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INTRODUCTION  

ARDF’s Procurement Policy is designed to promote responsible use of funds, economic efficiency and 

accountability. All procurement made by ARDF is subject to a system of procurement acceptable to 

auditors and donors. All items procured by donor funding are the property of the donor unless stated 

otherwise in the Agreements.  

This manual is intended to guide and regulate the procedures under which ARDF employees procure 

necessary project and administrative materials. The instructions outlined in this policy are written to ensure 

the accountable and transparent use of donor funds. Furthermore, the procurement policies ensure that 

competition in the selection of contractors/vendors is free, fair and un-compromised.  

While honoring the above commitment to competitive pricing and fair dealings, it is critical that contracts 

are granted only to vendors who demonstrate their ability to fulfill the terms and conditions of their 

agreement. Vendor integrity, record of past performance, financial stability, level of technical resources 

and timeliness are vital determinants in the award of contracts.  

The procedures in this policy therefore are intended to guide the procurement of goods and services for 

ARDF.  

Terms Used in This Manual  

The following is a clarification of the technical terminology used throughout this document:  

a) Bill of Quantity (BOQ)  

Document that provides project specific measured quantities of the items of work identified by the 

drawings and specifications in the tender documentation.  

b) Cash in Advance/Prepayment (CIA) 

In general, cash in advance/prepayment should be avoided whenever possible. It can be applied when 

fully justified, and when such advance payment presents minimum financial risk to ARDF.  

c) Common payment methods:  

Cash with order (CWO) ‐ the buyers pay cash when he places an order. Cash on delivery (COD) ‐ the 

buyer pays cash when the goods are delivered.  

d) Conflict of Interest  

Is a situation in which a person or organization is involved in multiple interests, financial interest, or 

otherwise, one of which could possibly corrupt the motivation of the individual or organization.  

e) Contract  

Voluntary arrangement between two or more parties that is enforceable at law as a binding legal 

agreement. Many types of documents can be contracts, including: agreements, purchase orders, letter 

agreements, leases, Memoranda of Understanding or some other form of agreement. A PO can be 

considered a contract. Corruption An act done with the intent to give or take some advantage that is 

inconsistent with one’s duty to act lawfully and in ARDF’s interest. Donor could refer to an individual, 

organization or government that provides funds to ARDF.  

f) Fraud  

A misrepresentation or concealment of material facts with the intent to deceive and obtain an 

unauthorized benefit. It can involve deliberate and deceptive acts, such as forgery of a financial 

document, with the intent to obtain a benefit, such as money, property or services. Misrepresentation 

could be false presentation, concealment, or non‐disclosure.  

g) Invoice (also, referred to as a bill)  
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A commercial document issued by a vendor to the buyer, indicating the products, quantities, and 

agreed prices for goods or services the vendor has provided the buyer.  

h) Local procurement:  

Purchasing of goods or services from a local vendor. Local includes host communities, indigenous and 

previously disadvantaged communities, as well as at provincial, national and regional levels where 

appropriate.  

i) Purchase Requisition Form (PRF):  

The requestor and duly authorized, in order to initiate the procurement process. Purchase Order (PO) 

PO is a document issued by ARDF to a vendor, indicating types, quantities and price for goods or 

services. Requestor Staff member submitting a request for goods or services to be Procured.  

j)  Request for Quotation (RFQ):  

A solicitation document that describes the requirements quantitatively and qualitatively and requests 

prices and commercial terms from vendors, for goods that meet neutral but detailed technical 

specification requirements and are usually readily available on the market.  

k) Scope of Work (SOW)  

Detailed and task‐specific list that contains all the information about the project and most importantly, 

the results or products that must be delivered at the end of the PO or contract, it must clearly state 

the guidelines the vendor must follow and have a specific time period within which the work must be 

performed, specific due dates for delivery of goods, or the deadline for submission.  

l) Single Source Procurement  

When competition is attempted but only one qualified vendor is determined, only one bid received.  

m) Sole Source Procurement  

Source has been determined in advance as the only company able to satisfy the program requirement 

(no competition attempted). It may require donor approval. Solicitation Request for Proposal, Request 

for Quotation, Invitation to Bid, Tendering. Tender a call for bids for generating competing offers from 

different vendors looking to obtain an award of business activity in works, supply, or service contracts. 

Tender Committee a group of qualified staff that will evaluate tenders. Also referred to as an Evaluation 

Committee.  

n)  Goods Receive Note (GRN):  

Record of goods received at the point of receipt. This record is used to confirm all goods have been 

received and often compared to a purchase order before payment is issued. Procurement planning is 

the process of deciding what to buy and when. During the procurement planning process the 

procurement method is assigned and the expectations for fulfillment of procurement requirements 

determined. Vendor May also be referred to as a supplier, bidder, offer, or vendor, or seller. Defines a 

provider of goods and/or services. Waiver written permission to eliminate the requirements of a 

specific rule or policy. For example, a waiver often is required for ARDF to be exempt from the 

requirements of a donor procurement rule or policy.  

Procurement Policy  

ARDF is required to procure appropriate and needed products and services under terms and conditions 

that protect the interests of beneficiaries, donors, partners and ARDF. The aim of good procurement is to 

carry out procurement and related activities in such a way that the goods and any associated auxiliary 

services, are of the right quality, from the right source, are at the right cost and can be delivered in the 

right quantities, to the right place, at the right time. All ARDF staff members that are involved in the 
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procurement process must avoid any appearance or suspicion of conflict between their professional duties 

and personal interests. ARDF staff must adhere to local, national and international laws and should be 

aware of the consequences for violating these laws. ARDF must properly care and account for money, 

vehicles, equipment, supplies, assets and property. All ARDF staff members should read this manual in 

conjunction with the Conflict of Interest Policy, the Fraud Policy, and the Code of Conduct.  

ARDF Mandatory Procurement Principles  

ARDF is expected to adhere to the following principles of value for money, ethics, sustainability, efficiency 

as well as transparency and accountability. These expectations form the basis of public procurement 

principles. ARDF regulations requires that the following general principles must receive due consideration 

when undertaking all procurement activities:  

 Best value for money  

 Fairness, integrity and transparency,  

 Effective competition  

 The best interest of beneficiaries, donors, partners and ARDF.  

