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	Process description: 
To obtain an understanding of the raw materials procurement process.

	Procedures
	Completed By and Date
	WP Reference

	1 Through discussion with the Procurement Executive, document the raw material procurement process. Note that they will buy most of the raw materials through their Brokers or Traders (physicals) and they also take direct deliveries from farmers. Include all. Give consideration to at least the following:

· Approval mandates from Senior Management;

· Valid broker agreements are in place with the current Brokerage Firms and that the current trading operations are running within the requirements set out in the broker agreements;

· Communication with Brokers for deals as well as confirmations of the deals from Traders, i.e. there should be a clear audit trail of what COMPANY NAME requested and the deal that the respective Trader did for them;

· Placement, and follow up of orders, and the identification of outstanding orders;

· Control and monitoring of direct deliveries from farmers;

· Management of all purchase contracts; and

· Decision process of what to buy and how much, the communication to the Procurement department etc.

2 Obtain the latest Broker agreements and perform the following testing:

· Inspect the broker agreement for evidence of approval by both parties (COMPANY NAME and Broker);

3 Obtain the latest Raw material procurement policy and place a copy on file.

4 Obtain the latest Authority levels and place a copy on file.
	
	


	Masterfile changes: 
To determine whether changes made to critical data fields on Financial system are accurate and valid.

	Procedures
	Completed By and Date
	WP Reference

	1 Document the controls in place over the purchase masterfile data (financial system). Remember that it may include multiple masterfields (i.e. suppliers, contracts and purchase prices). Enquire specifically over the review of masterfile change reports (contract and vendor masterfile) (i.e. audit trails) by a senior official.
2 For the period under review perform the following audit steps:

a) An audit trail detailing masterfile changes (i.e. contract and vendor masterfile.) was generated from financial system; and
b) A senior official signed the audit trail as evidence of review and approval.
3 From the sample of audit trails selected above, select a judgemental sample of 10 masterfile changes (5 contract and 5 vendor masterfile) and trace them through to proper supporting documentation. 
	
	

	

	Approved suppliers: 
To determine whether raw material can only be purchased from approved suppliers.

	Procedures
	Completed By and Date
	WP Reference

	1 Though inspection of the system, determine whether purchases can only be made from suppliers already loaded on the system i.e. approved suppliers.

2 Document the processes followed to request and load new suppliers on the system. 

3 Select a judgemental sample of 10 raw material suppliers and trace through to approved documentation;

4 Test compliance to the Company Name vendor masterfile changes policy and procedure;

5 If possible obtain user access profiles of all employees that have access to:

· Load new suppliers;

· Process raw material purchase transactions;

· Make changes to supplier masterfile data; and

· Contracts Masterfile data.
	
	

	

	Governing of raw material procurement: 
To determine whether procurement of raw material is properly governed by senior management.

	Procedures
	Completed By and Date
	WP Reference

	1 Obtain the procurement mandates for the period under review and per review of the documentation, determine whether the mandates have been signed by senior management as evidence of review and approval.

2 For all procurement mandate limit increases submitted to senior management during the period under review, determine whether the request was properly supported by sufficient information to allow senior management to either approve or disapprove the limit increase.
3 Determine through discussions with relevant personnel and per review of available documentation what financial instruments are used and on which exchanges COMPANY NAME trade.
	
	

	

	Raw material purchases (Milldoor, Ex Silo): 
To determine whether maize and wheat raw material purchases are accurate, valid and complete.

	Procedures
	Completed By and Date
	WP Reference

	1 Select a judgemental sample of 20 maize (10 Milldoor, 10 Silo Certificates) and 20 wheat (10 Milldoor, 10 Silo Certificates) raw material purchases made during the period under review and perform the following audit tests:

a) An original or faxed contract exists and is signed off by both parties;
b) The details per the contract agree to the details per the procurement position spreadsheet (i.e. Commodity, quantity, price and type);
c) The contract price agrees to the price confirmation received from the Trader/ Broker;
d) The details per the contract agree to the details per Financial system (i.e. Commodity, quantity, location, price, delivery period and payment date).
	
