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If you have any problems with this tool please contact LivedExp@mind.org.uk	2





	Date:
	
	
	From:
	

	To:
	
	
	Name:
	

	
	
	
	Address:
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Your Reference (if applicable):
	
	Account No:
	

	
	
	Sort Code:
	

	Contact Name:
	
	Your details for BACs payment (if BACs isn’t suitable for you please speak with your contact

	
	
	



	Date
	Activity description
	Hours
	Total (£)

	
	
	
	

	
	
	
	

	Date
	Out of pocket expenses description
	Total (£)

	
	
	

	
	
	

	[State name of policy where payment rates are explained]


	Grand Total (£)
	


	Declaration: [Enter DWP/tax information – use your policy as guidance]



	We can only accept original signatures (not scanned or electronic)

	Signature:
	
[bookmark: _GoBack]
	
	Date:
	


If you are VAT registered please send us a VAT invoice
Claimants to note: Please return the completed and signed form to your contact at 
[Enter contact name and postal address]

Staff to note: Once this form has been approved and signed by the budget holder, please return it to Finance department [enter organisation address]
[Enter your organisation’s privacy statement/hyperlink]




For office use only: [Enter your own text here]
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Template:

Invoice - payment £or ynvolvement

How will you ensure people taking part can easily claim payments
offered and travel expenses?

Why use this template

If your organisation is able to pay an involvement fee or offers reimbursement
of travel expenses you will need a simple and consistent way of doing this.

A template that is used throughout your organisation can provide an easy way
for those taking part to claim, as well as ensuring the organisation has the information
needed to process payment and for record keeping purposes.

How to use this template

Follow these simple steps to successfully use this template

Top +p: Understand what 1s possikle
wWHhin your organisation, can you
offer cash or bank +ransfers or are
ou restricted? Speak 40 your £inance
epartment and check W Hhe template
here provides Hhem with what Hhey
need. Every organisation 1§ dieferent

S0 use Hhs temvplate as a starting pownt.

|. Tailor this template to your
organisational policies by completing
the text boxes. The declaration box
should instruct people as to what they
need to do in relation to tax
and benefits.

Mind does not provide advice
regarding this, the Social Care Institute
for Excellence has some information
that may be helpful. wwuw.scie.org.
uk/co-production/supporting/paying-
people-who-receive-benefits

You can seek further advice from
your HR department. Anyone claiming
payment should seek personal advice
from HMRC and / or DWP before
accepting payment, it is important to
ensure everyone is aware of this.

2.

3.

Have a printed and electronic version
of your template available at the end
of your activity.

Where possible, ask people to
complete the template before they
leave, make sure you have a copy
of your payment policy to hand so
any questions can be answered.
Be available to support people to
complete it if needed.

Explain the payment process letting
people know approximately when they
will receive payment e.g. 3 weeks.

Check each form for accuracy, add

* the relevant budget code and sign to

authorise payment. If you are unable
to do this, ask the budget holder.

Pass the forms onto finance for
processing.

Top +p: Wiake a note of when

the forms were sent For processing,
So +hat W you have any queries you
will have #he wFormation on han
Hhat you need n order 40 answer.

Please print this out or type in the text boxes available. Do not edit the document.




