Government of Puntland-Ministry of Health-Procurement Policies and Procedures Manual

June 2017


	Dowladda  Puntland
ee Soomaaliya

Wasaaradda Caafimaadka
	[image: image2.jpg]



	Puntland Government of Somalia Ministry of Health


PROCUREMENT MANUAL
Jan 2019
Foreword

I am pleased to present the Procurement Policies and Procedures Manual of the Ministry of Health-Puntland State of Somalia. This manuals expected to be a key reference guide for the practices policies and procedures used in Procurement within the Ministry. The policy and proceduremanualprovidesastandardizedandofficialdocumentforallthe Ministry Personnel and officers on procurement practices.

These policies and procedures are geared toward embedding accountability and transparency in the procurement processes within the ministry. The policy will ensure efficiency in the delivery of goods and services to the ministry. Application of the policies and procedures will ensure economy, efficiency, transparency, fairness, reliability, transparency, accountability and ethical standards in the procurement function of the Ministry.

It is expected that this Manual will continue to be improved and added to with a view to keeping it relevant and useful to its users. Any views in this regard will be welcome and may be forwarded to the Director of Finance.
Definition of terms
	Term
	Description

	Procurement
	The acquisition by purchase, rental, lease, hire purchase, license, tenancy, franchise, or by any other contractual means of any type of works, assets, services or goods including livestock or any combination

	Code of Ethics
	A statement of the standards of practice and conduct to be followed by all Civil Servants and officials of Government owned organizations in procurement activities.

	Procurement Officer
	An officer of the Procuring Entity having formal authority to undertake procurement activity.

	Request for Proposal (RFP)
	The term commonly used for tender documents in the procurement of consultancy services

	Request for Quotation (RFQ)
	A simple procurement procedure for the purchase of low value goods, works and simple non-consultancy services.

	Works
	Works means the construction, repair, renovation or demolition of buildings, roads or other structures and include:

· The installation of equipment and materials

· Site preparations; and

· Other incidental services

	
	

	
	


1.0 Introduction

The purpose of this Manual is to provide detailed guidance and best Practice to the staff of Ministry on managing its procurements. The contents of this Manual apply to the purchase of all goods, works and Services for the Ministry. This Manual is the key document for implementing the Ministry Procurement Strategy. The Ministry needs robust procedures that reflect good practice and demonstrates value for money and ensure efficient service delivery.

1.1 Procurement Structure

Generally the procurement strategy concerns all the Ministry employees defining their needs. The Ministry Procurement/Tender committee is the supreme organ and is responsible for:

· Planning for procurement

· Preparation for Tender documents

· Opening and evaluation of bids, and 

· Awarding of Contracts

The Procurement/Tender committee is composed of the Director of Administration and Finance, Director Policy and Planning, Director Human Resource Development, Director of the department that made the requisition and the Procurement Officer. The Director General can vary the membership of this committee at any time. 

1.2 What is good procurement and what does it look like?

The principal hallmarks of a proficient procurement process are;

Economy:-The objective of any procurement is to give the purchaser best value for money. Value for money not only implies the price but also the quality of the goods/services offered.

Efficiency-The procurement process applied by the Ministry must be simple, swift and be in a position to produce positive results without protracted delays. Efficiency implies practicality of the process applied having regard to the existing capacities.
Fairness-Good procurement is impartial, consistent and therefore reliable. It offers all interested contractors, service providers and suppliers a level playing field on which to compete.

Transparency- Good procurement establishes and then maintains rules and procedures that are accessible and unambiguous.

Accountability and ethical standards-The ministry shall hold its practitioners responsible for enforcing and obeying the rules.
The above key tenets of procurement should underpin all the Ministry procurements. In order for procurement process to be rigorous, it is important that assessments, discussions and decisions are fully documented and filed together with all correspondence with potential suppliers.

1.3 Conflict of interest

This statement is directed to all the Ministry of Health employees who can influence the actions of the ministry or make commitments on its behalf. Areas of potential conflict of interest are;

· Persons or entities supplying goods and equipment

· Persons or entities supplying contractual services

· Persons or entities from whom the Ministry leases property and equipment

A conflict of interest would arise where an employee of the Ministry, or any member of his/her immediate family,(defined as brothers and sisters, spouse and lineal descendants).his/her partner or an organization which employs or is about to employ any of the parties indicated herein, has a financial or  other interest in the firm selected for an award .A financial or other interest is defined as owning stock or holding debt or other proprietary interests in the contracting organization, or holding office, serving on the board, or participating in management of the contracting organization.

