ﬂD (Standard Description) \

If you add ‘01’ to this box the
remittance will be printed with ‘Details ;
Attached - and wo will send any Completing a Payment Voucher CR/9 / \
additional items with the cheque. /D it \ xgﬂccr? ee}r’\ll\loo 'Tﬁi(idi: : %irgﬁgt ﬂ:ertification \
If you add ‘99’ to this box for an escription . :
ch):aque you wish to collect fromy This is the reference that will P:yrr::r?tttgéti)t: n-l;gljselith%gregg;qhba;r{ﬁ:tw?)ﬁt the reference No. allocated by your ':;éi?jti:i"’tigﬂﬁzple
Constantine House rather than us be printed on the remittance Fs)h())/uld allow 5 workin yaa < for the pa milent team. 'PV" followed by 3 letters different checking/
posting directly to the supplier. advice (much like an invoice voucher to be rocess?ed e)l/nd be avrfila{JIe for nking 10 your team, e.g. Mere certification boxes to
If you do not require the above, please number). This must be t P Grange Home = MGH, followed ensure separation of
leave blank unique for each payment payment. by a five digit No. in the series duties. The initials must
k made to that supplier 00001 to 99999. be identifiable and
(maximum of 22 characters) Customer ID No *This No. is also added withi original (not
‘ g is No. is also added within ; :
B, | | \COMECNDT ) | | e mncenrionon | | i )| esaones
the voucher. ) Department Customer ID No. search tool (Excel)
Your Departm
SUFFOLK CRUNTY CO Wz ELOKH CAPITALS GRM IBafizad Jan 2078)
ﬂayee \ Contact Name ...
This is the supplier name if a payment is Dapartmen ouLT Anp £amtanty :.Ek.r/‘i | Lozrl osrher Fuhar Enter your full name and telephone
to be made via BACS or the name that _ number so that you can be

contacted in the event of a query.
T | pnngy | SRR (not just ‘Admin’ + EXT number)

the cheque will be issued in.

PLEASE NOTE - if paying for a service e a e ‘, | | 2.;‘581.*.1 TR (s ot |

ensure the appropriate checks are

3
provided by an individual, you must é v
|

completed on their employment status: N ey ELEEEY4|| ' | N ~
https?//www.qov.uk/quidgncglcheck- \\Li\iﬁl-a A | Jﬁn"' B2 bh | | ! / AhColulmn Yeall: end Iani(t:)at?r]ct ek O .
employment-status-for-tax \’ i - & = This column will normally be left blank. Only used as
\ J rArru_- |El.' ACE w-'_'p": o I NI |.- 3'\"\, E ?ﬁgTO?z't ot cli:::h:ss._-.-_._.: m:::‘D:::ﬂ awmeni Lj::; = -\"u instructed at the end of the financial year _J
ez for cheque ! iemibgne povice payment (Gross)  [tzarims
% ELAESTAFRF RAND to be made to Ak ubencebnpieinioleh ] N
At FeclsETEme | the supplier e e Details
This is the address where the --_-_—"Ih;:_" § D inCIuding any ol s riples 20 fw Fiares pagaLen e i3 pas hwia carsplale thiv oy This information will appear on ORACLE so you can add
remittance/cheque will be sent. GOFEBLE VAT due. Lty he VAT inipecti th g perfFing comerioes - ayarphined oo il anything that would be helpful. Remember not to use
If you wish to collect a cheque from P, SRS At et J names that can identify individuals.
Constantine House, please put a full stop I N .
on each address line (and see SD’ box — H::M' 'iﬁ:'x'“ — e '\--';.AJ.M  *Voucher No. —_— =
\ahove\ ZILRR B Rad | @E A3 S E ] JFivm G qlrm L1101 [0 11 WAl | TShwiEl 3] /V Column R
Ve BT S T T Schich @RI TP VST DT A bt L L | fod | Sl NI LITIAIRIT| IT This column requires an appropriate Value Added Tax
Cost Centre 9% Y I I WA g PV |11 L IEINE NN classification code to be entered from the list shown in right
Enter the appropriate /! i :/ T 1 (T AN e corner of form. The VAT status tool (Excel) can help
establishment Cost Centre to | :/ L1 L] o determine codes to use for different types of purchases
_charge tis payment . /':::: AR Ve - o
Duatiabs cpfeipmmrt: § ramerka § psdnicago - .
Subjective . : _Il?ﬁ_ta_llsf of P?ym_enfts beneii
W oEnfe free sar ' Senk T IS Information 1 r r benefit-
To help determine which Subjective to /‘ v Enfue fee sampld vaucher Senl oo, \ yousmigc;n nae eod ) ; rgcgrcc)iuad;tignal
use, check Subjective codes (Excel) \ information or add a message for
f \ 4 o N VAT Totals the Payments Team.
f Activity 9 The VAT total value must be split between Standard (STD) If you wish to make a BACS
Sub Analysis Enter an Activity code if appropriate This column 20% and Reduced (RED) 5% rates. In other words, in the payment, add the bank details here
With payment documents, this against a particular Cost Centre. If denotes the VAT STD value row, enter the VAT total relating to all
column is unlikely to be used that there is no need for an Activity organisation transaction lines above that have been coded as S in
often, as this code usually code, then place a 0 (zero) in the and for column V. In the VAT RED value row, enter the VAT Total
determines an occupation and would extreme right hand space. Most Suffolk relating to all lines above that have been coded R in column
normally be used for pay related Activity codes have 5 characters County V. In reality, most VAT entered here will be entered as
transactions only. Therefore, a 0 and should be entered from the left Council the standard rate. Example above includes purchase of
(zero) would be placed in the right hand side, leaving the final space code here is Qomen‘s sanitary products which are reduced rate. /

S
khand space as shown. j Qlank. j :



https://suffolknet.sharepoint.com/sites/myscc/finance/Documents/Subjective%20Code%20List_SEP15.xls
https://suffolknet.sharepoint.com/sites/myscc/finance/Documents/VATStatusTool.xls
https://suffolknet.sharepoint.com/sites/myscc/finance/Documents/CustomerIDNumberTool%20080616.xls
https://www.gov.uk/guidance/check-employment-status-for-tax
https://www.gov.uk/guidance/check-employment-status-for-tax

