ESHET CHILDREN AND YOUTH DEVELOPMENT
ORGANIZATION (ECYDO)

PROCUREMENT MANUAL

.

ESHET CHILDREN AND YOUTH DEVELOPMENT ORGANIZATION (ECYDO)

Contents
Acronyms .................................................................................................................................................... ii
Preface ......................................................................................................................................................iiiii
1.

Introduction ........................................................................................................................................ 1

2.

Objective of the procurement manual ............................................................................................... 3

3.

ECYDO’s Procurement Policy General Principles ................................................................................ 3

4.

Amendment of the Manual................................................................................................................. 4

5.

Code of conduct .................................................................................................................................. 4

6.

Definitions ........................................................................................................................................... 5

7.

Procurement procedure...................................................................................................................... 6

8.

Committees ......................................................................................................................................... 7

9.

Technical specifications and Terms of Reference preparation ........................................................... 8

10.

Selecting a procurement method ................................................................................................... 9

11.

Evaluation of the bid or tender proposal ...................................................................................... 12

12.

Payment for Procurements ........................................................................................................... 14

13.

Form of Communication ............................................................................................................... 15

14.

Right to complain by bidder .......................................................................................................... 15

15.

Maintaining a List of Suppliers ...................................................................................................... 16

16.

Property/Supplies Management ................................................................................................... 16

17.

Procurement monitoring & documentation ................................................................................. 19

Annex ........................................................................................................................................................ 20
i)

PURCHASE REQUISITION ............................................................................................................... 20

ii)

REQUEST FOR QUOTATION ............................................................................................................. 0

Iii) PURCHASE ORDER ......................................................................................................................... 18
Iv) GOODS RECEIVING NOTE .............................................................................................................. 19
V)

STORE REQUISITION VOUCHER ..................................................................................................... 20

Vi) STORE ISSUE VOUCHER ................................................................................................................. 21
Vii)

BIN CARD ................................................................................................................................... 22

Viii)

GATE PASS ................................................................................................................................. 22

Ix)

INVITATION TO BID ....................................................................................................................... 23

X)

SAMPLE LETTER OF NOTIFICATION OF AWARD FORM ................................................................. 24

i|Page

PROCUREMENT MANUAL, REVISED IN AUGUST 2016

ESHET CHILDREN AND YOUTH DEVELOPMENT ORGANIZATION (ECYDO)

Acronyms
ECYDO

Eshet Children and Youth Development Organization

RFQ

Request for Quotations

RFP

Request for Proposals

TOR

Terms of Reference

ii | P a g e

PROCUREMENT MANUAL, REVISED IN AUGUST 2016

ESHET CHILDREN AND YOUTH DEVELOPMENT ORGANIZATION (ECYDO)

Preface
The “Procurement Manual” is prepared to guide the procurement committees and other staffs
directly involved in procurement activities, by providing essential information and brief stepby-step procedures for procurement of goods, works and services. It also intends to help in
understanding the principles of good procurement practices and to achieve uniformity in
procurement processes followed under the project. Procurement is a critical element in
project implementation and unless carried out efficiently and promptly, the full benefit of the
project cannot be realized. Poor procurement practices, however, on their part virtually
guarantee that these goals will not be fully achieved as it leads to project delays, cost over
runs, and complaints by bidders also effects the credibility of the project implementers.
The manual shall be a reference tool for the project offices, head office implementation,
beneficiaries, project authorities, related agencies, Contractors and Suppliers for procurement
of goods, works and services. The guidelines and procedures for procurement of goods, works
and services are however, subject to modification with the approval of the board in case of any
peculiar circumstances and where situation so warrants.
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1. Introduction
Eshet Children and youth Development Organization (ECYDO) is an Ethiopian Resident’s Charity
Organization that works to improve the livelihood of Ethiopian Children and Youth. ECYDO was
founded and legally registered under the Ministry of Justice with in the year 2001 with strong
initiative of young women and men. Afterward, according to the New Charities and Societies
Proclamation No. 621/2009, ECYDO was re-registered as an Ethiopian Residents’ Charity
Organization with the registration No 0095
ECYDO mainly operates in Addis Ababa and Oromiya Regions with special focus to HIV/AIDS
prevention, Adolescent Sexual Reproductive Health Promotion and service provisions, Children
Development including Child Health, Youth development, Women’s/Girl’s Empowerment,
Youth Leadership Development and Environmental Protection. Furthermore ECYDO has
planned to expand its project implementation geographical areas in all parts of the country for
the coming five years
Eshet Children and youth Development Organization (ECYDO) is governed by a Board of
Directors elected by the General Assembly which gives all supreme decision and overall
organization policy direction and guidance. The General Assembly and the Board of Directors
are the highest authority that ultimately approves the organization’s annual budget and workplan. The Board Members are composed of people with different professional backgrounds and
with long years of experience in the public, private and NGO Sectors.
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ECYDO Organizational Structure

