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1. Question: 
Outline various elements of purchasing with the help of suitable care examples

Answer:
· Right price – price of goods must be correct and within the allowable or budget.
· Right quality – The quality of goods must meet the specified requirements and must be acceptable standards
· Right Contractual terms - The terms and conditions of purchases must be acceptable by the purchaser and the seller of products.
· Right time – in terms of lead time from ordering to delivery time. This must be in line with project and client requirements.
· Right source – source of materials must be acceptable and accessible easily.
· Right materials – materials must be in line with laid down or written specifications.
· Right place – materials must be delivered at the right place and at the right time.
· Right Mode of Transport – The correct transport must be used to deliver different types of materials e.g. you cannot use a closed vehicle to transport timber, also you cannot use I tonne vehicle to carry weight of 2 tonnes goods.
· Right quantity – the quantity of ordered must be equal to quantity delivered, short deliveries will lead to delays in project execution.
· Right attitude – the attitude of both purchaser and seller must be acceptable 

11. Question:
What are the main objectives of purchasing?
          Answer
· Main objectives of purchasing are 
· Materials must be procured at the right price and must be within the budget
· To maintain continuity of supply to support the scheduling of the project
· In doing so the minimum investment in stores and materials inventory must be ensured, consistent with safety and economy.
· Duplication of purchases, wastes obsolescence and costly delays must be avoided.
· Quality standards based on suitability criteria must be maintained.
· In doing so, minimum investment in stores and materials inventory must be ensured.
· It must maintain, in so far as materials costs are concerned, organization’s competitive position in the market.

       III -  Question:
             What are the various prerequisites for becoming a good purchase manager?

    Answer
· You must have a good understanding of market performances.
· To be a good purchase manager you need to have a technical understanding of the products and be a team player.
· A person must be a good time manager- good in managing time
· A person must be a good communicator and negotiator.
· A person must also have required and relevant qualifications.
· A person must also have knowledge of transporting industry in order to be in a position to plan for deliveries without difficulties.


     IV. -   Question:
               What are the objectives and functions of stores?

         Answer
         Objectives and functions of stores are :
· To make sure that goods are stored correctly
· To meet demands of user departments by proper issue and accountability of use of issued products.
· To receive raw materials, components, tools and equipment and account for them.
· To highlight stock accumulation, discrepancies and abnormal consumption and evolve effective controls.
· Minimization of surplus and or scrap through proper codification preservation and handling.
· Ensuring proper housekeeping so that material handling, preservation, stocking, receipt and issuing can be done in a proper and acceptable manner.
· To assist in verification and providing supporting information for effective purchasing decision.


    V.  -     Question:
                Describe the general criteria adopted for the layout of stores.

· Stores function must be organized to meet the primary objective of serving user by easy identification.
· Stores must be within constraints of location of the physical facility, materials must be located to enable quick and easy retrieval.
· The layout must ensure free movement of materials, ensure good housekeeping and sufficient space for workers, optimum use of space and space for easy use of equipment for loading and offloading purposes.
· Adequate lighting is required to ensure better, safe working environment and easy identification of goods. 
· Provision of toilet facilities, smoking areas, routine maintenance of equipment and repair bays, safe electrical wiring and others.
· Proper cover to protect goods from rain and other weather conditions that affects goods, protection against rodents and or termites from damaging packaging and materials.
· Balance between cost and investment, cost of transporting or moving goods must be calculated before the layout plan of stores is finalized. The aisle width has to be properly demarcated.
· Safe working conditions and adequate fire-fighting arrangements should be ensured.
· Adequate for delivery and loading vehicles must be ensured when adopting a stores layout.


     VI.  – Question
              Differentiate between stock valuation and verification.

       Answer
· Verification is a final work but valuation is needed to the verification
· Verification is the work of auditor but valuation is the work of concerned authority or board
· Valuation checks the amount shown in accounts but verification checks the items shown in the balance sheet.
·  Valuation is made throughout the year but verification is made at the end of the year.
·  Valuation is based on evidence but verification is based on individual check.


2.   – Question
     Discuss the different stages of “material procurement cycle”

 Answer
Stage 1
    a).     -  Checking specifications and calculating quantities required – on this 
              stage is whereby specifications of materials are checked ,verified and 
              required quantities are checked against the work needs to be performed.

    b).    -   Enquiry stage – this stage involves sending materials schedule to 
               reputable suppliers or vendors to provide prices for specified materials or to
              offer acceptable alternative.
                
                alternative.

  C ).  Obtaining quotations – this stage involves getting quotations from vendors
  

   d).   Evaluation stage – this stage involves compiling quotations, verifying prices 
           specifications. At this stage report about the lowest and alternative materials 
           offered by vendors is produced and discussed by either Procurement team 
           and or Manager in charge of purchasing.

    e).   Ordering – This is  the stage were a  winning vendor is announced and an 
           order is placed for goods to be supplied based on quotation from winning
           vendor.

    f).    Delivery of goods – This is the stage were purchased goods are delivered to
           the stores.

    g). Stores – Goods are stored based either on type, size and or on first come 
          basis.


3.  – Question
   Explain the various tendering system used for ordering the materials

     Answer
The various tendering systems are 
· Open Tendering – This system is an advertisements are  placed in either newspaper or electronic media, detailing the type of materials require, quantity to be supplied, place of delivery and date of delivery. It is called open tender because when advertised it means anyone or vendor who meet the specified criteria and format can submit his or her price.

· Limited Tender - This is type of tender that exclude other vendors and is only open to certain vendors. This can also be called selected tender because you only request prices from selected bidders. The number of bidders is limited by laying prequalification rules that favours only those you may want to use over others.

· Single Tender – This is whereby only one supply or vendor is picked either based on reputation, history between two organizations and or due to maybe contractual dealing that may have been entered into by vendor and the buying company. 
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