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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 a payment for an external examiner of Master’s research.
· Once completed this form should be forwarded to the Examinations Office, Room 5.07, Masingene Building.
· The University will process your claim immediately, but we are not notified by overseas banks of errors in accounts or linked accounts until 3 months after our processing of the payment. If you have not received your payment within the timeframe specified by the relevant department, please contact them.
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
	
	
	
	
	
	

	Address of Bank 

(For foreign payments only)


	

	
	

	
	
	Sort or Swift Code
	

	Type of Account (tick)
	Savings
	Current
	Transmission
	Note: Credit card accounts may NOT be used.

	Account Number
	
	IBAN Number
	

	Account Holder Relationship (tick)
	Own
	Joint
	3rd party
	

	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 completed 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: CANDIDATE DETAILS (To be completed by Examiner)
	Name of Candidate
	
	Degree
	

	Signature of Examiner
	
	Date
	


C: CLAIM DETAILS (To be completed by the Faculty Office)
	Faculty
	
	Department
	

	For HR Office Use
	P Area – Ext Organisation
	P Subarea – Ext Examiner
	E Grp – Ad Hoc
	E Subgrp – Fixed Amount 

	
	Fund 
	232056
	Cost Centre
	REG1018

	Tick entry and relevant amount (i.e. R for South African, Swaziland, Lesotho and Namibian residents or, if applicable, $ for residents overseas)

	Minor dissertation – 60 credits
	R 600
	US$70

	Minor dissertation – 90 to 120 credits
	R 900
	US$100

	Full dissertation – 180 credits
	R 1800
	US$170

	MBA research project – 60 credits
	R 600
	N/A

	Professional Master’s research report
	R 400
	N/A

	Law Master’s research report (4 per student)
	R 200 
	N/A


AUTHORITY FOR PAYMENT

	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Faculty Office approval of appointment
	
	
	
	

	DC Number
	
	
	
	
	

	Examinations Office
	
	
	
	

	HR Administrator
	
	
	
	

	For PPS Office Use
	Doc No.
	
	Vendor No.
	
	User ID
	
	Date captured
	

	
	Cheque No.
	
	Cheque Date
	


COMPLETING AN EXTERNAL EXAMINER FORM

(Master’s Research)

HR121

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 a master’s dissertation or research project (or the Postgraduate Diploma please refer to the HR120 form).  The following rates apply for examiners resident in South Africa:
	( Minor dissertation – 60 credits
	R600.00

	( Minor dissertation – 90 to 120 credits
	R900.00

	( Full dissertation – 180 credits
	R1800.00

	( MBA research report – 60 credits
	R600.00

	( Professional Master’s research project
	R400.00

	( Law Master’s research report (4 per student)
	R200.00


In the case of examiners resident overseas (excluding Swaziland, Lesotho and Namibia), an honorarium of either US$100.00 or US$170.00 is paid in all categories listed above (except minor dissertation - 60 credits which is US$70).

Where do I send this form?
After the examiner has completed sections A and B, this form should be sent: 

· to the Faculty Office for completion of section C;
· then to the Examinations Office for approval. 

When do I submit this form?

The forms should reach the Examinations Office by the 25th of each month 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 or documents do I need to complete?

No other forms. Please ensure an invoice is attached for all foreign payments.
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