Dukeries Reserve Policy Flowchart
Procedure for requests over £20

Complete ‘Request form for equipment over £20’

			
Email to Business Secretary


Request discussed at next Committee meeting


Majority vote informs the decision


	
The Applicant is informed of the decision by the Business Secretary


Authorisation section of ‘Request form for equipment over £20’ to be completed by Business Secretary




‘Equipment Loan & Return Record Form’ to be completed, by Applicant and Business Secretary, after item purchased

	

Inventory List updated by the Business Secretary


Receipt given to Treasurer and accounts updated


Returned equipment is recorded on the ‘Return of Equipment section’ by Business Secretary
All forms to be stored for future reference by Business Secretary







