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DEFINITIONS

The terms used in this Manual of Policies, Guidelines and Standard Operating Procedures have the following meanings assigned to them:

Word or Term




Definition/Description

Authorised Person
Any person who has been granted the power to authorize a transaction, or otherwise commit a Procuring Agency.

Agency/Procuring Agency
A Programme associated with the NHF, with responsibility to undertake procurement.

Evaluation Committee
A committee established by an Authorised Person or by the Federal Procurement Cell of a ministry to undertake evaluation of bids and quotations for procurement.

Eligible Bid
A Bid that meets the basic eligibility criteria in a preliminary screening and which then goes forward for evaluation. Mandatory eligibility criteria may include registration as a company, possession of a business licence etc. A tender may also specify that a Bid Security for a specified amount and in a specified format be enclosed with the tender. If there is no Bid Security, the bid is “non-compliant” and therefore not “eligible” to go forward to the evaluation stage.


Federal Procurement Cell
The term used in Pakistan to describe a ministry Tender Committee which adjudicates all tenders.

Financial Powers
The authority to spend given to an officer in the performance of his duties. In most Government systems, the amount of expenditure an officer may authorize is usually related to the level of his responsibility as well as to his seniority

INCOTERMS
A set of internationally accepted definitions of trade terms (e.g. CIF, FOB etc) issued by the International Chamber of Commerce.

Lowest Evaluated Bid
(i)
a bid most closely conforming to evaluation criteria and other conditions specified in the bidding document; and




(ii)
having lowest evaluated cost;

Procurement
The formal process of acquisition of goods, works, or services.

Procurement Unit
The officer or team designated by a Procuring Agency to effect procurement on its behalf

PPRA
Public Procurement Regulatory Authority

Public Fund
as defined in SRO XXII of 2002, Chapter I, Section 2, Sub-section (k)

Relevant Authority
The decision-making authority empowered to authorize all procurement transactions, to approve the choice of procurement methods and tender documents and to adjudicate tenders. A Relevant Authority may also be a Tender Committee, if so constituted.

Request for Proposals
The term commonly used for bidding documents in the procurement of consultancy services.

Responsive Bid
A Bid that meets the technical requirements of a tender in the evaluation stage. Technically non-responsive bids do not go forward to the financial evaluation stage. 

Restricted Tendering
Tender procedures other than Open Competitive Bidding. Restricted Tendering refers to Tendering based on a short-list of suppliers, on pre-qualification, or on the various methods of procurement concerned with sole suppliers or a limiteded number of suppliers

Specifications Committee
A committee formed by an Authorized Person, Relevant Authority or a Federal Procurement Cell to undertake the preparation of specifications and documents for procurement.

Technical Committee
A committee established to assist a Procurement Unit, Relevant Authority, Tender Committee or a Federal Procurement Cell to review documents and make evaluations.

Transparency


Openness and Accountability in all activities and actions 





Concerned with procurement.

SECTION ONE

GUIDELINES AND POLICIES

1.
PURPOSE OF THIS MANUAL

The purpose of this Manual is to provide a step-by-step guide to the various standard operating procedures (SOPs) required to effect procurement and to provide samples of suitable standard procurement forms SPFs).

2.
INTRODUCTION

2.1
APPLICATION OF THIS MANUAL

The SOPs and SPFs associated with this Manual are for the use of the NHF Programmes of the Ministry of Population Welfare (MoPW) and the Ministry of Health (MoH). Any queries as to the applicability or suitability of these SOPs and SPFs should be made to the relevant authority within the two ministries.

2.2
PUBLIC PROCUREMENT IN PAKISTAN

Public procurement in Pakistan is regulated by the Public Procurement Regulatory Authority (PPRA), which has notified the Public Procurement Rules 2004 (PPR2004). All NHF Programmes of MoPW and MoH should obtain a copy of the PPR2004.

All queries on matters concerning regulatory aspects of public procurement or concerning the applicability, clarifications, meaning, definitions or intent of the PPR2004 should be addressed to the PPRA.

2.3
NO APPLICATION IN THE PROVINCES

NHF Programmes should note that the SOPs and SPFs recommended in this Manual apply only to procurement conducted at the federal level, except where such procurement is connected to the Public Fund as defined in PPRA Ordinance 2002, Chapter I, Section 2, Sub-section (k).

They do not generally apply at the provincial level. Provincial procurement is governed by provincial law, rules and regulations.

3.
USE OF STANDARD PROCUREMENT FORMS

To assist procurement staff to follow SOPs, Standard Procurement Forms (SPFs) are introduced with this Manual. A List of the Forms provided may be found in the Table of Contents. The SPFs themselves can be found at the back of the  Manual together with a brief explanation of when they should be used.

4.
STANDARD BIDDING DOCUMENTS

This manual is designed to be used with Standard Bidding Documents (SBDs).  The appropriate standard format of these SBDs will be notified by the PPRA.

Until such time as the SBDs are notified by the PPRA, NHF Programmes may continue to use their existing bidding documents, provided these are not inconsistent with the PPR2004. (see Rule 23 Bidding documents: Sub-rule (4) of the PPR2004).

In order to ensure that NHF Programmes do not enter into poorly drafted contracts which may cause financial loss to the Government of Pakistan, NHF Programmes should continue to submit their draft contracts to the Ministry of Law, Justice and Constitutional Affairs for “No Objection”, until such time as SBDs are notified by the PPRA.

5.
COMMUNICATION AND RECORDS MANAGEMENT

5.1
AUTHORITY FOR CORRESPONDENCE AND COMMUNICATIONS

Correspondence and communications issued by Procuring Agencies (PAs) of the NHF Programmes may commit the NHF Programmes or the parent ministries or bind them to a course of action with legal, contractual or financial implications. All correspondence and communications issued by a PA concerning procurement matters shall be issued by Authorized Persons only.

5.2
DOCUMENTARY RECORDS

Documentary records of deliberations, decisions and actions taken are essential. It must be possible to review all procurement decision-making both before and after decisions are taken in order to ensure that public tenders are being or have been advertised, evaluated, and awarded fairly and in accordance with standard procedures. All supporting documentation, such as initial responsiveness lists and evaluation reports, must be retained on the procurement files.

5.3
RESPONSIBILITY AND ACCOUNTABILITY

It is essential that a clear chain of responsibility for any procurement action can be established. Procurement files shall provide a clear time-line of procurement actions. Those officers responsible for procurement actions shall be clearly identifiable at all stages of the procurement process.

6.
PROCUREMENT POLICY GUIDELINES

The NHF Programmes wish to procure goods and services in conformity with the following policy guidelines:

6.1
PAKISTANI SUPPLIERS ARE TO BE PREFERRED

6.2
A DOMESTIC WEIGHTING OF 15% IS TO BE GIVEN TO ANY PAKISTANI SUPPLIER IN COMPETITION WITH A FOREIGN SUPPLIER

6.3
GOODS SHALL BE SOURCED DIRECT FROM MANUFACTURERS WHENEVER POSSIBLE

6.4
BIDS SHOULD BE EVALUATED ON THE BASIS OF BEST VALUE FOR MONEY RATHER THAN LOWEST PRICE

6.5
WHEN PURCHASING DRUGS AND MEDICAL SUPPLIES PROCURING AGENCIES SHOULD PRE-QUALIFY BIDDERS

6.6
WHEN PURCHASING DRUGS AND MEDICAL SUPPLIES PROCURING AGENCIES SHOULD EVALUATE TENDERS ON THE BASIS OF APPROPRIATE QUALITY RATHER THAN LOWEST PRICE

6.7
WHEN THE SAME KIND OF GOODS IS REQUIRED ON A REGULAR BASIS, PROCURING AGENCIES SHOULD NEGOTIATE FRAMEWORK CONTRACTS ALLOWING REGULAR CALL-OFF OF FRESH STOCK. 

6.8
WHERE THE PROCUREMENT OF GOODS AND SERVICES IS ALREADY PRE-APPROVED BY THE PLANNING COMMISSION AND LISTED IN A  NHF PROGRAMME PROCURING AGENCY’S PC-1, THERE IS NO FURTHER NEED TO OBTAIN CONCEPTUAL APPROVAL TO PROCURE. THE PA CONCERNED MAY PROCEED TO INITIATE THE PROCUREMENT.

6.9
PRODUCTS PURCHASED BY NHF PROGRAMMES SHOULD HAVE BEEN AVAILABLE IN THE MARKET FOR A MINIMUM PERIOD OF TWO YEARS.

6.10
RESPONSE TIMES ALLOWED TO BIDDERS SHOULD BE AS STATED IN THE PPR-2004.

6.11
THE AMOUNT OF SECURITY REQUIRED FOR BIDS SHOULD BE STANDARDISED AT 3.5% OF THE BIDDER’S OFFER IN SINGLE STAGE TENDERS.

6.12
WHEN TWO-ENVELOPE BIDDING IS EMPLOYED THE BID SECURITY SHALL BE SUBMITTED WITH THE FIRST (TECHNICAL PROPOSAL) ENVELOPE TO BE OPENED, SO THAT NON-RESPONSIVE BIDS MAY BE IMMEDIATELY REJECTED BEFORE TECHNICAL EVALUATION.

6.13
WHEN TWO-ENVELOPE BIDDING IS EMPLOYED THE AMOUNT OF BID SECURITY REQUIRED SHALL BE A FIXED AMOUNT COMMON TO ALL BIDDERS. THIS FIXED AMOUNT SHALL BE 3.5% OF THE PA’S BUDGET FOR THE PROCUREMENT CONCERNED.

6.14
THE AMOUNT OF SECURITY REQUIRED FOR PERFORMANCE GUARANTEES SHALL BE STANDARDISED AT 8% OF CONTRACT VALUE

7.
CODE OF ETHICS
All employees of NHF Programmes, whether employed by the civil service or on contract, and all other employees involved in procurement activities covered by this Manual are required to comply with the following Code of Business Ethics.

Code of Business Ethics


1.
Ethical Principles

An employee shall not use his authority or office for personal gain. Personal gain includes accepting or requesting anything of material value from bidders, prospective bidders or suppliers for the employee, his spouse, parents, children or other close relatives, or for other persons from whom the employee might gain direct or indirect benefit from the gift. (See Procurement Rules 2004: Rule 2 Definition Sub-Rule (1)(f)  Corrupt and Fraudulent Practices)

An NHF Programme employee shall seek to maintain and enhance the reputation of the Government of Pakistan by:

· Maintaining the highest standards of honesty and integrity in all relationships both inside and outside the programme in which he works;

· Developing the highest possible standards of professional competence;

· Using funds and other resources for which he is responsible to provide the maximum benefit to the Programme and the Government; and 

· Complying with both the letter and the spirit of:



The laws, rules and regulations of the Islamic Republic of Pakistan



Accepted professional ethics



Contractual obligations

2.
Conflict of Interest

All NHF Programme employees shall declare any personal interest they may have in any procurement that may affect, or may reasonably be deemed by others to affect, their impartiality in any matter relevant to their duties.

3.
Confidentiality and Accuracy of Information

All NHF Programme employees shall respect the confidentiality of information gained in the course of their duties and shall not use such information for personal gain or for the unfair benefit of any bidder or supplier.

Information given by an employee of a National Programme  in the course of his duty shall be true, fair, and not designed to mislead.

4.
Competition

All NHF Programme employees shall treat all bidders and suppliers with fairness and impartiality, and avoid any business arrangement that might prevent the effective operation of fair competition.

5.
Business Gifts

No NHF Programme employee shall accept business gifts from current or potential suppliers to NHF Programmes or to the Government of Pakistan unless such gifts are of a very small intrinsic value such as a calendar or business diary.

6.
Hospitality

All NHF Programme employees shall refrain from accepting any business hospitality that might be viewed by others as having an influence in making an NHF Programme business decision as a result of accepting that hospitality.

7.
Reporting

All NHF Programme employees have a duty to report any unethical conduct by a colleague, a bidder or a supplier to their superiors or to the auditors. Examples of unethical conduct include:

· Revealing confidential or “insider information” either directly or indirectly to any bidder or prospective bidder;

· Discussing a procurement with any bidder or prospective bidder outside the official rules and procedures for conducting procurements;

· Favouring or discriminating against any bidder or prospective bidder in the drafting of technical specifications or standards or the evaluation of tenders;

· Destroying, damaging, hiding, removing or improperly changing any official procurement document;

· Accepting or requesting any money, travel, meals, entertainment, gifts, favours, discounts or anything of material value from bidders or prospective bidders;

· Discussing or accepting future employment with a bidder or prospective bidder;

· Requesting any other NHF Programme employee or Government official representing the procuring agency of a NHF Programme in a procurement to violate the public procurement rules or procedures;

· Ignoring evidence that the Code of Ethics has been violated by a member of a Tender Committee, a civil servant or any other employee or representative of the procuring agency; and

· Ignoring illegal or unethical activity by bidders or prospective bidders, including any offer of personal inducements or rewards.

SECTION TWO

STANDARD OPERATING PROCEDURES (SOPS)

SECTION TWO:
 LIST OF STANDARD OPERATING PROCEDURES
STAGE 1:
ANNUAL PROCUREMENT PLANNING


SOP 1

The Annual Procurement Plans


SOP 2

Announcement of Annual Procurements Planned

STAGE 2:
REQUISITIONS, DESCRIBING REQUIREMENTS AND SELECTING 


A PROCUREMENT METHOD


SOP 3

Initiating Procurement by Raising a Requisition


SOP 4

Preparing a Description of Requirements for Goods


SOP 5

Preparing a Description of Requirements for Works


SOP 6

Preparing a Description of Requirements for Services


SOP 7

Selecting a Procurement Method and Planning the Procurement

STAGE 3:
IDENTIFYING SUPPLIERS AND PREPARING INVITATION 



DOCUMENTS


SOP 8

Conducting Pre-Qualification of Suppliers


SOP 9

Obtaining and Assessing Expressions of Interest


SOP 10
Preparing an Invitation to Tender Notice


SOP 11
Developing a Shortlist


SOP 12
Drafting a Bidding Document or Request for Proposals Document


SOP 13
Drafting a Request for Quotations Document

STAGE 4:
MANAGING THE BIDDING PROCESS


SOP 14
Publishing an Invitation to Tender Notice


SOP 15
Issuing Invitation Documents


SOP 16
Managing a Pre-Bid Conference and Site Visit


SOP 17
Handling Bidder Clarifications, Modifications and Extensions


SOP 18
Receiving Tenders


SOP 19
Opening Tenders (One Stage – Single Envelope)


SOP 20 
Opening Tenders (One Stage – Two Envelopes)

STAGE 5:
EVALUATING OFFERS


SOP 21
General Evaluating Procedures for Goods, Works and Routine Services


SOP 22
Evaluating Offers for Goods


SOP 23
Evaluating Offers for Works


SOP 24
Evaluating Offers for Routine Services


SOP 25
General Evaluating Procedures for Consultancy Services


SOP 26
Evaluating Procedures for Consultancy Services Using QCBS


SOP 27
Evaluating Procedures for Consultancy Services Using QBS


SOP 28
Evaluating Procedures for Consultancy Services Using LCS


SOP 29
Conducting a Qualification


SOP 30
Conducting Negotiations


SOP 31
Canceling Procurement Proceedings

STAGE 6:
AWARDING CONTRACTS


SOP 32
Issuing a Notice of Acceptance


SOP 33
Preparing and Issuing a Contract Document


SOP 34
Preparing and Issuing a Purchase Order


SOP 35
Announcing a Contract Award and Debriefing Unsuccessful Bidders

STAGE 7:
ADMINISTERING CONTRACTS


SOP 36
Administering a Contract


SOP 37
Amending a Contract


SOP 38
Completing a Contract


SOP 39
Terminating a Contract

STAGE 8:
OTHER METHODS OF PROCUREMENT


SOP 40A
Two-Stage Tendering


SOP 40B
Two-Stage Two-Envelope Tendering


SOP 41
Petty Purchases


SOP 42A
Direct Contracting with a Sole Supplier in Normal Circumstances


SOP 42B
Direct Contracting for Emergency Requirements



SOP 42C
Direct Contracting for Additional Requirements from Same Source



SOP 43A
Negotiated Tendering with one or more Suppliers in Normal Circumstances


SOP 43B
Negotiated Tendering in Circumstances of Extreme Urgency

ADDITIONAL GENERAL PROCUREMENT PROCEDURES


SOP 44
Eligibility and Qualification of Suppliers


SOP 45
Post-Contract Supplier Performance Evaluation and Report


SOP 46
Handling of Complaints 


SOP 47
Announcing a Tender Evaluation


SOP 48
Integrity Pact


SOP 49
Monthly Reporting

SOP 1:

THE ANNUAL PROCUREMENT PLANS
Summary of Procedure:
This SOP explains the need for Annual Procurement Plans and provides advice on how they may be produced.

PPRA Reference: Procurement Rules 2004: Rule 8 Procurement Planning

Applies To: All procuring agencies within the NHF Programmes. 

Basic Requirements:

1.
All Government of Pakistan (GoP) ministries and departments are required to devise a mechanism for making annual procurement plans within one year of the notification of the PPR2004 in the official Gazette of Pakistan. (See Rule 8: Procurement Planning PPR2004). This mechanism should contain required step-by-step actions.

2.
The annual Procurement Plan should be formulated at the same time as the annual budget forecast, since the annual activities of individual procurement units necessarily depend on the money that is made available for purchasing. However, they can also be formulated / revised during the course of a financial year, whenever need arises.   

3.
Planning for the next financial year should begin halfway through the previous financial year, that is to say in January each year. Draft procurement plans should be available by the end of April. They should be finalized in July, as soon as the anticipated final budget figures for the new financial year have been notified. However, the Plan can also be formulated / revised during the course of a financial year, in case additional supplementary grant is available.

4.
Changes to an annual financial plan may be required due to (a) shortage of funds in quarterly releases (b) availability of supplementary funds.

5.
Procurement plans should be reviewed on a quarterly basis and adjustments made, if required.

Additional Information:

For additional information on Procurement Planning, see Section 4 (Additional Notes on SOPs)

Record-Keeping

Since Procurement Plans are now required by Law (See Rule 8: Procurement Planning PPR2004) it is assumed that they may need to be retained for monitoring purposes by the regulatory authority. Since Rule 46 : Record of Procurement Proceedings, Sub-Rule (1) requires PAs to keep a record of their procurement proceedings for a minimum period of five years, copies of annual procurement plans should be retained for a minimum of five years also.

SOP 2:

ANNOUNCEMENT OF ANNUAL PROCUREMENTS PLANNED

Summary of Procedure:

This SOP explains how announcements of annual procurements planned should be made.

PPRA Reference: PPR2004: Rule 9: Limitation on Splitting or Regrouping of Proposed Procurement.

Applies to: All procuring agencies within the NHF Programmes

Method: 
1. List all the individual procurements of which will require procurement by the Open Tender, Direct Contracting or Negotiated Tendering procurement methods in the forthcoming financial year;

2. Turn to SOP 14: Publishing an Invitation to Tender Notice and follow the procedure for communicating this list to the PPRA;

3. Provide the name, telephone number and email address (if available) of a contact person within the PA to whom enquiries should be addressed; 

4. Request the PPRA to post the list with the procuring agency’s name, address, telephone number, email address (if available) and name of the procuring agency’s nominated contact person on the PPRA website; and

5. Copy the list and the letter to the Relevant Authority (RA) at the parent ministry’s Headquarters.

Record-Keeping:

Keep a copy of the list and the letter on file for a minimum of five years, since it is likely that this annual list will become a document, which will need to be monitored to check compliance with the law. (See PPR2004 Rule 46: Record of Procurement Proceedings)
SOP 3:

INITIATING PROCUREMENT BY RAISING A REQUISITION
Summary of Procedure:
This SOP outlines the procedure for initiating procurement by raising a requisition and obtaining approval to proceed with the procurement. 

PPRA Reference: No specific reference in PPR2004. The Form SPF 1 provides a record of procurement proceedings under PPR2004 Rule 46: Record of Procurement Proceedings. The SPF 1 will be available as an auditable and monitoring record.

Applies to:

Method: This SOP applies to all methods of procurement. The method of procurement will not have been selected at this stage. 

Type: This SOP applies to all procurement of goods, works, routine services and consultancy services. 

Purpose of Procedure: 

A requisition must be raised to start any procurement process. It serves a number of purposes, including:

· documenting the need for the goods, works or services required;

· confirming the availability of funding, based on the estimated value of the procurement requirement; 

· confirming that the goods required are at the minimum level of existing stocks in stores;

· replenishment to maintain maximum or minimum stocks;

· establishing the chain of responsibility for authorising the procurement for purposes of pre- and post-procurement monitoring.

Staff Involved:

The end user is responsible for raising a requisition and forwarding it to the relevant Procurement Unit (PU).

In practice, since NHF Programme PUs often act as the initiator of a procurement in accordance with the procurement plan already contained in a PC-1, the Programme PU may also itself raise the requisition required and it will be the management of the Programme PU which will ensure that the necessary approvals are obtained. 

Step-by-Step Instructions:

The procurement process will start with the identification of a need for goods, works or services. 

1. Whether the Requisition is initiated by an end user such as a subsidiary unit, or by the PU itself, list the goods, works, or services required on a Requisition Form (SPF1). Where a long list has already been prepared, such as for spare parts, this list may be attached to the Requisition, with a summary description on the form e.g. “Spare Parts for Suzuki 4x4 as per attached list”.

2. Prepare an initial description of requirements – see SOP 4 (Goods) SOP 5 (Works) and SOP 6 (Services) for further guidance.

3. Estimate the value of the goods, works or services. The estimate may be based on recent, similar contracts, market research, or an estimate by a technical specialist, such as an engineer for construction contracts. Seek assistance from technical specialists within the parent Ministry or outside it, if required.

4. Obtain confirmation of the availability of funding for the requirement, through the signature of an authorised official on the Requisition Form. (This official will normally be the Head of the Finance Section in the department concerned.)

5. Obtain approval to proceed with the procurement, through the signature of the budget holder, or other duly authorised official, on the Requisition Form. (The budget holder will normally be the relevant NHF Programme’s manager duly authorised by the Accounting Officer).

6. Check the description of requirements, as far as possible, and attach it to the Requisition Form, if necessary.

7. If the Requisition has come from an end user, and has not been generated by the PU itself, check the description of requirements with the end user and discuss any clarifications or changes required with the end user.

8. The officer who begins the procurement by initiating the requisition must sign the  Requisition Form in order to certify that the goods, works, or services are required.

N.B.
Purchase Requisitions should NOT mix requirements. Separate requisitions should be used for different requirements (e.g Do not include requirements for vehicle spares on the same requisition as requirements for photocopier spares).

Approvals Required:

The requisition form SPF1 must be signed in three separate places by the appropriate official, to provide the following certifications:

· availability of funding for the procurement requirement in the budget, based on the estimated value on the requisition form; 

· confirmation of the need for the goods, works or services listed on the requisition form; and

· approval to proceed with the procurement process for those items. 

Documents/Records Required:

A requisition form SPF1 must be completed and passed to the PU, which will open a procurement file for the requirement. Where a requisition originates with an end user, the end user should also keep a copy of the requisition for his own records. The requisition form SPF1 must include:

· the name of the end user raising the requisition and the contact name for queries;

· a list of the goods, works or services required, including quantities and units of measure;

· the estimated unit cost of each item, and the total cost of the quantities required;

· the location for delivery or performance of the goods, works or services;

· the date or dates for delivery, completion or performance of the goods, works or services; 

· confirmation of availability of funding; and

· approval to proceed with the procurement. 

A detailed description of requirements should be attached to the requisition form. 

Procurement Requisition Numbering:

Each SPF1 Requistion Form shall be given a unique identifying number. This number will be taken in sequence from a Register of Procurement maintained by the PU of the PA concerned.

For Further Information on Procurement Numbering consult the notes on SOP 3 in Section Four: Additional Notes to the SOPs.

Sample of Requisition Form: 
See Form SPF 1

Next Steps:

Prepare a description of requirements to accompany the requisition – see SOP 4, SOP 5, or SOP 6: Preparing a description of requirements for goods, works or services for guidance. Then:

· Proceed to SOP 7: Selecting a procurement method and planning the procurement.

SOP 4:

PREPARING A DESCRIPTION OF REQUIREMENTS (SPECIFICATION) FOR GOODS

Summary of Procedure:

This SOP provides the procedure for preparing a description of requirements for the procurement of goods, including any incidental works or services required. 

Where possible, the description of requirements should be fully prepared at the stage of raising the requisition. However, it is often only possible to prepare an outline description of requirements at this stage, in which case the description must be finalised by the end user or a Specifications Committee during the drafting of the bidding document. 

PPRA Reference: Procurement Rules 2004: Rule 10 Specifications
Applies to:

Method: This SOP applies to all methods of procurement. The method of procurement will not have been selected at this stage. 

Type: This SOP applies to the procurement of goods only. 

(N.B. Descriptions of requirements for works and services are covered by SOP 5 and SOP 6 ). Parts of this SOP may also apply to works or services, where the description of requirements includes goods, which are incidental to the works or services. 

Purpose of Procedure: 

The description of requirements, or specification, is a key document, which is used throughout the procurement process. It is used to:

· inform the PU what the end user needs to purchase, providing the basis for procurement planning and budgeting;

· inform bidders of the PA’s requirements through inclusion in the bidding document;

· provide the technical standard against which tenders are evaluated;

· form part of the contract, defining the goods to be supplied; and

· set the technical standard against which the goods supplied can be inspected, prior to acceptance. 

Staff Involved:

The description of requirements for goods should be prepared by the end user, when it is the end user who initiates procurement. The end user should obtain additional technical advice, if required. The end-user should consult the PU, if necessary, on the procurement rules which apply to the description of requirements. The PU may seek specialist technical assistance to refine the specification, if required and subject to the authorisation of the RA.

 Step-by-Step Instructions:

1. The preparation of the description of requirements will normally start with a general, summary description of the requirement e.g. 4WD vehicle or desktop computer. 

2. Prepare a complete list of the items required – (see Guidance Note 1 to SOP 4 in  Section 4: Additional Notes to the SOPs for the information to include). 

3. Consider the purpose the goods are being purchased for and any special requirements e.g. for use off-road in mountainous terrain or to use desktop publishing programmes. 

4. Prepare a specification for each item required – (see Guidance Note 2 to SOP 4 in Section 4: Additional Notes to the SOPs for further details). 

5. Prepare the required delivery schedule – (see Guidance Note 3 to SOP 4 in Section 4: Additional Notes to the SOPs for further details). 

6. Send the description of requirements, along with the requisition, to the PU. 

7. N.B. Where it is the PU which is initiating the purchase, based on the annual Procurement Plan, PC-1 etc, the PU will prepare the specification.

For examples, commentary, explanations and Guidance Notes consult Section 4 of this manual: Additional Notes to the SOPs.

Approvals Required:

No specific approval of the description of requirements is required at this stage. However, the final description of requirements included in the bidding or request for quotations document will be reviewed by the RA, when approving the invitation document – see SOP 10. 

Documents/Records Required:

A copy of the description of requirements must be attached to the requisition form, which should be kept on the procurement file. The end user should also retain a copy of the requisition and description of requirements for reference and for progressing.

Next Steps:

Ensure that the requisition has been completed – see SOP 3: Raising a Requisition, then: 

Proceed to SOP 7: Selecting a procurement method and planning the procurement.

SOP 5:

PREPARING A DESCRIPTION OF REQUIREMENTS FOR WORKS
Summary of Procedure:

This SOP provides the procedure for preparing a description of requirements for the procurement of works, including any incidental goods or services required. 

This SOP is based on works which are fully designed by the PA, prior to inviting tenders, where the supplier will be responsible for construction only. Alternative specialist advice should be sought for the preparation of a description of requirements for design and build or turnkey contracts. 

Where possible, the description of requirements should be fully prepared at the stage of raising the requisition. However, it is often only possible to prepare an outline description of requirements at this stage, in which case the description must be finalised by a Specifications Committee or during the drafting of the bidding document. 

PPRA Reference: Procurement Rules 2004: Rule 10 Specifications

Applies to:

Method: This SOP applies to all methods of procurement. The method of procurement will not have been selected at this stage. 

Type: This SOP applies to works only. 

SOP 4 and SOP 6 cover descriptions of requirements for goods and services. Parts of this SOP may apply to goods or services, where the description of requirements includes works, which are incidental to the goods or services. 

Purpose of Procedure: 

The description of requirements is a key document, which is used throughout the procurement process. It is used to:

· inform the PU what the end user needs to purchase, providing the basis for the procurement planning and budgeting;

· inform bidders of the PA’s requirements through inclusion in the bidding document;

· provide the technical standard and, for some requirements, the estimated quantities, against which tenders are evaluated;

· form part of the contract, defining the works to be performed and the technical standard against which the works can be inspected prior to acceptance; and

· provide, for some types of contracts, the rates and estimated quantities against which actual work is measured for payment purposes.

Staff Involved:

The description of requirements for works must be prepared by an engineer with appropriate technical qualifications and experience. Where the end user department does not have an appropriate member of staff, external technical advice should be sought. The end-user should consult the PU, if necessary, on any procurement rules which apply to the description of requirements. 

Step-by-Step Instructions:

1. The preparation of the description of requirements will normally start with a general, summary description of the requirement e.g. construction of a warehouse or repair of a vaccine cold store. This will normally be developed into a design brief for the engineer. 

2. Prepare the drawings and specifications for the works – (see Guidance Notes 1 and 2 to SOP 5 in Section 4: Additional Notes to the SOPs for further details). 

3. Prepare a bill of quantities or activity schedule as required – (see Guidance Notes 3 and 4 to SOP 5 in Section 4: Additional Notes to the SOPs for further details). 

4. Prepare the required completion schedule – (see Guidance Note 5 to SOP 5 in Section 4: Additional Notes to the SOPs for further details). 

5. Prepare an overall Scope of Works, which will form the first part of the description of requirements – (see Guidance Note 6 to SOP 5 in Section 4: Additional Notes to the SOPs for further details).

6. Send the description of requirements, along with the requisition, to the Procurement Unit. 

Approvals Required:

No specific approval of the description of requirements is required at this stage. However, the final description of requirements included in the bidding or request for quotations document will be reviewed by the RA, when approving the invitation document – see SOP 10. 

Documents/Records Required:

A copy of the description of requirements should be kept on file, along with the Requisition Form, duly provided with a Reference Number. The end user should also retain a copy of the requisition and description of requirements for their own reference. 

Next Steps:

Ensure that the requisition has been completed – see SOP 3: Raising a Requisition for guidance. Then:

Proceed to SOP 7: Selecting a procurement method and planning the procurement.

SOP 6:

PREPARING A DESCRIPTION OF REQUIREMENTS FOR SERVICES

Summary of Procedure:

This SOP provides the procedure for preparing a description of requirements for the procurement of services, both routine and consultancy, including any incidental goods or works required. 

Where possible, the description of requirements should be fully prepared at the stage of raising the requisition. However, it is often only possible to prepare an outline description of requirements at this stage, in which case the description must be finalised by the end user or a Specifications Committee or during the drafting of the bidding document. 

PPRA Reference: Procurement Rules 2004: Rule 10 Specifications

Applies to:

Method: This SOP applies to all methods of procurement. The method of procurement will not have been selected at this stage. 

Type: This SOP applies to routine and consultancy services. 

Descriptions of requirements for goods and works are covered by SOP 4 and SOP 5. Parts of this SOP may apply to goods or works, where the description of requirements includes services, which are incidental to the goods or works. 

Purpose of Procedure: 

The description of requirements is a key document, which is used throughout the procurement process. It is used to:

· inform the PU what the end user needs to purchase, providing the basis for procurement planning and budgeting;

· inform bidders of the PA’s requirements through inclusion in the bidding or request for proposals document;

· provide the terms of reference (TORS) against which tenders or proposals are evaluated;

· form part of the contract, defining the services to be supplied; and

· set the technical standard and/or deliverables against which the services performed can be judged, prior to acceptance. 

Staff Involved:

The description of requirements for services should be prepared by the end user, who should obtain additional technical advice if required. The end-user should consult the PU, if necessary, on the procurement rules which apply to the description of requirements. It is important that the recipient or manager of the services is involved in drafting or checking the description of requirements, as it must reflect the requirements of the intended contract. 

Step-by-Step Instructions:

1. The preparation of the description of requirements will normally start with a general, summary description of the requirement e.g. cleaning services for the Ministry headquarters or Training in New Finance Rules. 

2. Prepare detailed terms of reference for the services – (see Guidance Notes 1 and 2 to SOP 6 in Section 4: Additional Notes to the SOPs for the information to include for routine and consultancy services respectively). 

3. Send the description of requirements, along with the requisition, to the Procurement Unit.

Approvals Required:

No specific approval of the description of requirements is required at this stage. However, the final description of requirements included in the bidding, request for proposals or request for quotations document will be reviewed by the RA, when approving the invitation document – see SOP 10 

Documents/Records Required:

A copy of the description of requirements must be attached to the requisition form, which should be kept on the procurement file. The end user should also retain a copy of the requisition and description of requirements for their own reference. 

Next Steps:

Ensure that the requisition has been completed – see SOP 3: Raising a Requisition for guidance. Then:

Proceed to SOP 7: Selecting a procurement method and planning the procurement.

SOP 7:

SELECTING A PROCUREMENT METHOD AND PLANNING THE ROCUREMENT

Summary of Procedure:

This SOP provides a procedure for selecting the appropriate method for each procurement requirement and planning the conduct of the procurement process. The two parts of this procedure are interdependent, as the timing of the procurement process cannot be planned, unless the method is known, but the results of the draft procurement plan may lead to a change in procurement method, to accommodate urgent requirements or limited sources. 

Within the context of this SOP, planning refers to planning for an individual procurement requirement. SOP 1 covers overall procurement planning, such as that conducted as part of the annual budgeting process.

PPRA Reference: Procurement Rules 2004: Rule 20 Principal Method of Procurement, Rule 21: Open Competitive Bidding, Rule 36: Procedures for Open Competitive Bidding, Rule 42: Alternative Methods of Procurement

Applies to:

Method: This SOP applies to all methods of procurement. The method of procurement will be selected as part of this procedure. 

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

Public procurement typically has a number of objectives, which may include:

· ensuring fair competition for suppliers;

· obtaining value for money;

· ensuring timely delivery of goods, works or services; 

· obtaining goods, works and services of the appropriate quality; and

· minimising the costs of conducting the procurement process and administering contracts. 

Instructions on selecting the procurement method and procurement planning are designed to achieve the optimum balance between these competing objectives in each case. 

Staff Involved:

The PU is responsible for recommending the procurement method to be used and planning the procurement. This should be done in conjunction with the end user, to ensure that it meets the end user’s needs. 

The PU is responsible for obtaining any necessary approvals from the RA but will often need the assistance of the end user to obtain this.

Step-by-Step Instructions:

1. Review the information on the requisition and description of requirements. Seek clarification from the end user, where required. Ensure the budget is accurate.

2. Select the most appropriate procurement method, taking into account the estimated value, when the items are required, the potential sources for the procurement and any other relevant details. (See Guidance Note 1 to SOP 7 in Section 4: Additional Notes to the SOPs for details on the conditions of use for each procurement method). 

3. Consider whether the procurement should be international or national – (see Guidance Note 2 to SOP 7 in Section 4: Additional Notes to the SOPs for further details). 

4. Prepare a procurement plan, based on the recommended method of procurement – (see Guidance Note 3 to SOP 7 in Section 4: Additional Notes to the SOPs for details to be included). 

5. Check with the end users that the plan is acceptable and will enable them to meet the objectives of the procurement. Adjust the plan or change the procurement procedure/ method.

6. Seek approval from the RA, where the recommended method is not either Petty Purchases or RFQ.

Documents/Records Required:

A record of the procurement plan must be kept on the procurement file. 

Next Steps:

· Proceed to SOP 8: Conducting a pre-qualification for Open Tendering, where pre-qualification is to be conducted. 

· Proceed to SOP 9: Obtaining and assessing Expressions of Interest (EOI), for Request for Proposals (RFP), where EOI’s are to be obtained. 

· Proceed to SOP 10: Preparing an invitation to tender notice, for Open Tendering without pre-qualification. 

· Proceed to SOP 11: Developing a shortlist for Restricted Tendering and Request for Quotations or for Request for Proposals, where no Expressions of Interest are to be obtained. 

· Proceed to SOP 40 for Two-Stage Tendering. 

· Proceed to SOP 13, 41, 42 or 43 as appropriate, for RFQ, Petty Purchase, Direct Contracting and Negotiated Tendering. 

SOP 8:

CONDUCTING PRE-QUALIFICATION OF SUPPLIERS

Summary of Procedure:

The pre-qualification procedure obtains and assesses information on the eligibility and qualifications of potential bidders, in order to restrict actual bidding to a list of qualified bidders. This is achieved through the publication of a pre-qualification notice, the receipt of submissions and the evaluation of submissions against pre-defined criteria. 

PPRA Reference: Procurement Rules 2004: Rule 15: Pre-qualification of Suppliers and Contractors, Rule 16: Pre-qualification process.

Applies to:

Method: Pre-qualification may be used under the Open Tendering method, for procurement of a particularly high value or complexity, but its use is not mandatory under the PPR2004. A decision on whether or not to use pre-qualification should be made at the procurement planning stage. Pre-qualification may also be used under the Two-Stage Tendering method – see SOP 40 for guidance. 

Pre-qualification may also be conducted for a group of similar contracts, with the list of qualified suppliers used as a basis for preparing shortlists for use in Open Tendering, Restricted Tendering and Request for Quotations and for identifying a sole supplier.

Type: Pre-qualification may be used for goods, works or routine services. 

Pre-qualification for consultancy services (under the RFP method) is achieved through obtaining and assessing EOIs – see SOP 9 for guidance. 

Purpose of Procedure: 

Pre-qualification is used to identify bidders who have adequate capabilities, resources and experience to perform a contract, prior to the invitation and submission of detailed tenders. This can be beneficial for high value or complex procurement because:

· the preparation of detailed tenders can be costly and this may discourage competition if bidders feel that they are competing against a large number of bidders;

· the evaluation of a large number of detailed tenders can require excessive time and resources from the PA; and

· the supplier’s capabilities, resources and experience may be key to the successful performance of the contract and therefore bidding should be limited to eligible and qualified bidders only. 

Pre-qualification for a group of similar contracts can be beneficial, as it avoids the need for repeated pre-qualification procedures and also allows a bidder to be pre-qualified up to a certain value or size of contract or contracts. 

Staff Involved:

The PU manages the pre-qualification process, consulting with the end-user or other technical specialist, on drafting the pre-qualification criteria. Advice should also be sought, where required, on the application of the criteria. 

Step-by-Step Instructions:

The pre-qualification process is effectively a mini tendering process, involving the invitation, receipt and evaluation of applications to pre-qualify. These instructions therefore make reference to the relevant SOPs for general guidance on the various steps in the “tendering” process. 

1. Select the appropriate standard pre-qualification document, as notified for use by the PPRA.

2. Complete the pre-qualification document, completing the data sheet, the qualification criteria and a description of the type of goods, works or services to which the pre-qualification applies. See SOP 44 for assistance in drafting the  eligibility and qualification criteria. 

Draft an invitation to pre-qualify notice – see SOP 14 (Invitation to Tender Notice) for general guidance. 

3. Submit the pre-qualification document and invitation to pre-qualify notice to the relevant authority (RA) for approval, together with the other documents required, prior to issue. 

4. Publish the notice – see SOP 14 for general guidance. 

5. Issue pre-qualification documents to all bidders who request them – see SOP 15 for general guidance. 

6. Receive applications up until the deadline – see SOP 18 for general guidance. Late applications must not be accepted. 

7. Open the applications and record the names of all applicants. No public tender opening is required. 

8. Assess each application against the criteria defined in the pre-qualification document and determine whether each bidder is qualified or not qualified. Record the results of the evaluation. 

9. Prepare a list of pre-qualified bidders and obtain approval from the RA for the evaluation and the pre-qualified list. This approval can normally be obtained at the same time as approval for the bidding document. 

Approvals Required:

The RA must approve the pre-qualification document and invitation to pre-qualify notice before issue. The RA will also approve the list of pre-qualified bidders, when approving the subsequent bidding document. 

Documents/Records Required:

The pre-qualification document must be drafted using the appropriate standard pre-qualification document notified by the PPRA. A copy of the approved completed pre-qualification document, and the RA’s written approval using Form SPF 3 (Decision of Authority), must be retained on the procurement file. 

The procurement file must also contain records of:

· the potential bidders to whom the pre-qualification document is issued;

· the potential bidders submitting applications;

· the evaluation of applications; and

· the list of pre-qualified bidders.

Supplier Database:
Copies of all the pre-qualification documents, including those of the suppliers who were not successful, should be sent to the appropriate authority for inclusion in any supplier database for future reference.

N.B. It is just as important to know about suppliers who are NOT qualified as it is to have the details of those who are qualified.

Next Steps:

Proceed to SOP 12: Drafting a Bidding Document or Request for Proposals document. 

SOP 9:

OBTAINING AND ASSESSING EXPRESSIONS OF INTEREST

Summary of Procedure:

The expression of interest (EOI) procedure obtains and assesses information on the qualifications and experience of potential bidders, in order to restrict actual bidding to a list of qualified bidders. This is achieved through the publication of a notice calling for expressions of interest, the receipt and assessment of expressions of interest and the development of a limited shortlist. 

PPRA Reference: No reference in Public Procurement Rules 2004

Applies to:

Method: The expressions of interest procedure may be used under the Request for Proposals (RFP) method only. Its use is not mandatory, but it is recommended for all but the smallest and simplest assignments. 

The development of a shortlist without use of the Expressions of Interest Procedure is covered by SOP 11. 

Type: The EOI Procedure is used for consultancy services only. 

Purpose of Procedure: 

The EOI procedure is a form of pre-qualification procedure for consultancy services. It is used to identify bidders who have adequate capabilities, personnel and experience to perform a consultancy assignment, in order to establish a limited shortlist and invite detailed proposals from three to six qualified bidders. The EOI procedure offers the following benefits:

· publication of a notice calling for EOIs assists the procuring agency in identifying potential suppliers. Consultancy assignments can vary greatly and be highly complex or specialised, making the identification of competent sources difficult. 

· only a limited number of supplierrs are required to prepare detailed proposals and keep key staff available for the validity period. Suppliers are more likely to commit resources to proposal preparation and keep staff available if they feel that they are only competing against a limited number of suppliers.

· the PA does not require excessive time and resources for the evaluation of a large number of detailed proposals, including complex methodologies and several CVs.

· bidding is limited to suppliers likely to have the capabilities, personnel and experience required for the successful performance of the contract. The qualifications of both the supplier and its key staff are critical in the delivery of consultancy assignments. 

Staff Involved:

The PU manages the EOI procedure, consulting with the end-user or other technical specialist, in assessing the EOIs received and developing the shortlist. 

Step-by-Step Instructions:

1. Draft a notice calling for Expressions of Interest – (see Guidance Note 1 to SOP 9 in Section 4: Additional Notes to the SOPs for details of the content).

2. Submit the EOI notice to the RA for approval using Form SPF 2, prior to publication. 

3. Publish the notice – see SOP 14 for general guidance. 

4. Receive EOIs up until the deadline – see SOP 18 for general guidance. Late EOIs must not be accepted. 

5. Open the EOIs and record the names of all applicants. No public tender opening is required. 

6. Assess the EOIs for the key skills, experience or capabilities required for the assignment. 

7. Prepare a shortlist of three to six bidders who are the best qualified for the proposed assignment. Obtain  approval of the RA for the shortlist when obtaining approval for the RFP document. 

Approvals Required:

The RA should approve the notice calling for EOIs before publication. The RA will also approve the shortlist of bidders, when approving the subsequent RFP document. 

Documents/Records Required:

A copy of the published EOI notice, and the RA’s written approval on Form SPF 3 must be retained on the procurement file. 

The procurement file must also contain records of:

· the potential bidders submitting EOIs;

· the evaluation of the EOIs; and

· the shortlist of bidders.

Copies of these documents should be forwarded to the appropriate authority in the ministry  for possible inclusion in a Supplier Database. 

Next Steps:

Proceed to SOP 12: Drafting a Bidding Document or Request for Proposals document

SOP 10:

PREPARING AN INVITATION TO TENDER NOTICE

Summary of Procedure:

This SOP provides guidance on the information to be included in an invitation to tender notice, for publication as part of the Tendering method. Guidance on publication of the notice is included in SOP 14.  

PPRA Reference: Procurement Rules 2004: Rule 20: Principal Method of Procurement and Rule 21: Open Competitive Bidding. See also Rule 23 Bidding Documents, Sub-section (5) price of documents.

Applies to:

Method: An Invitation to Tender notice is required under the Open Tendering method, where no pre-qualification has been conducted. An Invitation to Tender notice may also be used under the Two-Stage Tendering method – see SOP 40 for guidance. 

This SOP can also be used to provide general guidance on the preparation of an invitation to pre-qualify notice – see SOP 8 for guidance on the use of pre-qualification. 

Type: Invitation to Tender notices are required for goods, works and routine services. 

Opportunities to tender for consultancy services are advertised through a notice requesting Expressions of Interest (EOI) – see SOP 9. 

Purpose of Procedure: 

Invitation to Tender (or pre-qualify) notices are published in order to:

· attract the widest possible competition, which should assist the PA in obtaining value for money; and

· offer all potential bidders a fair opportunity to tender for government funded contracts. 

Staff Involved:

The PU is responsible for the preparation of the Invitation to Tender or Pre-qualify notice and for fixing price of bidding documents (see Guidance Note 3 to SOP 10 in Section 4: Additional Notes to the SOPs for consideration which need to be taken into account when fixing the price). 

Step-by-Step Instructions:

1. Complete all required information using the standard notice format (See SOP 14 Publishing). (See Guidance Notes 1 and 2 to SOP 10 in Section 4: Additional Notes to the SOPs for details of the information to be included). 

2. Submit the draft notice to the RA for approval using Form SPF 2, along with the draft Bidding Document, or in the case of pre-qualification, with the draft Pre-qualification Document, as notified by the PPRA in accordance with Rule 23: Bidding Documents Sub-rule (4) of PPR2004.

Approvals Required:

The invitation to tender or pre-qualify notice must be approved by the RA prior to its publication. This approval should be obtained at the same time as approval for the Bidding or Pre-qualification document using SPF 2 Section A

Documents/Records Required:

A copy of the published Invitation to Tender or Pre-qualify notice, and the RA’s written approval on Form SPF 3, must be retained on the procurement file. 

Next Steps:

Proceed to SOP 12: Drafting a Bidding Document or Request for Proposals

SOP 11:

DEVELOPING A SHORTLIST

Summary of Procedure:

This SOP outlines the procedure for developing a shortlist of bidders, where competition is restricted and no notice has been published. 

PPRA Reference: Procurement Rules 2004: Rule 42: Alternative methods of procurement, Sub-section (b) Request for Quotations and Sub-section (c) Direct Contracting (d) Negotiated Tendering. See also Rule 37: Conditions for the use of single stage two envelope, two stage, and two stage two envelope bidding procedures.

Applies to:

Method: The development of a shortlist is required where the number of suppliers is likely to be restricted as in Restricted Tendering, which includes methods such as Direct Contracting and Request for Quotations. It may also be required under Two-Stage Tendering – see SOP 40 for guidance. 

It may also be required under Request for Proposals, where no notice calling for EOIs has been published. Guidance on developing a shortlist where EOIs have been received is included in SOP 9. Use of the EOI procedure is recommended for consultancy services, unless the proposed contract is of low value and complexity. 

Guidance on developing a list of pre-qualified bidders, under the Open Tendering method, is contained in SOP 8. 

Type: A shortlist may be required for the procurement of goods, works, routine services or consultancy services. 

Purpose of Procedure: 

The shortlist is intended to ensure effective and real competition, where open competition, through the publication of a notice, is not appropriate or not feasible.

Staff Involved:

The PU is responsible for developing shortlists, in consultation with the end-user or other technical specialist where appropriate. 

Step-by-Step Instructions:

1. Where this procedure is used for Direct Contracting or Negotiated Tendering, ensure that the grounds for such restricted tendering are known, as this affects the development of the shortlist. Grounds will be either that only a limited number of sources exist or that the value of the procurement or the limited time in case of extreme urgency does not justify an Open Tendering procedure. Request for Quotations is always used on grounds of the relatively low value of the procurement. 

2. Identify all, or at least a reasonable number of, potential sources of the goods, works or services to develop a “long list” – (see Guidance Note 1 to SOP 11 in Section 4: Additional Notes to the SOPs for possible sources of information). Some work on the identification of potential sources is likely to have been done at the procurement planning stage and reference should be made to this. 

3. Prepare a shortlist, based on the initial “long list”. Where competition is restricted because the goods, work or services are only available from a limited number of suppliers, all potential sources must be included on the shortlist. Where competition is restricted because of the relatively low value of the procurement, a minimum of three bidders must be included on the shortlist. (See Guidance Note 2 to SOP 11 in Section 4: Additional Notes to the SOPs for considerations that need to be taken into account when making the shortlist). 

Approvals Required:

The shortlist must be approved by the RA before issue of the Bidding or RFQ documents. Approval should be sought using Form SPF 2 Section A at the same time as approval for the Bidding or RFQ document. 

Documents/Records Required:

A record of the approved shortlist must be kept on the procurement file. A record should also be kept of the reasons for the inclusion of each source. 

The approved short-list should be sent to the appropriate authority in the parent ministry for inclusion in any Supplier Database .

Next Steps:

· For Direct Contracting proceed to SOP 42 (A, B or C as the case may be)

· For Negotiated Tendering proceed to SOP 43 (A, B or C as the case may be)

· For RFP proceed to SOP 12: Drafting a Bidding Document or Request for Proposals document. 

· For RFQ proceed to SOP 13: Drafting a Request for Quotations document.

SOP 12:

DRAFTING A BIDDING DOCUMENT OR REQUEST FOR PROPOSALS DOCUMENT

Summary of Procedure:

This SOP provides the standard operating procedure for drafting a Bidding Document, using one of the Standard Bidding Documents to be notified by the PPRA in accordance with Sub-rule (4) of Rule 23: Bidding Documents of the PPR2004. It also provides the procedure for obtaining approval for the completed document, prior to issue. 

PPRA Reference: Procurement Rules 2004: Rule 23 Bidding Documents

Applies to:

Method: Bidding documents are required for Open Tendering and Restricted Tendering. The RFP document used for the RFP method is also a Bidding Document and therefore this Procedure applies. 

The RFQ method uses a Request for Quotations document – see SOP 13 for details. 

Type: This SOP applies to goods, works, routine services and consultancy services, although different standard documents should be used for each. 

Purpose of Procedure: 

The Bidding Document is critical to the success of the tendering process. It informs bidders of:

· the precise description of the goods, works or services required, keeping in view the requirements of Rule 10 of PPR-2004 regarding specifications;

· the rules for the tendering process;

· the evaluation criteria and methodology which will be applied; 

· any eligibility and qualification criteria which will be applied; and

· the type and conditions of the proposed contract. 

A well drafted bidding document should result in a successful procurement process. Therefore this document must be approved by the RA, prior to issue. 

In order to minimise the chance of poorly drafted, incomplete or inaccurate documents of the wrong format being used, procurement units must make use of Standard Bidding Documents. These will be either those they currently have in use, provided these are not inconsistent with the PPR2004 and subject to case by case approval by the Ministry of Law, Justice, Human Rights and Constitutional Affairs, or else those notified by the PPRA in accordance with Sub-rule (4) of Rule 23: Bidding Documents as specified in the PPR2004.

Staff Involved:

The PU is responsible for filling the necessary data in the bidding document or RFP, in consultation with the end-user who raised the requisition. The PU may seek advice/ assistance from technical specialists, where required. 

The PU is responsible for obtaining approval from the RA prior to issue of the document. 

Step-by-Step Instructions:

1. Select the appropriate Standard Bidding Document for the requirement from the list of SBDs notified by the PPRA– this requires consideration of the type of contract to be used. 

2. Consult with the end-user, and technical specialists if required, regarding finalisation of the description of requirements for inclusion in the document - see SOP 4, SOP 5 or SOP 6 for further guidance. Include the final description (specification) in the appropriate Description Section of the SBD chosen. 

3. Complete the Bid Data Sheet in the SBD with details of the tendering process e.g. the tender closing time and date, the time when bids will be opened, the address for submission, the evaluation criteria to be applied, any additional qualification criteria to be applied etc. SOP 44 provides further guidance on the choice and preparation of eligibility and qualification criteria. Note that the Bid Data Sheet may modify the Instructions to Bidders (ITB) in the SBD– the text of the ITB itself must NOT be modified. 

