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FM041: Request for exception to finance policy

NOTES

· This form is used to request approval by the Executive Director: Finance for exceptions to finance policies. 
· This form is for motivation purposes only. 
· If this request is approved, this signed form must be attached each time the relevant payment request form is submitted.
	REQUEST SELECTION: This form accompanies my request for: (Please tick appropriate box)

	ADSL/3G usage > R400pm limit 
(PAY005)
	
	UCT cell phone contract 
(GEN004)
	
	UCT Staff payment of tuition fee (PAY005)
	

	Gift vouchers > R500
(PAY008)
	
	Cell phone allowance > limits 
(GEN004)
	
	UCT Parking disc paid from a UCT fund (PAY005)
	

	Airport parking/taxi >R800
(PAY005)
	
	Other (please specify):
	


A: APPLICANT DETAILS
	Surname
	
	Staff number
	

	First name
	
	Title
	

	Department
	
	Tel. Extension (Ext.)
	

	E-mail address if not FirstName.Surname@uct.ac.za
	


B: APPLICANT MOTIVATION FOR EXCEPTION TO FINANCE POLICY
Note: Please note this is a motivation and should include enough information for the ED: Finance to make an informed decision. Simply stating that a research fund is being used is not considered to be sufficiently persuasive.
	

	

	

	

	

	Based on the above motivation, I request the ED: Finance to consider this exception.

	Applicant signature
	
	Date
	


C: SUPPORTED/NOT SUPPORTED BY FUND HOLDER, HOD AND FACULTY/PASS FINANCE MANAGER
	Supported (
	NOT supported (

	Fund holder 
	Name 
	Date 
	Ext. 
	Signature

	Supported (
	NOT supported (

	HOD
	Name 
	Date 
	Ext. 
	Signature

	Supported (
	NOT supported (

	Faculty/PASS FM
	Name
	Date 
	Ext. 
	Signature


D: REQUEST APPROVED BY EXECUTIVE DIRECTOR/S OR NOMINEE/S, AS APPLICABLE 
	( I approve this request as detailed above. 

	( I do NOT approve this request. (Reason has been communicated to applicant.)

	Exec Dir: Finance
	Signature
	
	Date
	

	If nominee, print name
	
	Signature
	
	Date
	

	Executive Director: HR (if UCT staff tuition fee)
	Signature
	
	Date
	

	If nominee, print name
	
	Signature
	
	Date
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