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TITLE:
PROCUREMENT : PURCHASING - DEPARTMENTAL/DIVISIONAL

PURPOSE/SCOPE:
To ensure that value for money is achieved whilst ordering goods, to ensure that purchase order requisitions are completed in a consistent manner and to ensure that orders placed are done so fairly and honestly.

RESPONSIBILITY:
For the completion of details of order on Purchase Order Requisitions lies with the originator.


For the approval of Purchase Order Requisitions and ensuring that adequate budgetary resources are available, lies with the nominated Budget Holder.


For the entry of all purchase order details, printing of Purchase Orders and the placing of orders lies with Finance Office staff.  


For the approval of Purchase Orders prior to placing lies with the Assistant Principal (Resources).


For ensuring that adequate records are kept of all contacts and transactions lies with the Budget Holder.

DEFINITIONS:
Inventory Item : Any single item of inventory/equipment with a single value in excess of £500 excluding VAT.

APPENDICES:
1
Sample Purchase Order requisition exemplar


2
Sample Purchase Order exemplar


3
Requisition Rejection Form exemplar


4
Invoice Authorisation Form exemplar


5
Order Cancellation /Amendment Form PPDD1

RELATED

INFORMATION:
Cost Centre Codes

Product/Service Code Numbers
List of Budget Holders 

Originated 
Approved
Date 

1.0
PRIOR TO PLACING ORDER
1.1
A Purchase Order Requisition form must be completed and passed to the Finance Office to request the raising of a Purchase Order.

1.2
Prior to the raising of a Purchase Order Requisition, the originator must confirm that adequate budgetary resources are available.

1.3
The Originator must use the Authorities Buying Consortium Catalogue when completing the Purchase Order Requisition.

1.4
The only deviation from 1.3 is where it can be demonstrated that goods can be obtained cheaper or at a significantly shorter delivery date or are not available through the Authorities Buying Consortium Catalogue.

1.5
Where an item exceeds £2500 excluding VAT and is not ordered from the Authorities Buying Consortium Catalogue, then 3 written quotes must be obtained. The quotes should take into account factors such as price, delivery, and any other comparison criteria relevant (e.g. length of warranty)

1.6
Planning should take place to ensure that anticipated demand is accommodated and that orders are submitted timeously, taking current stock levels into consideration.

1.7
The requirements should be detailed fully on the Purchase Order Requisition.

1.8
Where hazardous goods are to be ordered, see section 3.

1.9
The originating member of staff wishing to order materials, equipment or services should discuss their requirements with the Line Manager/Budget Holder.

1.10
The Budget Holder must ensure that there are sufficient funds available in the appropriate budget. To this end a monthly statement of actual and committed expenditure will be issued by the Finance Office.

1.11
If the request is agreed with the Budget Holder, the originator will finalise the  Purchase Order Requisition.

1.12
No orders will be accepted during the final five weeks of the financial year.

2.0
COMPLETION OF PURCHASE ORDER REQUISITION
2.1
When completing the Purchase Order Requisition, print clearly using block capitals throughout. Include full details of the product including technical specification where appropriate, reference/schedule code from Authorities Buying Consortium Catalogue, full name and address of the supplier.

2.2
Include details of the cost centre and code number.

2.3
The unit price (the price for a single item or pack), where appropriate, should be included along with the description. The sub total price for the item(s) should then be included in the price column.

2.4
Where there is a charge made for carriage or delivery please include this on the requisition.

2.5
Add the originator name, as this name is transferred to the purchase order form, which provides the Finance Office and the supplier a contact name in case of queries. This also allows stores to deliver the goods to the correct person/room.

2.6
Add the totals and add VAT where appropriate. VAT is NOT added to books, periodicals or advertising.

2.7
Where purchased items are to be included in the Division/Departmental inventory (i.e single item valued in excess of £500 ex. (VAT) (tick the box in the appropriate column).

