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	Purchase Information Requirements
	
	

	Sno.
	Objective
	Requirements
	
	

	1
	Identify the required product
	Product name, model number, quantity etc..
	
	

	2
	Identify requirements of the product
	Technical Specifications, Edition, etc...
	
	

	3
	Supplemental requirements such as regulatory requirements
	Quality documentation, Safety documentation
	
	

	4
	Identify Operational requirements that the supplier must follow
	Packaging, Delivering, Quality test, Official Documentation
	
	

	5
	Traceability & records of traceability
	Ability to trace back any purchased product
	
	

	6
	Additional requirement
	Any additional requirement needed to accept an effective product
	
	

	

	Purchase Criteria

	SNo.
	Supplies
	Stationery
	Fixed Assets
	Desktop/Laptop

	1
	Product name
	Item name
	Product name
	Product name

	2
	Artwork/Design

(for new product only)
	Brand
	Specification
	Model

	3
	Specification
	Model No.
	Product Make
	Specification

	4
	Unit
	Unit (Piece, Pack, Carton, Box etc...)
	Unit
	Unit

	5
	Quantity to be ordered
	Quantity to be ordered
	Quantity
	Quantity
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