[image: image1.png]




Today’s Date:   

______ / ______ / ______
Employee ID:

_____________________
Employee Family Name:………………..………………..……Given Names:…………………………………………
Allowance Type – (please tick)

Effective 12/11/2011
( 
First Aid
(code: ab01)
$25.90 per fortnight
· Fire Safety Officer (security only)
(code ab02)
$11.20 per fortnight

( 
On Call Allowance
(code ab12)
Mon – Fri:  $14.70 per day  


Sat, Sun, Public Holiday: $29.45 per day
( Site Allowance (total payable) ________________
(code ab73)
 Cost Centre: PG  -  __ __ __ __ __ __ - 0406




(Please attach supporting documentation)
( Other ________________________________
$_________/per fortnight/per annum




(Please specify and attach supporting documentation)

	Cost Centre: AD / PG / SR / TN / PD
__ __- __ __ -  __ __ __ __ __ __           ____%

     (PD only)


	


Commencement date of allowance

______ / ______ / ______
End date of allowance



______ / ______ / ______
Details _______________________________________________________________________________________
(NOTE:  copy of certificates must be attached (ie First Aid) so that processing of allowance can take place)

	AUTHORISATIONS 
IMPORTANT  To meet auditing requirements, only forms with an authorisation signature can be processed

	Authorising Officer Name as per VC authorisation            (please print name)
	

	Authorising Officer Position
	

	Authorising Officer Signature 
	

	
	

	Local HR Officer Signature
	

	Local HR Officer Name
	

	Local HR Officer Contact Number
	

	Date
	


Authorisations

Authorising Officer Name as per VC authorisations  VC Authorisations can be found on the UniSA website at http://www-i.unisa.edu.au/cha/protocol&authrstn/default.asp
Please print both the name and position of the authorised officer in the areas provided.  The authorised officer is then requested to sign this form indicating approval of the allowance.
Local HR Officer signature, name and contact number  By signing this document the Local HR Officer is certifying that the appropriate VC authorisation for the allowance has been sought.

IMPORTANT  In order to meet auditing requirements, only forms with an authorisation signature can be processed.
Last revised November 2011

