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

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

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

	Responsibilities
	The departmental Head/Supervisor is responsible for initial supplier identification and for the collection of business information related to the potential supplier. Purchasing/ Departmental Head/Supervisor is also responsible for conducting supplier performance evaluations. 
The Vendor Evaluation Committee (Departmental Head/Supervisor & End User Department), is responsible for performing a yearly evaluation of suppliers.

	Guidelines
General











Procedure












Documentation
	
· The selection of new suppliers is the responsibility of the Departmental Head/Supervisor and requires the consideration of several factors. In making the selection, Purchase Executive/ Departmental Head/Supervisor 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. 
· Departmental Head/Supervisor 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
· Vendor Evaluation committee will meet every year to evaluate the existing supplier performance. Evaluation is based on:

· 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 “In-Active Supplier” in the Purchase Management System/ manual Excel file, and to be refrained from future transactions.
· The departmental Head/Supervisor to maintain the Vendor evaluation file, this will be used for significant or ongoing purchasing.


· Vendor Evaluation Form
· Approved Vendor List
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