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NOTES
a. Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm
b. This form must be completed by the applicant department or faculty for an organisational unit change, addition or termination
c. The Registrar’s Secretariat will update the UCT organisational structure on SAP. 

d. The effective date is the start date of the new or changed organisational structure.  This process will take between one and two months.
e. The org unit code (e.g. REG1P01) may be obtained from your HR Business Partner (HRBP).
ORGANISATIONAL UNIT DETAILS 

	New organisational unit

	Parent unit name
	

	New unit name
	

	Note: Any organisational unit name greater than 40 characters in length, will be abbreviated in SAP

	Effective date (see note d. above)
	

	OFFICE USE ONLY
	New unit code
	
	New org unit type
	

	Changing an organisational unit details

	Existing unit name
	
	Existing unit code 
(see note e. above)
	

	New unit name
	
	Effective date (see note d. above)
	

	OFFICE USE ONLY
	New unit code
	
	New org unit type
	

	Changing a parent organisational relationship

	Existing unit name
	
	Existing unit code
(see note e. above)
	

	Existing parent unit name
	
	Existing parent unit code
	

	New parent unit name
	
	New parent unit code
	

	Effective date (see note d. above)
	

	OFFICE USE ONLY
	New org unit type
	

	Discontinue an organisational unit

	Existing parent unit name
	

	Existing unit name
	
	Existing unit code
(see note e. above)
	

	Effective date (see note d. above)
	


AUTHORITY

	Are there any resultant staff movements?
	Yes      
	No
	If yes, have relevant HR102 forms been submitted to HR?
	  Yes      
	No

	Will there be cost centre changes?
	  Yes     
	No
	If yes, have relevant forms been submitted to Finance?
	  Yes      
	No

	
	PRINT NAME
	SIGNATURE
	CONTACT NO.
	DATE

	Requested by
	
	
	
	

	HR Business Partner (HRBP)
	
	
	
	

	Finance Manager
	
	
	
	

	Dean / Executive Director
	
	
	
	

	Registrar
	
	
	
	


OFFICE USE
	Organisational structure updated by:

	PRINT NAME
	SIGNATURE
	CONTACT NO.
	DATE

	
	
	
	


COMPLETING AN ORGANISATIONAL UNIT FORM

HR104

When do I complete this form?

This form is completed by the Faculty or Department which is requesting that a new organisational unit is created, a change is made, or an organisational unit is to be discontinued.

In the case of multiple requests it is recommended that a new form is submitted for each request, e.g. for a new organisational structure start with the parent organisational unit.

Where do I send this form?

The Registrar’s Secretariat.

When do I submit this form?

By the deadline for items for the Principal’s Circular as approval will be sought through publication in the Principal’s Circular.
What other forms do I need to complete?

If positions or staff members are affected by the organisational changes, HR102 (Change of Appointment) forms must be completed for all affected staff.

If cost centres or funds are affected by the organisational changes, the relevant finance forms need to be completed.
Information about the object abbreviation (for office use only)
The Registar’s Secretariat will derive the SAP Object abbreviation. The 5-7th characters of the object abbreviation can be termed the "organisational type" with values indicated as per table below.
Example: A Pass department that has a 3 letter code given by the Registrars office as HED, will have an object abbreviation (UCT organisational unit code) of HED1P01
	Description
	Type
	Description
	Type

	Executive
	Students

	Vice Chancellor
	X01
	SRC
	S01

	DVC’s
	X02
	SRC substructures and development agencies
	S02

	Academic
	PGSA and its substructures
	S03

	Faculty / CHED
	A01
	Sports council
	S04

	Sub set of Faculty
	A02
	Sports club / code
	S05

	Academic Department
	A03
	Societies and Orgs council
	S06

	Division of Academic Department
	A04
	Student club / society / org recognized by Societies Council
	S07

	Research Centre / Unit / Institute / Group approved by URC
	A05
	External

	Faculty unit that is Admin in nature (e.g. Faculty Office)
	A06
	External – UCT consolidates for financial purposes
	E01

	Faculty facility that is Academic in nature
	A07
	External – UCT does equity accounting
	E02

	Section of Academic Department or Unit
	A08
	Affiliated external entity, not consolidated
	E03

	PASS
	External entity: Trade unions, staff bodies, clubs
	E04

	PASS Department
	P01
	External entity: tenant of student housing
	E05

	Division of PASS Department
	P02
	External entity: other including tenants
	E06

	Section of PASS Department
	P03
	
	

	Sub section of PASS Department
	P04
	
	

	Student Residence
	P05
	
	

	Staff Residence
	P06
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