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Index by Sections

	Section 1: Policies and Procedures

	P1
	Corporate policies related to purchasing activities are well established and documented.

	P2
	Corporate policies give guidance and direction to purchasing activities.

	P3
	A comprehensive purchasing ethics policy exists and is widely communicated.

	P4
	Purchasing department practices conform to corporate policies.

	P5
	The purchasing process (or purchase cycle) is well documented.

	P6
	Written procedures cover purchasing documents such as forms, orders, and legal contracts.

	P7
	Written procedures exist for required purchases such as MRO, emergency, and extraordinary purchases.

	Section 2: Organizational Design

	D1
	A formal organizational chart depicts the purchasing department’s position and reporting structure within the company.

	D2
	Identification of duties in the purchasing department is developed and communicated to employees.

	D3
	The organizational design supports cross-functional interaction between departments or groups.

	Section 3: Supplier Evaluation and Selection

	S1
	Supplier selection criteria and processes are documented and followed.

	S2
	The purchasing department clearly identifies key sourcing requirements.

	S3
	The purchasing department has a database of current and potential suppliers and existing contracts.

	S4
	Supplier evaluation and selection criteria are categorized and defined.

	S5
	Competitive bidding, request for proposals, and site visits are used where appropriate.

	Section 4: Purchasing Process Efficiency and Effectiveness

	E1
	Corrective action forms are used for recording any deviations in supplier performance.

	E2
	Targets are set and monitored to reduce transaction costs.

	E3
	Cost saving goals by purchase category are established and reported to executive management on a regular basis.

	E4
	Procedures are in place to translate forecasts from marketing & sales into purchasing requirements.

	E5
	Measures are in place to monitor timeliness from recognition of a purchase need to invoice payment.

	E6
	Information technology systems have been implemented to optimize the purchasing process.

	E7
	Market tests are conducted periodically to ensure (company name) is receiving the best prices and service from suppliers.

	E8
	Purchasing performs price analyses and comparisons using data from externally available data services.

	E9
	Purchasing develops sourcing strategies that are appropriate given the purchase requirement.

	Section 5: Supplier Management

	R1
	Purchasing clearly communicates specifications and performance expectations to suppliers.

	R2
	Open sharing of demand data occurs with suppliers

	R3
	Supplier quality performance is managed and certified where necessary.

	R4
	The purchasing department has established a preferred suppliers list.

	R5
	Formal contracts, procedures, and relationship managers are utilized to manage suppliers.

	R6
	Purchasing establishes supplier performance targets and routinely assesses and adjusts those targets as required.

	R7
	The purchasing department meets regularly with key suppliers to share information, collaborate, and identify opportunities for improvement.

	R8
	Suppliers regularly receive feedback on their performance. 

	Section 6: Internal Performance Measurement

	M1
	Performance measures are clearly defined, documented, and reported.

	M2
	The purchasing department evaluates its employees on a routine basis and feedback is given accordingly.

	M3
	The purchasing department has programs established such as incentive, bonus, and recognition programs to recognize and reward superior employee performance.

	M4
	The purchasing department measures internal customer satisfaction and supplier satisfaction with purchasing.

	M5
	The purchasing department is proactive in determining the needs of internal customers. 

	Section 7: Human Resource Development

	H1
	Purchasing staffing requirements are identified, periodically reviewed, and expressed to executive management.

	H2
	Human resource policies for purchasing personnel are established and followed.

	H3
	Employee selection criteria within purchasing are identified and documented.

	H4
	Employee selection criteria within purchasing a re identified and documented.

	H5
	Management works with individual employees to establish improvement goals and objectives.

	H6
	Employees are coached or supervised professionally through formal mentoring programs.

	H7
	Management expects employees to pursue professional certification, continuous education, and/or college degrees.

	Section 8: Leadership

	L1
	The purchasing department regularly presents its plans and activities to executive management.

	L2
	Purchasing coordinates strategy development with other departments or functional groups

	L3
	Executive management supports the purchasing department’s initiatives.


Scoring Summary

	Sec. 1 Policies and Procedures
	SCORE

	P1
	Corporate policies related to purchasing activities are well established and documented.
	

	P2
	Corporate policies give guidance and direction to purchasing activities.
	

	P3
	A comprehensive purchasing ethics policy exists and is widely communicated.
	

	P4
	Purchasing department practices conform to corporate policies.
	

	P5
	The purchasing process (or purchase cycle) is well documented.
	

	P6
	Written procedures cover purchasing documents such as forms, orders, and legal contracts.
	

	P7
	Written procedures exist for required purchases such as MRO, emergency, and extraordinary purchases.
	

	Subtotal for Policies and Procedures
	

	Percentage for Policies and Procedures
	

	Sec. 2 Organizational Design

	D1
	A formal organizational chart depicts the purchasing department’s position and reporting structure within the company.
	

