INTERNAL CONTROL PROCEDURE FOR MATERIAL PURCHASES

· Contractor at site raises material requisition note. The note of requisition sent to stores and the store people sent it to purchase department at head office.

· After receiving the requisition note, purchase department take approval from concerned authority (Purchase Manager). 
· After getting approval, purchase department invites for quotations according to their requirements and policies. 
· Once department finalized their quotation, sent it for MDs approval with PO along with the quotations. 
· After getting approval from MD, purchase department orders for purchasing material and the Original PO remains with purchase department and copies are sent to Suppliers, Stores & Accounts Department by the person incharge of purchases.
· Site In charge makes quality check of material and cross check with PO and discrepancies are noted in MRN, and stores will raise the MRN (Material Receipt Note). 
· The approved MRN sent to purchase department for verification.
· At Head office purchase department crosscheck MRN with PO and they make required entries in there register and forward it to accounts department for further proceedings.
· Accounts Department cross check Quotation, PO and Invoice with MRN and pass necessary entries in the books.
· Payment requisition sent for MDs approval as per terms and policies mentioned in PO after the same will be sent to Accounts Department.
· Accounts department prepares cheque and get it signed from authorized persons.
· Purchase department collects cheque from accounts department and handover to the supplier against acknowledment.
