B —'TI Public Procurement Commission
P p P C 262 New Garden Street
i st Georgetown, Guyana

Tel: (592) 226-3729, (592) 231-7306, (592) 226-2364
Promoting Fairness, Transparency and Email: publicprocurement(@ppc.org.gy
Efficiency in Public Procurement.

CIRCULAR No. 04/2025
To: All Permanent Secretaries, Regional Executive Officers, Heads of Agencies & Heads of
Department
From: Chairman, Public Procurement Commission
Date: June 10, 2025
Subject: Amended Checklist for Procurement Process from Bidding te Contract Award

Article 212AA (1) (e) of the Constitution of the Co-operative Republic of Guyana mandates the Public
Procurement Commission (‘PPC”) (‘the Commission’) to approve of procedures for public procurement,
disseminate rules and procedures for public procurement and recommend modifications thereto to the

public procurement entities.

Further, Section 17 (2) (b) of the Procurement Act, Chapter 73:05 (‘the Act’) mandates that the Commission
shall be responsible for determining the forms of documents for procurement, including, but not limited to

procurement manuals, guidelines and procedures.

On June 12, 2024, the Commission, in pursuance to the aforementioned, issued Circular No. 02/2024 -
Checklist for Procurement Process from Bidding to Contract Award with an attached checklist for the

various procurement methods.

The Commission, as it continues its review and approval of public procurement procedures, has modified
the aforementioned checklist. This amended checklist is attached hereto as Appendix A and is to serve as a

guide to all public procuring entities to be considered in the course of conducting procurement proceedings.
The checklist attached to this Circular replaces that previously issued by way of Circular No. 02/2024.

Please do not hesitate to contact the Commission at the above email address or on any of the above

telephone numbers listed above should you require any additional information.

k\'@L\'\u@ Mgyt

Pauline Chase (Ms.)
Chairman

e
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cc: Chairman, National Procurement and Tender Administration Board
Finance Secretary
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APPENDIX A

AMENDED! CHECK LIST? FOR THE VARIOUS PROCUREMENT METHODS —
(OPEN TENDERING (OT)?, REQUEST FOR QUOTATIONS (RFSs),

SINGLE SOURCE (SS) & RESTRICTED TENDERING (RT)

1. (a)_Procurement Guidelines for Open Tendering*

(Goods and Services [other than consultancy services])®

Procurement Duration| Variation sy eree 7
No. Process (days)® (days) Responsibility Remarks
1. | Develop Specifications. 5 plus 5 Department/ Agency
Prepare Bid Procurement
) Documents and 5 Officer/Head of
" | Invitation to Tender. Department
Review and approval of
3. | bid documents and 5 Head of Department
" | invitation to
tender.
o Procurement
4 1§ubm1551onlto NPTAB Officer/Head of
- | for approval. 1 Department
5 II\{I%‘"}IZV]; .and approval by 5 NPTAB
Collect bid documents Procurement
6. fro(;nbl.\II;T];A. g L, Rt Officer/Head of
and bind bl 2 Department
documents.
7. | Send invitation for bids Procurement
to be advertised. 1 Officer/Head of
Department
8. | Advertise. 218 Advertising Agency
9. | Opening of Tender. 1 NPTAB
10. | Evaluation of Bids Evaluation
(Technical and Committee

! Previous Check List published vide PPC Circular No. 2/2024 (June 21, 2024)

2 Extracted from Procurement Manual of the Ministry of Tourism, Industry & Commerce with modifications.

3 Procurement Regulations — Threshold of $3M and above — National Board (NPTAB)

% Save and except for two-stage tendering. For two-stage tendering, the preliminary pre-qualification process set
out in Section 6 of the Procurement Act, Cap. 73:05 must be followed and then the process set out in Section 31
thereof.

5 Pursuant to Section 25, Part V and Section 54 of the Procurement Act, Cap. 73:05.

® Suggested guidelines, which may be varied with moderation, save and except where mandated by statute.

