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                                   CO103: Cost center (CC) maintenance

NOTES

· If a fund - cost center (CC) relationship needs to be maintained for new or existing cost centers, also complete a CO113 form
· When making more than five requests, please use the CO103 spreadsheet
· To discontinue the use of a cost center, de-link all funds from the cost center using form CO114 and change the name by adding “CL” to end of the current name using this form. Cost centers cannot be deleted.
	Check the appropriate block                                
	CREATE CC
	
	CHANGE CC
	
	

	

	A
	To be completed by applicant electronically & e-mailed to Faculty/PASS Finance Manager or duly designated Finance Officer for approval.

	1
	COST CENTER NUMBER (If changing)
	
	

	
	
	

	2
	COST CENTER NAME 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	3
	COST CENTER DESCRIPTION

(Starting with org code, max 40 chars)
	
	

	
	

	4
	REASON FOR COST CENTER MAINTENANCE
	
	

	
	

	5
	COST CENTER MANAGER
(Position only unless research, then surname and all initials)
	
	

	
	
	

	6
	DEPT ORG CODE
	
	
	
	If part of Health Science, MAIN DIVISION CODE
	
	
	
	

	
	
	

	
	
	

	7
	COMPLETED BY (name, tel. no. & date)
	
	

	
	
	

	
	
	

	B
	To be completed by Faculty/PASS Finance Manager or duly designated Finance Officer and e-mailed to fnd-finance@uct.ac.za

	1
	COST CENTER GROUP TO WHICH CC BELONGS
	
	

	
	

	2
	COST CENTER CATEGORY
	Academic Staffing (C)
	
	Facilities (T)
	
	Research (H)
	
	

	
	(Check the appropriate block)
	Other Activity (O)
	
	Revenue (V)
	
	Courses (U)
	
	

	
	

	3
	I have checked that Section A has been completed correctly, and have completed Section B myself.
I approve that this cost center be created or changed.

	
	

	
	Faculty/PASS Finance Manager or duly designated Finance Officer
(name, tel. no. & date)
	
	

	
	


	C
	To be completed by Finance System Support team

	1
	PROFIT CENTER
	

	2
	COST CENTER REVIEWED (signature & date)
	

	3
	COST CENTER MAINTAINED (signature & date)
	

	4
	COSTING SHEET ADDED (Continuing activities only)
	ZUCT1
	
	ZUCT2
	
	ZUCT3
	

	5
	FACULTY/PASS DEPT ADVISED (date)
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