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Material requisition management is summarized as outlined here below. 
	Step
	Phase
	Executor
	Action
	Documentation

	1. 
	Request for quotation
	Engineering
	1. Preparation of the Material Requisition for Quotation and relevant attachments.
2. Forwarding of Material Requisition to Project Manager.
	A. MR for RFQ

	2. 
	Request for quotation
	Project Manager
	1. Preparation of the request for quotation.
2. Forwarding of material requisition and request for quotation to Purchasing dept.
	A. MR for RFQ 

	3. 
	Request for quotation
	Purchasing dept.
	1. Sending of Request for Quotation to vendors. (email da portale al fornitore con allegati) 
2. MR + Allegati
	-

	4. 
	Quotation collected
	Purchasing dept.
	1. Receiving of quotation from vendors.
2. Forwarding of vendors’ quotation to Engineering dept. for alignement.
3. (alert ad ogni caricamento)
	A. Vendors’ quotation

	5. 
	Quotations alignement
	Engineering
	1. Technical alignment of received quotations.
2. Technical tabulation of received quotations.
3. Preparation of BTA (Bid Technical Alignment sheet) and BTE (Bid Technical Evaluation sheet) (1).
4. Sending of aligned and tabulated quotations (TBA and TBE sheets) to Project Manager.
	A. BTA (Bid Technical Alignment sheet) 
B. BTE (Bid Technical Evaluation sheet)

	6. 
	Quotations tabulation
	Project Manager
	1. Evaluation of TBE sheet.
2. Sending of tabulated quotations (PM’s TBE sheet) to Purchasing dept.
	A. TBE sheet

	7. 
	Quotations tabulation
	Purchasing dept.
	1. Negotiation with acceptable vendors.
2. Selection of vendor.
3. Information to Engineering dept. of selected vendor. 
	A. (to be defined)

	8. 
	Quotations tabulation
	Engineering
	1. Preparation of the Material Requisition for Order and relevant attachments, including TBA relevant to selected vendor.
2. Forwarding of Material Requisition for Order to Project Manager.
	A. MR for PO

	9. 
	Request for purchase
	Project Manager
	1. Preparation of the Request for Order.
2. Forwarding of Material Requisition and Request for Order to Purchasing dept.
	A. MR for PO
B. RFO

	10. 
	Order
	Purchasing dept.
	1. Release of purchase order
	A. Order 


  
Notes:
1. In case during technical alignement vendor’s quotations shall be revised/amended, new quotation or amendments shall be included in the technical alignement and tabulation. 
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