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HBS Additional Payment Form

(to be used to pay existing employees for additional work agreed in advance)
*Hours being claimed and hourly rate must be included.
**This form is for payments that total over £100, no payments will be made under this amount 
	Name of recipient:

(full name)
	
	Employee number:
	

	School:
	

	Signature of recipient:
	


	Details of the work for which the payment is related:


	

	Dates worked:
	

	FEF NUMBER IF FEF RELATED
	

	Hours worked 
	
	@ Hourly Rate
	

	Hours worked


	
	@ Hourly Rate
	

	TOTAL CLAIM
	
	
	

	From April 2019, HMRC requires the University to make reference to hours worked with regard to additional payments it will be paid in the next available salary run i.e. if received by the 1st of the month, it will be paid in that month’s salary run.  

Please note, incomplete forms will be returned & if received in payroll after the monthly deadline, this form will not be processed until the following month.


	Line Manager / Budget 

Holder
	
	Date: 

	Finance (Applicable for HBS)


	
	Date 

	Head of School:
	
	Date: 


	Account code
	Project code
	Cost Centre

	
	
	


For HR use only:
	Received by HR:
	

	Processed by:
	

	Signature:
	

	Date:
	


