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1.

i. The purchasing process varies from one organisation to another, but there are some common key features .Put simply, the process usually starts with a demand or requirements, thereafter, a requisition is generated, detailing requirements or specifications. A request for quotation (RFQ) is then raised and suppliers send their quotations in response to the RFQ. After which, a review is undertaken and the best offer is given the purchase order. Author Ravi Assar states that, “Depending on what type of purchase is made, then the process concerned is not the same.” For example personal purchases are whereby a consumer purchases for their consumption (groceries, clothes, entertainment etc.) On the other hand, middlemen such agents and wholesales purchase for the intention of re-sale to meet others requirements by distributing via retail channels. Apart from the above, other purchase types are government and institutionalised purchases as well as industrial purchases; both which issue bulk purchases for their organisation. 



ii. Firstly, purchasing must maintain not only continuity of supply, but also maintain standards of quality. Maintaining standards will also encourage maintenance of the company’s competitive position. In addition, the purchasing procedure will ensure avoidance of duplication, waste and obsolescence of materials. Ultimately, purchasing obtains value for money if and when the lowest price items have the highest quality and functionality.



iii. The efficiency of purchasing function lies in a proper balancing of several factors which require experience, judgment of future activities and trends and various other activities. Purchasing managers work as representatives for various companies and organisations and they negotiate with vendors for the best prices on products. Communication is imperative as a prerequisite to ensure that the service or product the company wants is not compromised. Therefore, good people skills and a keen study of the markets for price guidelines is needed. Also, because purchase orders are legal documents it will require acumen of the terms and conditions of purchase. 



iv. The basic responsibilities of stores are to act as custodian and controlling agent for parts, supplies, and materials, and to provide service to users of those goods. Stores has to follow certain activities that are managed through use of various resources and are thus called Stores Management. The objective is to efficiently and economically provide the right materials at the time when it is required and in the condition in which it is required. Basic functions include receiving of incoming consignments (goods),safe keeping of goods (Custody Disposal )of undesirable goods, inventory management, housekeeping and record maintenance.

 

v. The flow of materials is very important in any layout. Firstly, the space available must be utilised efficiently and rearranged accordingly if necessary. Added to this is the type of operation the space will cater. The distance travelled is one of the performance criteria whenever the layouts are being designed. The distance travelled should be tested and must be cost effective. According to some scholars “The movement requires time and the time spent in travelling is the time lost”. Furthermore, the design layout must consider the operator’s convenience, since the operator is the one who is in the “space” (shop) and who has to do the operation. Therefore, ergonomic factors are crucial during the design. In addition, the material movement itself is important. The layout should facilitate a continuous flow without any one point having a very large traffic. Apart from the above, other criterion to consider is; the need for high security measures to be in place and for security personnel to be present to prevent theft. Moreover, the personnel should be provided safety training on how to use fire-fighting equipment effectively.  

vi. There is a distinct difference between the two terms "valuation" and "verification". Most scholars agree that valuation is the monetary equivalent of the stock or material in hand whereas verification is the determination or quantification of the material in stock and checking its deviation from the figures shown in the books. Furthermore, 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. Another difference is the ‘timing’ of the process. For instance, valuation is made throughout the year but verification is made at the end of the year.

[bookmark: _GoBack] 2.  All the stages of materials purchase cycle from indenting to dealing with issues form a cycle called "material procurement cycle”. During indenting, authorisation is given for the requisition of materials prior to initiating a purchase order. Purchase indents can be described as audit documents used to track the movement of materials prior to their receipt by the buyer. Thereafter, the enquiry stage facilitates that the preliminary order is sent for pricing to vendors and then returned to the buyer. The offer processing stage is when the buyer reviews the proposed quotes against their ideal budget or benchmark. This process will need thorough investigation because a vendor’s price may appear quite low because they may have excluded some extras such as cost of transportation and/or insurance. Upon selection of a supplier/ vendor, a draft of the purchase order is issued. Copies of the final agreement must be sent to relevant departments, such as the user, stores, and accounts.

3. An open tender system is whereby an opportunity is advertised inviting providers to bid directly for a contract. This system requires suppliers to provide quotes and meet all contractual obligations or a certain minimum technical specification with regards to the terms and conditions. However, the downside to this system is that it creates “rogue bidders’ who present low bids to get the contract. This problem is minimal if the tender is a restricted or limited tender system. This system pre-qualifies the tenderers before they submit their bids. Another alternative is the Negotiated tender which, through dialogue phase allows negations between the bidders and the procuring department. For proprietary items, a simple tender system can be used especially when frequent repeat orders are required in order to reduce lead time during contract negotiations.
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