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FM045: Reimbursement (UCT internal)

This form is for general reimbursements to UCT staff/students. Please use the following forms for specific reimbursements to UCT staff/students:

Mileage claims (FM030) and Subsistence & Travel (S&T) (FM032) 
Send completed form, with purchase order and supporting documentation attached, to: Ad Hoc Payments, 2 Rhodes Ave, Mowbray.
For more information: on Reimbursement policy, refer Finance Department website
	Full Name
	

	Department
	
	Staff #
	
	Purchase order #
	

	SAP staff vendor #
	
	Student #
	
	Goods receipt #
	

	A student who is also a member of staff is required to provide both staff and student number.


NOTE:
a) Staff reimbursements will only be made to SAP staff vendors. To request a SAP staff vendor number, complete form FM040 or e-mail the name and staff number to fnd-purch@uct.ac.za
b) Each reimbursement claim should, where practical, be accumulated to a minimum value of R300.
	Slip #
	Date
	Detail of expenditure
	GL Acc #
	Fund
	Cost Object
	Amount (R)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total reimbursement
	


	I confirm that these are valid UCT business expenses and all details completed above are true and correct.

	Claimant 
	Name
	Date
	Ext
	Signature

	I have checked the details above and approve that this claim is valid and can be processed for payment.

	Fund holder
	Name
	Date
	Ext
	Signature

	For claims exceeding R1,500,  this reimbursement must be approved by one authority level higher than the claimant.

	HOD/Dean/Exec Director/DVC
	Name
	Date
	Ext
	Signature


11 December 2008
No reimbursement will be made unless approved by the authorised signatories.
FM045