It’s possible upon disclosure of all relevant facts and circumstances, that doing business with a related organization is not necessarily adverse to the interest of the Ministry. However, it is the policy of the Ministry of Health that the existence of any of the conflicting interests described above shall be fully disclosed before any transaction is carried out. It shall be the continuing responsibility of the employees to scrutinize their transactions, outside business interests, and relationships for potential conflicts and to immediately make disclosures in writing.

Responsibility for ensuring operational adherence to the Policy and their associated strategies is vested in the Procurement Committee. 

All staff who handles the procurement of goods and services on behalf of the organization, including the procurement committee, should sign the conflict of interest document. The recommended template is attached on Annex VIII of the manual.
1.4 Code of Conduct Regarding Procurement Activities
This policy statement outlines the Ministry’s policies and procedures with regard to standards of conduct governing the performance of its employees engaged in the procurement of supplies, contracted services, and equipment. All such employees are required to sign this policy statement indicating that they have read and understood this statement.

The Ministry’s employees have the responsibility to administer the affairs of the Ministry honestly and prudently. The interests of the Ministry and all of its donors and contributors must be affected on a basis that secures full competitive advantages as to products, services, and prices for all procurement transactions for the organization.

Failure to abide by the standards established herein will subject the employee to sanctions to be determined by the employee’s supervisor, including the possibility of termination.

1.4.1 Code of Conduct and Business Ethics

Business will be conducted ethically in a manner above reproach and with total impartiality. Staffs are prohibited from using the power of their office or internal business knowledge for personal gain. Staffs are required to ensure that they do not behave in a manner which could be construed as being damaging to the image of the Ministry, or which could bring a real or perceived advantage to a single supplier. These may include;

· Staff members are to decline any outside interests or business relationships that may be reasonably deemed to affect the member’s impartiality in conducting his or her daily work.

· Staff members must declare any business relationships that members of their family may have with suppliers with whom the Ministry engages, or may engage in a business.

· Staff members must remain absolutely free from any obligations to any supplier.

· Inside knowledge obtained during the course of duty should be held in the highest confidence and should never be used for personal gain. 

· All suppliers shall be dealt with fairly and equally. 

· All bidders should be aware of the rules.

· Information received through competitive bidding should be treated as confidential and can only be disclosed to a certain extent with extreme caution to ensure the basis of the competitive bidding system is not undermined.

· Advantage must not be taken of supplier’s errors, but co-operation must be shown.

· Staff charged with procurement responsibilities, must only approach pre-qualified suppliers.

· Needless expenses or inconvenience when requesting offers and proposals should be avoided.

2 PROCUREMENT PLAN 
2.1.1 The procurement plan is an instrument for implementation of the budget and should be prepared by the user departments in order to avoid or minimize urgent procurements that delay efforts put in place to realize set objectives.
2.1.2 The procurement plan must be integrated into the budget processes. It should be based on the indicative or approved budget
2.1.3 The Annual Implementation Plan (AIP) is the procurement instrument for planning procurement needs within a year as per approved budget. The Annual Implementation Plan (AIP) should be prepared using the format described in Annex 1.
2.1.4 The budget as well as the procurement plan shall be based on realistic cost estimates derived from the market research database compiled and updated regularly 
2.1.5 The plan must not be implemented before approval by the Director General (DG) who may modify the plan according to available resources.
2.1.6 The procurement plan must include
· Detailed breakdown of the goods ,works ,consultancies and services required
· A schedule of the planned delivery, implementation or completion dates for all the goods, works, consultancies and services required.

· Estimate of the value of each procurement package of goods ,works ,consultancies and services and the source of funding if different from other packages;

· Source of funding

· Procurement Method

· Timelines for critical stages of the delivery of the items

2.2 Procurement Limits

	Approval level
	Procurement process
	Officer

	Up to US$ 3000
	Single sourcing 
	Accountant, Representative of the requesting department, Director of Finance

	Above US$ 3001 to US$ 5000
	Invitation of at least two quotations
	Procurement Committee -Director of Finance and Administration, Director of Planning & Policy, Director of the requesting department.

	Above US$ 5001 to US$ 15,000
	Invitation of at least three quotations
	Procurement Committee -Director of Finance and Administration, Director of Planning & Policy, Director of the requesting department.

	Above US$ 15,001-
	Invitation for tender
	Procurement Committee with the Inclusion of the Director General


2.3 Choice of Procurement Method and steps
2.3.1 Low value procurement/Request for Quotation

This is based on comparing price quotations obtained from several suppliers, usually atleast three to ensure competitive prices.

