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Scrap metal etc. 
collected from 

workshop

Contents weighed 
& price agreed with 

Scrap Yard

Receive money 
and bank

Bin full?

Organise contents 
to be taken to Scrap 

Yard

YES

Ensure scrap is 
being collected by 

relevant staff 

NO

Receive Weigh 
Ticket/receipt & 
payment from 

Scrap Yard

START

END

Pass all payments, 
tickets & receipts to 

Depot Manager

Copy all tickets & 
receipts and file 

copies in Waste file.

Send all original payments, 
tickets & receipts to 

Accounts Dept. FAO Credit 
Control Manager

CC Manager to keep 
accurate records of 
all monies received 

by Depot

Identify approved scrap 
yard and ensure copy of 

the dealer’s licence is 
obtained and filed 

securely
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