
PETROLEUM COMPANY OF TRINIDAD AND TOBAGO LIMITED 
QUALITY MANAGEMENT SYSTEM 

 

PROCEDURE FLOW CHART 
 

NO  :  QMRP:7.4.1/11                                  DEPARTMENT  :  REFINING & MARKETING  - MATERIALS MANAGEMENT 
                                             SYSTEMS ADMINISTRATION 
                                             VENDOR RELATIONS REVISION NO  :  2 

EFFECTIVE DATE  :  30-Jun-04  
TITLE  :  VENDOR REGISTRATION 
 

PAGE NO  :  1 of  3 

 

APPROVED BY : 
 

MATERIALS MANAGER 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Vendor submits 
written request 

Is it a New 
Application or  
an Extension  

in Scope ? 

Yes 

No 

Are  
goods 

required ? 

Yes 

No 

Status 
Change 

Letter of Regret 
sent to Vendor 

Is an  
Extension  

in commodity 
scope  

requested ? 

No Issue Registration 
Package to Vendor 

Are all 
requirements 
submitted ? 

Inform Vendor  
of outstanding 

items 

No 

Yes 

Yes 

Inspection Points : 
 

I1  -  Vendor documentation  
          verified by Systems 
I2  -  Financial check performed  
          and statutory documentation         
          verified  by Tenders &    
          Special Contracts Admin. Mgr.  
I3  -  Visual inspection of vendor’s   
          warehouse by a Site Visit Team 
Financial Evaluation and 

Verification of Statutory 
Requirements 
I1
I2
AUTHORISED BY : 

MANAGEMENT REPRESENTATIVE 



PETROLEUM COMPANY OF TRINIDAD AND TOBAGO LIMITED 
QUALITY MANAGEMENT SYSTEM 

 

PROCEDURE FLOW CHART 
 

NO  :  QMRP:7.4.1/11                                  DEPARTMENT  :  REFINING & MARKETING  - MATERIALS MANAGEMENT 
                                             SYSTEMS ADMINISTRATION 
                                             VENDOR RELATIONS REVISION NO  :  2 

EFFECTIVE DATE  :  30-Jun-04  
TITLE  :  VENDOR REGISTRATION 
 

PAGE NO  :  2 of  3 

 

APPROVED BY : 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
MATERIALS MANAGER 

 

Has Vendor 
met the 

standard ? 

No Letter of Regret 
sent to Vendor 

Yes 

Is a Site 
Visit 

required ? 

Yes 

Perform Site Visit 

No 

 

Yes 
I3
AUTHORISED BY : 

MANAGEMENT REPRESENTATIVE 

Summarised Site Visit 
Reports forwarded to 

Evaluation Committee 

Is the  
Vendor 

recommended ? 

Yes 

No Letter of Regret 
sent to Vendor 

Update SAP 



PETROLEUM COMPANY OF TRINIDAD AND TOBAGO LIMITED 
QUALITY MANAGEMENT SYSTEM 

 

PROCEDURE FLOW CHART 
 

NO  :  QMRP:7.4.1/11                                  DEPARTMENT  :  REFINING & MARKETING  - MATERIALS MANAGEMENT 
                                             SYSTEMS ADMINISTRATION 
                                             VENDOR RELATIONS REVISION NO  :  2 

EFFECTIVE DATE  :  30-Jun-04  
TITLE  :  VENDOR REGISTRATION 
 

PAGE NO  :  3 of  3 

 

APPROVED BY : 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
MATERIALS MANAGER 

 

o

s

Approval letter sent 
to Vendor & relevant 

personnel notified 

On-going monitoring of 
Vendor based on Quality, 

Price and Delivery 
Performance and 

appropriate action taken 

 
Has Perfo

Impro

 
Is Performance 
Satisfactory ? Continue 

Business 

Issue warning 
Letter to Vend

Recommend for Su
registration 
N

AUTHORI

rmance 
ved?

or

spension o

o

Ye
s

N

Ye
SED BY : 

MANAGEMENT REPRESENTATIVE 

r De-


