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Financial Shared Services 
Enquiries: (02) 6125 4777 or 

 Financial.Shared.Services@anu.edu.au  

Request for Purchase Order 

Supplier details 

Supplier Name: ANU Supplier ID# 

Address:  

State: Postcode: 

ABN: Phone/s: 

Contact Person Email: 

Items for purchase 

Item details (please include any relevant descriptions 
which should be included in the PO) 

Qty Amount excl. GST GST (if applies) Total Amount 

Delivery Address: Total Amount (    ) 
please select Required Currency first below under Requestor Details 

Charge Code 

RFx # (ANUxx-xxx) 2 / Contract # (if applicable to this order) 

Requestor details 

☐ 

☐ 
☐ 
☐ 
☐ 

I confirm the purchase will be subject to the Purchase Order Terms and Conditions and no supplier terms shall apply. 
I have attached quote pricing page from supplier. 
For expenditure of $5k or greater, I have attached relevant procurement documentation.  
I have attached Supplier Create/Amend Form  (if required) 
Invoice will be in foreign currency. Required  Currency: 

Name: Phone:# 

Business unit: Uni ID: 

Financial delegate 

I hereby confirm that I hold appropriate delegation to authorise the Purchase of the Item/s listed above in accordance with the 
Purchase Order Team and Conditions.  As the financial delegate, I endorse the procurement of the purchase of above items the 
exercise of which is undertaken with due care and diligence, in good faith and for proper purpose, as required by the Public 
Governance, Performance and Accountability Act (2013). 

Delegate Signature1 and/or ☐ Written Approval is attached

Expenditure Delegation 
220 Dollar Limit Email: 

Name: Uni ID: Date: 

Please submit completed form to Financial.Shared.Services@anu.edu.au  

1Please note signatures can be obtained by Docusign 
2 RFx is an acronym: request for x, where x is a variable that stands in for different types of procurement strategies. We assign a unique identifier 
(referred to as an RFx #) for each procurement entered into our Annual Procurement Plan.  Assigning an RFx ensures that we create an auditable 
trail for each procurement.  Your RFx # should be used in all documentation relating to your procurement – starting with your Procurement Plan 
and ending with your contract. 

mailto:Financial.Shared.Services@anu.edu.au
https://admin.fin.anu.edu.au/psp/fsprod/EMPLOYEE/ERP/c/MAINTAIN_VENDORS.VNDR_ID.GBL?pts_Portal=EMPLOYEE&pts_PortalHostNode=ERP&pts_Market=GBL&cmd=uninav
https://auspost.com.au/postcode
https://abr.business.gov.au/Search
https://services.anu.edu.au/system/files/guidance/anu-t_and_c-for-po-vfinal_15-04-11.pdf
https://services.anu.edu.au/financial-management/procurement-contracts/online-procurement-guide
https://policies.anu.edu.au/ppl/document/ANUP_000856
https://services.anu.edu.au/planning-governance/governance/delegations/delegations-how-to
https://www.anu.edu.au/about/governance/frameworks-disclosures/delegations-framework
https://www.anu.edu.au/about/governance/frameworks-disclosures/delegations-framework
mailto:Financial.Shared.Services@anu.edu.au
https://services.anu.edu.au/information-technology/software-systems/docusign
https://services.anu.edu.au/financial-management/procurement-contracts/annual-procurement-plan

	Supplier Name: 
	ANU Supplier ID: 
	Address: 
	State: 
	ABN: 
	Contact Person: 
	Item details please include any relevant descriptions which should be included in the PORow1: 
	QtyRow1: 
	Amount excl GSTRow1: 
	GST if appliesRow1: 
	Total AmountRow1: 0
	Item details please include any relevant descriptions which should be included in the PORow2: 
	QtyRow2: 
	Amount excl GSTRow2: 
	GST if appliesRow2: 
	Total AmountRow2: 0
	Item details please include any relevant descriptions which should be included in the PORow3: 
	QtyRow3: 
	Amount excl GSTRow3: 
	GST if appliesRow3: 
	Total AmountRow3: 0
	Item details please include any relevant descriptions which should be included in the PORow4: 
	QtyRow4: 
	Amount excl GSTRow4: 
	GST if appliesRow4: 
	Total AmountRow4: 0
	Item details please include any relevant descriptions which should be included in the PORow5: 
	QtyRow5: 
	Amount excl GSTRow5: 
	GST if appliesRow5: 
	Total AmountRow5: 0
	Delivery Address: 
	Business unit: 
	Expenditure Delegation: 
	Date: 
	Postcode: 
	Phone: 
	Email: 
	Total Amount: 0
	Charge Code: 
	RFx  ANUxxxxx 2  Contract: 
	Name: 
	Uni ID: 
	Uni ID2: 
	Checkbox: Off
	Phone2: 
	Check Box20: Off
	Check Box21: Off
	Check Box22: Off
	Check Box23: Off
	Check Box24: Off
	Required Currency: [$ AUD]
	Required Currency Symbol: $ AUD
	Symbol: $
	Name Delegate: 
	Email Delegate: 


