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I



PURPOSE


The purpose of this procedure is to provide for a system and instructions, and to assign responsibilities for the issuance and review of purchasing documents.

II
APPLICATION


This procedure applies to purchase orders for materials, components, parts, subassemblies and subcontractor services that are incorporated into the services and supplies provided by ManTech. 

III
PROCEDURE

1.
Subcontractor Procurement

1.1
Subcontractors shall be selected on the evaluation and assessment criteria established in Standard Operating Procedure, SOP–C-4, Subcontractor Evaluation.

1.3
The Executive Director shall retain responsibility for the procurement, selection, and administration of the Subcontractor Agreement.  Production Managers shall retain the responsibility of integrating the subcontractor’s production.

2
Material Procurement

2.1
The ordering of materials shall be the responsibility of the IT/Material Manager. The requirements of the Purchase Order shall be based on the requisition form data, bills of material, drawings and specifications.  Nonconformance Report shall address substitutions of the required material with recommendations to the Customer Representative.

2.1.1.
The Purchase Order shall identify the quantity, size, type, material specifications, required certifications and all other pertinent information related to the procurement.

3.
Purchasing Data

3.1
The purchasing documents for materials are prepared by the IT/Material Manager and the Contract Administrator for subcontracted services.

3.2
Purchasing documents clearly and completely describes the ordered materials or services, including, where applicable:

· Precise identification, including name, part number, type, class, style, grade, etc.

· Title and revision level of relevant standards, specifications, drawings, process requirements, and other such technical data

3.3
Requirements with regard to quality records are to be specified in the purchase orders.  Quality records supplied with the purchased products are critical for determining the required receiving inspection.  Following types of quality records may be required:

· Product inspection and testing results (when appropriate, conducted by accredited laboratory)

· Statistical process control charts established during the manufacture of the supplied products

4.
Review of Specified Requirements

4.1
Purchasing documents are reviewed and approved by the IT/Material Manager for material ordered from drawing specifications.

4.2    Scope of the review comprises the verification that:

· Products are clearly and completely identified

· All technical documentation defining the products, such as standards, specifications, drawings, etc., are clearly identified, are on correct revision level, and are enclosed when required

· Quality records, such as testing/inspection certificates, statistical process control charts, quality system certificate, warrants, etc., are explicitly requested in the purchase order

4.3 Upon satisfactory review of the purchasing documents, the Purchasing Manager and, when applicable, a Quality Assurance representative, initial the documents to establish a record of their review and approval.

IV
Associated Documents

SOP–C-04, Subcontractor Evaluation

SOP–P-03, Product Identification and Traceability

SOP–Q-03, Quality Records
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