
PPE Request Flow Chart

Step 1

• Request received for PPE in  
coronavirus@telford.gov.uk email box

• Or PPE request form received 

Step 3

• Send PPE request form to requester (if not sent)

• If form completed move to step 3

Step 2

• Response within 24 hours (excluding weekends)

• Fulfill the PPE request

• Respond to requester with pick up/delivery details

• (if delivery is required please allow 48 hours) 

Step 1

• Identify shortage of PPE

• Usual supply chain not able to fulfill PPE 
needs or demands 

Step 2

• Complete the PPE request form

• Note max allocation of items  

• Submit to coronavirus@telford.gov.uk

Step 3

• Response within 24 hours (excluding 
weekends)

• Respond to  school with pick up details

• Fulfill the PPE request

• Respond to requester with pick up details
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