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FOREWORD

The policy aims to provide basic strateghc procurement management and
control procedures for Kumum University of Health Selenees (KUHES).
Based on the best principles of integrity and faimeas, and through the use
of transparent processes and systems, KUHeS commus ftsell to the
cconomic, efficient; and costeffective procurement of goods, works, and
SETVICES,

The policy applies to all procurements made with funds under control and
administered by the University hence applicable to all facilties and
projecta availsble. Responsibility and accountababity go to all members of
the University carmying procurement duties for prudent use of the
resources by complying with this policy and other related palicies.

It is expected that this policy will be read carefully and undersiood by the
Munagement and stafl of Kamueu University of Health Sciences capocially
those involved in the daly procurement activities, Management is also
urged to refer o the policy, Public Procurement and Disposal of Public
Assets Act 2017, Desk Instructions, and Public Procurement Regulations
which underline all procurements by Government entities.

Professor Francis Moto
Chalrperson of the Council



FREFACE

In & bid te support the msperation end align the Kamuso Usiversiry of
Health Sciences’s Vision and Mission, and ta further reinforee the Public
Procurement and Disposal Act of 2017, the University commits to choosing
the walus fﬂmme}r, !hunm_-nﬂtﬂn-pnru\qrnlhehmnnf&ll
decisions made on all procurements supparting its noble aim.

This policy applies to all procurements executed by the University using
public funds and is therefore applicable to all atakeholders of the
institution. Funds for the procurement of goods, works and senices are
allocated from Universaty's operational, cnp:m] nnid d,zulupmml budgu.
External funds (Research, Grants, and otherwise) which are also used for
the procurement of goods, works, and services are it all imes also sulbject
ta this pelicy, All members of the University who have procurement needs
are expected to familiarise themselves with this policy to smoothen up the
execution of the policy.

oy

Frofessor Macpherson Mallewn
Vice-Chancellor



ACENOWLEDGEMENTS

The commitment that the team of procurement professionals
demonsirated in the development of the Policy is quite commendahle.
Special thanks go 1o Mrs. Walusungy Kasembe, Mr. Hobert Nienje, Mr.
Oucar Soko, Mr. Boston Ngwira, Mr, Chriffold Nyirenda, Mrs, Roscbay
Kasalika, Mr. Alfred Kunje, Mr, Martin Tembo, Mr. Felix Chisoni and Ms
Tuniufye Mwambyale for ther efforns towards the development of rhis
Policy,

A vote of thanks also goes 1o KUHeS for the financal suppart which played
o vital role in mecting the costa for developing this Policy.



LIST OF ABEREVIATIONS AND ACRONYMS

E-Procurement Electronie Procurement

EQR Expression of Interest

PDC Internal Procurement and Disposal Committes
KUHeS Kamury Um-n-myafﬂznllh Srirnoen
LFO Local Purchase Opder

MEME Micro, Small, Medium Enterprise

PADE Procurement and Assct Disposal Entity
PADU Procurement and Asset Diaposal Unar

P Principal Investigator

PPDA Public Procurement and Dispoxal Authority
RFQ Requent for (Quotation

S0P Standard Operating Procedures



An offer to provide goods, works and services submitted
by a bidder in response o an nvitation from a procuring
and disposing entity and mcludes a tender, proposal,
quotanon and, where applicable; an appicaton o pre
qualify.

Any participant who has expressed interesi in
procurement proceedings by submitting a bid.

Bidding document: A tender solicitation document or any other document

Bid notice:

for solicitation af offers, proposals or quotations.

Any advertisement by which eligible bidders are invived
to mubmit written offers to provide or acquire works,
services and goods or any combination of them in case
d respectively.

af proc anc disg



Controlling Officer: The hend or principal persan who s m charge of o
procuring and dispoamg entity.

Cantract: A legally mnding agreement belween 1wo or more
partica formed by mutual consent of the partics.

Corrapt practices: Has the meaning ascribed to the term by the Cap 7:04
Corrupt Practices Act.

Framework agreement: An agrecment betwesn o procuring and o
disposing entity and a supplier and & contractor
threugh which o supplier or contractor undertibes to
supply goods, works or seraces on mdefinite quantity
basis a1 an agreed it price for an agreed period of
e,

Misprocurement: A procurement that has not followed the laxd down
procedures and guidelines.

National supplier: A supplier registered and operating in Malaw:.

Noo-consulting services: Any object of procurement other than goods,
waorks and consulting services.

Ko objection: Permission to prooeed with the intention for contract
awrd.,

Procurement contract: An agreement between a procuring and disposing
entity and a bidder, supplier, or consultant resalling
from the procurement prococdings and includes a
framework agreement or an agreement to dispose public
asseta, if applicable in the contest,

Procurement and Disposal Unit: A dividion or section in each procuning
and disposing entity (bl for the execution of the
procurement and disponal function,




Procuring and Disposing Eatity: A Covernmen! mmisicy, department,

agency, any other public body or any sub division
thereol engigng in procurement or disposal of public
ASSETH.

Public procurement: Acquisition by a procuning and disposing entity, of

poods, works, servicea of any combination thereaf,
funded in whole or in part by public funds.

Any property, tangble or mtangible, oemed by the
Government or by & procuning and disposing entity,

including phiysical property, shares. proprictary rights
and land_

Gmall and Medium Enterprise: An enterprise meluding (s affiliares that

Supplier:

1w independently owned and operated, not domumnant in
the field of operation in which it &8 bidding on
Government contracts and qualified as such under the
criteria and sige standards in the relevant instruments
of the Ministry responsible for industry and trade or the
Natonal Construction Industry Counal of Malavwi

A natural, or legal person, whoe has entered into o

procurement contract with a procuring and disposing
entity.

User department: Any department, division, branch or section of the

procuring and disposing entity, inchuding any project
unit working under the authority of the procuring and
disposing entity, which initiates procurement and
disposal requirements. and s the user of the
TECpIremenis.



1 BACKGROUND AND SCOFE

According to the Public Procurement and Disposal Act of 2017, Public
Procuremen! means acquistion by the Procurng and Disposal Entity
(PDE) of goods, works, services, or any combination thereof funded in
whiole or in pant by public funds. Disposal means the divestiture of public
aasein, including intelleciual and proprietary rights and gosdwill, and any
other righta of a procuring and dispoamg entity by any means of sale,
auction, of any combination of these |[Public Procurement and Disposal of
Public Asseis Act, 2017, £2 31 May 2021)

KUHeS spends large amounts of money on the pmci.u!mmlol‘m
works, and services annually and also d: & of obaalete and redund
items, Procurement and disposal must be conducted in a consistent,
orderly, transparent, responsibie, and cost-eflective manner to avoid
wastefiil expenditures, mmprove and offer quality services to meet the
public needs.

It 8 of the utmost importance to ensure that all stall members involved in
the application of fnancal resources are properly trauned n the
Uneversity’s procurement processes. All University szafl involved n
procurement must ensure compliance with the Policy,
This Policy will benefit the Univeraity in managing its Procurement and
Disposal of Assels Operations,
The Policy applies to all procurements undertaken on behall of the
University regardless of the source of funding and is therefore applicable
t all departmenia ineluding.

n. University Management,

b, University Employees (contract, permancnt, wemporany, full time

and part-lime)
& University Clients jincludes mdividual and corporaie clients)
. University Suppliers of goods, works, and service providers.



2 THE RATIONALE FOR THE POLICY

The rationale of this policy is to ensure that procurement and disposal of
assets are done following the Public Procurement and Disposal Act [2017).
Publie Procurement Regulation [2020), and Desk [nstructions for
Procurement (2003,

3 HUHeS VISION
A world=class uniwversity and centre of excellence in health education,
research, and iRnovanion.

4 KUHeS MISSION

To advance knowledge, professional competencies, skills, and innovations
in health sciences through high-quality student-tentered and nnovative
education and research that responds to and inflluencea global fnatisnal
policy, health, and development nfeeds in on efficient, sustainable, and
fesuli-ariented manner,

5 AIM OF THE POLICY

The policy aima at guiding the process of procuring goods, works, and
services for the University. The emphasia is on the benefits realized from
economies of scale, obtating value for money, open and effective
communication, ethical and fair dealing, accountabality, reporting, and
equury following the Public Procurement and Disposal of Public Assers Act,
2017,

& OBJECTIVES OF POLICY
The Objectives of this palicy are:



i Toguide the procurement of goods, works, and services and diposal
of asseis i compliance with the Public Procurement and Disposal
Act of 2017 legislanon and regulations

b. To brng awnreness on Public Procurement lows, regulations, and
procedures to improve the relationship between procurement
department and stakeholders, in Haison with PPDA.

c To meet the user's demand and guaranteed delivery of high quality
and competitive price with minimal lead time in lne with the beat
procurement standards thereby achieving value for money.

. Toensure that the procurement of goods, works, and services is [rom
socially and enwr ly resparissble suppliers when executing
their duties and subscribing 1o the core values in arcas of human
rights, labor, standards, environment, and anti-cormuption.

7 POLICY PRIORITY AREAS

7.1 Pr t Planning and Initisti

For & procurement contract of any lond [procurement of goosds, works, and
services or lease agreements) to be banding ar the Universaty, the following
criteria and conditions muar be mmphrd with, irrespective of the source
of the funde




T.1.1 All user depirtrnents shall be onented on all procurement and asset
disposal procedures as specified in this policy and its associated
Standard Operating Procedures (S0OR

7.1.2 All requests for goods, works, and services ol the Univerainy must be
dene using an official KUHcS purchase requinition form. User
depiartmenis will also be allowed to send their requests
electronically.

