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ABBREVIATIONS 

CEO Chief Executive Officer 

COO Chief Operating Officer 

E&S Environmental and Social 

ESMS Environmental and Social Management System 

GAP Good Agricultural Practice 

GMP Good Manufacturing Practice 

GRN Goods Received Note 

HACCP Hazardous Analysis and Critical Control Points 

HR Human Resource 

ISO International Organisation for Standards 

IT Information Technology 

KPI Key Performance Indicator 

MOQ Minimum Order Quantity 

PPE Personal Protective Equipment 

PO Purchase Order 

PR Purchase Requisition 

QA Quality Assurance 

VAT Value Added Tax 
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DEFINITIONS 

Contract Any agreement between two or more parties which createsan obligation to perform 
or refrain from performing some act. Acceptance of a purchase order constitutes a 
contract. 

Direct Contracting Contracting directly with a single contractor when only one contractor is able to 
meet the requirements due to either technical, legal or monopolistic reasons. 

Procurement Obtaining of goods or services by the most appropriate means to Daintee. 

Procurement of 
goods 

Procurement of raw material, packing material, commodities, equipment and other 
physical objects of every description, whether in solid, liquid or gaseous form. 

Procurement 
of Services 

Procurement of any kind of services including consultancy services (excluding any 
kind of physical objects). 

Quotation Formal offer by a registered Supplier indicating the price and other terms at which 
the Supplier agrees to provide the goods or services, where the offered quotation 
by the Supplier is accepted by Daintee 

Full compliance and adherence to this Risk based Procurement Policy Manual outlined in 
the subsequent pages is to be achieved by 1st Jan’22.
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1 GENERAL 

1.1 Overview 

Daintee Limited (hereafter “Daintee”) was founded in 1984 with the aim of providing the Sri Lankan market with 
new and improved quality sugar confectionery products. Daintee is the market leader with 40% of the domestic 
demand in the confectionary and food sector in Sri Lanka. Currently its product portfolio includes over 75 different 
products including several leading brands under the name of Daintee, Milady, Bensons etc. 

The purpose of this Risk based Procurement Policy Manual is to establish a standard professional procurement 
policy to ensure that Daintee defines its commitment to comply with specific E&S requirements for its procurement 
of raw materials from third-party suppliers, obtains value for money in all its procurement activities and that 
procurement is conducted in an efficient, sustainable and cost effective manner while being ethical and 
environmentally responsible. 

1.2 Objectives 

The overall objective of the Policy is to add value to Daintee and its stakeholders for fulfilling objectives regarding 
procurement, while being responsible, ethical and complying to specific E&S requirements. Daintee’s mission is to 
build the leading confectionary and food sector business that is sustainable in every sense. Responsible risk-based 
procurement is an important element in fulfilling that mission and therefore Daintee needs to ensure that 
procurement activities are transparent and meets the minimum Health and Safety, Human Rights, Ethical and 
Environmentalstandards. 

This Policy seeks to achieve the following broad objectives: 
1. To elaborate the need for efficient and transparent procurement process;
2. Conduct business with responsibility, integrity and respect maintaining high ethical standards;
3. Generate economic value through enhancing what Daintee offers to its customers;
4. Respect the environment, working with its suppliers to improve the environmental profile of Daintee’s

products over their full life cycle;
5. Adoption of ESMS practices to the procurement policy of Daintee; and
6. Make a positive impact on the communities.

1.3 Ethical Standards in Procurement 

 Confidentiality: Parties associated with theprocurement actions/selection stepsensure that theymaintain strict
confidentiality throughout the process.

 Anti-fraud & corruption: The officials involved in the procurement action/selection step shall not abuse their
powers. An official who abuses one’s position in the procurement action/selection process to derive benefits
for oneself or one’s close family or business associates, would be deemed to be engaged in corrupt practices.
Fraud and Corruption include;

o Corrupt Practices
o Fraudulent Practices
o Coercive Practices

o Obstructive Practices
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 Conflict of interest: Officials should declare that they will remain without a conflict of interest throughout the
process. Should such a compromising situation arise, the official must declare his/her interest and disassociate
himself/ herself from the process.

 Business gifts or inducement: Officials must refrain from receiving any personal gain from any procurement/
selection. No employee should accept business gifts from current or potential Suppliers of Daintee unless such
gifts are of an intrinsically low or no commercial value such as a calendar or business diary. Suppliers are liable
to be disqualified from the pre-qualification or Supplier evaluation process if found offering any gift or
inducement which may have an effect of influencing a decision or impairing the objectivity of an official.

 Due diligence: Officials must carry out duties carefully and thoroughly and avoiding careless practices or
techniques. Due diligence requires that all activities by procurement officers be pursued in a manner that goes
beyond the minimum effort. For example, Daintee’s procurement officers should:

o Check the references of potential Suppliers

o Develop impartial evaluation criteria
o Carefully analyse the offers received

o Not cut corners for the sake of convenience

1.4 Daintee’s Guiding Principles of Procurement 

Daintee maintains high standards of integrity and professionalism in their business dealings, adhering to the laws and 
regulations of Sri Lanka and takes actions where necessary to minimise negative impacts and potential risks to both 
environment and society. Daintee also identifies the risks and prioratise its Suppliers according to the guiding 
principles. 

Daintee therefore ensures that its Suppliers are mapped and they abide with the following principles where 
proportionate and directly relevant to the subject matter of the contract as most are governed by labour law and 
environment protection laws as such, and are legal requirements which if breached would be grounds for excluding 
the Supplier for non-compliance. 

1. Fair Business Practices - Operate with integrity and transparency and protect claims of maladministration,
and reduce the risk of fraud, corruption, waste or other irregularities while providing best value for money,
taking into consideration quality, quantity, timing and source

2. Environmental Protection - Consider effective conservation of natural resources and abide with respective
rules and regulations

3. Community Development - Contribute to the social, economic and institutional development of the
communities

4. Health and Safety - Adopt management practices in respect of health and safety which provide a high level of
safeguarding for their workers

5. Respect to Human Rights - Respects all human rights of employees and the communities in which Daintee
operates such as, zero tolerance for forced or child labor used, no excessive working hours, minimum wages,
no discrimination, etc.
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1.5 Daintee’s Environmental Accountability 

A key component of Daintee’s values is its commitment to help societies conserve the integrity and diversity of nature 
and to ensure the sustainable use of resources. 

Therefore, it is Daintee’s policy to: 

 Demonstrate the commitment of the organization towards sustainability and environmental excellence in
all business activities throughout the procurement process including the Primary Suppliers by identifying
and adhering to environmental best practice, and by leading by example

 Strive to minimize the environmental impact of all aspects of operations through efficient and effective use
of resources, and through the sustainable use of renewable resources whenever possible

 Ensure that business decisions, particularly those including procurement and transport, reflect the need to
minimize the ecological footprint of the organization

 Work with Partners and Suppliers whose practices abide by environmentally sound standards and criteria
and with those who actively strive towards the adoption of such practices or where Daintee sees an
opportunity for change, in line with programmatic engagement and delivery.

