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Request Form for Acting-up
All requests for Acting-Up allowances payments should be submitted via MyHR Departmental Transaction. Requests received in HR by the 1st of the month will be processed in that month’s payroll.  

	Name of post holder
	

	Employee Number
	

	Department 
	

	Acting up title of post 
	


	Period start date
	
	Period end date
	


	Confirm the allowance to be paid:  Acting Up  



	Confirm if Acting up allowance   extension       new 
 


	Confirm how the allowance is to be paid:  Monthly         Lump sum  
 


	Current FTE
	
	Acting Up FTE
	

	Current Grade
	
	Acting Up Grade
	

	Current point
	
	Acting up point
	

	Current salary 
	
	Acting up salary 
	


	Monthly acting up allowance
	£


	Please  provide background reason for request:




PLEASE NOTE APPROVALS MUST BE OBTAINED 

Request Authorised by Head of Department / Departmental Administrator:
	Name
	
	Signature

	Date
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