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Procedure Description

This procedure document will be used when purchasing library holdings.

Step

Description

Notes

1

The Information Officer will liase with the Dean:
Design, Research, Teaching and Learning as
well as faculty regarding possible new
holdings for the library

The Information Officer will request quotations
from 2 supplliers

The Information Officer will submit the 2
quotations to the Executive:Operations

Executive:Operations will review the Library
budget and approve 1 of the quotations

The Executive:Operations will send the
approved quatation to the Information Officer

The Information Office will then order the
textbooks and request an invoice from the
supplier

The Information Officer will submit the invoice
to the Finance Department for payment

The Information Officer will then follow up on
the delivery of texbooks

On receipt the new textbooks the information
Officer will update the library

Stakeholders

Stakeholder

Dean: Teaching & Learning

Dean: Design

Dean: Research

Executive: Operations
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