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(1)   Is there any Re- Order Level     (whether it is complied with)          =        
(2)   Authority to Purchases   (in monetary limit)   =   
(3) Whether Goods Receipt Note (GRN) is issued on receiving of goods =  
(4) Is there any formal resolution passed giving the authority to make purchases, if any, is there any maximum limit fixed for the same =  

(5) Are the transportation documents accompanied in case of Purchases made outside the state   =  
(6) Whether the CENVAT credit is availed only on Receipt of GOODS at factory (i.e, irrespective of time of receipt of invoice) =
(7) Whether the Input VAT credit is availed only on Receipt of INVOICE (i.e, irrespective of time of receipt of goods) =

(8) Whether CENVAT Credit & Input VAT is transferred to other unit only by making an invoice = 

(9)Maximum Inventory Level=

     Minimum Inventory Level=

(10) Whether there is any system of making Purchase order (P.O) before making Purchases or it is made simply by making a phone call=

(11) Is there any system of issuing Debit /Credit Notes for any rate difference etc.,if yes whether these are serially numbered & properly sent/received to the party= 
(12) Who is the authorized personnel for making bill payment & is the total credit period availed ? In case of early payment , whether cash discount is being obtained from the supplier?

                      Table Showing Personnel involved in Purchase Process

	
	Name of the Personnel


	Designation


	Duty Assigned
	Remarks

	1
	
	
	
	

	2
	
	
	
	


	Steps
	Name of the Person
	Designation
	Function

	1
	
	
	Order is received from the customer

	2
	
	
	Job costing is being done to offer contract price

	3
	
	
	After negotioation & on accepting the terms & conditions & price etc a formal PO is given

	4
	
	
	Necessary RM & parts of the penals are ordered

	5
	
	
	A structure of the penal (made up of aluminium) is made first at Unit I

	6
	
	
	Such structure is then sent to Unit II for polishing etc & assembling 

	7
	
	
	Final Product (i.e. penal) is made as per specifications in PO

	8
	
	
	Finished penal is then delivered to the site of the customer (mostly on our own risk & cost)

	9
	
	
	No guarantee/warentee or AMC is given 

	10
	
	
	Final payment is received (normally 1.5% payt is retained)

	
	
	
	Performance guarantee is given by us for satisfactory performance of penals)

	
	
	
	Retained payt. is being recd after 18 months


Table Showing the stages of decision making in Purchase deptt.

	Event
	Decesion
	Name of the personnel Concerned

	What to Purchase?
	i.e,Material Procurment decision
	

	When to Purchase?
	Timing Decision
	

	How much to Purchase?
	Quantity Decision
	

	From where to Purchase?
	Supplier Decision
	

	At what Price to Purchase?
	Price Decision
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Possible Best practice of purchase Procedure

Have to make Purchases?





         START





No





Yes





Check Re -order Level?





Yes





No





Whether the Purchases limit is within Authority?





Yes





No





Make Order





       QUESTIONAIRE ON PURCHASE PROCEDURE ETC.





Receive Goods at factory gate





      CLOSE





Whether fresh order is placed for the same? 





Store Records are Updated Immediately on issue of RM





No





Yes





Whether the required RM is available at stock?





Yes





No





Is it first verified (i.e. whether it is duly signed by auth. Person?)





Yes





No





Is Requisition for requirement of RM is received?





     START





Procedure of Issuing Material to Production Centre








Yes





No








