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Guidance on New District Finance Forms (2011)
	FORM
	USE
	WITHIN DISTRICT BUDGET
	AUTHORISATION REQUIRED

	District Budget Expenditure Request Form
	Operating Costs – From Budget Cost Centres

· Explorers

· Young Leaders

· Training

· Uniform

· St Georges Day
· AGM

· Conference

· Swimming Gala


	Yes
	For individual items under £25 each and not totalling more than £50 (and within budget) – 

e-mail authorisation by DC and Chair.

Individual items over £25, or more than £50 predicted spend, or over budget – Executive.

	District Event Proposal Form
	All  District Sectional based Events 
	No (Aim is for all Events to break even on cost)
	District Executive Committee

	District Capital Item Request Form
	For all Capital Item Purchases (District Assets)
	Can be from within a Budget Cost Centre or as a one of Purchase
	District Executive Committee

	Officers Expenses
	Expenses incuured by Officers performing District roles covering;

· Mileage

· Telephone

· Postage
	Yes
	District Commissioner & District Executive Committee

	N/A
	Gen Maintenance costs

· Electricity

· Insurance

· Rent

· Website

· Dist. Calendars

	Yes
	Treasurer 

(+/- DC and Chairman)
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