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PROCUREMENT POLICY
INTRODUCTION

The Procurement Policy is designed to assist the Middle East College (MEC) community with its selection
and acquisition of products, equipment and services. This policy ensures transparency in such transactions
and assists MEC staff in the ethical, efficient and effective acquisition of goods and services to support
the College’s vision, mission and values.

PURPOSE
The purpose of this policy is to standardise the way purchases are made in the College and to ensure that

the College is receiving value for any expenditure made.

AUDIENCE
This policy is applicable to all staff of MEC

DEFINITION
Requester - Someone who requests any material or service.

Purchase Order - A commercial document, being the first official offer issued by the Procurement Office
to a vendor.
Long Lease/long rental — Rental/lease of tenure greater than six months
Marketing Material - Materials used for marketing such as calendars, pens, diaries and bags.
Immediate family member - An immediate family member includes a staff member’s spouse, parents,
siblings and dependent children.

POLICY STATEMENT

1. All purchases made by MEC should abide by the laws and regulations of the Sultanate of Oman.

2. Employees of MEC in the role of procuring goods and services must act in accordance with the highest
degree of ethical standards. Gifts or gratuities received from representatives of companies, or directly
from companies, should be declared to the Dean with the exception of marketing materials.

3. All purchases must comply with the Conflict of Interest policy.

4. Acquisition from a company in which any staff member or his/her immediate family member has
financial interest is prohibited unless the staff member declares this in writing to the Dean. This shall

not be applicable for companies that are approved by the Board of Directors.
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5. The College will not assume responsibility for the payment of purchases other than those that are made

10.

in accordance with its procurement procedures.
Price quotations are to be given to the College in confidence and shall not be revealed to any other
vendors or unauthorized persons before the due date, particularly in case of tenders.
The Managing Director (MD) shall approve all forms of long lease or long rental agreements for the
procurement of goods or services.
All construction contracts shall be reviewed by the Tender Committee and give recommendations to
the Managing Director for further approval.
Requisition
9.1 Requests of less than OMR 1000/- shall follow the approval cycle till the Head of Procurement
and Accounts Department.
9.2 Requests of more than OMR 1000/- but less than or equal to OMR 5,000 shall follow the approval
cycle till the Registrar.
9.3 Requests of more than OMR 5000/- but less than or equal to OMR 20,000 shall follow the approval
cycle till the Dean.
9.4 Requests of more than OMR 20,000 shall follow the approval cycle till the Managing Director
based on recommendations of the Tender Committee.
9.5 Requests for all non-budgeted items must be obtained from MD irrespective of amount through
the recommendation of the Dean.
Procurement
10.1 Procurement of items or services that cost less than 100 OMR shall not require a quotation.
10.2 Procurement of more than or equal to 100 OMR, but less than or equal to 250 OMR, should be
done by taking quotations from at least one vendor.
10.3 Procurement of more than 250 OMR, but less than or equal to1000 OMR, should be done by
taking quotations from at least two vendors.
10.4 Procurement of over 1000 OMR should have quotes sought from three or more vendors.
10.5 In cases where the required quotation criteria is not met due to unavailability of necessary
vendors, the HoD of Procurement and Accounts Department shall take explicit approval from

the Dean, through the Deputy Dean and Registrar before undertaking the purchase.
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10.6 The quotation criteria shall not be applicable for items and services to be acquired from sole/

authorized/ exclusive and overseas vendors.

10.7 Competitiveness of preferred suppliers shall be reviewed every year.

10.8 All items shall be purchased by obtaining specifications from within the respective departments

10.9 In addition to the purchase costs, reliability, approved vendor list and superior quality shall also

be considered for procurement

Policies, rules and regulations published by MEC may be subject to amendments from time to time.

REFERENCE (OPTIONAL)

1. ToR of Tender Committee
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