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INSTRUCTIONS:  Answer question one and any other two questions  
QUESTION ONE (30 MARKS)
1. Discuss five duties of a purchasing officer.					(10 Marks)
1. Purchasing does not carry out it’s function in isolation. It relies on other functional areas. For coordination and integration inorder to achieve its objectives in an organization. Explain five functional areas that purchasing interface with.				(10 Marks)
1. Briefly explain the following documents as used in purchase procedure:
1. Delivery note 							(2 Marks)
1. Order register 							(2 Marks)
1. Supplier index 							(2 Marks)
1. Invoice 								(2 Marks)
1. Purchase inquiry 							(2 Marks)												
QUESTION TWO (20 MARKS)
a) Describe the purchasing process.						 (12 Marks)
b) Briefly explain four kinds of tenders.						(8 Marks)
QUESTION THREE (20 MARKS)
1. Discuss five benefits of an ethical code to purchasing department.	
1. Business people, managers and individuals are not concerned about ethical code in any other area as much as they are in purchasing and supply. Discuss five reasons for this.
(10 Marks) 
QUESTION FOUR (20MARKS)
Discuss the following as used in purchasing.
(i) Right quantity 								(4 Marks)
(ii) Right time 									(4 Marks)
(iii) Right source 									(4 Marks)
(iv) Right price 									(4 Marks)
(v) Right quality 									(4 Marks)
QUESTION FIVE (20 MARKS)
1. Every business must periodically review and evaluate its present suppliers and compare them with alternate suppliers. When evaluating suppliers several characteristics must be considered. Discuss five characteristics that make a supplier desirable.	    (10 Marks)
1. Discuss five factors that an enterprise should consider before outsourcing.	    (10 Marks)
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