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	Purchase Requisition Form
	
	
	
	Version 4.0
	Effective Date 23 March 2015

	
	TO BE COMPLETED BY REQUESTOR
	
	
	Requisition Date__________________________

	
	
	
	
	
	
	
	
	

	
	Name___________________________________________
	
	Contact Number __________________________

	
	Department/Division_______________________________
	
	Finance Code____________________________

	
	Suggested Vendor (if known)________________________
	
	Delivery Date____________________________

	
	Delivery Point____________________________________
	
	Signature_______________________________

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Item
	
	
	Item/Product Descriptions
	
	
	Quantity
	
	
	
	Unit Price S$
	
	
	Total Amount S$
	

	
	No.
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	GST

	
	GRAND TOTAL:
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	

	
	Please specify specifications/justifications/reason for the above request (attach separate sheet if space not sufficient)

	
	
	
	
	
	
	
	
	

	
	Academic Research Project
	
	
	IT Related Equipment
	
	
	
	
	
	

	
	To be forwarded to Finance Office, for ensuring availability of
	
	To be forwarded to MIS, for ensuring all requisition items meet

	
	funds confirmation.
	
	
	
	
	such requirement.
	All IT related equipment must comply with

	
	
	
	
	
	
	
	
	the Company’s networking and serviceability requirements.

	
	Research Project No______________________________
	
	Comments______________________________________

	
	Finance Signature________________________________
	
	Manager’s Signature______________________________

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Approved by Reporting Manager
	
	
	
	
	
	
	
	
	
	
	

	
	(Name, signature & date)
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Approved by Divisional Director (< S$50,000)
	
	
	
	
	
	
	
	
	
	
	

	
	(Name, signature & date)
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	Approved by Dr. Dale Anderson, Deputy Vice Chancellor (< S$250,000)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Quotation Requirements:

· S$500 (below) – no quotation required.
· S$500 < S$5,000 - minimum of two (2) written or verbal quotations.
· *S$5,000 < S$10,000- minimum of three (3) documented quotations.
· *S$10,000 < S$250,000- Quotation Committee
· *S$250,000 (above)-Tender Committee


*All $5,000 (above purchase) must go through Purchasing Office.
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James Cook University Austraiaoffers patiiwy, undergraduate and postraduate programs a the |CU Singapore campus.




