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	Company Details  




	Client Name
	

	Payroll Reference Number(s)
	



	Bespoke Report Requirements   




	Date change required
	

	Is this a change to an existing report or new report?
	


	If change state report name (Dnn if CSV report where nn is a 2 digit number)
	

	Is the report to be created as a one off or each pay period?
	

	Please create a mock-up of the report on a spreadsheet; include the following details: -
· A title for each column 
· Any additional details that would clarify the contents of each column
· Example line of data including any formatting requirements

	Do you need all employees on the report?

	

	If No please provide details of the filter you require
	



	Additional Details  

	
















	Confirmation



	Name of the Person completing this form
	

	Contact Number
	

	E-mail Address
	

	Date on which the Form is completed
	

	Signature
	




	Costs (Completed by Moorepay) 



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
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