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1.0      INTRODUCTION

This Purchasing Policy and Procedures Manual sets forth requirements and guidelines to assist MWOK HO in managing and performing Purchasing activities.  It is the responsibility of every staff who need to purchase goods and services on behalf of MWOK HO to be aware of and to follow these and all applicable MWOK International purchasing policies and procedures. It is imperative that the procedures outlined in this manual are strictly followed by MWOK staff to ensure that purchasing decisions are fully and transparently documented.  All Purchasing transactions must result in the selection of a contractor or vendor whose bid is the most advantageous to the MWOK HO’s goals and objectives.  Solicitations for goods and services are to be based upon a clear and accurate description of the technical requirements for the materials, product or service to be procured. This Manual reflects the MWOK HO International Office Purchasing Policies, which all MWOK HO National Offices must comply with.  

1.1 PURPOSE


The purpose of this Purchasing policy shall be to:

1.1.1   Provide specific and general guidelines in the Purchasing process as part of the overall internal control structure.

1.1.2   Localize the MWOK HO International purchasing policies into MWOK HO context with due consideration for relevant compensating controls.

1.1.3   Provide policy scope for Audit tests with respect to Purchasing.

1.1.4   Introduce a tool for enhancing the achievement of the ‘value for money’ objective for MWOK in the Purchasing process.

1.1.5   Institute a management tool for better decision making and overall management.

1.2 POLICY

1.2.1 Purchases must be made on a competitive basis, free of any conflict of interest, and with proper approval prior to purchase.

1.2.2 Any exceptions to the purchasing policy must be properly approved and documented prior to purchase.
All purchases made for travel shall be done in accordance with the Corporate Travel Policy 

1.2.3 Proper internal controls will be maintained to ensure only valid and authorized payables are paid and recorded in compliance with applicable laws and regulations. 

1.2.4 Purchases must have a valid business purpose and proper approval.

1.2.5 Payment by cash is generally discouraged.

1.2.6 Specific donor procurement procedures if different from MWOK HO’s, will be given   due consideration as per terms of donor agreements signed and additional documentation provided as needed. 
1.2.7 All procurement shall be carried out within the context of MWOK HO Code of Business Conduct and ethics. 
1.3 DEFINITION OF TERMS
1.3.1    Goods: Goods are defined as tangible property that has a monetary value and to which, after purchase, the organization that has purchased the goods retains legal title for a period of time or uses such goods in its day-to-day activities.

1.3.2    Services: Services are defined as the useful activities that do not produce tangible assets. Services mean any object of Purchasing or disposal other than works and supplies, and include professional, non-professional and commercial types of services like consultant studies, catering, hall rental as well as supplies and works which are incidental to, but not exceeding the value of those services.

1.3.3 Works: mean any work associated with the construction, reconstruction, demolition, repair, or renovation of a building or structure, on the surface or underground, on and underwater, and includes the preparation, excavation, erection, assembly, installation, testing and commissioning of any plant, equipment or material, decoration and finishing.

1.3.4 Supplies: means goods, raw materials, products, equipment or objects of any kind and description in solid, liquid or gaseous form which are used as ‘consumables’ in the day to day activities of MWOK  HO such as cleaning products, fuel, stationary etc. They may also be in the form of electricity or intellectual and proprietary rights as well as works or services incidental to the provision of those supplies where the value of the works or services does not exceed the value of the supplies.

1.3.5 Provider: means a natural person or an incorporated body including a consultant, contractor or supplier licensed by competent authority to undertake business activities.

1.3.6 Specifications: means the description of an object for Purchasing (or disposal) in accordance with national and internationals standards adopted and approved by the Authority, after consultation with other appropriate trade associations and professions, the use of which shall be mandatory in all bidding documents.

1.3.7 Solicitation documents: means bidding documents or any other documents inviting bidders to participate in the Purchasing or disposal proceedings; and includes documents inviting potential bidders to pre-qualification or standard bidding documents immediately prior to purchases/disposal processes.

1.3.8 Tender: means “bid”

1.3.9 Bid: means an offer to provide (or in the case of disposal to acquire from MWOK) works, services or supplies or any combination thereof, and shall include pre-qualification where applicable.

1.3.10 Pre-qualification: means a screening process designed to create a list of capable providers or service providers so that subsequent invitations to bid can be restricted to capable providers.