General Assembly
Internal Auditor
External Auditor
Board

Executive Director
Executive Secretary

Support Groups/Community Based
Committees

Programs Department
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2. Objective of the procurement manual
The overall objective of the procurement activity is to purchase materials and services at the
required specifications and quality standards at the lowest obtainable costs, and to ensure their
delivery in a timely manner. In specific terms, the objectives of ECYDO’s purchasing functions
are:
i.

To purchase required quality materials, goods and services economically from reliable
sources and to ensure timely delivery.

ii.

To locate, evaluate and develop economical and reliable supply sources for ECYDO.

iii.

To investigate on an ongoing basis, new materials and products of potential interest to
ECYDO.

iv.

To purchase prudently in accordance with the nationally/internationally accepted
purchasing policies. These policies emphasize competition and selection of suppliers
whose offers are responsive to the terms and conditions as well as conforming to the
technical requirements and specifications of the request for purchase document.

v.

To maintain effective communications and report between ECYDO and its suppliers in
order to secure from them an up-to-date product information, high level of service as
well as favorable terms of payment.

vi.

To keep abreast of trends and projections in prices of products/services to introduce
ECYDO to suppliers and to obtain favorable terms including credits.

vii.

To keep ECYDO’s management to be informed timely on the status of purchasing.

3. ECYDO’s Procurement Policy General Principles
ECYDO staff shall always guarantee equal treatment of suppliers and high standards for
integrity, transparency, price, performance and quality. The following key aspects of the
procurement process are common donor requirements:


Transparency, fairness and fraud prevention is important so that everyone will know that
funds are being honestly spent and accounted for.
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Equal opportunity ensures that the suppliers/contractors are provided with equal
opportunity.



Economy and efficiency (value for money) means that supplies, services and civil works will
be purchased at a reasonable price.



Effectiveness means that the supplies, services and civil works will fulfil project objectives.



Certainty of the ability of the supplier/contractor to provide the supplies and services.
This has to be documented so that there is a reasonable assurance that what is promised
can be provided

4. Amendment of the Manual
The issue and implementation, and when necessary the revision, of this manual will be made
with the approval of the Board of Directors of ECYDO. This procurement manual replaces the
previous version which was incorporated on the financial manual of the organization and shall
come into effect as of August 2016.

5. Code of conduct
No employee, officer, or agent shall participate in the selection, award, or administration of a
contract if a real or apparent conflict of interest would be involved. Such a conflict would arise
when the employee, officer, or agent, any member of his or her immediate family, his or her
partner, or an organization which employs or is about to employ any of the parties indicated
herein, has a financial or other interest in the firm selected for an award. The employees shall
neither solicit nor accept gratuities, favors, or anything of monetary value from suppliers,
consultants, contractors, or parties to sub agreements except for where the financial interest is
not substantial or the gift is an unsolicited item of nominal value. Members of the procurement
committee shall comply with all relevant fiduciary duties, including those governing conflicts of
interest, when they vote upon matters related to procurement contracts in which they have a
direct or indirect financial or personal interest.
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6. Definitions
In relation to the procurement/purchasing function, this section provides a definition of key
terms which must be understood by all users of the manual as explained below.
i.

Purchasing - Identification and recognition of the real need for goods and services, and
the assurance of satisfaction of those needs at the lowest possible cost, consistent with
the best quality of goods and services required.

ii.

Goods– represent physically identifiable and tangible items of stock and fixed assets
that can be either consumed immediately or used for several weeks, months and years.
Purchase of goods is related to such articles as stationary item, food items, computer
and printers, accessories etc that are tangible in nature.

iii.

Services- mostly intangible in nature and represent soft human skills or knowledge
whose outcomes may be expressed in physical terms. Purchase of service could be
purchase of consultancy services in management, development studies, information
technology; architectural and engineering service, and construction of new buildings
and maintenance of existing ones; and maintenance of vehicles and property.

iv.

Bid – is a formal procedure to obtain competitive prices from suppliers of goods and
services.

v.

