W MCGlll PAYING FOR NON-TRAVEL RELATED GOODS & SERVICES WITH A VALUE LESS THAN $2500

Pay by PCard.

If you do NOT have
a PCard, submit an
order in MMP to
have a PO generated
and payment

Does the Supplier
processed*

accept credit card
payments?

Is the Supplier listed
Lt ELA el Submit an order in

MMP to have a PO
generated and
payment processed*

M?&Ejg;ice Submit an order in
MMP to have a PO

generated and
payment processed

MMP = McGill MarketPlace
* |f needed, submit the Request for New Supplier form and indicate that they do not accept credit card payments. In all cases where Procurement
Services are contacted to create a new supplier record, they will question why the Unit is not using an existing Supplier. Pending their findings, the Request for

New Supplier may be denied
**PCard Purchase Request Form — http://www.mcgill.ca/procurement/forms/pcard-purchase-request

Contact the Finance Help Desk 514-398-3463 | fishelp.acct@mcagill.ca OR Contact Procurement Services 514-398-2840 | feedback.purchasing@mcaqill.ca
Visit the Financial Services Knowledge Base - http://kb.mcgill.ca/fskb/easylink/article.htm|?id=4111



http://www.mcgill.ca/procurement/forms/pcard-purchase-request