An environmentally responsible procurement is the selection of Goods and Services that minimize environmental 
impacts. It means evaluating purchases based on a variety of criteria, ranging from the necessity of the purchase in 
the first place to the options available for its eventual removal. Environmental considerations must be integrated 
into all stages of the purchasing or procurement process. However, they must not be taken as the only factors in 
determining choice of Suppliers. Environmental criteria need to be balanced with economic criteria such as cost, 
quality, fit to requirements, delivery time, and previous experience and reputation of the Supplier as well. 



Evaluation of E&S Risks 

Evaluating E&S risks 
within the primary 
supply chain based on 
production material 

Evaluation of suppliers 
and source of raw 
material inputs 

Monitoringof E&S Risks 

Annual reviews of 
suppliers/source of 
product based on 
material production 
input supply risk 
assessments 

Assessmentof E&S Risks 

Assessment of suppliers 
E&S systems and 
capacity to manage 
risks 
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2 INTRODUCTION TO RISK BASED PROCUREMENT POLICY 

As a part of the ESMS, Daintee has defined its commitment to comply with specific E&S requirements for its sourcing 
of raw materials from third-party suppliers, and developed a procurement policy which defines assessment, 
evaluation and monitoring of E&S risks within its primary supply chain. 

ESMS is a framework that integrates Environmental and Social Risk Management into a business process. It ensures 
that Daintee’s activities are in compliance with accepted social and environmental risk assessment procedures and 
standards. The Environmental and Social Policy of Daintee and the relevant procedures provide measures to be 
adopted by Daintee to implement full scale E&S risk analysis and management strategies to carry out its procurement 
process. 

Figure 1 : Components of an ESMS risk-based procurement policy 

Figure 1 above illustrates how Daintee has incorporated E&S risk evaluation and assessment for its procurement of 
raw material from third-party suppliers. 
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3.1 Structure of the Procurement Process 

This policy encourages a five-step process for all procurements to ensure integrity with prudent financial 
management. They are; 

(1) Need/requirement identification and request for procurement (PR);

(2) Approval

(3) Procurement

(4) Receipt of goods services and

(5) Payment

Each of these steps should ideally be the responsibility of five different authorities/individuals. 

3.2 Structure of the Procurement Department and other User Departments 

The Procurement Department is responsible for the procurement of goods and services on receiving the request 
(PR) from the User Departments or Store Locations. The Procurement Department is not responsible for need 
identification/ assessing the requirement of the procurement or approval. The Procurement Department facilitates 
the procurement by calling for quotations, evaluation and selection of the Supplier, and procuring the goods/ 
services. 

The User Departments include the Finance Department, Admin Department, Store Locations, HR Department, 
Marketing Department, QA Department and other User Departments. 

Figure 2 below illustrates how the Procurement Department is involved with the User Departments of Daintee. 

Figure 2: Procurement Department and its involvement with the User Departments 
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3.3 Responsibilities of the Procurement Department 

The Procurement Department is responsible for the following: 
 Efficient functioning of the overall procurement system
 Maintain necessary correspondences with all stakeholders of the procurement/selection process
 Documentation related with selection of consultancy procurements and maintain such records
 Obtain all the required information from the User Departments to prepare the quotations
 Determine the method of procurement
 Call for quotations based on the procurement/selectionmethod
 Prepare the quotation summary and evaluation of the quotations
 Conduct negotiations with the selected Supplier/(s)
 Issue of Purchase Order to the Supplier after the Supplier selection process
 Ensuring the procurement is achieved in a timely manner in order to avoid disruptions to the operations of

Daintee
 Registration of the Suppliers
 Participate in procurement planning meetings
 Maintain the safe custody of records as per the relevant legalrequirements related to any procurement
 Ensure the goods/ services procured are delivered on time
 Follow up with the Finance Department and ensure that the payments are made to the Suppliers on time
 Provision of any requisite assistance to User Departments with respect to the procurement process, on any

request made by them to facilitate the procurement process/selection process and all other matters
incidental thereto including advise on procurement principles and processes

 To ensure that procurement personnel discharge their responsibilities in accordance with the guidelines
provided in this Policy

 Ensure that the contract agreements are signed (if applicable) prior to obtaining the goods services from the
selected Supplier

 Manage the overall procurement function.

3.4 Responsibilities of the Store Locations 

• Prepare the specifications of the good (if required) to be procured and provide it to the Procurement
Department

• Create a system PR and obtain approval from the Stores Manager
• Send the approved procurement request (PR) with the required supporting documents to the Procurement

Department in a timely manner
• Determine the procurement requirement/ quantity after a studying the Balance Stock Report and the

Demand Plan
• Participate in procurement planning meetings as and when required
• Ensure that the contract agreements are signed (if applicable) prior to obtaining the goods services from

the selected Supplier.
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3.5 Authority for Approval of Procurement Activities 

Approval of the Procurement Activity Authorising Personnel 

Approval of the PR Factory Manager 

Approval of the Supplier (after quotations are 
received) 

Chief Operating Officer 

Approval of the PO (system approval) Sector Finance Controller 

Approval of the PO (manual signatory) COO/ CEO 
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4 TYPES AND METHODS OF PROCUREMENT 

4.1 Types of Procurement 

Goods and services procured by Daintee are categorized broadly into eight categories based on the nature of the 
requirement, which are as follows: 

1 Raw material – Procurement of different raw materials (local purchases/ imports) required for the 
production process 

2 Packing material – Procurement of different packing material (local purchases/ imports) such as bottles, 
labels etc. 

3 Consumables - Procurement related to stationery (desktop instruments, ink and toner, filling and storage, 
mailing and shipping supplies, paper and pads, writing instruments and erasers) etc. 

4 Outsourced services - Procurement of outsourced services such as janitorial, manpower, security and 
canteen 

5 ICT related procurements - Procurementof hardware(servers, computers, printersand scanners), software 
and licenses, communication devices and communication service providers. 

6 Marketing related procurements - Marketing related procurement such as procurement of the advertising 
agencies, advertising materials (banners and cut-outs), branding for sponsorship events, promotional 
items, hoardings/billboards and eventmanagement. 

7 Trainings and consultancy related procurements - Procurement related to obtaining trainers for different 
trainings and consultancy related services procured by Daintee. 

8 Administration Related Procurement - Allthe otherprocurement related to the administration of Daintee 
such as procurement of air travel, hotel procurements, uniforms, etc. 

