AMPLIFA PROCUREMENT GLOSSARY

Procurement Manual: A Guide to a Uniform
and Compliant Procurement Function

The procurement manual is an internal set of rules that bindingly documents the processes,
competences and standards of procurement. It creates a uniform foundation for buyers, functional
departments and suppliers and ensures that procurement decisions are traceable, compliant and
economically sound. As a central reference document, it links strategic principles with operational
work instructions.

Key facts

* The procurement manual bindingly documents the processes, responsibilities and rules of conduct
of procurement.

« Typical contents include procurement policies, approval levels, contract standards and compliance
requirements.

|t strengthens process compliance, reduces maverick buying and facilitates internal and external
audits.

+ In practice, it often also includes templates, thresholds and escalation routes.
« An effective manual is regularly updated and actively used in employee training.

Definition: Procurement Manual

The procurement manual is a structured document that bindingly describes the principles, processes
and responsibilities of a company's procurement function. It serves as a reference work for employees
and as evidence towards auditors, customers and authorities.

Distinction from Policy and Process Instruction

The procurement policy sets out objectives and framework conditions at the top level, such as value for
money, compliance and sustainability. The procurement manual translates these requirements into
concrete procedures, while individual process instructions (SOPs) describe workflows in detail. In
practice, the manual forms the umbrella across all three levels.

Typical Target Audiences

The manual primarily addresses buyers, materials planners and functional departments with requisition
authority. Secondarily, it serves management, internal audit and external auditors as a reference.
Excerpts, such as codes of conduct or supplier terms, are often also communicated to suppliers.

Contents and Structure of a Procurement Manual

A practical manual is modular in structure and covers the entire procurement cycle from demand
identification to order processing. The scope varies depending on the size of the company; it is often
between 30 and 100 pages plus annexes.
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Strategic Foundations

This part describes procurement objectives, supplier strategy, make-or-buy considerations and the
involvement of procurement in early project phases. Methods such as the outsourcing potential analysis
or the sourcing wave plan are also anchored here so that strategic decisions are made in a reproducible
manner.

Operational Processes

The operational part describes the process chain from requisition through enquiry and price comparison
to purchase order and supplier evaluation. This includes, in the Source-to-Contract (S2C) process,
enquiry requirements, bidder criteria and contract standards, and in the purchase order process,
approval levels, delivery schedule tolerance bands and rules for materials planning.

Compliance and Conduct

Binding components include rules of conduct on compliance, anti-corruption, data protection and
sustainability, such as requirements on packaging regulations or customs clearance. In addition,
documentation obligations, the four-eyes principle and escalation routes are defined. Legal statements
remain general and must be examined legally on a case-by-case basis.

Methods and Approach for Creating a Manual

Creation typically follows a multi-stage approach: stocktaking, draft, alignment with stakeholders,
approval and training. The involvement of those affected is crucial, as acceptance is determined by
practical benefits.

As-Is Analysis and Process Documentation

First, existing processes, shadow purchases and deviations from requirements are analysed. Interviews
with buyers, functional departments and accounts payable are helpful, as is an evaluation of typical
sources of error such as incomplete enquiries or missing delivery advice note processing (ASN).

Alignment with Certifications and Standards

Companies with certified management systems, for example under ISO 9001, should interlock the
procurement manual with these systems. Process descriptions, documentation obligations and supplier
qualification are then formulated so that audit requirements are directly fulfilled. This reduces duplicate
work in internal and external audits.

Versioning and Updating

Every manual needs change management with a version history, approval date and responsible party. In
practice, an annual review has proven effective, supplemented by ad hoc updates, for example when
supplier strategy changes, new software is introduced or thresholds are adjusted.

Key KPIs and Effects

A procurement manual directly influences procurement metrics through process adherence. It makes
deviations visible and creates the basis for continuous improvement.

Process and Compliance Metrics
Typical metrics include the share of conformant purchase orders, the number of approved framework
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agreements and the share of purchases made outside the system (maverick buying). If this share falls
significantly, it demonstrates the effectiveness of the manual. The lead time from enquiry to purchase
order is also a good indicator.

Metrics in the Supplier Area

On the supplier side, clear rules affect on-time delivery, delivery time variance and schedule adherence
for sample deliveries. Ratings from supplier management, the results of supplier qualification and status
values from the supplier portal are regularly incorporated into reports and support the supplier strategy.

Risks and Controls

Without a manual, there is a risk of opaque procurement decisions, price disadvantages, compliance
breaches and loss of trust among auditors and customers. With a manual, different risks arise, in
particular outdated content and lack of acceptance.

