PURCHASING PROCEDURE

Purchasing order process

Purchasing requests are made via email or phone. For items requiring detailed specification or quotes, the request need to be made via email with the relevant documentation attached.

The Purchase Order (Appendix 1) is generated on Excel format and submitted for authorisation.

There are 3 levels of authorisation:

· Orders under £250 may be authorised by the Purchasing Manager or his Assistant without a formal Purchase order

· Orders between £250 - £1,000 must be processed into a PO and approved by the Assistant Purchasing Manager and the financial Controller
· Orders above £1,000 need to be approved by the Purchasing Manager, the Financial Director and the Managing Director.

Service Stock Items

Crockery, glassware, silverware are ordered by the Restaurant on a monthly basis through FnBshop (Appendix 2).
At the end of the period a stock count is entered into the system and generates an order based on par levels (Appendix 3).  The Headwaiter then has the option of adjusting the quantities required before submitting the order.  Once saved, an automated notification is sent to the Purchasing Department requesting authorisation of the order. Once authorised, the order is automatically emailed or faxed to the relevant supplier. A Purchase order is generated by FnB shop and stored on the system (Appendix 4).
Other non stock items can be purchased through fnbshop (stationery, printer rolls and bar supplies for example.
Small Kitchen Equipment

· Requests for kitchen equipment are sent to Purchasing via by email using a stock sheet.  On receipt of a request, the Purchasing Department obtains quotes from 3 nominated suppliers (currently PIT, Pages and CCS).  Depending on availability, quality and total price a PO is generated  and sent round to the appropriate signatories for approval.
· Once the PO is approved it is assigned with an order number and sent by email or fax to the supplier. A copy is also sent to the person requesting the equipment.

Heavy Duty kitchen equipment

These are generally budgeted for under CAPEX.  Procedure is similar to above unless a particular brand is requested. See list of suppliers for make of equipment purchased directly form the manufacturers.
Miscellaneous Items 

Once a need is identified the Purchasing Department obtains samples / artwork and quotes which are then passed onto the initiator for approval. A PO is then generated as above.
Maintenance contracts
· These are negotiated with all contractors and reviewed annually. A PO is generated for each contracts and the authorisation process is a above.

· Contractor are requested to provide dates of their maintenance visit wherever possible.

· The Purchasing Department then consolidate the information and a file comprising of a contractor schedule (Appendix 5) and copies of contracts is issued to all Chefs and General Managers.

· A master schedule (Appendix 6) is held on file and a copy sent to the Operations Director.