7.1.3 The University's official Local Purchase Order (LPO) form er duly
mathorized contract is the only acceptable and binding contract
between KUHeS and its supplices.

7.0.4 The Procurement and Asset Dinposal Unit (PADU) shall prepare o
Procurement and Asset Disposal Plan in lisison with the User
departments, Project Pla and the Finance Department ta achieve
maximum value from both pubdic expenditures and disposal
proceedings. Goods, works and services will only be procured within
approved budgets. Thus, m asddition to being responsible for
prepanng the annual budges, the department and unit heads shall
enmure that actual precurements throughout the year remain within
the budget.

7.1.5 In emergencies, the user departments will be allowed to amend their
budpgeis. An rmergency as described in the Public Procurement and
Disposal Act of 2017

7.1.6 The head of Procurement and Asset Disposal Unit shall share the
Procurement and Asset Disposal Plan with the heads of user
departments to engsire proper itoring of the impl tation af
the procurement and asset disposal plan.

T.L.T7 The PADU shall obtain a list of all higher value procurements and
their budgets and present them to IFDC for approval.

T.1.8 The PADU shall not artificially split procurement of disposal
requirements to creumvent the use of eompetitive methods af
procurement or disposal an prescribed by the PPDA Act of 2017,




7.1.9 The annual procurement and disposal plans shall be submitted 1o
PPDA by the last date of the first month of the new fnancial year,

7.1.10 Local Purchase Orders must be generated and signed belore
the purchasing of goods, works, and services. If the procurement
personnel or the user does not adhere to this provision, the
University may reserve the nght (o take disciplinary action, Where
mm,mmum&mmmmm.
clectromically for sgning by all responsible personnel,

7111 Verbal instructions to suppliers are not allowed. If a verbal
mstructhon is given depending on the nature of the procurement, a
‘writen instruction should fallow within seven days, KUHeS rescrves
the right to refuse payment for any goods, works, or sorvices
rendered in the absence of an afficial Local Purchase Order or duly
muthorized contract.

Specific exempuons 1o the requirement to raise an official purchase order

ane: hraved 1o

f. Rent or business rates

b Dbty costa

e Works and services executed under a contract
d. Part-time Lecturers

7.2 Source ldentification and Prep Hen of pe

T.2.1 User depaniments in haison with the technical departments shall
melude elear specifications when submuting ther requisitions and
d need be the user deparuments will provide samples and Bils of
Quantities in procurement of warks

7.2.2 The PADU shall jdentify the relevant procurement andfor ssset
disposal method to be used according to the PPDA act of 2017,

7.2.3 The PADU ahall use the procurement methods below:
a) Intermational competitive biddmg=forty five days;



b} Nauonal compeunve bidding-thirty days;

©| Remtnicted tender=twenty one dys;

d) Request for proposals-twenty one days;

¢ Request for quosaton method-five days;

1§} Single nourcing-five days;

# Single sourcing in an emergency-twenty four hours

724 User departments are not allowed to source quatations [(rom
prospective bidders.

725 PADU shall send the RF (s 1o prospective bidders through all viahls
mERna.

7.26 The PADU shall advertise a notice in the widely circulated
newspapers to invite tenders for larger thresholds,

7.2.7 The same mformation shall be provided to all bidders reaponding to
the “invitation to tender®, or in the event of presquakfication
proceedings, to all bidders that huve been presgquulified,



7.3 Managing the Tendering Process

T.3.1 For all procurements and asset disposals concluded through a
tender  process, the prescribed tender procedure must be
followed. The PAT shall provide suppart for the administration
of all tenders.

7.32 The PADU shall conduct procurement and assct disposal
procedures in & manner that shall maxamize competition and
achieve value for money.

73,3 Tendenng proceedings ahall include all bidders regardless al
nationality, race, religion, gender, or any other criterion fot
related to qualification, except to the extent as provided in the
PPOA Act of 2017,

7.3.4 The PADU shall choose appropriate procedures and cause the
procurement and assel disposal procedures o be cartied our
ditigently and efficiently so that the prices received by procuring
and nssct disposal units present the beat value for money.

7.3.5 The bid document shall be charged at a fee that shall only reflect

the cost of printing and distributing the documents as prescribed
in the PPDA Act of 2007,

736 The PADU shall respond promptly to any requests by o bidder
for clarfication of the dding document that is received by the
inntitution before the deadline for the submission of bida and
rengs o such reqg) for clarification shall be circulated (o
all participating bededers,

7.A.7 Hid submissions shall be written in English.




7.4 Evaluation of the Offers

Evialuation of the offers will be done by following all the lakd down

procedures as stipulated by the Public Procurement and Disposal Act of

2017,

741 ‘An Adhoe Evaluation Team shall be formed of five members as
Euicted by the Public Procurement and Disposal Act of 2017,

7.4.2 The Intermnal leﬂ&wﬂﬂm&n&ﬁnﬂwl an
ad=hoc evaluation team whenever there is o procurement or disposal
proceeding,

7.4.3 This commines shall be responaible for the evaluation of specific
offers sutwmimed.

744 The committer shall comprise the following members:
7.4.5 The head or representative of the POU whao shall be the secretary,
7.4.6 A member from the user or disposing unit

747 Three non-IPDC members with technical lmowledge. of the
procurement or disposal bida to be evaluated

TAE The evaluation shall be done according to the methodology and
criteria as stipulated in the bid document,

T.4.9 The Adhoe Evalustion team shall produce svaluation reparts which
shall be presented before the Intemnal Procurement and Disposal
Committee [[PDC].

7.5 Internal P at and Disposal Committee
Thetmunnfhotmmmmdt&pmutnmmmu-hﬂhtdud&hhm
moking body on all the procurement and disposal matters in the
University.



The cammuttes, which shall be apponted by the Controlling Officer, ahall

I l-tl"" g 1 5
a Serior officer designated by the Controlling Officer us the
Chalrprerson

b, Head of the procurement and assct disposal depamment or
the representative wha shall be the Secretary.

¢. Fmance personnel or Budget professional and

d. Four senior officers,

Except in very exceptional circumstances, and with prior approval af the
Public Procurement and Disposal Authority™s Director-General, the
tnmﬂ]&w;mtmdthpnulﬂmuumﬂmmpmnmﬂmum
of seven members.

Ther term af office shall be two years and members. may be re-appointed
ta the Committes for two consecutive terms,

The quorum shall be made up of the Chairperson of IPDIC, Head of PADU,
and the Director of Finahee and Investmenis.



7.6 Contract Award

7.6.1 After processing the solicited documents, the PADU shall prepare
and issue a Notice of Acceptance to the supplier and after receiving
the response from the suppler, the PADU shall prepare and issue a
contract document to the supplier,

7.6.2 For high-value procurements, the PADU shall publish the Intention
to award notice on the PPDA webmite andfor in the 2 widely
arculated Newspapers for 14 days.

T6.3 A Local Purchase Order shall be prepared and awarded for the
mcquisition of goods, works, and services when RFQa are used for
sourcing,

T.6.4 When the unsuccessful bidders request hrﬂcbﬂel‘n;. The PADU in
expected to debrief them after the contract award.

7.6.5 Al Contracts shall be aigned by the office of the Vice Chaneellor and
the office of the Director of Finance and Investmenta

7.0.6 PADU shall ensure that directives from PPDA in termis of thresholds
of all categories of procurementa are adhered 1o,

T.6.7 All goods, works and services shall be received through Stores in the
mesence of the end-user and Procurement and Assct Disposal
Personnel

T.6.8 Coods not meeting the required specifications shall be returned by
stared.  Servicea[works nol  meeting the requirements  and
specifications for the work shall not be certified.

7.6.9 Prepayments ahall be discouraged, Where prepayments cannot be

wvodded depending on the nature of the procurement, approval shall
b granted by the Director of Finanoe and [nvestments,



T.6.10 The User departrment shall miorm management and PADU of
any imports in form of donations or procurements which shall
require customs cleanng 14 days before armval of the consignment.

7.6.11 The PADU shall issue instructiona to the Clearing Agent ta
clear or handle goods on behall of the University.

7.7 Administering Contracts

7.7.1 The Universry will remu 1% FPDA levy o PPDA for every
procurement done by the University.

7.7.2 The Universaty shall make amendments (o an existng contract. The
amendments may include adding, removing, or changmg the
obligations or benefits provided under that existing agreement if
both parties to the contract have agreed 1o the amendments.

7.7.3 The University shall terminate a contract in case of fundamental
non-performance of termas and conditions in the contract.

T.7.4 The Universaty shall der the leted once the
mpphcrh.llrnﬂ nﬂ.n'qnmen-tlnltheuurmﬁllpddmm

7.7.5 For the Procurement and Assst diposal
Unit shall be pn.-pmmgQu.mcﬂy or periodic reports for PPDA with
coples to [PDC and Management.

T.7.6 Al procurements handled hy the Procurement and Asser Unit
whether financed by the University or the donors wall be handled
according to the Public Precurement and Dosposal Act of 2017
except incases where the donor has elearly specified which laws 1o
fisllow .

T.9.7 Any Contract amendments or changes shall be approved by the
IPDC.

