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This procedure is available at relevant functions for authorized users

1.0 PURPOSE:
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0.2 RECORD OF CHANGES
No. Date Details of Changes Autho rization
(dd-mm-yy) Page Clause/subclause Title
1 19 May 2011 |2 0.3 (circulation) Financial Administrator
2 19 May 2011 |6 7.2 Appendix B (numbering of | Financial Administrator
requisition form)
0.3 Distribution / Circulation

This procedure describes the methodology that #tadlic University will employ when
acquiring goods from campus store.

2.0.SC

OPE

This procedure applies to all stationery items.

3. TERMSAND DEFINITIONS

3.1 Pkts-packets

3.3 Pcs-pieces

3.3 Rms-reams
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3.4 HOD — Head of Department
4.0. REFERENCES

4.1 CUEA Quality Management Manual

5.0. PRINCIPAL RESPONSIBILITIES:

The senior accountant has the overall respon&asilior ensuring that this procedure remains
adequate for its intended purpose and it is effeltiapplied.

6. METHOD:
6.1.A member of the respective department shall fikguisition form from the campus store.

6.2. The H.O.D of the respective department shalfyif the ordered material is viable to
departmental use.

6.2.1. If the H.O.D does not approve of the orttex,departmental representative shall revise the
list and return it for re- approval.

6.2.2. If the list is in order the departmentalresgntative shall take the requisition form to the
campus store and present it to the campus storageamwho shall check for availability of
the item ordered.

6.2.2.1. If the item is not available, the campiesesmanager shall inform the departmental
representative and give alternatives for gettirgitéyn ( eg. Fill in an imprest form at
departmental level).

6.2.2.2. If the item is available, the campus stoamager shall avail the item to the departmental
representative.

7.0. APPENDICES

7.1Appendix A - Flow chart: ordering/re-ordering ofribs
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7.2Appendix B — Requisition Form
:‘i THE CATHOLIC UNIVERSITY OF EASTERN AFRICA
Internal Requisition Form
S/NO.
From: DEPARTMENT/OFFICE
To: CAMPUS STATIONERY STORE
Please issue us with the following items:
No Item Description Unit of | Qty Required Quantity
Issue Issued
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Requisitioned by: Name: .....coccevernenncnnns Signature: ......cccceeuenes Date: ..............
Authorized by (HOD): Name: ......cccceceereencnne Signature: ........cccoeeeuus Date: ..............
Issued by: Name: .....ccccevvvivrrcnnnnns Signature: ......ccceueeen. Date: ..............
Received by: Name: .....ccccvvevnvnneeneen. Signature: ..................Date: ..............
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