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PURPOSE
To ensure that purchases (at site) are done on approved vendors and as per norms.

SCOPE

This is applicable to all purchases.

All departments of OEC come under the scope of this procedure

REFERENCE
 Purchase Policy
 Approved Vendors List
Abbreviations:-
PO - Purchase Order
RESPONSIBILITY
 AVP Admin and COO are the owners of the process.
 Admin Department is responsible for creating PO. 

PROCEDURE / DESCRIPTION OF ACTIVITIES
Refer to the flow chart for the detailed steps.

FORMATS / EXHIBITS

Record Number Record Title File Name Location of
Record

Maintained By Retention
Period

OEC-MR-PU-F-
01

Vendor Review  
Format

Vendor Review 
Format

Purchase
Department

Purchase Manager At least 3
years

OEC-MR-PU-F-
02

Vendor Comparison 
Matrix

Vendor Comparison 
Matrix

Purchase
Department

Purchase Manager At least 3
years

OEC/LOC/YY-
YY/MMM/###

Purchase Order Purchase Order Purchase
Department

Purchase Manager At least 8
years
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Purchase Process Steps Responsibility

Start

Raises a Request for PurchaseEmail
Purchase 

Manager /Other 
Department/

Branches

Review the Request

Vendor Available in the 
Approved Vendor List

Yes

No

Identify at least three vendors

Take Quotations from all three 
vendors

Evaluate Vendors

Complete Vendor Comparison 
Form, Rate Each Vendor on all 

criteria on a 1-5 scale

Decide on Vendor

Obtain Approval as per the 
approval matrix mentioned in the 

purchase policy

Purchase Policy

Vendor 
Comparison 

Form

Add name of the vendor in the 
Approved Vendor List

Raise a Purchase Order

End

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager

Approved 
Vendor List

Purchase Order

Quotations

Vendor 
Comparison 

Form

Obtain 
Quotation

Raise Purchase 
Order

End

Send the Vendor Registration 
Form with the Vendor Purchase Manager

Vendor 
Registration 

Form

Vendor 
Registration 

Form

All printed copies except the MASTER COPY, and all electronic copies and versions except the one accessible on the OEC Intranet Server, 
are considered uncontrolled copies used for reference only.



OEC Records Management Company Pvt Ltd www.oecrecords.com

DEPARTMENT ISSUE DATE REVISION #

ADMIN
OEC-MR-PU-P-02 2016-05-05 1.0*

PURCHASE PROCESS PAGES

3 of 3

Purchase Process Steps Responsibility

Review of Vendor 
Performance Start

As per Frequency mentioned in the 
Purchase Matrix, Review Performance of 
All Vendors mentioned in the Approved 

Vendor List.

Complete the Vendor Review Form as 
per the criteria mentioned in the 

Purchase Metric

Performance 
Of Vendor

Continue with 
the Vendor

End

Good

Very Good

Place the Vendor on Watch List

Poor Delete the name 
from Approved  

Vendor List
End

Average

Provide Vendor Feedback on Areas of 
Improvement

Conduct a Review After 3 Months

Good/
Very Good

Include in the Approved Vendor 
List (Remove From Watch List)

Yes

Delete from the Approved Vendor List

No

End

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager

Purchase Manager
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