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Dcurement process - Meaning

he procurement process is a series of steps that organizations
ollow to acquire goods and services from external suppliers. This
ocess ensures that the procurement is done in a systematic,

cient, and cost-effective manner.
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Dcurement process - Steps

Identify Needs

eeds Assessment: Determine what goods or services are
quired by the organization.

cifications: Define the specific requirements, including quality,

ntity, and delivery timelines.
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ication and Selection
ch: Research potential suppliers and market conditions.
ormation (RFl): Collect information about potential suppliers' capabilities and offerings.

posal (RFP) or Request for Quotation (RFQ): Send detailed requests to shortlisted suppliers asking

upplier proposals based on criteria such as cost, quality, reliability, and service.

e supplier that best meets the organization's needs.
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curement process - Steps

Jest: Departments submit a purchase requisition to the procurement team detailing their

quisition is reviewed and approved by the appropriate authorities within the organization.

PO) Creation

2rt the approved purchase requisition into a purchase order.

des details such as product descriptions, quantities, prices, delivery dates, and payment terms.

D to the selected supplier.
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curement process - Steps

or the status of the order to ensure timely delivery.

n: Maintain open communication with the supplier to manage any issues that arise.
pection

Services: Accept the delivery of goods or services as per the order.

that the delivered items match the PO in terms of quantity and quality.

acord the receipt of goods or services in the inventory system.
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curement process - Steps

ing
ation: Match the supplier's invoice with the PO and delivery receipt to ensure accuracy.

\ddress any discrepancies between the invoice and the received goods/services.

2rnal approval for payment based on the verified invoice.
5: Process the payment according to the agreed-upon terms with the supplier.

intain records of all payments made.
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Summary

By following these steps systematically, businesses can make
informed and strategic decisions when selecting a location for

their facilities, minimizing risks and maximizing benefits.
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