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Department of Engineering

Payroll Payment to a University Employee

(to be used only for work done by staff of Engineering or another University department)

SECTION 1 – to be completed by the Claimant:

CRSid: ________________
Last name: ________________________ First name: ______________________ Title: _______
(Please print)
Description of work: ______________________________________________________________
______________________________________________________________________________
Division: _________________________ Division contact name: ___________________________
Date(s) or hours worked: __________________________________________________________
Hours worked: __________________
    Hourly rate: £ ______________________________







    (If agreed in advance)
Total to pay: £ __________________ 
 
[image: image1]
For non-Engineering staff, please provide:

Payroll No._______________________ Position Occupancy Ref. No._________________

Central Payroll will not process the payment without this information.
These can be obtained from your departments HR team if you do not know them.
Signature of claimant: _______________________________ Date: ________________
SECTION 2: Authorisation
Signature: ___________________________________   
Date: ____________________
I confirm that this work has been completed.
Print name: _____________________________________________________________________
SECTION 3: Job Number/Cost Centre/Research Grant 

Job Number/Cost Centre/Research Grant code to be charged: _____________________

SECTION 4: HR Authorisation:
Authorised for additional payment: _________________________________________ (Signature)
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