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TITLE:
PROCUREMENT: PURCHASE ORDER PROCESSING
PURPOSE/SCOPE:
To ensure that purchase orders are raised from properly authorised purchase requisitions, reviewed, approved and processed in a consistent manner 

RESPONSIBILITY:
Member of Finance Office is responsible for; ensuring requisition is completed fully, entering details accurately to system, printing the purchase orders and confirming details to supplier.


Assistant Principal (Resources) is responsible for approving purchase orders prior to confirmation to supplier.


Finance Officer is responsible for updating Authorised Signatory List regularly to reflect staff changes.

DEFINITIONS:
An order will be deemed to be received from the Authorities Buying Consortium Catalogue where the reference number is quoted on the Purchase Order Requisition.

APPENDICES:
1
Purchase Order Requisition


2
Requisition Rejection Form


3
Invoice Authorisation Form


4
Purchase Order Form

RELATED

INFORMATION:
Authorised Signatory List

Finance Office Work Instructions

1.0
PROCESSING A PURCHASE ORDER

1.1
The requisition form will be received by Finance Office from departments/divisions.

1.2
The delegated member of the Finance Office will check that the requisition form has been correctly authorised by two authentic signatories in accordance with the latest revision of the Authorised Signatory List. This list must be updated regularly to reflect staff changes

1.3
Purchases of up to £ 1,000 can be signed by Originator and Budget Holder


Purchases of over  £ 1,000 will be signed by Section Leader/Supervisor and Budget Holder.

1.4
If the requisition is not correctly authorised then it will be returned to the originator accompanied by a Requisition Rejection Form outlining reason for rejection.

1.5
Where the requisition is correctly authorised then a check should be made to ensure that all required details are included on the form. These are



Cost Centre



Code Number



Division/Department



Originator



Phone extension



Delivery room



Supplier



Quantity



Contract Number (where applicable)



Details of Goods/Services



Estimated Cost



Delivery Costs



VAT



Totals

The forms should also be checked to ensure that the VAT and totals have been calculated correctly.

1.6
Where any information is missing, illegible or incorrect, the requisition form should be returned to the division/department using the Requisition Rejection Form highlighting the reason for rejection.

1.7
When inputting the details from the requisition form to the computer purchase order system, the originators name, room and telephone number and the requisition request number must also be included to assist Central Stores in distributing the goods.

1.8
The order will be processed and the allocated purchase order number, obtained from the system, will be added to the requisition request form.

1.9
Where the system identifies that the requisition will exceed the budget for the division / department the member of the Finance Office will inform the Assistant Finance Manager giving full details. The Assistant Finance Manager will decide whether to authorise or cancel the order. Where the order is cancelled, the requisition form will be returned to the originator accompanied by a Requisition Rejection Form giving reason for rejection.

1.10
When the order has been input to the system, the commitment ledger will be automatically updated.

1.11
The Purchase order form should be printed and passed to the Assistant Principal (Resources) who will review orders and sign as evidence that the order is a correct and authorised instruction to supplier.

1.12
When signed, the 3 part purchase order form will be distributed as follows

White-
Supplier

Green-
Stores (Yellow copy of requisition request form to be passed with green copy of purchase order form)

Yellow-
Division/Department


Under normal circumstances this process will take up to 3 working days.



2.0
PASSING INVOICE FOR PAYMENT
Note:
Supplier invoices will normally be received in incoming mail, where invoices are received with the delivery, the originator will be responsible for passing the invoice to the Finance Office

2.1
When an invoice is received an Invoice Authorisation Form will be attached to

register it on the accounting system  This will create a sequential internal reference

number which will be written on the Invoice Authorisation Form.

2.2
The purchase order will be identified for the invoice and marked on the Invoice


Authorisation Form.  The parts of the form to be completed at this stage are;


Invoice Number


Order Number


Date Sent


Code


Centre

2.3
The invoice should then be forwarded to the originating department.  Under normal circumstances this will take up to 3 working days from receipt of invoice.

2.4
It is the responsibility of the ordering division/department to obtain additional information from the supplier, or to liaise with the supplier in respect of invoice queries to ensure that invoices can be approved for payment.

2.5
The originator of the Purchase Order will sign the CHECKED BY section of the Invoice Authorisation Form, when they are satisfied that the items invoiced have been received. The budget holder will sign the AUTHORISED BY section of the Invoice Authorisation Form.

2.6
The division/department will then return the invoice and Invoice Authorisation Form back to the Finance Office within 5 working days. The Finance Office will then check the signatures with those on the latest revision of the Approved Signatory List. Where the signatures do not match the approved signatories, the form will be returned to the originating division/department for correct signature.

2.7
The invoice will be matched to the original order and entered into the computerised accounting system.

2.8
The invoice will then be passed for payment.
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