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Scope

This policy relates to non- inventory related procurement of products, goods and services and should follow the detailed procedures identified within the Procurement Process Manual.

Policy

It is J. Doe Inc.’s policy that procurement activities, whether executed through the Corporate Procurement department or delegated to functional business areas should follow the process identified within the Procurement Process Manual.  

In order to take advantage of the Company’s functional subject matter experts and purchasing power in the global marketplace, it is the Company’s policy that certain business areas are responsible for establishing, maintaining and enforcing purchasing guidelines.  

· Corporate Services is responsible for investments in Land, Land improvements, Real Estate and Building Leases.

· Information Technology Services is responsible for investments in Computer and Network hardware, software and Office equipment peripherals (e.g., mobile telephones). 

The purpose of assigning global purchasing responsibilities is to ensure a consistent approach for selecting vendors who will provide the best terms, conditions and products to meet Company standards and requirements.  

Corporate Treasury should assess any financing decisions in the form of capital and/or operating leases.

Procedure 

Procurement activities occur using any of the following vehicles.

· Purchase Requisition form initiated by the business area and forwarded to Corporate Procurement department where a vendor is selected and a Purchase Order is issued.

· Corporate Credit Card is provided to employees for the purpose of acquiring specific sundry items such as office supplies. 

· Travel and Expense (T&E) form is used to reimburse employees for travel and business expenses. 

Regardless of the type of procurement and commensurate with the level of spending, the following process should be followed and documented. 

Procurement process

Corporate Procurement or the delegated functional areas should follow the detailed purchasing activities as defined within the Procurement Manual with key areas summarized as follows.

Once the need has been identified and validated, the local business area initiates the process by developing the scope of work or service. Together with line management and finance support, the scope of the acquisition is evaluated and approved.

The Corporate Procurement department may serve and support the initiating area by further developing the scope of the acquisition, placing and evaluating competitive bids, supporting the decision making process and tracking and monitoring vendor performance.  Whether performed by Corporate Procurement or by the initiating area, these activities must be performed and documented for each procurement decision.

Depending on the level of spending and the type of commodity the Company is acquiring, it may be necessary to request competitive or comparative bids in the form of a Request for Proposal (RFP) or Request for Quotation (RFQ) from selected bidders.  

Assessing the impact across functions and gaining line and financial management approval supports the decision making process. Commensurate with the scope of the activity, a project Task Committee may be required. Additional documentation and support is required as the financial commitment increases. .  

Corporate Legal must review all original Company and Vendor contracts.  

The initiating or receiving area should verify that the goods and/or services are received in accordance with the specified terms and conditions.  Damaged goods and incomplete shipments should be noted and communicated to the vendor and to finance.  As appropriate, adjustments should be requested from the vendor.

Validated and approved vendor invoices should be directed to Accounts Payable for prompt payment. 

Records Management

Purchase information including but not limited to: Purchase Requisitions, Purchase Orders, Purchase Acknowledgements and supplier/vendor correspondence, shall be retained in accordance with the Records Information Management policy and schedule 

Controls / Areas of Responsibility 

The Procurement department is responsible for providing required vendor information to Accounts Payable.  A/P is responsible for the accuracy of the Vendor Master data.  Additions, deletions and changes to this database should be approved, logged and monitored.

Delegation for procurement activities is governed and maintained by the Corporate Procurement department. 

There should be appropriate separation of duties among those initiating the purchase request, placing the purchase order, approving the receipt of goods and services and authorizing the vendor’s invoice for final payment.

The business area secures all necessary approvals and authorizations. 

Accounts Payable verifies that the appropriate authorization accompanies the settlement of each invoice.  

Contacts   

Corporate Procurement
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