CERTIFICATE IN PURCHASING AND SUPPLY

COURSE CONTENT

A. Understanding Purchasing Principles 

Aim
To provide students with an introduction to the key principles and objectives that underpin the professional purchasing task.

1. Identifying needs: Introduction to the 'five rights' and the operational objectives of purchasing:

a) The right quality: quality as 'conformance to specification' and 'fitness for purpose', the costs of getting quality wrong, specifications and quality, approaches to managing supplier quality

b) The right quantity: determining the quantity required, factors influencing the choice of how much to buy, minimum order levels and values

c) The right place: in bound transportation of goods to the delivery point, issues arising from international transportation

d) The right time: internal, external and total lead time and factors that influence lead time, expediting, measuring supplier delivery performance

e) The right price: the different types of cost, and where purchase price fits in, factors affecting how a supplier prices their products or services

2. Specifying requirements
a) Definition of specifications

b) Prescriptive and non-prescriptive specifications

c) Ideal characteristics of a specification

d) The buyer's role in preparing specifications

e) Common problems with specifications

f) Different types of product and service specification: brand name, sample, design/drawing, composition, performance/functional

g) Standards and standardisation

h) Value engineering and value analysis

i) Taking account of legislative requirements and company policy in specifications

3. Contracts
a) Definition of a contract

b) Why contracts are needed

c) The buyer's role in preparing contracts

d) Forming a contract: offer and acceptance, consideration, intention to be legally bound, legal capacity

e) Representations and terms

f) Types of contract terms: express and implied terms, conditions and warranties

g) Remedies for breaching terms of the contract

h) Common contract terms: title, property and risk, defect liability, payment terms, liquidated damages, subcontracting, variation, termination 

i) Model forms and standard forms of contract

j) Settling contractual disputes

4. Ethical issues in purchasing
a) Conflicts of interest

b) Gifts and hospitality

c) Dealing with suppliers ethically

d) Designing systems and procedures to discourage unethical practices

e) The CIPS Code of Ethics

f) Ethical sourcing and trading

B. Selecting the Right Supplier 

Aim
To provide a framework that can be used in order to identify potential sources of supply, appraise and select the best suppliers from these sources and then monitor and encourage improvement in these suppliers.

1. The sourcing process
a) The stages in the sourcing cycle

b) Purchasing documentation associated with each stage

2. Appraising suppliers
a) When supplier appraisal should be carried out

b) Methods of supplier appraisal

c) Supplier appraisal criteria including: technical/quality, financial, commercial and environmental appraisal

d) Evaluating suppliers' commitment

e) Evaluating suppliers' capabilities

3. Sources of information
a) Identifying potential sources of supply

b) Sources for supplier evaluation

c) Setting up a supplier data system

4. Sourcing methods
a) Requests for proposals and quotations

b) Open tendering processes

c) Restricted and selective tendering processes

d) Direct negotiations and post-tender negotiation

C. Effective Negotiation in Purchasing and Supply  

Aim
To provide an understanding of the process of negotiation, and the strategies and tactics required for an effective negotiation complemented by specific aspects of behaviour.

1. Planning a negotiation
a) What is negotiation?

b) Market analysis

c) Building a cost model

d) Carrying out a SWOT analysis

e) Generating variables

f) Understanding the supplier organisation

g) Understanding the people involved

h) Position and interests

i) Determining the balance of power

2. Negotiation objectives and strategy
a) Defining objectives and targets

b) Developing the strategy

3. The negotiation meeting
a) Stages of the meeting

b) Persuasion techniques

c) Negotiation tactics

d) Characteristics of successful negotiators

e) Body language

f) Negotiating with people from other countries

g) Negotiating by telephone

4. Follow-up to the negotiation
a) Implementing the agreement

b) Evaluating the agreement

D. Managing Inventory  

Aim
To provide an understanding of the methods used by organisations to obtain the right quantities of stock or inventory.

1. The costs of holding stock
a) Supply and demand

b) Holding costs

c) Stock evaluation methods

2. Stock control methods
a) Determination of demand

b) Forecasting techniques

c) Stock replenishment systems

d) Determination of safety and service levels

e) Inventory monitoring and control

f) Stock classification and coding

3. Other inventory management techniques
a) Material requirements planning (MRP)

b) Manufacturing resource planning (MRP2)

c) Distribution resource planning

d) Just in Time stocking systems

4. Physical stock management
a) Stores/warehouse location

b) Stores/warehouse design

c) Stockyard design

d) Stores/warehouse layout

e) Materials handling

f) Stock transaction recording

E. Business Environment in Purchasing and Supply  
Aim
To provide an understanding of the immediate business environment which affects the organisation and the individual in business activities.

1. Types of organisations
a) Organisational objectives - private and public sectors

b) The types of economy: planned economy, market economy, mixed economy

c) The sectors of an economy: primary, secondary and service sectors

2. Corporate strategy
a) Strategic planning

b) Three levels of strategy: corporate, business and functional

c) Generic corporate strategies: diversification, withdrawal, consolidation, market penetration, mergers and acquisitions, joint developments and strategic alliances

d) Competition in the marketplace

e) Product development

3. Organisational structure and culture
a) Types of organisational structure

b) Centralised and decentralised functions

c) Organisational cultures

4. Information systems
a) The purchasing system

b) IT systems

c) eProcurement - electronic data interchange (EDI)

5. Corporate policies and initiatives
a) Quality management

b) Environmental policy

c) Human resources policy
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