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Management and Control of Supplier activity and introduction of new products
[bookmark: _Toc247607767][bookmark: _Toc171316141]Relevant to:
 Any individual who interacts with a representative of any Supplier to who visits or requests to visit the Trust.
[bookmark: _Toc247607768][bookmark: _Toc453168221]Purpose of Procedure:

To ensure a standard procedure is followed by all staff when contacted by a supplier and to manage and control the access and activity of suppliers within the Trust and the introduction of new products.
[bookmark: _Toc247607771]Procedure to Follow:	

· The first point of contact for all suppliers shall be the Procurement Services Department. If a supplier contacts a member of staff directly the supplier should be directed to the Procurement Services Department, located on green zone level 1 or 01634 833700
· The Procurement Services department will hold initial discussions with the supplier to undertake the following:
· Ascertain how the supplier or the product fits in with the Trust’s current supply strategy
· Gather necessary product/supplier information
· Advise the supplier on the Trust’s internal process with regards to new products and trials
· The Procurement services department will then:
· Seek inputs and views from the relevant staff within the Trust.
· Co-ordinate supplier meetings and point of contact
· If it is decided that there is good reason to proceed with evaluating the product the Procurement department will:
· Liase with the Service Manager and General Manager to agree on the correct way of trialling the product.
· Arrange the trial with the supplier and ensure that the Trust does not incur any unnecessary cost.
· Upon completion of the Trial the Procurement department will arrange a feedback meeting with the Supplier and Trust Staff
· Following a successful trial the Procurement Department will help develop the business case with the department and finance business partners in line with Trust procedures. This will then go through the appropriate internal sign off route.
· If the Business case is approved the Procurement Department will work with the relevant department and the supplier to ensure that the new product is phased into use and any existing stock is used up or disposed of in the correct manner.


Implications of not following procedure:
[bookmark: _Toc247607772]No new product will be introduced to the Trust without following the above procedure
Useful Contacts:	
	Name
	Title
	Extension

	Dan Small
	Head of Procurement
	6743

	Fern McDonnell-Thorn
	Procurement Manager
	6685

	Phil Day
	Supply Chain Manager
	8962

	Kate Trevelyan
	Senior Buyer
	3256

	Annette Hubbard
	Senior Buyer
	8960

	Manuela Rehberg
	Buyer
	3598

	Holly O’Connell
	Buyer
	6751



Monitoring the Process:
The Process will be regularly monitored by the Procurement Department
[bookmark: _Toc247607769]National Definitions:
N/A
[bookmark: _Toc247607770]Reference Material & Associated Documents:		
N/A
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