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Purchasing Policy and Procedures 

Document Type Policy and Procedures 
Administering Entity President, Director (Finance)/Chief Financial Officer, Regional Heads

– Finance and Accounts (Finance Managers), Heads of Campuses 
(HOCs), Course Directors (Deans) 

Latest Approval/ 
Amendment Date 

10th September-2025 

Last 
Approval/Amend
ment Date 

11th December2024 

Approval Authority Board of Directors 
Indicative time of 
Review 

09th September 2027 

 
1. Purpose: 

This policy defines the requirements and procedures for purchasing activities at the S P Jain 
School of Global Management (S P Jain / the School). 

2. Definition and Scope: 
For the purposes of this document purchasing activities are broken into operating and 
capital expenditure items. 

 Operating expenditure includes items which are expensed during the same 
accounting period  

 Capital expenditure includes purchase of fixed assets including building 
improvements and renovations. 

 This policy applies to all the campuses of the school referred to as S P Jain Global 
other than US and UK 

 
3. Exclusion: 

The policy is not applicable to Investment activities, Statutory dues, Intercompany 
Transactions, Part time teaching, Utilities, Student refunds, Bank charges, Bank interest, 
Dividend  
However, Part Time Teaching, Utilities, Intercompany Payment, Student Refund, Travel, 
Dividend will be subject to approval in Monthly budgeted spend. 

 
4. Currency: 

All amounts stated are in Australian Dollars and equivalent limits in local currencies will 
apply to other campuses. 
 

5. Policy Principles: 
 The school is committed to robust financial management & its operations. 
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 The Board of Directors approves their annual budget and monitors their financial 
position on the recommendation of the Finance Committee. 

 The approach for purchases will be followed by the school’s campuses and by each 
department. 

 The school encourages sustainable purchasing / staff and departments will 
endeavor to keep sustainability considerations in perspective for purchasing 
decisions.  

 Feedback from the relevant staff on the policy is considered during periodic review 
of the policy, and where appropriate changes are incorporated into the policy.  

 Segregation of duty must be always maintained to ensure integrity, respect and 
transparency. 

 
6. Purchasing Approval & Delegations matrix: 

 
a. Preparation of Monthly Budgeted Operating expenditure / Capital expenditure Spend 

 By the 25th of each month, the designated authority listed in Appendix 2 should give the 
Head of Accounts the details of the anticipated vendor-wise spend to include in next 
month's spend file. 

 The Head of Accounts will compile the information and deliver it to the Purchase 
Committee, which is made up of the President, CFO, and Finance Director, within three 
working days. 

 To approve spending for the following month, a monthly meeting of the Purchase 
Committee will be planned. 

 After the spend has been approved, it may not be reapproved by committee members while 
processing the invoices. 

 If the amount is not spent, the procedure must be repeated in order to be included in the 
next month's expenditure. 

b. Un-budgeted expenditure must follow the following procedure: 
 Before committing to any expenditure, staff members must ensure they have the 

required approval in writing. “In writing” includes email approval; approval via a 
school policy; a petty cash voucher, quotation or contract signed by a person with 
appropriate financial authority; or approved within the thresholds below. 

 In their interactions with students, staff members must also be cautious not to 
commit, either in writing or verbally, any expenditure that has not received 
appropriate prior approval. 

 This process also applies to staff reimbursements. Accordingly, staff members 
must ensure they have appropriate approval before undertaking any activity for 
which they will later seek reimbursement from the school. 

 Non-routine infrastructure, repairs, maintenance and other expenses whether 
operational or not will 

o Need President approvals at the proposal stage 
o After due approval the same will require 3 quotations 
o Finance will review the quotations check with market and give their 
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recommendations 
o Purchase orders should then be placed 

 
c. The purchase approval and delegation matrix are segregated into  

 Monthly Budgeted & Un-budgeted Operating spend &  
 Employee Payouts 
 Monthly Budgeted & Un-budgeted Capital spend.  

