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FM052: Request for 
Student award/ prize from investment fund

· To be used when a student award/prize is required from an investment fund.
· If the fund to be debited is NOT an investment fund, please use a Purchase Order via Creditors (SAP vendor number still required).

· Awards/prizes will be paid directly into the recipient’s bank account, and a SAP vendor number is required.
· To request a student SAP vendor number, purchasers must complete the New Vendor Request transaction within SAP. Ensure “Student vendor” is selected.  

· To request a SAP staff vendor number, complete form FM040 or e-mail the name and staff number to fnd-purch@uct.ac.za).
Note: The completed form, signed off by Treasury, must be received by Creditors by Monday if the payment is to be included in the payment run by end of that week. A remittance advice will be sent to the recipient.
· Complete the unshaded areas only.
· Complete section A, obtain authorisations required in Section B, and email the completed form to the Treasury Section                             ( Fnd-treasuryreq@uct.ac.za ) 
	SAP document number
	1900
	
	
	
	
	
	


	A. To be completed by Department requesting award/prize:

	A1 Student details:

	Name
	
	Student number
	

	SAP student/staff vendor number
	
	Staff number*
	

	*A student who is also a member of staff is required to provide both staff and student number

	Amount
	
	In words
	

	Reason for request
	

	Required by (date)
	

	A3 Fund, cost centre and account code details:

	Investment Fund
	
	Cost Centre/RIO
	

	This is a Post Grad Prize (GL Account 1800)
	
	This is an Under Grad Prize (GL Account 1840)
	

	A4 Department details:

	Contact person
	
	Contact number
	

	Contact email
	

	Department name
	

	Signature & Date
	


	B. Authorisation for issue of student prize/award from investment fund

	I authorise that the above fund be debited and confirm that all details on this form are true and correct.

	Fund Holder
	Name:
	Signature:
	Date:

	I have checked the financial details, including budget availability, & confirm that this request can be processed.

	Faculty Finance Manager
	Name:
	Signature:
	Date:


	C. To be completed by Treasury office 

	I have checked and captured the details of this request on SAP

	Treasury Officer
	
	Signature & Date
	

	Authorised by 
	
	Signature & Date
	

	Treasury office must forward completed form to fnd-claims@uct.ac.za 
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