Purchasing Criteria 



Purpose: Provide criteria for defining products/services for manufacturing and vendor selection.
Scope: Defined purchasing process to support our client’s needs and expectations. 
Qualifying Purchases

1. To ensure the adequacy of products/services relating directly to the quality of the customer’s product shall be specified either by the customer or Engineering.

2. The type and extent of methods to manage the purchasing process depends on the effect on subsequent realization processes and their output.

3. All products relating directly to the quality of the customer’s product shall be assigned a Metro Part Number by Purchasing. 
a. Resins and Concentrates

b. Inserts

c. Customer specified items that require purchasing or supplied by customer. A Metro Part Number shall be assigned and indicated as customer supplied in IQMS.
Vendor Approval
Required 
1. The Material Purchasing Manager shall be responsible for the initial evaluation of the Vendor.  

2. Vendors supplying services relating directly to the customer’s product or products that have been assigned a Metro part number must meet approval requirements.
3. The Material Purchasing Manager / Accounting Workflow: 

a. The purchasing manager will facilitate communication via email or written form to launch  the vendor as a source for accounting.
b. After obtaining W-9 data from the vendor, the purchasing manager will give it to accounting to establish the vendor into IQMS. 

c. An ISO certificate shall be obtained from the vendor and delivered immediately to the purchasing manager for filing. Note that client direct suppliers are exempt from this process because the customer has chosen their vendor to supply their product.

d. The purchasing manager will create a vendor rating in IQMS, and then place a purchase order to demonstrate demand for the vendor.

4. Vendors may be approved by:

a. Meeting Metro’s approval process of vendor performance.
b. Having a current ISO certificate or an ISO certified at the time of purchase.
c. Being the designated supplier by our customer with or without ISO certification. 
d. Being the designated supplier by VP Engineering with or without ISO certification. 
e. Based on these suppliers’ ability to deliver products that satisfy Metro’s and its customers’ needs.
f. NDA per ISO 80.7009ENG.
i.  NDA shall be saved on the J: Drive  

5. NOT Required 

a. Packaging vendors do not need to meet the requirements

b. Non inventory items 
6. Process – All new vendors shall be marked as "approved" in IQMS by Accounting once the supporting documents have been provided from Purchasing unless an urgent request from Engineering supersedes this process to meet customer demands. ISO 80.7401ACCT.
7. Verification may be appropriate to the type of product/service being purchased. Verifications are made by verification of incoming product see ISO F80.751.1QA 
Notes:  

(1) This WI has been adapted to IQMS. At the time of the conversion, the current approved vendors list (those vendors with Id# 1415 or below) were moved over with approved status.  
(2) If using ISO Registration as a means of vendor approval, a current copy of the ISO certificate is to be attached to their IQMS Vendor Maintenance Record. Vendor’s ISO certificates must be current at the time of approval.  However, when their certificates have expired Metro does not require the certificate to be updated.
Reference Material:

Work Instructions

80.7401ACCT   IQMS Vendor Maintenance

80.7410PUR
MSDS Requirements
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