Payment
Required

Internal Transfer

Has a student paid with
their own money?

EXP365
APP

Log into app and create a new
expense claim, attach proof of
purchase to the claim and
submit this will then get sent
to your chair/treasurer to be
approved and finally to the
Exec Treasurer to sign off
meaning it will go on our next

payment run.

If for any reason you cannot

use the app, please contact

SU Finance and we will try
and help.

Do you have an
invoice?

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)

THE SU

UNIVERSITY
OF BATH

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

Do you require a
Purchase Order

Credit Card
Purchase?

Orange Form

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 signh 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.

Outgoing Payments

—University Department

Speak to Students’ Union
Finance to request the
University Department

Aggresso Code

Blue Form

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



