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Subject: Update to the Direct Purchase Procedure for Items Below 30,000 SAR

This is to inform all departments that the Direct Purchase Procedure for procurements valued at less than
SAR 30,000 has been updated to facilitate the purchases of required goods and services, subject to strict
adherence to the following financial controls:

a. The supplier must be registered in the University’s system.

b. The total purchase value must not exceed SAR 30,000, exclusive of Value Added Tax (VAT).
This process may not be used to procure assets or asset-equivalent items (such as equipment,
computers, furniture, etc.). For clarification regarding asset classification, please contact the
Inventory Control and Fixed Assets Department.

d. Purchase requests must not be divided or split to bypass the approved financial limit.

The requested goods or services must not fall under an existing and valid university contract,
whether with the same supplier or any other supplier.

f. Repeated reliance on a single supplier is not permitted.

g. Upon completion of the agreed scope of work, the supplier must submit a tax invoice issued in
accordance with the regulations and bylaws of the Zakat, Tax and Customs Authority (ZATCA).

h. The requesting department will be responsible for non-compliance with the mentioned
procedures and controls above.

Supplier Registration
Process:

Requester Register the Financial Affairs review Once Approved, a Vendor ID
Supplier supplier information will be issued

Invoice Submission
Process:

: ; Authorized
Mg ding D Heglesiing Digl, Accounting Team Controller Team Authorit

submit the invoice Dean/DG (Review) (Review & Audit) y
in the system (Approval) (Approval)
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