Typical Weaknesses

Common problems are contradictory requirements between procurement, quality and logistics
departments, approval thresholds set too high and manuals that exist only on paper. An unclear
approach to risk is also harmful: tools such as the risk matrix or the risk heatmap for supplier risks
should be anchored in the manual.

Controls and Auditability

Effective controls include sample audits of purchase orders, checks of formal requirements such as VAT
ID verification for new suppliers and monitoring of early payment discount and payment term
requirements. Internal audit can rely on the manual as an audit basis; changes must be documented
and justified.

Securing Acceptance

Acceptance is created through concise, practical texts, clear responsibilities and training at onboarding
and during process changes. An FAQ appendix and process diagrams lower the barrier to entry.
Managers must lead by example on the requirements, otherwise the manual quickly loses its binding
force.

Current Developments: Digitalisation and Sustainability

Procurement manuals are increasingly migrating to digital formats and being linked with procurement
systems. At the same time, sustainability and supply chain requirements are significantly expanding the
scope of content.

Digital Manual and System Integration

Many companies maintain the manual as an intranet or wiki solution with direct links to processes,
forms and systems. Rules such as approval levels or delivery schedule tolerance bands are mapped
directly in procurement and ERP systems, so that systems technically enforce compliance rather than
merely describing it.

Sustainability and Supply Chain
Requirements on CO2 data, human rights and supply chain due diligence are finding their way into
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procurement rulebooks. The manual defines which evidence suppliers must provide, how
pre-qualification proceeds and how risks are assessed. Current legal requirements must be examined
on a case-hy-case basis.

Changed Procurement Patterns

Shortened supply chains through reshoring, volatile commodity prices with raw material indexation in
contracts and innovation-oriented approaches such as the supplier innovation challenge require flexible
rulebooks. Modern manuals therefore describe guardrails rather than detailed rules and provide
decision-making scope with clear responsibilities.

Typical metrics

Process compliance (conformant purchase orders): > 95%
typical benchmark; usually rises significantly after manual introduction

Share of maverick buying: < 5%
share of procurement transactions outside regulated processes

Lead time from enquiry to purchase order: typically 5-15 working days
depends on industry and value; the manual defines target lead times

Manual currency: revision every 12 months
supplemented by ad hoc updates

Practical Example

A mid-sized mechanical engineering company with around 300 employees and 1,200 active suppliers
created a procurement manual after an internal review revealed increased maverick buying and
inconsistent contract terms.

« Description of the entire procurement process including approval levels, enquiry templates and
escalation routes

» Anchoring a supplier qualification process with pre-qualification and a risk heatmap for new suppliers

* Mapping of delivery schedule tolerance bands and ASN obligations in collaboration with logistics
and IT

* Annual manual revision and mandatory introductory training for all employees with purchasing
authority

Conclusion

The procurement manual is the foundation of a professionally managed procurement function. It makes
rules binding, facilitates audits and reduces sources of error in day-to-day operations. Practical content,
clear responsibilities and regular updating are decisive for success. Companies that integrate the
manual digitally and link it with metrics generally achieve significantly higher process compliance. As a
living document, it should not be understood as a rulebook but as a guide that provides buyers with
concrete support in their daily work.

Frequently asked questions
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What belongs in a procurement manual?

Typical components include procurement objectives, responsibilities, the procurement process from
enquiry to purchase order, approval levels and thresholds, contract standards as well as compliance
and sustainability requirements. These are often supplemented by templates, escalation routes and
rules on supplier management. Scope and depth depend on the size of the company and its industry.

Why does a company need a procurement manual?

It creates uniform standards, reduces maverick buying and makes procurement decisions traceable. It
also serves as evidence towards auditors and customers, for example within the framework of quality

management systems. In practice, it lowers process costs and improves negotiating leverage through

consistent procedures.

Who is responsible for the procurement manual?

Responsibility usually lies with the Head of Procurement or the management board, who formally
approve the document. Substantive maintenance is often handled by a process owner within
procurement management. It is important that changes are documented with versioning and actively
communicated to users.

How often should a procurement manual be updated?

In practice, an annual full revision has proven effective, supplemented by ad hoc updates in the event of
process, system or legal changes. Every change should be documented with a version number, date
and approval. An outdated manual carries the risk of employees following requirements that are no
longer valid.

What is the difference between a procurement manual and a procurement policy?

The procurement policy is a short statement of principles adopted by management, setting out
objectives and framework conditions. The procurement manual operationalises these requirements in
concrete processes, templates and work instructions. The two documents complement each other and
should be aligned in content.

How do you successfully introduce a procurement manual?

The introduction is successful if affected employees are involved early, the document remains practical
and lean, and training ensures knowledge transfer. Digital availability and linking to procurement
systems increase usage. A feedback channel helps to identify and close gaps quickly.
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