
Yellow Form Orange Form Blue FormInvoice Stamp

Payment 
Required

Has a student paid with 
their own money?

Yes

Do you have an 
invoice?

No

Yes

 Attach your proof of purchase 
(receipt, email confirmation etc) 

to the Yellow Form. Payment 
type selected on form. (Bacs, 

cheque) Please note under £20 
will need to be collected from 
the SU finance office as cash. 
Signed by Chair/Treasurer & 
Finance Codes added  (Cost 

Code, Department and Expense 
Type). 

Place in the in tray in the 
Activities/Sports Office for Exec 

Treasurer

Print Invoice & Take to SU 
Finance for a stamp

Chair/Treasurer to sign and add 
finance codes. (Cost Code, 

Department and Expense Type)

Place in the in tray in the 
Activities Office for Exec 

Treasurer/Activities Office Staff 
member to counter sign 

(depends on the amount) 

Do you require a 
Purchase Order

No
Credit Card 
Purchase?

Internal Transfer

Purchase Orders – Attach the supporting information to the orange 
form. Treasurer or Chair to sign and add finance codes (Cost Code, 
Department and Expense Type). Exec Treasurer or staff member to 
countersign (dependant on amount).  Speak to staff in the Activities 

office who will issue a PO number. 

Credit Card – Only if NO other options available. Attach supporting 
evidence to orange form. Treasurer or Chair to sign and add finance 
codes (Cost Code, Department and Expense Type). Exec Treasurer or 

Activities Office staff member to countersign (dependant on amount). 
Take the form to SU finance during office hours to make the payment 
with the credit card. You will have to make the payment in the office.

Internal Transfer form. (Backstage 
invoices come with an internal 

transfer form on them)

Fill in the form. You need to 
include finance codes (Cost Code, 

Department and Expense Type) for 
both societies/sports clubs.

 Chair/Treasurer to sign.
Place in the in tray in the 

Activities/Sports Office for Exec 
Treasure

 

Yes Yes

No

Yes

No

SU or UniversityYes

Students Union
(Socs, Sports, Bars, Other SU Departments) 

Speak to Students  Union 
Finance to request the 
University Department 

Aggresso Code

University Department

Outgoing Payments
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