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1. Introduction

[Describe the document and its purpose.] 
1.1. General Information
[General information about the project, client, project manager and timelines]
2. Procurement Approach 

[Describe the procurement process for selecting vendors and creating purchase orders. Define roles and responsibilities for everyone involved in the procurement process. Indicate who is authorized to place orders.] 

2.1. Vendor Selection 
2.2. Request for Proposals (RFP’s)

2.3. Decision Criteria
2.4. Purchase Order Process
2.5. Roles and Responsibilities 
2.6. Authorizations and Sign-Offs
3. Contract Management

[Describe the contract management process, the types of contract to be used and the approval process.]

3.1. Types of Contract To Be Used

3.2. Contract Approval Process

4. Procurement Plan and Schedule

[Describe the item for procurement, budgeting information, and timelines for ordering and receiving of goods].
4.1. Procurements 
	Item/Service
	Vendor
	Budget
	Contract Type 

	Item A 
	
	
	

	Item B
	
	
	

	Item C
	
	
	


4.2. Schedule
	Item/Service
	Order Date
	Receive Date
	Ordered By

	Item A 
	<date>
	<date>
	<name>

	Item B
	<date>
	<date>
	<name>

	Item C
	<date>
	<date>
	<name>
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