Shams

Vendor Guide - Sharjah Media City (Shams)

Contracts and Procurement Section

Purpose of the Guide

This guide aims to familiarize vendors with the requirements and procedures
for dealing with Sharjah Media City (Shams), ensuring transparency, equal
opportunity, quality of supply, and compliance with regulations.

Scope of the Guide

This guide applies to all vendors/contractors/service providers who wish to deal
with Shams or who participate in submitting price quotations, supplying
materials, executing works, or providing services.

Official Communication Channels
The Contracts and Procurement Section is the authorized entity for
correspondence and communications related to procurement.
All inquiries, documents, and offers must be sent to the approved
channels designated by Shams (electronic system/official email as
requested in the solicitation).
The vendor is obligated to refrain from informal communication
concerning tenders or bids with any other party within Shams that may
affect integrity or equal opportunity.
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Vendor Registration Requirements

To register the vendor within the vendor system/accounting system, Shams

must be provided with the following basic (valid and clear) documents:

* Trade License

» Approved Bank Account Details (IBAN/Bank details)

* Tax Registration Certificate (TRN), if applicable/according to applicable
regulations.

 Official Contact Details (phone/email/address).

* Any additional documents requested by Shams according to the nature of the
activity (such as certificates of accreditation/permits/experience...).

Note: The vendor is obligated to inform Shams immediately of any change in its

data (license/bank account/tax/address/authorized signatory).

Updating Vendor Data
The vendor must submit an update request upon the occurrence of any change,
attaching supporting documents. Shams reserves the right to suspend dealings

temporarily until the update is completed and verified.
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Submission of Price Quotations or Bids

The vendor, when submitting its offer, is obligated to the following:

Comply with the requirements of the Request for Quotation/Tender as
issued, without unauthorized modification.

Submit the offer within the specified period and in the required manner
(electronically via the system or in hard copy in case of system unavailability
according to Shams' instructions).

Maintain confidentiality and refrain from sharing tender documents with
other parties.

Clarify prices in a clear and fixed manner, and the offer is considered final
according to the terms contained in the request for proposals.

Shams may request separate technical and financial offers depending on the

nature of the competition.

Evaluation and Award Criteria

Shams evaluates offers according to what is stated in the competition

documents, which may include:

Compliance with specifications and technical requirements.
Price and value for money.

Readiness and ability to supply/execute.

Previous experience and performance record.

Compliance with governance and regulatory requirements.
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Purchase Orders and Contracts
* Financial and executive dealings are based on a purchase
order/contract approved by Shams.
* No supply, work, or commitment is recognized before the issuance of a
purchase order/contract according to approved procedures.
* The authorized signatory for the vendor must be specified and
authorized, and any unauthorized signature exposes the transaction to

suspension.

Invoices and Payment Requirements

The vendor is obligated, when issuing invoices, to the following:

* Mention the Purchase Order Number/Contract Number/Reference
Number on the invoice.

* Ensure the invoice matches the agreed-upon items, quantities, and prices.

» Attach required documents as per the case (e.g. delivery notes, receipts of
delivery, completion certificates, inspection reports...).

* Comply with tax requirements (if applicable) and display them according to
regulations.

* Send the invoice via the method specified by Shams.

Payment is made according to the terms of the contract/purchase order and

after completing the procedures for receipt, review, and approval.

agdellg clpidl jolgl

Mol (0 2020 ade/elp jof Lnle 2Ly Lpasaiilly Lplloll Jolell o3y

Bbaoinoll Ailelppll §og abe/clb yol j920a Jud plfll gl Joc gl 2107 Coly aioy o

udrR) Jgao pié 21667 nlg daoinog 13200 2)g.0ll (nad gu6gilly Jgaoll gy of cany

Gul=ill dloleoll

alawdl cililhniog pilgall

iutht Lot pilgall jlaual aic ajg0ll ojily

8)gilall 16 _noajoll odl/adell 08)/clpinll jol 08) j95 *

laule Gaioll jlowlllg tilodllg agill dailao égilall gg4i of

claladb oliwl palao (oduwill ciljlei] :Jio) allall cuun dasglhaoll cilaiiwoll Gloy)
(yano pylai jlail

dohilll gog lajlakilg (wang yl) aypall allhioy plfldl -

uiotl 40 622a0ll ddyyhall §ygilall Jlwyl ¢

doalyollg oiliwdl cilel] Jlodiwl awig clpidl joi/adell hgpb §69 alawdl o

aloicllg



Receipt, Delivery, and Quality

* The vendor is obligated to adhere to agreed-upon delivery dates and
approved specifications.

* Materials/services/works are subject to inspection and receipt procedures.

» Shams reserves the right to reject any supply/service that does not conform

to specifications or does not meet the conditions.

Guarantees and Guarantee Letters

Some cases may require providing guarantees such as:

« Advance Payment Guarantee (if an advance payment is approved).
¢ Performance/Final Insurance Guarantee.

* Any other guarantees stipulated in the competition documents or contract.

Commitment, Integrity, and Professional Conduct

The vendor is obligated to the following:

* Avoid any practices that compromise integrity
(bribery/gifts/mediation/collusion).

* Commit to the principles of transparency and equal opportunity.

* Refrain from presenting misleading information or incorrect documents.

* Maintain the confidentiality of Shams' private information and documents.

Breaches result in procedures that may include: exclusion, cancellation of award,

contract termination, application of fines, or listing the vendor on restricted lists

according to regulations.
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Delay and Penalties (Guideline)
In case of delay or breach of contractual obligations, Shams has the right to take
the measures stipulated in the contract and policy, including penalties, contract

termination, or any other regulatory measure as the case may be.

Vendor Performance Evaluation
Shams periodically evaluates vendor performance based on:
* Quality of supply/service.

* Timeliness.

* Compliance with contractual terms.

* Responsiveness and cooperation.

result

The evaluation may in updating the vendor's classification or

suspending/terminating dealings in case of recurring observations.

Vendor Acknowledgment

The submission by the vendor of any offer/document or the commencement of
dealings with Shams constitutes an acknowledgment of having reviewed this
guide and a commitment to comply with its content and with any related

instructions and circulars issued.
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Shams

Contact Information
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Contracts and Procurement Section - Sharjah Media City (Shams)

Email: procurement@shams.ae
procurement@shams.ae :_nigA4l il aypll
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