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	Cash, Cheque, Paying-In Form


This form should be used for paying in cash, cheques or credit and debit card payments.  This form should not be used to process Petty Cash.  At the time of accepting payment by credit or debit card please also complete a credit and debit card payment form for submission with this paying-in form.

Please complete this form using clear, block capital letters.  Completed forms should be taken by hand to the Cash Office, Level 6, University House, Western Bank.  Please note receipts are only issued upon request.  If you require a receipt please ensure that you indicate this below.
If it is not possible for you to visit the cash office then please send the form and cheques and/or credit and debit card payments ONLY marked Private and Confidential – For Attention of Chief Cashier, Cash Office, Finance Department, Firth Court, Western Bank, Sheffield, S10 2TN.  PLEASE DO NOT SEND CASH IN THE INTERNAL OR EXTERNAL MAIL
	


	Department
	
	Departmental Reference
	


	Signature of person filling in form
	

	Do you require a receipt?
	YES/NO*
	Date
	


Breakdown of income paid in:
	Description of income received
	
	Amount

	e.g. Student Coursework Papers

	£50 notes
	£
	 p

	
	£20 notes
	£
	 p

	
	£10 notes
	£
	 p

	
	£5 notes
	£
	 p

	
	£2 coins
	£
	 p

	
	£1 coins
	£
	 p

	
	Silver
	£
	 p

	
	Bronze
	£
	 p

	
	Total Cash
	£
	 p

	Cheques (provide details on page 2 of this form)
	Total Cheques
	£
	 p

	
	Total
	£
	 p


Income to be paid into:

	Income GL Code
	WBS Code
	VAT Code
	Amount (inc VAT)

	
	
	
	£
	 p

	
	
	
	£
	 p

	
	
	
	£
	 p

	
	
	
	£
	 p

	
	
	
	£
	 p

	Total (as above)
	£
	 p


Details of cheques received
	Name of account holder on cheque
	Amount

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	
	£
	 p

	Total value of cheques
	£
	 p
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