4.2 Procurement Methods of Goods and Services 

Daintee can use any of the following procurement methods, depending on the nature of the goods and services 
and its procurement elements. The choice of procurement method depends on 

 Nature of the goods and services to be procured
 Value of the procurement
 Local availability and cost of goods and/or services
 Critical dates for delivery
 Transparency of procedures proposed

4.2.1 Petty Purchases 

Daintee will make petty purchases if the procurement is below the financial limit of ten thousand rupees (LKR 
10,000) and if the procurement is: 

(i) Readily available off the shelf goods of small value (equalto or less than LKR 10,000)

(ii) Small value commodities for which specifications are standard
(iii) Small value Works or Services
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4.2.2 Quotations 

This type of procurement general includes purchase of raw materials, packing material, consumables, outsourced 
services, and any other procurement of good/ service which are not economical to be procured under any other 
method or/and the financial value of the procurement is more than LKR 10,000. Quotations can be called from both 
registered and non-registered suppliers of Daintee’s e-procurement platform. If the Supplier is not registered, the 
Procurement Department should take required actions to start the supplier registration process immediately after 
the quotations are called. However, the Supplier must be registered in the System in order to raise a system PO in 
favour of the Supplier. 

Before calling for quotations, the Procurement Department should ensure that: 
1 The specifications of the good/ service are clearly identified and defined 

2 Minimum three quotations must be obtained and 

3 Good/ service is purchased from the Supplier offering the lowest price. 

4.2.3 Direct Contracting 

Direct contracting is a means of procuring goods/ services from a single supplier source. It entails no competition 
and should be used only under exceptional circumstances. This method is appropriate under the following 
conditions: 

 When the prices or rates of the goods are fixed pursuant to legislation by regulatory bodies
 Standardisation of equipment, for compatibility with existing equipment, may justify additional purchases

of the same type of goods in such purchases:
o The number of such items in the new procurement shall generally be less than 50% of the existing

number
o The price shall be reasonable
o The advantages of another make or source of equipment have been considered

 The required good/ service is proprietary and obtainable only from one source such as proprietary software,
services from sole agents, spare parts etc.

 The process design requires the purchase of critical items from a supplier as a condition of a performance
guarantee.

 The marketing requirement/ Management decision of Daintee to procure good/ services from a Supplier
 The procurement is a repeat order for an amount not exceeding fif ty percent of the original procurement
 Any other situation in which the Management of Daintee believes that cost of competitive purchase exceeds

the benefit of competitive price expected to be obtained.
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5 CONTENTS OF THE CONTRACT DOCUMENTS 

5.1 Contents of the Contract Documents for Goods/ Services 

The contract document shall clearly define: 

 The Goods to be supplied or the Services offered
 Rights and obligations of Daintee
 Rights and obligations of the Supplier or Contractor
 Conditions of contract shall also stipulate that failure on the part of the parties to perform theirobligations

under the contract will not be considered adefault, if such failure is the result of an eventof Force Majeure,
as defined in the contract

 Supplier Code of Conduct
 Validity period of the contract (in case of repeat orders for an agreed period with a specific Supplier)

In addition to the general conditions of contract, any special conditions particular to the specific goods/ services to 
be procured and the location and modality of the project shall be included. Further, the draft contract should 
include information relating to the following topics as applicable depending on the nature of procurement and 
contract: 

 Price adjustment
 Advance payment for import of goods/equipment and machinery
 Performance security (as applicable)
 Payment of Taxes
 Dispute resolution
 The Law of the contract

5.2 Supplier Code of Conduct 

Daintee expects Suppliers to comply with the provisions of Daintee’s Supplier Code of Conduct and to have a similar 
policy amongst their entire Supply Chain. It is Daintee’s policy to procure from Suppliers who promote Supply Chain 
transparency and establish long-term sustainable relationships. This section sets out Daintee’s expectations and 
give guidance to Daintee’s Primary Suppliers and their respective entire Supply Chain to be in line with Daintee’s 
guiding principles of procurement such as: 

1. Fair business practices
2. Respect to human rights
3. Health and safety
4. Environmental protection

Daintee will evaluate whether the Suppliers adhere to these principles by means of a questionnaire named the 
Supplier Screening Questionnaire. The Suppliers are required to fill this questionnaire at the time of Supplier 
Registration and provide the necessary documentary evidence where necessary. The Supplier Screening 
Questionnaire can be referred in Annexure 01. 
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However, the Suppliers are expected to adhere to the Code of Conduct depending on the supplier category the 
supplier falls into as follows: 

Fair Business 
Practices 

Respect to 
Human Rights 

Health and 
Safety 

Environmental 
Protection 

Primary Suppliers 
Packaging Material Suppliers 
Labour Providers 
Other Suppliers 

Fair Business Practices 

The Daintee Supplier Code of Conduct outlines the ethical standards and the fair business practices by which Daintee 
expect its Suppliers to adopt. It defines the ethical behavior of Daintee’s Suppliers and that these principles are 
adopted throughout the Supply Chain. To demonstrate compliance with this requirement, Suppliers should be able 
to provide documentary evidence that these principles, or similar, are included in their policies and/or work 
practices. 

Daintee will evaluate the Suppliers for fair business practices in the following key areas: 

 Competition – to desist from unfair trade practices against competitors
 Gifts and donations – to neither receive, offer or make any illegal payments, remuneration, gifts, donations

or comparable benefits that are intended, or perceived, to obtain uncompetitive favours for the conduct of
business. In particular, all Suppliers to Daintee must make every effort to eliminate all forms of bribery,
fraud and corruption.

 Ethical conduct – to conduct business in a fair and transparent manner, displaying honesty, integrity and
high moral and ethical standards.

 Taxation - contribute to the public finances of host countries by making timely payment of their tax
liabilities. Comply with the tax laws and regulations in all countries in which they operate and act in
accordance with both the letter and spirit of those laws and regulations.

 Regulatory compliance – to comply with all relevant and applicable laws and regulations in all countries
which they are operating in.

 Conflict of interest – to not take advantage of any family, social or political connections to gain advantage
within business dealings and to notify any potential conflicts of interest.

 Confidential information – to not disclose any confidential information of Daintee

Daintee will conduct its business with Suppliers in a fair, objective, transparent and professional manner. Supplier’s 
employees working at Daintee’s premises are being treated with the same considerations as own staff. 
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Respect to Human Rights 
 

Daintee respects all human rights of employees and is committed to promoting these principles to its Suppliers. In 
practice, it is encouraged that Suppliers develop and implement policies and procedures to ensure all human rights 
in their business and to adopt suitable and robust policies and procedures which will prevent human rights abuses 
to satisfy Daintee’s requirements. 

 
A Supplier is required to provide documentary evidence that their policies cover the relevant key elements: 

 
 Child labour – no workers under the age of 15 minimum lowered to 14 for countries operating under the 

ILO Convention 138 developing-country exception and remediation of any child found to be working; 
Children under the age of 18 years are not allowed to do dangerous work or work in dangerous or unhealthy 
conditions which could result in illness, injury or death. This is known as hazardous work. 

 Forced labour – Zero tolerance for forced labour, including prison or debt bondage labour; no lodging of 
deposits or identity papers by employers or outside recruiters. 

 Health and safety – provide a safe and healthy work environment; take steps to prevent injuries; regular 
health and safety worker training; system to detect threats to health and safety; access to bathrooms and 
potable water. Commit to a workplace free of harassment and abuse. Supplier shall not threaten workers 
with, or subject them to, harsh or inhumane treatment, including but not limited to verbal abuse and 
harassment, psychological harassment, mental and physical coercion, and sexual harassment. 

 Freedom of association and right to collective bargaining – respect the right to form and join trade unions 
and bargain collectively; where law prohibits these freedoms, facilitate parallel means of association and 
bargaining. 

 Discrimination – no discrimination based on race, caste, origin, religion, disability, gender, sexual 
orientation, union or political affiliation, or age; no sexual harassment. 

 Discipline – no corporal punishment, mental or physical coercion or verbal abuse. 
 Working hours – comply with the applicable law but, in any event, no more than 48 hours per week with at 

least one day off for every seven day period; voluntary overtime paid at a premium rate and not to exceed 
12 hours per week on a regular basis; overtime may be mandatory if part of a collective bargaining 
agreement. 

 Compensation – wages paid for a standard work week must meet the legal and industry standards. 
 

Further, all primary suppliers and suppliers of labor for conducting core businesses processes should: 
 ensure compliance to the International Labor Organization (ILO) and United Nations (UN) core conventions 

of: 
o ILO Convention 87 on Freedom of Association and Protection of the Right to Organize 
o ILO Convention 98 on the Right to Organize and Collective Bargaining 
o ILO Convention 29 on Forced Labor 
o ILO Convention 105 on the Abolition of Forced Labor 
o ILO Convention 138 on Minimum Age (of Employment) 
o ILO Convention 182 on the Worst Forms of Child Labor 
o ILO Convention 100 on Equal Remuneration 
o ILO Convention 111 on Discrimination (Employment and Occupation) 
o UN Convention on the Rights of the Child, Article 32.1 
o UN Convention on the Protection of the Rights of all Migrant Workers and Members of their Families 
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 be able to demonstrate compliance to the labor law of Sri Lanka, and related implementing regulations, 
including (but not limited to): 

o Provision of healthy and safe working environment 
o Provision of adequate health and safety training and personal protective equipment 
o Provision of a safe, and as applicable, private and hygienic environment (where housing is provided), 

with clean drinking water and adequate sanitation 
o Pay minimum legal wage and compensate for overtime 
o Base overtime on legal limits and on a voluntary basis 
o All time off and breaks in accordance with regulations and work requirements 
o Do not employ child nor bonded labor 
o Do not discriminate on any basis 
o Do not prevent workers for forming unions nor collective bargaining 
o Do not allow any gender-based violence, threats or violence or known cases of sexual harassment 

applying zero tolerance to all proven cases. 

 
Health and Safety 

 

Daintee expect its Suppliers to adopt management practices in respect of health and safety which provide a high 
level of safeguarding for workers. Daintee is committed to ensure zero harm to employees and (sub) contractors. 
This means that Daintee will not allow practices within its Supply Chain which could result in harm to workers. 
Therefore, to satisfy Daintee’s requirements under health and safety, it is required that the Suppliers adopt suitable 
and robust management practices for health and safety where, no workers are exposed to working conditions that 
are considered as unsafe, or in violation of occupational health and safety regulations of Sri Lanka. This includes 
ensuring transportation safety along the value chain. 

 
Suppliers must comply with all applicable laws relating to workplace health and safety. The Suppliers are expected 
to: 

 

 Manage occupational health and safety hazards; 
 Provide workers with job-related training and consult with employees in relation to the provision of 

information and training; 
 Provide access to PPE to all workers 

 
Environmental Protection 

 

We require Suppliers to maintain effective policies, processes and procedures to manage their environmental impact. 
Daintee is committed to meeting the requirements of relevant legislation in the Sri Lanka to the efficient use of 
natural resources and energy including environment protection and waste management regulations, and to 
continuously reduce the environmental impact of its operations and products through the adoption of sustainable 
practices. 

 
These commitments are an integral part of the way Daintee conducts business and also expect Suppliers to adhere 
to these commitments. To satisfy these requirements under environmental protection, Daintee requiresits Suppliers 
to adopt suitable and robust management practices for the protection of the environment. 
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Daintee recommends and encourages that environmental protection policies and practices as below are adhered or 
followed by Suppliers to a reasonably acceptable level since emphasis of environmental management may differ 
among Suppliers. 

 
 Management systems – implementation of effective environmental and energy management systems to 

ensure the environmental awareness of the workforce, encouraging every employee to act in an 
environmentally responsible manner. 

 Continuous improvement – the environmental impact of processes and products will be assessed, and 
continuous improvement objectives and targets will be established 

 Climate change – adoption of practices to monitor and minimise greenhouse gas emissions, as well as toxic 
or harmful gasses. 

 Responsible use of resources – make efficient use of energy, raw materials and water. 
 Water – water discharges and use should be monitored and reported. Leakages at sites should be 

minimalised using improvement plans. 
 Use of chemicals – report and manage use of chemicals at plant sites. 
 Monitoring and reporting – environmental and energy performance will be monitored and reported 
 Biodiversity – wildlife habitats in and around Suppliers’ sites will be respected and, where opportunities 

arise to do so in a way that is conducive to business operations, they will be progressively enhanced for the 
benefit of nature. 

 Hazardous waste - ensuring the safe storage, transportation and disposal of hazardoussubstances including 
hazardous waste 

 
 

The Supplier’s Code of conduct will be shared with the Suppliers of Daintee and the Supplier should display it in an 
area of prominence for the workers of the supplier’s facility. 



 
  

Procurement Policy Manual 

Version Number 1 
Implementation Date  

Review Date  

Page Number 21 
  

6 PRE-PROCUREMENT ACTIVITIES  

 
6.1 Procurement Planning 

The Demand Plan for the month should be prepared at end of the previous month by the Marketing Department 
and sent to the Accounts Department to prepare the Production Plan for the month. The Production Plan should 
be shared with the Stores Manager to determine the quantities to procure. The quantities required to be procured 
should be informed to the Store Keepers of the respective store locations to raise the PR via the system within the 
first week of the month. 

 

6.2 Initiation of Supplier Registration 
 

Registration of Suppliers will take place annually, towards the end of the year. Daintee will require the following 
information to initiate the supplier registration process where the suppliers are sent a link to access and input the 
following basic information: 

 
 Name and address of the Supplier; 
 Details of legal status of the Supplier (e.g. Company / Partnership/ natural person); 
 Date of Supplier registration; 
 Certifications and standards (where applicable) such as food safety certification, HACCP, ISO, GMP, Global 

GAP, etc. 
 Supplier registration categories and types of good/ services under each category 
 Contact details (name and designation of the officer, postal address, telephone number, fax number and e- 

mail address) 
 Information on sources of raw material 

After the basic supplier information are collected, Daintee will identify the category to which the supplier will fall 
in to. 

