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SECTION ONE: INTRODUCTION

1. Introduction

1.1. Background

Please include the objective of the organization, date established, area of activities (specializations), and the reason for the revision of the previous manual (if applicable), changes made to earlier procurement management policies and procedures and other important information.

This reference manual, is one of several generic manuals developed with generous support of the European Union (EU) under the lead role of Life and Peace Institute (LPI) and implemented by the Ethiopian Institute of Peace (EIP). The main purpose of the manuals is to aid local CSO’s to adapt and adopt, and customize these manuals and internalize them as part of their policies. Apart from this manual, other generic reference manuals developed to support CSOs in this regard include: Financial Management Policy Reference Manual; Human Resource Management Policy Reference Manual, Travel Management Policy Reference Manual; Administration Policy Reference Manual; and Anti-Corruption and Ethics Policy Reference Manual.

1.2. Purpose of This Policy Reference Manual

[bookmark: _Hlk143116408]This Procurement Policy manual outlines the policies and procedures that can be adapted and customized by a CSO and adopt it as its procurement policy and procedures manual. The procurement manual is used in conjunction with the memorandum and articles of association and general policy of {Insert Name of your organization} and other operational documents including policies and procedures as amended from time to time by the Board of Directors (BOD), concerning various governing aspects of {Insert Name of your organization}. 

This Procurement Policy and Procedures Manual sets forth requirements and guidelines to assist {Insert the Name of Your Organization} in managing and performing Purchasing activities. The manual provides a statement of applicable {Insert Name of your organization} policies and procedures. Further clarifications are issued from time to time and incorporated in this manual. It governs the legal and ethical relationship between {Insert Name of your organization} and its staff, thereby setting the rights and obligations for both parties. 

All Purchasing transactions must result in the selection of a contractor or vendor whose bid is the most advantageous to the {Insert the Name of Your Organization}’s goals and objectives.  Solicitations for goods and services are to be based upon a clear and accurate description of the technical requirements for the materials, product or service to be procured.

The procurement manual provides the framework and policy for best practices in procurement management for the organizations and that guide teams, regardless of size, to manage the most critical resources of the organization- its staff and associates based at {Insert Name of your organization} head and field office.

The procurement manual is periodically amended and it is the responsibility of the Admin and Finance Manager or his/her designate to update the manual, have it approved by the BOD and place a readable copy on the server to ensure an easy access for all the employees. Approving authority, the BOD or a subcommittee duly authorized by the BOD and comprising board members. The suggestions for approval or otherwise will be placed before the BOD for final decision. Special care has to be taken that every committee or any forum or group set up for any purpose in CSO must have balanced representation of both men and women to the extent possible or practical. 

1.3. Use of This Manual by Staff

This manual is designed to acquaint staff with the procurement policies and procedures of {Insert Name of your organization} and provide information about approved business procurements for the office of the {Insert Name of your organization}. {Insert Name of your organization} has developed this manual within the context of local conditions, international best practices, donor guidelines and the Ethiopian laws and regulations. The manual will serve as an on-going reference and guide for {Insert Name of your organization} employees in carrying out their duties and responsibilities.

The policies and procedures in this manual have been established to assist employees in understanding what is expected of them in processing procurement for {Insert Name of your organization}. This manual contains confidential information that the staff must not publish or distribute without prior written approval of the Executive Director of {Insert Name of your organization}. All forms or templates mentioned in the manual shall be kept in the office as hard copies and in an electronic filing system of the {Insert Name of your organization} as soft copies.

It is the responsibility of every staff who need to purchase goods and services on behalf of {Insert the Name of Your Organization} to be aware of and to follow these and all applicable {Insert the Name of Your Organization} purchasing policies and procedures. It is imperative that the procedures outlined in this manual are strictly followed by {Insert the Name of Your Organization} staff to ensure that purchasing decisions are fully and transparently documented.  

In case of lack of clarity about any particular clause, sentence or work contained and/or non-availability of any policy/guidelines in this manual, the interpretation and decisions of the Executive Director shall be final. The Executive Director will have the authority to waive, write off or change any particular policy or clause in this manual if necessary, for the interest of the organization. However, the Board of Directors of {Insert Name of your organization} should have information of such changes.

Amendments of this manual are done in general, in consultation with the staff members unless it is impracticable to do so.

Any modification shall enter only into force retrospectively if the change is not of the disadvantage of the staff member and the changes is approved by the BOD or its assigned sub-committee. All staff must sign (Annex 1), to acknowledge receipt and understanding of this policy manual.

1.4. Objectives of The Procurement Policies and Procedures

It is the responsibility of all concerned {Insert the Name of Your Organization} employees to properly administer its procurements made with donors' financial support and approved through Annual Operating plan and Annual Budget.  This guideline covers the Procurement Process and is designed to ensure that;

· {Insert the Name of Your Organization} conducts its procurement activities within the frame of sound business practices.
· The appropriate materials or services are purchased.
· The correct quality is purchased at an advantageous price.
· Fund is available to cover the purchase.
· The purchase is allowable under {Insert the Name of Your Organization} and donors' terms.
· Each purchase is fully and transparently documented.





2. ABOUT THE {INSERT NAME OF YOUR ORGANIZATION HERE}

2.1. {Insert name of your organization here} mission, vision and goals

Please insert the vision, mission and goals of your {Insert name of your organization here} here.

2.2. Organizational Structure and Management

Insert {Insert name of your organization here} organizational chart here.

2.3. Management Team

The management team is made up of the Executive Director, Deputy Director, Administration and Finance Director, and Program Managers. (Please specify as applicable to your organization)
The Management team is responsible for making decisions that affect the day-to-day operations of {Insert name of your organization here}.

2.4. Procurement Management Team

The primary responsibility for the administering and overseeing the Procurement policies and procedures is vested in the Administration and Finance Director {where this does not apply please insert applicable position of the Travel focal point in organization} with the approval of the Executive Director.

2.5. Policy Review and Updates

The Administration and Finance Director has primary responsibility for maintaining these policies and procedures. The policies and procedures will be reviewed annually and updated as needed.










SECTION THREE: CODE OF ETHICS 

3. Code of Conduct and Conflict of Interest

All {Insert the Name of Your Organization} staff that hold decision-making authority or influence over the procurement process will sign {Insert the Name of Your Organization}’s Code of Conduct and Conflict Statement and to observe the following.

3.1. Employees, officers, and board members of {Insert the Name of Your Organization} shall neither solicit nor accept cash, gratuities, favors, or anything of monetary value from vendors or potential vendors.
3.2. Eliminate unfair competitive advantage; suppliers who participate in the development or drafting of specifications, requirements, request for quotes, or request for proposals (that include proprietary knowledge or equipment) should be excluded from competing for business related to their participation.
3.3. To avoid potential conflicts of interest. No employee, officer, or board members of {Insert the Name of Your Organization} should participate in the selection, award, or administration of purchases or contracts where to his or her knowledge the employee, immediate family, or partner has interest in the supplier's organization.
3.4. [bookmark: _Hlk143035134]Staff who falls under 1.3. above should notify {Insert the Name of Your Organization} manager about his/her relationship with the potential supplier in advance before the selection process started.  
3.5. Promote fair, ethical, and legal procurement practices.
3.6. Treat all information received from suppliers in the strictest confidentiality
3.7. No employee should attempt to realize personal gain from any procurement process;
3.8. No employee may offer or accept payment, gratuity or offer of employment made by or on behalf of a potential or current vendor to influence a purchase or contract;
3.9. No employee may use confidential information for actual or anticipated gain for the employee or any other person;
3.10. No employee should influence any other employee to breach these guidelines.
3.11. No individual associated with {Insert the Name of Your Organization} may:
a) Give any vendor advance procurement information, contracting information or price estimates;
b) Sign letters of intent to purchase;
c) Tell vendors or bidders about their competitors’ bids or proposals; or
d) Make statements regarding a contract, bid, project or proposal that may be construed as a commitment by {Insert the Name of Your Organization}.
3.12. In any condition, the winning vendor MUST be notified by a written letter in favor of the demanded item to be purchased. All communications with vendors/bidders must be in written.
3.13. Any ethics or fraud concern or violation must be reported directly to the Executive Director (ED) or the Board Chair.

































