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	PURPOSE
	The purpose of this procedure is to establish a controlled method for the purchase of materials and services, and maintain the documentation to ensure that purchased product or service conforms to specified requirements. This procedure is applied to all suppliers who offer a product or service that effects the subsequent NMD service-product realization or the final product itself.  

	INPUTS
	· Supplier prices 

· Current stock

· Purchasing planning
· Supplier evaluation result.

	ACTIVITIES

	TECHNICIANS
	Administrative personnel

	
	

	OUTPUTS
	· ORDER

· NMD DATABASE

	DESCRIPTION PROCEDURE

	1. Purchasing procedure starts when the necessity exists to purchase products or engage external services. 
2. The order, containing data clearly describing the product ordered, including where applicable: the type, class, quantity, or other precise identification.
3. Medical Director or another responsible member (administrative personnel) approves the orders, after checking the current stock and reviews the order to ensure that it contains all the information necessary to activate the purchasing order. All suppliers or subcontractors are on the APPROVED SUPPLIER LIST (F-011).
4. In certain circumstances, it may be necessary to activate a purchasing order by telephone, fax or give it in by hand to the supplier. 
5. All the orders are recorded and filed for three years into NMD database, with the corresponding bill and delivery note.
6. Warehouse manager checks the delivery notes to verify the items are corresponding with the original purchase order and deems items to determine if the material is suitable. For external services engaged the responsible checks the results of the external service and determine if it conforms to specified requirements.


ASSOCIATED DOCUMENTS:

· GP-007

SUPPLIER EVALUATION
RECORDS:

	Title
	Code
	File Localization
	Record Custodian
	Retention Period

	Approved supplier list
	F-011
	Quality
	Quality Manager 
	3 years

	Delivery note
	-
	Administrative
	Quality Manager
	3 years

	Order
	-
	Administrative
	Quality Manager
	3 years

	NMD Database
	-
	Administrative
	Quality Manager
	3 years


INDICATOR

	Indicator
	Formula 
	Data
	Frequency
	Owner

	Supplier’s deliveries accomplishment (%)
	
	
	
	Quality Manager

	Supplier’s products returned 
	
	
	
	Quality Manager


















































































































































































































































5. Introduce NMD Database
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6. Delivery





2. Order 





4. Send the order 
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3. Reviews it?

















3. Reviews it





1. Purchase necessity 





1. Purchase necessity 





2. Order 

