By applying these principles in the procurement process, ARDF ensures effective and purposeful 

implementation of its activities, including its commitment to the promotion of sustainable development, 

by avoiding waste of resources, producing the most appropriate solutions at all times, and addressing the 

needs of the ARDF and its partners. The following sections provide an outline of each principle and 

expectations towards those involved in the procurement process in relation to the procurement principles.  

a) Principle 1: Best Value for Money  

Purpose of public procurement is to obtain the best value for money and to do this it is important to 

consider, among other factors, the optimum combination of life cycle costing (i.e. procurement cost, cost 

of maintenance and running costs, disposal cost) of a purchase and its fitness for purpose (i.e. quality and 

ability to meet the contracting authority’s requirements). This definition enables the compilation of a 

procurement specification that includes social, economic and environmental policy objectives within the 

procurement process. Furthermore, reduced energy and resource consumption throughout the life cycle 

results in greater efficiencies and long‐term cost savings. Life Cycle costing includes both quantifiable and 

non‐quantifiable/intangible costs and benefits. This may not always mean selection of the lowest initial 

price option, but rather represents the best return on the investments, taking into consideration the 

evaluation criteria specified in the solicitation documents prepared by ARDF. It requires an integrated 

assessment of technical, commercial, organizational, and pricing factors in light of their relative 

importance, including an assessment of social and environmental factors. Other sustainability and 

strategic objectives defined in the subsequent legal agreement and instruments must also be considered. 

In order to obtain best value for money, procurement and logistics staff must:  

o Maximize competition  

o Keep the procurement process simple e.g., good planning and clear specifications. Minimize financial 

risk, e.g. thorough background checks on capacity (technical and financial) of potential vendors  

o Carefully establish the evaluation criteria (in order to select the offer with the highest expectation to 

meet partners’ needs in accordance with the evaluation parameters set forth in the tender documents)  

o Consider all costs, e.g. life cycle costs, transportation costs, installation costs, maintenance costs, 

sustainable procurement considerations  
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o Ensure, whenever possible, that social and environmental benefits are optimized and adverse impacts 

are minimized  

o Ensure impartial and comprehensive evaluation of offers in a timely manner 

o Ensure selection of the vendor whose offer has the highest degree of realism and whose performance 

is expected to best meet the specified requirements at the lowest overall expense to the organization.  

b) Principle 2: Fairness, integrity and transparency,  

To achieve best value for money, the procurement process must protect ARDF from proscribed practices, 

for example, fraud, corruption, collusion and other unethical practices. This is why ARDF conducts each 

procurement process on the basis of clear and appropriate regulations, rules, processes, procedures and 

standards that are applied consistently to all potential vendors. Further, the manner in which the 

procurement process is undertaken must provide all internal and external stakeholders with assurance 

that the process is fair and transparent and that integrity has been maintained.  

 Fairness: must be maintained by ARDF during the entire procurement process. This means, among 

other things, that we must offer equal opportunities to all vendors by, for example, sharing the same 

information (this includes any product/service/deadline changes during the bidding process) with all 

vendors at the same time and generally communicating the same contents on a specific procurement. 

Vendors should be provided an equal amount of time to provide responses. Any extension in the 

process must be extended to all vendors. In the context of public procurement, a fair process is free 

from favoritism, self‐interest or preference in judgment  

 Integrity is when an individual exhibits probity in their actions. Probity means an individual has strong 

moral principles and honesty and decency as character traits. A person of integrity has a sense of 

honesty and truthfulness that is apparent in their professional and personal conduct. Integrity in 

procurement is two‐fold, integrity in the procurement process and integrity of the procurement 

professional. Procurement at IMA must be conducted with integrity. Avoiding social and 

environmental malpractice is also a demonstration of integrity as it reduces the reputational risk and 

preserves the public image of ARDF.  

 Transparency literally means that something is visible and evident to everyone and that nothing is 

hidden. By being transparent during the procurement process, we can demonstrate at any time to all 

stakeholders, internal and external, that fairness has been applied. Transparency also means that all 

information on procurement policies, procedures, opportunities and processes is clearly defined, 

made public and/or provided to all interested parties concurrently. A transparent system has clear 

rules and mechanisms to ensure compliance with established rules (unbiased specifications; objective 

evaluation criteria; standard solicitation documents; equal information to all parties; confidentiality of 

offers, etc.). Among other elements, records are open, as appropriate, to inspection by auditors, 

unsuccessful vendors can be briefed on the strengths and weaknesses of their own offers and contract 

information is disclosed publicly. Transparency ensures that any deviations from fair and equal 

treatment are detected very early in the process, making such deviations less likely and thus protecting 

the integrity of the process and the interests of ARDF.  

c) Principle 3: Effective Competition  

By fostering effective and healthy competition among vendors, ARDF applies the principles of fairness, 

integrity and transparency to achieve best value for money. Effective competition is achieved under the 

following conditions:  
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o Sufficient number of independent prospective vendors  

o Prospective vendors that act independently of each other  

o Competition for the same business opportunity under the same conditions  

o Response to the procurement opportunity by a sufficient number of offers.  

Effective competition underpins sustainable procurement, in order to maintain effective competition, 

Contracts shall be awarded on the basis of effective competition unless exceptions to the use of formal 

methods of solicitation are justified. To that end the competitive process shall include:  

a) Procurement planning for identifying appropriate procurement strategy and methodology  

b) Market research for identifying potential vendors, assessing product quality and the readiness of the 

market in terms of supply sustainability  

c) Competition on as wide a geographic basis as is practicable and suited to market circumstances. Every 

effort must be made to ensure competition and not to place restrictions on vendor eligibility unless 

explicitly mentioned in the legal agreement with the partner  

d) Consideration of prudent commercial practices.  

 

Effective competition is concerned with ‘right time, right quality and right price’, meaning: a) Adequate 

notification must be given to the vendor to ensure that there is sufficient time to participate in the 

procurement processes, b)There shall be no restriction of competition through over‐specification, e.g. 

inclusion of unjustified or unrealistic requirements in specifications and/or terms of reference (TOR)/Scope 

of work (SOW), or under‐specification, e.g. omission of essential information in the specifications and/or 

TOR/SOW, and c)Economies of scale, i.e. quantity discounts, fewer resources invested and reduced 

administrative costs, can be achieved when procurement volumes for identical or similar requirements are 

consolidated in a single tender. The same may be achieved through the use of long‐term agreements 

(LTAs). 

e) Principle 4: Best Interest of ARDF, Donors, Partners and Beneficiaries  

The definition of this principle is derived from the ultimate objective of the procurement, which is to add 

value in fulfilling ARDF’s, Donor’s, Partners goals and objectives. Undertaking procurement in the interest 

of Partners, Donors and ARDF means carrying out procurement activities in a manner that best enables 

ARDF to reach the broadly and specific defined organizational or program objectives and in absolute 

compliance with applicable procurement procedures.  

Anti-Terrorism Clearance  

As a consequence of the increase in terrorist activities, it is important to ensure that ARDF does not 

knowingly become involved with persons or organizations engaged in such activities, and that it does not 

provide any financial, material, or other support to such entities and/or activities. The following procedures 

will be followed in processing all transactions with other parties.  

a) ARDF will continually maintain a list of all parties with whom ARDF has a relationship and to whom 

ARDF may, within the scope of this policy, provide material assistance both in cash and/or in goods or 

services.  

