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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· This form is completed when claiming an honorarium for an external examiner – specifically in undergraduate and postgraduate taught courses.   

· Once completed this form should be forwarded to the Examinations Office, Room 5.07, Masingene Building.
A: EXAMINER DETAILS (To be completed by Examiner)
	Surname of Examiner
	
	First Names (in full)
	

	Title
	
	Date of Birth
	
	Staff No (office use)
	

	ID or Passport No.
	
	
	
	
	
	
	
	
	
	
	
	
	
	Gender (tick)
	Male
	Female

	Please attach a photocopy of identity or passport document and any work permits
	
	
	

	If Passport: Country of issue
	

	Ethnic Origin (tick)
	African
	Coloured
	Indian
	White

	
	If none of the above, give details
	

	Email Address 
(for IRP5 purposes)
	

	Contact Tel. Number
	
	

	Residential Address 

(required by SARS)
	Unit
	
	Complex
	

	
	Street number and name
	
	Suburb
	

	
	City
	
	Postal Code
	

	Please indicate your preference regarding your honorarium below:  
Should you wish to donate the honorarium, a list of fundraising priorities can be found at: http://www.alumni.uct.ac.za/fundraising/fundraising-priorities. 

	
	I wish to donate my honorarium to the following fund:
	

	
	I do not wish to donate my honorarium (please complete applicable banking details below)  

	Name of Bank
	
	Name of Account Holder
	

	Branch Name
	
	Branch Code
	
	
	
	
	
	

	Account Holder Relationship (tick)
	Own
	Joint
	3rd party
	

	Type of Account (tick)
	Savings
	Current
	Transmission
	Account Number
	

	Tax Reference Number
	
	
	
	
	
	
	
	
	
	
	(A tax reference number starts with a 0, 1, 2 or 3)

	If you are a resident in South Africa you must declare your tax reference number in order to be paid. 

If you have worked before, please contact SARS (0800 00 72 77) for your tax reference number. If you don’t have a tax reference number, please complete this form in full including your permanent residential address. On receipt of this form, UCT will apply for a tax number on your behalf.


	I certify that all information I’ve completed on this form is true and correct.
I declare that I am not currently employed on a permanent or part-time basis with the University of Cape Town.

	Signature of Examiner
	
	Date
	


B: CLAIM DETAILS (To be completed by Department)
	Faculty
	
	Department
	
	Examination Period
	Yr
	
	Mth
	

	For Office Use
	P Area – External Org
	P Subarea – External Examiner
	

	
	E Group – Ad Hoc
	E Subgroup – Fixed Amount
	

	
	Fund
	232055
	Cost Centre
	REG1018

	SCRIPTS / QUESTION PAPERS – UNDERGRADUATE AND POSTGRADUATE

	Course Code
	No. Question Papers Checked
	Rate per Question Paper
	Subtotal for Checking
	No. Scripts Checked
	Rate per Script Checked
	Subtotal for Checking
	Total for Course

	
	
	R 
	R 
	
	R 
	R 
	R 

	
	
	R
	R
	
	R
	R
	R

	
	
	R
	R
	
	R
	R
	R


B: CLAIM DETAILS (continued)
	ESSAYS / PROJECTS / REPORTS – UNDERGRADUATE AND POSTGRADUATE

	Course Code
	No. of UG Bachelor degree (incl. 4th year) essays / assignments at R60.00
	No. of PG coursework essays examined at R150.00
	No. of PGDip research paper /report/project at R400.00
	No. of Honours 30 credit (NQF 8) research essay/projects examined at R400.00
	No. of Masters research essay/projects examined at R400.00
	Subtotal for examining
	Total for Course

	
	
	
	
	
	
	R
	R

	
	
	
	
	
	
	R
	R

	
	
	
	
	
	
	R
	R

	
	
	
	
	
	
	R
	R

	ORALS / PRACTICALS

	Course Code
	Number
of Half Days
	Rate per Half Day
	Sub-total for Half Days
	Number of Whole Days 
	Rate per Whole Day
	Sub-total for Whole Days
	Number of Hours
	Rate per Hour
	Sub-total for Hours
	Total for Orals / Practicals

	
	
	R
	R
	
	R
	R
	
	R
	R
	R

	
	
	R
	R
	
	R
	R
	
	R
	R
	R

	
	
	R
	R
	
	R
	R
	
	R
	R
	R

	
	GRAND TOTAL
	R


AUTHORITY FOR PAYMENT

	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Head of Department
	
	
	
	

	Faculty Office approval of appointment
	DC Number:
	
	
	
	
	

	Examinations Office
	
	
	
	

	HR Administrator
	
	
	
	


COMPLETING AN EXTERNAL EXAMINER FORM

(Taught Courses)
HR120

When do I complete this form?

This form is used by departments when submitting a claim for payment to an External Examiner who has been appointed to examine undergraduate or postgraduate taught courses. The following rates apply:

	1.
	UNDERGRADUATE

	
	( Moderate examination question papers
	R350.00 
	Per undergraduate paper

	
	( External examining of marked student scripts
	R25.00 
	Per script (2-hour written)

	
	
	R30.00
	Per script (3-hour written – other than final)

	
	
	R40.00
	Per script (4-hour written or 3-hour final major)

	
	( External examining of coursework essays or assignments (including professional Bachelors)
	R80.00
	Per essay (final qualifying course)

	
	( Oral or practical examinations 

(only when these are NOT part of another examination) including clinical subjects and the performing and creative arts.
	R1500.00
	Per day or

	
	
	R800.00
	Per half day or 

	
	
	R200.00 
	Per hour

	2.
	POSTGRADUATE (i.e. Honours, Postgraduate Diplomas, MBA and other taught Master’s programmes)

	
	( Moderate examination question papers
	R350.00
	Per final postgraduate paper

	
	( External examining of marked student scripts
	R60.00
	Per script

	
	( External examining of coursework essay
	R150.00
	Per essay

	
	( External examining of essays or projects or reports 
(where the course is examined by an essay/project/report and there is no exam - except reports that are less than 30 credits)
	R400.00
	Per essay

	
	
	R400.00
	Per postgraduate Diploma/Research paper/Report/Project

	
	
	R400.00
	30 credit research courses in Honours degree (NQF L8)
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4th year of a Professional Bachelors course will be paid as an undergraduate claim.
Where do I send this form?

This form should be sent:
· first to the Head of Department for authorization of payment
· secondly to the Faculty Office for confirmation of appointment through the Dean’s Circular (DC)
· lastly to the Examinations Office for final approval of payment. The Examinations Office will send it to the relevant HR office or Foreign payments department for processing of the payment.
When do I submit this form?

The forms should reach the Examinations Office by the 25th of each month in order for payment to be processed in the following month’s pay-run. 
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Forms which are submitted during the exam period will only be processed after all exams have been completed.

What other forms do I need to complete?

No other forms.  
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