4. Complete the Special Conditions of Contract included with the SBD with the conditions which will apply to the contract e.g. payment terms, delivery/completion period, warranty, liquidated damages. Note that the Special Conditions of Contract will modify the General Conditions of Contract – the text of the General Conditions of Contract must NOT be modified. 

5. The contract form included with the SBD should be left blank for inclusion in the bidding document, as these details can only be completed when the successful bidder has been decided. 

6. Ensure that any related documents have been prepared e.g. the Invitation to Tender Notice (see SOP 10) or Developing a Shortlist (See SOP 11 for guidance). 

7. Submit the draft Bidding Document, and related documents, to the RA for approval using Form SPF 2 Section A.

Approvals Required:

The RA approval for the bidding documents must be obtained using Form SPF 2 Section A prior to the issue of Bidding Documents or the publication of any Invitation to Tender notice. 

Approval for any Invitation to Tender notice, shortlist or list of pre-qualified bidders should be sought at the same time. 

Documents/Records Required:

Bidding documents should be drafted using the appropriate SBD already in use with the PA, or else as notified by the PPRA. A copy of the approved Bidding Document, along with the RA’s approval on Form SPF 3, must be retained on the procurement file. 

Next Steps:

· Proceed to SOP 14: Publishing an Invitation to Tender Notice for Open Tendering (where no pre-qualification has been conducted). 

· Proceed to SOP 15: Issuing invitation documents for all other methods. 

SOP 13:

DRAFTING A REQUEST FOR QUOTATIONS DOCUMENT

Summary of Procedure:

This SOP provides the standard operating procedure for drafting a RFQ document, using one of the SBDs notified by the PPRA in accordance with Sub-rule (4) of Rule 23: Bidding documents of the PPR 2004. 

It also provides the procedure for obtaining approval for the completed document, prior to issue. 

PPRA Reference: Procurement Rules 2004: Rule 42 Alternative Methods of Procurement Sub-section (b) Request for Quotations

Applies to:

Method: A RFQ document is required for the RFQ procurement method only. 

Open Tendering, Restricted Tendering and RFP methods use a full bidding document – see SOP 12 for guidance. 

Type: This SOP applies to goods, works and routine services, although different standard documents should be used for each. 

Limitation: This Procurement Method may only be used for procurement estimated to cost less than the financial limit specified in Sub-rule (b) Request for Quotations of Rule 42: Alternative methods of procurements as contained in the PPR-2004. 

Purpose of Procedure: 

The RFQ document is critical to the success of the procurement process. It informs bidders of:

· the precise description of the goods, works or services required;

· the rules for the procurement process;

· the evaluation criteria and methodology which will be applied; 

· any qualification criteria which will be applied; and

· the type and conditions of the proposed contract (purchase order). 

A well drafted RFQ document should result in a successful procurement process. 

Staff Involved:

The PU is responsible for drafting the RFQ document, in consultation with the end-user who raised the requisition. The PU should seek advice from technical specialists, where required. 

The  PU is responsible for obtaining approval from whatever RA is empowered to authorise expenditure up to the financial limit specified in Sub-rule (c) Request for Quotations of Rule 42: Alternative methods of procurements in PPR2004.

Step-by-Step Instructions:

1. Select the appropriate SBD Document for the requirement. This will be the RFQ SBD document for goods, works or routine services as notified by the PPRA.

2. Consult with the end-user, and technical specialists if required, regarding finalisation of the description for inclusion in the document - see SOP 4, SOP 5 or SOP 6 for further guidance. Include the final description in the Schedule of Requirements  of the RFQ document. 

3. Complete details of the procurement process e.g. the bid closing time and date, the time when bids will be opened, the address at which bids should be submitted, the evaluation criteria to be applied, any eligibility and qualification criteria to be applied etc. See SOP 44 for further guidance on supplier eligibility and qualification criteria. 

4. Complete the Conditions of Contract with the conditions which will apply to the contract (purchase order) e.g. payment terms, delivery/completion period, warranty, liquidated damages. Ensure that a shortlist has been prepared - see SOP 11 for guidance. 

5. Submit the draft RFQ document and shortlist to the RA for approval. Use Form SPF 2 Section A so that a consistent record can be kept.

6. Send the RFQ document to the suppliers selected to provide quotations. Enclose Form SPF 14 Bid to Supply for Limited or RFQ Tender with the RFQ document and request suppliers to send back their quotations on this standard document.

Approvals Required:

An Officer with the appropriate Level of Financial Authority to approve purchases up to  the financial limit specified in Sub-rule (c) Request for Quotations of Rule 42: Alternative methods of procurements in PPR 2004 must approve the RFQ document before it is issued. 

Approval for the shortlist of suppliers to whom it will be addressed should be sought from the RA at the same time. Use SPF 2 Section A.

Documents/Records Required:

RFQ documents must be drafted using the appropriate SBD either already in use in the NHF Programme concerned, or else as notified by the PPRA. A copy of the approved RFQ document, along with the appropriate approving officer’s name, post and signature on Form SP3 must be retained on the procurement file. 

Next Steps:


Proceed to SOP 15: Issuing Invitation Documents

SOP 14:

PUBLISHING AN INVITATION TO TENDER NOTICE

Summary of Procedure:

This SOP outlines the procedure for publishing an Invitation to Tender Notice. Guidance on the preparation of Invitation to Tender Notices can be found in SOP 10.

PPRA Reference: Procurement Rules 2004: Rule 12: Methods of Advertisement

Applies to:

Method: The publication of an invitation to tender notice is required under the Open Tendering method, where no pre-qualification has been conducted. (An Invitation to Tender Notice may also be published under the Two-Stage Tendering method – see SOP  40 for guidance). 

This SOP also applies to the publication of an Invitation to Pre-Qualify Notice (See SOP 8) under Open Tendering and notices calling for EOIs where RFPs are concerned. (See SOP 9 and SOP 12).

No publication of notices is required for other methods. 

Type: The publication of notices may apply to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

Invitation notices are published in order to:

· attract the widest possible competition, which should assist the PA in obtaining value for money or in preparing a strong shortlist of bidders; and

· offer all potential bidders a fair opportunity to tender or pre-qualify for contracts financed from public funds. 

Staff Involved:

The PU is responsible for organising the publication of notices. Where publication is to include trade journals, the PU should consult the end user, or other technical specialist, on the appropriate journals. 

Step-by-Step Instructions:

1. If the estimated value of the procurement is between the financial limit figures as specified in Sub-rule (1) of Rule 12: Methods of Advertisement in the PPR2004  the notice must be published on the PPRA website. The PPRA website is to be found at www.ppra.org.pk Procurement of this value may also be advertised in the print media if the PA so chooses, but this is NOT mandatory.

2. (N.B It is recommended that this be done, nevertheless, to increase competition, and until it can be established that posting on the PPRA website alone is attracting sufficient qualified bidders).

3. Procurement with an estimated value in excess of the financial limits specified in Sub-rule (2) of Rule 12: Methods of Advertisement in the PPR2004 should also be advertised in print media having a wide circulation. Such advertisements should be placed in at least two national daily newspapers, one Urdu and one English.
4. N.B. The publication date in the print media will mark the starting date of the bidding period and will therefore be the date from which minimum response time (bidding periods) are calculated.

5. As and when NHF programmes establish their own internet websites, they may also publish tenders on their websites, if they wish.

6. For international tendering, arrange publication in appropriate publications of wide international circulation, such as internationally recognised newspapers, relevant trade journals, the internet, etc. When the World Bank (WB) is financing the procurement, notices must be placed in the WB’s “Development Business” publication.

7. Ensure that sufficient copies of the bidding or pre-qualification document are available at the PU’s offices for distribution from the first publication date. 

Approvals Required:

The draft advertisement notice should be  approved by the RA before it is passed to the PPRA and before it is published in the newspapers.

Method of communication with the PPRA website: 

Not all NHF Programmes currently have either official email addresses or internet connections. Once these facilities are in place, PUs will be able to submit their advertisements to the PPRA by electronic means.

At present, it probably will be necessary to send the advertisement to the PPRA in soft copy electronic form on a diskette. PPRA IT staff will then transfer the information to the PPRA website.

The advertisement should be sent to the PPRA in the same format as it is prepared for publication in the newspapers. (see format attached).

NHF Programmes equipped with access to email and the internet may send their copy to the PPRA electronically using the links in the PPRA website.

The PPRA’s address is as follows:

Administrator PPRA Website,

 Public Procurement Regulatory Authority

Federal Bank for Co-operatives Building,  

Sector G-5/2, Islamabad.

Telephone Number: 92o5726 

Fax Number: 9224823

Format of the Advertisement:

The Format of the advertisement should be as laid out below in the Standard Format for  Advertisement for Open Tender (see below)

Documents/Records Required:

1.
A copy of the published notice must be kept on file. (This does not need to be a reproduction from a newspaper or any other publication, so long as the text of the 
file copy is the same as that published). 

2.
Since it is now the law that all advertisements should be posted on the PPRA 
website, it will be necessary to establish and maintain a Register of 
Advertisements sent to the PPRA for posting so that PA will be able to show 
compliance with the law.

Next Steps:

Proceed to SOP 15: Issuing Invitation Documents

STANDARD FORMAT FOR ADVERTISEMENT FOR OPEN TENDER

(Name of Procuring Agency)

(Title/Name of Tender)

Procurement Number:__________________________

The (Name of Agency) has (allocated/received) funds (if already received, state source of funds) for the procurement of (insert title of the goods, works or services) and now invites sealed tenders from eligible bidders for the supply of:

(Insert brief summary or list of the required goods, works or services)

(Insert brief narrative giving background information or further specification if necessary)

Bidding is open to all suppliers/contractors who can demonstrate (list criteria for eligibility)

Interested bidders may inspect the tender document on the PPRA website www.ppra.org.pk or at the address below (insert hours between which the documents are available for inspection). Bidding documents may be purchased upon payment of a non-refundable fee of (insert fee amount, currency and payment format).

Tenders must be delivered to the address below on or before (insert date and time of tender closing). All tenders must be accompanied by;

· a bid security of not less than (insert fixed figure or percentage of the tender price);

·  (list all other required documents and samples where applicable)

Tenders will be opened on (date) at (time), in the presence of bidders’ representatives who choose to attend, at the address below. (If at a different address, state the address). Late tenders will be rejected and returned unopened to bidders.

(Insert full name of procuring agency) 
Name and/or title of person to contact;

Room Number;



Telephone Number;

Building Name; 



Fax Number;

Street number and name (if appropriate);
Email address (if available)

Sector;

City or Town, Postcode and Province

There will be no price negotiations with the lowest evaluated responsive bidders. Suppliers are therefore requested to submit their lowest and best prices with their tenders.

SOP 15:

ISSUING INVITATION DOCUMENTS

Summary of Procedure:

This SOP provides the procedure for the physical issue or sale of bidding documents to bidders and keeping records of the documents issued. The procedure applies equally to the issue of other invitation documents, such as Pre-qualification, RFP and RFQ documents. 

Guidance on the preparation of the documents is included in SOP 12 and SOP 13. 

PPRA Reference: Procurement Rules 2004: Rule 23: Bidding Documents Sub-section (5)

Applies to:

Method: This SOP applies to the Open Tendering, Restricted Tendering, RFP and RFQ methods. 

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

Bidding and other invitation documents must be issued or sold promptly, to provide bidders with sufficient time to prepare and submit their tenders. Delays in issuing bidding documents may result in reduced competition, which itself may lead to the cancellation of a tendering process or higher prices for the PA. 

Bidders must be issued with the same information, within the same period of time, to ensure that the procurement process is fair. 

It is essential that records are kept of the documents issued, in case of queries or complaints from bidders. Where a fee is charged for documents, it is essential that records are kept of payments received. 

Staff Involved:

The PU is responsible for managing the issue of Bidding Documents. This function may be delegated to an accounts or other administration department where appropriate, or where this facilitates the collection of fees for the documents. 

Step-by-Step Instructions:

1. Where documents are being issued to bidders on a shortlist or pre-qualified list, the documents must be dispatched to all bidders at the same time. A record must be kept of the issue of documents. 

2. Where an invitation to tender or pre-qualify notice is being published, bidders may request to preview the documents prior to purchase. Arrangements must be put in place to permit previews, at the address and time stated in the published notice. The PA must also ensure that sufficient copies of the bidding document will be available for issue by the date of publication of the first notice. 

3. Bidding Documents of all kinds shall be made available to the PPRA for uploading onto the PPRA website at www.ppra.org.pk. To do this, follow the procedure laid out in SOP 14 Publishing and Invitation to Tender Notice.


N.B. Tender Documents will be available on the PPRA website only for 
viewing. Prospective suppliers will then be able to decide for themselves 
whether they wish to purchase the Bidding Documents from the PA, or not.

4. Where a fee is charged for the documents, arrangements must be put in place for receiving and confirming payments and issuing receipts. The precise arrangements will depend on the method of payment required.

5. Documents must be dispatched promptly to all bidders who respond to any notice and pay any required fee. Documents must be dispatched within two working days of payment of the fee. A record must be kept of the issue of documents. 

Approvals Required:

No approvals are required to issue Bidding Documents. Approval of the Bidding Documents and of the Tender Advertisement will already have been obtained from the RA.

Documents/Records Required:

A record of the issue of bidding documents must be completed and kept on the procurement file. At a minimum, this record must include:

· the name and address of each bidder, to whom the document was issued;

· the date of receipt of the request for the documents, where applicable;

· confirmation of the payment of any required fee;

· the date of issue of the document;

· the method of dispatch of the document; and

· the signature of the official responsible for the issue of the documents. 

Next Steps:

· Proceed to SOP 16: Managing a pre-bid conference and site visits, where a conference or visit is required. 

· Proceed to SOP 17: Handling bidder clarifications, modifications and extensions, where any clarifications, modifications or extensions are requested by bidders or issued by the procuring entity. 

· Proceed direct to SOP 18: Receiving Tenders, if neither of the above procedures apply

SOP 16: 

MANAGING A PRE-BID CONFERENCE AND SITE VISIT

Summary of Procedure:

This SOP provides the procedure for managing pre-bid conferences, where the PA briefs bidders on the procurement requirement and responds to questions from bidders, in order to assist them in preparing their bids. It also provides the procedure for site visits, where bidders are given the opportunity to view the site where goods are to be installed or works or services performed. 

PPRA Reference: Procurement Rules 2004: Rule 23 Bidding Documents Sub-section (3) additional information to be provided equally to all bidders

Applies to:

Method: Pre-bid conferences and/or site visits may be conducted under Open Tendering, Restricted Tendering and RFP. 

Conferences or visits are not mandatory, but may be arranged where the procurement is highly technical, where a significant number of requests for clarification are likely to be received, or where knowledge of the site is important to tender preparation. The need for pre-bid conferences or site visits must be considered at the procurement planning stage and appropriate provisions included in the bidding document. 

Pre-bid conferences and site visits should not normally be required under the RFQ method, as this method is only used for simple, low value procurement requirements. 

Type: Pre-bid conferences and/or site visits may be required for goods, works, routine services or consultancy services. A site visit is always recommended for works contracts.

Purpose of Procedure: 

Pre-bid conferences and site visits are intended to provide a structured way of providing additional information for bidders, which cannot easily be included in a bidding document. A pre-bid conference or site visit can offer the following benefits:

· the PA is able to provide additional information to bidders, ensuring that all bidders receive the same information.

· bidders are assisted in preparing tenders which should be based on more detailed and accurate information, responsive to the PA’s needs and less likely to include reservations, conditions or caveats.

· the PA is able to get early warning of any unforeseen queries or problems, while there is still time to modify the bidding document if necessary.

· the majority of likely requests for clarification can be addressed at the same time.

· the possibility of contractual disputes, caused by a bidder’s misunderstanding of the PA’s requirements, is reduced. 

Staff Involved:

The PU has the overall responsibility for managing pre-bid conferences and site visits. The end user, or other technical specialist, must be closely involved to provide responses on technical issues. 

Step-by-Step Instructions:

1. Consider the need for a pre-bid conference or site visit at the procurement planning stage and include details of the location, date and time in the bidding document and any invitation to tender notice. They should be held early during the bidding period, to allow bidders time to take the information into account in preparing their tenders. Where both a pre-bid conference and a site visit are to be held, they should be arranged to coincide wherever possible, particularly where international bidders are likely. 

2. Ensure that arrangements are made in advance, including booking a meeting room, ensuring that sufficient appropriate staff are available, ensuring that access to the site is possible at the appointed time, making appropriate safety arrangements on site if required, preparing an agenda for the conference etc 

3. Brief all staff involved on the procedure for the pre-bid conference and/or site visit, including the responsibilities of each staff member and anticipated questions and answers. 

4. The management of the pre-bid conference will be determined by the agenda prepared by the PA. Typically, this might include opening and welcome by the PA, a brief presentation by the PA on the procurement requirement, questions by bidders and closing. Where requests for clarification have been received prior to the conference, these may be used to determine the agenda and prepare responses. 

5. The management of any site visit will be determined by the nature and size of the site and the type of procurement envisaged. Bidders should be given a tour of as much of the site as possible and allowed to view any facilities which are being provided by the PA. 

6. Record full details of the pre-bid conference and/or site visit – see Documents/ Records Required section below. 

7. Following completion of the pre-bid conference and/or site visit, issue a record of the meeting to all bidders who were issued with bidding documents, regardless of whether they attended the conference. The record issued must include all questions raised and the formal clarifications issued. 

8. Where necessary, issue a formal modification of the bidding document and/or extension to the bidding deadline. If required, such modification or extension must be communicated to all those who have purchased bid documents.

Approvals Required:

No approvals are required, unless the pre-bid conference results in substantial modifications to the bidding document. 

Documents/Records Required:

A record of the pre-bid conference and/or site visit must be completed, kept on the procurement file and distributed to all bidders who were issued with the bidding document. At a minimum, this record must include:

· the date, time and location of the pre-bid conference and/or site visit;

· a list of all persons who attended, including both PA staff and bidders;

· a list of all questions asked and the responses given; and

· any other information provided to bidders. 

Next Steps:

· Proceed to SOP 17: Handling bidder clarifications, modifications and extensions, if further clarifications or modifications need to be issued or an extension is required. 

· Proceed to SOP 18: Receiving tenders, if no further clarifications, modifications, or extensions are required.

SOP 17:

HANDLING BIDDER CLARIFICATIONS, MODIFICATIONS AND EXTENSIONS

Summary of Procedure:

This SOP establishes standard  procedures for responding to bidder clarifications, issuing modifications to a bidding document and granting extensions of the bid deadline. 

· Bidder clarifications are requests from bidders for clarification of a particular element of the bidding document, to which the PA is required to issue a formal response to all bidders;

· Modifications are formal amendments to the bidding document, which the PA may choose to make, either in response to a bidder clarification or on its own initiative;

· Extensions are formal extensions by the PA of the deadline for submission of tenders, to give bidders more time in which to prepare their tenders, normally in response to a bidder clarification or modification.

· In the case any modification or extension is considered inevitable by the procuring agency, the same would be notified by the agency in the same manner as adopted for the original advertisement. 

PPRA Reference: Procurement Rules 2004: Rule 23: Bidding Documents Sub-section (3) additional information to be provided equally to all bidders, Rule 27: Extension of Time for Submission of Bids.

Applies to:

Method: This procedure may apply under any method where a formal invitation document has been issued i.e. to Open Tendering, Restricted Tendering, RFP and RFQ. 

Where no requests for clarification are received and the PA has no reason to modify a document or extend the bid deadline, the procedure will not be required. 

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

Ideally, bidder clarifications, modifications and extensions to the bid deadline should not be required. However, where they are required, it is important that clarifications, modifications and extensions are issued promptly and in sufficient time before the bid closing date. It is also essential that the same information is issued to all bidders at the same time. 

Mishandling of bidder clarifications, modifications and extensions may result in complaints from bidders, unnecessary delays to the bidding process or a reduced number of tenders. 

Staff Involved:

The PU should manage requests for clarifications and the issue of any modifications to the bidding document or extensions to the bid deadline. The PU should consult with the end user, or other technical specialist, where required on clarifications or modifications to be issued. Where any substantial change is made to the original, approved bidding document, the PU must first consult the RA for approval, using Form SPF 2, Section A.

Step-by-Step Instructions:

1. A clarification or modification can be issued, or an extension of the bidding deadline given, either in response to a request for clarification from a bidder or on the PA’s own initiative. Where a request is received from a bidder, ensure that it is received before the latest date for clarifications stated in the bidding document. Where it is received later, send a reply stating that the request was received after the latest date for clarification requests and that therefore no response can be given. 

2. Agree on the appropriate response to the request for clarification, or agree any modification that the PA considers necessary. Consult with the end user, or technical specialist, where appropriate. 

3. Consider whether the clarification or modification is likely to have a significant impact on the preparation of tenders and therefore, whether an extension to the bidding deadline should be given. 

4. Draft a formal clarification or modification. Where the clarification is in response to a request from a bidder, ensure that the response includes a description of the request, but without identifying the bidder who made the request. Ensure that any extension to the bidding deadline is clearly stated, giving the time and date of the new deadline. State also the revised time and date for any public tender opening. 

5. If the clarification or modification involves a substantial change to the bidding document, obtain RA approval before re-issue. 

6. Issue the same clarification, modification or extension to all bidders at the same time, keeping a record of its issue. Where a pre-bid conference is to be held, formal issue of the clarification, modification or extension may be delayed until after the pre-bid conference. However, the PA must still prepare the clarification, modification or extension, as information will need to be provided at the pre-bid conference and a formal clarification, modification or extension must be issued after the conference. 

7. If any extension to the bidding deadline has been given, ensure that arrangements for the receipt of tenders and any public tender opening are revised e.g. revise room bookings, advise relevant staff of the new time and date etc. 

Approvals Required:

The RA approval is required for any clarification or modification which involves a substantial change to the original bidding document. 

The submission will be made using Form SPF 2 Section A. A copy of the original Form SPF 2 Section A will accompany the new submission. The RA will render its decision in the usual way, using Form SPF 3 RA Decision.

Documents/Records Required:

A record must be kept on the procurement file of the issue of all clarifications, modifications or extensions to the bid deadline. At a minimum, this record must include:

· a copy of the clarification, modification or extension letter sent; and

· evidence of despatch to all bidders e.g. fax confirmations, copies of letters posted etc. 

Next Steps:


Proceed to SOP 18: Receiving Tenders

SOP 18:

RECEIVING TENDERS

Summary of Procedure:

This SOP provides a procedure for the receipt of tenders, closing tendering at the time of the deadline and safe-keeping of tenders until the time for tender opening. 

PPRA Reference: No Reference

Applies to:

Method: The formal receipt of tenders applies to the Open Tendering and Restricted Tendering methods. 

The procedure may also apply to the Request for Quotations method. 

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

This procedure for the formal receipt of tenders, closing of tendering and safe-keeping of tenders is essential to the integrity of the tendering process for the following reasons:

· it ensures that tendering is closed at the precise date and time of the deadline and that no late tenders are accepted.

· it ensures that a record is kept of all tenders submitted on time, to help avoid the opening of any late tenders submitted at the opening. 

· it ensures that submitted tenders are kept unopened until the time for the public tender opening, to promote fair competition.

Staff Involved:

The PU will manage the receipt of tenders, the closing of tendering and shall be responsible for the safe-keeping of tenders until they are delivered to the relevant Bid Opening Committee for opening. 

Step-by-Step Instructions:

1. Make a locked and sealed tender box available during the tendering period, to allow bidders to deposit their tenders in the box – see Para 2 below for details of tender boxes. The tender box must be in a location which is accessible to the public during normal working hours. The tender box must be labelled with the procurement reference number, particularly where several tender boxes are in use at any one time, for tenders closing at different times. 

2. The Tender Box should be large enough to receive a substantial number of large documents. The opening or slit in the Tender Box should be large enough to allow the passage of large documents.

3. Separate arrangement should be in place for receipt of samples. 

4. N.B. The PPRA has specifically prohibited the issue by PAs of any receipts certifying receipt of tenders. Tenders may only be placed into a Tender Box.
5. Ensure that staff have been nominated to manage the tender closing and that they know the date and time of the closing. These staff must be at the location for tender receipt before the time of tender closing. 

6. Seal the tender box slit at the precise date and time of the deadline for tendering. 

7. Take the sealed tender box, to the location for the tender opening and deliver it into the custody of the Bid Opening Committee member responsible for the tender opening. The tender box must not be opened or left unsupervised between the tender closing and the tender opening. 

Approvals Required:

No approvals are required, although the member of the Bid Opening Committee responsible for the tender opening may wish to witness the closing of tendering at the time of the deadline. 

Next Steps:

· Proceed to SOP 19: Opening tenders (one stage – single envelope) for Open Tendering, and Restricted Tendering.

· Proceed to SOP 20: Opening tenders (one stage – two envelopes) for Request for Proposals besides Open Tendering and Restricted Tendering. 

SOP 19:  

OPENING TENDERS (ONE STAGE SINGLE ENVELOPE)

Summary of Procedure:

Tenders which have been received on time are opened publicly, in the presence of bidders, and summary details read out and recorded. 

PPRA Reference: Procurement Rules 2004: Rule 28: Opening of Bids and Rule 25: Bid Security

Applies to:

Method: This procedure applies to Open Tendering and Restricted Tendering methods.

The RFP method will include a one stage - two envelope tender opening – see SOP 20 for guidance. The Two Stage Tendering method will include a two stage tender opening – see SOP 40 for guidance. 

No public tender opening is required for the RFQ method. 

Type: This SOP applies to goods, works and routine services. 

Purpose of Procedure: 

The public tender opening is an important step in the tendering process as:

· opening tenders publicly helps to demonstrate that the tendering process is transparent and increases bidders’ confidence in the public procurement process;

· reading out prices should avoid any disputes regarding price changes at a later date; and

· the formal procedure, which coincides with the tender closing, should prevent late tenders from being included in the evaluation. 

Staff Involved:

The RA will nominate one of its members to manage the tender opening procedure. 

The PU, or other staff, will be required to provide support to the Bid Opening Committee at the opening. 

Step-by-Step Instructions:

1. Prepare the room prior to the tender opening time. Staff must ensure that appropriate resources, both physical and human, are available to manage the tender opening efficiently – (see Guidance Note 1 to SOP 19 in Section 4: Additional Notes to the SOPs). 

2. The person chairing the opening must ensure that all staff involved understand their respective roles in the procedure. 

3. The chairperson of the Bid Opening Committee should welcome bidders to the opening and request them all to sign the record of attendance. He/she should briefly explain the procedure which will be followed, which is normally opening of the sealed tender box, counting of all tenders, opening of tenders, reading out and recording of information by the PA, opportunity for bidders to ask questions, closing of meeting and removal of tenders for safe-keeping and evaluation. 

4. The seal of the Tender Box should be shown to those present at the Bid Opening Committee meeting and then broken.

5. The tender box should be opened and all tenders removed and counted. 

6. First, envelopes marked “Withdrawal” should be opened one at a time. These should be read out and the envelope containing the corresponding tender located and returned to the bidder unopened. The withdrawal must be noted on the record of the tender opening. 


N.B. “Withdrawals” refer to bidders who, having submitted a tender well in advance, wish to withdraw their bids and do not wish to have their bids considered.

7. Next, envelopes marked “Modification” should be opened one at a time and the envelope containing the corresponding tender located and opened. Details of the modified tender should be read out and recorded, ensuring that the details relate to the modified, not the original, tender. (See Guidance Note 2 to SOP 19 in Section 4: Additional Notes to the SOPs for guidance on the details to be read out). Both the original tender and modification should be stamped on key pages and signed or initialled by the chairperson of the opening, and by all members of the Bid Opening Committee, if demanded. (For guidance on what the key pages may be, see Guidance Note 3 to SOP 19 in Section 4: Additional Notes to the SOPs).


N.B. “Modifications” refer to bidders who, having submitted a first tender well in advance, have then modified the terms of their tender (e.g as a result of an unexpected change in the price of a key manufacturing input) and have placed another envelope marked “Modification” into the Tender Box before 
the date and time of Bid Opening.

8. After counting the remaining Tenders, each Tender Envelope should be marked with a serial number starting with the number “1”.

9. List the tenders in numerical order. The tenders should then be opened, one at a time, and the relevant details read out and recorded as a line item against each serial number, using Form SPF 7 Record of Bid Opening. 

10. Each tender should be stamped on key pages and signed or initialled by the chairperson of the opening, and the pages should also be counter-signed by all members of the Bid Opening Committee (BOC). 
Each tender should also be marked with a number (1, 2, 3 etc), corresponding to its number on the Bid Opening record. With the exception of late tenders, the BOC must not make any comments regarding the acceptance or rejection of any tender. Any missing or incorrect documents should be noted in the record of bid opening, but not commented on. 

11. When all tenders received on time have been opened, read out and recorded, the chairperson should allow bidders to ask questions. (For guidance on answering such questions, see Guidance Note 4 to SOP 19 in Section 4: Additional Notes to the SOPs). 

12. The chairperson of the BOC should close the Bid Opening meeting, reminding bidders that they must not seek to influence the evaluation and that the Tender  Evaluation Report will be announced in due course in accordance with Rule 35: Announcement of Evaluation Reports contained in PPR2004. 

13. Copies of the tender opening record should be distributed to bidders on request. The original record should be added to the procurement file. 

14. All tenders should be immediately taken to a place of safe keeping, until the evaluation committee is ready to meet. Any tender securities must also be kept securely. 

15. Where tender openings for more than one tendering process are conducted at the same time, they must be conducted consecutively, with one opening completed, recorded and tenders removed, before the next opening commences. 

Approvals Required:

No approvals are required for the public tender opening, as the procedure is managed by a representative of the BOC of the RA. 

Documents/Records Required:

A record of the tender opening must be completed and kept on the procurement file. See Form SPF 7 Record of Bid Opening.  At a minimum, this record must include:

· the names of all bidders whose tenders were opened;

· the unit rate and total prices of the tenders read out;

· the presence or absence of a tender security if one was required and the form and amount of the security;

· the number of copies of the tender received; and

· any withdrawals or modifications. 

Copies of the record must be distributed to bidders on request. 

Next Steps:

Proceed to SOP 21: General Evaluation Procedures for goods, works and routine services.

SOP 20:     




       

OPENING TENDERS (ONE STAGE TWO ENVELOPES)

Summary of Procedure:

The outer envelopes of tenders, which have been received on time, are opened publicly, in the presence of bidders, to obtain the separate envelopes containing the technical and financial proposals within. The technical proposals are then opened and summary details read out and recorded.

Bid security is the part of evaluation of any firm and should be submitted (if the amount is specified in the ITB) alongwith technical proposal, and if required in %age of the cost of item(s)/ services then with the financial proposal. Technical proposal envelopes which do not contain any Bid Security (where required in the ITB) are rejected and are not evaluated further. 

Financial proposals are kept sealed until the technical evaluation has been completed and approved. 

The financial proposals of tenders proceeding to the financial evaluation are opened publicly at a separate tender opening meeting, at a date and time notified to the bidders whose technical proposals have been evaluated and accepted after the technical evaluation. Total prices quoted, together with all itemised unit prices, together with the technical scores awarded to bidders in the technical evaluation, are read out and recorded. 

The financial proposals envelopes of bidders, whose technical proposals are not found acceptable by the Evaluation Committee or not contain or deficient Bid Securities (if required in %age of the cost of item(s)/ services), are returned to them unopened.

PPRA Reference: Procurement Rules 2004: Rule 28: Bid Opening Sub-rule (1) and Sub-rule (2) and Rule 36: Procedures for Open Competitive Bidding Sub-section (b) Single Stage Two Envelope Procedure.

Applies to:

Method: This SOP applies to the Request for Proposals method besides Open Tendering and Restricted Tendering 

The Two Stage Tendering method will include a two stage bid opening – see SOP 40 for guidance. 

Type: This SOP applies to goods, routine services and consultancy services. 

Purpose of Procedure: 

The public tender opening is an important step in the tendering process as:

· opening tenders publicly helps to demonstrate that the tendering process is transparent and increases bidders’ confidence in the public procurement process;

· reading out technical scores and prices at the financial opening should avoid any disputes regarding changes of price or the evaluation results at a later date; and

· the formal procedure, which coincides with the tender closing, should prevent late tenders from being included in the evaluation. 

Staff Involved:

The RA  will nominate one of its members to manage the tender opening procedures as chairperson of a Bid Opening Committee.

The PU or other staff will be required to provide support to the Bid Opening Committee at the opening. 

Step-by-Step Instructions for Technical Opening:

1. Prepare the room prior to the tender opening time. Staff must ensure that appropriate resources, both physical and human, are available to manage the tender opening efficiently – (see Guidance Note 1 to SOP 20 in Section 4: Additional Notes to the SOPs). 

2. The person chairing the opening must ensure that all staff involved understand their respective roles in the procedure. 

3. The chairperson should welcome bidders to the technical opening and request them all to sign the record of attendance. He/she should briefly explain the procedure which will be followed, which is normally opening of the sealed tender box, counting of tenders, opening of outer envelopes, opening of technical proposals, reading out and recording of information by the procuring agency, opportunity for bidders to ask questions, closing of meeting and removal of proposals for safe-keeping and evaluation. 

4. The sealed tender box should be shown to the meeting and opened publicly. All proposals are removed and counted. Each Bid envelope counted should be marked with a  serial number starting from 1. List the bids in numerical order. Use Form SPF7 Record of Bid Opening.

5. First, envelopes marked “Withdrawal” should be opened one at a time. These should be read out and the envelope containing the corresponding proposal located and returned to the bidder unopened. The withdrawal must be noted on the record of the tender opening. 

N.B. “Withdrawals” refer to bidders who, having submitted a tender well in advance, wish to withdraw their bids and do not wish to have their bids considered.

6. Next, envelopes marked “Modification” should be opened one at a time and the envelope containing the corresponding proposal located and the outer envelope opened. The envelopes marked “technical proposal” should be opened and details of the modified proposal should be read out and recorded, ensuring that the details relate to the modified, not the original, proposal. (See Guidance Note 2 to SOP 20 in Section 4: Additional Notes to the SOPs for guidance on the details to be read out). Both the original technical proposal and any modification should be stamped on key pages and signed or initialled by the chairperson, and by all members of the Bid Opening Committee, if demanded. (For guidance on what the key pages may be, see Guidance Note 3 to SOP 20 in Section 4: Additional Notes to the SOPs).

N.B. “Modifications” refer to bidders who, having submitted a first tender well in advance, have then modified the terms of their tender (e.g as a result of an unexpected change in the price of a key manufacturing input, or, in the case of consultancy services, as the result of a key member of a consultancy team proposed no longer being available for the assignment), and have placed another envelope marked “Modification” into the Tender Box before the time and the date of Bid Opening.

7. The outer envelopes of all other proposals should then be opened, one at a time, the technical proposals within them opened and relevant details read out and recorded. Each technical proposal should be stamped on key pages and signed or initialled by the chairperson of the opening, and any other members of the Bid Opening Committee, if demanded. (For guidance as to what the key pages may be, refer to Guidance Note 3 to SOP 20 in Section 4: Additional Notes to the SOPs). Each proposal should also be marked with a number (1, 2, 3 etc), corresponding to its number on the tender opening record. Late proposals shall not be accepted. The BOC must not make any comments regarding the acceptance or rejection of any proposal. Any missing or incorrect documents should be noted in the record of bid opening, but not commented on. 

8. When all proposals received on time have been opened, read out and recorded, the chairperson should allow bidders to ask questions. (For guidance on answering such questions, see Guidance Note 4 to SOP 20 in Section 4: Additional Notes to the SOPs).

9. The chairperson should close the bid opening meeting, reminding bidders that they must not seek to influence the evaluation and that bidders whose proposals are proceeding to the financial evaluation will be notified of the arrangements for the financial opening in due course. 

10. Copies of the bid opening record should be distributed to bidders on demand. The original record should be added to the procurement file. 

11. All technical proposals should be taken immediately to a place of safe keeping, until the evaluation committee is ready to meet. All financial proposals and any Bid Securities must also be kept securely. 

12. Where bid openings for more than one procurement process are conducted at the same time, they must be conducted consecutively, with one opening completed, recorded and proposals removed, before the next opening commences. 

Step-by-Step Instructions for Financial Opening:

1. Ensure that all bidders whose proposals are proceeding to the financial opening have been notified of the time, date and location for the opening, not less than one week before the meeting

2. Prepare the room prior to the bid opening time. Staff must ensure that appropriate resources, both physical and human, are available to manage the tender opening efficiently – (see Guidance Note 1 to SOP 20 in Section 4: Additional Notes to the SOPs). 

3. The person chairing the opening must ensure that all staff involved understand their respective roles in the procedure. 

4. The chairperson should welcome bidders to the financial opening and request them all to sign the record of attendance. He/she should briefly explain the procedure which will be followed, which is normally reading out technical scores, opening of financial proposals, reading out and recording of financial information by the procuring agency, opportunity for bidders to ask questions, closing of meeting and removal of financial proposals for safe-keeping and evaluation. 

5. Read out the names of all bidders whose proposals are proceeding to the financial evaluation and their respective technical scores. The BOC must not discuss these scores or the results of the technical evaluation in any way. 

6. Open the financial proposals, one at a time, and read out and record the relevant details, ensuring that in compliance with PPR2004 Rule 28: Opening of Bids Sub-rule (2) all itemised unit prices are read out as well as the total offer price of each bid – (see Guidance Note 5 to SOP 20 in Section 4: Additional Notes to the SOPs for details to be read out). Each financial proposal should be stamped on key pages and signed or initialled by the chairperson of the opening, as well as other members of the BOC, if demanded – (see Guidance Note 6 to SOP 20 in Section 4: Additional Notes to the SOPs for details of the key pages). The BOC must not make any comments regarding the prices or the financial evaluation. 

7. When all relevant financial proposals have been opened, read out and recorded, the chairperson should allow bidders to ask questions. (For guidance on answering such questions, see Guidance Note 4 to SOP 20 in Section 4: Additional Notes to the SOPs). 

8. The chairperson should close the bid opening meeting, reminding bidders that they must not seek to influence the financial evaluation and that the tender evaluation report will be announced in due course in accordance with Rule 35 of PPR2004. 

9. Copies of the bid opening record should be distributed to bidders on demand. The original record should be added to the procurement file. 

10. All financial proposals should be immediately taken to a place of safe keeping, until the evaluation committee is ready to meet. 

11. Where bid openings for more than one procurement process are conducted at the same time, they must be conducted consecutively, with one opening completed, recorded and proposals removed, before the next opening commences. 

Approvals Required:

No approvals are required for the public bid openings, as the procedure is managed by a representative of the RA.

Documents/Records Required:

Records of both the technical and financial bid opening meetings must be completed and kept on the procurement file. Use Form SPF 7 Record of Bid Opening.

At a minimum, the record of the technical opening must include:

· the names and addresses of all bidders whose proposals were opened;

· the presence or absence of a Bid Security if one was required and the form and amount of the security;

· the number of copies of the technical proposal received; and

· any withdrawals or modifications. 

At a minimum, the record of the financial opening must include:

· the names of all bidders whose proposals are proceeding to the financial evaluation;

· the technical score of each bidder proceeding to the financial evaluation;

· the total price of each financial proposal; and

· the number of copies of the financial proposal received. 

Copies of the record must be distributed to bidders on request. 

Next Steps:

Proceed to SOP 25: General evaluation procedures for consultancy services or SOP 21 in case of goods and routine services as the case may be. 
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SOP 21:


GENERAL EVALUATING PROCEDURES FOR GOODS, WORKS AND ROUTINE SERVICES

Summary of Procedure:

This SOP sets out the general procedures for evaluating tenders for goods, works and routine services. It must be read in conjunction with the relevant SOP for the particular evaluation methodology to be used, which will be either:

· SOP 22: Evaluating Offers for Goods;

· SOP 23: Evaluating Offers for Services;

· SOP 24: Evaluating Offers for Routine Services.

Evaluations will vary for goods, works and routine services, but the evaluation methodology will always consist of three stages:

1. A preliminary screening, to eliminate tenders which do not comply with the basic requirements of the Bidding Document and bidders who do not meet mandatory eligibility requirements;

2. A detailed evaluation, to determine whether tenders are substantially responsive to the technical and commercial requirements of the Bidding Document; and

3. A financial evaluation to compare the costs of responsive tenders and determine which is the successful tender and should be recommended for award of contract.

PPRA Reference: Procurement Rules 2004: Rule 29: Evaluation Criteria and Rule 30: Evaluation of Bids. See also Rule 26: Bid Validity Sub-section (3) for Extensions of Bid Validity period. See also Rule 31: Clarification of Bids

Applies to:

Method: The general principles in this SOP apply to evaluations under the Open Tendering, Restricted Tendering, and RFQ methods.

The general principles in this SOP also apply to evaluations under the Two-Stage Tendering method: -- see SOP 40 for guidance.

Type: The general principles in this SOP apply to the evaluation of tenders for goods, works and routine services. The detailed methodologies for each individual procedure are included in SOP 22, SOP 23 and SOP 24 respectively.

The evaluation of proposals for consultancy services, under the Request for Proposals method, is covered by SOP 25.

Purpose of Procedure:

The purpose of evaluation is to objectively assess and compare all tenders received, using a pre-defined methodology and criteria, to determine which is the successful bidder to whom a contract should be awarded. A well conducted evaluation should ensure that:

· Competition is fair and that all qualified bidders have an equal opportunity of winning contracts financed by public funds;


(N.B. The term “Public Fund” is defined in Chapter I, Section 2 (k) of PPRA Ordinance) 

· The goods, works or services purchased under the contract are of appropriate quality; and

· The procuring agency obtains the best value of money (VFM).

Staff Involved:

The PU has the overall responsibility for evaluations, but will assist the RA to obtain advice from the end user, or other technical specialists, as required. Where appropriate, the RA will establish an Evaluation Team. The evaluation team will conduct the evaluation. To assist in the evaluation, use Form SPF 4 Evaluation Report for Least Cost Selection together with Tables 1, 2 and 3.

Step-by-Step Instructions:

Read this section in conjunction with the detailed step-by-step instructions in SOP 22, SOP 23 and SOP 24, as appropriate.

1. The head of the PU and the RA should identify appropriate members of staff to conduct the evaluation – (see Guidance Note 1 to SOP 21 in Section 4: Additional Notes to the SOPs) for assistance in selecting staff.

2. Review and list the requirements, instructions and evaluation criteria specified in the Bidding Document and ensure that these are clearly understood. Seek clarification from the person responsible for writing the Bidding Document, where necessary. The evaluation must apply the criteria specified in the Bidding Document only, and no new or varied criteria may be added.

3. The member of the PU responsible for managing the evaluation should meet with any selected evaluator(s) to review the evaluation methodology and criteria specified in the Bidding Document and ensure that it is fully understood by all evaluators.

4. Conduct a preliminary screening – (see Guidance Note 2 to SOP 21 in Section 4: Additional Notes to the SOPs for further details). Eliminate tenders which do not pass the preliminary screening. List the failed tenders, with tender number, name of supplier, and reason for rejection on a separate sheet (sheets) of paper.

5. Conduct a detailed examination of the tenders which passed the preliminary screening – (see Guidance Note 3 to SOP 21 in Section 4:Additional Notes to the SOPs for further details). (See also Guidance Note 4 to SOP 21 in Section 4: Additional Notes to the SOPs) for assistance in determining responsiveness and identifying material and non-material deviations. Use Form SPF 4 and the associated Tables 1, 2 and 3. Follow the detailed instructions in the User Guide to Form SPF 4.
6. Correct tenders or seek clarifications from bidders as required – (see Guidance Note 5 to SOP 21 in Section 4: Additional Notes to the SOPs on areas where clarifications are permitted and the procedure for clarification and correction of tenders).
7. Conduct a financial evaluation of the tenders which passed the detailed evaluation to determine the lowest priced tender – (see Guidance Note 6 to SOP 21 in section 4: Additional Notes to the SOPs for further details). (See also Guidance Note 7 to SOP 21 in Section 4:Additional Notes to the SOPs on the correction of arithmetic errors and Guidance Note 8 to SOP 21 on the application of discounts). Use the Tables in Form SPF 4 to assist in this task.
8. Where required, conduct a Qualification on the successful bidder – see SOP 29 for guidance.
9. Prepare the Evaluation Report for submission to the RA for approval with the Evaluation Committee’s clear recommendation.  The Evaluation Report should be submitted with Form SPF 2 Section B for the RA’s decision.
10. The RA will render its decision using Form SPF 3 RA Decision
If the evaluation process is delayed for whatever reason, and the evaluation cannot be completed within the period of bid validity, request all bidders to extend the validity of their bids – (see Guidance Note 9 to SOP 21 in Section 4: Additional Notes to the SOPs for details of the procedure).

Approvals Required:
Approval of the RA is required for the completed evaluation report – see Documents/Records Required below for guidance on preparing the evaluation report. No communications accepting or rejecting any tender, or indicating which is the successful tender, must be sent to any bidder before this approval is obtained and the results of the bid evaluation shall have been announced in accordance with Rule 35 Announcement of Bid Evaluation Reports (see PPR2004).

Documents/Records Required:
The approved Evaluation Report, following the general format of Form SPF 4 and all supporting documents used in conducting the evaluation, must be kept on the procurement file.

Minutes of the evaluation meetings and copies of all correspondence with bidders, such as letters relating to clarifications, the correctness of adjustments to arithmetic errors, or extensions of the tender validity, must also be kept on the procurement file.

The Evaluation Report should include at least the following information:

· The results of the preliminary screening with the list of rejected bidders and a brief statement of why the bid was rejected;

· The results of the detailed technical and commercial evaluation;

· A List of any tenders which were rejected as non-responsive and the reasons for the rejection;

· Details of any non-material deviations, errors or omissions accepted, clarified or corrected and, where relevant, the way in which deviations or omissions have been quantified and taken into account in the financial evaluation;

· The price of each tender as read out at the bid opening;

· The evaluated price of each tender, following any correction or adjustments to the price and the conversion to a single currency (if required);

· The ranking of the tenders, according to their evaluated price;

· A statement of which tender has the lowest evaluated price and is therefore the recommended tender; and

· The results of any qualification.

The Evaluation Report must contain clear recommendations to the RA on:

· The recommended tender and the price of the proposed contract; and

· Whether any discussion on delivery period or other contract terms should be held with the recommended bidder.

The Evaluation Report must be signed by all staff who have been involved in the evaluation.

Next Steps:

Read this SOP together with the relevant SOP 22, SOP 23 and SOP 24 and SOP 29 if qualification is required, then:

· Proceed to SOP 30: Conducting Negotiations, where discussions are required.

Where no negotiations are required:

· Proceed to SOP 32: Issuing a Notice of Acceptance under the Open Tendering, and Negotiated Tendering and Direct Contracting methods.

· Proceed to SOP 34: Preparing and Issuing a Purchase Order under the Request for Quotations method.

SOP 22:

EVALUATING OFFERS FOR GOODS

Summary of Procedure:

This SOP provides the standard operating procedure for the evaluation of tenders for the supply of goods. It must be read in conjunction with SOP 21: General Evaluation Procedures for Goods, Works and Routine Services. 

The evaluation methodology for goods consists of three stages:

· a preliminary screening, to eliminate tenders which do not comply with the basic requirements of the bidding document and bidders who do not meet mandatory eligibility requirements;

· a detailed evaluation, to determine whether tenders are substantially responsive to the technical specification and commercial requirements stated in the bidding document and to eliminate tenders which are not responsive; and

· a financial evaluation to compare the costs of responsive tenders and determine which is the lowest priced tender. 

The successful tender will be the lowest priced tender, which is substantially responsive to requirements of the bidding document. 

PPRA Reference: Procurement Rules 2004: Rule 29: Evaluation Criteria and Rule 30: Evaluation of Bids

Applies to:

Method: This SOP applies to the Open Tendering, Restricted Tendering, and Request for Quotations methods. 

The general principles in this SOP also apply to evaluations under the Two-Stage Tendering method – see SOP 40 for guidance. 

Type: This SOP applies to evaluations for goods only. 

The evaluation of tenders for works and routine services is covered by SOP 23 and SOP 24 respectively. Evaluations for consultancy services under the RFP method are covered by SOP 25.

Purpose of Procedure: 

The purpose of the evaluation methodology for goods is to determine the lowest priced tender, which is responsive to the requirements of the bidding document. This ensures that the procuring agency only purchases goods which meet its specification, but does not pay any more than necessary for those goods. 

Staff Involved:

The PU has the overall responsibility for evaluations for goods, but will obtain technical advice from the end user, or other technical specialists, as required when determining the responsiveness of tenders to the technical specification in the bidding document. 

Where appropriate, the PU will establish an evaluation team to conduct the evaluation – see PU 21 and Section 4: Additional Notes to SOP 21 for further guidance.

Step-by-Step Instructions:

1. The head of the PU should identify appropriate member(s) of staff to manage the evaluation – (see Section 4: Additional Notes to SOP 21 for guidance).

2. Review and list the requirements, instructions, specifications and evaluation criteria specified in the Bidding Document and ensure that these are clearly understood. Seek clarification from the person responsible for writing the Bidding Document or preparing the specification where necessary. 

3. The member of the PU responsible for managing the evaluation should meet with any selected evaluator(s) to review the evaluation methodology and the specifications and criteria included in the Bidding Document and ensure that these are fully understood by all evaluators. 

4. Conduct a preliminary screening – see SOP 21 for guidance. Eliminate tenders which do not pass the preliminary screening. 

5. Conduct a detailed evaluation to determine whether tenders are substantially responsive to the minimum specification and the commercial requirements included in the bidding document – (see Guidance Notes 1 and 2 to SOP 22 in Section 4: Additional Notes to the SOPs for further detail). See SOP 21 for guidance on determining responsiveness, seeking clarifications and correcting minor deviations, errors and omissions. Eliminate tenders which are not substantially responsive. 

6. Start the financial evaluation by determining the evaluated price of each tender - see SOP 21 for further details and Guidance Note 3 to SOP 22 in Section 4: Additional Notes to the SOPs for the application of non-price criteria for goods. 

7. Rank the tenders according to their evaluated price. Identify the lowest priced tender, which will be the successful tender. 

8. Where required, conduct a qualification on the successful bidder – see SOP 29 for guidance. 

9. Prepare an evaluation report for submission to the RA for approval – see SOP 21 for details of the contents of the report. 

Approvals Required:

Approval of the RA is required for the completed evaluation report. No communications accepting or rejecting any tender, or indicating which is the successful tender, must be sent to any bidder before this approval is obtained and the results of the bid evaluation shall have been announced in accordance with Rule 35 Announcement of Evaluation Reports (see PPR2004).

Documents/Records Required:

The approved evaluation report, also using Form SPF 4 (Least Cost Evaluation) and all supporting documents used in conducting the evaluation, must be kept on the procurement file – see SOP 21 for further guidance on the contents of the evaluation report. 

Next Steps:

Read this SOP together with SOP 21 , and SOP 29 if qualification is required, then:

· Proceed to SOP 30: Conducting Negotiations, where discussions are required. 

Where no discussions are required:

· Proceed to SOP 32: Issuing a Notice of Acceptance under the Open Tendering, Negotiated Tendering and Direct Contracting methods.

· Proceed to SOP 34: Preparing and issuing a Purchase Order under the Request for Quotations method.

SOP 23:

EVALUATING OFFERS FOR WORKS

Summary of Procedure:

This SOP provides the standard operating procedure for the evaluation of tenders for the provision of works. It must be read in conjunction with SOP 21: General Evaluation Procedures for Goods, Works and Routine Services. 

The evaluation methodology for works consists of three stages:

· a preliminary screening, to eliminate tenders which do not comply with the basic requirements of the Bidding Document and bidders who do not meet mandatory eligibility requirements;

· a detailed evaluation, to determine whether tenders are substantially responsive to the commercial and technical requirements stated in the Bidding Document and to eliminate tenders which are not responsive; and

· a financial evaluation to compare the costs of responsive tenders and determine which is the lowest priced tender. 

The successful tender will be the lowest priced tender, which is substantially responsive to requirements of the bidding document. 

PPRA Reference: Procurement Rules 2004: Rule 29: Evaluation Criteria and Rule 30: Evaluation of Bids

Applies to:

Method: This SOP applies to the Open Tendering, Restricted Tendering, and Request for Quotations methods. 

The general principles in this SOP also apply to evaluations under the Two-Stage Tendering method – see SOP 40 for guidance. 

Type: This SOP applies to evaluations for works only. 

The evaluation of tenders for goods and routine services are covered by SOP 22 and SOP 24 respectively. Evaluations for consultancy services under the RFP method are covered by SOP 25. 

