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Purchaser requests for 3 quotations from different 
suppliers. 

Purchaser compares the 3 different quotations, 
negotiates and select the supplier. 

Purchaser initiates the preparation of Purchase Order (In 
Duplicate) and obtain approval from department head. 

Purchaser sends Purchase Order (original ) to supplier 
for order processing.  Keep the Purchase Order 
(duplicate) for matching purpose. 

Storeman receives Goods and Delivery Order (usually in 
duplicate) from supplier. 

Storeman checks goods against Delivery Order to ensure 
they are correct and acknowledges receipt on the 
Delivery Order. 

He then returns the Delivery Order (original) to the 
supplier and routes the Delivery Order (duplicate copy) 
to the Purchaser.  
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When in receipt of Invoice from supplier, the Purchaser 
matches the supporting DO (duplicate copy) and 
acknowledges that all are in order before sending it to 
accounting department for payment processing. 

Accounts staff checks to ensure supplier’s invoice 
matches with PO and DO and duly authorised by the 
purchaser.  She then updates purchase journal and 
accounts payable journal and files the invoices by 
suppliers / by date pending payment processing on due 
date. 

Accounts staff retrieves invoices that are due for 
payment and prepares payment vouchers and cheques 
and sends the payment documents for approval. 
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The authorised personnel approves payment and signs 
on cheques. Ensure that all original suppliers’ invoices 
are attached and stamped paid with references 
indicated. 

Accounts staff updates accounts payable journal and 
bank accounts.  She then files the documents in 
payment voucher file by voucher running number & by 
dates.  

Accounts staff sends cheques to suppliers. 

Accounts staff receives Bank Statement from Bank at 
month end. 

Accounts staff prepares bank reconciliation for review 
and approval and files the Bank Reconciliation and Bank 
statements by date. 