2.8
When specifying equipment, take into account whether a risk assessment will be required, whether a CE mark or BS standard is required, whether noise specifications are to be stipulated and whether guards on a piece of equipment will be required. Where an item is included under the Control Of Substances Hazardous to Health (C.O.S.H.H.) regulations, a request for a hazard substance data sheet must be included on the requisition. By law suppliers are required to provide these sheets. See section 3.

2.9
Two signatures must be included on each requisition form. One of which should be the originator the other shall be the Budget Holder.

2.10
The white and yellow copies of the completed and signed purchase order requisition must be passed to the Finance Office.

2.11
When the yellow copy of the purchase order is returned by the Finance Office, which under normal circumstances shall be within 5 working days, the departmental log of expenditure should be updated to include this purchase order.

2.12
The purchase order copy shall be held in a central area within the department, so that queries from the supplier may be dealt with by the originator.

3.0
SPECIFICATIONS FOR HAZARDOUS GOODS / SUBSTANCES

3.1
Where items ordered are deemed to be hazardous, the following should be taken into account before ordering;

Where the item is a hazardous substance,



Is there a safer alternative available



Is there a weaker alternative



Is the hazardous substance required at all




etc.

Where an item is classed as hazardous (e.g. Knives)


Does it have to be used for the application



Is there a safer alternative available


etc.

Where the item is a piece of machinery



Quote relevant BS standards and CE marks 



Quote noise safety standards

3.2
Where a hazardous substance is to be ordered, a Hazard Data Sheet should be requested on the order and a copy passed to the Health and Safety Advisor.  A copy should be retained in a readily available file for reference in the area the substance is to be used.

4.0
RAISING A CHEQUE TO ACCOMPANY ORDER
4.1
Certain exceptional circumstances may require the raising of a cheque prior to goods/services being received. This may apply where a supplier requests a payment in advance. 

4.2
In such circumstances the budget holder must raise a requisition in the normal manner, marking on the requisition “Cheque with Order”.  This must be put in the section “details of Goods/Services requested”. A proforma invoice from the supplier should be obtained and attached to the requisition.

4.3
The requisition will be passed to the Finance Office who will on approval of the Assistant Finance Manager arrange for the order, and cheque to be raised, under normal circumstances within 3 working days.

4.4
The cheque will then be posted to the company, together with the order.

4.5
For minor purchases e.g. train tickets, hotel bills it may be appropriate to use the college Visa card. The Assistant Principal (Resources) must be contacted to authorise use of card.

5.0
PASSING INVOICE FOR PAYMENT
5.1
An invoice for ordered goods will be passed to the originating department, accompanied by a Invoice Authorisation Form, from the Finance Office.

5.2
The items listed on the invoice and the advice note will be checked against goods actually received, by the originator or other appropriate person.

5.3
Where the goods received are as per the invoice, the originator will sign the CHECKED BY box, the budget holder will sign the AUTHORISED BY box.
5.4
The Invoice Authorisation Form should then be returned to the Finance Office within

5 working days.

5.5
Where there is found to be a discrepancy on the invoice or a dispute regarding the invoice, inform the Finance Office giving details.

6.0
CANCELLATION/AMENDMENT OF ORDERS

6.1
If an order requires to be cancelled or amended, an Order Cancellation / Amendment Form will require to be completed, and signed by the originator of the original order and the appropriate Budget Holder.

6.2
Where an order amendment results in increased commitment then a check will be required to be made to ensure the availability of funds.

6.3
Copies of the Order Cancellation / Amendment Form will require to be passed to Central Stores, Finance office and a copy held by the department, along with the original order.

6.4
The Finance Office will cancel the original order or in the case of an amendment will amend the existing order.

6.5
The departmental log of expenditure will be required to be amended as appropriate.

7.0
Emergency Orders

7.1
Where an emergency arises that does not fit any of the above circumstances, please


contact the Finance Office to obtain the preferred practice.
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