Request for quotations are normally used when the value of the purchase is between US$ 501-US$ 5,000
2.3.2 Open Tender Method/Competitive Bidding 
The preferred procurement method shall be open tendering however where open tendering is not the appropriate method, the use of alternative procurement methods upon approval. It allows interested firms to bid on goods in an open competition or open solicitation manner through advertisements.

Under open tendering, the Organisation shall make public the invitation to tender, through media that demonstrates worldwide coverage, including the Ministry’swebsite. The following procedure shall be followed:
· Tender dossiers shall be published as required on the same date in all media. The tender dossiers shall include all detailed specifications with regard to financial and technical conditions

· The minimum period for submission of bid documents shall be 30 calendar days. The date, time and place of the tender opening shall be stated in the invitation.

· Depending on the nature and amount of the procurement, bid bond may be required. 

· All tenders received will be registered upon receipt by the Procurement Officer.

· All tenders will be opened on the date, time and location indicated in the tender invitation. The tender will be opened by the Procurement Committee in the presence of the suppliers or their official representatives.

· All tenders are analysed and evaluated against the criteria for the quality of the materials, service, price, delivery time and overall compliance with the requirements stated in the specification. 

· Tender can be cancelled partially or fully. In circumstances of cancelling bids, the reasons shall be written on the bid analysis form and filed with Finance and Administration department.

2.3.3 Restricted tendering
Restricted tendering places a limit on the amount of request for tenders that can be sent unlike open tendering. Just like open tendering, restricted tendering is considered competitive procurement bidding; however, the competition is limited to firms or agencies that shall be invited by the procuring team. It’s also employed as a way for the procuring team to save time and money during the selection process especially where time is limited.

Under restricted tendering, the organisation shall invite bids from prequalified suppliers based on the goods and services sought to be procured. The following procedure shall be followed:

· Written invitation to submit tender documents will be sent on the same day to all supplies on the list that are capable to supply the required goods or services. The invitation should include all detailed specifications with regard to financial and technical conditions
· The minimum period for submission of bid documents shall be 30 calendar days. The date, time and place of the tender opening shall be stated in the invitation.
· Depending on the nature and amount of the procurement, bid bond may be required. 
· All tenders received will be registered upon receipt by the Procurement Officer
· All tenders will be opened on the date, time and location indicated in the tender invitation. The tender will be opened by the Procurement Committee in the presence of the suppliers or their official representatives.
· All tenders are analysed and evaluated against the criteria for the quality of the materials, service, price, delivery time and overall compliance with the requirements stated in the specification. 
· Tender can be cancelled partially or fully. In circumstances of cancelling bids, the reasons shall be written on the bid analysis form and filed in Finance and Administration department.
2.3.4 Single Sourcing/Direct Sourcing
This shall apply where it would not be feasible to apply a competitive bidding procedure. It may be adopted where only a particular firm is the manufacturer of items demanded or in case of extreme emergency. The procedure for Direct Contracting may be adopted if any one of the following conditions is met.

· Extension of existing contracts for works or goods awarded with the prescribed procedures, justifiable on economic grounds;

· The required item is proprietary and obtainable only from one source

· Works are small and scattered or are situated in remote locations where mobilization costs for contractors would be unreasonably high.

· Direct procurement MUST be approved by the Procurement Committee and the Director General where the value of the items/services to be directly procured is more than US$ 5,000.

2.4 Procurement of goods/services: without bidding
General goods/ services may be procured without formal bidding process. 

Petty Purchase 
· Petty purchase will normally be resorted to for procurement up to the amount $300 per month for small value items/ services, procurement of unanticipated/ emergent/ breakdown prevention of goods & services required to be made at a short notice. 
· Approval and processing of Petty Purchase shall be done by the Director of Finance and Administration or Program Directors to meet small value requirements as per delegated powers. 
· All petty purchases made under such delegated powers will be compiled monthly and a report submitted to the Director of Finance and Administration.
2.5 Drafting and contents of the tender document

It is vital for tender documents to be carefully drafted not only for the sound functioning of the award procedure but also for the proper execution of the contract. These documents must contain all provisions and information that candidates invited to tender need to present their tenders; the procedures to follow, the documents to provide, cases of non-compliance, award criteria and their weightings; stipulations regarding joint bids and subcontracting; etc.  

