FIN/REQ/1


	
	Payment Requisition Form


This form should be used to request a University payment when an invoice is not available (including cheques).  Please raise a Purchase Order for this payment requisition request through myPurchase and generate a Purchase Order through uBASE.  You will need the Purchase Order Number for inclusion on the form. 
Please complete this form using clear, block capital letters; attach any supporting documentation providing details of the purpose and value of this request.  Please return the completed form to Payments Office, Finance Department, Firth Court, Western Bank, Sheffield, S10 2TN.

	


	Payee Name:
	

	Payee Address:
	

	
	

	
	


A remittance advice will be posted, along with any supporting documentation, directly to the payee address stated above.  If it is essential that payment is made by cheque, and you need this returning to the Department, please state briefly why this is necessary:
	

	


	


	uBASE Purchase Order Number:
	uBASE Purchasing Group Code:

	
	


	


	Date
	Details
	Amount

	
	
	£
	p

	
	
	
	

	
	Total
	£
	p


