
JCU	Store	or	Catalogue

Any
Value

No	quotes
required

Goods	or	Services	not	listed	in	JCU	Store	or	Catalogue

Less than $1,000

No	quotes
required

Refer to: FMPM 421
Corporate Credit Card

Procedure

Less than $10,000

Confirmation	of
costs	from
supplier

Check if supplier is in
Finance system

$10,000 to $50,000

2	quotes
required

Check if supplier is in
Finance system

No

Request New Supplier

$50,000 to $200,000

3	quotes
required

Check if supplier is in
Finance system

No

Request New Supplier

More than $200,000

Tender	process
required

Contact
Strategic Procurement

Consultancy

Less than $10,000

Confirmation 
of costs from 

supplier

Refer to:
FMPM 712 Engaging

Individuals as Service Providers
Procedure (if required)

More than $10,000

Contact
Strategic Procurement

Agreement
required

Drugs	&	Poisons

Less than $10,000

Refer to:
Drugs & Poisons Procedure

Travel

Any value

Refer to:
FMPM 741 Travel Procedure

Book travel in Concur

Contact your travel arranger

What type of goods or services are you purchasing?

Pay with your
University credit card

Create a Purchase Requisiton
in My Requisitions

Yes

Pay with Procurement team
University credit card

No

Group bookings of more than 10
need Purchase Requisitions

Financial delegate
approves order

Order sent to supplier

If you need help contact our Procure to Pay team via the Service Now enquiry form

Question you should ask first:
What is the total cost of the purchase, including GST, freight, delivery, etc?

When do you need the goods/services delivered?

Does JCU offer the goods you need through the online catalogue?

Yes Yes

Before you purchase
Read the FMPM 711 Procurement Procedure

https://jcueduau.service-now.com/lp/?id=sc_category&sys_id=72ba2ec94f2e7200dc65fe501310c7a6
https://jcueduau.service-now.com/lp/?id=sc_category&sys_id=72ba2ec94f2e7200dc65fe501310c7a6
https://jcueduau.service-now.com/lp/?id=sc_category&sys_id=552aa6c94f2e7200dc65fe501310c794
https://www.jcu.edu.au/policy/procedures/finance-procedures/expense-procedures-fmpm-700-799
https://jcueduau.service-now.com/lp/?id=sc_category&sys_id=552aa6c94f2e7200dc65fe501310c794
https://www.jcu.edu.au/strategic-procure-to-pay/concur
https://finance.jcu.edu.au/T1Prod/CiAnywhere/Web/Prod/Workplace
https://jcueduau.service-now.com/lp/?id=sc_category&sys_id=72ba2ec94f2e7200dc65fe501310c7a6
https://www.jcu.edu.au/policy/procedures/university-delegations/financial-delegations/JCU-Financial-Delegation-Register.pdf
https://jcueduau.service-now.com/lp/?id=sc_category&sys_id=72ba2ec94f2e7200dc65fe501310c7a6
https://www.jcu.edu.au/policy/procedures/finance-procedures/expense-procedures-fmpm-700-799
https://www.jcu.edu.au/policy/procedures/finance-procedures/expense-procedures-fmpm-700-799



