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Purchasing Process Definition & Strategy
How To Start the Purchasing Process
Purchase Order Types
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Follow Up & Reports

Purchasing Manager Qualifications
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Course Objectives

How To Make a Purchase Order

The Role of the Purchasing department
How To make a Purchasing Report
What the types of the Purchase Orders

How to make a Supplier Evaluation
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Purchasing Process Definition

 The purchasing process is the steps a business goes through to complete a
transaction. Businesses typically go through a formal process when purchasing
something, unlike consumers. Purchases for a business can require research, input

from different departments, negotiations and invoicing.
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Purchasing Process Strategy
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€ and Technology )
i Purchasing Support

urchasing Manage- Role and Scope
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Plannlng and Managing

Identifying and Managing —— St rategy (Deliveries and Stock)
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Contractual Relationships
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Financial Aspects o
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of Deliverjes

aogalsl

J-o<l
osdie Jes] — dbgazo Fobxl pnx U‘""U""

AL A B AT ALl



_ygo} |

O

401 | ¥4

PURCHASING

Department
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Purchasing Process Strategy
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PurcHase DepARTMENT
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Purchasing Process Strategy
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Selection and development of supplier network
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Purchasing Process Strategy
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Financial Aspects of Purchasing
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How To start the purchasing Process in the construction field?
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What are the Documents you need to Start the Purchasmg Process?

Tender Documents
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Drawings Specifications
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Budget
Quantities
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How To Start the Purchasing Process ?

Material List
Olelsd! dasle

Work Package
JleeYl axwds

Request For Quotation
I(RFQH

el

Vendors Comparison
S &55\a0

Material Submittal
slezeM S lolsd oo

Vendor Selection
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Purchase Request

Signed PO
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Payment Request
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Invoice
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Supplier Evaluation
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Purchasing Process

:‘Material List ol dSle 1
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Name

" Aluminium Works

~ Ceramic Works

-

S

[}

4

p

Clausstra wall Works
Concrete Works
Curbstone Works
Dewatering Works

Epoxy Works

_ Excavaticn & Backfilling Works

Expansion Joint Works
Fence Works
Masonary Works
Painting Works

Piles Works

Pipes Works

Plaster Works

Date modified

5/2/2023 4:15 PM
5/3/2023 3:29 PM
5/3/2023 3:55 PM

5/3/2023 2:55 PM

5/2/2023 4:12 PM
5/1/2023 11:21 AM
5/3/2023 3:46 PM
5/3/2023 5:05 PM
5/2/2023 3:45 PM
5/2/2023 411 PM

| Olelyz] Olglas

Purchasing Process

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder

File folder

‘Work Packages JlesIl apwids .2
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Purchasing Process

| Olelyz] Olglas

REQUEST FOR QUOTATION

DE.EI Sir,
We are plessed to announce that we are executing Project Mame Mew Froduction, as
the Main Confractor. This Contract reguires ... works. and you are kindly reguested

to submit your best and final offer to supply and install the a/m works according to the
following attachments:

Contract® O, Forms

B.Q.Q

Specifications.

Dirawings.

Measurements & payments.

Related Clarifications.

Schedules (Project Schedule, Door Schedule, Window Scheduls..)

M@k R

“our offer must include the following:

1. Priced B.O.2. in EGP Currency Including Sales Taxes {In the attached X|s
BEOC Sheet).
Delivary terms and Duration.
Technical compliance sheet with Specs.
Sonfirmation on Project terms of payment
Confirmation on the S/C terms and articles.
Prequalification.
Complate Submittal (samples, technical data sheets, gatalnoues..=to)
All technical information related to your scope of work.

M.B: Subcontractors shall ftake owr aftached subconfract sgreement ferms info
consideration while pricing.

W@k @

Your offer should be submitted no later than ., /000201 .., valid for 30 days.

Best Regard,
Engl..._...

