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Credit Control




 Write-off form

For Head of Department approval
Department: ………………………………..
Please check before completing this form that the invoice is valid, a copy has been sent to the customer and the department has attempted to recover this debt and as such you are satisfied that the invoice should be written off.

	Invoice no:
Invoice Date:
	Customer name:  

	Amount to be written off: £
	GL account code: U. … …………………………………
Write offs go to trans code FJNB, though this may differ for certain write offs (e.g. bank charges FJAE (GBP), FJAF (USD) or FJAG (EUR))

	Is the invoice VATable?: YES/NO

	


Reason for write off (please tick)
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	Under payment (non collectable)

	
	Business/individual are no longer traceable
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	Under payment (uneconomical to collect)
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	Uneconomical to collect (e.g. the invoice is of little or no value, thus it is costing more to chase than is collectable upon the invoice)



	
	The business has ceased trading and the administrators/receivers/liquidators etc have been contacted to confirm the debt is not recoverable. (Please attach details of the response from this body, and or paperwork to this effect)
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	Other (please specify below)
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	Bank Charge
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Have you made provisions in the accounts for this debt?
Yes 
    No


Please provide details of any contact or attempted contact you have had with the debtor e.g. telephone calls and/or letters

[image: image2]
Do you give permission for Central Finance to attempt to collect this debt and/or pass the debtor’s details to a third party in order to do so?


Yes
     No

If no please specify a reason
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As Head of Department, I authorise in accordance with Section 3.8 of the University Financial Regulations for the above specified invoice to be written off, and I understand that it will be charged to the Department.

	Signature: ……………………………………………………………….
	Date: ………………………………



	Print name: ……………………………………………………………...


	


____________________________________________________________

	Credit Control is a part of the Corporate and Research Accounting section of the Finance Division

	Credit Control, Finance Division, 

Greenwich House, Madingley Road, Cambridge, CB3 0TX
Telephone: 01223 332205


Email : fincreditcontrol@admin.cam.ac.uk
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