	D2
	Identification of duties in the purchasing department is developed and communicated to employees.
	

	D3
	The organizational design supports cross-functional interaction between departments or groups.
	

	Subtotal for Organizational Design
	

	Percentage for Organizational Design
	

	Sec. 3 Supplier Evaluation and Selection

	S1
	Supplier selection criteria and processes are documented and followed.
	

	S2
	The purchasing department clearly identifies key sourcing requirements.
	

	S3
	The purchasing department has a database of current and potential suppliers and existing contracts.
	

	S4
	Supplier evaluation and selection criteria are categorized and defined.
	

	S5
	Competitive bidding, request for proposals, and site visits are used where appropriate.
	

	Subtotal for Supplier Evaluation and Selection
	

	Percentage for Supplier Evaluation and Selection
	

	Sec. 4 Purchasing Process Efficiency and Effectiveness

	E1
	Corrective action forms are used for recording any deviations in supplier performance.
	

	E2
	Targets are set and monitored to reduce transaction costs.
	

	E3
	Cost saving goals by purchase category are established and reported to executive management on a regular basis.
	

	E4
	Procedures are in place to translate forecasts from marketing & sales into purchasing requirements.
	

	E5
	Measures are in place to monitor timeliness from recognition of a purchase need to invoice payment.
	

	E6
	Information technology systems have been implemented to optimize the purchasing process.
	

	E7
	Market tests are conducted periodically to ensure (company name) is receiving the best prices and service from suppliers.
	

	E8
	Purchasing performs price analyses and comparisons using data from externally available data services.
	

	E9
	Purchasing develops sourcing strategies that are appropriate given the purchase requirement.
	

	Subtotal for Purchasing Process Efficiency and Effectiveness
	

	Percentage for Purchasing Process Efficiency and Effectiveness
	

	Sec. 5 Supplier Management

	R1
	Purchasing clearly communicates specifications and performance expectations to suppliers.
	

	R2
	Open sharing of demand data occurs with suppliers
	

	R3
	Supplier quality performance is managed and certified where necessary.
	

	R4
	The purchasing department has established a preferred suppliers list.
	

	R5
	Formal contracts, procedures, and relationship managers are utilized to manage suppliers.
	

	R6
	Purchasing establishes supplier performance targets and routinely assesses and adjusts those targets as required.
	

	R7
	The purchasing department meets regularly with key suppliers to share information, collaborate, and identify opportunities for improvement.
	

	R8
	Suppliers regularly receive feedback on their performance. 
	

	Subtotal for Supplier Management
	

	Percentage for Supplier Management
	

	Sec. 6 Internal Performance Measurement

	M1
	Performance measures are clearly defined, documented, and reported.
	

	M2
	The purchasing department evaluates its employees on a routine basis and feedback is given accordingly.
	

	M3
	The purchasing department has programs established such as incentive, bonus, and recognition programs to recognize and reward superior employee performance.
	

	M4
	The purchasing department measures internal customer satisfaction and supplier satisfaction with purchasing.
	

	M5
	The purchasing department is proactive in determining the needs of internal customers. 
	

	Subtotal for Internal Performance Measurement
	

	Percentage for Internal Performance Measurement
	

	Sec. 7 Human Resource Development

	H1
	Purchasing staffing requirements are identified, periodically reviewed, and expressed to executive management.
	

	H2
	Human resource policies for purchasing personnel are established and followed.
	

	H3
	Employee selection criteria within purchasing are identified and documented.
	

	H4
	Employee selection criteria within purchasing a re identified and documented.
	

	H5
	Management works with individual employees to establish improvement goals and objectives.
	

	H6
	Employees are coached or supervised professionally through formal mentoring programs.
	

	H7
	Management expects employees to pursue professional certification, continuous education, and/or college degrees.
	

	Subtotal for Human Resource Development
	

	Percentage for Human Resource Development
	

	Sec. 8 Leadership

	L1
	The purchasing department regularly presents its plans and activities to executive management.
	

	L2
	Purchasing coordinates strategy development with other departments or functional groups
	

	L3
	Executive management supports the purchasing department’s initiatives.
	

	Subtotal for Leadership
	

	Percentage for Leadership
	


Section 1

Policies and Procedures

The Policies and Procedures section assesses whether the company has developed the necessary policies to provide guidance and direction to the purchasing department. It also assesses whether the department has established appropriate procedures to execute purchasing activities in accordance with corporate policies.

	P-1
	Policies and Procedures

	Corporate policies related to purchasing activities are well established and documented.

	7


	Policies are well established and documented, and are reviewed and updated frequently.
	

	6


	
	

	5


	
	

	4


	Policies are established but not completely documented, or documents are in place but not reviewed and updated frequently.
	

