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Purchasing Procedure Flowchart for Operating Expenses Purchases over NT$10,000
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Applications to Purchase Approved Budgetltems. Purchase for Approved Special Cases.
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For items priced at the level approved by the For items not originally included in the current
Budget Review Committee. year's budget.
I
v
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Chief/director of applying unit must sign approval.
2. GHARAEN
Form must be forwarded to relevant units for review and approval.
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#){& Purchase
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Responsible staff member requests vendor(s) to give estimates, compares prices.
v
2% Approval
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Enter price estimates and comparison data into the e-document for approval.
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Upon approval, request vendor to deliver goods.
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Upon receipt of goods, Ordering unit, Inventory Control Section and Auditor will be
notified to check the goods before signing to officially receive them.
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Once the inspection is completed and no problem is found, please submit the
purchasing documents for this case (purchasing form, invoice or receipt) to
Controller’s Office for processing reimbursement/payment.
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For Operating Expenses Purchases of NT$10,000 and under
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Applications to Purchase Approved Budgetltems. Purchase for Approved Special Cases.
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For items priced at the level approved by the For items not originally included in the current
Budget Review Committee. year's budget.
I
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55 Complete Purchasing Form
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Chief/director of applying unit must sign approval.
2. EEHARAEAL
Form must be forwarded to relevant units for review and approval.
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ZH){& Purchase
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Responsible staff member requests vendor(s) to give estimates, compares prices.

v
422 Complete Case
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Responsible staff member confirms that purchasing documents for this case are in
order (purchasing form, invoice or receipt) and forwards to controller's Office for
processing reimbursement/payment.