 
The table below summarizes the above delegations: 
All amounts are stated in Australian Dollars and its equivalent in local currency will apply in other 
campuses 

Amount in AUD Approving Authority 
Budgeted Operating and Capital Expenditure 

Up to $500 or equivalent HOC & Department Head 
Up to $5,000 or equivalent HOC & Relevant Course Director (Dean) or Department Head 
Up to $15,000 or equivalent HOC & Department Head & CFO  
Up to $30,000 or equivalent HOC & Department Head & CFO along with Director 

(Finance)/President consent 
 

Above $30,000 or equivalent HOC & Department Head & CFO along with President consent 
 

Un-Budgeted spend- prior consent of Director (Finance)/ President is required 
Un-Budgeted Operating Expenditure 

Up to $1,000 or equivalent HOC & Relevant Course Director (Dean) / Department Head or 
equivalent & Head of Accounts -location specific 

Above $1,000 or equivalent HOC & Relevant Course Director (Dean) / Department Head or 
equivalent & - jointly with & CFO 

Employee Payouts 

Monthly Salary, Leave 
Encashment, Gratuity, Other 
employee benefits 

 
 HR Head  

Bonus /Increment HR Head & & President 

 The Head of Accounts/Senior Finance Manager of the respective campus will be 
responsible for approving the PO/Invoices and forwarding the Purchase 
Order/Payments to the Central Finance officer/Audit for review.  

 Purchase Orders will be completed only after review of the finance officer and 
satisfactory documentation and clarifications provided by the respective teams. 
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d. In addition, the following monthly purchases limits will apply: 

Department Items Basis Amount Remark 
Administration Printing and Stationery Per transaction 100 

PPE approval matrix to follow for 
purchase above limit 

Facility and 
Accommodation Minor Repair Per transaction 100 
Information 
Technology 

Hardware for new joiners & 
repair  Per transaction 100 

Library Subject resources 
Nos of 
Students   

The quantity of any one resource 
purchased will align to the class 
size and is set by Library 
Collection Development Plan 

Any unavoidable emergency approvals done in exceptional circumstances when the 
authorized staff is not contactable/available will need to be ratified by the approving 
authority. 
 
General guidelines for Purchasing: 

 The Head of Accounts of respective campus will be responsible for approving the 
PO/Invoices and for forwarding the Purchase Order/Payments to the finance officer for 
review before it is issued. 

 Payment can only be made after approvals in Precoro and consents as per the matrix 
 Turnover time for each level of approving will be 2 working days, so any PO/Invoice will 

take a maximum of 12 working days. 
 The credit period of any service/purchase should be 1 month enabling processing of 

invoice timely 
 Any advance will be processed within 12 working days 

e. Purchasing Procedures: 
 All purchases above $500 will be made through a purchase requisition. 
 All expenses that are expected to exceed $10,000 must be accompanied by two 

written quotations unless it is of the nature of regular purchases. 
 It is understood that there are occasions when more than one quotation is not 

possible. Examples include specialized products not available elsewhere and 
agreements with preferred suppliers. For any amount above $ 10,000 any waiver to 
the procedures of obtaining two quotations will be approved by the Director (Finance) 
/Chief Financial Officer or his or her delegate. 

 
f. Appendix 1 provides detailed purchasing procedures and processes which must be followed. 
 
Conflict of Interest Declaration: 
a. Purchasers must not be involved in transactions with any suppliers where a conflict of 

interest, real or perceived, may exist. If, in the normal course of a staff member's duties, 
he/she is confronted with a purchasing decision where a conflict of interest may exist with 
a supplier, the member of staff is to advise his/her supervisor of the conflict and take no 
further part in the transaction. 

b. Supervisors are to allocate the purchasing decision to another member of staff in such 
circumstances. The staff member to whom the conflict relates to is to stand down from 
the purchasing decision and take no further part in the transaction. 
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c. Examples of conflicts of interest include, but are not limited to: 

 A transaction between a staff member and a member of his/her family or close friend 
or associate. 

 A staff member being a director, officer, employee, agent, partner, associate, trustee 
or consultant to an entity which enters a contract or transaction with the school. 

 Accepting gifts, entertainment, discounts or other favors from any individual or entity 
that is seeking to do business with the school. 

g. Policy Compliance and Oversight: 

 The purchaser is responsible for ensuring that purchases are supported by the 
appropriate documentation, and that this documentation is forwarded to 
Procurement. 

 Purchase compliance testing and review will occur annually. Non-compliance with this 
policy will be notified to the head of the department / CFO and Director (Finance). 

