Orange Forms

Filling in an orange form is a way of processing an outgoing payment by credit card, Amazon account or can be used to issue a purchase order number to a supplier.
Orange forms can only be authorised by a student group chair or treasurer. They must then be countersigned, for more information on this refer to the Processing Forms
page. If you are unsure when to use an orange form, follow the diagram on the Outgoing Payments page or contact your exec treasurer.

Purchase Order Request Form

Finance Codes Supplier

See pages on

Co;;{:();z:%sz& Detail.s of the
supplier you need a
PO for or need to
R make a credit card
Description ™ payment too.

Details of expense
must be included
with an attached
quote or a request
for a PO from the
supplier. Remember
using the credit card
should be your last
option.
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Only the activity group Chair and Treasurer can authorise forms. Please fill in your details clearly. NOTE! You can t
authorise a payment to yourself The Students Union Representative section is filled out by the area exec treasurer G