[bookmark: _Hlk143127921]SECTION FOUR: PURCHASING POLICIES AND PROCEDURES 

4. {Insert the Name of Your Organization} Purchasing Policy

4.1. General Statement of Principles

4.1.1. {Insert the Name of Your Organization} is committed to implementing and maintaining the highest standards of efficiency and integrity in the purchase of goods and services.
4.1.2. Prompt and effective provision of materials and services to the {Insert the Name of Your Organization}'s beneficiary community.
4.1.3. Designate appropriate person for procurement activities. 
4.1.4. Use {Insert the Name of Your Organization} standard procedures and procurement forms.
4.1.5. Commit to observing the highest standards of integrity and fairness in all dealings with external suppliers and contractors.
4.1.6. Adherence to the Ethical Code of Conduct in Purchasing detailed in this guideline and also, applicable regulatory and donors’ requirements.
4.1.7. In accordance with specific donors' requirements the {Insert the Name of Your Organization} may need to conduct terrorist vetting prior to an award of contract vendors and maintains supporting documentation in Treasury.

4.2. Documentation

4.2.1. All procurement activities must be fully and transparently documented. This is the only means that the {Insert the Name of Your Organization} can show how it is managing its procurement process and demonstrating to donors that funds are being responsibly committed for approved activities.
4.2.2. A completed purchase must be supported with a fully cross-referenced "stand alone" file. Documentation must be completed fully and accurately for all procurements.
4.2.3. Any anomalies or deviation from policy or procedure in a purchase must be documented with evidence signed by appropriate person. 

4.3. Approval Authority

4.3.1. The {Insert the Name of Your Organization} board defines the Authorization levels for financial commitments and covers both asset and non-asset expenditure. Individuals will have their authorization level designated by the {Insert the Name of Your Organization} manager.
4.3.2. All authorized personnel have a responsibility to know their role and responsibilities within procedures and to execute that authority.
4.3.3. {Insert the Name of Your Organization} may revise its authority level from time to time as required.
4.3.4. All changes to the authority level should be approved and documented by the {Insert the Name of Your Organization}’s Board.

4.4. Responsibility to Purchase

4.4.1. Procurement Committee

4.4.1.1. Purchase Committee

a. The head and project offices shall each form a purchase committee. Members of the committee at HO (Head Office) are Administration and Finance Manager (AM&F), and two other members appointed by the ED. 
b. Members of the Committee at Project Office shall be the project Administration and Finance Officer (A&FO), and two other members appointed by the Project Manager (PM) from the senior technical team. 
c. The committees shall open and evaluate price quotations as indicated in restricted tender procedures above.
d. The AM&F at HO and A&FO at project offices are responsible for calling meetings and ensuring that all documents are made available for the committee.
e. For the purpose of check and balance, price quotations should not be collected by a member of the purchase committee.
f. The committee shall establish and regularly update suppliers list who would quote price for routine and restricted purchases.

4.4.1.2. Tender Committee 

a. Members of Tender Committee shall comprise the AM&F, PM and three more senior staff who shall be assigned by the ED according to type and level of products or services to be purchased. 
b. The determination to use open or restricted tender depends on the level of procurement and ED decision. A tender may be open tender i.e., using published advertisement or it can be restricted tender i.e., when short listed suppliers are invited by a written letter.   

4.4.1.3. Purchaser 's Responsibilities

a. The authorized purchaser is responsible for following all purchases and associated organization policies.
b. The major duties of the authorized purchaser should be reflected in the job description.
c. The authorized   purchaser   should   not perform the following functions: purchase approval, receiving, invoice processing, maintaining account books.
d. Purchaser is responsible for establishing Pre-Qualified Vendor List after endorsed by purchasing committee.      
e. When properly authorized, collect proforma invoices and quotations.
f. Issue   purchase orders, or procure goods and services after securing appropriate approvals.
g. Processing purchase and delivery of all goods and services in adherence to policy.
h. Ensure any deviations from the procurement policy must be documented and get approved at the appropriate level before effecting purchases.

4.5. Procurement Planning

4.5.1. Procurement needs are anticipated and identified during the budget planning period by all units.
4.5.2. Procurement needs whose budgets have been approved are recorded on a standard procurement template and forwarded to the purchaser at the beginning of each financial year, for the procurement planning process.
4.5.3. [bookmark: _Hlk143118212][bookmark: _Hlk143117109]The procurement Needs Identification Template (NIT) (Annex 2) shall contain input in regards to detailed specifications, delivery expectation, and Budgets and budget lines

4.6. Pre-Qualified Vendor List and Standard Specification

4.6.1. Prequalified Vendor List (PQVL) 

4.6.1.1. To achieve efficient and effective purchases, the {Insert the Name of Your Organization} will establish and maintains an Approved PQVL.
4.6.1.2. Approved Pre-Qualified Vendors" are ones that have been cleared through an established criterion and have been approved by the Procurement Committee and the manager at the beginning of the Fiscal Year.
4.6.1.3. The PQVL should be updated with new vendors throughout the fiscal year.

4.6.2. Standard Specifications

The specification for major procurement needs should be established and shared with all users for use the specifications may include:
· Quantity.
· Model, made
· Brand, color
· Desired transport mode.
· Standard documentation requirements (if required)
· Expected delivery time frame.
· Place of delivery
· Any required inspections upon delivery.
· Other terms and Conditions.

4.7. Purchasing Policies and Procedures

4.7.1. Purchase of expendable item (office supplies, etc.) and non-expendable items (fixed assets like furniture, computers, project related items etc.) is managed by an authorized purchaser. If an authorized purchaser is not available, the purchase will be completed by the Finance and Administration Team.
4.7.2. {Insert the Name of Your Organization} utilizes a procurement committee for all transactions over Birr 20,000.00 or equivalent in local currency. This committee must include at least 3 people in order to evaluate bids:
· PM
· Technical staff who initiated the item to be purchased
· Finance team/Administration Team

4.7.3. Bid must be announced on newspaper for procurements Birr 300,000.00 or more. For this level of procurement, a technical committee (depends the nature of the program and the item to be purchased) shall be appointed to perform the technical evaluation of the bid.
4.7.4. Prior approval from the Board must be secured for purchases $10,000.00 or more. The Board should be advised of all planned procurements over this amount.
4.7.5. Each year hotels, garages, and vehicle rental suppliers are thoroughly assessed, and quotations are collected to select the most appropriate suppliers that are capable and efficient to provide timely, less costly and quality services to {Insert the Name of Your Organization}.
4.7.6. One-year contract agreement shall be signed for winning service vendors and this shall be revised each year. The administration team is responsible to address these issues each year.
4.7.7. If an item or a service is only supplied by a vendor or the vendor is the sole supplier of the item in the country, it MUST be documented in written and then should be approved by the ED. The same procedure should apply when searching for halls and refreshments for meetings, workshops and trainings that are organized at district, zonal and regional levels, where ONLY one supplier is available in those areas.
4.7.8. It is worth noting that approval to acceptance or rejection of any procurement is at the discretion of the ED.

4.8. Purchase Request and Payment

4.8.1. [bookmark: _Hlk143118280]All purchases from vendors or any commitment of funds require the initial approval of a Purchase Request Form (Annex 3). The form should clearly state:

· What is being requested with specifications as detailed as possible,
· When it is required,
· Relevance to the approved work plan, and
· Estimated cost,
· Quantity
4.8.2. It must be completed in such a manner as to provide sufficient information to the purchaser or the administration and/or finance staff for them to purchase the specified goods or services.
4.8.3. Depending on the type of request, supporting documentation may be needed such as budgets, partner approvals, partner agreements, informational emails/correspondence.
4.8.4. Both the requestor and the designated approver must sign the Request.
4.8.5. Below is the timeline for the submission of the Purchase Request Form:
· Small purchases: 2 days
· Airline tickets: 5 calendar days
· Services: 15 calendar days
· Equipment: 20 calendar days
4.8.6. When goods or services are required, a store requisition should be filled and passed to ED/PM or delegate for check and approval. 
4.8.7. If the requested item is available in store, it would be issued directly to the requester otherwise a purchase requisition should be filled referring to the original store requisition. The purchasing officer will get a Purchase Requisition to process purchases as per the procurement procedures (see next section)
4.8.8. Sufficient and exhaustive description should be given about the item/service to be procured, this will include detailed explanations consisting of information such as unit, type, brand, model, capacity, country of origin, validity date, delivery date etc. 
4.8.9. The purchaser should review the purchase request, and determine if the information contained provides sufficient specification to complete the proposed purchase. If the specification is inadequate, he/she should ask further information or clarification from the requester.
4.8.10. All original documentation and receipts for each specific procurement action shall be attached to the payment voucher.
4.8.11. Copies of the procurement actions are also stored in the office of the Admin and Finance Director.
4.8.12. {Insert the Name of Your Organization} can make payment for the goods, services and works purchased by check, cash and bank transfer against approval of payment vouchers and supporting documents such as purchase order, approved comparison forms with attached proforma invoices, copy of signed contract agreement, if any, and proof of receipt of goods or performance of services.
4.8.13. There are also exceptions that we pay in advance before the goods and services are delivered.
4.8.14. Advance payment shall be made in an amount not exceeding 30% of the total contract price.
4.8.15. The amount to be paid in advance shall be stated in the instruction to bidders.
4.8.16. Suppliers shall submit advance payment security in an amount equal to the advance payment they receive in the form of a certified cheque or unconditional bank guarantee at their option from a reputable bank, together with their request for advance payment as per the contract.

