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	This form can be used in certain circumstances to make adhoc payments that cannot be met by the normal payment methods. In all situations, you should follow our SharePoint guidance: RBS Bankline Payments before submitting this payment request form.
Please complete all sections of the form and send with the supporting papers to Finance.Helpline@ed.ac.uk

	Section 1 – University bank details

	Account name:
	     

	Account Number:
	     
	Sort Code:
	     

	Section 2 – Payee details 

	Payee name:
		

	
Payee address:
		
	
	

	Section 3 - Payment details

	Payment amount:
	[bookmark: Text108]     
	Payment currency (i.e. GBP, EUR, USD)
	[bookmark: Text107]     

	Latest date for payment to arrive:
	     
	Our payment reference (max 18 characters):
	     

	Reason for payment (add description):

	[bookmark: Text109]     

	Section 4 – Bank details of recipient

	Account Number/Roll Number:
	[bookmark: Text112]     
	Sort Code:
	[bookmark: Text113]     

	BIC/SWIFT:
	     
	IBAN:
	     

	Bank/Building Society name:
	[bookmark: Text110]     

	Branch address:
	[bookmark: Text111]     

	Payee reference:
	[bookmark: Text116]     
	Routing or transit number:
	[bookmark: Text117]     

	Extended reference (for beneficiary):
		
	
	

	For complex bank arrangements please attach IFSC routing/transit number. 

	Section 5 – Authorisation 

	Prepared by:
	      
	Date (DD/MM/YYYY):
	      

	Authoriser (1)
	      
	Date DD/MM/YYYY):
	      

	Authoriser (2)
	      
	Date DD/MM/YYYY):
	      

	Approval notes:  Only one authoriser is required when submission is by staff within a School/Department/College. You should attach an approval email from the authoriser 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 6:  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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