1.3.11 Bidder: means a physical or legal person intending to participate or participating in public Purchasing (or disposal) proceedings

1.3.12  Bid Notice: means any advertisement by which eligible providers are invited to submit written offers to provide (or acquire) works, services and supplies, or any combination of them in case of Purchasing and disposal respectively.

1.3.13  Purchasing: means acquisition by purchase, rental, lease, hire purchase, licence, tenancy or any other contractual means, of any type of works, services or supplies or any combination.
1.3.14 Purchasing process: means successive stages in the Purchasing cycle including planning, development of specifications, choice of selection procedure, measures to solicit offers from bidders’ examination and evaluation of those offers, award of contract, and contract management.
1.4 RESPONSIBILITIES

1.4.1
It is the responsibility of the Procurement Committee and all individuals serving as purchasing officers to process purchase requests in accordance with approved policies and procedures.
1.4.2   
Employees initiating a purchase procedure must ensure that required approval is obtained.
1.4.3   

Authorized persons with the written mandate to authorize and review any procurement transaction shall ensure that required documentation is available and accurate, that it is budgeted for, that there is a need for the purchase, and that the purchase request meets all requirements set forth in approved policies and procedures. Only staffs that have been given approval authority may commit MWOK HO to a purchase order or other form of contract. The Executive Director shall have the authority to appoint persons who give approval to procurements at any time.

1.4.4 
 Approval Levels: shall be approved by the Executive Director. 
2.0         THE PURCHASING FUNCTION  
2.1 Persons and Committees participating

2.1.1    Procurement officer

Responsible for the National Level purchases in accordance with applicable policies and procedures. 
2.1.2    Procurement Committee
The Head office Procurement Committee is to be composed of the following persons, appointed by the Executive Director, to serve for a period of One year:
· Chairperson
· Vice Chairperson

· Secretary (The procurement Officer)

· Nominated members
2.1.3 Terms of Reference for the Purchasing Committee
a. Periodically evaluate, review and recommend for Executive Director’s approval, the pre-qualified suppliers list. 

b. Approve bid solicitation documents

c. Open sealed tender bids

d. Evaluate bids/quotes and select the best possible supplier as per the authorization matrix 

e. Ensure that the purchases carried out by the committee are carried out in line with the organisation’s Purchasing policies and procedures.

f. The Committee may seek such competent and technical advice whenever it requires it

 2.2
Purchasing Planning


All HODs shall cause the preparation of a procurement plan at the beginning of each financial year for submission to the HR & Administration. All procurement plans will be based on approved budget for the department and contain both specifications for items to be purchased as well as a timeline of when the items will be required. 
2.2.1
  Legal provisions


MWOK HO shall put into consideration all relevant Ugandan legal implications in the Purchasing process.  This should be reflected in the key documents such as the Local Purchase Orders (LPOs), express contractual agreements stating the terms, conditions and obligations of each party in the Purchasing contracts. 
2.3    The Purchase Process
2.3.1 Approval and Authorisation Levels 
          The tables below will be referred to from time to time in describing the procurement process.
Table 1:

	Threshold ( in USD or equivalent in UGX)
	Minimum Documents Required to Procure
	       Approved By

	Up to $100

	· Requisition Form

· Receipt
	· Line manager/Supervisor

	$101 - $200

	· Requisition Form

· Receipt
	· Line manager/Supervisor

	$201 - $1,000

	· Requisition Form

· Receipt
	· Line manager/Supervisor
· Senior Program Manager

	
	· 3 quotes/ Proforma Invoices after the procurement committee selection
	· Program Manager

	
	· LPO

· Contract
	· Program Manager

	$1,001 - $2,000
	· Requisition Form

· Receipt


	· Finance Manager
· Human Resource Manager

· Project Manager 

	
	· 3 quotes/ Proforma Invoices after the procurement committee selection
	· Program Manager

· 

	
	· LPO
· Contract
	· Human Resource Manager


	$2,001 - $10,000


	· Requisition Form

· Receipt
	Program Manager

	
	· 3 quotes/ Proforma Invoices after the procurement committee selection
	· Executive Director


	
	· LPO
· Contract
	· Executive Director


	$10,001 - $20,000


	· Requisition Form
	· Executive Director

	
	· 3 quotes/ Proforma Invoices after the procurement committee selection
	· Executive Director