Purpose of Procedure: 

The purpose of the evaluation methodology for works is to determine the lowest priced tender, which is responsive to the requirements of the bidding document. This ensures that the procuring agency only purchases works of the required standard, but does not pay any more than necessary for the performance of those works. 

Staff Involved:

The PU has the overall responsibility for evaluations for works, but will obtain technical advice from the end user, or other technical specialists as required, when determining the responsiveness of tenders to the Bidding Document. 

Where appropriate, the PU will establish an evaluation team to conduct the evaluation – see SOP 21 and Section 4: Additional Notes to SOP 21 for further guidance.

Step-by-Step Instructions:

1. The head of the PU should identify appropriate member(s) of staff to manage the evaluation – see SOP 21 for guidance. 

2. Review and list the requirements, instructions, description of works and evaluation criteria specified in the Bidding Document and ensure that these are clearly understood. Seek clarification from the person responsible for writing the Bidding Document or preparing the description of works where necessary. 

3. The member of the PU responsible for managing the evaluation should meet with any selected evaluator(s) to review the evaluation methodology and the description of works and criteria included in the Bidding Document and ensure that these are fully understood by all evaluators. 

4. Conduct a preliminary screening – see SOP 21 for guidance. Eliminate tenders which do not pass the preliminary screening. 

5. Conduct a detailed evaluation to determine whether tenders are substantially responsive to the commercial and technical requirements included in the bidding document – (see Guidance Note 1 to SOP 23 in Section 4: Additional Notes to the SOPs for further details). See Procurement Procedure 21 for guidance on determining responsiveness, seeking clarifications and correcting minor deviations, errors and omissions. Eliminate tenders which are not substantially responsive. 

6. Start the financial evaluation by determining the evaluated price of each tender - see SOP 21 for further details and see Guidance Note 2 to SOP 23 in Section 4: Additional Notes to the SOPs for the application of non-price criteria for works. 

7. Rank the tenders according to their evaluated price. Identify the lowest priced tender, which will be the successful tender. 

8. Check that the prices of the lowest evaluated tender are not seriously unbalanced or front loaded and request further price analysis if required. 

9. Where required, conduct a qualification of the successful bidder – see SOP 29 for guidance. 

10. Prepare an evaluation report for submission to the RA for approval – see SOP 21 for details of the contents of the report. 

Approvals Required:

Approval of the RA is required for the completed evaluation report. Evaluation Reports are submitted for approval by the RA using Form SPF 2 Section B. Evaluations themselves are conducted using Form SPF 4. No communications accepting or rejecting any tender, or indicating which is the successful tender, must be sent to any bidder before this approval is obtained and the results of the bid evaluation shall have been announced in accordance with Rule 35 Announcement of Evaluation Reports (See PPR2004)

Documents/Records Required:

The approved evaluation report, and all supporting documents used in conducting the evaluation, must be kept on the procurement file – see SOP 21 for further guidance on the contents of the evaluation report. 

Next Steps:

Read this SOP together with SOP 21, and SOP 29 if qualification is required, then:

· Proceed to SOP 30: Conducting Negotiations, where discussions are required. 

Where no discussions are required:

· Proceed to SOP 32: Issuing a Notice of Acceptance under the Open Tendering, Negotiated Tendering and Direct Contracting methods.

· Proceed to SOP 34: Preparing and Issuing a Purchase Order under the Request for Quotations method.

SOP 24:

EVALUATING OFFERS FOR ROUTINE SERVICES

Summary of Procedure:

This SOP provides the standard operating procedure for the evaluation of tenders for the provision of routine services. It must be read in conjunction with SOP 21: General Evaluation Procedures for Goods, Works and Routine Services. 

The evaluation methodology for routine services consists of three stages:

· a preliminary screening, to eliminate tenders which do not comply with the basic requirements of the Bidding Document and bidders who do not meet mandatory eligibility requirements;

· a detailed evaluation, to determine whether tenders are substantially responsive to the commercial and technical requirements stated in the Bidding Document and to eliminate tenders which are not responsive; and

· a financial evaluation to compare the costs of responsive tenders and determine which is the lowest priced tender. 

The successful tender will be the lowest priced tender, which is substantially responsive to requirements of the Bidding Document. 

PPRA Reference: Procurement Rules 2004: Rule 29: Evaluation Criteria and Rule 30: Evaluation of Bids

Applies to:

Method: This Procurement Procedure applies to the Open Tendering, Restricted Tendering, and Request for Quotations methods. 

The general principles in this SOP also apply to evaluations under the Two-Stage Tendering method – see SOP 40 for guidance. 

Type: This SOP applies to evaluations for routine services only. 

The evaluation of tenders for goods and works are covered by SOP 22 and SOP 23 respectively. Evaluations for consultancy services under the Request for Proposals method are covered by SOP 25.

Purpose of Procedure: 

The purpose of the evaluation methodology for routine services is to determine the lowest priced tender, which is responsive to the requirements of the Bidding Document. This ensures that the procuring agency only purchases services of the required standard, but does not pay any more than necessary for the performance of those services. 

Staff Involved:

The PU has the overall responsibility for evaluations for routine services, but will obtain technical advice from the end user, or other technical specialists, as required when determining the responsiveness of tenders to the Bidding Document. 

Where appropriate, the PU will establish an evaluation team to conduct the evaluation – see SOP 21 and Guidance Notes to SOP 21 in Section 4: Additional Notes to the SOPs for further guidance.

Step-by-Step Instructions:

1. The head of the PU should identify appropriate member(s) of staff to manage the evaluation – see SOP 21 for guidance. 

2. Review and list the requirements, instructions, terms of reference and evaluation criteria specified in the Bidding Document and ensure that these are clearly understood. Seek clarification from the person responsible for writing the Bidding Document or preparing the terms of reference where necessary. 

3. The member of the PU responsible for managing the evaluation should meet with any selected evaluator(s) to review the evaluation methodology and the terms of reference and criteria included in the Bidding Document and ensure that these are fully understood by all evaluators. 

4. Conduct a preliminary screening – see SOP 21 for guidance. Eliminate tenders which do not pass the preliminary screening. 

5. Conduct a detailed evaluation to determine whether tenders are substantially responsive to the commercial and technical requirements included in the Bidding Document – (see Guidance Note 1 to SOP 24 in Section 4: Additional Notes to the SOPs for further detail). See SOP 21 for guidance on determining responsiveness, seeking clarifications and correcting minor deviations, errors and omissions. Eliminate tenders which are not substantially responsive. 

6. Start the financial evaluation by determining the evaluated price of each tender - see SOP 21 for further details. 

7. Rank the tenders according to their evaluated price. Identify the lowest priced tender, which will be the successful tender. 

8. Where required, conduct a qualification of the successful bidder – see SOP 29 for guidance. 

9. Prepare an evaluation report for submission to the RA for approval – see SOP 21 for details of the contents of the report. 

The detailed evaluation of tenders for routine services will often require input from technical staff and/or staff representing the end user. 

N.B.
“Bidder’s qualification and experience of similar service etc also need to be included in evaluation criteria as pre-qualification and /or qualification are not mandatory under the rules (i.e PPR2004)” 

Approvals Required:

Approval of the RA is required for the completed evaluation report. Evaluation Reports are submitted for approval using Form SPF 2 Section B. Evaluations themselves are conducted using Form SPF 4. No communications accepting or rejecting any tender, or indicating which is the successful tender, must be sent to any bidder before this approval is obtained and the results of the bid evaluation shall have been announced in accordance with Rule 35 Announcement of Evaluation Reports of the PPR2004.

Documents/Records Required:

The approved evaluation report, and all supporting documents used in conducting the evaluation, must be kept on the procurement file – see SOP 21 for further guidance on the contents of the evaluation report. 

Next Steps:

Read this SOP together with SOP 21 and SOP 29 if qualification is required, then:

· Proceed to SOP 30: Conducting Negotiations, where discussions are required. 

Where no discussions are required:

· Proceed to SOP 32: Issuing a Notice of Acceptance under the Open Tendering,  Restricted Tendering and Direct Contracting methods.

· Proceed to SOP 34: Preparing and Issuing a Purchase Order under the Request for Quotations method.

SOP 25:

GENERAL EVALUATING PROCEDURES FOR CONSULTANCY SERVICES

Summary of Procedure:

This SOP sets out general procedures for evaluating proposals for consultancy services. It must be read in conjunction with the relevant SOP for the particular evaluation methodology to be used, which will be either:

· SOP 26 for quality and cost based selection (QCBS); or

· SOP 27 for quality based selection (QBS); or

· SOP 28 for least cost selection (LCS).

Precise evaluation procedures vary between the different methodologies, but all consist of three stages:

· a preliminary screening, to eliminate proposals which do not comply with the basic requirements of the Request for Proposals Document and bidders who do not meet mandatory eligibility requirements;

· a detailed evaluation, to determine whether proposals are responsive to the terms of reference in the RFP Document, to assess the relative quality of the proposals, using a merit point scoring system and to determine which proposals should proceed to the financial opening and evaluation; and

· a financial evaluation to examine the prices of the proposal or proposals and determine which is the successful proposal and should be recommended for award of contract. 

PPRA Reference: Procurement Rules 2004: Rule 29: Evaluation Criteria and Rule 30: Evaluation of Bids. See also Rule 26: Bid Validity

Applies to:

Method: The general principles in this SOP apply to all evaluations under the RFP method. 

Type: The general principles in this SOP apply to the evaluation of proposals for consultancy services only. 

The evaluation of tenders for goods, works and routine services, under the Open Tendering, Restricted Tendering and RFQ methods is covered in SOP 21.

Purpose of Procedure: 

The purpose of evaluations for consultancy services is to assess and compare all proposals received, in as objective a manner as possible, using a pre-defined methodology and criteria, in order to determine which is the successful bidder, who should be awarded a contract. A well conducted evaluation for consultancy services should ensure that:

· competition is fair and that all bidders have an equal opportunity of winning  contracts financed from public funds;

(N.B. The term “Public Fund” is defined in Sub-section (k) of section 2 of Chapter I of PPRA Ordinance 2002)

· the supplier selected has appropriate staff and experience to successfully perform the services; and

· the consultancy services purchased under the contract offer the procuring agency an appropriate balance of quality and cost, depending on the objectives and circumstances of the procurement requirement. 

Staff Involved:

Under the direction of the RA, the PU has the overall responsibility for evaluations, but will invite a number of other staff to assist in awarding merit point scores to each proposal. These will be staff with technical knowledge of the services and who are able to represent the end user of the services. 

Where appropriate, the PU will establish an evaluation team with joint responsibility for conducting the entire evaluation.

Step-by-Step Instructions:

Read this section in conjunction with the detailed step-by-step instructions in SOP 26, SOP 27 or SOP 28 as appropriate. Use Form SPF 5 Evaluation Report for Quality and Cost Based selection of Consultants or Form SPF 4 Evaluation Report for Least Cost Selection, as appropriate.

1. The Head of the PU should identify appropriate members of staff to manage the evaluation – (see Guidance Note 1 to SOP 25 in Section 4: Additional Notes to the SOPs for assistance in selecting staff). 

2. Review the methodology specified in the RFP Document and ensure that it is understood. Review and list the requirements, instructions, terms of reference and evaluation criteria specified in the RFP Document, and the maximum number of points allocated to each criterion and ensure that these are clearly understood. Seek clarification from the person responsible for writing the RFP Document, where necessary. The evaluation must apply the criteria and scores specified in the RFP Document, and no new or varied criteria. 

3. Conduct a preliminary screening – (see Guidance Note 2 to SOP 25 in Section 4: Additional Notes to the SOPs for further details). Eliminate proposals which do not pass the preliminary screening. 

4. The member of the PU responsible for managing the evaluation should meet with the staff selected to conduct the merit point evaluation, to review the terms of reference, the criteria and the maximum number of points for each criterion specified in the RFP Document and ensure that they are fully understood by all evaluators. 

5. Conduct a detailed technical evaluation on the proposals which passed the preliminary screening, using the merit point scoring system – (see Guidance Note 3 to SOP 25 in Section 4: Additional Notes to the SOPs for further details). Use Form SPF 5 for the merit point evaluation.

6. Conduct interviews if required – (see Guidance Note 4 to SOP 25 in Section 4: Additional Notes to the SOPs for further details). 

7. Determine which proposal or proposals should proceed to the financial opening and evaluation, according to the evaluation methodology used. 

8. Prepare a technical evaluation report for submission to the RA for approval – see SOP 26, SOP 27 or SOP 28, as appropriate, for details of the contents of the report. 

9. Notify bidders whose proposals are being rejected. Enclose their unopened financial proposals with the notification together with any Bid Securities their tender may have contained.

10. Notify bidders whose financial proposals are to be opened of the date, time and location for the financial tender opening and conduct the tender opening – see SOP 20 for further guidance on the financial opening. 

11. Start the financial evaluation by determining the evaluated price of each proposal – (see Guidance Note 5 to SOP 25 in Section 4: Additional Notes to the SOPs for further details). (See also Guidance Note 6 to SOP 25 in section 4: additional Notes to the SOPs for the correction of arithmetical errors). 

12. Complete the financial evaluation and determine the successful proposal in accordance with SOP 26, SOP 27 or SOP 28, as appropriate. 

13. Prepare the evaluation report for submission to the RA for approval – see Documents/Records Required for details of the contents of the report. 

Bids should be evaluated within the period of bid validity. However, if for any reason this period is insufficient, the procuring agency may request bidders to extend the validity of their proposals and bid bonds at any point during this process if required – (see Guidance Note 7 to SOP 25 in Section 4:Additional Notes to the SOPs for details of the procedure)

Approvals Required:

Approval of the RA is required for the completed technical evaluation report, prior to proceeding with the financial tender opening and evaluation. 

Approval of the RA is subsequently required for the financial evaluation report. No communications accepting any proposal, or indicating which is the successful proposal, must be sent to any bidder before this approval is obtained and the results of the bid evaluation have been announced in accordance with Rule 35 Announcement of Evaluation Reports (see PPR2004).

The evaluation will be conducted using Form SPF 4 for Least Cost Selection Evaluation or Form SPF 5 QCBS Evaluation as appropriate. Submission of the request for a decision to the RAwill be made on Form SPF 2 Section B.

Documents/Records Required:

The approved technical and financial evaluation reports, and all supporting documents used in conducting the evaluation, such as signed individual score sheets, must be kept on the procurement file. See SOP 26, SOP 27 or SOP 28 for further details on the contents of the evaluation reports. 

Next Steps:

Read this SOP together with the relevant SOP 26, SOP 27 or SOP 28, then:

· Proceed to SOP 30: Conducting Negotiations, where discussions are required. 

· Proceed to SOP 32: Issuing a Notice of Acceptance, where no are required.
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SOP 26:

EVALUATING PROPOSALS FOR CONSULTANCY SERVICES USING QUALITY AND COST BASED SELECTION (QCBS)

Summary of Procedure:

This SOP provides the standard operating procedure for the evaluation of proposals for consultancy services, using the QCBS methodology. It must be read in conjunction with SOP 25: General Evaluation Procedures for Consultancy Services. 

The evaluation methodology for QCBS consists of three stages: 

· a preliminary screening, to eliminate proposals which do not comply with the basic requirements of the RFP document and bidders who do not meet mandatory eligibility requirements;

· a detailed technical evaluation to assess the quality of proposals, using a merit point system and to eliminate proposals which do not meet the specified minimum score; and

· a financial evaluation to compare the costs of proposals which reached the minimum score, to award financial scores and to weight the technical and financial scores to give a total score for each proposal. 

The successful proposal will be the proposal with the highest total score. 

PPRA Reference: Procurement Rules 2004: Rule 29: Evaluation Criteria and Rule 30: Evaluation of Bids. See also Rule 26: Bid Validity

Applies to:

Method: This SOP applies to the RFP method, where QCBS is used. SOP 27 and SOP 28 also apply to the RFP method, but apply when Quality Based Selection (QBS) or Least Cost Selection (LCS) is used. 

Type: This SOP applies to evaluations for consultancy services only. 

Evaluations for goods, works and routine services, under the Open Tendering, Restricted Tendering and Request for Quotations methods are covered by SOP 21, SOP 22, SOP 23 and SOP 24.

Purpose of Procedure: 

The purpose of the QCBS evaluation methodology is to determine the proposal which offers the best overall value to the procuring agency, taking into account both the quality and the price of proposals. 

Staff Involved:

The PU has the overall responsibility for evaluations using the QCBS methodology under the direction of the RA, but will invite several staff, with knowledge of the type of consultancy services required, to evaluate the technical aspects of the proposals and award scores. The PU will normally chair meetings relating to merit point evaluations. 

Where appropriate, the PU will establish an evaluation team with joint responsibility for conducting the entire evaluation – )see SOP 25 above and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for further guidance).

Step-by-Step Instructions:

1. The head of the PU should identify appropriate members of staff to manage the evaluation – (see SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for guidance). 

2. Review the basic requirements of the RFP Document and conduct a preliminary screening – (see SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for guidance). See Procurement Procedure 25 also for guidance on seeking clarifications and correcting minor deviations, errors and omissions. Eliminate proposals, which do not pass the preliminary screening. 

3. The member of the PU responsible for managing the evaluation should meet with the staff selected to conduct the merit point evaluation, to review the terms of reference, the criteria and the maximum number of points for each criterion specified in the RFP Document and ensure that they are fully understood by all evaluators. Seek clarification from the person responsible for writing the RFP document or drafting the terms of reference, where necessary.

4. Conduct a detailed technical evaluation, assessing whether the proposals are responsive to the terms of reference and awarding merit point scores, to determine the (average) technical score of each proposal – (see SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for the detailed procedure for merit point evaluations). Use Form SPF 5 for scoring. (conduct interviews if required)

5. Compare the technical score of each proposal against the minimum technical threshold specified in the RFP document. Eliminate any proposals which do not reach this threshold or which the evaluators agree are not responsive to important aspects of the terms of reference. 

6. Prepare a technical evaluation report and seek the approval of the RA for the report – (see the Documents/Records Required Section below for guidance on the contents of the report). Use Form SPF 2 Section B for the submission to the RA.

7. Notify bidders whose proposals are being rejected. Enclose their unopened financial proposals with the notification, together with any Bid Securities, which were enclosed with their Technical Proposals.

8. Notify bidders whose proposals reached the required threshold of the date, time and location for the financial tender opening and conduct the tender opening – (see SOP 20 for further guidance on the financial opening). 

9. Start the financial evaluation by determining the evaluated price of each proposal – (see SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for further details). 

10. Award financial scores to each proposal, based on their evaluated price – (see Guidance Note 1 to SOP 26 in Section 4: Additional Notes to the SOPs for details). 

11. Weight the technical and financial scores, using the weights stated in the RFP Document and add the weighted scores together to obtain the total score for each proposal – (see Guidance Note 2 to SOP 26 in Section 4: Additional Notes to the SOPs for details). 

12. Rank the proposals according to their total scores. Identify the proposal with the highest total score, which will be the successful proposal. 

13. Prepare a financial evaluation report and seek approval of the RA for the report – see the Documents/Records Required Section below for guidance on the contents of the report. Use Form SPF 2 Section B for the submission to the RA.

Approvals Required:

Approval is required for the technical evaluation report prior to the opening of financial proposals. Use Form SPF 2 Section B for the submission to the RA.

Approval of the RA is then required for the financial evaluation report, following completion of the evaluation. Use Form SPF 2 Section B for the submission to the RA.

Documents/Records Required:

The approved technical and financial evaluation reports, and all supporting documents used in conducting the evaluation, such as signed individual score sheets and minutes of meetings of the evaluators, must be kept on the procurement file. 

Evaluation reports must be signed by all staff who have been involved in the evaluation. 

The technical evaluation report should include the following information:

· the results of the preliminary screening;

· The presence or absence of Bid Security (where required0 for the specified amount, in the format specified, valid for the required period and provided by an appropriate financial institution; 

· the technical scores of each evaluator for each proposal;

· a written summary of the relative strengths and weaknesses of each proposal;

· any proposals which were rejected for being non-responsive to important aspects of the terms of reference and the reasons;

· an analysis of any discrepancies in scores between evaluators and a summary of any discussions held and adjustments made;

· the total technical score for each proposal;

· results of the interviews where held;

· which proposals reached the minimum technical threshold and a recommendation to open the financial proposals of these bidders; and

· a recommendation to reject all other proposals. 

The financial evaluation report should include the following information:

· the total proposal prices and technical scores read out at the financial proposal opening;

· the evaluated price of each proposal, following any corrections or adjustments to the price and the conversion to a single currency;

· the financial scores of each proposal and the methodology for allocating financial scores;

· the weighting of technical and financial scores;

· the total score for each proposal; and

· a statement of which proposal had the highest total score and is therefore the successful proposal. 

The financial evaluation report must contain clear recommendations on:

· the successful proposal and the price of the proposed contract; and

· whether any discussion should be held with the successful bidder. 

Next Steps:

Read this SOP together with SOP 25, then:

· Proceed to SOP 30: Conducting Negotiations, where discussions are required.

· Proceed to  SOP 32; Issuing a Notice of Acceptance, where no discussions are required.
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SOP 27:

EVALUATING PROPOSALS FOR CONSULTANCY SERVICES USING QUALITY BASED SELECTION (QBS)

Summary of Procedure:

This SOP provides the standard operating procedure for the evaluation of proposals for consultancy services, using the Quality Based Selection (QBS) methodology. It must be read in conjunction with SOP 25: General Evaluation Procedures for Consultancy Services and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs.

The evaluation methodology for QBS consists of three stages:

· a preliminary screening, to eliminate proposals which do not comply with the basic requirements of the RFP document and bidders who do not meet mandatory eligibility requirements;

· a detailed technical evaluation to assess the quality of proposals, using a merit point system and to determine the highest quality proposal; and

· a financial evaluation to examine the financial proposal of the bidder with the highest technical score only and prepare for any discussions. 

The successful proposal will be the proposal with the highest technical score. 

PPRA Reference: Procurement Rules 2004: Rule 29: Evaluation Criteria and Rule 30: Evaluation of Bids. See also Rule 26: Bid Validity

Applies to:

Method: This SOP applies to the RFP method, where QBS is used. SOP 26 and SOP 28 apply to the RFP method, where QCBS or LCS is used. 

Type: This SOP applies to evaluations for consultancy services only. 

Evaluations for goods, works and routine services, under the Open Tendering, Restricted Tendering  and RFQ methods are covered by SOP 21, SOP 22, SOP 23 and SOP 24.

Purpose of Procedure: 

The purpose of the QBS evaluation methodology is to determine the proposal which offers the best quality for the procuring agency, without any reference to price, where obtaining the highest possible technical quality is the main objective of the procurement. 

Staff Involved:

The PU has the overall responsibility for evaluations using the QBS methodology, under the overall direction of the RA, but will invite several staff, with knowledge of the type of consultancy services required, to evaluate the technical aspects of the proposals and award scores. The PU will normally chair meetings relating to merit point evaluations. 

Where appropriate, the PU will establish an evaluation team with joint responsibility for conducing the entire evaluation – (see SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for further guidance).

Step-by-Step Instructions:

1. The head of the PU should identify appropriate members of staff to manage the evaluation – (see SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for guidance). 

2. Review the basic requirements of the RFP document and conduct a preliminary screening – (see SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for guidance). See SOP 25 also for guidance on seeking clarifications and correcting minor deviations, errors and omissions. Eliminate proposals which do not pass the preliminary screening. 

3. The member of the PU responsible for managing the evaluation should meet with the staff selected to conduct the merit point evaluation, to review the terms of reference, the criteria and the maximum number of points for each specified in the RFP Document and ensure that they are fully understood by all evaluators. Seek clarification from the person responsible for writing the RFP Document or drafting the terms of reference, where necessary.

4. Conduct a detailed technical evaluation, assessing whether the proposals are responsive to the terms of reference and awarding merit point scores, to determine the (average) technical score of each proposal – (see SOP 25 and the Guidance Notes to SOP 25 in section 4: Additional Notes to the SOPs for the detailed procedure for merit point evaluations). (conduct interviews if required)

5. Rank the proposals according to their technical scores. Identify the proposal with the highest technical score, which will be the successful proposal, subject to satisfactory discussions. Eliminate all other proposals. 

6. Prepare a technical evaluation report and seek the approval of the RA for the report – see the Documents/Records Required section below for guidance on the contents of the report. Use Form SPF 2 Section B for the approval submission to the RA.

7. Notify bidders whose proposals did not obtain the highest technical score that their proposals are not proceeding to the financial evaluation.   The letter should not reject the proposals at this stage, but should state that they may be considered for financial evaluation and discussions, if discussions with the highest ranked bidder fail. Any Bid Security should also be retained until the procedure is completed and a winning bidder chosen.

8. Notify the bidder whose proposal obtained the highest technical score of the date, time and location for the financial tender opening and conduct the tender opening – (see SOP 20 for further guidance on the financial opening). 

9. Examine the financial proposal, correcting any arithmetic errors and checking whether all relevant costs have been included in the proposal. Assess whether the proposal prices offer value for money to the procuring agency, decide whether discussions are required and prepare for discussions. 

10. Prepare a financial evaluation report and seek the approval of the RA for the report – (see the Documents/Records Required section below for guidance on the contents of the report). Use Form SPF 2 Section B for approval submission to the RA.

Approvals Required:

Approval of the RA is required for the technical evaluation report prior to the opening of the financial proposal of the best ranked bidder. Use Form SPF 2 Section B for the submission to the RA.

Approval of the RA is then required for the financial evaluation report, following completion of the evaluation and prior to any discussions. Use Form SPF 2 Section B for the submission to the RA.

Approval of the RA will again be required for the opening of any other financial proposals, where discussions with the highest ranked bidder fail. Use Form SPF 2 Section B for the submission to the RA.

Documents/Records Required:

The approved technical and financial evaluation reports, and all supporting documents used in conducting the evaluation, such as signed individual score sheets and minutes of meetings of the evaluators, must be kept on the procurement file. 

Evaluation reports must be signed by all staff who have been involved in the evaluation. 

The technical evaluation report should include the following information:

· the results of the preliminary screening;

· the presence, or absence, of any required Bid Security, for the specified amount, in the required format, valid for the required period and provided by an appropriate financial institution;

· the technical scores of each evaluator for each proposal;

· a written summary of the relative strengths and weaknesses of each proposal;

· any proposals which were rejected for being non-responsive to important aspects of the terms of reference and the reasons;

· an analysis of any discrepancies in scores between evaluators and a summary of any discussions held and adjustments made;

· the total technical score for each proposal;

· result of the interview where held;

· which proposal obtained the highest technical score and a recommendation to open the financial proposal of this bidder only; and

· a recommendation to reject all other proposals, following conclusion of a contract with the successful bidder. 

The financial evaluation report should include the following information:

· the total proposal price and technical score read out at the financial proposal opening;

· the evaluated price of the proposal, following any corrections or adjustments to the price;

· a statement that this proposal had the highest technical score and is therefore the successful proposal, subject to satisfactory discussions; and

· recommendations regarding any required discussions with the selected bidder. 

Next Steps:

Read this SOP together with SOP 25 and the Guidance Notes to SOP 25 in section 4: Additional Notes to the SOPs, then:

· Proceed to SOP 30: Conducting Discussions, where discussions are required. 

· Proceed to SOP 32: Issuing a Notice of Acceptance, where no discussions are required.
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SOP 28:

EVALUATING PROPOSALS FOR CONSULTANCY SERVICES USING LEAST COST SELECTION (LCS)

Summary of Procedure:

This SOP provides the standard operating procedure for the evaluation of proposals for consultancy services, using the Least Cost Selection (LCS) methodology. It must be read in conjunction with SOP 25: General Evaluation Procedures for Consultancy Services and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs

The evaluation methodology for LCS consists of three stages:

· a preliminary screening, to eliminate proposals which do not comply with the basic requirements of the RFP document and bidders which do not meet mandatory eligibility requirements;

· a detailed technical evaluation to assess the quality of proposals, using a merit point system and to eliminate proposals which do not meet the specified minimum score; and

· a financial evaluation to compare the costs of proposals which reached the minimum score and determine which is the lowest priced proposal. 

The successful proposal will be the proposal with the lowest evaluated price. 

PPRA Reference: Procurement Rules 2004: Rule 29: Evaluation Criteria and Rule 30: Evaluation of Bids. See also Rule 26: Bid Validity

Applies to:

Method: This SOP applies to the RFP method, where LCS is used. SOP 26 and SOP 27 apply to the RFP method, where QCBS or QBS is used. 

Type: This SOP applies to evaluations for consultancy services only. 

Evaluations for goods, works and routine services, under the Open Tendering, Restricted Tendering and RFQ methods are covered by SOP 21, SOP 22, SOP 23 and SOP 24 

Purpose of Procedure: 

The purpose of the LCS evaluation methodology is to determine the lowest priced proposal, which meets the minimum quality standard set by the procuring agency in the RFP document. This ensures that the procuring agency purchases consultancy services of the required standard, but does not pay any more than necessary for those services. 

Staff Involved:

The PU has the overall responsibility for evaluations using the LCS methodology, under the overall direction of the RA but will invite several staff, with knowledge of the type of consultancy services required, to evaluate the technical aspects of the proposals and award scores. The PU will normally chair meetings relating to merit point evaluations. 

Where appropriate, the PU will establish an evaluation team with joint responsibility for conducing the entire evaluation – (see SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for further guidance).

Step-by-Step Instructions:

1. The head of the PU should identify appropriate members of staff to manage the evaluation – (see SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for guidance). 

2. Review the basic requirements of the RFP document and conduct a preliminary screening – (see SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for guidance). See SOP 25 for guidance on seeking clarifications and correcting minor deviations, errors and omissions. Eliminate proposals, which do not pass the preliminary screening. 

3. The member of the PU responsible for managing the evaluation should meet with the staff selected to conduct the merit point evaluation, to review the terms of reference, the criteria and the maximum number of points for each criterion specified in the RFP Document and ensure that they are fully understood by all evaluators. Seek clarification from the person responsible for writing the RFP Document or drafting the terms of reference, where necessary.

4. Conduct a detailed technical evaluation, assessing whether the proposals are responsive to the terms of reference and awarding merit point scores, to determine the (average) technical score of each proposal – (see SOP 25 and the Guidance Notes to SOP 25 in section 4: Additional Notes to the SOPs for the detailed procedure for merit point evaluations).  (Conduct interview if required)

5. Compare the technical score of each proposal against the minimum technical threshold specified in the RFP Document. Eliminate any proposals which do not reach this threshold or which the evaluators agree are not responsive to important aspects of the terms of reference. 

6. Prepare a technical evaluation report and seek approval from the RA for the report – see the Documents/Records Required Section below for guidance on the contents of the report. Use Form SPF 4 (LCS) to prepare the evaluation and make the submission to the RA on Form SPF 2 Section B.

7. Notify bidders whose technical proposals are being rejected. Enclose their unopened financial proposals together with any Bid Securities enclosed with their Technical Proposals. 

8. Notify bidders whose proposals reached the threshold of the date, time and location for the financial tender opening and conduct the tender opening – see SOP 20 for further guidance on the financial opening. 

9. Start the financial evaluation by determining the evaluated price of each proposal – (see  SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs for further details). 

10. Rank the proposals according to their evaluated price. Identify the proposal with the lowest price, which will be the successful proposal. 

11. Prepare a financial evaluation report and seek approval of the RA for the report – see the Documents/Records Required section below for guidance on the contents of the report. Use Form SPF 4 (LCS) for the evaluation and make the submission to the RA on Form SPF 2 Section B.

Approvals Required:

Approval of the RA is required for the technical evaluation report prior to the opening of financial proposals. The submission to the RA should be made on Form SPF 2 Section B.

Approval of the RA is then required for the financial evaluation report, following completion of the evaluation. The submission to the RA should be made on Form SPF 2 Section B.

Documents/Records Required:

The approved technical and financial evaluation reports, and all supporting documents used in conducting the evaluation, such as signed individual score sheets and minutes of meetings of the evaluators, must be kept on the procurement file. 

Evaluation reports must be signed by all staff who have been involved in the evaluation. 

The technical evaluation report should include the following information:

· the results of the preliminary screening;

· the presence, or absence, of any required Bid Security for the specified amount, in the format specified, valid for the required period and provided by a reputable financial institution;

· the technical scores of each evaluator for each proposal;

· a summary of the relative strengths and weaknesses of each proposal;

· any proposals which were rejected for being non-responsive to important aspects of the terms of reference and the reasons;

· an analysis of any discrepancies in scores between evaluators and a summary of any discussions held and adjustments made;

· the total technical score for each proposal;

· results of the interviews where held;

· which proposals reached the minimum technical threshold and a recommendation to open the financial proposals of these bidders; and

· a recommendation to reject all other proposals. 

The financial evaluation report should include the following information:

· the total proposal price and technical scores read out at the financial proposal opening;

· the evaluated price of each proposal, following any corrections or adjustments to the price and the conversion to a single currency;

· the ranking of the proposals, according to their evaluated price; and

· a statement of which proposal had the lowest evaluated price and is therefore the successful proposal. 

The financial evaluation report must contain clear recommendations on:

· the successful proposal and the price of the proposed contract; and

· whether any discussions should be held with the successful bidder. 

Next Steps:

Read this SOP together with SOP 25 and the Guidance Notes to SOP 25 in Section 4: Additional Notes to the SOPs, then:

· Proceed to SOP 30: Conducting Discussions, where discussions are required. 

· Proceed to SOP 32: Issuing a Notice of Acceptance, where no discussions are required. 

SOP 29:

CONDUCTING A QUALIFICATION

Summary of Procedure:

This SOP explains the procedure for conducting a Qualification under Rule 17 of PPR-2004 on the successful bidder, to establish whether the bidder is qualified to perform the proposed contract satisfactorily. It also provides procedures for verifying pre-qualification information, following the evaluation process. 

This SOP should be read in conjunction with SOP 45: Eligibility of Suppliers, which gives examples of eligibility and qualification criteria, which may be applied. 

PPRA Reference: Procurement Rules 2004: Rule 17: Qualification of Suppliers and Contractors

Applies to:

Method: Qualification may apply under the Open Tendering and Restricted Tendering methods, if specified in the Bidding Document. It may also be used under the Two-Stage Tendering method – see SOP 40 for guidance. 

A decision as to whether Pre-Qualification or Qualification (or both) is required should be taken at the procurement planning stage. 

Qualification will not normally be required under the RFQ method, since contracts will be of relatively low value and complexity, and quotations will be invited from known suppliers. Qualification will not normally be required under the RFP method, as the successful bidder’s experience and staff are taken into account in the short-listing or evaluation process. 

Type: Qualification is used for goods, works and routine services. 

Purpose of Procedure: 

Qualification is conducted to check whether a successful bidder has the resources, experience and qualifications required to satisfactorily perform a contract. As Qualification is conducted before a contract is awarded, and the contract denied if the bidder is not qualified, it should reduce the likelihood of defaults or poor performance under a contract. It is recommended in all cases where the procuring agency has no previous experience of the supplier.

Staff Involved:

Qualification will normally be conducted by the member of the PU responsible for the evaluation. Where required, technical advice will be sought, normally from the member of staff who provided technical inputs to the evaluation. 

Step-by-Step Instructions for Qualification:

1. Identify the successful bidder through the evaluation process. 

2. Review the Bidding Document for details of the Qualification criteria set and the evidence of Qualification eligibility requested from bidders. 

3. Examine the evidence submitted by the successful bidder and assess whether it meets the criteria. Seek clarifications or updated information from the bidder if required. Where Qualification requires a visit to the successful bidder, or any other checks, which are likely to incur significant costs, obtain approval of the evaluation report from the RA before incurring expenditure. 

4. Where the successful bidder is eligible and qualified to supply, include this information in the evaluation report and proceed to submit the completed report, with the recommendation for award of contract, to the RA for approval. Use Form SPF 2 Section B for the submission to the RA

5. Where the successful bidder is not eligible or not qualified, conduct a Qualification check on the bidder with the next lowest evaluated price and repeat this process as required until an eligible and qualified bidder is identified. Include the results of all Qualification checks in the evaluation report, which should be submitted to the RA for approval, with reasons why any bidder was determined not to be either eligible or qualified and a clear recommendation for contract award. Bidders must not be rejected prior to obtaining RA approval of the Qualification results. 

Step-by-Step Instructions for Verification of Pre-Qualification Information:

1. Identify the successful bidder through the evaluation process. 

2. Review the pre-qualification document for details of the pre-qualification criteria set and the subsequent bidding document for updated information requested from bidders. 

3. Examine the updated information submitted by the successful bidder and assess whether it still meets the original pre-qualification criteria. Seek clarifications or further updates from the bidder as required. 

4. Where the provisionally successful bidder is still qualified, include this confirmation in the evaluation report and proceed to submit the completed report, with the recommendation for award of contract, to the RA for approval. 

5. Where the successful bidder is no longer either eligible or qualified, verify the pre-qualification information of the bidder with the next lowest evaluated price and repeat this process as required until an eligible and  qualified bidder is identified. Include the results of all checks on pre-qualified bidders in the evaluation report, which should be submitted to the RA for approval, with reasons why any bidder was determined to be no longer eligible or no longer qualified and a clear recommendation for contract award. Bidders must not be rejected prior to obtaining approval from the RA of the Qualification results. 

Approvals Required:

Approval from the RA for the results of the Qualification will be required. This should be obtained by inclusion of the Qualification results in the evaluation report – see SOP 21 for further details. 

Documents/Records Required:

A record of the Qualification must be completed and kept on the procurement file. A summary of the Qualification results must be included in the evaluation report. 

Next Steps:

Qualification is normally conducted at the end of the evaluation process, prior to completion of the evaluation report. Therefore:

· Return to SOP 22, SOP 23 or SOP 24 on evaluation as appropriate.

SOP 30:

CONDUCTING NEGOTIATIONS

Summary of Procedure:

This SOP provides guidance on when negotiations/ discussions are permitted, what areas may be subject to negotiations/ discussions and the procedure for holding negotiations with a bidder. 

PPRA Reference: Procurement Rules 2004: Rule 40: Limitation on negotiations

Applies to:

Method: Negotiation/ discussions may be required under the Open Tendering, Restricted Tendering and RFP methods. Negotiation/ discussions may also be held under the Two-Stage Tendering, Negotiated Tendering and Direct Contracting methods – see SOP 21, SOP 40, SOP 41, SOP 42, SOP 43 for guidance. 

Negotiation/ discussions should not be held under the RFQ method. 

Type: This SOP applies to negotiation/ discussions for contracts for goods, works, routine services and consultancy services. 

Purpose of Procedure: 

The purpose of negotiation/ discussions is to discuss and finalise certain details of a contract with the successful bidder, prior to contract placement. Negotiation/ discussions should lead to a contract which is acceptable to both parties and should therefore reduce the likelihood of disputes or the need for contract amendments. 

Negotiation/ discussions are not held with the intention of making substantial changes to a contract or of obtaining price reductions from the lowest evaluated responsive bidder, with the exception of negotiations following an evaluation using the Quality Based Selection methodology, where there has been no competition on price. 

Staff Involved:

The PU has the overall responsibility for negotiation/ discussions, under the overall direction of the RA, but will require technical input from the end user, or other technical specialists. The PU will normally make use of staff who were involved in the evaluation, as they will be familiar with the Bidding Document and the successful tender. Negotiation/ discussions will always be conducted by a minimum of three staff, selected by the head of the PU. 

Step-by-Step Instructions:

1. The evaluators should make recommendations in the evaluation report, as to whether negotiation/ discussions are required and the issues to be negotiated. The recommendation to negotiate must be approved by the RA before any preparations are made.

2. The head of the PU should identify appropriate member(s) of staff to manage the negotiation/ discussions – (see Guidance Note 1 to SOP 30 in Section 4: Additional Notes to the SOPs for assistance in selecting appropriate staff). 

3. Invite the successful bidder for negotiation/ discussions, proposing the time, date and location for negotiation/ discussions. The invitation letter may state that the bidder’s tender has been evaluated as the successful tender, but it is important that no contractual commitment is made to the bidder i.e. the letter must not make any reference to the tender being accepted or a contract being awarded. 

4. The negotiators should begin by reviewing the bidding document, the tender from the successful bidder and the evaluation report. 

5. Identify areas where negotiation/ discussions are required – (see Guidance Note 2 to SOP 30 in Section 4: Additional Notes to the SOPs for areas which negotiation/ discussions are permitted to cover). For each area, identify the objectives which the procuring agency wishes to achieve. Where possible, quantify these objectives and set maximum and minimum negotiating/ discussing parameters. 

6. Hold the negotiation/ discussions with the successful bidder. It is important that the negotiators do not commit the procuring agency to any arrangements or agreements during the negotiation/ discussions. 

7. Prepare a record of the negotiation/ discussions and make recommendations on how to proceed – (see Guidance Note 3 to SOP 30 in Section 4: Additional Notes to the SOPs for assistance on likely recommendations). 

8. Seek approval from the RA for the recommendations and proceed as appropriate. Where the recommendation is for further negotiation/ discussions with the successful bidder or negotiation/ discussions with the next lowest evaluated responsive bidder, repeat this process from Step 3 onwards. 

Approvals Required:

The results of any negotiation/ discussion, and the resulting recommendations, must be approved by the RA before announcement of evaluation report or any contract award or other commitment is made to any bidder. 

Documents/Records Required:

A record of any negotiation/ discussions must be completed and kept on the procurement file. At a minimum, this record must include:

· the name of the bidder with whom negotiation/ discussions were held and the names of the bidder’s representatives;

· the names of all staff involved in the negotiation/ discussions;

· the time, date and location of the negotiation/ discussions;

· the areas subject to negotiation/discussion and the main points or requests made on each side;

· the final agreement reached on each area of negotiation;

· any points where agreement was not reached or further discussion is required. 

The record of the negotiation/ discussions must be signed by all staff of the procuring agency involved in the negotiation/ discussions. 

Any other correspondence or information relating to the negotiation/ discussions must also be kept on the procurement file, including letters inviting the bidder to negotiate and the procuring agency’s preparation of its negotiating position. 

Next Steps:

Assuming that the negotiation/ discussions have been successful, and that the procuring agency is now able to consider awarding a contract, proceed to SOP 32: Issuing a Notice of Acceptance

SOP 31: 

CANCELLING PROCUREMENT PROCEEDINGS

Summary of Procedure:

This SOP provides a standard operating procedure for cancellation of procurement proceedings at any point prior to award of contract. 

Where there is a need to cancel a requirement after contract award, SOP 39: Terminating a Contract will apply. 

PPRA Reference: Procurement Rules 2004: Rule 33: Rejection of Bids and Rule 34: Re-bidding 

Applies to:

Method: This SOP applies to all procurement methods, whenever required. 

Type: This SOP applies to goods, works, routine services and consultancy services, when required. 

Purpose of Procedure: 

The cancellation of procurement proceedings should be avoided, wherever possible, as it means a waste of time and resources for both the procuring agency and the bidders. However, where it is in the public interest to do so, procurement proceedings may be cancelled at any stage prior to the award of a contract. This SOP establishes a procedure to ensure that any unavoidable cancellations are handled properly and in a manner which is fair to all bidders. 

Staff Involved:

The cancellation of procurement proceedings will be conducted by the PU, although the need to cancel may be identified by other staff. 

Step-by-Step Instructions:

1. Identify the need to cancel procurement proceedings – (see Guidance Note 1 to SOP 31 in Section 4: Additional Notes to the SOPs for grounds which may justify a cancellation). Discuss and agree the need with all relevant parties, including the PU, the end user and any staff providing financial information. 

2. Where no invitation document or notice has yet been issued, ensure that all relevant staff are notified. No further action is required. 

3. Where an invitation document or notice has been issued, seek the approval of the RA to cancel. Approval must be obtained as promptly as possible, so that bidders do not waste or spend further time or resources in the preparation of tenders or in maintaining Bid Securities. The request for RA approval to cancel must state in full the reasons for cancellation. Use Form SPF 2 Section A suitably amended in order to make the submission to the RA.

4. Prepare a notice cancelling the procurement proceedings, which must be identical for all bidders or potential bidders. This notice should normally state the grounds for cancellation, to avoid enquiries from numerous bidders. However, the notice does not have to justify the grounds for cancellation. 

5. Send the notice cancelling the procurement proceedings to the PPRA for posting on its website.  Refer to SOP 14. 

6. Where the cancellation is prior to the bidding deadline, send the notice to all bidders who have been issued with the bidding document. Check the tender box and any other records of receipt and return unopened all tenders which have already been received. 

7. Where the cancellation is after the bidding deadline, send the notice to all bidders who submitted tenders. Promptly return any unopened tenders (including separately sealed financial proposals in the case of the RFP method) and any Bid Securities received.

8. Consider whether to refund to suppliers the fees paid for the purchase of Bidding Documents. Where cancellation is caused by acts of the procuring agency, such as inadequacy of funds, changes to the technical or contractual requirements, or  a decision that the procurement is no longer required, then the procuring agency should refund the cost of the bidding documents to all bidders who purchased them.

9. Where cancellation of the proceedings is caused by malfeasance by the bidders 
(e.g collusion among bidders), refunding the fees may not be appropriate.

Approvals Required:

Approval of the RA is required prior to cancellation of the procurement proceedings, unless the cancellation is before the issue of any invitation document or notice. 

Documents/Records Required:

A record of the cancellation notice sent to all bidders, along with RA’s approval of the cancellation, must be kept on the procurement file. The procurement file must also contain information on the decision to cancel the procurement proceedings, including the grounds for cancellation. 

Next Steps:

No further action is required following cancellation. Any new procurement proceedings, in place of the cancelled procurement, should start from the appropriate point of the procurement process e.g. requisition stage, if the description of or budget for the requirement has changed substantially or preparation of bidding document stage, if a revised bidding document is required.

SOP 32:

ISSUING A NOTICE OF ACCEPTANCE

Summary of Procedure:

This SOP sets out the procedure for issuing a Notice of Acceptance to form a contract by accepting the tender or proposal of the successful bidder. It is of great importance that this procedure is handled properly, as the Notice of Acceptance is normally a contractually binding notice, which results in the entry into force of a contract. 

It is important to note that this SOP provides the most commonly used procedure for sending Notices of Acceptance. If the bidding document states an alternative procedure for the notice or an alternative means of entry into force of the procurement contract, the terms of the bidding document will prevail over this SOP. 

PPRA Reference: Procurement Rules 2004: Rule 44: Entry into force of the Procurement Contract, Rule 35: Announcement of Evaluation Reports

Applies to:

Method: Unless the bidding document states otherwise, a Notice of Acceptance is normally used under the Open Tendering, Restricted Tendering, Two-Stage Tendering and RFP methods. A Notice of Acceptance may also be used under the Negotiated Tendering and Direct Contracting methods – see SOP 41, SOP 42 and SOP 43 for guidance. 

Under the RFQ method, acceptance of a quotation is normally through issue of a Purchase Order – see SOP 34 for details. 

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

Sending a Notice of Acceptance to the successful bidder provides a rapid means of forming a contract, rather than waiting while the complete contract document is prepared. This offers a number of potential benefits:

· the contract comes into force at once, meaning that delivery or mobilisation periods start sooner and overall contract completion should be achieved sooner;

· where the validity of a tender is due to expire shortly, it can be accepted quickly, before there is a need to request an extension to the validity, with the risk that the bidder is not prepared to extend the validity.

Staff Involved:

Notices of acceptance will be sent by the PU, once all required approvals from the RA have been obtained. 

Step-by-Step Instructions:

1. Ensure that approval of the decision to award the contract has been received in writing from the RA. This will come on Form SPF 3 RA Decision.

2. Ensure that the Evaluation Report has been published/ announced in accordance with Rule 35 of PPR-2004.

N.B. The Rule prohibits the award of a contract, or the Issue of a Notice of Acceptance, until ten days after publication/ announcement of the Tender Evaluation Report. (See SOP 48: Publishing a Tender Evaluation).
3. Obtain any other necessary approvals, including financial approval for commitment of the required funds. 

4. Ensure that the successful bidder’s tender is still valid and that any modifications to the tender have been confirmed in writing by the bidder. 

5. Prepare the notice of acceptance – refer to Documents/Records Required below for guidance on the content. Ensure that the notice is signed by the authorised signatory of the procuring agency. 

6. Dispatch the notice to the successful bidder, keeping evidence of dispatch, such as proof of posting, fax confirmation slip etc. The contract has now entered into force (unless otherwise stated in the bidding document, the tender is no longer valid or the notice of acceptance contains any provisions which are contrary to the tender i.e. a counter-offer). 

7. Ensure that confirmation of receipt of the Notice of Acceptance is received from the bidder. 

Approvals Required:

Approval of the contract award decision by the RA is required prior to the issue of any Notice of Acceptance. The necessary funds must also be committed prior to issue of the Notice of Acceptance and a record of the financial commitment entered into the Register of Commitments on Form SPF 10 Record of Commitments.

Documents/Records Required:

A copy of the Notice of Acceptance, along with the approval of the notice by the RA, must be kept on the procurement file. Evidence of dispatch of the notice must also be kept on the procurement file; this is of critical importance as the contract enters into force when the notice is dispatched. 

At a minimum, the Notice of Acceptance must include:

· the name and address of the procuring agency, which is party to the contract;

· the name and address of the supplier;

· the date of the notice;

· the reference number of the procurement transaction;

· a brief description of the goods, works or services procured;

· the date and any reference number of the bidder’s tender;

· reference to any clarifications or other correspondence which modifies the bidder’s tender;

· the currency and amount of the contract award;

· a statement of any items which are specifically excluded from the contract award e.g. certain lots included in the tender or any change in quantities;

· a statement that the supplier should begin performance of the contract;

· a statement that a full contract is being prepared and will be sent to the supplier for signature in due course;

· a request that the supplier confirm receipt of the Notice of Acceptance and confirm that it is proceeding with contract performance;

· instructions on any immediate actions required from the supplier e.g. provision of a performance security;

· the signature of the authorised signatory of the procuring agency. 

Next Steps:

Proceed to SOP 33: Preparing and Issuing a Contract Document

SOP 33:

PREPARING AND ISSUING A CONTRACT DOCUMENT

Summary of Procedure:

This SOP provides guidance on the preparation of contract documents, obtaining approval and issuing the contract documents. 

This SOP is based on a procedure where a Notice of Acceptance has already been sent to form the contract – see  SOP 32 for details. Where no Notice of Acceptance has been sent, staff should note that parts of SOP 32 relating to approvals and contract formation will apply. 

PPRA Reference: Procurement Rules 2004: Rule 44: Entry into force of the Procurement Contract, Rule 35: Announcement of Evaluation Reports

Applies to:

Method: This SOP applies to the Open Tendering, Restricted Tendering, Two-Stage Tendering and RFP methods. It may also apply to the Negotiated Tendering and Direct Contracting  methods, where a contract document, rather than a Purchase Order, is issued – see SOP 42, SOP 43 and SOP 44 for guidance.

The RFQ method is covered by SOP 34 : Preparing and issuing a Purchase Order. 

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

The contract document confirms in writing the contract which has been agreed and formed between the procuring agency and the supplier. It defines the goods, works or services to be provided, the price to be paid for the goods, works or services and establishes the rights and obligations of each party. The contract is the governing document for administration of the contract. 

Staff Involved:

The PU is responsible for the preparation of contract documents, obtaining all necessary approvals, getting the approved contract document signed and issuing the document. Approval of the contract document must be obtained from the RA. Form SPF 2 Section C Request for Approval of Contract Document is used for this submission.

Step-by-Step Instructions:

1. Collect copies of all documents, which will form part of the contract document – (see Guidance Note 1 to SOP 33 in Section 4: Additional Notes to the SOPs for a list of documents to include). 

2. Ensure that the Evaluation Report has been published/ announced in accordance with Rule 35 of PPR-2004. N.B. The Rule prohibits the award of a contract, or the Issue of a Notice of Acceptance, until ten days after publication/ announcement of the Evaluation Report (See SOP 48: Publishing a Tender Evaluation).
3. Assemble the complete contract document, by including all necessary documents in the correct order. Ensure that the contract does not include any terms or conditions which vary from the successful bidder’s tender, which was accepted by the Notice of Acceptance. 

4. Obtain approval from the RA for the contract document. Use Form SPF 2 Section C for the submission to the RA.

5. Make the required number of copies of the approved contract and bind or secure the pages in such a way that pages cannot be replaced or lost. The number of copies required must be at least two – one for the supplier and one for the procuring agency. It is a good idea to provide the Accounts Department with a copy of the contract document also.

6. The authorised signatory for the procuring agency should sign all copies of the contract. 

7. Send all copies of the contract to the supplier, with a covering letter instructing the supplier to counter-sign all copies, retain one for his records and return all other signed copies to the procuring agency. 

Approvals Required:

Approval of the final contract document by the RA is required before issue. The submission to the RA should be made on Form SPF 2 Section C.

