Student Club Permission to Spend Form
This form must be completed and signed before any purchase is made, when using money held in a university-funded 
student club budget account.  Call 351-3314 or 351-3287 with questions.

[bookmark: _GoBack]Club Name:	     	Advisor’s Name: 	     
[bookmark: Text1]Account #:	60	-	    	-	    	-	    	Contact Person:	     	Phone:	     

Rev. 12.14.11
VENDOR NAME:	     
Address:	     		City:	     	State:	  	Zip: 	     
Phone:	     	Fax: 	     	Website: 	     	




 	DESCRIPTION OF ITEMS TO BE PURCHASED	CATALOG		PRICE	TOTAL
	(Attach additional sheets, if necessary)	NO.	QTY	EACH	PRICE		                                   
     	     	     	     	     	
     	     	     	     	     	
     	     	     	     	     	
     	     	     	     	     	
     	     	     	     	     	
     	     	     	     	     
TOTAL OF ENTIRE ORDER (including any additional sheets)				     	
The following documents must be attached, if applicable: 

|_| Entertainment Expense Form (required for all food and 	|_| Contract (must go through SSU’s contract entertainment purchases, including Sodexo orders)		review process before order is placed)
[bookmark: Check2]|_| Order Form 	|_| Quote/proposal

Notes & Comments
     
     
Club Rep Signature	Date
Advisor Signature	Date

Dir of Student Engagement & Leadership Signature	Date

Finance Office Signature	Date

Hand-deliver this COMPLETED form to Student Activities Office (UC) after it has been approved.
Allow 3-5 days to process purchase order.
DO NOT WRITE BELOW THIS LINE
         Purchase Order		              P-Card (SSU’s Visa credit card)                 RFP (Request for Payment)