 The list will be composed of individuals, groups, Companies, or other such entities that have been 

previously identified, analyzed, and investigated to confirm that their names do not appear on any 

data base of recognized terrorist groups or individuals provided by donors to ARDF.  
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 In addition, if ARDF has any reasonable basis for concluding that any individual, group, or Company 

is involved with terrorist activities, that name shall be disqualified from inclusion on the (approved) 

list.  

 ARDF will continually maintain another list of parties identified as being engaged in terrorist activities 

or associated with any others engaged in such activities. When any name is disqualified from inclusion 

in the first (approved) list, it shall be added to the second (prohibited) list.  

 Prior to any transfer of material assistance, other than routine payments to vendors in the course of 

regular business practices, or transfer directly to the beneficiaries of humanitarian assistance, is 

performed, the recipient of such transfers shall be verified to be on the first (approved) list.  

 If a name does not appear on either the first (approved) list or on the second (prohibited) list, it shall 

be sent to the Donor. Based on the donor’s directions, that name shall be added to the appropriate 

list.  

Potential conflicts among the principles and conflict of interest  

While in agreement these principles provide a common framework for ARDF procurement, individual 

principles may conflict in some situations: to achieve the correct balance, judgment and professional and 

management experience must be applied. Examples of conflicts among the principles  

 Notifying potential bidders of the existence of an open tender might be perceived to contravene the 

principle of fairness (as only a selected number of bidders are notified); however, this is likely to 

achieve effective competition provided all potential bidders are notified at the same time.  

 ARDF not to disclose contract information in States or counties where lack of security is a major 

concern, i.e. where ARDF suppliers or contractors could be the target of terrorists might be seen as 

against the principle of transparency; however, such a decision is in the interest of ARDF and its 

beneficiaries.  

 Including social and environmental criteria in tender documents might be perceived as a restriction of 

competition (some potential suppliers may not be able to participate), but provided a sufficient 

number of bidders can meet the specifications, this is likely to achieve best value for money and 

advance sustainability.  

 A conflict of interest occurs when the private interests of ARDF personnel, such as outside professional 

relationships or personal financial assets, interfere or appear to interfere with the proper performance 

of their professional functions or obligations as ARDF official. Procurement officials must be aware of 

the following: Within the procurement environment, a conflict of interest may arise in connection with 

such private interests as personal investments and assets; political or other outside activities and 

affiliations while in the service of ARDF's employment after retirement from ARDF service; or the 

receipt of a gift that may place ARDF personnel in a position of obligation.  

 A conflict of interest also includes the use of ARDF assets, including human, financial and material 

assets, or the use of ARDF office or knowledge gained from official functions for private gain or to 

prejudice the position of someone not favored by ARDF personnel.  

 A conflict of interest may also arise where ARDF personnel is seen to benefit, directly or indirectly, or 

allows a third party, including family, friends or someone they favor to benefit from ARDF personnel 

decisions.  

 If any ARDF personnel believe they have a conflict of interest, it must be promptly and fully disclosed 

to the Executive Director and or/procurement committee. The individual must then refrain from any 

participation in the matter until the procurement committee has resolved the conflict.  
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 After full disclosure to those concerned, it may be determined that despite the conflict ARDF interests 

remain best served by the participation of the individual  

Ethical standards  

The discipline of ethics relates to concepts of right and wrong conduct, moral duty and obligation, moral 

principles and values, and to moral character.  

Most procurement related principles, i.e. fairness, integrity, transparency and accountability, are based on 

ethics.  

As ARDF undertakes procurement using public funds entrusted to the organization by a funding source 

or beneficiary, it is imperative that all activities conform to the highest standards of ethical conduct. Every 

business unit of the organization as well as all  

Conflict of Interest  

A conflict of interest occurs when the private interests of ARDF staff members, such as outside professional 

relationships or personal financial assets, interfere or appear to interfere with the proper performance of 

their professional function or obligations as an ARDF staff members. Procurement and logistics staff must 

be aware of the following:  

 Within the procurement process, a conflict of interest may arise in connection with such private 

interests as personal investments and assets, political or other outside activities and affiliations while 

in the service of ARDF, employment after retirement from ARDF service, or the receipt of a gift that 

may place ARDF personnel in a position of obligation,  

 A conflict of interest also includes the use of ARDF assets, including human, financial functions for 

private gain or to prejudice the position of someone not favored by ARDF staff  

 

A conflict of interest may also arise where ARDF staff is seen to benefit, directly or indirectly, or allows a 

third party, including family members, friends or someone they favor to benefit from ARDF decisions. 

Individuals acting on behalf of ARDF must observe the highest standards of ethics throughout the 

procurement process. All procurement officials shall maintain an unimpeachable standard of integrity in 

all business relationships, both inside and outside ARDF. Ethical conduct shall apply in all dealings with 

ARDF partners, donors, beneficiaries, Governments and the general public. Procurement officials must 

never use their authority or office for personal gain and must seek to uphold and enhance the standing 

of ARDF. All individuals are responsible for the regularity of actions taken by them in the course of their 

official duties, and any staff member that takes action contrary to financial management policy may be 

held personally responsible and financially liable for the consequences of such action. They may also be 

disciplined under these provisions.  

Ethics in dealing with suppliers  

ARDF shall seek to treat all suppliers in a fair and equitable manner in line with the principle of fairness, 

integrity and transparency in the procurement process.  

Nothing should prevent suppliers from competing for ARDF business on a fair, equitable and transparent 

basis; personnel involved in procurement activities are responsible for protecting the integrity of the 

procurement process and maintaining fairness in ARDF treatment of all suppliers.  

All ARDF personnel and others involved in the procurement process on behalf of the organization must 

ensure that they abide by the following standards of conduct:  
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 During the pre-solicitation phase, suppliers must not be allowed access to specific, privileged 

information on a particular acquisition before such information is available to the business community 

at large.  

 During the solicitation phase, all suppliers must receive identical information. Any clarifications to the 

solicitation documents must be provided at approximately the same time, in writing, to all suppliers.  

 Specifications shall be linked to function and to performance as much as possible. Conformance 

specifications must only be used when necessary. They must not include conditions limiting 

competition, e.g. branding unless required for standardization purposes; nor be unnecessarily 

restrictive, as this may discourage competition.  

 Individuals having a personal or financial interest in a vendor responding to a solicitation are 

prohibited from any involvement in the procurement process.  

 During the evaluation, the evaluation criteria specified in the solicitation documents must be applied 

in the same manner for each evaluated offer. Under no circumstances shall new evaluation criteria not 

mentioned in the solicitation documents be introduced during the evaluation process.  