7.7.8 All coniracts for Outsouced services will be managed by the
miministration and they shall prepase performance assessment
report at the end of each contract. Procurement and Asset Disposal
Unit will only assist with awards, amendments and completion of
the contracts.

7.7.9 All Contracts for works will be managed by Estates affice and they
shall prepare a completion report at the end of every contract.

1



7.8 Records Keeping
A PADE shall maintain records of all procurement and disposal
proceedings for a period of five years from the date of:

al bmwmcmnplnm ar termination;

by The decision to cancel the procurement procecdings or disposal

process,

o) The settlement of any dispute under a procurement contract;

o) The resalution of any complaint, challenge or appeal.
I am evenit thar the period referred to in subsection above has expired but
the documentation has not been subjected to an awdit, the records of
procurement and disposal procesdmgs shall stll be maintuned by the
procung and dispoaing entity.

7.9 Ethics and Integrity

The Procurement and Disposal Personnel invobved in recuisitioning.
planning, prepaning, and conducting procurement proceedings, disposal
Pz and imp ation of pr ent and disp contracts,
shall:

7.9.1 Discharge their dutics impartially to ensure fair and competitive
access o procurenient oppartunities by supphers.

7.9.2 Always act i the public mterest, and in accordance with the
objectives and procedures set out in the PPDA Act of 2017,

7.9.3 At all times, avoid conflicta of interest, and the appearance of
mmpropriety in carrying out their duties and conducting themselves,
and shall not interfere in the work of the IPDEC,

T.9.4 Not commiit or abet any cormupt or fraudulent practics, including the
tation or acceptance of improper inducements.



T.9.5 Not muerfere with, or exert undue influence on any person 1o affect
a procurement or disposal activity or decision.

7.9.6 Keep confidential, any information that comes [nto their possesaion
relating ' to p:wumm proceedings chispasal processes,
mcluding bidders” proprietary information, n.nd- not get involved in
the implemeniation of & procurement contract on behail of o privace
arganization with their previous emiployer for twa years after leaving
the public service,

T.9.7 The P ahall tose (o mny party with an
mmmmemmtw,a@ﬂmdumgmmu
the procurement or disposal proceedings, all the information which
mn;r materially affect the implementation of the procurement or

process as prescribed in the regulations afier geiting
-ppzmﬂﬂmmmaasnm:

7.10 Corruption Prevention

C-ur.mpn‘m refers, but s not kmitedd to any improper acta and practices
Luchi issiona that invelve the mi ar tadl of official

position or entrusted responshility for private gain. The following shall be

done to enaure that there in no cormaption!

7.10.1 Management shall ensure that an appropriate environment is
u’tllrd_ 1o promote the detection and prevention of fraud and
corTu|

7.10.2 Management shall, ameng other measures, ensure that
employees understand that internal controls are intended 1o prevent
and detect fraudulent and corrupt actwitiea and encou
employees to report suspected fraud and corruption without fear of
disclosure or retribution and require that suppbers and contractors
abiicke by the policy.



7.10.3 The internal audit office shall review and recommend policies
and procedures to prevent, detect and mondior corrupt conduct and
operations within the Unsversity. The office shall ensure that an
appropeiste risk profile for the University exists and is updated
annually.

T7.10.4 Management in laison with PADU shall develop, disseminate
and enforce guidelines for managing conflict of nterest. regulating
pifts and other forma of entertatnment of stafl and other peraons
covered by this pobey,

7.11 Micro, Small, Medium Enterprises [MSME] Order 2020

Public procurement and disposal of public assets in Malaw: is governed by
the Public Procusement and Disposal Act of 2017 and it 18 a subsidiary
legislation that includes Micro, Small, and Medium Enterprise (MSME)
Crder 2020,

The University will fully comply with the Order which appliea to the
participation of MSME mnd marginalized groups (women, youths, and
people biving with disabibities) m public procurement and also the
partucipaton of other enterprises where MSMEs have not been successful
for the award of contract.

The University shall prepare the Procurement plan detailing procurements
earmarked for MEMEs parucipation.

The PADU shall publicize adequately the mvitation to bid and submit fo
the PPDA & quartedy repart in complinnce with the Order.

PADLU shall comply with preferences and reservations which may be set on
MEME orders from time o time.



7.12 Disposal of Assets (S.31 of the PPDA of 2017

7121 All disposal proceedings shall be conducted in a manner that
promotes transparency, accountability, and faimesa,

T.122 All disponal proceedimgs shall be conducted in a manner ta
maximize competition and achieve value for money.

7123 A badider shall not be from p ip g m the
disposal based on nationality, mace, refigion, pender, or any other
criterion’ not related to qualification, except to the extent provided
for in this Act.

7124 The PAIN  ahall, in all disposal proceedings. choose
appropriate procedures and cavse the disposal of assets to be
carried out diligently nnd efficiently 8o that the prices receteed by
the procuring entity represent the best value or net outcome that
can reasonably be ohtained for the assets disposed of.

7.125 The PADU shall plan disposal activities to achieve muaximum
value from any such disposals and other objectives outhined in this
Act,

7A2.6 The PADU shinll taks due care of all asssts earmarked for
disposal of ita public asscts until such a time when the actual
disposal is concluded &8 prescribed in this Act.

1127 The PADU shall use the methods below in conducting the
Dinponal of Assetu:

= Tranaler the asset to another procuring and disposing
entity;
= Destruction or wniting off of the asset;
= Trade-in;
= Conversion o <lassification of asset inte another form
8 IMPLEMENTATION GUIDELINES
All public procurement proceedings ahall be conducted m a manner that
promotes.  transparency, accountability, nenspublc discromnaton,
fairness, open  competiion, anonymiy, economy, efficiency, and
FESPOrLAIYENESS,
8.1 Transparency
A transparént system his clear rules and mechanisma to ensure
compliance with those rules. Records are open to inspection by pulblic

15



nuditors and by sthers, such as unsuceessful udders. With ransparency
provimon of information aboui s activities and govemnance 1o
stakeholders shall be accurate, complete, and made available in o nmely
WA,

How we will Implement Transparency:

a. By publicly advertising procirement procedures or soliciting,
bids from the exhaustive number of suppliers so that
procurement perscnnel is not able to smply contact preferred
tendern.

b, By sending technical specifications to all bidders (n advance
s Wmmm}wlmd-n:htngumﬂmmu
specifications be communicated to all bidders.

e. Developing evaluating eriterin that will ensure that anly
qualified bididers can compete.

d. Stating in the tender notices and tender documenis ali the
criteria to be used when selecting the suecessinl bidder,

All procurement personnel shall ensure that procurement of poods, works,
and services are conducted transparesitly.

8.2 Accountability
. Accountability refers to bemng responsdble for one’s actions and
having the ahility to provide sound reasoning activices or
actions 1o yield good expected results,
b, When one is accountable, they should report and/or answer
o gement on the uences of those sctlons and
decisions.

€. University procurement practitioners shall be accountable
and thus exposed o disciplinary actions &8 a remedy for any
behavior that contravenes the public procurement and

dinposal legal framework and principles.



. Accountability shall constmute o central pillar of  the
Univernsiy’s procurement and disposal systems, Without it it
shall be difficult 1o get stakeholders 0 assume ownership of
their nctions because they shall believe they will not {nce anmy
consequences.

8.3 Fairness
Fairness is defined astreating hidders equally in the procurement process
and it is achieved in many ways and some are as follows:

o The PADU shall be making decimons and actions that are
unbiased and there shall be no preferential treatment (ta
individuals or firma) given that public procurement activities
are undertaken with public funds.

b, All the bids shall be considered based on ther compliance
with the terms of the solicitation documents and a bid shall
not be repected for reasons other than those specilically

pul i the solicitation d

. The PADU shall provide equal access o information made
available a1 the same tme for all inverested bidders.

d, The PADU shall provde additional information or danfication
ansing from prospective bidders and where feanible do this in
writing whether tn hard eopy or electtonie form

e If the closing date of the tender is extended, the PADU shall
provide mn exiension notice (o all prospective bidders in
sufficlent time before the originally published closing date and

time.
8.4 Open competition
This is the process of tendering open 1o all suppliers willing to compete
which provides the gr COFgpeL them o 1Ty 16 seoure

business,

ir



8.5 Economy
This principle places emphazis on the need to manage public Tunds
responaibly such that prices paid for goods, works, and services are
reasonable and represent good value fin terms of quality] for the number
of public funds.
Econumic criterion focuses mainly on price but also includes other critena
which provide economic benedits to the institution, such as

. fitness for purpose (§e. quality);

b, delivery and availabiliry;

€. whols-life costa {¢.g. mainteannce and runamg costa);

d. on-costs fe.g. transport and storage); and

e, the cost of the procurement activiry.
The most economic contract does not therefore always mean the cheapest
price. “Value for money® from precurement is aften summirised in the *5
Rights®, thus the right qunnmgr the right quality, the right price, the right
place, and the right time,

8.6 Efficicncy

Efficient public procurement impliés a system that operates on tme, with
amunimum of buresucracy, while being responmve to the needs of the user
of the goods or facilities procured, To embrace efficiency, the PADU shall:

i Prepare a market price index annually

b Think carefully befere making any procurcments

© Build virtuous supplier relanonahips

. Sharpen or mmprove negotiation sdlis

e. Embrace the use of technology by making orders clectronucally

with a complete audit tradl,



8.7 Responsivencss to Moderm  Information  and
Communications Technology

The PADU is ready to embrace clectronic Public Procurement processes.
Electronic Procurement [e-procurement] i the process of buying and
selling supplics and services over the mtemet. E=procurement makes use
of a supplier's closed system typically available only 1o regisered
suppliers,

