15.2.0 PHURCHASING MANA GEMENT

5.2 ) Intraduction
e module it s mended 10 equip the nainee with knowledpe.
ckills and stitudes that will enable him/her 10 manage the purchasing
funcuion effectively.

152.2 General Objectives
By the end of the module unit. the tiainee should be able 1o
a) manage quabty n ocurement of goods and services
h) make sound sourcing decisions
¢) apply appropiiate buving techmques and skills m specific
purchasmng siluation
d) demonstrate ethical purchasing behaviour

15.2:3 Module Unit Summary and Time Allocation
Code _-]-_Sr;b—_]\’lt_)dule“l}ni!su W Content | T Fime |
R . e rmr i | (Hours)
3 1152.01 | Introduction 10 e Objectives of purchasing and 4
Purchasimg supply function
e Jmportance of purchasing and
. supply funchions
‘ e Ways of 01ganizimg pu hasing
\ and supply functions
l—]_f‘—.‘ 562—_ ._]SITI'(;]‘J;;}SH:I‘F_]- SII'_I.IC-\-'I!I';:'— Te IPU,I‘[_' ha}ing- (;g;;ni;éti—(_m ki 12 i
\ and Organisation stiucture
e Status of purchasmg
\ e  Ceptrahzaton and
‘ decentialization
VU WP — i New approaches  _—_ } _
15.2.03 | Quahty Assurance e Meaning of quality contiol and 12
guahty assurance
s Aspects in Quahity Assurance
o Importance of Quality Assurance
e Role of Kenya Bureau of
Standards in Quality Assurance
e Techniques of quality assurance
» Types of quahty standards
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Cotle

15205

15206

15207 |

15207 ]

Sub-Module Units

Sourcing

_--'E]L])_];Iier and Market

RBehaviour

Purchases and

Contract

S up_mem Is for
Purchasing Decision
Making

Negoiiation

-

Content

e Suppher development
programme

*  Building and maintamimg
supphers

s _ Evaluation of supphers

«  Market structure

= Privng shategies

»  Meaning of a contract
« Essenuals of a valid contract

 Activities involved in contract

formation

*  Types of contract

» Rights. obligations and
responsibilities of the parties
10 a contracl

e Types of purchases

*  Methods of controlling
execution of a conract

»  Jendering process

* Forecasting techmque

= Investment appraisal techniques

* costing techniques

= Model and simulation

e« Meaning of negotiation

»« Importance of negotiation

e Phases/stages of negotiations

* Negohation styles

¢  Strategies and tactics of
negotiation

» Composition of negotiation leam

* Qualities of a negotiator

Time
(Hours)

12

%

15.2.08

Ethics and Integrity in

Purchasing

* Meaning of integrity and ethics

« Importance of ethics

* Kenya Institute of Supply
Management Code of Ethics

» Role of Kenya Anti-Corrupticn
Commission (KACCT) in public
procurement

+ Public officers code of ethics
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| Code Suhb _;\']mhilr‘ ﬁn-ilﬁ
S S—
15209 | Emereing Issues and
Trends
Total

[ Content

Cauvees of unethycal pracnces and
behaviors within the pullhic

secton

Measwies of eradicating
unethical purchasig practices i
the public sector

“Do’s” and the “don’ts” by the
officers in public procwement
Emerging 1ssues and trends in
purchasing management
Challenges posed by emerging
issues and trends in purchasmy
management

Coping with challenges posed by
emerping issues and trends in
purchasimg management
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| Time
(Hours)

fud |




15.2.01

152.01T

15201C

1520171

INTRODUCTION TO 1520172
PURCHASING
MANAGEMENT
Theory
Specific Objectives
By the end of the sub-
module unit. the trainee
should be able to: 526173
a) explan the
objectives of
purchasing function
N an organisation
b) explan the
importance of 15.2.01P
purchasing function
N an organisation
¢) describe ways of
organising purchase
and supply
functions
Competence
The trainee should have 152.01P1

the ability 10 identify
critical materials in an
organjisation.

