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Memorandum DISTRICT GOUNCIL
To: Santoft Domain Management Committee
From: George Forster o
Date: 9 September 2020 ﬁABLED DOCUMENT

| Subject: Purchase Order Process Tabled at SD 4] i

File: 3-CT-18-3 on qgép*embe/ X020

Whenever raising purchase orders Council has a process that they must follow to ensure that
everything is done correctly and in an appropriate manner.

The process would be as follows:

1. Committee request a purchase order raised for goods or services (quote given to staff)

7. Staff raise the purchase order with all the relevant information (if a new supplier they will
need to be added) in Councils internal systems

3. A group manager will approve the raised purchase order and finance do a final check

4. A receipt of the purchase order goes back to the staff member who raised it

5. Contact is made with the supplier to provide the goods or service

6. Council will receive an invoice from the supplier which would include the purchase order

number
7. Council will pay the supplier

The below outlines the reasoning for this.

o Staff need to ensure the purchase order is raised with an existing creditor If they are
not staff need to work with them to set them up and if communication from the new
creditor is slow the payment may not be completed until long after the goods or
service is supplied. This includes registering the business, IRD number, bank account,
contact information and any other details required or supplied.

o Staff need to ensure that an account the purchase order would be paid from has
sufficient funds to pay for the goods or service. If there isnot enough funds and goods
and services are already supplied Council or the relevant group are left in a difficult

position.
o Check invoices are correct or if there are concerns €.g has the quote included GST.
o In the instance of committee and domain/reserve spending the committee must

authorise/resolve that the purchase order be raised. Essentially this means the group
must pass a recommendation approving the spending.

o There is an internal process where purchase orders raised are then required to be
approved at a managerial level with accounts receivable doing a final check.
o Creating the purchase order ensures that it makes it on to Councils system before

money leaves any account.



When Council receives the final invoice it will include the purchase order number
initially raised authorising the goods or services making it easy for Council to process.

George Forster
Policy Analyst
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