7 Officer may vary by procuring entity depending on organisational chart.

8 Standard suggested guideline is not less than 21 days. May be varied (decreased or increased) depending on
technicality of good or service being procured.
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APPENDIX A

- —
Financial. 10

11. | Preparation and signing Evaluation
of Evaluation Report. Committee

12. | Submission of 1 Evaluation
Evaluation Report to the Committee
procuring entity [tender
board] identifying the
lowest evaluated
tender.!°

13. | Respond on agreement 10 Procuring Entity
or disagreement with [Tender Board]
the Evaluation Report.

If in disagreement, issue
an advisory
recommendation to the
Evaluation
Committee.!!

14. | If procurement exceeds 14 NPTAB (through Section 54(1) of
G$15M and therefore Minister of Finance) [ rocurement Act;
Cabinet review (“no "The Cabinet shall
objection”) is required - hav'e the right fo
prepare and submit to review all

Cabinet streamlined procurements, the
tender Evaluation value of which
Report of contract exceeds fifteen.

award recommendation. million Guyana
dollars."

Receive contract award 5 plus 5 Procuring Entity
recommendation (from from Tender Board
NPTAB as applicable)
if Cabinet review (“no
objection”) is not
required.

15.(a)

(b) | Receive contract award 21
recommendation from Cabinet/NPTAB
NPTAB after Cabinet
review “no objection”,
if required.

® Section 39(2) of the Procurement Act, Cap. 73:05
10 Section 39(3) of the Procurement Act, Cap. 73:05
11 bid
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16.

Issue Notice of 7 Permanent Secretary
acceptance to tenderer

whose tender has been

identified as the lowest
evaluated tender.!?

17. | Transmit contract award| \ithin 5 Head of Department
to NPTAB for days of
publication on its issuing
acceptance
13
18. | Publication of contract 2 NPTAB
award on NPTAB’s
website.!4
19. | Prepare and sign 5 days after Assistant Secretary
contract (service). publication (G)
of contract
award
20. | Issue Notice to the 5 Procuring Entity

unsuccessful tenderers
of the name and address
of the awarded tenderer
who has entered into the
contract and contract
price.!d

21,

Submit
quotation/invoice Procurement
(goods)/contract Officer/Head of
(service) and relevant Department
approval to the
Accounts Department,
including
goods/services received
note, for processing.

22.

Prepare request to 5 Accounts
purchase, and vouchers
(goods).

12 Section 42(1) of the Procurement Act, Cap. 73:05

13 Regulation 4(2) of the Procurement Regulations 2004
14 Section 11 of the Procurement Act, Cap. 73:05

5 Section 43 of the Procurement Act, Cap. 73:05
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23.

Submit document (RTP
or contract) to Ministry
of Finance (MOF) (or
such paying authority)
for processing.

Accounts

24.

Receive cheque from
MOF (or such payment
issuing authority).

MOF

25.

Service: Supplier
collects the cheque
from MOF (or such
payment issuing
authority) after work is
completed.

Supplier

26. (a)

Goods: Accounts
Department collects
cheque from MOF (or
such payment issuing
authority).

Accounts

(b)

Cheque: Supplier uplifts
cheque from Accounts
Department of
procuring entity.

Accounts
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1. (b) Procurement Guidelines for Open Tendering