	

	

	Raw material purchases (Farmers): 
To determine whether wheat purchases made directly from farmers, i.e. directs are accurate, valid and complete.

	Procedures
	Completed By and Date
	WP Reference

	1 Select a judgemental sample of 10 wheat raw material purchases made directly from farmers during the period under review and perform the following audit tests:

a) Determine whether the contracts have been signed by both the purchaser and the seller;

b) Trace the detail on the contract to the Financial system system to ensure the detail is accurately captured onto the system;
c) Establish whether there is Force Majeur on the producer contract;
d) Is there a farmer farm-production report (Farm Reports) on file or included in the contract;
e) Establish whether there is a tax certificate obtained from the farmer; and
f) Establish whether a copy of the farmers Identity document was obtained.
2 While selecting the contracts inspect if the files are adequately safeguarded, and establish where copies of the files are retained.
	
	

	

	Financed procurement: 
To determine whether financed procurement transactions are accurate, valid and complete.

	Procedures
	Completed By and Date
	WP Reference

	1 Determine through discussions with relevant personnel and document the procedures followed for the financing of procurement transactions.

2 Select a judgemental sample of 10 procurement transactions that was financed during the period under review, confirm and perform the relevant tests:

a) A copy of the promissory note exists, detailing the authorisation by a senior official;

b) An invoice was received from the Trader detailing the cost, financed amount and interest rate; and

c) The financed amount and interest rate per the invoice agrees to the promissory note.
	
	

	

	Silo certificates: 
To determine whether silo certificates are properly controlled and safeguarded.

	Procedures
	Completed By and Date
	WP Reference

	1 Through discussions and observations establish the process followed for the receipt and safeguarding of Silo Certificates.
· Is a silo certificate used for the controlling of certificates received?

· Is there adequate segregation of duty between the receipt, capturing and re-issuing?

· How is the certificates distributed to the silos and is there insurance cover taken on certificates?

2 Select a judgemental sample of 10 Silo Certificates (SC) from the SC register (split between physical and electronic) and perform the following steps:
a) Inspect that the physical certificate is stored in the safe to ensure existence; and

b) For electronic SC verify that the SC is loaded on the internet SC website;
c) For the sample selected determine whether the detail loaded against the Silo Certificate on the system is accurate.
d) Trace the certificate to the saved scanned copy (only where physical SC received and not electronic SC) retained for record purposes to ensure the SC were indeed scanned and retained as proof of receipt.
	
	

	


	Payments for raw material procurement: 
To determine whether payments made for raw material purchases are accurate, valid and complete.

	Procedures
	Completed By and Date
	WP Reference

	1 Select a judgemental sample 20 maize (10, Milldoor, 10 Silo Certificates) and 30 wheat (10 Milldoor and 10 Silo Certificates and 10 Farmers) raw material purchase payments made during the period under review and perform the following audit tests:

a) The payment is supported by and original invoice received from the supplier;

b) The invoice date is before the payment date;

c) The details per the invoice agree to the details per Financial system (i.e. Supplier name, commodity, contract price, tonnages delivered, payment date, etc.);

d) If the supplier made a partial delivery, payment was only made after full delivery (i.e. if stipulated in contract) or the supplier was only paid for the actual raw material delivered;

e) The payment documentation and reconciliation where applicable (All payments except, Imports as these are paid in advance) (cheque/EFT requisition) agrees to the invoice (i.e. Supplier name, amount, bank account number, invoice number, etc.);

f) The payment documentation is properly authorised and where a reconciliation was performed, it casts;

g) The payment date is after the invoice date and agree to the payment date stipulated in the contract and loaded on Financial system;

h) The amount is accurately reflected on the bank statement; and

i) The amount is accurately recorded in the G/L.
	
	

	

	SAFEX: 
To determine whether futures bought on SAFEX are accurate valid and complete.