4.9. Procurement Documentation

4.9.1. In order to standardize procurement procedures, documentation for purchases should be ‘standalone’ and clearly explains purchase details and procedures without any oral explanation.

4.9.2. The following documentation should be included with any purchasing/procurement files.
a) Signed Purchase Request Form
b) Request for Quotations (including internet / newspaper postings)
c) Quotations Received (minimum of 3, except for direct purchase)
d) Quotations/Bids Analysis (should show quantitative / qualitative analysis of quotations or proposals and advantage(s) of winning vendor)
e) Memo to the document (in conjunction with bids analysis should explain in written form background, competitive process and justification for vendor selection)
f) Signed purchase order or contract of agreement
g) Vendor’s invoice (stamped paid)
h) Relevant correspondence collected throughout the procurement process
i) Goods receiving note
j) Withholding tax receipt




























SECTION FIVE: PROCUREMENT METHODS

5. Levels of Procurement and Selection Procedures

5.1. [bookmark: _Hlk143128565]Criteria for Selection of a Quotation are:

{Insert the Name of Your Organization} Ethiopia will take in to consideration the following factors in processing procurement:
· price,
· quality,
· durability,
· reliability of supplier and after sale service, and 
· Availability of goods/parts & timing of delivery of goods or services.

5.2. [bookmark: _Hlk143128625]Summary of Levels of Procurement and Selection Procedures

	Level of Procurement
	Procedure of Procurement
	Approval Level
	Selection Procedure

	
	
	Head Office (HO) 
	Project
	

	Less than Birr 10,000
	Direct purchase      
	F&AM
	PM
			
	No

	Above Birr 10,000 to 20,000
	Purchase with single proforma
	ED
	PM
	

	· Collect at least three proforma


	Above Birr 20,000 to 100,000	
	Competitive purchase with at least three proforma	
	Purchase Committee

Approval ED	

	Purchase Committee
Approval PM
Prior go ahead should be sought from the ED 	
	· Collect at least three proforma
· Set clear criteria to evaluate and select 
· Review and select the best supplier showing the process on analysis table and get signed
· Technical advice may be consulted

	Above Birr 100,000 to 300,000	

	Closed tender 
(Competitive-restricted tender)	
	HO Purchase committee 

Approval ED	
	· Follow restricted tender procedure 
· Collect at least three proforma
· Set clear criteria to evaluate and select
· Review and select the best supplier showing the process on analysis table and present recommendation 
· Technical advice may be consulted

	Above Birr 300,000

	

	Open tender with specifications
(for some purchases, a closed competitive-restricted tender procedure could be followed with ED approval) 
	Tender committee at HO

Approval ED
	· Follow open tender procedure stated in section  

	Special purchase from Sole agents	
	Collect only one proforma / price quotation
	AM&F 
Approval ED
	· Supplies of spare parts:  e.g., for Toyota from MOENCO
· List of sole agents should be kept at the HO (AM&F)




5.2.1. Additional Notes on The Above Summary Table: 
i. These procedures do not supersede purchasing regulations of donor agreement for specific projects
ii. All the above payment levels refer to one time purchase from single store with one invoice.
iii. Splitting purchases within short periods or among similar suppliers/stores to avoid higher level competitive purchase procedure is prohibited.
iv. Purchases from Birr 2,000 to 100,000 at project/field level is for local materials and services (materials/ services that are produced, processed and provided at local level), hence items such as IT and other specialized equipment should be processed by HO.
v. Information and confirmation for Sole agents shall be obtained from Administration head. 
vi. Technical advice would be obtained from relevant professional /consultant.
vii. [bookmark: _Hlk143118346]Purchases of fixed assets costing less than Birr 10,000 and that could serve more than a year should be later received by Goods Receiving Note (GRN) (Annex 6) and register in Fixed Asset Registration book (Annex 7).
viii. For vehicle purchase, due to existence of few suppliers, either open or restricted tender procedures could be followed. 

5.2.2. Direct Purchases

5.2.2.1. Direct purchases are arranged to avoid routine and repeated documentation work for small size purchases/procurements.
5.2.2.2. Direct purchases shouldn’t replace planned purchases, that is, all procurements should be planned and should be made within reasonable time. 
5.2.2.3. A direct purchase level is only up to Birr 10,000. 
5.2.2.4. Splitting purchases to fall within this limit is forbidden.
5.2.2.5. If the item is given out (used) in the field, item distribution (usage) form should be filled otherwise GRN should be raised for items which are not consumed (distributed).

5.2.3. Purchase from Sole Agents

5.2.3.1. If there are sole agents for supply of goods and services, it is advisable to procure from them as they present competitive price, genuine quality, reliability etc. e.g., for Toyota spare parts from MOENCO.

5.2.4. Emergency Purchase 

5.2.4.1. Emergency purchase may be required in order to support project activities to meet   unexpected and emergency circumstances that call for immediate action.
5.2.4.2. Emergency purchases may refer to all levels and shall be made without following formal procurement procedure (competitive bids). 
5.2.4.3. Emergency purchases should be done only after getting ED approval.
5.2.4.4. If emergency purchase is required a purchase request should be raised and written 	         justification approved by the ED has to be attached. The items/services will be purchased direct by the purchaser and representative of the requester. Both shall sign on the invoices to ensure that purchase was made as per the needs of the requester. 

5.2.5. Credit Purchase 

5.2.5.1. [bookmark: _Hlk143037650]Credit purchase shall only be made from those suppliers {Insert the Name of Your Organization} has established an agreement for the supply of defined items or services within certain period.
5.2.5.2. All credit purchases should be approved by ED and should follow standard procurement procedure.

5.2.6. Approved Supplier Lists

5.2.6.1. Wherever possible, a list of approved suppliers (Annex 8: Suppliers List Template) is established, especially for on-going costs such as vehicle spare parts, mechanics, and stationery and computer supplies.  
5.2.6.2. Establishing a relationship with specified suppliers presents the opportunity for discounts and special deals and credit accounts can be set up so all purchases are invoiced rather than paid in cash.  Management could have also some assurance of the quality of the goods.  
5.2.6.3. [bookmark: _Hlk143033333]The AM&F or purchase committee should establish and regularly update the list as deemed necessary.

5.2.7. Purchase from Single Supplier (Repeated)

5.2.7.1. When three or more quotations are requested and only one offer/bid is available, the purchasing officer should report the same in writing. He should get ‘out of stock’ stamp from suppliers who couldn’t provide their quotes. The purchase/tender committee shall evaluate it and present decision statement on whether to continue looking for other suppliers or to just do the procurement from the existing one.
5.2.7.2. If a requester prefers a specific brand the purchase committee shall take into account the need of the requester and, purchase can be made accordingly.

5.3. Procedures in Tender

5.3.1. Procedures in Restricted Tender

· Invite at least three participants with procurement notice or request for expression of interest.
· Offer participants with dossier containing detailed description of the item /service required and tender procedure (with specific date, hour and minute of closer/submission and opening tender).
· The description/specifications should be first consulted with chairperson of the committee and concerned PM before invitation is made.
· Staffs who deliver the tender shall produce proof receipt of delivery and it would be copied for the tender file.
· Collect proforma/offers in wax sealed envelopes that would be kept in sealed box up to specific date and minute of opening.
· Short list from potential suppliers.
· Set clear criterion to evaluate and select from short list.
· Review and select the best supplier by purchase committee and present recommendation.
· Technical advice may be consulted.
·  Secretary to the committee takes minutes of the proceedings and decision made by the committee.
· All members of the committee should participate fully in the whole process.

