
Intention to 
make purchase

Send vendor form to vendor 
/ Fill up form yourself if 

online purchase

Source quotation from 
desired vendor

(Best to use existing or local)

Raise &  Submit 
PR (Purchase 
Requisition)

Entire value of purchase 
(Including GST)?

Is this a new 
vendor not found 

in Synegix?

Less than SGD1,000 
equivalent

No

Source 2 more quotes, unless 
there is a good justification 

for only 1 quote

More than SGD1,000 
equivalent

GENERAL PURCHASE PROCESS

Decide on desired vendor 
which is best value for 
money (Need not be 

cheapest)

Yes
Send to Office Admin 

to create vendor in 
Synergix

Office Admin creates 
vendor in Synergix

CARES 
Purchaser checks 

PR

Cambridge PI 
approver 1

No issues

Rejected, to 
amend PR

Has issues or mistakes

Rejects
Cambridge PI 

approver 2
Approves

Rejects

CARES 
Purchaser creates 
Purchase Order 

(PO)

Approves

CARES Director 
PO approval

Office Admin 
sends out PO 

email

Requestor & 
vendor liase for 
arrangement for 

delivery

I tem / Service 
delivered

Check & Sign 
Delivery Order 

or Service report

Place all documents in 
blue folder (Beside 

Sign-in/out logbook at 
Lab2) 

Fill out delivery details 
in summary sheet of 

blue folder.

END
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