Procurement Systems Level

1. Authority

· Are authorisation limits clearly set and disseminated among staff 

· Is there an official stamp and is it secure 

· Are authority signatures recorded for cross reference

2. Reporting 

· Are reports on requisition status produced on a regular basis 

· Are these passed to clients/Departments?
	Component
	Parameter
	Yes

100%
	No

0%
	Partially

50%

	Staffing 


	· Are number of staff reasonable and are staff suitable for positions 
	
	
	

	
	· Is knowledge and training at adequate level
	
	
	

	Documents/Process 


	· Are procurement requisitions used, filled in and coded correctly 

· Are procurement requisitions authorised correctly 

· Is each requisition recorded and a file opened 

· Is a detailed request for quotation used when applicable 

· Are correct documents requested from suppliers when needed 

· Are at least three quotes obtained where applicable 

· Is competitive quotations process conducted fairly 

· Is the CBA duly filled, authorised and filed correctly 

· Are purchases authorised correctly 

· Is inspection of samples undertaken when appropriate 

· Are LPOs used, filled in and coded correctly 

· Are LPOs authorised correctly 

· Is inspection on delivery correctly done when appropriate 

· Are GRNs used to confirm receipt of goods from supplier 

· Are Delivery Notes used to confirm delivery 

· Are invoices coded, checked and authorised correctly 

· Are files closed and retained for audit 

· Is a suppliers file kept and regularly updated 

· Are standard goods lists and prices in use, checked with LO 
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