5.3.2. Procedures in Open Tender

· Invite participants by procurement notice giving maximum publicity in appropriate media.
· Offer participants with dossier containing detailed description of the item /service required and tender procedure (with specific date, hour and minute of closer /submission and opening tender).
· The description/specifications should be first consulted with chairperson of the committee and concerned PM before invitation is made.
· Adequate period must be given to bidders to be able to respond.
· Collect expression of interest and offers in wax sealed envelopes that would be kept in sealed box up to specific date, hour and minute of opening. The key of which is kept in Finance safe.
· On the closing day of the tender, the box is sealed by the tendering committee.
· Each open tender should be given a tender number while opening. 
· Review and select the best supplier by tender committee and present recommendation.
· Technical advice may be consulted.
· All documentation on the tender is filed in the tender under the tender number.
· Secretary to the committee takes minutes of the proceedings and decision made by the committee.
·  All members of the committee should participate fully in the whole process.
·  Offer the bid to the selected supplier and write a letter of regret to unsuccessful bidders.

5.3.3. Procedures to Be Followed in Preparing Tender Dossier

· Prepare general and specific conditions, instructions, specifications, TOR etc.
· Set clear criteria
· State clearly dead line for submission of tender, and where and when the tender would be opened.
· Period during which the tender is binding
· Procedures in which tender are submitted: on hand, in box, in copies etc.

5.3.4. Detailed Procedures to Be Adhered to By Tender Committee During Selection
         
The tendering committee follows up procedures set below.

a. Tender box is signed and sealed by all committee members.
b. Companies tendering are allowed to be present at the tender opening session.
c. The tender file is brought to the meeting containing invitation to tender or tender document.
d. At the time of opening tender, a register form should be established to document and analyze the process.
e. All offers of tender are opened and numbered in front of the tender committee. Each bid is signed by all members of the committee.
f. Offers shall be read comparing with the details of the tender to the invitation. Any inconsistencies are noted and serious departures from the invitation to tender will render the tender null and void.
g. Secretary to the committee takes minutes of the proceedings and decision made by the committee.
h. A letter of offer to the selected supplier is written. The letter should include the specifications of the tender.
i. The supplier responds with a letter of acceptance or by signing on the copy of the letter of offer.
j. If the selected bidder fails accepting the offer or rejected by some reasons, the second choice is selected and offered the bid. If the second choice fails it is declared null and re-tendering takes place.
k. Tender shall be closed once the offer is agreed. A buyer and seller contract are signed by the ED or delegate. 
l. Unsuccessful bidders are informed in writing.
m. Tender proceeds file is kept centrally. 
     
5.3.5. Documenting the Selection Process

5.3.5.1. Analysis table shall be prepared for all available quotes that would show participants offers as per set criteria or standard specification (See Annex 9: Comparative Bid Analysis)
5.3.5.2. A written decision statement shall be included at bottom of the analysis table detailing the reason for the selection of a particular supplier and further information on the quotes not available in writing.  

This decision statement reads as follows:

“We have selected X (give name and address of supplier) for the purchase of Y (goods or services giving details of quantity, specification etc.) on the basis of Z (price, quality etc.). The details of the quotes are attached to this statement”.

· Signatures, position and date”

5.3.6. Technical Evaluation 

5.3.6.1. While purchasing office machines and equipment, such as, computers, printers, copiers, etc., technical evaluation should be made by a specialist in the field. On receiving the items from the supplier inspection should also be made against the specification by the same specialist.
5.3.6.2. A supplier should be asked to include period of guarantee in quoting price. 




5.4. Contract Agreement

5.4.1. Contract agreement is a legally binding document signed between {Insert the Name of Your Organization} and a supplier after selection for a particular procurement and the most common are:

· Purchases of high value items
· Lease Agreements
· Construction works
· Consultancy services
· Other/ non consultancy services
· Purchases that involve partial payment before delivery. E.g., these may be printing orders, foreign purchases, maintenance orders, etc.
· Standing contract agreements that last for six months, a year or more and that are signed for the purchase of goods and services with a selected supplier. This process helps {Insert the Name of Your Organization} to get best and dependable suppliers in the market.

5.4.2. The following points shall be considered when preparing contract agreements with suppliers:
5.4.2.1. All types of contract agreements of {Insert the Name of Your Organization} shall be standardized in consultation with the Legal Advisor of the organization, whenever available.
5.4.2.2. Any change in clause of a contract agreement shall be advised to the legal advisor.
5.4.2.3. Contract is signed when the situation is seen to be favorable to {Insert the Name of Your Organization}.
5.4.2.4. Background information of the {Insert the Name of Your Organization} that reflects the mission, vision and values must always be inserted on contractual agreements of any kind.
5.4.2.5. All specifications, quantity, quality, value and duration shall be clearly stated.

5.5. Purchase Order (PO)

5.5.1. A purchase order (PO) is the first official offer issued by {Insert the Name of Your Organization} after the supplier is selected.
5.5.2. A designated employee from the Admin/Purchase team needs to place an order using a Purchase Order From (Annex 4) based on the approved document.
5.5.3. Purchase order shall be placed only for purchases valued at more than Birr 10,000.00 except for purchases that involve partial advance payment and/or production time before delivery.
5.5.4. Purchase orders shall include the following information:
· Name and address of selected supplier
· Date and proforma invoice number of the supplier
· Date of order
· Detailed specification of items ordered
· Quantities ordered with unit price
· Total cost of all items
· Applicable discounts, if any
· Information on delivery details: taxes, freight and insurance, warranties, etc.

5.6. Receipt of Goods

5.6.1.  As soon as the goods arrive, the person in charge of stock carries out the following:

· Checks the goods received match the description in the Purchase Order (if applicable)
· [bookmark: _Hlk143118321]Completes a Stock Register (Annex 5) to book stock into stock room.

5.7. Advance payment

5.7.1. [bookmark: _Hlk143034318]As a rule, advance payment should be avoided. However, in rare circumstances if advance should be paid a supplier should sign an obligation for orders. For large sum of advance payment, the supplier should present to {Insert the Name of Your Organization} a bank or insurance guarantee equivalent to the amount of advance payment. 

5.8. Procurement Lead-times

5.8.1. Procurement lead-time is referred to as the time interval between the initiation of a procurement action and the award of a contract. This is the time required from the point when the need for an item; be it good, service or work, is recognized to when it is received.
5.8.2. This is established cut-off date for processing procurement requirements. These established dates allow adequate time to properly accomplish planned procurements and amendments and are based on receipt of a complete acquisition package which includes required approvals/clearances, a complete description of requirements, and adequate funding.

5.9. Procurement Delays

5.9.1. Delays in the procurement process are any constraint that prevents procurement events from taking place in accordance with the procurement plan and schedule.
5.9.2. The following are some common causes of delays in the procurement process:
5.9.2.1. Failure to properly plan all procurement needs and to use the appropriate procurement method.
5.9.2.2. Requesting entity fails to submit procurement requests on time consistent with the procurement plan and schedule.
5.9.2.3. Technical specifications, scope of work or terms of reference prepared later than scheduled.
5.9.2.4. Procuring unit receives incomplete technical specifications, scope of work or terms of reference.
5.9.2.5. Technical Evaluation team not formed in time to begin the evaluation process as scheduled.
5.9.2.6. Technical Evaluation team taking more time than allotted to evaluate bids or proposals.
5.9.2.7. Procurement Committee not fulfilled to open bids.
5.9.2.8. Lack of organization and prioritization by the operation/purchase team.
5.9.2.9. Protracted or prolonged contract negotiations.
5.9.2.10. Reviewing and approving authority taking more time that allotted to review and comment on documents sent for approval.
5.9.3. Avoiding Delays:
5.9.3.1. Avoiding delays in the procurement process not only saves time and money, it also permits the timely award of contracts to the completion of the program/project deliverables. A delayed contract award could cause a chain reaction of delays on other dependent procurements.
5.9.4. Who is responsible for avoiding delays in the procurement process?
5.9.4.1. All stakeholders: The Admin/purchase team, procurement committee as well as technical evaluators, approving authority, requesting or user team, etc., involved in the bidding, evaluation and selection phase are responsible for making every effort to avoid delays in the procurement process. No single department can do this. It has to be a collaborative effort.
5.9.5. What can be done to minimize delays in the procurement process?
5.9.5.1. The appropriate procurement method is assigned to the requirement because this is important for estimating the procurement lead-time.
5.9.5.2. A realistic determination is made of the availability of a market to satisfy the need.
5.9.5.3. An evaluation team with the proper technical skills is identified, selected and approved early enough and is available to begin the evaluation process on schedule.
5.9.5.4. The need for external assistance to prepare the technical specifications, scope of work or terms of reference of the requirement has been considered.
5.9.5.5. The approving authority will be available and is committed to reviewing and approving procurement documents within an agreed timeframe.

