PURCHASING PROCEDURES AND STOCK CONTROL

It is the responsibility of the Contractor to ensure that accurate records are maintained of all the MCA equipment in their keeping.  All new equipment, old equipment’s, maintenance routines, movements, mobilisations, defective items, etc., etc., must be recorded on the provided database system.

Receipt of New Equipment

D1.	Goods received should be checked against the original order to ensure they are the goods originally requested.  The CPS will send the stockholder details of all goods ordered so these checks can be made.

D2.	If stockholders receive delivery of any goods they are not expecting, they must obtain written approval from MCA (by telephone and e-mail) before accepting it into the stockpile.

D3.	Stock should be examined on receipt to ensure that the correct type and quantities have been received and that they are in good condition and, where possible, working order. Care needs to be taken to ensure that such examinations may have (e.g. the opening of a packet may end shelf life or invalidate a warranty).  Any damage or discrepancy must be notified to the carrier and consignor within three days of delivery.  Acknowledgement of such notification should be requested, and a copy sent to MCA.

D4.	Once the goods have been checked in and recorded by the stockpile staff, they should e-mail the CPS Resources Team to inform them that the goods have been received and checked to their satisfaction.  This will enable MCA to ensure that the correct goods have been received before paying the supplier’s invoice.

Purchasing by Contractor

D5.	Purchases Under £25 Inclusive of VAT.  On receipt of the Purchase Order from CPS staff carry out the purchase in accordance with contractors own purchasing procedures.  The contractor must retain a record of the purchase and be able to provide a copy of their purchase invoice should a member of CPS request sight of it.

D6.	Purchases £25-£500 Inclusive of VAT. On receipt of the Purchase Order from CPS staff carry out the purchase in accordance with contractors own purchasing procedures.  The contractor must retain a record of the purchase and be able to provide a copy of their purchase invoice should a member of CPS request sight of it.

D7.	Purchases £501-£1,000 Inclusive of VAT. On receipt of the Purchase Order from CPS staff carry out the purchase in accordance with contractors own purchasing procedures.  It is also necessary for the contractor to acquire at least three oral quotations and keep a record of all the quotes received.  Each possible supplier must be given the same information/specification of the requirement.  If the contractor decides not to use the lowest quotation a clear reason for this decision must be recorded.  The contractor must be able to provide evidence of having acquired these oral quotations should a member of CPS ever request sight of it.

D8.	Purchases £1,001 to £5,000 Inclusive of VAT. On receipt of the Purchase Order from CPS staff carry out the purchase in accordance with contractors own purchasing procedures.  A specification should be prepared and agreed with CPS staff.  It is necessary to obtain at least three written quotations ensuring that all possible suppliers are given the same information.  Catalogue prices are acceptable as written quotes after ensuring that the prices are current.  Again, if the contractor decides not to accept the lowest quote a full explanation for this decision is to be recorded.  The contractor must be able to provide evidence of having acquired these written quotations should a member of CPS request sight of the purchasing process.  


Audits

D9.	It may be necessary from time to time for members of the MCA to carry out audits of these purchasing procedures within contractor’s offices to ensure that an audit trail is being maintained.  It is also possible that the National Audit Office could require sight of documentation.

Issue of Stock
D10.	Goods should only be released from the stockpile on the written instruction of a member of staff from MCA.  In an emergency, mobilisation may be requested via a telephone call and written (e-mailed) instructions will follow.

Custody and Stock Changes

D11. 	Goods should be securely stored in locked premises to which access is restricted.

D12.	Stockpile staff should carry out regular database validation stock checks to confirm the accuracy of their records.  Discrepancies should be reported to MCA immediately.  After the return of equipment from an exercise, incident or loan, stockpile staff must carry out a complete equipment check to identify any discrepancies or damage, and report any such incidents to MCA without delay.

D13.	The stockholder is required to undertake a 100% stock take at the start of the contract and each year thereafter.  The annual stock take may be carried out jointly with MCA staff at the year-end stock take.

D14.	Access must be granted to any MCA staff, representatives or any other person authorised by the MCA to act on its behalf.

D15.	Regular, independent stock takes will be carried out by MCA.  Every item must be counted and confirmed to the quantity.  Stocktaking records must be retained for inspection by the National Audit Office (NAO).  NAO may require a stocktake in their presence to ensure the stock take is carried out properly.  The results of all stock checks/stock takes undertaken should be recorded.

D16.	The general condition of stock should be reviewed regularly to identify any items that are obsolete and cannot be economically repaired.  Stockpile staff should notify MCA/CPS of any such items in writing.  MCA/CPS will then decide on whether disposal action is appropriate and how it is to be achieved.

Stock/Assets Away for Repair

D17.	Records must be kept of stores or equipment sent away for repair, and the database amended accordingly.  Reminders must be sent away for repaired items which have not been returned within specified times.  Items away for repair still constitute an asset and need to be included in stock checks.
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