The financial commitment should have been made prior to issue of the notice of acceptance and must be recorded in the Register of Commitments using Form SPF 10.

Documents/Records Required:

A copy of the approved contract document sent to the supplier, along with the RA’s written approval of the document, must be kept on the procurement file.

The original signed contract document returned by the supplier must be kept in a secure location, with a copy kept on the procurement file for reference. Ideally, contracts should be kept in a safe.

Next Steps:

Proceed to SOP 35: Publishing a Contract Award Notice and debriefing unsuccessful bidders.

SOP 34: 

PREPARING AND ISSUING A PURCHASE ORDER

Summary of Procedure:

This SOP provides guidance on the preparation and issue of Purchase Orders. 

PPRA Reference: Procurement Rules 2004: Rule 42: Alternative Methods of procurements

Applies to:

Method: This SOP applies to the RFQ method. It may also apply to the Petty Purchases Procurement method, where a Purchase Order is issued – see SOP  41, SOP 42, SOP 43 and SOP 44 for guidance. 

The Open Tendering, Restricted Tendering, Two-Stage Tendering and RFP methods are covered by SOP 33: Preparing and Issuing a Contract Document, unless the value of the contract is too low to require a formal contract document.

Type: This SOP applies to goods, works and routine services. 

Purpose of Procedure: 

The purchase order is a simple form of contract between the procuring agency and the supplier. It is used to form a contract by accepting the successful bidder’s quotation, where no contract award notice or detailed contract document is required. The purchase order defines the goods, works or services to be provided, the price to be paid for the goods, works or services and the delivery period required. 

Staff Involved:

The PU is responsible for the preparation of purchase orders, obtaining all necessary approvals and issuing them to suppliers. 

Step-by-Step Instructions:

1. Complete a blank Purchase Order document, using the information in the successful bidder’s quotation and any corrections made during the evaluation – (see Guidance Note 1 to SOP 34 in Section 4: Additional Notes to the SOPs for details of the information to be included). 

2. Obtain approval from the RA for the document, in accordance with the level of financial authority required. 

3. If the value of the procurement is under the financial limit set for the procurement method in question according to the relevant Sub-rule of Rule 42 , Alternative Methods of procurements (See PPR2004) the Purchase Order must be signed by an officer duly authorised to undertake procurement of the amount specified.

4. Issue the top copy of the purchase order to the supplier, together with a copy of the Supplier’s Quotation, with an instruction for the supplier to confirm receipt of the purchase order in writing. The Supplier’s Quotation should be contained on Form SPF 14, Bid to Supply for Limited or RFQ Tender. (See SOP 13 above). 

5. Distribute other copies as follows:

i. Procurement File

ii. Accounts

iii. Purchase Order File. Enter details into summary of Purchase Orders, so that the information required for the monthly report is readily accessible.

Approvals Required:

Approval from the RA of the Purchase Order is required before issue, in accordance with the financial limits set by Sub-Rule (a) Petty Purchases and Sub-Rule (b) Request for Quotations of Rule 42 Alternative methods of procurement in the PPR2004.

Only officers with the level of financial authority appropriate to the expenditure proposed may authorise the issue of Purchase Orders.

The necessary funds must also be committed prior to issue of the purchase order and the commitment recorded in the Register of Commitments, using Form SPF 10 Record of Commitments.

Documents/Records Required:

A copy of the purchase order, along with the RA’s approval of the document, must be kept on the procurement file.

Next Steps:

There are not usually any further steps with this procedure. The P.O. is simply taken to the supplier.

SOP 35:

ANNOUNCING A CONTRACT AWARD AND DEBRIEFING UNSUCCESSFUL BIDDERS

Summary of Procedure:

This SOP sets out the procedure for notifying unsuccessful bidders that they have not won the contract, following the entry into force of the contract with the successful bidder, and for announcing the procuring agency’s intention to award a contract to a successful bidder . It also provides guidance on debriefing unsuccessful bidders, where such a request for debriefing is received. 

The announcement of an intention to award a contract should not be confused with the Notice of Acceptance – see SOP 32. 

PPRA Reference: Procurement Rules 2004: Rule 35: Announcement of evaluation reports, Rule 44: Entry into force of the Procurement Contract, Rule 47: Public Access and Transparency, Rule 48 Redressal of grievances by the procuring agency.

Applies to:

Method: This SOP applies to all methods of procurement i.e. Open Tendering, Restricted Tendering , Two-Stage Tendering, Request for Proposals and Request for Quotations. 

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

It is important that unsuccessful bidders are notified and ensure that the Evaluation Report has been published/ announced in accordance with Rule 35 of PPR-2004 which says “Procuring agencies shall announce the results of bid evaluation in the form of a report giving justification for acceptance or rejection of bids at least ten days prior to the award of procurement contract.” This practice of notifying and debriefing unsuccessful bidders has a number of benefits:

· it should encourage unsuccessful bidders to submit tenders again for future opportunities and assist them in submitting more responsive or competitive tenders. This contributes to greater competition, which should result in increased value for money for the procuring agency. 

· it provides unsuccessful bidders with a fair opportunity to appeal, under the administrative review procedures, if they feel that the procurement has not been properly conducted. According to Rule 48 Redressal of grievances by the procuring agency (see PPR2004) applications for review by the procuring agency’s Complaints Committee have to be submitted within 15 days of the announcement of the bid evaluation report required by Rule 35 Announcement of evaluation reports (see PPR2004). It is therefore essential that unsuccessful bidders should be able to challenge the procuring agency’s conduct.

· The publication of contract award information for higher value contracts increases the transparency of public procurement. 

Staff Involved:

The PU is responsible for notifying and debriefing unsuccessful bidders and publishing any required contract award notices. 

Step-by-Step Instructions:

1. Prepare a standard letter to notify unsuccessful bidders of the contract award. This letter should state the name and address of the supplier and the contract price. 

2. Send a copy of the letter to each unsuccessful bidder. 

3. Where the contract exceeds the limit specified in sub-Rule (b) Request for Quotations of Rule 42 Alternative methods of procurements (see PPR2004) prepare a notice of contract award for publication on the PPRA website. This notice must include the date and any reference number of the original invitation notice published on the PPRA website with a brief description of the subject of the procurement, the name and address of the successful bidder and the contract price. 

4. Arrange for publication of the notice on the PPRA website within ten working 
days of the contract award. (See SOP 14 for PPRA contact details).

5. Where a request for a debrief is received from an unsuccessful bidder, prepare and send a debrief letter, within five working days of receipt of the request – (see Guidance Note 1 to SOP 35 in Section 4: Additional Notes to the SOPs for the 
details to be included).

Approvals Required:

No approvals are required for this procedure, as the contract award itself will already have been approved by the RA. 

Documents/Records Required:

Copies of the notification letters and any debriefing letters sent to unsuccessful suppliers must be kept on the procurement file. A copy of any published contract award notice must also be kept on the procurement file. 

Next Steps:

· Proceed to SOP 36: Administering a Contract

SOP 36:

ADMINISTERING A CONTRACT

Summary of Procedure:

This SOP provides a general procedure for administering contracts, following the issue of a contract document or purchase order. 

Contract administration procedures are largely determined by the terms and conditions of each individual contract and the description of requirements for the goods, works or services. Therefore, this SOP provides general rules and principles only and staff must be guided by the contents of each contract. Guidance notes are included on the particular requirements of administering goods, works and services contracts. 

For goods, reference should also be made to relevant Regulations and Instructions on supply management contained in the General Financial Rules 1951, (N.B. Supply management in this context refers to the storage and control of goods once they have been delivered and their receipt, issue and distribution)

PPRA Reference: Procurement Rules 2004: Rule 43: On account payments, Rule 45: Closing of Contract, Rule 49: Arbitration

Applies to:

Method: This SOP applies to all method of procurement i.e. Open Tendering, Restricted Tendering, Two-Stage Tendering, RFP, and RFQ and procurement from sole suppliers.

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

Effective contract administration is critical to successful contract implementation and meeting the objectives of the procurement requirement. Contract administration procedures are designed to ensure that:

· the supplier performs the contract in accordance with the terms and conditions specified in the contract; 

· the procuring agency fulfils its obligations and duties under the contract; and

· swift remedial or preventive action is taken when problems arise or are foreseen. 

Staff Involved:

The PU has the overall responsibility for contract administration, but will draw on other resources, such as technical expertise, payment services, legal services and supply management systems, as required. Where such other services and systems are used, the PU will remain responsible for monitoring their performance and ensuring that their activities, in relation to the contract, are completed on time and in accordance with procurement rules. Day-to-day contract administration will often be assigned to an end user or technical expert. 

Step-by-Step Instructions:

1. The head of the PU should select the most appropriate person or team to administer the contract – (see Guidance Note 1 to SOP 36 in Section 4: Additional Notes to the SOPs for further details). 

2. Ensure that a signed copy of the contract or confirmation of the purchase order is received from the supplier. 

3. Ensure that any required performance security or advance payment security is received from the supplier. 

4. Ensure that the procuring agency meets any immediate obligations, such as payment of an advance payment, opening of a letter of credit or assistance with obtaining visas for the supplier’s foreign staff. 

5. Prepare a contract implementation plan, showing key milestones, such as dates for mobilisation, deliveries or completion of certain deliverables or sections of work, and the procuring agency’s obligations, such as providing access to a works site, payment or approval of reports. 

6. Monitor the performance of both parties against the contract implementation plan. Take action as required to address any problems or delays, whether actual or anticipated. (See Guidance Notes 2, 3 and 4 to SOP 36 in section 4: Additional Notes to the SOPs for details of the normal contract administration responsibilities for goods, works and services respectively). 

7. Ensure that all deliveries, targets or deliverables are completed by the supplier. 

8. Check all payment documentation and authorise payments, using the procuring agency’s normal accounting and disbursement procedures. 

N.B.
The PPRA has stated that where a procuring agency’s normal finance and accounting procedures do not meet the requirements of PPR2004, they should be “modified” to be in consonance with PPR2004 (SR 76).

9. Where contract amendments are required at any stage, see SOP 37 for further details. 

Approvals Required:

Approval of the RA is required for any contract amendments – see SOP 37 for further guidance. 

Payments must be approved in accordance with the procuring agency’s normal finance and accounting procedures which should be modified to be in accordance with Public Procurement Rules. 

No other approvals are required for contract administration. 

Documents/Records Required:

All correspondence and documentation relating to contract administration must be kept on the procurement file. In particular, records are required of:

· all invoices and other payment documents;

· all documentation relating to contract performance, such as delivery notes, progress reports and other deliverables;

· all contract variations;

· all contract amendments;

· all documents relating to claims under the contract, including warranty claims;

· all documents relating to contract disputes and dispute resolution. 

Next Steps:

· Proceed to SOP 37: Amending a Contract, where any amendment is required. 

· Proceed to SOP 38: Completing a Contract, when all contractual obligations have been completed. 

· Proceed to SOP 39: Terminating a Contract, where termination is required.

SOP 37:

AMENDING A CONTRACT

Summary of Procedure:

This SOP provides the standard operating procedure for amending a contract, when required, during the period of performance of the contract.

PPRA Reference: Rule 2 Sub-rule (j) definition of “enhancement of contract”. 

Applies to:

Method: This SOP applies to all methods of procurement i.e. Open Tendering, Restricted Tendering, Two-Stage Tendering, RFP, RFQ and procurement from a single supplier. 

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

Ideally, a contract which has been placed should not need any amendment, but sometimes it is necessary to make changes to the terms and conditions of a contract or the description of requirements. Contract amendments provide a formal, legal way of amending a contract and of ensuring that both parties have agreed to the changes. 

Staff Involved:

The PU is responsible for preparing all contract amendments and obtaining approval from the RA, although the request for the amendment will normally come from the contract administrator, who may be outside of the PU. 

Step-by-Step Instructions:

1. Identify the need for a contract amendment – this will normally be done by the contract administrator. A contract amendment is required where the procuring agency wants to change any terms or conditions of the contract e.g. the delivery or completion period, the technical description of the goods, works or services, the quantity of an item purchased, the price etc. 

2. Provide full details on the amendment required to the PU. 

3. The PU will discuss the amendment with the supplier, if required. 

4. Prepare the contract amendment – (see Guidance Note 1 to SOP 37 in Section 4: Additional Notes to the SOPs for the details to include). 

5. Obtain approval from the RA. Use Form SPF 2 Section D for the submission to the RA. The decision of the RA will, as with RA approvals, be rendered on Form SPF 3 RA Decision.

6. Obtain any other necessary approvals, including financial approval for commitment of any additional funds. 

7. Make the required number of copies of the approved contract amendment. The number of copies required must be at least two – one for the supplier and one for the procuring agency. A copy should also be provided to the Accounts Department.

8. The authorised signatory for the procuring agency should sign all copies of the contract amendment. 

9. Send all copies of the contract amendment to the supplier, with a covering letter instructing the supplier to counter-sign all copies, retain one for his records and return all other signed copies to the procuring agency. 

10. A contract amendment may increase or decrease the value of the procurement. Adjust the Register of Financial Commitments accordingly, and also make any amendments necessary to the monthly procurement report.

N.B. 
Sub-section (iv) of Sub-Rule (c) Direct Contracting of Rule 42 Alternative methods of procurements (see PPR2004) states that any increase in quantity should not exceed more than 15% of the original procurement. Sub-section (j) of Rule 2: Definitions (see PPR2004) makes it clear that “repeat orders” also applies to “enhancement” of contracts.

Approvals Required:

Approval from the RA is required for all contract amendments. Use Form SPF 2 Section D for the submission to the RA.

The RA’s decision will be rendered on Form SPF 3.

Documents/Records Required:

A copy of all contract amendments, signed by both parties, along with Form SPF 3 recording the RA’s approval for each amendment, must be kept on the procurement file. 

Next Steps:

· Return to SOP 36: Administering a Contract

SOP 38:

COMPLETING A CONTRACT

Summary of Procedure:

This SOP provides the standard operating procedure for completing a contract and closing the procurement file, once all contractual obligations of both parties have been fulfilled. 

PPRA Reference: Procurement Rules 2004: Rule 45: Closing of Contract and Rule 46: Record of Procurement Proceedings

Applies to:

Method: This SOP applies to all methods of procurement i.e. Open Tendering, Resricted Tendering, Two-Stage Tendering, RFP, RFQ and procurement from a single supplier.

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

The contracts should not be kept open beyond prescribed completion schedule (Rule 45) enabling timely audit besides curbing time and cost over runs. It is important that contracts are formally reviewed and the procurement file closed, once all contract activities and obligations have been completed. This procedure should ensure that the contract has in fact been completed and that no outstanding items, claims or payments are overlooked. It also ensures that files are archived for the appropriate period of time (Five Years) and available for audit purposes. (See Procurement Rules 2004: Rule 45: Record of Procurement Proceedings)

Staff Involved:

The PU is responsible for completing contracts and closing the file, in conjunction with the designated contract administrator. 

Step-by-Step Instructions:

1. The contracts should be closed well in time in accordance with Rule-45 of PPR-2004.

2. The PU or contract administrator will identify that all contractual obligations and warranty periods have been completed. 

3. The PU should review the contract and the procurement file to check that the contract is in fact completed – (see Guidance Note 1 to SOP 38 in section 4: Additional Notes to the SOPs for a checklist). 

4. Close the file and archive it, if required.

5. Ensure that the closed file is listed in the PU’s records and is marked with the date until which it must be retained. (Five years from closure).

Approvals Required:

No approvals are required for contract completion and closure of the procurement file. 

Documents/Records Required:

All records relating to the review of the contract must be kept on the procurement file. The PU must maintain a register of:

· all procurement files closed;

· the date of closure of each file; and

· the date until which the file must be maintained, which is five years from the date of cancellation of the procurement or completion or termination of the contract, as appropriate. (See Procurement Rules 2004: Rule 46: Record of Procurement Proceedings)
Next Steps:

· Proceed to SOP 47: Post-contract Supplier Evaluation

SOP 39:

TERMINATING A CONTRACT

Summary of Procedure:

This SOP provides the procedure for terminating a contract, after it has been awarded. 

Where a procurement requirement needs to be cancelled prior to contract award SOP 31: Cancelling Procurement Proceedings will apply. 

PPRA Reference: No Reference

Applies to:

Method: This SOP applies to all methods of procurement i.e. Open Tendering, Restricted Tendering, Two-Stage Tendering, RFP, RFQ and procurement from a single supplier.

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

Contracts should not be terminated, where termination can be avoided. However, sometimes it is necessary to terminate a contract:

· to avoid or minimise further loss to the procuring agency or poor performance by the supplier;

· where contract performance has become impossible; or

· where a supplier is no longer qualified or has engaged in corrupt practices. 

Staff Involved:

The PU is responsible for terminating contracts, subject to the approval of the RA to terminate. The submission to the RA will be made on Form SPF 2 Section D Request for Approval of Contract Amendment.

The decision will be rendered using Form SPF 3 RA Decision.

Step-by-Step Instructions:

1. Identify the need to terminate the contract.

2. Check the contract or purchase order document, to confirm the conditions of contract relating to termination – (see Guidance Note 1 to SOP 39 in Section 4: Additional Notes to the SOPs for details). Identify which of the grounds for termination will be used and ensure that the procuring agency has sufficient justification for using the selected grounds. Seek legal advice prior to proceeding. 

3. Estimate the amount of money, if any, which will be due to the supplier following termination. 

4. Prepare a formal notice, terminating the contract and stating the grounds for termination.

5. Obtain approval of the notice and of the justification for terminating from the RA. Ensure that the RA is informed of the costs of terminating the contract. 

6. Issue the termination notice and ensure that it is received by the supplier. 

7. Take any follow-up action required, including making any payments due to the supplier under the contract and referring any default or corrupt practices by the supplier to the RA. 

8. Refer to SOP 38: Completing a contract, for guidance on archiving the procurement file. 

Approvals Required:

Approval is required from the RA, prior to terminating a contract. The Submission should be made on Form SPF 3 Section Section D, suitable amended. Approval will be provided on Form SPF 3 Decision of RA.

Documents/Records Required:

A copy of the notice terminating the contract, and the RA’s written approval to terminate, must be kept on the procurement file. Any other correspondence or documentation relating to the termination must also be kept on the procurement file. 

Next Steps:

No further action is required following termination of a contract. Any new procurement proceedings, in place of the terminated contract, should be treated as a completely separate procurement process and start from the requisition stage i.e. SOP 3. Consideration should be given to the reasons resulting in termination of the contract, to ensure that they are not repeated in any new procurement process.

A full report should be written explaining the termination, and drawing conclusions from the events. Was the supplier properly qualified? If he was not, how did he manage to persuade the procuring agency to place the contract with his firm? Was there corrupt practice? If so, have those responsible been identified, disciplined or removed?

If the supplier terminated the contract because of failure by the procuring agency, what was the cause of the failure and how can the procuring agency ensure that this does not happen again ? Is there a need for improved procedures or changed policies? It is particularly harmful to the reputation of government if suppliers cancel contracts with government for cause. Everything possible must be done to guard against this happening.

· Proceed to SOP 46: Post-contract Supplier Evaluation

SOP 40A:

TWO-STAGE TENDERING

Summary of Procedure:

This SOP provides guidance on the procedures for conducting a two-stage tender procedure for goods, works or routine services. 

Procedures for Two-Stage Tendering are similar in many respects to those for Open or Restricted Tendering and therefore, this SOP should be read in conjunction with other relevant procedures. This SOP states the procedures which should be referred to and highlights only the modifications which are required for Two-Stage Tendering. 

PPRA Reference: Procurement Rules 2004: Rule 36: Procedures for Open Competitive Bidding, Sub-section (c) Two Stage Bidding Procedure

Applies to:

Method: This SOP applies to Two-Stage Tendering only. 

Type: This SOP applies to the procurement of goods, works and routine services. 

Purpose of Procedure: 

Two-Stage Tendering is used for goods, works or services which are difficult to define fully at the start of the procurement process, where it would be beneficial to the procuring agency to consider the various solutions available, before refining its requirements. 

Staff Involved:

Responsibilities for conducting each step in the Two-Stage Tendering process are the same as for Open or Restricted Tendering and are stated on each individual SOP. 

The PU has the overall responsibility for conducting the two-stage procurement process, subject to  approval of the RA at specified points in the process. Two-Stage Tendering will require a greater input from the end user, or other technical specialist, than many other methods, due to the need to consider complex technical solutions and refine specifications. 

Step-by-Step Instructions:

In these step-by-step instructions, references are made to other SOPs which apply. Where any SOP should be applied with modifications, it is referred to for “general guidance” and the appropriate modifications are outlined below. 

1. Raise a requisition – see SOP 3 for guidance. 

2. Prepare an initial description of the goods, works or services – see SOP 4, SOP 5 or SOP 6 for general guidance. The description should emphasise the objectives of the procurement and the performance required from the goods, works or services, to enable bidders to provide alternative solutions which meet the objectives and performance required. 

3. Select the procurement method, considering whether the two-stage tendering should be open or restricted to a specified shortlist, and plan the procurement – see SOP 7 for guidance. Seek approval from the RA for the use of two-stage tendering. Given that two-stage tendering is only used for highly complex procurements, it is likely that all suppliers will be pre-qualified either through standard pre-qualification or EOI procedures.

4. Conduct either a pre-qualification, or prepare an invitation to tender notice or develop a shortlist, depending on whether the tender is to be open with pre-qualification, or open without pre-qualification or restricted to a shortlist of suppliers as determined by the procuring agency– see SOP 8, SOP 10 or SOP 11 for guidance. 

5. Prepare a bidding document – see SOP 12 for general guidance. The bidding document should be based on the appropriate standard bidding document, as notified by the PPRA for this method of procurement. The bidding document must clearly explain the tendering procedure which will be followed, contain an outline description of requirements and contract and state how tenders will be evaluated during the first stage of the tender. The bidding document should not request any financial information at this stage. Obtain approval for the bidding document and the invitation to bid notice, shortlist or list of pre-qualified bidders, as appropriate, from the RA

6. Publish an invitation to tender notice – see SOP 14 for guidance. Issue the bidding documents – see SOP 15 for guidance. 

7. Hold a pre-bid conference and site visit if required – see SOP 16 for guidance. Respond to any requests for clarification, issue modifications to the bidding document or extend the bidding deadline if necessary – see SOP  17 for guidance. 

8. Receive tenders – see SOP 18 for guidance. 

9. Open tenders – see SOP 19 for general guidance. No financial information will be included in the tenders at this stage, so there will be no requirement to read out prices. 

10. Conduct an evaluation of the tenders – see SOP 21 and SOP 22, SOP 23 or SOP 24, for general guidance. The evaluation must be conducted using the criteria and methodology stated in the bidding document. The procuring agency should consider the relative advantages and disadvantages of the alternative solutions submitted.  

11. Hold discussions on technical matters only with any bidders, where further information is required on the technical proposals made. 

12. Hold a second pre-bid conference and site visit if required – see SOP 16 for guidance. Respond to any further requests for clarification – see SOP  17 for guidance. 

13. Finalise the description of requirements following the discussions with bidders concerning the possible technical solutions– see SOP 4, SOP 5 or SOP 6 for general guidance. Where the description of requirements has changed substantially and different bidders may be able to respond to the requirement, consider cancelling the procurement and commencing a new procurement process. 

14. Prepare a revised technical requirement/ proposal – see SOP 12 for general guidance. The bidding document should be based on the original bidding document, but include the finalised description of requirements and contract and clear evaluation criteria. The bidding document should request revised technical proposals and supplementary financial proposals. Obtain approval from the RA for the first stage evaluation and the revised bidding document. 

15. Issue the bidding documents to all bidders who submitted technical proposals during the first stage, unless their tenders were rejected during the first stage evaluation– see SOP 15 for guidance. Ensure that sufficient time is allowed for revised proposals to be made and that bidders are clear that bids must be submitted in two separate envelopes containing the technical and the financial proposals, both envelopes clearly marked and sealed within a single outer envelope.

16. Respond to any requests for clarification, issue modifications to the bidding document or extend the bidding deadline if necessary – see SOP 17 for guidance.

17. Receive tenders, which must be in two separate sealed envelopes containing first the technical and second, the financial proposals – see SOP 18 for guidance. 

18. Open tenders and read out summary prices and itemised unit prices, or evaluate technical proposals and hold back sealed financial proposals until the technical proposals have first been evaluated– see SOP 19 and SOP 20 for guidance. 

19. Conduct an evaluation of the tenders – see SOP 21 and SOP 22, SOP 23 or SOP 24, for guidance. Prepare an evaluation report and obtain approval from the RA.

20. Conduct a Qualification of the lowest evaluated responsive bidder, if required, in the light of Rule 17of PPR-2004 – see SOP 29 for guidance. 

21. Hold further discussions with the lowest evaluated responsive bidder, if required, and obtain approval from the RA for the contract award recommendation– see SOP 30 for guidance. 

22. Make an announcement of the tender evaluation report as required by Rule 35 of the PPR2004.

23. Send a notice of acceptance, ensuring that all necessary approvals are obtained first and that the tender evaluation has been announced at least ten days before the notice of acceptance is sent– see SOP 32 for guidance.

24. Prepare a contract document, obtain approval of the RA in the usual way and issue the contract – see SOP 33 for guidance. 

25. Notify unsuccessful bidders, publish/ announce an Evaluation Report in accordance with Rule 35 of PPR-2004 – see SOP 35 for guidance. 

26. Administer and complete the contract – see SOP 36 and SOP 38 for guidance. 

Approvals Required:

Approval is required from the RA to use the two-stage tendering method. 

Approvals are required from the RA at various stages, as specified in the applicable SOPs detailed above. 

Documents/Records Required:

Records of all stages of the procurement process must be kept on the procurement file, as detailed in the applicable SOPs detailed above. 

Next Steps:

This SOP summarizes the complete process for Two-Stage Tendering from beginning to end. Therefore, no other steps apply.

SOP 40B:

TWO-STAGE, TWO-ENVELOPE BIDDING

Summary of Procedure:

This SOP provides guidance on the procedures for conducting a two-stage, two-envelope bidding procedure for goods, works or routine services. 

Procedures for Two-Stage, Two-Envelope Bidding are similar in many respects to those for Open or Restricted Tendering and therefore, this SOP should be read in conjunction with other relevant procedures. This SOP states the procedures which should be referred to and highlights only the modifications which are required for Two-Stage, Two-Envelope Bidding. 

PPRA Reference: Procurement Rules 2004: Rule 36: Procedures for Open Competitive Bidding, Sub-section (d) Two-Stage, Two-Envelope Bidding Procedure

Applies to:

Method: This SOP applies to Two-Stage, Two-Envelope Bidding only. 

Type: This SOP applies to goods, works and routine services. 

Purpose of Procedure: 

Two-Stage, Two-Envelope Bidding is used for goods, works or services where alternative technical proposals are possible, such as certain types of machinery or technically advanced equipment or manufacturing plant, where it would be beneficial to the procuring agency to be able to revise its requirements following technical discussions with bidders. 

Staff Involved:

Responsibilities for conducting each step in the Two-Stage, Two-Envelope Bidding process are the same as for Open or Restricted Tendering and are stated on each individual SOP. 

The PU has the overall responsibility for conducting the procurement process, subject to  approval of the RA at specified points in the process. Two-Stage, Two-Envelope Bidding will require a greater input from the end user, or other technical specialist, than many other methods, due to the need to consider complex technical solutions and refine specifications. 

Step-by-Step Instructions:

In these step-by-step instructions, references are made to other SOPs which apply. Where any SOP should be applied with modifications, it is referred to for “general guidance” and the appropriate modifications are outlined below. 

1. Raise a requisition – see SOP 3 for guidance. 

2. Prepare an initial description of the goods, works or services – see SOP 4, SOP 5 or SOP 6 for general guidance. The description should emphasise the objectives of the procurement and the performance required from the goods, works or services, to enable bidders to provide alternative technical solutions or equipment which meet the objectives and performance required. 

3. Select the procurement method, considering whether the two-stage, two-envelope bidding should be open or restricted to a specified shortlist, and plan the procurement – see SOP 7 for guidance. Seek approval from the RA for the use of two-stage, two-envelope bidding. Given that two-stage, two-envelope bidding is only used for highly complex procurements, it is likely that all suppliers will be pre-qualified either through standard pre-qualification or EOI procedures.

4. Conduct either a pre-qualification, or prepare an invitation to tender notice or develop a shortlist, depending on whether the tender is to be open with pre-qualification, or open without pre-qualification or restricted to a shortlist of suppliers as determined by the procuring agency– see SOP 8, SOP 10 or SOP 11 for guidance. 

5. Prepare a bidding document – see SOP 12 for general guidance. The bidding document should be based on the appropriate standard bidding document, as notified for use by the PPRA for this method of procurement. The bidding document must clearly explain the tendering procedure which will be followed, contain an outline description of requirements and contract and state how tenders will be evaluated during the first stage of the tender. The bidding document should request separately sealed technical and financial bids based on the technical solution first proposed, submitted within a single outer package. 

6. If the procuring agency believes that the possible technical solutions are likely to 
be too varied to justify costing at this stage, then only technical proposals may be solicited at this stage.

a. Obtain  approval for the bidding document and the invitation to bid notice, shortlist or list of pre-qualified bidders, as appropriate, from the RA. 

7. Publish an invitation to tender notice – see SOP 14 for guidance. Issue the bidding documents – see SOP 15 for guidance. 

8. Hold a pre-bid conference and site visit if required – see SOP 16 for guidance. Respond to any requests for clarification, issue modifications to the bidding document or extend the bidding deadline if necessary – see SOP  17 for guidance. 

9. Receive tenders – see SOP 18 for guidance. 

10. Open tenders – see SOP 20 for general guidance. Open the technical proposals only, keeping the financial proposals (if financial proposals have also been solicited) unopened in a secure location. 

11. Conduct a technical evaluation of the technical solutions proposed – see SOP 21 SOP 22, SOP 23 or SOP 24, for general guidance. The evaluation must be conducted using the criteria and methodology stated in the bidding document. The procuring agency should consider the relative advantages and disadvantages of the alternative technical solutions submitted. Prepare a report, which should include a recommendation to reject any tenders which do not meet the procuring agency’s requirements. 

12. Hold discussions on technical matters only with any bidders, where further information is required on the technical proposals made.

13. Hold a second pre-bid conference and site visit if required – see SOP 16 for guidance. Respond to any further requests for clarification. – see SOP 17 for guidance. 

14. Finalise the description of requirements following the discussions with bidders concerning the possible technical solutions – see SOP 4, SOP 5 or SOP 6 for general guidance. Where the description of requirements has changed substantially as a result of the technical discussions and different bidders may be able to respond to the requirement, consider cancelling the procurement and commencing a new procurement process. 

15. Prepare a revised bidding document – see SOP 12 for general guidance. The revised bidding document should be based on the original bidding document, but include the finalised description of requirements and contract and clear evaluation criteria. The bidding document should request revised technical proposals and supplementary financial proposals. Obtain approval for the first stage report and the revised bidding document from the RA. 

16. Issue the bidding documents to all bidders who submitted technical proposals during the first stage, unless their tenders were rejected during the first stage evaluation– see SOP 15 for guidance. Ensure that sufficient time is allowed for revised proposals to be made and that bidders are clear that bids must be submitted in two separate envelopes containing the technical and the financial proposals, both envelopes clearly marked and sealed within a single outer envelope.

17. Respond to any requests for clarification, issue modifications to the bidding document or extend the bidding deadline if necessary – see SOP  17 for guidance.  

18. Receive tenders, which must be in two separate sealed envelopes containing first the technical and second, the financial proposals – see SOP 18 for guidance. 

19. Open tenders, including the revised technical proposals, original financial proposals and supplementary financial proposals and read out total prices and itemised unit prices, if quoted – see SOP 20 for general guidance. 

20. Conduct an evaluation of the tenders – see SOP 21, SOP 22, SOP 23 or SOP 24, for guidance. Prepare an evaluation report and obtain approval from the RA.

21. Conduct a post-qualification of the lowest evaluated responsive bidder, if required – see SOP 29 for guidance. 

22. Hold further discussions with the lowest evaluated responsive bidder, if required, and obtain approval from the RA for the contract award recommendation – see SOP 30 for guidance.

23. Make an announcement of the tender evaluation report as required by Rule 25 of the PPR2004.

24. Send a notice of acceptance, ensuring that all necessary approvals are obtained first and that the tender evaluation report has been announced at least ten days before the notice of acceptance is sent - see SOP 32 for guidance.

25. Prepare a contract document, obtain approval of the RA in the usual way and issue the contract – see SOP 33 for guidance. 

26. Notify unsuccessful bidders, publish a contract award notice and debrief unsuccessful bidders – see SOP 35 for guidance. 

27. Administer and complete the contract – see SOP 36 and SOP 38 for guidance. 

Approvals Required:

Approval is required from the RA to use the two-stage, two-envelope bidding method. 

Approvals are required from the RA at various stages, as specified in the applicable SOPs detailed above. 

Documents/Records Required:

Records of all stages of the procurement process must be kept on the procurement file, as detailed in the applicable SOPs detailed above. 

Next Steps:

This SOP summarises the complete process for Two-Stage, Two-Envelope Bidding from beginning to end. Therefore, no other steps apply.

SOP 41:

PETTY PURCHASES

Summary of Procedure:

This SOP provides guidance on the procedures for conducting low-value purchases, where the estimated value of the procurement is below the threshold for Petty Purchases as specified in Sub-rule (a) Petty Purchases of Rule 42 Alternative methods of procurements (see PPR2004). 

Parts of the procedures for single source procurement are similar to those for competitive methods of procurement and therefore, this SOP should be read in conjunction with other relevant procedures. This SOP states the other procedures which should be referred to and highlights only the modifications which are required for petty purchases.

PPRA Reference: Procurement Rules 2004: Rule 42: Alternative methods of procurements, Sub-section (a) Petty Purchases 

Applies to:

Method: This SOP applies to Petty Purchases for low value requirements. Procurement from a single source in other circumstances is covered by SOP 42A, SOP 42B, SOP 42C, SOP 43A and SOP 43B. 

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

The Petty Purchases procedure  provides a procedure for concluding a contract for low value requirements, where the time and cost of conducting competitive procurement proceedings would be disproportionate to the value of the requirement. 

Staff Involved:

Responsibilities for conducting each step in the Petty Purchases procedure are the same as for competitive methods of procurement and are stated on each individual SOP. 

The PU has the overall responsibility for conducting the procurement process, subject to  approval of any authorised person with the required level of financial authority or the RA at specified points in the process. Technical inputs will be obtained from the end user, as required. 

Step-by-Step Instructions:

In these step-by-step instructions, references are made to other SOPs which may apply. Where any SOP should be applied with modifications, it is referred to for “general guidance” and the appropriate modifications are outlined below. 

1. Procuring agencies may, or may not, have a small Petty Cash float. Where they have a Petty Cash float and already have procedures for Petty Cash expenditure accounting, it is probably not necessary to follow the steps below. Where procuring agencies do not already have a Petty Cash float and Petty Cash expenditure accounting already, the following steps provide guidance on what procedures may be adopted.

2. All expenditure, no matter how small, must be properly authorised and accounted for, according to the instructions of the Office of the Auditor-General and the GFR. These step-by-step instructions ensure that Petty Purchases are properly accounted for and that a clear line of responsibility can be established for any disbursement of funds.

3. Raise a requisition – see SOP 3 for guidance. Ensure that the procurement has a procurement number for tracking purposes. Procurements of a value under the limit specified for Petty Purchases in Sub-rule (a) Petty Purchases of Rule 42 Alternative methods of procurements (see PPR2004) do not require a separate Procurement File of their own. They should be recorded together on a Petty Purchases File, together with copies of the cash sales from suppliers.

4. Prepare a description of the goods, works or services – see SOP 4, SOP 5 or SOP 6 for guidance. The description does not need to be very detailed, given the low value, but must be sufficiently accurate and detailed to ensure that the procuring agency procures the items it requires. 

5. Select the procurement method and plan the procurement – see SOP 7 for guidance. Consider whether the requirement could, or should in future, be procured under a framework (or running rate) contract. Ensure that any purchase will not exceed the overall financial cap on this type of procurement, as mandated by Sub-rule (a) Petty Purchases of Rule 42 Alternative methods of procurements (see PPR2004). Seek approval from an officer with the required level of financial authority or the RA for the use of the Petty Purchases procedure. 

6. Prepare a written description of the procuring agency’s needs, including the technical description of the requirements and the terms and conditions of the proposed contract. Parts of the standard RFQ document may be used as the basis for preparation of this written description. Identify a suitable supplier. Obtain approval from the RA for the description document and proposed supplier

7. Ensure that an Invoice or Cash Sale is provided by the supplier.

8. Complete the purchase and collect the goods. Send the Cash Sale or Invoice provided by the supplier to the holder of the Petty Cash or to the Accounts Department, as required. Make a note of the amount paid File and the Petty Purchases File.

Approvals Required:

Approval is required from the RA to conduct Petty Purchases of a value up to the limit specified in Sub-rule (a) Petty Purchases of Rule 42 Alternative methods of procurements (see PPR2004). An officer duly delegated by the RA with the necessary financial powers, must sign the Purchase Order.

Documents/Records Required:

Records of all stages of the procurement process must be kept on the Petty Purchases Procurement File in date order.

Next Steps:

This SOP summarises the complete process for making Petty Purchases. No other steps apply.

SOP 42A:

DIRECT CONTRACTING from a Sole Supplier in normal Circumstances

Summary of Procedure:

This SOP provides guidance on the procedures for contracting directly with a single supplier, where only one supplier is able to meet the procuring agency’s requirements, for technical , legal or monopoly reasons. 

Parts of the procedures for direct contracting with a single supplier are similar to those for competitive methods of procurement and therefore, this SOP  should be read in conjunction with other relevant procedures. This SOP states the other SOPs which should be referred to and highlights only the modifications which are required for direct contracting, where there is a sole supplier. 

PPRA Reference: Procurement Rules 2004: Rule 42: Alternative methods of procurements, Sub-rule (c) Direct Contracting Sections (i) (ii) (iii) and (iv)

Applies to:

Method: This SOP applies to Direct Contracting, where there is a single supplier only and therefore there is no competition.  Single Source Procurement in other circumstances is covered by SOP 42B, SOP 42C, SOP 43A and SOP 43B. 

Type: This SOP applies to goods, works, routine services and consultancy services. 

Purpose of Procedure: 

Direct Contracting provides a procedure for concluding a contract, where the goods, works or services are only available from one supplier and there is therefore no point in conducting competitive procurement proceedings. 

Staff Involved:

Responsibilities for conducting each step in the Direct Contracting process are the same as for competitive methods of procurement and are stated on each individual SOP. 

The PU has the overall responsibility for conducting the procurement process, subject to approval from the RA at specified points in the process. Technical inputs will be required from the end user at various stages, particularly in determining whether there are functionally equivalent goods, works or services which would meet the procuring agency’s needs, as part of the justification for contracting directly with a sole supplier.

Step-by-Step Instructions:

In these step-by-step instructions, references are made to other SOPs which apply. Where any SOP should be applied with only modifications, it is referred to for “general guidance” and the appropriate modifications are outlined below. 

1. Raise a requisition – see SOP 3 for guidance. 

2. Prepare a description of the goods, works or services – see SOP 4, SOP 5 or SOP 6 for general guidance. The description must state the purpose for which the goods, works or services are required, to enable a judgement to be made on whether there are functionally equivalent goods, works or services available from alternative suppliers, which would also meet the need. 

3. Identify the supplier who is able to fulfil the requirement and prepare a detailed justification for use of the Direct Contracting method – (see Guidance Note 1 to SOP 42A in Section 4: Additional Notes to the SOPs for the details to include). Seek approval from the RA or the appropriate “fora” for use of the Direct Contracting method. 

4. Where the estimated value exceeds the financial threshold specified in Rule 21 Open competitive bidding (See PPR2004), publish a notice on the PPRA website , stating that procurement by Direct Contracting is being conducted and giving a brief description of the subject of the procurement. See SOP 14 above for details as to how and where this notice should be published.

5. Prepare a written description of the procuring agency’s needs, including the technical description of requirements and the terms and conditions of the proposed contract. Parts of the standard bidding documents notified by the PPRA for this procurement method may be used as the basis for preparation of this written description. Obtain approval from the RA for the description document. 

6. Send the written description to the sole supplier, requesting a written offer. Send the supplier Form SPF 14 for his written quotation, if appropriate for the goods concerned. No formal receipt or opening of the tender is required. 

7. Evaluate the supplier’s offer to determine whether it meets the procuring entity’s requirements - see SOP 21, SOP 22, SOP 23 or SOP 24, for general guidance. The detailed evaluation should focus on whether the tender meets the procuring agency’s technical requirements and whether the proposed terms and conditions of contract are acceptable to the procuring agency. The financial evaluation should consider, as far as is possible, whether the supplier’s tender offers value for money, taking into account a breakdown of the costs involved, the cost of alternative solutions which were rejected, the size of the proposed contract, the terms and conditions of the proposed contract and any other relevant details or circumstances. The evaluation must also assess whether the supplier is eligible to supply to government. 

8. Prepare an evaluation report, recommending whether the tender should be considered for contract award, whether negotiations are required or whether the procurement requirement should be cancelled or redefined. Obtain approval for the recommendations from the RA.

9. Hold negotiations over price with the sole supplier, if required and obtain  approval from the RA for the negotiation results – see SOP 30 for guidance. 

10. Make an announcement of the tender evaluation in accordance with the provisions of Rule 35 Announcement of evaluation reports (See PPR2004)

11. Send a notice of acceptance, if required, ensuring that all necessary approvals are obtained first, and ensuring that at least ten days have passed since the announcement of the tender evaluation report in accordance with the requirements of Rule 35 Announcement of evaluation reports (see PPR2004) – see SOP 32 for guidance.

12. Prepare a contract or Purchase Order document - SOP 33 or SOP 34 for guidance. The type of document used will depend on the value of the contract and the terms and conditions which will apply. Obtain approval from the RA, and any other required approvals, and issue the document. 

13. Administer and complete the contract – see SOP 36 and SOP 38 for guidance. 

Approvals Required:

Approval is required from the RA and the “appropriate fora” (as specified in Paragraph 2 of Section (ii) of Sub-rule (c) Direct Contracting of Rule 42 Alternative methods of procurements (PPR2004) to conduct procurement by the Direct contracting method.

Approvals are required from the RA at various stages, as specified in the applicable SOPs detailed above. 

Documents/Records Required:

Records of all stages of the procurement process must be kept on the procurement file, as detailed in the applicable SOPs detailed above. 

Next Steps:

This SOP summarises the complete process for contracting directly with sole suppliers in normal circumstances. No other steps apply.

For contracting directly with sole suppliers in emergency circumstances, users are referred to SOP 42B

SOP 42B:

DIRECT CONTRACTING for Emergency Requirements

Summary of Procedure:

This SOP provides guidance on the procedures for contracting directly with a single supplier, where there is an emergency need for goods, works or services, which makes the use of any other method of procurement impractical. 

Parts of the procedure for contracting directly with a sole supplier are similar to those for competitive methods of procurement and therefore, this SOP should be read in conjunction with other relevant procedures. This SOP states the procedures which should be referred to and highlights only the modifications which are required for ontracting directly with a single source, when there is an emergency need. 

The procedures for emergency procurement will be determined, to a certain extent, by the circumstances of the emergency and the time available to fulfil the requirement. Therefore, procurement staff will be required to use their professional judgement in determining how to proceed, but as a general rule should seek to follow established procurement principles and rules, to the extent possible. 

PPRA Reference: Procurement Rules 2004: Rule 42: Alternative methods of procurements, Sub-Rule (c) Direct Contracting, Section (v) in case of an emergency

Applies to:

Method: This SOP applies to Direct Contracting with a single supplier, where there is an emergency need only. Direct Contracting in other circumstances is covered by SOP 42A, SOP 42C, SOP 43A and SOP 43B.

Type: This SOP applies to goods, works, and services. 

Purpose of Procedure: 

The Direct Contracting method provides a procedure for concluding a contract, where there is an emergency need for the goods, works or services and there is therefore insufficient time to use competitive methods of procurement. 

Specify appropriate Fora vested with necessary authority to declare an emergency.  

Staff Involved:

Responsibilities for conducting each step in the Direct Contracting with a single source process are the same as for competitive methods of procurement and are stated on each individual SOP. 

The PU has the overall responsibility for conducting the procurement process, subject to the approval of the RA at specified points in the process. Given the emergency circumstances of the procurement, the PU and end user will be required to work closely and efficiently together. 

Step-by-Step Instructions:

In these step-by-step instructions, references are made to other SOPs which may apply. Where any SOP should be applied with modifications, it is referred to for “general guidance” and the appropriate modifications are outlined below. 

1. Raise a requisition – see SOP 3 for guidance. Ensure it is given a Procurement Number (See Guidance Notes to SOP 3 in Section 4:Additional Notes to the SOPs)

2. Prepare a description of the goods, works or services required – see SOP 4, SOP 5 or SOP 6 for general guidance. 
N.B. The quantities required must be limited to the quantity required to address the emergency need. 

3. Identify a suitable supplier, who is able to fulfil the requirement and prepare a detailed justification for use of the Direct Contracting method – (see Guidance Note 1 to SOP 42B in Section 4: Additional Notes to the SOPs for the details to include). Seek approval from the RA (and from the “appropriate fora” specified by Paragraph 2 of Section (ii) of Sub-rule (c) Direct Contracting in Rule 42 Alternative methods of procurements PPR2004) for use of the Direct Contracting method. Where time is severely restricted, proceed with the following steps, up to step 9, pending receipt of approval from the RA. A contract must not be placed prior to the receipt of written  for use of the Direct Contracting method.

4. Where the estimated value exceeds the financial threshold at which Open Tendering is mandatory, (See Rule 21 Open competitive bidding in the PPR2004) publish a notice on the PPRA website, as soon as is practical, given the emergency situation, stating that Direct Contracting is being conducted due to the emergency situation and giving a brief description of the subject of the procurement. (See SOP 14 above).

5. Prepare a written description of the procuring agency’s needs, including the technical description of requirements and the terms and conditions of the proposed contract. The level of detail possible will be determined by the time available, but parts of the appropriate standard bidding documents, as notified by the PPRA, may be used as the basis for preparation of this written description. Obtain approval from the RA for the description document. 

6. Where there is insufficient time to obtain a written tender, proceed to step 9 – negotiations. Otherwise, send the written description to the sole supplier (or suppliers), requesting a written offer by a specified deadline. No formal receipt or opening of the tender is required. 

7. Evaluate the tender in the normal way to determine whether it meets the procuring agency’s requirements - see SOP 21, SOP 22, SOP 23, or SOP 24 for general guidance. The technical evaluation should focus on whether the tender meets the procuring agency’s technical requirements, whether the delivery or completion period offered is acceptable and whether the proposed terms and conditions of contract are acceptable to the procuring agency. The financial evaluation should consider, as far as is possible, whether the tender offers value for money, taking into account a comparison with any prices previously obtained through competitive methods, a breakdown of the costs involved, including any additional costs for accelerated delivery or completion, the size of the proposed contract, the terms and conditions of the proposed contract and any other relevant details or circumstances. The evaluation must also assess whether the supplier is eligible to supply to government. 

8. Prepare an evaluation report, recommending whether the tender should be considered for contract award, whether negotiations are required or whether the procurement requirement should be cancelled or redefined. Obtain approval for the recommendations from the RA.

9. Hold negotiations on price and other matters with the sole supplier (or suppliers) if required and obtain approval from the RA for the negotiation results – see SOP 30 for guidance. 

10. In an emergency situation it is assumed that the PPRA will allow relaxation of Rule 35 Announcement of evaluation reports, so that a Notice of Acceptance can be sent to the sol supplier (or suppliers) without having to wait for the statutorily mandated ten days. (However, it would be wise to get this clarified well in advance of need).

11. Send a Notice of Acceptance to the supplier (or suppliers), after first ensuring that all necessary approvals are obtained from the RA  – see SOP 32 for guidance.

12. Prepare a contract or Purchase Order document - see SOP 33 or SOP 34 for guidance. The type of document used will depend on the value of the contract, the terms and conditions which will apply and the time available for preparation of detailed documents. Obtain approval from the RA, and any other required approvals, and issue the document. 

13. Administer and complete the contract – see SOP 36 and SOP 38 for guidance. 

Approvals Required:

Approval is required from the RA contract directly with a sole supplier (or suppliers). 

Approvals are required from the RA at various stages, as specified in the applicable SOPs detailed above. Where time does not allow a full meeting of the RA to be called, the PU needs to know what officers in the procuring agency’s chain of command are empowered to authorize procurement actions in an emergency situation.

Documents/Records Required:

Records of all stages of the procurement process must be kept on the procurement file, as detailed in the applicable SOPs detailed above. 

Next Steps:

This SOP summarises the complete process for directly contracting with a single supplier (or suppliers) in an emergency situation. No other steps apply.

SOP 42C:

DIRECT CONTRACTING for Additional Requirements from the Same Source

Summary of Procedure:

This SOP provides guidance on the procedures for contracting directly with a single supplier (or suppliers), where there is a requirement for additional goods, works or services from the same source. 

Parts of the procedures for such single source procurement are similar to those for competitive methods of procurement and therefore, this SOP should be read in conjunction with other relevant procedures. This SOP states the instructions which should be referred to and highlights only the modifications which are required for directly contracting with a sole supplier (or suppliers), where there is a requirement for additional items from the same source

PPRA Reference: Procurement Rules 2004: Rule 42: Alternative methods of procurements, Sub-rule (c) Direct Contracting, paragraph (iv) repeat orders

Applies to:

Method: This SOP applies to Direct Contracting with a single supplier (or suppliers), where there is a requirement for additional goods, works or services from the same source only. Single source procurement in other circumstances is covered by SOP 42A, SOP 42B, SOP 43A and SOP 43B. 

Type: This SOP applies to goods, works, and services. 

Purpose of Procedure: 

Single source procurement provides a procedure for concluding a contract, where additional goods, works or services must be procured from the same source as previous items, for reasons of standardisation or compatibility and where there is a sole or monopoly supplier. There is therefore no point in conducting competitive procurement proceedings. 

Staff Involved:

Responsibilities for conducting each step in the Direct Contracting procurement process are the same as for competitive methods of procurement and are stated on each individual SOP. 

The PU has the overall responsibility for conducting the procurement process, subject to  approval of the RA at specified points in the process. Technical inputs will be required from the end user at various stages, particularly in determining the need for standardisation or compatibility with existing goods, works or services, as part of the justification for procuring from a single supply source  

Step-by-Step Instructions:

In these step-by-step instructions, references are made to other SOPs which apply. Where any SOP should be applied with modifications, it is referred to for “general guidance” and the appropriate modifications are outlined below. 

1. Raise a requisition – see SOP 3 guidance. Ensure that the requisition is given a Procurement Number (see Guidance Notes to SOP 3 in Section 4: Additional Notes to the SOPs)

2. Prepare a description of the goods, works or services required– see SOP 4, SOP 5 or SOP 6 for general guidance. The description must refer to the original goods, works or services and the need for standardisation or compatibility. 

3. Identify the original supplier and prepare a detailed justification for use of single source procurement – (see Guidance Note 1 to SOP 42C in Section 4: Additional Notes to the SOPs for the details to include). Seek approval from the RA for use of single source procurement. 

4. Where the estimated value exceeds the financial threshold at which Open Tendering is mandatory as specified in Rule 21 Open competitive bidding in PPR2004, publish a notice on the PPRA website, stating that single source procurement is being conducted and giving a brief description of the subject of the procurement. (see SOP 14 for the notification to the PPRA website procedure)

5. Where the original contract has not yet been completed, contract the additional requirement as a contract amendment – see SOP 37 for guidance. The following steps are not required, but the procuring agency should continue to administer the amended contract. 

6. Where the original contract has been completed, prepare a written description of the procuring agency’s needs, including the technical description of requirements, the additional quantity and the terms and conditions of the proposed contract. Parts of the standard bidding documents, as notified by the PPRA, may be used as the basis for preparation of this written description. Obtain approval for the description document from the RA. 

7. Send the written description to the original supplier, requesting a written offer in return. No formal receipt or opening of the tender is required. 

8. Evaluate the offer in the normal way to determine whether it meets the procuring agency’s requirements - see SOP 21, SOP 22, SOP 23 or SOP 24, for general guidance. The detailed evaluation should focus on whether the tender meets the procuring agency’s technical requirements and whether the proposed terms and conditions of contract are acceptable to the procuring agency. The financial evaluation should consider, as far as is possible, whether the tender offers value for money, taking into account the unit prices of the original contract, the size of the additional requirement, the terms and conditions of the proposed contract, a breakdown of the costs involved and any other relevant details or circumstances. The evaluation must also assess whether the supplier is eligible to supply to government. 

