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Establish a need to purchase and consult Suppliers 
List for suitable supplier 

Sub contract 
service 

Material Material or 
service 

Check whether the job is scheduled, if so the 
complete quantity may not be required in one drop 

Negotiate a price 
with chosen supplier 

Authorisation – 
Managers -    ………………... 
Directors –   ………………….. 

 

Raise a purchase order, 
detailing quantity, 

specification and delivery 
requirements. 

Request Certificate of 
Conformity if required by 

Customer. Add Job No  
Fax Copy – Supplier, then file 

in Goods In area 
Duplicate Copy - File 

Raise an order using 
duplicate book detailing 

quantity, specification and 
delivery requirements. 

Request a C of C if required 
by Customer. Add Job No. 
Top copy – Fax Supplier, & 
file in Goods Inward area. 

Duplicate copy – File 

Inform supplier if Traceability required 


