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Training Description:  
 

Purchasing policies, processes and Service Level Agreements (SLAs) guide the activities of purchasing 
professionals and their business partners and provide a functional and moral compass. To ensure 
effectiveness, these documents must be aligned to the strategic intent and the broader environment of the 
organization. They must also be written using an appropriate language level and style.  
 

In this intensive training course, we will demonstrate how to develop such policies, process flowcharts and 
SLAs in a simple, specific and appropriate style that meets the requirements of a modern organization. We 
will also illustrate how performance against processes and SLAs can be measured and analyzed for 
continuous improvement. 
 

Training Objectives:  
 

By the end of the training, participants will be able to: 
✓ Outline the strategic role of purchasing in the organization 
✓ Practice the latest business writing techniques suited for the development of policies, processes, 

procedures and SLAs 
✓ Formulate policies to effectively govern the organization’s purchasing activities 
✓ Design cross functional processes and procedures that optimize effort, cost, time, output and 

controls 
✓ Develop SLAs that set smart rules of engagement between the purchasing department and the rest 

of the organization 
 

Training Designed for:  
 

This course is intended for Purchasing and supply chain management professionals at all levels of the 
organization, as well as other company personnel involved in the purchasing process. 
 

Target Competency: 
  

• Procurement management 

• Policy development 

• Processes design 

• Process evaluation 

• SLA development 

• Business writing 
 

Training Requirement:  
 

“Hand’s on practical sessions, equipment and software will be applied during the course if required and as 
per the client’s request.” 
 

Contents can be adapted to your specific wishes. It is therefore possible to focus on specific modules of the 
training course as per client’s learning needs and objectives. Further, it should be forwarded to us a month 
prior to the course dates. 
 

Training Program:  
 

FIVE DAYS: 
❖ PRE-TEST 
❖ Introduction 
❖ The strategic role of purchasing 
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• Purchasing terms and definitions 

• Evolution of purchasing into a strategic function 

• Purchasing relationships within the organization 

• Purchasing process 

• Ethical principles governing the purchasing function 
❖ Using an appropriate writing style 

• Writing in an impersonal style 

• Organizing paragraphs and sentences 

• Writing applications 
o Simple language 
o Specific language 
o Positive language 
o Using active verbs 

• Applying easy and effective grammatical rules 

• Gunning fog index for writing complexity 
❖ Writing purchasing policies 

• Purchasing policies: what are they and why do we need them? 

• Guidelines for writing purchasing policies 

• Purchasing policy scope 

• Policy contents and exclusions 

• Developing purchasing policies - practical application 
❖ Designing purchasing processes and procedures 

• Defining processes and procedures 

• Considerations in developing processes and procedures 

• Process development 
o Artistic processes 
o Scientific processes 

• Process hierarchy 
o Abstract processes 
o Strategic processes 
o Operational processes 

• Measuring and improving process performance 

• Rules governing the use of flowchart symbols 

• Mapping your processes using swim lane flowcharts 

• Writing detailed procedures to support process maps 
❖ Developing service level agreements 

• The role of SLAs 

• Understanding departmental inter-dependencies 

• Principles for developing SLAs that add real value 

• Typical SLA table of contents 

• Writing SLA practical applications 

• Service level management 

• Internal SLAs 

• External SLAs 
❖ Measuring the purchasing function performance against SLAs 
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❖ Course Conclusion 
❖ POST-ASSESSMENT and EVALUATION 

 

Training Methodology:  
 

This interactive training course includes the following training methodologies as a percentage of the total 
tuition hours: 

• 30%  Lectures, Concepts, Role Play 

• 70%  Workshops & Work Presentations, Techniques, Based on Case Studies & Practical     
               Exercises, Gamification, Software & General Discussions 

• Pre and Post Test 
 

Training Certificate(s):  
 

CMCT Internationally recognized certificate(s) will be issued to each participant who completed the course. 
 

Training Fees: 
 

TBA as per the course location - This rate includes participant’s manual, hand-outs, buffet lunch, coffee/tea 
on arrival, morning & afternoon of each day. 
 

Note: The 5% VAT (Value Added Tax), will be effective starting 01st of January 2018 as per the new 
regulation from the UAE Government. The VAT applies for all quotation both for local and abroad. 
 

Training Timings:  
 

Daily Timings: 
    07:45 - 08:00       Morning Coffee / Tea 
    08:00 - 10:00       First Session 
    10:00 - 10:20       Recess (Coffee/Tea/Snacks) 
    10:20 - 12:20       Second Session 
    12:20 - 13:00       Recess (Prayer Break & Lunch) 
    13:00 - 14:00       Last Session 
 
For training registrations or in-house enquiries, please contact: 
Aisha Relativo - Training & Career Development Manager 
aisha@cmc-me.com / training@cmc-me.com  
Tel.: +971 2 665 3945 or +971 2 643 6653 | Mob.: +971 52 2954615 
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