(Construction/Works)'S
Duration | Variation op ere
No. Procurement Process (days) (days) Responsibility Remarks
Develop Specifications .
1. | (Engineer’s Estimate). 7 Plus 5 EgTISED
Prepare bid documents grt%cclgsrgzga Jf
2. | and invitation to tender. S Department
Review and approval of bid
2 documents and invitation to 5 Head of Department
- | tender.
Submission of bid documents grf}fégf/nﬁgé of
4. | toNPTAB for approval. 1 Department
5. | Review and approval by 5 NPTAB
NPTAB.
Collect bid document from Procurement
6. | NPTAB and print and bind bid 5 Officer/Head of
Documents. Department
Procurement
7. | Send invitation for bids to be 1 Officer/Head of
advertised. Department
8. | Advertise. 71 Advertising Agency
9. | Opening of tender. 1 NPTAB
Evaluation of Bid (Technical and Appointed
10. | Price). 10 evaluators
. . Evaluation
Preparation and signing of .
11. | Evaluation Report. 3 Conmiice
12. | Submission of Evaluation 1 E:;?g:ﬁgg;
Report to the procuring entity
[tender board] identifying the
lowest evaluated tender.
Procuring Entity
13. | Respond on agreement or 10 g
disagreement with the Fenderbgard]
Evaluation Report.
If disagreement, issue advisory
recommendation to the
Evaluation Committee.!”

'8 Pursuant to section 25, Part V and section 54 of the Procurement Act, Chapter 73:05
17 Section 39(3) of the Procurement Act, Cap. 73:05
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14. | If procurement exceeds G$15M 14 NPTAB (through  ISection 54(1) of
and therefore Cabinet review Minister of Finance) Procurement Act; "The
(“no objection”) is required - Cabznet shqll have the
prepare and submit to Cabinet right to review all
streamlined tender Evaluation procurements the value
Report of contract award of which exceeds fifieen.
e TioT. million Guyana dollars.’
Receive contract award us 5 p ino Entit
15.(a) | recommendation (from NPTAB as S REES rocuring Bttty
applicable) if from Tender Board
Cabinet review (“no objection”)
is not required.
Section 54(1) of
(b) Receive contract award Procurement act "7The
recommendation from NPTAB Cabinet/NPTARB Cabinet shall have the
after Cabinet review (“no 21 right to review all
objection”), if required. procurements the
value of which exceeds
ifteen million Guyana
'f(}éﬁar& i '
16. | Issue Notice of acceptance to 7 Permanent Secretary
tenderer whose tender has been
identified as the lowest
evaluated tender.
17. | Transmit contract award to within 5 days Head of Department
NPTAB for publication on its of issuing
website. notice of
acceptance
18. | Publication of contract award on 2 NPTAB
NPTAB’s website. 2
Prepare and sign contract 5 days after Assistant Secretary
19. | (works). publication (6))
of contract
award.
20. | Issue Notice to the unsuccessful 5 Procuring Entity
tenderers of the name and
address of the awarded tenderer
who has entered into the

'8 Section 11 of the Procurement Act, Cap. 73:05 and Regulation 4(3) of the Procurement Regulations 2004
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contract and contract price.!®

21. | Contract execution. Specific to Contractor

contract
22. | Schedule of works. Specific to Contractor
contract
Submit contract and relevant Procurement
approval to the accounts Officer/Head of
department for processing (this I Department
23. | is based on payment schedule
outlined in contract) including
payment certificate that works
were satisfactorily completed.

24. | Submit request to pay to MOF 1 Accounts
(or such payment issuing Department
authority).

25. | Prepare cheque. 5 MOF (or such
payment issuing
authority)

26. | Receive cheque from MOF (or 1 Procuring Entity

such payment issuing
authority).
Contractor collects the cheque
27 from procuring entity after Contractor

work is completed.

12 Section 43 of the Procurement Act, Cap. 73:05
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APPENDIX A

2. Procurement Guidelines for Consulting Services

Duration ‘ Variation

proposals received.

