7N Ms A Mxuma
@ Y, 4 Pubiic Enfities; CFO Support
Directorate: Financial Management

e ommesen E-mail: cultyral facilities@westerncape.qov.za

hons Kolor Tel: +27 21 483-2534
Tel: +27 21 483 -2588

—ee e ]

COMPLETION OF THE CREDIT ORDER INSTRUCTION / EFT FORM IN RESPECT OF THE CULTURAL
FACILITIES: RESERVATIONS REFUNDABLE DEPOSIT

This communique serves to inform Organisations/Institutions/Persons on how to complete the Credit
Order Instruction / EFT Form.

1. DETAILS OF ORGANISATION/INSTITUTION/PERSON (Top Section)

Name : To be the full and correct name of Organisations/Institutions/Persons and
must comespond to the booking request/report.
Address : To be the address as per Organisations/Institutions/Persons registration.

Example: if ABC booked and paid for the camp, the credit order instruction / EFT form must have
the same details of ABC.

Important Note: If the name of the refunding Organisations/Institutions/Persons is not the same as
per the booking request/report, a cerlified Affidavit must be obtained from the nearest Police
Station - stating permission to pay the refund amount into a different name/bank account with
the relevant credit order instruction form. Should the refund be paid to persons the affidavit should
state all Identity Numbers.

2.  DETAILS BANK ACCOUNT (Middle Section)
The account details of the Organisations/Institutions/Persons should be the same as the booking
request/report,

Details of Name of Bank, Branch Name, code and Accouni number to be completed
Type of Account : Numerical value to be enfered i.e. 1= Cheque Account

3. AUTHORISATION {Signatory)

The details of person authorizing the Credit Order Instruction/EFT Form to be completed.
(Initials Sumame, Authorizer signature, Date, Telephone No.)

4,  BANK VERIFICATION

The Bank Stamp required by the relevant bank to verify that the account details provided above
{Middle section) belongs to the relevant Organisation/institution/Person.

Important Note: The form will not be accepted if the Credit Order Instruction/ EFT Form has not
been stamped and verified by the relevant bank.

5. Additional information subseguent to the Credit Order Instruction / EFT Form

Paragraph 8.4.3 of the Culiural Facilities Usage Policy makes reference to the disclaimer clause

for damages, breakages and loss stating that, “Should there be any damages, breakages or

losses, the R1000 refundable deposit will be forfeited. A delailed invoice will be provided with the

deductions and if the damages exceed the R1000.00 the client will be lioble to pay the
ifference.”
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