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All Equipment for resale, for Socs and Sports, is subject to VAT. Please see the additional 
information for VAT if you don t fully understand this.

What Process to I need?

Depending on the supplier you may need to 
process an invoice, raise a Purchase Order (PO) 
using an Orange Form, or reclaim some money 
using a Yellow Form. See outgoing payments 
flow charge to figure out which is most 
appropriate. Remember that using your own 
funds and reclaiming them using a Yellow Form 
should be your last resort!
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Members should only be allowed to collect equipment once they have paid for it. Ideally all incoming payments from membership should be collected 
before the equipment is purchased. Any clothing/stash designs must be approved by the SU Activities Office before purchase to ensure they conform with 
branding guidelines.
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