Standards of conduct  

Ethical conduct is an ongoing process of self-regulation and reflection at every stage of the procurement 

process. It is not possible to specify everything that ARDF personnel need to know regarding what is 

allowed and what is prohibited; law is governed by rules, whereas ethics is based on the subjective 

appreciation of what is right and what is wrong. Therefore, ARDF personnel must seek to be guided as 

much by the spirit of the law, or other written requirement, as by the letter of the law; public procurement 

officials must be guided by what the rule is intended to accomplish. ARDF has adopted a policy on financial 

declaration and disclosure of interest applicable to certain categories of ARDF personnel; with specific 

requirements of declaration for personnel involved in procurement actions. The standard of conduct for 

all personnel involved in procurement actions includes, but is not limited to  

 Personnel shall not allow any vendor(s) to have access to information on a particular acquisition before 

such information is available to the business community at large;  

 Personnel shall not intentionally use unnecessarily restrictive or ‘tailored’ specifications, terms of 

reference or statements of work that can discourage competition;  

 Personnel shall not solicit or accept, directly or indirectly any promise of future employment from 

anyone who has sought or is seeking to obtain ARDF business;  

 Personnel shall not have a financial interest in any vendor(s) responding to a ARDF bidding exercise 

and are prohibited from any involvement in the procurement action if they do;  

 Personnel shall not disclose proprietary and source selection information, directly or indirectly, to any 

person other than a person authorized to receive such information.  

Confidentiality  

ARDF employees must handle confidential or proprietary information with due care and proper 

consideration of ethical and legal ramifications. ARDF employees may not tell outside parties the prices, 

terms, or conditions quoted by other suppliers. The Executive Director must pre-approve all 

communications with outside parties regarding potential or anticipated procurement-affiliated 

relationships. ARDF employees who receive requests of that kind should contact the Executive Director. If 

the request is procurement-related, the employee should notify Procurement committee of the request.  
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Fraud  

Fraud means the intentional, false representation or concealment of a material fact for the purpose of 

inducing another to act upon it to his/her detriment, for example in order to influence the competitive 

selection process or the execution of a contract. There are four common fraud scenarios in procurement, 

these are:  

 A person with responsibility for buying defrauds his or her employer.  

 Suppliers defraud their customers.  

 Suppliers and buyers work together to defraud the buyer’s employer.  

 Buyers make personal gain at the expense of the supplier.  

Corruption  

Corruption means the practice of offering, giving, receiving, or soliciting, directly or indirectly anything of 

value to influence the action of a public official in the competitive selection process or in contract 

execution 

 

 

Approaches include 

Direst  Cash paid to the procurement officer, to settle the buyer’s personal debts or paid to a 

third party for the buyer’s benefit.  

 Cheque paid directly to the buyer or members of his family, paid to businesses in which 

the buyer has an interest.  

 Cheque paid to settle the buyer’s personal debts.  

 Shares and share options  

 Free or discounted goods or services  

Indirect  Employment of a member of the buyer’s family, or employment of the buyer on a 

consultancy basis.  

 Future offers of the same.  

 Inside information which will benefit the buyer.  

 Threats of blackmail or violence.  

 Free travel and expenses to visit exhibitions or to visit suppliers’ factories.  

 Invitation to entertainment events  

 

 

Type of Procurement  

ARDF procurement procedures shall take one of the following forms:  

a) Open tender procedures:  

Tender procedures are open after publication of a Tender Notice at which time interested parties may 

submit a response. They may either be advertised internationally or locally, this will be dependent on 

the estimated contract value.  

b) International publication:  

ARDF shall advertise the Tender Notice in a specialized site on the Internet or on the ARDF Website, 

and simultaneously in a periodical published at least in the country of operation, or, if this is not 

possible, by any other relevant means available. The time limit for receipt of tenders shall be 
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approximately 20 calendar days from the date on which the contract notice is published (unless 

different timeline is specified in tender notice).  

c) Local publication:  

ARDF shall advertise the contract notice in a periodical published in the country of operation or, if this 

is not possible, by any other relevant means available. The time limit for receipt of tenders shall be 

approximately 20 calendar days from the date on which the contract notice is published (unless 

different timeline is specified in tender notice).  

d) Selective procedure:  

ARDF will simultaneously invite selected vendors based on previous experience to submit Quotations 

and negotiate the terms of a contract. The number of candidates invited is not limited, but ARDF 

should expect to receive at least 3 quotes in order to support an open competition.  

e) Sole source procurement: 

Applies for purchases with threshold up to $100 and for some exceptional circumstances described 

in this manual.  

f) Negotiated Procedure:  

Applies for ongoing or previous contracts by negotiation in order to extend the duration or reduce 

the amount.  

Type of Contract  

For procurement of goods and commercial services at or over $10,000, ARDF typically uses firm fixed 

price contracts. They are also used instead of Purchase Order for lower thresholds when PO is not sufficient 

to describe all agreed terms. The following are primary contract categories:  

 Properties Contracts,  

 Supply Contracts,  

 Construction Works Contracts,  

 Service Contracts,  

 Consultancy Contracts.  

Procurement Planning  

Compliance with procurement planning procedures will ensure that purchases are made with respect to 

efficiency and effectiveness. Procurement planning involves formulating an exhaustive list of the goods 

and services necessary to achieve respective programmatic outcomes. Therefore, planning becomes an 

effective tool allowing for cost efficient measures such as bulk purchasing. The full responsibility of 

procurement planning lies with the Program Leads, Head of program, operations, other senior staff and 

finance manager who will be involved in procurement decision making. These technical staff are always 

involved in proposal development. Sufficient time must be allotted to prepare a complete list of required 

materials/services and for the solicitation of competitive quotations. Some special equipment or special 

purchases may require donor approval which will require additional time. Good procurement planning 

allows for effective and timely project implementation without compromising principles of accountability 

and transparency. It allows adequate funds to be captured in proposal budget(s) for procurement and 

related expenses, and, it allows standards and regulations to be applied proactively. If and when funding 

is confirmed, and any necessary internal and/or donor approval requirements are identified, procurement 

can be initiated so that project funds/time can be consistently allocated throughout the duration of the 

program, to ensure that procurement is completed in time for the program and before program close.  



Page 13 of 24 
 

Local Procurement  

To advise on the feasibility for local procurement it is the responsibility of the procurement and logistics 

staff to ensure that local market surveys are regularly carried out, so that there is an adequate knowledge 

of the availability and price of local items. A record of all current and potential vendors’ basic company 

information should be maintained. It is recommended to include the following information in a list called 

(vendor data base or vendor list).  