Content

Objective of
Purchasing function
- Right quality

- Right ime

- Right place

- Right quantity

- Right price

211

Importance of

purchasmg

nanagement

- Reduction of suppliers
cost

- Jdentificanion of
ciitical materials

- Total quality
management

Ways of organising

purchase and supply

functions

Practice

Specific Objective

By the end of the sub-
module unit. the tramee
should be able to
discuss the imponance
of pmchasing function
In an o1ganisahon

Content

Class discussion on
importance of
purchasing
function in an
orgamsation

Suggested
Teachmg/Learning
Actnaires

- Discussion

- Note taking

- Observation

Suggested
Teaching/Learning
Resources
- Textbooks
- Charts
- Resource persons



15.2.02

15.2.027T)

Sugpested Fyvalienion B 240273
Verhods
- Assignments
- Written Repons

1520273
PURCHASING
STRUCTURE AND

ORGANISATION
Theory

Specific Objecrives

By the end of the suh

module umit. the tamee

should be able to:

a} describe purchasing
organisation
structure

b) explamn the status of

purchasing m an 152.0274
oryganisalion
siructure

¢} discuss centralized
and decentialized
structure

d) discuss the new
approaclies to
purchasing
structures

15.2.02P

Competence

The tramee should have
the abihity 1o 1dentify
different organisation
structures apphed by
different organisations.

15.2.02P]

Conteni

Purchasing organisation
structure

- Vertical

- Horizontal

4 &]
3]

Status of purchasing
High Jeved

- Mhddle Jevel
I ow Jevel
Centiahzavon and

decentrahisation of

puchasing

- Defmtion of
centralization and
decentralisation
puwrchasing

- Advantages
centralization and
decentralisanon
purchasing
Disadvantages
centralization and
decentralisation
purchasmmg

New approaches

- Combined structures

Practice

Specific Cbjecive

By the end of the sub:
module unit. the traimee
should be able to
Hustrate the purchasing
oyganisation structure

Conrent
Hiustranon of
Purchasmg orpanisation
structure

Suggesied
Teaching/Learning
Activilies

- Note taking

- Observation

- Class presentation



15.2.03

Suggesred
Jeachmg/learning
Resources

- Textbooks

- Resource persons
- Internet

- Relevant journals

Sugoested Evoluation
Meithods

- Oral tests

- Assignments

QUALITY
ASSURANCE

Theory

Specific Objectives

By the end of the sub-

module unit, the trajnee

should be able 10:

a) explain the meaning
of quality control
and qualiry
assurance

b) desciibe aspects
covered in quality
assurance

c) explain the
importance of
quality assurance

d) explain the role of
the Kenya bureau of
standards n quality
assurance

e) explain the
techniques of
quality assurance

f) identify types of
quality standards.
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15.2.03(

15.2.03712

15.2.03T3

152.03T4

Competence

The tramee should have
the abihty 10 apply
quahity assurance and
contiol techmaques n
purchasing

Ceomtent

Mewnny of terms

- Quahty control

- Quality assurance

Aspects of quality

asswance

- Design

Specification

- Assessment of
supplier

- Motivathion of workers

Traimmg of staff

- Feedback
conmmunication

- Cernfication by
Inmernational
Standards organisation
(1SO) or Kenya
Buieau of Standards
(KEBS)

Importance of quality

assurance

- Defect prevention

- Cosl prevention

- Compentive advantage

Role of the Kenya

Bureau of Standards

(KEBS) in quality

assurance



15

2.03T5

15.2.03P

I echmques of quahn

ALssL ANnce
Fash bone

- Benchmarking

- Computer Aided
Desien (CAD)

- Failure mnode and
effect analysis

- Quality Circles

- Cross functional
quality teams

- Standardisation

Types of quality

standards

15.2.04

152 04T

Practice

Specific Objecnive

By the end of the sub-
module unit, the trainee
should be able to carry
out mspection of poods.
works and services,

