SoSS Expenditure Request Form (RTSG)

Claim /Expenditure Request for Goods or Services in SoSS

To be completed to request Head of School for approval.

[bookmark: _GoBack]Process: complete this form and return to Myra.Knutton@manchester.ac.uk. When considered Myra will inform you of the outcome.

	Your Name

	

	Programme
	

	Year on Programme
	

	Your email Address

	

	Reason for Claim/Request - why it is essential?
What are the implications of not ordering/paying?









	Insert Reason for the request from your School RTSG award




	Is this a recurring payment?  If so please give details including the frequency of payments.



	

	Proof of  delivery/commitment (where appropriate)


	

	Date of expense/spend

	

	Amount you would like to spend/claim

	

	Account code
	AA13104

	Refer Y/N

	 

	Approved by Brian Heaphy Y/N

	


	Brian Heaphy (HoS) approval signature 
	






 

