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ADVANCE EXPENSE REQUEST FORM

The purpose of this form is to request an advaragnpnt in respect of estimated expenses due tadvgréd on
behalf of the University of Glasgow. Advances d§thature are not routinely provided and should/ &d authorised
in exceptional circumstances.

Payments are made weekly, on a Friday, therefbregliests must be received by the Pay & Pensiends of the
Finance Office by 4pm on the Friday of the precgdireek. Payment will be made to the requestersesgs bank
account as held on the Core HR/Payroll system.

In some circumstances it may be preferable thaUthigersity transfers cash to a Western Union effit the country
being visited. If you wish to use this facility ple complete the relevant details below and proidename of the
country being visited and currency being requesidase provide your passport number and name lyxatit
appears on your passport, alternatively, you mayige a copy of the relevant passport page.

School/ Research INstitute/ US Service COst CoNEIE: ... .. u ittt et et et e e e e
School/ Resear ch Institute/ University Service NaME: ... i e e e e e e e
0T 0] 0= AL
Employee Name (aSit appearS ON PasSDOI ) ... ..ottt et et e e e et e e e e e e e s
Payment by Western UnioN? YESINO .......iu ittt it et e e e e e e e e et e e e e et eaen e eaeaeens

COUNTIY NAME & U T BNICY . .ttt ittt et et et e e et e et e et et e et et et e ettt e et e e et e ea st ea et e e eaeaaaens

Date advance required (this needs to be a Friday):... ... ..o
T o T=Tw 1= o [0 Fo N L= 0 (= U
Amount of advance requested e e ————— e e

A g Lo 0T 1 AT TR0 T o

| acknowledge that this request is in respect of expensesto be incurred by me on behalf of the University of
Glasgow. | understand | am required to submit an actual expense claim within three months of the expenditure
being incurred and should | fail to do so the full amount of this advance will immediately become repayable by
deduction from my monthly salary.

EMployee SigNature ........ccc.eveeiiiiiieiiie e DJ I l /l I l /l I |

| hereby request that the above named employeddshewadvanced the sum of £ ...
Name of Authorised SignatoBBLOCK LETTERS) ......uiiii ittt ittt smmmme e e e e e s e s snnnnnnnes
*AULhOrISEd SIgNALUIE.......eeiviiiiie et st etee e et D_atel I l /l I l /l I l

* Forms must be signed by the Head of College/&chbol/Service before submission to the Pay & Passtection

Finance Office
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