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1. Purpose

This procedure defines ABC’s purchasing procedure. This procedure shall ensure that all purchased products, materials, services and subcontractors that have a direct impact on quality, conform to project requirements. This procedure applies to all products and services that impacting structural steel projects.

2. Responsibilities 

2.1. The Purchasing Agent is responsible for formulating this procedure.

2.2. The Purchasing Manager is responsible for reviewing and approving this procedure.

3. Procedure

3.1. PURCHASING DATA

3.1.1. Any employee of ABC who writes a contract and/or Purchase Order shall ensure that the documents contain a clear description of the contract requirements necessary for the subcontractor or supplier to process the order for ABC.

3.1.2. This would include, but is not limited to:

· ABC unique job number;

· Material, class, grade and other unique identification;

· Applicable specifications, drawings, process requirements, inspection instructions and hold points;

· Delivery instructions and date(s);

· Material test reports (MTR), Non-Destructive Testing (NDT) reports, Certificates of Compliance (COC);

· Compliance with ASTM A6 as appropriate.

3.1.3. After receiving an advanced Bill Of Material (BOM) and/or Buy List for a job, the Purchasing department will issue a minimum of two Request for Quotes (RFQ) unless the Subcontractor or supplier is specified by the contract documents.

Upon receipt of the quote(s), the Purchasing department will compare the quote(s) with the Estimator’s cost estimate to determine if the quote(s) exceed the Estimator’s bid cost.

3.1.4. Once a quote is agreed upon, a Purchase Order will be issued conforming to the requirements set forth in § 3.2.1.

3.2. SELECTION OF SUBCONTRACTORS AND SUPPLIERS
3.2.1. Where AISC certification is required by the contract documents, subcontract fabricators of structural steel shall produce written confirmation that they maintain a current AISC certification. If the subcontractor cannot produce such written verification, the Owner or Engineer of Record must provide written approval for the use of the non-certified subcontractor.

3.2.2. Prior to contracting with a Sub-contractor, a copy of the Subcontractor’s current Quality Management System (QMS) will be requested for review and record purposes.

The subcontractor’s QMS documents will be reviewed by the Purchasing department and the Quality Manager and recorded.

The review will consider the following minimum requirements:

· Acceptable past experience;

· Quality of the finished products;

· Timely, proper delivery of products;

Thereafter, the approved subcontractor’s QMS documents will be maintained by the Purchasing department’s quality records.

Updates, revisions, etc. to the approved subcontractor’s QMS documents will be requested as they are made available by the approved subcontractor.

3.2.3. An annual review of approved subcontractors and suppliers will be performed by the Purchasing agent and the Quality Manager. The review will consist of the minimum requirements set forth in ¶ 3.2.2. This review shall be documented and maintained in the quality records.

3.3. VERIFICATION OF PURCHASED PRODUCTS, MATERIALS AND SERVICES

3.3.1. Suppliers will furnish all products, materials and services with ABC’s unique job number.

3.3.2. All steel products must be marked and identified in accordance with the appropriate ASTM specification as well as ABC’s specifications for each job as shown on the Purchase Order. For structural steel, material test reports shall be supplied prior to delivery or shall accompany the steel at delivery for use by Quality Control. (Reference Traceability Procedure PR-11)

3.3.3. The Receiving department will confirm that the received products and/or materials meet the minimum requirements of the Purchase Order.

3.3.4. The Quality department will perform a random inspection of at least 10% of received materials and/or products.

3.3.5. For services rendered, the assigned Project Manager shall review the quality of the service including but not limited to the impact (positive or negative) on the project schedule.

3.4. CUSTOMER VERIFICATION OF FABRICATED PRODUCT

The customer or the customer’s representative (i.e. inspector, superintendent, etc.) shall be allowed access to ABC’s premises to verify conformance of the final product to the project requirements. This shall include any of ABC’s subcontractors of fabricated structural steel.

3.5. CONTROL OF CUSTOMER-SUPPLIED MATERIAL

3.5.1. All material received from a Customer shall have sufficient documents from the Customer to confirm delivery and receipt.

3.5.2. All material received from a Customer will be assigned and identified by a unique ABC job number. Once the job number is assigned to the material, the material will be segregated to a designated area of the shop for fabrication.

4. Quality Records

· Material Test Reports (MTR)
· Purchase Orders
· Supplier qualification materials (initial qualification records)
· Subcontractor and Supplier periodic reviews
5. References 

· Traceability Procedure (PR-11)

· AISC Standard – Element 10

6. Revision History

Changed paragraphs are marked with a bar in the left margin. General descriptions of changes are noted below.

	No.
	Date
	Description

	Original
	12/1/22
	Original issue


�A clearly defined purpose is required by the Standard. A scope is not specifically required by the Standard. Some firms add a scope section which can be helpful to better define when and where the procedure is applied. A well defined Scope statement can also help prevent the procedure from beign used in situations where it was not intended to apply. Consider combining the information in the purpose and scope if you want just one heading that includes both as has been done in this template.


�create a list here so that members of your team have a quick reference to see if their position description has responsibilties in this procedure. The titles and positions must be adjusted to reflect your organization and the titles that actually have responsibility in your administration. 


�Here is where you define how to perform the procedure and execute the requirements.


�Records and forms that are generated when this procedure is used.


�Other procedures, work instructions, documents or portions of the quality manual that relate to this procedure.


�The detailed revision history table is not required. Some firms find that it is helpful to be able to keep a simple record of where their system has changed. A bar next to the changed text is the most common and simple method of assuring that " The revision will be clearly identifiable on all manuals and procedures and there will be a method for monitoring and identifying the latest revision" ¶8.3 
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