Accounting Policy
Sustainable Cambodia 
Page 2


[image: image1.jpg]G

~ SUSTAINABLE
@) C A MB ODTI A



Purchasing Policy
Sustainable Cambodia 
Authority

This policy has been approved and agreed upon by the Board of Directors of Sustainable Cambodia. 

Intention 

The intention of this policy is to ensure that Sustainable Cambodia funds are used appropriately and effectively.
Policy

1. All purchases must be made in accordance with the SC Accounting Policy and, if qualified, this Purchasing Policy.

2. A receipt or invoice or other evidence of the purchase must be given to the Administrator, Manager or Coordinator for every purchase.
3. In the event of any purchase equal to or greater than $500, or any group of purchases within a 6-month period from the same vendor or source which in total equal or exceed $500, three (3) written bids or quotes must be received from qualified sellers or providers, for the same or essentially the same item or material. Unless permission is sought and received in writing from the board or CEO, the lowest bid or quote must be taken. 

4. The three written bids/quotes shall be retained in the accounting records along with the Invoice/Receipt for the item purchased, and retained for the same length of time as the Invoice/Receipt.

5. In the event that a written bid is received from three or more sources and the lowest-price source is chosen, management may continue to purchase repeated purchases of the identical materials or item from the same source for the same or lower price for up to four (4) months after receiving the written bid/quote. However, if management is aware that prices are falling, another quote/bid should be sought. In any event, after four (4) months, another request for bid must be made, giving other vendors/suppliers the opportunity to become the low bid. 

6. In the event that any source or vender is a sole source, or in the event that a material or item to be purchased can only be purchased from one source due to quality or other issues, the manager must prepare a written explanation of the circumstances and provide to the board or CEO for written approval.

End of Policy
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