SOP: Vendor Coordination and Product Selection

This SOP details the processes for vendor coordination and product selection, including criteria for evaluating
potential vendors, establishing communication protocols, negotiating terms and pricing, assessing product quality, and
ensuring alignment with company standards and requirements. The objective is to streamline vendor interactions and
optimize product choices to enhance supply chain efficiency and business outcomes.

1. Purpose

To provide a standardized procedure for coordinating with vendors and selecting products that meet company
guidelines and objectives.

2. Scope

This SOP applies to all employees involved in the purchasing, supplier evaluation, and vendor management
processes.

3. Definitions

¢ Vendor: Any external party supplying goods or services.
¢ Product Selection: The process of identifying and choosing products that satisfy company requirements.
¢ SLA: Service Level Agreement.

4. Responsibilities

¢ Procurement Manager: Oversees vendor evaluation and product selection.
¢ Purchasing Team: Assists in communicating, negotiating, and recording vendor information.
¢ Quality Assurance: Assesses product quality and vendor compliance.

5. Procedure

1. ldentify Requirements

o Define product and service needs based on project or business objectives.

o Document specifications, quality standards, delivery timelines, and budget constraints.
2. Vendor Sourcing

o Compile a list of potential vendors via research, recommendations, or RFI/RFP.

o Gather relevant information (company profile, references, certifications).
3. Evaluation Criteria

Criteria Description

Price Competitive pricing relative to market.

Quality Conformance with company and industry standards.
Reliability Track record for consistent delivery and performance.
Certifications Relevant industry and regulatory certifications.
Customer Service Responsiveness and support capabilities.

Lead Time Ability to meet required delivery timelines.

4. Vendor Evaluation & Selection
o Score vendors using the above criteria.
o Shortlist vendors for product demonstrations, sample provision, or site visits as necessary.
o Select vendor(s) that meet or exceed requirements.
5. Communication Protocols
o Establish main points of contact for both parties.
o Set expectations for response times and regular updates meetings.
o Document correspondence for traceability.
6. Negotiation



o Discuss and finalize pricing, delivery terms, and payment schedules.
o Negotiate SLAs and penalties for non-compliance.
o Ensure terms align with company policies and requirements.
7. Product Quality Assessment
o Request and inspect product samples.
o Conduct or review quality testing reports.
o Confirm compliance with specifications and standards.
8. Final Approval & Onboarding
o Obtain management approval for selected vendors and products.
o Complete onboarding process, including documentation and contracts.
9. Ongoing Performance Monitoring
o Regularly review vendor performance against KPIs and SLAs.
o Documentissues and initiate corrective actions as needed.
o Schedule periodic re-evaluation.

6. Documentation & Records

Vendor evaluation forms
Contracts and agreements
Product quality reports
Communication logs
Performance review records

7. References

¢ Company Procurement Policy
¢ Quality Management Manual
¢ Relevant Industry Standards

8. Revision History

Date Revision Description Author

2024-06-01 1.0 Initial SOP Release Procurement Team
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