	Date
	Particulars
	
	Amount
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                                 Payable to:
	

	

	

	


	Comp any
	Cost Centre
	Account Code
	Analysis Code
	Project Task
	Cr
	Amount
	VAT Code

	
	
	
	
	
	
	£
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	Verified
	Certified for Payment
	VALUE ADDED TAX
	
	
	
	 

	
	
	  
	TOTAL
	
	
	
	 

	
	Print Name
	Print Name
	Date
	 

	
	
	
	
	

	
	Tel. Number
	Tel. Number
	 
	

	
	
	
	 
	


Procedure for Completion

1) Complete form, filling in all necessary fields (Invoice Reference and Supplier Number are now MANDATORY fields) and sign, print, date and include telephone number.
2) Provide Cost Centre Manger with the form.

3) The Cost Centre Manager should then sign and date the certification box to confirm authorisation.  The Voucher will NOT be accepted without a Managers signature.

4) The form should then be sent or emailed to your Business Support function whom will provide it with a Unique Reference Number and forward it to Accounts Payable.
       Resources





Payments Voucher


(Payment Request Form)