	Procedures
	Completed By and Date
	WP Reference

	1 Select a judgemental sample of 20 futures (10 maize and 10 wheat) bought during the period under review and determine the following:

a) The Procurement Executive/Manager Winter Grain and Back Office received a deal confirmation from the Broker (e-mail/fax);
b) The Procurement Executive/Manager Winter Grain signed the deal confirmation received from the Broker (i.e. if fax);
c) The Procurement Executive/Manager Winter Grain faxed the signed deal confirmation received from the Broker to the Back Office or confirmed the deal via e-mail; 

d) The deal details (i.e. contract, date, tonnages and price) as per the deal confirmation agrees to the Broker’s monthly statement; and daily market to market report received from the clearing house; and

e) The Procurement Executive did not exceed the daily allowed trading limit of 5 000t.
	
	

	

	Procurement position spreadsheet: 
To determine whether procurement position spreadsheet is accurately prepared.

	Procedures
	Completed By and Date
	WP Reference

	1. Select a random sample of deals / future contracts from the procurement position spreadsheet and agree the details per the procurement position spreadsheet to the details per Financial system (i.e. Commodity, quantity, location, price, delivery period and payment date).
	
	

	

	Profit spreadsheet: 
To determine whether the Excel unrealized/ realized profit spreadsheet is prepared on a daily basis and distributed to the respective independent individuals for review via e-mail.

	Procedures
	Completed By and Date
	WP Reference

	1 Determine through discussions with relevant personnel and document the procedures followed to prepare, report and review the daily realised/unrealised profit/ (loss) spreadsheet.

2 Select a judgemental sample of 10 days during the period under review and determine whether 
a) The realised/ unrealised profit/ (loss) spreadsheet was prepared;

b) The spreadsheet forwarded to the respective independent individuals for review via e-mail; and

c) The spreadsheet was signed off by an independent individual as evidence of review..
	
	

	

	Stock reconciliations: 
To determine whether stock reconciliations are accurately performed on a monthly basis and reviewed by a senior independent official.

	Procedures
	Completed By and Date
	WP Reference

	1 Determine through discussions with relevant personnel and document the procedures followed to prepare, report and review monthly stock reconciliations.

2 For the period under review determine whether a stock reconciliation was prepared and that a senior independent official signed the reconciliation as evidence of review and approval.

3 Select a judgemental sample of 10 Co-ops from the latest stock reconciliation and perform the following audit tests (put copies of reconciliations on file):

a) Agree the co-op stock to the co-op stock reports;

b) Agree the silo certificate total per the reconciliation to the certificate holding report;

c) Agree the system stock per the reconciliation to the system stock report;

d) Agree the in-transit stock per the reconciliation to the in-transit stock report; 

e) Follow up with staff and management for any variances noted and determine whether adequate follow up has taken place; and

f) Cast the silo totals for accuracy.
	
	

	

	Reporting: 
To determine whether raw material procurement is properly and timeously reported to senior management.

	Procedures
	Completed By and Date
	WP Reference

	1 Determine through discussions with relevant personnel and document the procedures followed to report raw material procurement to senior management.
2 For the period under review, determine whether a monthly procurement reporting pack was timeously prepared and issued to senior management.
	
	

	

	Back up over data: 
To determine whether adequate backup and security over data exists.

	Procedures
	Completed By and Date
	WP Reference

	1 Determine through discussions with relevant personnel and document the procedures followed for backing up data.
2 Determine through discussions with relevant personnel and document the procedures in place to ensure business continuity.
3 Obtain the user permissions for servers utilised by users for storage of data. Inspect to ensure that only authorised user have the necessary permissions to access the folders. 
	
	

	

	User access profiles: 
To determine whether user profiles on Financial system is adequate and promote segregation of duties.

	Procedures
	Completed By and Date
	WP Reference

	1 Obtain the Financial system user profiles for all the staff relevant to the procurement function and determine whether the user profiles promote segregation of duties. 
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