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PURPOSE
The purpose is to purchase local & imported direct materials for Business Unit Flexible Packaging of Packages Limited, according to the specifications and quality standards determined by the Production and Q&EHS Department.

2.0
SCOPE
This procedure is applicable to purchase of Direct Raw Materials only. 

3.0
DEFINITIONS

3.1
PURCHASE REQUISITION
3.1.1
Computer generated hard / soft copy raised by indenting department, duly signed / released by authorised signatory, for communicating their requirement to Manager Procurement. 
3.2
MACHINE TRIAL

Processing of material under actual production conditions without controlled conditions of the laboratory.

3.3
SUPPLIER EVALUATION QUESTIONNAIRE


Forms to collect information from suppliers regarding their production facilities and effectiveness of Quality Management System.







3.4
CONSIGNMENT-WISE QUALITY TEST RESULTS


Quality Reports prepared by our QA department after testing samples drawn from consignments received from the approved suppliers.

3.5
In case of ISO certified companies and where supplier provides quality assurance certificate / analysis report for the consignment, these reports are not necessary.
4.0
REFERENCES:
Document Title: Inspection and Testing (QSPQA/8.2.1/01)





Document Title; Control of Non Conformance (QSQPA/8.3/01)
                        RESPONSIBILITY: 

The   overall    responsibility   of   purchasing    lies   with    the   BUM-FP.
5.0
 PROCEDURE:

	sR. #.
	ACTIVITIES
	RESPONSIBILITY

	5.1
	GENERAL:
Wherever necessary, BU-FP Procurement shall arrange literature / sample for laboratory evaluation / machine trial. In case of a trial order the same shall be indicated on the purchase order form.
	Manager Procurement - FP


	6.1
	New sources shall be assessed as per quality system (Ref.QRMM/05) and approved on the basis of QRMM/06.
	Manager Procurement – FP  / Manager Planning & Materials - FP

	6.1.1
	The specifications provided by the supplier must be in conformity with the specifications drawn by the QA & RnD Department.
	QA and R&D Department

	6.1.2
	Sample evaluation by the R&D / Production Department conforms to the laid down standard specifications
	R&D

	6.1.3
	Machine trial results are approved by the Production Department
	PM / BUM-FP

	6.1.4
	If required, evaluation of manufacturing facilities of local and foreign suppliers shall be carried out.(Ref. QRMM/05).
	Manager Procurement - FP

	6.1.5
	a) ISO certified companies will be placed on QRMM/09 directly.

b) Supplier evaluation questionnaire QRMM/04 will be sent only to those suppliers who are not ISO certified.  These sources will be assessed and rated on QRMM/05 & QRMM/06 respectively and will be placed on QRMM/09 if approved.

c) Companies that are neither ISO certified nor do they reply to QRMM/04 will be assessed on QRMM/05 based on previous record of supplies before being rated on QRMM/06 and eventual registration on approved suppliers list QRMM/ 09.
	Asst. Manager Procurement – FP / Manager Procurement - FP

	6.1.6
	Only those suppliers are kept on the approved list whose products continue to conform to the required specifications. Otherwise these will be moved to Non Approved Suppliers list QRMM/08.
	Manager Procurement - FP

	
	EXCEPTION: Where there is only one supplier, the supplier shall be asked to improve the quality.
	

	6.1.7


	CONFIRMATION OF ORDER

Purchase of raw materials to be restricted only to approved suppliers. Quality Reports shall be maintained by the QA. Department to substantiate material quality performance.  Wherever possible, more than one approved suppliers shall be requested to submit quotations.
	Asst. Manager Procurement – FP /
Manager QA


	SR. #.
	ACTIVITIES
	RESPONSIBILITY

	
	Procurement Authorization Sheet (QRMM/10) shall be prepared to finalize the orders. Purchase order (Ref. QRMM/13) for local and (QRMM/03) for imports shall be confirmed on merit on any approved supplier.
	Asst. Manager Procurement – FP / Manager Procurement - FP

	6.1.9


	Exceptions
In case of an emergency, substitute material with workable specifications may be purchased / imported from any available source.  
	Manager Procurement - FP

