	[image: image1.png]SIS L





	Vendor Selection & Evaluation Policy
Owner/ Department: IBU – UAE 



	Brief
	The company will deal only with vendors capable of consistently meeting our requirements.

	Purpose
	To ensure the performance capabilities of all vendors and maintain the internal controls of the purchasing functions, appropriate vendor selection procedures to be followed.

	Scope
	This policy applies to all vendors of materials, products and services.

	Responsibilities
	Purchasing is responsible for initial supplier identification and for collection of business information related to the potential supplier. Purchasing is also responsible for conducting supplier performance evaluation. 
Vendor Evaluation Committee (Purchasing, Inventory & End User Department), Purchasing in coordination with committee members is responsible to perform yearly evaluation of supplier.

	Guidelines
General

Procedure

Documentation
	 
· All new prospective vendors/ suppliers must undergo a pre-qualification evaluation by completing the Supplier/ Vendor Pre-qualification Questionnaire (GUIDE doc. no. 5258). The blue colored fonts are mandatory requirements.
· The questionnaire is divided into sections, where each mandatory requirement gets one point for the ideal responses. Minimum score required to pass the pre-qualification is 21 mandatory points out of 35 possible points which is 60% pass mark rating. 

Mandatory

Optional

Section A

Supplier/Vendor Details & Attachments

3 pts

3 pts

Section B

Quality

6 pts

1 pt

Section C

Health, Safety and Environment (HSE)

2 pts

3 pts

Section D

Business Continuity & Disaster Recovery (BCDR)

2 pts

5 pts

Section E

General

7 pts

2 pts

Section F

Declaration of Relationship

1 pt

-

21 pts

14 pts

GRAND TOTAL

35 pts

· Section G has to be filled-up by both the requesting department and Finance Dept. for the approval/ rejection.
· The selection of new suppliers is the responsibility of the Purchasing and requires the consideration of several factors. In making the selection, Purchase Executive will coordinate closely with other departments to obtain adequate and reasonable specifications. Whenever possible, identification of brand names, or sufficient detail, should be obtained to ensure that the order can be correctly filled. 

· Purchase Executive should endeavor to deal with vendors based on dependability and service record of the supplier, the warranty of the product, its price, and quality. Preference must be given to the following types of suppliers, providing this involves no compromise in quality, service or price:
· Suppliers that have demonstrated capability of meeting major company requirements. 
· Suppliers who are easily accessible.
· suppliers with adequate financial strength who also have a reputation for adhering to specifications and delivery schedules
· Product Quality

· Pricing relative to value.
· Timeliness of Deliveries
· Quality of Service provided

· Reliability

· Reputation of Company

· Evidence of Quality Management Program.

· Qualified suppliers will be maintained on an Approved Vendor List for reference.
· Disqualified supplier status to be maintained as “Inactive Supplier” in Purchase Management System and to be refrained from future transactions.
· Purchasing to maintain Vendor evaluation file, this will be used for significant or on-going purchasing.

· Any exception to this policy must be approved by the Managing Director.
· Supplier/ Vendor Pre-qualification Questionnaire

· Approved Vendor List

· Vendor Evaluation Form
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