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	Anglican Diocese of Newcastle
	

	
	LOCUM PAYMENT REQUEST

This form must be completed by Parish and Locum
	CPA- 5





* Required fields
	Surname *
	


	Given Names *
	


	PARISH / CENTRE *
	


	Dates of Locum / Relief 
( This Claim )
	


	Comments / Remarks
	 

	 ( If Applicable)
	

	
	

	
	


	Payment Required * 
	 $


	Cheque Payment attached *
	Yes  /  No


         Cheques to be made payable to ANGLICAN DIOCESE OF NEWCASTLE

	Please Invoice Parish / Centre *
	Yes  /  No


We hereby request the above mentioned payment to be made as from next available stipend payment period:

Signed: (LOCUM)*                 ______________________________     Date:         /         /  

Signed: (Parish Official)*        ______________________________     Date:         /         /  

Form must be received at the Diocesan Office by the 10th of each month, to be able to be processed           for payment on the 15th of the month; otherwise it will be held over for the next months pay. 

Frequently asked questions

	Q
	Do I need to fill in this form?

	
	

	A
	All locum payments to be made through the Diocesan payroll system will require completion of this payment request.

	
	

	Q
	What locum payment amounts are covered



	
	

	A
	This payment request covers the normal relief stipend as arranged / negotiated with the Parish / Centre involved.  Mileage and incidental expenses should be paid directly by Parish and not included in this claim.

	
	

	Q
	When will this payment be made?

	
	

	A
	Once this form has been approved (All required details provided) and processed, the accrued payments will be made on the 15th day of each month. This is in line with normal stipendiary payments which are made on the 15th day of the month for the FULL month.

	
	

	Q
	Do we need to fill in an amount?

	
	

	A
	Yes.  Incomplete forms can not be processed and will be returned.

Firm arrangements should be made for payment with a clear understanding by both Parish and Locum of amounts and days to be paid. 


	Office use only

	Diocese

Date Received:           /       / 

Cheque Attached/Received:

Approved/Checked:  ___________________
	
	Payroll

Date Received:           /       / 

Entered/Checked:  ___________________
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