	
	· LPO
· Contract
	· Executive Director


	$20,000 - $100,000
	· Requisition Form

· Receipt
	· Executive Director


	
	· 3 quotes/ Proforma Invoices after the procurement committee selection
	· 

	
	· LPO

· Contract
	· 

	· $100,000
	· Requisition Form

· Receipt
	· Executive Director


	
	· 3 quotes/ Proforma Invoices after the procurement committee selection
	· 

	
	· LPO
· Contract
	· 


2.3.2    Needs Identification Template and procurement Planning
Needs are anticipated and identified during the budget planning period, by all departments. Identified needs whose budgets have been approved are recorded on Needs Identification template (NIT) (APPENDIX 1), and forwarded to the HR & Admin department at the beginning of each financial year, for the procurement planning process.
2.3.3    Purchase Requisition (PR)
Based on the procurement plan, budgets and approved work plans, Formal written Purchase Request (PR) - APPENDIX 2, is raised by the user. PRs are authorized according to Table 1. and approval levels shall be strictly observed. Finance review: Duly completed PRs will be subjected to a review by Finance department to determine compliance to policy, procedures, budget availability, accuracy and reasonableness of estimated costs, and forwarded to the Procurement Officer.
2.3.4    Soliciting for goods and services
Solicitation for goods and services (requests for bids/quotation) should provide for all the following:

a) A clear and accurate description of the technical requirement for the material, product or service to be procured. In competitive Purchasing, such a description shall not contain features, which unduly restrict competition.

b) Requirements which the bidder/offeror must fulfil and all other factors to be used in evaluating bids or proposals  (see the section below entitled “Evaluation of Alternative Vendors” for examples of applicable criteria) 
c) A description, whenever practical, of technical requirements in terms of functions to be performed or performance required, including the range of acceptable characteristics or minimum acceptable standards.

d) The specific features of “brand name or equal” description that bidders are required to meet when such items are included in the solicitations.

e) A description of the proper format, if any, in which proposals must be submitted, including the name of MWOK personnel to whom proposals should be sent. 
f) The date by which proposals are due. 
g) Required delivery or performance dates/schedules. 
h) Clear indications of the quantity(ies) requested and unit(s) of measurement
 For goods valued at US$200 or less no quotes will be required but service contracts will be                         needed. Refer to Table 1.

Dependent on the level of procurement, the procurement officer upon receiving the approval, does one of the following:

a) Place an order with pre- qualified suppliers – referring to the existing data base.
b) Solicit a minimum of three quotes from the market for purchases over US$200 using a standard Request for Quotation Form Appendix 3. For procurements between US$2,000 and US$10,000, written quotations shall be received as quotation/bids. 
c) Consult with Procurement Committee about placing an advert for a tender/Bid. The Bidding process must conform to the following procedures:
i. The threshold to solicit for new Bids/Tender is $10,000) i.e. procurement should not be limited to the pre-qualified supplier lists.
ii. Only sealed and written Bids must be submitted. A written bid can be in the form of a supplier-initiated fax, e-mail, letter or document

iii. MWOK staff who conduct a bid process must clearly state in writing the scope of work to be performed or the item(s) to be purchased.
iv. All written bids must be secured before closing date/time and before the Purchase Order is issued. Sealed price quotations must be given to MWOK HO in confidence and may not be revealed to any other supplier or unauthorized persons.
v. The procurement committee will open and review the submitted sealed bid documents. The threshold for the Committees review will be from US$10,000 and above.
vi. Bid opening proceedings will be minuted by the procurement Committee secretary and reasons for selecting a specific supplier given.

2.3.4.2 For Consultancy services, the Procurement Officer (equivalent) will liaise with the staff who will supervise the Consultant to prepare a draft Terms of Reference for the Consultant followed by a contract using a template Appendix 6. 

