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1.0 Purchasing

- Purchasing covers all activities involved in the selection of vendors, evaluation and monitoring of selected
' vendors and procurement of goods and services from vendors. Purchasing processes include:

1 Vendor Selection

2 Vendor Monitoring and Evaluation
3 Purchase Requisitioning

4 Purchase Ordering

5 Receiving of Goods

6 Receiving of Services

- suitably qualified vendors for the supply of goods and services.

Procedures
“ Responsibility Job Aid
kb Procurement Identify and categorize items routinely procured by the Company MS Word
Committee
ik 2 Procurement Define the Vendor Selection Criteria for each category of items and
Committee develop the Vendor Selection Criteria document

MS Word
Note:

Vendor selection criteria shall include but not be limited to:
1. Vendor’s reputation and credibility
2. Quality of vendors product
3. Availability of credit/ discount facilities,
4. Vendor’s ability to meet CSO’s demand on short notice

5. Location of vendor and accessibility to CSO




6. Size of vendor’s business

Procurement Submit the Vendor Selection Criteria to the Executive Director for
Committee review

1923 Executive Review the Vendor Selection Criteria for reasonableness and
Director completeness and approve where there are no amendments required

1.1.4 Procurement Conduct market survey to identify reputable vendors for each category

officer of items routinely procured by the Company
15145 Procurement Invite vendors to apply for registration as CLHEI supplier
officer
Note:

Invitation of vendors can be by either paid advertisement or direct
invitation letter

1.1.6 Procurement Collate and analyse the vendor applications received, including
officer supporting documents and forward to the Finance and Administration
Manager for review

Note:

Vendors are required to attach supporting documents to their
application.

Incorporated company

1 Certificate of Incorporation
2 Current Tax Clearance Certificate
3  Memorandum & Article of Association

Registered businesses

1 Certificate of Registration of Business Name
2 Current Tax Clearance Certificate

il 57 Finance and Review vendors applications based on set Vendor Selection Criteria
Administration
Manager

1.1.8 Procurement Where vendors do not meet selection criteria
officer




Send rejection letters to vendor indicating reason for rejection

End

~ 1.1.9 Procurement Where vendors meet vendor selection criteria
officer

Compile and forward list of short listed proposed vendors and the
- supporting vendor applications to the Procurement Committee for
approval

1.1.10  Procurement Review list of recommended vendors, including supporting documents
Committee and assess vendor’s capability to meet CLHEI's requirements

Note:
Procurement Committee will be comprised of:
1. Program Manager
o 2. Procurement officer
P

1k 16kl Procurement Where vendors are deemed as not capable of meeting CLHEI's
Committee requirements

Advice Procurement Officer to send rejection letter to vendor

Goto1.1.15
471512 Procurement Where vendors are deemed as capable of meeting CSO’s requirements
Committee
Approve the inclusion of qualified vendors in the Approved Vendor List
1.1.13  Procurement Receive information on vendor’s approval from Procurement MS Word
Officer Committee, set-up/ update approved vendor list and inform successful

vendors

1.1.14 Procurement Advise vendor of registration as supplier to CLHEI

officer
hALES Procurement  Regularly review new vendor applications and recommend to
officer Procurement Committee as required

End




Input/Output Documents

Input Documents

l' Document Description

- the vendor and th
' to be supplied by

€ nature of items Officer
the vendor, |

emen
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1.2.1  M&E Officer At predetermined periods (i.e. annually), commence review/evaluation
of the performance of existing vendors based on set evaluation criteria

Note:

The review shall access the activity level and responsiveness of each
vendor as well as level of performance of each vendor over the period
with respect to quality of service, timeliness of delivery, cost - discount
charges, etc, value added, etc.

’

1.2.2 M&E Officer Evaluate vendor’s performance and relationship with CSO over the last
period and prepare the Vendor Performance Evaluation Report

Note:

* The M&E Officer can obtain a listing of Purchasing Orders
issued to a given vendor and consult with the primary recipient
of the goods/services supplied

* Based on comments from staff and the Finance Department, a
performance evaluation is performed

1.2.3 MA&E Officer Identify non-performing vendors and prepare a report proposing de- MS Word
listing of such vendors from the input document (clearly stating the
=i justification)

