MM029: Delegated approver access for UCT eProcurement
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This form must be completed by any staff member who:

- is not a fund holder
- will be required to approve eProcurement transactions on behalf of a fund holder.

It allows this staff member to approve transactions in UCT eTravel and eShopping for all the fund centres belonging to a fund holder when that fund holder delegates their approval to this staff member.
Note: The fund holder should only preferably delegate transaction approval to someone on the same level or higher.
For example: Another fund holder, or someone who would normally sign or authorise transactions on behalf of the fund holder. 

Send the completed form to your Faculty/Area Finance Manager who must forward it to:
UCT eProcurement, PPS, 2nd Floor, Meulenhof, Main Road Mowbray.   

See UCT eProcurement website for more information.
A. PERSONAL DETAILS


	Surname
	
	First name
	
	Title
	

	Staff number
	
	Contact telephone no.
	

	Faculty / PASS dept.
	
	Department/Section
	

	Contact email 
	
	Cell number
(Mandatory)
	

	Position
	


B. MOTIVATION FOR APPROVAL ROLE

	Provide a brief motivation why this person requires the Approver role for UCT eProcurement

	


C. MANAGEMENT AGREEMENT

	The staff member named on this form has a legitimate authority to approve transactions in UCT eTravel and UCT eShopping and the access requested is in accordance with their departmental responsibilities.

	HOD name
	
	Signature
	
	Date
	

	Faculty/PASS 
Finance Manager
	
	Signature
	
	Date
	


D. PROCESSING (For office use only)
	Staff member/s linked to roles in MM
	
	Signature
	
	Date
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