	3


	
	

	2


	
	

	1


	There is no policy established, documented; or documents exist but are obsolete.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	P-2
	Policies and Procedures

	Corporate policies give guidance and direction to purchasing activities.

	7


	Corporate policies provide effective guidance and direction to purchasing activities, such as price range, negotiation authority, ethics, etc.
	

	6


	
	

	5


	
	

	4


	Corporate management policies provide some guidance and direction to purchasing activities. 
	

	3


	
	

	2


	
	

	1


	Corporate management policies provide no guidance or direction for purchasing activities. 
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	P-3
	Policies and Procedures

	A comprehensive purchasing ethics policy exists and is widely communicated.

	7


	Documented policies exist and are reviewed and updated periodically.
	

	6


	
	

	5


	
	

	4


	Policies exist but are not reviewed and updated frequently.
	

	3


	
	

	2


	
	

	1


	Policies do not exist.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	P-4
	Policies and Procedures

	Purchasing department practices conform to corporate policies.

	7


	Purchasing department practices follow corporate policies, and provide feedback to corporate level officials for improvement.
	

	6


	
	

	5


	
	

	4


	Purchasing department practices follow some of the corporate policies.
	

	3


	
	

	2


	
	

	1


	Department does operate under corporate policies, and fails to report to the corporate level officials.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	P-5
	Policies and Procedures

	The purchasing process (or purchase cycle) is well documented.

	7


	Purchasing process is identified and documented, and updated periodically.
	

	6


	
	

	5


	
	

	4


	Process is either not thoroughly identified, or is not updated frequently.
	

	3


	
	

	2


	
	

	1


	The purchasing process is not documented.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	P-6
	Policies and Procedures

	Written procedures cover purchasing documents such as forms, orders, and legal contracts.

	7


	All documents have written procedures clearly identifying their use.
	

	6


	
	

	5


	
	

	4


	Some documents are demonstrated in written procedures while others may not be developed properly or completely.
	

	3


	
	

	2


	
	

	1


	No documents are demonstrated in written procedures and no consistent document system is in place.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	P-7
	Policies and Procedures

	Written procedures exist for required purchases such as MRO, emergency, and extraordinary purchases.

	7


	Required purchase procedures are documented and implemented accordingly.
	

	6


	
	

	5


	
	

	4


	Required purchase procedures are not well documented, but are implemented uniformly.
	

	3


	
	

	2


	
	

	1


	Required purchase procedures are not documented and are not managed for uniformity.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


Section 2

Organizational Design

The Organizational Design section examines how purchasing is structured along with its relationship to other functional groups within the company.

	D-1
	Organizational Design

	A formal organizational chart depicts the purchasing department’s position and reporting structure within the company.

	7


	Formal documentation exists in the form of organizational charts and is communicated and understood throughout the department. 
	

	6


	
	

	5


	
	

	4


	Documentation of organizational design may not formally exist or is outdated.  Confusion may exist in regards of relationships.
	

	3


	
	

	2


	
	

	1


	There is little to no understanding of the relationships or organizational design and no documentation exists.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	D-2
	Organizational Design

	Identification of duties in the purchasing department is developed and communicated to employees.

	7


	Formal documentation exists which details the role and duties of each individual employee. This was collaboratively developed between management and the employee and is clearly understood and used. 
	

	6


	
	

	5


	
	

	4


	Duties of employees are understood throughout the department, but not formally documented. Furthermore, these duties shift between employees and are not necessarily part of a formal job description. 


	

	3


	
	

	2


	
	

	1


	No understanding/confusion exists in regards to job description of individuals. 
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	D-3
	Organizational Design

	The organizational design supports cross-functional interaction between departments or groups.

	7


	Interdepartmental interaction occurs periodically and results are well documented and utilized effectively in key decisions.
	

	6


	
	

	5


	
	

	4


	Minimal interdepartmental interaction occurs, and results are not well documented.
	

	3


	
	

	2


	
	

	1


	There is no interdepartmental or cross-functional interaction.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


Section 3

Supplier Evaluation and Selection

The Supplier Evaluation and Selection section assesses the criteria and process of the company’s supplier evaluation and selection activities.

	S-1
	Supplier Evaluation and Selection

	Supplier selection criteria and processes are documented and followed.

	7


	Formal documentation exists and is used when making supplier selections. 
	

	6


	
	

	5


	
	

	4


	Communication occurs within the department when making supplier selections, but it is not formally documented.
	

	3


	
	

	2


	
	

	1


	No documentation or communication transpires within the department and supplier selection and criteria are decided by an individual. 
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	S-2
	Supplier Evaluation and Selection

	The purchasing department clearly identifies key sourcing requirements.

	7


	Formal documentation exists and is used when identifying sourcing requirements. Cross-functional communication occurs to ensure that these requirements are in line with other departments as well. 
	

