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Welcome to Finance Training!

• Now you’re a Chair/Treasurer of a club, you will 
probably have a lot of interaction with SU 
Finance. From buying kit to paying for socials, 
any transactions that your club makes will come 
through us.

• We can be found on Level 3 of Norwood House, 
between the Bar and the Activities Office.

• We have quite a small team, but we’re friendly, 
and always happy to answer any finance 
questions you might have.



Things We Do
• Payments (bank transfers, cheques, credit card 

and foreign transfers)

• Income (in person, invoicing and online sales)

• Purchase Orders

• Cash boxes and floats

• Ledgers

• Transfers to other SU student groups

• Pre-paid euro travel card

• Cash and carry account



Important!
• It’s really important that all financial transactions 

for your account go through the SU.

• If you make transactions outside of the SU (such 
as one member of a club collecting money from 
everyone for a trip, and then paying for it out of 
their personal account) this could result in 
disciplinary action against your club, and no one 
wants that to happen!

• If you ever have any questions please come to the 
SU Finance Office or email sufinance@bath.ac.uk
to ask. We’re always happy to help you out!
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Being a Chair/Treasurer
• As the Chair/Treasurer of your club, you are in 

charge of the transactions going through your club’s 
account.

• Any transaction for your club needs to be signed off 
or approved by you (only one of you, not both!)

• This means you will have to keep track of your 
funds, so that you don’t approve too many 
expenses and overspend.

• Whilst one of you must approve claims for other 
people in your club, you CANNOT approve your 
own claims. If you are the Chair and need to claim 
some money from your group, it will need to be 
signed off by the Treasurer, and vice versa.



Your ‘account’

• Clubs within the SU do not have their own physical 
bank account, instead everyone has a defined ‘finance 
account’ within the SU’s accounts.

• These accounts are identified by Cost Centre and 
Department codes.

• At the end of the session you will be able to pick up a 
handout for sports, societies, or other groups, and 
these will show you which specific codes apply to you.

• Make sure you keep these (they can also be found 
online), as if you hand in something coded incorrectly 
it can slow down the processing, or could mean that 
we don’t know which group it is meant for!



Spending Your Money

• The money in your club account belongs to you, 
however depending on where it came from, there 
may be some restrictions on how you can spend it.

• If the money has been raised through ticket sales to 
your members, then it can be spent on pretty much 
anything (including socials, alcohol, etc.)

• If it is budget, or funding from the SU, then some 
restrictions apply. Unfortunately this funding cannot 
be used for socials, or the purchase of alcohol. If 
this is attempted then the payments will not be 
authorised, and your members could end up out of 
pocket.



How To Spend Your Money
• There are a number of ways for you to access and 

spend money from your club account. These 
include:

- Invoice Payment

- Cheques

- Credit Card Payment

- A member of the club can pay and claim it back

- A transfer can be made to another SU Group

- Unfortunately we are not able to provide cash for 
you to make payments, as this has no paper trail 
and therefore cannot be tracked or audited.



Invoice Payments
SU Staff or Exec 
Treasurer signature

Group Chair or 
Treasurer signature

Finance signature

Your Group coding 
(e.g. BAS, 53015)



Orange Form



Blue Form



Claiming Back Money
• If you have bought something on behalf of your 

club and need to claim back the money…

• You can use a yellow form, which can be picked up 
at the SU Finance Office, the SU Activities Office, 
or can be downloaded from our website.

• If the amount on the yellow form is under £20 then 
you will be able to come and pick it up in cash from 
SU Finance. If it is over £20 then it will be included 
in one of our payment runs and the money will go 
directly into your bank account.



Yellow Form



Expense365
• If you have a University email address 

and are a member of a student group, 

you can sign up for the Expense365 app.

• You can quickly and easily make claims 

through this, and there’s no danger of 

paperwork getting mislaid!

• Simply choose the group you are 

claiming the money from (you MUST be 

a member of the group to claim from it), 

enter the amount, and a reference for 

the transaction.

• You must also attach a receipt or some 

kind of evidence of the expense – this 

can be done by taking a picture of the 

receipt on your phone and uploading it 

with your claim.



How to Pay into Your Account

• There are a couple of ways to pay money into 
your account. These are:

- Putting an item for sale on the SU Bath website

- Raising an invoice to an outside company

- Paying in money (cash or card) at the SU 
Finance window. For this we will need the name 
of your group, the event that the money was 
taken for, and your username. We will then 
provide you with a receipt for your records.



Online Products
• You can put items such 

as social tickets, kit and 
classes up for sale on 
you SU Bath webpage.

• You will need to make 
sure that the coding on 
your form is correct, as 
this is how we know 
where the money goes 
when someone has 
bought your product.



Raising an Invoice
• Raising an invoice can only 

be used for getting 
payment from outside 
providers. For payment 
from groups within the SU, 
you will need a blue form. 

• As the University is a 
separate entity to the SU, 
you will need to use an 
invoice request form to get 
payment from any 
departments within the 
University.



VAT (Value Added Tax)
• The way that the SU deals with VAT for their 

student groups can be confusing.

• Most student groups will pay VAT on everything 
that goes through their account. In order for us 
to keep track of this, and to make sure that you 
know exactly how much money you have 
available, only net amounts are shown on your 
ledger. This means the full amount of the 
product, but with VAT taken off of it.

