supplier Contact Details
	Name of Business
	

	Trading name
	

	Registration Number
	

	VAT number
	

	Income Tax Reference number
	


	Business street Address
	

	
	
	Postal Code
	

	Business Postal 

Address
	

	
	
	Postal Code
	

	Telephone number
	
	Fax number
	

	Cellular Phone

Number
	
	E-mail address
	

	Contact Person
	

	ACCREDITATION 
	YES
	
	NO
	

	CERTIFICATION BODY [CIDB, CETA etc.]
	


	Compulsory
	 Banking Details


	Bank Details 

	To be Validated on CSD


Compulsory

	Sourcing Department [Rolling Stock, Infrastructure, HR etc.
	


Compulsory: Product / Services Category [where applicable you can include more than commodity



	1.
	4

	2.
	5.

	3.
	6.

	SHAREHOLDER/OWNERSHIP


	Attach the CSD Report



	Of the organization and duly confirms that the information given above is authentic. I also declare that I fully understand that any inaccurate information that is deliberately supplied herein will lead to be disqualification of my application.
Signature of Supplier 

	Signed by______________________________________
	Signature_____________________________
	DATE_____/_______/____


Please note that all vendors that have been awarded a contract and RFQ to a value of R 1000 000 and above should be VAT registered unless declared by SARS as VAT Exempted 
	FOR OFFICIAL USE BY END USER DEPARTMENT
	FOR OFFICIAL USE BY SCM/ FINANCE /HCM

	PLEASE NOTE THE FIELDS BELOW ARE COMPLUSORY 

Value of the RFQ:


R999 999 and Less 

R1000 000 and Above 
             VAT Certificate Compulsory 

Approved by: __________________________________________

Signature: _____________________________________________

Name of vendor________________________________________

Handwritten by a manager

Date​​​​​​​​​​​​​​​​​______________________________________________________


	PLEASE NOTE THE FIELDS BELOW ARE COMPLUSORY 

Value of the RFQ:

R999 999 and Less 

R1000 000 and Above 
             VAT Certificate Compulsory 
Approved_____________________________________

Signature_____________________________________________

Name of vendor________________________________________

Handwritten by a manager

Date 

__________________________________________________

	APPLICATION CHECKED FOR COMPLIANCE AND LOADED BY:

	APPLICATION CHECKED FOR COMPLIANCE AND APPROVED BY:

	Signature: _____________________________________________

Date ________________________________________________
	Signature: _____________________________________________

Date _________________________________________________




Trade Vendor Checklist 

	Document
	Available/not available

	Vendor input forms signed by the SCM and the End-User manager

 [ internal/ official]
	

	Most Recent CSD Full Report confirming the following:

· Verified Banking details 

· Tax Compliance Status 
	

	BBBEE Rating Certificate / Affidavit: Only the following are acceptable

· EMEs: Affidavit/ B-BBEE Certificate Issued by CIPC or DTI

· QSEs 51% and above Black Ownership: Affidavit

· QSEs below 51% Black Ownership and Generics: SANAS Accredited Agency
	

	SARS Tax Compliance Status Pin Letter/ Tax Exemption Certificate from SARS [where applicable]

VAT Zero Rating Certificate from SARS [where applicable]
	

	Accreditation/ Affiliation [PSIRA, CIDB]
	

	Restricted or not Restricted  

[For Office use only]
	


Trade Vendor Post Award but TCC invalid Checklist 
	Document
	Available/not available

	Vendor input forms signed by the SCM and the End-User manager

 [ internal/ official]
	

	Most Recent CSD Full Report confirming the following:

· Verified Banking details 

· Tax Compliance Status
	

	BBBEE Rating Certificate / Affidavit: Only the following are acceptable

· EMEs: Affidavit/ B-BBEE Certificate Issued by CIPC or DTI

· QSEs 51% and above Black Ownership: Affidavit

· QSEs below 51% Black Ownership and Generics: SANAS Accredited Agency
	

	SARS Tax Compliance Status Pin Letter/ Tax Exemption Certificate from SARS [where applicable]

VAT Zero Rating Certificate from SARS [where applicable]
	

	Tax Compliance History [For Office use only]
	

