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SAP05 - Request for a new / changed 
purchasing group / delivery address

Send the completed form to:
Purchasing & Payment Services (PPS) – Master Data Section,
2nd Floor Meulenhof (previously known as Shell Court), 93 Main Road, Mowbray.
A. Please complete the details of the new / existing purchasing group.

	Dept / Section Name
	
	

	Organisational Code
	
	3 characters


B. Please check the option that best suits your request.

	New dept / section needing a new purchasing group
	

	
	

	Existing dept / section needing a new purchasing group
	

	
	

	Delivery address change for existing purchasing group
	


C. Please complete the delivery address for this purchasing group in the form in which you would like it to appear on UCT Purchase Orders generated on SAP.

	Dept/Section Name
	
	30 characters

	Room
	
	30 characters

	Building
	
	30 characters

	Access Address
	
	30 characters

	Campus
	
	30 characters

	Suburb
	
	25 characters

	Post Code
	
	10 characters


D. List user names to be attached to new purchasing group:

	Name
	SAP User Name

	
	

	
	

	
	

	
	

	
	

	
	

	
	


E. FOR OFFICE USE ONLY.

	Approved by PPS Master Data
	
	Signature
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