 
 

6.3 Supplier Categorisation 
 

Daintee being a Company in the confectionary and food sector in Sri Lanka, has suppliers from different countries, 
including local purchases. A majority of the raw material used by Daintee are Agro-commodity based and may involve 
a large number of smallholders and/or large estates and plantations. Agro-commodity supply chains also stretch over 
multiple supplier companies and multiple countries which leads to have major implications for Daintee’s E&S risk 
management. 

 
When the supplier portfolio of Daintee is taken into consideration, the suppliers can be categorised on a high -level 
as follows: 

 
1. Primary Suppliers 
2. Packaging material suppliers 
3. Labour providers (for core business processes) 
4. Other suppliers (goods/ services) 
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Primary suppliers are defined as those suppliers who, on an ongoing basis, provide goods or material essential for 
the core business processes of Daintee. This includes suppliers of natural raw material (sugar, nuts, cocoa, palm oil 
and palm oil derivatives, coconut and coconut derivatives, corn starch and other natural ingredients), flavours, 
powders and energy (gas, diesel and furnace oil). Daintee procures these raw material from both local and overseas 
suppliers mainly from India, China, Singapore, Canada, Turkey and Belgium. 

 
The primary suppliers are again sub categorised in to three as follows: 

 
a. Traders and spot purchase 
b. Primary producers 
c. Refiners 

 
Packaging material suppliers include a mix of local and overseas suppliers of wrappers, plastic bottles, plastic sticks, 
labels, stickers, corrugated boxes and other polythene and paper-based material. 

 
Labour providers are considered as the factory workers/ manpower workers and sales promotion staff who are 
directly involved in the core business process of Daintee. Core business processes are defined as production and/or 
service processes essential for Daintee’s business activity without which the business activity could not continue. 

 
Other suppliers constitute procurement of goods/ services such as Capex items (tools and equipment, machinery, 
furniture), consumables, maintenance, security and other general procurements of goods and services. 

 
After identifying the supplier category, Daintee will evaluate, assess and review the supplier depending on each 
supplier category. Refer Annexure 02 for the types of material procured under each category of Suppliers. 

 

6.4 Risk based Supplier Evaluation, Assessment and Review 

6.4.1 Primary Suppliers 
 

Daintee will follow the below steps to evaluate, assess and review the Primary Suppliers. 
 

Step 1: Evaluating the E&S Risks within the Primary Supply Chain based on Production Material 
 

Daintee will identify the raw material inputs provided by the Primary Supplier and the respective country of sourcing 
them. Daintee will use the GMAP risk assessment tool for the screening of the E&S risks depending on the country 
and material. 

 
The E&S risks are evaluated under the following criteria: 

 
 Hazardous/harmful child labor;
 Forced labour;
 Significant safety issues leading to life-threatening situations related to supply chain workers; and
 Significant conversion of natural and/or critical habitats.
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The template for the E&S risk matrix on the types of raw material based on the country of origin is illustrated below: 
 

 
Country of Origin/ Type of 
raw material 

Criteria 
Hazardous/harmful 
child labor 

Forced Labour safety issues 
related to supply 
chain workers 

conversion of 
natural and/or 
critical habitats 

Country A/ Raw Material A High High Low Low 
Country B/ Raw Material A Low Low High Low 
Country C/ Raw Material A Low Low Low Low 

 
 

Step 2: Evaluation of Suppliers and Source of Raw Material Inputs 
 

Daintee will then evaluate the quality of the systems of its Primary Suppliers to be able to provide with material 
which match the policy commitments of Daintee which are identified below: 

 
Raw material (and their derivatives) must be from sources that: 

 are managed in compliance with all applicable environmental, labour, health & safety laws and 
regulations and ILO Fundamental Conventions;

 do not contribute towards the deforestation
 are managed in accordance with all applicable tenure and use rights, including the respect of indigenous

people’s and local communities’ rights; 

 are not using toxic chemicals (as listed by the Stockholm Convention);
 do not use fire to prepare land for replanting and /or waste disposal; and
 are managed in a manner that protects biodiversity and ecological processes

 
Raw materials (and their derivatives) must be sourced from suppliers that: 

 are able to demonstrate compliance with applicable laws and regulations and Daintee’s Code of
Conduct and promote that in their supply chain; 

 are able to provide information on the sources of materials they supply, including the location of origin 
for materials supplied (including from sub contracted operations);

 does not involve forced/child labor;
 actively seek to utilise previously cleared and /or degraded land rather than clearing natural forests.
 lead to degradation of biodiversity and loss of natural habitat

 
These requirements represent minimum standards and the Primary Suppliers are expected to go beyond these 
standards. Daintee expects suppliers to have a responsible raw material sourcing policy and to implement time 
bound plans to ensure the following guidelines are met: 

 
The above policy commitments will be evaluated with reference to the following; 

 
 Supplier Screening Questionnaire (Refer Annexure 01 for the sample questionnaire)
 Level of adherence to Daintee’s Supplier Code of Conduct.
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Step 3: Assessment of the Primary Supplier’s E&S Systems and Capacity to Manage Risks 
 

Daintee will then identify the type of the Primary Supplier; (i)Traders and Spot Purchase, (ii) Primary Producers, and 
(iii) Refiners, and assess the supplier’s E&S systems available and the capacity to manage risks depending on each 
type of Primary Supplier. 

 
If it is a Trader or Spot Purchase, the following minimum standards are expected: 

 Availability of a system to provide information on the sources of materials they supply, including the location 
of origin for materials supplied (traceability) 

 Availability of a system to screen/ identification of E&S compliance needs (no forced nor child labor/sourced 
from areas of biodiversity i.e. recently converted forest) 

 Ability to confirm compliance of the product supply chain 
 

If it is a Primary Producer, the following minimum standards are expected: 
 Availability of a system to ensure health and safety of the workers 
 Availability of a system to screen/ identification of E&S compliance needs (no forced nor child labour/sourced 

from areas of biodiversity i.e. recently converted forest) 
 Availability of a recognized third party audited sustainability standard (Global GAP, RSPO etc.,) or proof that 

is in the process of having one. 
 

If it is a Refiner/ acquiring certified products, the following minimum standards are expected: 
 Availability of a system to screen/ identification of E&S compliance needs (no forced nor child labour/sourced 

from areas of biodiversity i.e. recently converted forest) 
 Availability of a system to ensure health and safety of the workers 
 Availability of a systems for tracing and segregating lines 

 
With the information obtained from the above mentioned three (3) steps, Daintee will then profile the Primary 
Supplier and shortlist the potential Primary Suppliers to be registered. 