_nent Secretary

No. Procurement Process (days) (days) Responsibility Remarki
1. Develop and approve 5 Head of
Terms of Reference plus 5 Department
L (TOR).
2 Prepare and approve Head of
invitation of Expression 5 plus 5 Department/
of Interest (EOI). Procurement
Officer/
Permanent
Secretary
- (approval)
3, Send EOI to be published
(advertised). 1 Head of
- Department -
4. Publish invitation to express 21 ..
interest. Advertising
| Agency -
5. Short list consulting services 5
firms from those who Head of
responded to invitation to Department/Perma
express interest. nent Secretary |
6. | Prepare Request for 5 Section 45 of the Procurement
Proposals. (RFPs). Procurement Act sets out the required
Officer/Head of ¢ ohtent of the Request for
Department Proposals.
7. Submit RFP to NPTAB for 1 . .
approval, if applicable.? Procuring Entity
3. Send RFP to short-listed 3
consulting services firms. Head of
Department -
_ Receive proposals. 14
2 Prop Head of
Department ]
10. | Submit to the Evaluation 3
Committee through the Head of
relevant Tender Board?! the Department/Perma

*° RFQ to be sent to NPTAB for approval if the value of the tender exceeds the maximum threshold for all other

boards - Section 17(1) of the Procurement Act, Cap. 73:05 and Schedule 1 of the Procurement Regulations 2004 as
amended by Regulation 3 of the Procurement (Amendment) Regulations 2016.
2 Threshold depending on value of the service.
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1.

Evaluate tenders in
accordance with Evaluation
Criteria set out in the RFP.

12.

APPENDIX A

Evaluation Evaluation must be conducted!
10 Committee in accordance with Sections.
46 and 47 of the Procurement
Act, Cap. 73:05.

Preparation and signing of
Evaluation Report.

Evaluation
3 Committee

13.

Submission of Evaluation
Report to the procuring
entity [tender board]
identifying the lowest
evaluated tender.

Evaluation
Committee

14.

Respond on agreement or
disagreement with the
Evaluation Report.

If in disagreement, issue an
advisory recommendation to
the Evaluation Committee.

10 Procuring Entity
[Tender Board]

(58

If procurement exceeds
G$15M and therefore
Cabinet review ( “no
objection”) is required -
prepare and submit to
Cabinet streamlined tender
Evaluation Report of
contract award
recommendation.

14 NPTAB through  Section 54(1) of
Minister of Finance Procurement Act; “The
Cabinet shall have the
right to review all
procurements the value of
which exceeds fifteen million
Guyana dollars.”

16.
@

(b)

Receive contract award
recommendation from Tender
Board if Cabinet review ( “no
objection”) is not required.

Procuring Entity
5 plus5  |from Tender Board

Receive contract award
recommendation from Tender
Board (NPTAB) after Cabinet
review (“no objection”), if
required.

Cabinet/NPTAB

10

17

Issue Notice of acceptance to
tenderer whose tender has
been identified as the lowest
evaluated tender.

7 Permanent Secretary
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18. | Transmit contract award to

NPTAB for publication on its
website.??

Head of Department

19.

Publication of contract award
on NPTAB’s website.

NPTAB

20.

Prepare and sign contract
(consultancy.)

Assistant Secretary

(©)

21.

Issue Notice to the
unsuccessful tenderers of the
name and address of the
awarded tenderer who has
entered into the contract and
contract price.

22.

Contract execution.

Specific to
contract

23.

lnceﬁtion Report and
Work Plan.

Specific to
contract

Consultant

24,

Submit contract and relevant
approval to the Accounts
Department for processing
(this is based on payment
schedule outlined in contract).

Procurement
Officer/Head of
Department

25.

Submit request to pay to
MOF (or such payment
issuing authority).

Accounts Department

26.

Prepare cheque.

MOF (or such
payment issuing
authority)

27

Receive cheque from MOF
(or such payment issuing
authority).

Procuring Entity

28.

Consultant collects the
cheque from procuring entity.

