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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· This form should be used in conjunction with the interim finance policy on Remote Connectivity (GEN006). 

· For data allowances, please use the HR109a (Data allowance multiple payments) form.
· See page 2 for help when completing this form.  

· All completed forms must be sent to the HR Administrator for your department.

APPLICANT DETAILS
	Surname
	
	Staff Number
	

	First Name/s
	
	Title
	

	Department
	
	Cell Number 
	

	Fund Number
	
	Cost Center
	
	Real Internal Order
	

	Email Address
	
	Tel. Extension
	


MONTHLY TAXABLE ALLOWANCE

	Category 1 (<R500 pm)
	R 
	pm
	Start Date
	
	End Date
	

	Category 2 (>=R500 pm)
	R
	pm
	Start Date
	
	End Date
	


AUTHORITY

	
	PRINT NAME
	SIGNATURE
	CONTACT NO.
	DATE

	I request that I be approved for this allowance and agree to abide by the conditions, as specified in Finance Policy GEN006. I accept that the onus is on me to inform the HR Department of any cancellation arising from theft, sale, termination of contract, etc. as soon as possible after the event.

	Applicant
	
	
	
	

	I approve this staff member for the cell phone allowance category as indicated above.

	Fund Holder 
(if not same as Final Authority)
	
	
	
	

	Final Authority 
	
	
	
	

	Faculty/PASS 
Finance Manager
	
	
	
	


PROCESSED BY
	
	PRINT NAME
	SIGNATURE
	CONTACT NO.
	DATE

	HR Administrator 
	
	
	
	



COMPLETING A CELL PHONE ALLOWANCE FORM

HR109

When do I complete this form?

This form is used by employees who are eligible to receive a cell phone allowance. Please refer to the interim finance policy on Remote Connectivity (GEN006) for eligibility.
Which category do I fall into?

· Category 1: Staff who use their own device where their UCT job functions require the use of a cell phone on campus.

· Category 2: Staff who use their own device and have a position where 24/7 connectivity is essential in meeting the requirements of the job both on and off campus.
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Cell phone allowances outlined for category 1 and 2 are planned and budgeted for as part of the operations of a unit or department and the assessment of the need is done within that context, as for any other activity.
Determining the monthly cell phone allowance

· Select either category 1 or 2 (see section directly above).

· Assess the average business usage on your cell phone over a reasonable period.

Is the cell phone allowance taxable?

Yes, the allowance is taxable. 

Is the cell phone allowance part of your COE?

No, this is an additional allowance that does not form part of your COE (Cost of Employment).

Where do I send this form?

This form should be sent:
· first to the fund-holder 
· then to the Final Authority for approval, usually Head of Department (HOD) / Director. 
If the applicant is an HOD / Director / Dean / Executive Director / Registrar / DVC / COO, the Final Authority is the applicant’s line manager.
· then to the Faculty/PASS Finance Manager for confirmation, and;
· finally, to the relevant HR Administrator.

When do I submit this form?

In time to reach HR Administration, by the 3rd of the month in which payment of the allowance is to commence

What other forms do I need to complete?

No other forms.  
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