 Company name,  

 Company address, phone, fax, and email,  

 Contact person’s name and title,  

 Type of goods or services the company is able to offer,  

 Any notes on company reliability based on the past experience.  

The Procurement or Logistics Staff shall maintain a database of approved vendors. This list serves not only 

to reduce the risk of improper procurement (i.e. procurement staff soliciting quotations from related 

parties), it also improves the efficiency and effectiveness of the procurement unit (staff do not have to 

constantly look for vendors that will meet ARDF’s requirement every time a purchase is to be made). The 

vendor list will be reviewed and updated at least once a year based on changes in the procurement plan 

and user feedback. It will also allow for an updated analysis of the current market, new vendors, etc. All 

changes to the vendor list must be approved by EXECUTIVE DIRECTOR. In special cases, such as unusual 

currency exchange devaluation, the policy may be reviewed earlier than a year. 

Procurement Procedures Chart 

 
 

PROCUREMENT PROCEDURE  

The criteria used to determine where ARDF will purchase its goods and services includes:  

 The availability of quality goods and services from the local market.  
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 The cost of transportation  

 The time constraints of projects  

 Donor requirements, Example: Geographic code (Refer to USAID Regulations 22 CFR 226 and 22 CFR 

228 rules on Source, Origin and Nationality).  

Once the decision to purchase is made, the following guidelines will help make the process smooth and 

efficient. 

Brief Procedure Outline:  

o Initiate PRF and ensure it is within the procurement plan and approved  

o Submit Request form to the procurement  

o Identify prospective suppliers  

o Receive quotations, or, if necessary, sealed bids  

o Analyze the quotations or bids  

o Ensure that authorization is given  

o Make purchase order or award a contract  

o Receipt of Goods  

o Payment  

 

 

Procurement Initiation  

o Staff from Various ARDF program will initiate the procurement process by raising PRF in line with the 

procurement plan.  

o The PRF provides information critical to the execution of the next stage of the procurement process 

and assists with the correct allocation of expenses to the budget.  

o It is the responsibility of the requestor to become familiar with the form, submit a completed, signed 

and duly authorized PRF to the designated procurement and logistics staff member.  

o No procurement of goods or services costing $100 and above shall be carried out without a fully 

completed and authorized PRF.  

o Procurement and logistics staff members must record the receipt of all PRFs in the procurement‐

tracking sheet.  

o PRF must be initiated and approved by the budget holder or holding department i.e. project manager 

or officer.  

o PRF is mandatory for all procurement $100 and above.  

Upon receipt of the PRF, procurement and logistics staff must:  

o Check the PRF for necessary signatures,  

o Check that specifications are full, complete and appropriate  

o Ensure clear delivery timelines are annotated and are realistic,  

o Determine whether additional signatures and other information is required. If required, then return 

PRF to requestor so that they can provide the missing information  

Procurement less than US$ 100  

Bids are not required for purchases under $100 as these are processed based on the sole source 

procedure. In such cases, the requester develop a terms of reference (TOR) with clear reasons of 
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requesting the procurement of the goods and services. Line manager and Finance Manager should 

checked and approved the TOR which is then shared to procurement department to proceed with 

purchase from sole source  

Procedure  

 The requester initiate the procurement by developing a TOR and ensuring that the services/goods to 

be procured are within the procurement plan.  

 The requester ensured the TOR is completely approved by the concern person ( Line manager, and 

finance manager)  

 The requester submit the TOR to the Procurement Department.  

 The procurement or Logistic staff contact the vendors/suppliers, by ensuring the quality of the services 

or goods is acceptable, Compare and negotiate for discount and come into agreement.  

 The procurement staff then place an order of the services or goods.  

 Order, delivery and payment of goods or services must be done in the same day if possible.  

 This procurement is completed with 5 days 

 

 

Procurement above US$ 100 and less than US $ 10,000  

a) Initiate Procurement by raising PRF  

o Staff from Various ARDF program will initiate the procurement process by raising PRF in line with the 

procurement plan.  

o The PRF provides information critical to the execution of the next stage of the procurement process 

and assists with the correct allocation of expenses to the budget. It is the responsibility of the requestor 

to become familiar with the form, submit a completed, signed and duly authorized PRF to the 

designated procurement and logistics staff member.  

o No procurement will be carried out for any good or services costing $100 and above without a fully 

completed and authorized PRF.  

o Procurement and logistics staff members must record the receipt of all PRFs in the procurement data 

base.  

b) Request for Quotations (RFQ)  

 Following the approval of the PRF with the concern ARDF staff, the RFQ is used by procurement and 

logistics staff members to request quotes from suitable vendors. 

 All RFQs at or above $100 must be in written form which can include being sent via email, or regular 

mail, or physically handed to a vendor.  

 To the extent possible ARDF has to keep the evidence of distribution of the RFQ (copies of emails, fax 

confirmation, signature of receipt from a vendor).  

 Procurement at or above the $100 threshold, and up to $10,000 threshold, is subject to the selective 

tender procedure, unless there is country regulations requiring an open tender process. A minimum 

of three bids are required for proper price competition, it is recommended to contact more than three 

companies, when possible.  

 Within the RFQ, brand names should be avoided as they may limit competition. Brand name may be 

included in cases when there is a specific requirement for certain vehicle or equipment spare parts 
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and accessories, or when required for due to the standardization/compliance/compatibility with 

previously purchased products.  

In order to ensure standardized responses from interested vendors, you must ensure that ARDF’s integrity 

is protected, that the potential vendors understand the terms of the solicitation, and to ease the bid 

analysis process, the RFQ should include the following information, when/as applicable:  

o Clear and accurate description/technical specification/scope of work, including minimum acceptable 

standards and any other applicable requirements based on the type and nature of the procurement. 

A lack of technical description and detailed requirements may result in a new solicitation. On the other 

hand, the description should not contain features, which unduly restrict competition or allows 

preference to any specific vendor.  

o The specific features of “brand name or equal” descriptions that vendors are required to meet when 

such items are required.  

o A description, whenever practicable, of technical requirements in terms of functions to be performed 

or performance required, including the range of acceptable characteristics or minimum acceptable 

standards.  

o Information to the vendor as to whether the purchase order or contract will be awarded as firm fixed 

price or through another mechanism.  

o Information as to how the quotes will be evaluated, this should be primarily based on lowest cost, 

technically acceptable quotation and delivery timeline (as applicable). In some situations, especially 

for services, it may be based on best value.  

o Quantity (definition of number of units) and quality required (minimum standard to be met, if 

applicable).  

o Expiry date requirements (where applicable) and packing requirements.  

o Required certificates, compliance, pre‐shipment inspections and any other applicable pre‐conditions.  

o Delivery terms and conditions including timeline (delivery deadline).  

o ARDF preferred payment terms, and currency or currencies of quote.  

o Response deadline (date after which ARDF will not accept quotes) sufficient to allow vendors time to 

prepare quotes (including time to visit and inspect the construction site for example if applicable) and 

submit bids. ARDF Process for vendors to submit bids to ARDF (e‐mail, mail, hand delivery, or if there 

is a requirement for sealed bids).  

o Note that all written responses require a name, position in company and/or company logo with 

contact details and address (where applicable).  

o All terms and conditions that protect ARDF. For example, a statement that indicates ARDF retains the 

right to accept or reject offers/proposals without explanation prior to the award of the order/contract. 

