TITLE OF POLICY
1.0 Purpose

Describe your objectives for writing this policy.  

Example:  
“This procedure establishes guidelines for the business process by which employees can request the purchase of maintenance, repair, and operating (MRO) supplies directly from the purchasing department.”

2.0 Revision History

Show a list of changes to this document and dates of change.  You can leave this section blank for now.  Generally, a table would appear here with the table headers “Date,” “Revision Number,” “Change,” and “Reference Section(s).”
3.0 Persons Affected

Identify the users of this document.

Example:

3.1 All employees who are authorized in advance from their management to make purchase requests.
3.2 Purchasing managers, purchasing assistants, buyers, and purchasing clerks.

3.3 Receiving clerks, inspectors, and accounting clerks.
3.4 Exclusion statement:  All purchasing departments outside of North America are specifically excluded from this procedure.

4.0 Policy

Describe the general organizational attitude of the Department, Program or Unit.  Think of this as an overview or general objective.

Example:

The policy of the [Company Name] is to ensure:

4.1 The purchasing department is the only department that is authorized to engage suppliers and obligate funds through purchase orders and contacts.

4.2 The purchase requisition form is the only document that will be accepted by the purchasing department for the procurement of MRO supply items.
4.3 Personal items (e.g. flowers, refreshments, subscriptions, or gifts) are not purchased on company premises or received by the company through the receiving department or any other entrance to the company or its properties.

5.0 Definitions

Define abbreviations, acronyms, forms, words, infrequently used or technical terms.

Example:

5.1 Maintenance, Repair, and Operating (MRO) Supply Items:  Expensed materials used by employees to help them perform their jobs.  These materials may include…
5.2 Purchase Requisition (PR):  This document is a three-part, pre-numbered form used by employees to request the purchase of materials or services…

6.0 Responsibilities

Summarize the roles and responsibilities of all individuals involved with this document.  Identify individuals by title rather than name.
Example:

6.1 The Purchasing Department Director is responsible for ensuring compliance to this procedure.
6.2 Employees are expected to select the current purchase requisition and adhere to the guidelines of this procedure when requesting MRO supply items.
6.3 The purchasing assistant shall review all incoming purchase requisitions to ensure they are completed in accordance with current purchasing policies and procedures.
6.4 The purchasing manager shall review those purchase requisitions received from the purchasing assistant.

7.0 Procedures

Define and outline the rules, regulations, methods, timing, place, and personnel responsible for accomplishing the policy as stated in the policy section above.
Example:

7.1 Any authorized employee can create a purchase requisition to purchase MRO supply items in accordance with the requirements referenced in this procedure.

7.1.1 The employee should normally view several catalogues or past department orders to develop an estimate of the total order value of the items requested….

7.1.2 The employee shall obtain the latest version of the purchase requisition from the forms stock or designated location…

7.1.3 (etc… on filling out form…

7.2 A purchasing assistant will review all incoming purchase requisitions to ensure compliance with the guidelines contained in this procedure.

7.2.1 The purchasing assistant will ensure that the department and accounting signatures are correct…

7.2.2 Upon approval, the purchasing assistant will initial the purchase requisition at the bottom right corner and forward it to the appropriate purchasing manager for review, approval, and assignment of an MRO buyer.  In the case that the Purchase Requisition is not approved, the purchasing assistant will make two attempts to contact the employee (etc.)
8.0 Content Creator

9.0 Effective Date

10.0 Other Resources
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