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It is the responsibility of the Stores Controller to set RE-ORDER levels.

Complete purchase

requisition in duplicate

based on store re-order

level after consultation

with the engineer

BEGIN

Consults with

stores controller

Complete a

purchase order

and forward to the

stores controller

Compare purchase

order against purchase

requisition to ensure

correct quantities have

been ordered

Discrepancies

Query with Buying

department

Resolve query of the

store controller

Receive goods and

match DN to the

prenumbered GRN

and forward to

stores controller

Yes

Receive goods

and goods receive

note and compare

to the Purchase

order

No

Sign Goods

Received Note as

proof of

acceptance of

goods

Update stores register,

ensure that stores are

clearly marked as Council

property and stored

appropriately

D

Prints reorder

listing daily and

review

One copy remain in

book and original

copy forwarded to

the buying section

File orders

in date

sequence

Review orders file

daily and follow up on

orders not delivered

as per the agreement

with the buyer

END
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D

Forwards a duly

authorised Stores

Requisition Form

to the stores

controller

Check that form is

correctly

authorised

Send form to

Senior Store man

Check that correct

vote number has

been entered

   Requisition forms that :

*  are not properly

authorised; and

*  has the incorrect vote

number

   will be returned to the

relevant section

Errors on

requisition?

Draw stores from

the storeroom and

complete a Stores

Issued Note in

duplicate

Return the

requisition to the

relevant section

Resolve the error

and resubmit to

the stores

controller

Receive notification from

stores controller and a  section

recipient will agree goods

requisitioned against goods

drawn and make the collection

Notify relevant

department that

stores requested

are ready fro

collection

Recipient signs

the Stores Issued

Note  as proof of

receiving the

Stores

Update stores

register once

stores have been

issued

No

END

Issue of Stores

Yes

Document the

reasons for the

authorisation on

the requisition and

sign it

File the Stores

requisition  and

Issued note in

sequential order


[image: image3.emf]Procurement: Stores procedure flowchart - Page 3

Financial Best Practice Manual

C

h

e

c

k

e

r

s

S

t

o

c

k

C

o

u

n

t

e

r

s

D

a

t

a

P

r

o

c

e

s

s

i

n

g

C

l

e

r

k

S

t

o

r

e

s

c

o

n

t

r

o

l

l

e

r

C

h

i

e

f

 

F

i

n

a

n

c

i

a

l

O

f

f

i

c

e

r

Maintenance of Stores

BEGIN

Stores and equipment

belonging to the Council

must be clearly marked/

bar-coded as such, to

indicate ownership

Ensure that stock-

taking takes place

at least once a

year

Stock take will place on the last day

of the financial year or as close to that

date as possible

Notify all Heads of

Sections and

Council’s external

auditors of the

stock take date

Close stores at

noon the day

before stock take

Ensure all

transactions up to

date of the stock

take have been

recorded

Make available stock

take listing sheets for

recording the

physical count

figures

Count stock from

one end to the

other

Mark each item

with a sticker after

it has been

counted

Record total per

item on the stock

sheet and sign

stock sheet

Sign stock sheets

and hand to CFO

Verify physical

count figures to

the computerised

listing

Any

discrepancies?

Recount of

product and re-

check requisition

entries

Yes

Authorise all write-

offs of obsolete or

damaged stock

No C
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C

Submit a report in

writing

Report: stating the quantity

and value of any surplus or

shortage of stores revealed

by the stock-take, together

Report such surpluses

and shortfalls to the

Council for further steps

to be taken, if

necessary

Council authorise

stock as

redundant or

obsolete

Classify stock as

redundant or

obsolete

Establish a thorough internal control system

to ensure that when a change of official

responsible for stores and equipment takes

place, accountability with regard to losses

and deficits can be clearly established

END


