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DEPARTMENT OF INFORMATION SCIENCE
CENTRE FOR APPLIED INFORMATION AND COMMUNICATION

Programme in Archival Studies - 2017
Qualification/Course Code: 72419
This Programme is offered to candidates in possession of any degree or any other national diploma (an NQF level 7 qualification with 360 credits). After completing the Programme, students receive a certificate and may progress to the Honours Bachelor of Arts in Archival Science at UNISA.

Modules include:

· Introduction to Records Management and Archival Studies – RMA301A
· Archival Principles and Practices – APP301A

· Archival Information Sources and Services – AIS301A
· Preservation and Conservation of Archival Materials – PCA301A

Admission requirements:
Candidates in possession of any degree or any other national diploma (M+3)

Duration of programme:
A minimum of one year. Students will receive certificates only after having passed all four modules and having paid all fees due.

Registrations:
Registrations open on 1 December 2016 and close on 30 January 2017. Studies commence in February 2017. You should receive your study materials during the month of January/February.
Fees:
R3050.00 per module (total cost for all 4 modules R12,200.00).

Fifty percent of the fees are (50%) payable on registration and the remaining 50% are payable by the 15th May. There will be no refunds.
Foreign Country Levy:
Students studying in a foreign country (not in South Africa) need to pay a Foreign Country Levy. This levy will be communicated to you upon registration.
Method of tuition:
This course is offered by means of distance teaching with the assistance of study guides, prescribed books and readers, while lecturers are available through telephone contact and e-mail. Course work is organised by means of tutorial letters. Assessment includes assignments and examinations. The exams for each module are held at the end of the year (October/November).
Enquiries: 
Dr A. Rodrigues

Tel. (012) 429-6568

(Programme coordinator)
Email: trodriqu@unisa.ac.za
Ms I khoza


Tel. (012) 429-3285
(Admin officer)


Email: khozaiv@unisa.ac.za / caic@unisa.ac.za

DEPARTMENT OF INFORMATION SCIENCE

CENTRE FOR APPLIED INFORMATION AND COMMUNICATION

Programme in Archival Studies
	(For office use)
	Course Code 
	7
	2
	4
	1
	9
	

	
	Student Number
	
	
	
	
	
	
	
	


APPLICATION / REGISTRATION FORM
	Please Note
1. Complete this form fully in block letters or type writing

2. Indicate with an X where applicable


3. Please make sure that you use the correct banking details, explained on page 4 of this form, when making your payment.
4. Please ensure that we have either a fax or an email address for you so that we may contact you.

5. Please complete all this information, failure to do so may result in you not being registered

6. Fees are payable on receipt of a student number

7. Please follow up for your student number after five working days of us receiving your form (the student number you will receive for this course must start with a 7 and must consist of eight digits). 



	Programme name: Programme in Archival Studies 

	Indicate which modules you are registering for: Indicate with an X:

	□ Introduction to Records Management and Archival Studies RMA301A

	□ Archival information Sources and Services AIS301A

	□ Archival Principles and Practices APP301A

	□ Preservation and Conservation of Archival Materials PCA301A

	

	Surname
	Initials
	Title (eg. Mr, Ms)

	First Names (as you would like it to appear on your certificate)



	
	Y
	Y
	M
	M
	D
	D
	Indicate with an  X
	Male
	

	Date of Birth (Year/Month/Day)
	
	
	
	
	
	
	
	Female
	

	Identity number
	
	
	
	
	
	
	-
	
	
	
	
	-
	
	
	-
	

	Telephone Numbers
	(Code)
	(Number)

	Home
	
	

	Work
	
	

	Fax number
	
	

	Cell phone
	

	E-mail address
	


	Postal Address
	Residential Address
	Company Name and address of your present employer

	
	
	

	
	
	

	
	
	


Highest qualification: .....................................................................................................................

Institution: ......................................................................................................  Year:  ....................
Current work position: ...................................................................................................................

Nature of your work:   ...................................................................................................................

..........................................................................................................................................................

Home Language: ………………………… Race (for statistical purposes): ……………………
State the nearest UNISA examination centre to your home (or nearest town/city):
..........................................................................................................................................................

Where did you hear about this programme?  ...............................................................................

Please send your completed application form, together with a copy of your I.D. and your highest qualification, to:
Email : khozaiv@unisa.ac.za / trodriqu@unisa.ac.za / caic@unisa.ac.za
Or,

UNISA
Department of Information Science
Centre for Applied Information and Communication
PO Box 392

PRETORIA

0003

* Kindly follow up with us after five working days for your student number. After receiving your new student number, you need to make payment of the fees for the course at Standard Bank. Please email the proof of payment to the above email addresses
PAYMENT DETAILS FOR COURSE FEES:

Please wait until you receive your specific student number for the Programme in Archival Studies (which must start with a 7 and must consist of eight digits) before you make payment. Please adhere to the following procedure for payment:

NB: Banking details: (this needs to be properly adhered to or payment will not reflect on your account):
1. INDIVIDUAL STUDENTS ONLY (UNISA student deposits)

· CASH/CHEQUE DEPOSITS – (No cash or cheques will be accepted at the UNISA offices. Cash or cheques can, however, still be paid into the bank account of the University at any Standard Bank branch in South Africa.):
BENEFICIARY

UNISA STUDENT DEPOSITS

BANK


STANDARD BANK

ACCOUNT NR

096R

BRANCH CODE
010645

ALLOCATION/

REFERENCE

STUDENTNR 3834274764

NB: Leave one space open between student number and the allocation number.
· ELECTRONIC FUND TRANSFERS

UNISA is a prepaid beneficiary (select from your bank’s list of preapproved beneficiaries)

REFERENCE 

STUDENTNR 3834274764
· CREDIT CARD PAYMENTS – (Credit cards are restricted to Visa and MasterCard) The preferred method of payment for national or international students is via the UNISA website. The web payment link is as follows:

https://registration.unisa.ac.za/info/payment/index.html
REFERENCE 

STUDENTNR 3834274764

2. CORPORATE CLIENTS/BULK PAYMENTS

BENEFICIARY

UNISA

BANK


STANDARD BANK

ACCOUNT NR

Please contact the Centre

BRANCH CODE
010645

REFERENCE

3834274764 COMPANY NAME

NB: A list of students with student numbers and amounts should be e-mailed to schwaae@unisa.ac.za or faxed to 0866 24 21 72 
3. FOREIGN STUDENTS

BENEFICIARY

UNISA 

BANK


STANDARD BANK

ACCOUNT NR

Please contact the Centre

BRANCH CODE
010645

SWIFT CODE

SBZAZAJJ
REFERENCE

STUDENTNR 3834274764

	Declaration of contract and undertaking
I declare that all the information provided by me in this form is true and accurate. I undertake to comply with all the rules, regulations and decisions of UNISA and the Department of Information Science, and any amendments thereto, which may be applicable to students in general and to the programme for which I am registered. I undertake to adhere to copyright specifications and under no circumstances make the study material available for use by any other person. I understand my responsibility to pay the study fees involved in this programmes as specified at specific times.  I also understand that the Department retains the right to refuse an application.

Student's signature: ....................................................................  Date: …………………………………………




Once you have paid, kindly send your proof of payment to:
Email: davhafs@unisa.ac.za / caic@unisa.ac.za
Or, 

UNISA

Department of Information Science
Centre for Applied Information and Communication
PO Box 392

PRETORIA

0003
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