The Ministry is responsible for drawing up the tender document. The Ministry shall send only to shortlisted candidates a letter of invitation to tender accompanied by the approved tender document comprising the following documents:

· Instructions to tenderers, which must include:

· The type of contract

· The award criteria and their weightings

· Whether interviews are possible and when they are likely to be held

· Whether variants are allowed

· Whether, and in what proportion, subcontracting is permitted

· The maximum budget allowed for the contract

· Currency of the tenders

· The short list of candidates 
· The terms of reference, with a forecast schedule for the contract and forecast dates from the which the main experts must be available
· Price schedule (for completion by the tenderer)
· Tender form
· Contract form
2.6 Steps in the Procurement
2.6.1 Preparation of procurement plan for each department by the departmental heads.
2.6.2 Consolidation and presentation of the procurement plan containing details of the goods, works or services required to the Head of Procuring Entity for approval.
2.6.3 Review and if satisfied, approve procurement plan to be done by the Procurement head.
2.6.4 Invite quotations from at least 3 suppliers appearing in the register of pre-qualified/known suppliers or invite bids through Open or Restricted Tenders
2.6.5 Evaluate bids and recommend for selection of the best in terms of price and quality Evaluation committee.
2.6.6 Make award to the lowest evaluated bidder 
2.6.7 Communicate award to successful bidders and debrief unsuccessful bidders simultaneously 
2.6.8 Prepare the contract for supply of goods, works or services, and arrange for the signing between the selected supplier and the representative of the Ministry who in this case is the Director of Finance and Administration. The written contract shall be signed after an elapse of fourteen days from the date of award notification.  
2.6.9 Supply of Goods and services or completion of works as per terms and conditions of contract.
2.6.10 Inspection and Verification of revived goods or rendered services or Completed works 
2.6.11 Payment of Suppliers and contractors by the Department of Finance
2.6.12 Record Keeping by the Procurement Unit and all Departments
3 BIDS EVALUATION PROCEDURE 
3.1 The Evaluation Criteria
An objective method of measuring and ascertaining the criteria has to be devised to enable comparison and differentiation between participating bidders The following factors should be taken into account during bid evaluation: 

3.1.1 Suppliers’ financial standing

3.1.2 Suppliers’ legal standing that is to mean whether he/she is authorized to operate as a supplier/vendor of the proposed goods or services 

3.1.3 Suppliers’ relevant experience

3.1.4 Suppliers’ technical capacity to perform the proposed contract

3.1.5 Suppliers’ awareness to the tender technical requirements

3.1.6 Suppliers’ price for delivering the goods or performing the services

3.1.7 Total cost for delivering the services

3.1.8 Reliability, integrity and reputation

3.1.9 Quality, production capacity and flexibility

3.1.10 Credit terms given by the supplier

3.1.11 Delivery period and ability to meet required deadlines.

3.1.12 Consistent application of the evaluation criteria above shall be used in the evaluation of tender for responsiveness in the bid document. 

3.1.13 Recommendation of the Lowest Evaluated Bidder 

a. All other factors being equal, the bid offering the lowest total cost of supply (inclusive of relevant taxes, freight and custom duty, etc.) should be accepted, subject to the product conforming to all mandatory technical specifications.
b. If the award is not made to the lowest bidder, a full and complete statement of the reasons for not awarding the lowest evaluated bidder shall be prepared. 
3.2 The Tender Evaluation Committee 
The Procurement/Tender committee is composed of the DAF, Director Policy and Planning, Director Human Resource Development, Director of the department that made the requisition and the Procurement Officer. The Director General can vary the membership of this committee at any time. For procurement of items with technical specifications, the Ministry shall establish an evaluation committee for the purposes of carrying out the technical and financial evaluation of the tenders or proposals. 
A technical committee shall be responsible for:

a) The technical evaluation of the tenders or proposals received in strict adherence to the compliance and evaluation criteria set out in the tender document

b) Performing the evaluation with all due diligence and within a period of thirty days after the opening of the tenders. 

c) Preliminary Evaluation (Examination) Upon opening of tenders has to be performed to determine whether;

· The tender has been submitted in the required format

· The tender has been signed by the person lawfully authorized to do so

· The required number of copies of the tender have been submitted

· The tender is valid for the required period 

· All the required documents and information have been submitted

· Any required samples have been submitted. 

3.3 Technical Evaluation 

Upon completion of preliminary evaluation of tenders the evaluation committee shall then conduct a technical evaluation by comparing each tender with the technical requirements of the description of goods, works or services in the tender document. Responsive bids are those for which the products meet the mandatory technical requirements as set out in the tender documents. However, minor deviations that do not materially differ from the requirements set out in the tender documents, errors or oversights that can be corrected without affecting the substance of the tender do not render the tender irresponsive. 