	6


	
	

	5


	
	

	4


	Communication occurs within the department when defining sourcing requirements, but is not formally documented.
	

	3


	
	

	2


	
	

	1


	No documentation or communication transpires within the department and an individual decides sourcing requirements. 
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	S-3
	Supplier Evaluation and Selection

	The purchasing department has a database of current and potential suppliers and existing contracts.

	7


	Formal documentation exists including supplier evaluations, contracts, communication, and general supplier information. This database is utilized when making decisions involving suppliers. 


	

	6


	
	

	5


	
	

	4


	Communication occurs within the department regarding suppliers and is occasionally documented, but no formal reference database exists.
	

	3


	
	

	2


	
	

	1


	No form of a supplier database is in place.  


	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	S-4
	Supplier Evaluation and Selection

	Supplier evaluation and selection criteria are categorized and defined.

	7


	Formal documentation exists and is used when making supplier selections and evaluations. 
	

	6


	
	

	5


	
	

	4


	Communication occurs within the department when making supplier selections and evaluations, but it is not formally documented.
	

	3


	
	

	2


	No documentation or communication transpires within the department and supplier selections and evaluations are conducted by an individual. 
	

	1


	
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	S-5
	Supplier Evaluation and Selection

	Competitive bidding, request for proposals, and site visits are used where appropriate.

	7


	Competitive bidding, RFP, and site visits are formally documented as part of the company’s supplier selection process.
	

	6


	
	

	5


	
	

	4


	Competitive bidding, RFP, and site visits are not formally documented and utilized in the supplier selection process.
	

	3


	
	

	2


	
	

	1


	Competitive bidding, RFP, and site visits are not included as part of supplier selection process.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


Section 4

Purchasing Process Efficiency and Effectiveness
The Purchasing Process Efficiency and Effectiveness section assesses the efficiency of the purchasing process at the company and the incorporation of activities for continuous improvement. 

	E-1
	Purchasing Process Efficiency and Effectiveness

	Corrective action forms are used for recording any deviations in supplier performance.

	7


	Mutually agreed upon specifications have been developed and a procedure to implement corrective action is documented and well communicated to suppliers.
	

	6


	
	

	5


	
	

	4


	Informal process and specifications exist for corrective actions taken against suppliers.
	

	3


	
	

	2


	
	

	1


	There are no documented processes or procedures to record deviations in performance from a supplier.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	E-2
	Purchasing Process Efficiency and Effectiveness

	Targets are set and monitored to reduce transaction costs.

	7


	A documented procedure with well-defined targets exists.  Progress is monitored on a periodic basis and well communicated to employees.
	

	6


	
	

	5


	
	

	4


	Some targets have been set but are not well documented or are not reviewed on a regular basis.
	

	3


	
	

	2


	
	

	1


	No procedure is in place to reduce transaction costs.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	E-3
	Purchasing Process Efficiency and Effectiveness

	Cost saving goals by purchase category are established and reported to executive management on a regular basis.

	7


	Cost savings by category have been established, documented and are reviewed periodically.
	

	6


	
	

	5


	
	

	4


	An informal procedure exists but is not well communicated or documented.
	

	3


	
	

	2


	
	

	1


	No procedure exists to determine cost savings by purchasing category.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	E-4
	Purchasing Process Efficiency and Effectiveness

	Procedures are in place to translate forecasts from marketing & sales into purchase requirements.

	7


	Cross-functional teams exist and forecasts are documented into purchasing requirements.  The procedure is reviewed periodically and well communicated to employees.
	

	6


	
	

	5


	
	

	4


	An Informal procedure exists to translate forecasts into purchasing requirements but it is not well documented.
	

	3


	
	

	2


	
	

	1


	No procedure is in place to translate marketing forecasts into purchasing requirements.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	E-5
	Purchasing Process Efficiency and Effectiveness

	Measures are in place to monitor timeliness from recognition of a purchase need to invoice payment.

	7


	Measures are reviewed periodically, well documented and have been benchmarked with industry practice.  
	

	6


	
	

	5


	
	

	4


	Some measures are in place but they are not well documented or reviewed on a regular basis.
	

	3


	
	

	2


	
	

	1


	No measures are in place to monitor timeliness from need to invoice.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	E-6
	Purchasing Process Efficiency and Effectiveness

	Information technology systems have been implemented to optimize the purchasing process.

	7


	A team exists which reviews IT requirements and shares their findings with executive management.  The company benchmarks its IT development against industry practice.
	

	6


	
	

	5


	
	

	4


	No formal procedure exists to review IT requirements, and few IT enablers are in place. Employees have some understanding of IT but have not implemented it into their practices.
	

	3


	
	

	2


	
	

	1


	No procedure exists to review and document IT requirements.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	E-7
	Purchasing Process Efficiency and Effectiveness

	Market tests are conducted periodically to ensure the company is receiving the best prices and service from suppliers.

