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1. Amazon Business is a version of Amazon with the same selection, convenience and value, with new features tailored to businesses. St George’s can benefit from reduced delivery costs, as Amazon offer lots of free delivery options, and also easy returns.
2. Amazon Business uses purchase orders which offers improved controls and allows for approvals to take place before an item is purchased, which ensures funding is available and the product is as required. 
3. [bookmark: _GoBack]Amazon Business has a number of analytical tools that enable Procurement to identify purchasing trends and opportunities, which could help improve value for money. Blocks on certain products will be introduced however if there are preferred suppliers on Agresso.
4. For users, Amazon Business allows you to create lists with preferred products, so re-ordering is easier; departments like IS will be able to save preferred products, like computer accessories, to help ensure staff are ordering items that are value for money and work with existing technology.
5. Amazon Business must only be used in accordance with other Finance and Procurement policies, and where the University has contracts with preferred suppliers these suppliers must be used unless the product you require is only available via Amazon Business. 
6. It is the users’ responsibility to ensure that the product purchased via Amazon Business is allowed and suitable for use in this country.
Use of Amazon Business 
1. Only staff who are actively involved in ordering should use Amazon Business. To gain access to Amazon Business you will need approval from your manager/budget holder, and then to forward this approval with the reason you require Amazon Business to the Deputy Director of Finance.
2. Following approval from Finance an email invitation will be sent to join Amazon Business. The invitation will expire after 21 days.
3. This service is for work-related purchases only, and NO personal purchases should be made under any circumstances.
4. There are less suppliers in Amazon Business than on the consumer site; as more stringent controls are in place. Sellers must be able to provide a downloadable VAT invoice.
5. Items can be restricted by the University, and the Deputy Director/Director of Finance reserve the right in future to activate this should it be required.
6. You may return most, new, unopened items sold and fulfilled by Amazon Business within 30 days of delivery (sometimes longer during the Christmas season). Likewise, Amazon will send replacements for damaged or defective items, and offer exchanges.
7. In order to be more sustainable, try and order as many items together as possible, even though it is very simple on Amazon to purchase items as you go.
Administration of Amazon Business 
1. Amazon Business is administered by the Deputy Director of Finance with a small number of super users who can assist with setting up new users and training and guidance.
Procedures for Using Amazon Business
1. Log into the Amazon Business account for St George’s and identify the product you wish to purchase and check the cost.
2. In Agresso, raise a requisition in the normal way against the relevant budget code, using supplier “Amazon UK Services Ltd” supplier ID 107265
3. Once the purchase order has been approved by the budget holder, make your purchase in Amazon, inputting the purchase order number at the relevant stage of the purchase. Please ensure that the delivery address is correct at this stage and matches that on the purchase order.
4. Goods receipt the purchase order on Agresso as normal when the goods arrive. Amazon will then send an invoice to the university (with the purchase order number referenced).
5. If, after entering the purchase order in Amazon, your chosen delivery option changes the final cost, then amend your purchase order in Agresso. You can do this by selecting the “Procurement” menu in Agresso, then select “Purchase order follow up” drop down under “Purchase orders” and select “Purchase order amendment”. Type the purchase order number into the field and amend the price and save.
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