	PAYMENT AUTHORISATION FORM

	
	
	
	

	Section One - Invoice Received

	
	
	
	

	Date
	 

	Invoice checked against goods / service received
	 

	Amount
	 

	
	
	
	

	Section Two - Authorisation of Payment of Invoice

	
	
	
	

	Expense category to be debited (insert account name)
	 

	Class Code
	 

	Authorised by
	 

	
	
	
	

	Section Three – Bill or Expense entered onto accounting system / Cashbook

	
	
	
	

	Date
	 

	Entered by
	 

	Payment due date
	 

	
	
	
	

	Section Four - Payment of Invoice - details

	
	
	
	

	Electronic payment
	Other payment

	Date
	 
	Date
	 

	Authorisation Code
	 
	Method of payment
	 

	Input by
	 
	Input by
	 

	1st approver
	 
	1st approver
	 

	2nd approver
	
	2nd approver
	