Bidder is an organization or individual supplier or provider of service who takes part in
the bid to supply goods or provide service

vi.

Technical Specification (TS) - Usually used for Goods, it is a written material that
describes the types and names, standard requirements of goods, such as the
operational specification of computers, or the types of goods and packing requirements.

vii.

Request for quotation (RfQ) - Usually used to solicit the price offers of suppliers of
goods, the RFQ is often distributed to bidders along with the TS.

viii.

Terms of Reference (ToR) – Usually used for purchase of services, it is a detailed written
material that provides background information about ECYDO defines the objectives and
scope of services, and legal requirements that must be fulfilled by providers of services.
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It is often prepared for purchase of consultancy services, architecture and engineering
services, construction and maintenance services.
ix.

Request for Proposal (RfP) – Often used as a second part of the ToR, the RfP defines the
kind of proposal that bidders must provide in provision of services. It specifies the
contents of technical proposal, and financial proposal, evaluation points, and selection
processes.

7. Procurement procedure
The general steps involved in the procurement process are presented below:
S.N

What has to be done

Who should do it

Description

Prepare purchase
1 requisition and
purchase order

By the
department that
request the
purchase

It describes the type of goods and
service, quantity etc

Prepare specifications
2 and /or terms of
reference

Procurement
Committee.

Understand the specifications of the
item(s) to be purchased.

3

Announce the
bid/collect pro forma

4

Receive proposals/
pro forma

Procurement
Officer approved
by Programme
Manager
Procurement
Officer

5 Evaluate quotations

Procurement
Committee

6 Negotiate (optional)

Procurement
Committee

7 Notification Letter

Procurement
Officer

Administrative
compliance

Procurement
Committee

8
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Use the Supplier list, public notice like
magazines, tender sites etc
Provide the TOR or the per forma to
those who are interested
*Prepare technical proposal evaluation
criteria
*Evaluate the proposal or the
Performa based on the criteria and
prepare a report.
There is an option to negotiate some
terms. Rules are described further in
this chapter.
Unsuccessful
suppliers/vendor/consultant shall be
notified of the result of the procedure
Unsuccessful
suppliers/vendor/consultant has to be
give tome for any compliant on the
procurement process
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9 Contract award notice
10 Sign contract
Receipt(for goods)
11 Report (for
consultancy works)

Procurement
Officer
Procurement
Officer
Procurement
Officer/Sore
keeper/Program
team

Send letter to successful
suppliers/vendor/consultant.

Inspect that the service or supplies
have been provided or received.

8. Committees
i)

Procurement Committee

The executive director shall ensure that a procurement committee is established before any
procurement activities are initiated. The main purpose of the committee is to ensure that all
procurement is carried out objectively in a fair and transparent manner and to prevent
corruption and fraud. As a rule procurement and payment may not be done by the same
person. The Procurement Committee shall consist of at least two persons, head of the
administration and finance service or the procurement officer and the respective programme
manager (or a person appointed by the programme manager). The main responsibility of the
Committee is:
a) To make sure that procurement activities are initiated on time;
b) To make sure that all internal and external experts required for the project are being
consulted early in the project phase and committed to provide the
input/information/specifications needed for the procurement activities – and to ensure
that procurement plan and activity plan correspond;
c) To collect quotations, evaluate offers, issue purchase order;
d) Ensure that the procurement fulfils donor requirements (if any).

ii)

Evaluation Committee

For local open tenders an Evaluation Committee is applicable. The Evaluation Committee must
possess the necessary technical and administrative expertise to perform tender evaluation. If
this is not possible through appointment of the members of the Procurement Committee, such
expertise must be gained through internal experts or external consultants. (For the same
7|Page
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project the Procurement Committee may use different experts for evaluation of the individual
lots whether it is a service (consultancy) or supply of works contract). However, the
procurement officer shall always be a member of the Evaluation Committee as the expert on
the procedures. This committee will be assigned by the executive director.


