Clitheroe u3a
Equipment/Item(s) Purchase Request Form
	Submitted by:


	Date:


	Equipment Requested:


	Total Estimated Cost: £


	Details of quotes/prices obtained



	Purpose of Purchase: Please explain why the equipment is required:



	How will this equipment support organisational activities or improve operations?



	What alternatives have been considered and reasons discounted


	Current Equipment Status: Does Clitheroe u3a currently have equipment that this will replace?  Yes /  No
If yes, please describe the issues or limitations: (e.g., outdated, unreliable, incompatible, no longer fit for purpose, cannot be repaired)



	Do we need to take professional or other advice before proceeding? If so who from?
Yes/ No

	Storage and Use:
Who will hold the equipment/ item(s)

Who will use the equipment/ item(s)



	Funding & Approval:
Preferred purchase timeframe: 


	Authorisation:
Treasurer 
Plus one Committee member 


	After purchase:
Registered on Equipment and Asset Register:
Serial Number/ Identification


	Notes:







