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GENERAL CHECKIST FOR SUBMISSION OF NON-RESEARCH CONTRACTS VIA THE IMAGENOW CONTRACT MANAGEMENT SYSTEM
	
	Is this a □ New Contract □Renewal or □Addendum of an existing Contract?
(Tick applicable)
NB: If a Renewal or Addendum of an existing Contract, provide the existing signed Contract.

	

	
	Is this a □Main Contract or □Subcontract Agreement?
(Tick applicable)
NB: If Subcontract Agreement, provide the Main Agreement.

	

	NO.
	DESCRIPTION
	YES  /  NO / N/A

	1.
	Have you provided a draft Contract in Word format or a Standard Template Contract?

	

	2.
	Have you provided Proof of authority from Dean/ Head of School/ DVC/ Member of EMC in the format stipulated by Legal Services indicating the cost centre and amounts payable/ received?

If NO, the Contract must be returned to the Instructing Party/Department to ensure compliance.

	

	3.
	What is the total value of the Contract (VAT inclusive if applicable)?

	

	4.
	Have you submitted a copy of the (if applicable):
· Quotation/s received indicating amounts payable?
· Proposal/s, project plan/s or application/s applicable?
· Copy of a budget or estimated budget?

	


	5.
	Have you checked the budget availability in the applicable cost Centre?
(when paying out of UKZN)

	

	6.
	Has the University’s procurement process been complied with?

	

	
	If NO, the Contract must be returned to Instructing Party/ Department to ensure compliance.

If YES, Have you submitted or uploaded a copy of any tender documentation including:
· Advertisement calling for bids
· Bid Document
· Bid submission document for successful bidder
· Adjudication Report
· Resolution of MFST
· Contracts from recognized authority e.g. JBCC, PROCSA, etc
· Letter of appointment or similar document

	




	7.
	Have you provided other party company documentation if not on the UKZN Supplier database?

· Certificate of Incorporation issued by CIPC or its predecessor;
· If a partnership, certified copy of partnership agreement;
· If a trust, certified copy of trust deed and current letters of authority issued by the relevant Master of the High Court;
· If a voluntary association, certified copy of constitution;
· Current BBBEE certificate issued by an organisation accredited by South African National Accreditation System (SANAS) or exemption certificate from Accountant;
· Current & valid Tax clearance certificate;
· VAT registration certificate;

	

	8.
	If other party is an individual, have you provided a certified copy of SA identity document (or foreign passport)?

	

	9.
	Have you verified external party banking details – not older than 3 months?

	

	10.
	Have you provided proof of insurance: original letter from insurance broker’s confirming the type and level of cover (for example, public liability cover in the amount of R 5 million per event etc.)?

	

	11.
	Have you clearly described the deliverables and obligations of the parties to the Contract?
	

	12.
	Does the Contract have a Commencement Date and Termination Date?
	

	13.
	Is there a penalty or breach clause?
	

	14.
	Is there an intellectual property rights clause?
	

	15.
	Have you submitted supporting documentation or Annexures referred to in the Contract?
	

	16.
	Does this funding meet the criteria for a Philanthropic donation?
Is it from a trust or foundation? (then it probably is)
Does it result in any direct benefit or rights to the funder apart from progress and/or expenditure reports or similar (such as IP, right to publish, benefits for the donor) (then it probably isn’t)
	



By signing this Checklist, I confirm that I have verified all of the abovementioned items to the best of my ability.

Signature:	_____________________________________
Name in full: 	_____________________________________
Date: 		_____________________________________


