	System Role Title

	Requisitioner


	Objectives of Role

	· To create requisitions for catalogue and non-catalogue items using iProcurement and the other university methods of procurement.

· Adhere to the University P2P performance standards

	Proposed Location of Role

	· Within school(s)/faculty

	High Interaction with other roles/systems

	· Requestors
· Approvers

· Budget holders

· Central functions of Procurement and Accounts Payable

· Management Accounts

· Other Requisitioners
· Operational Buyers

	Tasks & Responsibilities

	· Raise new requisitions or requisition amendment request to comply to purchasing rules via iProcurement:
· Ensure requisition not already in place

· Quotes 
· Correct Account codes

· Correct category code 
· VAT
· Currency

· Supplier choice

· Preferred supplier or not

· Highlight if a call off order to the operational buyer

· Record receipt of requested goods and services via iProcurement

· Manage own requisitions and chase outstanding approvals
· Liaise with relevant departments eg Central Procurement, Approvers, Operational Buyers, Accounts Payable 
· Liaise with Operational Buyers re 3 Way Match issues and holds

· Management of the Good Receipt summary report

· Credit Note management
· Handover of requisitions in progress to appropriate personnel on departure/holidays


	Special Considerations

	· An understanding of iProcurement 

· An awareness of the financial implications during the P2P process and the link of the requisitioner role into the P2P process

	Other System Roles not compatible (Separation of Duties Rule)

	· Requestor

· Requisition Approver

· Operational Buyer

· Purchasing Manager

· Contract Manager

· Supplier Relationship Manager

	How the Process will work

	· The Requisitioner will be a key contact in the department for the requisitioning of goods and services
· Requisitioners will be responsible for recording receipt of goods and services as part of the end to end process, facilitating payment of supplier invoices
· Requisitioners will follow up with approvers when goods and services are not approved in a timely manner
· Requisitioners will be responsible for the raising and follow up of credit notes with the suppliers where necessary
· Requisitioners will ensure a comprehensive handover of in progress orders to appropriate replacement personnel on departure from the Faculty/School/ University 

	System Procedures

	· Create catalogue and non-catalogue requisitions for goods and services within iProc

· Amend requisitions within iProc where necessary. 

· Accurately receipt goods and services within iProc once supplied.

	Recommended Training

	· Overview from AP/procurement and the P2P process
· Requisitioner online training
· How To Guides. 

· Process Maps


