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Procedure
Purchasing P7.4.2

Rev. F

Approved By: Mike Orsini, Quality Manager

Purpose: To describe the process for purchasing product or subcontracted services.

Scope: All purchased material and subcontracted work that directly affects quality.

Authority: The President or Quality Manager has the authority to change or modify this
procedure.

Reference Documents and Records
 Policy Element 7.4 Purchasing
 Evaluation and Control of Suppliers Procedure P7.4.1
 Request for Purchase form (P-REQ- XX)
 Purchase Order (P-PO-XX)
 Work Instruction PUR001
 Material Handling P7.5.5-1
 Receiving Inspection P7.4.3
 Quality Records Procedure P4.2.4

Change History

Date Change Rev By
12/10/96 Revised entirely due to pre-assessment

audit.
Included work instructions and form #s

B MO

09/30/97 Step 1 – last sentence remove “Stamp
as in Control”

C MO

9/21/99 Revised #4 - 9 To reflect current
practices

D GG

10/21/2002 Updated procedure to ISO 9001:2000
Requirements, added last process step
for product verification and Flowcharted.

E MO

10/9/03 Added use of email for obtaining
product through purchasing.

F MO
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BuyerManagement or Supervisors

Fills out Request for Purchase form (P-REQ- XX), or
emails the request to Buyer and ensures that the
Buyer has enough detailed information to properly
purchase product or service, reviews and
signs (a previously assigned QCI part number is
sufficient information to describe the product(s)
requested). Information on the Request for
Purchase form shall include: The type, class,
grade, or other precise identification, the title or
other specifications, drawings, process
requirements, inspection instructions, and other
relevant technical data, including requirements
for approval or qualification of product, procedures,
process equipment, and personnel, and/or the
title number, and issue of the quality-system
standard to be applied. If print is required make
a copy of the master print and forward to
Purchasing for material or service required.

Reviews Purchasing Requisition form (P-REQ-
XX) or email for completeness by following
work instruction PUR001.

Check part or subcontract history. Select
approved vendor or subcontractor. If item
being purchased is from new vendor or
subcontractor start Evaluation and Control of
Suppliers Procedure (P7.4.1).

Generate new purchase order. Document all
requirements on purchase order (P-PO-XX).
Information on the purchase order form shall
include: The type, class, grade, or other precise
identification, the title or other specifications,
drawings, process requirements, inspection
instructions, and other relevant technical data,
including requirements for approval or qualification
of product, procedures, process equipment, and
personnel, and/or the title number, and issue of the
quality-system standard to be applied. If print is
required make a copy of the master print, and fax
order to purchase order supplier with required
specifications and/or new drawings.
Request order confirmation.

File open purchase order by supplier and purchase
order number according to the Quality Records
Procedure (P4.2.4)

After receipt of confirmation, record any
adjustments that may be required and re-confirm
by fax or email if necessary

End

Verification of the purchased product/service is
conducted through the Material Handling Procedure
P7.5.5-1 and Receiving Inspection Procedure
P7.4.3.


