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Rel: MF lHOl15A3-2 12024

Dala'. 12 Apnl, 2024

OFFICE MEMORANDUM

Subject: MF Procurement end Logistic Policy

The set of guidelines on the above subject has been approved by lhe GeneralBody Meetng on 191h llne 2021

The revie$/ed policy will be etu from 12 March, 2024

we record our gratjtude and thanks to the General council and Execulive commitlee members ol MF for providing

necessary brieing and guidelines during finalizing this policy. Thanks to the MF staff for their suggest ons during

developing the policy.

Ou. heartiest thanks lo our Donor/Partner forlheir technic€lsuppo( for developing the policy.

This supersedes all other provisions guidelines and office orders on the subject

&r,
(Gobinda Gho3h)

Dlrector
M!hi Fc,r.daUon (MF)
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INTRODUCTION

1. lntroduction

1-1 Title of this policy
The Policy shall be called lhe MF Procurement and Logistic Poliry ofthe MF (Mukti Foundation)

'1.2. Background of the policy
Mukti Foundation is a Non-Government Organization (NGO). A small group of socially conscious youth deeply

hurl and moved by unjust social discrimination in respeGl of class caste' creed a gender in a bid to wage struggle

against a[ sorts of sociat injustice, came foMard to form this o.ganization. Mukti Foundation came into being in

1696 and subsequently registered with the NGo Affaks Bureau vide registration No 1391 dated 08 June 1999'

The organization is also registered with the Society Act Vide registration no. Satkhira_124 dated 11 April2005'
The orianiralion is al6o registered with the Micro Credit Regulatory vide registration No. 0000381 dated 23

Februt 2009. The orsanization is also registered rrith the Social welfare, Reg. No Satkhira_1092 dated on 10

November 2010.

ToGETHER: "Towards Greater Effecliveness and Timelness n Human(aaar Enrergency Response 'proiect is

funded by tvtatteser tniernational, Ger any. The goal of the projecl is to reduce the impact of disaste.s on local

poputations in countries of operalion th.ough localized. effective rapid and accountable human larran sssistance

ihe vision of the proiect is to promote equal, coraplemeniary partnerships betweea oca/ratonal NGOS and

international NGOS. The projecl objectives are to streflgthen the leading role of local/natronal NGOS in the

humanjtarian system ("local leadership") and the loca{izatron agenda al an intemalionel leve The ToGETHER

prograrn atso aimstoiranscend organizational boundaries and enable alllo€land internat onalpartnerc involved

io l6intty aevetop approaches to humanatarian challenges that they would not have b€en ab e to reallze on their

own to this extent and with this added value

To b.ing the positive change of livelihood like to get better education improve heaith safe water, deluge

environment, employmenl and lo establish righls to khash land of the poor through participation and

sUuhi

MF works wilh diverse stakeholders including poor and under privileged communiiy of the soc etv particularly (i)

the landless poor wage labours, {i}) poor marginal and small farmers, (iii) desliluie women paffculady lhe
widows. divoiced and abandoned who are the worst victims of gender biased sooety (v) dsable People&

Natural Digester aflecled people, (v) members of the economically and culturallv backward rellgion-ethnic
minority community specifcally the lower castes and out-castes, (vi) he share croppers and lhe poor engaged

in different professions.

ll may be mentioned here that during disasier (AILA) tirie Mukli Foundation responds to lhe need of the

distre;sed people irrespective of their economic conditon with speca preference to the poor Mukti

Foundation also worked in water and sanitation sector ln the $me way

1.2.1 Vision, Mission, Goal & Objectives

To establish a non-explicated, environmentally sound surplus and rights-based commun ty

9lP.ge
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Goal:

The goal of Mukli Foundation is to brdmote particjpalion self- relaanl, environmenbity sustainabtedevelopment of the poor to hetp them alteviale poverty and achieve then pit""ti"rlrrJ J.pr:*"r'rn"nt
Objectives:
The principarobjective ofMukti Foundation has been to worr towards their increased serf-reriance ofrurargrassroot people by the provision of:

r) Establrshing the rights ofthe poor ifl the socrety and make them self-rehant.ot unoenaktng devetopment activtttes for the ru.at poor irrespective o, religion, caste, creec, andgeoder
c) Alternatrve tnstt,tton butldtng t.e group formation, savings credit etc. for ihe resouace poor and
,, yi::l:?],:tl.91d 9:rnmunity-especialy destitute women, ranoiess pooi an;;;;;l;;"rr.o, AIevtate poverty through dtferenl,ncome generattonel Eradrcet,on of ittteracy.
fl rmprovemeflt of hearth, sanitation and n utrition 

.status of the under privrleged communty particurarry thewomen, tandtess poor, Famity members ffth drsaOiritres, rrooa arieJeJ'pe-oiG. ,rlge raoor. anA orrt-caste communit.
Ensuring human rights and emDowerment of resource poor, disable comrhunity & Flood affecled people.
Eradicelion of gender violencein the socierv
Sustainable utitization of naturat resource ani conservation ofbiodiversity: andProper util,zation of indigenous knowtedge jo ctevelopment activities_

On a nutshett Mukti Foundation is comm[red to assist the devetopment movement or the peoptecantered in the development perspectives

c)
h)

