	STATIONERY SHOP 
INTERNAL TRANSFER/ORDER FORM
TO BE USED FOR ALL NON-CASH PURCHASES FOR ITEMS NOT ON THE ‘APPROVED’ STAFF STATIONERY LIST OR FOR ITEMS FOR STUDENT USE.
Budget holder must authorise before items are taken.

Cost centre to be debited:
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	COST CENTRE NAME

	

	COST CENTRE NUMBER


	


Staff member requesting stationery:

	NAME (block capitals please)


	
	


Budget holder’s authorisation:

	NAME (block capitals please)


	
	

	SIGNATURE


	


Details of items:
	QUANTITY
	NAME OF ITEM
	UNIT COST
	TOTAL COST

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	DATE
	
	TOTAL COST
	£


