
Purchasing Technology Through ORGANIZATION’S NAME PROCEDURE

Background

As a benefit to the staff ORGANIZATION’S NAME has agreed to let staff purchase computer

hardware and software through ORGANIZATION’S NAME to get cheaper pricing.  As such, 

policy has been put into place to regulate and control how staff engage this opportunity.

Procedure


The following are the steps that must be followed when wanting to make a purchase through

ORGANIZATION’S NAME:

1. The staff member must go to their Manager for approval to make a purchase.

2. One approval is obtained, the staff member goes to the INSERT TITLE OF PERSON IN CHARGE OF PURCHASING with a description of what they wish to purchase.

3. The INSERT TITLE OF PERSON IN CHARGE OF PURCHASING will get a quote, or quotes, from a computer supplier.

4. Once the quote is sent to the INSERT TITLE OF PERSON IN CHARGE OF PURCHASING , he/she will give the quote to the staff member for approval.

5. Once the staff member agrees on the item they wish to purchase, the INSERT TITLE OF PERSON IN CHARGE OF PURCHASING will give the quote to the staff member’s Manager, so that they are informed on the amount that will be owing.  

6. The staff member and their Manager will sign an agreement to stipulate that the staff member agrees to pay for the order, and agrees to this policy.

7. The INSERT TITLE OF PERSON IN CHARGE OF PURCHASING will order the item(s) and notify the staff member when it arrives.

8. The staff member will be responsible for making the payment to ORGANIZATION’S NAME through their Manager.

Stipulations

The following stipulations must be considered before making a purchase through

ORGANIZATION’S NAME:

1. The staff member must pay ORGANIZATION’S NAME within 30 days of the item being ordered, in full.

a.   If the staff member cannot pay within 30 days, the total amount will be subtracted from their pay cheque that month.

2. It is appreciated if the total of the order is more than $50, to prevent a number of small orders being made regularly.
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