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Objective E!:

e To specify the procedure to be followed with regard to Purchase Requests and quotations and ensure this
aspect of the function is systematically and professionally carried out.
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APPLICATION 3 F . il :

This policy applies primarily to Purchasing Managers, however the General Manager and Director of Finance and
Controlling must ensure a systematic procedure is being applied and adhered to by all Department Heads in the
hotel.
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All new Department Heads are to receive a copy of this policy as well as explanation and instructions on the
procedure to be followed from the Purchasing Manager.
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STATEMENT OF POLICY:
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1. To initiate an order - Department Heads should complete fully a Purchase Request indicating the quality and
description of the items wanted. And reasons for purchasing, required date.
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2. Purchase requests are not required for food and beverage items such as fruits, vegetables fresh fish and
meat, for such purchases the Daily Market Sheet is to be used.
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The routing of Purchase Requests internally should be as follows:
Department Head
Purchasing Manager
Director of Finance and Controlling
e General Manager
e Purchasing Manager
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The Purchasing Manager should obtain a price quotation and indicate the same on the Purchase Request
mentioning the quantity on which the quote is based and the date the quote was obtained prior to
forwarding it to the Director of Finance and Controlling.
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Whenever possible three nominated suppliers should be designated for each category of goods. Nominated
Suppliers should be reviewed annually or in the event of a substantial price increase. Price quotations from
Nominated Suppliers are to be obtained and reviewed on a regular basis.

FEAEFTRATRERIIE LT, REASRIGYD A = AN o N AZ AR B2 B TR I 0 R 3 42 1) AR 1 pe 24T
B R A AN R S A A RANT R A W A

Suppliers not nominated should be used only in exceptional circumstances and in such cases three quotations
must be received.
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Three written quotations are to be obtained for purchases exceeding the equivalent of RMB 500/ for any one
item and the quotations should be attached to the Purchase Request before forwarding for approval.
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The chosen supplier should be selected on the basis of quality and reliability as well as price, and further
negotiation on the price should be carried out at the time of placing the order.
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Copies of authorized Purchase Requests are to be circulated as follows: Purchasing Department, Accounts
Department and originating Department Head.
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