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Marking Criteria:
We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate.
	1. i. Outline the various elements of purchasing with the help of suitable case examples.
The stages of purchasing are to receive the goods on time, in good order, and to be in plentiful supply, at the best price. The elements that hopefully make this happen is to source the best negotiated affordable priced, quality specified materials; having the needed quantities in stock, arrange for collection or delivery at a time the fits into the works program. This system is recommended for purchasing of most site materials. ……………example………………………………… Purchasing   Procedure

	Requestor
	create request
	
	goods received
	
	
	
	

	approver
	approved
	
	
	
	
	
	

	supplier
	
	order sent  
	
	sent invoice
	
	
	payment received

	accounts
	
	
	
	
	invoice into finance 
	
	payment sent

	finance system
	purchase order
	
	create accrual 
	
	matched
	remove accrual
	invoice released
for payment




ii. What are the main objectives of purchasing
 Purchasing objectives; Procurement to achieve buying objectives, and to manage operations. Effective purchasing checking supply market, supply options, identifying any critical materials needed (long lead in times). Operational requirements, buying the products from the right source, the right cost, at the user’s specifications, the right quantities, delivered at the right times, to the correct address, and to the right customer.
iii. What are the various prerequisites for becoming a good purchase manager
Good purchasing manager’s qualities would be to know the market they are buying from, to be knowledgeable with the product or service they involved in. Study the market to identify pricing trends and availability, knowing suppliers, negotiating skills, paperwork; requisitions and purchase orders, maintaining purchase records. Hiring skills to take on staff, train and manage, and play a role in the development of product or equipment specifications. Knowledge of computers and man management skills.
iv. What are the objectives and functions of stores
The main function of the stores is to hold in order pre delivered materials or products until ready for use on the construction project. / Stock accounting for the stored materials, tools or equipment, knowing what’s held in stock. The provided stores needing good order with a dry atmosphere to protect and maintain goods to avoid costly damages. To be run from a counter type shop, as to stock check quantities when used and replenish when required, keeping records of stock. Maintain good housekeeping, free from slips, trips, falls, and removal of surplus or damaged stock. Any manual handling issues dealt with for health and safety, and occupational health. Well set out, for ease of access and material movement to site areas. Basically holding items until ready for use.
v. Describe the general criteria adopted for the layout of stores.
The stores criteria would depend on how and what it’s used, if to serve the site then a holding area if only well raked storage containers would be sufficient. Materials kept in organised raked containers making ease of finding and moving being necessary. Storing of for example skirting, architraves for second fix in long manageable lengths, small items like screws and nails in plastic containers. Larger none perishable materials such as blocks, and bricks stored  covered in fenced compounds, lockable for security and giving room for suppliers to deliver and workforce access for moving around site. Stores for larger or multiple sites would be held in a storage depot or units with stores operatives, serving the required materials from an orderly shelving system coded or sorted  making finding stock with ease. A yard area for stock delivery and for site collections. The storage depot being well away from site would add collection costs. Specialised and more costly materials would be stored here for safe keeping, less damage, and better security. This arrangement would have to provide staff welfare, with sufficient lighting. The need for out of hour’s security may also be needed.
vi. Differentiate between stock valuation and verification.
The difference between valuation, and verification. Valuation is the total cost of the stock or materials in hand, verification is to determine or quantify the materials in stock and checking its deviation from the figures shown in the books.(audit) 
2. Discuss the different stages of "material procurement cycle
To identify that there is a need to update the inventory or stock is the first stage. Then you need to decide how much and when you want the products or services delivered. This is when you write the purchase order or requisition order. Before the order can be placed; it usually requires some kind of authority for its purchase. With some purchase orders, this is reasonably automatic. With a large order that will be put out to tender. Repetitive orders usually have set suppliers, although it does no harm to review the options sometimes. Other orders will either need to go out to tender or there will be a choice of suppliers. Next choose Supplier, in a large company, many suppliers will be contracted with an agreement where prices and terms are set for a defined period. For other orders, now is the time to negotiate terms and prices. Then at this stage in the cycle, the order is placed and this becomes a contract between the business and the supplier. The goods are then delivered, checked and entered into the inventory. Shortages or damages are reported to the supplier for the appropriate actions. Goods approved will then be made payable once an invoice is received, paid within a time period. The purchasing ledger and stock records are updated. This is automatically done by many purchasing computer systems.
3. Explain the various tendering system used for ordering the material
[bookmark: _GoBack]Tender buying is selecting a supply source (supplier) out of many available.
	Tenders are invited to participate in the tendering process and then one or more than one tender is selected for order placement. These tenders are accepted tenders. The main focus through tender buying is on price and quality. Usually, the best quality is selected for order placement. A typical purchase function starts with the raising of a requisition for an item which is required for a stated purpose. This requisition is then converted into an enquiry form which is issued to the probable suppliers who are asked to respond within a given date and time (Tender opening date) as in the enquiry issued to them. The interested suppliers respond to the tender enquiry by giving their tenders. Tenders received are opened on the Tender opening date at the fixed time. The tenders are then subjected to evaluation financial as well as other criteria laid down in the tender enquiry. This step also starts a series of discussions, clarifications and negotiation with the suppliers. Some tenders can be rejected at this stage as they might not meet the requirement of the purchaser. Finally, the tenders who are found suitable are subjected to price comparison and usually the tendered offering the lowest price, and best quality is selected for placement of order.
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