1.2.4 MA&E Officer Forward the Vendor Performance Evaluation Report to the Finance
=4 Manager for review

1.2.5 Finance and Review the Vendor Performance Evaluation Report and determine the
— Administrative need to remove and/ or add new vendors to the Approved Vendor List
Manager
-~ 1.2.6 Finance and Compile list of proposed vendors to be de-listed based on their
Administrative performance, attach Vendor Performance Evaluation Report, including
Manager recommendation for vendor additions and forward to Procurement

Committee for review and approval

1.2.7 Procurement Review Vendor Performance Evaluation Report including
& Committee recommendation for addition or de-listing or vendors
1.2.8 Procurement Approve update/ amendment to Approved Vendor List, ensuring

Committee reasonableness and justification of the propositions




E Responsibility
] 1.2.9 Procurement
Officer
1.2.10 Procurement Send out letters as appropriate to vendors to Communicate the new
Officer position.
152404 Where there is need to remove vendors
— 1> Need to remove vendors
Procurement Delete vendors from the approved vendor list as approved and MS Word
1 Officer geénerate an updated vendor Jist
End
Input/Output Documents
Input Documents
| A : ..... < ource ..... Reci_plent ..................................................... ]
g'_Kp;;ro_v;c?ge;dgr_fﬁ;t ................. | e ulethatcontalnstheIlstmg . ...... > 'ESE’[.EE}HEEF_
of all the approved vendors of CSO | Officer | Committee
| : | e ——
3 Evaluation Report - performance evaluation of || | Administrative
' ] registered vendors stating vendors il Manager
i | to be de-listed and motivation for | | |
g I such. f |
' Updated Vendor A v ééH’é’dﬂ'ré""fii'at“cc?r{{é}}{E"t"ﬁe_ris't"iﬁ"g | Fina
' of all the approved vendor of CSO
| | after the evaluation process
bocicns Sy 3T
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1.3 Request for Quotation (RFQ)

Responsibility

118 Where there is need to make a purchase
Staff Complete a Request for Quotation and forward to Unit Head for review
and approval.
1.3.2  Unit Head Review RFQ for accuracy, reasonableness and compliance. Approve and
forward RFQ to the Procurement Officer.
1.3.3  Procurement Receive RFQ, query Approved Vendor List to identify vendors registered
Officer in the category
1.3.4 Where there isn’t enough vendors registered in that category
Procurement To Vendor Selection Registration
Officer
135 Where there are enough registered vendors registered in that category
Procurement Contact vendor and request that they come and pick up RFQ or mail
Officer RFQ to the respective vendors
1.3.6 Procurement Receive a Minimum of three (3) quotes and pro-forma invoices, review
Officer and comment on them as appropriate
1.3.7 Procurement Forward the three reviewed quotes to the Procurement Committee for
Officer Vendor Selection Approval
1.3.8  Procurement Review and Select vendor and send the remaining quotes to the
Committee Procurement Officer for Filing

To Purchase Requisitioning




Input/Output Documents

Input Documents

Document Descrlptlon | Reuplent
pproved Vendor List | A gEHgaﬁulgfﬁé'ﬂ':ontams the listing Procurement : M&E Officer
' | of all the approved vendors of CSO | Officer |
= Output Daéﬁnlignt"s_ .............................. | ......................................................................... l
Document Description Purpose Source ! A T A
Vé"r'i'&af e A"Fé'port T M&EOffICET ........................... e SN

| performance evaluation of

registered vendors stating vendors
to be de-listed and motivation for
such.

Manager

1.4 Purchase Requisitioning

This process covers the activities performed in initiating and processin
procurement of goods and services for CSO.

g purchase requisitions (PR) for the




Responsibility IT/lob
Aid

From Vendor Selection/Registration

1.4.1 Staff Receive an approved pro-forma invoice quotation or contract
document from the Manager, as a basis for initiating a PR.

1.4.2 Staff Review the pro-forma invoice quotation/proposal document to

ascertain the purchase amount and the nature of the transaction.

1.4.3 Staff Complete the preprinted PR form and forward to the line Manager
for review and ratification

Note

The PR will be updated with the following details:
" Name of purchase requisitioner
®  Department
" Region code

* VAT account number
® Account code
* Vendor ID and name
" VAT amount payable
® Delivery Location
®  Description of purchase
* Quantity of purchase
* PR authoriser name
® Purchase amount

1.4.4 Unit Head) Review completed PR and supporting documents for
completeness and accuracy, ratify by appending signature and
forward to the Finance Department for processing

1.45 Finance Officer Calculate the applicable WHT rate based on the description of
services to be rendered and specified in the PR.