D

il

SJ Name of Registration Data
1 NGO Afairs Bureau 1391

2 Society Ad 1l Arril2m5
3 Mi6ro Credit Regutatory 0000381 23 FeEuay 2009
4 Social Welfa.e

10 t'lo/ernber m10

The-Generar Boov of I\,rF rs ihe hrgheat dec'sron-makrng body on beharf oI the Generar Dody the E{ecutrveuommnee takes lhe maror strateorc de.rs'6nr and provijes g;idetin;;ini OiiJa-.i in'" Or"aor is the CEOor MF and takes mator dac,sions r;rat,ng to regura;5p;;"I;-d;il ;;;;;;"";i ** - '
Key fuatu-es ot the governance towards transparency rnclude the followtnold. 're,€ are 2l members in the Generat Body of Muki Foundatron ;ho generaly meets once a yearL -re -embec or the Generar Bodv e'ed 7+;mo;" e;;i*ii i,ii'i,,iil"-iE61 tr tn" penoo or t*o

Mil'"r[" Ec 
"' 

o""" 
'n 

a qr'rartei to toor anir ttri;i;'G; ;i t# il];rl;'and takes necessary
c_ ln.case any changes are required to be made in the constitulion, an EGIV| needs to be called wjth. onor notrce a,ong w(h propoaed changes.d. Plorecl orooosal Annual Activtv Plan-and,Budget needs to be presented and apDroved by the EC.c. -'re a11Jar report needs ro be;urhoflzed bv th; Generat Bodv,f. Auditor's appoinhenl is arso the busrness;i 6tG;;;;BAy. rr courd be worrhwhire ro mentionhe,e 

'nar 
*e Aud,tor of MF needs to be e ah;rtereJ A;;;ii;;; "i#;i,;iii 

witrr NGo ArfarrsBJreau ,rhe Resutatory Bocvt ano oeviropmeni pil;;;;, ; fii,;i;]"" "---

a. Emptoyees ol MF musi mainlain highesl standards of professional behavjour and rntegity at workThey must demonstrate mutuat resp'ect irrespeciive ;i d";oiii iJ6m'"i'ii"li:r!1,,

tu

I

Regisfation No.

08 June 1999

Khuln5-124

Sa0(hira-1092
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1.3 Purpose of the Policy
A standard procuremenl process is a prerequisite for effec$ve procurement management The fundamental
requirementlor ensuring better procurement management process with a well-defined procedure The benefit of
the policy is that the procurement procedures u,ill be mairtained properly and it will b€ possible to establish a

sAong syslem.

The purpose ofthis policy is to improve the l\IF procurement management system, which c€n be viewed as a tool
forfullilling the basic requirements of procurement procedures.lhis policy helps to establish an overall controlling
mechanism to ensure better degree of financial control, transparency and accountability in their day{o-day
operations for providing posrtive support in administering the overall activities of the organization for smooth
procurement process. lt is endeavored thal this policy will be acted as the most imporlant lools to measure the
organizational financial performance by lhe management as wellas stakeholder ofthe organization.

1.4 Scope
This policy willcover procuremenl rules and regulations during the time ofany contracts for procuring any goods
and seNices, works and services usino MF fund.

b. No one is allowed to get involved in any aclion or behaviour in such a way that may create a conflict
between individual interest and that ofoQanization or tamlsh the image ofthe organization. Each will
foster leamryork maintaining appropriate workplace behavioul-

c. No individual shall behave in such manner that intimidates other employees in any way.
d. Any form of harassment including sexual harassment, persecution or discriminatory practices,

insubordinalion atthe workplace willbe dealt strictly as per Human Resource Management Policf (in
sho.t HR policy).

e. No one is allowed lo divulge or misuse confidential information of the organization in any form or
capacity-

f. Engagements of MF employoes with other entaties, that go against the interest ofthe organization or
aftuci working relationship with MF, wall not be accepted and may lead to disciplinary ections being
taken against him/her.

g. The employees of MF shall not be engaged with any politicel (partrsan) or other aciivity detrimental
to the iflterest of MF orthe state.

h. Employees must dealwith the counterparts, associates, extemal entities or co-workers, cuslomers
honestly and diligently to maintain transparency.

i. Allstaffof MF willcontribute towa.ds maintaining a healthy and safe working eflvironment within the
organization.j. Each employee must safeguard properties/assets belonging to MF.

1.6 Updating policy
Any amendment, alteration addition or delelion of any provision(s) contained herein or any attachmenl to lhjs
policy, must be approved by the Executive Committee through the Executive Director

1.5 Process of Amendment
To face changes and to meet the demand of time the Executive Director in consultation wrlh the Executive
Committee, will initiate amendments to this policy with a special orcular, which will laler be incoporated in the
rpdated policy. Amendment of lhis policy musl compliance with prevailng rules and procedures of the country
and national and intemational slandards. All relevant employees may recommend arn€ndrnents to thas policy

through staff meetings or in writing to rhe Executlve Direclor. A commihee might be fomed to provide

recommendations on specific policies. The Director will facilitate the process n consttuting the policy revise
committee. Ihe Director will forward the recommendations to the Erecutive Commitlee for any revision of this

w

11 lPag-"
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l.T lntoryretalion
ln the occasion of any dispute, the Executive Director on behatf of the Executive committee of MF will give
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sEcTtoN 2
PROCURE E]{T PROCEDURE

2. PROCUREMENT PROCEDURE

2.1 Descrip$on
Procuremenl is the overair process ofprocudng goods, civirworks and services which includes al funclions from
the identification of needs, seleclion and soricilation of sources, preparation end award of contract, and afl phases
of contract administration through the end ofa services' contract or the useful lffe of an asset. Ahhough MF retains
a decenlralized organizarional approach to procurement wilh 'Buyers" responsible for the procurement or goods,
civil works and services as required by prcjects/pograms /departmenls/ftetd offices/branch offices, this
Procurement Poricy manuar sets fonh a comprehensive tiamework of procurement and iis poricies and
procedures, which are maintained by cenkal procurement committee.

