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PROCUREMENT AUDIT 

	No.
	Audit Objective


	Specific      Risk

REF 

	1.
	To ensure that procurement procedures are followed in terms of local order purchases.
	

	
	
	

	2
	Documentation in the process

· Purchase requisitions

· Local purchase orders

· Quotations

· Suppliers invoices/delivery notes
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	Select a sample of 20 LPO’s per station /site and perform the following audit procedures: ( <R3000)


	
	
	

	1
	For each purchase determine whether a requisition is prepared by the requester and approved by the station accountant.


	
	
	

	2
	Check the completeness of the requisition. All fields should be completed e.g., authorised signature of the station accountant and the requester’s departmental head, etc.


	
	
	

	3
	Determine if the requisition meets the MRIP requirements as detailed in section RWCOM 002 of the procurement policy.


	
	
	

	4
	Check if the correct ack code is used.


	
	
	

	5
	Ensure that the requisitions are not for the following purchases:

· Fixed or moveable assets greater than R1000.00,

· Contract for works or services,

· Inventory,

· Part deliveries or deliveries over a period of time’

· Fruitless expenditure.


	
	
	

	6
	Determine if the Buyer processes the LPO according to the FIFO principle. Test the efficiency of the processing process i.e. from the time the requisition is received until the time the order is processed.


	
	
	

	7
	Determine that for each requisition a request for quotation is prepared and sent to at least one supplier from the database in the “Suppliers Management System. The buyer is responsible for obtaining quotations and not the requester.


	
	
	

	8
	Ensure that for each requisition, at least one quotation is received. If not check for approval of the Commercial Manager or his designated representative.


	
	
	

	9


	Check for the following:

· Date on requisition should be before that on the quotations and invoices, and

· Date on the invoices should be after that on the quotations.
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	10
	Compare details on the invoice/delivery note to that detailed on the quotations, LPO and requisitions iro:

· Services requested, 

· Prices, quantities specified,

· Supplier details,

· Addressed and delivery requests to Rand Water sites.

All information should be the same in respect of the above.


	
	
	

	11
	Determine if the receiving person signed the delivery note/invoice as evidence of checking items received.


	
	
	

	12
	Determine if the function of authorisation, ordering and receiving is adequately segregated.
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