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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. 
	A: Outline the various elements of purchasing with the help of suitable case examples.
     The various elements of purchasing are, correct materials you have been asked to provide a site agent with 200 lengths of cls at 4.8 metres long  you should adhere to what was asked to because if you get in correct materials it could mean the project is delayed or will cost more in man hours than in the budget. Next element would be, sourcing the materials. As a surveyor they must take the responsibility on board to  look into deals that are beneficiary too the organization, but you should always make sure the materials are still of a high quality. A good way to do this would be to have group deals for your organization where upon you would guarantee a certain amount of companies your orders as long as they always supplied your decent kit, this would also undertake another element which is quality of equipment. Another element would be always making sure you have the correct delivery address, how embarrassing would it be for a buyer send the wrong materials to the wrong site this could cause even more charges for delivery. Right time for delivery is another element, this is very important because for instance you are working for a building firm who are building a house for someone and they have a fixed date for completion and you don’t get the roof trusses sent for 2 weeks before said date, this would cause no end of problems always work to building schedules. There are various other elements that are also important.

B: What are the main objectives of purchasing? 
The main objectives are:
· Minimizing which I would take as minimizing the amount of people involved in making deals.
· Prevention of duplication so not repeating orders.
· Maintaining the high quality of materials or improving on them.
· Getting value for money, this should go without saying but as a purchaser you should be getting material at the best rates.
· Keeping the organization competitive in the field they work in by bringing in the best possible deals.

C: What are the various prerequisites for becoming a good purchase manager? 
  As a purchasing manager, you'll need to:
· forecast levels of demand for services and products;
· keep a constant check on stock levels;
· conduct research to ascertain the best products and suppliers in terms of best value, delivery schedules and quality;
· liaise between suppliers, manufacturers, relevant internal departments and customers;
· build and maintain good relationships with new and existing suppliers;
· negotiate and agree contracts, monitoring the quality of service provided;
· process payments and invoices;
· keep contract files and use them as reference for the future;
· forecast price trends and their impact on future activities;
· give presentations about market analysis and possible growth;
· develop a purchasing strategy;
· produce reports and statistics using computer software;
· evaluate bids and make recommendations, based on commercial and technical factors;
· ensure suppliers are aware of business objectives;
· attend meetings and trade conferences;
· train and supervise the work of other members of staff.
D: What are the objectives and functions of stores?
 The main objectives and functions of a store are really as what it says on the tin, storing material until it is used, you can store tools materials and other items. When you store items correctly you can persevere the life of them. Another function of a store would be keeping a correct record of what you have and where it is kept like the library do with the dewey system.

E: Describe the general criteria adopted for the layout of store.
· To provide optimum space to organize equipment and facilitate movement of goods and to create safe and comfortable work environment.
· To promote order in production towards a single objective
· To reduce movement of workers, raw material and equipment
· To promote safety of plant as well as its workers
· To facilitate extension or change in the layout to accommodate new product line or technology upgradation
· To increase production capacity of the organization
F: Differentiate between stock valuation and verification. 
 There is a distinct difference between the two terms "valuation" and "verification". Valuation is the equivalent money of the stock or material in hand whereas verification is the measuring of something exactly. Ie material in stock and checking its deviation from the figures shown in the books.

2. Discuss the different stages of a "material procurement cycle".
· Need for your organisation what materials are needed, what specification and what sort of things that will need to be decided early on in the cycle.
· Specific need, the correct product is critical for you organistation. Within the industry we would have certain standards which will help determine the spec.
· Source options your organisation will need to source the materials, the companies you will approach should be on an approved vendor list. 
· Price and terms, you will then try and agree the best deal and terms for your organisation as you can. You will need  this to depend on how readily availiable the materials are and how quickly they can be organized.
· Purchase order, this is where a buyer and seller  defines specific things i.e the price and some other different obligations.
· Delivery, you will need to arrange the most suitable delivery date for your materials and make sure it is at a reasonable time to your organisation.
· Receipt and inspection, once delivered someone should  check for damage and quality. Poor quality items should be rejected as acceptance of items requires your organsation pay for them.
· Invoice and payment, once all 3 invoices are signed and sent too appropriate people it is time to pay for you materials in the method agreed earlier in the cycle.

  
 3. Explain the various tendering systems used for ordering the materials.
· Open tender, this is a bidding process, which is open to all qualified bidders. All bids are sealed bids are all opened in public and are chosen on the basis of price and quality.
· Limited tendering is a method where there are limits to the number of suppliers. All suppliers must reach a certain specification. You should not disqualify genuine bids and there should be something in place so no bidder is favoured.
· [bookmark: _GoBack]Simple tender is only suitable for certain items, this way of tendering should be avoided where possible as it could lead blackmail or unfair pricing. It should be used for repeat orders where there is an agreed price already.
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