When implemented properly, e-procurement opens the lines of
communication between a company and a supplier by creating a direct
link and facilitating internctions such as bids, purchase orders, and
efmails

E-proturement offers substantial benefits such as cost savings, a shorier
purchasing ovele, and transparency. This can lead o reduced delays in
PEOCUIEIICTL procesacs.,

B.T.1 Causes of Delays in the Procurement Processes
Deelays in the public procurement process are defined an any constraints
that prevent procurement events from inking place following the
procurement plan and schedule.

o Poor planning - User departments’ faflure to submit their
procurcment requirements to PIOU o start the procurement
process on time consistent with the procurement and disposal
plan and schedule.

b, Poor specifications = User depariments’ falure w specily
properly the technical specifications, the scope of work, and
terms of reference that they want, which leads to PDU secking
clanifications from them henor the delays.

c Approval process = Approval is required st vanous stages in
the procurement process and may s not be g d
i time,
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d. Poor quality of delivered materials - Suppliers may deliver
poor quality maternals which mught lead to rejection. The
replacement may take tme hence delay.

e Poor communication - Sometimes documents are held in
some offices for a long tme without feedback for the delay,

. Refusal by the supplier to supply the goods dur to long
outstanding payments.

Averding delays i the procurement process not only sives nme and money
but also permits the umely award of contracts. All stakeholders invalved
i the biddmg, evaluation, and sclection phase are responsible for making
every offort 1o avold delays i the procurement process, This has 1o be o
collabarative effort as no angle department can do this.

Procurement legislation requires that every stage of the procurement
process be approached having regard to the principles of equal treatment,
non-discrimination, transparency, -and proportionality. Benelits of
approaching  procurcment acuvity efficently and effectively ncross the
University mchude:

i Consobidating the number of suppliers we use 80 thist we ean
build stronger relationahips and wnprove the goods and

wervices they offer,

b Bétter walue for money and bétter prices for goods due to
volume and beverage,

¢. Recognition of the specialist reguir of -a compl

matitution and bringmpg thar together with the market
expertise of procurement specialists,

d. Complinnee with appropriate legislation.

e, Monagement of rsk.



9 MONITORING AND EVALUATION

Review the Policy every two years to understand the implementation of the
Policy. The Head af the Procurement and Asset Disposal Unit should be
responaible for monitoring and evaluation af the Policy.

10 FINANCIAL IMPLICATIONS

For the effectivenesa of this Policy, the institution ‘would be required io
alipeate enough finances 1o put in place an clecironic system 00 be used
by the PATILL.

n



APPENDIX: THE PUBLIC PROCUREMENT AND DISPOSAL PROCESSES
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STANDARD OPERATING PROCEDURES

2]



1. RAISING A REQUISITION
This provides the procedure for rusing a requisition and obtaining
approval 1o proceed with the procurement. Thes SOF applies to all
methods of procurement thus goods, works, rouline services and
consultancy scrvices. The method of procurement wall nat have been
selected a1 this stege.
A requisithen must be raised o star any procurement process, |1
serves @ number of purposes, mcluding:
a} Documentung the poods, works or services required;
b} Confirming the avalability of funding, based on the estimated
walue of the procurement fequirement;
¢} Documenting the approval to proceed with the procurement.
The end user is responsible for raising a requisition and obtaining all
MecessAry approvals

1] The procurement process will siart with the identification of
a need for goods, works or servioes.

2) Limt the goods, works or sevvices required on a requinition
form. Where o long list has already been prepared, such as
for staonery, this may be attached to the requisition, with
a summary description on the form,

3} Prepare an inktial description of requirements = see S0P 2A,
28 ar 2C for lurther guidance.

4 Estimate the value of the goods, works or services, The
estimate may be based on recent, similar contracts, market

research of in estimate by & tech | apecialiat, such as an
engineer for construction contracts. Seek assistance from
the PADU, where required.

5} Obtain approval to proceed with the procurement. through
the signature of the Head of Department, o other authorised
official, on the requisition form.



6] Obtain confirmaton of the avadabality of funding for the
requurement, through the signature of the DFl or the
authonsed official on the requisition form,

71 Finalise the description of requir as far as posidlbl
and attach it to the requisition form,

8 Pass the requisition 1o the Procurement and Asset Disposal
Urit. The PADU will check the requisition and description of
requirements and discuss any clanfications or changea
required with the end user.

9y The requisitien form must be signed by the approprimte
afficial, to provide the following approvals:

. Availability of funding for the procurement requirement,
based on the estimated value on the requisiteon form;

b, Confirmation of the need for the goods, works ar services
listed on the requisition form and approval to proceed with
the procurement process for thone tema.

A requisition form must be completed and passed to the PADU, who will
open i procurement file for the requirement, The end user should also
keep o copy of the requisition for his own records. The requisition form
must include:

a) The name of the end user department raising the requisition and the
conlaet name for gueries;

B A list of the goods, works or services required, incuding quantities
and uniis of measare:

) The estimated unit and total value for ench item;

d) The location for delivery or performimes of the goods, works or
SETVICTR;

) The date or dates for delivery, completion or performance of the
poods, works or seTvices:

) Confirmation of avallability of funding:

s



B Approval o proceed with the procurement.

b} A detailed description of requirements should be attached to the
requisition form,

1) The Procurement Unit will allocate a procurement reference number
to each procutement requirement.

) Prepare a description of requirements to Accompany the requisition
—nec S0P 2A, 38 or 20:

k) Preparning a description of requirements for goods, works or servicea
for guidance. Then go to SOP 3: Selecting a procurement method
and planning the procurement .



2A. FREPARING A DESCRIPTION OF REQUIREMENTS FOR GOODS

This provides the procedure for preparing a description of requirements
for the procurerent of goods.

The desenption of requirements shall be fully prepared at the stage of
raising the requisiton and shall be finalised during the drafting of the
bidding doecument.

Thin shall apply to all methods of procurcment.

This shall apply to goods only.

The description of requirements shall be a key document, which ahall be
used throughout the procurement process.

This procedure ahall be wsed 1o

= [nform the PADU and IPIRC whar the end user needs to purchase,
providing the basis for the procurement planning and budgeting;

= [nform bidders of the procuring enuty’s requirements through
inclusion i the bidding documens;

= Provide the techrienl standicd against which tenders are

evaluated;
= Form part of the contract,
« [efining the goods 1o be supplied;
= Set the technical standard against which the goods supplied can
be inspected, prior (o acoeplance.,
The description of requirements for goods shall be prepared by the end
user, who shall obinin additienal technical advice if required. The end-
user shall conwult the PALU, if nu:rnm'y on the procurement niles
which apply to the description of requi

Step-by-Step Instructions:
. The preparation of the description of requirementa shall
start with a general, summary description of the requirement,

- Preparanon of & camplete list of the items required.

- Consideration on the purpose the goods are being purchased for
and any special requirements.

- Preg of & 6y 1on for ench item pequired,

- Preparntion of the required delvery schedule,

7




. Sending the description of requirements, along with the requisition,
to the PADU.

OUIDELINES FOR THE DESCRIFTION OF REQUIREMENT FOR GOODS
List of Goods

The list of goods shall brielly describe each of the goods that the procuring
entity requires and specify the quantities of each,

Conuideration shall be given to including any apare parts or consumable
items tegiired, sither by speeifving the items réquired o requeating the
sparcs or consumables normally required for & specified period of

aperation.

The list of goods shall also describe any ncidental works or services
required, such &s installavion and eammisafoning, preparation of the site
for installation or user training.

Each item shall be numbered sequentially on the list for reference
purposes. Along with the quantity, the unit of measure shall also be
apecified

Specifications

The specifications shall define the technical characteristics and quality
standards of the goods required by the procuring entity,

Well-prepared specifications shall facilitate the preparation of tenders by
bidders and the evaluation of tenders by the procuring entity. Where
required, the end user shall seek technical advice external specialists i
jpreparing specifications.

Technical apecifications shall specify the minimum requirements of the
procurnng entiry. The evaluation will then assesa whether tendern reach
this standard.

Technical specifications.  shall contain a  complete, precise  and
unambiguous description of the goods required, by specifying:

& the fur & or charae CE reruined

= the quality standards for equipment, materals or workmanship,



Specificarions must be genenc as they shall not refer 1o a pamicular
trademark, brand name, make or model, patent, catalogue number or
any other detadl which would limit the specification to a speafi
mand facturer,

In exceptional cases, where there ia no scifficiently peecise way of
describing the goods without use of a brand name or similar, the words
*ar equivalent® must be included. The use of particular makes or models
muy also be permitted for reasons of compatibality.

Siandards specified must not be restrictive. Where possible, recognised
infernational standards shoulkd be used, Where ofher standands are used,
they should normally be followed by a statement that "other authoritative
siandards that ensure at least & subatantially equal quality will also be
acceptable”,

Specifications shall also include:

= The purpose and intended use of the goods,

= Details of the conditions in which the goods must operate

* Deacriptsons of required manufacturing processes, workmanship

or materials,

Drawings of the goods, meluding site plans for installation,

Any envitonmental or safety features required of the goods.

