July 19, 2010
…………………………………

Dear Sir / Madam,

COURSE IN PURCHASING MANAGEMENT -  2/2010

You will agree that training is one of the effective means of enhancing the morale and productivity of the purchasing staff.  They should not only do their jobs effectively but also understand the purpose of the particular methodology.  This would make your job easy. 

I am sure that you will take advantage of the special training opportunity provided by the Institute of Supply and Materials Management. The only internationally recognized institute in Sri Lanka affiliated to the International federation of Purchasing & Materials Management 

The investment is Rs. 14,000/=  (Inclusive of VAT 12%+ NBT 3%) per participant, which includes the examination fee as well.

The course will be held on 11 Sundays from 9.00 a.m. to 4.15 p.m. and will not disturb the pace of work in your Institution. 

The Institute of Supply & Materials Management has been providing training facilities to the Private and Public sectors institutions for the last 25 years.  Our students have been from leading Private and Public Sector organization.  (Please see annexure).  

Applications close on 01st September  2010 and the course is scheduled to Commence on 05nd September 2010. An application form together with course syllabus is annexed.  

Private Candidates should pay a down payment of Rs. 5,000/= along with the application at balance in 2 installments. Cheques should be made out in favour of “INSTITUTE OF SUPPLY & MATERIALS MANAGEMENT ” (account Payee Only).

I am looking forward to receive your nominations early, as only limited number of participants will be admitted

Thanking you,

Yours faithfully,

Asst. Manager - Training
INSTITUTE OF SUPPLY AND MATERIALS MANAGEMENT

COURSE IN PURCHASING MANAGEMENT (E)  2/2010

1. Surname 
………………………………………………………………………………..

2. Other Name 
………………………………………………………………………………..










(Mr./Mrs./Miss)

3. Date of Birth 
………..………………..

4. Private Address……………………………………………………………………………..

Tel : …………………………………………………..

5. Official Address ……………………………………………………………………………..

Tel : ………………………………………………….
6. (a) Educational Qualifications ………………………………………….……………………

…………………………………………...……………………

(b) Highest Qualification in English Language 

           …………………………………………………………………

7. Present Employment 

…………………………………………..……………

8. Designation 


……………………………………………………..…

9. Previous Employment (If any) ……………………………………………………………….

I Certify that the above facts are true and correct to the best of my knowledge.

Date ……………………




…………………………………










Signature of Applicant 


FOR OFFICE USE ONLY
 Receipt No.  …………………………..


Amount Paid ……………………….……

INSTITUTE OF SUPPLY AND MATERIALS MANAGEMENT

COURSE IN PURCHASING MANAGEMENT

COURSE CONTENTS

· Importance & Objectives of Purchasing and Materials Management

· Finance and Economics for Purchasing 

· International Trade

· The Purchasing Cycle

· Quotation Procedure, Tender Procedure

· Selecting Supply Sources

· Purchase Records

· Law of contract

· Contracts & Agreements

· Purchase of Commodities

· Purchase of Capital Equipment

· Quality circle

· Nature and Functions of Management

· Planning, Organization & Delegation

· Human Relations and Motivation

· Work Study

· Communication

· Buyer and Seller Relationships

· Forward Buying

· Planning & Administration of Purchasing Operations

· Storage Methods, Location and Layout

· Duties and Responsibilities of Purchasing Manager

· Negotiations

· Purchase Ethics

· Goods Inward Procedures

· Issues & Distribution

· Recovery, Recycling & Disposal

· Customs Tariffs, Clearing Procedure etc

· Purchase Budget

· Make or Buy Decision

· Methods of Stock Control

· Economic Order Quantity

· Coding and Classification & Standardization 

· Purchasing Manual 

· Progressing

· Computer Application for Purchasing & Bar Coding

· Value Analysis

