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PRECRUMENTS AND SUPPLIES INSTRUCTIONS
In Royal Scientific Society
No (4) for 2013
Issued under the Statute of the Royal Scientific Society in 2013
FIRST CHAPTER
Article (1) these instructions are called"

Procurement and supplies instructions In Royal Scientific Society no (4) for 2013
and shall come into effect from the date of approval by the Board of Trustees.

Article (2)

Set forth the following words and phrases have the
meaning

Unless the context indicates otherwise:

The Kingdome The Kingdome of Jordan
Socie'ty Royal Scientific Society
Board of Trustees Board of Trustees of Royal Scientific Society

Chairman of the Board  Chairman of the Board of Trustees of the Royal
Scientific Society

President President of the Royal Scientific Society
Vice president Vice-President of the Royal Scientific Society
Executive manager any sector or office executive

manager or any in the royal
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Scientific Society
The manager any department/center or lap in R.S.S
Department/sector/center Any Department/center/sector

Created in R.S.S by board of trustee

Commission executive commission in R.S.S

Financial and commercial committee Financial and commercial committee in

R.S.S
Tenders Committee Tenders Committee in R.S.S
Sub Procurement committee Subcommittee posed by the tenders
committee under the provisions of these directives
Head of Supplies and Procurement Head of Supplies and Procurement in
RS.S
Supplies tangibles including Appliances, equipment,
machinery, tools, furniture, materials,
transportation, stationery, books,
documents, magazines, drawings,
maps, films, photos, software and any

other materials or goods, as well as insurance
and maintenance and service operations

Real estate Land, buildings and other assets
considered as non tangibles owned by
the R.S.S

Tender Purchase made through tenders committee
of R.S.S

General conditions Entry requirements in the bidding and
contracting with contractors which is

attached to each invitation tender
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Special conditions conditions set by beneficiary
sector/department or center which is
attached to each invitation tender

The bidder the person who submits an offer in an
open bidding

Contractor the person who won the bidding and was
contracted with.
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Second chapter
Goals and policies

Article(3) purchasing is all activities related to identify needs and search for
suppliers to chose, and negotiate the terms of the contract and follow up to
ensure the performance of suppliers.

Article (4) the procurement function

1- Provide all the needs of society by providing a full range of suppliers of

=

services and procurements.

Balance between optimal performance of the procurement function

to achieve optimum use of society's funds

3-

4

a un
1 | 1

Avoid repetition when making procurements, as well as avoiding
exposure purchases of limitation and damage.

Obtain the necessary appropriate level of quality requirements
Obtain the required materials at the lowest possible cost
Purchase at the right time

Article (5) objectives of the procurement function

1- Contribute to lower costs

2- Support operational program if R.S.S ensure the regular flow of the
operating requirements of different materials and services.

3- Advise and support the administration in getting what is the best
with low cost.

4- Contribute to the formation of a positive image of the society
through the exercise of purchase acts in accordance with the rules of
professional ethics and sound procurement.

Article (6) storing policies

Determining the needed amounts, and the minimum and maximum
limits, and periods of demand, to ensure continuation operational
process.
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Article (7) financial capabilities

* Buying the needs of society with required specifications with less
financial burdens possible and within the available financial
capabilities for the planned budget.

* Minimum price is not always the right price, and where the need of
the society requires the high quality of the product with the highest
price.

Chapter three

Purchase powers
Article (8) Supplies are purchased in accordance with the provisions
contained in the budget emerging from the operational Plan of the
sector/departments/centers after rectifying and approval and in
accordance to the financial instructions in the society.
Article (9)
The boundaries of the powers of the purchase order will be as
shown in the table below

Chairman of the Board of Trustees " unlimited
Executive committee ‘ One million J.DS
The president One hundred

thousand J.D.S

Vice president Seventy five
thousand J.D.S

Executive manager Five thousand
J.D.S
Head of Department One thousand
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1.D.S
'Heads of units/laps Five hundred J.D.S

Where these limits be the limits of spending within allocations in the
operational plan which emerging from the budget.
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Chapter four

Buying supplies
Article (10) the process of buying supplies, taking into account the
competition, the quality and the prices are as follows:
* Detailed specifications of required supplies (not to determine a trade
mark).
* Determine the required quantity.
* Expected price.
* The department and the employee who made the request.
*Adequate time for delivery.
* Naming potential suppliers if possible.
2- The Department of Procurement and Supplies to buy from the local or
foreign market, according to the following:
* Supplies of 1-1000 J.D.S procurement process done directly through the
list of approved suppliers registered at the Procurement and Supplies
Department.
* Supplies of 1001-5000 J.D.S procurement process is done by solicitation
three bids from approved suppliers.
* Supplies of more than 5000 J.D.S transferred to the Department of
biddings.
3- All purchases orders is done through the Department of Procurement
and Supplies where it is a mandatory requirement for considering the
procurement process is correct, no purchasing orders will be issued after
delivery.
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Chapter five

