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1.       PURPOSE:
1.1 To establish policy and procedure for the selection and purchase of services and supplies that affect the quality of tests and/or calibrations. 
Notes:

1.
For receipt of purchased materials and services please see: SML-203

2.     For handling, storage, packaging of received items see: SML-210
3.
For control of shelf-life items i.e. Reagents & Consumables see: SML-303


2. SCOPE:

2.1 This procedure establishes controls over the purchase of materials and services that can affect the quality of SML products and services.
3. DEFINITIONS:

3.1 Supplies: Reagents and consumable materials that are used during calibration; whose quality can affect the conduct of the calibration and/or the results. Supplies which do not affect calibration results (such as office stationery or sanitary supplies), are not covered by this SOP.
3.2 Services: Commonly used services are calibration, maintenance, and repairs to equipment, etc. Services that do not affect test results (such as office janitorial services) are not covered in this SOP.
4. RECORDS

	DESCRIPTION
	RECORD
	LOCATION
	RETENTION

	Purchase Orders

(SML-102)

PO Requisition Form

(SML-117)

Approved Supplier List
(SML-132)

Request For Quote

(SML-130)

Vendor Re-Evaluation Form (SML-142)

Vendor Survey Form

(SML-133)
	Record of Purchase & specified Requirements

Record of request for purchase

List of approved Suppliers

Establishes pricing of products & services

Record of external supplier Approval
Record of external supplier Audit
	A/P Files in front office

A/R Files in front office

On line in the Auditors Portal

AP Files in front office

QA Office Vendor Files
QA Office Vendor Files
	7 Years Minimum

7 Years Minimum

Indefinitely

7 Years Minimum

Indefinitely

Indefinitely


5. RESPONSIBILITIES:

5.1 The Calibration Technician:
· Specifies the exact technical details, including quality requirements of raw materials, supplies, reagents etc.
· Specifies the details of any non-standard inspection requirements or processes (such as special oxygen cleaning or special packaging requirements).
· Specifies an approved vendor from the approved supplier list (SML-132) for outside services. 

Note: All approved suppliers including Calibration vendors have a folder which contains a copy of SML-142 vendor Re-Evaluation form indicating proof of evaluation and approval. Also included are copies of that suppliers current and past accreditation certificates.
5.2
Department Managers or assigned personnel:

· Generate purchase requisitions as required, defining product, service and quality requirements.

5.3
The Calibration Laboratory Manager or assigned personnel:

· Selecting suppliers from the approved supplier list (sub-contract only) that can best respond to the requirements of each particular order.
· is responsible for evaluating suppliers and developing a list of approved Standard Meter Lab suppliers (sub-contract only)
5.4
The Technician is responsible to:

· Document in detail the requirements that may affect the quality of the material or service being purchased.

Descriptions may include but are not limited to: Type, class, grade, precise identification, specifications, drawings, inspection instructions, other technical data including approval of test results, the quality required and the quality system standard under which they are made.
5.5
The Technician in charge of subcontracts:
· Reviews and approves sub-contract purchase orders prior to being issued to the supplier for inclusion of appropriate quality requirements.

6. REQUESTS FOR QUOTES:

6.1 Requests for quote for materials and services can be generated using standard form 

SML-130 or submitted to the vendor by email or via phone.
6.2 Information provided for the RFQ include should include the following:

6.2.1
Quantity



6.2.2
Description



6.2.3
Delivery requirements



6.2.4
Special conditions



6.2.5
Specifications and drawings as required



6.2.6
Required response date



6.2.7
Any other pertinent information.

6.3 Requests for quotation shall be sent only to suppliers meeting the necessary minimum requirements.
6.4 Calibration service providers shall only be selected from our approved supplier list. 
6.5 When an accredited calibration is required the buyer shall verify the calibration lab has a current ISO/IEC 17025:2005 certification and the necessary processing is within their scope of accreditation.
6.6 Answers to technical questions arising during the bidding process should be coordinated with system experts and/or the requestor. The requestor must coordinate the reply and ensure all potential suppliers are provided the same information.

6.7 The Buyer will not reveal to the any supplier prices quoted by another supplier creating an unfair advantage for one supplier over another.

6.8 Unless a specific exception has been obtained from the company President, bids shall not be solicited from, nor any order placed with any company that:

6.8.1 Is owned, controlled or actively influenced by a SML employee/.
6.8.2 Employs in management, consulting, or sales capacity a company 
employee/.
6.8.3 Employs in any capacity a company employee in a position to influence the selection of, or conduct business with, such supplier.

6.8.4 When circumstances warrant solicitation of competitive bids to be inappropriate, the buyer documents the facts on the reverse side of the purchase requisition and obtains approval of the Operations Manager.

6.8.5 Any problems of interpretation are referred to the company Operations Manager.

7. PURCHASE REQUSITION REVIEW:

7.1 For distribution items the sales person reviews the availability of materials in inventory and if a purchase is required a copy of the sales order is forwarded to the buyer for purchase.

7.2 For repair part requirements the technician reviews available materials in inventory to determine purchase requirements, repair parts requiring purchase are placed on a request for purchase and forwarded to customer service.
Customer service quotes the job to the customer and if approved forwards the request for purchase to the buyer for purchase. 

