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Elements of purchasing, the main element is ensuring your have all the products available from the start of the project to the end ensuring they meet all the specification stated in the initial tender. 
Having the right training to procure products is important, with training in SWOT (strengths, weakness, opportunities, threats) analysis and also material intelligence training and good skills to have when inspecting the products. 
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The main objectives of purchasing are sourcing the right product and the right time for the lowest possible price without compromising on the product quality. It also needs to be available to be on site at the right time to prevent any delay to the project. 
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To be a good purchase / procurement manger you need to have good organisational skills, have a good knowledge of products required for the project and the length of time to them the product onto site. They will also need good communicational skills. 
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Stores are where the materials / products are kept until they are needed for the project. These items must be stored correct to preserve their product-life and to ensure they will be ready for use when needed to prevent any delays. Necessary paperwork should be completed to ensure all products are accounted for and quality of the product is suitable to be used. 
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The layout of the stores should be discussed and analysed to get the best possible layout. The general criteria which need to be met are; items should be easy to locate and remove from store. Items should be stored currently and safely with appropriate safety labels and warnings. Stores should have appropriate lighting, fire prevention equipment and security measures in place. 
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Stock valuation is how much the products are worth which you have in stores, whereas stock verification is how many of each product you have in stores. 
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The material procurement cycle shows the system from indenting of the product to it being used on site.  
The first stage is indenting, this is when the product is requested with a specification. It then goes to the enquiry stage where vendors can submit quotes, this is then agreed and the order is processed. The product is delivered, inspection and payment is made. The product then goes into storage and records are updated. From here products then go to site or they are identified as scrap, surplus and disposed of, with records been updated as the procedure goes on. 
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There are 3 types of tendering; open tender, limited tender and simple tender. 
Open tender started with Notices Inviting Tenders also known as NITs. Tenders then purchase the tender documents, these state all the terms and conditions of the tender. Tenderers then submit quote and agree to meet all the terms and conditions or some to some agreed arrangement with the client if they are unable to commit to every part of the specification. Tenders must be clear, easy to read and understandable. However; the main problem with an open tender are tenders maybe submitted with very low quotes to win the contract for them then to have to renegotiate terms for an increase quote, these are known as rogue bidders. 

Limited Tender is designed to solve the rogue bidder problem by only having a limited number of bidders, these are selected by a pre-defined specification. The pre-defined specification needs to be fair so bidders not ruled out unfairly. 
Simple Tender is ideal for proprietary items, its useful for repetitive orders and reduces time on order these products, however this type of tender should be avoided to prevent unfair pricing or blackmail. 
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i. Outline the various elements of purchasing with the help of suitable case examples.
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ii. What are the main objectives of purchasing?
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iii. What are the various prerequisites for becoming a good purchase manager?




image6.png
iv. What are the objectives and functions of stores?
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v. Describe the general criteria adopted for the layout of stores.
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vi. Differentiate between stock valuation and verification.
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Discuss the different stages of a "material procurement cycle".

(6)
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3.

Explain the various tendering systems used for ordering the materials.

(6)
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Answer the following questions: (18)




