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HR SERVICES

EXTERNAL STAFF  -  PAYMENT FORM

(Includes Visiting Lecturers, Demonstrators, Assessors etc.) 

SECTION 1:
 TO BE COMPLETED BY THE CLAIMANT

If your bank account details have not already been provided to the University or there are any changes  since your last claim, please complete Section 3 overleaf.    The University regrets that it is unable to issue a cheque for payment.  

	Title:


	First Name & Initials:
	Surname:

	Payroll Number

	Correspondence Address:
                                                                                                    

	School/Service:


	Course Title(s)/Unit Number(s):

	Details of Work Undertaken:
	School/Service Use Only

	Date work undertaken
	Type of work e.g. lecturing, tutorials, other
	No. of sessions/

No. of hours worked
	Rate of pay per session/per hour
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total payment due:
	
	

	Signed:


	Date:

	SECTION 2:  TO BE COMPLETED BY THE SCHOOL/SERVICE



	Please enter the Cost Centre and where applicable, any Project  OR Sub Project numbers.

	2
	9
	0
	0
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Does this work require recognition as a teacher, under ordinance 21?  YES/NO (delete as appropriate).  If yes, please complete a Recognised Teacher Appointment Form.

	Head of School/Service Director Signature: …………………………………………………………

Print Name: ………………………………………………………………….




SECTION 3 : TO BE COMPLETED BY THE CLAIMANT   (If bank account details have not already been provided to the University or there are any changes  since your last claim) 

	Date of Birth:
	National Insurance Number:



	Name and Address of Bank to which payments are to be made:



	Sort Code:
	Account Number:


	Signed:


	Date:


�
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