Corporate Purchasing Policy Template

1. Introduction

This Corporate Purchasing Policy outlines the guidelines and procedures for all purchasing activities within [Company Name]. It is designed to ensure efficiency, transparency, and compliance in our procurement processes.

1.1 Purpose

The purpose of this policy is to:

Establish a standardized approach to purchasing across the organization
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Ensure cost-effectiveness and value for money in all purchases
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Maintain ethical standards and prevent conflicts of interest
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Comply with relevant laws and regulations
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Promote sustainable and responsible purchasing practices
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1.2 Scope

This policy applies to all employees, departments, and subsidiaries of [Company Name] involved in any purchasing activities, regardless of the value or nature of the purchase.

2. Roles and Responsibilities

2.1 Purchasing Department

The Purchasing Department is responsible for:

Overseeing all purchasing activities
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Negotiating contracts with suppliers
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Maintaining relationships with vendors
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Ensuring compliance with this policy
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Providing training and support to other departments
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2.2 Department Managers

Department Managers are responsible for:

Identifying purchasing needs within their department
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Submitting purchase requests in accordance with this policy

[image: image12.png]



Ensuring budget compliance for their department's purchases
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Reviewing and approving purchases within their authority limits
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2.3 Employees

All employees involved in purchasing activities are responsible for:

Adhering to this policy and related procedures
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Reporting any potential conflicts of interest
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Seeking appropriate approvals before making commitments
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Maintaining accurate records of all purchasing activities
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3. Purchasing Procedures

3.1 Purchase Requisition

All purchases must begin with a formal purchase requisition, which should include:

Detailed description of goods or services required
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Quantity needed

[image: image20.png]



Estimated cost

[image: image21.png]



Preferred supplier (if applicable)
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Justification for the purchase
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Required delivery date
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3.2 Approval Process

The approval process follows these steps:

1. Requester submits purchase requisition

2. Department Manager reviews and approves (if within their authority)

3. Purchasing Department reviews for policy compliance

4. Financial approval based on the following thresholds:

Up to $5,000: Department Manager
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$5,001 - $50,000: Director level
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$50,001 - $250,000: Vice President level
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Above $250,000: CEO or Board approval required
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3.3 Competitive Bidding

Competitive bidding is required for purchases exceeding $10,000:

Minimum of three bids for purchases between $10,000 and $50,000 Formal RFP process for purchases above $50,000 Exceptions must be justified and approved by the CFO
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3.4 Purchase Orders

All approved purchases must be accompanied by a Purchase Order \PO\ which includes:

PO number
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Supplier information
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Detailed description of goods or services
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Quantity, unit price, and total cost
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Delivery terms and date
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Payment terms
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3.5 Emergency Purchases

In case of emergencies threatening life, property, or business continuity:

Immediate action can be taken without prior approval
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Documentation must be submitted within 24 hours of the purchase

[image: image39.png]



Post-purchase review and approval is required
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4. Supplier Management

4.1 Supplier Selection

Suppliers are selected based on:

Quality of goods or services
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Cost-effectiveness
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Reliability and delivery performance
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Financial stability
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Compliance with laws and ethical standards
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Sustainability practices
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4.2 Supplier Evaluation

Regular supplier evaluations are conducted to ensure:

Consistent quality and service
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Competitive pricing
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Compliance with contractual terms
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Continuous improvement
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4.3 Preferred Supplier List

The Purchasing Department maintains a Preferred Supplier List, which:

Is updated annually
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Includes suppliers who consistently meet or exceed expectations
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Should be used whenever possible for routine purchases
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5. Ethical Considerations and Conflict of Interest

5.1 Code of Conduct

All employees involved in purchasing must adhere to the company's Code of

Conduct, which prohibits:

Accepting gifts or favors from suppliers
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Disclosing confidential information
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Engaging in any activity that could create a conflict of interest
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5.2 Conflict of Interest

Employees must disclose any potential conflicts of interest, including:

Personal relationships with suppliers
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Financial interests in supplier companies
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Any situation that could impair objectivity in decision-making
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6. Sustainable Purchasing

6.1 Environmental Considerations

The company is committed to environmentally responsible purchasing:

Preference for eco-friendly products and services
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Consideration of lifecycle costs and environmental impact Encouragement of suppliers to adopt sustainable practices
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6.2 Social Responsibility

Purchasing decisions should consider:

Fair labor practices of suppliers
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Diversity and inclusion in the supply chain
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Community impact of purchasing decisions
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7. Documentation and Record Keeping

All purchasing activities must be thoroughly documented:

Purchase requisitions, orders, and invoices
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Bid documents and evaluations
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Contracts and agreements
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Supplier performance records
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All documentation must be retained for a minimum of 7 years
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8. Compliance and Auditing

8.1 Policy Compliance

Compliance with this policy is mandatory. Violations may result in:

Disciplinary action, up to and including termination Legal action if applicable
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8.2 Auditing

Regular audits will be conducted to ensure compliance:

Internal audits conducted quarterly

[image: image73.png]



Corporate Purchasing Policy Template
6

External audits conducted annually
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Audit results will be reported to senior management
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9. Policy Review and Updates

This policy will be reviewed annually and updated as necessary to ensure:

Alignment with company objectives
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Compliance with changing laws and regulations
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Incorporation of best practices in purchasing
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10. Training and Support

The Purchasing Department will provide:

Annual training sessions on this policy
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Ongoing support and guidance for all employees involved in purchasing
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Regular communication of policy updates and reminders
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11. Appendices

Appendix A: Glossary of Terms

Appendix B: Purchase Requisition Form

Appendix C: Supplier Evaluation Scorecard

Appendix D: Conflict of Interest Disclosure Form

By implementing and adhering to this comprehensive Corporate Purchasing Policy, [Company Name] aims to achieve efficiency, transparency, and ethical standards in all its purchasing activities, ultimately contributing to the overall success and sustainability of the organization.
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