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Brief Description
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Document Control:
Change Record/Version Number 1/2
Process Owner: Name and Position Nancy Rono — Supply Chain Manager
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STEPS/FLOW/SEQUENCE
Step Event/Activity/Action Time/No. Of | Actor

Days




that:

The procedure covers process
of identifying suitable vendors
to supply good, works and
services.

The objectives are to ensure

Approved vendors
meet specified
requirements

Vendort’s list is
approved and
maintained

Approved and
updated vendors list

The Head of Department (Procurement
Manager) has the principal responsibility for
ensuring that this procedure remains
adequate for its intended purpose and is being
implemented within the department

EXCEPTIONS TO THE NORMAL FLOWS

Title No. | Description Time Actor
Trigger 1: e.g., Customer provides wrong ID number 1. E.g. the system displays | - -
message that the ID the
customer provided is
not correct
2. The User  Account | - -

remains inactive

(If any other, add rows)

Process Maps/Visuals




Business process flowcharts/swim lanes/screen shots
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