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	Purchase Policy
Owner/ Department: IBU – BAH, Finance



	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.

	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 in BAH

	Responsibilities
	Finance Manager, Accountant, Purchase In-Charge and Department Managers

	Guidelines
General
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	 Three authorized vendors must be selected for each purchase.
· The selected vendors must be evaluated (Vendor Evaluation Form) on yearly basis based on:
· Product Quality
· Pricing relative to value
· Support
· This policy is applicable for purchases over BHD.100/-
· For item purchases less than BHD. 100/-, 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 budgeted, prior approval needs to be obtained as per IBU Authority Matrix
· 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 paperwork to accounting for payment.
· Finance Department is responsible for payment of invoices only after satisfactory completion of goods delivery or services has been made.
· All personnel that require a product or service must complete Purchase Requisition Form (PRF) and must obtain approval from Department Manager and Country Manager if required
· Requesting personnel must follow the below purchase requirements & criteria prior to processing the Purchase Requisition Form
· All Purchase Requisition Forms to be forwarded to the Purchase In-Charge for processing.




	Purchase Information Requirements

	S. No.
	Objective
	Requirements

	1
	Identify the required product
	Product name, model number, quantity etc.

	2
	Identify requirements of the product
	Technical Specifications, Edition, etc.

	3
	Supplemental requirements such as regulatory requirements
	Quality documentation, Safety documentation

	4
	Identify Operational requirements that the supplier must follow.
	Packaging, Delivering, Quality test, Official Documentation

	5
	Traceability & records of traceability
	Ability to trace back any purchased product

	6
	Additional requirement
	Any additional requirement needed to accept an effective product



	Purchase Criteria

	Sno.
	Supplies
	Stationery
	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





Purchases Process
· All Purchase Requisition Forms has to be duly filed & submitted to Purchase In-Charge for all kinds of budgeted, non-budgeted, assets, supplies, and/or regular consumables.
· Purchase In-Charge will send Request for Quotation (RFQ) to the vendors, for the items/services required to be purchased/provided.
· Obtains a minimum of three (3) quotations, (chosen vendor to be registered   in main vendors management if categorized regular) for evaluating and selecting the appropriate vendor (analyze vendor terms, reputation, pricing, etc.)
· New Approved Vendors to be registered by filling the Pre-qualification Questionnaire Form with attached necessary documents (as mentioned in the documents) (Doc. No. 146)
· Exception to three (3) quotations policy is possible subject to Country Manager approval.
· Accountant 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 as per IBU Authority Matrix
· Purchase In-Charge will obtain necessary approvals for processing purchase orders from the Country Manager (CM), Finance Manager (FM), Accountant and all other departments involved in this process. (BAH Supplier/Vendor Selection & Evaluation Doc. No. 150)
· Purchase In-Charge will place Purchase Order (PO) to vendor by e-mail or by hand and will submit all paper work to Finance Department for processing payment
· Purchase In-Charge will follow up with supplier on expediting delivery and ensure timely delivery of ordered goods/services as per the delivery commitment agreed with supplier. Failing to meet the delivery commitments will result in purchase order cancelation unless a valid reason is submitted subject and such reasons evaluate and accepted by the purchase committee or CGM approval.
· Purchase In-Charge receives the goods/services along with original Invoice or Delivery Note/Order as per the Purchase Order. Inform Finance Department with the required product Identifications data to raise an Asset Tag wherever required. Purchase In-Charge will attach Receiving Goods Inspection Form along with original Invoice/Delivery Order and handover to Finance Department to complete the purchase cycle. Same applies on cash purchases less than BHD100.  No payment to be completed without the Received Goods Inspection Form (Doc. No. 143)
· PO set to be filed at FIN Department 
· Purchases with no POs to include PRF and Received Goods Inspection Form as a process to complete the payment. (Maintain Serial Number) (Doc. No.)
· All vendors’ registration documents to be filed and stored at Purchase In-charge cabinet.
· All contracts to be filed and stored at Purchase In-charge cabinet.

Forms
· BAH Purchase Order Template (Doc. No. 139)
· BAH Supplier/Vendor Selection & Evaluation (Doc. No. 150)
· Received Goods Inspection Form (Doc. No. 143)
· BAH Purchase Requisition Form (Doc. No. 641)
· Pre-qualification Questionnaire (Doc. No. 146)
· Supplier/Vendor Evaluation Form (Doc. No. 147)

Related Policies:
· BAH Vendor Selection & Evaluation Policy (Doc. No. 148)
· BAH Goods Receiving & Inspection Policy (Doc. No. 136)
· BAH Petty Cash Policy (Doc. No. 151)
· IBU Authority Matrix (Doc. No.       )
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