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	Procurement Policy IBU (JOR)
Owner/ Department: Information Technology



	Brief
	To assists SMSA Employees for purchase or procure printers, peripherals, Cartridges, Toners and their supplies / consumables for the company  

	Purpose
	The purpose of the policy is to provide a framework for the procurement of printers, peripherals and storage of toner/ suppliers.  

	Person Affected
	Covers all employees in all operating cities and branches Kingdom-wide.

	Guidelines
	Printer Procurement Policy: 
· Printers, Peripherals for individual use can only be procured for Managers having grade 7A and above. For non-managerial staff, IT Department will provide and configure a network printer in each department.  

· Procurement of peripherals like keyboards, mouse, docking station etc, needs an approval from Line Manager and National IT Manager if the cost of peripheral is less than 40 JOD. Above 40 JOD, request needs to be approved by Management Director.  

· IT Department strongly recommend HP brand for LaserJet and DeskJet Printers. It will standardize the printer based on department and usage. 

· Printer type and brand will be specified by the National IT Manager. Printer cannot be purchased without a complete IT Procurement Form.  This needs to be completed and signed by User Line Manager. 

· The National IT Manager has the right to approve, decline or amend the requirement. If its decline or changed, the National IT Manager will provide brief explanation to the requesting manager for the decision.  

· All requested printer should be delivered in IT Department. IT will check for any damage and compliance with the ordered specification before being set up and transported to final destination.  

· The IT Department is responsible for arranging delivery of the printer from the IT Department to its intended destination.  

· The IT Department will not install any printer unless it has been involved in the specification of both. 
Printer Cartridge / Toner Procurement Policy:

· All procurement of printer cartridges / toners will be approved by National IT Manager. National IT Manager has the right to approve, decline or amend the requirement. If its decline or changed, the National IT Manager will provide brief explanation to the requesting manager for the decision  

· Departments are not allowed to stock printer cartridges / toners. All consumables will remain in IT Department. On replacement, users must send their used cartridges back to IT.    

	General
	Any exceptions must be approved by the Managing Director
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