N.B. Section (iv) of Sub-rule (c) Direct Contracting of Rule 42: Alternative methods of procurements in PPR2004 mandates that repeat orders or “enhancement” of contracts may not be for more than 15% (fifteen percent) of the value of the original procurement.

9. Prepare an evaluation report, recommending whether the tender should be considered for contract award, whether further discussions or negotiations are required with the sole supplier (or suppliers) or whether the procurement requirement should be cancelled or redefined. Obtain approval for the recommendations from the RA.

10. Hold discussions or negotiations with the supplier (or suppliers) if required and obtain approval from the RA for the negotiation results – see SOP 30 for guidance. 

11. Make an announcement of the tender evaluation on the PPRA website (see SOP 14) in compliance with the requirement of Rule 35 Announcement of evaluation reports (See PPR2004)

12. Send a Notice of Acceptance, if required, ensuring that all necessary approvals are obtained first, and after ensuring that at least ten days have passed since the announcement of the tender evaluation report in accordance with Rule 35 Announcement of tender evaluation reports (See PPR2004)– see SOP 32 for guidance.

13. Prepare a contract or Purchase Order document - see SOP 33 or SOP 34 for guidance. The type of document used will depend on the value of the contract and the terms and conditions, which will apply. Obtain approval from the RA, and any other required approvals, and issue the document. 

14. Administer and complete the contract – see SOP 36 and SOP 38 for guidance.

Approvals Required:

Approval is required from the RA to conduct any single source procurement.

Approvals are required from the RA at various stages, as specified in the applicable SOPs detailed above. 

Documents/Records Required:

Records of all stages of the procurement process must be kept on the procurement file, as detailed in the applicable SOPs mentioned above. 

Next Steps:

This SOP summarises the complete process for Direct Contracting with a sole supplier (or suppliers), where there is a requirement for additional goods, works or services from the same supplier. No further steps apply.

SOP 43A:

NEGOTIATED TENDERING with one or more suppliers in normal circumstances

Summary of Procedure:

This SOP provides guidance on the procedures for conducting negotiated tendering, where only a limited number of suppliers is able to meet the procuring agency’s requirements or for goods required for research. 

Parts of the procedures for negotiated tendering are similar to those for competitive methods of procurement and therefore, this SOP should be read in conjunction with other relevant procedures. This SOP states the SOPs which should be referred to and highlights only the modifications which are required for negotiated tendering, where there is a sole supplier or a limited number of suppliers.

PPRA Reference: Procurement Rules 2004: Rule 42: Alternative methods of procurements, Sub-rule (d) Negotiated Tendering, Sub-Rule (i) supplies for research and (ii) only one supplier. 

Applies to:

Method: This SOP applies to Negotiated Tendering, where there is a sole supplier or a limited number of suppliers. Negotiated Tendering for reasons of extreme urgency is covered by SOP 43B. Procurement from a single source in other circumstances is covered by SOP 42A, SOP 42B and SOP 42C.

Type: This SOP applies to goods, works, and services. 

Purpose of Procedure: 

Negotiated tendering provides a procedure for concluding a contract, where the goods, works or services are only available from one supplier, or form a very limited number of suppliers, for technical or artistic reasons or the supplies are manufactured purely for the purpose of supporting a specific piece of research, experiment, study or a particular development and there is therefore no point in conducting competitive procurement proceedings.

Staff Involved:

Responsibilities for conducting each step in the negotiated tendering process are the same as for competitive methods of procurement and are stated on each individual SOP. 

The PU has the overall responsibility for conducting the procurement process, subject to  approval of the RA at specified points in the process. Technical inputs will be required from the end user at various stages in the process. 

Step-by-Step Instructions:

In these step-by-step instructions, references are made to other SOPs which apply. Where any SOP should be applied with modifications, it is referred to for “general guidance” and the appropriate modifications are outlined below. 

1. Raise a requisition – see SOP 3 for guidance. 

2. Prepare a description of the goods, works or services required – see SOP 4, SOP 5 or SOP 6 for general guidance. The description must provide relevant details if the supplies are being manufactured purely for the purpose of supporting a specific piece of research or an experiment, a study or a particular development. 

3. Identify the single supplier, or the limited number of suppliers, who is able to fulfil the requirement or a number of suppliers with whom discussions could be held and prepare a detailed justification for use of negotiated tendering – (see Guidance Note 1 to SOP 43A in Section 4: Additional Notes to the SOPs for the details to include). Seek approval from the RA for the use of negotiated tendering. 

4. Where the estimated value of the procurement will exceed the financial threshold above which Open Tendering is mandatory in the Rules (see Rule 21 Open competitive bidding in PPR2004), publish a notice on the PPRA website , stating that negotiated tendering is being conducted and giving a brief description of the subject of the procurement. (See SOP 14 above for the publication procedure).

5. Prepare a written description of the procuring agency’s needs, including the technical description of requirements and the terms and conditions of the proposed contract. Parts of the standard bidding documents, as notified by the PPRA, may be used as the basis for preparation of this written description. Obtain  approval for the description document from the RA. 

6. Hold technical discussions and price negotiations with at least one bidder, seeking to ensure that the goods, works or services offered meet the procuring agency’s requirements, including technical requirements, delivery or completion period and proposed terms and conditions of contract. Establish also whether the bidder is offering value for money, taking into account a comparison with any prices previously obtained through competitive methods, a breakdown of the costs involved, the size of the proposed contract, the terms and conditions of the proposed contract and any other relevant details or circumstances. Establish also whether the supplier is eligible to supply to government1. 

7. Determine whether the bidder or bidders meet the procuring agency’s needs and, in cases of negotiations with more than one bidder, which bidder should be recommended for contract award. Obtain approval of the RA for the recommendations.

8. Make an announcement of the tender evaluation as mandated by Rule 35 Announcement of evaluation reports (see PPR2004), and then ensure that at least ten days passes before a Notice of Acceptance or a Contract is issued to the chosen supplier.

9. Send a notice of acceptance, if required, ensuring that all necessary approvals are obtained first – see SOP 32 for guidance.

10. Prepare a contract or Purchase Order document - see SOP 33 or SOP 34 for guidance. The type of document used will depend on the value of the contract and the terms and conditions which will apply. Obtain the approval of the RA, and any other required approvals, and issue the document. 

11. Notify any unsuccessful bidders with whom discussions or negotiations were held – see SOP 35 for general guidance. 

12. Administer and complete the contract – see SOP 36 and SOP 38 for guidance. 

Approvals Required:

Approval is required from the RA to use the Negotiated Tendering method. 

Approvals are required from the RA at various stages, as specified in the applicable SOPs mentioned above. 

Documents/Records Required:

Records of all stages of the procurement process must be kept on the procurement file, as detailed in the applicable SOPs mentioned above. 

Next Steps:

This SOP summarises the complete process for Negotiated Tendering, where there is a sole supplier, or a limited number of suppliers. No other steps apply.

SOP 43B:

NEGOTIATED TENDERING in circumstances of EXTREME URGENCY

Summary of Procedure:

This SOP provides guidance on the procedures for conducting negotiated tendering, where there are reasons of extreme urgency requiring the procurement of goods, works or services, which makes the use of any other method of procurement impractical. 

Parts of the procedures for negotiated tendering are similar to those for competitive methods of procurement and therefore, this SOP should be read in conjunction with other relevant procedures. This SOP states the procedures which should be referred to and highlights only the modifications which are required for negotiated tendering, where there are reasons of extreme urgency. 

The procedures for negotiated tendering will be determined, to a certain extent, by the circumstances of the urgency and the time available to fulfil the requirement. Therefore, procurement staff will be required to use their professional judgement in determining how to proceed, but as a general rule should seek to follow established procurement principles and rules, to the extent possible. 

PPRA Reference: Procurement Rules 2004: Rule 42: Alternative methods of procurements, Sub-rule (d) Negotiated Tendering, Section (iii) reasons of extreme urgency

Applies to:

Method: This SOP applies to Negotiated Tendering, where there are reasons of extreme urgency only. Negotiated Tendering in normal circumstances is covered by SOP 43A. Procurement from a single source in other circumstances is covered by SOP 42A, SOP 42B and SOP 42C.

Type: This SOP applies to goods, works, and services. 

Purpose of Procedure: 

Negotiated tendering provides a procedure for concluding a contract, where there is a situation of extreme urgency requiring goods, works or services and there is therefore insufficient time to use any other methods of procurement. 

Staff Involved:

Responsibilities for conducting each step in the negotiated tendering process are the same as for competitive methods of procurement and are stated on each individual SOP. 

The PU has the overall responsibility for conducting the procurement process, subject to  approval from the RA at specified points in the process. Given the urgent circumstances of the procurement, the PU and the end user will be required to work closely and efficiently together. 

Step-by-Step Instructions:

In these step-by-step instructions, references are made to other SOPs which may apply. Where any SOP should be applied with modifications, it is referred to for “general guidance” and the appropriate modifications are outlined below. 

1. Raise a requisition – see SOP 3 for guidance. Ensure it is given a Procurement Number (see Guidance Note to SOP 3 in Section 4: Additional Notes to the SOPs).

2. Prepare a description of the goods, works or services required– see SOP 4, SOP 5 or SOP 6 for general guidance. 

N.B. The quantities included must be limited to the quantity required to address the urgent circumstances. 

3. Identify a suitable supplier, (or suppliers) who is (are) able to fulfil the requirement and prepare a detailed justification for use of negotiated tendering – (see Guidance Note 1 to SOP 43B in Section 4: Additional Notes to the SOPs for the details to include). Seek approval from the RA for use of negotiated tendering. Where time is severely restricted, proceed with the following steps, up to step 7, pending receipt of approval from the RA. A contract must not be placed prior to the receipt of written approval from the RA for the use of the negotiated tendering procurement method

4. Where the estimated value of the procurement exceeds the financial threshold above which Open Tendering is mandatory (See Rule 21 Open competitive bidding in PPR2004), publish a notice on the PPRA website, as soon as is practical, given the urgent situation, stating that negotiated tendering is being conducted and giving a brief description of the subject of the procurement. (See SOP 14)

5. Prepare a written description of the procuring agency’s needs, including the technical description of requirements and the terms and conditions of the proposed contract. The level of detail possible will be determined by the time available, but parts of the standard bidding documents, as notified by the PPRA, may be used as the basis for preparation of this written description. Obtain  approval for the description document from the RA. 

6. Hold technical discussions and price negotiations with at least one bidder, seeking to ensure that the goods, works or services offered meet the procuring agency’s requirements, including technical requirements, delivery or completion period and proposed terms and conditions of contract. Establish also whether the bidder is offering value for money, taking into account a comparison with any prices previously obtained through competitive methods, a breakdown of the costs involved, including any additional costs for accelerated delivery or completion, the size of the proposed contract, the terms and conditions of the proposed contract and any other relevant details or circumstances. Establish also whether the supplier is eligible to supply to government. 

7. Determine whether the bidder or bidders meet the procuring agency’s needs and, in cases of negotiations with more than one bidder, which bidder should be recommended for contract award. Obtain approval from the RA for the recommendations.

8. In a situation of extreme urgency it is assumed that the PPRA will allow relaxation of Rule 35 Announcement of evaluation reports, so that a Notice of Acceptance can be sent to the sole supplier (or suppliers) without having to wait for the statutorily mandated ten days. (However, it would be wise to get this clarified well in advance of need). 

9. Send a Notice of Acceptance to the supplier (or suppliers), after first ensuring that all necessary approvals are obtained from the RA – see SOP 32 for guidance.

10. Prepare a contract or Purchase Order document - see SOP 33 or SOP 34 for guidance. The type of document used will depend on the value of the contract, the terms and conditions which will apply and the time available for preparation of detailed documents. Obtain approval from the RA, and any other required approvals, and issue the document. 

11. Notify any unsuccessful bidders with whom negotiations were held – see Procedure 35 for general guidance. 

12. Administer and complete the contract – see SOP 36 and SOP 38 for guidance. 

Approvals Required:

Approval is required from the RA to conduct negotiated tendering in any circumstances.

Approvals are required from the RA at various stages, as specified in the applicable SOPs detailed above. Where time does not allow access to the RA, the PU should consult with a pre-designated senior officer with the financial level of authority necessary to make decisions.  

Documents/Records Required:

Records of all stages of the procurement process must be kept on the procurement file, as detailed in the applicable SOPs mentioned above. 

Next Steps:

This SOP summarises the complete process for use of the Negotiated Tendering method in circumstances of extreme urgency. No other steps apply.

SOP 44:

ELIGIBILITY AND QUALIFICATION OF SUPPLIERS

Summary of Procedure:

This SOP provides general rules on the eligibility criteria to be met by suppliers who wish to participate in public procurement and the procedure for setting qualification criteria. It differentiates between:

· mandatory eligibility criteria relating to the supplier’s compliance with basic legal requirements, which will apply to all contracts regardless of type, complexity or value; and 

· additional qualification criteria relating to capabilities and capacity, which are applied to contracts of higher value and complexity and which are set according to the requirements of each individual contract. 

Eligibility and qualification requirements can be checked at any point in the procurement process, but are normally checked though either pre-qualification or post-qualification – see SOP 8 and SOP 29 for further guidance. Where no pre-qualification has been conducted, mandatory eligibility criteria are normally checked during the preliminary screening part of an evaluation – see SOP 21 and SOP 25 for further guidance. 

PPRA Reference: Procurement Rules 2004: Rule 15: Pre-qualification of suppliers and contractors, Rule 16: Pre-qualification Process, Rule 17: Qualification of suppliers and contractors, Rule 18: Disqualification of suppliers and contractors, Rule 19: Blacklisting of suppliers and contractors. See also Rule 32: Discriminatory and difficult conditions.

Applies to:

Method: This SOP is of general application and does not apply to any particular procurement method. Suppliers are required to meet certain basic eligibility criteria in order to supply to government, regardless of the procurement method used. 

Type: This SOP applies to goods, works, routine services and consultancy services. Eligibility and qualification criteria will differ for each type of procurement and guidance is given on each below. 

Purpose of Procedure: 

Eligibility and qualification criteria are used to ensure that contracts are only awarded to suppliers who are:

· operating in accordance with applicable legal requirements; and

· capable of successfully performing the proposed contracts. 

Staff Involved:

The PU responsible for prescribing eligibility and qualification criteria and assessing whether suppliers are both eligible and qualified, at the appropriate point or points in the procurement process. Eligibility and qualification criteria will be set in consultation with the end user, to ensure that requirements relating to capability and capacity adequately reflect the needs of the contract. 

Step-by-Step Instructions:

1. Decide, as part of the procurement planning process, whether qualification criteria are sufficient or whether additional qualification criteria should be set (See Rule 15 & 17 of PPR-2004) – (see Guidance Note 1 to SOP 44 in Section 4: Additional Notes to the SOPs for details). 

2. Where additional eligibility qualifications are to be set, decide, as part of the procurement planning process, whether the eligibility qualifications should be verified through pre-qualification or post-qualification. Where only mandatory eligibility criteria are to be verified, this should normally be done through the preliminary screening part of the evaluation. 

3. Prepare the eligibility and qualification criteria and the documentation required from the supplier as evidence of meeting the criteria– (see Guidance Note 2 to SOP 44 in Section 4: Additional Notes to the SOPs for examples of criteria and documentation required). Where appropriate, prepare eligibility and qualification criteria and documentation requirements for subcontractors. Include them as part of the pre-qualification, bidding or request for quotations document, as appropriate – see SOP 8, SOP 12 or SOP 13 for guidance. 

4. Assess suppliers’ eligibility criteria and qualifications as part of the assessment of pre-qualification applications, preliminary screening and/or post-qualification, as appropriate – see SOP 8, SOP 21, SOP 25 and SOP 29 for guidance. 

5. Disqualify any bidder who is found, at any time, to have submitted eligibility or qualification information which is false, materially inaccurate or materially incomplete. 

Approvals Required:

Eligibility and qualification criteria will be approved by the RA as part of the pre-qualification, bidding or request for quotations document – see SOP 8, SOP 12 and SOP 13 for details. 

Documents/Records Required:

The eligibility and qualification criteria will be recorded as part of the Pre-qualification, Bidding or RFQ document. Assessment of a supplier’s eligibility and qualification will be recorded as part of the assessment of pre-qualification applications or the evaluation report following a post-qualification. No separate records are required. 

Next Steps:

This SOP provides general guidance, which does not form a particular step in the procurement process.

SOP 45:

POST-CONTRACT SUPPLIER PERFORMANCE EVALUATION AND REPORT

Summary of Procedure:

This SOP explains the procedure for evaluating the performance of suppliers and for preparing a short Supplier Evaluation Report at the conclusion of a procurement.

PPRA Reference: No reference in Procurement Rules 2004
Applies To: All procuring agencies of the NHF Programmes of the Ministry of Health and the Ministry of Population Welfare. 

Type: This Procurement Procedure applies to all kinds of procurement

Purpose of Procedure:

1. To improve procuring agencies’ knowledge of good and bad suppliers by keeping a Supplier Database to be maintained at some central location still to be identified. It is important that other PUs should be able to access information on suppliers. Much time can be wasted, and much money lost, in dealing with incompetent or dishonest suppliers. 

2. To review the PU’s own performance. This will help to identify any delays or problems caused by its own procedures or performance. Delays caused by long approval processes etc in turn have a “knock-on effect” on the period of bid validity, prices and the ability of procuring agencies to conclude procurement before the end of the financial year. Any such delays should be noted and quantified. Only by identifying these bottlenecks through a post-contract review of its own performance will it be possible for a procuring agency to press for remedial action.

Staff Involved:

The PU which conducted the procurement is responsible for evaluating the performance of the supplier throughout the course of the contract. If there have been any problems in the execution of the contract, these will already have been documented on the procurement file. See SOP 36: Administering a Contract, SOP 37: Amending a Contract, SOP 38: Completing a Contract 

Step-by-Step Instructions:

1. Adverse Contract Events. Make a list of any events that adversely affected the performance of the contract, and that were the direct responsibility of the contractor, e.g. failure to deliver on time, quality not up to specification, incorrect labeling, failure to advise that goods were ready for inspection, request for price increase, failure to rectify defects etc.

6. List any mitigating circumstances that adversely affected the supplier’s performance, but were not his fault, e.g. war, riot, insurrection, unusual weather conditions, interruptions of electricity supply, unexpected import restrictions, lack of fuel, etc.

7. List any attempt to offer inducements (bribes) or to intimidate procurement staff. Inducements can be offered in return for “turning a blind eye” to breaches of contract or poor quality of goods or packaging, ignoring late delivery etc. Attempts to intimidate can include threats to report staff to some higher authority (usually an influential politician or the police), if they do not do as the supplier wishes.

8. Make a recommendation as to whether the supplier should be used, or not used, again. In the case of straightforward supplies of goods, this can be done on a Pass-Fail basis. However, when suppliers are rated as failing, adequate reasons should be provided in the report to justify the recommendation.

9. Place one copy of the report on the Procurement File in the PU. Make a second copy of the report available to the proposed Supplier Database that may be established in the future.

Approvals Required:
No approvals are required for the Supplier Performance Report. The report should represent the consensus view of all those who were involved in the procurement.

Documents/Records Required:

The report should be attached to the Procurement File concerned. 

Next Steps:

This Procurement Procedure is complete in itself. There are no further steps.

SOP 46:

HANDLING OF COMPLAINTS

Summary of Procedure:

This SOP sets out the procedure to be followed in dealing with complaints from suppliers.

PPRA Reference: Procurement Rules 2004, Rule 48: Redressal of Grievances by the procuring agency

Applies To:

All procuring agencies within the NHF Programmes of the Ministry of Health and the Ministry of Population Welfare.

Purpose of Procedure:

Complaints from suppliers are inevitable. One of the purposes of a clearly defined public procurement process with standardized procedures for every event from procurement advertising to receipt and opening of tenders to evaluation and contract award is to minimize the chances of complaints. Unfortunately, there will always be suppliers who raise frivolous or unfounded complaints. Fairness requires, however, that all complaints should be examined. 

The best way to avoid complaints from suppliers is to follow rigorously the laid down procedures, so that no supplier can claim that other suppliers have been unfairly favoured in the public tender process.

It is therefore necessary to provide a clearly defined process for dealing with complaints from suppliers, so that the necessary procedures can be initiated as soon as a complaint is raised. 

Staff Involved:

Complaints will normally be made to the PU responsible for undertaking the procurement, but they may be made direct to the RA or to members of a BOC at a Bid Opening.

Whomever the complaint is made to, however, the complaint will be dealt with, in the first instance, by a Complaints Committee struck by the Secretary of the Ministry concerned.

Step-by-Step Instructions:

1. A Committee shall be constituted to address the complaints of bidders that may occur prior to entry into force of the procurement contract.

2. In order for the procedure to begin, a complaint must be made in writing. The complaint must clearly identify the complainant. Anonymous complaints about a specific procurement will not be investigated, but must be passed to the RA. (There may be circumstances where the appropriate authority decides that an investigation of an anonymous complaint should be investigated, if it alleges misconduct or actions by a member of the procurement staff that could bring a ministry into disrepute).

3. Sub-rule (2) of Rule 48 Redressal of grievances by the procuring agency (See PPR2004) allows aggrieved bidders to lodge a written complaint with the procuring agency no later than fifteen (15) days after the announcement of the tender evaluation report as specified in Rule 35 Announcement of evaluation reports (see PPR2004).

4. PU will need to incorporate details of the Complaints Procedure in their Instructions to Bidders when completing their Bidding Documents.

5. When a written complaint is received, the RA, or an officer designated by the RA for this purpose, will acknowledge receipt of the complaint in writing. The complaint will then be examined by the RA and a  determination will be made as to whether the complaint has substance. 

6. The Complaints Committee will consist of three (3) members. In order to minimize the risk of Conflict of Interest, or the perception of such Conflict of Interest, two of these members will be drawn from outside the RA and outside the Procuring Agency concerned. Likewise, the Secretary of the Complaints Committee must not be drawn from the Procuring Agency against whose actions the complaint has been made.

7. The PU against which the complaint has been made will be provided with a copy of the complaint, and will have five (5) working days to draw up written submissions in rebuttal.

10. These written submissions will be provided to the Complaints Committee before its Meeting, and the Secretary of the Complaints Committee will ensure that the members of the Complaints Committee have received all the papers necessary before the meeting is convened. The Complaints Committee will examine the written complaint and the written rebuttals. If required, the complainant and the staff against whom the complaint has been made, may be called before the Complaints Committee for further explanations.

8. The Complaints Committee will render its decision, and will either reject, or uphold, the complaint. The decision will be communicated to the complainant in writing.

9. If the complainant refuses to accept the decision of the Complaints Committee, then he has the right to seek relief through the courts of law (See Procurement Rules 2004, Rule 48: Redressal of Grievances, Sub-rule (5)).
Action in the event that a Complaint is Justified and likely to be Upheld:

A: Effect on the Procurement in Question:

If the RA, when first examining a written complaint, is of the opinion that the complaint has substance, he should seek advice as to what action should be taken with regard to the continuation of the procurement in question. 

There are four options:

1. To declare a misprocurement, to cancel the procurement and to re-tender.

2. To suspend the procurement pending the decision of the Complaints Committee.

3. To permit the procurement to continue with no alterations in arrangements.

4. Depending on the nature of the complaint, to permit the procurement to continue, but to disbar certain bidders targeted by the complaint from consideration.

In the event of malfeasance or corrupt practice, the preferred option in terms of fairness and  transparency would be to declare a misprocurement and to re-tender. However, this may not be desirable in terms of the delay caused by re-bidding. It may be possible to continue the process, subject to discussion with all concerned bidders.

B: Effect on the Staff Involved:
Where a Complaints Committee upholds a complaint against the staff of a procurement unit or members of a RA the matter should be referred to the parent Ministry for disciplinary action in accordance with normal procedure.

It is important that procedural fairness and the principles of natural justice should be observed in all investigations of complaints. 

Documents/Records Required:

All records should be carefully collected and maintained. Complaints can end up in a court of law, so it is essential that all reports should be kept and that duly signed minutes of the Complaints Committee’s meeting(s) should be prepared.

Next Steps:

Next steps depend on whether a complaint is upheld or not.

SOP 47:

ANNOUNCING A TENDER EVALUATION
Summary of Procedure:

This SOP explains the process of announcing a Tender Evaluation Report as required by the Procurement Rules 2004

PPRA Reference: Procurement Rules 2004, Rule 35: Announcement of Evaluation Reports.

Applies to:

Method: This SOP applies to all methods of Procurement.

Type: This SOP applies to all procurement: to goods, works, and services.

Purpose of Procedure:

To increase transparency of the procurement process.

Staff Involved:

Either the PU, or the Evaluation Committee, if the procurement is complex and has required technical assistance in the evaluation, makes the Evaluation on Form SPF 4 (Least Cost) or Form SPF 5 (QCBS) according to the procedures outlined in SOP 21 to SOP 28 and makes a recommendation to the RA concerned based on the completed evaluation and on the Post-Qualification of evaluated bidders according to SOP 29.

The RA then makes its decision and chooses the most appropriate bidder for award of contract.

Step-by-Step Instructions:

1. Once the decision of the RA has been communicated to the PU concerned with the bid, the PU will publish/ announce the Evaluation Report in accordance with Rule 35 of PPR-2004

2. The announcement will include the following information:

· The Name of the Procuring Agency and its contact address, telephone number and email address (if available), and the name of a contact person with his direct line telephone number, if available;

· The Procurement Reference Number;

· A brief statement of what the procurement concerns, e.g. “Tender for the purchase of anti-malarial spray chemicals”;

· The date of the original advertisement on the PPRA website;

· The PPRA’s Reference Number for the original posting;

· Basis for acceptance or rejection;

· Contract price should also be indicated;

· Should be signed by the authorized officer.

· The Text of the notice will state:


1.
The Number of Bids received and the names of the bidders;


2.
The Number of Bids declared non-responsive at the preliminary evaluation stage, and the reasons why those bids were non-responsive (did not meet mandatory legibility criteria, did not include Bid Security in the correct format, for the specified amount, or with the required validity, etc);


3.
The Number of Bids evaluated at the technical evaluation and the names of those bidders;


4.
The Number of bids declared technically responsive and which went on to the financial evaluation, and the names of those bidders;


5.
The names and ranking of the bidders in the financial evaluation, together with the prices quoted and the name of the selected lowest evaluated bidder

· The Notice will then state:


“  A Tender Committee meeting was held on …………(date). Using the 
bid evaluation criteria listed in the Invitation to Tender of 
………….(date), the Tender Committee has identified Messrs…………….(name of winning bidder) to be the lowest evaluated 
responsive bidder. It is proposed that a contract should be awarded to the 
named bidder in ten days’ time.”

3.
This Evaluation Report will then be delivered to the bidders as well as the PPRA for posting on the PPRA website 
www.ppra.org.pk


(See  SOP 14: Publishing an Invitation to Tender Notice)

Additional Notes:

1. PUs should note, when planning a procurement, and when estimating the length of time that the procurement will take, that the Procurement Rules 2004, Rule 35 specifically state that the Evaluation Report must be published ten (10) days before a contract is awarded or a Notice of Acceptance is issued There is therefore a minimum delay of ten days, prescribed by law, between the publication of the Evaluation Report Notice and the formal award of a contract. No Notice of Acceptance (See Procurement Procedure 35), can be issued to a supplier until ten days after the publication of the Evaluation Report, and no contract can be awarded until this period has expired.

N.B. In Cases of Emergency, this Rule would be dispensed with subject to prior arrangement and agreement with the PPRA (See SOP 42B: Direct Contracting for Emergency Requirements)

N.B. The publication of the Evaluation Report is not the same as the publication of the Contract Award Notice (See SOP 35). It is presumed that the purpose of Rule 35 is to give aggrieved suppliers time to object to the award of a contract to the nominated winning bidder as published in the Evaluation Notice. Sub-Rule (2) of Rule 48 Redressal of grievances by the procuring agency in the PPR2004 allows aggrieved bidders to register complaints within 15 days of the announcement of a tender evaluation report as mandated by Rule 35 Announcement of evaluation reports in PPR2004.

2. Assuming there are no objections or complaints, the procuring agency may then proceed to send a Notice of Acceptance to, or form a contract with, the winning bidder after the expiry of the ten days notice period. Once that contract has been formed, or Notice of Acceptance sent, the Contract Award Notice can then be sent to the PPRA for posting (see SOP 14)

Approvals Required:

The PU will draft the required Announcement for the PPRA website. The notice should be checked for accuracy, and in order to ensure that the information listed in the Step-by-Step procedure is all included. No further higher approval is required.

Documents/Records Required:

Since announcement of the tender evaluation report is now a statutory requirement, it is important to keep a record on the Procurement File to demonstrate that this statutory requirement was met. It may also be helpful to establish a separate PPRA File, on which copies of all notices sent to the bidders as well as PPRA for publication are kept. It is quite possible that these notices will become “auditable” as part of future arrangements for procurement Audit.

Next Steps:

This SOP is complete in itself. No further steps are required.

SOP 48:

INTEGRITY PACT

Summary of Procedure:

Rule 7 of the Procurement Rules 2004 prescribes the inclusion of a document called an Integrity Pact in all procurements with a value above a prescribed figure. This procedure details the wording that is required, and where this document will be included in contract documents.

PPRA Reference: Procurement Rules 2004, Rule 7: Integrity Pact

Applies to:

Method: This SOP applies to all methods of procurement and to all procurement above the prescribed value.

Type:
This SOP applies to all methods of procurement.

Purpose of the Procedure:

To encourage fairness, transparency and accountability in procurement by requiring suppliers to certify that they will follow a Code of Business Ethics when providing goods, works and services to Government procuring agencies.

Staff Involved:

The Integrity Pact will form part of the contract documents. It may also be required when Purchase Orders are issued, depending on whether the value of the Purchase Order exceeds the prescribed limit.

PU staff will therefore be involved with the preparation, issue, signature and receipt of these documents.

Step-by-Step Instructions:

1. Check that the value of the procurement concerned exceeds the financial threshold for Integrity Pact documents as prescribed by Ministry of Finance D.O. No F.3 (7) / 2002/PPRA dated 5th October 2002.


N.B. This document can be found on the PPRA website www.ppra.org.pk
2. If the value of the procurement exceeds the prescribed financial threshold for Integrity Pact documents as prescribed above, download the Integrity Pact document from the PPRA website as indicated above.

3. Include the Integrity Pact document with the Draft Contract Documents contained in the Tender Document package issued to bidders.

4. When a contract is awarded to a successful bidder, it is a condition of the award of contract that the bidder should complete, sign and certify the Integrity Pact document and return it to the procuring agency as part of the contract documents.

SOP 49:

MONTHLY REPORTING

Summary of Procedure:

This SOP outlines the information that should be included in the monthly Procurement Reports which are to be submitted by all procuring agencies to the RA, and it introduces Form SPF 6, which provides the required format for this reporting.

PPRA Reference: Public Procurement Rules 2004: Rule 46: Record of Procurement Proceedings

Applies to:

All procuring agencies associated with the NHF Programmes of the Ministry of Population Welfare and the Ministry of Health.

Purpose of Procedure:

Monthly Reports are required

1. To enable senior management to properly monitor and control the procurement activity being undertaken by subsidiary procuring agencies;

2. To identify small problems before they become large problems;

3. To provide a monthly record of procurement activity so that workloads can be assessed, and additional staff provided if a PU’s workload is too great;

4. To provide greater understanding of the variations in workload over the course of the financial year, with a view to smoothing the excessive peaks often seen at the end of a financial year, so that work can be more evenly spread over the year;

5. To provide benchmarks and points of comparison between one year and the next in terms of procurement activity and procurement disbursement;

6. To allow a comparison to be made between the actual events as they occur month by month and the estimates of procurement activity made in the annual procurement plans. The identification and study of these variances should permit better, or more realistic, planning to be done in the future.

Staff Involved:

Monthly Reports will be produced by the subsidiary PU. It will be the responsibility of the designated officer in charge of the subsidiary PU to complete the report and to forward it to the RA .

It will be the responsibility of the procuring agency’s senior officer to ensure that this monthly report is prepared and submitted on time by the PU to which his procuring agency is attached.

Contents of the Monthly Report from all Subsidiary Procurement Units:
1. The report will start with a brief summary of overall procurement activity, and will identify any staff shortages or gaps in staff skills training high-lighted by any of the month’s procurement activity.

2. The report will then move to the four sections of the Monthly Report Form SPF 6 and will be completed as follows:


Section A: Procurements in Progress


For subsidiary Procurement Units this will concern all procurement requiring the use of the Open Tender procurement method as specified in Rule 21 Open Competitive Bidding in the PPR2004. All procurements that have been initiated by use of a Requisition Form SPF 1 will be listed.


Section B: Contracts Signed or Procurements Cancelled 

Report all new contracts signed during the month together with any procurements which have been cancelled. 


Section C: Contracts Completed


Report all contracts completed during the month following performance by the supplier, final payment by the procuring agency and release of any performance security. 


Section D: Purchases using the RFQ and Petty Purchases methods

1. List the amount of any individual purchases made by the RFQ procurement method during the month, with the details of the goods purchased, the quantity purchased, and the value of each purchase. List by Procurement Reference Number and date.

2. List the amount of any individual purchases made by the Petty Purchases method (Use a different sheet for each Purchase method) during the month, with details of the goods purchased, the quantity purchased, and the value of the purchase. List by Petty Purchase Reference Number and date.

SECTION A: PROCUREMENTS IN PROGRESS ABOVE THE FINANCIAL THRESHOLD FOR OPEN COMPETITIVE BIDDING

Record:

Procurement Reference Number;

Subject of Procurement;

Procurement Method approved (Open Tender, Negotiated Tender, Direct Contracting, Request for Quotations etc);

Source of Funds (e.g. Government, IFI, donor)

Type of Approval given by the RA (e.g. procurement method, evaluation report, announcement of evaluation report and contract award); 

Date of Approval; and 

Estimated Contract Value.

SECTION B: CONTRACTS SIGNED, AMENDED OR CANCELLED 

Record:

Procurement Reference Number;

Subject of Procurement;

Name of Supplier/Contractor;

Source of Funds;

Date of Contract Award/Amendment or Cancellation;

Date of Contract Signature;

Contract Value.

SECTION C: CONTRACTS COMPLETED

Record:

Procurement Reference Number;

Subject of Procurement;

Name of Supplier/Contractor;

Source of Funds;

Date of Contract Completion;

Date of Final Payment and Release of Performance Security;

Total Amount Paid under the Contract. 

SECTION D: MINOR PROCUREMENTS MADE BY (1) THE RFQ AND (2) THE PETTY PURCHASES METHODS

Record:

Procurement Reference Number or Petty Purchases Number;

Subject of Procurement;

Name of Supplier/Contractor;

Procurement Method used (RFQ or Petty Purchases);

Date of Purchase;

Purchase Cost.

Approvals Required:

No approvals are required for the monthly reports, but it is expected that senior management may wish to monitor these and to discuss points raised.

Documents/Records Required:

It will be necessary to create a Monthly Report file in each procuring agency The File will be called on during the annual procurement planning exercise for comparative purposes, and will also form part of the procurement monitoring process.

SECTION THREE

STANDARD PROCUREMENT FORMS 

LIST OF STANDARD PROCUREMENT FORMS

SPF 1

Procurement Requisition


SPF 2

Submission to Relevant Authority: Section A


SPF 2

Submission to Relevant Authority: Section B


SPF 2

Submission to Relevant Authority: Section C


SPF 2

Submission to Relevant Authority: Section D


SPF 3

Decision of Relevant Authority


SPF 4

Evaluation Report: Least Cost Selection


SPF 5

Evaluation Report: Quality and Cost Based Selection


SPF 6

Monthly Procurement Report


SPF 7

Record of Bid Opening


SPF 8

Record of Samples Received from Suppliers


SPF 9

Inspection Committee Record


SPF 10

Record of Financial Commitments


SPF 11

Spreadsheet of Bids


SPF 12

Record of Awarding Committee


SPF 13

Contracts Record


SPF 14

Bid to Supply for Limited or RFQ Tender


SPF 15

Notice of Award of Contract


SPF 16

Receipt Voucher for Goods into Stores


SPF 17

Purchase Order (Low Value)

	Name of Procuring Agency
	Form SPF 1

	
	PROCUREMENT REQUISITION
	Page __of ___


	Procurement Number 

	Entity 
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	
Contract Number


	
	
	
	
	
	

	Subject of Procurement:
	
	Location/Site:
	


	Item No. 
	Description 

(A detailed Statement of Requirements or Stock Management Information may be attached)
	Quantity
	Unit of Measure
	Estimated

Unit Cost
	Estimated Total Cost

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	

	Funds Availability:
	Chapter 
	Section
	Item
	Type
	
	Estimated Total Cost: 
	

	
	
	
	
	
	
	
	


Signatures required to certify that (1) the works, services or supplies described are required, (2) approval is granted to proceed with the procurement, and that (3) funds are available or budgeted for the requirement. 

	
	1. Originating Officer
	2. Head of Department/Unit
	3. Finance Section Officer

	Signature:
	_____________________________________
	_____________________________________
	_____________________________________

	Name:
	_____________________________________
	_____________________________________
	_____________________________________

	Position:
	_____________________________________
	_____________________________________
	_____________________________________

	Date:
	_____________________________________
	_____________________________________
	_____________________________________


	Form SPF1  Draft November  2004
	Continue on additional pages if necessary. Any attachments must be signed in the same way as this form. 


	Name of Procuring Agency
	Form SPF 2


SUBMISSION TO RELEVANT AUTHORITY

SECTION A: REQUEST FOR APPROVAL OF SPECIFICATIONS, 

PROCUREMENT METHOD AND BIDDING DOCUMENTS

	Procurement Number

	Entity
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


	Subject of Procurement:
	

	SUBMISSION INFORMATION

	A1
	Estimated cost (currency and amount)
	

	A2
	Source of funding
	

	A3


	Proposed Method of Procurement (e.g. Pre-qualification, Open Tender, RFQ, RFP etc)
	

	A4


	For Limited Bidding or RFQ – state method of selecting shortlist
	

	A5
	For Open Tender, RFP, Pre-Qualification, etc state proposed date of notice and publications in which notice will be published
	

	A6


	Proposed cost of bidding document
	

	A7
	If a pre-bid meeting is to be held – give reason and proposed date
	

	A8


	Any other relevant information


	


Documents Attached: (list any other documents submitted)
1. Form SPF 1: Procurement Requisition

2. Minutes of Specifications Committee

3. Draft Invitation to Bid, and Shortlist (if applicable) or Draft Tender or Pre-qualification Notice 
4. Draft Bidding Document or Draft Pre-qualification Document (if applicable)

The information contained in this form and the attached documents is complete, true and accurate and in accordance with the Ministry Procurement Manual and Standard Bidding Documents.

	Signature:
	________________________________
	Name:
	________________________________

	Position:
	________________________________
	Date:
	________________________________

	
	Responsible Officer
	
	(DD/MM/YY)


Section A

	Name of Procuring Agency
	Form SPF 2


SUBMISSION TO RELEVANT AUTHORITY

SECTION B: REQUEST FOR APPROVAL OF EVALUATION REPORT AND RECOMMENDATION FOR CONTRACT AWARD 

	Procurement Number

	Entity
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


	Subject of Procurement:
	


	SUBMISSION INFORMATION

	B1
	Type of evaluation Report (Technical only or Combined Financial and Technical)
	

	B2
	Have negotiations been held with the recommended Bidder or other bidders – if yes give details
	

	B3
	Name and address of Supplier/Contractor recommended for contract award
	

	B4


	Currency and total amount of recommended contract award
	

	B5
	Any other relevant information
	


Documents Attached: (list any other documents or delete if not applicable)
1. Form SPF 4 or Form SPF 5: Evaluation Report for Goods, Works or Services

2. Record of Negotiations (if applicable)
3. Copies of all Bids submitted

Related Documents Submitted Previously: (available for reference from the Secretariat to the Tender Committee)

1. Approved Bidding Document

	Previous Submission:

(Section letter and title)
	
	Date 

Approved:
	


The information contained in this form and the attached documents is complete, true and accurate and in accordance with the Ministry Procurement Manual and Standard Bidding Documents.

	Signature:
	________________________________
	Name:
	________________________________

	Position:
	________________________________
	Date:
	________________________________

	
	Responsible Officer
	
	(DD/MM/YY)


Section B 

	Name of Procuring Agency
	Form SPF 2


SUBMISSION TO RELEVANT AUTHORITY

SECTION B: REQUEST FOR APPROVAL OF EVALUATION REPORT AND RECOMMENDATION FOR CONTRACT AWARD 

	Procurement Number

	Entity
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


	Subject of Procurement:
	


	SUBMISSION INFORMATION

	C1


	Name and address of Supplier/Contractor


	

	C2
	Total value of Contract


	

	C3


	Proposed date of contract signature


	

	C3


	Any other relevant information


	


Documents Attached: (list any other documents)
1. Draft Contract

2. Draft Notice of Award

Related Documents Submitted Previously: (available for reference from the Secretariat to the Tender Committee)

1. Approved Bidding Document

2. Approved Evaluation Report

	Previous Submissions:

(Section letter and title)
	
	Dates Approved:
	


The information contained in this form and the attached documents is complete, true and accurate and funds are confirmed to be available for this contract:

	Signature:
	________________________________
	Name:
	________________________________

	Position:
	________________________________
	Date:
	________________________________

	
	Responsible Officer
	
	(DD/MM/YY)


 Section C 

	Name of Procuring Agency
	Form SPF 2


SUBMISSION TO RELEVANT AUTHORITY

SECTION B: REQUEST FOR APPROVAL OF EVALUATION REPORT AND RECOMMENDATION FOR CONTRACT AWARD 

	Procurement Number

	Entity
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


	Subject of Procurement:
	

	SUBMISSION INFORMATION

	D1
	Describe proposed amendment to contract


	

	D2


	Reason for amendment of contract


	

	D3
	How many times (if any) has the contract been amended previously?
	

	D4


	Original contract value


	

	D5


	Total value of any previous amendments

and percentage of original contract value


	

	D6


	Value of proposed contract amendment

and percentage of original contract value


	

	D7
	Any other relevant information


	


Documents Attached: (list any other documents)
1. Draft Contract Amendment

Related Documents Submitted Previously: (available for reference from Secretariat to the Tender Committee)

1. Original Contract Document and all previous amendments

The information contained in this form and the attached documents is complete, true and accurate and the funds are confirmed to be available for this contract amendment:

	Signature:
	________________________________
	Name:
	________________________________

	Position:
	________________________________
	Date:
	________________________________

	
	Responsible Officer
	
	(DD/MM/YY)


Section D

	Name of Procuring Agency
	Form SPF 3


 DECISION OF RELEVANT AUTHORITY

	Procurement Number

	Entity
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


Addressed to:

	Name:
	_______________________
	Position:
	_______________________


	SUBMISSION INFORMATION

	Subject of Procurement


	

	Procurement Method


	

	Section(s) Submitted to RA (Letters and Names)
	

	Date and Reference of RA Committee Meeting
	


	DECISION OF RELEVANT AUTHORITY

	Approval / Rejection of Submission to RA (delete as applicable)

List any qualifications and conditions to the approval or state if none, list all reasons for rejection. 

For Contract Awards or Contract Amendments, state name of company and total of contract award or amendment (currency, amount, including/excluding taxes if applicable). 

List any other comments or requirements of the RA.

The value of any Contract or Contract Amendment must be committed before the signature and issue of the Contract or Contract Amendment.


	Signature:
	___________________________
	Name:
	___________________________

	Position:
	___________________________
	Date:
	___________________________

	
	
	
	(DD/MM/YY)


Continue on additional pages if necessary

Guidance Notes: 




Form SPF 4

Evaluation Report

(LEAST COST SELECTION)

Use of Document:

These notes are for guidance when drafting Evaluation Reports for procurements based on the Least Cost method.  This is the preferred method for all procurements of goods, works and simple services. The Least Cost Method applies to SOP 21 (General),SOP 22 (Goods), SOP 23 (Works) and SOP 24 (Routine Services). Form SPF 4 is designed to assist in the step-by-step evaluation process.

Explanation:

[  ]
denotes that information is to be inserted when drafting the document.

{ }
denotes an alternative or an explanation to the drafter.

All explanations, and alternatives that are not used, must be deleted when completing the Evaluation Report.

General Notes:

a) Copies of the completed Record of Bid Opening (Standard Procurement Form SPF 7), the Record of Samples Received (Standard Procurement Form SPF 8 ), and the Bid Opening Attendance Register should be attached to the Evaluation report (where applicable). 

b) This Evaluation Report is designed for use in:

· simple technical evaluations using pass/fail criteria against the minimum specification with selection of the lowest priced bid; and

· adjusted bid price evaluations where adjustments to the bid price as specified in the bidding documents are made for acceptable deviations (such as delayed delivery);

c) The Evaluation Committee decides the Responsiveness of each bid (Table 1), the Technical Compliance (Table 2) and the Price Evaluation (Table 3). In making these decisions, the Evaluation Team must base decisions only on what is actually stated in the Tender/RFQ. 

d) The narrative in the Evaluation Report should explain clearly and concisely the result and decisions reached during the Evaluations.

The Guidance Notes should be deleted once the Evaluation Report is completed.

	Name of Procuring Agency
	SPF Form 4

	
	EVALUATION REPORT
	Page ___ of ___


	Procurement Number

	 PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


Introduction

The requirement is for the procurement of [subject of procurement]. 

The procurement method used and approved by the RA was [Open Tender/ Limited Tender/ Request for Quotations/Direct Procurement]. 

Details of Invitation

The bidding documents were approved by the RA on [date]. The announcement was advertised on the [date] in [name of publications]. A list of bidders purchasing the Bidding Documents is attached. 

{Or for Limited Tender/RFQ/ or following Pre-qualification for this Tender}

The bidding documents were approved by the RA on [date]. The shortlist of bidders was selected by the following method [explain method of selection]. 

Other Bidding Information

[List any other information on the bidding process including any Pre-Bid Meeting, clarifications requested, or extensions of bidding period, and list and attach the appropriate records.] 

Bid Closing

Bids were closed on [date] at [time] at [location]. 

Details of Bid Opening/Quotation Opening.

Bids were opened in public at [location] by the Bid Opening Committee on [date] at [time]. Copies of the Record of Bid Opening (SPF 7), the Register of Attendance, and the Record of Samples Received (SPF 8) are attached. 

[Explain any important issues that arose during the bid opening procedures]

{Or for RFQ}

The sealed quotations were opened at [location] by the Bid Opening Committee on [date] at [time]. Copies of the Record of Bid Opening (SPF 7), the Register of Attendance, and the Record of Samples Received (SBF 8) are attached 

Evaluation Procedures

The Technical (Evaluation) Committee consisted of the following officials:

[Name]

[Position]
(Chairman of Evaluation Committee)

[Name]

[Position]

[Name]

[Position]

[Name]

[Position]

	Name of Procuring Agency
	SPF Form 4

	
	EVALUATION REPORT
	Page ___ of ___

	Procurement Number

	 PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


Evaluation Methodology

The evaluation method specified in the bidding documents was the lowest priced bid (Least Cost Selection) of the technically compliant and responsive bids.

[Explain important evaluation criteria such as evaluated price adjustments (e.g. for delays) to be used in determining the best evaluated bid, acceptable deviations from the confidential price estimate, or other criteria as specified in the bidding documents]  

Preliminary Examination of Bids

Bids were examined to determine the:

· submission of the required bid security:

· commercial responsiveness of each bid to the Invitation; and

· eligibility and qualifications of the bidder.

The results of this preliminary examination are given in Table 1 attached.

[Explain why any bids were declared non-responsive and rejected during the preliminary examination]

Technical Evaluation

i. Technical evaluation determined the compliance of each responsive bid to the technical specification issued in the bidding documents.  

ii. {Samples submitted were inspected and confirmed to be acceptable.}

iii. The technical evaluation was conducted on a pass/fail basis only. Only bids that passed both the preliminary responsiveness and technical compliance tests were considered for financial evaluation. 

The evaluation of the technical specifications of all bids is summarised in Table 2.

[Give a brief description of the results of the Technical Evaluation, with detailed justification as to why any bids were declared non-compliant]. 

Financial evaluation (of technically compliant and responsive bids)

All responsive and technically compliant bids were examined and tabulated in Table 3 to:

i. record the submitted bid prices;

ii. correct for any omissions or arithmetic mistakes;

iii. convert the bid prices to Pakistani Rupees (if necessary); and 

iv. adjust the bid prices for criteria specified in the bidding document (such as delayed delivery penalties) to arrive at the evaluated bid price for comparison; 

v. rank bids on the basis of the lowest evaluated price. 

[Describe for each bid any corrections, errors in calculations, penalties added to the bid price for evaluation purposes and conversion to a common currency if necessary]

	Name of Procuring Agency
	SPF Form 4

	
	EVALUATION REPORT
	Page ___ of ___

	Procurement Number

	 PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


Qualification (when no pre-qualification procedure was used)

The Qualification as per Rule 17 is subject to reasons to be recorded and may be applied whether Pre-Qualification under Rule 15 has been done or not.

The best ranked bid submitted by [Name of Company] was subjected to Qualification examination covering (add/delete as applicable):

i. experience and performance on similar contracts;

ii. equipment and manufacturing/construction facilities

iii. qualifications and experience of personnel;

iv. financial position;

v. local facilities and representation;

vi. current capacity available;

 [Record any constraints or limitations, and accept or reject (with full justifications) the bidder.]  

{If the bidder is rejected, repeat the Qualification test for the next ranked bidder} 

[Name of Company] is confirmed to have passed the Qualification requirements.

The original estimated market price of the procurement was [insert amount]

Recommendation

On the basis of the evaluation criteria stated in the bidding document, it is recommended that the award be made to [Name of Company] for a total contract value of [currency and amount] for the procurement of [list all items that the award relates to]. {Or recommend negotiations with the recommended Company and state the purpose of negotiations.} 

Signed by the Technical (Evaluation) Committee:

Signature:………………………………..Name:……………………………….

Signature:………………………………..Name:……………………………….

Signature:………………………………..Name:……………………………….

Date:………………………………(DD/MM/YY)

Attachments: (where applicable)

List of Bidders who purchased or received the bidding documents,

Record of Bid Opening (SPF 7) 

Record of Samples Received (SPF 8),

Bid Opening Attendance List,

Evidence of Exchange Rates used for conversion to Pakistani Rupees

	Name of Procuring Agency
	Form SPF 4

	
	TABLE 1 – PRELIMINARY EXAMINATION AND ASSESSMENT OF QUALIFICATIONS
	Page ___ of ___


	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	

	
	1
	2
	3
	4
	5
	6

	Company Name:
	
	
	
	
	
	

	Responsiveness Criteria Required
	(NR/R)
	(NR/R)
	(NR/R)
	(NR/R)
	(NR/R)
	(NR/R)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	[Use only criteria as listed in Tender/RFQ]
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Qualification Criteria
	
	
	
	
	
	

	Copy of Business Licence 
	
	
	
	
	
	

	Copy of Certificate of Registration 
	
	
	
	
	
	

	Copy of Sales Tax Registration 
	
	
	
	
	
	

	List of Government contracts performed
	
	
	
	
	
	

	[Use only criteria as listed in Tender/RFQ]
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Conclusion
	(NR/R)
	(NR/R)
	(NR/R)
	(NR/R)
	(NR/R)
	(NR/R)


KEY:

R     - Responsive


NR  - Non Responsive

This examination eliminated [number] companies, [Names of Companies] List names of companies eliminated on separate sheet (s)

	Form SPF4
	Continue on additional pages if necessary.


	Name of Procuring Agency
	Form SPF 4

	             TABLE 2 – SUMMARY OF TECHNICAL EVALUATION

            (ONLY BIDS THAT ARE RESPONSIVE)
	Page ___ of ___


	Procurement Number

	Agency
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	

	No.
	Company
	Technical Compliance
	Comments
(Reasons for non compliance)

	1


	
	C/NC
	

	2


	
	C/NC
	

	3


	
	C/NC
	

	4


	
	C/NC
	

	5


	
	C/NC
	

	6


	
	C/NC
	


KEY:

C denotes Compliant

NC denotes Non compliant

This examination eliminated [number] companies, [Names of Companies] List names of companies eliminated on separate sheet (s)

Attach Combined Technical Specification and Compliance Sheets for each Quotation/Tender if technical evaluation is complex.

	Form SPF4
	Continue on additional pages if necessary.


