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EXTERNAL ORDER REQUISITION
	ORDER DETAILS

	
SUGGESTED SUPPLIER (PLEASE USE ONE FORM PER SUPPLIER)


	QTY
	PRODUCT CODE
	ITEM DESCRIPTION
	COST
PER ITEM

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	1
	……………………………....
	Delivery, shipping & handling and/or dry ice charge
	

	DATE GOODS REQUIRED         
(IF NO DATE IS GIVEN THE DATE WILL DEFAULT TO 7 DAYS)
	TOTAL



	REQUISITIONER DETAILS

	COST CENTRE/RESEARCH GRANT CODE 

                    
	TASK NUMBER
(RESEARCH GRANT CODES ONLY)

	AUTHORISED BY
(PLEASE PRINT AND SIGN)
	DATE


	PERSON TO CONTACT ON ARRIVAL OF GOODS                  
 

	EMAIL ADDRESS                                @cam.ac.uk

(PLEASE PRINT)
	CONTACT NUMBER      



PLEASE ATTACH REQUIRED QUOTES OR A COPY OF DISPENSATION AS APPROPRIATE SEE OVERLEAF FOR PURCHASING THRESHOLDS AND THEIR ASSOCIATED PROCEDURES
	Total Value (before VAT)
	Procedure for inviting offers

	
	Framework Contracts
	Marketplace
	Other purchases (Non-Marketplace)

	<£1,000
	Follow procedures recommended by Procurement Services for the contract.
	Only the price from the Marketplace is required.
	Written price confirmation.

	£1,000 - £25,000
	
	
	Three Written Quotes.

	>£25,000 - £50,000
	
	Three Written Quotes or three Written Proposals, depending on complexity, risk and value of the purchase (see the guidance in Procurement Procedures).

	>£50,000
	
	Three Tender Submissions.

	>£100,000
	Procurement Services must be consulted/involved and agree the most appropriate procurement method.
	

	EU Thresholds (updated biennially) as at January 2012
>£173,934 (goods and services)
>£4,348,350 (works)
	EU Tenders managed through Procurement Services.
	


NB:  If you are unable to follow the above procurement procedures e.g. the supplier required is the sole supplier of the goods/services, a dispensation request must be submitted (access via http://www.admin.cam.ac.uk/cam-only/offices/purchasing/forms/dispensation/index.cgi) using email address dispensations@vet.cam.ac.uk with a justification and documentation shown above for the required supplier.  
Please note:  If the order is over £1,000.00 the University’s standard Terms and Conditions must also be signed by the supplier
[image: image1.png]