PURCHASING PROCEDURE
Example procedure · adapt it to your company · fill in the “…” fields
	Document no.
	…
	Issue date
	…

	Revision no. / date
	…
	Prepared by
	…

	Approved by
	…
	
	



1. Purpose
This procedure sets out how goods and services are purchased at …………… — the steps from identifying the need to payment, who approves each step and which records are kept.
2. Scope
It covers purchases of goods and services by all departments. Purchases outside its scope (if any): ……………
3. Definitions
	Requesting department
	The department that identifies the need and completes the purchase request form.

	Purchasing
	The department or person who requests quotes, compares them and places the order.

	Approved supplier
	A supplier that has been evaluated and added to the approved supplier list.

	Urgent purchase
	A purchase that cannot follow the normal sequence, in cases such as ……………


4. Responsibilities
	Task
	Responsible

	Identify the need and complete the request form
	Requesting department

	Approve the request (within the approval limits)
	Department manager / ……………

	Request quotes, compare them and place the order
	Purchasing

	Receive and check the goods
	Stores / requesting department

	Match the invoice to the order and receipt, make the payment
	Accounts

	Evaluate suppliers and keep the approved list up to date
	Purchasing


5. Procedure
5.1 Need and request
The requesting department writes the need on the purchase request form: item, specification, unit, quantity, required delivery date and place. If no brand is required, the specification is written instead.
5.2 Approval of the request
The request is approved within the approval limits below. An unapproved request is not processed by Purchasing.
	Request value (excl. / incl. VAT: ……)
	Approved by

	Up to ……
	……………

	…… to ……
	……………

	Above ……
	……………



5.3 Requesting quotes
Purchasing requests quotes first from suppliers on the approved supplier list. Minimum number of quotes: …… (for purchases above ……: ……). Every supplier receives the same item list, units and delivery terms.
5.4 Comparison and selection
Quotes are compared in the quotation comparison sheet, on the lines every supplier quoted. Lead time, payment terms, validity and equivalents are weighed with price; the reason for the choice is written on the sheet.
5.5 Order
The order is placed in writing (purchase order form or e-mail): item, quantity, unit price, delivery place and date, payment terms, invoicing details.
5.6 Receiving and inspection
The person receiving the goods checks them against the order: items, quantities, damage, documents. Any nonconformity is written on the receiving record and reported to Purchasing.
5.7 Invoice and payment
Accounts matches the invoice to the order and the receiving record; if the three do not agree, payment waits until the difference is resolved.
5.8 Supplier evaluation
Suppliers are evaluated every …… months with the supplier evaluation form; the result is entered on the approved supplier list.
5.9 Urgent purchases
For an urgent purchase the sequence may be shortened; the request form and approval are completed within …… working days and the reason is recorded.
6. Records
	Record
	Responsible
	Where kept / for how long

	Purchase request form
	Requesting department
	……

	Quotes and quotation comparison sheet
	Purchasing
	……

	Purchase order
	Purchasing
	……

	Receiving record
	Stores
	……

	Invoice and payment record
	Accounts
	……

	Approved supplier list and evaluation forms
	Purchasing
	……


7. Revision history
	Rev. no.
	Date
	Change
	Approved by

	
	
	
	

	
	
	
	

	
	
	
	



	Prepared by
	Approved by

	

Name / title / signature / date
	

Name / title / signature / date



A general-purpose example; adapt it to your organisation, approval authorities and quality system. It does not claim to meet the requirements of any standard and does not suggest values, numbers of quotes or periods. Related free templates: purchase request form, RFQ, quotation comparison, purchase order, approved supplier list, supplier evaluation form — aksco.com.tr/en/insights/
AKSCO · aksco.com.tr/en/ · Free, no sign-up. Version: 2026-11-07




