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User Guide: Purchase Order Creation

· All Purchase Orders are created in Syteline by converting an approved PO Requisition, firming a planned demand signal on the buyer Workbench, sourcing from a job (ref PD2009 Purchasing Outside Services) or manual creation.  
· In the type field in the PO header a PO can be designated as Regular or Blanket.  The Regular PO is for single or multiple line items with one scheduled delivery date of a specific quantity.  The Blanket PO can be created for a single or multiple line items.  The PO notes on a blanket PO will include the following; average monthly usage or typical release quantity, lead-time or initial due date if a release line is not set up along with the PO and supplier carried safety stock (at least one month of average monthly usage) with the exception of date sensitive materials or where the supplier’s company  policy will not support safety stock.  Releases are created by the Buyer as a result of a requirement for the item when the Buyer runs their Workbench or they can be manually created.
· The buyer is required to enter their name on each purchase order issued.

· The PO will clearly describe the item(s) ordered which may include the manufacturer’s part number, the PCB drawing number with revision, testing specifications or other special requirements.  It is the responsibility of the Buyer to ensure that the current drawing and revision, located in the drawing/revision field in the items form, along with any other special requirements are communicated to the supplier with the PO. It is the Buyer’s responsibility to ensure that all PO’s issued for printed circuit boards include all necessary files such as gerber files, drill files, BOM, assembly drawings, test procedures and assembly procedures.
· During the entry process, if the PO contains a Program or ATEX item that is not being purchased from an approved supplier listed in the vendor cross reference file, the BSD will provide a pop-up identifying those item(s) and will require the use of an approved supplier to continue.   If the supplier has been previously approved to supply similar items, per QAM 7.4.2.1, the supplier will be added to the vendor contract list of approved suppliers for that item(s) and the PO issued.  If the supplier has not previously met this approval, the Purchasing Manager may grant preliminary approval (ref PD2032 Updating Supplier Status) .  This may include consultation with the appropriate Project Engineer or other authorized personnel.  The Purchasing Manager must ensure the supplier’s ability to provide the item(s) in agreement to all Program or ATEX contractual requirements.   If consensus is met that this supplier is capable of meeting requirements, the supplier is considered conditionally accepted, and the PO issued.  If this supplier is not already an approved supplier, the formal approval process is immediately initiated with the issuance of a Supplier Self Survey.  Upon receipt and approval of the supplier response, the supplier is added to the vendor contract field for that item(s).

· Buyer Responsibilities 
· It is the responsibility of the Buyer to review and obtain approval of all purchase orders per Delegation Of Authority prior to emailing or faxing a copy of the PO to the supplier.
· Capital Purchases require the following signature approvals:
· <$25,000 Minimum 1 Senior Leadership Team Member. No Capital expenditure request form required. (Form FA001).
· >$25,000 - <$50,000 Minimum of 2 or More Senior Leadership Team Members.Capital expenditure request form required. (Form FA001).
· <$50,000 – President .Capital expenditure request form required FA001. (Form FA001)
· >$50,000 – President .Capital expenditure request form required & Return on Investment Analysis.(Form FA001) Exception can be made on ROI analysis with President’s approval.
· Product Purchases – Special Category:

· Signatures required for PO purchases per Delegation of Authority document.
· Additional documentation/justification may be required if:
· The purchase exceeds the required demand. In this case the Specials Approval form will be prepared to allow for sign offs from the Purchasing Manager, Sales and Senior Leadership Team (if required)
· PO Justification
for signature approval to include:
· PO qty by release and total;prior year usage and usage YTD;Average monthly usage ( Prior year and YTD); Safety Stock level and necessary booking information of top model that ultimately consumes the component being purchased.
· Product Purchases – Stock and Standard Category:

· Signatures required for PO purchases per Delegation of Authority document.
· PO Justification
for signature approval to include:
· PO qty by release and total;prior year usage and usage YTD;Average monthly usage ( Prior year and YTD); Safety Stock level and necessary booking information of top model that ultimately consumes the component being purchased.
· It is the responsibility of the Buyer to communicate all of the necessary contractual information to the supplier that pertains to each PO.  This will include order quantities, delivery dates, specifications, drawings, pricing and any special information pertaining to the product being ordered.  This information may be communicated verbally, however all PO’s along with additional specification or drawing documents are to be confirmed via email or fax.  
· Due Date and Promised Date are to be documented and maintained as follows:  
· PO Creation – enter the desired receipt date in both the due date and promise date fields.
· Supplier Confirmation – update due date and promise date to the suppliers confirmation of delivery date.  If the supplier confirms partial deliveries, split the line into multiple lines of the confirmed quantity and due date.

· Changes after Confirmation – 

· If the supplier delays the delivery, update the due date to the new supplier due date but leave the promise date to the original confirmed date.

· If PCB delays the delivery (ie. ECO change, documentation issues, etc.), update both the due date and promise date to the supplier’s new confirmed delivery date.

· If PCB pulls in the date due to an expedite, update the due date to the new requested due date but leave the promise date to the original confirmed date.

· It is the responsibility of the Buyer to update any cost savings, cost avoidance and/or cost increases on the cost savings tracker per PD2039 User Guide Cost Savings Tracker.
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