




Advance Payment Of Expenses Application Form

(Only to be used when requesting Advances for travel on University business)


Name:









Department:









Room No:




Building:


Tel. Ext:



Dates of Travel:


From:


To:



Place to be Visited:









Reason for Trip:









General Ledger Account:









Amount Requested:

Transfer into Bank Account:

               

Sterling Cheque:










Sterling Cash:










Currency:










Sterling Travellers Cheques:









Other (specify):



Bank Account Number:  

Sort Code:

 (If applicable)

I understand that appropriate receipts to cover all monies spent, plus any unspent monies (in Sterling) must be returned to the Cashiers Office, together with a completed 'Advance Expenses Summary' form, within 14 days of my return date (as shown above). Failing this, I authorise the University to deduct the amount from my salary without further notification.



Signed:





Dated:



Authorised by Budget Holder/Line Manager:






Signed:





Dated:



This form must be returned to the Cashiers Office at least 5 working days before the advance is required.

If the claimant is the Budget Holder, this form must be authorised by their Line Manager.


Any member of staff who fails to return receipts and unspent monies, will not be issued with further advances.

The claimant will have to collect Currency and Travellers Cheques from Barclays Bank, Holloway Road Branch, in person.









