	
	
	

	Internal Audit Program

	PURCHASING DEPARTMENT

	DATE:
	PREPARED BY:

	SCORE:
	UP/DOWN:

	 
	S/U
	 POINT 
	NOTES
	PREP BY
	WP REF

	CONTRACTS AND PRICING PROGRAMS

	Objective:  To Determine that all Contracts and Pricing Programs are followed by Buyers.

	1
	Verify that all vendor contracts and pricing programs are on file.
	 
	     2.50 
	 
	 
	 

	2
	Do buyers have copies of pricing programs that apply to the items they purchase?
	 
	     1.50 
	 
	 
	 

	3
	Are all pricing programs and rebate schedules updated in the database?
	 
	     2.00 
	 
	 
	 

	4
	Has all expected rebate information been forwarded to accounting?
	 
	     1.00 
	 
	 
	 

	5
	Are vendor rebates re-calculated, when possible, to verify the rebate amount is correct?
	 
	     1.50 
	 
	 
	 

	6
	Are late rebates followed up on?
	 
	     2.00 
	 
	 
	 

	PURCHASES

	Objective:  To verify that Corporate Buyers are supplying the needs of all profit centers.

	STORE PURCHASES

	1
	Obtain a copy of the Stock Alert schedule from each buyer.  Is the Stock Alert report ran according to the schedule?
	 
	     2.00 
	 
	 
	 

	2
	Are buyers reviewing the Stock Alert Report as a guide for making purchases?
	 
	     2.00 
	 
	 
	 

	3
	Are Stock Alert reports kept on file for at least two weeks?
	 
	     1.50 
	 
	 
	 

	4
	Verify documentation of changes to Min/Max Order Quantities on the Stock Alert Report.  The store manager must approve all changes.
	 
	     1.50 
	 
	 
	 

	5
	Compare the Stock Alert Report to the buyers Daily Log Book to the Purchase Orders. Match dates and quantities.
	 
	     1.00 
	 
	 
	 

	6
	Review Suggested Order Quantities on the Stock Alert report to verify that order quantities are justified.  (There may be exceptions on commodities.)
	 
	     1.50 
	 
	 
	 

	WHOLESALE PURCHASES

	1
	Compare the Job Sheet to the buyers Daily Log Book to the Purchase Orders. Match dates and quantities.
	 
	     1.00 
	 
	 
	 

	2
	Are Job Sheets kept on file for at least two weeks?
	 
	     1.00 
	 
	 
	 

	ALL PURCHASES

	1
	For items that are "shopped," are at least 3 vendors contacted for pricing?
	 
	     2.50 
	 
	 
	 

	2
	For items that are on a Contracted Vendor Program, verify that the prices in the Daily Log Book match the program sheet.  (Buyer should have Vendor Program sheets available.)
	 
	     2.00 
	 
	 
	 

	3
	Are notes kept in the Daily Log Book on pricing details for each item purchased?  (Date, Store, Vendor, Price, Contact Name, and PO#)
	 
	     2.00 
	 
	 
	 

	4
	Is the PO placed with the lowest priced vendor?
	 
	     2.00 
	 
	 
	 

	5
	If not, are notes made on explanation.  (For example, quicker delivery, higher quality, etc)
	 
	     1.00 
	 
	 
	 

	6
	Review notes kept on pricing details to verify that a particular vendor is not favored.
	 
	     2.00 
	 
	 
	 

	7
	Are Daily Log Books kept on file for the current fiscal year + the previous fiscal year?  Check each buyer's files.
	 
	     2.00 
	 
	 
	 

	SPECIAL PURCHASES

	 (Purchase not made from Stock Alert or Job Sheet requirements, sometimes called Speculative Purchases.)

	1
	For a special purchase, does the buyer evaluate if it is cost efficient? 
	 
	     2.00 
	 
	 
	 

	2
	Review calculations: cost versus interest expense to carry the inventory for every month's supply that is bought.
	 
	     2.00 
	 
	 
	 

	3
	Review market prices on the item several days before or after to determine if the purchase was justified.  Market will be rapidly rising or falling.
	 
	     2.00 
	 
	 
	 

	4
	Does the buyer get approval from the Director of Purchasing when quantities are above normal?
	 
	     1.00 
	 
	 
	 

	WHOLESALE QUOTES

	Objective:  To determine that jobs to the wholesale customer are being quoted timely and are aligned with market pricing.

	1
	Review Quote Schedule.  Is information updated daily?
	 
	     1.00 
	 
	 
	 

	2
	Match selected quotes to data on Quote Schedule.
	 
	     1.00 
	 
	 
	 

	3
	Are all quotes returned by the due date?
	 
	     1.00 
	 
	 
	 

	4
	Review each type of quote.  Is proper attention given to each type?

	 
	(1) Budget Numbers:  Quote requires current market price.
	 
	     1.50 
	 
	 
	 

	 
	(2) Bid Pricing:  Quote requires best price, the customer is not ready to buy, the price is not locked in, and set time frame.  Quote will state "This price is good until….."
	 
	     1.50 
	 
	 
	 

	 
	(3) Buyout:  Quote requires best price, the customer is ready to buy, coverage, and set time frame.  Quote will state "This price is good until….."
	 
	     1.50 
	 
	 
	 

	5
	For Budget Numbers, verify price on quote matches market reports for the corresponding dates.
	 
	     1.00 
	 
	 
	 

	6
	For Bid Pricing and Buyouts, are at least two vendors shopped?
	 
	     2.00 
	 
	 
	 

	7
	For Bid Pricing and Buyouts, is vendor information noted on the quote?
	 
	     1.00 
	 
	 
	 

	PRICING REPORTS

	Objective:  To determine pricing reports are sent to profit centers are accurate and timely.

	1
	Are Pricing Reports (Lumber Mill Prices, Pressure Treated Prices, Plywood Mill Prices) sent to stores every Friday?
	 
	     1.00 
	 
	 
	 

	2
	Verify pricing is the Random Lengths price plus our freight & carrying cost. (Review set price sheet for these cost.)  
	 
	     1.00 
	 
	 
	 

	3
	Are Mass Price Changes entered for all locations based on this pricing? (The price entered is our Replacement Cost.)
	 
	     1.00 
	 
	 
	 

	VENDOR CONTACTS

	Objective:  To verify that all vendor contact information is accessible to all buyers.

	1
	Is all vendor contact information kept updated?
	 
	     2.00 
	 
	 
	 

	2
	Is all vendor contact information kept in a centralized location?
	 
	     1.00 
	 
	 
	 

	STOCK ITEM NUMBERS

	Objective:  To verify that stock item numbers are created timely upon the request of the profit center.

	1
	Are all special order numbers converted to stock item numbers approved by someone in the purchasing department?  (These files are held in the computer department.)
	 
	     2.00 
	 
	 
	 

	Total Possible Points
	   62.00 
	Notes:

	Satisfactory Points
	 
	

	Unsatisfactory Points
	 
	

	Score as a %
	 
	


