
New Equipment Purchase

PI in charge of the 

equipment send 

Quotation and 

Specifications to 

Programme Manager 

(PM) Dr. Ma Bing 

(mabing@ntu.edu.sg) 

Programme 

Leaders 

verifications

Verification Discussion and Feedbacks

No

Yes
The quotation and specifications will be 

uploaded in the program Equipment Dropbox 

for discussion and feedback from all PIs on the 

1st day of each month and discussion will be 

closed on 15th of each month.

Dr. Ma Bing will be in 

charge of raising 

Purchase Requisition 

(PR) based on the final 

quotation. And initiate 

the installation process.

Initiation

Yes

No

Purchase

Feedbacks & 

updates on the 

quotation

Note: 
1. Equipment or instrument < SGD 3000  (such as hotplate, dry box etc.) do not need to follow this Workflow, it shall be raised and handled 

by respective PI ‘s group using their project account.
2. Control Equipment are those equipment or instrument that require license such as N2 for laser, ultrasonic,  etc., need to put safety 

personnel as a verifier. 
3. Equipment purchased by respective PI’s group shall follow the equipment installation work flow guidelines, inform Dr. Ma, Safety officer 

one month in advance for location and facility planning. 