	Name of Procuring Agency
	Form SPF 4

	
	TABLE 3 – SUMMARY OF PRICE EVALUATION

(ONLY BIDS THAT ARE RESPONSIVE AND TECHNICALLY COMPLIANT)
	Page ___ of ___


	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	

	No
	Company
	Amount of Bid and Currency
	Corrections to Bid Price
	Exchange rate
	Amount in
Pakistani Rs.
	Adjustments to Bid Price
	Evaluated Bid Price
	Rank

	
	
	
	
	
	
	
	
	

	1


	
	
	
	
	
	
	
	

	2


	
	
	
	
	
	
	
	

	3


	
	
	
	
	
	
	
	

	4


	
	
	
	
	
	
	
	

	5


	
	
	
	
	
	
	
	

	6


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Attach additional working spreadsheets detailing line item comparisons for partial or split awards.

	Form SPF4
	Continue on additional pages if necessary.


	Name of Procuring Agency
	Form SPF 5


EVALUATION REPORT 

(QUALITY AND COST BASED SELECTION)

	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


Guidance Notes:

 

 Form SPF 5

EVALUATION REPORT

(QUALITY & COST BASED SELECTION)

Use of Document:

These notes are for guidance when drafting Evaluation Reports for procurements based on the Quality & Cost Based Selection (QCBS) method, but can also be adapted for use in Quality Based Selection (QBS) and Fixed Budget Selection (FBS) evaluations. See SOP 25: General Evaluation Procedures for Consultancy Services, and SOP 26 (QCBS) and SOP 27 (QBS)

QCBS is the standard method of evaluating consultant services but may also be applicable to goods and works procurement where the required technical quality cannot be specified with any certainty and is an essential additional factor to the cost.  

Explanation:

[ ]
denotes that information is to be inserted when drafting the document.

{ }
denotes an alternative or an explanation to the drafter.

All explanations, and alternatives that are not used, must be deleted when completing the Evaluation Report.

General Notes:

a) For consultant services, use of a two-envelope system is standard with only the Technical Envelopes opened at the initial Public Bid Opening.  Following approval of the results of the Technical Evaluation, a second Public Opening is held of the Financial Envelopes of bidders who achieved the minimum technical score.  The Technical and Financial evaluation reports are therefore split to allow for separate RA approval of each stage.

b) Copies of the completed Record of Bid Opening (SPF 7), the Bid Opening Attendance List and the Record of Samples Received (SPF 8) - where applicable, must be attached to the Evaluation report. 

c) The Evaluation Committee will decide the Responsiveness of each bid (Table 1), the Technical Scores (Table 2), and the Financial Evaluation (Table 3) and the Combined Technical and Financial Evaluation (Table 4). 

d) The narrative in the Evaluation Report should explain clearly and concisely the result and justification of all decisions reached during the Evaluations.

This entire page should be deleted once the Evaluation Report is completed.

Form SPF 5

	Name of Procuring Agency
	Form SPF 5


EVALUATION REPORT 

(QUALITY AND COST BASED SELECTION)

	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


Introduction

The requirement is for the procurement of [subject of procurement]. 

The procurement method used and approved by the RA was [Open Tender {with/without pre-qualification}/Limited Tender, Request for Quotations/RFP/Direct Procurement etc]. 

Details of Invitation

The bidding documents were approved by the RA on [date]. The announcement was advertised on the [date] in [name of publications]. A list of bidders purchasing the Bidding Documents is attached. 

{Or for Limited Tender/RFQ/or following Pre-qualification for this Tender}

The bidding documents were approved by the RA on [date]. The shortlist of bidders was selected by the following method [explain method of selection]. 

Other Bidding Information

[List any other information on the bidding process including any Pre-Bid Meeting, clarifications requested, or extensions of bidding period, and list and attach the appropriate records.] 

Bid Closing

Bids were closed on [date] at [time] at [location]. 

Details of Bid Opening/Quotation Opening.

The [Technical] Bids
 were opened in public at [location] by the Bid Opening Committee on [date] at [time]. The Record of Bid Opening (SPF 7) and the Register of Attendance, are attached. 

[Explain any important issues that arose during the bid opening procedures]

{Or for RFQ}

The sealed quotations were opened at [location] by the Bid Opening Committee on [date] at [time]. The Record of Bid Opening (SPF 7) and the Register of Attendance, are attached. 

Evaluation Procedures

The Technical (Evaluation) Committee consisted of the following officials:

[Name]

[Position]
(Chairman of Evaluation Committee)

[Name]

[Position]

[Name]

[Position]

[Name]

[Position]

	Name of Procuring Agency
	Form SPF 5


EVALUATION REPORT 

(QUALITY AND COST BASED SELECTION)

	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


Evaluation Methodology

The evaluation method specified in the bidding documents was Quality and Cost Based Selection (QCBS) with technical factors assessed on the following criteria:

[List the technical criteria and the maximum points to be awarded for each] 

Preliminary Examination of Bids

Bids were examined to 

· confirm the submission of any required bid security in case the amount is fixed and submitted with Technical Proposal; 

· ensure responsiveness to all the requirements of the bidding documents; and

· confirm the eligibility of the bidder to bid.

The results of this preliminary examination are given in Table 1 attached.

[Explain why any bids were declared non-responsive and rejected during the preliminary examination]

Technical Evaluation Results

[Provide a brief report on each bid listing the strengths and weaknesses of each technical bid and also the reasons for any large differences in scoring by Members of the Evaluation Committee.]

A summary of the technical scores awarded to each bid is attached at Table 2.  Individual score-sheets for each bid are given in Tables 2A, and the scores awarded by each Member of the Evaluation Committee are given in Tables 2B. 

[State which bids failed to reach the specified minimum technical mark]  

Technical Evaluation Recommendation 

On the basis of the technical evaluation criteria and the minimum qualifying mark of [minimum qualifying mark] stated in the bidding documents, it is recommended that the financial envelopes of the following bidders be opened:

	Bid No
	Name of Bidder
	Technical Score

	
	
	

	
	
	

	
	
	

	
	
	


Form SPF 5

	Name of Procuring Agency
	Form SPF 5


EVALUATION REPORT 

(QUALITY AND COST BASED SELECTION)

	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


Signed by the Evaluation Committee:

Name: _______________________ Signature: _______________________ Date: ________

Name: _______________________ Signature: _______________________ Date: ________

Name: _______________________ Signature: _______________________ Date: ________

Name: _______________________ Signature: _______________________ Date: ________

Attach (as appropriate)

List of Bidders who purchased the bidding documents,

Record of Pre-Bid Meeting,

Record of Bid Opening (SPF 7), 

Record of Samples Received (SPF 8),

Bid Opening Attendance List.

Table 1: Preliminary Examination and Assessment of Eligibility

Table 2: Summary of Technical Evaluation

Tables 2A: Detailed Technical Evaluation of Proposal (one for each bidder)

Tables 2B: Evaluator’s Score Sheet for Technical Evaluation (one for each evaluator)

Form SPF 5

	Name of Procuring Agency
	Form SPF 5


EVALUATION REPORT 

(QUALITY AND COST BASED SELECTION)

	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


PART 2: FINANCIAL EVALUATION

Details of Financial Bid Opening

A Public Bid Opening was held at [location] on [date] at [time]. Financial envelopes were opened, and prices and technical scores were read out. A copy of the Bid Opening Record using SPF 7 is attached. 

[Record any important issues that arose during the bid opening procedure]

Financial evaluation

[Describe any errors in calculation and corrections made and the conversion to a common currency if necessary.]

The bid with the lowest price was given a score of 100 and the other proposals were given scores that are inversely proportional to the lowest cost bid using the formula as described in the bidding documents. 

{Or describe other method for allocating financial scores, as specified in the bidding documents.}

Table 3 summarises the results of the financial evaluation. 

Combined Technical and Financial Score

A total score for each bid was obtained by adding the technical and financial scores after multiplying by the weightings stated in the bidding document. The technical weight was [technical weight] % and the financial weight was [financial weight] %. The bids were ranked according to total score, with the highest total score being ranked number 1. 

Table 4 summarises the technical and financial scores, and the total scores and rankings. 

Post-Qualification (when no pre-qualification procedure was used)

The best ranked bid submitted by [Name of Company] was subjected to post-qualification examination covering (add/delete as applicable):

i. experience and performance on similar contracts;

ii. equipment and manufacturing/construction facilities

iii. qualifications and experience of personnel;

iv. financial position;

v. local facilities and representation;

vi. current capacity available;

vii. litigation record.

[Record any constraints or limitations and accept or reject (with full justifications) the bidder. If the bidder is rejected, apply the qualification test to the next ranked bidder] 

[Name of Company] is confirmed to have passed the pre-qualification requirements.

	Name of Procuring Agency
	Form SPF 5


EVALUATION REPORT 

(QUALITY AND COST BASED SELECTION)

	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


The original estimated market price of the procurement was [insert amount]

Recommendation

On the basis of the evaluation methodology and criteria stated in the bidding document, it is recommended that [Name of Bidder] be awarded the contract in the sum of  [currency and amount]. 

{Or give alternative recommendation for negotiations still needed before final recommbbbbbbbbbbbendation for award of contract} 

Signed by the Evaluation Committee:

Name: _______________________ Signature: _______________________ Date: ________

Name: _______________________ Signature: _______________________ Date: ________

Name: _______________________ Signature: _______________________ Date: ________

Name: _______________________ Signature: _______________________ Date: ________

Attach as appropriate:

Record of Financial Bid Opening (SPF 7)

Bid Opening Attendance List

Evidence of Exchange Rates used for conversion to Pakistani Rupees

Table 3: Summary of Financial Evaluation

Table 4: Technical and Financial Evaluation Summary

Form SPF 5

	Name of Procuring Agency
	Form SPF 5

	
	TABLE 2 – SUMMARY OF TECHNICAL EVALUATION
	Page ___ of ___


	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


	
	1
	2
	3
	4
	5
	6

	Bidder Name
	
	
	
	
	
	

	Eligibility criteria
	NR/R
	NR/R
	NR/R
	NR/R
	NR/R
	NR/R

	Complete criteria as listed in the bidding document
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Responsiveness Criteria
	
	
	
	
	
	

	Complete criteria as listed in the bidding document
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Conclusion
	NR/R
	NR/R
	NR/R
	NR/R
	NR/R
	NR/R


KEY: R = Responsive    NR = Non Responsive (delete that which is not applicable) 

This assessment eliminated [number] bidders, [Names of Bidders]. List names of companies eliminated on separate sheet (s)

	Form SPF 5
	Attach Table 2A for each Proposal and Table 2B for each Evaluator. 

 Continue on additional pages if necessary.


	Name of Procuring Agency
	Form SPF 5

	
	TABLE 2 – SUMMARY OF TECHNICAL EVALUATION
	Page ___ of ___

	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	

	Evaluation Criteria
	Max Score
	Enter Average Scores from each Table 2A. 

	Complete criteria and scores as listed in the bidding document
	Bidder 1
	Bidder 2
	Bidder 3
	Bidder 4
	Bidder 5
	Bidder 6

	A
	Main Criteria
	
	
	
	
	
	
	

	A1
	Sub-criteria
	
	
	
	
	
	
	

	A2
	
	
	
	
	
	
	
	

	A3
	
	
	
	
	
	
	
	

	B
	Main Criteria
	
	
	
	
	
	
	

	B1
	Sub-criteria
	
	
	
	
	
	
	

	B2
	
	
	
	
	
	
	
	

	B3
	
	
	
	
	
	
	
	

	C
	Main Criteria
	
	
	
	
	
	
	

	C1
	Sub-criteria
	
	
	
	
	
	
	

	C2
	
	
	
	
	
	
	
	

	C3
	
	
	
	
	
	
	
	

	D
	Main Criteria
	
	
	
	
	
	
	

	D1
	Sub-criteria
	
	
	
	
	
	
	

	D2
	
	
	
	
	
	
	
	

	D3
	
	
	
	
	
	
	
	

	E
	Main Criteria
	
	
	
	
	
	
	

	E1
	Sub-criteria
	
	
	
	
	
	
	

	E2
	
	
	
	
	
	
	
	

	E3
	
	
	
	
	
	
	
	

	Totals
	100
	
	
	
	
	
	

	Minimum Qualifying Mark
	
	Pass / Fail
	Pass / Fail
	Pass / Fail
	Pass / Fail
	Pass / Fail
	Pass / Fail

	Form SPF 5                                Attach Table 2A for each Proposal and Table 2B for each Evaluator.                 Continue on additional pages if necessary.

	Name of Procuring Agency
	Form SPF 5

	
	TABLE 2A – DETAILED TECHNICAL EVALUATION OF PROPOSAL
	Page ___ of ___

	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


Bidder Name: __________________________________________________________

	Evaluation Criteria
	Max Score
	Enter Individual Scores per Evaluator from each Table 2B. 

	Complete criteria and scores as listed in the bidding document
	Evaluator 1
	Evaluator 2
	Evaluator 3
	Evaluator 4
	Evaluator 5
	Average

	A
	Main Criteria
	
	
	
	
	
	
	

	A1
	Sub-criteria
	
	
	
	
	
	
	

	A2
	
	
	
	
	
	
	
	

	A3
	
	
	
	
	
	
	
	

	B
	Main Criteria
	
	
	
	
	
	
	

	B1
	Sub-criteria
	
	
	
	
	
	
	

	B2
	
	
	
	
	
	
	
	

	B3
	
	
	
	
	
	
	
	

	C
	Main Criteria
	
	
	
	
	
	
	

	C1
	Sub-criteria
	
	
	
	
	
	
	

	C2
	
	
	
	
	
	
	
	

	C3
	
	
	
	
	
	
	
	

	D
	Main Criteria
	
	
	
	
	
	
	

	D1
	Sub-criteria
	
	
	
	
	
	
	

	D2
	
	
	
	
	
	
	
	

	D3
	
	
	
	
	
	
	
	

	E
	Main Criteria
	
	
	
	
	
	
	

	E1
	Sub-criteria
	
	
	
	
	
	
	

	E2
	
	
	
	
	
	
	
	

	E3
	
	
	
	
	
	
	
	

	
	Totals
	
	
	
	
	
	
	


Complete one table for each proposal evaluated. Continue on additional pages if necessary

	Name of Procuring Agency
	Form SPF 5

	
	TABLE 2B – EVALUATOR’S SCORE SHEET FOR TECHNICAL EVALUATION
	Page ___ of ___

	Procurement Number

	PA 
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


Evaluator Name: _________________________________________________

	Evaluation Criteria
	Max Score
	

	Complete criteria and scores as listed in the bidding document
	Bidder 1
	Bidder 2
	Bidder 3
	Bidder 4
	Bidder 5
	Bidder 6

	A
	Main Criteria
	
	
	
	
	
	
	

	A1
	Sub-criteria
	
	
	
	
	
	
	

	A2
	
	
	
	
	
	
	
	

	A3
	
	
	
	
	
	
	
	

	B
	Main Criteria
	
	
	
	
	
	
	

	B1
	Sub-criteria
	
	
	
	
	
	
	

	B2
	
	
	
	
	
	
	
	

	B3
	
	
	
	
	
	
	
	

	C
	Main Criteria
	
	
	
	
	
	
	

	C1
	Sub-criteria
	
	
	
	
	
	
	

	C2
	
	
	
	
	
	
	
	

	C3
	
	
	
	
	
	
	
	

	D
	Main Criteria
	
	
	
	
	
	
	

	D1
	Sub-criteria
	
	
	
	
	
	
	

	D2
	
	
	
	
	
	
	
	

	D3
	
	
	
	
	
	
	
	

	E
	Main Criteria
	
	
	
	
	
	
	

	E1
	Sub-criteria
	
	
	
	
	
	
	

	E2
	
	
	
	
	
	
	
	

	E3
	
	
	
	
	
	
	
	

	Totals
	100
	
	
	
	
	
	


Each evaluator to complete one table covering all proposals evaluated.

 Continue on additional pages if necessary

	Name of Procuring Agency
	Form SPF 5

	
	TABLE 3 – SUMMARY OF FINANCIAL EVALUATION
	Page ___ of ___


	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


Evaluation Currency: ____________________

	No
	Bidder Name
	Bid Currency
	Bid Total

(Read Out)
	Corrections made
	Corrected Bid Total
	Exchange Rate
	Evaluated Total
	Financial Score*

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


*A score of 100 should be awarded to the lowest priced bid. 

Other proposals are given a financial score inversely proportional to the lowest cost proposal, using the following calculation: 

Lowest Bid Price (Bid Price x 100 = Financial Score. 

{Replace with other methodology for allocating cost marks if an alternative methodology is stated in the bidding documents.}

Continue on additional pages if necessary

	Name of Procuring Agency
	Form SPF 5

	
	TABLE 4 – SUMMARY OF COMBINED TECHNICAL AND FINANCIAL EVALUATION
	Page ___ of ___

	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


	No
	Bidder Name
	Technical Score
	Technical Weighting
	Weighted Technical Score (WTS)
	Financial Score
	Financial Weighting
	Weighted Financial Score (WFS)
	Total Score
	Rank

	
	
	Max. 100
	_____ %
	
	Max. 100
	_____ %
	
	WTS + WFS Max. 100
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Continue on additional pages if necessary

	Name of Procuring Agency
	Form SPF 6

	
	MONTHLY PROCUREMENT REPORT
	Page ___ of ___

	Report for Month of:
	


To be submitted by each Procurement Unit to the RA by the 15th of each month containing the information for the preceding month. 

	SECTION A: PROCUREMENTS IN PROGRESS

	Procurement Number
	Subject of Procurement
	Procurement Method
	Source of Funds
	Approval Given For:
	Date of Approval
	Estimated Contract Value 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	

	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Form SPF 6 
	Continue on additional pages if necessary.


	Name of Procuring Agency
	Form SPF 6

	
	MONTHLY PROCUREMENT REPORT
	Page ___ of ___


	SECTION B: CONTRACTS SIGNED, AMENDED, OR CANCELLED 

	Procurement No.
	Subject of Procurement
	Successful Supplier or Contractor
	Source of Funds
	Date of Award
	Date Contract Signed
	Contract Value 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	

	
	
	
	
	

	
	
	
	
	
	
	

	

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Also include any Contract Amendments signed during the month, and any procurement process cancelled before reaching signature of a contract. 

	Form SPF 6 
	Continue on additional pages if necessary.


	Name of Procuring Agency
	Form SPF 6

	
	MONTHLY PROCUREMENT REPORT
	Page ___ of ___


	SECTION C: PROCUREMENTS COMPLETED

	Procurement No.
	Subject of Procurement
	Supplier or Contractor
	Source of Funds
	Date of Completion
	Date of Final Payment
	Total Amount Paid 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	

	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Also include details of any Contracts which are completed through formal termination or agreed cancellation.

	Form SPF 6 
	                               Continue on additional pages if necessary.


	Name of Procuring Agency
	Form SPF 6

	
	MONTHLY PROCUREMENT REPORT
	Page ___ of ___


	SECTION D: MINOR PROCUREMENTS BT RFQ OR PETTY PURCHASE PROCEDURE (Use separate sheet for each method)

	Procurement No.
	Subject of Procurement
	Supplier or Contractor
	Procurement Method
	Date of Contract
	Contract Value

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	

	
	
	
	

	
	

	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


I hereby certify that the above is a true and accurate record of procurement transactions under the authority of the Procurement Unit and/or RA

Signature: ____________________ 
Name: _______________________Position: _______________________ 
Date: _______________

(Officer in Charge of Procurement Unit/Procuring Agency)

	Form SPF 6 
	                               Continue on additional pages if necessary.


	Name of Procuring Agency
	SPF 7



	RECORD OF BID OPENING


Procurement Number:…………………………………………….


Date and Time of Bid Opening:.………………………………….

The tender box was opened for Open / Limited / Tender No.( ……..……..…) at the above time and date. The total number of correctly sealed envelopes received was (Number in figures) (Number in words).

The Bid Opening Committee checked the bids that were delivered by registered mail or by hand, and ensured that the total mentioned above was correct.

Every Bid envelope was allocated a serial number, and the Committee opened the bids consecutively. Bidders names, bid prices and presence of a correct Bid Security were read out as follows:-   

	S. N
	Name of Bidder
	Attachment
	Bid Price
	Bid Security
	No. and date of cheque or Guarantee
	Remarks

	
	
	
	Pakistan Rs
	Pakistan Rs
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Other Records of Bid Opening:
                                                      
      Name                          Position                        Signature 

Chairman of Committee               

______________

_______________
________________

Members :                                         ----------------              -------------------              -----------------

                                                            ----------------              -------------------              -----------------

                                                            ----------------              -------------------              -----------------

Approved: 

	Name of Procuring Agency
	SPF 8




RECORD OF SAMPLES RECEIVED FROM SUPPLIERS

	Procurement Number

	PA
	Department/Project
	Financial Year
	Sequence Number
	Bid Number
	Contract Number

	
	
	
	
	
	


	Subject of Procurement: 


	


	S.N
	Item
	Supplier
	Date Received
	Test

S.N.
	Date Sent

for Test
	Date Returned
	Remarks

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Form SPF 8 
	Continue on additional pages if necessary.


	Name of Procuring Agency
	SPF 9

	INSPECTION COMMITTEE RECORD


Procurement Number: …………………………..

Subject of Procurement:

Date of Inspection ……………….. /      /
The Inspection Committee inspected the items below and compared them with the specimen/samples submitted by the supplier.

The percentage inspected was ………….. % of each Item. 
	No.
	Item Name
	Unit
	Quantity
	Supplier Name
	Invoice
	Remarks

	
	
	
	
	
	No
	Date
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


The Committee decided that the Items
    comply with  

                                                    
 
do not comply with

the requirements, and recommends   acceptance   as recorded in the above table .

                                   


    rejection

                                                       Name                         Position                        Signature 

Chairman of Committee                    ----------------------                  ------------------------                 -----------------------

Members :                               ----------------              -------------------              -----------------

                                                  ----------------              -------------------              -----------------

Approved:

	Name of Procuring Agency
	SPF 10

	RECORD OF FINANCIAL COMMITMENTS


	Chapter
	Item
	Section
	Type

	
	
	
	


Authorised Allocation:………………………… Monthly Commitments:……………………… 

Additions/Deductions:………………………     Reallocations:……………………….

Net Total: ……………………………
     Cancelled Commitments: ……………………

	S.N
	Date 
	Commitment
	Subject of Commitment
	Amount of Commitment 
	Balance Remaining

	
	
	Number
	Date
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Name of Procuring Agency
	SPF 11

	SPREADSHEET OF BIDS


Procurement Number:

Subject of Procurement:

	S.No
	Name of Bidder
	Bidder (1)
	Bidder (2)
	Bidder (3)
	Bidder (4)
	Bidder (5)

	
	
	Price
	Notes
	Price
	Notes
	Price
	Notes
	Price
	Notes
	Price
	Notes

	
	Item
	Pk Rs
	
	Pk Rs
	
	Pk Rs
	
	Pk Rs
	
	Pk Rs
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Register Clerk                Checked by                Procurement Unit Manager                 Member of Awarding Committee 
Signature:       --------------------
       --------------------
     ---------------------------------------                ---------------------------------------------

                                                                                                                                                                    ---------------------------------------------    

                                                                                                                                                                    ---------------------------------------------   

Approved: 

	Name of Procuring Agency
	SPF 12

	RECORD OF TENDER AWARDING COMMITTEE


Procurement Number: ……………………………………………….

The Awarding Committee held a meeting at (Time) on (Date) to review the record of bid opening, the analysis of Bids and the results of the inspection of samples submitted  by bidders.

The total number of bids received was (Number or bids in figures) (Number of bids in words).

The Committee decided to reject the followings bids for the reasons indicated below:    

	Bid. No
	Name of Bidder
	Bid Price
	Bid Security
	Reasons for rejection

	
	
	Pak Rs 
	Pak Rs 
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Following examination and scrutiny of all bids, the Committee recommends that the tender should be awarded to:- 

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
The decision of the Committee was made by majority / absolute majority ……… Vote. 

Remarks :

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
                                                                      Name                          Position                        Signature 

Chairman of Committee                                          ----------------                         -------------------                        -----------------

Members :                                              ----------------              -------------------              -----------------

                                                           ----------------              -------------------              -----------------

                                                           ----------------              -------------------              -----------------

Approved:

	Name of Procuring Agency
	SPF 13 

	CONTRACTS RECORD


	DISBURSEMENTS
	
	Procurement No.


	

	Date
	Cheque No
	Cheque Amount
	Deduction
	Voucher Date
	Voucher No
	Invoice Amount
	
	Supplier/Contractor


	

	
	
	
	
	
	
	
	
	
	
	
	Date of Contract


	

	
	
	
	
	
	
	
	
	
	
	
	Subject of Contract


	

	
	
	
	
	
	
	
	
	
	
	
	Date for Completion


	

	
	
	
	
	
	
	
	
	
	
	
	Contract Amount


	

	
	
	
	
	
	
	
	
	
	
	
	Terms of Payment


	

	
	
	
	
	
	
	
	
	
	
	
	Value of Performance Security
	

	
	
	
	
	
	
	
	
	
	
	
	Provisional Takeover date
	

	
	
	
	
	
	
	
	
	
	
	
	Works outstanding after Provisional Takeover
	

	
	
	
	
	
	
	
	
	
	
	
	Final Takeover Date


	

	
	
	
	
	
	
	
	
	
	
	
	Delays in Completion


	

	
	
	
	
	
	
	
	
	
	
	
	Liquidated Damages for Delay
	

	
	
	
	
	
	
	
	
	
	
	
	Date of Receipt


	


	Name of Procuring Agency
	SPF 14



	BID TO SUPPLY FOR LIMITED OR RFQ TENDER


Subject of Procurement: ……………………………………………………………..

Procurement Number:  ……………………………………….

Ref your enquiry dated………………..We the undersigned agree to supply the following items at the stated prices within ……… days from receipt of the supply order. These prices are valid for……..days.

	S.N
	Item
	Unit
	Quantity
	Unit Rate
	Total

Amount
	Remarks

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	TOTAL: 
	


Name and Signature of Supplier:

Date:

	Form SPF 14 
	Continue on additional pages if necessary.

	Name of Procuring Agency
	SPF 15

	NOTICE OF AWARD OF CONTRACT


Subject of Procurement: ……………………………………………………………..

Procurement Number:  ……………………………………….

Date: …………………..

(Name of Supplier)

Dear Sir,

We are pleased to notify you that the Awarding Committee for the above procurement has approved acceptance of your offer as detailed below:-

	S.N
	Item/Subject of Contract
	Unit
	Quantity
	Unit Rate
	Total

Amount
	Remarks

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Please attend at …………………………………………………...………………………………………       to provide the required Performance Security

For Procurement Unit




Finance Department Manager
 

Signed:
………………………………


………………………………

	Form SPF 15
	Continue on additional pages if necessary.


	Name of Procuring Agency
	SPF 16



	RECEIPT VOUCHER FOR GOODS INTO STORES 


Procurement Nr ………….. 

Location of Stores:  ………………….. 

Date …………………..

Supplier Name …………………..

Supplier Delivery Note Nr……………….. 

No. and Date of Supplier Invoice……………

	No in Book
	Item Name
	Item No 

in the index
	Unit
	Quantity
	Unit rate
	Total
	Remarks (Note any damaged goods)

	Daily stores Journal
	Ledger Page Nr
	
	
	
	Used
	New
	Pak Rs
	Pak Rs
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	Total
	
	Words ……………


The above mentioned Items have been received and added to the Stock Custody Books of the Store.

             Storekeeper 

Daily Journal Clerk 

Ledger Clerk  (Depletion)

Procurement Unit Manager 

Name:

-------------------
 -------------------------

------------------------------

--------------------------------------

Signature:      ------------------
             ------------------------  
   ---------------------------

--------------------------------------

Name of Procuring Agency and Address

     SPF 17

PURCHASE ORDER (LOW VALUE)

Procurement Reference Number


	
	
	
	
	
	


	Name and Address of Supplier


	P.O. Number



	
	Date




	Quantity
	Description of Item Required (Part Nr etc)
	Unit Price
	Total Price

	
	
	
	


	Delivery

Instructions
	(1) Please hand these items to our representative/driver immediately

(2) Please deliver to the address above within………………….days

	Invoicing
	Please provide an Invoice with…………..copies


	Ordered By
	Checked By
	Availability of Funds certified by
	Authorised By

	Name (Block Letters)


	Name (Block Letters)
	Name (Block Letters)
	Name (Block Letters)



	Signature
	Signature
	Signature
	Signature




	Accounts Code
	Budget
	Vote
	Voucher

	
	
	
	


SECTION FOUR

ADDITIONAL NOTES 

TO THE

STANDARD OPERATING PROCEDURES

LIST OF ADDITIONAL NOTES TO THE SOPs

Commentary and Guidance Notes referenced in the text of each SOP (where relevant) are contained in this section. Users will find the references in the SOP text in the relevant numbered Additional Notes as listed below:



SOP 1




SOP 26



SOP 3




SOP 30



SOP 4




SOP 31



SOP 5




SOP 33



SOP 6




SOP 34



SOP 7




SOP 35



SOP 9




SOP 36



SOP 10




SOP 37



SOP 11




SOP 38



SOP 19




SOP 39



SOP 20




SOP 42A



SOP 21




SOP 42B



SOP 22




SOP 42C



SOP 23




SOP 43A



SOP 24




SOP 43B



SOP 25




SOP 44

ADDITIONAL NOTES

SOP 1:


PROCUREMENT PLANS 

Commentary and Guidance Notes

Guidance Note  1.
Need for Advance Planning


Early planning is desirable for three reasons:

1. The Government of Pakistan operates a closed single year financial system. It is therefore necessary for all expenditure to be incurred within the financial year for which it has been budgeted. Budgeted funds that have not been spent by the 30th of June must be returned to the Ministry of Finance. 

2. Procurement by open competitive tender, particularly when conducted with international suppliers, can take many months. It is therefore essential that PAs should have a workable plan on the first day of any new financial year, so that they can maximize their chances of completing a procurement within twelve months.

3. Obtaining the necessary approvals from senior management in the ministries and arranging sittings of ministry Federal Procurement Cells (FPCs) and meetings with Relevant Authorities (RAs) can take a long time. Recent research has shown that the average length of an open competitive procurement cycle is eight months. Since this is an average, procurement can take much longer. Procurement staff must initiate major procurements as soon into the new financial year as possible. To do this they must have a plan ready from Day One.

Guidance Note 2.
Purpose of a Procurement Plan


Why have a Procurement Plan ? A Procurement Plan enables the organization to organize, forecast and schedule its procurement activities and to relate these to the resources available in the form of staff and time. 


So far as time is concerned, procurement units may not have time on their side. One of the purposes of a Procurement Plan is to identify time-sensitive procurements that have to be completed by a certain fixed date. For example, if the Expanded Programme of Immunization (EPI) has a joint campaign scheduled for a fixed date with the Rotary Club International and the World Health Organization (WHO) for an anti-polio campaign, it is critical to the success of that campaign that the necessary cold boxes, vaccines and transport should be available at the appointed time and in the appointed place. Without this procurement, the campaign cannot succeed.


Similarly, if the Family Planning and Primary Healthcare Programme (FP&PHC) plans the recruitment and training of one thousand new Lady Health Workers (LHWs) for the month of October, it will be essential for its procurement unit to initiate procurement of bags and equipment by July at the latest, unless adequate quantities of the items required are already in stock from the previous year.


Procurement units need to be pro-active and to hold regular meetings with their senior management so that workloads can be evenly spread. Ideally, procurement should be so planned that an even flow of procurement work is spread over the whole financial year. It is a sign of very poor planning when staff sit around idle for much of the year and are then rushed off their feet for the remainder. 


Even when funds are short, or releases are delayed, procurement staff can still execute all the steps required in the procurement cycle short of contract signature. This means that everything can be made ready for the release of funds, and the moment that funds become available, procurement can move forward immediately on contract signature.

Guidance Note 3.
Procurement Plans are not static. 

They need to be updated on a regular basis throughout the year. Procurement Units (PUs) are advised to review their Procurement Plans  quarterly. Adjustments are often necessary. They are most commonly caused by:

· Shortage of funds 

· Late release of funds

· Unexpected availability of supplementary funds

· Delays in obtaining necessary approvals from senior management

· Delays in arranging meetings of the ministry Federal Procurement Cell

· Failure of contractors to supply as contracted, necessitating re-bidding

Guidance Note 4.
The following sources are likely to provide the information necessary to devise an annual Procurement Plan:

1. The NHF Progamme’s approved Planning Commission document (PC-1)

2. Any amendments to the PC-1 since its approval

3. Records of Past Usage or Consumption

4. Forecasts of Future Usage or Consumption

5. Changes in Technology or Specification

6. Information on Price Trends

7. Senior Management and the Finance Section for information on budget trends

8. Senior Management for Annual Work Plans

4.1 
Information from the PC-1


Almost all PC-1s have a section devoted to procurement. This section should list in detail the procurement planned and authorized by the Planning Commission over the life of the PC-1 (usually five years but it can be more or less). The authorized purchases listed include both annual recurrent expenditure and one-off items such as vehicles and equipment whose purchase may be restricted to Year One or Year Three of the PC-1.


Procurement Unit staff should therefore list all the items scheduled for replenishment on an annual basis (such as the male condoms purchased on an annual basis by some NHF Programmes), and the amount budgeted for that replenishment.


Note should also be taken of the annual amounts approved for the purchase of items such as fuel, lubricants and spare parts.


They should also note down the items listed for one-off purchase, such as vehicles and office equipment.

4.2
Amendments to the PC-1


Like a Procurement Plan a PC-1 is not a completely static document. Changing circumstances, such as changes in donor aid flows, can affect the financial resources available for procurement. Procurement unit staff therefore need to ask senior management whether there have been any changes to the PC-1 that have materially increased or decreased the funds planned, and whether any items of equipment planned have been either added to the original PC-1 or deleted from it.


Procurement staff need to ask senior management if there are any material changes in either fund flows or supplies and equipment required since the PC-1 was approved, so that any changes can be factored in to the annual procurement plan.

4.3
Records of Past Usage or Consumption


Records of past usage are a guide to future demand. Recent changes in past usage need to be carefully noted and analysed to see if the change is likely to be permanent or just a temporary “blip”.  Even if a PC-1 shows that several million rupees is approved for annual replenishment of a certain kind of contraceptive pill in Year 2, Year 3, Year 4 and Year 5 of a health programme’s PC-1, there is no point in proceeding with purchase in those quantities if the Year 1 consumption data shows that there have been almost no issues of that contraceptive pill, despite the original plan. This can happen if women users experience unanticipated side-effects or if users unexpectedly prefer a less invasive barrier method of contraception.


Procurement staff therefore need to liaise closely with Stores personnel, and they also need to check with their technical and management staff to establish whether any changes in usage patterns could affect future procurement of similar items.


Where changes in usage become established, these changes must necessarily be reflected in adjustments to the annual Procurement Plan.

4.4
Forecasts of Future Usage or Consumption


Departmental activities are not static from one year to the next. As the population increases, so there is a parallel increase in the demand for services from all government departments. Within the health sector which is the responsibility of the NHF Programmes there is therefore likely to be an annual increase in demand for drugs and medical supplies, contraceptive materials, etc.


Over and above the annual pressure on demand, NHF Programmes may have plans to extend services to unserved areas of the country or to mount aggressive campaigns targeting a certain specific disease, both of which will increase the demand for equipment and supplies over and above the natural annual increase.


Examples of such increased activity having a direct impact on future procurement include:

· The increased numbers of LHWs recruited by the FP&PHC Programme. Since each new LHW requires a “kit”, this necessitates the purchase of additional numbers of one-off items such as bags, torches, and baby weighing-scales, and a substantial increase in the purchase of regularly replenished items such as eye ointment and paracetamol tablets. If numbers of LHWs increase by 10% in any one year, clearly those numbers will require an equivalent future increase in annual purchases of the regularly replenished drugs that they dispense.

· The annual targeted vaccination campaigns of the Expanded Programme of Immunization (EPI), and in particular the current internationally supported drive to eradicate polio.

4.5
Changes in Technology or Specification


Changes in technology can be quite rapid, particularly in computer software and computer peripherals. It is not so long ago that “word-processors” replaced type-writers. Who remembers these things now that they have been quite rapidly replaced by personal computers? Not so long ago the last word in computer printer technology was the dot-matrix printer. These have been almost completely replaced by laser-jet printers now. 


Although changes in drug formulations do occur, such changes tend to happen less rapidly, due to drug approvals regulation processes. Nevertheless, dramatic changes can occur quite rapidly, particularly when manufacturers are suddenly forced to withdraw drugs from public sale as a result of adverse research studies into side effects. (e.g the recent withdrawal of the arthritis drug Vioxx by the international manufacturer Merck because it was found substantially to increase the risk of heart attacks)


Procurement staff need to be aware of technological and specification changes that may have an impact on procurement, particularly where items have been regularly procured over a number of years. Technological changes can happen quite slowly, but can suddenly accelerate. One would not want to have purchased, even at advantageous prices, a five year supply of dot-matrix printer ribbons the year before that technology was superseded by the laser-jet. 

4.6
Information on Price Trends


In the year 2000 the price of oil stood at US$10 per barrel. By mid-2005 the price had risen to US$ 65 per barrel, an increase of 650%. A PC-1 written in 2000 might have based the recurrent costs of purchasing fuel for vehicle operations over a five-year period at US$20 per barrel, to be on the safe side. Even the most cautious forecasters would not have predicted that even that price estimate would more than triple in four years.


The price of many commodities has doubled and in some cases tripled between 2002 and late 2005. This is true of copper, platinum, plastics and chemicals derived from oil, zinc, manganese, and even steel, a commodity in such over-supply in 2001 that steel plants all over the world went out of business.


While variations in commodity prices do not have the impact on the NHF Programmes that they may have on other ministries such as the Ministry of Defence Production, there is an impact nevertheless, and Procurement staff need to be aware of these possible variations when drafting annual procurement plans.

4.7 Information from Finance Sections and Senior Management on Budget 
Trends


Pakistan suffered considerable financial constraints following the change of government in 1999 when foreign donors and lending agencies cut their provision of donor and loan funds to the country. Five-year PC-1 procurement expenditures based on anticipated receipt of such funds had suddenly to be curtailed not just from one year to the next but in the middle of the financial year.


On a happier note the availability of funds can markedly increase mid-way through an approved PC-1 when new agreements are made with a donor or lender. This has occurred with UK funds provided by DFID through the National Health and Population Welfare Facility. 


Procurement staff therefore need to keep themselves well informed through discussions with senior management and with Finance sections so that they are well aware of any budgetary constraints or improvements. These must be reflected in the preparation of the annual Procurement Budget.

4.8
Information from Senior Management on Annual Work Plans


All NHF Programmes will have devised annual work plans. These work plans will lay out on a quarterly basis what the relevant unit plans to do. Procurement units need to discuss these work plans with senior management so that any procurement required for these plans is identified, a required delivery time frame is noted, and the anticipated budget costs are included in the planning. 


It is then a comparatively simple matter for the procurement unit staff to work back from the required date of delivery in order to identify the procurement time frame and the latest date by which the procurement process must be initiated. This latest date will be determined by the procurement method mandated by the budget. The estimated cost will determine whether required items can be purchased by the Request for  Quotations (RFQ) procurement method if the value of the purchase is under the limit specified for this method in Sub-Rule (b) Request for Quotations of Rule 42: Alternative methods of procurements of the PPR2004, or by the required Open Tender process if in excess of that amount. Since each of these procurement processes requires a very different time frame, it is necessary for procurement staff to identify the procurement method required right at the start.

Guidance Note 5.
Exceptional Additional Factors


Procurement Unit staff will be aware that there is one category of goods that cannot be procured within the twelve-month period of a financial year. This category is vehicles.


Under present regulations, the purchase of all vehicles for Government of Pakistan Ministries and departments requires the approval of the Office of the Prime Minister. Obtaining such approval is a very lengthy process.


When making the annual procurement plan, procurement staff should therefore look two years ahead in the PC-1 to determine if any vehicles need to be acquired in two years’ time, so that the necessary applications for approval to procure may be obtained well in advance of need.

Guidance Note 6.
Preparing the Annual Procurement Plan


After acquiring the above information, individual PUs should also consider the following:

· Whether it is possible to aggregate requirements that are common to other NHF Programmes in order to make one common procurement of such common user items. This would have the advantage of 

(a) 

possibly achieving lower individual unit costs for all by purchasing in bulk

(b)
 reducing procurement transaction costs and making better use of procurement staff time by making one procurement of such items rather than several (i.e one advertisement and one tender rather than several advertisements and several tenders).

· Pre-qualifying suppliers for all commonly required goods, and particularly for the supply of drugs and medical supplies with a direct effect on human health. (N.B. This the policy of the NHF Programmes for the acquisition of drugs and all medical supplies that directly affect human health, (See Procurement Policy Guidelines Para 6.5 Preference for Pre-qualification).

· The use of medium-term framework contracts or indefinite quantity contracts for items which are needed frequently. (See Procurement Policy Guidelines Para 6.7 Use of Framework or Call-off Contracts) Such contracts have three main advantages:

(a) 
they can extend over a period.

(b)
This means that there is no need to spend time and resources on an annual competitive tender. It also means that organizations benefiting from such arrangements need only issue a Purchase Order (P.O.) to obtain supplies, subject to funds being available

(c) 
Procurement transaction costs are substantially reduced.

The increased efficiency and reduced transaction costs of framework (or rate-running) contracts enable NHF Programmes to purchase with greater economy and efficiency, as mandated by Rule 4 Principles of procurements PPR2004.

· Whether there is a NHF Programme or overall parent Ministry standard, e.g for vehicles, photocopiers, or other equipment requiring maintenance, repair, or the holding of stocks of spare parts and consumables that should influence the selection of such equipment. (E.g. the FP&PHC standard vehicles are obtained from Pak Suzuki).

The overall procurement plan of the procuring unit should include a list of all expected contracts for goods and services. The information for each expected contract should begin on a separate sheet. The following information should be provided for each contract:

· A breakdown of the items to be included in each contract;

· Details of the estimated price for each item and estimated supplementary costs for inspection and testing, freight, insurance, delivery charges etc;

· A timetable of when the goods and services are required, including any requirement for phased deliveries or a precise date when a contract is required to be in place prior to the expiry of another contract e.g. where a contract for ongoing services, such as cleaning or security, or an existing framework contract, is due to expire;

· The expected sources of supply for the goods and services, including an estimate of whether procurement will be local or international;

· The expected method of procurement for each purchase e.g Petty Purchases, Request for Quotations, Open Tender, Direct Contracting or Negotiated Tendering;

· Whether Pre-Qualification will be used or what form of Open Tender should be used: Single Envelope, Two Envelope, etc;

· The anticipated time-table for conducting the procurement process, including any pre-qualification of new suppliers required, and expected procurement approvals, procurement process, delivery and completion times, as appropriate;

· The proposed contracting approach for each requirement, e.g. use of framework contracts, phased deliveries etc.

Each contract should also identify any requirements for specialist or technical resources, such as for technical specialists to prepare technical or complex specifications of requirements (e.g for the testing of drugs, male condoms etc), or for conducting technical evaluations of offers received from suppliers.

Guidance Note 7.
Summary of the detailed Procurement Plan

Each major procurement requiring open competitive tender or pre-qualification can then be treated as a separate “project”, with a required start date, defined tasks, and deadlines to assist in work planning.

The information concerning each procurement by open competitive tender contained in the Annual Procurement Plan should be summarized into Action Plans on four three-month quarterly sheets, and the four quarterly sheets should be further summarized into a Single Annual Twelve-Month Action Plan Sheet in Note Form. These sheets will show the anticipated Time Line for each open tender process, broken down into separate tasks, and showing the deadlines by which the separate tasks must be completed.

(N.B. Production of these sheets can be done by hand, but the Microsoft Project software provides a standard Project Time-line format for computer use).

Guidance Note 8.
Keeping Track of the Procurement Plan

Procurement Units are advised to acquire two twelve-month wall charts and to post the annual summary of the procurement plan on their notice boards, as an aide-memoire to remind all procurement unit staff of the procurement unit work plan and the deadlines.

Any changes made during the year can also be entered as time lines on the wall-charts

ADDITIONAL NOTES
SOP 3:

RAISING REQUISITIONS
Commentary and Guidance Notes

Additional Notes on Procurement Requisition Numbering

The purpose of the Procurement Numbering System introduced by this manual is to ensure that each requisition is given a unique identification to assist in the tracking, monitoring and audit of procurement, and in the tracing and maintenance of records and files. The Procurement Identifier is assigned at the requisition stage. 

Procurement Numbers are issued from a register maintained by the Procuring Agency.  Numbers must not be re-used, even if the original procurement is cancelled.

(N.B. At present the identifier is a combination of letters and numbers. Development of a government-wide Management Information System would require a system using numbers alone. However, the six box system introduced here would be easily convertible into a fully numerical system in the future).

Procurement Numbering is at present manually based. PUs should now adopt a procurement numbering system that will be easily adaptable to a computerised system in the future. It is understood that such a system is under consideration by the GoP.

Form SPF 1 provides six boxes for the Procurement Requisition Reference Number, as shown below. The boxes should be filled starting from the left.

	1
	2
	3
	4
	5
	6


1. The left hand box will show the designation of the parent ministry as follows: MOH for the Ministry of Health and MOPW for the Ministry of Population Welfare.

2. Box 2 will show the designation in letters of the procuring agency responsible for paying for the purchase. A procuring agency is any NHF Programme or sub-programme associated with the ministry concerned e.g NACP for National Aids Control Programme, PME designates the Procurement of Materials and Equipment Directorate of the Ministry of Population Welfare, EPI the Exapanded Programme of Immunization, etc.

3. Box 3 will show the Financial Year concerned, using the figures of the first half of the financial year. Thus the figures 2004 will represent the financial year 2004/2005, and the figures 2005 the financial year 2005/2006.

4. Box 4 will show the number of the procurement in the financial year. This number will be shown in three figures starting at 001 at the beginning of each financial year.

5. Box 5 will show the contract number (if required) relating to the procurement. It is quite possible that one requisition (for example a list of drugs) could result in several different contracts being placed.

6. Box 6
will show the order number (if required) relating to the procurement. It is quite possible that one requisition could result in several orders being placed.

N.B When a procurement requisition is initiated, neither the originator nor the PU will know how many contracts the requisition might generate nor how many orders might be placed against those contracts. A procurement number will always start with Boxes 1 to 4. Boxes 5 and 6 may not be necessary, and may only be needed later.

Example 1:

MOH/ NACP/ 2004/ 008 

This reference would refer to Procurement Number 8 of the financial year 2004/2005 by the National Aids Control Programme of the Ministry of Health.

Example 2:

MOPW/ PME/ 2004/ 002/ 4/ 10

This reference would refer to Order Nr 10 placed against Contract Nr 4 of Procurement Nr 2 of  the PME Directorate of the Ministry of Population Welfare in the financial year 2004/2005.

Preparation of Procurement Requisition Form SPF 1

Complete the Procurement Requisition (Form SPF 1) in three copies as follows:

Action by Originator (or Procurement Unit if it is the Originator)

Subject of Procurement - enter a brief title for the requirement e.g. “Photocopier for Programme Office”.

Location/Site - e.g. “Programme Headquarters - Islamabad”.

Item - the sequential number of each separate requirement - e.g. “1”, “2”, “3” etc.

Description - list the individual requirement for goods - e.g. “Photocopier with Sorter and Stapler, A3/A4 paper handling, duplex facility, minimum of 20 pages per minute”. For works and services provide a general description of the requirement.  Wherever appropriate, attach detailed specifications, plans, bill of quantities or terms of reference to provide full information.

Quantity - the number of items required.

Unit of Measure - e.g. “each”, “pack of 10”, “1 Kg box” as appropriate.

Estimated Unit Cost - enter the estimated cost of 1 unit.

Estimated Total Cost - enter the estimated cost of 1 unit multiplied by the Quantity.

Funds availability: enter the full Budget Head and Account which will be used to fund the expenditure, or if funding is provided by a donor enter the donor’s name and project number.

Sign and enter details of name, job title and date.

Attach all necessary supporting documents including detailed specifications, plans, drawings, bill of quantities and terms of reference as appropriate.

Forward the original of Form SPF 1 and two copies to the Relevant Authority for approval.

Action by Procurement Unit:

Check the details entered on the form by the Originator, and the attachments for accuracy and completeness and refer back to the originator if there are any queries.

Allocate the Procurement Number using the next available sequence number and record the procurement in the Register of Procurement Requisitions.

Sign and enter details of name, job title and date.

Forward the original and one copy to the Finance Section for confirmation of the availability of funds. Retain one copy for  records and progress chasing of the procurement.

Verify the current availability of sufficient funds in the budget heading.  Do not record a commitment at this stage.

Sign and enter name, job title and date.

Retain one copy for Procurement Unit records and progress chasing of the procurement, and forward the original to the Specifications Committee (if required) with all supporting documents:

Sample of Requisition Form: 
See Form SPF 1 (Section 3: Forms)

ADDITIONAL NOTES
SOP 4:

PREPARING A DESCRIPTION OF REQUIREMENTS (SPECIFICATIONS) FOR GOODS

Commentary and Guidance Notes

Commentary 1.

N.B. Important Note on Specification Writing:

It is important not to over-specify. Supplies must be “fit for the purpose for which they are needed”, and no more. Example: If the requirement is to move small quantities of goods and people around the country on largely tarmac roads, an ordinary two-wheel drive pickup will do the job. There is no need to specify four-wheel drive. What should be specified is the minimum requirement that will do the job. Another Example: If the requirement is low-grade cotton wool with which to apply lotion, there is no need to specify high-grade completely sterile hospital operating-room grade cotton wool. Such an unnecessarily high specification results in (a) greater expense (b) difficulty in finding local sources of supply.

Guidance Note 1 – List of Goods

The list of goods should briefly describe each of the goods that the PA requires and specify the quantities of each. Consideration should be given to including any spare parts or consumable items required, either by specifying the items required or requesting the spares or consumables normally required for a specified period of operation, such as one year. The list of goods should also describe any incidental works or services required, such as installation and commissioning, preparation of the site for installation or user training for machinery or computer equipment etc. 

Each item should be numbered sequentially on the list for reference purposes. Along with the quantity, the unit of measure must also be specified e.g. kilograms, litres, reams etc. Complete items, such as vehicles or computers, should be given a unit of measure of “each”. 

An example of a typical list of goods is shown below:

	Item number
	Brief Description of Goods and Related Services 
	Quantity
	Unit of Measure

	1
	Personal Computer
	2
	Each

	2
	LaserJet Printer
	1
	Each

	2a
	Toner Cartridge for item 2
	2
	Each


Guidance Note 2 – Specifications

The specifications should define the technical characteristics and quality standards of the goods required by the PA. Well-prepared specifications will facilitate the preparation of tenders by bidders and the evaluation of tenders by the PA. Where required, the end user should seek technical advice from other government bodies or external specialists in preparing specifications. 

Technical specifications should specify the minimum requirements of the PA. The evaluation will then assess whether tenders reach this standard. Credit will not be given for exceeding the standard.

Technical specifications should contain a complete, precise and unambiguous description of the goods required, by specifying:

· the functions or characteristics required e.g. colour printing for a printer, double-sided copying for a photocopier, dimensions of items, the dosage of a drug, air-conditioning in a vehicle; 

· the performance required e.g. the speed of a printer, a photocopier or a computer processor or the accuracy of laboratory equipment; and/or

· the quality standards for equipment, materials or workmanship. 

Specifications must be generic i.e. they must not refer to a particular trademark, brand name, make or model, patent, catalogue number or any other detail which would limit the specification to a specific manufacturer. For example, a specification for a printer must not state Hewlett Packard or Canon, but should give the technical characteristics of the printer e.g. 

“LaserJet printer, black and white, minimum print speed 20 pages per minute, minimum print quality 1200x1200 dpi, minimum input capacity of 200 A4 sheets” etc. 

In exceptional cases, where there is no sufficiently precise way of describing the goods without use of a brand name or similar, the words “or equivalent” must be included. The use of particular makes or models may also be permitted for reasons of compatibility e.g. spare parts or consumables for a piece of equipment that is already in use. (See PPR2004 Rule 42 Alternative methods of procurements Sub-rule (c) Direct Contracting Paragraph (iii)).

Standards specified must not be restrictive. Where possible, recognised international standards should be used. Where other standards are used, they should normally be followed by a statement that “other authoritative standards that ensure at least a substantially equal quality will also be acceptable”. 

Where appropriate, specifications should also include:

· The purpose and intended use of the goods. 

· Details of the conditions in which the goods must operate e.g. temperature or humidity ranges or, where no specific or unusual conditions apply, state “suitable for use in Pakistan”. 

· Descriptions of required manufacturing processes, workmanship or materials.

· Drawings of the goods, including site plans for installation. 

