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1.0   PURPOSE
To Establish a Procedure to define the purchasing process, to provide the information regarding the purchasing information to the Supplier and verification of the purchasing product. 
2.0   SCOPE
This procedure is applicable ALA INTERNATIONAL FZE.
3.0   RESPONSIBILTY
i. Procurement Manager
ii. MANAGING DIRECTOR
iii. Storekeeper

4.0   PROCEDURE
New Supplier Selection
i. The new suppliers are identified from market through research, exhibitions, and customer reference and supplier inquiries based on the product requirement.
ii. the new Suppliers are Qualified based on ISO 9001 Certified Supplier / Customer reference/Authorized Product Dealer or Manufacturer and the details are recorded in the supplier information sheet 
iii. Then the supplier will be brought into the list of approved Suppliers 

Purchasing Activity
i. Purchases are mainly consumables and Outsourced Operations. The outsource Operation are Managed through contract depending on the requirements, project to project. In general, the items are purchased as consumables and if required, Purchase order is raised with the approved suppliers/providers for the required product with specification and terms & conditions.
ii. Purchase Requisition is to be authorized by Procurement Manager.
iii. Purchase orders are prepared by accountant/Purchase Supervisor and reviewed/approved by MANAGING DIRECTOR/Procurement Manager.
iv. Purchase Representative will review and inspect the incoming materials for Quality, Quantity and completeness.
v. Purchase Head will record the details of Operations and materials purchased and forward invoice for payment to head of Finance.
vi. Non-conformance related to the Purchase process are handled as per the procedure for control of non-conformance and Procedure for Corrective and Preventive Action.
vii. Purchaser ensures that all the pertinent version of documents and records related to the Purchase process are controlled and maintained as per the procedure of control of documents.
viii. Purchase Head identifies the training needs of the staff and adheres to the training process as stated in the procedure for training.

Supplier Evaluation
i. All approved suppliers will be evaluated at least once a year to monitor their performance.

5.0   DOCUMENTS & RECORDS
Supplier Selection	 				QMS-PUR-F01
Approved Supplier List				QMS-PUR-F02
Supplier Evaluation Form 				QMS-PUR-F03

	ALA INTERNATIONAL FZE
	Document Title:
Purchase Procedure
	Doc. No: QMS-PUR-P05
Revision 00
Dated: 27 Oct 2026
	
Page 2 of 4



image1.png
®9

"ala

0o
(P
Po o

\
e Y de Jye v
Ala Group
The Renewned ‘Recyc/ery@