 
 

6.4.2 Packaging Suppliers, Labour Providers and Other Suppliers 
 

Daintee will evaluate the packaging suppliers, labour providers and other suppliers based on the Supplier Screening 
Questionnaire and the level of adherence to Daintee’s Supplier Code of Conduct. 

 
The Supplier Screening Questionnaire comprises the following basic criteria: 

 Managed in compliance with all applicable environmental, labour, health and safetylaws and regulations 
and ILO Fundamental Conventions

 No use of forced nor child labour
 

With the information obtained above, Daintee will then profile the suppliers and shortlist the potential packaging 
suppliers/ labour providers/ other suppliers to be registered. 
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Step 4: Registration of Suppliers 
 

If the supplier is shortlisted as a potential supplier, and is a raw material supplier, the Purchasing Department should 
request the suppliers to send a sample of the ingredients along with the respective certificates. Once the sample is 
tested, approved and relevant certification/ standards are verified by the QA Department of Daintee, the 
Procurement Department should send an invitation (a link) to the supplier to get registered in the e-procurement 
platform of Daintee. 

 
If the supplier is shortlisted as a potential supplier, and is a material supplier which does not require a quality check 
from the QA Department of Daintee, a sample will be requested by the Procurement Department and sent to the 
Factory Manager/ relevant Head of the Department for inspection and approval. Once approved, the Supplier wil 
be invited to get registered on the system. 

 
Step 5: Review of Suppliers/ Source of Product Risk Assessments 

 
It is the responsibility of the Procurement Department Evaluation Team which includes the Head of the Procurement 
Department, Head of the QA Department and Head of the Admin Department to evaluate, monitor and reviewlabor 
health and safety, or biodiversity risks within the raw material supply chain of Daintee, at the time of supplier 
registration and supplier selection. 

 
Further, it is the responsibility of the Evaluation Team to conduct the supplier reviews annually depending on the 
type of the supplier category and supplier profile of risk. If the supplier is already registered with Daintee, such 
suppliers will be evaluated at the time of annual renewal of the registration. If there are any changes/ updates to the 
supplier information or Supplier Screening Questionnaire, such should be communicated to Daintee by the Supplier 
at the time of renewal. 

 
In the event of a beach of the contract, non-compliance to the Supplier Code of Conduct or not adhering to Daintee’s 
minimum standards depending on the supplier category, Daintee will terminate the supplier contract. 

 
The Evaluation Team will conduct the performance reviewof the Suppliersat the end of the year under the following 
criteria: 

 
1. Delivery time 
2. Quality of goods/ services 
3. Price competitiveness 
4. Adherence to the contract including the Supplier Code of Conduct, compliance with all applicable 

environmental, labour, health & safety laws and regulations, and Daintee’s minimum standards defines 
based on the supplier category. 

 
A minimum score of 70 (out of 100) is defined for Primary Suppliers and 10 (out of 20) for other supplier categories. 
Based on the score, if the score is less than the minimum score, the suppliers are blacklisted or demoted to the 
Potential Supplier List. If backlisted, the supplier will have to be in the Potential Supplier List for a period of two years 
to be eligible to get registered. 
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7 INITIATION OF THE PROCUREMENT  

7.1 Procurement Request 
 

For raw material and packing material, the initiation of the procurement arises with the issuance of the Production 
Plan by the Accounts Department. The Stores Manager will determine the material quantities to be procured based 
on the Production Plan and the Balance Stock Report. These quantities are communicated to the relevant Store 
Keepers via email and it will the responsibility of the Store Keeper to raise the system PR for the raw material. 
However, following information must be added to the system to raise the PR. 

 Present stock: amount of stock available 
 Item description: detailed information regarding the required items (item name, item code, quantity etc.) 
 Requested quantity: difference between the present stock and the required stock 

 
PR is the requirement for procurement, and it serves as the authorising document for the purchase, once properly 
completed and approved. After the PR is created, it must be sent to the Factory Manager for system approval. 

 
For other procurements, the respective User Department shall raise the system PR, followed with the necessary 
approvals. 
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8 CALLING AND RECEIVING QUOTATIONS  

8.1 Calling for Quotations 
 

The Procurement Department is responsible to call for quotations using the underlying information in the PR sent 
by the Stores/ User Departments. The Procurement Department shall obtain at least three quotations from the list 
of registered suppliers in the e-procurement platform. If three quotation cannot be obtained, a strong justification 
should be available. 

 
A representative from the Procurement Department should send invitations for the registered Suppliers via the e- 
procurement platform. The request should include the following information. 

 Description and quantity of the goods 
 Time and place of delivery of the goods 
 Warranties 
 Quotation submission date and time 
 Quotation submission method (system) 

 
Having sent the request for quotation, the Procurement Department of Daintee will ensure that any queries from 
Suppliers intending to make quotation are answered in a transparent and timely manner. 

 
In an instance where there are no Registered Suppliers in the system for a certain type of procurement, the 
Procurement Department should find potential Suppliers and send them the invitation to submit quotations. 
However, in the meantime, the Procurement Department should ensure that these Suppliers are registered in the 
system in order to raise the PO. 

 

8.2 Receiving Quotations 
 

Suppliers are required to submit the quotations to the e-procurement platform prior to the submission date and 
time recommended by Daintee. The quotations should not be viewed by the Procurement Department until the 
submission deadline. 

 
When there are no Registered Suppliers in the system,Daintee has requestquotations from Potential Suppliers,and 
in such instances, the Procurement Department shall receive the quotations by email. However, the Procurement 
Department should ensure that these Suppliers are registered in the system in order to raise the PO. 
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9 SELECTION OF THE SUPPLIERS  
 

9.1 Evaluation of Quotations and Selection of Suppliers 
 

Quotations received shall be selected based on the price comparison. If there is any exception to the price 
comparison, then approval from the Sector Finance Controller is required. 

 
Procurement Department will evaluate each quotation against the requirement and prepare a summary document 
with all information of the quotations. The summary document should include the following information: 

 
 Name of the supplier; 
 Total price of the quotation (indicating whether it is inclusive of transportation charges) 
 Price of alternatives offered, if applicable; 
 Discounts, if any, proposed by Suppliers; 
 Comments on incomplete quotations and 
 Date and time of opening 

 
The Procurement Department will select the Supplier based on the price quoted (least quote) and obtain approval 
for the selected Supplier from the Sector Finance Controller. However, a justification should be available for the 
selection of the Supplier. 

 

9.2 Supplier Negotiations 

 
The Sector Finance Controller can recommend the Procurement Department to carry out negotiations with the 
selected Supplier in order to obtain a more favourable quote. However, the Procurement Department can only 
negotiate with the selected Supplier. 

