UNSUPPORTED PAYMENT FORM               
(FV60)








            Purchase Ledger











Finance Shared Service Centre

IF YOU HAVE A PURCHASE ORDER REFERENCE FOR YOUR INVOICE YOU DO NOT NEED TO FILL IN THIS FORM.  WRITE THE 10 DIGIT REFERENCE (WHICH STARTS WITH 41xxxxxxxx) ON THE INVOICE AND EMAIL TO PURCHASELEDGER@MANCHESTER.GOV.UK. 

IF YOU HAVE A VENDOR NUMBER, PLEASE COMPLETE SECTION 1 ONLY.

IF YOU HAVE NOT GOT A VENDOR NUMBER, THEN COMPLETE SECTIONS 1 AND 2.
	SECTION 1
	Vendor Details

	
	Vendor Name
	Vendor number (8 Digits)

	Invoice Ref (no more than 16 characters)

	Description of Goods / Service (No more than 50 Characters)



	Form Completed by: 


	Contact telephone number:

	Cost Centre / Object
	GL Code
	Net Amount
	VAT Code
	VAT Amount
	Gross Amount
	Cr (-)

	
	
	£     
	  P          
	
	
	£
	P
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Total
	
	
	
	

	SECTION 2 
	NB: If payee has previously been paid as a onetime vendor, this form will be returned to you to complete a “vendor create form”

	Name
	Bank Details

	Address
	Bank Name & Address

	
	Bank Account
	Sort Code

	
	
	

	NOTE: You are required to procure Goods and / or Services by raising a formal Purchase Order in SAP. If you are experiencing difficulty in doing this please contact the Corporate Shared Service Centre on 0161 219 (3)6001 to discuss your issues before completing this form.
NB If this document is not completed in full it will be returned back to the originator. This request for payment will be workflowed to a Cost Centre Manager and Finance Officer (with an attached scanned image) for approval prior to payment being released. Please ensure you attach the original invoice and / or supporting documentation to this form for scanning.  If you require a cheque for collection please ensure you mark this clearly at the top of this form and attach a completed and authorised cheque collection form. 


