
PUR-010 Generation of Purchase Order for Inventory and Consumables

Appendix 1 – Imported Material Purchase Order

Review MPIR and MRO

Procurement receives
MPS/MRO from planning
1 month ahead of schedule

Prepare a Purchase
Order, Schedule
Shipment and delivery
With the vendor.

Send the PO to Finance
for authorisation.

Fax all orders to
respective vendor

Endorse Vendor
acknowledgement

on the purchase order

Vendor raises invoices on importing site.
Faxes/emails documentation to Customs Broker
no later than 2 working days prior to cargo
arrival as follows:
AIR: Invoices, packing slip, flight details
SEA: Invoices, packing list, fumigation certificate,
bill of lading & packing declaration.
Original copies of invoices to be sent to buyer
site

Customs Broker
arranges

pre-clearance of
product & organises

delivery to warehouse
& sends packing slips

with goods to

Purchase Order
materials arrives
warehouse.
Warehouse check
for conformance

Are
documents
correct?

Yes

Request
correction from

vendor
No

Invoices

sent to account
payable

Lodge claim on
Respective vendor

Are there
Shortages/Damages?

Yes


