
SOP: Vendor Sourcing and Ingredient Procurement
This SOP details the process of vendor sourcing and ingredient procurement, covering vendor evaluation and
selection, quality assessment of ingredients, negotiation of terms and pricing, ordering and delivery procedures, inventory
management, and compliance with regulatory standards. The objective is to ensure reliable sourcing of high-quality
ingredients at optimal costs, while maintaining consistent supply chain efficiency and adherence to safety and quality
requirements.

1. Purpose
To standardize and ensure the procurement of quality ingredients from reliable vendors, maintaining cost effectiveness
and regulatory compliance.

2. Scope
This SOP applies to all personnel involved in the sourcing, evaluation, selection, purchasing, receipt, and inventory
management of ingredient suppliers.

3. Responsibilities
Procurement Manager: Oversees vendor sourcing and procurement process.
Quality Assurance: Assesses ingredient and vendor quality.
Warehouse Staff: Handles receipt and storage of ingredients.
Accounts: Manages payment and maintains vendor records.

4. Procedure
1. Vendor Sourcing and Prequalification

Identify potential vendors through research, referrals, and industry sources.
Request company profiles, certifications, and product lists.
Ensure vendors comply with legal and regulatory requirements (e.g., food safety, licensing).

2. Vendor Evaluation and Selection
Evaluate vendors based on quality standards, capacity, reliability, and compliance history.
Conduct site visits and audits if necessary.
Shortlist and approve vendors through cross-functional review.

3. Quality Assessment of Ingredients
Obtain and test product samples for specification compliance.
Ensure COAs (Certificates of Analysis) and safety data are provided.
Document results in the assessment form (template below).

4. Negotiation of Terms and Pricing
Negotiate prices, payment terms, delivery schedules, and minimum order quantities.
Establish supply agreements and contracts, outlining terms and responsibilities.

5. Ordering and Delivery Procedures
Issue purchase orders (POs) as per procurement plan.
Track order confirmation and shipping schedules.
Verify delivery against PO and inspect received goods upon arrival.

6. Inventory Management
Update inventory management system on receipt of ingredients.
Monitor stock levels and initiate reorders to avoid shortages.

7. Compliance and Documentation
Ensure all procurement documentation is accurately maintained and filed.
Stay updated on relevant regulatory standards and update SOP as required.

5. Records and Documentation
Vendor selection forms and audit reports
Product specification and test results
Contracts and service level agreements
Purchase orders and delivery receipts
Inventory logs



6. Ingredient Quality Assessment Template

Ingredient
Name Supplier COA

Provided
Specification
Met Comments Approved

By Date

Yes / No Yes / No

7. Review and Audit
The procurement process and vendor performance will be reviewed annually or as necessary. Any non-conformances
must be documented, investigated, and corrective actions implemented.

8. References
Company Procurement Policy
Food Safety Regulations (Local/National)
Industry Standards (e.g., ISO, HACCP)
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