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Annex B
Procurement Process – Stock
1. Warehouse advises Procurement of Stock Levels of Stock Items
2. Procurement decide which items need to be re-ordered, quantity and delivery
3. Requisition List completed ‘Requisition Process’
· Tuesday / Thursday ordering days – Cut off for requests for next ordering day will be Monday / Wednesday.
· End of month orders may be pushed to next month (if possible) to allow more time for payment
4. Locate 2 Suppliers from Supplier Database to approach for quotes.
· If new Supplier is required, then ‘New Supplier Process’ will need to be followed & completed.
· Ensure Suppliers selected have a sufficient amount of credit limit available
5. Once quotes received – Compare to assess who is the cheapest and can offer best terms / delivery – Depending on timescale and value of order, negotiate between both Suppliers to get the best deal.
6. Once all confirmed, open PAMS and check that the Supplier is set up correctly ‘New Supplier Process’ and all materials are present on the Stock Database with the correct information ‘PAMS - Stock Creation Process’
7. A PO can now be created ‘PAMS - PO Creation Process’
8. PDF copy of the PO will need to be emailed to the Supplier and copy saved to PROCUREMENT & FINANCE folder in PO’s
· If an online order then only a copy will need to be saved, PO number referenced on order
9. Requisition complete – Warehouse updated with incoming Stock Deliveries
10. PO’s are checked regularly for their progress and whether there are any delays – Ensure these updates are passed onto the warehouse immediately 
11. Once goods have arrived, all goods are to be inspected for any damages and to ensure quantities & product descriptions match the delivery note & PO
· If a collection order then the person collecting needs to confirm to Procurement that they are happy with the materials and all is correct
12. If the order is okay then the PO is fulfilled on PAMS, Stock Database updated and the warehouse advised
13. If there is a problem with the order then Procurement will contact the Supplier to resolve and a note will be made to remember for future Supplier evaluations
· Ensure all Supply Chain issues are communicated company wide
14. Once the PO is fulfilled this can be checked against the invoice to ensure all is matching and confirm okay for payment – If any price discrepancies, then the Supplier will need to be contacted to receive a credit note which will need to be issued before the invoice is paid
15. If an item needs to be returned then a restocking fee will need to be negotiated and monitored to ensure we receive the credit promptly
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