	7


	Documentation of market tests exists.  They are periodically reviewed and have been benchmarked with industry performance.
	

	6


	
	

	5


	
	

	4


	Some market tests have been conducted but are not well documented or reviewed consistently.
	

	3


	
	

	2


	
	

	1


	The company does not conduct market tests.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	E-8
	Purchasing Process Efficiency and Effectiveness

	Purchasing performs price analyses and comparisons using data from externally available data services. 

	7


	Department uses reliable and consistent external data sources to conduct price analyses periodically.
	

	6


	
	

	5


	
	

	4


	Department does not rate its external data source and fails to apply all available data to conduct price analyses.
	

	3


	
	

	2


	
	

	1


	Department does not have external data source for price analyses.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	E-9
	Purchasing Process Efficiency and Effectiveness

	Purchasing develops sourcing strategies that are appropriate given the purchase requirement.

	7


	Sourcing needs are identified and purchasing develops strategies with corporate management to support the requirements.  The entire process is documented and reviewed periodically.
	

	6


	
	

	5


	
	

	4


	Some sourcing needs are identified and/or purchasing may develop informal strategies with corporate management to support the requirements.  The process is not well documented.
	

	3


	
	

	2


	
	

	1


	No sourcing needs are identified and no strategies have been developed to support the requirements.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


Section 5

Supplier Management

The Supplier Management section examines the strategies and practices for improving performance through supplier management efforts.

	R-1
	Supplier Management

	Purchasing clearly communicates specifications and performance expectations to suppliers.

	7


	Specifications and expectations are clearly identified and communicated to suppliers frequently.
	

	6


	
	

	5


	
	

	4


	Specifications and expectations are somehow identified and may be communicated to suppliers, but not on a regular basis.
	

	3


	
	

	2


	
	

	1


	Specifications and expectations are either unidentified or not clearly detailed, and rarely communicated to suppliers.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	R-2
	Supplier Management

	Open sharing of demand data occurs with suppliers.

	7


	
	

	6


	
	

	5


	
	

	4


	
	

	3


	
	

	2


	
	

	1


	
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	R-3
	Supplier Management

	Supplier quality performance is managed and certified where necessary.

	7


	Criteria are established to manage supplier quality, and best performances are certified.
	

	6


	
	

	5


	
	

	4


	Criteria are developed to manage supplier quality, but no certification is given to best performances.
	

	3


	
	

	2


	
	

	1


	No criteria have been developed to manage supplier quality.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	R-4
	Supplier Management

	The purchasing department has established a preferred supplier list.

	7


	A preferred supplier list is established to include the best suppliers.  The list is reviewed and updated periodically.
	

	6


	
	

	5


	
	

	4


	A preferred supplier list is established, but is not reviewed or updated regularly.
	

	3


	
	

	2


	
	

	1


	No preferred supplier list has been established.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	R-5
	Supplier Management

	Formal contracts, procedures, and relationship managers are utilized to manage suppliers.

	7


	Suppliers are actively managed.
	

	6


	
	

	5


	
	

	4


	Suppliers may have formal contracts with the company, but they are not actively managed.
	

	3


	
	

	2


	
	

	1


	The company does not actively manage suppliers.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	R-6
	Supplier Management

	The company establishes supplier performance targets and routinely assesses and adjusts those targets as required.

	7


	Formal documentation exists and targets are collaboratively set with the supplier on a routine basis. 
	

	6


	
	

	5


	
	

	4


	Supplier performance targets are informally set but not clearly communicated with the supplier. 
	

	3


	
	

	2


	
	

	1


	No performance targets are set for suppliers and improvement is not expected.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	


	R-7
	Supplier Management

	The purchasing department meets regularly with key suppliers to share information, collaborate, and identify opportunities for improvement.

	7


	Purchasing holds meetings with key suppliers on a regular basis.  Meetings are well documented and provide valuable suggestions to purchasing.
	

	6


	
	

	5


	
	

	4


	Purchasing does meet key suppliers on a regular basis, and the meeting minutes are not well documented.
	

	3


	
	

	2


	
	

	1


	Purchasing does not collaborate with suppliers for continuous improvement.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	


	R-8
	Supplier Management

	Suppliers regularly receive feedback on their performance. 

	7


	Communication with suppliers exists on a regular basis.  Documented feedback is given to the suppliers, and progresses are monitored.
	

	6


	
	

	5


	
	

	4


	Only sporadic communication with suppliers exists, and feedback is not well documented or communicated.
	

	3


	
	

	2


	
	

	1


	Purchasing does not provide feedback to suppliers regarding their performance.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


Section 6

Internal Performance Measurement

The Internal Performance Measurement section assesses the effectiveness of purchasing performance measures used by the company.

