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B. INTRODUCTION

	Policy:
	Purchasing Department is responsible for the purchase clinical items required for conducting the operations of the Clinic in Penang International Dental College.

	Purpose:
	The purpose of this document is to provide policy guidance to Purchasing Department with respect to perform purchase process for the operation of the Clinic, PIDC.

	Scope:
	This describes the process for purchase of clinical items on requisition by departments.

	Responsibilities:
	Process owner would maintain the copies (soft copy) document and 
responsible that Records generated are accurate timely and 
legible.

Document Controller would maintain the original (controlled) document.












C. REFERENCE
         
	No
	Reference

	1.
	Vendor Registration List

	2.
	Minutes of Clinical Committee Meeting

	3 .
	Risk Register
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 D. GLOSSARY
	No
	Term
	Description

	1
	PIDC
	Penang International Dental College

	2
	SPCSA
	Senior Purchasing cum Store Assistant

	3
	DD
	Deputy Dean

	4
	CEO
	Chief Executive Officer

	5
	CRiO
	Chief Risk Officer

	6
	HOD
	Head of Department

	7
	PR
	Purchase Requisition

	8
	PO
	Purchase Order

	9
	DO
	Delivery Order

	10
	QCM
	Quotation Committee Member

	11
	AMA
	Assistant Manager Accounts

	12
	DC
	Document Controller

	13
	RR
	Risk Register




E. DISTRIBUTION LIST

	1
	HARD COPY
	Document Controller

	2
	SOFT COPY (pdf)
	All PIDC staff can access via web page
















  
F. PROCEDURE

It is the responsibility of everyone involved in this process to understand the procedure in this document before performing the following task, contact the document author if you have any question pertaining to these procedures.
	
	



	Step
	Action
	Responsibility

	1
	Receive and acknowledge the Purchase Requisition (PR) from HOD and Department In-Charge
	Senior Purchasing cum Store Assistant

	2
	Verify the Purchase Requisition
	Quotation Committee Member

	3
	Request minimum of three quotations from vendors
	Senior Purchasing cum Store Assistant

	4
	Prepare price assessment with quotation and other supporting documents
	Senior Purchasing cum Store Assistant

	6
	Present to the Quotation Committee Members
	Senior Purchasing cum Store Assistant

	7
	Evaluate and recommend the purchase requisition
	Quotation Committee Member

	8
	Contact HOD if requisition needs clarification
	Quotation Committee Member

	9
	Prepare the Purchase Order
	Senior Purchasing cum Store Assistant

	10
	Approve PO
	Dean

	11
	Send the PO to the vendor
	Senior Purchasing cum Store Assistant

	12
	Receive and check delivered items
	Senior Purchasing cum Store Assistant

	13
	Verify invoice
	Deputy Dean


	14
	Record received items in stock list
	Senior Purchasing cum Store Assistant

	15
	Forward Invoice to Accounts Department for payment process
	Senior Purchasing cum Store Assistant



    







G. FLOW CHART
                                                       FLOW CHART
	                                                                                                  Responsibility
Receive and acknowledge the PR 

                                                                                                                   SPCSA

                                                                                                           

                                                                                                                                                                                  
      QCM 

                                                                                                                                                                      Verify the requisition                



Request minimum three (3) quotation from vendors                        

	      
                                                                                                                                                 SPCSA 




Prepare price assessment and present to QCM

             SPCSA
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                                                                                                                           QCM
                                                                                                                                             	           
                                                                                                                                          Evaluate the Requisition


                           NO                                                     YES                                                                  	         Clarification from HOD / In-Charge

                                                                                                                                                          
                                                                                                                                         Rejected
Approved
        SPCSA
   
   
Prepare the PO

                                                                                                                                                                      Dean

                                                                                                                                                             	           
                                                                                                                        SPCSA   
  
Send PO to vendor 
Approve PO

                                                                                           			   SPCSA  
   
Received and check delivered items 

Verify the Invoice
Record and forward invoice for payment process
  Deputy Dean



   

													                          SPCSA



   

H. WORK INSTRUCTION

	DOCUMENT NO:  PIDC-QMS-S-PUR-01 

PIDC-QMS-S-PUR-01-WI-01: Work Instructions For Store Issuance

	Issue Date:  20 April 2018
	Enforcement Date: 20 April 2018     

	Issue Date:  15 March 2022
	Enforcement Date: 15 March 2022   


	Responsibility
	Action

	Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant
Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant






	1. Receive and acknowledge the Indent request from the departments.

2. Check availability in store. 


3. Update record of stock balances.


4. Submit indent book to Deputy Dean for the approval.


6. Issue the approved items to the departments.


7. File copy of the Indent 

	 
	