	
	Suppliers who do not respond to our formal Supplier Evaluation Questionnaire shall be assessed for quality on the basis of laboratory report or production trial report.
	Manager QA / Manager Production

	6.2
	PURCHASING DATA


	

	6.2.1.1(a)


	Purchase Order for Imported Raw Materials shall be issued after the approval of Manager Procurement – FP, Manager Planning & Materials & Marketing Manager & BUM FP on Import Authorization Sheet. Final Authority lies with BUM-FP. 
	Asst. Manager Procurement – FP / Manager Procurement – FP / BUM – FP

	6.2.1.2
	Purchase Order for local materials will be prepared by Procurement Officer / Asst. Manager Procurement after the Procurement Authorization sheet; prepared by the same is signed by the Manager Procurement or Manager Planning & Materials. During the absence of Manager Procurement / Manager Planning & Materials; BUM-FP will be the approving authority for Procurement Authorization sheet. Purchase Order shall be prepared and approved by Manager Procurement – FP. 
	Manager Procurement – FP / Manager Planning & Materials / BUM - FP

	6.2.1.3
	In case of Local Purchase, the Purchase order will be released by Manager Procurement FP(or a person authorized by Manager Procurement  in his absence) whereas, in case of  Imports, Assistant Manager Procurement shall release the purchase order after prior approval on the Import Authorization.
	Asst. Manager Procurement – FP / Manager Procurement – FP / BUM – FP

	
	EXCEPTION:

During the absence of BUM – FP; Manager Planning & Materials will be approving authority of Import Order / Purchase Order.  If Manager Planning & Materials is also not available the Manager Procurement – FP will be the signing authority.
	


	SR. #.
	ACTIVITIES
	RESPONSIBILITY

	6.2.2
	The Purchase Order shall clearly incorporate the following information.
	Asst. Procurement Manager / Procurement Officer

	6.2.2.1
	Purchase Order No. and date of issue along with the correct & complete name and address of the supplier. 
	Asst. Procurement Manager / Procurement Officer

	6.2.2.2
	Product description including nomenclature, grade number if any, and other relevant specifications. In case of excess contents, Supplier’s reference or attached document reference could be quoted.
	Asst. Procurement Manager / Procurement Officer

	6.2.2.3
	Price, rate per unit, quantity and total value.
	Asst. Procurement Manager / Procurement Officer

	6.2.2.4
	If an existing Purchase Order is to be changed, an amended Purchase Order bearing same No. will be issued indicating the date of amendment.
	Asst. Procurement Manager / Procurement Officer

	6.3
	VERIFICATION OF QUALITY OF MATERIALS PURCHASED
	

	6.3.1
	The QA Department shall evaluate incoming materials as per the quality plan No. QP.QA/01 in accordance with laid down standards and procedures.
	QA Manager 

	6.3.2
	If any material is not found in conformity with ordered specifications, the matter shall be taken up in the Review Committee by QA as per QSPQA/8.3/01.
	QA / Manager Procurement FP / Manager Planning & Materials 

	6.3.3
	Any non conforming material; under special circumstances be released after the approval / signature from MPM / PM / BUM-FP.  

Records are kept for all such materials.
	Manager Procurement FP / Manager Planning & Materials / BUM FP / QA


7.0                    ASSOCIATED DOCUMENTS

	1.
	QRMM/01
	PURCHASE REQUISITION

	2.
	QRMM/02
	RFQ/EMAIL REQUEST

	3.
	QRMM/03
	PURCHASE ORDER (IMPORTS)

	4.
	QRMM/04
	SUPPLIER EVALUATION QUESTIONNAIRE

	5.
	QRMM/05
	VENDOR ASSESSMENT REPORT

	6.
	QRMM/06
	VENDOR RATING REPORT

	7.
	QRMM/08
	LIST OF NON APPROVED SUPPLIERS

	8.
	QRMM/09
	LIST OF APPROVED SUPPLIERS

	9.
	QRMM/10
	PROCUREMENT AUTHORIZATION SHEET 

	10.
	QRMM/13
	PURCHASE ORDER (LOCAL)

	
	
	

	
	
	


   This is a controlled document of Packages Convertors Limited.


                     Last printed 02/01/16 5:50:00 AM(SSC Applied)                               Issued By: MR/DMR