· Any environmental or safety features required of the goods.

· Packaging, marking and labelling requirements, such as a requirement for pills to be packaged in blister packs corresponding to weekly dosages, for HIV test kits to be individually packaged, along with the required protective gloves and instructions for use, or for drugs to be marked with their expiry date. 

· Details of inspection or testing requirements, including performance parameters, including outputs, timescales, and any indicators or criteria against which the satisfactory performance of the goods will be tested. 

· Any documentation required e.g. manuals, user guides, licences, test certificates etc. 

· Where appropriate, PAs should make use of standardised specifications or specifications used previously. 

· Details should also be included of any incidental works or services required. For example:

· where the supplier is responsible for preparing a site for installation, the current state of the site and the work required should be stated e.g. a particular thickness of concrete base for machinery. 

· the number of people to be trained in use, maintenance or repair of equipment, the location for training, the standard to be attained etc. 

SOP 5 and SOP 6 on the preparation of descriptions for works and services may provide useful guidance for incidental works or services. 

N.B. Important Note

Where NHF Programmes already hold stocks of spare parts or consumables for use in a particular piece of equipment made by a particular manufacturer, (e.g rolls of thermofax paper for fax machines, replacement ink cartridges for printers, spare parts and tyres for a motor vehicle) PUs should carefully assess the cost of procuring a different model from a different manufacturer and the potential financial loss which would be caused by writing off such spares.


PUs should always keep the principle of economy in mind. (See PPR2004 Rule 4: Principles of procurements) If the purchase of a different model will make substantial quantities of spares or supplies redundant, this will cause a loss to Government. In such circumstances, a repeat order of the original model may be preferred. A cost-benefit analysis should be performed

Guidance Note 3 – Delivery Schedule

The delivery schedule should specify the delivery period and place for delivery of each of the goods. Where any related works or services are included, the delivery schedule should also state the completion period and the site. 

In preparing the delivery schedule, the following guidance should be taken into account:

· The delivery and completion periods should be realistic. Unrealistically short delivery or completion expectations may result in restricted competition or may prompt complaints from prospective bidders. 

· The delivery and completion periods are best expressed as a number of days, weeks or months from the date of contract award, as precise dates cannot be determined until the contract has been placed. 

· The delivery period should take into account whether the procurement is of standard, readily available goods, or goods which are likely to be manufactured to order. 

· The delivery schedule should take into account the availability of storage space at the place of delivery. Where storage space is limited, it may be sensible to phase deliveries over a period, rather than to overburden a store with too much of one or two commodities at any one time.

· Where appropriate, different delivery periods should be given for different items or the total requirement should be split into several batches, with phased deliveries. 

· The delivery period should take into account whether the goods are likely to be available in Pakistan or require importing. Where the goods are likely to be sourced internationally, the location of the goods and likely transport times should be considered. 

· When the description of requirements is included in a bidding document, the PU should check that the delivery period specified takes into account the Incoterm specified for delivery. It must be remembered that under the Incoterms CIF,  FOB, or EXW, the delivery of goods takes place when they are delivered to the carrier, not when they are delivered to the final destination. Under other Incoterms, a realistic time should be allowed for delivery considering the mode of transport desired.

ADDITIONAL NOTES

SOP 5:

DESCRIPTIONS OF REQUIREMENTS FOR WORKS

Additional Commentary and Notes

Guidance Note 1 – Drawings for Works

Technical drawings are required to define the works required by the PA. The construction drawings, even if not fully developed, must show sufficient detail to enable bidders to understand the type and complexity of the work involved and to price their tenders. In addition to the construction drawings, a simplified map showing the location of the Site in relation to the local geography, including major roads, posts, airports and railways, is helpful. 

When preparing the bidding document, it is normal practice to insert a list of drawings, although the drawings themselves are often bound and issued in a separate volume, particularly where they are numerous or issued in large format, such as A1 or A2 paper. 

Guidance Note 2 – Specifications for Works

A set of precise and clear specifications is a prerequisite for bidders to respond realistically and competitively to the PA’s requirements without qualifying or conditioning their tenders. Specifications must be drafted to permit the widest possible competition and, at the same time, present a clear statement of the required standards of workmanship, materials, and performance of the related goods and services to be procured. Only if this is done will the objectives of economy, efficiency, and fairness in procurement be realised, responsiveness of tenders be ensured, and the subsequent task of evaluation be facilitated. The specifications should require that all goods and materials to be incorporated in the Works be new, unused, of the most recent or current models, and incorporate all recent improvements in design and materials unless provided otherwise in the Contract.

Care must be taken in drafting specifications to ensure that they are not restrictive. In the specification of standards for goods, materials, and workmanship, recognised international standards should be used as much as possible. Where national, or other, standards are used, the specifications should state that goods, materials, and workmanship that meet other authoritative standards, and which ensure substantially equal or higher quality than the standards mentioned, will also be acceptable. 

Most specifications are normally written to suit the specific works in hand. There is no standard set of specifications for universal application in all sectors, although there are established principles and practices.

There are considerable advantages in standardising General Specifications for repetitive Works in recognised public sectors, such as highways, ports, railways, urban housing, irrigation, and water supply, in the same region or where similar conditions prevail. The General Specifications should cover all classes of workmanship, materials, and equipment commonly involved in construction, although not necessarily to be used in a particular Works Contract. Deletions or addenda can then be used to adapt General Specifications to the particular Works. NHF Programmes are unlikely to need such work.

Guidance Note 3 – Bills of Quantities

A bill of quantities should be prepared for inclusion in the bidding document, where the requirement is to be contracted as an admeasurement contract – for lump sum contracts, see Guidance Note 4 below. Bidders are then required to price the bill of quantities in their tenders and the priced bill of quantities becomes part of the contract. Payment is then made using the rates in the priced bill of quantities, but based on the quantity of work actually performed, which is measured on a regular basis. 

Therefore, the objectives of the bill of quantities are:

· to provide sufficient information on the quantities of Works to be performed to enable tenders to be prepared efficiently and accurately; and

· to provide a priced bill of quantities for use in the periodic valuation of Works executed, once a Contract has been entered into. 

In order to attain these objectives, Works should be itemised in the bill of quantities in sufficient detail to distinguish between the different classes of Works, or between Works of the same nature carried out in different locations or in other circumstances which may give rise to different considerations of cost. The layout and content of the bill of quantities should be as simple and brief as possible.

Guidance Note 4 – Activity Schedule

An activity schedule should be prepared for inclusion in the bidding document, where the requirement is to be contracted as a lump sum contract – for admeasurement contracts, see Guidance Note 3 above. Bidders are required to tender a lump sum price, based on the activity schedule, and the successful bidder’s tender price becomes the contract price. The actual work performed will not be re-measured for payment purposes, as under an admeasurement contract, so the breakdown of price on the activity schedule is only used for contract variations. 

Therefore, the objective of the activity schedule is to provide a breakdown of the activities and their associated cost that form the Works to be paid on a lump sum basis. The breakdown is intended to be used:

· as the basis for certifying interim payment to the supplier; and

· to assist in valuing any ordered variations.

The works should be broken down by consideration of the nature of each activity and if applicable by the location. The PA will have to determine the degree to which the Works need to be broken down by consideration of the complexity of the Works and the stated time for completion. Schedules can be provided for each different discrete element of the works. If the works require plant and equipment to be provided, separate schedules for the supply only of the plant and equipment may be provided. The activity schedule should be as simple and brief as possible.

Guidance Note 5 – Completion Schedule

The completion schedule should specify the completion period and site for each part of the works. In preparing the completion schedule, the following guidance should be taken into account:

· The completion periods should be realistic. Unrealistically short completion periods may result in restricted competition or may prompt complaints from prospective bidders. 

· The completion periods are best expressed as a number of days, weeks or months from the date of contract award, as precise dates cannot be determined until the contract has been placed. 

Guidance Note 6 – Scope of Works

The scope of works should provide:

· a description of the works;

· approximate quantities of major items; 

· a background narrative to the work required, where appropriate; and

· the objectives of the works required, where appropriate. 

The scope of works will normally form the first part of the description of requirements, but will need to be prepared last, once approximate quantities etc are known. A description of approximately 1-2 pages is appropriate for most contracts. 

ADDITIONAL NOTES
SOP 6:

PREPARING A DESCRIPTION OF REQUIREMENTS FOR SERVICES

Commentary and Guidance Notes:

Guidance Note 1 – Terms of Reference for Routine Services

The terms of reference (TORS) should provide sufficient information to enable bidders to understand the services required by the PA and should be complete, precise and clear. Well-prepared TORS will facilitate the preparation of tenders by bidders and the evaluation of tenders by the PA. 

The precise contents of the TORS will be determined by the individual assignment, but should include the following details, where applicable:

· the purpose of the assignment and what it is expected to achieve;

· a description of the scope of the services required;

· the location or locations for performance of the services e.g. specify the address, where services are to be performed on the procuring agency’s premises;

· the role, qualifications and experience of any key staff required, such as supervisors;

· the duration of the contract or expected completion date;

· the hours of work or hours when the supplier will have access to the workplace;

· an estimate of the amount or value of work involved, where the scope of the services cannot be precisely defined e.g. Vehicle Repair Services for 50 vehicles for a one-year period;

· any facilities, services or resources to be provided by the procuring agency;

· any particular equipment to be provided by the supplier e.g. security screening equipment for a building security contract;

· any required performance targets or response times e.g. routine repairs must be completed within 3 days;

· arrangements for reporting to the PA, including lines of communication and the contact point for management and administration of the assignment; 

· any other details or requirements relevant to the assignment. 

Guidance Note 2 – Terms of Reference for Consultancy Services

The TORS should provide sufficient information to enable bidders to understand the services required by the PA. They should be complete, precise and clear, but should not be over-prescriptive, where the success of an assignment is largely dependent on the skills and experience of the consultants. Well-prepared TORS will facilitate the preparation of proposals by bidders and the evaluation of proposals by the PA. 

The precise contents of the TORS will be determined by the individual assignment, but should include the following details, where applicable:

· the background to the assignment, including details of any larger project which the assignment will be part of;

· the objectives of the assignment and what it is expected to achieve;

· a description of the scope of the services required;

· the specific deliverables required, such as study reports and recommendations, software, databases, bidding documents, drawings, specifications, maps, software, training materials etc and the dates by when they are required;

· requirements for the transfer of knowledge or training programmes;

· the role, qualifications and experience of any key staff required;

· the duration of the assignment and expected completion dates;

· any facilities, services or resources to be provided by the procuring agency, including any counterpart staff;

· arrangements for reporting to the PA, including lines of communication and the contact point for management and administration of the assignment; 

· a schedule of any reports required, including inception, progress and final reports;

· any other details or requirements relevant to the assignment.

ADDITIONAL NOTES
SOP 7:

SELECTING A PROCUREMENT METHOD AND PLANNING THE PROCUREMENT

Commentary and Guidance Notes

Guidance Note 1 – Selecting a Procurement Method

The preferred methods of procurement are:

· Open Tendering for goods, works and routine services; and

· Request for Proposals for consultancy services. 

However, alternative methods may be used where the estimated value of the procurement is below the thresholds specified in the PPR2004 Rule 42: Alternative methods of procurements or where specified other conditions are met. The monetary thresholds, below which alternative methods may be used, are as specified in Rule 42 of PPR2004. The conditions of use for each method are summarised below:

N.B. For the precise financial thresholds of each procurement method, consult Rule 42: Alternative methods of procurements PPR2004

Open Tendering is the preferred method of procurement for goods, works and services. 

Direct Contracting  may be used where:

· the goods, works or services are only available from a limited number of suppliers; or

· The estimated value does not exceed the financial limit specified by Sub-Rule (c) Direct Contracting of Rule 42: Alternative methods of procurements of the PPR2004 for goods, small works or services.

· only one supplier is able to fulfil the requirement, as it is the only one with the technical capability, capacity or legal right to provide the goods, works or services e.g. the goods are patented;

· there is an emergency need and engaging in any other procurement method would be impractical. An emergency is not any requirement which is urgent, but only a requirement where there is an imminent threat to the physical safety of the population or of damage to property;

· additional goods, works or services must be procured from the same supplier for reasons of standardisation or for compatibility with existing goods, works or services. Compatibility may include the technical compatibility of equipment or a need to maintain a supplier’s warranty or liability obligations. In using this reason for single source procurement, procuring agencies must consider the effectiveness of the original procurement, must ensure that the additional procurement is limited in relation to the value of the original procurement, must ensure that the price for additional items is reasonable and must demonstrate that alternatives are unsuitable. 

N.B. Rule 42 (c) (iii) of the Procurement Rules 2004 requires that any contract with a supplier under this provision should not be for more than three years in duration, and the contract cost should not exceed fifteen per cent of the original procurement value.
Two-Stage Tendering may be used where:

· it is not feasible to fully define the technical or contractual aspects of the procurement at the outset of the proceedings; or

· because of the complex nature of the procurement, the procuring agency wishes to consider various technical or contractual solutions and to discuss with bidders about the relative merits of those variants before deciding on the final technical or contractual specifications. 

Request for Proposals is the preferred method of procurement for consultancy services. 

Request for Quotations may be used for:

· goods, which are readily available “off-the-shelf” and do not require manufacturing to particular specifications, where the estimated value does not exceed the financial limit specified for RFQ in Sub-rule (b) Request for Quotations of Rule 42: Alternative methods of procurements in PPR2004.

· small works, where the estimated value does not exceed the financial limit specified above; or

· routine services, where the estimated value does not exceed the financial limit specified above.

· N.B NHF Programmes should note that Rule 42 of the Procurement Rules 2004 permits them to apply for the financial limits specified therein to be raised, if they believe these limits are too low. Such a request should be discussed with the appropriate authority in the parent Ministry and then raised with the PPRA as a Ministry initiative.
Guidance Note 2 – International or Local Procurement

Once the procurement method has been decided, the PA must consider whether the procurement should be international or local. 

For tendering methods (i.e. Open Tendering, Two-Stage Tendering and Request for Proposals), an international tender must be held where:

· It is known that the goods or services are not available within Pakistan

· a national tendering procedure has already failed to identify a suitable supplier. 

· Funding for the procurement is being provided by an international donor or lending agency, whose procurement rules require that the procurement proposed should be open to international bidders, e.g the Asian Development Bank and the World Bank.

Rules for international tendering are the same as for national tendering, except that:

· the notice of invitation to tender, invitation to pre-qualify or invitation to submit expressions of interest, shall be published in the international media or in the World Bank publication “Development Business” (if funds are being provided by the WB) and

· the minimum bidding period of 45 working days is longer, in order to allow international bidders adequate time to respond.

For Request for Quotations, the procedure shall be local where the goods, works or services are ordinarily available, at competitive prices, from at least three suppliers in Pakistan. 

Guidance Note 3 – Preparing a Plan for the Proposed Procurement:

No procurement plan is required for Petty Purchases, which fall under the threshold for low value requirements, as specified by Sub-Rule (a) Petty Purchases of Rule 42: Alternative methods of procurements of PPR2004. Only a very brief procurement plan is required for procurement using the RFQ method. 

For other procurement methods the procurement plan for each requirement should include:

· a plan of the timescales for each step in the procurement process, including the anticipated manufacturing and delivery or mobilisation and completion periods, as appropriate. This plan should show the total elapsed time before delivery or completion of the goods, works or services. The plan should also take into account the time necessary for obtaining all necessary approvals during the procurement process;

· whether any additional eligibility criteria are required in addition to the mandatory eligibility criteria (see SOP 45) and whether or not pre-qualification should be conducted – see SOP 8 for further guidance.

· any need for phased delivery of items, particularly where items are to be held in stores or have limited shelf-life;

· likely potential sources and whether they are local or international;

· the availability of resources within the PU and elsewhere for implementation of procurement procedures and administration of the contract. The plan should specifically refer to any specialist, technical advice required and whether it is available within the PA, from other government bodies or from external sources;

· a forecast of the funding required and when it will be required, based on the anticipated date of contract, delivery or completion periods and payment terms. This information should be integrated with budgeting information;

· consideration as to whether the procurement requirement can be combined with other requirements, for purposes of economy and efficiency;

· consideration of how the procurement will be divided into lots, if applicable;

ADDITIONAL NOTES

SOP 9: 

OBTAINING AND ASSESSING EXPRESSIONS OF INTEREST

Commentary and Guidelines

Guidance Note 1 – EOI Notices

A notice calling for EOIs should normally include the following information:

· the name and address of the PA;

· a brief description of the project, if any, of which the assignment forms a part;

· a brief description of the proposed contract;

· a statement of the information required from potential bidders, such as descriptions of similar work performed and indications of the type of staff available for the assignment;

· instructions on the location and deadline for submission of EOIs

· any special instructions on the sealing and labelling of EOIs.

· A brief description of the evaluation criteria for short listing.  

ADDITIONAL NOTES
SOP 10:

PREPARING AN INVITATION TO TENDER NOTICE
       

Commentary and Guidance Notes

Guidance Note 1 – Invitation to Tender Notices

The Invitation to Tender notice must include at least the following information:

· Tender/ Reference number

· the name and address of the PA;

· a brief description of the goods, works or services required, including the location for delivery or performance and the time for delivery or completion;

· Amount of Bid Security

· the address for viewing and obtaining the Bidding Documents;

· the price, if any, for the purchase of the Bidding Documents and the currency and means of making payment – see Guidance Note 3  below on establishing the price of Bidding Documents;

· the language(s) in which the Bidding Documents are available;

· Time and place for opening Tenders

· the location, date and time of any pre-bid conference and/or site visit to be held;

· instructions on the location and deadline for submission of tenders. 

Guidance Note 2 – In the case of Invitation to Pre-qualify Notices

The invitation to pre-qualify notice must include at least the following information:

· the name and address of the PA;

· a brief description of the goods, works or services subject to the pre-qualification and an indication of whether pre-qualification is for a single contract or a group of contracts;

· the address for viewing and obtaining the pre-qualification documents;

· the price, if any, for the purchase of the pre-qualification documents and the currency and means of making payment;

· the language(s) in which the pre-qualification documents are available;

· instructions on the location and deadline for submission of applications to pre-qualify. 

Guidance Note 3 – Price of Bidding Documents

PAs may charge a fee for bidding documents in order to cover the cost of printing and distributing the document. The fee must not be set at a level which includes any element of profit for the PA. In determining whether to charge a fee and the fee to charge, PAs should consider:

· the size of the document, which will affect printing and distribution costs. For example, a bidding document for a large construction contract may include several separate volumes of drawings and bills of quantities, whereas a bidding document for simple goods may be only 50-100 pages;

· the likely location of potential bidders. Distribution to international bidders will incur a greater cost than distribution to local bidders. 

· the method of distribution. In some cases, distribution by courier, rather than normal postal services, may be required, which is likely to increase costs. Where documents can be distributed by electronic means, costs should be minimal. 

ADDITIONAL NOTES
SOP 11:
DEVELOPING A SHORTLIST
Commentary and Guidance Notes:

Guidance Note 1 – Identifying Potential Sources

Information on suppliers who may be included in a shortlist can be found from a number of sources. These might include:

· any registration scheme or database operated by the Government of Pakistan.

· pre-qualification exercises conducted for this type of goods, works or services;

· previous tenders received or contracts placed by the PA, or another PA;

· the supplier database maintained by individual ministries; 

· other PUs;

· information available from trade or professional bodies, such as the Chamber of Commerce.

· trade representatives within embassies for foreign sources;

· existing knowledge of the market by either procurement or technical specialists;

· market research, using trade journals, the internet, trade directories etc. 

Guidance Note 2 – Selecting the Shortlist

Where a limited shortlist of bidders is developed from a “long list” of potential sources, the following factors should be considered:

· there should be a rotation of different bidders on successive shortlists i.e. the same supplier should not be included every time, where numerous sources exist;

· suppliers who are not expected to be able to submit responsive tenders or meet eligibility or qualification requirements should not be included;

· a shortlist should not consist entirely of bidders with the same ownership;

· for goods, a shortlist should not consist entirely of bidders offering the same brand of goods;

· suppliers included on any list of debarred suppliers must not be included on a shortlist;

· some shortlisted bidders may choose not to submit tenders. Therefore, it is recommended that more than three sources should be included on a shortlist, so that at least three tenders are received. The number of sources included should be proportionate to the value of the procurement requirement;

· where the goods, works or services are available at competitive prices from at least three sources in Pakistan, the shortlist may be restricted to local suppliers. International bidders may be included where at least three competitive local sources do not exist or where a national tendering procedure has failed. 

ADDITIONAL NOTES
SOP 19:

OPENING TENDERS (ONE STAGE SINGLE ENVELOPE)

Commentary and Guidance Notes:

Guidance Note 1 – Resources for Tender Opening:

Physical resources for an efficient tender opening include:

· a room which is accessible to bidders, arranged so that bidders’ representatives are seated at a short distance from the table where the opening is to be conducted. It is important that bidders witness, rather than participate in, a tender opening procedure;

· office materials, such as scissors, marker pens, sellotape etc for opening and marking of tenders;

· a copy of the bidding document, in case there is a need to refer to the bidding instructions or other details;

· blank forms for recording tender details and sufficient pens;

· blank attendance forms and pens, for all bidders and other attendees to sign their attendance. 

Prompt access to photocopying facilities for distributing copies of the tender opening record will also be required. 

Sufficient staff should be on hand to ensure that the opening proceeds efficiently. Different staff should normally be responsible for the following tasks:

· chairing the opening procedure;

· opening the tenders, numbering and passing the tenders to the chairperson to read out;

· recording the details of the tender opening;

· ensuring the safe-keeping of opened tenders;

· ensuring that bidders sign the attendance record.

Guidance Note 2 – Information to be Read Out:

Information to be read out should be as stated in the bidding document. 

This must include at least:

· the name and address of each bidder;

· the total price of each tender, stating the currency and amount;

· each unit price quoted (in addition to the total price or lot prices to be read out) stating the currency and amount. (See Sub-rule (2) of Rule 28: Opening of Bids in PPR2004)

N.B. This means that if a tender for the supply of drugs or spare parts contains 500 separate items then every single item description and individual unit price must be read out. If twenty suppliers submit tenders, this means that 10,000 drug or spare part descriptions and 10,000 unit prices must be read out. BOCs will need to be prepared for such an eventuality.

It may also include:

· the presence or absence of a Bid Security, and the form and amount of the Bid Security, where one was requested in the bidding document;

· any other details stated in the bidding document. 

No additional information concerning any tender should be read out, other than that required by the bidding document. 

Guidance Note 3 – Key Pages:

The key pages, which require stamping and signing or initialling should be determined by the chairperson of the opening. As guidance, they should include at least:

· the tender submission form;

· any pages with financial information, such as price schedules. 

Stamping and signing of standard literature and brochures is not normally required. 

In determining the key pages, it should be remembered that stamping and signing of excessive numbers of pages can be time-consuming, especially where a large number of tenders are received, and especially since the PPRA requires all pages of a tender to be countersigned by all members of a BOC.

Stamping and signing is only required on the original of the tender and not any copies. 

Guidance Note 4 – Questions from Bidders:

Information given should normally be restricted to that which is included in the bidding document. Staff should seek to refer bidders back to the bidding document, rather than risk giving contradictory responses. 

Staff managing a public tender opening must take care not to answer questions regarding the acceptance or rejection of tenders, or to discuss specific details. A standard response of “that will be decided by the evaluation committee” may be given to such questions. 

The names of staff who will be evaluating the tenders must not be revealed under any circumstances, even if the information is requested by bidders. This confidentiality should reduce opportunities for bidders to seek to influence the evaluation. 

Tenders which have been received on time are opened publicly, in the presence of bidders, and summary details read out and recorded. 

ADDITIONAL NOTES
SOP 20:

OPENING TENDERS (ONE STAGE TWO ENVELOPES)
Commentary and Guidance Notes

Guidance Note 1 – Resources for Bid Opening:

Physical resources for an efficient tender opening include:

· a room which is accessible to bidders, arranged so that bidders’ representatives are seated at a short distance from the table where the opening is to be conducted. It is important that bidders witness, rather than participate in, a bid opening procedure;

· office materials, such as scissors, marker pens, sellotape etc for opening and marking of tenders;

· a copy of the Tender Documents or Request for Proposals document, in case there is a need to refer to the bidding instructions or other details;

· blank forms for recording tender details and sufficient pens;

· blank attendance forms and pens, for all bidders and other attendees to sign their attendance;

· details of the technical scores to be read out, for the financial opening. 

Prompt access to photocopying facilities for distributing copies of the bid opening record will also be required. 

Sufficient staff should be on hand to ensure that the opening proceeds efficiently. Different staff should normally be responsible for the following tasks:

· acting as chairperson of the bid opening procedure;

· opening the proposals, numbering and passing the proposals to the chairperson to read out;

· recording the details of the tender opening;

· ensuring the safe-keeping of both opened proposals and the sealed financial proposals at the first stage;

· ensuring that bidders sign the attendance record.

Guidance Note 2 – Information to be Read Out at Technical Opening:

Information to be read out should be as stated in the Tender Documents or the RFP document. 

This must include at least the name and address of each bidder, including the names of all parties to a joint venture, consortium or association. 

It may also include:

· the presence or absence of a Bid Security, and the form and amount of the Bid Security, where one was requested in the Tender Documents or the RFP document;

· any other details stated in the RFP document. 

No additional information concerning any proposal should be read out, other than that required by the Tender Documents or the RFP document. 

No financial information will be read out, as financial proposals will remain sealed at this stage. 

Bid security is the part of evaluation of any firm and should be submitted (if the amount is specified in the ITB) alongwith technical proposal, and if required in %age of the cost of item(s)/ services then with the financial proposal. Technical proposal envelopes which do not contain any Bid Security (where required in the ITB) are rejected and are not evaluated further. 

N.B. It is important that Tender Documents and RFPs should clearly state that bidders should enclose Bid Securities (where required in terms of fixed amount) within the Technical Proposal Envelope of their bids and not within the Financial Proposal Envelope. 

This is because the presence or absence of a Bid Security (where required) in the correct format and for the amount specified is one of the key criteria in any preliminary evaluation of bids. Technical proposals which do not contain the Bid Security (if required) will not be evaluated and the bid will be rejected at this first bid opening stage.

Guidance Note 3 – Key Pages of Technical Proposal:

The key pages, which require stamping and signing or initialling should be determined by the chairperson of the opening. As guidance, they should include at least the technical proposal submission form. The sealed envelope containing the financial proposal should also be stamped and signed by chairperson and all members of BOC. Stamping and signing of standard literature and brochures is not normally required. 

In determining the key pages, it should be remembered that stamping and signing of excessive numbers of pages can be time-consuming, especially if all members of a BOC are required to sign all the required pages as well

Stamping and signing is only required on the original of the technical proposal and not any copies. 

Guidance Note 4 – Questions from Bidders:

Information given should normally be restricted to that which is included in the Tender Documents or the RFP document and, in the case of a financial opening, the technical scores which have been read out. Staff should seek to refer bidders back to the Tender Documents or the RFP document, rather than risk giving contradictory responses. 

Staff managing a public bid opening must take care not to answer questions regarding the acceptance or rejection of proposals, or to discuss the specific details of any proposal, score or price. A standard response of “that will be decided by the evaluation committee” may be given to such questions. 

The names of staff who will be evaluating the tenders must not be revealed under any circumstances, even if the information is requested by bidders. This confidentiality regarding the names of evaluators should reduce opportunities for bidders to seek to influence the evaluation. 

Guidance Note 5 – Information to be Read Out at Financial Opening:

Referring to the Technical Proposals Bid Opening and the Record of Bid Opening as recorded on Form SPF 7, the BOC chairperson shall note which bidders provided a Bid Security (if required) in the correct format and for the amount specified. (see Guidance Note 2 above)

The technical scores of each bidder must be read out, prior to the opening of the financial proposals.

The name of each bidder and the unit price and bid amount of each financial proposal should be read out. N.B. Rule 28 Opening of Bids Sub-rule (2) of PPR2004 requires that BOCs must read out all itemised individual unit prices of each item quoted in addition to the overall bid price.
Where a tender concerns many different items (such as in a tender for drugs or for spare parts for vehicles or equipment) it is entirely possible that there could be an itemised list of 500 items or more. If twenty different suppliers put in bids, that would require the BOC to read out 10,000 different item descriptions and 10,000 different unit prices.

BOC members and PU staff assisting them need to be aware of this rule and should be prepared for a long day.

No additional information concerning any proposal should be read out. The breakdown of any technical score or price must not be read out. 

Guidance Note 6 – Key Pages of Financial Proposal:

The key pages, which require stamping and signing or initialling should be determined by the chairperson of the bid opening. As guidance, they should include at least:

· the financial proposal submission form;

· the summary of costs. 

The chairperson may also choose to stamp and sign pages giving the breakdown of costs. 

In determining the key pages, it should be remembered that stamping and signing of excessive numbers of pages can be time-consuming, especially where there may be a requirement for all members of a BOC to sign all pages required

Stamping and signing is only required on the original of the financial proposal and not any copies. 

ADDITIONAL NOTES
SOP 21:

GENERAL EVALUATION PROCEDURES FOR GOODS, WORKS AND ROUTINE SERVICES
Commentary and Guidance Notes

Guidance Note 1 – Selecting Staff to Conduct Evaluations
The PU has the overall responsibility for conducting evaluations and preparing evaluation reports, in accordance with the directions of the RA. However, evaluations will frequently require inputs from other staff, particularly those with technical knowledge of the goods, works and services being procured. In the case of drug purchases for the Ministry of Health, for example, it is probable that technical assistance might be required from the Inspectorate of Drugs or from a senior pharmacist. The head of the PU and the chairperson RA concerned must select the most appropriate member or members of staff to conduct each evaluation. The appropriate number and type of staff will depend on the type, value and complexity of the procurement. For example:

· An evaluation under the Request for Quotations method for routine stationery items could be conducted entirely by one member of the PU;

· An evaluation of a construction contract will require inputs from at least one civil works engineer, and possibly other engineering disciplines as well;

· An evaluation of the bids for supply of a complex piece of operating or cardiology equipment would need the input of a heart specialist, a surgeon and possibly other medical specialists as well;

· Any evaluation of high value should be conducted jointly be an evaluation team.

Each evaluation should be allocated to a member of the PU to manage and corodinate. That member of staff will then be responsible for coordinating any inputs from other staff, ensuring that the evaluation is conducted on time and in accordance with all applicable rules and procedures and preparing the evaluation report. The evaluation report will, of course, be checked by the head of the PU, before it is submitted to the RA for approval.

Where a procurement is of particularly high value or complexity, the entire evaluation should be allocated to an evaluation team, rather than an individual, to manage. In this case, the head of the PU should chair the evaluation team.

In identifying staff to provide inputs to an evaluation or to be members of an evaluation team, the head of the PU must consider the type of skills, knowledge or experience needed, which might include, as and where required:

· Procurement and contracting skills;

· Technical knowledge;

· Financial management skills;

· Legal expertise;

· Representation by the end user; and

· Specialist knowledge or experience.

N.B. It is important that RA members should not be involved in conducting evaluations. If RA members are selected as evaluators, they would then be in conflict of interest because they would be in the position of later approving their own work. The evaluation work must be done by one set of people, and the approvals must be sought from another group, so that the one can check the work of the other.

Guidance Note 2 – Preliminary Screening
The preliminary screening is conducted to determine whether tenders comply with the basic instructions and requirements of the Bidding Document. It enables the evaluators to eliminate the weakest tenders, without the time and effort spent in conducting a detailed evaluation. Where no pre-qualification has been conducted, the preliminary screening can also be used to assess whether bidders meet the mandatory eligibility requirements – see SOP 45 for further guidance on eligibility criteria. 

The preliminary screening is conducted on a Pass or Fail basis, with tenders that are not substantially compliant being rejected. The criteria to be used for the preliminary screening depend on the requirements and instructions of the Bidding Document, so the preliminary screening must always start with a review of the Bidding Document to list the requirements to be met. As guidance only, the preliminary screening might typically include checks of the following:

· Submission of a tender security, if one was required, in the correct form and amount, valid for the required period and from an acceptable financial institution;

· Submission of an original and the correct number of copies of the tender;

· Submission of all forms and documents required, including in particular, the tender submission form and any required price schedules;

· Signature and authorization of the tender in accordance with the instructions in the bidding document, including any required power of attorney;

· Correct tender validity;

· The tender is for all items included in the bidding document, or in a particular lot, if so required by the bidding document;

· Submission of any additional documentation or samples required; and 

· Whether the bidder meets the mandatory eligibility requirements specified.

Bidders who fail the preliminary screening should be listed, in the order of the tender number allocated to them at the Bid Opening, and the name of the Bidder and a brief statement of why the bid was rejected as non-compliant should be recorded. 

The Non-compliant Bid Sheet (or sheets), is an auditable document and must be kept on file together with the bids themselves, in case there are any queries or objections by bidders and for audit purposes. Future procurement monitoring will need to check that the bidders listed as non-compliant were in fact non-compliant, so that the performance of the evaluators can be properly assessed. 

Guidance Note 3 – Detailed Evaluation
The detailed evaluation must only be conducted on tenders which passed the preliminary screening.

The detailed evaluation is conducted to determine whether tenders are substantially responsive to the technical and commercial requirements of the Bidding Document. The technical evaluation is conducted on a Pass or Fail basis; only tenders which are responsive, or substantially responsive, to the requirements of the Bidding Document are included in the subsequent financial evaluation. Non-responsive tenders are eliminated from the evaluation.

The ways of assessing responsiveness will vary considerably between evaluations for goods, works and routine services. Therefore further guidance on the detailed evaluation of each type is provided in SOP 22, SOP 23 and SOP 24 respectively.

Guidance Note 4 – Determining Responsiveness

In evaluating tenders, the evaluator(s) is required to decide whether a tender is “responsive” (i.e meets the procuring agency’s requirements) or “non-responsive” (i.e does not meet the procuring agency’s requirements).

In practice, few tenders are perfect and therefore the key test is whether a tender is “substantially responsive”. A “substantially responsive” tender is defined as a tender which conforms to all the instructions, requirements, terms and conditions of the Bidding Document without material deviation, reservation, or omission. In other words, minor (or “non-material”) errors or problems can be accepted by the evaluator(s) or corrected by the bidder, while tenders with major (or “material”) errors or problems must be rejected.

As a general rule, a material deviation, reservation, or omission is one that:

· Affects the scope, quality or performance of the goods, works or services in a substantial way; or

· Would limit the procuring agency’s rights or the bidder’s obligations under the contract in a substantial way; or 

· Would unfairly affect the competitive position of other bidders if it were corrected.

Determining whether a deviation is material or non-material is a decision for the evaluator(s). The decision must be based on the contents of the tender only. Additional information or previous knowledge of a product or bidder must not be taken into account.

What is a material or non-material deviation will vary between different tendering procedures, depending on the particular requirements of each. However, decisions on what constitute material and non-material deviations must be applied consistently to all tenders which are part of the same evaluation process.

In deciding whether deviations are material or non-material, the evaluator(s) should consider the impact on key factors such as cost, risk, time and quality of the procurement. As guidance only, material deviations, reservations or omissions are likely to include:

· Unacceptable schedules for delivery or completion;

· Unacceptable technical details, such as design, materials, workmanship, specifications, standards or methodologies; and

· Unacceptable counter-proposals on key contract terms and conditions, such as payment terms, price adjustments, liquidated damages, sub-contracting or warranty.

As guidance only, non-material deviations, reservations or omissions are likely to include:

· Minor differences in delivery or completion schedules, where time is not critical;

· The omission of minor items;

· Arithmetic errors;

· Alternative technical details, such as design, materials, workmanship, specifications, standards or methodologies, which are substantially responsive and acceptable to the procuring agency; and 

· Minor amendments to contract terms and conditions, which are acceptable to the procuring agency.

Where a tender is determined to be substantially responsive, the evaluator(s) may waive, clarify or correct the non-conformity, error or omission in the tender – (see Guidance Note 5 to SOP 21 in Section 4: Additional Notes to the SOPs for further details).

Guidance Note 5 – Tender Clarifications from Bidders and Corrections
Where information contained in a tender is unclear, the evaluator(s) may seek clarification of the information from the bidder. Clarifications can not be used to amend the price of the tender (with the exception of the correction of arithmetic errors), to correct material deviations or to make other significant changes to any aspect of the tender.

Requests for clarification must be addressed to the bidder in writing and must state that a written response is required by a specified date. The request must also state that failure by the bidder to respond to the request may result in the rejection of his tender.

Where a tender includes non-material deviations, errors or omissions, the evaluator(s) may choose to accept or to correct them. In order to make the evaluation fair to all bidders, the nonconformity should be quantified and expressed in monetary terms, wherever possible. This amount should then be added to the tender price, for purposes of the financial evaluation only, to reflect the price or cost of the missing or non-conforming item.

For example, where a tender for goods does not include the price of a spare part or consumable item, the price of the missing item should be added to the tender price, using the highest price for the same item from the other tenders.

As a further example, where a tender includes a slightly later delivery date than required by the Bidding Document and this delay is acceptable to the procuring agency, the late delivery could be quantified and expressed in monetary terms, using the monetary penalties for liquidated damages contained in the draft contract.

Guidance Note 6 – Financial Evaluation
The financial evaluation must only be conducted on tenders which were determined to be substantially responsive during the detailed evaluation.

The financial evaluation is conducted to determine the evaluated price of tenders, rank the tenders according to their evaluated price and identify the lowest priced tender. This will be the successful tender, which should be recommended for award of contract.

Unless otherwise required by the instructions in the bidding document, the procedure for determining the evaluated price of each tender is as follows:

· Determine the total tender price, including or excluding particular costs, as indicated in the bidding document e.g. the bidding document may give particular instructions on the inclusion of taxes and duties in the tender price or the exclusion of provisional sums and contingencies, but the inclusion of competitively priced dayworks, in tenders for works;

· Correct any arithmetic errors – (see Guidance Note 7 to SOP 21 in Section 4: Additional Notes to the SOPs);

· Apply any non-conditional discounts offered by bidders – (see Guidance Note 8 to SOP 21 in Section 4: Additonal Notes to the SOPs);

· Convert all tenders to a single evaluation currency for purposes of comparison (if foreign suppliers are concerned), using the currency and the date and source of the exchange rate specified in the Bidding Document;

· Make adjustments for any non-material nonconformities, errors or omissions;

· Apply any non-price criteria specified in the bidding document;

· Apply any margin of preference; and

· Determine the total evaluated price of each tender.

Where the evaluation is for a procurement requirement consisting of more than one lot and bidders are permitted to offer discounts which are conditional on the award of contracts for more than one lot, these must be taken into account in a further financial evaluation at this stage – (see Guidance Note 8 to SOP 21 in Section 4: Additional Notes to the SOPs).

Guidance Note 7 – Arithmetic Errors
In conducting a financial evaluation arithmetic errors may be corrected by the evaluator(s). The procedure for correcting arithmetic errors is normally stated in bidding documents and the procedure stated must be used. This is normally the procedure stated below.

Where no specific procedure is stated in the Bidding Document, the following procedure should be applied:

· If there is a discrepancy between the unit price and the total price that is obtained by multiplying the unit price and the quantity, the unit price shall prevail and the total price shall be corrected, unless in the opinion of the evaluator(s) there is an obvious misplacement of the decimal point in the unit price, in which case the total price as quoted shall govern and the unit price shall be corrected;

· If there is an error in a total corresponding to the addition or subtraction of sub-totals, the sub-totals shall prevail and the total shall be corrected; and

· If there is a discrepancy between words and figures, the amount in words shall prevail, unless the amount expressed in words is related to an arithmetic error, in which case the amount in figures shall prevail subject to the notes above.

Bidders should be notified in writing of any arithmetic corrections made and requested to agree to the corrections in writing.

Guidance Note 8 – Discounts
Bidders are permitted to offer discounts to their tender prices, provided that any discounts offered are included in their tender. Discounts, or any other change in price, are not permitted after the closing tender date. Non-conditional discounts should be taken into account in the evaluated price of the tenders.

Prompt payment discounts, which are conditional on prompt payment by the procuring entity, must not be taken into account in the financial evaluation, but should be included as a contract term, if the tender is accepted.

If so stated in the bidding document, bidders may be permitted to offer conditional (or cross) discounts, i.e discounts which are conditional on the simultaneous award of contracts for more than one lot. Conditional discounts should be excluded from the main financial evaluation.

Following completion of the financial evaluation and determination of the successful tender(s), a further financial comparison should be conducted to take any conditional discounts into account. The comparison must identify the bid which offers the best overall value for money for the procuring agency, i.e the combination of contract awards which offers the lowest total price.

Guidance Note 9 – Requesting Extensions to Tender Validity
The tender validity period requested in the Bidding Document should normally be sufficient to enable the procuring agency to undertake the evaluation, obtain the approval of the RA and place a contract. Therefore, extensions to the validity of tenders should not normally be required.

Where an extension to the validity of tenders is required, all bidders should be requested, in writing, to extend the validity of their tenders for an additional specified period of time. This request should be issued a reasonable period before the expiry of the validity of tenders, to give sufficient time for responses to be received.

Bidders must not be permitted to change the price, or any other details, of their tender, when extending the validity.

Any such extension of bid validity should be for a period no longer than the original bid validity period specified in the tender documents (See Rule 26: Bid Validity Sub-rule (3) of PPR2004)

Where a bid security is required, bidders extending the validity of their tenders must also extend the validity of their bid securities by the same period of time. 

Any bidder is free to refuse to extend the validity of his tender. In this case the bidder’s bid security is returned to him immediately.

ADDITIONAL NOTES
SOP 22:

EVALUATING OFFERS FOR GOODS

Commentary and Guidance Notes

Guidance Note 1 – Detailed Technical Evaluation

The technical evaluation for goods is conducted by comparison with the specification in the bidding document. This specification provides a minimum standard, which tenders must reach. Tenders which do not reach this standard are non-responsive. Tenders which equal or exceed the standard are responsive. The evaluation is conducted on a Pass or Fail basis, so no extra credit or benefit is given to tenders which exceed the standard, except where this is provided for by non-price criteria – see Guidance Note 3 below. Substantially responsive tenders may be considered to have passed the technical evaluation. 

For example, if the specification in the bidding document for a photocopier specified a copy speed of 25 pages per minute:

· a tender offering a copy speed of 15 pages per minute would be non-responsive;

· a tender offering a copy speed of 24 pages per minute may be substantially responsive, if the evaluator(s) so decide;

· a tender offering a copy speed of 25 pages per minute would be responsive;

· a tender offering a copy speed of 33 pages per minute would be responsive, but would receive no additional preference in the evaluation compared to the tender offering 25 pages per minute. 

In conducting the technical evaluation, all aspects of the technical specification must be considered and technical advice sought, where required. In particular, technical advice and advice from the end user on the precise purpose and use of the goods will be required in determining whether deviations from the specification are material or non-material. For example:

· failure to offer the specified engine size would almost certainly be a material deviation in an evaluation for a vehicle;

· failure to offer the specified colour of vehicle may be a non-material deviation if the vehicle is for general use, but may be a material deviation if the vehicle is for police or military use and requires a particular colour or markings for identification or camouflage purposes. 

Guidance Note 2 – Detailed Commercial Evaluation

The commercial evaluation is conducted by assessing whether the tender conforms, or substantially conforms, to all the terms, conditions and requirements of the Bidding Document. The criteria will therefore depend on the Bidding Document, but might include:

· acceptance of key contract conditions, such as payment, warranty and liquidated damages;

· delivery schedule for goods within the time period specified;

· completion schedule for incidental services within the time period specified, where installation and commissioning or user training is required;

· availability of spare parts and consumable items;

· service arrangements, such as a requirement for a local agent. 

As with the technical evaluation, the commercial standard must be set by the terms and conditions of the Bidding Document and tenders should be evaluated as responsive or non-responsive against this standard. No extra benefit should be given to tenders which exceed the standard required, except where this is done through the application of non-price criteria – see Guidance Note 3 below. 

Guidance Note 3 – Non-Price Criteria

The successful tender for goods is normally the lowest priced tender, which has met the procuring agency’s technical and commercial requirements, as determined by the detailed evaluation. However, procuring agencies are permitted to apply non-price criteria, as long as they are specified in the Bidding Document. 

Non-price criteria must be given a relative weight or expressed in monetary terms wherever possible. Examples of non-price criteria might include:

· a penalty for late delivery and/or a bonus for early delivery, based on the delivery schedule stated in the Bidding Document. Penalties and bonuses could be expressed in monetary terms, by increasing or reducing the evaluated price by a specified amount for each day or week that delivery will be late or early. The amount could be calculated using the rates normally applied to liquidated damages for late deliveries. 

· a penalty for payment terms, which require payment earlier than specified in the Bidding Document. The penalty could be expressed in monetary terms, by calculating the interest which would be earned on the money, using a defined interest rate. 

· inclusion of the estimated cost of spare parts and/or consumable items for a specified period of operation. This could be expressed in monetary terms, by requiring bidders to provide prices for a specified list of items, which would be added to the evaluated price. 

· inclusion of the costs of operating and maintaining equipment during its projected lifetime;

· a penalty or bonus for productivity or performance of equipment below or above a specified level. 

ADDITIONAL NOTES
SOP 23:

EVALUATING OFFERS FOR WORKS

Commentary and Guidance Notes

Guidance Note 1 – Detailed Commercial and Technical Evaluation

The detailed evaluation is conducted by assessing whether the tender conforms, or substantially conforms, to all the terms, conditions and requirements of the Bidding Document. The criteria will therefore depend on the Bidding Document, but might include:

· acceptance of key contract conditions, such as payment, price adjustment, warranty, insurance, liquidated damages, dispute resolution, liability and performance security, or inclusion of only minor deviations which are acceptable to the procuring agency and can be quantified in the evaluation;

· completion schedule for the works within the time period specified and/or meeting key milestones of the construction programme;

· equipment, material, workmanship and design of the standards or codes specified in the Bidding Document or equivalent;

· use of construction methods specified in the Bidding Document or acceptable alternatives;

· suitability of the bidder’s key staff, taking into account their qualifications and experience;

· tender based on the design specified in the Bidding Document or an acceptable alternative design, where alternatives are permitted by the Bidding Document;

· compliance with applicable regulations, such as those concerning labour; and/or

· sub-contracting within the amounts and in the manner permitted by the Bidding Document and sub-contractors meeting requirements specified in the Bidding Document. 

The standard for responsiveness must be set by the terms, conditions and requirements of the Bidding Document and tenders should be evaluated as responsive or non-responsive against this standard. 

Tenders which are substantially responsive may be accepted, although any minor deviations, errors or omissions should be quantified and taken into account in the financial evaluation. No extra benefit should be given to tenders which exceed the standard required, except where this is done through the application of non-price criteria – see Guidance Note 2 below. 

The detailed evaluation of tenders for works will require technical input from staff qualified in the relevant field and staff representing the end user. 

Guidance Note 2 – Non-Price Criteria

The successful tender for works is normally the lowest priced tender, which has met the procuring agency’s technical and commercial requirements, as determined by the detailed evaluation. However, procuring agencies are permitted to apply non-price criteria, as long as they are specified in the Bidding Document. 

Non-price criteria must be given a relative weight or expressed in monetary terms wherever possible. Examples of non-price criteria might include:

· a penalty for late completion and/or a bonus for early completion, based on the completion schedule stated in the Bidding Document. Penalties and bonuses could be expressed in monetary terms, by increasing or reducing the evaluated price by a specified amount for each day or week that delivery will be late or early. The amount could be calculated using the rates normally applied to liquidated damages for late deliveries. 

· a penalty for payment terms, which require payment of any sums earlier than specified in the Bidding Document. The penalty could be expressed in monetary terms, by calculating the interest which would be earned on the money, using a defined interest rate. 

ADDITIONAL NOTES
SOP 24

EVALUATING OFFERS FOR ROUTINE SERVICES
Commentary and Guidance Notes

Guidance Note 1 – Detailed Commercial and Technical Evaluation

The detailed evaluation is conducted by assessing whether the tender conforms, or substantially conforms, to all the terms, conditions and requirements of the Bidding Document and responds adequately to the terms of reference. The criteria will therefore depend on the Bidding Document, but might include:

· acceptance of key contract conditions, such as payment, insurance, dispute resolution and liability or inclusion of only minor deviations which are acceptable to the procuring agency and can be quantified in the evaluation;

· suitability of the bidder’s key staff, taking into account their qualifications and experience;

· Bidder’s qualification and experience of similar service;

· equipment, material and workmanship of the standards specified in the Bidding Document or equivalent;

· acceptable methodology for performance of the services;

· compliance with applicable regulations, such as those concerning labour; and/or

· sub-contracting within the amounts and in the manner permitted by the Bidding Document and sub-contractors meeting requirements specified in the Bidding Document. 

The standard for responsiveness must be set by the terms, conditions, requirements and terms of reference in the Bidding Document and tenders should be evaluated as responsive or non-responsive against this standard. Tenders which are substantially responsive may be accepted, although the minor deviations, errors or omissions should be quantified and taken into account in the financial evaluation. No extra benefit should be given to tenders which exceed the standard required, except where this is done through the application of non-price criteria – See Guidance Note 2 below.

Guidance Note 2 – Non-Price Criteria

The successful tender for works is normally the lowest priced tender, which has met the procuring agency’s technical and commercial requirements, as determined by the detailed evaluation. However, procuring agencies are permitted to apply non-price criteria, as long as they are specified in the Bidding Document. 

Non-price criteria must be given a relative weight or expressed in monetary terms wherever possible. Examples of non-price criteria might include:

· a penalty for late completion and/or a bonus for early completion, based on the completion schedule stated in the Bidding Document. Penalties and bonuses could be expressed in monetary terms, by increasing or reducing the evaluated price by a specified amount for each day or week that delivery will be late or early. The amount could be calculated using the rates normally applied to liquidated damages for late deliveries. 

· a penalty for payment terms, which require payment of any sums earlier than specified in the Bidding Document. The penalty could be expressed in monetary terms, by calculating the interest which would be earned on the money, using a defined interest rate. 

ADDITIONAL NOTES
SOP 25:

GENERAL EVALUATION PROCEDURES FOR CONSULTANCY SERVICES

Commentary and Guidance Notes 

Guidance Note 1 – Selecting Staff to Conduct Evaluations

The PU has the overall responsibility for conducting evaluations and preparing evaluation reports to be submitted to the RA for approval. However, evaluations for consultancy services will always require inputs from other staff, as merit point systems require scores to be given by a number of staff, in order to arrive at an average score. 

Each evaluation should be allocated to a member of the PU to manage. That member of staff will then be responsible for coordinating the inputs from other staff, including obtaining and comparing individual scores, ensuring that the evaluation is conducted on time and in accordance with all applicable rules and procedures and preparing an evaluation report. 

Where an evaluation is particularly high value or complex, the entire evaluation should be allocated to an evaluation team, rather than an individual, to manage. In this case, the head of the PU should chair the evaluation team. 

The head of the PU must select the most appropriate members of staff to provide inputs to an evaluation, with particular attention to those responsible for awarding merit point scores. Staff involved in awarding scores to proposals for consultancy services must have knowledge or experience of the services being procured and the evaluators must include staff who are able to represent the needs of the end user. 

In identifying staff to provide inputs to an evaluation or to be members of an evaluation team, the head of the PU must consider the type of skills, knowledge or experience needed, which might include:

· procurement and contracting skills;

· technical knowledge;

· financial management skills;

· legal expertise;

· representation by the end user; and

· specialist knowledge or experience, 

It is important that members of the RA should not be involved in conducting evaluations. If members of the RA are selected as evaluators, they would then be in conflict of interest because they would be in the position of later approving their own work. The evaluation work must be done by one set of people, and the approvals must be sought from another group, so that one can check the work of the other. 

Guidance Note 2 – Preliminary Screening

The preliminary screening is conducted to determine whether proposals comply with the basic instructions and requirements of the RFP Document. It enables the evaluators to eliminate the weakest proposals, without the time and effort spent in conducting a detailed merit point evaluation. The preliminary screening can also be used to assess whether bidders meet the mandatory eligibility requirements – see SOP 45 for further guidance on qualifications. 

The preliminary screening is conducted on a Pass or Fail basis, with proposals that are not substantially compliant being rejected. The criteria to be used for the preliminary screening depend on the requirements and instructions of the RFP Document, so the preliminary screening must always start with a review of the RFP Document to list the requirements to be met. As guidance only, the preliminary screening might typically include checks of the following: 

· submission of an original and the correct number of copies of the proposal;

· submission of all forms and documents required, including, in particular the proposal submission form;

· signature and authorisation of the proposal in accordance with the instructions in the RFP Document, including any required power of attorney;

· signature of curriculum vitae by proposed consultants, if required;

· submission of a separately sealed financial proposal;

· correct proposal validity;

· submission of a Bid Security in the correct format, for the required amount, valid for the required period and provided by an acceptable financial institution;

· submission of any additional documentation required; and

· whether the bidder meets the mandatory eligibility requirements. 

