
STEP 1: PRE-PURCHASE 
CONSIDERATIONS

Identify the need to make 
a purchase

Yes

Do not make 
purchase

Are you purchasing 
consumables costing 

less than £100 
in total?

STEP 2: OBTAIN QUOTES
(see Section 7 of the Policy) 

and select your recommended 
supplier

Send the following to the appropriate 
Approver:

(1) The quotes that you have obtained;
(2) Your recommended preferred supplier; 
& (3) (If cost is over £500) a justification 
for the purchase 

Is authorisation to 
make purchase given by 

the Approver?
No

Are you making 
a small purchase 

(under £100)?

Make the purchase and pay 
yourself. 

Contact the Finance Team and 
ask them to make the payment 

using a NH Payment Card

Send the following 
documentation (where appropriate) 

to the Finance Team:
(1) Quotes
(2) Purchase justification
(3) Pre-purchase authorisation
(4) invoices/ receipts
(5) Expense Claim Form & Approval

Yes

No

Purchase is made.

You will be reimbursed if you
have submitted an Expense 
Claim Form for a payment 

that you made yourself  

"The Policy" refers to F1: 
Purchasing and Expenses Policy

"The Approver" refers to the 
approriate person providing 
approval/ authorisation named 
in the Financial Scheme of 
Delegation (Section 2 of the 
Policy)

STEP 5: Claim back the cost by 
completing an Expense Claim Form. 
Send your Claim Form and receipts 

to the relevant Approver. 
They will approve your Expenses for 

payment. 

Is the cost less
than £500?

No

STEP 3: GET PRE-SPEND 
AUTHORISATION.

Do not make 
purchase

No

Yes

No

STEP 4: Proceed with arranging 
the purchase & payment

Yes

Yes
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