Sample statement: “Issuance of this RFQ does not constitute a commitment on the part of the ARDF, 

nor does it commit ARDF to pay for costs incurred in the preparation and submission of a bid. ARDF 

reserves the right to reject any or all bids received.”  

o Closing date for acceptance of bids/quotations.  

o Preference, to the extent practicable and economically feasible, for products and services that 

conserve natural resources and protect the environment and are energy efficient.  

If the process of collecting quotes it has to be indicated that certain goods or services are not going to 

be available, or delays beyond the required delivery date are expected, then this information must be 

communicated immediately to the program staff that initiated the procurement. Program staff may then 
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have to consider alternative goods and services that meet project requirement and take necessary steps 

to prevent/minimize any negative impact on the implementation of the project.  

c) Receive, Review and Evaluation of Quotes  

 When quotations or bids are received they should be immediately brought to the person designated 

to receive them for recording/safekeeping, unless submitted to an appointed person/s via e‐mail. All 

bids received must be kept confidential and filed in a safe and secure manner. 

 If ARDF deems it necessary to extend the submission deadline, all vendors will be informed in the 

same fashion as to when the RFQ or tender was announced. All bids so far received should remain 

confidential and/or sealed (where applicable) until the new bid opening date.  

 Late bids should not be considered, unless it is in the best interest of the procurement action to ensure 

multiple quotations. In such case all participants in bidding process should be aware of submission 

deadline extension to allow eventual modification/resubmission. In the event when no satisfactory bid 

is received or if the bidding process is compromised, an additional RFQ or tender will be considered.  

 Bid Evaluation The process of bid evaluation should only be assigned to staff familiar with ARDF 

procurement procedures or project requirements. Only authorized staff may approve the analysis 

done prior to confirmation of the order, in line with purchase threshold requirements.  

 A responsive bid is one that complies with all the terms and conditions of the RFQ without material 

modification. A material modification is a deviation, in any way, from the original price, quality, scope 

or completion date as outlined in the RFQ or a modification which limits, in any way, the 

responsibilities, duties or liabilities of the vendor or any rights of ARDF as outlined in the RFQ. 

Responsive bids must be technically acceptable, include a name/appointment of vendor and company 

logo (where applicable) and be signed. Responsive bids may be moved to the next stage of review.  

d) Vendor Selection  

Once a PRF is approved and at least three quotes collected, procurement and logistic staff members 

should summarize the quotations using ARDF Comparative Bid analysis (CBA) Procurement and 

logistic staff will recommend which vendor to consider; however, ultimately authorized ARDF staff 

members (subject to applicable procurement threshold) should decide on the vendor who will be 

awarded the contract to supply goods and/or services based on their quality and fitness for purpose. 

In the event that a procurement of goods is awarded on highest bidder than lowest cost bidder, and 

based on best value, a written explanation is required for the files (add explanation on CBA). This 

explanation will describe the rationale for selection against the criteria described in the RFQ. ARDF 

focus of best supplier with quality goods and reasonable prices  

After the tender process is complete and a vendor is selected, ARDF designated procurement staff 

members can directly negotiate with the selected vendor to define or improve purchase terms and 

conditions.  

e) Ordering Goods or Services  

 The PO shall be awarded to the qualified vendor whose bid is evaluated to meet the criteria specified 

in the RFQ. The PO is a simple form of a contract between ARDF and the vendor. A PO should be 

issued for any purchase over US$ 100 up to less than US$ 5,000  

 Prior to issuing a PO, procurement and logistics staff and program staff must verify with finance that 

there are sufficient funds remaining under the specified budget or the grant line item, that the order 

and the delivery will take place within the program/project agreed period of performance, and that 
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the procurement is still required by the requestor or a program. This is especially important for long 

outstanding PRF. Finance must review the most recent budget maintenance report or a budget 

pipeline to determine the available balance of specific line items as well as total budget balance. To 

facilitate having accurate and up‐to‐date pipeline information. Program and procurement and 

logistics staff must be involved in pipeline planning meetings to provide input. Following receipt of 

written approval (signature) from all authorized staff, the PO or contract is prepared using information 

from both the PRF and Bid Analysis Forms, and issued to the vendor. A PO gives the vendor 

authorization to deliver and invoice the ordered goods or services, and therefore becomes a 

commitment for the quantity and value of those items. POs should be issued in numerical sequence 

with reference numbers being entered either manually or digitally. It is recommended that 

procurement and logistics department pre‐prints PO form with sequenced reference numbers. When 

accepted by the vendor, the PO becomes a contract. It is good practice before issuing a PO; to contact 

the vendor to verify the bid, the availability of all items, confirm shipping procedures, special handling 

instructions, shipment date, and method of payment.  

f) Termination of Order  

If a PO needs to be cancelled in part, or in its entirety, the cancellation will be communicated to the 

vendor by the designated procurement and logistics staff. This may only occur after approval from the 

procurement and logistics management as per procurement thresholds and must be documented in 

writing by the procurement and logistic staff and placed in the original order file with the finance 

department. A partial PO cancellation requires a revised PO matching the revised total cost be issued 

to the vendor.  

g) Receive of Good and Services  

Prior to receipt of goods or supplies, the procurement and logistics team may need to acquire special 

import permit/s from the relevant host country authority, depending on the category of goods 

transported. Applications may also be needed for special permits or security clearances for in‐country 

transportation. In some cases, a transit permit needs to be secured to ensure timely delivery. For 

international and, when applicable, local procurements, the vendor or the appointed freight forwarder.  

o Advance shipping notice by e‐mail,  

o Waybill (AWB, Bill of Lading, CMR, etc.)  

o Invoice for purchased goods,  

o Packing List,  

o Certificate of Origin whenever required and if the info is not already part of the Packing List (when 

required for export/import)  

o Other documents as required.  

