SR1

TSHWANE UNIVERSITY OF TECHNOLOGY

CENTRAL TIMETABLE

Request for service
 (For completion by client department)

In accordance with the Policy on Service Subjects, it is required of clients departments (Academic Departments that which will receive a service) to timeously submit a request to the relevant service department (Academic Department which will provide the service) in order to provide ample opportunity to plan and budget for the service.
PROCEDURE:

1. Client Department must complete form SR1 and forward it to the Service Department by no later than 15 August.  A copy should be kept for own records and a copy should be forwarded to the Central Timetable Coordinator.
2. A separate form must be completed for each subject or module

3. When the service is confirmed, a service  level agreement must be drawn up between the two departments (client and service provider) in accordance with the Policy on Service Subjects.

NAME OF CLIENT DEPARTMENT: _______________________________

NAME OF TIMETABLE PLANNER: _______________________________

Tel: X ________
Fax: ___________
e-mail:_____________________@tut.ac.za
SERVICE DEPARTMENT: ______________________________________

NAME OF TIMETABLE PLANNER: _______________________________

Tel: X ________
Fax: ___________
e-mail: _____________________@tut.ac.za
You are hereby requested to provide the following service to the above department:

Subject:_______________________ 
Subject Code: ______________

	Name of programme (N Dip or B Tech)
	

	Number of students
	

	Number of groups (where applicable)
	

	Estimated size of each groups
	


Indicate the following by placing an X in the appropriate square:
	Duration:
	Semester
	
	Year
	
	Full-time
	
	Part-time
	


	Number of periods per week per group:
	Theory
	
	Practical
	


Service is requested, if possible on the following days and periods (Day, time, and period):

Special requests:

