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	Purchasing Standard Operating Procedure
Owner/ Department: IBU-EGY, Finance



	Brief
	An operational procedure defining the end-to-end Procurement process (Requisition to Payment) for SMSA Express Egypt via Oracle Fusion Cloud

	Purpose 
	Establish a transparent and controlled workflow for acquiring goods and services across SMSA Express Egypt. This procedure ensures strict financial governance, compliance with DOA limits, alignment with ISO 9001:2015 Clause 8.4 requirements, and full traceability through Oracle P2P workflows

	Scope
	· Applicability: Applies to all requesting departments, operational hubs, regional branches, warehouses, and administrative facilities across SMSA Express Egypt.
· Exclusions: Group-level strategic contracts and major Capital Expenditures (CapEx) managed directly by KSA Head Office (unless authority is explicitly delegated to Egypt local management).

	Definitions & Abbreviations
	· PR: Purchase Requisition (a formal request raised via Oracle Self Service Procurement).

· PO: Purchase Order (a legally binding purchase agreement issued to a vendor).
· RFQ: Request for Quotation (solicitation of bids from qualified suppliers).

· GRN / Goods Receipt: Proof of physical/service receipt recorded in Oracle Inventory.

· DOA: Delegation of Authority (financial authorization matrix and approval thresholds).

· 3-Way Matching: Automated verification matching the Purchase Order (PO), Goods Receipt Note (GRN), and Supplier Invoice prior to payment release.

· SLA / Subledger Accounting: Automated journal generation engine within Oracle Fusion Cloud.

	 Roles & Responsibilities
	Primary Performers:
· Requester (Any Department): Identifies requirements, completes the PR Form with technical specifications, secures Department Manager initial approval, and submits it to Procurement via email.

· Purchasing Accountant / Buyer: Reviews PR completeness, enters the PR into Oracle ERP, solicits vendor quotations (minimum 3 quotes), prepares the technical and commercial comparison sheet, selects the best vendor (price and quality), and creates the Purchase Order (PO).

· Storekeeper / Receiving Officer: Inspects delivered goods/services, verifies quantities against PR/PO specifications, hands items over to the requester, and generates the electronic Goods Receipt Note (GRN) in Oracle.

· Accounts Payable (AP) Accountant: Reviews supplier invoices, performs automated 3-way matching, and processes payment within agreed terms.

Approvers (in accordance with Purchasing Process Map – Sep ’26 V3):

· Purchase Requisition (PR) Approval Flow:

· Base Approval Workflow (All PRs): Initiated with approval from Department Manager [image: image2.png]


 PR Entry into Oracle ERP by Purchasing [image: image4.png]


 Verification of PR Completeness & Requirements by Chief Accountant [image: image6.png]


 Verification of Budget Availability by Finance Manager [image: image8.png]


 PR Review & Approval by Country General Manager (CGM). 

· Items < 12,710 EGP: Routes directly after CGM approval to Purchasing to receive final approval and obtain 3 vendor quotations. 

· Items 12,710 EGP – 476,719 EGP: Requires additional executive review and approval from the Managing Director (MD). 

· Items > 476,719 EGP: Requires additional executive review and approval from the Chief Financial Officer (CFO) (following MD approval). 

· Purchase Order (PO) Approval Flow:

· PO < 12,710 EGP: Processed by Purchasing as per vendor payment terms and approved by the Country General Manager (CGM). 

· PO 12,710 EGP – 476,719 EGP: Processed by Purchasing and requires executive review and approval from the Managing Director (MD). 

· PO > 476,719 EGP: Processed by Purchasing and requires full executive review and approval from the Chief Financial Officer (CFO) (following MD approval). 

	Safety, Health, & Environmental (EHS) Requirements
	Procurement operations adhere to SMSA’s general safety and environmental standards in alignment with Group policy.

· Supplier Compliance: Contractors and suppliers are expected to adhere to basic safety and environmental regulations during delivery and execution.

· Safe Handling: Requesting departments and receiving units are responsible for ensuring that delivered materials meet basic safety requirements upon receipt.

	Materials & Equipment
	· Systems: Oracle Fusion Cloud (Self Service Procurement, Purchasing, Inventory Management, Payables, Subledger Accounting).

· Templates: Purchase Requisition Form (PR Form – Sep '26), Technical & Commercial 3-Bid Comparison Sheet, Goods Receipt Note (GRN).


	Detailed Procedure 

	Phase 1: Requisition & Approval (PR Initiation)

1. The Requester fills out the PR Form, obtains Department Manager approval, and emails it to Procurement.

2. Purchasing verifies PR completeness and technical details.

3. Finance (Chief Accountant / Finance Manager / CFO / MD / Country Manager based on DOA thresholds) verifies budget availability and grants authorization.

4. Purchasing logs and processes the PR inside Oracle ERP.

Phase 2: Sourcing & PO Creation

1. Procurement solicits competitive bids (minimum 3 quotations required).

2. Purchasing evaluates bids on the comparison sheet and selects the optimum vendor based on price and quality.

3. The Purchase Order (PO) is generated in Oracle ERP and routed for DOA financial approval (<12.7K, 12.7K–476.7K, or >476.7K EGP).

4. The approved PO is dispatched to the supplier (Send PO to Vendor).

Phase 3: Receiving & Automated Accounting Impact

1. Receiving personnel verify physical items/services against the PR and PO (Verify Received Items with PR).

2. Delivered items are handed over to the Requester.

3. An electronic Receipt (GRN) is entered into Oracle Inventory, generating the automated accounting entry:

· Debit: Inventory / Expense Account

· Credit: Receiving Accrual Account (Temporary Liability)

Phase 4: 3-Way Matching & Payment Settlement

1. Accounts Payable receives the supplier invoice and executes an automated 3-Way Match (PO + GRN + Invoice).

2. Upon Invoice Validation, Oracle generates the clearing journal entry:

· Debit: Receiving Accrual Account

· Credit: Accounts Payable (Supplier Account)

3. Payment is processed according to agreed credit terms, and the procurement file is closed and archived (Payment Completed & Process Archived).


	Records and Documentation
	· All procurement records (including Purchase Requisitions, Purchase Orders, Vendor Quotations, and Goods Receipt Notes) are automatically archived and maintained within the Oracle Fusion Cloud environment. Departmental physical files are maintained as operational working copies only.   

	Reference Documents
	· Purchasing Process Map – Sep '26 (V3)

· Oracle Fusion Cloud Procure-to-Pay (P2P) Guide (Sep '26)
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