Consultant

22 Procurement $1.5M and above ~ Procurement (Amendment) Regulations 2016
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3. (a) Procurement Guidelines for Restricted Tendering®

(Goods or Services [other than Consulting Service])*

Duration| Variation o et
No.| Procurement Process (days) (days) Responsibility Remarks
1. | Develop Specifications. 5 plus 5 Department/ Agency
Prepare bid documents, S. 6 of the Procurement
invitation to tender, (and 5 grf?.f:;f/rﬁzga of Act, Cap. 73:05 (pre-
2. igg;is;liog {ae%pégrviil f?lg Department qualification proceedings)
spplicable?). g is advisable.
Submission to NPTAB Procurement
3 gor approvai efmd request Officer/Head of
or approvaitor 1 Department
restrictive tendering, if
applicable?® (depending
on value of the tender).
Review and approval by
4. | NPTAB, if applicable. 5 NPTAB
Collect bid document
from NPTAB and print Procurement
5. | and bind bid documents, Officer/Head of
and receive approval for 2 Department
restrictive tendering if
applicable.
Send invitation to Procurement Officer
restricted list of persons /Head of Department
6. | to submit tenders/bids. !
Await responses.
7 21 Bidders
Opening of tender.
3 1 Tender Board
Evaluation of  Bid
o (Technical and Price). 10 Evaluation Committee

3 pursuant to section 26, Part V and section 54 of the Procurement Act, Chapter 73:05
2 Thresholds per Regulation 2(a), Procurement (Amendment) Regulations 2019 — below $10M (contracts for goods
& services other than consulting services); below $20M (contracts for construction)
%° Approval required if the value of the tender exceeds the maximum threshold for all other boards - Section 17(1)
of the Procurement Act, Cap. 73:05 and Schedule 1 of the Procurement Regulations 2004 as amended by

Regulation 3 of the Procurement (Amendment) Regulations 2016.

26 |bid
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10.

Preparation and signing
of Evaluation Report.

Evaluation Committee

11.

Submission of Evaluation
Report to the procuring
entity [tender  board]
identifying the lowest
evaluated tender.

Evaluation Committee

12.

Respond on agreement or
disagreement with the
Evaluation Report.

If disagreement, issue
advisory recommendation
to the Evaluation
Committee.

10

Procuring Entity [Tender
Board]

13.

If procurement exceeds
G$15M and therefore
Cabinet review (“no
objection”) is required -
prepare and submit to
Cabinet streamlined tender
Evaluation Report of
contract award
recommendation.

14

NPTAB (through
Minister of Finance)

Section 54(1) of
Procurement Act; "The
Cabinet shall have the
right to review all
procurements the value of
which exceeds fifteen.
million Guyana dollars.”

14.
(2)

®)

Receive contract award
recommendation from
Tender Board, if Cabinet
review (“no objection™)
is not required.

plus 5

Procuring Entity from
Tender Board

Receive contract award
recommendation from
Tender Board (NPTAB)
after review “no
objection’) by Cabinet, if
required.

21

Cabinet/NPTAB

15.

Issue Notice of acceptance
to tenderer whose tender
has been identified as the
lowest evaluated tender.

Permanent Secretary

16.

Transmit contract award to
NPTAB for publication on
its website.

within 5
days of
dispatch of
contract
award to the
successful
bidder

Head of Department
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17 Publication of contract y) INPTAB
" |award on  NPTAB’s
website.
18, Prepare and sign contract. |5 days after Accounting Officer
contract
award is
published
19, | Issue Notice to the 5 Procurement
" | unsuccessful tenderers of Officer/Head of
the name and address of the Department
awarded tenderer who has
entered into the contract and
contract price.
Submit invoice contract
and relevant approval to Procurement
the accounts department 1 Officer/Head of
20. | for processing in Department
accordance with contract
terms.
21. Prepare request to 5 Accounts
purchase and vouchers.
Submit document (RTP or Accounts
29 contract) to MOF (or such 1
" | payment issuing authority)
for processing payment.
23. | Prepare cheque for 5 MOF (or such payment
payment. issuing authority).
24 Uplift cheque from MOF 1 MOF (or such payment
" | (or such payment issuing issuing authority).
authority).
Supplier/Contractor/Consu Supplier/Contractor/Con
25 ltant collects the cheque sultant

from procuring entity.
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3.(b) Procurement Guidelines for Restricted Tendering

