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	Certified Claim for Consultancy Fees
Tax Year 2011/12

	
	(Staff Claimant Only)
	PINK   


This form is for use by University of Sheffield Staff Claimants who have completed chargeable work for an organisation outside of the University of Sheffield, or for another department.
Payment will be included with your monthly salary and is subject to income tax and employee’s national insurance.

Please complete this form using clear, block capital letters, sign and date and pass to your departmental office for completion and approval by an authorised signatory.  Once this form has been signed by an authorised signatory, please return to the contact named in point 7 at the bottom of the form.

	


All fields must be completed
	Name:
	
	  Department:
	

	Payroll Number (from payslip):
	
	  Faculty:
	

	N I Number:
	
	  Post Number:
	


	


	Wage Type
	Dates work undertaken
	Description of work (include name of organisation the work was undertaken for)

	3299
	
	

	
	a) Total To Be Claimed (No Of Days x Daily Rate)
	£ 
	           p

	
	b) Less Overheads (As per Consultancy Budget Proposal)
	£ 
	p

	
	c) a) - b) = Total Fee before Employer’s National Insurance deduction
	£ 
	p


	


	Claimant
	
	Approved by authorised signatory (see note 4)
	

	
	
	Name (capitals)
	
	

	Signed
	
	
	Signed
	
	

	Date
	
	
	Date
	
	

	
	
	
	
	
	


	Staff are encouraged to maintain a personal record of all expenses incurred on University business which are reimbursed and for all grants received towards research and travel expenses incurred both in the UK 
and overseas.  The University’s records of payments are the subject of scrutiny by Revenue & Customs.


	


For Finance office use only (Cross Cutting Team within Group Accounting and Planning)
	WBS Code(s) for payment of fee
	£
	p

	
	
	

	
	
	

	
	Total
	
	


For Finance Department use only (Cross Cutting Team within Group Accounting and Planning)
	Sales Invoice Number
	
	Approved for payment?
	

	Sales Invoice Paid?
	
	Print Name
	

	Sufficient income received to pay fee?
	
	Date
	

	Coding value matches line C of claim form?
	
	Signature
	


For Finance Department use only (Pay & Pensions within Financial Services)
	Total Fee before Employer’s National Insurance deduction
	£ 
	p

	Apply a factor of 87.873% to fee noted above to deduct 13.8% Employer’s 
National Insurance contribution
	£ 
	p

	Consultancy fee due for payment
	£ 
	p


Guidance Notes FOR COMPLETION OF a claim for consultancy fees
1.
All fields must be completed.

2.
Full details of the nature and purpose of the expenditure should be provided, including the number of days claimed and the fee per day.

3.
The claim must be signed by an authorised signatory as notified to the Finance Department.  

4.
By signing this form Authorised Signatories are confirming that:

· The fee level is correct; 

· Funding is available for payment of the fee (a request has been completed to raise a Sales Invoice to the Organisation requesting the consultancy work to be undertaken);
· The work relating to the Claim for Consultancy Fees has been effectively and satisfactorily undertaken
5.
The fee (prior to Employers’ National Insurance Deduction) should match the total amount shown in the Cost Centre of WBS coding section of this form.

6.
The Cross Cutting Team within Group Accounting & Planning, Finance will be unable to approve this claim for consultancy fees if the organisation paying for the consultancy work has NOT paid the Sales Invoice relating to this work.

7.
Contact Details
Arts & Humanities

Claire Blower, Faculty Finance Team, Room A12-Humanities Research Institute, 34 Gell Street

Engineering


Helen Callender, Faculty Finance Team, Sir Frederick Mappin Building, Mappin Street
Medicine, Dentistry & Health 
Cherryl Eshelby, Group Accounting & Planning, Finance & Commercial, The Arts Tower, Western Bank
Science


Biologies Finance Hub, Firth Court, Western Bank
Social Sciences

Cherryl Eshelby, Group Accounting & Planning, Finance & Commercial, The Arts Tower, Western Bank
Professional Services

Cherryl Eshelby, Group Accounting & Planning, Finance & Commercial, The Arts Tower, Western Bank
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