 The ‘splitting’ of expenses to avoid scrutiny and keep each transaction below a set 
threshold breaches this policy. 

 Audits as detailed in the Financial Audit Policy will be conducted to ensure 
compliance with the Policy. Internal Audit team will check expenses above INR 
500,000 for India campus and expenses above USD 1000 for other campuses before 
payment and later 30% of the vouching in post audit. 

 Disciplinary action may be taken against staff members who breach this policy. The 
school reserves the right to make salary deductions or not issue reimbursements 
when staff members have been found to commit School funds without approval. 

 Quotations for routine items will be reviewed yearly 
h. Related Documents 

 Delegations Authority Policy and Schedule 
 Financial Audit Policy 
 Financial Management Policy 
 Financial Accounting Procedures Handbook 
  Vendor Registration SOP 
 Risk Management Policy 
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Appendix 1: Detailed Purchasing Procedures and Processes 

 
Function Responsibility 
Purchaser/Originator Raise Purchase Requisitions after 

Registration/KYC validation  
Budget Manager/Approver Approves PRs / PO 
Checkers /Finance Head and 
Purchaser/Originator 

 
Checks and approves invoices 

Account Payable Process payment for approved invoices 
 

1. Purchase & Payment Procedure 

a. Step 1: Appropriate pre-purchase strategy (e.g. solicitation of written quotes, request 
for quotation, request for tender). This will also include vendor registration/ “know your 
customer (KYC) validation with evidence such as company incorporation 
certificate/GST/VAT registration/Tax Identification Certificate etc. as per local regulatory 
requirements.  

b. Step 2: Purchase Requisitions. 

c. Step 3: Purchase Orders (including, where relevant, Open Purchase Orders). 

d. Step 4: Purchase Order Approval. 

e. Step 5: Goods Received Note (GRN)/Service Receipt Note (SRN)/Delivery Challan 

f. Step 6: Tax Invoice 

g. Step 7: A/c Head to check the Supporting documents  

h. Step 8: Payment to be linked to Bank Account 

2. Purchase Requisition (PR) 
a. Purchase requisitions (PR) must be raised online for all goods and services on a separate 

email, except for: 
i. Routine utility bills, rent, stationery where there is no increase 

ii. Variable photocopier costs ("Click" rates, staples, etc.) where there is no increase 
iii. Student prizes where there is no increase 
iv. Bank Drafts and Telegraphic Transfers required in foreign currency where there is 

no increase 
v. Memberships and subscriptions where there is no increase 
vi. Library stock acquisitions where there is no increase 

b. Under no circumstances should the school receive goods or services without an approved 
PR and an approved Purchase Order (PO) unless specifically exempted as above. 

c. The person raising an online PR may not approve of the requisition. Similarly, the person 
approving a new supplier addition may not also be responsible for setting up the financial 
and banking details.  
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3. Purchase Orders (PO) 
a. A PR becomes a PO when the appropriate approval is obtained through the workflow 

process from a head who has the appropriate financial authority to approve the 
requisition. 

b. Departmental units are responsible for validating the PO order details against the PO 
number quoted on the tax invoice by the supplier. 

c. Suppliers are required to quote the relevant PO number on all tax invoices 
d. When POs are raised as part of the awarding of a contract, such POs must not be released 

until the contract or relevant written document has been completed and formally 
executed in accordance with the School’s Contract requirements. 

e. For certain expenses PO will not be created as the the documentation and approvals are 
same at both PO and invoice level. For Ex - Student Global Learning Activity,Student 
Interview fees to Faculty,Visa fees 

4. Purchase Approval  
a. A Purchase Requisition (PR) becomes a Purchase Order (PO) when the head of department 

who has the appropriate financial authority approves the requisition. 
b. The finance officer then reviews the purchasing process to ensure that all required steps 

have been followed. An approved PO must be created prior to the acquisition and delivery 
of goods and/or services. 
 

5. Payment Terms 
The payment terms in the Purchasing Terms and Conditions, attached to each PO, 
supersede all payment terms specified unless prior approval is obtained from 
Procurement or a Contract Agreement following Contract Agreement Policy is signed with 
a different payment term. 
 

