MOTIVATION & REQUEST FORM FOR THE USE OF SKILLS LEVY FUND
Criteria for the use of skills levies as directed by the Employment Equity and Training Committee (EETC):
1. Programme must be aligned with the departments Personal Development Plan (PDP) for each staff member and the  TUT workplace skills plan priority areas

2. As many people as possible must benefit from the amount available from the skills levy
3. Broad Based Black Economic Empowerment (BBBEE) status is a strong consideration

4. Quotations from 3 providers are required where possible (if less than 3 quotes – a motivation should be submitted)
5. Training or the trainers:  The further training (according to their PDP) of facilitators of professional/staff development, which will enable them to present a specific programme to staff of TUT. A contract between TUT and the facilitator will be signed for the implementation of programme/skills.

6. Resources used for the development of programmes mentioned in the workplace skills plan

7. The consultation fees for consultation services related to staff development activities or training.

8. License fees towards the use of programmes/courses/courseware/assessment instruments developed by non-TUT staff.

9. Purchasing of staff development programmes/course material and courses offered to staff of TUT.  Printing cost of training manuals, if not planned for in operational budget. Consumable material such as tests/assessments/training resources (no stationary) related to a training programme. 

10. Remuneration expenditure incurred by HR for implementation of the WSP.  Travel and accommodation expenses will not be covered by skills levy money; these expenses must be covered by the operational budget of the responsible department/training unit.
Process for using skills levy money:

Please take note – this is a time consuming process and therefore you must apply well in advance. Especially if the provider is not on the TUT procurement list of providers.
1. Once you have applied the above criteria, complete & initial pages 2, 3 and 4 and sign page 5 on the request form.
2. Send a completed PR form (new payment procedures) with your request form to HRD (Henda Britz, Building 4:136, Pretoria campus) with all quotations attached. (If the selected provider is not on the TUT procurement list of providers, then we must first apply at the Tender Committee before proceeding with training). 
3. As soon as HRD receives your requests, the processes for approval as indicated on page 5 (steps 1-5) starts. 

4. Only after your request has been approved (HRD will notified you), you may proceed with final arrangements for the workshop/provider. 
5. Invoices will be paid after we received the attendance register and evaluation form.
REQUEST FOR THE USE OF SKILLS LEVY FUND FORM
Please complete in full, once you have applied the criteria (see page 1) for funding from skills levy:
	Name of training programme/service:

	What training need do you foresee will be addressed with this programme/service?
	Is this request aligned with the Workplace Skills Plan?
	Describe the target group?
	How many staff members will benefit from this programme?

	1 __________________________________________

____________________________________________

____________________________________________

2 __________________________________________

____________________________________________

____________________________________________

3 __________________________________________

____________________________________________

____________________________________________

4 __________________________________________


	YES / NO

If not aligned with WSP, motivate the reason for this request?
	
	


QUOTATIONS RECEIVED FROM:

	A - Provider(s)/company name; 

B -Training programme name &

C - Duration of workshop/ sessions
	Outcomes of programme 
	Previous experience with this provider - motivate
	BBBEE status  & Tax clearance certificate
	Programme accredited with SETA/ aligned with SAQA?
	Amount per person
	Total per workshop/ service
	Total amount paid to provider

	1
	A- Provider/Company name:  

B- Programme Name: 

C - Duration: ___________________

	
	
	BBBEE?

Yes/No

TAX?

Yes/No
	Which SETA?

SAQA - NQF?
	R
	R
	R

	2
	A- Provider/Company name:  

B- Programme Name: 

C - Duration: __________________

	
	
	BBBEE?

Yes/No

TAX?

Yes/No
	Which SETA?

SAQA - NQF?
	R
	R
	R

	3
	A- Provider/Company name:  

B- Programme Name: 

C - Duration: ___________________

	
	
	BBBEE?

Yes/No

TAX?

Yes/No
	Which SETA?

SAQA - NQF?
	R
	R
	R


	Motivation:  I/we request to use provider/company ________________________ because 



What other costs do you foreseen for this training programme and how will this be paid/funded?

	
	Funded from skills, funds or operational budgets?
	Cost per person
	Total cost 

	Course material & other stationary(specify):
	
	
	R

	Accommodation:

Name of hotel/guesthouse?
	
	
	R

	Travel – how?

	
	
	R


	Total paid to provider or workshop
	Skills levy money
	
	R

	Total cost for this programme/project
	R


Yes, I/we have applied the above criteria for the use of skills levies and will provide Human Resource Development (HRD) with an evaluation report and attendance register after the completion of the workshop/service and before payment of invoice.
__________________________________



_________________________
NAME OF APPLICANT/RESPONSIBLE PERSON


DEPARTMENT/DIVISION
_________________________________



_________________________
SIGNATURE







DATE
The table below is for quality control - only for the office use of HRD/HR/DVC
	Process of request for skills levy funding – Steps 1-5 
	DATE request form was received at:
	Motivation for approval/declined and Signatures
	DATE request form was approved/ declined

	Step 1 – HRD admin officer (B4:136, PTA campus) receives request from:
NAME:

Department:  
	Step 2: 

HRD office

A:


	Approved/declined:

HRD DIRECTOR:___________________

Dr ME Motshekga-Sebolai 

	

	
	B:

	Approved/declined:

SDF: ____________________________

Ms Lindiwe Radebe
	

	Step 3: TO
Vicky Tlhabanelo
HR Executive Director

	HR office:


	Approved/declined:

HR Executive director: ____________
	

	Step 4: TO
Prof J Molefe
DVC: IOP
	DVC office:
	Approved/declined:

DVC: IOP: _______________________
	

	Step 5: TO
Henda Britz, HRD

	Back at HRD admin officer: 
	Reply from HRD _________________
To: ____________________________
	

	PR FORM to procurement
	
	ORDER number:
	


Initials:                                                                              Page 5

