Procedure for Equipment Procurement
	Purpose: To ensure that the process for procurement equipment is conducted according to the University regulations

	Responsibility
	Steps of the procedure
	Forms and references

	Originator
Lab. Comm.
Chairman
Originator
\
Chairman

	1. Fill in the initial PR (Purchasing Requisition Form). Provide justification and all other required information including the estimated price (Brand name should not be indicated), then forward to the Chairman of the Departmental Laboratory Committee 
2. Study all PRs and send the recommendation to the Chairman.

3- Sign the PRs and forward to the Purchasing Department (if within the Chairman authority*, otherwise send to the Dean)
7. Provide the Department with the quotations analysis and approval form on the submitted PRs
8. Select the vender according to the University supplying rules and conditions and sign the form and forward to the Chairman
9. Sign the form after checking on the conditions and send to the Purchasing Department
	Purchasing Requisition Form
Quotation Analysis & Approval Form


