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Complete a Purchase Order

form (found under ‘Financial
Procedures’ in library drive)

Making a purchase

Are sufficient
funds available?

Obtain a purchase
order number from

Accountant

Obtain authorisation for
purchase from CEO

Copy the completed
order to Accountant

Forward the Purchase
Order to the supplier

Paying an invoice

Check MYOB for
purchase number or
outstanding order –

IS IT IN?

Is it an expected or
recurring invoice?

Job and Code
the invoice,
mark with

p.o. number

Is the invoice due for payment now?

Enter in MYOB as a
payment, write out
cheque and write

cheque number on
invoice

File in date order
of payments until

due.

Send cheque attached to invoice to be signed by CEO
and Company Accountant.  Mark with pencil where

signatures are required.

On return of signed cheque, send to
supplier with remittance

File invoice in
cheque number order

in purchase file

File in
purcha

se
order
file

Obtain
permission for
purchase from

Chief Executive
officer.

Is the invoice over £15,000?

Query with supplier

Need
authorisation

from CEO

Permission
obtained?

Do not order


