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	Guidance

	This form should be used to request a cash distribution from the Finance Operations Cash & Banking Team. This form should not be used for Petty Cash or Public Involvement and Participation Payments. Details of the process to follow for cash requests can be found on our Finance Operations SharePoint site: Cash-Payment-Requests-for-Cash-Distribution.aspx.

Please refer to the Cash Handling policy at https://uoe-finance.ed.ac.uk/for-staff/financial-regulations-policies-and-procedures/finance-policies-and-procedures and ensure you are familiar with the details before completing this form.  

All unspent cash must be returned to the coding provided in section 5 and must be returned to the Cash & Banking team along with a completed Miscellaneous Income Form – Cash & Cheques. 

Please complete sections 1-5 of this form and send to finance.helpline@ed.ac.uk.  The cash request will be reviewed and approved; alternative methods of payment may be recommended based on the review.

	Section 1: Preparer details

	Preparer name:
	     

	Contact email:
	     

	Contact telephone number:
	     

	School/Department:
	     

	Section 2 - Payment details

	Name of person funds are intended for:
	     

	Reason for payment (include project details if applicable):
	     

	Justification for payment to be made in cash:
	     

	Total amount of cash required:
	[bookmark: Text14]     

	Denominations of cash required:
	     

	Date cash to be collected from Cash & Banking Team:
	     

	NOTE: Delivery can be arranged by appointment. You should contact the Cash & Banking team if delivery of cash is required.

	Section 3 - Declaration

	a) funds will only be spent as indicated in section 2 |_|
b) any unused funds will be returned in a timely manner and will not be held on site  |_|

	Section 4: Authorisation (the authoriser cannot be the person completing Section 1 above)

	Name of person authorising the payment:
	[bookmark: Text9]     

	Date approved (DD/MM/YYYY):
	     

	You must obtain approval as approval is not generated in People and Money. You should attach an approval email from signatory named above when you submit the form. To ensure financial controls and segregation of duties, the preparer should not be the same person who approves the form. Approvers must be someone of a higher job grade than the preparer and should not be someone below a Grade 6.
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	Section 5:  Costing Information (for non-project related payments) - please refer to the Guidance for the New Chart of Accounts General Ledger Mapping Tool.

	 
	Payment Amount 
	Entity 
(3 digits)
	Fund
(6 digits)
	Cost Centre
(8 digits)
	Account
(4 digits)
	Analysis
(6 digits)
	Portfolio
(8 digits)
	Product
(8 digits)
	Intercompany
(3 digits)

	
	
	MANDATORY 
Use the mapping tool
	MANDATORY
Type of funding the cost is attached to
	MANDATORY
Organisational Unit (department)
	MANDATORY 
Use the mapping tool

	Likely to always be zero - check the mapping tool
	Likely to always be zero - check the mapping tool
	Likely to always be zero - check the mapping tool
	For cross charging to or from a subsidiary - check mapping tool

	Example
	150.00 
	110
	123456 
	12345678 
	1234 
	000000
	00000000 
	00000000 
	000 

	Costing Split 1
	     
	   
	     
	     
	    
	     
	     
	     
	   

	Costing Split 2
	     
	   
	     
	     
	    
	     
	     
	     
	   

	Costing Split 3
	     
	   
	     
	     
	    
	     
	     
	     
	   

	Costing Split 4
	     
	   
	     
	     
	    
	     
	     
	     
	   

	Costing Split 5
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