Receiving supplies
Article (11) Supplies are received in accordance with:
1-  If supplies were worth or less than 1000 J.D.S receiving of such
delivery will be thru the employee who made the order and an employee
from the procurement department.
2- If the supplies were equal or more than 1,000 J.D.S, the receipt will be
through a committee composed of three members formed by the
Financial Executive Director, where one personal from the department of
procurements and supplies is a permanent member in the committee,
taking into account that the buyer is not the recipient, materials and
services received shall match the approved specifications in the purchase
order.
3-if the supplies exceed 5000 J.D.S then the tender committee will form a
subcommittee to receive supplies.
4- Purchases and supplies department in the Society will receipt of
supplies, and will record, code, store in its warehouses, coordinate, insure
them, maintain, inventory, supervising and disbursement of it.

Chapter six

Tenders Committee

Article (12)

A- Tenders Committee is formed as follow:

- Vice president president
-Financial Department Manager member

- Executive Director of Facilities Management member

- Head of Procurement and Supplies Department member

- Executive manager/ the manager member

B-Meetings

- The Committee meets monthly or as needed
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- Attaining the quorum by three members

- Bidding committee will appoint the secretary of the Committee from the
procurement department personal.

- Chairman of the Committee shall be the reference to the executive
Committee.

- Quarterly report of the Committee's decisions be presented to the
executive body, and a record of all biddings decisions will be kept.

- The Commission takes its decision based on majority votes of members,
and In case of equal votes the side of the chairman’'s committee will be
considered.

D-Committee’s goals:

- Helping to monitor and control expenditure within the R.S.S

- Making sure that the achievement of the targets and services are
presented in the best level and within the timing frame.

- Storage management and control in affect to ensure continuity of supply
to prevent accumulation of inventory.

Committee assignments
Article (13) Monitor purchasing of supplies operations when worth less
than 5,000 J.D.S annually, and providing a monthly report by the Head of
Procurement and Supplies Department.
Article (14) Supervision and approval of supplies purchasing that worth
more than 5000 J.D.S.
Article (15) The Committee may establish a technical sub-committees with
members from within or from other personals of the society to help make
decisions related to the committee’s business.
Article (16) the Committee decides to buy supplies either by invitation of
bidding or by tendering and as it deems appropriate regarding required
supplies. In case of invitation of biddings, there must be at least 3
approved suppliers written bids. In case of tendering the offers should not
be less than 3 offers.
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Article (17) in case supplies and services are produced or provided by or
traded, but through one source or they were of a production of set prices
by the government or in cases of emergency and exceptional
circumstances to be determined by the Commission then it is approved to
buy such supplies directly and in obligate and after approval of the Tender
Committee and the endorsement of the executive body.

Article (18)

Supplies and services may be purchased by obligate in these cases

1- In case supplies or services or required works cannot be supplied but
from one source.

2- Materials and services prices are fixed by the government.

3- Exceptional cases of emergency estimated by the Commission require
urgent measures to face.

4- Purchase of spare parts, machinery, tools or supplies which are not
available but with one source, then that source should be of the degree of
quality required.

5- If buying such supplies and library materials or services must be
obtained from one source based on a binding legal text or under a
contract of loan, financing or a grant.

6-In case a tender was submitted and the numbers of offers were less
than three, the committee then after should return offers to its sole
owner without opening bids envelops and must announce another
Invitation to bid. If and in second Invitation to bid offers were less than
two, or these offers were not suitable for any reason or prices ,conditions
listed in the offer were unreasonable or not acceptable, the offers were
Incomplete and could not completed, in this case the committee and on
any of the above cases should submit the matter to the commission , the
commission wherein and based on recommendation from the committee
approve the bid cancelation and assigned it to buy required supplies or
services by direct obligate after negotiations with contractors to present
the best prices.
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Article (19)

The committee is allowed to form a purchasing subcommittee with
members from either from the main committee or from other society's
personals to make a direct outside buying, the committee herein will set
duties and power of the subcommittee, forming such subcommittee is
subject to the chairman of the Committee’s approval, the subcommittee
herein should follow established procedures under these instructions.
Article (20)

The committee and when doing Invitation to bid should take these
measures into account:

A- Setting standards, conditions and guarantees of supplies.

B- Announcement of the. tender in the manner prescribed by the
Commission

C- Committee may meet the price of tenders as they consider
appropriate.

D- Put offers in an airtight box kept in the executive manager's office
with three different keys handed to the committee's chairman and two
other committee members.

E- Open presentations in the presence of a quorum and to study, compare
and choose the best offer and writing recommendations.

F-Committee is not allowed to look in tender Offers if the number of offers
was less than three, in such case the offers will be returned to the tender
box without opening envelops and with announcement of the extension
of the tender.

Commission may, after the expiry of the extension making the right
decision regardless of the number of applicants.

Article (21)

A- Commission may extend the bid opening period as it deems
appropriate but only once.

B- Committee may cancel the tender before forwarding if the society's
interest so requires.
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Article (22)

A-Final awarded will be to the best offer In terms of prices, quality,
duration for delivery and matching the specifications, conditions, required
guarantees and the availability of technical and commercial efficiency for
the bidder. If things are equal for one offer then the tender could be split.
B- Commission is not obliged to accept the lowest Bid price, and in this
case the committee should show reasons in writing.

Article (23)

If bidder who won the final awarded refrained from Implementing
tender’s conditions or was late in supplying supplies in due time or was
late to provide a quantity or was unable to provide any quantity in due
time or it was proven that he presented unmatched supplies then the
R.S.S can take all or some of the following procedures against him:

A- Confiscation of financial guarantees or part of it.

B- Purchase the supplies in of rolling prices and fine him fined cost
differentials plus a delay penalty and wrong and harm.

C- Deprive the violator from engaging in R.S.S bidding for a time set by the
committee.

Article (24)

Notwithstanding the provisions of paragraph e of Article 19 above the
Committee may negotiate to get the best deals.

Article (25)

A- Commission to allow the presence of representatives of the bidding
companies to attend opening of the financial bids.

B- Secretary of the committee to announce winners by placing such names
on a special announcing board in the society for two days so as to be seen
and to register any objection by the stakeholder.

C- Committee shall consider the objections submitted to it and it will issue
its decisions in respect thereof where it will submit the wining to ratify it
duly and then the stakeholder will be notified of the decision thereafter.
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Article (26)

Commission bids can increase or decrease the quantities required in the
tender proceedings before the assignment without consent of the bidder,
or after the assignment with consent of the contractor's written, and
where increase or decrease will not exceed the 25 % of the required
quantity, either before or after the assignment.

Article (27) In the event of having to re- Invitation to bid for the purchase
of the same materials or services of which was assigned to another
contractor during one calendar year, then it is the tenders Committee
have the right to obligate it to the same contractor and where the price
should not exceed 10% of the bided price.

Otherwise a new tender will be solicited.

Chapter Seven
Bonds

Article (28)
A- Companies that make a bid should attach a financial bound with the
offer or a certified check of 10% of the bid value.
B- Companies that supply services or any materials needed a guarantee or
warranty for maintenance is to present a maintenance warrantee through
a bank or certified check or a written pledge according to the nature of
these materials, and where the bound or check be of 10% of the value of
the purchase order.
C- Companies that perform the work within the society, or supply of
materials needed bound of proper implementation is to present a bound
of proper implementation of 10% of the overall value.
D- Companies that require payment in advance is to present down
payment bound of the overall sum, or a certified check.
Chapter eight
Incidental advances
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Article (29) Incidental advances are for emergency advances only.

Article (30) foilowing conditions should be available in Incidental advances

bills

A- Be original

B- Serial numbered

C- A pointed by name of the shop or supplier

D- Issued in the name of R.S.S

E- History is within the date of the Incidental advance.

F- Bearing the words cash or supported by a receipt voucher, in case of
receipt voucher not available then any attached proof from the vender
to proof of receipt of payment and ratification from the administrator
in same cashing period.

Article (31) approval of immediate supervisor must be obtained before

payment.

Article (32) Incidental advances will be cashed from the Department of

Finance to the administrative Assistant or to an authorized by the

manager in special cases and in accordance to financial instructions.

Article (33) Incidental advances cash should be hold in a safe place in the

society and separated from any other money (Personal money and money

of work) and to be available when needed or on demand (In the event of
sudden inventory, for example).

Article (34)

Bills are settled monthly / periodically in full, including unpaid advances.

Article (35) Incidental advances bills are sent to Department of Finance so

to show each period its own expenses.

Article (36) Incidental advances are renewed when 75% of its value will

be cashed.

Article (37) when renewing Incidental advances bhills will be stamped, and

all attachments that meet the conditions will be stamped "paid" along

with the voucher no and date.
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Article (38) contents of the Incidental advance will be reviewed by the
cashing accountant to make of conditions completeness and attachments
and as dully.

Article (39) for emergency a cash trust will be available in the financial
department to cover expenses of other sectors and with a 5000 J.D.S as a
limit and depending on the need.

Article (40) Expenses are not accepted for Incidental advances

A-Fixed assets

B- Sums over 100 J.D

C-Buildings maintains

D- Over time or reward for staff

Article 38
Notwithstanding the provisions in Article 37 advances may be made under
internal and external buildings maintain and construction projects term
and according to the approved e plan in advance, and according to
financial instructions.
Chapter nine
Supply Maintain and Registration

Article (41) each employee is responsible for his supplies in terms of
keeping it clean and sound and by keen use and to report any defect so to
be fix without delay and also to report in case of lost.

Article (42) moving supplies to be used inside or out side R.S.S according
to special arrangements set by the sector/department or center and in
accordance to it's manager approval, and where the operation be done in
accordance with the supplies and procurements department instructions
and to provide the department with a copy of the movement process.
Article (43) the financial department is responsible for insuring the R.S.S
real estate and its tangibles with an insurance company and accordance to
instructions.
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Article (44)

A- Each sector/department or center is responsible to maintain its own
machineries and tools and in accordance to these instructions.

Article (45) supplies are kept in a large warehouse and be dispensed to
sector/department or center sub warehouse and where an electronic
system will be used to control supplies and inventory will be done at least
once a year or whenever that was needed.

Chapter ten
Article (47) bad supplies should be eliminated and according to a written
request from the executive /the department manager and which will be
presented to procurements and supply department. Manager of
procurements and supply department will form a committee to over see
these supplies, the committee herein after will present its report
concerning adequacy of such supplies and the use of it, and where the
committee will put down a report of the write-off supplies showing the
kind of supply and date of purchase and its value and the reason for write-
off, and where the write-off will be conducted in accordance to:
A-Tender committees can write-off supplies with a book value not less
than 5000 J.
D.S
B-Executive committee can write-off supplies its book value less than
10000 J.D.S and with the recommendation or tender commission.
D-Board can write-off supplies its book value is over 100000 J.D.S and with
recommendations from the commission.

Article (48) supplies which the commission decided to sell will be sold by
auctioning and through the annual selling commission formed by the
committee from

1-personal from procurements and supply department/ the financial
department

2- Personal from facilities and service department.

3-Personal from internal auditing office.
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Article (49) write offs can be awarded in cases:
A-President can award supplies its book value does not exceed 2000 J.D.S
each time and where not award supplies exceeds 5000 J.D.S in one year.

B- Cancel can reward supplies if its book value exceeds what was
mentioned in clause B from this article. Rewarding is done through a decision
from the council with a recommendation from the commission.

Article (50) damaged supplies will be destroyed and can not be sold or
awarded

A-Procurement and supply department manager will form a three member
committee and one of them is Procurement and supply department personal
and a personal from the internal auditing department to look over the supplies
needed write-off.

B-write off is done through a recommendation from the formed
committee in accordance to clause A from this article and as follow:

1-executive manager of the financial department for supplies with a book
value of less than 5000 J.D.S

Article (51)

B- Committee to writ-off supplies that its book value exceeds 5000J.D.S
Article (52) supplies owned by the society will be rented by the committee
and under the department’s recommendation and with the president's
decision or an authorized person by the president in writing and under
annually renting leases.

General stipulations
Article (52) the president can delegate his deputies and the executive
managers any of his powers under these stipulations regulations and he
has the right to renew such act in writing.
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Article (53) considering in purchasing process to get the best supplies and

the best prices.

Article (54) supplies can not be divided into several deals in all similar

purchasing of supplies.

Article (55) purchasing order should be presented in advance to provide

enough time to conclude the purchasing process; any prompt purchasing

order will not be looked at unless if the need was of an unexpected

emergency nature or it was unexpected case or a predictable one.

Article (56) purchasing order should include a full description of supplies

including the way of packing and the way of handling and quantity and the

item unit.

Article (57) no sector/department or center to buy supplies or take any

actions regarding such act in such cases:

A- If supplies are available in warehouses.

B- If contracts have been made.

C- If the procurement and supply department had already asked
sector/department or center to supply it with its annual or seasonal
need.

Article (58) in case specifications and quality were equal and other conditions
in presented and needed supplies then the procurement commission should take
into considerations:

A-preference be given to local products
B- Preference is given to resident supplier.

Article (59) in case any situation rise and which was not covered by these
instructions then the commission and as it sees that has the right to judge it.

Article (60) these instructions cancel any previous instructions related to supplies
and any amendment.
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