2.3.5  Pro-forma Invoice Analysis (PIA) or Cost Analysis
a. Quotations and Bids received are analysed by the procurement officer, procurement committee and any other authorized person, on a standard PIA Form (appendix 4).
b. The PIA Analysis will consider compliance to specifications as per approved RFP, evaluate quotations for cost-effectiveness and related issues, the comparison of price quotations submitted, market prices and similar indices inclusive of delivery schedules, availability, vendor integrity, record of past performance, financial, technical resources or accessibility to other necessary resources and the potential ability of the vendor to deliver the proposed Purchasing in a timely manner

c. Completed Pro-forma Invoice Analysis (PIA) forms are approved in accordance to Table 1 above and forwarded for the preparation of Purchase order by the procurement officer. 
d. The procurement officer will forward the completed PIA Form to Finance Department for review. The PIA Form will have attachments of the RFP, and solicitation for Quotation, 3 Proforma invoices/Quotes, and signed Minutes of the Biding process.
2.3.6 Possible Scenarios in the Bid Solicitation and Analysis process
(a) Lowest Bidder:

When at least three bids are received, which indicate the minimum requirement for competition, all things being equal (i.e. the bid meets all specifications and terms) generally the lowest bid is accepted, this is sufficient justification for awarding the contract to supply the goods or services.

(b) One quote:

When quotations are solicited and only one bid is received, which does not meet the minimum requirement for competitiveness, a determination must be made if the specific time limit for the quotation process should be extended past the end date.  If it is determined that it would not serve the MWOK HO Office needs to extend the specific time limit for the quotation process, a detailed justification for awarding such a contract to the sole bidder must be included in the PIA.

(c) Non-Selection of Lowest Bidder:

In some instances, it may be determined that the quotation that is to be selected is not the lowest bidder among bids received.  Such a determination may be based on concerns about the responsiveness or abilities of the vender(s). There may also be concerns about a vendor’s ability to perform successfully under the terms and conditions of a proposed procurement.  Such concerns must be clearly documented with specific examples or indications as to the concerns.  In the final analysis, the vendor selected would be the one whose service is the most advantageous to MWOK HO.
(d) Sole Source Purchasing

A sole source is one in which an item or service can only be purchased from one supplier making it impossible to obtain competitive bids.
Reason for Use of Sole Source for Purchases

Purchasing without competition is authorized under limited conditions and subject to written justification documenting the conditions which preclude the use of competition. If the Purchasing Officer determines that there is only one source that will satisfy the requirements and/or circumstances present, the Purchasing Officer may negotiate and award a contract without competition to the sole source. However, sole source Purchasing should be avoided as much as possible except in circumstances where it is both necessary and in the best interests of the Field Office. 
Documentation

The Purchasing Officer, as recorder for the Purchasing committee (if applicable), shall make the written recommendation for the purchase of the item(s) requested from a particular supplier/vendor etc on behalf of the Committee. 

The justification memo must include the technical and/or commercial characteristics, uniqueness, operational compatibility or other pertinent information that make it impractical or impossible to competitively bid. Reasons of convenience and/or expediency alone are not sufficient reasons to by pass the competitive bidding process. 

2.3.7 Placement of Local purchase orders and award of Contracts

The LPO is a binding agreement between MWOK HO and a vendor and must clearly state the obligations of the vendor, the costs of supplying the goods and/or services, and the delivery schedule.  It also evidences the terms and conditions of contractual agreements. The LPO must be completed in a manner to supply sufficient detailed information that clearly identified the obligations of the MWOK HO and the vendor. It is serially pre - printed and prepared in triplicate: 

· The original Copy for the Vendor,

· The second copy to be attached to the invoice & signed delivery note. These are forwarded to Finance for payment and,
· The third copy is a book copy.

After completing the LPO, The procurement Officer will forward it to the Finance Department for review and respective authorities for authorization (Refer to Table 1 for authority levels)
Note:
 i. There may be particular situations where this template may be modified depending on the nature of the consultancy.  In such a case, the staff will propose modifications as necessary in his/her draft. The draft may pass through a review by MWOK Legal counsels. 
ii. Once agreements are reached between MWOK HO and the consultants on the terms and conditions contained in the contract, it will be submitted for signature to the relevant signatories.
iii.  Due to the legal nature of contracts, all contracts will be signed exclusively by the Executive Director, unless he/she explicitly gives written instructions otherwise. 
iv. Should the supplier require advance payment, MWOK should only allow up to 40% of the value of the services/goods. If it is necessary to make advance payments above the 40% limit, prior approval of the Executive Director must be sought. 
v. Contracts will be prepared in duplicate (minimum requirement), one copy for the vendor and the second to be used as accountability in the Finance Department while a copy is retained in a contracts file by the HR & Admin  department.(Procedure For Further review)
vi.  The Contract is signed by the Executive Director, a copy will thereafter be sent to the consultant. 
2.3.8 Procurement Status Reports

Following the approval of the LPO, the Book copy will be used by the Procurement Officer to generate the Purchasing Status Report (PSR) - see APPENDIX 10, which is a monthly status report on all purchase requisitions that have been submitted to the procurement Unit. 