APPENDIX A

(Construction/Works)?’
No Procurement Process Duration Variation Responsibility Remarks
(days) (days)
Develop Bill of Quantities :
L. (Enginé)er’s Estimate). 7 plus 5 Engineer
Prepare bid
docﬁments, invitation grli’tf’ ure/rIr_}enEi £
2. | to tender, and request 5 teerread o
for  approval  for Department
restrictive tendering.
Submission to NPTAB for Protuseniert
3, | 2Pprovaliand request for | Officer/Head of
- | approval for restrictive
telzjn%ering, if applicable. Department
4. | Review and approval by 5 NPTAB
NPTAB, if applicable.
Collect bid document from
NPTAB and print and bind bid Procurement
5. | documents, and receive ) Officer/Head of
approval for restrictive Department
tendering if applicable.
e . Procurement
Send invitation to restricted
6. | list of persons to submit 1 Officer/Head of
tenders/bids. Department
7. | Await responses. 21 Bidders
8. | Opening of tender. 1 NPTAB or such
relevant Tender
Board
Evaluation of Bid (Technical Evaluation
9. | and Price). 10 Committee
. .. Evaluation
Preparation and signing of &
10. | Evaluation Report. 3
- . Evaluation
1. | Submission of Evalqatlon . 1 Committee
Report to the procuring entity
[tender board] identifying the
lowest evaluated tender.
12. | Respond on agreement or 10 Procuring Entity
disagreement with the [Tender Board]
Evaluation Report.

%7 pursuant to section 26, Part VV and section 54 of the Procurement Act, Chapter 73:05
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If disagreement, issue advisory
recommendation to the
Evaluation Committee.

NPTAB (through  [Section 54(1) of

Minister of Finance) |procurement Act; “The
Cabinet shall have the
right to review all
procurements the value of
which exceeds fifteen.

13. | If procurement exceeds G$15M 14
and therefore Cabinet review
(“no objection”) is required —
prepare and submit to Cabinet
streamlined tender Evaluation
Report of contract award

recommendation. Million Guyana dollars.”
Receive contract award
14. | recommendation from Tender 5 plus 5 Procuring Entity
(@) Board, if review (“no from Tender Board
objection”) is not required by
Cabinet.
Receive contract award Section 54(1) of
recommendation from Procurement act "The
(b) | (NPTAB) after review (“no C}'labinel; shall have ’
objection’) by Cabinet, if . the right to review a
re(]luired. /by 21 CabinctNHEIE procurements the
value of which
exceeds fifteen million
Guyana
dollars.”
15. [[ssue Notice of acceptance to 7 Permanent Secretary

tenderer whose tender has been
identified as the lowest evaluated

tender.
16. [Transmit contract award to within 5 Head of Department
NPTAB for publication on its days of
website. dispatch of
contract
award to the
successful
bidder
17. [Publication of contract award on 2 NPTAB

NPTAB’s website.
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18.

Prepare and sign contract
(works).

5 days after

publication

of contract
award

Accounting Officer

19.

Issue Notice to the unsuccessful
tenderers of the name and
address of the awarded tenderer
who has entered into the
contract and contract price.

Procuring Entity

20.

IContract execution:
Schedule of Works

Specific to
contract

Contractor

21.

Submit contract and payment
certificates for relevant
approval to the Accounts
Department for processing
(this is based on payment
schedule outlined in contract).

Procurement
Officer/Head of
Department

22.

Prepare request to purchase
and vouchers (works).

Accounts

23.

