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Visiting/Guest Lecturer Payment Request
Form V1 should only be used for a visiting/guest lecturer who:
	Gives a one–off talk or short series of talks on a subject about which he or she has specialist knowledge and is not part of the    core curriculum.
	Agree that it is their responsibility to declare any payments to their tax authority
Confirm that this engagement is identical in nature to those undertaken before against this supplier number
	
	
Faculty/Department

	Only needed to charge to project code


	Date of Work:
	Description of Work:
	Amount:
	Company 

	Cost centre (5-numeric digits)
	Purpose Code (6 digits e.g. A10000)
	Account Code (4 digits)
	Analysis (8 digits)
	Interco
	Spare
	PROJECT
(begins with P, 7 digits)
	TASK
(usually 10)

	
	
	
	11
	
	
	
	99999999
	99
	99999
	
	

	
	
	
	11
	
	
	
	99999999
	99
	99999
	
	

	
	
	
	11
	
	
	
	99999999
	99
	99999
	
	

	                                   TOTAL FEE:
	£0.00
	
	
	
	
	
	
	
	
	

	Details of Expenses:
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	TOTAL EXPENSES:
	£0.00
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	TOTAL REIMBURSEMENT:
	£0.00
	
	
	
	
	
	
	
	
	

	
	
	
	AUTHORISED FOR PAYMENT:
Signature:
Print Name:

	Supplier Number
	
	
	
	
	
	
	
	

	PAYEE’s DETAILS

	
	
	
	
	
	
	
	

	Title:
	
	
	
	
	
	
	
	

	Full Name:
	
	
	
	
	
	
	
	


	
PAYEE’s Signature:
	
	
Date:
	



A copy of your letter of engagement must be attached to enable payment to be processed.
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