
Procedures for Acquiring Materials, Tools & Outside 
Services Under $10,000 

 
 

 

Petty Cash 
Unique &  

Non-Repetitive  
(maximum $50) 

Facility Focus 
 

Material Request 

Procurement Cards 
Home Depot & 
Canadian Tire  

Facilities Management 
 

Requisition to Purchase 
Form

Administrative Assistant or Customer 
Service Coordinator 

 
Process Request 

Delivery to CUB Maintenance Stores 
 

Trades are notified to pick-up & sign 
packing slip.  Packing slip is forwarded to 

Admin Assistant or Customer Service 
Coordinator 

Purchases (< $5000) 
Assign FM Purchase Order 
 
Purchases (>$5000 but < $10,000) 
One (1) written quote & BEARS 
requisition online 
 
Purchases (> $10,000) 
Three (3) written quotes & BEARS 
requisition online 
 

Manager 
 

Approve priced “Requisition to Purchase” 
form and return to Admin Assistant or 

Customer Service Coordinator 

CUB Maintenance Stores 

If item is not found in Stores, continue  


