




KCLSU Sales Invoice Request Form (Societies and Clubs)
Customer Name   	

Customer Contact Name   	

Customer Contact Email    	

Customer Telephone Number    	

Customer Contact Address    	

Invoice Description    	

Invoice Amount    	
Amount Inclusive of VAT?   	

Society/Sport Club Name 	
Society/Sport Club three digit code	
(Three digit code is given on the SAG report next to Group name)
Nature of the income
(Such as Sponsorship with/without reward, ticket, donation, service provision etc.)



Customer PO Reference
(KCL and some big companies require to have their PO number to be stated on the invoice, otherwise, the invoice will not be paid.)



Invoice Requested By    	

Invoice Request Date    	

[bookmark: _GoBack]Note: When the Finance Team process the Sales invoice request, the funds will show up on your SAG Groups Account report. 
However, this doesn't mean the customer has paid the invoice. If the customer doesn’t pay by July 31, 2025, the invoice will be cancelled and funds will be deducted from the same SAG Groups Account.