Packaging, marking and Inbelling requirements

Details of inspection of festing requirements, meluding

performance parameters, including outputs, timescales, and any

indicntors or criteria against which the satisfactory performance

of the goods will be tested.

*  Any documentation reguired

= Where appropriate, procuring entities shall make use ﬁ
standardised specifications or specifications used previoualy,

Delivery Schedule

The delivery schedule shall sperily the delivery period and place for each
of the goods. Where any related works or services are inchuded, the
delivery schedule should also state the completion period and the ste,

ln preparing the delivery schedule, the following guidance should be
laken into account:



= The delivery and completion pericds shall be  realistc.
Unrealistically short delivery or completion expectations may
resull in restricted compeliton or may prompt cemplaints from
prospective biddera.

= The delivery and completion perisds shall be beat expressed as a
number of days, weeks ar months from the date of contract
award, as precise dates cannot be determined until the contract
has beens placed.

* The delivery period shall rake mio asccount whether the
procurement is of standard, readily available goods or goods
which are likely to be manufactured 1o order,

= Where appropriate, different delivery periods shall be given for
dilferent ilems or the total requirement shall be split into severnl
batches, with phased deliverics,

# The delivery period shall take into account whether the goods are
likely to be available in Malawi or require importing. Where the
poods ahall likely be sourced internationally, the location of the
gnndlmdhhlfummm-ubemﬂdu!d

= ‘When the description of requirements is included in o bidding
document, the Procurement Unit should check that the delivery
peniod specified tikes o account the Incoterm specified for
delivery,

Far open tendening the final deseription of requirements included in the
hidding decument shall be reviewed by the IPRC, when approving the
imvitation document.

A copy of the ion of requi shall be attached to the
requikition form, Mmmmmmmw:me The end
user shall also retain & copy of the requisition and description of
requirements for their own reference.




1B. PREPARING A DESCRIPTION OF REQUIREMENTS FOR WORKS

Description of the requirement shall be fully designed by the procuring
entily. peiof 1o mviting tendera.

The deseriprion of requirements shadl be fully prepared ar either the stage
of ruising the requisition or during the drafting of the bidding documeni.

The descniption shall be prepared by the User and aliernative specialist
advice shall be sought for the preparation of a deacription of requirements
for design and building contracts.

This shall apply 1 all metheds of procurement.

The description of requirements shall be a key docurment, which shall be
used throughout the procurement process.

Description of Hequirements shall be used to:

» Inform rhe PADU and IPDC what the end user needs to purchase,
providing the hasis for the procurement planning and budgeting;

& [nform bedders of the procuring entity’s requirements through

1 in the bideing doe \;

# Provide the techmical standard and, for some requirements the
estimaned gquantities, against which tenders are evalunted;

= 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 contracis, the rates and estumaned
quantitics against which actual work is measured for payment
PUTROSES.

The description of requiremenis for works shall be prepared by Estates
or engpneer with appropriate technical gualifications and experience.
Where the end user depariment does not have an appropriate member of
stafl, external technical advice should be sought. The endsuser should
caonsult the PADU, if necessary, on any procirement rules which -ppl.y
to the description of reguirements

Step by step p of deseripti

a1



. The preparaion of the deseription of requiremenis normally start
with a grneral, summary description of the requirement.

- Preparation of & bill of quantities or activity schedule.

. Preparation of the requized completion scheduile.

- Preparntion of an overall seope of works, which shall form the first
part of the deseription of requirementa;

- Send the description of requirements, along with the requisition, (o
the PADU.

Guidance Notes On jon Of fon

1. Drawings for Works
Technical drawings shall be required 1o define the works required by the
procuring entity. The construction drawings, even if not fully developed,
miist show sufficient detall to enable bidders to understand the type and
complexity of the work involved and (o price their tenders,

‘When preparing the bidding decument, if shall be a normal practice to
insert @ list of drawings.
2. Specifications for Works

A set of precise and clear speafications ahall be a prevequisile for hidders
to respond realistically and competitively to the procuring entity's
requirements  without qualifving o conditioning  their  tenders,
Specifications shall be drafted 1o permit the widest possible competition
and, at the same time, present 8 clear staiement of the required

tandards of work hip, materiala, and performance of the related
goods and services to be procured. Cnly if this is done will the objecthves
of ecconomy, efficiency, and fadrmess in procurement be realised,
reaponmiveness of tenders be ensured, and the subsequent task of
evaluation be facilitated. The specifications shall require that all goods
and materials to be incorporated in the Works be new, unused, of the
most recent o current models, and incorporate all recent improvements
in deagn and materials anbesa provided otherwse in the Contract.

Care shall be taken in drafting specifications to ensure that they are nat
reatrictive. In the specification of standards for goods, materials, and
warkmanship, recognised international standards shall be uaed as much
as possble. Where national, or other, standards are used, the
specifications shall state tha: goods, materials, and workmanship that

a1



meet other authortative standards, and whech ensure substanually
equal or higher quality than the standards mentioned, shall aiso be

Most specifications shall normally be written specially to suit the specific
works in hand.

3. Bills of Quantities

A bill of guantines shall be prepared for inclusion m the bdding
document, where the requirement is to be contracied as an
admensurement contract - for lump sum contracts. Biddera shall then
be required to price the bill of quantities in their tenders and the priced
bill of quantities shall betome part of the contract, Payment shall then
e made using the rates in the priced bill of quantities, but based on the
quantity of work actually performed, which shall be measured on a
regular basis.

The objectives of the bill of quantities shall be:

* 1o provide sufficient information on the quantities of Workas to be
performed to enable tenders to be prepared efficiently and
Boetrntely.

= o provide a priced bill of quantities for use in the periodie
valuation of Works executed, once a Contract has been entered
inta.

Works shall be itemined in the bill of quantities in sufficient detail 1o
distnguish between the different classes of Works.

The layout and content of the bill of guantitiea shall be as simple and
briel nn poasible.

4, Activity Schedule
An activity schedule shall be prepared for inclusion in the bidding
document, where the requirement i to be contracted as a lump sum

contract. Bidders are required to tender a lump sum price, based on the
activity schedule and the siccesaful bidder's tender price becomes the

contract price.

Therefare, the objective of the activity schedule shall be 1o provide a
breakdown of the activities and thelr associated cost that form the Works
ta be paid on a lump sum basis.



The breakdown shall be mended 1o be used:

= As the basis for certifying interim payment to the supplier,
#* To assist in valuing any ordered vanations.

- 5. Completion Schedule
The completion schedule shall specify the completion period of the worls,
In pre the pletion schedule, the following gudance shall be

taken into account:

= The completion periods shall be realiste. Unrealistically shore
completion periods may result in restricted competition or may
pnmplmplainuirmpmqne:hvehdﬂem

= The completion pericds shall best expressed a8 6 number of days,
weeks aor montha from the date of contract award, as precise
dates cannot be determined until the contract has been placed.

6. Scope of Works
The scope of works shall provide a description of the workes,
approximate gquantities of major iems a background nofmitive
to the work required and the objectives of the works required.
= The scope of works shall normally form the firsi part of the
deacription of requiremenis
= The final description of requirements shall be included in the
tedding document which shall be reviewed by the IPDC, when
approving the invitation decument.

Documentation and Record keeping

A copy of the description of requirements shall be kept on file, along with
the requisition lorm. The end uscr shall also retain & copy of the
requisition and description of requirements for their own reference,



2C. PREFARING A DESCRIPTION OF REQUIREMENTS FOR
BERVICES

This provides the procedure for preparing a description of requirements
for the procurement of services, both routine and consuliancy.

The description of requirements shall be lully prepared at the stage of
radsing the requisition and finalised during the drafting of the bidding
dcument.

This procedure apples (o all methods of procurement.

This procedure applies to routine and consultancy services.

The description of requirements is a kKey document, which s used
throughout the procurement process.

These description of requirements shall be used to:

= inform the PADU and IPDC what the end user needs to purchase,
praviding the basis for the procurement planning and budgeting

» inform badders of the procuring entity’s requirements through
inclusion i the bidding or request for proposals document;

+ provide the terms of reference against which tenders or proposals
are evaluated;

+ form part of the contract, defining the services to be suppliod;

s gt the technical standard and deliverables against which the
services performed can be judged, prior to acceptance.

The description of fequi s for services shall be prepared by the end

user, who shall obtain addivonal technical advice if required. The end-

user shall consult the PADN, if necessary, on the procurement rules

which apply to the deseription of requirements: 11 is important that the

reciplent or manager of the servicea i involved in drafting or checking

the description of requirements, as- it shall reflect the requirements of The

intended conract.

Step-by-Step Instructions:

- The preparation of the description of requirements shall normally
start with & general, summary description of the requirement.

. The preparation of detailed terms of reference for the semices,

- Send the deseription of requirements, along with the requisition, to
the PADLU.



GUIDANCE NOTES

Terms of Reference for Routine Bervices

The terms of reference ahall provide sufficient information to enable
bidders to understand the services reguired by the procuring eanty and
shall be complete, precise and clear.

‘Welt-prepared terms of reference will facdane the preparation of tenders
by bidders and the evaluation of tenders by the procuring entity.