	M-1
	Internal Performance Measurement

	Performance measures are clearly defined, documented, and reported.

	7


	Performance measures are well documented and communication is demonstrated throughout the department.
	

	6


	
	

	5


	
	

	4


	Some measures are in place, but are not formally documented.


	

	3


	
	

	2


	
	

	1


	No performance measures are in place for the purchasing department. 


	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	M-2
	Internal Performance Measurement

	The purchasing department evaluates its employees on a regular basis and feedback is given accordingly.

	7


	Formal documentation exists for employee evaluation and is utilized by management to assess performance, which is communicated to the employee on a regular basis.


	

	6


	
	

	5


	
	

	4


	Some informal evaluation is in place, but it is not documented or clearly communicated to employees.


	

	3


	
	

	2


	
	

	1


	No employee evaluations are in place for department. 


	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	M-3
	Internal Performance Measurement

	The purchasing department has programs established such as incentive, bonus, and recognition programs to recognize and reward superior employee performance.

	7


	Reward programs are well established and communication of them is demonstrated throughout the department. Documentation exists for their use. 


	

	6


	
	

	5


	
	

	4


	Some informal programs are in place, but they are not continuously used or documented.
	

	3


	
	

	2


	
	

	1


	No reward program is in place for the purchasing department.  


	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	M-4
	Internal Performance Measurement

	The purchasing department measures internal customer satisfaction and supplier satisfaction with purchasing.

	7


	Purchasing actively pursues feedback from internal customers and suppliers through a documented process.
	

	6


	
	

	5


	
	

	4


	Purchasing does not actively pursue feedback from its internal customers or suppliers; the process may exist but is not reviewed or updated on a regular basis.
	

	3


	
	

	2


	
	

	1


	Purchasing does not have a process to get feedback from any internal customers or suppliers.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	M-5
	Internal Performance Measurement

	The purchasing department is proactive in determining the needs of internal customers.

	7


	The purchasing department uses documented formal procedure to survey the needs of internal customers in early stage of decision making.
	

	6


	
	

	5


	
	

	4


	The purchasing department understands the needs of internal customers through informal process, and may not be timely for decision making.
	

	3


	
	

	2


	
	

	1


	The purchasing department does not involve internal customers to determine their needs in any way.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


Section 7

Human Resource Development

The Human Resource Development section focuses on the strategies and implementation of employee selection, training, supervision, and other related programs.

	H-1
	Human Resource Development

	Purchasing staffing requirements are identified, periodically reviewed, and expressed to executive management.

	7


	Human resource needs are well identified and reflected frequently in periodical reports at least once a month.
	

	6


	
	

	5


	
	

	4


	Human resource needs are identified and reported once every six months.
	

	3


	
	

	2


	
	

	1


	Purchasing department has difficulty identifying human resource needs and does not document them.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	H-2
	Human Resource Development

	Human resource policies for purchasing personnel are established and followed.

	7


	Human resource policies are established and followed.
	

	6


	
	

	5


	
	

	4


	Human resource policies area under development for purchasing personnel.
	

	3


	
	

	2


	
	

	1


	There is no formal human resource development program or policies for purchasing personnel.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	H-3
	Human Resource Development

	Employee selection criteria within purchasing are identified and documented.

	7


	Human Resources describes detailed criteria for employee selection and is reviewed and updated frequently.
	

	6


	
	

	5


	
	

	4


	Human Resources describes some of the criteria for employee selection, but some information is not updated frequently.
	

	3


	
	

	2


	Human Resources does not exist or Human Resources does not include any employee selection criteria.
	

	1


	
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	H-4
	Human Resource Development

	Human resource development includes initial and continuous training programs.

	7


	Human resource development includes initial and continuous training programs that are reviewed and updated frequently.
	

	6


	
	

	5


	
	

	4


	Human resource development includes only some of the necessary initial and continuous training programs, and many are out-of-date.
	

	3


	
	

	2


	
	

	1


	Human resource development does not exist, or it does not include initial and continuous training programs.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	H-5
	Human Resource Development

	Management works with individual employees to establish improvement goals and objectives.

	7


	The human resource development program collaborates with employees to clearly define and demonstrate the objectives and goals.
	

	6


	
	

	5


	
	

	4


	The human resource development program vaguely defines individual employees’ objectives and goals.
	

	3


	
	

	2


	
	

	1


	The human resource development program does not have objectives or goals set for employees.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	H-6
	Human Resource Development

	Employees are coached or supervised professionally through formal mentoring programs.

	7


	Each employee is coached or supervised professionally, and the supervisors / mentors are willing to share experiences.
	

	6


	
	

	5


	
	

	4


	Employees are coached or supervised on a corrective basis.
	

