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Purchase Policy
1.
Each department shall raise demand requisition for purchase.
2.
Department Head approves Purchase Requisition and sends it to accounts department for final approval and further proceeding.
3.
Accounts will ensure and reconfirm last market rates/supplier’s rate.  Where necessary shall investigate and confirm the rates again from Market.
4.
If product price is higher than 10,000 then THREE quotations shall be submitted for approval by accounts department.
5.    If price is less than 10,000 then no need of quotations.
6.    CEO finally approves the Purchase Order’s.
7.    PO’s are returned to Accounts after approval.
8.    In case of objection PR’s return to concern Department Head.
9.    Accounts Issue the Purchase Order/Cash to Vendor/Department.
10. Administration will confirm purchase quantity items and note in office inventory.
11. After receiving goods, original bill of purchase submitted to accounts department for closing the PR’s.
12. PR’s cannot be closed without submission of original bills.

13.
In case of not submission of original bills the amount is outstanding with the employees who receive cash. In case of directly purchase from vendor accounts is responsible for compliance and update the ledger.
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____________________

Chief Executive Officer 
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