2.2 Procuroment Princlpl6s
The folowing pinciples have to be folowed in att procurement clecisjons nade by MF staff as guiding pnnciptes:

Cuiding Principtes
2-2.1. Ensuie Value for M on6y MF wjlt ptocue aprupnab htgh-quatity products at the tovr'sst pnce We shoutd
look to demonst,te cost effectiveness to ensure that the best varu6 is obtained for the expendirure incuned.

2.2.2 The B6st meets the ne6ds ofthe ond user -to neet the need MF wil procure the apprcpriate product that
besl rr6€fs tte r€eds ofthe end user This wit take into constderation the quatiry af goads requted. the urgency
of the need, and the expected dutatian of neect and required ltetime of the product

2-2.3 conrrcl and Accountabrliy MF w t ensure rhat apprapriate revers of accauntabirity are maintainod
throughout lhe procurcment process- MF staff responsibilities wil be docunented and understood and intenal
contols inclucling authorities wilr be forawed at ar tines. The responsibirtrcs af aur panners and aur suppriers
will be clealy slated and where possibte dacunented and rhey wir be herd accauntabte ror funling these

2.2.4 Consistency in approach MF wilt undeiake procurement ancl suppty chain management activitjes
consistently across the organization and over rime This wiri streamtine inrernar processes as wer as out
interactions with suppliers anct our pattners_

2.2.5 Regulatory and donor comptiance MF wi conply with al retevant taws, regulahans and requtenents
when procuing goods or se.vices. Thiswittinctude any retevant nationat and intemat;onal laws or tax regutations
as werr as specific donor rcqutenont' for exampre tot institutionar donor funded projecrs such as the EC, usAtD.
SDC. I CDA eb

General Pinciples:
2.2,6 Transparency: All phases in the procurement process wiil be conducted fairly and transparenty and must
be accurately and thoroughly documented.

2.2.7 Accountabiraty: MF is accountabre to its benefciaries anc, tunders and thus must ensure ari procuremerts
are conducted in adherence lo all tegal requirements and MF principles and funder regulations.

w
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2.2.8 lntegrity: MF conducts procurements $thoul consideration of personalgain aod forlhe best interest of MF,resisting undue polrtical pressure, avoiding personal abuse of power ead ;rompily reponrng unprofess,onel.
unethical or iitegal behavior

2-2-9 Fsnder obj.cflves: A[ procurements must be reasonabre and necessary ior the achievemenl of theobjectives of donor-funded programs.

2.2.10 Pu.chase Objectivei MF wi, procure alt goods and services consistent with the required quatity anddelivery and at tne mosl advantageous cost

2'2"11 comperitron: procurement actions wi, be without favoritism and on a competitive basis, wheneverpractical, to obtain maximum vatue for cost. tVF emptoyees sha[ promote competitiori io tne meximum exlenlpossible

2-2.12 Elhical Procurement: MF staff must practice ethicet procurement, through adherence to the poticies
below. Vendors must also adhere to key procurement principles, such as complian;e w*h laws, ethicai businesspractices, end relaled provisjons.

2-2.1.3 Frau* Fraud is defned as misrepresenting or €oncealing material facts with the intent to deceive andobtain an unauthorized benefit. rn accordanc€ with the MF zER6 ToLERArce poticf. atistan are requireo toimmediately repod any instance of fraud or suspected fraud and other retated miscond;cr

2'2-14 Confrict ot rnterest: MF staff must undefstanci cooficts of interest, as discussed in the MF conflicl 0flnteresl Po,icy MF requires tul and open disctosure when deating wilh procurement. As such, MF emptoyeesand members of the Board mu6t avoid stric,y any coniia of interJ* or're appea*nc€ ;f; conn,c, of interest.MF emproyees and the Board members must at al rimes provide fuI discrosure of their;rons or rerationships
with prospective vendors, contractors, or consuhanls.

2 2'15 Abuse of Po*er: MF is fuIy committed to compriance with aI raws and rerevant codes of practice rerating
to the protection ofwomen aod chirdren- MF berieves rhar any form of abuse ano exptoiiatti is unacceptaote anowill not be tole.ated. MF is prohibited from wo.king with known or suspected ofienders.

2.2,16 Anti-Te.rorism and Oebarment Standards: MF must not engage in transactions with, or provide
resources or support to individuars and organizations associated with tenorism or activery debaned by the u s.Federa' Govemmenl Prohibit lransaclions wilh lerrorist, debarred or sanctioned entities/individuals for several
foreign govemments such as the united Kingdom and canada, as wefl as n,urrirar.rar'orga;,zations, the unitedNalions and the European Union.