152 04C

(Conrent

Class presentation on
Inspection of goods.
works and services

Suggesied
Teachmeg/Learmmg
Actvinies

- Discussion

- Note taking

- Observation

J52.04F)

Suggested
Teaching/Learning
Resouices

- Textbooks

- Charts

15.2.04T2

Suasryended Fovpdianion
_’h-}r'!hmf‘,
- AGRILPIRINS

- thalests
SOURCING
Theory

Specific Ohjecrives

By the end nf the sub-

module unit. the tramee

should be able 1o

a) explam supphe
development
programme

b) build and maintam
suppliers
relatonships

¢) evaluate supphers

Competence

The tramee should have

the abilny 1o

1) evalnate suppheis

1) develep suppher

111} build and mamtain
suppliers
relanionships

Content

Supphier development

- Technical

- Financial

- Traming

- Management support

- Shared facilities

- Purchasing assistance

Building and

maintaining suppher

relationship

- Joint-problem solving

- Feedback
commmcation

- Trust



15204773

152.04P

15.2.04P]

Supplier evaluation 15.2.08
- Technical aspect

- Financial aspect

Practice

Specific Objective 15.2.05T
By the end of the sub.

moduie unit. the trainec

should be able to choose

an appropriate source of

ooods and services.

works

Conrent
Choice of an appropnate
supplier

15.2.05C
Suggested
Teaching/Learning
Activities
- Discussion
- Note taking
- OUbservation
Suggestecd 15.2.05T1
Teaching/Learning
Kesources
- Textbooks
- Chans
- Relevant journals ]

L]
o
=
in
(]

Suggested Evaluation
Methods

- Oral Tests

- Assignments
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SUPPLIER AND
MARKET
BENAVIOUR

Theory

Specific Objectives

By the end of the sub-

muodule it the tramee

should be able 1o

a)  discuss different
market structures

b) discuss the pricing
strategies m
different market
structures.

Competence

The tamee should have
the ability to apply
Various pricing
stratepies in different
matket condinons.

Conrent

Market struciures

- Perfect competition

- Ohigopoly

- Monopoly

- Duopoly

Pricing strategies

- Fixed price

- Cost resmbursable/cost
p]}l.".'

- Target price

- Cost plus

- Market price



152 05P]

S Hsp

15.2.06

Lt

2.06T

Practice

Specific Objecine

By the end of the sub-
module nnit the namee
should be able 10
discuss various pricing
strategres in different
markel conditions

Clontent

Class discussion on the
pricing stategies in
different market
conditions

Supgested
Teachmg/learning
Activines

- Discussion

- Note taking

- Observation

Sugge.if{’d
Teachmg/learning
Resources

Texibooks
- Chans
- Relevant journals

Suggested Evaluation
Merhody

- Tests

- Assignments

PURCHASES AND
CONTRACTS

Theory

Specific Objectives

By the end of ihe sub-
module unit. the trainee
should be able to:

15

26C

2.06T)

12.06T 1

2.06T2

41 cxplinn the meaning
of a contract

b desonbe the
easentials of a valid
contract

¢) identfy activities
mvolved in contract
formation

d) desciibe the various
types of contract

e) distinpwish different
tvpes of purchases

) identify rights.

oblhgations and

responsibibities of

the parties to a

contract

describe methods of

controlhng

executron of a

contract

lfi=
Al

Competence

The tramee should have
the abthny to participate
m drafiing a purchase
contraci.

Conient

Meanimg of a contract
Essentials of a valid -
contract

Activities imvalved
contract formation
Types of contract

- Fixed/Jump sum

- Turn-key

- Target

- Cost reimbursable
Rights, obligations
and responsibilities of
the parties to a
contract



15 2067

15.2 067

15.2.06P

152.06P]

Types of purchases

- Small orders(small
value purchases)

- High value orders/ Big
orde;

Methods of

controlling execution

of a contract

Practice

Specific Objecnive

By the end of the sub-
module unit. the irainee
should be able 10 come
up with duties, Rights,
obligations and
responsibilities of the
parties to a contract

