Form for closure of purchase order

Data required from site/engincers:

PO no.: 94033 PO date: 30(l2] 11

Req. no.: ' L5556 . Req. date: 2—4/!2/2’ _

Matenial received wAart 0 Full MRN nos.: 1¢3
’02,‘2) lo.fu “'/_

If material partially DG further material required and PO can be closed. | Can PO be 0 Yes &No

delivered then can balance | o No material cannot be ordered by new PO. closed?

material be ordered by a PO can be closed and balance material can be

new requisition/PO ordered by new requisition.

Remarks by engineer:

Notes: 1. Provide details of material received by way of separate attachment. 2. Provide hardcopy of DCs/proof of delivery. 3. Provide copics of invoices
if available. 4. This cntire set to be scnt by way of hard copy to Ashaiya.

Prepared by

Sign

Date

Project manager Sign Date

Zotav

/’[% 4,_%.‘ 250

Data required from accounts:

—

Are any bills received wrt to this PO.

a Yes for full PO a Yes for part of PO 0 No.

Scan ID nos. of advice for credit to supplier

Remarks by Accountants:

Notes: 1. Accountants to attach hard copy of purchase voucher.

Prepared by Sign Date Accounts manager (approval required for | Sign Date
PO more than 10k)
Action taken by purchase:
Status of PO o PO closed and email sent to supplier.
o PO open material awaited.
Status of proof of delivery: 0 Proof of delivery received.
o Proof of delivery not available with site or purchase.
Original barcoded PO available 0 Yes
o No — certified copy received from accounts.
Original bill available o Yes
o No — certified copy obtained from supplier.
Supplier’s ledger available o Yes
o No
Advice for credit to supplier o Prepared for entire PO o Part of PO and PO closed.
o Prepared for part of PO and balance material awaited.
Remarks by purchase:
Prepared by Sign Date Purchasc manager Sign Date

Notes: |. Purchase to attach hard copies of ‘advice for credit to supplier’, 2. In case advice for payment to supplier cannot be prepared (material not
delivered or other reasons) attach this note to original PO, original requisition, original bill and proof of delivery and send to MD.




