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	Company Details  



	Client Name
	

	Payroll Reference Number(s)
	

	Pay Date when change is to be applied
	



	Detailed Requirements   




	No. of pay periods to include in the average pay (must correspond to the pay frequency)
	


	Please state if the rate is to be an hourly / daily / or weekly rate
	

	Please state if the rate is to include the basic rate (full rate or enhancement to basic / salary)
	

	Please indicate which pay codes to include in the average rate
	We will send you a spreadsheet to complete

	Do you have a minimum average rate we need to calculate
	

	If yes indicate if this is the ee’s basic rate or if other what rate we need to use
	_____________________________

	Do you wish Moorepay to load in history
	

	Please provide details of how the average rate is to be calculated 
(For example total pay / total hours / number of periods / hours)
	

	Provide details of rules for starters
(For example number of pay periods may be less due to start date)
	



	Additional Details  


	









	Confirmation



	Name of the Person completing this form
	

	Contact Number
	

	E-mail Address
	

	Date on which the Form is completed
	

	Signature
	



	Costs 


Your quote will be raised within 5 working days upon receipt

	Total Costs (£) 
	

	Comments
	



	Acceptance of Cost by the Client



	Cost Accepted by (Name)
	

	Cost Accepted by (Signature)
	

	Date Accepted on
	



Please return this completed Change Request Form to application.consultancy@moorepay.co.uk
[image: ]Page 1
Holiday Average Pay Rate Change Request Form v14.0
image2.wmf
Enhancement


image3.wmf
Yes


image4.wmf
No


image5.wmf
Basic


image6.wmf
Other


image7.wmf
Yes


image8.wmf
No


image1.wmf
Full Rate


image9.png
moorepay

A Zellis Company




image10.jpg
L]
IN Join Moorepay lf/moorepay ’@moorepay

www.moorepay.co.uk