The precise contents of the terms of reference shall be determined by the
individual assignment, but shall include the following details; where
applicabile:

+ the purpose of the assignment and what it is expected to achieve;

* adescription of the scope of the services required,

= the lacation or locations for performance of the services e, specify
the address, where services are to be performed on the procuring
entity's premises

. memle,qqm]iﬁmmnnnnigq:ﬂmﬂmy;my-mﬂmqnnd,
such ma SUperIsons;

- medunﬁmdmzcmmnfmcudmp&mﬂm;

s the hours of work or hours when the supplier will have accesa 1o
the site;

= an estimate of the amount of value of wark involved, where the
scope of the services cinnot be precisely defined

= any laclities, services or resounces to be provided by the procunng
entity;

a any particular equipment o be provided by the supplier

+ any required perfarmance langels or response Uimes

* arrangements for reporiing 1o the procunng ennty, including lines
of communication and the contact pomt for management and
administration of the assignment;

Terms of Reference for Consultancy Services
The terms of reference shall provide sufficient information to enable
hldd:r-mun&nmndlhzmlmrd hylthrmmnsanﬂty.

They shall be complete, precise and clear, bur shall not be over
preseriptive, where the success of an assignmen? is largely dependent on
the sialls and expenence of the consultants,

E -]



Well prepared terms of reference shall faclitare the preparaton of
proposals by bidders and the evaluation of proposals by the procuning
entity.

The precise contents of the terma of reference shall be determined by the
indivichunl asssgrment, but should includs the followang details, where
applicable:

= the background to the assignment, including details of any larger
project which the assignment shall be part of;

= the objectives of the anssignment and what it ia expected to
achibere;

* o description of the scope of the services nequired;

- th::pﬂullcddmmbluuquitud,wdlunu&rrpmum
recommendationn, software, datal b ks,
drawings, specifications, maps, software, mmgmntnhlu ete.

= the dates by when they are required;

* requitcments for the transfer of knowledge or training
PEOFTAMmES:

= the role, qualifications and experience of any key stafl required;

= the period of the assignment and expected completion dates;

= any fachities, services or resources lo be: provided by the
procuring entity, ncluding any counterpart staff;

= armangements for reporting to the procuring entny, incuding
lines af communication and the contact point for management
and admintstration of the assgnment;

= aachedule of any reports required, including inception, progress
angd final reparts;

The fnal description af requir imelueded in the bidd request for
proposals or request for quotations decument shall be reviewed by the
IPC, when approving the invitation document,

D ion and Records keeping
A copy of the descrption of requ ts shall be attached to the
requisition form, which shall be kept on the procurement file. The end
user shall also retan & copy of the requisition and description of
requirements for thelr own reference.




3A. CONDUCTING A PRE-QUALIFICATION

The pre-gualification procedure obtains and assesses infarmation on the
qualifications of potentinl bidders, in arder to restrict actual bidding to a
lint of quiadificd bidders,
This is achieved through the publication of a pre-gualification notice, the
receipt of submisstons and the evaluation of submissions against pre-
defined mm

fication may be used under the Open Tendering method, for
procufement of a particularly high value or complexity, but its use is not

msndatory.

A decision on whether or not 1o use pre-guabification should be made
the procurement planning stage.

Pre-qualification may also be used under the Two-Stage Tendering
method.

Purposs of Procedure:

# Pre-qualification is used to identify bidders who have adequate
capabilities, resources and experience to perform A contract, prior
ta the Innmm-u and submission of detailed tendera. Thia can be
beneficial for high wvalue or complex procurement, as: the
preparation of detatled tenders can be costly and this may
discourage ommpetition f bidders feel that they are competing
againat o large number of bidders,

- “Eﬁalumﬂihr#numlﬂﬂ]dtlﬂkdtzﬁdﬂimttqﬂhz
exressive tme and resotree rom the pmcﬂmg enfity.

# The supplict's capabilitica, resources and expericnce may be key ta
the successful performance of the contract and therefore bidding
should be limited to qualified badders.

» Pre-qualification for a group of smilar coniracts con be beneficial,
as it avoida the need for repeated pre-qualification procedures and
also allows a bidder to be pre-qualified up to & certain value or size
of contract of contracts.

The PADU m the pre-gualt N process, conaulting with the end-
user of other technical specialiat, on drafting the pre-gualifieation eriterin.

The pthq;mhl.'ﬂmm process s effectively a i tzndenng proctu
imvolving the invitation, receipt and eval af
qualify datashest, the qualification criteria mdndﬂlmptm uflhu type u[
gowmds, works or services 1o which the pre-gualification applies,

= Draft an inviiation o pre-qﬂ.-hl'y nonce

= Submit the pre-qualification document and invitation to pre-qualify

martice 1o the IPC for approval, prior to issue.
# Publish the notice,




Issue pre-quakificanon documents 1o all budders who request them.

Receive applications up untl the line — Late applications must

not be accepted,

# Dpen the applicatons and record the names of all applicanis. No
public tender opening is required.

# Assess each application agains: the criteria defined i the pre-

qualification document and determine whether each bidder is

qualified or not gualified

Fecord the results of the evaluation.

Prepare @ st of pre-qualified bidders and obtain IPDC approval for

the evaluation and the pre-qualified list. This approval can normally

e obiained at the same time a5 approval for the bidding document.

LR
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The [FDC must approve the pre-qualification decument and innitation to
pre-quialify notice before issue, ThrlPDC-nH-lw.wprmth:lm ul'pu-
qualified bidders, when approving the quient bi

The presqualificanion document must be drafved unng: the approprane
mdudmﬂmmmmdultﬂmmlﬂm A copy
of the approved pr ent, and the IPDCW written
approval, must be lnnlne-d. on the procurement file,
‘I“Iu' prn:l.uml file must alse contain records of:
the potential bidders to whom the pre-qualification document s
iasped;
u. the potentinl bidders submiting applications;
Wi  the evaluation of applicanons;
. the list of pre-quahfied bidders.




38. OBTAINING AND ASSESSING EXFRESSIONS OF INTEREST

The expression of interest ymﬂmo&mnmﬂwmmmm
the qualifications and expenience of potentinl bidders, in arder 1o restrict
actual bidding to a kst of qualified
This is achieved through the publication of a notice calling for expressiens
of interest, the receipt and af expr nof i and the
development of a hmited shortbis

The expreasions of interest procedure may be used under the Request for
Proposal's method only. It's use is not mandatory, but it is recommended
for all but the smallest and simplest aasignments.

+ The exprensions of iterest procedure is used for consultancy
serices anly,

+ The EOl procedure is a form of pre-qualification procedure for
consultancy services. [t (s used to identify bidders who have
adequate capabilities, personnel and experence to perform a
consultancy assignment, in order to establish o hmited shortliat
and imvite detniled proposals from three to six qualified bidders.

The Bl procedure offern the following benefits:
Publication of n notice calling for EO1's assists the procunmng entiny
in sdentifving potential bidders.

+ Consullancy assignments can vary greatly and be highly complex
or apcaalized, making the identification of sources difficult.

= Only a limited aAumber of bidders are required to prepare detailed
proposals and keep key stall available Tor the validity period.

+ Bidders are more likely 10 commit resources o proposal preparation
and keep stafl available if they feel that they are only competing
agamat & Hmited number of bhidders;

+ The PADE does ool require excessive time and resource for the
evaluation of a large number of detailed proposals, including
complex methodologies and several CV's;

s Bidding s limited to suppliers likely to have the capabilities,
personnel and experience required for the sucoessful performance
of the contract.

+  The qualifications of both the supplier and ita key stafl are eritieal
in the delivery of consultancy assignments,

The PADL manages the EQl procedure, consulting with the end-user or

other technical specialist, in assessing the EOl's recrived and developing
the shorlist

Step-by-5tep Instructions:
i.  Draft a notice ealling for expressions of interest

&0



Submit the B0l nouce 10 the IPC for approval, prior 1o publecation,
Publish the potice

Receive EOUs up until the deadling - Late EOi's must not be
accepted,

Open the EOl's and record the names of all applicanis, No public
terider opening is required.

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

Frepare a shortlist of three to six bidders who are the best qualified
for the proposed assigmment. Obtain 1PC approval for the shorlist
when obtmining approvil for the Request for Proposals decument,

A notice calling for EOlIs should normally include the following
information:

118
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the name and address of the procunng entity;

a brief description of the project, if any, of which the assignment
frms & part;

a bried description of the proposed contract;

a statement of the Information required from potentaal biddess, such
as description s nf‘:rhnﬂ-rwrk pr:furmrdmd mdications of the type
of stafl

nstnuctions on the location and l’ﬂﬂl.‘nl! for submission of EOfs
any apecial instructions on the sealing and labelling of EOI'S.

The IPDC must approve the notice calling for EOl's. before publication
They will also approve the shorilist of bidders, when approving the
submeguent Re for Proposals doc "

A copy of the published EQI notice, and the IPDCs written approval, must
be retained on the procurement file.

The procurement nltmuuninmum:tmrd-nl.

the itting EO'n;
the evaluation of the EO's;

il the shorilist of bidders
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4A. DRAFTING A BIDDING DOCUMENT OR REQUEST FOR
PROPOSALE DOCUMENRT

Bidding documents are required for Open Tendenng: Restrcted Tendenng
and Two-Stage Teadering. The request for proposaln docurment used for
the R far P L thod is also a bidding decument and therefore
this SOP applics.

The bidding document is critical 1o the sucorss of the tendering process.
It innforms bidders of:

# the precise description of the goods, works or services required;
# ithe rules for the tendenng process;

+ the evaluation criteria and methodology which will be applied;
=  any qualification enteria which will be applied;

= the type and conditions of the proposed contract.