Contenr

Rights. obligations
and responsibibities of
the parties to a
contract

Suggested
Teaching/Learning
Activities

- Discussion

- Note iaking

- Observation

Suggested
Teaching/Learning
Resources

- Textbooks

- Relevant journals

Suggested Evaluation
Methods

- Oral tests

- Assignmenis

15.2.0°%

15.2.07T

15.2.07C

15.2.077T1

SUPPORT TOOLS
FORPURCHASING
DECISION MAKING

Theory

Specific Objecrives

By the end of the sub-

module unit. the hramee

should be able to:

a) describe tendesing
process

b) apply forecasting

techniques in

purchasing

apply appropriate

investment appraisal

techmques

d) explan various
costing techniques
used in makmg
buying decisions

e) apply modeling and
simulation
approaches.

"y
.t

Competence

The trainee should have
the ability to use
quantitative and
qualitative techniques in
decision making.

Content

Tendering process

- Invitation to bid

- Receipt of bids

- Openmg and
evaluation of tender

- Award of tender

- De-briefing



1520773

152.07T4

15.2.07TS

15.2.67P

Techimques of

forecasnne

- A Jitaninaine

- uahtative

Techmques of

mvestment appraisal

- Traditional methods
(Undiscounted
methods)

- Modern methods
(Discounted methods)

Costing techniques

- Margmal

- Standard
Absorption

- Life cycle costing

- Target costing

Modelmg and

simulation approaches

- Modelng

- Simulatjon

Practice

Specific Objecnives

By the end of the sub-

module unit. the trainee

should be abje 10:

a) prepare tenders

b)Y apply investmem
appraisal methods

Conteny

Preparation of tenders
Application of
Investment Appraisal
Methods

- Accounting Rate of
Return

- Net Present Value

- Payback Period

- Profitability Index

- Internal Rate of Return
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15.2.08

152.081

Suvpevicd
Teachmp ey
Activiries

- Discussiom

- Note taking

- Observanon

Suggested
Teachmg. 1 carnmyg
Resources

- Textbooks

- Chars

- Resonice peisons
- Relevant journals

Suggesied Fvaluation
Merhods

- Assignments

- Class presemations

NEGOTIATION
Theory

Specific Objecnves

By ihe end of ihe sub-

module unit. the trainee

should be able to

a) explain the meaning
of negotiation

b}y explan the

mportance of

negonliation

desciibe the

phases/stapes of

negotiation

d) evaluate the various
negotiation styles

e) explain the various
strategies and tactics
used i negotiation

f) explam the
composition of an
effective negotiation
team

m
—



152 08C

15.2 08T1
15.2.087T2

1520873

J52.08T4

]5.2.08T5

15.2.08P

15.2.08P1]

g) explain the quahties
of a good
negotialon

Competence

The trainee should have
the ability to manage
negotiation process

Content

Meaning of negonation
Importance of
negotiation
Phases/stages of
negotiation

- Pre-negotiation

- Actual negotiation

- Post negotiation
Negotiation styles

- Win-Win

- Win-lLose

Strategies in negotiation
- Partnership

- Adversanal

- Tactics

Qualities of a good
negotiator

- Communication skills
- Planner

- Lastener

Practice

Specific Objective

By the end of the sub-
module unit, the trainee
should be able to come
up with the negotiation
styles i an organisation

Content
Negotiation skills

15.2.09

15.2.09T

Suggesied
Teachng I carnng
Resources

- Resource persons
- Internet

- Relevant journals

Suggested

>, I - "
P20 immer, 1 aarmrnan
Teaching/Iearning
Acrivines

- Discussion

- Note taking

- Observation

Suggested Evaluanon
Merhods

- Written Jests

- Assignments

ETHICS AND
INTEGRITY IN
PURCHASING

Theory

Specific Objecnves

By the end of the sub-

module unit. the tainee

should be able 10;

a) explain the meaning
of the terms ethics
integrity and
professionalism

b) discuss the
importance of
ethical buying to an
organisation

c) 1dentify the causes
of unethical
practices and
behaviors within the
public sector