2.3 Annual Procuremont ptanning
c.onsrdedng lhe 'reed vF wi I prepare annuat. proc{rrement ptaflnmg of departments/prolects/ programs/fiejdofl5ces/brancres. aova'rce procLrement plan has Droven to get teierage successful sr:ppty cha,n A goodprocuremenr pran is whar when and how the expecled materi;b wI be;"rr"i"Jint"i'u'n"aiu" ,n"nn"r. acornprehensive .tist. of a ptanned procurement aclivities for tt" y""i *iif--l" generated andprocwement/bid/tender award review comminees wjl determine a pran to maiige the pr;rement. ro owingare major Darts or good procurement ptanning-

b
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The annual procurement plan will guide day to day operational procurement planning.

The program will identify their procurement needs and wili develop the plan according to that need lhe
annual procurement plan will be reviewed and update quarterly basis.
As per Delegation of authority (DOA) levelthe procurement plan willbe approved
This procurement plan should itemize allcommodiljes expecled to be purchased over the year.
The Procuremenl Plan shallcontsln lhe following information:

o ltem No. (i.e., a numericel identifier)
o Name ofgoods, services orworks,
. Estimated/required quantity and unil value, totalvalue as per budget.
o Funding source.
o Delivery date when the goods are required to be delivered or the services or works are

required to commence and be compleled.
o Any other relevant information e.g , locaiions where goods, services or works are required

All procurement of l\IF will be completed according to the procurement p,an except regular (events, utilities,

communication cost, office suppiies etc-)- lf necessery, lhis may be revised due to changed circumstances of
budget, work plan, emergency and epidemic situalion.

Type of Communic€tion allowed: Procurement related communication should be written with
requester/vendor/supplier/contractor/consultants and all other stakeholderc. Electronics communicalion email,
apps communic€tion web links should also be allowable br procedures.

2.4 Procurement anag6mont Process
Procurement Management Paocess isa system bywhich goods, civilworksand servicesare purchased orleased
from exteanal suppliers. The procurement management process involves managing the ordering, rec€ipt, review

and approval of ilems from suppliels. A procurement process also sFJecifies how the suppliels/vendor
relationships will be managed, to ensure a high level of service is received. This is a critical assignment in
Procurement Management. ln essence, the procurement process helps the organization "to get what the

organization has paid fo/'.

However, the following series of requirements will take ac{on by all departments/projects/
programs/bBnches/feld offces under the organizalion through each phase ofthe procurement process:

. Procurement Planning 
.. Requlsition

. ProcuremenlCommittee

. Sourcing ofSuppliers

. Procurcmenl Methods

. Solicitatior and Evallalion of Offers

. Contract Review Committees

. Award of Contracl

. Contracl Management

. Asset Management

2.5 Specific donoa r€quir€m€nta
This policy represents the common procurement procedures thet shall be followed for all donoB But at the seme

time, it is impo.tantto complywith the donor requirements for a particular project during procurement. e.9. a donor
may have sp€cific requirements/instructions in respect to country of origin, has a lower threshold Ior op€n tenders,
prohibition o, a particular product or servic€, any ifleligible cost items etc. ln lhese circumstances MF will comply

wath donor/partners requirements.

Iiluhi
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ln€ligible Supplier6. Any firms, vendors or individuats who are btacktisled as pertaw by the Govt. / t\/F/partners/
donors orwho produces tobacco or olher goods/ services not allowed by MF/donors as perthe policy and norms,
MF will nol procure commodities or setuices from them.
2.6 Requisitions

. Based on procurement plan respective personnet witl prepare the requisilion in tine with budget. Authorized person of the respective program/prolects/departments will revie/approve the requisition
based on delegation of authority.

. After approvalof requisition, itwillbe passed to the relevant personnel/departmenuprogram/ projecufetd
omce/Brach office to {orlow the process

A requisition should include following requirements
Detailed description ofgoods and seNices.
Quantrty of inputs to be procu.ed.

Required delivery/engagement date.
Delivery location or location of services to be performed.
Eslimated prlce or cost; and
Any additional information (ae. standardization, prefened method of Shipment)
ln the case of goods, the description should include alllechnical spec'ficalions; Norms and standards;
functionaL guarantees; inspection requirements etc.
in the case of civiJ works, a requisitjon shoutd describe the statement of wo*s; quataty, slandards of
differenl materials 10 be usedi handting of defectsi etc.
ln the area of servjces, requisitions shoutd provide the terms of reference; qualification and expenence
of consultents requrred; output ofreportsi etc_

2.7 Procurement Procedur€s
All procuremenl must be ialr, compet'tive basis and a competitive price be made for goods, works and services.
To ensure iair and compelilive pdces, bid/proposat should be made to genuine vendors or supptiers through
Tender/quolation The Fot owing procedure wi be folowed tor a procurernenll

2.8 ProculEfi ent Committe€
The Execui ve Director wil form a Centra I Procurement Comm ittee' for ofle year to perform procu rement retated
activities. ln the c€ntral procurement committee, designated procureftent personnel of the organization witl
appoini as member secretary. The coinmitlee will consjst of five to seven members from djfferent deparhents of
I\rF For any lechn ca goods services and works at least ofle technical person will provide support to the
committee. lr c€se of any local level purchasing lor any paiicular srtuatrcns, MF may form procurement

committee consist ng oflhree to iive members to procure goods or services and they are eljgible lo procure up to
takal0lac

2.9 RGponsibility and Authority
After receiving approved reqLrisition designated procu.ement personnet witl catl procurement committee meetifig
for initiating the procurement process.

