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NOTES     

 Forms must be downloaded from the UCT website: http//forms.uct.ac.za/forms.htm  

 This form is used to process a once-off payment to an academic permanent or contract staff member already on the monthly payroll.  See ‘Once-off Payment’ under ‘Type of Payment’ below. For PASS staff, please use form HR105b.
 It is also used for any allowance paid monthly.
 It is NOT used for additional appointments.  In this regard please use form HR100a.

	Submission Date
	By 3rd of the month
	Help Document
	See page 2
	


PERSONAL DETAILS

	Staff Number 
	
	Date of Birth (ddmmyyyy)
	

	Surname
	
	Title
	

	First Names 
	


PAYMENT DETAILS

	Period of Payment
	From (ddmmyyyy)
	
	To (ddmmyyyy)
	

	Type of Payment (tick)
	Acting Allowance
	HOD Allowance
	Deputy Dean Allowance

	
	Once-off Payment
	Additional salary
	

	Hours worked (if Once-off Payment)
	
	Rate per hour
	

	Fund
	
	Real Internal Order
	
	Cost Center
	

	Department
	

	Monthly Amount (if Allowance)
	R

	Total Amount (if Once-off Payment)
	R

	Reason for Payment 
(if Acting Allowance or Once-off Payment)
	

	
	

	
	

	
	

	Note: Supporting documentation for the additional payment must be attached.


ACADEMIC STAFF: AUTHORITY FOR PAYMENT (as per the HR delegated authorities document)
	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	HOD / Budget holder
	
	
	
	

	Area Finance Manager
	
	
	
	

	Dean / Nominee 
	
	
	
	

	If payment greater than R25 000 (in addition to the authorities above)

	Deputy Vice-Chancellor for academic staff
	
	
	
	

	If payment greater than R100 000 (in addition to the authorities above)

	Vice Chancellor 
	
	
	
	

	

	HR Administrator
	
	
	
	


COMPLETING AN ADDITIONAL PAYMENT (ACADEMIC STAFF) FORM

HR105a
When do I complete this form?

This form is used by departments when processing an allowance for, or making a once-off payment to, an academic employee who is already on the University’s monthly payroll. Monthly allowances may be paid to 

· an employee serving in an acting capacity

· a Head of Department – or Acting Head where the appointment is three months or more

· a Deputy Dean

Where do I send this form?

As per the HR delegated authorities document (points 4.2 and 4.3), departments should send this form    

· first, to the Recommending Authority for approval (depending on the payment amount either Head of Department / budget holder or Dean)
· then to their Area Finance Manager for verification of fund number, cost center, payment cost details and signatures

· then to the appropriate Final Authority depending on the payment amount (i.e. Dean, Deputy Vice-Chancellor: Academic staff matters and Vice-Chancellor) and

· finally, to their HR Administrator for payment.   
What other documents do I need to submit?

Supporting documentation for the additional payment must be attached e.g. appointment letter, motivation, email from Head of Department.
When do I submit this form?

In time to reach HR Administration by the 3rd day of the month in which payment is to commence or be paid.
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