	Accreditation/ Affiliation [PSIRA, CIDB]
	

	Dated Purchase Order / Letter of Award
	

	Assessment Form signed by Project Manager/ End-User
	

	Restricted or not Restricted  
[For Office use only]
	


Incorporated JV

	Document


	Available/not available

	Vendor input forms signed by the SCM or the line manager and the End-user manager [ on the last page of the vendor master input an assessment form]
	

	JV CSD Report
	

	Tax Pin of the JV

[required by SA JV tax law]
VAT Certification from SARS [where applicable]

VAT Zero Rating Certificate from SARS [where applicable]
	

	JV Joint Bank Account verified on CSD
	

	Consolidated verified B-BBEE Certificate [ In terms of clause 7.2 of section 9 (1) of B-BBEE Act 2003as amended] 

Note – We cannot use individual JV member B-BBEE Certificate 
	

	JV Company letter Head
	

	Consolidated CIDB Grading 
	

	Supplier Not restricted by National Treasury [For Office Use Only]
	


Unincorporated JV [UJV] Consortiums & Partnership Ventures Checklist

	Document


	Available/not available

	Vendor input forms signed by the SCM or the line manager and the End-user manager [ on the last page of the vendor master input an assessment form]
	

	· CSD Report of the UJV 

· CSD Reports of all parties to the UJV
	

	Confirmation of the Tax Compliance Status of all parties to the UJV

Tax compliance Status Pins of all Parties to the UJV

[required by SA JV tax law]
Tax Exemption Certificate from SARS [where applicable]
	

	Requirements of Section 51 of the VAT Act

Tax Compliance Status Pin / VAT Certificate for UJV
VAT Zero Rating Certificate from SARS [where applicable]
	

	UJV Joint Bank Account verified on CSD
	

	Consolidated verified B-BBEE Certificate [ In terms of clause 7.2 of section 9 (1) of B-BBEE Act 2003as amended] 

Note – We cannot use individual JV member B-BBEE Certificate 
	

	Consolidated CIDB Grading 
	

	Supplier Not restricted by National Treasury [For Office Use Only]
	


Name Change Checklist

	DOCUMENTS NEEDED


	Available/not available

	Vendor input forms signed by the SCM and the End-User manager

[ internal/ official]
	

	Letter from the vendor/ supplier requesting the change, (signed by two directors if there is more than one director) OR

A Board resolution summoning the change 
	

	Most Recent CSD Full Report confirming the following:

· Verified Banking details 

· Tax Compliance Status / Tax Exemption Certificate from SARS [where applicable]

· VAT Zero Rating Certificate from SARS [where applicable]
	

	BBBEE Rating Certificate / Affidavit: Only the following are acceptable

· EMEs: Affidavit/ B-BBEE Certificate Issued by CIPC or DTI

· QSEs 51% and above Black Ownership: Affidavit

· QSEs below 51% Black Ownership and Generics: SANAS Accredited Agency
	

	Company Registration Documents reflecting the changed name. 
	

	Company Letter Head reflecting the name

change 
	

	Accreditation/ Affiliation [PSIRA, CIDB] Reflecting New Name 
	

	SARS Tax Compliance Status Pin Letter  
	


Banking Details Change Checklist 

	DOCUMENTS NEEDED


	Available/not available

	Vendor input forms signed by the SCM and the End-User manager

 [ internal/ official]
	

	Most Recent CSD Full Report confirming the following:

· Verified Banking details 

· Tax Compliance Status / Tax Exemption Certificate from SARS [where applicable]

· VAT Zero Rating Certificate from SARS [where applicable]
	

	Letter from the vendor/ supplier requesting the change, (signed by two directors if there is more than one director) OR

A Board resolution summoning the change 
	

	Existing Vendor number
	

	Purchasing organization
	

	SARS Tax Compliance Status Pin Letter
	

	BBBEE Rating Certificate / Affidavit: Only the following are acceptable:

· EMEs: Affidavit/ B-BBEE Certificate Issued by CIPC or DTI

· QSEs 51% and above Black Ownership: Affidavit

· QSEs below 51% Black Ownership and Generics: SANAS Accredited Agency
	

	Accreditation/ Affiliation [PSIRA, CIDB]
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