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Please fill in and return to the Sabbatical Suite (Room 403, 4 floor, 25 Gordon Street


	You should complete this form to order goods/services once your campaign budget has been approved. Please attach the following paper work, indicating clearly which quote relates to your order:

For goods costing:

Attach:

  £100 - £500

informal quotes from 2 companies

over £500

formal quotes from 3 companies

Return this form to the Education Officer; authorised requests will be sent within 3 working days.  If your request does not relate to a budget or expenditure in your campaign bid , it will be refused.




	Campaign week name:
	
	

	
	
	
	

	Campaign leader name:
	
	Contact number:
	

	
	
	
	

	Account code:
	
	
	
	
	
	
	
	
	
	
	Date of request:
	


Order details
	Name of company to place order with:
	  
	

	Name of contact within company:
	
	

	Company address:           
	
	

	
	
	

	Postcode:
	
	Fax number:
	
	

	
	
	


	Description - Please give a clear concise description of the goods to be ordered
	Price of goods

	NET

VAT                                                                                                                            

                                                                                                 TOTAL
	

	
	

	
	

	
	


	For office use only:
	
	
	
	

	
	
	
	
	

	Account balance:
	
	Checked by:
	
	Order number issued:
	
	

	
	
	
	


	
	
	
	
	
	

	
	Requested by Campaign Leader: 
	
	Date:
	
	

	
	
	
	

	
	Authorised by Education Officer: 
	
	Date:
	
	

	
	
	

	
	Date passed to finance:
	


D






Nothing on this form constitutes an order unless accompanied by a UCLU Order Form


