
Contract Purchases

Business 
Cards

Complete form on Humber 
website www.humber.ca/

purchasing/forms.htm with 
FOAP

Email to Vendor for 
Processing

Accounts Payable will pay 
the Vendor automatically 

each month

Office Supplies
Go online to 

www.staples.com, log in and 
place your order with FOAP

Check your financial 
reporting monthly, if there is a 

discrepancy, contact AP

Accounts Payable will pay 
the Vendor automatically 

each month

Check your financial 
reporting monthly, if there is a 

discrepancy, contact AP

Xerox Toner Contact the Help Desk and 
place your order Toner is included in your contract, no further charges apply

Printer Toner Call Greenpoint 416-609-
9191 to place your order

When placing your order, 
provide the FOAP to be 

charged

Accounts Payable will pay 
the Vendor automatically 

each month

Check your financial 
reporting monthly, if there is a 

discrepancy, contact AP

Non-Contract Purchases

Determine your 
requirements

LVPO Up to 
$3,500

No single item over 
$1,000
No consulting Services
Only CDN$
No Fixed Asset
No Capital Asset

Check for pricing and 
availability from Vendor

Place Order directly to the 
Vendor

Complete On-
Line Receipt 
when goods 

arrive in good 
condition

Requisition any $ 
Amt

Enter on-line requisition 
and submit 

specification(s) to 
purchasing (if 

applicable)

Purchasing will Place Order 
with the Vendor, the 

requestor will be notified 
when the order is 

completed

$0 -
$3,500

$3,501 -
$25,000

Purchasing will 
obtain competitive 

bids and review with 
client prior to issue of 

PO

$25,00 -
$100,000

Over 
$100,000

Purchasing will obtain 
competitive bids, post to 

MERX and review with client 
prior to issue of PO


