SOP Template: Procurement of Ingredients and
Supplier Coordination

This SOP details the procurement of ingredients and supplier coordination process, covering supplier selection,
order placement, quality verification, delivery scheduling, and communication protocols to ensure timely and cost-effective
ingredient acquisition while maintaining high quality standards and strong supplier relationships.

1. Purpose

To establish standardized procedures for buying ingredients and coordinating with suppliers to ensure effective, on-time,
and quality-driven procurement.

2. Scope

This procedure applies to all staff involved in the procurement and supply chain management of ingredients for
[Company/Organization Name].

3. Responsibilities

¢ Procurement Officer: Primary responsibility for supplier communications, order placement, and documentation.
¢ Quality Assurance: Responsible for quality checks on delivered goods.
¢ Store Manager: Responsible for inventory updates and receipt of ingredients.

4. Procedure

1. Supplier Selection
o Identify potential suppliers based on quality, reliability, cost, and credentials.
o Request and review quotes/proposals from at least three suppliers for each ingredient.
o Evaluate suppliers using a Supplier Evaluation Form (see section 7).
o Choose preferred supplier(s) and document selection rationale.
2. Order Placement
o Prepare Purchase Order (PO) specifying product details, quantity, price, delivery schedule, and payment
terms.
o Send PO to supplier and request written confirmation.
o File and log all correspondence related to each order.
3. Delivery Scheduling
o Coordinate delivery date and time with supplier to match inventory requirements.
o Notify receiving department/store manager in advance of delivery.
4. Receiving and Quality Verification
o Inspect delivered goods against PO and quality standards checklist upon receipt.
o Document and report any discrepancies or quality issues immediately to supplier.
o Approve invoice only after satisfactory verification of goods.
5. Supplier Communication and Relationship Management
o Maintain clear, courteous, and prompt communication with suppliers.
o Document all interactions (emails, calls, meetings) for future reference.
o Conduct regular supplier performance reviews and feedback sessions.

5. Documentation & Records

Supplier Evaluation Forms

Purchase Orders (PO)
Delivery/Receiving Reports

Quality Inspection Checklists

Supplier Performance Review Reports

6. Communication Protocol

¢ Always confirm changes to orders, delivery schedules, and specifications in writing.
¢ Escalate unresolved issues to Procurement Manager.
e Keep all communication professional and solution-oriented.

7. Forms & Templates



Form Name Description

Supplier Evaluation Form For comparing and scoring supplier candidates.
Purchase Order Template Official request form for purchasing ingredients.
Quality Inspection Checklist For verifying delivered goods against standards.
Supplier Performance Review For periodic assessment of ongoing suppliers.

8. Review & Update

This SOP must be reviewed annually or as necessary based on business needs or supplier changes.
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