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 - Identify new suppliers 

- Call and negotiate with  new 
suppliers 
- Review and approve new 
suppliers  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Receive instructions from MD 

START 

- Preparation of office note 
-  Submission of office note to MD 
-  Otaining approval 

- Finalisation of specifications 
- Finalisation of print content 
- Finalisation of art work 

Review of approved suppliers list 

Can the job  
be done by 
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Add to approved suppliers list 

 PROCESS FLOW CHART: PURCHASE OF SERVICES OF 
ADVERTISEMENT AGENCIES FOR BUSINESS DEVELOPMENT 
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- Preparation of office note 
- Submission of office note to MD 
-  Obtain approval of MD 

 Release of purchase order with 
- Specifications 

       - Date of advertisement 
       - Names of periodicals/newspapers 
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Call for explanation from 
suppliers for non-conformance
to purchase order 

- Preparation of office note 
- Submission of office note to M
on deviations 

 
 
 
 
 
 

 
 
 
 
 
 
 

 

 

 

 
 
 
 
 

 

Receive copy of  newspapers /magazines in 
which the advertisements are published along 
with invoice/bill 

Verify the advertisements  with 
specifications indicated in purchase order 
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Instructions to F&A pt. for release of 
payment  
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