7.3 If material(s) is/are available and on hand, the required item(s) is/are physically pulled off the shelf and placed with the job, removing them from available inventory and assuring they will be available once the quote is approved.

7.4 If material is not available, contact is made with appropriate suppliers to determine availability and delivery schedule. 

7.5 If material can be procured by the scheduled date the required items will be placed on order and a copy to the purchase order will be faxed or emailed to the supplier as means of a confirmation.

7.6 If material availability can not be achieved by the required date the customer must be informed and a new scheduled delivery date agreed upon.

7.7 Defined order specifications may not be altered with out approval from the requestor.

8. PURCHASE ORDERS:

8.1 Purchase orders contain all information necessary for the manufacturer to provide acceptable materials.

8.2 All detail part numbers purchased from outside suppliers will have the required product quality requirements clearly identified. Quality requirements are as follows.

8.2.1 Material or product certification requirements

8.2.2 Product revision level

8.2.3 Product variables (Input, scale, current, options etc.)


8.3
All completed purchase orders identify the following as applicable:

8.3.1 P.O. Number

8.3.2 Order Date

8.3.3 Taxable/resale status

8.3.4 Vendor information

8.3.5 Ship To information

8.3.6 Vendor Number

8.3.7 Confirming

8.3.8 Ship via

8.3.9 F.O.B.

8.3.10 Terms

8.3.11 Resale Number

8.3.12 Responsibility

8.3.13 Item / Manufacturer part no.

8.3.14 Description

8.3.15 Any required drawings or specifications

8.3.16 Required Date

8.3.17 Quantity ordered

8.3.18 Unit Price

8.3.19 Authorized Signature

9. PURCHASE ORDER APPROVAL:

9.1 Purchase Requisitions must be approved prior to issuance of any purchase order.

9.2 The buyer is responsible for ensuring proper approval is obtained in writing or verbally before issuing an order.

9.3 The signature block of the purchase requisition is to be used to evidence approval.

9.4 The following Guidelines are provided to ensure Purchase Orders are properly approved.

9.4.1 Sales personnel authorize Inventory and Direct Material (resale items) purchases up to $5,000.00. Between $5,000.00 and above the Operations Manager must cosign.
9.4.2 The Operations Manager approves other non-inventory purchases, office and shipping/receiving supplies etc.

9.4.3 Purchases involving advertising: the Operations Manager approves any promotion or public use of the company name.

9.4.4 The Operations Manager will approve purchases of office furniture and / or equipment citing general and administrative expenses.

9.4.5 The Calibration Laboratory Manager authorizes component purchases required for the repair and/or calibration for SML or Customer Instrumentation, as well as purchases necessary to maintain existing levels of spare parts inventory. Any increases to existing levels require the Operations Managers approval.

10. CERTIFICATION / LOT CONTROL:

10.1 The buyer is responsible for identifying any certification and or lot control requirements for the purchase order.

10.2 “Certification and/or Lot Control Required”: must be so stated on the face of the purchase order signifying the requirement.

10.3 The supplier will be required to provide a copy of the certification / test/ lot number reports upon receipt of the product.

10.4 Received items will be rejected if applicable certifications / control reports are not received.

11. SUPPLIER APPROVAL/DISAPPROVAL:
11.1 Current and potential suppliers to SML must operate within a comprehensive quality system. Suppliers must provide written evidence of third party certification to ISO 9001:2015 or ISO/IEC 17025:2017 for our accredited calibration service suppliers, or provide an action plan with dates for achieving third party certification to one of these standards.
11.2 This requirement may be waived at the discretion of SML Purchasing and Quality Assurance based on an onsite audit of the supplier or from information presented by the supplier through the use of our supplier survey. Ref: SUPPLIER SURVEY (SML-133)
11.3 All calibration service providers will be evaluated annually to assure that they meet Standard Meter Labs requirements as an approved vendor. A record of evaluation is maintained on VENDOR RE-EVALUATION REPORT (SML-142) 

11.4 If verification of the quality of a supplier product is to be determined at the supplier’s premises, Purchase Orders will be so annotated.

11.5 Suppliers not providing a product or service of acceptable quality are notified by Quality Assurance through a Corrective Action Request. 

11.6 The Calibration Laboratory Manager is notified of any supplier not resolving discrepancies in a timely manner and is responsible for assisting in follow-up with the supplier to determine the necessary resolution(s).

11.7 If the Supplier does not resolve the discrepancy, the Calibration Laboratory Manager will make a determination to remove the supplier’s approval status and that supplier is no longer used.

12. GOVERNMENT INSPECTION AT SUBCONTRACTOR FACILITY:

12.1
When Government Inspection is required the following statement will be printed on the purchase order:

“Government inspection is required prior to shipment from your plant. Upon receipt of this order, promptly notify the government representative who normally services your plant so appropriate planning for Government inspection can be accomplished.”

12.2 When under authorization of the Government Representative, copies of the purchase order will be furnished directly to the Government Representative at the subcontractor facility rather than through Government channels, the following statement will be printed on the purchase order:

“On receipt of this order, promptly furnish a copy to the government Representative who normally services your plant or, if none, to the nearest Army, Navy, Air Force or Defense Supply agency inspection office. In the event the representative or office cannot be located, our buyer should be notified immediately.”

	Standard Meter Lab.
	