	DOCUMENT NO:  PIDC-QMS-S-PUR-01 

PIDC-QMS-S-PUR-01-WI-02: Work Instructions For Receiving Delivery Items

	Issue Date:  20 April 2018
	Enforcement Date: 20 April 2018     

	Issue Date:  15 March 2022
	Enforcement Date: 15 March 2022   


                                                           

	Responsibility
	Action

	
Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant

	
 1. Receive delivered items. 

2. Check consignment note and visually inspect on the received parcel.

3. Checked the Purchase Order (PO) and Delivery Order (DO) to ensure the vendor send the correct ordered items. 

4. Inspect the incoming goods by using the checklist.


5. Acknowledge the Delivery Order.


6. Update the stock balance. 




	
	





	DOCUMENT NO:  PIDC-QMS-S-PUR-01 

PIDC-QMS-S-PUR-01-WI-03: Work Instructions For Prepare Price Assessment

	Issue Date:  20 April 2018
	Enforcement Date: 20 April 2018     

	Issue Date:  15 March 2022
	Enforcement Date: 15 March 2022  



                                                                                                                                                 
	Responsibility
	Action

	
Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant




	
1. Request minimum of three quotations from vendors.

2. Prepare price assessment with quotations and other supporting documents.

3. Present to Committee Members for recommendations. 


4. After getting the recommendations from the QCM Members, prepare the PO and get the approval from the Dean. 









	
	


	                                                                             	                                                                                                                         	                                                                                                                                             


	DOCUMENT NO:  PIDC-QMS-S-PUR-01 

PIDC-QMS-S-PUR-01-WI-04: Work Instructions For Vendor Evaluation

	Issue Date:  20 April 2018
	Enforcement Date: 20 April 2018     (Rev 4)

	Issue Date:  15 March 2022
	Enforcement Date: 15 March 2022   (Rev 5)




	Responsibility
	Action

	
Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant

Senior Purchasing cum Store Assistant


Senior Purchasing cum Store Assistant


Senior Purchasing cum Store Assistant




	
1. To ensure that the vendor evaluation conducted annually.

2. Prepare report and other supporting documents.


3. Set a meeting and present the reports to the QCM Members. 



4. Update the vendor registration list and get the acknowledgement from QCM Members and CEO.


5. Filing the report and registration list.









	
	



	                        	     		                                                                                                         
I. QUALITY MANUAL

All records and documents to be kept and maintain in order for seven (7) years at the Document Controller’s Office and respective Department/Units.


	ISO 9001:2015
CLAUSE
	Record
	Location
	Minimum Retention

	1.0 
	Scope
	DC / Department
	7 Years

	2.0 
	Normative Reference
	DC / Department
	7 Years

	3.0
	Terms & Definitions
	DC / Department
	7 Years

	4.0
	Context of Organization
	DC / Department
	7 Years

	5.0
	Leadership
	DC / Department
	7 Years

	6.0
	Planning
	DC / Department
	7 Years

	7.0
	Support
	DC / Department
	7 Years

	8.0
	Operation
	DC / Department
	7 Years

	9.0
	Performance Evaluation
	DC / Department
	7 Years

	10.0
	Improvements
	DC / Department
	7 Years




























J. DOCUMENTS

	Document
	 Name 

	
	Quality Manual

	
	SOP

	Work Instructions

	PIDC-QMS-S-01-WI-01
	Work Instructions for store issuance

	PIDC-QMS-S-01-WI-02
	Work Instructions for receiving delivery items

	PIDC-QMS-S-01-WI-03
	Work Instructions for prepare price assessment

	PIDC-QMS-S-01-WI-04

	Work Instructions for vendor evaluation

	Internal Documents

	
	Vendor Registration List

	
	Minutes of Quotation Committee Meeting

	
	Minutes of Clinical Committee Meeting

	External Documents

	
	Quotation

	
	Delivery Order

	
	Invoice



K. FORMS

	Form #
	Record/Form/Activity Name 
	Satisfies ISO 9001 Clause

	Required by ISO 9001:2015

	Other Forms / Records

	PIDC-FIN-03-LOG-03
	Purchase Requisition Book
	

	PIDC-FIN-03-FRM-06-01
	Price Assessment Form
	













L. REVISION HISTORY


	Revision
	Date
MM/DD/YY

	0
	12/16/2013

	1
	05/20/2014

	2
	06/15/2015

	3
	09/26/2016

	4
	04/20/2018
Documents was revised to reflect the ISO 9001:2015 revisions 

	5
	03/15/2022
Documents was revised to reflect the ISO 9001:2015 revisions

	6
	01/09/2023
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