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TUSU EXPENSES REQUEST FORM

PLEASE READ THE PROCEDURES OVERLEAF

To whom payable ____________________________ (BLOCK CAPITALS)
Club/Society ___________________________
Date __________________

	Club/Society code
	
	Dept(Grant/Rep/Kit/Tour/Deposit) Code
	


FULL DETAILS (Receipts/Documents MUST BE attached)
For petrol/diesel expenses a receipt is required for a hired vehicle. If you are driving your own vehicle please provide a route map and mileage at 45p per mile will be refunded. Please provide dates and venues for all expenses.











_________________









Total Amount £


_________________

Request must be authorised by two of:



Signature




Print Name

Chair:







Name:

Vice-President Finance:




Name:

Vice-President Communications:



Name:

If the expense is payable to a Club/Society officer, BOTH THE OTHER officers must sign above.
OFFICE USE ONLY
PAYMENT REQUEST AUTHORISED (Manager, Exec Officer Only) ____________________ 

PAYMENT AUTHORISED (Manager, Exec Officer Only) _____________________________

	N/L CODE
	A/C NAME
	NET
	VAT
	GROSS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


EXPENSES REQUEST PROCEDURES

Please ensure that you follow these procedures when completing the expenses request form.

1. Ensure each part of the form is completed in full.

2. Include a description of what the payment is for in the “Details” section.

3. Supporting documentation MUST be attached to the payment request showing a VAT number where applicable.

4. If the relevant information is not attached payment may be delayed.

5. If the original documents need to be posted, please attach a further copy to be filed with the expenses request form.

6. Please write the name of the payee clearly in BLOCK CAPITALS.

7. Keep a record of all the expenses you have authorised for payment for future reference.

8. Club/Society expense request forms only:

· MUST be signed by TWO officers of the Club/Society.  Should the payment be made payable to an Officer BOTH OTHER officers must authorise the request.

· MUST be handed in to the Welcome Desk before 3pm Monday for payment that week.
· Will only be authorised if the Club/Society has sufficient funds in the relevant account.

· Identification will be requested when collecting cheques from Reception and a signature will be taken from Club/Society official. 

· Officers must note that handing in an expenses request DOES NOT automatically ensure payment being made.  In such cases further information will be available from the Welcome Desk.

Further information, addresses etc.

Payment by BACS details (please fill in every box clearly):

	
	
	
	
	
	
	
	


Account number:
	
	
	
	
	
	


Sort code:

Account holders name:

Name of bank:  
Email Address:
ALL PAYMENTS ARE DONE BY BACS CHEQUES ARE NO LONGER A PAYMENT OPTION.

IF DETAILS ARE NOT CLEAR PAYMENT MAY NOT BE MADE. IT IS YOUR RESPONSIBILITY TO MAKE SURE THE CORRECT INFORMATION IS PROVIDED AND READABLE!