Head of the Admin and Finance Service - Chairman



Procurement officer - Secretary



A member from the concerned Programs’ Section/Service or program managers Member



Admin Assistant/Office Managers/ Secretary - Member

9. Technical specifications and Terms of Reference preparation
Thorough preparation of the Technical Specifications for goods and works or Terms of
Reference for services is extremely important for the ultimate success of the project. Greater
effort during project preparation will save time and money in the later stages of the project
cycle and will ensure that resources will not be wasted. When preparing the Technical
Specifications or Terms of Reference it is helpful to consult all parties involved in the proposed
project in preparing Technical Specifications or Terms of Reference. This should improve both
the quality of the project as well as the commitment of the project staff and beneficiaries. The
following general structure of Terms of Reference for services has been drawn up in accordance
with the principles of project cycle management. The aim is to ensure that all issues are
covered systematically and that key factors related to clarity of objectives and sustainability are
thoroughly examined.
Content of Terms of Reference (TOR):


Background information



Purpose and expected results



Scope of the services - activities



Timing, logistics and facilities



Responsibilities of the consultant and ECYDO



Key experts and other personnel
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Reporting and reporting format



Contact Address



Application requirements



Application Procedures



Annex

10.Selecting a procurement method
When selecting an appropriate procurement method for each activity in the procurement plan,
the Procurement Committee shall consider which category of resources to buy and the
threshold (value) of the different categories.
Supplies:

Supply contracts cover the purchase, operational leasing, rental or hire purchase
of products (e.g. rent of vehicles with or without option to buy). The delivery of
products may in addition include siting, installation and maintenance.

Services:

Service contracts cover all intellectual and non-intellectual services other than
those covered by supply contracts, works contracts and property contracts.
Service contracts also comprise study and technical assistance contracts and
freight contracts.
A study contract is a contract which includes studies for the identification and
preparation of project proposal, mid-term, baseline end line survey feasibility
studies, technical studies and audits.
A technical assistance contract is a contract in which the contractor is called on to
play an advisory role, to manage or supervise a project or to provide the
consultants specified in the contract. Freight contracts are contracts covering
transport of goods from one site to another (unless the freight is included in the
supply contract).

Civil works: 'Work' means the outcome of building or civil engineering works taken as a whole
that is sufficient in itself to fulfil an economic or technical function.
Methods of Procurement to be followed are as follows:
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(a)

Procurement by small purchase procedures. Small purchase procedures are
those relatively simple and informal procurement methods for securing services,
supplies, or other property that do not cost more ETB 5,000 and where
procurement by sealed bid is not required. If small purchase procedures are
used, price or rate quotations shall be obtained at least from one supplier to put
into practice with small purchase procedures.
(b)
Procurement by Performa purchase procedures: purchase procedures that will
be applicable for those relatively average procurements for securing services,
supplies, or other property that do not cost more than ETB 100,000 and where
procurements shall aligned with:
i. A complete, adequate, and realistic specification or purchase description
and perform invoice is available;
ii. A minimum of Three or more responsible bidders are willing and able to
compete effectively and for the business; and
iii. The selection of the successful bidder can be made principally on the
basis of price with quality.
(c)
By sealed bids: securing services, supplies, or other property for the
procurement cost more that hundred thousand ETB (set at ETB 100,000) with
formal advertising and bids are publicly solicited and a firm-fixed-price contract
(lump sum or unit price) is awarded to the responsible bidder whose bid,
conforming to all the material terms and conditions of the invitation for bids, is
the lowest in price.
(i) The sealed bid method is the preferred method for procuring
construction if the following conditions are present:
(ii) A complete, adequate, and realistic specification or purchase description
is available;
(iii) At least three or more responsible bidders are willing and able to
compete effectively and for the business; and
(iv) The procurement lends itself to a firm fixed price contract and the
selection of the successful bidder can be made principally on the basis of
price.
If sealed bids are used, the following requirements shall apply:
(i) The invitation for bids will be publicly advertised and bids shall be
solicited from an adequate number of known suppliers, providing them
sufficient time prior to the date set for opening the bids;
(ii) The invitation for bids, which will include any specifications and pertinent
attachments, shall define the items or services in order for the bidder to
properly respond;
(iii) All bids will be publicly opened at the time and place prescribed in the
invitation for bids;
(iv) A firm fixed-price contract award will be made in writing to the lowest
responsive and responsible bidder. Where specified in bidding
10 | P a g e
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documents, factors such as discounts, transportation cost, and life cycle
costs shall be considered in determining which bid is lowest. Payment
discounts will only be used to determine the low bid when prior
experience indicates that such discounts are usually taken advantage of;
and
(v) Any or all bids may be rejected if there is a sound documented reason.
(d)
Restricted Bidding: Restricted Bidding is a competitive bid among short-listed
suppliers and providers of services, who are required to provide pro-forma invoices.
Restricted bidding shall be applicable for any purchase with financial commitments less
than ETB 50,000.00 per order or contact.
(e)
Procurement by competitive proposals. The technique of competitive proposals
is normally conducted with more than one source submitting an offer, and either a
fixed-price or cost-reimbursement type contract is awarded. It is generally used when
conditions are not appropriate for the use of perform, sealed bids or small purchase
procedures. If this method is used, the following requirements apply:
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(i)

