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NOTES

· Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm 
· A Master’s or Doctoral candidate must have a UCT Supervisor. He/she may also have a co-supervisor, or more than one, who is external.

 Co-supervisors, external to the University, who are formally appointed by the Faculty Board, are paid a once off honorarium in the last quarter of the year for the supervision of each Master’s (full dissertation) candidate or Doctoral candidate. 
 A once off honorarium of R3000 / $300 per Master’s (full dissertation candidate and R5000 / $500 per Doctoral candidate.
 External co-supervisors of minor dissertations (regardless of credit value) are not paid.
 For UCT retirees to be paid for co-supervision a Memorandum of Understanding (MoU) must be submitted in support of payment.
 Once completed by the Head of Department this form should be forwarded first to the Faculty Manager (Academic), then to the Examinations Office, Room 5.07, Level 5, Masingene Building  and finally to the relevant HR Administrator. 
EXTERNAL CO-SUPERVISOR DETAILS
	Surname
	
	First Names (in full)
	

	Title
	
	ID or Passport No.
	
	
	
	
	
	
	
	
	
	
	
	
	

	Please attach a photocopy of identity or passport document

	If Passport: Country of issue
	

	Email Address
	
	Fax Number
	

	Residential Address (required by SARS)
	Unit
	
	Complex
	

	
	Street number and name
	
	Suburb
	

	
	City
	
	Postal Code
	

	Mailing Address

(for posting of IRP5)
	

	
	
	Postal Code
	

	Name Account Holder
	

	Name of Bank 
	

	Branch Name
	
	Branch Code
	
	
	
	
	
	

	Type of Account (tick)
	Savings
	Current
	Transmission
	Account 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 with your permanent residential address. On receipt of this form UCT will make application for a tax number on your behalf.


CANDIDATE DETAILS

	Faculty
	
	Department
	

	Name
	Period of Supervision

	
	From
	To

	
	
	


CLAIM DETAILS

	Total Amount (tick)
	R3000
	$300
	Master’s (full dissertation) candidate 

	Total Amount (tick)
	R5000
	$500
	Doctoral candidate

	For HR Office Use
	Fund
	004791
	Cost Centre
	REG1018

	
	P Area External Org.
	P Subarea External Examiner
	E Grp Ad Hoc
	E Subgrp Fixed Amount


AUTHORITY FOR PAYMENT

	
	PRINT NAME
	SIGNATURE
	CONTACT NUMBER
	DATE

	Head of Department
	
	
	
	

	Faculty Office
	
	
	
	

	Examinations Office
	
	
	
	

	HR Administrator
	
	
	
	
	Filing
	


COMPLETING AN EXTERNAL CO-SUPERVISOR FORM
HR123

When do I complete this form?

This form is completed by departments when submitting a claim for payment of a once off honorarium to an External Co-supervisor. Typically, an External Co-supervisor is an individual who has been appointed by the Faculty Board from outside the University to co-supervise a Master’s (full dissertation) or a Doctoral thesis.  

The once off honorarium per Master’s (full dissertation) candidate is paid as follows:

· R3000 for external co-supervisors within South Africa

· US$300 for external co-supervisors outside South Africa.

The once off honorarium per Doctoral candidate is paid as follows:

· R5000 for external co-supervisors within South Africa

· US$500 for external co-supervisors outside South Africa.

Where do I send this form?
This form should be sent 

· first to the Head of Department for authorisation

· then to the Faculty Manager (Academic) for confirmation

· then to the Examinations Office for approval – and

· finally, to the relevant HR Administrator for payment.

When do I submit this form?

To reach HR Administration by the 3rd day of the month in which payment is to be made.

What other forms do I need to complete?

No other forms.  
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