
How to complete a Purchase Order 

 



 

 

 

 



Online Purchase Orders 

If you’re unable to make it into the office to complete a Purchase Order we are now 

accepting email completions, please see below.  

If you’re providing details for a Purchase Order to be written 

We need the full details of what it is you’re paying for as detailed above. We’ll then write 

the Purchase Order for you and scan it to you to authorise (see below). 

If you’re authorising a Purchase Order 

To authorise a Purchase Order virtually we need two of your society signatories to email 

authorising the specific amount to the specific supplier. Ideally they’ll reference the PO 

number. For example; 

I Sophie, Treasurer of Example Society, authorise the payment of £100 (PO 31469) from the 

Example Society account (D000 999) to be paid to Example Supplier for the purchase of 

Example Item. 

Email authorisation needs to come from a committee members student or personal email, it 

can’t be sent from a shared society email. 

 