Requests for proposals will be publicized and identify all evaluation
factors and their relative importance. Any response to publicized
requests for proposals shall be honored to the maximum extent practical;

(ii)

Proposals will be solicited from an adequate number of qualified sources;

(iii)

The procurement committee shall evaluate responses to its solicitations
and select awardees in accordance the procedures outlined in section
below ("Procurement Procedures")

(iv)

Awards will be made to the responsible firm whose proposal is most
advantageous to the organization with price and other factors
considered; and

(v)

The organization may use the competitive proposal procedures for
qualifications-based procurement of architectural/engineering (A/E)
professional services whereby competitors' qualifications are evaluated
and the most qualified competitor is selected, subject to negotiation of
fair and reasonable compensation
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(f)
Procurement by noncompetitive proposals is procurement through solicitation
of a proposal from only one source, or after solicitation of a number of sources,
competition is determined inadequate.
(i) Procurement by noncompetitive proposals may be used only when the
award of a contract is infeasible under small purchase procedures, sealed bids or
competitive proposals and one of the following circumstances applies:
(A)

The item is available only from a single source ex: MOENCO for
Toyota spare parts;

(B)

The public exigency or emergency for the requirement will not
permit a delay resulting from competitive solicitation;

(C)

The funding source specifically
noncompetitive proposals; or

(D)

After solicitation of a number of sources, competition is
determined inadequate.

authorizes

the

use

of

(ii)

Cost analysis, i.e., verifying the proposed cost data, the projections of the
data, and the evaluation of the specific elements of costs and profits, is
required.

(iii)

When using a non-completive process, normally would be expected to
submit the proposed procurement to the relevant funding source for preaward.

Note: The Procurement Committee shall take notice of any specific thresholds applied by
different donors. If stricter procurement procedures are stipulated by a donor, then they shall
prevail with the approval of the executive director.

11.Evaluation of the bid or tender proposal
Following the opening of the Bid what is coming next is its evaluation. Upon evaluation of bids,
CIFD shall adopt two different procedures for purchase of Goods and Services as follows:
a) Goods
o For Goods, the first step is to ensure that all bidders have adequately complied
with the technical specifications issued by CIFD. Unless all bidders indicate that
12 | P a g e
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their offers correspond to the specification, it is difficult to evaluate all offers on
equal footing.
o CIFD shall reject an offer which does not fully satisfy its technical specifications.
Bidders who changed the technical specification of Goods shall be disqualified
even the change belongs to a single (one) item in the list.
o After having checked the adequacy of the technical specifications, the least
bidder who offered the least price shall be selected and awarded the contract.
o In case of many successful bidders with equal prices, the ECYDO shall invite them
to submit their new bids with reduced prices.
b) Services
Evaluation of bids for acquisition of services such as consultancy services and the likes as well as
service of consulting for engineering shall pass the technical and financial evaluation procedure
as follows:o The total score of points for technical proposals and financial proposals are 80%
and 20% respectively.
o Technical Proposals will be evaluated against the following criteria:
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Relevant experience;
Appreciation of the task;
Past performance;
Management and technical skills;
Methodology
Adequacy of work plan & Schedule
Qualification and Experience of Team Members
Management capability
Firms whose total technical stands at 60 out of 80 points (which is 75% of
the score earmarked for technical issues) shall be considered technically
responsive.
Accordingly, their financial proposals will be evaluated. Firms that qualify
technically shall be officially invited either by writing or verbal for
opening of their financial proposals.
Financial proposal will be evaluated as follows:
The least bidder shall be given 20 out of 20 points.
The financial scores of all other bidders shall be proportionally
determined relative to the least bidder. i.e
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This can be objectively determined as indicated in the example in the
below table:
No

Bidder

Price

Scores

1.

Bidder X

55,000.00 45,000/55,000 X
20= 16.36 points

2.

Bidder Y

45,000.00 45,000/45,000 X
20= 20 points

3.

Bidder Z

Remark

Full mark for the
Least Bidder

50,000.00 45,000/50,000 X
18 points

o The total score is the sum of the scores for technical proposal and financial
proposal.
o A bidder who has the highest total score shall be the winner of the bid.
o The results of the bid shall be announced in writing. ECYDO shall write a letter of
award to the winner and invite them for contract negotiation. It will also write a
letter of regret to all competing but losing bidders.
o ECYDO shall negotiate and sign contract with the winner.

12. Payment for Procurements
Financial Matters related to the purchase of goods/services shall be handled by the
Administration and Finance Unit/Department. Suppliers’ invoice will be sent directly to Finance
for settlement. Administration and Finance Unit/Department shall be responsible for
ascertaining that goods are received as ordered and services as required. The finance
department has to make sure that the following documents are attached with the payment
voucher:
o Invoice
o Store receiving voucher( if it goods) and hard and softcopy of the output/report
for consultancy service
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o Purchase request
o Goods or service agreement(optional)
o Budget requesting letter or payment request form

13.Form of Communication
All communications between parties of the procurement (Applicants, Bidders Suppliers,
Contractors, Consultants and public bodies) shall be in writing. The purpose of this is to ensure
all communications between the parties are legally binding communications, indicated by the
signing of the communication by the sender or an authorized officer/nominee of the sender.
Verbal communications and information displayed on a website or transmitted by electronic
mail or facsimile shall be confirmed in writing either by the organization or by the Applicant,
Bidder, Supplier, Contractor or Consultant. The sender or an authorized nominee of the sender
shall sign all communications.

14. Right to complain by bidder
Some of the typical circumstances under which a formal complaint may be lodged in tender
process may include:
i)

Advertisement procedures not properly adhered

ii)

Tender documents not ready when the advertisement was published by the
organization or not available when requested by a potential bidder

iii) Failure to respond promptly to a request for clarification from a potential bidder
iv) Technical specifications that are not generic or are framed in such a way that only one
or a select number of bidder can meet them
v)

Failure to open the bid as stated in the advertisement of invitation or improper
conduct at the time of tender opening

vi) Mishandling of bids received from bidders resulting in the opening of one or more
tenders before the specified time that causes either a loss of confidentiality or an
actual failure to open a tender at a public meeting
vii) Failure to open all bids received prior to the submission deadline
viii) Any attempt by the organization and its staff to “negotiate” with the successful
tenderer without giving equal opportunity to all tenderers prior to an award
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ix) Possible corrupt or collusive practices giving advantage to a competitor

15. Maintaining a List of Suppliers
It is useful to compile a list of suitable suppliers for frequently required goods or services as this
helps to ensure that eligible suppliers are invited to bid in a fair and open manner. It also
reduces the time required for sourcing a supplier each and every time a purchase is made. The
following points should be taken into consideration in compiling and maintaining a suppliers’
list:
i)

The criteria to be used in determining the addition of any suppliers to the list should
be well-defined and should ensure that they are able to provide the goods or services
of the required standard at a competitive price. Suppliers who no longer meet these
criteria or have a poor performance record should be deleted from the list.

ii)

If it is decided to invite a number of suppliers on the list to bid, the method of
selection should be specified to ensure equity (e.g. by rotation).

iii)

Periodical reviews should be conducted to evaluate whether any existing suppliers
should remain on the list, having regard to their record of performance and
responsiveness to invitations to tender or quotation. Any new qualified suppliers
should also be added to the list.

iv)

The list should be approved with adequate justifications preferably by a panel of staff
or a senior staff member.

16. Property/Supplies Management
i) Inspection and Receipt of Purchased Goods/Material
The Store Keeper/Supplies Officer/any responsible personnel for the job shall inspect the
materials brought to the stores, check their contents in detail and record their receipt after
ensuring that they are in accordance with the purchase order specification and shipping
document /delivery order/ in terms of both quality and quantity. After determining the quantity
and quality of the goods received in relation to the carrier's and supplier's documents as well as
in relation to purchase order, the receiving report is finalized. The goods are then taken
promptly into the stores in the case of stock items, while in the case of non - stock items; they
are immediately delivered to the end user department.
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ii) Storage facilities
All materials shall be easily accessible. Special storage facilities should be provided, where
necessary, for toxic, inflammable and combustible materials, for items requiring temperature
and humidity control. Special attention should be given to the provision of fire extinguisher in
storage areas. The storage facility should ensure the following: Ease of physical counting of materials.
 Minimization of deterioration and pilferage of materials
 A reduced need for materials handling equipment
 Efficient utilization of space.
 Flexibility of arrangement of storage space.
 Efficient service to user departments.
 Easy access to materials in the store.
iii) Stores Record
Bin card /bin tag/ records shall be maintained and located on or near the relevant materials.
Values do not require to be maintained as these are completed by Finance.
iv) Issue
Materials shall only be issued on the basis of store requisitions duly signed by head of finance &
administration unit/department or Administration Assistant
a)

All issues of stock items are made against a Store Requisition /Issue Voucher which
shall be completed by the requesting unit and duly approved by an authorized signatory.

b) Requisition for stock items should normally be submitted at least one day earlier before
the goods are required.
c) Requisitions for withdrawal of office supplies and stationary from the store for the
purpose of building section-specific stock shall not be allowed. The storekeeper/supplies
officer/material controller uses common sense to determine the quantities of materials
to be issued against a properly authorized requisition. S/He consults with the concerned
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department /services and uses his judgment in order to avoid depletion of the stock
balance in the store as well as unnecessary storage in departments.
d) A gate pass shall be issued for all store materials being taken out of the premises where
the store resides.
v) Physical Inventory/Verification
A periodic physical inventory/verification on all stock items shall be conducted and such
verification shall be made frequently for few selected items valuable goods/items and
reconciled against the corresponding inventory records. The physical inventory shall include a
check on the condition of materials.
Before starting the annual physical count, the following preparations should be undertaken.
a) Issue an appropriate stock taking outline or plan of action
b) Check that the goods/ items in the store are organized in a neat manner and that
adjacent items are properly separated,
c) Damaged, broken and expired item should be stored separately in a convenient way for
the count;
d) Stock taking sheet (on which to record the counts) should be prepared
e) An orientation meeting is required for those involved in the count. The forms, count
procedures, recording procedures and the role of the team should be covered.
vi) Receipts
a) All incoming goods on the basis of purchase order placed by procurement and/or
donations are delivered to and received by the stores using a serially pre-numbered
store receiving memo (goods receiving note) form.
b) All receipt of goods is made with at most care in a designated receiving area of the
store. The goods are inspected for damages, shortages, or for operational defects and
all efforts are made to detect discrepancies while the goods are in the receiving area.
This will enable easier identification of where a discrepancy has occurred for the
subsequent apportionment of responsibility and processing of claims.
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c) A copy of the goods receiving note (stores receiving memo) is promptly forwarded to
Finance to enable timely payment to supplier.
d) Store Keeper/Supplies Officer/Material Controller to whom goods are delivered against
request shall sign for receipts of goods.
e) All receipts of materials directly from a supplier or any other sources are made against
the issue of the serially pre- numbered goods receiving note (store receiving memo).

17. Procurement monitoring & documentation
The Procurement Committee must keep procurement documents in proper order. Procurement
files shall be kept for at least 5years. The following are list of documents that has to be kept














Pro forma/proposals
Letter to unsuccessful tenderers
General Advertisement Short list of the suppliers/consultants/contractors (if any)
Distribution plan (if necessary and if it is distribute for beneficiaries)
Purchase sequestration and Purchase order
Tender/Bid evaluation result /report
Minutes from tender opening
Evaluation report
Letter of Award
Letter to unsuccessful tenderers
Copy of Performance guarantee (if applicable)
Invoice/receipt
Correspondence with donor on procurement related issues
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Annex
Eshet Children and Youth Development Organization (ECYDO)
i) Purchase Requisition
Date ____________________
No _____________________
Item
Description
No

Prepared by _____________________

Unit of
measure

Qty

Store Req.
No

Authorized by ___________________

Distribution
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Remark

Original - Accounts

2nd copy - store

1st copy - Purchaser

3rd copy - pad

Eshet Children and Youth Development Organization (ECYDO)
ii) Request for Quotation
M/S ____________________
Dear Sir:
Please quote the price for the items listed below and submit your quotation in a sealed/ waked
envelope before _________________________.
Item
Description
No

Unit
measure

of

Qty

Please ensure that your quotation cover the following
1. Price per unit
2. Terms of payment
3. Packing
4. Validity of offer

Unit price

Remark

ESHET CHILDREN AND YOUTH DEVELOPMENT ORGANIZATION (ECYDO)

5. State the net weight and gross weight
Please also send samples/ brochures for items quoted.
Name ______________________ Signature ______________ Date _________

Eshet Children and Youth Development Organization (ECYDO)
iii) PURCHASE ORDER
No. __________________
Date _________________
Our Ref: ______________
Your Ref. _______________________
To

_______________________

Please supply the following goods as per your Performa invoice no. ________________
Dated __________________
Item
Description
No

Unit of
Qty
Measure

Unit
price

Total
price

Total
Terms of Delivery __________________
Time Delivery

__________________

Terms of payment __________________
_______________________
_____________________
________________
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Prepared by

Approved by

Date

Distribution:Original - Supplier

2nd copy - Purchase

1st copy - Account

3rd copy - pad

Eshet Children and Youth Development Organization (ECYDO)
iv) GOODS RECEIVING NOTE
No ______________________
Date _____________________
Supplier _______________________

Purchase Requisition No. __________________

Supplier Invoice No. ______________ Purchase order No. _____________________
Item

Code

No.