Submit document (RTP or
contract) to MOF (or such
payment issuing authority) for
processing payment,

lAccounts
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24. | Prepare cheque for payment. MOF (or such
payment issuing
authority)

25. | Uplift cheque from MOF (or Procuring Entity

such payment issuing
authority).
Contractor collects the cheque Contractor

26.

from-procuring entity.
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4. Procurement Guidelines for Request for Quotation

(General)*®
No. Procurement Process DATAGOn Responsibility
(days)
. . . o Head of
1. | Develop specifications/terms of reference/bills of quantities. 5 Department
2. | Prepare request for quotation. 1 Head of
Department
i . Head of
3. | Receive not fewer than three (3) quotations.? 14 Department
Below the Procuring Entity’s Tender Board Threshold
allowed by Regulations (Head of Entity’s Approval
Limit):3°
) . ] . . Head of Entit
4, [Submit quotations received to the Evaluation Committee. 1 f
5. |Evaluate tenders in accordance with Section 27(5) of the 3 grt%—fgf ment
Procurement Act, Cap. 73:05.
6. |Approval of Evaluation Report. o) hieadiel Entity
7. |Notify successful tenderer. 1 l(’)rf%cgcrre SHER
8. [|Prepare and sign contract. 5 LI OL EREiLy
9. [Submit quotation, contract and relevant approval to the 1 larf(%::élé‘;rﬁlgg(ti of
Accounts Department for processing. Department
10. [Prepare Request to Purchase (RTP) and vouchers. 5 gg;grtr:rgsént
11. [Submit documents (RTP or contract) to MOF (or such 1 gg;ﬁﬁ?ﬁsém
payment issuing authority) as applicable for processing.
Uplift cheque from MOF (or such payment issuing authority) MO (ersuch
12. [VP q pay = ty) 5 payment issuing
authority)
13. [Service: supplier or contractor collects cheque from MOF (or g‘é%lgrl;ii&r
such payment issuing authority) after service is completed.
14. |Goods: Accoupts c‘lepartmen‘f collects cheque from MOF (or 1 Qﬁf;;rl:rrrlfes:nt.
such payment issuing authority).
Accounts
15. |Goods: collect and pay. 1 department

28 Section 27 of the Procurement Act, Cap. 73:05 for contracts below $3M vide Regulation 6 of the Procurement
Regulations 2004 and Regulation 2(b) of the Procurement (Amendment) Regulations 2019.

2 Section 27(2) of the Procurement Act, Cap. 73:05

0 Schedule 1 of the Procurement Regulations
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Within the Procuring Entity’s Tender Board
Threshold allowed by Regulations:>!

16. [Submit quotations received to Evaluation Committee. Head of Entity

17. [Evaluate tenders in accordance with Section 27(5) of the Evaluation
Procurement Act, Cap. 73:05% Committee

18. |[Evaluation Committee prepares and submits its report to the Evaluation
appropriate board. Committee

19. |Receive approval from the appropriate board. Head of Entity

20. [Notify successful tenderer. Procurement Officer

21. |Send quote (goods)/contract (service) to accounts for Head of Department

processing,

22.

Prepare and sign contract (service)

Head of Entity

23. |Submit quotation (goods)/contract (service) and relevant approval Procurement
to the accounts department for processing. Officer/Head of
Department

24. |Prepare request to purchase and vouchers (goods). Accounts

25. |Submit document (RTP or contract) to MOF (or such payment Accounts

issuing authority) for processing.

2. Uplift cheque from MOF (or such payment issuing authority). MOF (or such
payment issuing
authority)

77 Service: Supplier or contractor collects the chfequ.e from MOF Supplier/ Contractor

(or such payment issuing authority) after service is completed.

8. Goods: Accoupts [_)epartmeqt collects cheque from MOF (or Accounts

such payment issuing authority).

29, Goods: Collect goods and pay. NCEEITE

Above the Procuring Entity’s Tender Board
Threshold allowed by Regulations?
30. Head qf Entity submits all bids received to Evaluation Head of Entity
Committee.
31 Evaluation Committee prepares and submits Evaluation Report B A
to the procuring entity, through the appropriate tender board. Committee
30, Receive approval from National Board. Head of Entity

31 Schedule 1 of the Procurement Regulations

32 Section 27(5) of the Procurement Act, Cap. 73:05 - “The procurement contract shall be awarded to the supplier
or contractor that submitted the lowest-priced quotation that complied with the requirements of the invitation.”

