



Sample tasks for procurement and  Supply Chain Support 

1. Write and execute a tender or other competitive process for goods or services.
2. Fill in for a short term absence of existing Procurement or Supply Chain resource.
3. Create and agree a detailed sourcing strategy and activity timetable for a certain category of expenditure. 

4. Inject appropriate competitive tension into ongoing arrangements to reduce reliance on existing vendor base.
5. Negotiate a better deal within the current contracts.
6.  Implement a sustainable strategy to control and to reduce professional services costs.
7. Procure an overall print and print management solution.
8. Review indirect costs profile and suggest possible areas of cost reduction.
9. Create and implement a transition plan to on-board new vendors. 
10. Implement a suitable vendor management and rating system.
11. Create a standard tender process for the company including document templates. 
12. Appoint a Legal or other panel using framework agreements and deliver group deals appropriate to the company needs and volumes.
13. Help create an overall strategy and plan to reduce all indirect costs.  
14. Analyse invoices and documentation to understand actual spend patterns.   

15. Agree procurement savings measurement methodologies.
16. Design and deliver procurement compliance reports.

17. Tender debt collection using best practice.
18. Improve alignment of existing or future supply chain with MIS or IT systems.  
19. Coach existing procurement or supply chain resources.
20. Gain cross functional stakeholder buy-in for procurement direction.  
21. Document existing and/or expected vendor service levels. 
22. Suggest alternate negotiating strategies to improve outcomes.
23. Document procedures for the Procurement or Supply Chain department.
24. Improve issue resolution and management of existing Outsource arrangement. 

25. Commence or continue Outsourcing process. 