Upon receipt of goods, supplies, services, or equipment, procurement and logistics staff must:  

o Physically count quantity of goods; check received quantity against PO or check service provision 

against PO or Contract,  

o Check of names of goods matches the PO/or check that service matched expectation,  

o Check integrity of goods (no visible damage, losses etc) and packaging/or that quality standard 

met for service provision,  

o Complete a Goods Received Note (GRN) indicating that the goods have been received in full and 

good order, or, that count indicated shortage, surplus, loss or damage by signing and dating it or 
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sign/stamp invoice. Assets should be listed separately with identifiable serial or other unique 

markings to facilitate efficient update of the asset list and future verification and tracking,  

o Get the GRN count endorsed by the person who delivered goods to avoid eventual count 

dispute/or by service provider.  

o Retain receipt documentation on file copied to Finance.  

If the order is incomplete, a backorder report is prepared by the procurement and logistics staff to be 

placed with the original procurement file now filed with the Finance department. The back order report 

must contain the following:  

 Date of original order,  

 Purchase Order number,  

 Vendor’s name,  

 Description of items not yet received,  

 Quantity ordered,  

 Quantity received per signed Goods Receipt Note (GRN) or delivery evidence,  

 Date received  

The vendor should then be contacted to determine backorder delivery dates, and a note made to file 

of the vendors response  

h) Payment Procedures for Goods/Services  

Delivery can be arranged before or after the payment, depending on the agreement with the vendor, local 

practice, etc. Unless otherwise negotiated with the vendor, delivery should take place before payment so 

that, in the event there are issues with the items delivered, ARDF may require return, exchange or, in the 

worst‐case scenario, reject goods due to noncompliance with the PO.  

Payment after delivery. Procurement and logistics staff members are responsible to present delivery 

evidence to the finance department. Procurement and logistics staff must make every attempt and certify 

the validity of the invoice. The procurement and logistics staff then forwards the invoice to the finance 

department for verification, approval and payment. If the goods are not received in entirety, procurement 

and logistic staff are responsible to request a revised invoice from the vendor. The revised invoice should 

match the goods received. If a revised invoice cannot be acquired the vendor must endorse items in the 

backorder.  

General Financial Documentation  

When payment is requested for goods or services, all documentation must be presented to the Finance 

Department for its authorization. If the documentation is incomplete, payment will not be made. 

Moreover, the following documentation complete with authorizing signature must accompany a payment 

request:  

 Material/Service Request Form  

 Quotations from vendors  

 Summary Quotation Analysis with application for vendor selection  

 Contract/Purchase Order, if necessary  

 Goods Received Note or confirmation of service completed  

 Invoice from the vendor  



Page 20 of 24 
 

Goods Return Process  

It sometimes becomes necessary to return materials because the goods are no longer required, or the 

material that was received is not acceptable. The requestor is responsible for the identification and return 

of all items requiring return, in coordination with the procurement and logistics department. The 

requisitioning department should provide a list of items to be returned to the procurement and logistics 

staff that will make every attempt to negotiate the return of the materials to the vendor (if possible).  

To avoid these situations, it is very important to base procurement planning on the actual needs and 

provide clear descriptions and specifications to support Goods/Service Requisitions as this minimizes the 

possibility for the delivery of the wrong items. For technical items, it is recommended that a specialized 

ARDF staff member be notified of the expected delivery date and be present during receipt of the goods 

at ARDF designated premises to verify all relevant technical aspects before their acceptance by ARDF. 

Procurement above US$ 10,000  

This part describe the procurement process for goods and commercial services from local and 

international sources for purchases over $ 10,000, or for cases when the standard PO clauses are 

insufficient ‐ a more comprehensive contract should be used. It is mandatory to use a contract when the 

overall procurement value is from $ 10,000 and above. The following are the steps:  

 Planning for contracting.  

 Preparation for solicitation and invitation/announcements.  

 Responding to Vendor clarifications request and receiving bids.  

 Review, evaluation, and selecting a vendor.  

 Writing a contract, negotiation.  

 Signing a contract.  

 Payment procedures.  

 ARDF shall award fixed price contracts to vendor who offer the best price and quality conditions, while 

observing the highest ethical standards during the procurement phase and contract execution.  

Planning  

In this step, procurement plan has to be developed in detail with clear specifications and SoW/BOQ as 

applicable. During planning, the estimated value of the contract will define how the contract details will 

be publicized to vendor. In addition, when developing contract, ensure that the contract have the right 

contents, sections and legal language to protect beneficiaries, partners, donors and ARDF.it require time 

in this process of developing the contract language, SoW, BOQ.  

Vendors applying procedures should be stated clearly based on purchase thresholds.  

Tenders invitation  

A solicitation must be prepared in such a manner that it conveys to prospective vendors exactly what the 

vendor will be undertaking in the event that an order is awarded to the vendor. It is required for the 

solicitation to describe the type of contract that will be issued by ARDF and convey to a prospective vendor 

of all provisions, forms, Sections, delivery requirements, etc., which may become part of the resulting 

contract. Solicitation procedure must be in line with expected purchase threshold.  

The solicitation should set the SOW and include all applicable technical specifications,  

 Bill of Quantity  

 Drawings  
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 General provisions  

 Special provisions, administrative requirements  

 Quality assurance documents  

Any other forms or Sections to be included in the resulting contract, as appropriate to the nature of the 

procurement. The solicitation should describe how vendors may ask questions, and how/who should 

coordinate responses to ensure that no differential advantage is given to anyone offer or must be planned 

for, and the task of/who might decide on the content of the response be clearly assigned.  

If an award is to be based on criteria other than lowest price, it is strongly recommended to include specific 

evaluation factors and how will offers be evaluated. For example, if past performance will be a factor, then 

past performance should be included in the RFQ as an evaluation factor. If delivery time will be a factor, 

then this needs to be included in the RFQ. The recommended elements of the solicitation are following 

(as applicable):  

 Solicitation number  

 Number of pages of the solicitation  

 Date prepared  

 Delivery terms and transport mode indication (as applicable)  

 Definition of currency for bids  

 Delivery deadline to named destination, or the completion date of the service.  

 Item number(s)  

 Type of contract to be issues (i.e., firm fixed price)  

 Description of goods and/or services, scope of work with applicable standard  

 Definitions etc.  

 Unit(s) of measure  

 Quantity  

 Packing instruction  

 Payment terms  

 Warranty requirements  

 Mandatory Provisions  

 Offer validity requirements  

 Performance security for high value procurement  

 References  

 Other Terms and Conditions in accordance with ARDF contract template  

 Submission deadline: date, time due 

 Name, telephone number and e‐mail address (as applicable) of the IMA contact/s •  

 Annexes/Attachments  

Receiving Bids  

The following principles must be observed when dealing with vendors and their representatives:  

 Give fair and equal treatment to all vendors and representatives,  

 Provide equal opportunity for all vendors to submit their bids,  

 Keep all quotations received confidential to ensure fair competition,  

 Keep vendors informed of current and anticipated requirements, if applicable,  
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 If, for any reason, one vendor is allowed to re‐quote before tender closure deadline, all competitors 

should be given the same opportunity,  

 If at any point it becomes necessary to modify or cancel the Tender or the bidding process, vendors 

invited to quote will be informed of the change or cancelation.  

