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	1
	Purpose

	
	To inform all Family Placement Staff as to the procedure for the ordering of company equipment ensuring that approval is given, that checks on incoming invoices are made and that details of equipment purchased are recorded on the asset register.

	2
	Scope

	
	All Family Placement Staff.

	3
	References

	
	None

	4
	Definitions

	
	None

	5
	Action

	
	
	
	
	Person Responsible

	
	5.1 
	Purchase of all items of company equipment must be made through submission of a requisition form to the Business Centre where the cost/estimate is £100 or more.  This request should come from the Team Manager or Registered Manager.  
	
	RM
TL
Admin

	
	5.2 
	The requisition forms should be emailed or posted for the attention of the Finance and Admin Manager.
	
	Admin


	
	5.3 
	The Finance and Admin Manager will either approve or decline the requisition.  If declined, the Registered Manager/Team Manager will be informed as to the reasons why.  If approved, the requisition will be forwarded to a member of the Admin Team at the Business Centre to be ordered as appropriate and the staff team will be informed of delivery/collection arrangements.
	
	


FPM
BCAT

	
	5.4 
	On receipt of invoices for goods or services, payment must not be made until it is confirmed that the goods have been received or the work completed to a satisfactory standard- Confirmation may be made by phone.  Delivery notes should be retained and forwarded to the Business Centre where appropriate.
	
	

	
	5.5 
	Items of equipment over £100 should be recorded on the equipment assets register.
	
	BCAT
GBM
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	· Requisition Form
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