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1. Purchase Requisition- issued by Stores or Production Dept. to 

Purchase Dept

2. Enquiries- by Purchase Dept to suppliers

3. Purchase Order- by Purchase Dept. to suppliers

4. Inspection Note- by Inspection Dept or Stores Dept. to supplier

5. Goods received Note- by Stores Dept.

6. Material Requisition Note- by Production Dept. to Stores Dept.

7. Bill of materials- issued by Planning dept. to Stores Dept.

Procedure



















Valuation of Receipts

Include: Purchase price, Duties and Taxes, Freight Inwards, Insurance

and other expenditure directly related to purchase of raw materials.

Exclude:Trade Discounts, Rebates, Taxes and Duties refundable.



Sr. 

no

Particulars

1 Maximum Consumption

2 Minimum Consumption

3 Average Consumption [(Max+Min) / 2]

4 Maximum Re-order period

5 Minimum Re-order period

6 Average Re-order period [(Max+Min) / 2]

7 Re-order Quantity

A Re-order level= [1 X 4 ]

B Maximum Level= [ A + 7- (2 X 5)]

C Minimum Level=[A - (3 X 6)]

D Average Level= (Max level + Min level) / 2

E Danger Level= Avg Consumption X Emergency Re-order period



Economic Order Quantity

C = Carrying cost percentage p.a. X Cost of one unit

or

C = Annual Carrying Costs / Average Inventory







































HW Sums
















