
Procurement Procedure - Process Flow 

 

 

 

Develop 
Product 

Specification 

•Receive client brief and confirm requirements 

•Complete Product Specification sheet 

Develop 
Sourcing 
Strategy 

•Identify potential suppliers 

•Determine supplier value added capabilities considering client requirements i.e. 
production capacity, lead time, budget, product type etc. 

•Select appropriate approaches and techniques (buy-in, produce or both) 

•Develop supplier short list  

Negotiate 
and Select 
Supplier 

•Establish suppliers ability to meet order requirements 

•Receive quotations from short listed suppliers, negotiate to required cost prices 

•Select supplier 

•Receive sample from selected supplier 

Approval 

•Submit price quotations to cient (if GP less than 35%, approval by FD required first) 

•Client approval of price  

•Sample approval  

Production / 
Delivery 

•Raise purchase order 

•Receive and QC stock  

•Deliver to client 

 