Selection of a vendor  

 Contracts shall be made with responsible vendor/s who possess the ability to perform successfully 

under the terms and conditions of the proposed procurement. Consideration shall be given to such 

matters as vendor integrity, record of past performance, financial and technical resources or 

accessibility to other necessary resources, to the best extent possible.  

 Bidding evaluation committee comprising of ARDF staff who have understood the procurement 

Manual including Executive Director ARDF MUST review, and assess a vendor’s capacity to 

deliver/meet ARDF tender/RFQ requirements. Any evaluation of the vendors eligibility must be based 

on the announced criteria to participate, and should be documented as part of the review process. 

Reference should also be made to conducting Bridger Insight Software checks at the earliest 

opportunity for any procurement over $100.  

Assessment and Bidding selection criteria  

Weighting of the criteria can be provided in the solicitation itself or, if not, the weighting must be written 

and documented.  

The following criteria are examples of what can be used for evaluation of bids received from eligible 

vendors  

 Price of goods/works/services offered,  

 Quality offered (against stated technical requirements only),  

 Timely delivery of goods/works/services,  

 Eligibility in terms of donors' criteria (source, nationality, etc.),  

 Offer is in compliance with local laws  

 Past performance – this should be linked to quality assurance process to record information on 

vendors who have previously done business for ARDF  

 Additional methods can be used for evaluation of the vendor’s eligibility/ability/capacity if requested 

or stated in the solicitation:  

 Vendor’s written guarantee for performed work or warranty for supplied equipment, or bank 

guarantee that ARDF will receive advanced funds back in case the vendor cannot deliver the contracted 

service,  

 Past performance records on projects with similar deliverables. Written references and direct contact 

information of named reference persons or companies,  

 Physical check of previous works done (where possible) performed by ARDF technical staff (for 

construction projects,  

 Company financial resources (for example audited financial statements),  

 National Association of Consumer Advocates or other consumer advocacy groups,  

 Company technical resources: registered number of employees, registered number of technical staff, 

equipment/tools owned by the company and registered in company name (particularly important for 

construction projects).  
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Tender Review Committee  

Constructing tenders and whenever it is deemed necessary, an ARDF Committee/Working Group should 

be established. A Tender review Committee should include the Executive Director, Program Director, 

Finance Manager, Operation Manager, Procurement officer.  

There should be a minimum of three 5 staff members on the committee. One person outside the 

evaluation committee will advise the committee on questions, maintaining neutrality. This person could 

be a Finance or Program Officer.  

The Duties/responsibilities of Tender reviewing Committee are to:  

o Carefully observe ARDF procedures in relation to tenders specifics and applicable thresholds,  

o Prepare tender conditions in line with the best international practice and local law,  

o Review whether vendors met qualification criteria, as a pre‐condition for participation in the tender,  

o Meet to review eligible bids. Each committee member must have equal vote and a senior staff person 

may not over‐ride the decision of the other committee members,  

o Fully Document review and decision. Document may come in form of individual scoring sheets and 

their summary, or just agreed cumulative scoring, signed by committee members. This must remain 

part of the procurement file.  

It may be required to have non‐ARDF representative, whenever practical is included in the committee.  

Preparing Contract  

When preparing a contract, always: a) Make every attempt to use ARDF contract templates that include 

necessary legal provisions—using a vendor’s template is permitted only in exceptional cases, b) Follow 

the PO/contracts review and signature authority protocols, including, having local counsel review a 

contract, when it is required by the contracts review protocol, and c) Obtain adequate technical advice 

from Executive Director or through a consultant 

Signing contract  

Always refer to Signature Authority and Contract Review Protocol prior to signing a contract, and make 

sure all relevant internal and external approvals are granted prior to signing a contract.  

For all procurements of $5,000 and more it is required to use an ARDF contract template. In some cases, 

even for procurements of less than $10,000, a PO may not be sufficient to describe all vendor obligations. 

In such cases, a detailed contract should be used to describe the specific deliverables agreed upon by the 

two parties.  

Payment Procedures  

The contract should be closed out in an orderly fashion upon satisfactory completion of the work or 

services by the vendor in line with the conditions stipulated within the signed contract.  

The final payment to the vendor is withheld until the supervising authority declares contracted work is 

completed and all necessary documents are handed over by the vendor unless stipulated differently in 

the contract. Supervisory authority and mandatory documents must be defined within the contract.  

In order to process any payment based on an approved contract to a vendor, the Finance department 

requires an approved Invoice and internal confirmation that services or goods were delivered (if payment 

was not made in advance). The procurement file should contain this confirmation, as well as other relevant 

documents depending on the procurement threshold and procurement type  
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Exceptions to the Competitive Bidding  

Sole Source Use  

ARDF is committed to conducting all procurement transactions in a fair and open manner. All reasonable 

efforts should be made, including during market research efforts, to ensure competition for all contracts. 

This requires that at least three vendors be solicited for any procurement over $100.  

Sole source procurement is conducted when it is determined that there is only one qualified vendor 

qualified to fulfill the program requirements. Sole source procurement requires a detailed written 

justification with documented market research leading to the conclusion of only one qualified vendor, a 

memo of cost reasonableness, and often, donor approval. There are areas where sole source procurement 

can be justified:  

Unique qualifications, if vendor  

o Owns proprietary rights (exclusive licensing agreements) to what we need to procure,  

o Is the only known vendor ‐ determined through documented market research ‐ that can provide the 

goods/services that we need to procure  

Documented Urgency when an emergency situation, for reasons outside of ARDF control, requires a 

deviation from policy to achieve certain objectives within a limited amount of time. Donor Approval/Donor 

Direction In extremely unusual circumstances, written approval or direction from donors to procure from 

one known unique source.  

Note: Sole Source is not the same as single source procurement. In the single source procurement, ARDF 

would have attempted to conduct an open competition but only received one qualified offer. RFQ did not 

give satisfactory results (received only one offer), after the proper procedure was followed based on 

procurement value thresholds. Single source should not require a waiver because an attempt was made 

at open competition but only one bidder submitted a qualified bid. 

 

 

 

Annexes  
Annex 1: Procurement Plan (PP)  

Annex 2: Purchase Request Form (PRF)  

Annex 3: Request for Quotations  

Annex 4: Comparative Bid Analysis (CBA)  

Annex 5: Purchase Order (PO)  

Annex 6: Service Contract  

Annex 7: Good Receive Note (GRN) 