No.

Unit
of Qty
measure

Description

Approved by _______________________

Unit
price

___________________________
Checked and Received by

Distribution
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Original - Account
1st copy - Purchase
2nd copy - Store
3rd copy - pad

Eshet Children and Youth Development Organization (ECYDO)
v) STORE REQUISITION VOUCHER
Date __________
No _________
Requesting Department ________________________________________
Item
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Requested by _________________________ Approved by _______________________

Eshet Children and Youth Development Organization (ECYDO)
vi) STORE ISSUE VOUCHER
Date _________________________
ISSUED TO _______________________

Item
Description
No

No __________________________

Object
code

Quantity Issued

Cost

Unit

Unit

Qty

price
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Amount
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Issued by _______________________

Received by Name __________________

Store keeper

Signature __________________

Distribution
Original - Account

2nd copy - Requestors

1st copy - Store

3rd copy - pad

Eshet Children and Youth Development Organization (ECYDO)
vii) BIN CARD
Group _______________________

Page No. ________________________

Item _________________________

Card no. _________________________

Location ______________________

Measurement Unit _________________

GRN
Date

SIV

Quantity

Description

Remark
No
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Eshet Children and Youth Development Organization (ECYDO)
viii)

GATE PASS

Name _____________________________________________
VEHICLE NO: ____________________ DRIVER __________________________
ITEM: __________________________________________________________________
__________________________________________________________________
FOR: ___________________________________________________________________
___________________________________________________________________

AUTHORIZED TO LEAVE ECYDO COMPOUND
Administrative Assistant
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ix) Invitation to Bid
Place and Date
Procurement Reference Number:
1. The having legal address at

P.O. Box:
Street Address:
Town/City:
Post Code:
Country:
2. The now invites sealed bids from eligible and qualified bidders for.
3. The delivery period is.
4. Bidding will be conducted through the - and is open to all bidders from Eligible Source

Countries as defined in the Bidding Documents.
5. Interested eligible bidders may obtain further information from and inspect the Bidding

Documents at the address given below from.
6. Qualifications requirements include. A margin of preference for goods manufactured in

Ethiopia and local companies engaged in construction or consultancy services be applied.
Additional details are provided in the Bidding Documents.
7. A complete set of Bidding Documents in may be purchased by interested bidders on the

submission of a written Application to the address below and upon payment of a nonrefundable fee or in. The method of payment will be [. The Bidding Documents will be
sent by.
8. Bids must be delivered to the address below at or before [. Late bids will be rejected.
9. Bids will be opened in the presence of the bidders’ representatives who choose to

attend in person at the address below at.
10. All bids must be accompanied by a Bid Security of or an equivalent amount in a freely

convertible currency.
11. The reserves the right to reject any bid and to annul the bidding process and reject all

bids at any time prior to contract award, without thereby incurring any liability to Bidders.
12. The address referred to above is:
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x) SAMPLE LETTER OF NOTIFICATION OF AWARD FORM
Date
Procurement Reference Number:
To:
Subject: Notification of Award Procurement No.
Dear Sir/ Madam,

This is to notify you that your Bid dated for execution of the for the accepted total contract amount of
the equivalent of , as corrected and modified in accordance with the Instruction to Bidders is hereby
accepted by the For the due performance of the Contract, you are requested to furnish the Performance
Security within fifteen (15) days from signing the contract in the amount of , using for that purpose the
Performance Security Form included in Section 9 of the Bidding Document.
This Notification of Award doesn’t constitute a contract between you and. A contract shall be deemed to
have been concluded between you and only where a contract containing detailed provisions governing
the execution of the procurement in issue is signed by both parties.
Please acknowledge receipt of this letter of notification signifying your acceptance.
You may contact the officer whose particulars appear below on the subject matter of this letter of
notification of award.

SIGNED for and on behalf of
Authorized Signature: Name:
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