5.10. Procurement Status Report 

5.10.1.  The procurement officer shall keep a register to track a status of any purchase requested.
5.10.2.  The procurement status of the previous month should be reported to the AM&F within 15 days of the next month. 




























[bookmark: _Hlk143039493]SECTION SIX: PROCUREMENT OF CONSULTANTS

6. PROCUREMENT OF CONSULTANTS

6.1. General

a) Consultancy services consist of the review and the provision of advice on particular projects or problems.
b) {Insert the Name of Your Organization} procures consultancy services for a wide spectrum of activities including i.e., studies, surveys, appraisals, assessments, systems documents and manual preparations, video/audio productions, design of leaflets, photography, engineering work related services, delivering presentations, facilitation works, other judicial bodies to give evidence or otherwise submit professional opinions and so on. Out sourcing these services give sufficient time to {Insert the Name of Your Organization} team to focus more on the core organizational engagements.
c) The quality of consulting services remains one of our key considerations in selecting consultants; the cost of consulting services remains a factor of selection to be used with measured prudence according to the features and complexity of the engagements.
d) Consulting services in {Insert the Name of Your Organization} should satisfy the following guiding principles:
· High quality of services,
· Efficiency and economy,
· Competition among qualified consultants from all eligible consultants, and
· Transparency.
e) Property: Contracts for consulting services usually state that all documents prepared by the consultant shall become and remain the property of {Insert the Name of Your Organization}. The consultant may retain a copy of such documents and software. There should be no restriction on the use of such documents or software by {Insert the Name of Your Organization}.
f) Information to the consultants: Dissemination of relevant information is the cornerstone of a transparent and fair consultant selection process. Our policy requires us to ensure that all consultants have equal access to the same information so that interested consultants can make informed decisions on how to best apply their efforts.

Consulting opportunities in {Insert the Name of Your Organization} will be advertised as follows:
· On the newspapers (both private and government owned)
· On advertisers’ websites
· On the Notice Boards of {Insert the Name of Your Organization} offices
· On the appropriate notice boards and email communications;
· Partners offices
· Using other mass media depending on the circumstances.
g) Role of the Consultants: In view of fair competition ensuring rationality in the selection process, consultants should abide by the laws of the country (both Federal and Regional State laws) and by the instructions of the Request for Proposal (RFP) provided by {Insert the Name of Your Organization}.

6.2. Consultants Selection Methods

a) The followings are various methods for the selection of consultants:
· Quality and Cost Based Selection (QCBS)
· Least-Cost Selection (LCS)
· Quality-Based Selection (QBS)
· Selection under a Fixed Budget (FBS)
· Selection Based on Consultant’s Qualifications (CQS)
· Single-Source Selection (SSS)
· Selection of Individual Consultants (IC)
b) The choice of the appropriate method will depend on the nature, size, and complexity of the assignment; technical and financial considerations and the like. It is therefore critical to carefully define the assignment, particularly the scope and its depth while developing the TOR and other elements of RFP.
c) For the engagement of consultants, a quotation or tender will be required depending on the value of the consideration. Requirement and specification of the consultancy service shall be approved by the ED prior to calling quotations or inviting tenders.

6.2.1. Quality and Cost Based Selection (QCBS)

6.2.1.1. QCBS uses a competitive process among short-listed firms that takes into account the quality of the proposal and the cost of the services in the selection of the successful firm. It is the method most frequently used to select consultants.
6.2.1.2. Cost as a factor of selection shall be used judiciously. The relative weight to be given to the quality and cost shall be determined for each case depending on the nature of the assignment.
6.2.1.3. The selection process shall include the following steps:
a. Preparation of the TOR;
b. Preparation of cost estimate and the budget;
c. Advertising;
d. Preparation of the short list of consultants;
e. Preparation and issuance of the RFP [which should include: The Letter of Invitation (LOI); Instructions to Consultants (ITC); the TOR and the proposed draft contract];
f. Receipt of proposals;
g. Evaluation of technical proposals: consideration of quality;
h. Public opening of financial proposals;
i. Evaluation of financial proposal;
j. Final evaluation of quality and cost; and
k. Negotiations and award of the contract to the selected firm.

6.2.2. Least-Cost Selection (LCS)

6.2.2.1. This method is only appropriate for selecting consultants for assignments of a standard or routine nature (audits, engineering design of noncomplex works, and so forth) where the intellectual component is minor and well-established practices and standards exist.
Under this method, a “minimum” qualifying mark for the “quality” is established.
6.2.2.2. Short listed consultants must submit their proposals in two envelopes. The technical proposals are opened first and evaluated. Proposals scoring less than the minimum technical qualifying mark are rejected, and the financial envelopes of the rest are opened in public. Activities and items described in the technical proposals but not priced or quantified differently in the financial proposal from the technical proposal, shall be assumed to be included in the prices of other activities or items. The consultant with the lowest price is selected.

6.2.3. Quality-Based Selection (QBS)

6.2.3.1. Quality-Based Selection (QBS) is based on the evaluation of the proposal quality without any initial consideration for cost. The consultant that submitted the highest-ranked technical proposal is then invited to negotiate its financial proposal and the contract.

QBS is appropriate when:
· The downstream impact of the assignment can be so large that the quality of the services is of overriding importance for the success of the project as a whole;
· The scope of work, the duration of the assignment, and the TOR require a degree of flexibility because of the novelty or complexity of the assignment, the need to select among innovative solutions, or the particular physical, environmental, social, or political circumstances;
· The assignment itself can be carried out in substantially different ways such that cost proposals may not be easily or necessarily comparable;
· The introduction of cost as a factor of selection makes competition unfair; or the need exists for an extensive and complex capacity building program.
6.2.3.2. QBS should be adopted for assignments such as the following:
a) Complex sector and multidisciplinary studies of a complex nature
b) Important and far-reaching strategy studies
c) Complex pre-feasibility and feasibility studies, or design of large and complex projects
d) Assignments in which consultant organizations with different cost structures are required to compete
6.2.3.3. In some cases, the choice between QBS and QCBS may be difficult. In situations of strong uncertainty or risk for the engagement, QBS should be adopted, because quality is the key element.
6.2.3.4. Only the financial proposal of the first-ranked consultant is opened; the others are returned unopened after negotiations with the winning firm are concluded.
6.2.3.5. Because the TOR of assignments under QBS are generally more complex and less defined than under QCBS, contract negotiations with the winning consultants may be lengthy and complicated. For large assignments, {Insert the Name of Your Organization} may decide to hire an independent adviser to assist in the most critical aspects of the technical.

6.2.4. Selection Under a Fixed Budget (FBS)

6.2.4.1. This method is appropriate only when the assignment is simple and can be precisely defined and when the budget is fixed. The RFP shall indicate the available budget and request the consultants to provide their best technical and financial proposals in separate envelopes, within the budget.
6.2.4.2. TOR should be particularly well prepared to make sure that the budget is sufficient for the consultants to perform the expected tasks.
6.2.4.3. Evaluation of all technical proposals shall be carried out first as in the QCBS method. Then the price proposals shall be opened in public and prices shall be read out aloud. Proposals that exceed the indicated budget shall be rejected.
6.2.4.4. The Consultant who has submitted the highest ranked technical proposal among the rest shall be selected and invited to negotiate a contract.




6.2.5. Selection Based on the Consultants’ Qualifications (CQS)

6.2.5.1. This method may be used for small assignments for which the need for preparing and evaluating competitive proposals is not justified. In such cases, {Insert the Name of Your Organization} shall prepare the TOR, request expressions of interest and information on the consultants’ experience and competence relevant to the assignment, establish a short list, and select the firm with the most appropriate qualifications and references. The selected firm shall be asked to submit a combined technical-financial proposal and then be invited to negotiate the contract.
6.2.5.2. CQS may be considered for assignments such as the following:
· Evaluation studies at critical decision points in the project cycle
· Executive assessments of strategies and programs
· High level, short-term, expert advice
· Participation in project review panels
· Other similar undertakings

6.2.6. Single-Source Selection (SSS)

6.2.6.1. Single-source selection of consultants does not provide the benefits of competition in regard to quality and cost, lacks transparency in selection, and could encourage unacceptable practices. Therefore, single-source selection shall be used only in exceptional cases.
6.2.6.2. Single-source selection may be appropriate only if it presents a clear advantage over competition:
· For tasks that represent a natural continuation of previous work carried out by the firm
· In exceptional as well as emergency cases, and for consulting services required during the period of time immediately following the emergency,
· For very small assignments,
· When only one firm is qualified or has experience of exceptional worth for the assignment.
· When competition appears unlikely to add significant value to the choice of the consultant.

6.2.7. Selection of Individual Consultants (IC)

6.2.7.1. Individual consultants are selected on the basis of their qualifications for the assignment.

The user team should first prepare a TOR for the consultant assignment including the scope of work and/or short description of the task or job description and the criteria for selection and its estimated cost.

6.2.7.2. Advertisement is not required, and consultants do not need to submit proposals.
6.2.7.3. In some cases, the {Insert the Name of Your Organization} may consider the advantage of advertising in cases of:
· Individual assignments of a long duration—say, 12 months or more
· For shorter assignments if potential suitable candidates are unknown.
6.2.7.4. Consultants shall be selected through comparison of qualifications of at least three candidates among those who have expressed interest in the assignment or have been approached directly by {Insert the Name of Your Organization}.
6.2.7.5. Individuals considered for comparison of qualifications shall meet the minimum relevant qualifications and those selected to be employed by {Insert the Name of Your Organization} shall be the best qualified and shall be fully capable of carrying out the assignment.
6.2.7.6. Capability is judged on the basis of academic background, experience, and, as appropriate, knowledge of the local conditions, such as local language, culture, administrative system, and knowledge of government policies.

6.2.8. Procurement Made by Means of Request for Proposal

6.2.8.1.  Where {Insert the Name of Your Organization} opts to procure consultancy service by means of request for proposal and the estimated value of such procurement is above Birr 300,000.00 it shall issue invitation for expression of interest.
6.2.8.2. The selection of consultants to be invited to submit proposals shall be made in the following manner:
· By selecting those with better qualification from among consultants responding to an invitation for expression of interest issued by {Insert the Name of Your Organization};
· In case of the number of consultants having the competence to deliver the required service being limited, by inviting all of such consultants; 
6.2.8.3. If the estimated value of the consultancy service is below Birr 300,000 (three hundred thousand), by random selection from among consultants in the suppliers’ list.
6.2.8.4. The number of consultants to be invited to submit proposal shall, as far as possible, be not less than three and not more than seven. 
6.2.8.5. {Insert the Name of Your Organization} shall send simultaneously to the addresses of the selected consultants, a letter of Notification to submit their proposal. If {Insert the Name of Your Organization} finds it appropriate, it may send to the selected consultants the bidding document prepared for this purpose free of charge together with the letter.
6.2.8.6. The bidding document shall be prepared in conformity with the standard bidding document issued by {Insert the Name of Your Organization} and in accordance with the procedure applicable to national competitive bidding prescribed in this directive.
6.2.8.7. The negotiation to be held with the selected consultant shall focus on the content of the consultancy work, the method applied to accomplish the work, the quality of the human power to be engaged by the consultant, the material to be used by the consultant in the performance of the service, the content of the report to be submitted by the consultant as it being understood that the essential requirements of the bidding document and the quality of the work to be delivered by the consultant is not negotiable.

6.3. Consultancy Procurement Thresholds

6.3.1. Apart from the selection methods described above, the competitive bidding procedure laid down in other sections for the procurement of goods, works and other services shall apply to the procurement of consultancy service.
6.3.2. Accordingly, consultants are selected depending on their competitive values:
· National Competitive Bidding (NCB): >Birr 300,000 .00
· Restricted bidding: ≤Birr 300,000.00
· Request for offer (RFO)/shopping: Birr 20,000 to 100,000.00
· No competition (one consultant/contractor): ≤Birr 20,000.00

6.4. Evaluation of Technical Proposals

6.4.1. Unlike the procurement of goods and works, the technical evaluation and recommendation of consultants is carried out by a temporary technical evaluation committee representing the user team and Admin/purchase team and authorized by ED.
6.4.2. The Evaluation Committee (EC) prepares a technical evaluation report that shall record the scores given to each criterion and sub-criterion, as well as explain the decisions. For each proposal, the report also should indicate technical weaknesses or deviations from the terms set out in the RFP and comment on their acceptability.
6.4.3. The technical evaluation report is submitted by the EC to the designated decision-making authority for review and approval. This decision-making authority may ask the EC to explain the report but should not request that scores to be changed. It should review the EC’s evaluation of each proposal (on technical, contractual, and other aspects).
6.4.4. If the EC finds a proposal non-responsive, the decision-making authority may reject it at this stage. An example of deviation that could lead to rejection of a proposal may include the omission of a component of the services, reflecting a poor understanding of the assignment.
6.4.5. The decision-making authority must also be satisfied itself that no proposal is inconsistent with the guide line. S/he should also decide how any acceptable deviation in each proposal should be handled during negotiations, in case that proposal is ranked first.

6.5. Notification to Consultants

6.5.1. The EC notifies consultants whose proposals did not meet the minimum technical score specified in the RFP or were found to be no responsive, indicating that the consultants’ financial proposals will be returned unopened at the end of the selection process. It also simultaneously notifies consultants whose technical proposals were above the minimum technical score and informs them of the date, time, and place set for opening the financial envelopes.
6.5.2. The opening date should be defined to allow sufficient time for consultants to make arrangements to attend the opening.
6.5.3. If consultants were initially requested to submit financial proposals under QBS, the EC notifies the consultant with the highest-ranked technical proposal and indicates the date, time, and place set for negotiating the financial proposal and the contract. If only technical proposals have been received, the EC will request the highest-ranked consultant to submit a financial proposal. (One week is considered a sufficient time period in which to receive this financial proposal.)

6.6. Consultant Conflict of Interest

6.6.1. A consultant conflict of interest is a situation in which consultants provide, could provide, or could be perceived as providing biased professional advice to {Insert the Name of Your Organization} to obtain advantage.
6.6.2. Consulting services in {Insert the Name of Your Organization} projects should satisfy the following requirements:
· Meet high standards of quality;
· Be impartial (that is, delivered by a consultant acting independently from any affiliation, economic or otherwise, that may lead to conflicts of interest;
· Be proposed, awarded, administered, and executed according to the highest ethical standards.
6.6.3. The Four main categories of conflict of interest that may bias the consultants’ advice and lead to their disqualification:
6.6.3.1. Activities by the consultants and their affiliate’s that conflict with their assignment for {Insert the Name of Your Organization}
6.6.3.2. Consulting assignments that, by their nature, are or may be in conflict with each other
6.6.3.3. Relationships between the consultants and {Insert the Name of Your Organization}’s staff 
6.6.3.4. Consultants serving different clients with conflicting interests on closely related assignments

6.7. Handling Complaints

6.7.1. Consultants may decide to complain to the ED about the proper application of selection methods and procedures adopted. No discussion or correspondence with a consultant should take place during the selection process, other than acknowledgment of receipt of the complaint itself.
6.7.2. If, in the judgment of the ED having considered all the evidences and circumstances, a complaint is justified, he may ask or advise the concerned officials to remedy the situation or settle the complaint directly with the complainant.
6.7.3. The ED shall not enter into discussion or correspondence with any consultant during the selection and review process, until award of the contract is notified.

6.8. Contract, Payment Provisions and Taxes

6.8.1. Formal contracts shall be signed for the recruitment/employment of consultants. This need be in line with {Insert the Name of Your Organization} Procurement and Human Resource frame work and relevant provisions of the Policies.
6.8.2. All consultants will be paid a daily rate. This rate will be determined based on past salary or established consulting history as reflected on the Biographical Data Form (biodata), a pre- determined local consultant pay scale, and/or the specific requirements of consultancy. It is important to note when considering salary history that only the base salary (excluding any benefits) is applicable to the calculation.
6.8.3. It is the responsibility of Adnin and Finance Director to verify the salary or daily rate of consultants with a previous employer before setting the compensation rate. Salary verifications should be done in writing and documented in the consultant file.
6.8.4. No local consultant daily rate may exceed US$ 400 or its equivalent in Birr.
6.8.5. {Insert the Name of Your Organization} should avoid delaying payments without due cause to ensure that the consultant does not delay its assignment for lack of funds.
6.8.6. In general, a consultant will seek to be paid up front as much as possible to make sure that the necessary cash flow is always available to the assignment without having to resort to external financing.
6.8.7. Payment provisions, including amounts to be paid, schedule of payments, and payment procedures, shall be agreed on during negotiations.
6.8.8. Payment shall be made on an instalment and phase by phase basis in accordance with the progress of the assignment as stated in the contract agreement.
6.8.9. Clarity should be created at the early stage of negotiation to ensure that all local tax liabilities shall be for the account of the consultants unless the consultant is tax-exempt, in which case he/she is required to produce the evidence.
6.8.10. For registered consultants withholding tax at the applicable rate will be deducted from any payment except reimbursable and transport and accommodation expenses agreed to be covered. {Insert the Name of Your Organization} is under a duty to issue pre numbered Withholding Tax Receipt for the amount withheld or deducted from the consultant immediately at the time of making the payment.


























