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FACULTY OF HEALTH SCIENCES

Form FHS018: Short courses run by Departments
	Instructions

	· Forms to be downloaded from the Administrative Forms web page at http://forms.uct.ac.za/forms.htm 

· Before review by Faculty Finance, the short course must be discussed with the Faculty Management Accountant or a Dept/DFU Senior Finance Officer, who will help develop an appropriate budget, and assist with tax-related issues.

· Submit to Room E53 44.2 GSH Old Main Building. Faculty Management Accountant.


	A. Short Course Details (Course Convenor is the person responsible for this short course )

	Name of short course:
	

	Course Convenor:
	

	Department:
	

	Division:

	

	Course Administrator:
	

	Telephone Number:
	


	B. Budget

	(i) Approval of budget and cost recovery:

Financial and taxation aspects of the short course must be in accordance with UCT/HSF and SARS requirements and guidelines

Please attach the proposed budget, indicate the VAT status, and include details of short course fees and cost recovery. Include financial statement of previous year or when last delivered.
Prepared/checked by:


	Dept/DFU Senior Finance Officer (Print Name and sign next to it) or
	

	Faculty Management Accountant (FMA) FMA

	

	Approved by:
	

	Finance Manager/ FMA
	


	C. Documentation Checklist (tick)

	1. Budget with cost recovery
	 FORMCHECKBOX 


	2. Signed FHS018 form, with Faculty approval
	 FORMCHECKBOX 


	3. Copy of short course application/registration form.
	 FORMCHECKBOX 


	4. Provide an existing fund number or request a new non-GOB fund (complete SAP form FM003 and forward to Faculty Finance Office).

	 FORMCHECKBOX 


	Date:
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