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Storehouse Record of Purchase Form
Please ensure you keep your receipt, that includes the date of purchase, items/service purchased and total amount. The SU has the right to refuse reimbursement if the receipt is of poor condition, incomplete or not provided. 

	Name of
Society Lead:
	

	Date of Expenditure:
	

	What was 
purchased?
	Number Required
(If Applicable)
	Cost per item
(If Applicable)
	Total Cost:

	Travel
	
	
	

	Test Printing 
	
	
	

	Publication Printing 
	
	
	

	Event Refreshments
	
	
	

	Event Supplies
	
	
	

	Training 
	
	
	

	Venue Hire
	
	
	

	Other
	
	
	

	If you selected “Other”, please provide further information below:

	Total Expenditure:
	

	Is this cost being covered by the SU upfront or are you being reimbursed? Covered by the SU means the SU will pay the invoice or order the items. Reimbursed means the student will make the initial payment and this cost will be reimbursed via bank transfer. 
	
Covered by the SU
☐
	
Reimbursed
☐

	If you are being reimbursed, please provide us with your bank details. You will be reimbursed after proof of purchase is provided.
	






	Please use this box to insert evidence of your expenditure 
























 



	DATE
	SIGNED 
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