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Operation Reduction of Copy Purchase Requisition Procedure

Case Study: Toyota Tsusho Electronics (Thailand) co., Itd.
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Project’s name Operation Reduction of Copy Purchase Requisition Procedure

Case Study: Toyota Tsusho Electronics (Thailand) co., Itd.

Writer Ms. Paktheema Likkachai
Faculty Business Administration Major Industrial Management
Faculty Advisor Professor Akarachai Chaimard
Job Supervisor Ms. Anchana Phanphakdi
Company’s name Toyota Tsusho Electronics (Thailand) co. Itd
Business Type / Product Software Development Business
Summary

This cooperative project help to reduce a procedure of copying purchase requisition in the case
study of Toyota Tsusho Electronics (Thailand) Co., Ltd. The objective of this project is to minimize a
paper usage of copying purchase requisition which analyze from the process of issuing purchase
requisitions that has many theories come up to improve the procedure. As well as, this project can find the

method of reducing the cost for the company and working hours as well.

From the progress, it could find the method that help to reduce the process of copying of purchase
requisition for Administration Department and Accounting Department. Also, changing the process of
keeping document by scanning into the computer in order to find it more easier later. Before improving
the process, the procedure for issuing numbers and copies of purchase requisitions have 12 steps. After
improving, it can reduce 3 steps and have only 9 steps left. Moreover, this can reduce the cost of using

paper for the company around 735 baht per year.
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supplier
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Div. to pay supplier. And bring receipt to Acc. Div.
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PURCHASING REQUISITION FORM (PR) ' FLIVEI XA
§ 3 TSLISHET
Toyota Tsusho Electronics (Thailand) Co., Ltd. o7

s v

DO partment :- /1 vill it oeld Type of Expenditure :-
QGeneral Affairs O : General & Daily Merchandise N
O : Human Resources i 4
O : Accounting O : Specific Project e
O : Software (SDD, SDCD, STED, etc.) O : Controllable Exp (Er Travel/Transp S R e
Q : Device Sales Communication, R&D, Advertisement, Oﬂ‘ ice Suppiy) e
O : Contents EV O : Special Expenses P [ IR SRS
O : IT Promotion
O : Assets
Account Request Quantity Foreign Currency Unit pri e
No Cod Description Unit Amoount & Exc.rate ?};ﬁ;;e ula(Tp;.néium
ode; Qty Name Currency (Acc.use)
Less With Holding Tax O Yes, " Sub Total 0.00| -
O No Plus VAT 7% (if any) 0.00] -
PO is required O Yes O No Total 0.00] -
Objective of Request :
Remarks :
Please order from the following prospective vendors : - Prepared by Approved by Approved by Approved by -

Regquested Time of Agrivali e
Payment Date : Date:. Date:..
Purchasing requested by/ Onbehalfof:.................

(in case HR/GA staff prepares for athers, please specify project owner)

Date:.

| Accounting Division use only

Budget Amount : O : Per Month O : Per Year
O:0Over O:Under the Budget (Exclude This Purck Requisition)
0 :Over O:Under  the Budget (Include This Purchase Requisition)

GA(Original) —= Fili
Prepars PR Recnﬁff‘;dgm _ s Receive PR returnat | _ PR Approval e MR
S ER "“mbcr control tray out (PR) ACC. (per regulation) ACC.(Caopy) --> Payment
\.

(1) Purchase amount should be approved by authorized person according to department & type of expenditure (see the rule)

(2) Same cxpenditure or same purpose should be requested one PR form (many receipts / one PR form)

VERS.01_120528

H:\Anchana\PR 2016_HRGA dept.xlsx

] k4
MNA 1 LL‘]J‘]JW?J%?JQI‘]J“U%)WA@
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