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Introduction

Introduction to Procurement Management examines how organizations obtain the goods
and services they need at the right cost, quality, and time. This Training Course covers the
procurement cycle, sourcing methods, supplier selection, purchase orders, and performance
basics. Participants study spend categorisation, tender documentation, evaluation criteria,
and negotiation fundamentals. Furthermore, the programme connects process steps to
practical situations through case exercises and document reviews. As a result, delegates
leave able to run routine procurement activity properly and support more complex sourcing
work.

Introduction to Procurement Management Course
Objectives

- Define procurement, purchasing, and sourcing and their differences.
- Describe the procurement cycle from need identification to payment.
- Apply spend categorisation using the Kraljic matrix.

- Prepare simple specifications, scopes, and enquiry documents.

- Run competitive sourcing using RFQ, RFP, and tender processes.

- Evaluate bids using weighted technical and commercial criteria.

- Prepare purchase orders and manage the order-to-payment steps.

- Apply negotiation fundamentals and supplier communication basics.
- Understand Incoterms and delivery terms in purchase transactions.

- Build simple procurement records and supplier registers.

Course Methodology

- Interactive workshops using everyday procurement scenarios.
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- Structured exercises on specifications and enquiry documents.
- Bid evaluation practice with weighted scoring sheets.

- Guided negotiation role-play with coached feedback.

- Case review of procurement decisions and their outcomes.

- Action planning that converts each session into a workplace commitment.

Who Should Take This Course

- New procurement officers and assistants.

- Buyers and purchasing coordinators.

- Store and inventory staff with buying duties.

- Finance staff handling purchase order processes.
- Project coordinators placing orders.

- Administrative and office management staff.

- Small business owners handling their own purchasing.

Introduction to Procurement Management Course
Outlines

Day 1: Procurement Basics and the Procurement Cycle

- Defining procurement, purchasing, and sourcing.

- The role of procurement in organizational performance.

- The procurement cycle: identify, specify, source, contract, receive, pay.
- Requisitions, approvals, and internal customer needs.

- Centralized versus decentralized procurement structures.

- Procurement policy, ethics, and conflicts of interest.
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- Common procurement documents and their purpose.

Day 2: Spend Categories and Specifications

- Introducing spend analysis and spend categories.

- The Kraljic matrix: routine, leverage, bottleneck, strategic items.
- Writing simple specifications and scopes of work.

- Output specifications versus input specifications.

- Standardisation and demand consolidation basics.

- Make-or-buy considerations.

- Preparing a basic procurement plan.

Day 3: Sourcing, Enquiries, and Bid Evaluation

- Sourcing methods: direct purchase, RFQ, RFP, and open tender.
- Supplier identification and market research basics.

- Preparing enquiry documents and terms.

- Bid opening and preliminary compliance checks.

- Weighted technical and commercial evaluation.

- Handling clarifications and bidder queries.

- Award recommendation and approval basics.

Day 4: Order Management and Supplier
Communication

- Purchase requisition to purchase order conversion.
- Purchase order terms and conditions basics.

- Order acknowledgement, expediting, and delivery tracking.
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- Goods receipt, inspection, and acceptance checks.
- Invoice matching and payment processing basics.
- Incoterms 2020 in simple purchase transactions.

- Document retention and filing discipline.

Day 5: Negotiation Basics and Supplier Performance

- Negotiation preparation and objectives setting.

- Price, delivery, and payment terms discussion.

- Common negotiation tactics and how to respond.
- Supplier communication and relationship basics.

- Simple supplier performance measures.

- Managing supplier complaints and delivery issues.

- Personal action plan and continuous improvement.

Conclusion

By successfully completing Introduction to Procurement Management, participants will have
acquired a practical command of the procurement cycle, sourcing methods, bid evaluation,
and order management. They will know how to prepare enquiry documents, assess supplier
offers fairly, and process orders through to payment correctly. In addition, the course
prepares delegates to apply basic negotiation and supplier performance practice. As a
result, they return to work ready to support procurement operations with confidence.
Gentex Training Center delivers this Training Course with a practical, standards-based
approach.
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FAQs for the Introduction to Procurement
Management course

Q1 What is the "Introduction to Procurement
Management” course about?

It is a five-day programme that explains how organizations buy goods and services
properly. It covers the procurement cycle, spend categories, specifications, sourcing and bid
evaluation, purchase order management, negotiation basics, and supplier performance.

Q2 What are the key benefits of the "Introduction to
Procurement Management” course?

Participants gain the ability to run routine buying activity correctly, prepare clear
specifications, and evaluate offers fairly against stated criteria. They also learn to manage
orders and payments accurately and to apply basic negotiation and supplier management
practice.

Q3 What skills will I gain from the "Introduction to
Procurement Management” course?

Procurement cycle management across the source-to-pay process, specification writing and
spend categorisation, bid evaluation using weighted scoring, and purchase order
management with negotiation and supplier performance basics.

GENTEX

TRAINING CENTER



LEARN BOLD. LEAD BEYOND

GENTEX Training Center LLC | Orlando - FL, USA
Info@gentextraining.com

Q4 What tools, methods, or standards are covered in
the "Introduction to Procurement Management”
course?

The course covers the Kraljic matrix for spend categorisation, RFQ, RFP, and tender
sourcing methods, output and input specification types, weighted technical and commercial
evaluation sheets, purchase requisition and purchase order processes, three-way matching
basics, Incoterms 2020, basic supplier scorecards, and procurement ethics and conflict-of-
interest rules.

Q5 How is the "Introduction to Procurement
Management” course applied in real-world practice?

Delegates apply it through procurement plans, enquiry documents, bid evaluation reports,
purchase requisitions and orders, expediting records, goods receipt notes, invoice matching,
and supplier registers. They also use it to advise internal departments on buying procedures
and to prepare simple performance reports.
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