SECTION SEVEN: THE PROCUREMENT CYCLE 

7. The Procurement Cycle of {Insert the Name of Your Organization}

The following is the Procurement cycle at the {Insert the Name of Your Organization}. This is the normal process of procurement. The numbering shows the sequential stage of each process. The procurement cycle at the field office will be similar to the Head Office one with exception of the functions not applicable at the project.
1. Planning
2. Budget Approval
3. Purchase Request
4. Purchase Approval
5. Solicitation for Bids
6. Bidding
7. Analysis
8. Local Purchase Order
9. Receipt of Goods and Services
10. Approval of deliverables – Final Payment
[image: ]
CONCLUSIONBudget approval


To ensure a balance between good controls and flexibility, every provision has been inserted to ensure the policy becomes user friendly without compromising internal controls. Periodic reviews of this policy will be made. Please note that annual revisions may be made known through a memo and filed together with this policy document or put-on shared folders or {Insert the Name of Your Organization}’s website where available.

Annexes:
[bookmark: _Hlk143129515]Annex 1: Staff Acknowledgement of Receipt of Procurement Policy Manual
Annex 2: Needs Identification Template (NIT)
Annex 3: Purchase Request Form
Annex 4: Purchase Order
Annex 5: Stock Register
Annex 6: GRN (Goods Receiving Note)
Annex 7: Fixed Asset Registration book
Annex 8: Suppliers List Template
Annex 9: Comparative Bid Analysis
Annex 10: Procurement Status/Outstanding Purchase Orders Report
Annex 11: Items Distribution List
Annex 12:  Request for Quotation
Annex 13: Sample of Request for Proposal
Annex 14: Procurement Plan
Annex 15: Sample Contract
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Annex 1: Staff Acknowledgement of Receipt of Procurement Policy Manual

	Staff Acknowledgement of Receipt of Procurement Policy Manual

	
Acknowledgment of receipt of the Procurement Policy manual by staff

I acknowledge that I have received a copy of the {Insert Name of your organization} Procurement policies and procedures manual. I understand that I am responsible for reading and abiding by all policies and procedures in this manual, as well as all other policies and procedures of the organization.  

I also understand that the purpose of this manual is to inform me of the organization’s policies and procedures, and that it is not a contract of employment. Nothing in this manual provides any entitlement to me or to any organization’s employee, nor is it intended to create contractual obligations of any kind. I understand that the organization has the right to change any provision of this manual at any time and that I will be bound by any such changes.



__________________________________		_______________
Signature						Date

__________________________________
Full Name (please print)

Please sign and date one copy of this acknowledgement and return it to Human Resources. Retain a second copy for your reference.













Annex 2: Needs Identification Template (Nit)LOGO




{Insert name of your organization here}

Needs Identification Template (NIT)

Department: ____________________________ Source of Funding: _________________ 

	Procurement Needs 
(Detailed specifications of procurement items)
	Expected Date of Purchase
	Unit
	Qty
	Unit Cost (Estimated ETB)
	Budgeted Cost (Value) ETB
	Budget/Activity

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total Value
	
	
	
	
	
	



Prepared by: ___________________________ 	Title: ____________	 Date: __________                                       (Name and Signature)
Reviewed by: ___________________________ 	Title: ____________	 Date: __________                                       (Name and Signature)
Approved by: ____________________________ 	Title: _____________ Date: __________                                      (Name and Signature)




 






Annex 3: Purchase RequisitionLOGO



{Insert name of your organization here}
Address___________________________________


PURCHASE REQUISITION                        		 No. __________________
                                                            	     			          Date:- _____________

Requesting Department_______________________________________________________ 
Store Requisition No ___________ Date ________	 
Budget Source _______________________ Project Name ____________ Budget Code ________
	
S.No
	
Item Description
	Code no.
	Size or Part no.
	
Unit
	Qty
	Remarks

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



__________________		______________________	   _______________________
       Prepared by	          		Checked by			 Approved by
DISTRIBUTION
Original – Accounts (through purchaser) 1st Copy – Store   2nd Copy –Requesting Department 3rd copy- Pad  






Annex 4: Purchase OrderLOGO



{Insert name of your organization here}

Address___________________________________

Purchase Order                            No.
                                                                                                              Date ___________
Supplier __________________________________
Address: _______________________________
Supplier Reference (Proforma No ________ Date ______ 
Procurement Committee Minute Ref ___________ date __________
	
S.
No
	

Item Description
	

Unit
	

Qty
	(Price)

	
	
	
	
	Unit Cost
	Total Cost

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Special Instruction 
__________________________________________________________________________________________________________________________________________________
DISTRIBUTION
Original –Supplier
1st Copy – Accounts
2nd Copy - Purchaser
3rd Copy – Pad








Annex 5: Stock Card (Register)LOGO



{Insert name of your organization here}
Address___________________________________

Stock Card

Item Description __________________________________________________________
Model ______________ Stock Card No.________________ Part No. _________________ 
	


Date
	

Reference No
	

Particulars (Issued to & Received From)
	Stock Movement
	Price

	
	
	
	Qty In
	Qty Out
	Balance
	Unit Price
	Average unit Price
	Total Value

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	







Annex 6: Goods Receiving NoteLOGO



{Insert name of your organization here}
Address___________________________________
                      

GOODS RECEIVING NOTE              No.
                                                                                                          Date ___________
Supplier _________________________________________PO No. ________________________
Purchase Requisition. No. _________
Supplier's Inv. no. ______________ 
Budget Code _______________


              _________________________________________
Consumable ______ Spare Parts _______ Fixed Assets ________

Budget Source___________________________ 
Project Name ____________________________
	S.
No
	
Item Description
	
Code no.
	
Unit
	
Qty
	(Price)

	
	
	
	
	
	Unit Cost
	Total Cost

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Remarks ____________________________________________________________________________________________________________________________________________________________
Received by:	            Delivered by:		Checked by:		Approved by:
____________		____________		____________	        ____________    Name
____________		____________		____________	        ____________    Signature
____________		_____________	____________	        ____________     Date
DISTRIBUTION
Original – Accounts / Supplier
1st Copy – Accounts, 2nd Copy – Store, 3rd Copy – Pad


Annex 7: Fixed Asset RegisterLOGO
LOGO



{Insert name of your organization here} 

Fixed Asset Register
Page ___________________
	S.
NO
	Date of purchase
	Description of item
	Ref.
	ID No.
	Supplier Name
	Source of Fund
	Warrantee
	Total Cost
	Condition
	Location
	Remark

	1
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	
	
	

















Annex 8: Supplier List TemplateLOGO



{Insert name of your organization here}


Supplier List Template

	Company Name
	Manager/Contact Person
	Address
	Phone#
	Fax#
	Email
	Category (s) of Goods/Services
	Price Basis
	Date of Review
	Date of Last Update
	Comments

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	






















Annex 9: Comparative Bid Analysis LOGO
LOGO



{Insert name of your organization here}

Comparative Bid Analysis

										Date _________
	s/n
	      Item
	Qty
	Unit Measure
	Supplier 1
	Supplier 2
	Supplier 3
	Supplier 4

	
	
	
	
	Unit Price
	Total
Price
	Unit Price
	Total
Price
	Unit Price
	Total Price
	Unit Price
	Total Price

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	          
	Amount      
Tax

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Net payable
	
	
	
	
	
	
	
	
	
	


Committee’s Recommendation ________________________________________________
Signature of the committee members
Name 				     Signature					Date 
_______________________ 	_______________________ 	________________________ 
_______________________ 	_______________________ 	________________________ 
_______________________ 	_______________________ 	________________________ 









LOGO


[bookmark: _Hlk143297155]Annex 10: Procurement Status/Outstanding Purchase Orders Report


{Insert name of your organization here}

Procurement Status/Outstanding Purchase Orders Report

Report for The Period Ending _________________________________________________

	PO No.
	Date
	Description
	Supplier
	Currency
	Total Value ETB
	Source of Funding
	Status

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Prepared by: _______________________    Title: ______________      Date: ______________
                                   (Name and Signature)

	Comments
	

	Verified by: __________________________________
(Name and Signature) ______________
	
Title: _________________________        Date: ______________












Annex 11: Items Distribution ListLOGO




{Insert name of your organization here}

Items Distribution List

Name/location of Office   ………………………   Source of Funding: ……………………

	Date
	Name of Beneficiary
	Detailed Description of Item
	Address of Beneficiary
	Qty
	Value ETB.

