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NOTES 

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· This form is used for changes to funds and cost centers/orders only
	Submission Date 
	By 3rd of the month
	Help Document
	See page 2

	Personnel Area
	
	Department
	
	Change effective from (ddmmyyyy)
	


FUND AND COST CENTER DETAILS

	Staff Number
	Surname
	Initials
	Title
	Date of Birth

(ddmmyyyy)

(if no staff no.)
	Cost Center
	Real Internal Order
	Fund
	Fund Holder

(if >  one fund change)
	Position Number

(for office use)

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


AUTHORITY FOR CHANGES

	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Administrator
	
	
	
	

	Fund Holder (if only one fund)
	
	
	
	

	Area Finance Manager
	
	
	
	

	
	
	
	
	

	HR Administrator
	
	
	
	


COMPLETING A MULTIPLE CHANGES TO FUNDS AND/OR COST CENTERS/ORDERS FORM

HR115

When do I complete this form?

This form is used by departments when they wish to make changes to funds and/or cost centers/orders for a number of staff.  This would occur, for example, in the case of departments restructuring or merging.

Only contract staff can be appointed against orders.  Only orders starting with ZREA or ZDET can be used for this purpose.
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If more than one fund holder is involved, each should sign approval in the second last column as indicated.

Where do I send this form?

This form should be sent 

· to the fund holder/s for approval

· then to your Area Finance Manager for fund and cost center/order verification – and  

· finally, to your HR Administrator for capturing.

When do I submit this form?

By the 3rd day of the month in which the changes are to be affected.

What other forms do I need to complete?

No other forms.  
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