	THE UNIVERSITY OF HUDDERSFIELD
	Office use only:

	CONSULTANTS CLAIM FORM
	CD ref:

	
	Payroll/Finance


This form must NOT be used to employ students or used for claims for lecturing, or companies which submit official invoices.  Any forms used this way will be returned and will not be paid. 

You should only use this form for individual CONSULTANTS who will be paid upon completion of a specific piece of work.
	Surname
	 (Mr/Mrs/Miss/Ms/Dr/Prof)

	
	

	Full Forenames 
	

	
	

	Full Postal Address 
	

	
	

	
	

	
	

	
	
	Post Code

	
	

	Contact details
	Tel No  ____________________  Email Address______________________

	Required in case we need to query any information provided on this form

	
	

	Date of Birth *
	
	
	
	
	
	

	
	

	National Insurance Number *
	
	
	
	
	
	
	
	
	

	
	*These are mandatory requirements of HM Revenue and Customs for correct processing through PAYE

	
	

	Bank Details
	

	

	If you have previously supplied bank details on one of these forms (PL36) and you wish us to use these again please tick here ( and provide your previous payroll number ________________________

	
	

	Bank / Building

Society name
	

	Postal address
	

	
	


      Bank Sort Code


    
Bank Account Number

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


      Account name



Building Society Roll Number (if applicable)

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Please note that payment can only be made to a bank or building society account via BACS.  
Incorrect details could well delay payment. 

	 HM Revenue & Customs  - Starter Checklist – Employee Statement

You need to tick only one of the following statements, A, B or C

	A (
	This is my first job since last 6 April and I have not been receiving taxable Jobseeker’s Allowance, Employment and Support Allowance, taxable Incapacity Benefit, State or Occupational Pension  

	B (
	This is now my only job, but since last 6 April I have had another job, or have received taxable Jobseeker’s Allowance, Employment and Support Allowance or taxable Incapacity Benefit.  I do not receive a State or Occupational Pension.  

	C (
	As well as my new job, I have another job or receive a State or Occupational Pension

	I have a Student Loan which is not fully repaid and I left the course of UK higher education before last 6 April and I received my first Student Loan instalment on or after 1 September 1998.  

Select ‘No’ if you are repaying your Student Loan direct to the Student Loans Company by agreed monthly instalments.
	Yes(
No (


Please continue overleaf …….

	For which School/Service was the work done?


	

	Period over which work was done
	From 
	To 

	
	

	Are you a member of University Staff?
Are you a student at the University?
	Yes/No
Yes/No 

(If you are a current student you are not able to use this form to receive payment, please speak to your manager)

	
	

	*Purpose of visit/consultation:

	

	

	

	

	

	

	

	

	

	*  Please provide a full description if a copy of the completed “Business Case for Hire of Consultants” is not attached.


	Breakdown of amount Claimed:
	

	
	£            :         p

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Payable Total of Claim
	£

	receipts FOR any EXPENSES MUST BE ATTACHED 


	


	I agree that for the purposes of current data protection legislation the information given may be recorded and processed by the University of Huddersfield for the purposes of HR/Employee Administration


I certify that the details on this claim are a correct record of necessary expenditure and within the conditions applying to my engagement.  BOTH SIDES OF THE FORM HAVE BEEN COMPLETED AND ALL APPROPRIATE RECEIPTS ARE ATTACHED.

	Claimant's Signature:
	Date:



	FOR COMPLETION BY SCHOOL/SERVICE:  

I authorise payment as claimed above and certify that the amounts are in accordance with the terms of engagement:

	

	COST CENTRE MANAGER/DELEGATE
	

	Signed:
	
	
	NOMINAL
	COST CENTRE
	AMOUNT

	
	
	
	

	Name:   
	
	
	

	
	
	
	

	Tel Ext:  
	
	Date  
	


PLEASE FORWARD COMPLETED FORM TO THE PAYROLL DEPT SCHWANN BUILDING

PL36 (Mar 17)