2.3.9 Receipt of Goods
Goods will generally be received by the Administrative Officer. If receipt of the   goods requires technical support the receiver shall obtain it BEFORE accepting the goods because receivers must verify goods meet specifications, quantity is correct and quality of goods supplied at the time of delivery is of acceptable standard. 
            The receiving person will sign off the delivery documents and also stamp them RECEIVED.

Whenever stationary or similar supplies are received, they will be registered in the store’s stock cards. Assets received will be registered in the Asset Inventory Data-base that is maintained by the Administrative Officer.

Upon receipt of equipment, these should be installed, and tested as soon as possible. This type of equipment must be checked by a technically competent person/user who will endorse the delivery paper. Damaged goods, goods that do not meet specifications should be rejected and handed back to the supplier for replacement within 3 days after notification. Failure to do so, a debit note will be issued to the supplier for the invoiced value of the rejected item/s. The debit note will be approved by the LPO approver.
2.3.9.1 Return Policy
Be familiar with the return policy for the equipment ordered. As part of the contract, generally, vendors will be asked to provide a 30-day return guarantee for defective items in which all qualifying returns must be made. After this time period, the vendor is under no obligation to accept returned merchandise. In case there is no such guarantee receivers should be doubly sure to inspect the goods before receipt.
2.3.9.2  Equipment Warranty
Staff should be should be familiar with the warranty agreement for the equipment ordered. All warranty repairs must be made during the specified period. Otherwise the vendor is not responsible for inoperable equipment. A central log of warranty periods/coverage will be maintained by the administrative Officer. The warranty log will be sent out to all staff at least twice a year. 
2.3.9.3 Delivery of Items to Field Offices
If items are receipted at MWOK office in Kampala or Field Office and have to be delivered to another location, a waybill is required, (APPENDIX 8) for the transfer. This should be prepared in Triplicate. The original copy should be retained by the originator of the transfer. The 2nd copy should be retained by receiver in the field Office who received the items, for their files. The 3rd copy shall be kept by the transporter.

2.3.9.4 Distribution of Items to Beneficiaries

If the items are to be delivered to beneficiaries, a distribution list should be prepared in 2 copies. Please see APPENDIX 9 for standard form.

A copy of the list should be returned to the Procurement Officer to on-forward to Finance to attach to the payment voucher of the items purchased for distribution.

3.0       PURCHASING AUTHORIZATION PROCEDURES FOR ASSETS

3.1  Assets Definition 
Assets for this purpose shall include all tangible and intangible assets, whether to be capitalized or expensed. As examples, software, or software licenses are assets. So are equipment or material that is to be immediately expensed in accordance with the conditions of a grant funding their acquisition. The value of an item to qualify as an asset is usually $ 5,000 or more. However, some assets have a lower value e.g. all motorized vehicles are assets regardless of price.

Table 2: Authorized technical Contact

	Item
	Authorized Technical Contact

	· Vehicles (excluding people powered items such as bicycles, motor bikes and other items above USD 5,000) 

· Electrical generators above USD 5,000 or equivalent
	· Executive Director/or his designates
· Head of Programs /or his designates 

	· Satellite Communication Equipment (Excluding sat-phones)

· IT network components, such as routers, switches, satellite uplinks, etc (Excluding items < USD 5,000 or equivalent)

· Video Conferencing Equipment for full frame video (excluding net cams)

· Servers or storage devices > USD 5,000 or equivalent

· All IT equipment and software, regardless of value (excluding IT supplies such as print and toner cartridges, blank CD’s etc)
	· Executive Director /or his designates
· Head of Programs /or his designates 

	· Real Estate
	 Senior Management




3.2      Acquisition Value
The acquisition value is the total cost to acquire the asset.  It includes, the acquisition cost and where applicable, duties, sales or value added taxes, import fees etc.

