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PROCESS FLOW CHART: PURCHASE OF SERVICES FOR PRINTING OF
BOOK ON ASSETS AVAILABLE FOR SALE

Instructions from HOD for printing of book

v

Finalise Draft print contents and put up for approval of HOD

v

Preparation of office note, approval of competent authority

v

Review and update of approved suppliers list

v

Calling quotations for printing and artwork

v

Placing of purchase orders along with the approved specifications

v

Receive and verify print proof and art work

Instruct for
Corrections /
Modifications

Instruct supplier to print

v

e Receive Invoice and printed books
Verify books with Purchase order

Forward books to
Instruct to HRD for distribution
Make Is it OK? and sale
Corrections

\ 4

Supplier evaluation with respect to criteria Advise to F&A for
release of payment

< Continue the services | YES NO Discontinue the
of supplier services of supplier



