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Purchases on behalf of the club and Expense claims

Any purchases on behalf of the club must follow the guidelines below:

PO {purchase order) Forms available on Club website under Mermbers area f Our Club / Purchase and Expenses
If less tham £30 any £100 to £500 ES500 to 1000

Y If less than £100 over £1000
member can submit Get PO form. Get PO form & ]

) Head of dep can use . Get PO form &
claim. Office can use ) Request approval astimate(s]. Reguest .
. ) judgement and Lat estimate(s). Request
judgement. If in doukt ) from any Board approval from
office know - approval from Board

ask Treasurer membser reasurar

U U 4 4 4

Claims must state purpose to enable correct
accounting of the expense

PO form to state purpose to enable correct accounting of the expense

Request is approved (or denied see below)

Tresasurer (or other
Treasurer submits Boand member)

PO form to office and submits PO form to
nforms requester office and informs

requaster

N : v

Office will e able allocate
cost accurately. Office will
place order (unless agread
otherwise with office). Office
to chase order and let person
ordering know of progress.

¥

moice processed by
Claim processed by office. Payment by weekly office. Payment by
sumimarny report to Treasurer weskly summary

Board member
subimits PO form to
office and informs
requester

repart to Treasurer

Request denled: Treasurer/board member will clarify decision or request
further information

Forms for expense claims and purchase orders are available here

Donations and Gift Aid

Donations are always gratefully received.

Portmoak Pilot's Information and Airfield Manual - https://pilots.scottishglidingcentre.co.uk/


https://pilots.scottishglidingcentre.co.uk/lib/exe/fetch.php/governance/po_request_and_approval_form_v2.xlsx
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As we are a registered CASC, we can receive donations via Gift Aid. Should you wish to do that, you
can make either:

¢ One donation
e Multiple donations
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https://www.gov.uk/topic/community-organisations/community-amateur-sports-clubs
https://www.gov.uk/donating-to-charity/gift-aid
https://pilots.scottishglidingcentre.co.uk/lib/exe/fetch.php/governance/master-gift-aid-form-v2-single.pdf
https://pilots.scottishglidingcentre.co.uk/lib/exe/fetch.php/governance/master-gift-aid-form-v2-multiple.pdf
https://pilots.scottishglidingcentre.co.uk/
https://pilots.scottishglidingcentre.co.uk/doku.php/purchases_expenses_donations_and_giftaid
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