Purchasing Procedure

Objective
Determining the supplier’s choice is the responsibility of the Purchasing Department, if necessary in co-operation with the applicant.

If the user or applicant has a preference for a certain supplier, Purchasing must be informed of the reasons why. This is taken into consideration in the final decision.

If the product, service or material can be supplied/performed by multiple suppliers (according to the same specifications), it is the responsibility of Purchasing to place the order according to the most optimum prices, conditions, etc. for Forbo Linoleum B.V. at that time.

Potential suppliers must know that if tenders are requested, that these are free of obligation to Forbo Linoleum B.V. They must have sufficient possibility and time to issue their tenders. Although new suppliers must be sought, we would like to continue good, sustainable relationships with pre-existing suppliers whenever possible.

Openness, honesty, confidential treatment of our information, high quality, in addition to good and timely deliveries, good service and competitive prices are factors that determine the continuation of our relationships. We will direct our purchasing activities in such a way that the suppliers value the relationship and will make an effort to keep it.

Request for tender procedure
Tenders are requested by the Purchasing Department. It is necessary to provide sufficient information and/or good specifications with drawings and/or a good work description to the Purchasing Department to be able to request tenders on an “equal” basis.

The Purchasing Department must request at least three competing tenders for purchases or  projects with an estimated value in excess of € 12,000.  Exceptions to this are repeat purchases, calling in a contract, or if there are fewer than three potential suppliers.

If the estimated tender amount is less than € 12,000 or if there is no good work description, set of drawings and/or specifications available, a tender can be requested directly from existing providers. Before choosing a new provider(s) the Purchasing Department must be consulted.

If requests are competing, the tenders will not be opened and forwarded to the internal applicant until all requested tenders have been received. 
The provider(s) must always be instructed to send their tender directly, for the attention of Purchasing Department.
The Purchasing Department registers incoming tenders and will immediately cancel tenders that do not result in an assignment. It is necessary that, as soon as it is known that a tender is not to be accepted for whatever reason, the Purchasing Department be informed immediately, so that the relevant tender can be cancelled.

If requests are competing, the Purchasing Department shall specify that the tenders be submitted in a sealed envelop, for the attention of the applicant. The tender request must also state a deadline for submission. If the provider(s) do not meet these conditions, their tender will not be processed.

Tenders are kept under the name and number of the internal applicant in a “tender file”.

Each tender that is not directly addressed to the Purchasing Department must be forwarded to the Purchasing Department. This also applies to so-called “directed tenders”.

Tenders are treated confidentially.



If a pending tender should not result in an assignment, the internal applicant must notify Purchasing of this immediately, so the relevant provider can be cancelled.

The Purchasing Department regularly screens outstanding tenders for potential cancellations or missed purchase orders, etc.

Tender comparison form
The tender comparison form is used in the following cases:


· When competing tenders are requested so as to be able to compare them.
· If the tender with the lowest price is not accepted, the applicant must complete the reason for this and then have the department director sign the form for approval.
If, when an amount in excess of € 12,000 is involved, three tenders have not been requested, the director must also sign for approval.


Active supply chain management

Forbo Flooring is a production orientated company, focussed on continuous improvement. We strive to build long-term relationships with suppliers that share our commitment to promote good practices, and who want to grow and develop together with Forbo Flooring.

· Suppliers can expect from Forbo Flooring:

· To be reliable

· To contribute to efficient production

· To care for the environment

· To support material- and energy saving techniques

· To take a clear standpoint on working conditions

· To respect different cultures

· To have clear and mutually agreed commercial conditions

· Producing for Forbo Flooring includes the following requirements:

· Suppliers must comply with national laws and regulations concerning: 

· Social and Working conditions

· Child labour 

· The protection of the environment