The Central Procurement Commitlee or sub procurement committee wlt be responsible fo. the management of
the acquisllion purchase eese. or rentat of all materials, services and equjpment required by various
departments oi MF regardless of tunding source

iluhi
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Responsibilrties oi the procurement committee Are:
. To make sure that proc!.ement activities are iniiiated on time.
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2.10 Procuring ltem
This includes fxed assets, routine purchase, casual purchase, and lease of goods/equlpment's/ supplies as well
works (like civilwork, laboo and seruices (like consultancy, insurance).

2,11 Reviow o, Roquiaition & Quotation colloction:
After careful scrutiny of lhe requisitions, the procurement committee will decide on procurement me{hods. lf
necessary, the procurement committee could give authodzation to designated procurement perconnel for
handling the procedure. Authodzed person could be collected quotations in favor of procurement committee,

. Open and sign quolations/bids/proposals in front of Procurement Committee members

. Analyze lhe quotes/price offe6 and make the re@mmendation iorthe selection of suppliers,

. Ensure quotes are received in line with invitation/ request.

. Physically visit lo/of respec{ive vendor & talk with supplaer/vendors (if necessary)

. Exa ine samples provided from supplier as required (if necessary)

. Comply authorization level(DOA) and procurement policy of th€ organization.

. To ensure the procuremenl plan as specifed in the requisition.

. To evaluate offerc, (as per specific rules).

. Ensure that the procurement process fulfils donor roquirements which are not covered by this policy

2.12.2 Categorizing Typ6s of Pu.chasos
The Procurement committee may identify at leasi 2-3 vendors of each "category", The designated procurernent staff
will develop the broad procurement categories The following are examples of the vendor categoriesi more could
be added, or some removed, based on individuaiMF needsl

o Stationery ltems
o lravelAgent

sIt{uhi
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2-12 Vandor Enlistrnent Procedure:
. MF might have enlisted vendorfor differenl procuring items.
. Designated Procurement personnel will take necessary sieps for enlisting vendor
. The enlistment of vendors/suppliers wlll be selected through adverlisement in newspaperl\,4F web site

circula./publishing at professionai web portal
. Enlistment period will be applied and valid maximum for two years The vendor list will be

renewed/reviewed annually on the basis of need as possible of suppiiers updaled documents & lrack

. Due date on expjry of enlistmenl any suppllers that may be renewed by replacing therr updaled
documents if there are no unsatisfactory record found wherever. During enlistment vendors prior
experience, prolessional and financial capacity, after sales service, resource, delivery capacity etc. will
be gaven priority to selection process

2.12.1. Critoria ot Vondors
-fhe vendor should have the following cdteria:

. Tax ldentillcelion Number Certificate.

. Valid lrade license and Value Added Tax Registration (if applic€ble)-

. Experience (ln lerms ofnumber ofyears and/orirac* record) oflhe frm in business for the group of items
for which enlislmenl is solicited.

. Follow,ng scrutiny of the applications, all selected vendors shall be notified by the Procuremenf
Committee

. A copy of Finallist ofenlisted vendors shallbe sent to Finance department fortheir record.

For a local level pu.chase or any pandemic or emergency, MF may relax one or more of the above criteria.
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- 
Equipment tvatntenance rcomputer pnotocoder etc )o uomputer and tnformation Technotoqy Equrpnlerto Office Supphes

o GeneralRepairs
o Printing / Photocopy
o Vehicle Repairs
c NewspaperAdvertisement
o computer softlvare
o Medical Supplies
o Coflstruction/Civitwork

o Holel Accommodation

o Food Supptier
o Hygiene / Dignity kit atemso Emergency Suppties
o SLrppliers
o Olhers

2.13 M€t}|ods ot procurem6nt
Depending on the nature and value of the
procurement methods ofMF willbe as follows: 

curement goods' wo*s and s€rvices lhe commonly used

. Locat purchasei Direct purchase

. Request for Ouotanon (RFO).. lnvttaton to Brd/Tender

2.r3.1 Local pu rchGe/Dircct purcha.e
\4hen the value oi the procured items is Tk.
cor ecr ns m n mum three 

"r"i ;;;;;:,; ; l:,:::,f. f:;',,'"'-$, ;;,l,:":,i:#JHfi[:*J:ifil#Project Team/program team wilt take initiative for thrs ,Vp" of pro"ro*."t. ei"rAmpanson ot ttre spotquotatjons, purciase orders wI be provided to dehver lhe items/servces

2.13.2 R€qu€st ro. Ouotation (RFa)
MF wli follow the Requesr for Ouotation tRFOr

"n",",n"*"u*,"t","ffi;;l:"'ffi:.Ti,fi+::_fi;ix[#::i:i::..:ffiilH;:.fi:;i1,ff:i:shourd be collected ar reast lhrce Quorations for comparison For taka 500,001 to 10,oo,ooo shorrd be coflect atleast fve Quotations and for taka t,OOo,Oot to 1,5OO,O0O should be coltecl at teast seven Ouotations for