The Procurement Department should keep a record of matters agreed with the Supplier during negotiations and 
execute a Memorandum of Understanding with the Supplier relating to the agreed negotiated termsand conditions. 
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10 PURCHASE ORDER/ CONTRACT AWARD  

10.1 Purchase Order 

 
All Purchase Orders (POs) should be raised by the Procurement Department via the system. Once the PO is raised, 
it will be recorded as a Pending PO in the system. System approval should be obtained for the Pending POs from 
the COO. Once approved, the PO will be converted to a printable form, and a representative from the Procurement 
Department should obtain a hard copy of the PO and send it for manual approval of the CEO. An approved PO 
should not be altered without the consent of the authorizing parties. 

 

10.2 Contractual Agreements with the Suppliers 

 
It is Daintee’s policy to include the following elements to the Supplier’s Contract 

 A statement on actions that if proven are considered as zero tolerance and shall result in potential 
termination of the engagement 

 Need to maintain any third party audited certifications 

 Need for accepting audits and monitoring during the supply engagement 

 Requirements for informing Daintee of any significant incidents 

Prior to contract award, Daintee should ensure that budgetary provision is available to meet the cost of contract. 
A Letter of Acceptance shall be issued within the validity period of the quotation, and no sooner the final 
determination of contract award is completed. 

 
Following the acceptance of a quotation submitted by a Supplier, a formal Letter of Acceptance shall be issued 
forthwith to the Supplier by the Procurement Department. This shall be followed by the execution of a formal 
contract for the following 

 
(a) Any contract for goods exceeding LKR 250,000 
(b) Any service contract exceeding LKR 250,000 

 
For any contract less than the amounts specified as above, the Procurement Department may, at its discretion 
enter into a formal contract. If a formal Letter of Acceptance is not issued nor a formal agreement is not executed, 
a Purchase Order or any otherappropriate written document shallbe used. The formalcontract shall be signed by 
the appropriate authority. The Procurement Department should ensure that the contract is signed prior to the 
execution of the service or receipt of the goods. 

Performance Security 

In contracts for the supply of goods, the need for performance security depends on the market conditions and 
commercial practice for the particular kind of goods. Suppliers are required to provide a performance guarantee to 
safeguard Daintee against non-performance of the contract. Such security in an appropriate amount of not less than 
10% (ten percent) of the estimated contract sum and may also cover warranty obligations. 

If warranty obligation is a requirement, a percentage of the paymentsmay be withheld as retention moneyto cover 
such obligations and any installation or commissioning requirements. 
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Liquidated Damages 

Provision shall be made in the contract setting out the basis for computation of liquidated damages, subject to a 
maximum, for delays in the delivery of goods or provision of services, resulting in additional costs or loss of revenue 
or loss of other benefits to Daintee. 

The contracting parties are at liberty to agree on the quantum and the basis of damages. However, any sum that is 
payable as damages should be reasonable and not extravagant or unconscionable. 
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11 RECEIVING OF GOODS AND SERVICES  

 
All goods procured should be received by the Stores. The Suppliers are required to handover the stock/non-stock 
goods to the relevant Store location as specified to them with the Invoice. 

 
The Procurement Department should be responsible for ensuring that supply of goods or the provision of services 
are adequately supervised and assessed for the purpose of making interim and final payments. The quality of the 
goods and the services supplied should be checked before acceptance/taking over respectively. Particular attention 
should be paid to claims arising from disputes and differences during implementation. 
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12 PAYMENT PROCESSING  

The Procurement Department is responsible to send copies of the PO and GRN to the Finance Department to process 
the payment. However, the Procurement Department should constantly liaise with the Finance Departmentto ensure 
that the payment for the Suppliers/ Contractors are made on time (by the end of the credit period agreed). 

 

12.1 Advance Payment – Goods 
 

Advance payments for raw materials are not usually requested by the Suppliers. However, if an advance is requested 
by the Supplier, it will be paid as agreed by both parties on the contract following to the approval of relevant 
authorities. 

12.2 Advance Payment – Services 
 

Advance payments for services are paid as per the request of the Supplier. The conditions with reference to the 
advance payment should be communicated by the Supplier at the time of submitting the quotation. If an advance 
payment is paid for Service POs, it must be approved by the relevant authority. 

 

12.3 Payment of Applicable Taxes 
 

The amount of taxes on the goods supplied or services provided shall be paid to eligible Suppliers after the proof of 
eligibility is provided, if such goods or services are not exempted from taxes. 
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13 INVENTORY MANAGEMENT  
 

13.1 Setting-up Reorder Levels 

The re-order levels for goods (including Raw Materia, Packing Material, Stationery, Marketing Promotional Items 
etc.) should be set according to a statistical method considering the inventory usage and the average lead times 
for each stock items. The Procurement Department is responsible for setting up the reorder levels and it should be 
updated bi-annually. 

 

13.2 Inventory Monitoring 

The Store locations should share the Month end Stock Report with the Finance Department, Procurement 
Department and Heads of the other User Departments.The Stores should conduct a stock count annually and update 
the system and physical stocks. 

 
 
 

14 CONTROLS AND PERFORMANCE MEASUREMENT  

 
14.1 KPI Monitoring 

The Procurement Department should monitor the procurement lead times for each procurement type. The lead 
times should be monitored from the time a PR is approved till the GRN is created. KPIs to be monitored are: 

 
• PR approval date to quotation calling date 
• Quotation calling date to date of quotation summary creation 
• Quotation summary creation date to Supplier approval date 
• Supplier selection date to PO date 
• PO date to GRN date 

 

The KPIs should be monitored bi-annually. 
 

14.2 System Review 

The Procurement Department should review the system annually to identify whether the users are entering the 
date correctly. 

The Procurement Department should review the item master and the Supplier master annually and make 
necessary updates if necessary. 

The Procurement Department should review the status of the PRs/ POs which are open for more than six months 
and attend to them. 
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Annexure 01: Supplier Screening Questionnaire 
 

# Criteria Y/N Supplier Information 
General   

1 Name, address and location   

2 Status of organization (company partnership, etc.)   

3 Number of years in business/ 
Industry 

  

4 Reputation in business   

5 Quality of employees and strength of management   

6 Other corporate customers   

7 Tax Registrations   

8 Product Range   

9 Financial strength/stability: 
(Current ratio, Quick ratio, Stock turnover, Gearing 
Level Cash Flow, Other measures) 

  

10 System of quality control, including 
ISO certifications, standards 

  

11 Post sales service and support and 
general responsiveness 

  

12 Policy for warranty (period and nature)   

Respect to Human Rights   

13 Do your labor policies and procedures demonstrate 
compliance to prevailing laws and regulations? 

  

14 Do you maintain minimum requirements for 
entitlements, hours of work, holidays, disciplinary 
processes, obligations from the company, and 
responsibilities from the employee? 

  

15 Do the contract of employment, and employment 
files include proof of age and verify identity of the 
worker? 

  

16 Do employment contracts state the minimum 
requirements in accordance with law specifying 
name, position of employment, benefits, 
entitlements, and salary? 

