
 

الشراء والتخزين إدارة  
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( Purchasing Function )
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The words purchasing and procurement are often used interchangeably to define the
action of buying or obtaining goods and/or services by effort from a third party to make

them available within an enterprise or organization to allow fulfillment of business
objectives in a timely and cost efficient manner

  

Purchasing
duty

Saving

needs

Quality
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( Decision Maker )
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( Purchasing Aims )
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:( Purchasing Procedures )
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( Purchase Request )

( Purchasing Budget )
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From: Date:

No Item Name 

   

Description 

  

Quantity 

  

Last Price 

   

Notices  

  

1-      

2-      

3-      

4-      

Department:
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( Price offer)

From:

To :

Date:

Tel No:

Fax No:

Subject: Price offer

Time to reply: Pls reply before.............

We seize that opportunity to thank you in advance for your kind care &
cooperation.

Would you please send us your competitive price list for the following items:
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No Item 

  

Quantity Description 

  

1-

2-

3-

4-

   

Your speedy replay will be appreciated.

Notice:

your replay meaning our acceptance of your offer till we check all offers.

Purchasing manager

Signature

Mr:

 Company Name 

A B C 

No Item Price 1 Price2 Price3 
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1     

2     

3     

4     

( Determine Purchasing Methods )

 

 

 

( Practice Purchasing )
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( Bid Purchasing )
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.  
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.

( Bid Procedures )

.  

( Deposit )
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( Purchasing By Direct Order )

( Routine Purchasing )

:( Urgent Purchasing )



17

( Bulk Purchasing )

( Hotel Chain )

( Central Purchasing )

( Speculative Purchasing )

( Forward Purchasing )

( Executive chef )
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( Survey )

( Sources of Suppliers )
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( Purchasing Call )

 

 

 

 

 

 

( Purchase Order )

:
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P.O (Purchase Order)

From:

To:

Mr.:

Tel No:

Fax No:

We seize this opportunity to thank you in advance and appreciate your efforts to
facilitate any difficulties faced our dealing.

Would you please supply us with the following items:
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Transportation condition: A on your account.

B on our account.

C Freight.

Payment condition: A Cash.

B Cheque.

C Bank transfer.

E Other.

Delivery Date:

Other Instructions:

:Notice

If the goods delay more than 3 days above the specified time. Sorry we obliged to buy
it form another supplier & carry out the punishment condition.

Signatures:

Total Unit Price QuantityDescription Item No 

1-

2-

3-

4-

5-

Sub Total
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Purchasing Manager Financial Manager General Manager

�������� ������� ������

( Follow Up By Items )
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NoticeActual D.dateTel NoSupplier nameDelivery DateItemNo

1-

2-

3-

4-

5-

( Follow Up By Suppliers )

( Follow Up By Similar Items )



25



26

( Receiving Committee )

o 

o 

o 

o 

o 

o 

o 
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( Revising Invoices & payment to Suppliers )

 

 

 

 

 

 ( Double Work )
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 ( Money Discount )

 ( Commercial Discount )

 ( Quantity Discount )
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( Purchasing Returns )

( Balance is nil )
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( Keeping Records & purchasing Documents)

.

 

 

 

 

 

 

 

 

 

 

 

 ( Petty Cash )
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 ( Price Offers Survey)

( The Concept of Suitable Quantity for Purchasing )

 

 

 

( Purchasing Time )
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( Last Price )

( Negotiation )
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( Department Requisition )
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( Contracting Forms )
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( Market List )
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( Money Discount )

( Commercial Discount )

( Quantity Discount )
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-   -  

 .  
  

  



  

   

-  - 



  

   

-  - 

Inventory

Inventory is any idle resource held for future use 

Materials Management

:  

Protection Against Risk



  

   

-  - 

Lead- time

Stability and Continuity



  

   

-  - 

Economic Benefits

Quantity discount 

Speculation

Quality improvement



  

   

-  - 

Obsolescence

Deterioration   

Pilferage / spoilage

Price Changes



  

   

-  - 

Inventory Management 

Warehousing Management  



  

   

-  - 

Type of Inventory 

Raw Materials



  

   

-  - 

In Process Inventory

Assembly LinesProduction processes

Components & Subassemblies

 Maintenance, repair, and operating supplies  (MRO) 



  

   

-  - 

Packaging materials

Finished products

Salvage and scrap

Purpose of Inventory 

Operating inventory



  

   

-  - 

Periodical / Active 

inventory

Safety stock 

Nature of Demand 

Independent demand 



  

   

-  - 

Dependent demand



  

   

-  - 

Materials Requirement Planning   MRP)

Effectiveness

Efficiency



  

   

-  - 

Stockout 



  

   

-  - 

Inventory Costs



  

   

-  - 

Holding / Carrying cost 

Cost of capital 

Cost of storage facilities

Cost of taxes and insurance

Cost of deterioration / obsolescence



  

   

-  - 

Ordering / Setup cost 

Production / purchasing cost 

Cost of Lost sales



  

   

-  - 

Losses and Benefits

Price change 

Quantity discount 



  

   

-  - 



  

   

-  - 



  

   

-  - 



  

   

-  - 

 
 



 

  

  

  



  

   

 

-  -  



  

   

--  



  

   

--  

Inventory Count



  

   

--  



  

   

--  



  

   

--  



  

   

--  



  

   

--  



  

   

--  

Bin tag



  

   

--  

Stores issue

Stores credit form 

Stores record

Count Lists / cards



  

   

--  



  

   

--  



  

   

--  



  

   

--  



  

   

--  



  

   

--  



  

   

--  



  

   

--  

 

 

 

 

 

 

 



  

   

--  

 

  

  

 

 



 

  

  

  



  

  

-  -  

 



  

  

--  



  

  

--  

ABC Analysis

A   

BC

 

A



  

  

--  

BA

C

A

C



  

  

--  



  

  

--  

Inventory Valuation 



  

  

--  

Cost flow 

Physical flow

Inventory Valuation Methods

Specific Identification 



  

  

--  

 Average CostWeighted

Weighted Average



  

  

--  

Moving  average

                                                 
سابقا)١( إليها المشار الأخرى بالطرق المخزون تقييم في المثال هذا بيانات تستخدم . سوف

التكلفة مجموع
الوحدات مجموع

٥٨٧٥٠
١٣٠٠٠



  

  

--  

First in first out ( FIFO )



  

  

--  

Lower of market Price or cost 

Last in First Out ( LIFO) 



  

  

--  



  

  

--  



  

  

--  


