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ADDITIONAL PAYMENTS FORM

Please complete one form per person per month and attach any relevant documentation e.g. invoice.

	Name:  


	Employee Number:

(Mandatory will be found  on payslip)

	School/Service: 


	Month:  

	Charge Code
	Cost centre
	Project Number
	Sub  Project Number

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	DATE
	REASON FOR

ADDITIONAL PAYMENT
	
	PAYMENT  £

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Line Manager (Signature) 


	Line Manager (PRINT)


	Date:


NOTE: Payments of £1,000 & over require completion of the Additional Earnings Declaration Form PO-F16.  This declaration needs to be signed by the Head of School/Service Director.  Payments of £3,000 & over require to be authorised by the Head of School/Service Director and the Principal.
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