	3


	
	

	2


	
	

	1


	Employees are not coached or supervised properly; either because of absence of supervisor or poor quality of supervision.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	H-7
	Human Resource Development

	Management expects employees to pursue professional certification, continuous education, and/or college degrees.

	7


	Employees are rewarded to pursue professional certification or degree, by promotion, raise, or other means.
	

	6


	
	

	5


	
	

	4


	Employees are neither encouraged nor discouraged to pursue professional certification or degrees.
	

	3


	
	

	2


	
	

	1


	Employees are punished for spending time pursuing professional certification or degrees (more workload, etc.)
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


Section 8

Leadership

The Leadership section is an assessment of the purchasing department’s leadership and its influence on the company’s corporate and functional strategy.

	L-1
	Leadership

	The purchasing department regularly presents its plans and activities to executive management.

	7


	Plans and activities are regularly presented to management and are well documented.  Executive management provides feedback from the meetings, which is well communicated, to department employees.
	

	6


	
	

	5


	
	

	4


	Executive management is informally made aware of plans and activities on a sporadic basis.  Feedback from management is not well documented or communicated to the department employees.
	

	3


	
	

	2


	
	

	1


	No plans or activities are presented to executive management.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	L-2
	Leadership

	Purchasing coordinates strategy development with other departments or functional groups.

	7


	Cross-functional teams exist with purchasing being an active member of those teams.   Team meetings are held periodically and the outcomes from the meetings are shared with employees.
	

	6


	
	

	5


	
	

	4


	Purchasing department participates in meetings occasionally with other functional areas.
	

	3


	
	

	2


	
	

	1


	The company has no cross-functional teams.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


	L-3
	Leadership

	Executive management supports the purchasing department’s initiatives.

	7


	Executive management’s support of the purchasing department’s initiatives is well documented and shared with the employees. 
	

	6


	
	

	5


	
	

	4


	Executive management provides some support but not always.
	

	3


	
	

	2


	
	

	1


	Management does not support the initiatives of the purchasing department.
	


	SCORE

	


COMMENTS:

	

	

	

	

	

	

	

	

	

	

	

	


Self Evaluation Form

	Sec. 1 Policies and Procedures
	SCORE

	P1
	Corporate policies related to purchasing activities are well established and documented.
	

	P2
	Corporate policies give guidance and direction to purchasing activities.
	

	P3
	A comprehensive purchasing ethics policy exists and is widely communicated.
	

	P4
	Purchasing department practices conform to corporate policies.
	

	P5
	The purchasing process (or purchase cycle) is well documented.
	

	P6
	Written procedures cover purchasing documents such as forms, orders, and legal contracts.
	

	P7
	Written procedures exist for required purchases such as MRO, emergency, and extraordinary purchases.
	

	Subtotal for Policies and Procedures
	          /49

	Percentage for Policies and Procedures
	               %

	Sec. 2 Organizational Design

	D1
	A formal organizational chart depicts the purchasing department’s position and reporting structure within the company.
	

	D2
	Identification of duties in the purchasing department is developed and communicated to employees.
	

	D3
	The organizational design supports cross-functional interaction between departments or groups.
	

	Subtotal for Organizational Design
	          /21

	Percentage for Organizational Design
	               %

	Sec. 3 Supplier Evaluation and Selection

	S1
	Supplier selection criteria and processes are documented and followed.
	

	S2
	The purchasing department clearly identifies key sourcing requirements.
	

	S3
	The purchasing department has a database of current and potential suppliers and existing contracts.
	

	S4
	Supplier evaluation and selection criteria are categorized and defined.
	

	S5
	Competitive bidding, request for proposals, and site visits are used where appropriate.
	

	Subtotal for Supplier Evaluation and Selection
	          /35

	Percentage for Supplier Evaluation and Selection
	               %

	Sec. 4 Purchasing Process Efficiency and Effectiveness

	E1
	Corrective action forms are used for recording any deviations in supplier performance.
	

	E2
	Targets are set and monitored to reduce transaction costs.
	

	E3
	Cost saving goals by purchase category are established and reported to executive management on a regular basis.
	

	E4
	Procedures are in place to translate forecasts from marketing & sales into purchasing requirements.
	

	E5
	Measures are in place to monitor timeliness from recognition of a purchase need to invoice payment.
	

	E6
	Information technology systems have been implemented to optimize the purchasing process.
	

	E7
	Market tests are conducted periodically to ensure (company name) is receiving the best prices and service from suppliers.
	

	E8
	Purchasing performs price analyses and comparisons using data from externally available data services.
	

	E9
	Purchasing develops sourcing strategies that are appropriate given the purchase requirement.
	

	Subtotal for Purchasing Process Efficiency and Effectiveness
	          /63

	Percentage for Purchasing Process Efficiency and Effectiveness
	               %

	Sec. 5 Supplier Management

	R1
	Purchasing clearly communicates specifications and performance expectations to suppliers.
	

