PURCHASING PROCEDURE – USING PURCHASE ORDER
Ensure that purchasing is in line with UNSW procurement Policy https://www.fin.unsw.edu.au/OurServices/FinancialOperations_Purchasing.html 
PRE-PURCHASE:
1. Complete request to purchase requisition form
2. Attach quotation

3. If purchase is being made from Research funds get the grant holders approval

4. Submit to Executive Officer (Anil Prakash) for approval

5. Purchase orders will be created and dispatched by Admin Assistant (Jacqui Miller)
POST PURCHASE:
Original Receipts/ Tax invoice need to be forwarded to Admin Assistant (Jacqui Miller) for payment to the supplier, once goods are received.
