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FM050: Missing supporting documents

This form is used where some of the supporting documents required to process a payment e.g. Purchasing Card (P-card) transactions, reimbursements, mileage claims, advances, subsistence & travel (S&T) and petty cash, are missing and cannot be recovered.
This form is only to be used in exceptional circumstances. Regular use of this form will be monitored and followed up by the Faculty/PASS finance manager.

For amounts less than R100, a hand-written summary providing date(s) and details will be accepted, and this form is not required. However, loss of backup documentation for these amounts will be monitored. Frequent loss is not acceptable and will result in rejection of claims.
Please attach this form (duly completed and authorised) to the relevant request form per below. Send these documents to the departmental purchaser or card processor, who will post the transaction or create the purchase order as appropriate. 
Except for P-Card transactions, both form, other supporting documentation if relevant, and the receipted PO must be forwarded to: UCT Ad Hoc Payments, Creditors section, Finance department, 2nd Floor Meulenhof, 93 Main Road, Mowbray.
This form accompanies my request for: (Please tick appropriate box)
	Reimbursement (UCT Internal) FM045
	
	Mileage claim FM030
	
	Subsistence & travel FM032
	
	Petty Cash
	

	Reimbursement (UCT External) FM049
	
	Advance FM031
	
	Processing P-card transaction
	
	
	


I hereby certify that I have misplaced or not received the original documentation required to support this request, but that the amounts detailed below are valid UCT business expenses. If this transaction is to be charged to a grant or contract, I also certify that the claimed expenses comply with the conditions of the grant or contract.
I acknowledge my legal responsibility that this declaration and all information here below is true and correct.
	Full name
	

	Signature
	                                     
	Signed at
	
	Date
	

	Department
	
	Fund 
	
	Cost Object
	


Details of expenses for which the original supporting documentation is missing:
	Date
	Vendor
	Item
	Reason for missing doc
	Rand value
	Original currency amount

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total value of unsupported claim
	
	


	Please fill in TOTAL value of the attached request (including the unsupported claim)
	


	I confirm that this was a valid UCT business expense and all details completed above are true and correct.

	Line Manager 
	Name
	Date
	Ext
	Signature

	I have checked the details above and approve that this claim is valid and can be processed for payment.

	Fund holder
	Name
	Date
	Ext
	Signature

	For claims exceeding R1500, this form must also be approved by one authority level higher than fund holder.

	HOD/Dean/Exec Director/DVC
	Name
	Date
	Ext
	Signature

	FINAL CHECK & SIGN OFF BY FACULTY/PASS FINANCE MANAGER:

I have checked the details above and confirm that this claim is valid and can be processed for payment.

	Faculty/PASS Finance Manager
	Name 
	Date 
	Ext 
	Signature 


	SAP Document No (P-card)
	
	Processed by
	Date
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