A well drafted bédding document should result in 8 successful
procurement process. Therelore, this document must be approved by
the PO, prior to {18 ssue.

The PADL is responsible for draﬁh:g the bidding document or request for
proposals, in consuliation with the end-user who raised the sequisition,
The PADU should seck advice from technical specialists, where required,
The PADU is responmble for obtaining approval from the IPDC, prior 1o
issue of the document.

Cholee of Standard Bidding Document:

The Government of Malawt has issued the following standand bidding
documente for use in public procurement:

+ Standard Bidding Document for the procurement of goods;

» Standard Bidding” Document for the procurement of goods
(framewnrk contraci);

= Standard Bidding Document for the procurement of works;

Sundard Bidding Document far the procurement of minor works;

» Swndard Bidding Document for the procurement of pouline
BETVICES]

* Standard Request for Proposals for consultancy services [complex,
time-based assignments);

+ Standasd Request for Propasals for consultancy services [complex,
lump sum assignments); oic



IPEC approval for the bidding documents must be obtained, prior to is
issue or the publication of any Bvitation to tender notice, Approval for amy
invitation to tender notice, ahortlist or lint of pre-qualified bidders should
be sought at the same time.

A copy of the approved bidding document, along with the IPC's approval,
mrust be retaned on the procurement file,



4B. DRAFTING A REQUEST FOR QUOTATIONS DOCUMENT

Thia S0P is for drafling a request for quotationa document, using one of
the standard docruments issued by the Government of Malawa. 1t also
pravides the procedure for obtaining approval for the completed document,
peioT 1o insue,

A Request for Quotations document is required for the Request for
Quotations method only.

This SOF applies o goods, works Type and routine services, although
different standard documents shoyld be used for each,

The request for quotations document is critical to the success of the
procurement procesa. [t informs hidders of:

s ithe precise description of the poods, works or services required;

the rules {or the procurement process;

* the evalustion eriteria and methodology which will be applied;

+ any qualification criteria which will be applied; and

« the type and conditions of the proposed contract [purchase onder].
A well drafted RFQ document should resuli in & successful
Frocurement poocess.

The PADL is responwible for drafting the request for quotations
document, i consultaton with the end-user who raissd the
requisition. The PADU should seelt advies from technieal specintists,
where requiresd,

Step-by-Step Instructions:

s Select the appropriate standard document for the requirement,
which will be the RFQ document :‘nrpod.t, works of rouline
SETVICEN,

= Consult with the end-user, and technical specialists if required.
regarding finalination of the description for incluson i the
document.

» Complete details of the procurement process



RFQ documents must be drafted using the appropriare standard
document of the Government of Malawi. A copy of the approved RFQ
document, must be retained an the procurement file,



5. PUBLISHING AN INVITATION TO TENDER NOTICE

This standard operating procedure outlines the rules for publishing an
imvitation to tender notice.

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.

This standard operating procedure also applies 1o the publication of
invitation to pre-qualify notice under Open Tendering and notices calling
for expresazons af interest under Request for Proposals,

No publication of notices is reguired for other methods.

The publication of notices may apply to goods, worka, routine services
and consultancy servicen

Invitarson notices are published n order toc

« Anract the widest possible competition, which should assisy the
Procuring entity in obtaining value for money or in prepanng a
strong shorilist of bidders

= Offer adl potential bidders a fair opportunity (o tender or pre-qualify
for government funded contracts,

The PADU 1s mpnnnh?lz for organising the pq:b\!lﬂmn of notices. Where
publication i8 b0 inchude trade journats, the PADU shall consult the end
user, or other technical specinlist, on the appropmiate journals.

Steps to be followed

s PADU shall m-npl‘nrpuhlﬂm of the notice in rhelnc.nlprm
by consulting the user to raise a requisition in - Plus system
which ahall facilitate a pre-payment to the press,

* When the advert is published the PADU shall display the notice
publicly in all the university's notice hoards,

= For international tendering.the PADU shall arrange publication in
appropriate publications of wide intemational circulation, such as
mternationally recognised newspapers, speciabised trade journals,
the internet ete.

*  The PADNU shall seek approvals from IPDC of the draft of notice of
the publication of the notice,

®  PADU shall keep a copy of the published notice in file.

%



6. ISBUING INVITATION DOCUMENTS

This standard operatng precedure provides the procedure for the
ical issue or sale of bidding documents to bidders and keeping

records of the documents isgued.

The standard operating procedure applies equally 1o the issue of other

inwntation documents, such as pre-qualification, Request for Proposals
documenis.

This appliea to the following sourcing methods; Open Tendering,
Restricted  Tendering, Two Stage Tendenng, Request for Proposals
methods and applies to categories of procurement e, goods, works,
routine services and cansulinney services.

PADU shall make sure that Bidding and other invitation documents must
be issued or sold prompely, to provide bidders with sufficient time o
prepare and submit thedr tenders as deliys in bssuing bidding documenta
result in reduced competition, which itsell leads to the cancellation of a
lenidering process.

PADU shall make sure that Bidders must be issued with the same
information, within the same period of tiowe, 1o ensure that the
procusement process (4 fadr.

PADU shall make sure that records are Rept of the documents issued, in
case of quenes or complaints fron bidders.

The PADU shall be responmble for managing the issue of bidding
documents.

The PADU shall delegite to accounts depariment  the coliection of fees
for the documents nd issuance of the receipt 1o the bidders.

S1spe 1o be followed:
# Where documents are being issued o bidders ona shortlist or pre-

qualified lst, the doc must be d hed o all bidders by
the PADU at the same time and & recand must be kepr of the issue
of documents.

* Where an invitation to tender or pre-gualify notice {8 being
published, PADU shall allow hidders to preview the documents
prior to purchase. Arrangements musat be put in place 1o permit
previews, at the address and time stated in the published notice,



The PADU shall ensure that sufficient copies of the Wdding
document will be available by the date of publication of the first
natice.

Where & fee s charged for the decuments PADU shall arrange 1o

put in plece measures for receiving and confirming ta and
suing receipta, The precise arrang will deg on the
method of payment

The PADU shall maks sure that s are dispatched
promptly 1o all bidders who respond to any notice and pay any
required fee.

The PADU shall make sure that documents are dispatched within
five days of receipt of the request or payment of the fee, whichever
i lnter and a recond is kept of the issued documents:

A pecord of the issued bidding docy shall be completed and
kept on file.

At 5 minimum, this record must include:

o the name and address of each bidder, to whom the document

wias issued;

o 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:
the signature af the official responmble for the issue of the
documents,

L - ]



7. MANAGING A PRE-BID CONFERENCE AND SITE VISIT

Thus standard operating precedure provides the procedure for managng
pe-bid conferences, where the University shall brief bidders on the
procurement requirement and responds to questions (rom bedders,
arder 1o assist them in preparing their bida. 1t also provides the procedure
for site wisits, where biddera are gven the opportunity 1o view the site
where goods are to be installed or works or services performed.

The Pre-bid conferences and for site visits may be conducted under Open
Tendering, Restricted Tendering, Two-Stage Tendenng and Request for
Proposals.

The need for pre-hid conferencen of fite visiis must be conaldered at the
procurement planning stage and appropriate provisions included in the
hidding document.

Pre=bid conferences and Jor site visits may be required for goods, waorks,
routinge services or consullancy services.

Pre-hid conferences and site visits are intended to provide a structured
way of providing additional information for bidders, which cannat easly
be included in a bidding document.

A pre=bid conference or site visit can affer the following benefits:

= The University shall be able to provide additional information 1o
haclders, ensuring that all bidders receive the same information

# The Bidders shall be assisied in prepanng tenders which should
bt hased on more detailed and accurate information, responsive 1o
the university’s needs and less likely o include reservations,
comeditions or caveas;

# The university shall be able to get early warning of any unlorescen
queries or problema, while there i stil trme 1o modafy the bidding
document if necessary;

= The mmority of likely requests for elarification can be addressed az
the same time;

® The possbility of contractual disputes, caused by a bidder's
misunderstanding of the procuring enlitys requircments, is
recieed,

The PADU Shall be responsible for managing pre-bid conferences and
amte viailse. The end user, or sther technical specinlist, must be closely
imvolved to provide responses on technical issues,

L]



Steps to be followed

» The PADU shall consider the need for a pre=bid conference or site
visit at the procurement pianning stage and include details of the
lcation, date and time in the bidding decument and any invitation
o tetder notiee.

a They should be held carly during the bidding period, to allow
haclders time 1o take the information intoe accoun! o prepacing their
tenders. Where both a pre-bid conference and a site visit ane 1o be
held, they shotld be arrangsd 0 concide wherever ponn‘biz,
particularly where intermational bidders are lkely,

« The PADU shall ensure that arrangements are made in advance,
mecluding booking o mecting room, ensuring that sufficient,
appropriate stafl are available, ensuring that access to the site is
posmble at the appointed time, malang approprinie safety
Arrangements on site i required, prepanng an agendn for the
conference.