3.4 Financial Evaluation
Upon completion of technical evaluation of tenders the evaluation committee shall then conduct a financial evaluation and comparison. This will be to determine the lowest evaluated price from among the technically qualified bidders. 

The table below shows, an example of criteria for evaluating bids
	S/N
	Elements
	Points (%)

	1
	Bidder’s special/unique experience in similar field of assignment
	20

	2
	Methodology and work Schedule
	20

	3
	Delivery time
	10

	4
	Professionals assigned
	20

	5
	The financial proposal shall be weighted from
	30

	Total
	100%


3.5 Evaluation Report
An evaluation committee shall prepare a report on the analysis of the tenders received, and final scores assigned to each tender and submit the report to the tender committee. The evaluation committee report shall include: 

· Minutes of the opening of the tenders or proposals

· Results of the preliminary evaluation, with reasons why any tenders or proposals were rejected

· Scores awarded by each evaluator for each tender or proposal

· Summary of the relative strengths and weaknesses of each tender or proposal

· Total score for each tender or proposal

· A recommendation to award the tender to the lowest evaluated bidder or to the person who submitted the proposal with the highest total score

3.6 Inappropriate Influence on Evaluation
After the deadline for the submission of tenders, proposals or quotations— 

(a) no person who submitted a tender, proposal or quotation shall make any unsolicited communications to the procuring entity or any person involved in the procurement proceedings that might reasonably be construed as an attempt to influence the evaluation and comparison of tenders, proposals or quotations; and 

(b) No person who is not officially involved in the evaluation and comparison of tenders, proposals or quotations shall attempt, in any way, to influence that evaluation and comparison. 

4 ESTABLISHING A PRE-QUALIFIED LIST OF SUPPLIERS

A prequalification procedure is, in principle, required for selecting and updating standing suppliers for the financial year potential contractors, suppliers and service providers for large-scale contracts or contracts with complex and highly specialized services. The main objective of prequalification is to ensure that invitations to bid are extended only to technically and financially qualified bidders, and to avoid awarding a contract to unqualified bidders based on superficial evaluation.

The prequalification procedure involves adequate competition among prequalified suppliers in provision of quotation to ensure reasonable prices.

The Prequalification Steps broadly consist of the following activities:

Step 1: Preparation of Pre-qualification Document

a) The specific requirements prepared  relating to the goods, works or services being procured and the time limit for delivery or completion

b) If works are being procured, relevant drawings and bills of quantities

c) The general and specific conditions to which the prequalification  will be subject to

d) The tender number assigned to the pre-qualification proceedings by the Procurement Department

e) Instructions for the preparation and submission of tenders including:

· The forms for tenders

· The number of copies to be submitted with the original tender

· Any requirement that evidence be provided of the qualifications of the person submitting the tender

f) An explanation of where and when tenders must be submitted and  a statement that the tenders will be opened immediately after the deadline for submitting them and an explanation of where the tenders will be opened

g) The procedures and criteria to be used to evaluate the prequalification tenders

Step 2: Advertisement of the Prequalification

a) Timely notification of bidding opportunities is essential in competitive bidding

b) Invitations shall be published in a Daily newspaper 

c) The advertisement shall also be placed in the institutional website.

d) The minimum time given for submission of bids shall not be less than 14 days.

e) The last date and time of sale and receipt of bid/tender document should be clearly indicated in the notification/advertisement.

Step 3: Issue of Prequalification Document

a) Sale of Prequalification documents should begin only after the publication of notification for tender in newspapers.

b) Prequalification documents should be made available to all who seek them after paying the requisite fees, if any, regardless of registration status and they should be allowed to bid. 

c)  Bidding documents will be sold till one day prior to the opening of the prequalification tenders.

d)  Prequalification documents can also be made downloadable from the organization’s website. However the downloaded tender documents must be submitted with requisite tender fees

e) A list shall be maintained of names and address of bidders to whom bid documents were issued.

Step 4
Opening of the Prequalification bids

a) The time, date and venue for the tender opening shall be mentioned in the bid documents.

b) Prequalification Tenders/bids should normally be opened immediately after the deadline of time fixed for submission on the same day.

c) Tenders shall be opened in public. The bidders or their representatives shall be allowed to be present at the time of opening of bids.

d) All tenders received should be opened. No bid should be rejected at the time of bid opening except for late tenders. Late tenders shall be returned to the bidders unopened.

e) The name of the bidder along with special conditions, if any, shall be read out at the time of bid opening. Withdrawal notices shall be read out first followed by the tender of the bidder.

f) Minutes of bid opening must be prepared by bid opening officials and should be signed by all members present including bidders.

