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COMPLIANCE WITH THE PROCUREMENT PROTOCOLS

All procurement teams, business units and service departments are requested to ensure
compliance with the procurement protocols. These procurement protocols are already
defined in the company's procurement policies and procedures which are being reiterated
below:

® Purchase Requisitions (PR) to be made by the user department based on the stock
position and approved by the head of department. All PRs to mention complete
specifications, quantity and required date. Direct communication with the vendor by
user departments should be avoided. In exceptional cases, the users may accompany
procurement team during vendor meeting/ visit.

* After approval of PR, the procurement staff shall invite quotations through “Request
for Quotations (RFQs)” from preferably three (3) approved suppliers but not less than
two (2) approved suppliers. In instances of single quotation acceptance, a reasonable
explanation needs to be given on the authorization sheet which should be authorized
by Supply Chain Manager.

e All Purchase Orders (PO) to be made after receiving approved PR from user
department (other than imported raw materials which are stocked on projection basis
and samples procured free of cost for which PRs are not being prepared currently).
Practice of bulk Purchase orders should be discouraged.

* Gate office should place a stamp evidencing receipt of consignment upon ensuring
that delivery challan is available. All deliveries should be routed through Central
Stores, where Goods Receipt Note (GRN) will be made. No direct delivery will be made
to the departments/ business units. Central stores should place a stamp of receiving
and prepare a GRN only after ensuring that stock has been physically received in
company premises.

* No deliveries would be received at Packages without a valid PO and vendors should
be required to send copy of PO or mention PO reference on delivery documents.
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* No services to be received without a valid purchase order. Service Entry Sheets (SES)
to be made within 3 working days of the receipt of invoice. For trucker bills, SES would
be acceptable after invoice date.

* Accounts Department to honor payments of only those invoices where proper
procurement procedures have been followed.

All procurement teams, business units and user departments are advised to ensure
compliance. In case of continued non-compliance, disciplinary action will be taken.
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Wagas Munir
Head of Internal Audit
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