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REQUEST FOR VISA LETTER
	Applicant’s full name(s)
	
	Applicant’s surname
	

	Position
	
	Job grade
	

	Division/Department
	
	UT-number
	

	Identity number
	
	SA Passport number
	

	 Appointment date at SU
	
	Name of your Line Manager
	

	Reason for overseas visit and if attending a conference, please provide the name and further information regarding the conference. 
	

	Country/countries to be visited?

Please provide the specific dates of each leg of your visit(s).
	Country:  ……………..………………


From ……..……… to ……….....…...
	Country:  ……………………….………


From ……..……… to ……..….....…...
	Country:  …………………….……………


From ……..………… to …..…….....…...

	NB: The applicant is responsible for ensuring that the letter by HR meets the requirements of the consulate(s) concerned. Eg: Should the salary of the applicant be stated in the letter or will it suffice if the applicant takes a copy of his/her salary slip with to the appointment with the consulate, or include it in the application?   
Please e-mail information of this nature along with the form to Mr Ricardo Steyn.

	Are you a member of Discovery Health Medical Aid for the necessary cover?
	YES   /  NO
(Mark with X)

	Has your leave of absence (LOA) been loaded on the Oracle system?
	YES   /  NO
(Mark with X)
	Has your Line Manager approved your leave on the Oracle system?*
	YES   /  NO
(Mark with X)


*Please attach a copy of your approved leave.

Visit is approved by:
	…………………….……………………………….
LINE MANAGER/DELEGATED AUTHORITY
	………………………
DATE
	
…………………………………………………………………
DEAN (ACADEMIC ENVIRONMENTS)
ENVIRONMENTAL HEAD (SUPPORT SERVICES)
	…………………..
DATE


Please send the completed request form by e-mail to Mr Ricardo Steyn, Human Resources at rzsteyn@sun.ac.za
	CHECKLIST for the use of Human Resources


	Is the applicant a member of Discovery Health Medical Aid for the necesarry cover?
	YES   /  NO
(Mark with X)
	Will the applicant return to Stellenbosch University to resume his/her duties after the above-mentioned visit?
	YES   /  NO
(Mark with X)

	Has the applicant’s leave of absence (LOA) been captured on the Oracle system?

If not, refer back to applicant.
	
	Has the applicant’s leave been approved by his/her Line Manager on the Oracle system?

If not, refer back to applicant.
	


	

…………………………………………………….
ME CHARNé POOL
hr admin officer
	
……….……………..
DATE
	The letter will be available for collection from Human Resources, 2 days after receipt of this request.



……………………………………………………………………..
Signature of applicant / or delegated authority who WILL collect the letter at HR
	


……………………….
DATE
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