Overpayment Reallocation Stencil - £10.01 to £500.00
--------------------------------------------------------------------------------------------------------------------------
This stencil should be completed when an overpayment with a value between £10.01 and £500.00 is to be reallocated to Current Year (CY) and passed with any papers to the Authorising Officer. 
To

(Authorising Officer)

I have reallocated the overpayments detailed below to CY.
Would you please authorise the case.
From

Date

	Employer’s name:

	Employer’s reference:

	Accounts Office reference:

	Amount to reallocate to CY:

Year        /                   £____________

Year        /                   £____________

Year        /                   £____________


To complete on screen


1) Enter the information on the screen; replacing yyyy entry with the year	2) Select File, Save As


3) Save the completed form to your Personal File Store			4) Send the form to the authorising officer