Step 5
Prequalification Evaluation Procedures

a) A Preliminary Examination will be conducted to assess the document formality required in the Prequalification Documents, for each applicant with pass-or-fail criteria. It is necessary to confirm one by one, whether the submitted documents and their format are in conformity with the requirement.

b) This will be followed by Qualification Evaluation to examine whether submitted documents comply with the qualification requirements by using pass-or-fail criteria. The evaluation work must be carried out by following the criteria set up beforehand, and the method must be based on absolute evaluation, not by comparative evaluation. The following items are to be noted in setting up criteria and conducting evaluation.

c) A Pre-Qualification Questionnaire (PQQ) is used to identify a short-list of suitable firms/companies/organizations to invite to tender. The questionnaire should only seek to identify the relevant capacity (financial and resources), experience and expertise of the bidders. It must not be used to evaluate possible solutions that the bidders may offer and any criteria used at the pre-qualification stage should not be used again or revisited when evaluating the invitation to tender. Many elements are Pass / Fail during PQQ stage and may require input from specialist officers such as Finance to undertake a financial assessment of bidders to be shortlisted. 

Step 5

Registrations of Suppliers & Service Providers

All the suppliers found by the evaluation committee to suitable should be listed in the Supplier Registrationrecord database.The Ministry shall use the pre-qualified suppliers and service providers to seek quotation for the items listed in the prequalification. The Pre-qualified suppliers and service providers shall remain valid for one calendar year.
5 CONTRACT AWARD 

· Following completion of tender evaluation, an evaluation report shall be prepared for consideration by the tender committee, which determines who has submitted the successful tender. 

· The procuring entity should then notify the person submitting the successful tender that his/her tender has been accepted while all the other persons who have submitted tenders shall be notified that their tenders were not successful. 

· The procuring entity shall before expiry of the period during which tenders must remain valid enter into a written contract based on the tender documents with the person submitting the successful tender. 

· This written contract must not be entered into until at least 14 days have elapsed from the giving of notification to both the successful and the unsuccessful tenderers. 

5.1 Contract Termination
A contract document shall specify the grounds on which the contract may be terminated and specify the procedures applicable to termination. 
The procurement department shall obtain the approval of the tender committee which authorized the original contract, prior to terminating the contract and the request for approval shall clearly state— 

i) the reasons for termination;

ii) the contractual grounds for termination; and 

iii) the cost of terminating the contract

5.2 Ordering and Receipt Procedures
5.2.1 Ordering of Goods, Works and Services Local Purchase orders shall be used to order goods from the successful bidders. They should be signed by Finance Officer 

5.2.2 Receipt of Goods, Works and Services Goods received will be verified against the Delivery Note and LPO in terms of quality, technical specifications and quantity. 

5.2.3 The procurement unit shall confirm whether what is being delivered by the supplier conforms to the specifications of what was ordered. They shall verify that the supplies, services or works are proper and in suitable conditions to be accepted for use, storage and distribution. 

5.2.4 No payment should be made before the inspection and verification certificate is issued. 

5.2.5 Recording and accounting of stock registers shall be maintained for items received. 

5.2.6 Payment Goods, works and services received should be paid for promptly in accordance with the procurement plan after all the processes have been completed.

6 DOCUMENTATION

A typical “stand alone” procurement or purchasing file would contain the following, in this order, and separated by dividers for easy reference:

6.1 Basic Documents

· Purchase Requisitions from field projects and heads of departments, including technical specification, codes, delivery dates, packaging, estimated cost.

· Purchase authorization by the Procurement Committee or the programme manager.

· Supporting documentation and amendments (extract from relevant budget).

· Written confirmation from finance that funds are available.

6.2 Quotation Request

· Company names and contact persons for suppliers solicited.

· Copy of the Quotation Request sent to supplier.

· Unsuccessful suppliers bids.

· Regret letters to unsuccessful suppliers.

6.3 Bids and Proposals

· Bid of successful supplier

· Original offers and proposals from respective suppliers, and related correspondence.

· Tabulation of bids.

· Evaluation of bids and justification for supplier selection and award price.

· Justification for lack of competition when less than 3 bids were received.