	R2
	Open sharing of demand data occurs with suppliers
	

	R3
	Supplier quality performance is managed and certified where necessary.
	

	R4
	The purchasing department has established a preferred suppliers list.
	

	R5
	Formal contracts, procedures, and relationship managers are utilized to manage suppliers.
	

	R6
	Purchasing establishes supplier performance targets and routinely assesses and adjusts those targets as required.
	

	R7
	The purchasing department meets regularly with key suppliers to share information, collaborate, and identify opportunities for improvement.
	

	R8
	Suppliers regularly receive feedback on their performance. 
	

	Subtotal for Supplier Management
	          /56

	Percentage for Supplier Management
	               %

	Sec. 6 Internal Performance Measurement

	M1
	Performance measures are clearly defined, documented, and reported.
	

	M2
	The purchasing department evaluates its employees on a routine basis and feedback is given accordingly.
	

	M3
	The purchasing department has programs established such as incentive, bonus, and recognition programs to recognize and reward superior employee performance.
	

	M4
	The purchasing department measures internal customer satisfaction and supplier satisfaction with purchasing.
	

	M5
	The purchasing department is proactive in determining the needs of internal customers. 
	

	Subtotal for Internal Performance Measurement
	          /35

	Percentage for Internal Performance Measurement
	               %

	Sec. 7 Human Resource Development

	H1
	Purchasing staffing requirements are identified, periodically reviewed, and expressed to executive management.
	

	H2
	Human resource policies for purchasing personnel are established and followed.
	

	H3
	Employee selection criteria within purchasing are identified and documented.
	

	H4
	Employee selection criteria within purchasing a re identified and documented.
	

	H5
	Management works with individual employees to establish improvement goals and objectives.
	

	H6
	Employees are coached or supervised professionally through formal mentoring programs.
	

	H7
	Management expects employees to pursue professional certification, continuous education, and/or college degrees.
	

	Subtotal for Human Resource Development
	          /49

	Percentage for Human Resource Development
	               %

	Sec. 8 Leadership

	L1
	The purchasing department regularly presents its plans and activities to executive management.
	

	L2
	Purchasing coordinates strategy development with other departments or functional groups
	

	L3
	Executive management supports the purchasing department’s initiatives.
	

	Subtotal for Leadership
	          /21

	Percentage for Leadership
	               %


Appendix 1 - Internal Customer Survey and Results

	
	Strongly

Agree
	Agree
	Somewhat

Agree
	Neutral
	Somewhat

Disagree
	Disagree
	Strongly

Disagree

	The purchasing department responds quickly to requests.
	
	
	
	
	
	
	

	The purchasing department consults you or your department for specs and/or quantity information before making decisions.
	
	
	
	
	
	
	

	The purchasing department brings in goods at the lowest total cost.
	
	
	
	
	
	
	

	The purchasing department responds to your concerns in a timely manner.
	
	
	
	
	
	
	

	The purchasing Department actively seeks feedback on your satisfaction toward its service.
	
	
	
	
	
	
	

	The purchasing department’s policies and procedures are well communicated to you and your department.
	
	
	
	
	
	
	

	The practices of the purchasing department have improved relative to its performance five years ago.
	
	
	
	
	
	
	

	Compared to other companies with which you are familiar, the purchasing department of the company is above average in performance.
	
	
	
	
	
	
	

	The purchasing department’s performance exceeds your expectations.
	
	
	
	
	
	
	


Comments:

1. The purchasing department responds quickly to requests.



Mean = 

Total Responses = 
Input bar chart.
2. The purchasing department consults you or your department for specs and/or quantity information before making decisions.



Mean = 

Total Responses = 
Input bar chart.
3. The purchasing department brings in goods at the lowest total cost.



Mean = 

Total Responses = 

Input bar chart.
4. The Purchasing Department responds to your concerns in a timely manner.



Mean = 

Total Responses = 

Input bar chart.
5. The Purchasing Department actively seeks feedback on your satisfaction toward its service.

Mean = 

Total Responses = 

Input bar chart.
6. The Purchasing Department's policies and procedures are well communicated to you and your department.



Mean = 

Total Responses = 

Input bar chart.
7. The practices of the purchasing department have improved relative to its performance five years ago.

Mean = 

Total Responses = 

Input bar chart.
8. Compared to other companies with which you are familiar the purchasing department at (company name) is above average in performance.



Mean = 

Total Responses = 

Input bar chart.
9. The purchasing department's performance exceeds your expectations.



Mean = 

Total Responses = 

Input bar chart.
Appendix 2 - Internal Customer Survey Open-Ended Responses

Input responses below.

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	

	12
	


Key highlights taken from the internal customer survey open-ended responses:

Input the highlights as bullet points below.
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