= The PADU shall brief all staff involved on the procedure for the pre-
bid conference and for site visit, including the responsibilities of
each staff member and anticipated questions and answers,

= The PADU shall make sure that the management of the pre-bid
conference will be determined by the agenda. Typically, this might
melude opening and welcome remurks by the University, a brief
presentation by the university on the procurement reguirement,
guestiona by bidders and closing. Where requests for clarification
have beéen received prior to the conference, these may be used 1o
determme the agenda and prepare responses,

» The management of any site visit will be determined by the nature
and sier of the site and the type of procurement envisaged. Bidders
should be given a tour of as much of the site a5 possibic and
allowed to view any facilites which are being provided by the
procuring entiy.

#» Following completion of the pre-bid conference and/er sae vist,
PADU shall issue n record of the mesting to all bidders who were
issted with hidding dotuments, regardiess of whether they
attended the conference, The record issued must include afl
questiosis raised and the formal darifications issued.

= Where necessany,the PADU shall issuc a formal modification of the
biddding document and for extension to the bidding deadline.

PADU shall keep a record of the pre-bid conference and/or site visit in

the procurcment fle and distnbuted to all bidders who were issued with
the bidding document. At o minimum, this record must inelhide:
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= The date, time and location of the pre-bid conference and jor sive:

visit o list of all persons who attended, including both precuring
entity stall and bidders;

= A lint of all questions asked and the responses given to bidders.

=



8. HANDLING BIDDER CLARIFICATIONS, MODIFICATIONS AND
EXTENSIONS

This procedure shall establish standard operating procedures for
responding to bidder clarifications, issuing modifications 1o a bidding
doeument and granting extensions of the bid deacline.

= Hidder clasifications are requests from bidders for clanfication of
& particelar element of the bidding document, to which the
procuniog entiy shall be required to issue a formal response 10
nll bididers;

&« Modificatons are formal el o the hidding doe
which the procuring entity may choose to make, ether in
respanse o a bidder canfication or on s own mibHalive;

- Euenmnmhﬂﬂlimmthy:hepmﬂumummyu‘ihe
deadiine for submission of tenders, to give bidders maore time in
which to prepare their tenders, normally in fesponse (oo bidder
tarification o tnodif

This procedure applies to goods; works, routine serviees and consultancy
SETVECE R,

This procedure may apply under any method of precurement where a
formal invitation document has been issued.

Thess ahall be:

= Cpen Tendering.

*  Restrieted Tendering,

* Two-Stage Tendening,

+  Regquest for Proposals.

* Request for Quotations.
‘Where no requests for clanfication are recetved and the procunng entity
has no reason to modify & decument or extend the bid deadline, the
procedure will not be requined.

Ideally, bidder clarifications, modifications and extensions to the bid
dmdhmshnunnlhrmqun'rd.h'mnr where they shall be required, it
is important that clarifications and ions shall be
issued prompily and in suflicient time before the bid clomng date. It i
also essential that the same information ahall be issued to all bidders at
the same times.




Mishandling of bidder clanfications, modificstons and exensions may
result in complaints from bidders, unnecessary delays to the bidding
process o a reduced number of teniders.

PADU shall manage requests for clarifications and the issde of any
maodifi to the bidd 14 t of extensions ta the bid dendtine,

PADL shall consult with the end user, of other technical specialiss,
where required on clanfications or modifications to be issued.

PADU shall first consult the IPDC where any substantial change shall be
made to the srignal and approved bidding document.

STEP BY STEP FROCEDURES

- A clarification of modifeaton can be issued, or an extenston of the
bicdchinng deadline given, either in response to 4 request f{or
:mlh:numfmnbiddumm:.‘nepmcmmﬂry;m
initiative, Where a request is received from a bidder, ensure that it
in received before the latest date for clarficotions stated in the
bidding document. Where it is received later, send o reply stating
that the requiest was received after the latest date for clarification
requests and that therefore mo response cin be given.

= Agree on the appropriate response 1o the request for clanfication,
or agree any modification that the procuring entity conaicers
necessary. Consult with the end user, or technical specialist, where
appropriate.
. Cmnduwhﬂhﬂtb:ch:ﬂmﬂmwmﬁcmmuhwmhm
i an the | ion of tenders and therefore,
mﬂhﬂum”towm“mmubcpﬂn

s Draft o formal clarification of modification. Where the clarification
is in response to o request from a bidder, ensure that the response
inciudes a description of the request, but without identifying the
bidder who made the request. Ensure that any extension to the
hicdding deadline is clearly stamed. giving the time and date of the
new deadline. State also the revised time and date for any public
render apening.

- If the clanfication or medification invelves & substanteal change (o
the bidding document, obiain IPC approval before insue.

. Insue the same clarification, modification or éxtension 1o all bidders
at the same time, keeping a record of its issue, Where a pre=hid
conference shall be held formal issue of the clanfication,
modification or extension may be delayed until after the pre=bid
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conference. However, the procurmg ennty sholl sull prepare the
clarification, modification or extension, as information will need to
be provided at the pre-bed conference and a formal clardication,
madification or extenaion shall be issued after the conference,
If mny 1o the badd dlaadl has been given, ensure That
wrrangements for the recetpt of tenders and any public tender opening
are revised.
IPDC approval shall be required for any clarification or modification
which involves a substantial change to the original bidding d it

A record shall be kept on the procurement file of the issue of all
clarifications, modifications of extensions to the bid deadiine. At a
minimum, this record must include a copy of the darificaton,
modification or extension letter sent and evidence of dispatch to all
budders.



9. RECEIVING TENDERS

Thin section provides a standard operating procedure for the recerpt of
tenders, closing tendering at the time of the deadline and safe-keeping of
tenders until the time for tender opening,

The formal recetpt of tenders appliea to all the methods of procurement.

This Procedure applicd 1o goods, works, routine services and consulancy
BETVECES.

This procedure for the formal secempr of tenders, n:hnng of tendering and
safe-keeoping of tenders is essential to the integrity of the tendering procoas
for the following reasons:

o] It ensures that submitted tenders are kept unopened unil the time
for the public tender opening, to promote fair competition;

bl It ensures that tendering is closed at the precise date and time of
the deadline and that no late tenders are accepied;

€} It ensures that a record (s kept of all tenders submined on time, to
help avoid rhtopemugntnnyhmlmﬂznmmmtdumnpmm!,

The PADLU will manage the receipt of tenders, the closing of tendering and
shall be responsible for the snfe-keeping of tenders until they are delivered
ta the Internal Procucement Commities I'urnpuimg,

Procedure:

i Make o locked vender box avalable dunng the tendening penod, 1o
allow bidders to deposiv their tenders in the bax.

i, The tender box must be in a location which is ible to the
public during normal working hours.

i The tender box must be labelled with the procurement reference
number, pn_rurnlnﬂy where several tender baxes are in use ot any
ane time, for tenders closing a1 different tmes,

w. Ensure that staff are avaalable dunng normal working hours to issue
receipts for tenders, prior 1o their placement in the tender box.

v. Ensure tha! a standard foemat of receipt 8 avatlable

vi. Ensure that arrangements are in place for the receipt of tenders, or
other packages such as samples, which are 100 large to fit in the
tender box,

vii. A record must be kept of all tenders, or other itema, not placed ko
the tender box and these ftems must be kept securely and taken
with the tenders to the location for tender apening at the appointed
time.




viil.  Ensure that staff have been nopunated 1o manage the tender closing
and that they know the date and time of the closing, These stafl
must be at the location for tender receipt before the time of tender
closing,

i Seal the tender box at the precise date and time of the deadline for

tendering.

%  Take the sealed tender box, along with any tenders ar other jtems
which were too large for the tender box, 1o the location for the tender
opening and deliver it into the custody of the IPDC member
responsible for the tender opening. The tender box must not be
opened or left unsupervised between the tender closing and the
tender opening.

Tender Boxes

= The tender box must have threo different Jocks and the threo keys
musi be held by the three different Procurement Professionals.

* The tender bax must have an opening which ia sufficiently large o
allow the deposit of most tenders, but ne so luge that & person could
reach inmde the tender hox and remove a tender,

Mo approvals are required, although the member of the [PDC responaible
for the tender opening may wish to witness the dosing of tendering at the
timee of the deadline.

A record must be kept on the procurement file of all tenaders, or other
irema, which are recesved, but not placed in the tender box. Cogles of all
receipts issued to bidders must also be kept on the procurement Gle.

At a minimum, recelpts for tenders submitted must inclode:
i the name of the bidders:
i, the precise time and date of receipt of the tender;
i, the name and signature & the ollicial receiving the tender and
issuing the receipt; and
w. the number of envelopes/ packages recemed.



10, TENDER OPENING

n) Bids shall be opened at the nme and place indieated in the bidding
document, and the time of opening of the bids shall coincide with
deadline for submisson of bida

by IPOC member shall be chosen and be the chairperson of the tender
opening procesdings.

€ Opening with the word of prayer.

dj The chairperson welcomes the members who have come 1o attend
the meeting.

# Introduction of members from both sides Procurement and Disgosal
Entity and the bidders.

fi Signing of attendance Regster forms by both bidders or ther
respective represeniatives and members of the [PDC who have
chosen to artend the opening of the bids.

E Al the bids that have been opened shall be recorded with an
mdividunl number,

hj Openingof the bids at which the names and addresses of the bickders
who have submitted the bids and their prices, shall be read out and
recorded.

iy Bidders are given an opportunity to ask the questions if they have
any.

i The chairperson thanks the members and closes the mesung,

kj Minutes of the tender opening meeting proceedings shall be
produced by the secretanat of the PADU and aigned by a
representative of the Bidders, The Chalrperson of the bid opening
and the Sectretariat.
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