· Written approval of samples by indenting department

6.4 Purchase Order and Contract
· Original copy of Purchase Order or Contract signed by supplier and Ministry, signed in accordance with the level of authority

6.5 Inspection for Quantity, Quality, Delivery Time and Rejection

· Inspection Contract

· Inspection Certificate

6.6 Receiving and Distribution Reports

· Receiving report from Consignee ⇒Confirmation from Stores (Goods Received Note).

· Customs clearance documents (if international procurement).

· Distribution report (Donations).

· Related correspondence and documentation.

6.7 Payments

· Verification by finance of compliance with agreed terms and conditions

· Supplier’s invoices and inspection invoices

· Payment requests and supporting documentation

6.8 Insurance Claims

· Copies of all claims documentation, including Protest letter, survey report etc.
6.9 General

· Other documents related to the particular purchase which cannot be placed in the file under one of the specified heading above.

· Any anomalies or deviations from policy or procedures in a purchase, with a signed explanatory ‘note to the file’.

7 MANAGING RISKS IN THE PROCUREMENT PROCESS

Fraud and corruption Risks are inherent in all the stages of the procurement process. Therefore, sound risk management practices should be implemented to ensure effective procurement process that is aimed at protecting the interests of the Ministry and ensuring that the procurement outcomes are achieved. A structured approach to the identification, quantification and subsequent management of risks must be adopted so that risks are retained. The level and nature of risk management in the procurement process will vary according to the nature, size and complexity of procurement.

The planners should be able to identify the risks involved in various stages of the procurement process during the design and development of a procurement process. They should be able to evaluate the risk management process undertaken by management and see whether appropriate measures have been undertaken to overcome the identified risks.
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	Total
	
	
	
	

	Prepared made by  
	
	
	
	
	
	

	
	
	
	
	
	
	

	Name
	
	Designation
	
	Signature
	
	Date


	Approved by  
	
	
	
	
	
	

	
	
	
	
	
	
	

	Name
	
	Designation
	
	Signature
	
	Date


Annex III: Evaluation Analysis
[image: image1.emf]Item 

No Description  Unit    Total   Unit    Total 

 Cost   Cost   Cost   Cost 

 1

 2

 3

 4

 5



Approved by   Procurement Committee

Name Designation



Signature Date

Name Designation



Signature Date



Selected Vendor Justification for opting to take this vendor



Prepared  by:



Vendor 2 Vendor 3 Vendor 4

 Unit Cost Total Cost Unit  Cost

 Total 

 Cost 



Unit

Package



 Quantity 

Vendor 1


Annex IV:
Procurement Requisition Form

	AIP No
	Donor Code
	 Budget Amount 
	Item Description 
	Unit Measure
	Qty 
	Unit  Cost
	Total  Cost
	 Budget Balance 
	Delivery Location
	Sector

	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	 Total
	 
	 
	 
	 
	 
	 
	 
	 
	 


Requested by

	
	
	
	
	
	
	

	Name
	
	Designation
	
	Signature
	
	Date


Checked by Department/Unit Head

	
	
	
	
	
	
	

	Name
	
	Designation
	
	Signature
	
	Date


Audited by Finance  

	
	
	
	
	
	
	

	Name
	
	Designation
	
	Signature
	
	Date


Approved by Respective Sector Manager
	
	
	
	
	

	Director
	
	Signature
	
	Date


Procurement Processing

	
	
	
	
	

	Procurement Officer (Name)
	Date Received
	Requisition Number
	Date CPO Issued
	Signature


Annex V: Emergency Procurement Requisition

	AIP No
	Donor Code
	 Budget Amount 
	Item Description 
	Unit Measure
	Qty 
	Unit  Cost
	Total  Cost
	 Budget Balance 
	Delivery Location
	Sector

	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	
	
	
	
	
	
	
	
	
	

	 Total
	 
	 
	 
	 
	 
	 
	 
	 
	

	Justification for Emergency Procurement

	


Requested by

	
	
	
	
	
	
	

	Name
	
	Designation
	
	Signature
	
	Date


Checked by Department/Unit Head

	
	
	
	
	
	
	

	Name
	
	Designation
	
	Signature
	
	Date


Audited by Finance  

	
	
	
	
	
	
	

	Name
	
	Designation
	
	Signature
	
	Date


Approved by Respective Sector Director
	
	
	
	
	

	Director
	
	Signature
	
	Date


Authorized by Director General
	
	
	
	
	

	Name
	
	Signature
	
	Date


Procurement Processing

	
	
	
	
	

	Procurement Officer (Name)
	Date Received
	Requisition Number
	Date CPO Issued
	Signature


Annex VI: Single Source Justification Form
SINGLE SOURCE JUSTIFICATION FORM
	Project…………
	
	Date…………….