Note

0



Payment

Corporate
Beneficiary (%)

Dividend

Individual
Beneficiary

Commission, consultancy,
technical and management
fees

Construction fees
(professional)

Contracts and agency
arrangements

Directors’ fees

Professional fees

_ 5
Perform budgetary control by comparing the PR amount to the
budget allocation for the department specified in the PR,

1.4.6 Finance Officer

Note

Expenditure budget is prepared and approved at the beginning of
the financial period. The approved budget is Managed by the
Finance depa rtment, and the department allocation is drawn down
at the point where the PR is approved to a PO.

1.4.7 FinanceOfficer Where the purchase amount is within budget

Goto1.1.16

1.4.8 Where the amount is not within budget

Finance Officer Review the current Expenditure Budget for the department to
determine how éxpense could be funded.

149 FinanceOfficer Notify the Unit Head of budget constraints, and possible options of
funding the expense.




1.4.10

1.4.11

1.4.12

1.4.13

1.4.14

1.4.15

1.4.16

Unit Head

Unit Head

Unit Head

Unit Head

ED

Unit Head

Finance Officer

Decide if to proceed or discontinue with the PR.

Where the purchase is to be discontinued

Discontinue PR by informing Accountant via email to terminate PR s
processing. Outlook

End

Where the purchase s to he continued

Decide on how to fund the éXxpense based on options provided by
Finance Officer

Where the €xpense is to be funded by motivating for extra- MS
budgetary expense Outlook

Forward the Purchase Requisition to the ED through the Finance
Officer for approval

Review, approve and return to Manager MS

Outlook
Goto 1.4.16

Where the expense is to be funded by budget offset

Request Accountant to perform budget offset on appropriate
budget item.

Note:
Budget can only be offset within budget category.

Update the Budget Tracker with requested budget offset MS Excel
information.

Note:

This activity does not change the account to which the expense
would be charged, but rather depletes the budget for the selected
line item.

11



1.4.17  Finance Officer Indicate on the PR that the budget check has been done and sign in
the space provided

1.4.18 To Purchase Ordering

Input/Output Documents

Input Documents

Source

Vendor
Invoice/quotation value of goods to be procured. It
Proposals serves as an input in raising PRs.

12



Output Documents

: Document Descrip
|




E Responsibility

1.5.1

From Purchase Requisitioning

Procurement Officer Access the accounting system and complete a Purchase Order (PO)
form based on the information contained on the approved PR.

1.5.2  Procurement Officer Compile documents and forward to the Finance Manager for review
of documentation

1.5.3  Finance Officer Receive and review PR, PO and supporting documentation to ensure

compliance to established policies and procedures forward to the
Executive Director.

1.5.4  Executive Director Receive and review PQ based on delegation of authority (DOA)

7 1.5.5  Executive Director Where PO amount is within DOA

Approve PO by appending signature in the required space and
5 forward to the Procurement Officer for processing

Goto1.5.8

1.5.6  Executive Director Where PO amount is above DOA

Forward approved PO to the relevant authority for counter approval
as defined in the DOA

1.5.7 Finance Manager Receive approved PO and forward to Procurement Officer for
dispatch to the vendors

1.5.8  Procurement Officer Receive approved PO and supporting documentation and dispatch
to the appropriate vendor and follow up with vendor to ensure
timely delivery of items/ service

Note:

Purchase order to be distributed as follows after approval:




] (i) Vendor (Original copy)

(i)  Admin Officer File (with supporting documentation,
motivation and requisition attached)

(iii) User department

1.5.9 Where an advance payment is required

To Invoice Processing

1.5.10 Where an advance payment is not required

Receiving of Goods

5. Receiving of Services

Input/Output Documents

Input Documents

' Document Descript'ion Purpose ' - | Source Recipieﬁt

Purchase Réﬁ'ﬁ"imsition i A document prbﬁosing an expense Staff Finance Officer

Purchase Order A document authorising a vendor to | Procurement | Unit Head andVendor
provide goods/services to CLHEL It | Officer
is required to confirm propriety of
goods delivered by a vendor




16.1

16.2

1.6.3

164

1.6.5

1.6.6

1.6.7

1.6.8

1.6.9

Responsibility

User Department
Staff/ Security

User Department
Staff/ Security

User Department
Staff/ Security

User Department
Staff/ Logistics
Supervisor

User Department
Staff/ Logistics
Supervisor

User Department
Staff/Technical
Staff/ Logistics
Supervisor

User Department
Staff/ Technical
Staff/ Logistics
Supervisor

User Department

From Purchase Ordering

Obtain a copy of the PO from the vendor upon delivery of goods to
CLHEI premises or project location.