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Distributed by: __________________ Title: __________________   Date: _______________
(Name and Signature)

Witnessed by: ___________________ Title: __________________   Date: _______________
(Name and Signature)














[bookmark: _Hlk143297180]Annex 12:  Request for QuotationLOGO




{Insert name of your organization here}

	Request for Quotation

	To 
	

	
	

	From:
	XX's Fund
	
	
	
	

	

	Ref. 
	We request your company to submit the quotations/bids for the immediate supply of the following items.

	
	We will highly appreciate receiving your quotes for the materials specified below.
	

	

	No.
	Item(s) Description
	Specification/Origin of Goods
	Unit
	Quantity
	Rate
	Amount

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	Special Instruction
	
	Submitted by:
	
	

	Please specify the availability of stock quantity
	
	
	
	

	
	
	
	Position:
	
	
	

	
	
	
	
	
	
	

	Delivery time:
	days
	Seal of the Company:
	
	

	
	
	
	
	
	
	

	Payment terms:
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	






[bookmark: _Hlk143297193]Annex 13: Sample of Request for ProposalLOGO



{Insert name of your organization here}

	Request for Proposal

	The Assignment 
Description

	Brief Scope of Work 
Description

	Eligibility: Registration with Sindh Revenue Board 

Bid Security: (%of the Contract Amount)
 
Bid Validity Period: (Date to be mentioned) 

Response Time: (Date and time to be mentioned) 

Pre-Bid Meeting: (Address at which the meeting is to be held, Date and time to be mentioned) 

Bid Submission Deadline: (date and time of the bid submission) 

Bid Opening (date and time of the bid opening) 

Bid Submission & Opening Address: 

Bidding Documents 

Bidding Documents: The RFP document shall be available to download (free of cost) on the organization’s website. 

For further information: 
[Name, address and phone of the contact person]

	






[bookmark: _Hlk143297208]Annex 14: Procurement PlanLOGO




{Insert name of your organization here}

Procurement Plan

Project: _____________________________                lan period: ____________________   
                                                                                                                  
	No
	Description
	Model
	Brand
	Unit
	Qty
	Code
	

	
	
	
	
	
	
	Account
	Project
	Donor
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Total
	
	
	
	
	
	
	
	


                                                                                                
Prepared/Checked by: _____________________		Signature: __________________
Authorized by:  ____________________________		Signature:___________________                                                                              
                                                                                                                                                                             
















Annex 15: Sample ContractLOGO




{Insert name of your organization here}

Contract For ……………………………………………………...

Between

{Insert name of your organization here}

and

……………………………………………………………………

CONTRACT REF. NO 01/xx/20x5
Dated: …………………. 20x5


CONTRACT FOR ………………………………..….
CONTRACT REF. NO 01/ /20x5…
THIS CONTRACT (“contract”) is entered into this 27th September 20x5 by and between the {Insert name of your organization here} (“the client”) having its principal place of business at plot ……… P.O.Box……………. Addis Ababa, and …………………(“the Supplier”) of …………………………………………………………………………………
WHEREAS, the Client wishes to have the supplier providing the services here in after referred to, and WHEREAS, the Supplier is willing to perform these services, NOW THERFORE THE PARTIES here by agree as follows;
	1. Service

	The Supplier shall perform the services specified in Annex A, terms of Reference and scope of service, ‘which is made an integral part of this contract the (“service”).

	1. Term
	the supplier shall perform the service during the period commencing……………and continuing through to……………. or any other period as may be subsequently agreed by the parties in writing.

	1. Payment
	1. Remuneration
The client shall pay the Supplier for services rendered at the rates discussed and agreed periodically in accordance with prevailing market rates and client price list.
1. Payment conditions
Payment shall be made in Ethiopia Birr not later than ten (30) working days following submission of invoice to the Procure Officer or {Insert name of your organization here} Contact staff or his designate.

	1. Administration 
	Procure net Officer or {Insert name of your organization here}
1.  Contact Staff
The Client designated…………………………as Client’s contact person; who shall be responsible for the coordination of activities under the contract, for receiving and approving invoices for payment, and for acceptance of the deliverables by the client.
1. Completion of Job Cards service Reports
During the course of their work under this contract, including field-work, the supplier’s employees providing services under this contract may be required to complete Job cards and service report or any other document used to identify services rendered, as well as expenses incurred, as instructed by the procurement officer or {Insert name of your organization here} Contract staff. In this regard any other ancillary private service during the period of the assignment may be interpreted as a conflict of interest.
1. Recorders and accounts
The supplier shall keep accurate and systematic recorders and accounts in respect of the services, which will clearly identify all chargers and expenses. The client reserves the right to audit, or to nominate a reputable accounting firm to audit, the supplier’s recorders relating to amount claimed under this contract during its term and any extensions, and for a period of three month thereafter. 

	1. Performance
 standard
	the supplier under takes to perform the services with highest standards of professional and ethical competence and integrity. The supplier shall promptly replace any employees assigned under this contract that the client considers unsatisfactory.

	1. Confidentiality
	The contractor shall not, during the term of this contract and within two years after its expiration, disclose ant proprietary or confidential information relating to the services, this contract or the client’s business or operations without the prior written consent of the client.

	1. Supplier Not to 
be Engaged in
Certain Activities
	The supplier agrees that, during the term of this contract and after its termination, the supplier and any entity affiliated with the supplier, shall be disqualified from providing goods, works or services (other than the service or ant continuation day off) for any project resulting from or closely to the services. 

	1. Insurance
	The supplier will be responsible for taking out any appropriate insurance coverage. 

	1. Assignment
	The supplier shall not assig this contract or sub contract any portion of it without client’s prior written consent.

	1. Law Governing
Contract 
Language 
	The contract shall be governed by the law of the republic of Ethiopia, and the language of the contract shall be English.

	1. Dispute Resolution
	Any dispute arising out of this contract, which cannot be amicably settled between the parties, shall be referred to adjudication/arbitration in accordance with the laws of the republic of Ethiopia.



FOR THE CLIENT                                                            FOR THE SUPPLIER
Signed by………………………..                                     Signed by………………………
And
-------------- whose address for this purpose is (herein after referred as the supplier on the other art)

Now therefore, in consideration of the mutual agreement herein contained, it mutually agreed by and between the parties:
1. CLAUSE I: Duration of Service
The term of this agreement shall be 12 Months effective from ------------- and is extendable by mutual agreement in writing.
1. CLAUSE II: The Client Agrees To:
Ensure that correct documentation is processed and approved before any work commences.
Ensure that you get a local purchase order specifying the details of items to be procured, quality and quantity, and the date when they are required.
Ensure that the supplier is paid for the goods supplied with in a reasonable period of time.
The procurement & Supplies Officer shall verify the invoices submitted in by the supplier to confirm that goods were supplied and as expected.
1. CLAUSE III: The Supplier agrees to:
Ensure that priority is given to the Clients request each time a request is made.
Ensure quality goods are delivered as expected by the client.
Ensure that there is no inflation of prices for the supplied goods.
Ensure that goods are delivered within the specified date and time.
Ensure that invoices are promptly submitted in for payment.
1. CLAUSE IV: Governing Law
This agreement will be governed by the relevant laws of Ethiopia.
1. CLAUSE VI: Termination of Contract
This agreement may be terminated by either part giving one Month’s notice to end /terminated the contract
If proved beyond doubt that the supplied goods are below or of poor standards, {Insert name of your organization here} shall terminate this contract in writing.
If proved beyond doubt that prices for the goods supplied have been inflated, {Insert name of your organization here} shall terminate this contract in writing.
1. CLAUSE VII: Entire Agreement
This agreement constitutes the entire agreement between the parties. Should any of the provisions herein contained be void or unenforceable in law, the other provisions shall still remain in force
This agreement is made in duplicate one of which is retained by each party. Both parties have thoroughly read and understood the contents hereof and found them in accordance with their intentions.
This agreement shall   be amended by either party through mutual agreement by both parties.
The current contract consists of 3 pages written in English and is valid up to the end of the activities.

Bothe contractual parties have agreed to sign the present contract as below;

FOR CLIENT:
Name: __________________ Title: _____________ Signature: _________ Date: ______
FOR SUPPLIR:
Name: _________________ Title: _____________ Signature: __________ Date: ______
IN THE PRESENCE OF: 
Name: _________________ Title: _____________ Signature: __________ Date: ______
2
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