
Leeds Beckett University – Athletic Union
Student/Club Expenditure Form 

	Club:
	
	Date of Request: 
	

	Authorised by:
	
	Signature :
	

	Club Committee
	Print Name 
	
	

	Authorised by:
	
	Signature :
	

	Club Member
	Print Name 
	
	

	Authorised by:
	
	Signature :
	

	Sports Office
	Print Name
	
	

	Payment Type:

(Please tick)
	Supplier Payment (Invoice/Agresso)
	

	
	Supplier Payment (Credit Card)
	

	
	Personal Expense (BACS Payment)*
	

	
	Ref Fees (Petty Cash)
	

	Payment to:
	

	Student/Staff ID:
	

	Address for payment (if applicable)
	

	Date and description of claim: 
Reason for Claim must be Included.
FUEL CLAIMS – Please include:
· Reason for travel

· Destinations

· Date of Travel

· Method of Travel
	

	
	Amount:
	Net
	£

	
	
	VAT
	£

	
	
	Total
	£

	Note: All invoices/receipts must be attached to this form. Payment will not be made if the appropriate receipts are not made available. No person may authorise a payment to themselves.  

	Sports Office Use Only 

	Agresso
	Supplier Number
	

	
	Project Code
	

	
	Account Code
	

	
	Requisition Number
	

	
	PO Number
	

	Supp ID
	31992

	Name & Signature of person collecting ref fees:




*For personal expenses please complete bank details overleaf.

Bank Details (for personal expense claims only)
	Name of bank
	

	Account code
	

	Sort Code
	

	Signature
	


[image: image1.emf] 


Account (Please tick)


       Student





 Operations