Review the PO and confirm that the goods are being delivered to the
appropriate delivery location specified on the PO.

Where goods delivery is not to the appropriate location

Refer the vendor to the specified delivery location.

Where goods are delivered to the appropriate location

Retrieve filed PO using the PO number and confirm the nature,
specifications and quantity of the goods ordered on the PO.

Where goods are not of a technical nature

Goto 1.5.7

Where goods are of a technical nature

Request a technical staff to inspect goods and confirm the nature of
goods being delivered by the vendor.

Verify the nature, quality and quantity of goods against PO
specifications.

Note:

The Receiving Staff should physically count the goods to verify the
exact quantity supplied

Where the quality of the goods are not in line with PO specifications

Reject goods not up to the required quality.

Note

If some part of the goods delivered meet the required quality and
this acceptable part is considered useful, it should be received.
However if the acceptable part is not useful except complete
delivery is received, the entire delivery shall be rejected.

Where goods delivery is not to the required quantity

Receive goods delivered into CLHEI custody, but reject goods that




Staff/ Logistics dre unusable without complete delivery of all relevant parts.
Supervisor

1.6.10 Where goods are in line with PO specifications

User Department Complete a Goods Received Note (GRN), sign off and issue original
Staff/ Logistics to the vendor.

Supervisor
Note

" The GRN signifies that the goods delivered by the vendor
have been inspected by user department staff and certified
OK.

* Multiple GRNs can be raised for a Po.
To Invoice Registration

1.6.11 Where item received is a fixed asset

- Forward duplicate copy of GRN to the Finance Ma nager




Input/Output Documents

Input Documents

' Document Description | Purpose Emms e
TSt s o g e a'u_t_'r'igr'i;imr"{é = e EVErrvaa e T e
provide goods/services to CLHEI. It is Department
required to confirm propriety of goods Staff/ Logistics
delivered by a vendor. Supervisor
Output Documents
Document Description Purpose Source ' Recipient
' Goods received note A document issued to a vendor affirming User Department Vendor
(GRN) CSO has taken custody of goods. It is Staff/ Logistics
issued per goods delivery. Supervisor

This p;ocess includes the activities involved in
vendor.

Procedures




1.6.1

1.6.2

16.3

164

1.6.5

1.6.6

Responsibility

User Department
Staff

User Department
Staff

User Department
Staff

User Department
Staff

Manager/Project
Sponsor

Manager/Project
Sponsor

From Purchase Ordering
Receive documents evidencing work done from the vendor.
Note
Documents evidencing work done include:
" Timesheets (e.g. security services, professional services).
* Certificate of work done (e.g. construction work)

Review the evidence of work done against the relevant PO and
contract document, ensuring propriety of claims, rates and total
value of services indicated.

Where there are issues identified

Resolve issues with the vendor, requesting amendments to the
evidence of work done where appropriate.

Note

Issues that may be identified include:

® Rates indicated not in line with the PO or contract
document.

" The total value on the evidence of work done exceeds actual
work done or PO value,

Where issues have been resolved

Forward the evidence of work done to the Manager/ Project
Sponsor for review and approval, attaching a printout of the PO
and/or contract document.

Review the evidence of work done against the supporting
documents and validate status of service receipt by CLHEI.

Where there are issues identified by the Manager

Resolve issues with the vendors and request an amendment of the
evidence of work done as appropriate.

Note

Issues that may be identified include that actual receipt of services




by CLHEI not in line with the evidence of work done document.

1.6.7 Where issues identified have been resolved
= ———==_CClllied have been resolved

Manager Approve the evidence of work done document and forward to the
staff to issue Service Received Note (SRN).

1.6.8 User Department Receive approved evidence of work done; make photocopy and
Staff hand over the original copy to the vendor.
1.6.9 User Department Complete a SRN and issye to a copy to the vendor and forward
Staff duplicate to the Accountant,
Note

* Multiple SRNs can be raised for a PO

To Invoice Registration

Input/Output Documents

Input Documents

s e o __E_PG;;:;E;&EFEEJEHE; ____________________________________________________
!
_P e

: - Provide goods/services to CLHE] |t js | - Department _
' required to confirm propriety of service | Staff
| delivered by a vendor/service provider, | | I

User |

| J evidence for time charged for the

| services, ' Staff
|

Jf Certific vidences

| work done, e.g. for construction services.

