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PERSONAL SERVICE PROVIDER CHECKLIST

Company’s name



: ______________________________

Company’s contact details


: ______________________________







: ______________________________







: ______________________________

Please tick the relevant box below

	Are you rendering service 
	

	Are you supplying goods
	


A Personal Service Provider means any company or institution or Trust (Sole Proprietor, Close Corporation, Pty) or trust where the service rendered to (UNISA) on behalf of such company or Institution or trust is rendered personally by any person who is a connected person, and – 

(a) Such person would be regarded as an employee of the University if such service was rendered by such person directly to the University, other than on behalf of such company that he or she represents; or

(b) Where those duties are performed mainly at the premises of the University  such person or such company is subject to the control or supervision of UNISA as to the manner in which the duties are performed or are to be performed in rendering such a service; or

(c) Where more than 80 per cent of the income of such company from services rendered consists of or is likely to consist of amounts received directly or indirectly from UNISA for the year of assessment

Except where such company or trust throughout the year of assessment employs three or more full-time employees who are on a full-time basis engaged in the business of such company other than any employee who is a holder of a share in that company

	QUESTIONNAIRES OR TEST OF PERSONAL SERVICE PROVIDER
	YES OR NO
	COMMENTS (If any)

	A). Is the person a company or trust?
	
	

	B). Is the service rendered personally by a connected person?
	
	

	C). Are 3 or more full-time employees employed throughout the year (other than connected person) engaged in rendering the services? 
	
	

	D). Would the person rendering the service be rendered as an employee of UNISA if the service was rendered directly? 
	
	

	E). Are the duties performed mainly at the UNISA’s premises and is the person subject to the control or supervision of UNISA as to the manner in which the duties are performed? 
	
	

	F). Does more than 80% of the income of the person consist of amounts received from any one client or associated institution? (This can be determined by means of affidavit or solemn declaration)? 
	
	


Application of the test is as follows:

If one or more of the response (s) above D, E and F is affirmative, it is therefore, a personal service provider (PSP) as defined.

Conclusion: Yes/ No

DECLARATION

I, the undersigned (name) _____________________________________ in my capacity as_________________________________ hereby solemnly declare that the above information is true and is a correct reflection of the facts.

I accept and acknowledge that UNISA may take further action against me should this declaration prove to be false.

I further take note of the fact that if incorrect information is supplied, UNISA reserve the right to cancel/terminate any order/contract previously awarded.

UNISA reserves the right to Audit all information supplied above.

Name: _____________________________________

Signature: _________________________________

Capacity:__________________________________

