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	I confirm that I would have worked the hours above and claim payment for a total 
of _____ hours _______ minutes accordingly
	I confirm that I have authorised the claimant to work these hours and that they were not worked due to sickness
Authorised for payment:                      Signature __________________________

	
Signature __________________________ Date  __________________________
                (Claimant)
	
Name __________________     Date _________Cost code   _  _  _   _  _  _  _ 
         (CMG/Budget Holder)



GUIDANCE NOTES

· To avoid delays in payment please ensure all details are fully recorded, including ‘week commencing’ dates
· Claims with differing budget details should be submitted on separate claim forms
· Claims should only be made for hours worked.  Sickness should be claim on the ‘Sickness Claim Form for Hourly Paid Staff’


	Period of claim

	Deadline for claim to reach Area Head for authorisation
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