PROCUREMENT
STARTER KIT

Essential Tools & Templates for Buyers

Provided by FFM TRADE e.U. | www.ffmtrade.eu | info@ffmtrade.eu



Introduction

Procurement is a vital function in any organization, responsible for acquiring the goods and
services needed for business operations. This starter kit is designed for aspiring buyers,
purchasing managers, and professionals looking to strengthen their sourcing and supplier
management skills. Inside, you'll find ready-to-use templates and checklists to help you work
more effectively and professionally.

Sample RFQ (Request for Quotation) Template
Use this RFQ template to request competitive quotations from suppliers. Make sure to fill in all
the key fields.

Company Name

Product Description

Quantity

Required Delivery Date

Payment Terms

Delivery Terms (Incoterms)

Contact Details

Supplier Evaluation Checklist
Score each criterion from 1 (Poor) to 5 (Excellent):

e [ Product/Service Price....... /5

e [JQuality Standards ...... /5

e [ Production Capacity ...... /5

e [1Lead Time & Delivery Reliability ...... /5

e [ Responsiveness & Communication ...... /5
e [ Compliance with Requirements ...... /5

e [ Financial Stability ...... /5

Total Cost of Ownership (TCO)

TCO includes all direct and indirect costs over the lifecycle of a product. It helps you choose the
most cost-effective supplier, not just the cheapest one.

Example:

- Supplier A: Unit Price €10, Shipping €3, Defect Rate 5%

- Supplier B: Unit Price €11, Shipping €1, Defect Rate 1%

-> Supplier B might be more cost-effective despite the higher unit price.




Top 10 Tips for Beginner Buyers

« Always define specifications clearly.

«” Don’t choose suppliers based only on price.

« Understand Incoterms and payment terms.

« Evaluate total cost, not just unit price.

« Build strong relationships with key suppliers.
« Keep communication professional and clear.
« Track supplier performance regularly.

« Always have a Plan B for critical components.
« Use templates and checklists to stay organized.
« Keep learning — procurement is evolving!

Bonus: Glossary & Useful Notes

RFQ — Request for Quotation

TCO — Total Cost of Ownership

MOQ — Minimum Order Quantity

Lead Time — Time between order and delivery

Your Notes:
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