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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
	Submission Date / Time
	By Tuesday at 10h00
	Additional Forms
	Completion of this form follows an appointment submitted on form HR100a.


PAYMENT / REDUCED PAY DETAILS

	Period
	From
	
	To
	
	

	WAGE TYPE                                                                                                                       
	2024 / 2025
	2405

	Staff Number
	Surname and First Name
	Hours
	Hourly rate
	Gross Salary
	Cost Centre / Real Internal Order
	Fund 
	S & T Amount
	Cost Centre / Real Internal Order
	Fund

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


AUTHORITY FOR PAYMENT AND FUNDS

	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Administrative Director
	
	
	
	

	Baxter Accountant
	
	
	
	

	HR Administrator
	
	
	
	


COMPLETING A BAXTER PAYMENTS FORM

HR108

When do I complete this form?

This form is used by the Baxter Theatre only.  It enables the Baxter to make variable payments to employees on a weekly basis.
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HR108 cannot be used to make a payment unless the employee has already been appointed on a HR100a form.

Where do I send this form?

This form should be sent 

· first to the Administrative Director

· then to the Baxter Accountant - and

· finally, to your HR Administrator for payment.

When do I submit this form?

In time to reach HR Administration, Bremner Building, by Tuesday each week at 10h00.

What other forms do I need to complete?

The Appointment form (HR100a) must be submitted prior to the completion of this form.
7 December 2016

         Page 1 of 2



  





     HR108