3.3 Purchase of Real estate (including land and buildings) 

These procurements shall be approved by the MWOK Board of Directors and / or Senior Management.

3.4 Miscellaneous

If a number of smaller assets are bought for one purpose in approximately the same time period, they must be combined for the purpose of authorization.  For example, if a newly established office buys 20 computers at $1,000 equivalent each, an authorization for the combined $20,000 is required even though each individual computer would not require authorization under this policy.  Conversely, splitting asset transactions into multiple smaller ones for the purpose of bringing them below any particular authorization limit under this policy is prohibited.

It is not the intent of this policy to imply that no authorization is required for assets with a value under US$5,000.  

4.0       OTHER PROCUREMENT PROVISIONS 
4.1        Prequalification of Service Providers
The procurement committee will undertake a pre-qualification exercise of suppliers every two years.
4.2
Supplier Evaluation

All suppliers shall be assessed using an agreed eligibility criteria for the supplies category e.g. stationary, cleaning supplies, fuel, routine vehicle maintenance spares for inclusion in the supplier Databank list maintained by the Procurement Officer.  This is intended to provide reasonable assurance that MWOK HO is dealing with capable and legally existing companies/suppliers.  

The following criteria are examples

· Business profiles that show the past, present and future capacities, Company registration, Tax compliance certificates, valid trading license & Verification of physical address etc.
4.3
Changes to the Local Purchase Order
Any changes to the purchase order should be effected in writing. An approved purchase order should be sent to the supplier with details of the changes. Cancellation of orders in part or their entirety must be in writing. This must be handled carefully as the vendor/supplier can refuse to complete the contract at the price quoted for the original one or insist on the original contract being honoured.
4.4       Record Retention

Procurement documents must be maintained in accordance with the MWOK document retention policy i.e. 7 years. 

4.5
Disqualification of Supplier(s)
Where it is discovered that a supplier is no longer competent enough to carry out business with MWOK or has cheated MWOK projects, such a supplier will be scrapped from the list of all potential current and future suppliers.

The following shall be grounds on disqualification; 

a. Where there is a substantial conflict of interest between MWOK HO staff and the supplier or Supplier Company.

b. Where it is discovered that the supplier has had MWOK HO insider information and the transactions have become questionable.

c. Where the supplier goes into receivership or liquidation and the legal existence is lost.  In this case it will be very risky for MWOK HO to deal with such suppliers in the performance of the contract.

d. Where the supplier persistently supplies substandard or questionable goods/items/services which lead MWOK HO to incur losses.
e. The supplier has cheated MWOK HO or its Affiliates by failing to complete or reneging on contracts, taking MWOK HO to court for cases which MWOK HO has sought to settle things amicably and fairly. The Procurement Officer will keep a black list of these suppliers and update it based on instruction from the SMT.
4.7
International purchases

MWOK HO, shall assess the cost-benefits of procuring locally and internationally (outside Uganda). The greater gain analysis will include; time frame when items needed, cost savings, quality and associated costs of administering the purchase, warranty and guarantee for servicing.

4.8
Printing
In order to maintain the MWOK brand, all printing work including that required by projects, will be centralized at the Head office in Uganda. Where the printing has not been done at the Head office in Uganda, consent must be sought from the Human Resource Officer (Manager). This includes critical ones like T-Shirts, Headed paper, etc. which display MWOK’s Logo. 

5.0
THE PURCHASING CYCLE-NATIONAL OFFICE

The following is the Purchasing cycle at the MWOK HO Head office in Kampala, Uganda (See figure 1.). This is the normal process of Purchasing. The numbering shows Head office in Uganda the sequential stage of each process. The Purchasing cycle at the Area will be similar to the MWOK HO Head Office in Kampala, Uganda with exception of the functions not applicable at the project.
1. Planning

2. Budget Approval
3. Purchase Request

4. Purchase Approval

5. Solicitation for Bids
6. Bidding

7. Analysis

8. Local Purchase Order

9. Receipt of Goods and Services

10. Approval of deliverables – Final Payment



=
6.0
CONCLUSION

To ensure a balance between good controls and flexibility, every provision has been inserted to ensure the policy becomes user friendly without compromising internal controls. Periodic reviews of this policy will be made. Please note that annual revisions may be made known through a memo and filed together with this policy document or put on shared folders or the MWOK HO website where available.
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