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INSTRUCTIONS

This form is to provide payment of fees and expenses for University of Sheffield workers only.  It should not be used for payment or expenses of University of Sheffield employees, agency staff or the self employed.
· Please ensure you have completed the ‘Registration Form for Payment of Workers’ and returned duly authorised to Human Resources.  Payment cannot be provided until this has been received.
· If the duties of the post or your personal/bank details have recently changed, then please complete the relevant sections of the ‘Registration Form for Payment of Workers’ and return this to Human Resources before submitting this claim. 
· Please complete this form using CLEAR, block capital letters, sign, date and pass to your departmental office for processing. 
· Please see attached guidance notes on page 3 for completing this form. 
· Once this form has been signed and coded by an authorised signatory, please return either by post to: Pay & Pensions Office, Finance Department, Firth Court, Western Bank, Sheffield, S10 2TN
or in person to: Pay & Pensions Office, Finance Department, Level 1 Reception, Arts Tower, Western Bank, Sheffield, S10 2TN

Bold fields are mandatory
Title: ............ Forename(s): ……………………………………….  Surname: ………………………………….
Known As: .............................................      Date of Birth: ……./……./…….
        Gender: M…….  F…….



( dd/ mm/ yy)
Contact No./Email: ……………………………………………………………………………………………………………

(Please provide a contact telephone number or email address)

Payroll Number (shown as ‘Employee Number’ on your payslip): ……………………………….
(NB. If this is your first claim, please state ‘Yes’ instead of an Employee Number)
	
	
	
	
	
	
	
	
	


National Insurance Number (if known):

(See Guidance Notes if you do not already have this) 

Payment for work and annual leave
Claims must be submitted on a monthly basis, detailing the hours worked during the previous month.  In some cases this may be part way through an engagement.  Claims may include more than one type of work, each paid at different rates.  Please state if payment is being sought for annual leave by listing this separately under ‘Description of work undertaken’.
Inclusive dates over which work has been undertaken: From ……………......   To……………......
Where the payment is for lecturing, please indicate if the lecture was: 


A ‘one off’ lecture     
      Open to the public                    Part of the core curriculum 
                                                                                                     of any University course     
	Description of work undertaken
	Hourly Rate of Pay
	Number of Hours
	Total

	
	
	
	

	Total amount payable
	


Payment for expenses

Please describe each travel/subsistence expense and the purpose for which incurred. All original receipts should be attached to this form. Credit/debit card receipts cannot be accepted.
	Date
	Details of each expense and purpose for which incurred
	Amount

	
	
	

	


Total amount payable
	


AUTHORISATION

Claimant signature:…………………………………………………..
Date:…………………………….

I confirm that the rate of pay is correct and appropriate, funding is available and that the work has been effectively undertaken and satisfactorily completed.
I confirm that the requirements of the Immigration, Asylum and Nationality Act 2006 have been met, the claimant is eligible to work and I am able to evidence this should it be necessary.
Signed on behalf of the University: ………………………………………………..

(an authorised signatory as notified to Human Resources/Finance)
Print Name: ………………………………………………………………
               Date: ……………………………

Department: …………………………………………………....
            Faculty: ……………………………..............

PLEASE NOTE THAT FAILURE TO COMPLETE ALL FIELDS AND SIGNATURES COULD RESULT IN A DELAY IN PAYMENT OF THE CLAIM.

For departmental office use only
	Cost Centre or WBS Code
	Wage Type
	Hourly Rate of Pay
	Equivalent grade and point*
	Gross £
	p

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total
	
	


*Please note: In order to ensure equal pay, those registered on the ‘University Bank’ should be offered an hourly rate of pay, based upon the demands of the work, and typically equal to the first point of the relevant University of Sheffield (USGS) grade.  For more information, please see: www.shef.ac.uk/hr/guidance/contracts/relationships/payrates.html
An hourly rate different to those on USGS must be agreed in advance by the Department of Human Resources.

Guidance Notes

1. General
(a)
All Mandatory fields must be completed.
(b)
Individuals without a NI (National Insurance) Number should contact the Contributions Agency (on 0845 6415048).  Failure to provide a NI Number could lead to a delay in payment of the claim.  For further information visit: http://www.hmrc.gov.uk/ni/intro/number.htm
(c)    When claiming for expenses claimants must sign to indicate that:

(i) they have appropriate insurance cover where their own car has been used on University 
    business,


(ii)  the expenditure has been incurred wholly, necessarily and exclusively on University business,



(iii) they have complied with the Financial Directives.
(d)
Failure to comply with HR procedures and the Financial Directives and procedures will result in the claim form being returned to the authorised signatory with consequential delay in payment.
2. Tax/NI
Where payment is for lecturing the claimant should indicate if the lecture was a ‘one off’ lecture, open to the public or part of the core curriculum of any University course, as indicated on the claim form. If the lecture is a ‘one off’ and/or open to the public, both the fee and any associated expenses can be paid gross and will be reported to HM Inspector of Taxes at the end of the approximate tax year. If a lecture forms part of the core curriculum of any University course, both the fee and any associated expenses must be taxed at source.
If this is your first claim and in order for the correct Tax Code to be applied to your earnings, ensure you complete the Tax Details check boxes on your Registration Form.
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