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PROCUREMENT POLICY 

 
Purpose of Procurement  
The overall purpose of the procurement plan is to ensure that Plane Talking Products (PTP) gets 
the highest quality of goods and services at the best price through the most sustainable op<ons 
available. 
The plan is in place to ensure streamlining the process of procurement while maintaining 
adequate control and promo<ng constant pursuit of more sustainable means of procurement. 
These procurement procedures apply to all staff involved in the procurement process and to all 
roles within the procurement func<on.  
 
 
The Procurement Authority  
PTP’s procurement authority will be composed of Head of Product and the managing director.  
Mee<ngs will be held when there is a specific need to deliberate on issues pertaining to 
procurement and its du<es within the business outside the normal scope of business.  
The key terms of reference for such a mee<ng will be to:  
i) Discuss customer tender requirements  
ii) Approve large and significant orders  
iii) Taking on new suppliers 
iv) Discuss problems in pricing that affects the business on a large scale  
v) Introduc<on of new/specialised products  
 
 
Procurement Planning  
Procurement planning is part of the annual budget.  
The procurement department will put into place an Annual Procurement Plan (APP) with input 
from product development.  
This plan will include, but will not be limited to:  
i Preferred suppliers – this can be country or region specific 
ii Supplier performance evalua<ons  
iii Change in preferred sources of supply – evalua<on of global effects 
iv Change in product offerings – new exclusions and inclusions 
v Sustainability requirements/changes 
vi Adjustments to accommodate changes in customer requirements 
 
Procurement will use the APP to coincide with the plans of the business as a whole and will be 
discussed in the procurement authority.  
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Controls on Procurement  
Goods and services will only be procured within approved budgets and from approved sources 
of supply except in case of emergencies, which must be approved by the managing director.  
It is the responsibility of the person who placed the purchase order to verify that the following 
have been done.  
i That the correct quan<ty has been received.  
ii That the quality and price of goods is as agreed.  
iii That the condi<on of the goods is as expected.  
 
 
Supplier Selec8on  
Careful selec<on of suppliers should be done to ensure that best possible price, quality, 
sustainability op<ons and delivery <me available within the markets is obtained.  
All procurement decisions will consider the carbon impact/efficiency of goods and services 
within the context of PTP’s commitment to become a Net Zero business by 2050. 
 
A list of suitable suppliers (the list of pre-qualified suppliers), for each type of goods and services 
will be maintained. This will make the process of vendor iden<fica<on much faster. The supplier 
list will be reviewed and updated periodically to ensure that current known factors are taken 
into considera<on.  
 
Supplier selec<on for inclusion on the list of pre-qualified suppliers will take place throughout 
the year based on supplier performance and ability to con<nuously meet the criteria. 
Addi<onally suppliers will be judged and approved based on the requirements set out in the PTP 
Sustainable Procurement Policy. 
 
 
Supplier Selec8on Criteria  
The following set of criteria is essen<al for deciding on choice of suppliers:  
i Price  
ii Quality of goods/services.  
iii Availability of goods/services within the required delivery <me.  
iv AXer sale services, including open and available communica<on.  
v Supplier’s records of performance and service.  
vi Financial stability of the supplier.  
vii Availability of supplier’s representa<ves to call upon and consult with  
viii Payment terms  
ix Warran<es and returns services offered.  
x Up-to-date and relevant sustainability cer<fica<ons and memberships. 
xi Compliance to social and environmental performance and ini<a<ves. 
xii Ability to provide samples  
 
Where applicable suppliers must also give proof of associa<on with groups such as Sedex, WRAP 
and other ethical trading organisa<ons.  
Proof must be supplied of compliance to social and environmental performance and ini<a<ves. 
This will include, but not be limited to: working condi<ons, an<-slavery policies, responsible 
sourcing and supply, sustainability and worker protec<on.  
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All procurement decisions will consider the carbon impact/efficiency of goods and services 
within the context of our commitment to become a Net Zero  business by 2050. In par<cular, we 
shall give preference to suppliers who can: 
a) reduce total material use; 
b) reduce the number of product components; 
c) minimise the use of harmful materials;  
d) extend product and material life; 
e) enable servicing; and 
f) minimise waste genera<on 
 
 
Procedure for Tenders  
The procurement and product teams will recommend poten<al vendors and products based on 
the requirements put forward by tender.  
Specific suppliers will be selected based on (but not limited to) price, exper<se, loca<on and 
<meline requirements.  
 
 
Use of Sole Suppliers (Preferred Suppliers)  
In the interest of ensuring quality, reliability, consistency and <meliness, the procurement 
officer or buyer may establish purchase agreements or contracts with main dealers of regularly 
purchased goods. Where possible procurement will nego<ate rates and discounts with the 
supplier or stock holding agreements (where applicable) to ensure consistent quality. These 
agreements should be reviewed annually to ensure that they are relevant and accurate.  
 
 

 


