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Objective H E]

e To clarify the procedure to be followed with regard to purchasing responsibilities and organization.
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APPLICATION S ] 15 Bl
This policy applies to all Department Heads.
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The purchasing Manager, Purchasing staff and any Manager involved in purchase contracts or negotiations
should maintain the highest ethical relationship with suppliers. It is strictly against company policy to accept any
personal gifts or gratitude’s either directly or indirectly. Any such gift from a supplier may be accepted once per
year only upon notice and written approval given by the General Manager and Director of Finance and
Controlling.
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STATEMENT OF POLICY
FLN = B

1. The ultimate responsibility for purchasing quality and controls lies with the General Manager. It is understood
that the Purchasing manager reports administratively to the General Manager and Director of Finance and
Controlling.
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2. Itis the responsibility of the Accounts Department to check the financial details of purchases made and to
ensure they are in line with the budget and forecasted expenditure, as well as overseeing that the necessary
internal controls are enforced.
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3. The Purchasing Manager is responsible for organizing an effective and efficient purchasing procedure for the
hotel to ensure the best quality is obtained at the best possible price, when required, while required, while
avoiding over ordering. If the order quantity is less than MOQ, purchasing manager should explain to DOFC &
GM, then add it up to MOQ after approval.
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4. Department Heads are responsible for initiating orders; they should observe budget limitations when
preparing purchase requests and accordingly not rely solely on the controller to undertake such controls.
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5. All orders must be authorized by the General Manager.
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The Purchasing Manager is responsible for obtaining price quotations and subsequently placing all orders
under no circumstances should Department Heads place orders with suppliers directly.

KA A ST AN B RS IE B 2T 8, SRA RV LTS B B S LR N T
HITE O o

A written quotation is to be obtained for all the items and the quotation must be attached to the purchase
request with recommendations and forwarded to the controller for approval.
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Under no circumstances should the purchasing manager perform the role of the Receiving Clerk and vice-
versa. The Receiving Clerk must report directly to the Account Department and should not report either
directly or indirectly to the Purchasing Manager. Receiving should inform purchasing at first time when it
needs purchasing to solve coordinately.
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Only the General Manager is authorized to conclude contract agreements. All contracts are to be submitted
to the General Manager for final approval following the review and initial of the Controller.
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