
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Process for Repair and Replacement of Damaged Property 
 
 
 
1. You notice some damaged property or equipment. 

 
2. If the equipment is critical to the functioning of the Sunday Gathering on that day, please report it immediately, 

either to your Ministry Team Leader, or the Minister. 
 
3. If the equipment is not critical to the functioning of the Sunday Gathering on that day, please report it ASAP, to 

your Ministry Team Leader. 
 
4. Where the equipment is not critical, the Ministry Team Leader should contact the Treasurer by email, setting out: 
 

a. The damaged equipment or property 
b. The estimated cost of repair/replacement; and 
c. A request for confirmation that there is money allocated in the budget to repair/replace the item. 
 

5. If value of replacement is less than $150.00: 
 

a. The Ministry Team Leader/Designated Purchaser pays for the repair/replacement; 
b. The purchaser completes a DPC Reimbursement Form, attaches a receipt, and submits it to the 

Treasurer; 
c. The Treasurer reimburses the purchase amount to the nominated account; 
d. The Treasurer reports the purchase to the DPC Board of Management (BOM) at their next meeting. 
 

6. If value of the replacement is greater than $150.00: 
 

a. The Treasurer determines whether there are funds allocated in the budget for the repair/replacement. 
b. The Treasurer contacts the Chair of the BOM to determine whether the necessary repair/replacement 

should be presented informally or formally to the BOM. 
c. If the Treasurer and Chair determine that the repair/replacement should be presented informally to the 

BOM, the Treasurer will circulate the matter to the BOM via email and seek authorization for the 
repair/replacement prior to next BOM meeting. 

d. If the Treasurer and Chair determine that the repair/replacement should be presented formally to the 
BOM, the Treasurer will contact the Ministry Team Leader and ask them to provide the BOM with at least 
two quotes for the proposed repair/replacement. 

e. At their next meeting, the BOM will discuss the quotes and make a decision with regard to the proposed 
repair/replacement. 

f. Where the BOM has decided to proceed with the repair/replacement - based on a particular quote - the 
Secretary of the BOM will ask the Ministry Team Leader, or designated purchaser, to:  
 

i.  Pay for the replacement/repair 
ii.  Complete a DPC Reimbursement Form, attaches a receipt/invoice, and submit it to the 

Treasurer. 
iii.  The Treasurer will reimburse the requested amount to the nominated account. 

 
 

7. The Treasurer reports any repairs or replacements to the BOM at their next meeting. 
 
 

	  


