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MEN’S SHED (HORSHAM)
PROJECT / JOB GUIDELINES

1. All requests for jobs / projects from external Clients or organisations should be submitted with full details on the Project / Work Request Form (available on the website)

2. All projects are to be initially assessed by the Projects Sub-Committee for suitability and compliance with the guidelines.

3. No job request is to be accepted, or any commitment made to a Client, until the job has been assessed by the Projects Sub-Committee and it has approved the job, carried out an assessment of materials required and calculated an indicative cost.

4. No job should be commenced until the Client has been informed of indicative costs and has agreed, in writing, to accepting all material costs (and other costs as appropriate) on completion of the work.

5. In some circumstances, where the costs may be excessive (e.g. in excess of £100) the client may be requested to make a preliminary payment as deemed suitable by the Projects Sub-Committee.

6. There should be full cost recovery on all jobs, to ensure that the Men’s Shed Horsham funds are not used indiscriminately or used to subsidise a job unless the Committee of Management agrees, in special circumstances, to waive all or part of the costs.

7. When a job has been accepted, a Project Leader may be appointed to oversee all aspects of the job. The Project Leader does not necessarily have to be a member of the Project Sub-Committee.

8. A Project / Job Card will be raised for every job on which all materials and other costs are to be recorded. The Job Card should record all details about the job which will be used by the Project Committee to determine final costs to be invoiced.

9. Where it is required to purchase materials for a designated job or project these must be placed on
an official purchase order (PO) to be raised and authorised (signed) by the Projects Leader who will then ensure all details (incl. PO number) is recorded on the Project / Job Card.

10. Where appropriate, an allowance for overheads is to be added by the Projects Leader to the final cost for each job. This is to cover incidental costs not directly recorded on the Project /Job Card to cover wear and tear on tools and machinery, the cost of consumables (drill bits, welding rods, etc.) and other indirect costs incurred on the project.

11. If the scope of a job changes or additional work is required that was not included in the original specification or anticipated in the initial assessment then, in order to avoid excessive over-run of costs, the project should be reassessed and all costs recalculated. In these circumstances the Committee should re-assess the job and inform the Client of any potential cost increases before continuing with the project and ordering any further good for the project.

12. It is preferable that a Client provides the materials for a job or project rather than the materials being purchased by the Shed. However, it is accepted that some incidental costs will arise that will have to bought by the Shed and charged back to the Client.

13. In some circumstances, and with the Client’s approval, goods may be purchased against the Client’s account with a Supplier.

14. Once a job has been completed, the Committee or Projects Leader are to inform the Treasurer of the final cost to be billed to the Client. The Treasurer will then raise an invoice for such charges. All transactions are to be recorded by the Treasurer in the Accounts.
MEN’S SHED (HORSHAM)
Project / Work Request Form

Date: ………………………………………
Client / Name (person making the request): ..............................................................................
Position held in Organisation: .........................................................................................
Name of Organisation you represent: ............................................................................
Address:..............................................................................................................................
……………………………………………………………………………………………………..
Phone: …………………………………………………………………………………………...
Email address: ..................................................................................................................
Briefly describe the project / work required including its purpose / intended use / measurements if applicable. 
(the Project Committee will discuss the project further with your representative)
...........................................................................................................................................
...........................................................................................................................................
...........................................................................................................................................
...........................................................................................................................................
...........................................................................................................................................
What goods / materials / finish will be required? ......................................................... 
...........................................................................................................................................
Is there a time frame when you would like this project completed by? ...................... 
..........................................................................................................................................
Please note:
1. The Men’s Shed Horsham has specific Guidelines setting out the scope of work or job undertaken by the Men’s
Shed on behalf of an external entity or person (“the Client”). A copy of the Guidelines is available upon request.
2. The Committee will use the Guidelines as a test of whether the proposed Project / Work fit the general aims and objectives of the Shed. The Committee has the authority to reject a request for work if it judges that it does not meet the Guidelines.
However, the Committee retains the power and discretion to be flexible where the best interests of the Shed and the community can be upheld.
3. All materials and costs associated with the project are to be met by the organization requesting the project.
4. You will receive a response to this request when the Committee has had an opportunity to assess the Men’s Shed member’s availability for the project.

Thank you for your enquiry.

[bookmark: _GoBack]Please email your request to: admin@mens-shed-horsham.org.uk

image1.jpg
.. |N . ..
.o. B\QG ‘- Ks4@o .o
. QQ“ MEN'S SHEDS

« HORSHAM





image2.png




