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NOTES

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

· This form must be completed by the Head of Department or Organisational Unit whose budget will carry the costs incurred.  Such budget must have been approved in advance so that other funds are not diverted for this purpose.

· Further details of UCT policy in respect of overtime and standby may be found at http://www.hr.uct.ac.za/hr/service/pass/overtime/
	Department / Section
	

	Fund
	
	Cost Center
	
	Real Internal Order
	

	PERSONAL DETAILS
	PERIOD WORKED
	OVERTIME HOURS
	STANDBY HOURS
	REASON

	Staff Number
	Surname, First Name
	From 
	To 
	@ Time and a Half
	@ Double Time
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Form completed by
	


AUTHORITY FOR PAYMENT

	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Administrator / Fund Holder
	
	
	
	

	Head of Department
	
	
	
	

	Area Finance Manager
	
	
	
	

	Final Authority (if required)
	
	
	
	

	HR Administrator
	
	
	
	


COMPLETING AN OVERTIME AND STAND-BY PAYMENTS FORM

HR107

When do I complete this form?

This form is used by department when they wish to pay employees for overtime worked – or for periods of stand-by.
Note: The My Timesheets tile in HR Employee Self-Service may now be used to submit overtime and standby hours for line manager approval in place of this form. See also: Overtime policy and guidelines.
Where do I send this form?

This form should be sent

· first to the Line Manager or Head of Department for approval

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

· then to your Dean or Executive Director, if required – 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?

No other forms.
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