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	Cash Collection Withdrawal Request Form
Leaving/retirement collections ONLY


This form should be used for withdrawing cash paid into a collection (suspense) account for staff leaving or retirement collections ONLY. This form should NOT be used to process Petty Cash or for paying in University income. 

Please complete this form using clear, block capital letters. Once this form has been signed by your Head of Department please take by hand to the Cash Office, Level 6, University House, Western Bank.  
PLEASE NOTE:

· Cash will be available for collection from the Cash Office after 10.00am on the date you have selected on your original request to create a collection (suspense) account form. If you want to change the date to collect the cash withdrawal then please contact the Cash Office at least three days before your original collection date.

· Cash can only be collected by an ‘Authorised Signatory – Cash Advance Requests’ for your Department, AND on production of a completed Cash Collection Withdrawal Request Form, AND proof of identity (Staff u-Card).

	


	Department
	

	Name of person collecting cash
	

	Collection (suspense) account code
	

	Head of Department signature 
	
	Date
	


	Cash withdrawal details
	Amount

	Sterling currency
	£


	Signature of person collecting cash
	
	Date
	


	


	For cash office use only 
	

	User ID
	

	Input to cash receipt system
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