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DESCRIPTION:

Purchase Requisitions are completed for all items purchased by your department except for items ordered through Grand & Toy online.   The supplier will invoice the College for the item ordered.  

Also, any membership, conference fee, subscription fee, etc. valued over $500 MUST be ordered on a purchase requisition.
STEPS:

1.
Complete the name and address of the supplier you wish to purchase your item from or leave the Supplier box blank and Purchasing will select the supplier for you.   Fill in the Date Requisitioned, Initiated by, the local of the initiator, and the Date Required boxes on the form.  Fill in the Deliver to Rm, Dept, Campus boxes on the form.  (See Requisition Procedures attached)
2.
Have Dean (or his/her designate) sign the Authorized By box, fill in the date and the appropriate Cost Centre Code.
3.
Complete the Quantity box, Catalogue No., Description and Unit Cost boxes of the form.  If cost is unknown, leave it blank and Purchasing will fill in the cost.  Purchasing prepares the Purchase Order and orders the item as requested.

4.  
Copies of Purchase Orders are sent to the Shipping and Receiving Dept and are used to identify where an item needs to be delivered to when it arrives at the College.  Shipping and Receiving notifies Purchasing when an item is received and delivered.    

5.
When items are received by your department, a copy of the original invoice will be sent to your department to be approved by your Dean (or his/her designate) and returned to Purchasing.  Purchasing will then forward the Original invoice received from the supplier to Finance for payment.
ATTACHMENTS:

Purchase Requisition form
Requisition Procedures http://www.douglas.bc.ca/services/facilities/purchasing/purchasingrequisitions.html 

