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BEGIN

Complete colour

coded purchase

requisitions

The Municipal Manager should

assign the responsibility of

maintaining the Purchases

Requisition book to a specific

person in each section

Issue pre-

numbered colour

coded purchase

requisition books

to each section

Buyer is responsible

to maintain a record

of issued books

Authorise

requisitions

Ensure that there is

sufficient finds

available within

nominated vote

Receive

authorised

purchase

requisitions

Check requisition

for completeness

Source the

supplier for goods

requested

Quotation

required?

Select suppliers,

negotiate price

and obtain

quotations

Yes

Send purchase

requisition and

quotations to MM,

CFO or Head of

Sention

Approve and

authorise

requisition

Approve and

authorise

requisition

Approve and

authorise

requisition

Receive

authorised

requistion

A
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A

Make out a order

(4 copies)

Receive first copy

of order

Attach requisition

with second copy

of order

Receive

requisition and

second copy of

order

Receive third copy

of order

4th copy of order

remains in order book

Deliver goods at

Receiving Section

with delivery note

(DN)

Match the supplier

DN against

authorised

purchase orde

Check quantity of

goods received

against the

supplier DN

Any

discrepancies?

Reject all incorrect

deliveries or

Yes

 Indicate clearly on

supplier DN and

purchase order if short

deliveries

END

Prepare a goods received

note (GRN) in duplicate

detailing the items and

quantities received

No B
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B

Sign supplier DN

and GRN to

indicate receipt of

goods

Sign the DN to

indicate agreement

with the delivery and

to the adjustments, if

any

Send supplier DN

and original GRN

to creditors dept.

Receive goods

and sign GRN to

indicate receipt of

the goods

File

duplicate

GRN

If CFO instructs supplier to deliver goods at a

other location, a person designated by the

CFO shall take delivery thereof and sign the

suppliers DN to indicate receipt of goods. This

DN must be sent to the creditors dept. after

being signed by the CFO

Receives batched

documents on a

weekly basis

Refer to

creditor

payment

process

Orders with corresponding requisitions form buying

section; supplier DN and internal goods received note

(GRN) from receiving section; and if the supplier

forwards his invoice with the DN, the receiving clerk

should date stamp and forward to creditors