:Request for quotation “RFQ” paudll LI .3
ZLQSJLle ol.cb.n & J)j,oj\ le\ u.Uo dl’"ﬂl %
syl paill (oo Jla] 3)gell e Jgud) las o]l
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Purchasing Process

:Vendors Comparison (pygadl diylae 4
45)aall 19S5 9 s J428Y) 48,0 agins dpylae Jos @iy udygell (o slawsdl (29,6 Jldiusl day
oedge B e Ja Y dlasdl (§ (uaygell sae 0550 O (de (udygall (o dde oo &39S0

Cost Comparison Sheet Project:
PR No. : Prep By:
Supplier Name Budget il i ghll G2 T e e
Payment 30 Days After Delivery | 30 Days After Delivery | 30 Days After Delivery 30 Days After Delivery
NO Description Material Availablity
Currency ! Rate EGP EGP EGP EGP EGP
Unit Oty Bate | Total Rate Total Rate Total Rate Total Rate Total
1 = 5*12*25 Sama sl 2 | Per 1000 1 1,22 220.00 1.050.00 1,080.00 178 1.788.00 1.05262 108262 | 1,080.00 1.080.00
2 e A0*20*25 § jis L5k Per 1000 1 11,22 . 00 1 0 | 12.680.00 8,586.48 8,596.49 | 8,500.00 8,500.00
Grand Total in EGP 15,478.00 9.849.12 9,580.00
Transportation Inclhu Inclu Included Included
Add TAX 14% .00 216892 1,380.88 1,338.40
Grand Met Tatal in EGP 14,181.80 10,773.00 17,644.92 11,000.00 10,898.40
Discount
Grand Total in EGP { after discount } 1415180 10,773.00 17.644.92 11,000.00 10,595.40
Saving Amount 3.408.60 -3.463.32 318160 3.283.20
Saving Percentage 24.04% =244 22434 2315
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Purchasing Process

MATERIAL TRAMSMITTAL

:Material Submittal slkaed Ol guuas .5

Specs Section Ma.

[ H
oo i

conzultant reply:

== Olold] 488 )55 o3y e Blg (§)ladadl (g slazeN
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Purchasing Process

SELECTION PROCESS

:Vendor Selection gl jlasl .6
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Purchasing Process

Department.........

Company Name
Purchase Requisition

"""""""""" NOLLe it
To be delivered at.................. R . R |
......................................... e — :Purchase Requisition <& b 7
Purchase the items listed below:
Item No. Quantity Description Code Purpose O)\Ql R L ‘9-1-b-‘°~” Olalsd 9!;\1’ K—A-l-b (QQJJU (QJJ

oy Batiaall dalsdl g1 5y gall sl did H9Se §9 il

For use of Purchase Department Only

Purchase Order No
Supplier...............
Delivery Date........

...........................

Lgio 2y3dlg U9 O delzdl 53459 Sladw!
Requisition BY.........cccvvvereeerienns
Approved BY.......coccivviiiiiiine.
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Purchasing Process
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Purchasing Process
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Supplier name: Main Scope:
|:| Ferformance Evaluation I:I RE-Assessment/Old Vendor
Criteria Weight
Tender
""" Fesponding to pricing requests 0
Adherence o SpecificationfFequirements 30
Prizing and itz credibility el
Flevibility and the responze to negatiations 0
w3y of communications B
Providing alkernative or innowvative suggestions B
Subtotal
Planning Management
Material delivery according to baseline program 1003
Subtotal
HSE
Prouide Sakety Data Sheets [SOS] bor hazardous products or chem 20
Equipment is designed and manufactured az per Applicable Law 15
Protective requirements are considered and provided for equipment and toals 20
Product is labelled with relevant information 15
Frevent ground contamination by oil or other polluting substances 15
Comply with the site traffic rules 18
Subtotal
Quality Management
N Fidberenice o Specification and good qualit i
ubtotal

| Olelyz] Olglas

Purchasing Process

:Supplier Evaluation  3gell euas .11
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9l yelgl £l
Purchase Order Types

Material Purchase Orders - Slolsdl g5 elgl @
Consumables Purchase Orders - 48Mgiw! slgall )55 yolgl

Services Purchase Orders - @ledsdl g5 elgl @
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Purchase Order Types

Material Purchase Orders ol aygs selgl .1
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Purchase Order Types