• This is not the case for sports clubs.



VAT
• This means that if you charge £3 for an item of kit, 

£2.50 will come into your account.

• The equation to find out how much will come into 
your account is: (total amount)/1.2

• It also means that if you have an invoice to pay 
which has a gross (including VAT) total of £300, 
only £250 will come out of your account.

• The equation to find out how much will go out of 
your account is the same: (gross amount)/1.2



VAT
• In order for this system to work in your favour it is 

very important that you ALWAYS try and get a VAT 
invoice or VAT receipt when you spend money.

• Receipts from card machines do not have a VAT 
breakdown, and if we cannot see the VAT 
breakdown when you make a claim, there is a 
danger that your group will be charged the gross 
amount, leaving the group out of pocket on the 
transaction.

• If you cannot get a VAT receipt or invoice straight 
away, that’s fine. We are able to amend your 
accounts afterwards if you can bring it to us at a 
later date.



VAT (Sports)
• Whilst most student groups deal with VAT in the 

same way, sports clubs are slightly different. 

• Whilst sports clubs still pay VAT, due to a 
different treatment by HMRC, it must be shown 
differently in your accounts.

• In sports accounts, for most activities, the gross 
amount will be shown. This means that if you 
have a product online (such as a competition 
entry) to sell to your members for £30, the full 
amount will appear in your account.



VAT (Sports)
• This also means that if your club pays an invoice of 

£300, the entire amount will be shown leaving your 
account.

• The only places that this is different for sports clubs 
is when dealing with socials (e.g. end of season 
meals) and equipment for resale (e.g. something 
the club is buying for the express purpose of 
reselling to members, such as kit or yearbooks).

• In these two cases, the VAT treatment is the same 
as other student groups, with only the net amounts 
going in and out of your account.



The TOMS Scheme
• The TOMS Scheme is set up by HMRC, and 

stands for the Tour Operators Margin Scheme.

• The basic premise is that if you are providing a 
travel/entry service to paying customers and 
charging them no more than the cost of that 
travel/entry, it will be zero rated for VAT.

• This means that if you are running a trip for your 
club and are only charging members the cost of the 
transport (e.g. coach) and entry to wherever you 
are going (e.g. entry tickets), any money going into 
and out of your account for these transactions will 
be the gross amount (including VAT).



Ledgers
• Your ledger is a document that allows you to keep 

track of all of the transactions going through your 
club account. You can request an excel or printed 
copy of your ledger at the SU Finance office, or 
via email to sufinance@bath.ac.uk. 

• We recommend that you also keep your own 
record of what you sign off as a Chair/Treasurer, 
so that you can compare it to the ledger you are 
sent and let us know if you believe there are any 
discrepancies.
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Ledgers



Expense365

• Now you can 

check your group’s 

account balance 

and transactions 

on the Expense365 

app.

• If you prefer to 

have the ledger, 

you will still be able 

to request one 

from SU Finance.



Alumni Fund
• If your club has an unexpected expense or would 

like to purchase a one-off item you have the option 
to apply for Alumni funding through the SU.

• If your application is approved you will be notified, 
and told how much money you have been granted 
from the fund.

• In order to spend this money you must first spend 
out of your own account. Then send an email to SU 
Finance saying you would like the expense for that 
specific product to come out of your Alumni funding.

• When the transaction has gone through your 
account, the funding will be transferred into your 
account to cover the cost.



Sponsorship
• Your club can make sponsorship deals with 

businesses. These usually involve a company 
giving you money in exchange for some form of 
advertising. 

• It is very important that you do not make 
sponsorship deals independently. As they are 
binding contracts that you will be signing, and 
involve money that will need to be invoiced for your 
club, all sponsorship contracts must go through the 
SU Marketing team.

• Whilst you can start negotiations with a potential 
sponsor yourself, before anything is finalised it 
must go through SU Marketing.



Fundraising
• Sports clubs are allowed to carry out fundraising for 

themselves. This can be done through an activity such as a 
bake sale, or through a collection at an event you hold. The 
only requirement for this is that you must let people know 
their money will be funding your group, not another 
miscellaneous charity.

• Any money collected for your club through fundraising will be 
put into your account as the gross amount, with no VAT 
removed.

• Your club is also allowed to raise money for external 
charities, however this must always be organised through 
our RAG and Volunteering team, as they have the best 
knowledge of fundraising for charity, and will be able to help 
you organise your event and send the money to an 
appropriate charity when it is finished.

• ragstaff@bath.ac.uk is the email address to contact them if 
you have any questions.
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Events and Socials
• If you are planning a big event with your group, 

then you will need to fill in an Event Planner with 
the Activities Office. They will be able to provide 
you with this. You may also have to attend an 
Event Committee meeting to present your event.

• There is a handout available at the end of the 
session with guidance on managing finances for 
an event or social.

• The main thing to remember is not to leave 
anything until the last minute!



Any Questions?
• Finance can be a little confusing if you haven’t 

encountered it before, so if you have any 
questions please ask.

• If you come up with any questions at a later 
date, send them through to 
sufinance@bath.ac.uk and we will do our best 
to answer them! 

• We will now go through some eXpenses365 
training, so have your phone ready!
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