When Manager,
Capex approval Information Technology — NOTE:
START process Signs off IT related Capex, Requ!s!t!on returned to I?ept/
Dept identifies IT fills in Requisition f Requisitioner for correcting and/or L .
el frorlnivlir':hinel?lléllzldl:rs]k orm completion The requisition form must include:
Zl:,ﬁr;arii?vqgg: System for each Vender. > Dept Name
I Thesefare att%c:hed to >  Requisitioner Name (Print)
capex torm. Ihese * >  Contact Phone Number
Value of printed requisitions must > Date
goods Y be signed by MIT. > Dept Cost Code (eg: 7236)
>200. + >  Approving Manger (Sign)
N »  Financial Code (eg: 7236.5680)
Finance Sends »  Quantity Required
IT department electronic Capex and >  Description of Goods, including
oV if requisition forms to any supplier codes if known
"7 squipment Requisition(s) filled in procurement and copy ~ CEsasEis i lnenm
rglafed q : to dept. >  Name of preferred supplier if
known
! N
Quoting If Cell Recguisition
orm
procurement E,g?:? / completed
process if value CORRECTLY
over $20,000 If ordering from Data Card
office max and
[ value of goods is

<200, or repairs
of existing
equipment.

v

Purchaser enters order requirements
into IBA Purchasing System. IBA
creates a Purchase Order

Purchase order sent to IT Help via
email, including copy of electronic
capex form (with attachments). New
WO is logged, IT places order. —
Orginal Req is updated with capex
no and purchase order. Once order
is placed WO closed.

Procurement pass

Goods will be delivered : Invoice received by invoice to IT for
- f IT Equipment/Software ) ) ;
Goods are delivered to to IT via Orderly installed, licensing in IT finance and passed to confirmation that

Inwards Goods. The Inwards services or Transport : procurement for goods/services

Clerk checks items and / T Egldp:fe)zk :g:g';r;:cnk?n'gtiimet L] processing. A delivered to sufficient

receipts order into IBA helpdesk system updated. sta.n.dard. o
Original Requisition is

If software, IT to notify Peter closed in IT helpdesk
Beban if software receinted. system.




