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	Cash Advance Request Form


This form should be used to request a cash advance up to the value of £300.00.  Please retain all original receipts to support each item of expenditure related to the Cash Advance.  Credit/debit card receipts cannot be accepted as they do not itemise goods and services purchased.

Requests to collect cash advances takes a minimum of 3 working days to process.  Requests to pay a cash advance directly to a UK bank account take a minimum of 5 working days to process.

Please complete this form using clear, block capital letters, sign and date and pass to your departmental office for processing.  Once this form has been signed by your Head of Department, please return to Cash Office, Finance Department, Firth Court, Western Bank, Sheffield, S10 2TN.

	


	Department
	

	Name of person collecting advance 

(for travellers cheques this must be the traveller)
	

	Name of person advance is for 

(if different to person collecting advance)
	

	Period of travel
	
	Date you’ll collect the advance
	

	Purpose of advance
	

	
	

	Expenditure GL code
	

	Please charge this advance to account code (cost centre or WBS)
	

	Head of Department Signature 
	
	Date
	


	Type of advance required
	Amount
	
	Signature of person collecting advance

	Sterling currency
	£
	
	

	Dollar currency
	$
	
	

	Euro currency
	€
	
	For Cash Office Use Only

	Other currency (please state)
	
	
	User ID
	

	Sterling Travellers Cheques
	£
	
	Input to cash receipt system
	

	Dollar Travellers Cheques
	$
	
	

	Euro Travellers Cheques
	€
	
	

	Advance direct to a UK bank account*
	£
	
	


Continued over

Payment Details (Bank, Building Society or Overseas Account)

Please sign and date this part of the form and complete 1 option only to tell us which type of account you would like your cash advance paying into.

	Surname
	
	Forename(s)
	

	Payroll Number (staff)
	
	Date of Birth
	


	N I Number (non-staff)
	
	
	
	
	
	
	
	
	


	Signature:
	
	Date:
	


Option 1 – UK Bank
	Account holder(s):
	

	Name of Bank:
	

	Bank Address: 
	

	
	
	Post Code:
	


	Bank Sort Code:
	
	
	-
	
	
	-
	
	


	Account Number:
	
	
	
	
	
	
	
	


Please indicate type of account by ticking one of the following options:

	Current Account
	
	
	Deposit Account
	
	
	Savings Account
	
	
	National Giro
	


Option 2 – UK Building Society
	Name of Society:
	

	Account Number: 
	

	Roll Number: 
	


	Account holder(s):
	

	Name of Society:
	

	Society Address: 
	

	
	
	Post Code:
	


	Account Number: 
	
	Roll Number:
	


Option 3 – Overseas Bank Account (please provide as much of the requested information as you have available – overseas bank accounts have some or all of these numbers for an account)
	Account holder(s):
	
	Name of bank:
	

	Account number:
	
	Bank key number:
	

	Swift (or BIC) number:
	
	IBAN number:
	

	Bank address 

(inc country): 
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