	PAYMENT AUTHORISATION FORM

	
	
	
	

	Section One - Invoice Received

	
	
	
	

	Date
	 

	Invoice checked against goods / service received
	 

	Amount
	 

	
	
	
	

	Section Two - Authorisation of Payment of Invoice

	
	
	
	

	Account to be debited (insert account name)
	 

	Class Code
	 

	Authorised by
	 

	
	
	
	

	Section Three - Commitment Entered onto Quickbooks

	
	
	
	

	Date
	 

	Entered by
	 

	Payment due date
	 

	
	
	
	

	Section Four - Payment of Invoice

	
	
	
	

	Paid by Cheque
	Paid by BACS

	Date
	 
	Date
	 

	Cheque Number
	 
	Authorisation Code
	 

	Signed by
	 
	Input & Authorised by
	 

	Signed by
	 
	Authorised by
	 