6. Goods Received Note (GRN)/Service Receipt Note (SRN)/Delivery Challan  
GRN/SRN/Delivery Challan should be obtained from the receiver/consumer of the goods or 
services. 

7. Invoice approval and payment 
a. The following process flow is implemented for payment of approved invoices: 

i. The supplier sends invoices to the department concerned who raised PR or the 
department who have consumed Goods & Services. 

ii. The invoice will then be submitted to the finance department for payment process. 
iii. For any query, the finance department will co-ordinate with the departments 

concerned. 
iv. The finance department should release the payment as per agreed term. 
v. The turnround time for finance department should be 8 working days from 

submission of invoice / resolution of query  
vi. The finance department will generally not interact with suppliers unless on an 

exceptional basis.  
b. By approving the invoice, the requestor acknowledges that goods or services have been 

supplied as per the purchase order, quantities and price are correct, and that the goods 
or services provided are of the quality and in the condition specified. 

The invoice is matched to the purchase order & GRN / SRN in the Finance system. 
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Wherever Precoro flow is available, it is advisable to put all approvals in Precoro rather 
than manual mail. 

8. Evaluating Quotations and Tenders 
a. Procurement will be performing the evaluation of quotations and tenders and provide the 

analysis to the requestor. 
b. When evaluating quotations and tenders the following assessment criteria may include 

but not limited to: 
i. Compliance to the purchasing specifications 

ii. Price 
iii. Quality 
iv. Service timelines 
v. Installation and maintenance support services 
vi. Experience and reliability of the supplier 

vii. Warranty or Guarantee 
viii. Third party beneficiary 

c.  An evaluation matrix will be generated for each category of purchase by Procurement 
through consultation with the purchaser to ensure all needs from the purchasers are 
captured in the evaluation of suitable suppliers. It should be noted that the mandatory 
criteria provided in the matrix must be evaluated as part of the evaluation process. The 
variable criteria may be tailored to suit the requirements of the individual tender. 

 
9. Purchasing Payment Procedure 
a. The preferred methods of purchasing, in order of preference, are corporate credit card, 

electronic funds transfer, staff member reimbursement 
b. Usage of physical cash should be done only in unavoidable circumstances 
c. To receive petty cash, staff members must complete and sign a petty cash voucher and 

submit it to the Finance department. The Finance department will not issue cash unless 
they are satisfied that appropriate approvals have been sought. 

d. All requests routed through precoro system need to be aligned with the budget. All PO/Invoices 
should have items, no of units, rate per unit bifurcated and allocated program wise wherever 
feasible. 

 
e. An official document or authorisation that permits any goods or equipment or material to be 

taken out from a controlled area eg. gate pass, permit, etc  is mandatory for any goods exiting 
the campuses or students hostels for repairs or disposal as scrap. This document requires prior 
approval from the respective department head and must adhere to local government regulations.  

 
 
Appendix -2  
Designated Authority for providing input of monthly spends to Head of Finance: 

Designation Name Department Name Region Provision 
Director - Branding & 
Communication 

Corporate 
Communications 

India Branding / Printing 

Director - Sales & Marketing 
(India) 

Marketing India Digital / Non- Digital / Road 
Show & Commission 

Assistant Dean Faculty India BBA Student 
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Deputy Director - Dba 
Program 

Faculty India DBA Program 

Director Program Office India Visiting Faculty 

Director Faculty India MAIB new project activity 
Director Corporate Relations India Student Placement 
Registrar Registrar Office India Student Interview / 

Examination / Refund & 
others 

Director Luxury Programs India Luxury Programs 
Associate Professor & 
Assistant Dean 

Faculty India Executive Eduction - All 
including incentive 

Head India Liaison Office Administration India Capex and Repair 
Director People And Culture India Salary & Recruitment 

Director GFMB India GFMB & OMP related spend 
Head of Campus & CEO Faculty Dubai Incentive 
Head- Administration Administration Dubai Admin Provision 

General Manager - I.T. Information Technology Dubai IT spend 

Director-Sales & Marketing 
(International) 

Marketing Dubai Digital / Non- Digital / Road 
Show & Commission 

CEO & Head of Campus Administration Singapore Singapore Campus 
Director President’s Office Australia Sitting Fees 
CEO & Head of Campus President’s Office Australia Sydney Campus 

 


