Contract Purchases

Business
Cards

Office Supplies

Xerox Toner

Printer Toner

Complete form on Humber

website www.humber.ca/

purchasing/forms.htm with
FOAP

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

Email to Vendor for
Processing

Contact the Help Desk and
place your order

Y

Accounts Payable will pay
the Vendor automatically
each month

Accounts Payable will pay

Check your financial
—»—1 reporting monthly, if there is a
discrepancy, contact AP

—»—— the Vendor automatically
each month
Check your financial
> reporting monthly, if there is a

discrepancy, contact AP

Call Greenpoint 416-609-
9191 to place your order

Y

Toner is included in your contract, no further charges apply

When placing your order,
provide the FOAP to be
charged

Accounts Payable will pay

the Vendor automatically
each month

Y

Check your financial
reporting monthly, if there is a
discrepancy, contact AP

Y

Non-Contract Purchases
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m Enter on-line requisition Purchasing will . . Complete On-
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