
FINANCE 
GUIDE

Main focus on
Treasurer, but all
committee
members can
help



MEET THE TEAM
David and Karen will be our
facilitators for this session.

The goal of our session is to teach your
society committee how to efficiently and
affectively manage you society money 

David - Head of

Finance

Karen - Finance
Assitant



ACCESING
FUNDS
All Society funds are held in the Students'
Union bank account which Committee
members can request to retrieve money
from.

No Money can be held outside of the
Students' Union Bank account

Fill out Fund Request form

Forms review on Thursday of
each week

Needs to be signed off by another
committee member

Reimburse
Purchase

1

2

3

We Buy Bank Transfer

https://societypaymentrequestform.paperform.co/


Details of the person that is filling out the
form; not necessarily who is owed money

MUST add the receipt or invoice to receive
money 



Cannot be the same person as who is
requesting money
Preferably treasure but does not have to be

Ensure that this information is correct
before submitting

Does not have to be a committee member



BUDGET
TEMPLATE



More info in
the Student
Handbook

ADDITIONAL
FUNDING

3 decision dates close on 31st October, 31st January and
10th April. 
 Requests reviewed within 14 days
3 quotes from 3 different suppliers if applying for
equipment
No limit to the number of requests

Experience unexpected financial  strain? 

Not certain
you will get
funding

SU provides funding for expenses that were not expected
in the budget report

Cannot be
for general
running
costs


