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University of Stirling Students Union
Purchase Order Request Form
Please complete fully. Once submitted, your order will be made as instructed, and any changes communicated as listed below.
	Club Name
	

	

	Club Treasurer Contact Details
	

	Name:
	

	Telephone:
	

	Contact E-mail:
	

	

	

	Supplier Details
	

	Name:
	

	Website (if applicable):
	

	Telephone:
	

	Contact E-mail:
	

	Order Details

	If the order has personalised items, such as kit, please note that members must pay their contribution in to the club account before the order is confirmed. Please use the list of the names on page two to indicate names and their required contribution.


	Description/Details of Purchase (include individual item cost)

	Quantity
	Item Description
	Cost Each
	Total

	
	
	£
	£

	
	
	£
	£

	
	
	£
	£

	
	
	£
	£

	
	
	£
	£

	
	
	£
	£

	
	
	£
	£

	
	
	£
	£

	1
	Delivery Charge
	£

	Total Cost (incl vat, if applicable):
	£


Signed by Treasurer: ____________________________

Example Personalisation List

	No.
	Member Name
	Contribution
	Details of Personalisation

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	

	12
	
	
	

	13
	
	
	

	14
	
	
	

	15
	
	
	

	16
	
	
	

	17
	
	
	

	18
	
	
	

	19
	
	
	

	20
	
	
	

	21
	
	
	

	22
	
	
	

	23
	
	
	

	24
	
	
	

	25
	
	
	

	26
	
	
	

	27
	
	
	

	28
	
	
	

	29
	
	
	

	30
	
	
	



If you have any questions, please contact sophie.charlton@stir.ac.uk

