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Leading the Way to Competitive Excellence
 
 
Arete Media Procurement – Self Assessment Checklist
 
	ELEMENT
	CAPABILITY

	Quality / Reliability
	What guarantees for product or service quality and/or reliability can you provide?

Answer: 


	
	What process do you have in place to assure orders are placed with minimum errors or delays?
Answer:


	
	How would you guarantee adherence to our Specifications or Scope/Statement of Work?
Answer:


	
	 
What is the error rate for your invoicing/billing process?
Answer:


	
	What quality programs or process do you use to continuously improve internal processes?
Answer:


	
	 
Are you willing to work with Arete Media to improve our internal process?
Answer:


	 
Delivery / Flexibility
	 
What % of your of your products or services are delivered on time?
Answer:


	
	 
What is your company’s capacity or availability to meet our needs?
Answer:


	
	What % of your products or services is delivered with no problems caused by you?
Answer:


	
	 
How are you committed to continuous cost reduction?
Answer:


	
	How flexible is your process – how quickly can you respond to request for changing during the delivery of a product or service?
Answer:


	
	 
What is your standard response time to problems or questions?
Answer:


	 
Service
	 
What is your process for receiving and processing orders?
Answer:


	
	What is your response time for request for information to your customer service support group?
Answer:


	
	What types and levels of support would you provide to Arete Media in the following areas?  Sales Support, Installation Support, Post-Sales Support and Training. 
Answer:


	Access to 
Technology
	Is your company able to process orders and/or billing electronically, via Electronic Data Interchange (EDI) or the Internet?
Answer:


	
	 
Does your company accept Procurement Card purchases?
Answer:


	
	 
Does your firm possess the technology, tools and knowledge to meet Arete Media needs in the following areas:
· What % of your employees have degrees or professional certification?
· What variety of services do you provide?
· Can you support obsolete and current technology and tools?
· How is your firm preparing to meet future technology needs and trends?


	Environmental
	Do you have an internal recycling program?


	
	 
Do you recycle shipping materials?


	
	 
Does your packing material meet CFC standard?


	
	 
Do you disposal programs meet regulatory requirements?


	
	 
Do you control and document the use of Hazardous Material?


	
	 
Would you be willing to use minority, women or disabled veteran owned firms in support of doing business with Arete Media?


	
	 
What is your company’s safety record?


	 
Total Cost/Price
	 
What type of discount or volume pricing would you offer to Arete Media?


	
	 
What other costs are associated with your product or service?



Conditions to Arete Media Procurement:


*Once you have completed the Self Assessment Checklist and you meet Arete Media Insurance Requirements, you are welcome to complete a Supplier Profile for possible consideration.
 
Please note that completing this form does not, in and of itself, approve, qualify, or guarantee business with Arete Media.
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