33 Schedule 1 of the Procurement Regulations
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Send approved quote (goods) / contract (service) to accounts for
processing.

Department Head

Prepare and sign contract (service).

34. Assistant Secretary
G

35, Submit clluote;;cion (goods)écontract (sc;rvice) and relevant Procurement

approval to the accounts department for processing. Officer/Head of
Department

36, Prepare request to purchase and vouchers (goods). Accoutits

37 Subrpit document (RTP or contract) to MOF (or such payment ACEEIE

issuing authority) for processing.

38 Receive cheque from MOF (or such payment issuing authority). MOF (or such
payment issuing
authority)

39, Service: Supplier or contractor collects the cheque from MOF Suppliet/ Contractor

(or such payment issuing authority) after work is completed

40. Goods: Accoupts cllepartmen’g collects cheque from MOF (or ANCEEHTE

such payment issuing authority).

41 Goods: Collect goods and pay Accounts
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S. Procurement Guidelines for Single Source Procurement (General)*

Duration = =
o Procurement Process33 (‘:lavs) Responsibility
. . Head of
1. | Develop specifications/terms of reference/bill of quantities. 5 ngar(t)ment
2. | Prepare solicitation/bid document or request for price quotation as 5
circumstances require.
Review and approval of solicitation document or request for price Head of
3. | quotation 5 Department
Submission of solicitation documents to NPTAB for approval Procurement
4 | along with justification for single source procurement method. 1 Officer/Head of
Department
5 Review and approval by NPTAB. s NPTAB
Collect bid documents from NPTAB and print and bind bid Procurement
6 | documents. 2 Officer/Head of
Department
. . . . . Permanent
7. | Solicit proposal or price quotation from identified 3 Secretary/Accoun
supplier/contractor/consultant. ting Officer
8. | Receive proposal or price quotation. as circumstances| Tenderer to
may require | Procuring Entity
. . : . . . Evaluati
9. |Evaluation of Bid (Technical and Financial — where applicable). 10 C\(;arlnlrlr?i;toeré
. g i luati
10. | Preparation and signing of Evaluation Report. 3 gg?nl:r?i;toeré
. . ti
11. | Submit Evaluation Report to NPTAB. 1 Egilll:r?iétoeré
12. | Receive contract award recommendation from NPTAB, if the As circumstances
(@) value of tender is not above $15M and therefore review (“no may require
objection”) by Cabinet is not required.
NPTAB
(b) | Ifthe value of the tender is $15M and above and therefore review
(“no objection”) by Cabinet is required, receive approval of
NPTAB after review by Cabinet.
13. | Inform tenderer of contract award. 2 ggﬁgg? ting
. o Procurement
14. | Prepare and sign contract. Within 3 days [Officer/Permanent
Secretary

** Pursuant to section 28, Part V of the Procurement Act, Chapter 73:05 and Part lll of the Procurement

Regulations 2004

* These processes do not contemplate circumstances where emergency procurement is required, in which case

the processes may be applied retroactively.
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: . Head of

15. | Transmit contrac't avx-/ard w1j[h value.of $1.5M and above, to D:gar(t)ment
NPTAB for publication on its website.

o , . NPTAB

16. | Publication of contract award on NPTAB’s website.

171 Submit contract and all other relevant documents to the Accounts Procurement
Department for processing (this is based on payment schedule Officer/Head of
outlined in contract) Department

18. | Submit request for payment to relevant payment issuing authority. Accounting Officer

19. Prepare cheque. MOF (or such
payment issuing
authority)

20 | Receive cheque from MOF (or such payment issuing authority) MOF (or such
payment issuing
authority)

21. Supplier or contractor collects the cheque from the procuring Supplier/ Contractor

entity after work is completed.

Adopted at a Meeting of the Commission dated June 5, 2025
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