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	Supplier/Vendor Selection & Evaluation Policy
Owner/ Department: IBU- BAH, Finance



	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
	Purchase In-Charge is responsible for initial supplier identification and for collection of business information related to the potential supplier. 
Vendor Evaluation Committee (Country Manager, Purchase In-Charge, Admin Specialist & Finance Manager), Purchase In-Charge in coordination with Finance department and user of the services /product is responsible to perform yearly evaluation of suppliers and vendors.

	Guidelines

Documentation
	The selection of new suppliers/Vendors is the responsibility of the Purchase In-Charge and requires the consideration of several factors. In making the selection, Purchase In-Charge 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 In-Charge 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 the capability of meeting major company requirements.
· Suppliers who are easily accessible.

· Suppliers with adequate financial strength also have a reputation for adhering to specifications and delivery schedules. 
Supplier / Vendor Assessment, Onboarding and Qualifying Criteria
Suppliers / Vendors will be registered based on the threshold amount and good or services they offer. Below is the criteria to differentiate between vendor types.
Type of Vendor

Criteria

Regular Suppliers / Vendor

Monthly Purchase or items purchased more than 6 times yearly.

Ad hoc or One time Suppliers / Vendor
Once a year or items purchased less than 6 times a year.

· Suppliers / Vendors that provides goods or services to SMSA:

Threshold (Per Purchase Order Issued)

Vendor Assessment and Procurement

Vendor Onboarding and Accreditation

BHD 0 - BHD 100

As per Petty Cash Policy

BHD 101 - BHD 2000

1. Three (3) quotations from different supplier / vendor need to be obtained.

2. Supplier / Vendor Selection Evaluation document needs to be completed twice a year for regular vendors.

3. Ad hock or one Time purchase / service will need to have 3 quotations from different Supplier / Vendor.  Supplier / Vendor Selection Evaluation document for every purchase needs to be completed.
1.  Regular Suppliers/ Vendor should be able to qualify 20 points to register with SMSA.

2. All Suppliers/ Vendor can have exemptions to the 20 points considering the threshold of purchase or service and all the 3 Suppliers/ Vendor don't qualify the 20 points qualifying criteria.

3. Regular or Ad hock Suppliers/ Vendor can be exempted from Selection Evaluation policy if he is the single vendor meeting our product requirements (Subject to committee and CGM Approval)
BHD 2000 - and above

1. 3 quotations from different supplier / vendor need to be obtained.

2. Supplier / Vendor Selection Evaluation document needs to be completed twice a year for regular vendors.

3. Ad hock or one Time purchase / service will need to have 3 quotations from different Supplier / Vendor.  Supplier / Vendor Selection Evaluation document for every purchase needs to be completed.
1. Regular Suppliers/ Vendor should be able to qualify 33 points to register with SMSA.

2. All Suppliers/ Vendor can have exemptions to the 33 points considering the threshold of purchase or service and all the 3 Suppliers/ Vendor don't qualify the 33 points qualifying criteria.

3. Regular or Ad hock Suppliers/ Vendor can be exempted from Selection Evaluation policy if he is the single vendor meeting our product requirements (Subject to committee and CGM Approval)
· Qualifying Points: 
For a Supplier / vendor to be registered in SMSA the below are the qualifying points. 

Criteria

20 Points

33 Points

SECTION A: Supplier/Vendor Details

11

11

SECTION B: Banking Information 

5

5

SECTION C: Quality, Health, Safety and Environment (QHSE)

1

4

SECTION D: Health, Safety and Environment (HSE)

1

3

SECTION E: Business Continuity & Disaster Recovery (BCDR)

-

4

SECTION F: General

2

6
SECTION G: Declaration of Relationship

-

-

Evaluation Policy:
· Vendor Evaluation committee will meet Yearly to evaluate the existing supplier /Vendor performance. Evaluation is based on:

· Product Quality

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

· Reputation of Company

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

	General
	Any Exception to this policy must be approved by Country General Manager 

	Related Documents
	· BAH Supplier Vendor Pre-qualification Questionnaire (Doc No. 146)
· BAH Approved Supplier/Vendor List (Doc. No. 131)
· BAH Supplier/Vendor Selection & Evaluation Form (Doc. No. 150)
· BAH Purchase Policy (Doc. No. 141)
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