S Mgrudl slgall g5 yolol .2

:Consumables Purchase Orders
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Purchase Order Types

:Service Purchase Orders wledsdl ygs yolgl .3
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What is the VAT Types in the purchase orders?
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Agl salsh e Sl g
VAT Types on Purchase orders

LS Mgl olgally lalsdl doygs solgl e do s o
VAT Percentage for Material and Consumables Purchase orders
Olodsdl doygs elol e dos
VAT Percentage for Service Purchase orders
Lo o (ST lgde dxg3 Y Olals Wyg5 solgl o

Purchase orders that have no VAT Percentage
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DIFFERENT TYPES OF

VAT

Agl salsh e Sl g
VAT Types on Purchase orders

A8 Mgl slgally Olalsdl doygs pelol (de don .1

VAT Percentage for Material and Consumables Purchase Orders
A Mgl 3lgolly Lol e dblian dad s dyall Dl plane (3 dirsy
652 by 0 Al 01 dagd il

aogalsl

J-o-<l

it Jas] = dbgans Bsil) guar i



401 1 Fdol | rdol |
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VAT Types on Purchase orders
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VAT Percentage for Service Purchase orders
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VAT Types on Purchase orders

Gpps §lgade Az g3 Y Olals g5 yalsl 3

Purchase orders for materials that have 0% VAT
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What is the function of the purchasing department?

oy Jas] — dbgae Fohxl g

Joc!



401 1 Fdol | rdol |

T wban Byls] dadsy 2 L
What is the function of the purchasing department?

To Make a production Effective from Cost View a8l cus opo Jid ZSY o
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What is the function of the purchasing department?

To Make a production Effective from Cost View a8l Gy po Jlad zGY o
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What is the Follow up sheets and Reports that show to the top
management?
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Follow Up & Reports

(P.O) Tracking Sheet gl yelgl dabio a5 o

Standard Pruches Order Follow Up

PR Line Number
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Follow Up & Reports

(P.O) Tracking Sheet gl yelgl dabio a5 o

Standard Pruches Order Follow Up

PO Shipm | Creation | Approved Po Comments | Store Code ﬁescriptiun UOM | Unit ﬁly I?'ayment Amount | Need Ey Ijty Ijty. Ijty. Ijty. Ijty. Closure
Line | ent | Date Date Price TG Date vaT |Billed Received |Cancelled | Delivered | Open | Status

oy Jas] — dbgae Fohxl g

aogalsl

J-o-<!



dal JI 8 ool

o das] — Abgae Bohxl puax

asolalsl

U_ se £
U Joo B
ML AN A ACACE MY



401 1 Fdol | rdol |

Dsall )Lzl 3 354l Jalsal

Factors affecting supplier selection

Tayg0ll sl S

Supplier A Supplier B Supplier C
Category Weight Rating Score Rating Score Rating Score
Quality systems 40% 3 1.2 5 2.0 3 1.2
Delivery 4095 2 0.8 3 1.2 4 1.6
capability
Price 20% B 1.0 3 0.6 2 0.4
Weighted score 100895 3.0 3.8 3.2

*All scores on a five-point scale with 1 = poor, &5 = excellent
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Making An Insourcing or Outsourcing Decision
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What is the inventory department role with the purchasing
department?
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The inventory department role with the purchasing department
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The inventory department role with the purchasing department
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The inventory department role with the purchasing department
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The inventory department role with the purchasing department

il Gl 2

<

Laiwan L £33 9l9 A WY1 oldeal) Loy liaadly sually slgell e 8ladall Gl lus! 4845 ]
A Y Adeadl Ayl yaiial Baaig 3L pus Olasa) duwliall 83 92x0bg dapdew D>
Argllhadl OlaSby plascwdl dxdleg dadiw D> (3 dSlgd] Ol cpis o

oy Jas] — dbgae Fohxl g

aogalsl

J-o-c!



401 1 Fdol | rdol |

Oblaell 8)ls] xe (yeall 8)l3] )9
The inventory department role with the purchasing department
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The inventory department role with the purchasing department
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The inventory department role with the purchasing department
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Purchasing Workshop ( Real Example)
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Purchasing Process Workshop
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