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1. Purpose

1.1. The purpose of this NPP is to define the process that ensures that products and material purchase to support production requirements conforms to specified requirements.

2. Scope

2.1. This procedure applies to all purchase orders for production material issued by .  Other procedures affected are NPP-99034- Receiving Procedure and NPP-99035- Supplier Qualification.

3. DEFINITIONS (optional)
PURCHASE ORDER


Authorized control document


 SUPPLIER QUALITY


  REPRESENTATIVE


A qualified employee authorized 







to review the supplier’s ability to 







supply material and review corrective







 action requests for acceptability.


BUYING PERSONNEL


A qualified employee who is an 







authorized purchasing agent with 







authority to place purchase 







orders.

4. Policy


4.1
Source Selection



4.1.1
All production purchases are to be made from suppliers on the basis of their 


ability to meet purchase order requirements, including quality 




requirements as defined in NPP-99035- Supplier Qualification.



4.1.2
Acceptability shall be determined on the basis of the supplier’s ability to meet requirements set forth by the purchase order.  Records of supplier’s previously demonstrated capability and performance, including First Articles, would be considered acceptable, unless specified on the purchase order. 

4.2 Purchase Orders   



4.2.1
The purchase order is the primary contracting document which shall clearly describe the product ordered and acceptance requirements for material ordered.  This document originates from an order requirement generated by MRP, past order history, or by a requisitioner for materials, capital equipment or supplies to support production.



4.2.2
Every purchase order for production material should have an inventory part number referenced on it. A  drawing or specification is the controlling document. The drawing or specification shall identify requirements necessary for the satisfactory completion of the purchase order.  Any additional requirements not defined within the drawing or specification shall be included as notes on the purchase order.

For  items under Engineering revision control, the Buyer/Planner is required to verify with the supplier, at Purchase Order release, that the supplier is in possession of the most current Engineering revision drawing/s and/or artwork/s as defined within the MRP database.  After initial release, the Purchase Order shall reflect the most current revision level negotiated with the supplier. Should the supplier not have the latest drawing/s and/or artwork/s the Buyer/Planner shall secure the necessary documents through  Engineering Services and forward to the supplier.

4.2.3 Production material ordered using a non-inventory part number will define the requirements for the item in the description line item on the purchase order. The manufacturer’s part number should be documented on the purchase order when possible and the ‘C’ number should also be documented on the purchase order to define the job that the part is to be used on.

4 Every purchase order for production materials, capital equipment or supplies shall be entered into the MRP database. A purchase order number will be assigned for all production requirements. As a minimum, all purchase orders should include supplier name and address, quantity, cost, delivery schedule and payment terms. When possible, account billing job number should be noted. Purchasing shall forward credit documents to new suppliers to ensure acceptable terms.


4.3
Verification of Purchased Product



4.3.1
The Receiving Procedure and Inspection and Test Status detail acceptance requirements for all production material that is purchased.


4.4
Distribution and Storage of Purchase Orders



4.4.1
Purchase orders shall remain in an open PO file until the PO is received or considered closed. At this time, closed purchase orders shall be updated, verified to be closed in the MRP database and stored in the closed PO file. The storage of purchase orders is in the Purchasing Department or on-site storage. Retention period is 7 years.

5. EXHIBITS

5.1. Exhibit A – Example Purchase Order

EXHIBIT “A” Example of a Purchase Order


Purchase Order
PURCHASE

ORDER

# # # # # #

VENDOR
(Name)

(Address)

Contact:






Terms                        F.O.B.                        Buyer




Ship Via       Account       Requisition       Order Date











Required Date

Ship to: 
Bill to:

Line

Item
T
Part Number
Required Date
Quantity

Ordered
Unit 

Cost
UOM
Extended

Cost


Description

Manufacturer Part #


Revision





Job:


Line Item Notes:

Purchase Order Total:        $         .   

Authorized By:

REFERENCE ONLY WHEN SIGNATURES ARE NOT PRESENT


