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	# 1
	General – Procedures


	
	
	
	

	
	
	
	
	
	

	
	No written procedures exist for calculation of refund/relief for BP.  The model has been created and is used exclusively by the same individual.  


	1. Documentation should be produced of principles behind calculations and use of spreadsheet model.

2. Knowledge of the system should be imparted to other staff members.


	Revenues Manager
	Per recommendation
	Documentation will be produced and knowledge imparted to other staff members in time for when the next refund calculation is due to BP. 
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