Th€,designated procurement staff wi,l circulale request for quotatton/rnvtatrcn for bid to entisted orestabtshed veroor ro. submininq ouotat,oi rhe prooosarrrequest fo. ;;;i;i;;,;;; ;;;t,"".d r..,
J::-lll1js.] ":",."1hand 

to hand based on the urgency or nature oi pr*_"_"it] - -' ,

,rE (equesr ror (Juoration shafl be toMarded simuft€neousty to alt the seteaeO sufpttrs tnrs rs toersL.e rl.1 at sLporers are qiven eouatime 4hree to seven days) to prepare and submi herr quotaltorlf .a' L e ol tle it-t-ur requrred quotatron coitection or in the ttmeline. the procuremenl enlity wt elilendt-e o. e- ssJe RFo or searcn sore source sereoon prc*"" 
"li; il;;1ffi;ri"#,,o,nns *,eprepa-eto_ o'EeqJest for euotalton the folowlng should be ensured, de iverv ieftr

- specrnc technic€l characterjstics for the product, quantity ofthe producl
, rnention the condition if installataon and/or maintenance and/or afrer sales service and/or spereperls ar€ required

s
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> deadline for receipt of quotalions
> Terms on VAT, Tax and transportation etc.
> evaluation criteria (Need base)
, lf any others.

For uncommon item or item not available among the enlisted vendors, MF will go for new collection of
qLrotation from olhers.

2.13.3 Invatation to Bid/Tonder
. lf the value of the procuring item more than Tk 15,00,001 (Fifteen Lac) MF will follow the lnvitation to

bid/tender.
. The procurement committee will circulate advertisement to any local or national newspaper' website of

l\rF forsubmitting quotation in sealed envelope-
. The advertisement will contain all specifications of the procudng items and the criteria of the supplier

including to whom the quotation should be addressed.
. lf all criteria of procurement items or services are not covered in the advertis€ment, MF will prepare

separate tender schedule, which will be mentioned in lhe same advertis€ment.
. There should have minimum ten wo.king days fo.submitting the quotiation- ltcould bellexible in pandemic

or emergency /special csse/consideration in five to seven days.
. The advertisement should be mentioned the placr, date and time for opening the tender box.

. The tender box will be opened in the presence oftender p.oviders.

. During the pandemic situation, due to prohibtron ofp€ople gathering, tender representatives will not allow
for presence in the tender box opening time- There can b€ an option of viatual presence if there any

. Allthe procedure musl be documented, apprcved and preserved properly by assigned personnel.

. For any single ITB/Tender (value more than Tk. 50 lac), if management seeks the Executive Director
fom a review committee consisting of 1 to 3 members for further check the entire process before issuing

the purchase/work order, As per the recommendation of aeview committee the final aPproval of
procurement will b€ given by Execulav€ Director.

Standard time frame of procurement process:

. An open tender process may take tlme to complete 30 to 35 working days from received approved
requisition including advertising, suppljers bid respons€, evaluation and to issuing purchase

order/contract. RFO
. An RFQ process may take time lo compleie 20 to 25 working days from stating approved purchase

requisition to issuing purch€se order
. Direculocal Purchase may take time io complete 10 to 15 working days from slating approved

purchase requisition to issuing purchase order.
. These may relax on emergency o. any special cases.

2.'13.{ Alteralion or deviatlon o, procurement m€thod:
lf any special circumstances faced challenges to follow the respeclive procurement melhod and are required to

change lhe procurement method, there will be provisions to change the prior method with proper approval from

Executive Oirector (Annexed Approval process) tn this case, the Procuremeri plan may be revised if required.

Split Procurement Large quantities of the same type/items goods should not be divided into multiple/several

procurement activities. This iype of plen/requisitionixork order is considered as split purchase, which is not

permitted

2.14. ceiling of Quolation
The summary ofprodrrement procedures mentioned below:
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Sourc6 i,lode of procu.omcnts

(Goods/Works/ Non
consulting services
Services)

Open ma*et No quotation No prodfement pocess is
needed

(Goodsruvorks/ Non
consulting
Services)

Tk.10,00.i-
100,000

Open
markeuEnlisted

Local/Spot purchase (N,
obligation for involvement of
prccurement committee)

Tk 100,001-
500,000

At least three
Quotations

RFQ (Procurement
committee involvement is
required)

Tk. 500,001 -
1000,000 Quotations
Ik 1.000,001 to
15,00,000 Quotralions

Nofl-consulhng
Services4 1,500,000

Open
markeUEnlisted

open Tender (P.ocurement
committee involvement is
required)

'More than 50 lacs (Tender
review commiftee will €view
lhe p.ocedure)

Consultancy
Service

(Thresh hold Note
for Rei clause 4.2)

uo to tk
4,00,000

Open
markeYEnlisted

Al leasl lhree
quotations

through RFQ as
per ToR.

