
PROCUREMENT PROCESS
Oracle iProcurement (iProc) must be used for all purchases of goods and services.
Basic Procurement Process 
1. Identify a requirement*
2. Raise a requisition in iProc
3. Approver queries validity of spend and  if on  catalogue/contract

4. Requisition approval in iProc
5. Purchase Order creation

6. Order sent to supplier automatically
7. Supplier delivers goods to Central Distribution or provides services
8. Goods** received and receipted by Central Distribution/Services receipted by department
9. Goods delivered to department by Central Distribution

10. Invoice received by Creditor Payments

11. Query if invoice is not matched to the Purchase Order
12. Invoice is matched to PO and receipt and is paid when due

* Depending on the financial value of the requirement additional steps may be required at this stage (see table below)

**All deliveries of goods must be via Central Distribution
Thresholds for Procurement Process 

Procurement should be contacted at the earliest possible opportunity when a requirement has been identified to ensure that deadlines are met.
	Value of spend
	Procurement Process to be followed
	Responsibility

	Less than £2,000
	One verbal quote
	Requisitioner

	£2,001 - £5,000
	One written quote
	Requisitioner

	£5,001 - £50,000
	Three written quotes
	Procurement

	£50,000 - £100000
	Tender*
	Procurement

	More than £111,676.00 

(Works £4,322012.00)
	OJEU Tender*
	Procurement


Any quotations obtained by the Requisitioner MUST be attached to the requisition.  Requisitions will not be processed until the quotations have been received by Procurement. 
*See also Tender Process Document
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