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TO:
DR ME MOTSHEKGA-SEBOLAI, LINDIWE RADEBE & DR P MOKGOBU 

HUMAN RESOURCE DEVELOPMENT 


HUMAN RESOURCES & TRANSFORMATION

FROM:
____________________________________________________________

____________________________________________________________
DATE: 
5/24/2013
RE: SKILLS APPLICATION TO ATTEND ________________________________________________________


SECTION A: MOTIVATION (explains the nature of application and motivates how the applicant/s job will benefit from this workshop/skill)
BACKGROUND:

DISCUSSION/FACTS:

SECTION B: EVIDENCE/SUPPORTING DOCUMENTS 
	ANNEXURE 
	DESCRIPTION 
e.g. 3 Quotations from supplier(s)- refer to procurement policy& manual
	REFERENCE NUMBER/DATE

	A
	Individual Development Plan of staff member(s)
	

	B
	Quotation(s) + programme
	

	
	
	

	
	
	


SECTION C: BREAKDOWN OF TOTAL COST (refer to skills levy criteria & guidelines)
	DESCRIPTION (e.g. Workshop name – R? p.p. x ? people = R? + VAT)
	AMOUNT

	
	

	
	

	TOTAL COST
	


_________________________________________


_________________________

SIGNATURE                                                   


DATE
_________________________________________


_____________________________

NAME OF APPLICANT/RESPONSIBLE PERSON


CONTACT TELEPHONE NUMBER
Recommended / Not Recommended

________________________________________ 


_________________________

SIGNATURE OF APPLICANTS MANAGER/HOD


DATE
NAME OF MANAGER/HOD: _________________________________________________________________
DIRECTORATE/DEPARTMENT: ______________________________________________________________
The process below is only for the office use of HR & T
	Signatures
	Date approved / declined
	Comments

	1
     Recommended / Not Recommended 
__________________________________________
MS LINDIWE RADEBE

SKILLS DEVELOPMENT MANAGER (SDF)

	
	:

	2
    Approved / declined
__________________________________________

DR M E MOTSHEKGA-SEBOLAI

DIRECTOR: HUMAN RESOURCE DEVELOPMENT


	
	

	3
    Approved / declined
_________________________________________

DR E P MOKGOBU

EXECUTIVE DIRECTOR: 

HUMAN RESOURCES & TRANSFORMATION

	
	

	Step 4: To HRD Admin office – Henda Britz
	
	


1