  

17 Are human resources records maintained and kept 
up to date? 

  

18 Do all salaries comply with the prevailing regulation 
on minimum wage? 

  

19 Do you employ day laborers or causal laborers 
during peak periods, what is the process for 
recruitment, verification of working age, 
engagement (contracting) and calculation of 
payment and benefits? 

  

20 Do you maintain HR policies that are published and 
known by all employees which includes 
nondiscrimination, eliminating sexual harassment 
policy, whistle blower, and a zero-tolerance policy 
for proven cases of workplace gender-based 
violence? 

  



 

21 Can we have a list of all compensation and benefits 
made to the full time and part time workers, 
including any adjustment made for employment 
probationary periods? 

  

22 Do you have medical checks for the workers who 
handle hazardous materials? 

  

23 Do you have a clearly defined disciplinary system 
for workplace violations? 

  

24 Are workers allowed to have freedom of 
association and the right to use collective 
bargaining in wage and benefit negotiations? 

  

25 Do workers have clearly defined confidential 
grievance mechanisms and process for complaints? 

  

26 Do HR approaches go beyond the labor law of the 
nation state? 

  

Health and Safety   

27 Do you have an emergency response process for 
incidents, and are the workers trained and are 
equipment’s certified as fit for use, and or available 
for use? 

  

28 Do your workers accommodations, facilities, 
warehouses, hazardous storage locations and 
manufacturing facilities comply with all relevant 
laws and regulations for hazardous materials use, 
fire, fire safety, and human hygiene standards etc. 

  

29 Do you monitor key health and safety metrics, and 
monitor all accidents, near misses and investigate 
cause and propose appropriate mitigation? 

  

30 Do you have a defined maintenance and 
monitoring program for machinery? 

  

31 Do you use any hazardous chemicals within their 
production process? If yes, please list 

  

32 Do you use any WHO classified IA or IB listed 
chemicals or any chemicals banned under national 
regulations or subject to any international phase 
out? 

  

33 Do you maintain clearly defined procedures and 
protocols for the access to and use of listed 
chemicals, please list the key procedures used and 
the requirements for Personal Protective 
Equipment’s (PPE)? Please state PPE type and uses. 

  

34 Do you issue PPE to workers and under what 
circumstances? 

  

35 Have you disciplined any worker for non- 
compliance to PPE or other health and safety 
violation within the last 12 months? 

  

36 Can you state the training conducted by you with 
your workers over the last 12 months, include 
trainings given to new recruits and existing 
workers? The date, number of attendees, and 
subject. 

  

37 Can you list all certificates held by the company for: 
Buildings; Fire Safety; Waste Management; Waste 
Disposal; and use of dangerous or hazardous 
chemicals? 

  



 

38 Do you have medical checks for workers using 
hazardous chemicals and emergency response 
procedures? 

  

39 Do all your facilities including workers dormitories, 
recreational centers comply with prevailing laws 
and meet minimum standards for space, hygiene 
and as appropriate segregation of genders? 

  

Environmental   

40 State the year that the production facility/ office 
premises were developed and describe the 
previous land use/cover of the site? 

  

41 Please confirm that none of the physical area of the 
facility/ office is designated as a nationally 
designated protected area/national park. 

  

42 Prior to development of the facility/ office were 
any environmental or social impact assessments 
conducted, or any assessment to identify areas 
classified as High Conservation Value? If so, please 
provide copies of the reports/maps, and summarize 
what values are present and the measures taken to 
protect them? 

  

43 Do you maintain a valid ESIA for the facility/ office, 
and or any facilities? 

  

44 Has the company attained any third party audited 
certifications? If yes, please supply copies of these 
and state the scope of the certification in terms of 
physical area, companies, or produce? 

  

45 Has the company ever been pre-assessed by a 
third-party certification scheme, if so, can the 
resultant action plan and report be made available? 

  

46 Do you have a plan to continually improve 
efficiency in operations and reduce consumption of 
water, or chemical inputs? 

  

47 Do you have a hazardous waste management 
process? 

  

48 Does the company have a pest management plan, 
please summarize the key elements of it and 
confirm whether any WHO class IA or Class IB 
chemicals are used as part of the pest management 
plan? 

  



 

 

 

 

Procurement Policy Manual 

Version Number 1 
Implementation Date  

Review Date  

Page Number 38 
 

Annexure 02: Supplier Categorisation 
 

 
Material from primary suppliers 

Packaging material from 
packing suppliers 

 

Ammonium bi carbonate Aluminium foil Conveyor belt 
Boilin starch Bic blades Cording machine 
Caustic soda Bill books Cotton glouves 

Chemicales Bitz wrappers Cotton toys 

Citric acid anahydrous Bopp tape Delaer name boards 
Cocoa powder Bottles Doctor blade 

Coconut f lour Canisters Earth protectors 

Colour powders Corrugated carton Electrical items 
Corn grits Gum Face mask,net cap,glouves 

Corn starch Hexagonal box Fire cement 

Corn strach,lecethine Lable,sticker,packet carton Fire extingushers 
Decicated coconut Ldpe bag Food grade chemicle 

Diesel & furnance oil Plastic lollipop sticks Full cream milk powders 

Fat Polythene & bags Generators 
Fcmp Printing cylinders Harwear 

Full cream milk powders Wrappers Heaters 

Gas Zim clips Incence sticks 
 

Gravure ink 
Goods and services from other 
suppliers 

 
Industrial fans 

Gum base & wrappers Ac equipments Insurance 
Jumbo peanut Additive Intercom telephone system 

Kurakkan All stationery items Inverters 

Leceithene,corn strach,fat Battery Iso 9001:15000 
Liquid f lavors Bearing & belts Machine chemicals 

Liquid glucose Bicycle Medical items 

Liquid malt Biscuits Motor rewinding 
Magnezium stearate Blade sharpners Mug 

Milk maid Boiler chemicals Multiflod towel paper 

Palm oil Boiler spare parts Noodles 
Pectine Brother printer ribbon Oil & grease 

Polyproleyene Caps Pens 

Raw & rostered peanut Cartridge Photo copy machines 
Raw rice white & red Cctv Photo copy papers 

Seasoning powders Chain & spocket wheel Plastic items 

Shellac powder Check book, bill book holders Plastic trays 
Sugar Chemicales Plastics items 

Palm oil Cleaning chemicles Pneumatics items 

Table salt Cleaning service Pocket wheel rubber bar 
Tamarind pulp Coffee powder Punching clock 

Unsalted butter Compressor Rentokil machine & spear parts 

Wheat f lour Computer forms Repair & services 
Whey powder Consulting Rubber rolls 

 Tyres Safety items 
 Umbrella Scales 
 Wafer sticks Soap 
 Water Submesirable pumpbs 
 Water f ilters Switch boards 
 Additive T shirts 

 