Guidance Note 3 – Detailed Evaluation using the Merit Point Scoring System

The detailed evaluation must only be conducted on proposals which were determined to be substantially responsive during the preliminary screening. 

The merit point scoring system is used to assess the relative quality of proposals. A variable number of points are awarded to each proposal for pre-determined criteria out of a maximum number of points stated in the RFP Document. This gives a score indicating the relative quality of each proposal. The scores of several evaluators are used to calculate an average score for each proposal, which becomes the total technical score for that proposal. Use the Tables in Form SPF 5 for the merit point evaluation.

The procedure for merit point scoring systems is as follows:

8. All evaluators should jointly discuss the criteria and any sub-criteria, to ensure that all evaluators have a common understanding of the criteria and their relative importance.

9. Each evaluator should conduct an evaluation of each proposal, independently from all other evaluators. Consider each proposal and award scores out of the maximum number of points against each criterion. Record all scores and sign the score sheet. 

3.
Where a number of points are allocated to performance at interview, conduct interviews –(see Guidance Note 4 to SOP 25 in Section 4: Additional Notes to the SOPs for further details). 

4.
The PU will collect scores, compile them on a single score sheet and calculate average scores for each proposal. To calculate the average, add the scores of all evaluators together and divide by the number of evaluators. 

5.
The PU will compare the scores of each evaluator for each proposal, in order to check that there has been a consistency of approach and a common understanding of the criteria and each proposal. Any significant deviations from the average score or inconsistencies in scoring should be identified and evaluators may be 
called upon to explain their scores, at a meeting of all evaluators. 

6.
In exceptional cases, where the evaluators agree that there has not been a consistency of approach or where discussions reveal a misunderstanding of a criterion, the scoring method or a proposal, one or more evaluators may be permitted to adjust his or their individual scores. No evaluator shall be obliged to make adjustments to his scores. The original score sheets must be retained and revised scores recorded on a new score sheet. Where any scores are revised, the PU will collect and compile scores again and recalculate the average score for each proposal. 

The proposals which pass the detailed evaluation and proceed to the financial evaluation are determined by the individual evaluation methodology. 

Guidance Note 4 - Conducting Interviews

Interviews may be conducted as part of a merit point evaluation, provided that this was clearly stated in the RFP document. There may be a need for clarification or discussion of the scope of work. (If so, then such clarification and discussion should be communicated to all bidders equally – see SOP 17 Handling Bidder Clarifications above).

Bidders must be given reasonable notice of the arrangements for any interview. Within reason, the procuring agency should be flexible as to the precise date and time for the interview, to give the bidder a reasonable opportunity to attend, particularly where foreign bidders are invited for interview. 

Interviews should be conducted after evaluation against all other technical evaluation criteria. In the case of QCBS and LCS, only bidders who are still able to reach the minimum technical threshold should be invited for interview. In the case of QBS, only bidders who are still able to attain the highest technical score should be invited for interview. 

Interviews should only be held with key staff or consultants of the bidder, such as the team leader.

Interviews should be managed by the PU, but involve the staff responsible for the merit point evaluation, or nominated representatives from among those staff. The questions to be addressed at the interview should be planned and agreed in advance by all staff involved in the merit point evaluation. 

Detailed minutes must be kept of the interview and of the subsequent discussion and decision on the number of points to be awarded. These minutes should form part of the technical evaluation report. 

Interviews are held only to confirm that the consultants have the required competencies.

Guidance Note 5 – Financial Evaluation

The proposal or proposals proceeding to the financial evaluation will be determined by the relevant methodology for the technical evaluation. 

The financial evaluation is conducted to determine the evaluated price of proposals, compare the proposals and determine the successful proposal, i.e. the proposal which should be recommended for award of contract. The financial evaluation and the determination of the successful proposal differ according to different evaluation methodologies. 

Unless otherwise required by the evaluation methodology or the instructions in the RFP Document, the procedure for determining the evaluated price of each proposal is as follows:

· determine the total proposal price, including or excluding particular costs, as indicated in the RFP Document e.g. the RFP Document may state that all taxes and duties are to be included in the evaluation;

· correct any arithmetical errors – (see Guidance Note 5 to SOP 25 in section 4: Additional Notes to the SOPs);

· assess whether all items are included in the proposal price and add the cost of any missing items;

· convert all proposals to a single evaluation currency for purposes of comparison, using the currency and the date and source of the exchange rate specified in the RFP Document;

· apply any margin of price preference;

· determine the total evaluated price of each proposal. 

Guidance Note 6 – Arithmetical Errors

In conducting a financial evaluation, arithmetical errors may be corrected by the evaluator(s). The procedure for correcting arithmetic errors is normally stated in Bidding and Request for Proposals Documents and the procedure stated must be used. This is normally the procedure stated below. 

Where no specific procedure is stated in the RFP Document, the following procedure should be applied:

· if there is a discrepancy between the unit price and the total price that is obtained by multiplying the unit price and quantity, the unit price shall prevail and the total price shall be corrected, unless in the opinion of the evaluator(s) there is an obvious misplacement of the decimal point in the unit price, in which case the total price as quoted shall govern and the unit price shall be corrected;

· if there is an error in a total corresponding to the addition or subtraction of subtotals, the subtotals shall prevail and the total shall be corrected; and

· if there is a discrepancy between words and figures, the amount in words shall prevail, unless the amount expressed in words is related to an arithmetic error, in which case the amount in figures shall prevail subject to the notes above.

Bidders should be notified in writing of any arithmetic corrections made and requested to agree the corrections in writing.

Guidance Note 7 – Requesting Extensions to Proposal Validity

The proposal validity period requested in the RFP Document should normally be sufficient to enable the procuring agency to undertake both the technical and financial evaluations, obtain approval from the RA and place a contract. Therefore, extensions to the validity of proposals should not normally be required. 

Where an extension to the validity of proposals and bid bonds are required, all bidders should be requested, in writing, to extend the validity of their proposals and bid bonds for an additional specified period of time. This request should be issued a reasonable period before the expiry of the validity of proposals and bid bonds, to give sufficient time for responses to be received. 

Any such extension of bid validity should be for a period no longer than the original bid validity period as stated in the RFP (see Rule 26 Bid Validity Sub-rule (3) of PPR2004).

Bidders must not be permitted to change the price, or any other details, of their proposal, when extending the validity. 

Any bidder is free to refuse to extend the validity of his proposal.

ADDITIONAL NOTES
SOP 26:

EVALUATING PROPOSALS FOR CONSULTANCY SERVICES USING QUALITY AND COST BASED SELECTION (QCBS)

Commentary and Guidance Notes

Guidance Note 1 – Awarding Financial Scores

Financial scores must be awarded using the method specified in the RFP document. This is normally as follows:

· the lowest priced proposal is given a financial score of 100

· all other proposals are given a financial score proportionate to this, using the formula Sf = 100 x Fm/F, in which 


Sf 
denotes the financial score of the proposal under consideration; 


Fm 
is the price of the lowest price proposal; 


F 
denotes the price of the proposal under consideration.

For example, if prices were as follows:

	Proposal A
	Proposal B
	Proposal C

	$ 500,000
	$ 450,000
	$ 600,000


· Proposal B has the lowest price and would be awarded 100 points. 

· The formula would be applied to Proposal A as follows: 100 x 450,000/500,000 = 90 points.

· The formula would be applied to Proposal C as follows: 100 x 450,000/600,000 = 75 points.

Alternatively, a directly proportional or other methodology may be used in allocating financial scores, providing it has been fully described in the RFP document. 

Guidance Note 2 – Weighting Scores to Calculate the Total Score

The technical and financial scores must be weighted using the weights stated in the RFP document. This is normally in the range of 70-90% for the technical score and in the range of 10-30% for the financial score. The combined weights must always total 100%. 

To determine the weighted scores, multiply the actual technical and financial scores by the percentage weights stated in the RFP document. 

To determine the total score, simply add the weighted technical and financial scores together. 

The example in the table below shows the technical and financial scores received by a proposal, the weights stated in the RFP document, the calculation required, the weighted scores and the total score:

	
	Original Scores
	Weight in RFP document
	Calculation
	Weighted Scores

	Technical
	75
	80%
	75 x 80/100
	60

	Financial
	85
	20%
	85 x 20/100
	17

	Total
	
	100%
	
	77


ADDITIONAL NOTES
SOP 30:

CONDUCTING NEGOTIATIONS

Commentary and Guidance Notes

Guidance Note 1 – Selecting Staff to Conduct Negotiations

The PU has the overall responsibility for conducting negotiations and making recommendations on the results to the RA. However, negotiations will always be conducted by a minimum of three people, who will include staff with technical knowledge of the goods, works or services being procured and who are able to represent the needs of the end user. 

Negotiations should normally be managed by the member of the PU who managed the evaluation, although additional procurement staff with greater experience or particular skills may also be involved. That member of staff will then be responsible for coordinating inputs from other staff, ensuring that the negotiations are conducted in accordance with all applicable rules and procedures and preparing minutes of the negotiations and recommendations for the RA. 

The head of the PU must select the most appropriate members of staff to conduct negotiations. Where it offers benefits of continuity or significantly reduces the amount of preparation work required, staff who contributed to the evaluation should be used, as they will already be familiar with the requirements of the procuring agency, as defined in the bidding document, the contents of the successful tender, the reasons why negotiations were recommended, the areas requiring negotiations and the objectives of those negotiations. The appropriate number and type of staff will depend on the type, value and complexity of the procurement, the areas which require negotiations and the extent of the negotiations. 

In identifying staff to be involved with negotiations, the head of the PU must consider the type of skills, knowledge or experience needed, which might include:

· procurement and contracting skills, including experience of negotiations;

· technical knowledge;

· legal expertise;

· representation by the end user. 

It is important that members of the RA should not be  involved in conducting negotiations, but only in approving the results and recommendations. If members of the RA are selected as negotiators, they will  be in conflict of interest because they will then end up reviewing and approving their own work. The negotiation work should be conducted by one group of people, and the approvals must be sought from another group, so that the one can check the work of the other.

Guidance Note 2 – Areas which may be subject to Negotiations

Negotiations may not relate to the price or substance of tenders or proposals e.g man/month rates or unit rates (i.e prices) specified by the bidder in his tender, but only to minor technical, contractual or logistical details. As guidance only, negotiations may normally relate to the following areas:

· minor alterations to technical details, such as the terms of reference, the scope of work, the specification or drawings;

· minor amendments to the Special Conditions of Contract;

· finalising the payment arrangements; 

· mobilisation arrangements;

· agreeing final delivery or completion schedules to accommodate any changes required by the procuring agency;

· the proposed methodology or staffing;

· inputs required from the procuring agency; 

· clarifying details that were not apparent or could not be finalised at the time of bidding;

· the bidder’s tax liability in Pakistan, if the bidder is a foreign company.

Negotiations must not be used to:

· substantially change the technical quality or details of the requirement, including the tasks or responsibilities of the bidder or the performance of the goods;

· substantially alter the terms and conditions of contract stated in the invitation document; 

· reduce unit rates or reimbursable costs;

· reduce work inputs solely to meet the budget; or

· substantially alter anything which formed a crucial or deciding factor in the evaluation of the tenders or proposals.

In the case of consultancy services, the bidder should not be allowed to substitute key staff, unless the procuring agency and the bidder agree that delays in the procurement process, changes in the terms of reference or other unavoidable circumstances make it necessary. 

Guidance Note 3 – Recommendations following Negotiations

Following negotiations, the recommendations made to the RA may include:

· proceed with contract award to the successful bidder, incorporating the revisions agreed during negotiations;

· revise the objectives of the negotiations and negotiate further on specified areas;

· terminate the negotiations, where they have failed to result in an acceptable contract, reject the bidder and award the contract or hold negotiations with the next lowest ranked responsive bidder;

· cancel the procurement proceedings, where it is believed that the original bidding document was flawed, the need has changed or the budget is insufficient for the requirement. 

ADDITIONAL NOTES
SOP 31:

CANCELLING PROCUREMENT PROCEEDINGS

Commentary and Guidance Notes

Guidance Note 1 – Grounds for Cancellation

The cancellation of procurement proceedings should be avoided wherever possible, but is permitted where it is in the public interest. Where cancellation is required, it should be done as early in the procurement process as possible. In particular, the procuring agency should seek to avoid cancelling procurement proceedings where tenders have already been opened. 

The grounds for cancelling procurement proceedings must be approved by the RA. As general guidance grounds for cancellation may include:

· there is no longer any need for the procurement in question;

· the technical, contractual or other details have changed to such an extent that it is more appropriate to issue a new tender than to modify the existing bidding document;

· the procurement requirement can be met by a substantially less expensive purchase;

· there is evidence of collusion among bidders;

· adequate funding is no longer available for the requirement;

· there is a lack of responsive tenders. 

ADDITIONAL NOTES
SOP 33:

PREPARING AND ISSUING A CONTRACT DOCUMENT
Commentary and Guidance Notes

Guidance Note 1 – Contents of Contract Document

The contents of the contract document will depend on the model contract included in the bidding document. The contents of a contract and the order of precedence are normally listed in the contract form or special conditions of contract. As guidance only, contract documents normally consist of the following:

· the contract form or agreement;

· the contract award notice;

· the supplier’s tender and any modifications to that tender;

· the special conditions of contract;

· the general conditions of contract;

· the description of the goods, works or services, comprising specifications, terms of reference, drawings, bill of quantities, activity schedule and/or any other similar document. 

ADDITIONAL NOTES
SOP 34:

PREPARING AND ISSUING A PURCHASE ORDER

Commentary and Guidance Notes

Guidance Note 1 – Information to be included in Purchase Orders

The following information must be included in the Purchase Order:

· the name of the supplier;

· the date of issue of the Purchase Order;

· the delivery address;

· the name of the procuring agency purchasing the items;

· the Requisition Number

· the Purchase Order Number

· the quantity of each item required;

· any part or pattern number for each item;

· a brief description of each item;

· the unit cost or rate for each item;

· the delivery period required and whether the delivery is to be made in lots.

· Schedule of requirement;

Recommended Format for Purchase Order:

1. SHORT FORM: See Purchase Order (Low Value) Form SPF 17

Where Procuring Agencies are not currently using their own Purchase Orders, it is recommended that they should adopt Form SPF 17. This has the advantage of providing a standard format, and avoids the need to type a letter to a supplier each time some petty purchase needs to be made.

This format provides sufficient accountability for procurement audit. The Purchase Order may be the next step after a Requisition (SPF 1), and it is quite possible that the officers who authorise the Requisition will be the same as authorise the Purchase Order. Whether they are the same, or not, the required lines of accountability and responsibility are clear.

Where Procuring Agencies make considerable numbers of petty purchases, consideration should be given to printing books of these Purchase Orders in this format, so that all that Procurement Units have to do is to fill out a Purchase Order with the required number of duplicate copies. When made of thin lightweight paper, this type of Purchase Order can be quickly hand-written, with copies using carbon paper. Copies can also be colour-coded for ease of distribution. A more expensive method is to have these books made up with paper chemically coated paper, so that copies can be made without carbon paper. If a Procuring Agency issues large numbers of this type of low value Purchase Order, they can be pre-numbered at source. This makes them easier to track.

Completion and Distribution:
The Purchase Order should be dated and given a Number. The Number should start at 001 at the beginning of each new financial year. To differentiate Purchase Orders by Year, use a Forward Slash to separate the financial year from the P.O. Number, e.g 04/001 would indicate the first P.O. of the financial year 2004/2005 and 05/001 the first P.O. of the financial year 2005/2006.

When the Purchase Order has been filled in and the required signatures and authorizations have been obtained, it should be sent to the chosen supplier. Copies from printed books using the recommended format should be distributed as follows:

1. Top Copy (White) to Supplier

2. Nr 2 Copy (White) to Supplier, to be returned with Supplier’s Invoice

3. Nr 3 Copy (Green) to Procurement Unit 

4. Nr 4 Copy (Yellow) to Accounts

5. Nr 5 Copy (Blue) to Purchase Order/Minor Procurements File. 

Use of Short Form Purchase Order:
The Short Form Purchase Order (Form SPF 17) should be used for all orders below the limit for Petty Purchases as set in Sub-rule (a) Petty Purchases of Rule 42 Alternative methods of procurements (See PPR2004) from suppliers and for purchases from suppliers who have responded to an RFQ for purchases up to the RFQ limit as set out in Sub-Rule (b) Request for Quotations in Rule 42 Alternative methods of procurements (See PPR2004).

N.B.
It is possible that the PPRA may in the future notify for use an additional Long-Form Purchase Order for higher value purchases. When accompanied by General Conditions of Contract such a document can usefully fill the gap between a short-form Purchase Order and a full-blown contract document.

ADDITIONAL NOTES
SOP 35:

ANNOUNCING A CONTRACT AWARD AND DEBRIEFING UNSUCCESSFUL BIDDDERS
Commentary and Guidance Notes 

Guidance Note 1 – Contents of Debrief Letters

Debrief letters should contain sufficient detail to provide the unsuccessful bidder with an explanation of why he did not win a contract, without providing excessive details or taking too much time to prepare. Debrief letters must be prepared individually for each unsuccessful bidder, as they should not disclose information on other tenders, with the exception of limited information on the successful tender. 

The debrief letter should state at which stage of the evaluation the tender was rejected, i.e. preliminary screening, detailed evaluation or financial evaluation. 

Where a tender was rejected during the preliminary screening, the letter should give a brief statement of the reason or reasons for rejection. For example: 

· your Bid Security was not issued by an acceptable institution;

· your tender was not signed and authorised; or

· your tender was not valid for the required period. 

Where a tender for goods, works or routine services was rejected during the detailed evaluation, the letter should give a brief statement on how it failed to meet the technical specification or standard required or how it was commercially unacceptable. For example: 

· your tender did not meet the required specification, as the engine size was too small;

· tender did not meet the required specification, as the processor speed was  slow;

· your proposed payment terms did not comply with the conditions stated in the bidding document and were not acceptable to the procuring agency; or

· your supervisory staff did not have appropriate qualifications or sufficient experience for the contract.

Where a proposal for consultancy services evaluated using QCBS or LCS was rejected during the detailed technical evaluation, the letter should state that the proposal failed to reach the minimum quality threshold specified and give a brief statement of the main weaknesses of the proposal. For example: 

· the key personnel included in your proposal did not have sufficient experience of this type of work or of work in the conditions prevailing in Pakistan;

· your team leader did not have sufficient management experience or experience of working at this level; or

· your methodology did not address the capacity building part of the terms of reference adequately or would not achieve sufficient transfer of knowledge to local staff.

Where a proposal for consultancy services evaluated using QBS was rejected during the detailed technical evaluation, the letter should state that the proposal did not obtain the highest technical score and give a brief statement of the relative strengths of the successful proposal, without disclosing details. For example: 

· the successful proposal included key personnel with greater experience of this type of work or of work in the conditions prevailing in Pakistan;

· the successful proposal included a much stronger capacity building programme. 

Where a tender was rejected during the financial evaluation, the letter should state:

· for goods, works or routine services, that the bidder did not submit the lowest priced, responsive tender;

· for consultancy services evaluated using QCBS, that the bidder did not submit the proposal offering the best overall combination of quality and price;

· for consultancy services evaluated using LCS, that the bidder did not submit the lowest priced proposal, which reached the minimum quality threshold. 

The price of the contract will already have been provided in the letter notifying the bidder that he was unsuccessful and, for consultancy services, the technical scores and prices will have been read out at the financial opening. However, the procuring agency may repeat these details in the debrief letter, for the sake of completeness. 

ADDITIONAL NOTES
SOP 36:

ADMINISTERING A CONTRACT

Commentary and Guidance Notes

Comment 1:

Users should be aware that there is likely to be some conflict with the auditors of the Auditor-General’s Office, if the PPRA requires users to adapt their financial and accounting procedures to the PPRA’s requirements, rather than to those of the Auditor-General’s Office.

Guidance Note 1 – Selecting a Contract Administrator

The head of the PU should select the most appropriate person or persons to administer each contract, taking into account the skills or experience required, the time required for contract administration and any requirements to work closely with the end user. Where a contract is particularly large or complex, a contract administration team may be formed. 

The PU will retain overall responsibility for contract administration, but the member of staff with day-to-day responsibility for the contract will often come from outside the PU. For example, the PU will normally retain control of contract amendments, payments and dispute resolution, but may allocate day-to-day liaison with a team of consultants or supervision of a construction contract to the end user. 

In selecting the person responsible for day-to-day contract administration, the head of the PU should consider the following guidance:

· where supervision needs to be conducted by a person with appropriate technical skills, such as for construction contracts or the installation of complex plant and machinery, contract administration is best allocated to the end user or an external consultant;

· where contract administration is likely to be time-consuming or require skills not available within the procuring agency, an external contract administrator should be appointed, such as a project manager for a major construction contract;

· where goods are to be received and issued by stores, contract administration is best allocated to the stores staff;

· where goods are to be delivered directly to the end user, contract administration is best allocated to either the end user or procurement staff, although there may still be a need for the goods to be included in the procuring agency’s record of assets;

· where a consultant is required to work with the end user in conducting a study, providing advice or building capacity, contract administration is best allocated to the end user and particular counterpart staff may need to be designated to work with the consultant;

· where services are provided in support of the general management or administration of the procuring agency, contract administration is best allocated to the member of staff responsible for that function, such as a Transport Officer for a vehicle repair contract or the Finance and Administration Department for cleaning or security services. 

Issues relating to contractual disputes or a supplier’s failure to perform and any requirement for amendment of the contract must be referred to the PU. 

Contract administrators must make use of the procuring agency’s existing systems for making payments or seeking legal advice. 

Guidance Note 2 – Contract Administration for Goods

Contracts administration for goods focuses on ensuring that goods are delivered on time, that the goods are acceptable to the procuring agency, in terms of quantity, quality and supporting documentation, and that the procuring agency meets its obligations to pay for the goods delivered in a timely manner

For goods contracts, the contract administrator is typically responsible for:

· ensuring that the actual dates when deliveries are due are agreed with the supplier, based on the date of contract effectiveness;

· expediting during the delivery period, to ensure that manufacturing, freight-forwarding and deliveries are proceeding on schedule;

· witnessing tests or approving samples, where required;

· arranging collection, freight-forwarding, customs clearance or delivery, where the procuring agency is responsible for any of these tasks;

· arranging for receipt and inspection of the goods by the Inspection Committee

· checking all documentation relating to the goods, such as delivery notes, and ensuring that documentation is correct before signing;

· recording any missing, damaged or incorrect items and initiating claims against insurance policies or the supplier;

· reporting any contractual problems or requests for contract amendments to the PU; 

· checking invoices and supporting documentation for payment are correct and arranging payment; 

· managing any securities, such as performance or payment securities, by ensuring that they are kept securely, ensuring that extensions to their validity are obtained in good time, when required, reducing their value when required, and releasing them promptly, when all obligations have been fulfilled; 

· ensuring all documentation and information relating to warranties and warranty claims are in good order;

· ensuring that assets are registered and labelled, where required; and

· ensuring all user guides, manuals, licences etc are kept with the goods or in an appropriate place. 

Goods should be recorded in the procuring agency’s asset records and issued to the end user in accordance with applicable stores and supply management procedures. 

Guidance Note 3 –Contract Administration for Works

Contracts administration for works is often complex and time-consuming, as it involves supervision of the progress of the works, ordering variations where unforeseen conditions are encountered and measuring the work completed for payment purposes. For major contracts, the procuring agency will normally use a full-time supervising engineer or project manager, who will exercise control and supervision of the contract on behalf of the procuring agency. Where a project manager is used, the procuring agency must:

· ensure that the role of the project manager is clearly defined, in particular his powers to issue contract variations, which result in changes to the overall cost, completion date, quality and design of the works and to settle disputes;

· establish arrangements for keeping the procuring agency informed of contract progress, variations issued and any disputes; and

· designate a contract administrator within the procuring agency, who will be the contact point for the project manager. 

This contract administrator is typically responsible for:

· ensuring that the actual mobilisation and completion dates are agreed with the supplier, based on the date of contract effectiveness;

· monitoring the overall progress of the works and the performance of the project manager;

· referring any requests for contract variations, which are outside the authority of the project manager, to RA, or other designated authority, for approval;

· reporting any contractual problems or requests for contract amendments to the PU; 

· checking invoices and supporting documentation for payment are correct and arranging payment; 

· managing any securities, such as performance or payment securities, by ensuring that they are kept securely, ensuring that extensions to their validity are obtained in good time, when required, reducing their value when required, and releasing them promptly, when all obligations have been fulfilled; 

· ensuring all final acceptance and hand-over arrangements are completed and documented satisfactorily; and

· ensuring all final drawings, manuals etc are received and kept in an appropriate place. 

Guidance Note 4 –Contract Administration for Services

Contracts administration for services focuses on ensuring that services are delivered on time and to an acceptable quality. This can be difficult, as the quality of services, particularly consultancy services, can be subjective and difficult to measure. A good working relationship with the service provider and ongoing monitoring of services is therefore important, to ensure successful contract performance. 

The procuring agency must also ensure that it meets its obligations, particularly where the performance of consultancy services is dependent on certain inputs or information from the procuring agency or where staff must be made available to benefit from capacity building initiatives.

For services contracts, the contract administrator is typically responsible for:

· ensuring that the actual dates for mobilisation, key milestones or deliverables and completion are agreed with the supplier, based on the date of contract effectiveness;

· monitoring contract performance to ensure that levels of service are maintained and that deliverables are submitted or completed on time;

· ensuring that all required reports are submitted on time;

· ensuring that, where required, the procuring agency provides written comments or approvals to deliverables or reports in a timely manner;

· ensuring that any resources, assistance or counterpart staff to be provided by the procuring agency are made available at the appropriate time;

· checking invoices and supporting documentation for payment are correct and arranging payment; 

· managing any securities, such as performance or payment securities, by ensuring that they are kept securely, ensuring that extensions to their validity are obtained in good time, when required, reducing their value when required, and releasing them promptly, when all obligations have been fulfilled; 

· notifying the service provider in writing of any failings in performance or failure to meet targets; and

· ensuring all reports or deliverables are kept in an appropriate place and circulated or implemented as required. 

ADDITIONAL NOTES
SOP 37:

AMENDING A CONTRACT

Commentary and Guidance Notes

Guidance Note 1 – Contents of a Contract Amendment

The contents of a contract amendment will be determined by the reason for the amendment and the term or condition which is being amended. However, all contract amendments must include the following details:

· the reference number and date of the contract which is being amended and a brief description of the subject of the contract;

· the number of the contract amendment i.e. “Contract Amendment No 1, 2, 3 etc”;

· the date of the contract amendment;

· a clear statement of the part of the contract which is being amended, including relevant clause or annex numbers;

· a clear statement of how the contract is amended e.g. “the completion period is hereby extended by one week, to give a revised completion period of thirteen weeks” or “the quantity for item 3 is hereby increased by two (2) to give a revised quantity of five (5)”;

· where the contract price is being amended, a clear statement of the amount by which the contract is increased or decreased and the revised total contract price i.e. “the contract price is hereby increased by a sum of $5,000, giving a revised total contract price of $35,000”;

· a statement that all other terms and conditions of the contract remain unchanged. 

ADDITIONAL NOTES
SOP 38:

COMPLETING A CONTRACT

Commentary and Guidance Notes

Guidance Note 1 – Contract Completion Checklist

Before closing a procurement file, the PU should check that:

· all goods have been delivered, works completed and handed-over, services performed and contract deliverables received;

· there are no outstanding claims for missing or damaged items against either the supplier or an insurance company;

· all necessary payments have been made;

· the total payment total is correct, taking into account any contract amendments, variations, price variations and the amortisation of any advance payment;

· all guarantees and securities have been returned;

· all necessary documentation is in place and correct; and

· the overall performance of the supplier has been reviewed and the appropriate authority in the ministry has been informed, so that any Supplier Database can be kept up to date. If there have been any serious failings by the supplier, these should be pointed out in the Supplier Performance Report sent to the appropriate authority in the Ministry.

ADDITIONAL NOTES
SOP 39:

TERMINATING A CONTRACT

Commentary and Guidance Notes

Guidance Note 1 – Typical Grounds for Termination

The grounds for termination of a contract will depend on the terms and conditions of the individual contract concerned. The following notes provide guidance on typical grounds for termination of a contract, but it is essential that the procuring agency should be guided by the contract document itself:

· Termination for convenience: most contracts include a condition which enables the procuring agency to terminate the contract for its own convenience, without there having been any default by the supplier. Where the procuring agency terminates for its own convenience, it must make payment for all goods, works or services satisfactorily completed prior to termination and any other expenses incurred by the supplier.

· Termination for default: most contracts include a condition which enables the procuring agency to terminate the contract, where the supplier has failed to perform its obligations under the contract or to comply with an agreement reached through arbitration or other dispute resolution mechanism. The contract will often specify a procedure by which the procuring agency must formally notify the supplier of the default and give them time to correct the default, before actually terminating the contract. Where the procuring agency terminates because of the supplier defaulting, it is normally permitted to procure the goods, works or services from another source and charge the original supplier for any additional costs incurred. 

· Termination for corrupt practices: most contracts include a condition which enables the procuring agency to terminate the contract, where the supplier has engaged in corrupt or fraudulent practices in competing for or implementing the contract. As with termination for default, the procuring agency is normally permitted to procure the goods, works or services from another source and charge the original supplier for any additional costs incurred.

· Termination for insolvency: most contracts include a condition which enables the procuring agency to terminate the contract, where the supplier has become bankrupt or insolvent. In such cases, there is normally no compensation to the supplier. 

· Termination for force majeure: most contracts include a condition which enables the procuring agency to terminate the contract, where the supplier has been unable to perform the contract for a specified period of time, due to an event of force majeure. In such cases, the procuring agency must normally make payment for all goods, works or services satisfactorily completed prior to termination and any other expenses incurred by the supplier. 

The procuring agency should note that a contract will also give the supplier grounds for termination, which normally include failure by the procuring agency to make payments which are overdue by a specified period of time, force majeure or failure of the procuring agency to comply with an agreement reached through arbitration or other dispute resolution mechanism. 

ADDITIONAL NOTES
SOP 42A:

DIRECT CONTRACTING WITH A SOLE SUPPLIER IN NORMAL CIRCUMSTANCES

Commentary and Guidelines

Guidance Note 1 – Justification for using Single Source Procurement where there is a Sole Supplier

The justification entered into the Procurement File for using single source procurement must be clear and comprehensive and include the following details:

· the grounds on which single source is to be used e.g Sections (ii) of Sub-rule (c) Direct Contracting of Rule 42 Alternative methods of procurements (see PPR2004), the existence of only one supplier who is able to fulfil the requirement;

· the reasons why only one supplier is able to fulfil the requirement e.g. the supplier has a patent or copyright agreement covering the items, no other suppliers are technically able to meet the requirement, no other suppliers have the capacity to fulfil the requirement etc;

· an explanation as to why any alternative goods, works or services cannot be used e.g. the purchase of alternative products would breach patent agreements, to which the Government of Pakistan is a signatory, similar products are not compatible with existing equipment etc;

· any other relevant details. 

Guidance Note 2: Practical Justifications for using the Direct Contracting Method:

The following is a list of the circumstances in which it is permissible for procuring agencies to contract directly with a single supplier without calling for competitive bids in an Open Tendering process:

1. When a procuring agency wishes to by additional spare parts from an original manufacturer or supplier;


N.B. The spare parts must be available only from the original manufacturer or 
supplier and must not be available from alternative sources.

(see Section (i) of Sub-rule (c) Direct Contracting of Rule 42 Alternative 
methods of procurements PPR2004)

2. When only one manufacturer or supplier of the item required exists;

(see Section (ii) of Sub-rule (c) Direct Contracting of Rule 42 Alternative methods of procurements PPR2004)

N.B. Before procuring agencies may undertake procurement by direct contracting in such circumstances, they are required to apply for permission to do so from the RA. Ministries are required by the PPRA to specify “appropriate fora” which may “authorize such procurement of proprietary items after exercising due diligence”

(see second sentence of Section (ii) of Sub-rule (c) Direct Contracting of Rule 42 Alternative methods of procurements PPR2004)

3. When acceptance of the lowest evaluated responsive bid in an open competitive tender would oblige a procuring agency to acquire equipment or supplies with different technical specifications or characteristics which are incompatible with a procuring agency’s existing equipment or supplies, and when this incompatibility would lead either to direct financial loss to government caused by the need to write off existing stocks of spares, or when this incompatibility would lead to disproportionately high technical, operational or maintenance difficulties;


(see Section (iii) of Sub-rule (c) Direct Contracting of Rule 42 Alternative 
methods of procurements PPR2004)

N.B. The PPRA mandates that any such non-competitive direct contract with a sole supplier may not be made for a period longer than three years.

(see Paragraph 2 of Section (iii) of Sub-rule (c) Direct Contracting of Rule 42 Alternative methods of procurements PPR2004)

4. When a procuring agency wishes either to increase the quantities specified in an existing contract, or to place a further or “repeat” order;

(See Section (iv) of Sub-rule (c) Direct Contracting of Rule 42 Alternative methods of procurements PPR2004)

N.B.
Such “repeat” or “enhanced” orders may not be for a value in excess of 15% (fifteen per cent) of the original order.

(See Section (iv) of Sub-rule (c) Direct Contracting of Rule 42 Alternative methods of procurements PPR2004)

Authority to procure using the Direct Contracting method:

The PPRA mandates that procuring agencies wishing to contract directly in such circumstances must have permission to do so from “appropriate fora”. (see Paragraph 2 of Section (ii) of Sub-rule (c) Direct Contracting of Rule 42 Alternative methods of procurements PPR2004). 

Procuring agencies will need to obtain clarification from the PPRA as to what bodies or RAs constitute appropriate “fora”. This will need to be discussed with parent ministries.

Parent ministries will need to establish what these “fora” should be, well in advance of need (see also SOP 42B Direct Contracting in Case of Emergency)

ADDITIONAL NOTES
SOP 42B:

DIRECT CONTRACTING IN EMERGENCY SITUATIONS
Commentary and Guidance Notes:

Guidance Note 1 – Justification for using Single Source Procurement where there is an Emergency Need

The justification for contracting directly with a sole supplier (or suppliers) must be clear and comprehensive. Procuring agencies must note that an emergency need is usually defined as one “involving an imminent threat to the physical safety of the population or of damage to property”.

N.B. A simple urgency or a lack of earlier planning by the procuring agency do not constitute an emergency need. The justification must include the following details:

· the grounds on which single source is to be used e.g Paragraph (v) of  Sub-section (c) Direct Contracting of Rule 42 Alternative methods of procurements (See PPR2004);

· an emergency need for the goods, works or services;

· the reasons why there is an emergency need e.g. an unexpected outbreak of a contagious disease, a flood which has resulted in the destruction of a bridge on a major road or a landslide, which has left a building in a residential area dangerously unstable;

· a statement that there is insufficient time to use any other method of procurement;

· a statement that the quantity to be procured has been limited to what is needed to address the emergency need; and

· any other relevant details. 

Guidance Note 2: Definition of an Emergency:

An emergency is defined in PPR2004 as follows:

“emergency” means natural calamities, disasters, accidents, war and operational emergency which may give rise to abnormal situation requiring prompt and immediate action to limit or avoid damage to person, property or the environment.

(see Paragraph (g) of Sub-rule (1) of Rule 2 Definitions in PPR2004)

Commentary 1:

1. In order for procuring agencies to be able to justify their use of the Direct Contracting procurement method in cases of emergency, it will be necessary for an emergency to be declared.

2. Paragraph 2 of Section (v) of Sub-Rule (c) Direct Contracting of Rule 42 Alternative methods of procurements in PPR2004 requires that:


‘procuring agencies shall specify appropriate fora vested with the necessary 
authority to declare an emergency.”

3. It will therefore be necessary for procuring agencies in the NHF Programmes to discuss with their parent ministries the mechanism for the declaration of an emergency (what constitutes an emergency for the NHF Programmes; who has the power to declare it; how such a declaration will be communicated to procuring agencies; where such a declaration will be posted etc; what the chain of command in an emergency will be; who will be in charge etc), and to put comprehensive procedures in place.

4. This emergency planning and development of procedures needs to be done well in advance of need, and needs to be rehearsed so that any unexpected problems are ironed out well in advance.

5. Procuring agencies need to be well aware of the RAs to whom they can direct requests for approval of the use of Direct Contracting with a sole supplier (or suppliers) in emergency situations well before an actual emergency arrives.

6. It will also be necessary for the NHF Programmes, as part of their planning for an emergency situation, to establish, for emergency purposes, a pared down system with fewer steps than have been outlined in this SOP. In particular, it will be necessary to arrange some mechanism in advance, whereby the PPRA will agree, in cases of emergency, to waive the requirement to advertise procurement tenders on the PPRA website (SOP 14) and the requirement not to issue Notices of Acceptance to suppliers and not to contract with suppliers until ten days after the announcement of a tender evaluation (see Rule 35 Announcement of  evaluation reports in PPR 2004)

ADDITIONAL NOTES
SOP 42C:

DIRECT CONTRACTING FOR ADDITIONAL REQUIREMENTS FROM THE SAME SOURCE

Commentary and Guidance Notes: 

Guidance Note 1 – Justification for using Single Source Procurement for Additional Goods, Works or Services

The justification for directly contracting for additional requirements from the same supplier must be clear and comprehensive and include the following details:

· the grounds on which single source is to be used, i.e. Section (iv) of Sub-rule (c)  Direct Contracting of Rule 42: Alternative methods of procurements in PPR2004, and the need for additional goods, works or services from the same source.

· the reasons why the goods, works or services must come from the same source, e.g. spare parts or consumable items must be compatible with the original equipment and the use of substitutes would invalidate the warranty, the procuring agency is standardising on a particular type of vehicle, as it offers savings in costs for maintenance, stock-holding of spare parts and user training, an extension is required to a building and use of a different contractor would invalidate the original contractor’s liability for the building, additional computers are to be installed within an existing network and the use of a different supplier would invalidate the warranty on the whole network etc;

· details on the original contract, including the unit prices, quantity and total value of the contract and the performance of the supplier on the original contract;

· details of any additional requirements procured on these grounds;

· details of the quantity and value of the additional requirement and its value as a proportion of the original contract;

· information on whether the contract is still being performed, enabling an amendment to be issued, or whether a new contract is required;

· any other relevant details. 

Guidance Note 2: Limitation to 15% of the original procurement value:

Procuring agencies need to be particularly aware that, while “repeat orders” or enhancement of an existing contract are permitted, Sub-section (iv) of Sub-Rule (c) Direct Contracting of Rule 42 Alternative methods of procurements in PPR2004 imposes an absolute limit of no more than 15% (fifteen percent) of the value of the original procurement.

If a procuring agency wants to buy more than that, then it is required to re-tender.

ADDITIONAL NOTES
SOP 43A:

NEGOTIATED TENDERING WITH ONE OR MORE SUPPLIERS IN

NORMAL CIRCUMSTANCES

Commentary and Guidance Notes:

Guidance Note 1 – Justification for using Negotiated Tendering where there is a Sole Supplier

The justification for using negotiated tendering must be clear and comprehensive and include the following details:

· the grounds on which negotiated tendering is to be used i.e. Section (i) or (ii) of Sub-rule (d) Negotiated Tendering of Rule 42 Alternative methods of procurements of the PPR2004, (supplies for research or the existence of only one supplier who is able to fulfil the requirement for technical or artistic reasons);

· where PPR2004 Section (i) of Sub-rule (d) Negotiated Tendering of Rule 42 Alternative methods of procurements applies, details of the relevant research, experiment, study or development and an explanation of why supplies have to be specifically manufactured for this;

· where PPR2004 Section (ii) of Sub-rule (d) Negotiated Tendering of Rule 42 Alternative methods of procurements applies, the reasons why only one supplier is able to fulfil the requirement e.g. the supplier has a patent or copyright agreement covering the items or rights over the design; no other suppliers are technically able to meet the requirement etc and an explanation as to why any alternative goods, works or services cannot be used e.g. the purchase of alternative products would breach patent agreements, to which the Government of Pakistan is a signatory, similar products are not compatible with existing equipment etc;

· any other relevant details. 

ADDITIONAL NOTES
SOP 43B:

NEGOTIATED TENDERING WITH ONE OR MORE SUPPLIERS IN CIRCUMSTANCES OF EXTREME URGENCY

Commentary and Guidance Notes:

Guidance Note 1 – Justification for using Negotiated Tendering for Reasons of Extreme Urgency

The justification for using negotiated tendering must be clear and comprehensive. 

N.B. A simple urgency or a lack of earlier planning by the procuring agency do not constitute reasons of extreme urgency in the PPR2004. The justification must include the following details:

· the grounds on which negotiated tendering is to be used i.e. Section (iii) of Sub-rule (d) Negotiated Tendering of Rule 42: Alternative methods of procurements in the PPR2004, reasons of extreme urgency requiring the goods, works or services;

· the reasons creating the extreme urgency: e.g. an unexpected outbreak of a contagious disease, a flood which has resulted in the destruction of a bridge on a major road or a landslide, which has left a building in a residential area dangerously unstable; a vehicle out on tour in the provinces with four blown tyres;

· a statement that there is insufficient time to use open or limited bidding;

· a statement that the quantity to be procured has been limited to what is needed to address the urgency; and

· any other relevant details. 

Commentary 1: No definition of “extreme urgency”:

There is no definition of “extreme urgency” in the PPR2004 Rule 2, Sub-rule (1) Definitions.

There is therefore likely to be some dispute as to whether a situation used to justify use by a procuring agency of the Negotiated Tendering method was justified or not.

Procuring agencies of the NHF Programmes should consult with their parent ministries and establish a number of typical scenarios in which “extreme urgency” could be claimed.

Advice and clarification may be sought from the PPRA.

Commentary 2: A situation of “Extreme urgency” caused by failure of the procuring agency:

Section (iii) of Sub-rule (d) Negotiated Tendering of Rule 42 Alternative methods of procurements in the PPR2004 is at pains to state:

“The circumstances invoked to justify extreme urgency must not be attributable to the procuring agency”.

But what if they are directly attributable to the lack of care, lack of planning or lack of competence of the procuring agency ? Whatever the cause, the situation of extreme urgency will, nevertheless, still exist and will have to be dealt with.

For example:

The annual monsoon rains and the large pools of standing water that subsequently appear in many urban areas in Pakistan inevitably bring with them increased numbers of mosquitoes and more cases of malaria.

This is an annually predictable fact of life, for which it is possible to plan by arranging, well in advance, for the procurement of anti-malarial prophylactic and curative drugs, and for the supply of larvicidal preparations to kill breeding mosquitoes.

If staff were to forget to procure these supplies, the effects of unchecked mosquitoes and an absence of the drugs required to combat malaria could rapidly create a situation of “extreme urgency” requiring the immediate procurement of drugs and larvicides.

The fact that the “extreme urgency” was caused by the lack of care of the procuring agency concerned would not make the situation any less “urgent” and should not prevent justified use of the Negotiated Tendering method on these grounds.

Procuring agencies of the NHF Programmes and their parent ministries need to discuss such scenarios and determine what will constitute a situation of “extreme urgency” which would justify the use of Negotiated Tendering in circumstances of extreme urgency.

Advice and clarification may be sought from the PPRA on this matter.

ADDITIONAL NOTES
SOP 44:

ELIGIBILITY AND QUALIFICATIONS OF SUPPLIERS

Commentary and Guidance Notes:

Guidance Note 1 – Mandatory and Additional Qualification Criteria

There are two categories of eligibility and qualification criteria: 

Mandatory eligibility criteria apply to all contracts regardless of type, complexity or value. These relate to the supplier’s compliance with basic legal requirements and are designed to ensure that the government only does business with companies which are operating within the laws of Pakistan. Verification of mandatory eligibility criteria reinforces efforts by other government agencies, such as the Central Board of Revenue, to enforce these laws. Mandatory eligibility criteria include: 

· that the supplier has the legal capacity to enter into the procurement contract i.e. according to the legal requirements of the govt.;

· that the supplier is not insolvent, in receivership, bankrupt or being wound up, its affairs are not being administered by a court or a judicial officer, its business activities have not been suspended and it is not the subject of legal proceedings for any of the foregoing;

· that the supplier has fulfilled its obligations to pay income taxes and sales taxes;

· that the supplier, including its directors or officers, has not been convicted of any criminal offence related to professional conduct, corruption, or the making of false statements or misrepresentations as to its qualifications to enter into a procurement contract within a period of three years preceding the commencement of the procurement proceedings;

· that the supplier has not been debarred from participating in public procurement and is not on any procuring agency’s blacklist.

· that the supplier does not have a conflict of interest in the procurement requirement. 

Depending on the type of procurement, the supplier may also need to be registered with an appropriate body, such as the Registrar of Companies, the Pakistan Engineering Council, the National Construction Industry Council or any other such prescribed body. Bidders may not be excluded from participating in public procurement if they are not registered, but may be required to register as a condition of contract award. 

Mandatory eligibility criteria will apply to the supplier, any joint venture partners and any subcontractors. 

Additional qualification criteria may be applied to contracts of higher value and/or complexity, if the procuring agency considers them necessary. These qualification criteria relate to the supplier’s capabilities and capacity to perform the contract and are designed to reduce the likelihood of awarding contracts to suppliers who may default on a contract. Additional qualification criteria are set according to the needs of each individual contract and may include: 

· that the supplier possesses the necessary professional and technical qualifications to successfully perform the contract;

· that the supplier has the necessary financial resources and condition to successfully perform the contract;

· that the supplier has the necessary equipment and other physical facilities to successfully perform the contract;

· that the supplier has the necessary personnel and managerial capability to successfully perform the contract; and/or

· that the supplier has a suitable record of past performance of similar contracts. 

Additional qualification criteria may apply only to the supplier, jointly to the supplier and any joint venture partners or subcontracts or individually to each joint venture partner and/or subcontractor. 

Guidance Note 2 – Example Pre-qualification Criteria and Documentation

The mandatory eligibility criteria listed in Guidance Note 1 above may not be altered and are included in the standard documents. The standard documents also state the documentation required as evidence that the supplier is qualified, which includes:

· the supplier’s certificate of registration or incorporation or equivalent;

· the supplier’s GST registration certificate or equivalent;

· the supplier’s tax clearance certificate for the last complete financial year or equivalent. 

Other mandatory eligibility criteria are addressed through appropriate declarations in the tender submission forms in the standard documents, as notified by the PPRA, e.g. a declaration that the supplier has not been debarred from public procurement in Pakistan, a declaration that the supplier has no conflict of interest in the procurement requirement etc. 

Additional qualification criteria must be prepared for each procurement requirement. The criteria should be limited to the minimum required to ensure that bidders are capable of performing the proposed contract. They must be specific and relevant to the procurement requirement and should not be excessive or designed to restrict competition unnecessarily. The criteria must be measurable and the documentation required as evidence that the supplier meets the criteria must be stated. 

The following criteria are provided as examples only:

· that the supplier is financially sound, as evidenced by bankers’ statements, annual accounts etc;

· that the supplier has a cash flow of at least a specified amount, as evidenced by appropriate financial information;

· that the supplier does not have a history of contract non-performance, as evidenced by appropriate declarations;

· that the supplier has been manufacturing the goods or performing works or services of a similar type and value for at least a specified number of years, as evidenced by a list of contracts for the last number of years and/or references from previous customers;

· that the supplier owns, or will be able to buy or hire, specified major pieces of plant or equipment, as evidenced by a declaration of plant or equipment owned or arrangements for purchase or hire;

· that the supplier has managers or supervisors with specified qualifications or levels of experience, as evidenced by curriculum vitae for nominated staff; or 

· that the supplier has sufficient capacity to perform the contract, as evidenced by information on current contractual commitments, in relation to total manpower, plant, equipment and finances. 

In preparing additional qualification criteria, the procuring agency must state whether they apply to the supplier, the joint venture or any sub-contractors. Separate criteria with lower requirements are often applied to sub-contractors or the criteria are applied cumulatively to all parties involved, including joint venture partners and/or subcontractors. 







� Note for two-envelope bidding – only the Technical Envelopes will be opened at the initial Bid Opening as specified in the bidding documents.
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Recommendation: proposals which reach the minimum technical threshold recommended to proceed to financial opening  and evaluation.
Recommendation submitted to Relevant Authority for approval in technical evaluation report.


Evaluation Procedure for Quality and Cost Based Selection
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Non Responsive


Under Threshold


Others


Technical Opening: evaluation includes proposals received on time, opened and read out.  Late proposals not included.  Financial proposals remain sealed.


Preliminary Screening to eliminate non responsive proposals.  Criteria typically include:
- inclusion of all required documents
- correct authorisation of proposal
- signature of CV's
- sufficient proposal validity


Reject


Detailed Technical Evaluation using merit point system, to:
- award points against criteria in the request for proposals document; and
- compare scores to the minimum technical threshold in the request for proposals document..


Reject


Financial Opening:  financial proposals opened.  Technical scores and  prices read out..


Financial Evaluation to:
- correct arithmetic errors
- convert to a common currency (using exchange rate stated in RFP doc)
- award financial scores
- weight technical and financial scores to give the total score of each proposal. 


Reject


Recommendation: proposal with highest   total score recommended for contract award, subject to any negotiations required.  
Recommendation submitted to Relevant Authority for approval in financial evaluation report. 
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Recommendation: proposal with the highest technical score only recommended to proceed to financial opening and evaluation.
Recommendation submitted to Relevant Authority for approval in technical evaluation report.


Evaluation Procedure for Quality Based Selection
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Recommend for Financial Opening


Financial Evaluation
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Technical Opening: evaluation includes proposals received on time, opened and read out.  Late proposals not included.  Financial proposals remain sealed.


Preliminary Screening to eliminate non responsive proposals.  Criteria typically include:
- inclusion of all required documents
- correct authorisation of porposal
- signature of CV's
- sufficient proposal validity


Reject


DetailedTechnical Evaluation using merit point system, to:
- award points against criteria in the request for proposals document; and
- rank scores with highest score as No. 1.


Reject


Financial Opening:  singal financial proposal opened.  Technical scores and  price read out..


Financial Evaluation to:
- correct arithmetic errors
- check all reelevant costs are included 
- assess value for  money
- prepare for negotiations, if required. 


Recommendation: proposal with highest technical score recommended for contract award, subject to any negotiations required. Recommendation submitted to Relevant Authority for approval in financial evaluation report. 
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Recommendation: proposals which reach the minimum technical threshold recommended to proceed to financial opening  and evaluation.
Recommendation submitted to Relevant Authority for approval in technical evaluation report.


Evaluation Procedure for Least Cost Selection
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Technical Opening: evaluation includes proposals received on time, opened and read out.  Late proposals not included.  Financial proposals remain sealed.


Preliminary Screening to eliminate non responsive proposals.  Criteria typically include:
- inclusion of all required documents
- correct authorisation of porposal
- signature of CV's
- sufficient proposal validity


Reject


Detailed Technical Evaluation using merit point system, to:
- award points against criteria in the request for proposals document; and
- compare scores to the minimum technical threshold in the request for proposals document..


Reject


Financial Opening:  financial proposals opened.  Technical scores and  prices read out..


Financial Evaluation to:
- correct arithmetic errors
- convert to a common currency (using exchange rate stated in RFP doc)
- compare total costs
- rank prices with lowest price as No. 1. 


Reject


Recommendation: lowest priced proposal which reached the minimum technical threshold recommended for contract award, subject to any negotiations required.  
Recommendation submitted to Relevant Authority for approval in financial evaluation report. 
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Evaluation Procedure for Goods, Works and Routine Services
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Tender Opening: evaluation includes tenders listed in the tender opening record, as received on time, opened and read out.  Late tenders not included.  


Preliminary Screening to eliminate non responsive tenders.  Criteria typically include:
- inclusion of all required documents
- correct authorisation of  tender
- acceptable tender security
- sufficient tender validity
- eligible bidder


Reject


Detailed Evaluation of compliance to technical and commercial requirements of the bidding document e.g.
- acceptance of key contract terms and conditions
- technical compliance to description of requirements
- acceptable delivery/completion period


Reject


Financial Evaluation to:
- correct arithmetic errors
- quantify non-material deviations and/or non-price criteria
- convert to a common currency (using exchange rate stated in bidding doc)
- compare total costs
-rank prices with lowest price as No. 1. 


Reject


Recommendation: lowest priced, substantially responsive tender recommended for contract award, subject to any post -qualification or negotiations required.
Recommendation submitted to Relevant Authority for approval in evaluation report. 



