Trust Application

Check List
	Application To: 

	Application For:

	Action
	Responsible
	Completed

	· File initiated

· Trust application form received 

· All sections of form completed

· Signed

· Seal of Incorporation

· Board Resolution 
· Quotes (2)

· Database completed

· Application posted to Trust

· Copy of application kept on file
· Letter of funding confirmation/denial received

· Funding received

· Items ordered (per application)

· Items received and advice of receipt to Accounts

· Copies of Invoices obtained 

· Audit completed and copies of invoices & bank account statements sent to Trust

· Database updated

· File closed
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