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NOTES

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

· This form is used when making variable payments to staff who have already been appointed on a paid-on-claim contract via form HR100.  Such payments are made on payday at month end (i.e. on 25th of the month).  

· It may also be used to make a leave payout to paid-on-claim staff.

	Submission Date
	By 3rd of the month
	Additional Forms
	Preceded by HR100
	Help Document
	See page 2


EVENT
	Event Type (tick)
	Multiple Payments
	Leave Payout
	Department
	

	Period of Payment
	From (ddmmyyyy)
	
	To (ddmmyyyy)
	
	(Limited to 1 calendar month)


PAYMENT DETAILS

	Staff

Number

(not Student Number)
	Surname and First Name
	Fund
	Cost Center
	Real Internal Order
	Multiple Payments / Leave Payout

	
	
	
	
	
	MP or LP?
	To Fees?
	Hours
	Hourly Rate
	Total Amount

	
	
	
	
	
	
	
	
	Rands
	Cents
	Rands
	Cents

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


	Form completed by
	


AUTHORITY FOR APPOINTMENT AND FUNDS

	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Administrator / Fund Holder
	
	
	
	

	Head of Department
	
	
	
	

	Area Finance Manager
	
	
	
	

	HR Administrator
	
	
	
	



COMPLETING A MULTIPLE PAYMENTS FORM

HR106

When do I complete this form?

This form is used by departments when they wish to

· make variable payments to staff who have already been appointed on HR100 on a paid-on-claim contract

· pay out such employees at the end of their contract for leave not taken
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· A paid-on-claim appointment is set up initially by completing form HR100.  Thereafter, payments of variable amounts at variable intervals may be requested by completing HR106.

· Hourly rates are calculated according to the following formula: 
COE / 12 / 21.67 / 8 for academic staff; 

COE / 12 / 21.67 / 7.5 for PASS staff.

· The form does allow departments to indicate that a payment should be directed to the Fees Office towards the settlement of fees.

· MP = Monthly Pay. Enter the actual hours worked as Monthly Pay.

· LP = Leave Pay. Enter the hours claimed as Leave Pay for the month. According to the Basic Conditions of Employment Act, annual leave is accrued at a rate of 1 hour for every 17 hours worked, provided the person works more than 24 hours per month. This leave pay should be claimed on a month by month basis during the period of the contract. Leave not claimed in this way must be paid out at end of contract, provided the employee has worked more than 4 months.
Where do I send this form?

This form should be sent 

· first to your Head of Department for approval

· then to the Area Finance Manager (or nominee) for verification of fund, cost center, payment cost details and signatures - and

· finally, to your HR Administrator for payment.

When do I submit this form?

In time to reach HR Administration, Bremner Building, by the 3rd day of the month in which payment is to be made.

What other forms do I need to complete?

Multiple Payment forms must be preceded by an Appointment form (HR100).  
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