More than Ik.
4 00,000

Circulation to
newspaPor or
web site

Open Tender
To b€ published RFP at
newspaper and relevant
w€-b poftal

During any emergen.y, naturat dasaster, humanitarian crisis and pandemic situalion tike covid j9 t\/F requires to
procure lhe goods and se,ices for emlrgency responses, this poricy wi flor be appricabre and in that silualion.
organization w lt lottow the l\,{F-Financiat Contingency poticy

2.f4.1. DelegaUon ol Authority (to be set ref as per tinance poticy)

The oireclor c€n also delegate his/her authority in writing to aoy senior offciar for sp€cial case. rf any person is
involved with the procurement processes, he/she cannot approve.

B

I

Executive D rector I\rore than Taka 10 00 000
Diaector U to Taka 10 00 000

ram Coordinator/Team Leads U to Take 5 00 000
ect Head U to Taka 3 00,000

rorE ival€ntina a d dml C rdi to Taka 2 000
Proiect Manager or equlva enl /Area Manager/ Branch Manager or up to Taka 100,000

lluhi
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Quotation/
Tondor

Up lo Tk.
10,000

Spot Ouotations

(GoodsAVorks/ Non
consulting
SeNices4

Op€n markeU
Enlisled Venclors

Open Iender

Open tender



2.'t5. Segregation of duty
It is assumed that many MF personnel lo be involved with the entire procurement prc,cess. For ensuring

lransparency and accountability of siaff, the process should not be fallen entirely on lhe shoulders of one person.

The duties of responsible person will be segregated as per the iollorying task.

. Procurement Pianning

. Preparation of requisition

. Perform as a member of Procurement Committee

. Perform as a member of Review Committee

. Providing work order,

. Receiving and storing goods,

. App.ova I Authority,

. Making payment and keeping the accounting tecords

R6sponsible peraon (de6ignationB)

TASK Prspare by Chocked gy Reviowed By By Remark

PROCUREiIIENT ITIANAGEMENT

Requisition
Field level
program
desionated

Acrording
to DoA

Confirm Budget
Availability
RFO (Request for
Quotation)/Tender call Committee
Oistribute RFQ/Tender
call Publish

Assigned person
from commiltee
Commitlee
/Assigned

Open
quotation/Tender/Bid/Pr

Co.nmittee /
Assigned

Prepare Comparative
Statement

Assign person

committee/Progr
DoA

Analysis quotation and

Purchase order issue
Relevant Project
team conimiitee

DoA

Receive Goods and
Service Note

Requester/Logis Relevanl
Prcject Lead

&
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MF management willensure this segregation of duty during the entire procurement process.

Segregalion of dutres is a control policy ofthe organizafion whach is no person should be given responsibility for

more than one reiated function Director is responsible to ensure the segregation of duties. Considering the

resources IVF has defined a SOD matrix as follows-

Program
9taffs

Collection Quotation



Payment Document
Manager DoA

INVEI{TORY
AiIAGET'E}'T

Receive inventory (sign) Store/Logistic
Officer

N/A

Prepare receiving repoi Store/Logislic
Officer

Relevant
projec{
lead

Prepare stock issue Store/Logistic
Officer

Review and approved
project

dReview and approved
sical I

N/A N/A
projecl lead D(F)

Purchase of equipment

Recei
items

Jssued assets D Relevant
Projecl
lead

Assigns assets to the N/A Relevant
Projec{
lead
Relevant
project
Iead

Prepare disposai list
Manager Oirector

(Finance)

ED/
Director

Approve disposal tisl Admin
Manager Diaector

(Fi.ance)

EDI
Director

Admin Finance
Manager Direclor

(Finance)

ED/
Director

$k)
"{t-l
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Review and approved
receiving report (sign)

2.16. Comparative Statement & Setection. The Procurement Committee sha verary the quotations and then assigned person by procurement
commttee shair prepare a comparative staiement based 

"" *," irilii--r"*,ved and thenrecommended to approvat authority for approvat. The Procuremenl commjttee sha reserve the right to accept or rejecl any or a quotatjons^enders withproperlustifrcation
. considerrng the quarity ofproducts and services, the procurement committee may notrecommend rowestbidder with proper justif cation.. A vendor must be selected considering price, quality and other circumslances. The p ce cen be



negotiated, but the quality cannot be compromised in any circumstances'

2.17. Payment Procedures
. ifler contirmation of goods/ wo*s/ service received by responsible offclals and revi€wing all necessary

su;portrng documenG as wellas approval by authorii The Finance/Accouhts officer shall anange the

payments.
. F"Vr"nito tf," 

"rpplier 
against theirbills shall be made by Account Payee cheque only' Any exception

mi6nt rc approved Uy exeautive Directorbased on vendois request and iustification'
. V\,h-ile cash need ro pay in the case of spot purchase and the volume is more than taka 10'000 in lhal

o"" prop"r iu"tifi".iio,i 
"hould 

be encloaed with the approval ftom,Oirector up io 20'000' Dkector up to

taka;nd mo;ethan 50,000 there shotlld be required approvalfrom Executive Director'

. All papers and documents with regard to purchaselike requisitionsJndent' qr'rotation^ender' comparative

;;[#ent, challan/bill, money dceipt, purchase order' Goods Receive Note (GRN) shall be made

available with the payment vouchers
. Before making th; payment io the suppliers againsl their bill Accounts shall check the bill' material-

i"".iuing l."po-,1. pr,thi"e order. All kinds ofpurchase must be within lhe approved budget'

. For any dis;ropancies or error, Finance will bring these to the notice of Procuremeni committee and

managemer( authority for corective ac*ion.

