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ONCE-OFF PAYMENT AUTHORISATION FORM
This form must be completed for:  Once off Visit/Event/Lectures/Workshops/Open Days to enable payment to be made to individuals.
School/Department: ______________ Staff No. (if known) ____________  Student No.  ________________
Title: 
Mr.  FORMCHECKBOX 


Ms.  FORMCHECKBOX 


Dr.  FORMCHECKBOX 


Prof.  FORMCHECKBOX 


PPS No. ____________________
Last Name: ________________________________ First Name: __________________________________
Address: _______________________________________________________________________________
Date of Event: ______________________ Location of Event: _____________________________________
Title of Event: ___________________________________________________________________________
Number of hours: ________________________ Rate: __________________________________________
Annual Leave Entitlement (8% of total hours) __________________________________________________

Amount agreed for event/session ___________________________________________________________
I confirm that the above payments comply with the policy on out of hours working and additional payments to staff
Signature of Head of School/Department/his or her nominee:

____________________________________________________
Date ________________________
Signature of Employee __________________________________
Date ________________________
FUNDING SOURCE:

Part Time Pay Budget  FORMCHECKBOX 


Departmental Budget  FORMCHECKBOX 


External Funds  FORMCHECKBOX 

Other  FORMCHECKBOX 
 ________________________ (please specify)

Cost Code Information:

1. _______________________________________________________ _________%

2. _______________________________________________________ _________%

3. ________________________________________________________ _________%

BANK DETAILS (to be completed by employee)

Bank _____________________________________ Name on Account _____________________________
Bank A/C No. ___________________________________________________________________________
Sort Code ____________________________________________________________________________
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