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Kit Issue/Return


Instructions

1. Complete Personal Details Section

2. New Starters Only

a. Check kit against invoice supplied from Head Office to ensure all items are present and correct and sign below to confirm that you have been issued with items as listed

b. Ensure that your Unit Organiser signs this form

c. Note that once signed the kit and contents are the responsibility of the New Starter

3. Leavers Only

a. Complete a list using the sheet attached detailing all items returned contained in packages returned to Head Office via Business Post or to your Unit Organiser

(Notes i. Business Post returns will be opened and checked by two Head Office staff and missing items will be billed to the leavers account ii. Only items to the value of the kit can be returned and surplus items will not be credited or returned.

b. Ensure that you retain a copy of this paper work (signed by Unit Organiser if applicable) for future reference

-------------------------------------------------------------Do not detach--------------------------------------------------

Account Number________________________________________________________________

Name________________________________________________________________________

Address_______________________________________________________________________

BOTH- 

Date_________________________________________________________________________

P/O Print______________________________________________________________________

(Sign Below and bottom of each page)
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New Starter (Tick) Complete this page only and check invoice, keep invoice

Leaver (Tick) Complete this page and itemised sheet, retain copies

U/O Print______________________________________________________________________

(Sign Below and bottom of each page)

	Item Code
	Item Description
	Colour/Size
	Value

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	








UO Signature_______________________
PO Signature________________________________


