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Expenditure Request Form - Societies
2025/26

Please complete this form to request that a payment is made on your Society behalf by the Students’ Union. Where possible please attach any quotes/ invoices you have received for the proposed purchase. 

Part 1 – Society Details
	Claimant Name
	

	Society Name
	


 
Part 2 – Details of Expenditure

Please provide below details of the expenditure being claimed. Ensure applicable quotes or invoices  are attached. 

	Expenditure Item
	Cost

	
	

	
	

	
	

	
	

	Total
	



Part 3 – Contact Details for Supplier

Please provide the contact details for the proposed supplier so the purchase can be arranged. If the item is being purchased online, include the exact website link needed to complete the purchase.

	



















Part 3 - Approval

Before any expenditure can be committed this request form must be signed by both the Chair and Treasurer of the society. 

	Society Chair
	Society Treasurer

	Name
	
	Name
	

	Signature
	Signature

	Date
	
	Date
	




	Office Use Only

	Date Request Received
	

	Date Request Processed
	

	Date Request Paid
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