Purchasing Data / Order Entry



Purpose: To outline purchasing products/services that have an impact with the overall customer product. 
Scope: Provide guidance for placing a PO within IQMS to create a demand for purchasing 
Purchase documentation

1. Purchase orders for products/services pertaining to our customer’s product shall contain all necessary purchasing information to clearly communicate all requirements to the supplier.  

a. Product Identification

b. Certification Requirements as needed  
c. Quantity

d. Price

e. FOB freight point

f. Packaging/shipping requirements when required
g. Expected Delivery Date

2. When bringing in raw materials all materials, including sample materials, must have a material
cert., C of A, C of C, or other documentation qualifying the conformance of the material. Every
material should have a certification on file before commencing
with a sampling project. ISO 80.7410PUR
3. When a service vendor performs the work at our facility, they shall be required to have a Certificate of Worker’s Compensation Insurance. The Purchasing Manager / Admin. Assistant will verify the certs are on file.  ISO 80.7411PUR
Purchase Order Entry

1. All purchase orders are to be generated using IQMS PO/Receiving module. IQMS updates the PO log as they are placed within the system. 
Reference Material:

Work Instructions

80.7410PUR
SDS Requirements

80.7411PUR
Workers Compensation Certificates

Forms & Logs      
Purchase Orders are automatically created in the IQMS, PO/Receiving module

80.7405PUR
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