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1. MIS obtains
quotation from
vendor

3. Existing
Vendor

>

Yes

y

All IT related purchases are prepared by MIS
obtaining quotation from vendor.

e Quotation

For existing IT vendors, yearly vendor evaluation is
done by submitting the “Vendor Evaluation Form” to
CEO for review and approval.

e Vendor Evaluation
Form

For new vendors, they are required to submit the
“Vendor Approval Form”. This form will be
reviewed and approved by CEO. Upon approval , the
new vendor will be listing in the Panel of Vendor list

e Vendor Approval
Form
e Panel of Vendor

There are two types of purchasing :-
a. Inventory Listed in the Stock Inventory List
b. Inventory Listed in the Hardware Inventory List

e Inventory list

3. Vendor 4, Vendor
Approval Evaluation
Form sent to Form sent to
CEOQ for CEOQ for
review and review and
approval approval

yearly

4. Inventory
Requisition

A A 4
Listed In Stock Listed In
Inventory List Hardware

Go to (A) Inventory List

Go to (B)

MIS follows policy guide on purchases.
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o Continue frf)m first page ( A: Inventory Listed On Stock
Stock Inventory List Inventory List)
GY) 1. MIS evaluates the user request on inventory item.
v 2. MIS checks the stock availability from the = Stock Inventory
: e Stock Inventory List. List
N Stock Y
; : T 3. MIS releases the stock to user if the stock is available | = Stock Inventory
e Quotation | e and updates the Stock Inventory List. List
List

h 4
5. Prepare Requisition form
and quotation

v

. If the item is out of stock, MIS request quotation from

one of the vendors listed in the panel listing.

= Quotation

6. HOD acknowledges Form &
Quotation.
N Submit to CEO for approval.

Y

7. Submit order to vendor.

v

8-9. Checked delivered items
from vendor.

v

10 MIS acknowledge received
item.

v

11. Update and filing.

v

12. MIS releases stock and
user acknowledgement.

v

13. MIS submits documents to
Finance for payment.

.

14. MIS contacts vendor for
cheque collection.

!

15. Sign off upon cheque
collection / send out.

End

. MIS staff prepares the Requisition Form and quotation

from vendor.

= Requisition Form
& Quotation

. MIS HOD acknowledges Requisition Form and

quotation and submits to CEO for approval.

= Requisition Form
& Quotation

. MIS submits confirmed quotation to vendor after

approval from CEO.

=  Confirmed
Quotation

. Vendor delivers the purchased item.

. The quantity and conditions of the delivered items are

checked based on the Delivery Order / Invoice.

= Delivery Order /
Invoice

10. MIS acknowledges the Invoice / Delivery Order and = Delivery Order /
Requisition Form upon receiving the purchased items. Invoice/
Requisition Form
11. MIS updates the stock in the Stock Inventory Listand | = Stock  Inventory
files the completed documents. List / Delivery
Order / Invoice /
Quotation/
Requisition Form
12. MIS releases the stock to respective user. User = Stock Inventory
acknowledges the Stock Inventory List. List
13. MIS submits Invoice, Delivery Order and = Invoice / Delivery
Requisition Form to Finance for cheque issuance. Order / Requisition
Form/ Cheque
Record Book
14. MIS contacts vendor when cheque is ready for =  Email
collection.
15. Suppliers / MIS sign off the Cheque Record Book =  Cheque  Record
when cheque is collected / sent respectively. Book
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re—— T 16. Continue from first page (B: Inventory Listed On
On Hardware Inventory Hardware Inventory List)
List (B)
17. HOD evaluates the yearly IT hardware and software
requirements at beginning of the year or ad-hoc
request by users.
17. User submits
Requisition Form 18. MIS Departmental Head evaluates the user request Hardware
that is not listed in the Hardware Inventory List. Inventory List
19. MIS informs user whether the purchase is necessary
and advises on any alternative options.
20. MIS obtains quotation from panel of vendors. = Quotation
21. MIS Departmental Head prepares the proposal for = Memo/ Quotation
requirement of the hardware & software to
CEOQ/BOD for approval.
21. Propose to CEO/BOD
5 - 22. MIS to obtain another revised quotation from vendor Quotation
upon request from CEO. Proceed to step 24.
22 &23
Approve? 23. MIS to inform user if CEO disapprove on the
proposal and end process.
T T . 24. MIS submits confirmed quotation to vendor upon Confirmed
' ! approval from the CEO/BOD. Quotation
25. Delivery of purchase 25. Vendor delivers the purchased item.
l : 26. Check the quantity and items physically against the Delivery Order /
20 Checkgock ot diveay Delivery Order / Invoice. Invoice
h 4 : 27. MIS acknowledges on the Invoice and Delivery Delivery Order /
SRS ac"“ﬁ:’:dg"s received Order on receiving of the purchased items. Invoice /
v 28. MIS informs the user on the item requested.
28. Inform user
29. MIS updates the purchased items in the Hardware
v Hardware Inventory List. Inventory List
29. Update purchased items.
30. MIS submits Invoice/ Delivery Order/Quotation Invoice/ Delivery
_Y . /Fixed Asset Form/Memo/ Cheque Record book to Order/ Quotation/
30 Subm“fgf ;‘;r;zftm . Finance for cheque issuance. Fixed Asset Form/
Memo/  Cheque
Record Book
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31. MIS contacts vendor when cheque is ready for * Email

31. Contact vendor for cheque
collection

collection.

32. Sign off upon cheque collection

32. Suppliers / MIS signs off the Cheque Record Book
when cheque is collected / sent respectively.

=  Cheque Record
Book

/ send out
A
End
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