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Objective H E]:

e To outline the required procedure to be followed in Bavaria hotels.
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APPLICATION F Y il :

It is the responsibility of the Purchasing Manager to carry out the ordering process ensuring these guidelines are
adhered to.

RIGZ P T RLRE, HFAf ORI LE 4R G i 4 TG

STATEMENT OF POLICY#E JU 75 HH :

1. A Purchase Order must be prepared for all purchase transactions and sequentially numbered for control and
identification purposes.
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2. Completed Purchase Orders are to be submitted for approval to the Director of Finance and Controlling and
General Manager, together with the previously approved Purchase Request.
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3. Purchase Requests and Purchase orders may be simultaneously approved in the event of an emergency order
or for routine purchases which do not vary in price or quantity. Emergency orders are to be kept to a
minimum by effective planning and control, rush orders affect the negotiation and bargaining power of the
Purchasing Manager.
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4. Copies of the approved department Purchase Order should be sent to:
The Supplier (original), Purchasing Department, Receiving Department, Accounts Department.
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5. The Purchasing department should maintain a master file of all Purchase Orders issued or cancelled in
numerical order.
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6. The Purchasing Manager is to ensure close follow up with suppliers to ensure items are delivered on time to
the required department.
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