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	Purchase Policy
Owner Department: Finance/Purchasing



	Brief
	Purchasing department will use good purchasing methods to optimize price savings, quality or value of products, and vendor working relationships in accordance with Company rules, and requester requirements, besides ensuring that environmental, as well as occupational health and safety requirements have been taken into consideration.

	Purpose
	To provide procedures for procurement methods and completion of related documents.

	Scope
	This policy applies to the purchase of all inventory items, supplies, consumables and capital equipment for all departments within the company.

	Person Affected
	Covers all SMSA employees / departments kingdom-wide.

	Responsibilities
	Director Finance, Nat’l Finance Manager, Purchase Supervisor, Purchase Analyst, Purchase Executive and other Department Managers.

	Guidelines
General

Procedure

Documentation
	 
· Three authorized vendors must be selected for each purchase.
· The selected vendors must be evaluated (Vendor Evaluation Form) every six (6) months based on:

· Product Quality

· Pricing relative to value.

· Support

· Ability to provide products that comply with SMSA and regulatory EHS requirements

· This policy is applicable for purchases over SAR.1,000/-.

· For item purchases less than SAR. 1,000/-, the petty cash policy is used.

· All required materials to run operations must be available at stock on all time.

· Materials of frequent usage should be reordered from authorized vendors at the point of reorder.

· For major items not budged, prior approval from Managing Director (MD) must be obtained.

· Purchasing is responsible for using good purchasing methods, optimizing price savings, quality or value of products, vendor working relationships, placing order with approved suppliers, negotiating pricing with suppliers and forwarding all paper work to accounting for payment.
· Finance department is responsible for payment of invoices only after satisfactory completion or delivery of goods or services has been made.

· EHS requirements shall consider, the following

· Use of bulk / large quantity packaging rather than small unit packaging

· Cardboard, plastic and paper Packaging type / class, as applicable (recyclable, recycled, repetitive use, oxo-degradable)
· Life cycle assessment 

· Approved non-hazardous oils, refrigerant fluids, and other materials

· High energy efficiency for all equipment (chillers, ACs, copiers, etc.)

· Recyclable appliances, equipment, furniture, as applicable

· Eco-friendly construction materials (e.g., paints, joints, sealants, etc.)

· Energy saving / hi-insulation construction materials (glass, brick, etc.)

· Ergonomic office furniture, supplies and work stations

· Safety Rated PPEs and tools for specific applications (e.g., masks, ladders, etc.)
· All chemicals and materials to follow mandatory hazardous materials labeling criteria and to be suuplied in “safe” spill-protected packaging, and to be accompanied with MSDS

· All delivery staff and vehicles entering SMSA facilities to acknowledge and abide SMSA EHS policies and procedures

· All personnel that require a product or service must complete Purchase Requisition (PR) and must obtain approval from Department Manager.

· Requesting personnel must follow the below purchase requirements & criteria prior to processing the purchase requisition.
Purchase Information Requirements

Sno.

Objective

Requirements

1

Identify the required product

Product name, model number, quantity etc..

2

Identify requirements of the product

Technical Specifications, Edition, etc..

3
Identify EHS (environment, health and safety) requirements of the product

List EHS specifications and requirements / standards as relevant

4
Supplemental requirements such as regulatory requirements

Quality documentation, Safety documentation

5
Identify Operational requirements that the supplier must follow.

Packaging, Delivering, Quality test, Official Documentation (including requirements related to eco-packaging, as well as to hazard labeling and spill / leakage protection where relevant)
6
Traceability & records of traceability

Ability to trace back any purchased product

7
Additional requirement

Any additional requirement needed to accept an effective product

Purchase Criteria

Sno.

Supplies

Stationery & Tools / equipment 
Fixed Assets

Desktop/Laptop

1

Product name

Item name

Product name

Product name

2

Artwork (Design) in case of new product only

Brand

Specification, Color etc.

Model, color, etc.

3

Specification

Model No.

Product Make

Specification

4

Unit

Unit (Pc, Pkt, Carton, Box etc..)

Unit

Unit

5

Quantity to be ordered

Quantity to be ordered

Quantity

Quantity

6
Packaging and labelling details, recyclability class

Safety class (tools and equipment)

Energy rating 

· Requester must enter the Purchase Request Data into the Purchase Management Module in Oracle E-Business Suite (ERP) and forward the Purchase request to Purchasing.  
· Purchasing will send Request for quotation (RFQ) to the vendors, requesting them for their quotations for the items/services required to be purchased.
· Obtains a minimum of three (3) quotations from authorized vendors for evaluating and selecting the appropriate vendor (analyze vendor terms, reputation, pricing, etc).
· Exception to three (3) quotations policy is possible subject to Managing Director (MD) approval. 
· Financial Planning Specialist will validate each purchase request against budget;

· If item budgeted within the allowable amount or if item budgeted but exceed the budgeted amount by less than 5% will be approved. 

· If item budgeted but exceed amount more than 5% or item not budgeted, then the purchase request will be returned to the Department Manager to obtain special approval from Managing Director (MD).
· Purchasing will obtain necessary approvals for processing Purchase orders
from Managing Director (MD), Director Finance, and all other departments involved in this process. 
· Purchasing will place purchase order to vendor by fax, e-mail or by hand and will submit all paper work to Finance Department for processing payment.
· Purchasing will follow-up with supplier on expediting delivery and ensure timely delivery of ordered goods as per the delivery commitment agreed with supplier.
· Inventory department receives the goods along with Original Invoice and Delivery Note as per the purchase order, enter received goods information in system and then issues the same to the requestor. 
· Inventory will attach Receiving Report along with original Invoice and handover to purchasing; simultaneously it will be forwarded to Finance department to complete the purchase cycle. 
· Purchase Order

· Vendor Evaluation Form

· Received Goods Inspection Form

Related Policies:
· Vendor Selection & Evaluation Policy

· Goods Receiving & Inspection Policy
· Item Coding / Classification Policy
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