20



Output Documents

Accounts payable covers the activities involved from receiving to obtaining approval for vendor invoices
. payment. The sub-processes under Accounts Payable include:

Source

User Department Vendor
Staff | |

(SRN) CLHEI has received the stated service. It is

| issued per service received.

2.0 Accounts Payable

1 Invoice Registration

2 Payment Approval

2.1 Invoice Registration

Invoices are received from vendors through the Procurement Officer. Invoice registration is the initial capture of
invoice details into the company’s financial system.

Procedures

Start
D 4. Vendor Visit CLHEI's office and drop invoice with the Procurement Officer
Note:
The GRN/SRN should be attached to the invoice.
22387 Procurement Review invoice and confirm if PO number is indicated and invoice
Officer is on a letter head.
D83 Procurement Where PO number is not indicated on invoice/or invoice not on
Officer letter head




2.1.4 Procurement
] Officer

215 Procurement
& Officer

2.1.6 Procurement
Officer

2 L7 Finance Officer

2.1.8
Procurement
Officer
2.1.9
B Procurement
Officer

Set aside as invoice to be returned to vendor.

Goto2.1.11

Acknowledge receipt of invoice by date-stamping invoices with
CLHEI official receipt stamp.

Register the invoices in the invoice log spreadsheet by capturing
the following details:

= PO number
®  |nvoice number
" Receipt date

= Supplier details

® The invoice status in the Financial Accounting System (FAS)
at this stage is ‘Received’.

Confirm if the invoice is on letterhead, or alternatively, signed-off
by the vendor.

Where invoice is not on letter head or endorsed

Update the invoice status in the log to ‘Returned’ and set aside the
invoice.

Goto 2.1.11

Where invoice is on letter head or endorsed

Retrieve filed PO using the PO number indicated on the invoice
and compare invoice amount with value of the ‘received’ portion
of the PO.

Note:

POs may be received in part as is the case in partial delivery.

Where invoice amount is less than or equal to PO amount

Access the FAS and enter the invoice into the system, and set the
due date for payment

Note:

MS Excel

MS Excel




Bl il

User Department
Head

2.1.11  User Department
Head

The payment due date should be inputted into the Invoice Log for
easy of tracking

To Payment Approval

Where the invoice amount is greater than the PO amount

Update the invoice status in the log to ‘Returned’ and set aside the
invoice.

Notify vendors via phone, e-mail or sms of issues identified with
invoices that have been set aside, and request to pick up invoice(s)
for correction and re-presentation.

End
—  Input Document
' Document Description Purpose 5 Y Source Recipient
Invoices Payment request for goods delivered or | Vendor | User Department
services rendered to CLHEI. Head
é6_6_3"5/Sen}"i'eg_recéived A document issued to a vendor affirming Vendor Finance Officer

note (G/SRN)

- Good/service received.

CSO has received the stated
Goods/service. It is issued per

2.2 Payment Approval

23



“ Responsibility

2428

2:2:2

9.8

224

D95

22.6

Procurement
Officer

Procurement
Officer

Procurement
Officer

Procurement
Officer

Procurement
Officer

Procurement
Officer

From Invoice Registration

Review PO and GRN to ensure that goods/services have been
certified as received.

Note

Ensure that the receiving staffs counter signs on the GRN to
indicate receipt of goods.

Where the goods/services have not been received Phone/ MS
Outlook
Contact Vendor by phone/e-mail and notify of invoice for which
goods/services are yet to be received.
Log invoice(s) in manual register and forward to Ma nager to aid
investigations.
Receive notification of issue resolution and invoice from User
Department staff and make internal inquires to confirm status of
goods/service receipt.
Where goods/services have been received
Manually match details contained in the invoice to relevant PO and
GRN or SRN.
Note
2 The

matching

task is 3-

way

(Invoice —

Holk=

GRN/SRN).
Determine and enter appropriate account codes and cost centre (s)
for the invoiced transactions based on the type of item ;

4 : : Accounting
supplied/service provided.
System
Note:
= The

accounting

entries

generated

by this

activity are:

























































































































































































