	
	
	

	Vendor………………………………

	
	Amount US$.................................

	Item to be purchased………………………………….............

…………………………………………………………….

	
	
	

	Recommended Source:

………………………………………………………………………………………………

	
	
	

	Justification:……………………………………………………………………………..……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………...

	
	
	


	Prepared by:………………………..Date:.………………..Signature:………………………

	
	

	Approved by Director of Finance/Director  General

	……………………………………………….

	Date……………………………………….…Signature………………………………………...

	
	


Annex VII: Local Purchase Order

	Ministry Address
	
	Vendor Address

	Contact
	
	
	Contact
	

	E-mail
	
	
	E-mail
	

	Phone/Tel
	
	
	Phone/Tel
	

	Address
	
	
	Address
	


	Order Details

	Local Purchase Order No
	

	Requisition No
	

	Local Purchase Order Date
	

	Item No
	Item Description 
	Package
	Quantity
	Unit  Cost
	Total  Cost
	Delivery Location

	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 


Order Placed by

	
	
	
	
	
	
	

	Name
	
	Designation
	
	Signature
	
	Date


Approved by Respective Sector Director
	
	
	
	
	

	Director  (Write the name)
	
	Signature
	
	Date


Annex viii:Conflict of Interest Statement

	MINISTRY OF HEALTH

CONFLICT OF INTEREST STATEMENT

	Name:

Position:

Organisation:

Tender:

Role in the procurement activity:



	Do you have any personal interest in the purchasing decision? 

(e.g. you own shares in a supplier or related company)

(Yes 
(No(Potentially(tick ‘potentially’ if others could perceive you have a conflict)
Are you a relative or close friend of someone with a personal interest in the goods or services being purchased or who could be personally affected by the purchasing decision? 

(e.g. a family member is an employee or shareholder of a supplier)
(Yes 
(No(Potentially(tick ‘potentially’ if others could perceive you have a conflict)
Do you have any personal obligations, loyalties or bias that could influence the way you evaluate offers and recommend purchases? 

(e.g. a close friendship with an employee of a supplier) 

(Yes 
(No(Potentially(tick ‘potentially’ if others could perceive you have a conflict)
Have you recently been offered any special discounts, gifts, trips, hospitality, rewards or favours by suppliers of the goods or services being purchased?

(e.g. free travel; free samples for your own use)

(Yes 
(No(Potentially(tick ‘potentially’ if others could perceive you have a conflict)
Are you aware of anything that could give the appearance that you might be biased towards or against a particular supplier? 

(e.g. you have expressed strong views about a supplier; you worked for a supplier; you use a supplier’s corporate box at a sports event)

(Yes 
(No(Potentially(tick ‘potentially’ if others could perceive you have a conflict)


	Confidentiality responsibilities

All of the procurement project’s discussions, meetings and material (written and electronic) are confidential and I agree to keep this information safe. I will not give this information to anyone outside the immediate tender team without prior approval from the Chief of Party.

	Restrictions on contact with suppliers 

I agree that my contact with potential suppliers is restricted during the period of the tender. I understand that until the successful supplier has been announced I will not:

· Pass information or make comments to them about the tender

· Receive any gift, gratuity, hospitality or any inducement from them

· Meet them or have any discussion about the tender.

	If you have answered ‘Yes’ or ‘Potentially’ to any of the above questions, please provide details here. Otherwise sign the declaration below.

Actual conflict of interest is where you already have a conflict. 

Potential conflict of interest is where the conflict is about to happen or could happen.  

Perceived conflict of interest is where other people might reasonably think you are not being objective.
Declaration  of Conflict of Interest

	Your Declaration

Declaration – I confirm that the above details are correct to the best of my knowledge and I make this declaration in good faith.
Signature:

Date:

Review by Sector Director  – I confirm that I have received this declaration and noted the contents. Where a conflict of interest is declared, complete the next part of the form.
Name:

Signature:

Date:




Annex XI: Procurement Flow Chat

NEED





Purchase Requisition


(PRF)





Single source 


(0-$3000)





At least Three Quotation ($3001-$5000)





Open Tender (Above $5000)





Evaluation Analysis





Invoice





LPO





 Delivery note/GRN





Payment





Receipt














�Single Source justification forms must be approved by the Director of Finance for items that cost less than US$ 5,000 and the Director General for items costing more than US$ 5,000.





