SERVICE

REQUIREMENTS COST TIMELINE

Within twenty seconds for
Nil telephone calls and

enquiries, and seven

days for correspondence

Courteous and prompt response

Proof of remittance of funds and
authentic list(s) of beneficiaries from the
donor

Within seven days

Evidence of payment by presentation of

payment slips or bank advice Immediately

Letter of award from sponsor,
registration number and bank details of
beneficiary;

confirmation of receipt of funds

Two working days before
month end

End of year procedures and documents

Certified mvoices

Letter from the transport officer and
banking slip to VIVO

Nil By 30" September

Nil Within fourteen days

Nil Within one day

MoUs and guidels financial o
0 s. and guidelines on financia Nil Within seven days
reporting from the donor

Payroll deduction list and bank details of | By 9% day of the following
beneficiaries Nil month

Local purchase order or contract and

invoice proof of services rendered or Nil Within thirty days
g0ods delivered and bank details

Supplier’s PIN certified invoice Nil Within fourteen days

Complaints, Compliments and Suggestions should be forwarded to:

Complaints may also be submitted to the Commission for Administrative Justice, Office of Ombudsman:




