SOP - Purchase Requisite & Purchase Order (PR/PO)
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Process Flow Chart

o Staff will raise Purchase Requisite (PR) and Purchase Order (PO) using AX System
e Staff will print out PR / PO in hardcopy for verifier and approval signatory

N\
e Seek HOD to verify by signatory
J
N\
e Seek for Director approval by signatory
J
o Staff can proceed to order by email / fax signed PO to vendor / supplier )
o Staff to check physical items against vendor / supplier Delivery Order (DO) upon delivery of goods
o Staff to raise Goods Receipt Note (GRN) using AX System
e Attach PR, PO, DO and GRN together and submit to Finance Department for payment y
N\
* Finance Department will proceed to raise Purchase Invoice (Pl) using AX System upon
receiving the full set of PR, PO, DO and GRN