2.18. Language
soticitatio; d;uments and offers shaltbe p€pared in one of the folowing working tanguages, selecled by the

English or
Bengali.

2.t9. Letlet of lnvitation
A letter of invitation to solicit offers should be drafred on MF letterhead and include:

. Reference to the specifc quotation, bid or proposal and title.

. A list of supporting documents issued; and

. The c,ate and place ofsubmission and bid or proposal oPening.

2.20. lnstructions to Offerors /bidders/vendors
The instructions lo Offerors should be drafled to meel the particular requirements of indiv']duai mntracts' The

purpose ofthe instruciions is to convey allrelevant guidelines to govem the preparalion' submission and

evaluation of offers
. The insiructions must also include a list ofdocuments required to forrn a complete tender'

. as well as notice to Ofte.ors/ bidders that offers may be rejected unless subslantially responsive

.AsubstantiallyresponsiveofferisonelhatconformstoAllthetems.condtronsandspecilications
included in soiicitation documents, without material deviations or reseNations

. Vvhen dete.mining the offer p€riod, the procurement committee must ensure that adequate time is

available for Off o.s to prepare their quotations, bids or proposals, taking into account the size and

nature of the Project
. in the instruction. these are mentioned that interested vendors will not be involved chrld labour in their

office and other Places
. The vendorc who have a track record of GBV issues not encourage to participale in the bidding process

. The offer period may be an)'where from one week to eight weeks depending on the complexlty of the

desired input (e.g., standard off-the_shelf item vs. a detailed proposal)

. Attemate propo;ats soticrtation documents shoutd be ctearly indicated whether offerors/bidders are

permitted to submit altemate proposals or not
. ihe attemate proposats shoutd include detaited specifications, environmentat specificatiofls. where

appticalte ana asiociatea costs, to allow a fair technical and linancial evaluation ofthe proposal'

B
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2.21. Modifications ro Bids/proposajs
The instructions shoutd stipulate whether any additionat information, ctarifc€tjon, corection, or moc,ificrions ofbidding documents shourd be distributed to offerors / biddeB prior ro rhe deadrine as bidders c€n take appropriate
aclions' simlrariy, offerors/bidder shourd arso have the right to modiry or make conections to brds or proposars
provided that any such modifcation or coneclions are recdved by the procurement committee rn written prior toihe time specifred for submission of bids/proposars. The originar bid/proposar thus modified or coreded wourd
then b€ considered as the offic,al offer_

2.22. Checklist for ITB an.t RFe
The following checlljst may be usecl to assisl in the preparation of instructions to offerors/bidders and indicates
subiecls thai should be addressed:

. Langlage of the bid or proposal.

. Number of quantity/units requi.edi. Vaiidity period ofthe offer;

. Wananly period ofthe goods, civilworks, and/orservices requested;. Any docrJment(s) otherthan those issued as a part ofthe soti;itation. Doclment whrch the offeror/bidder must inctude in the tender (e.g., technical. Oessiption drawihgs, quality controt, environmentat impact, eic i;. Procedlres for dealing with queries .ajs€d by offerors/bidctersi. lnstructions for packing, tabeling, and addressing the Oft6r;. Circ!msi,anc€s underwhich atternate offers maibe subma(ed;. Anangements for the opening ot tendersi. Procedures for deating with arithmetic enors found in offers dudng Evaluationi. Evaluat on crite ai. Rules re ating to the disquatjtication or rejectlon of offers (e.g., tate submissions, transposed figures,
'ncomotete sLbmisstons. deviationsr. and. Pro.rdures for deating with protests.

. Cancettation or rejecl ofeuotation, Bid, proposat:

The Procurement Committee reserues the right to rejecl any quotation, bid, or proposat if it finds any
misconduct. Safeguarding poticy, PSEA poticy, ABC poticy, and any violalion of other rest.ictions by the

2-23. Purchase Order /Work Order
An authodzed/deslgnated person shall prepare the purchase order for procrrremenl of goods or a contract for
services. The purchas€ orderwil be signed by the designated person. purchase order;houtd inctude the
iollowing conditions

. Vendo's SLoorte-s stoJtd have a trade license. Vendodsuppliers shoutd have Bank Account exception might approve by Direclor based on vendoas

. Vendors/Supp iers shoutd have office adctress. All materats shati be supptied as per work order.. All materia s shatt have to be supptied within the stiputated time.. Dedraged or nferior quajity orwithout requirecl specification no matenats wilt be received.. Shoi( n quantity ofmaterjat she not be received.. Pey-elr * , oe -ade rr-rotrgh ILIC payee cheque. V€lid b, rs ato'rg *l1h oehvery ct-aIan should be submitted io the responsible office. Money Rec€ipts heve to be submitted when the bil is paid.. Quantity Quantity. timetine and pric€ shal be mentioned jn the work o.der.. Decisions abou VAT and TAX shallbe mentioned in work order.

&
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. Decision about carrying/transportation cosl shall be mentioned in work order'

. I F Policies and compliance issues shall be addaessed in the work order.

. Work order validity/erpiry pe od will be marimum 6 months from issuing of work order dele

2.23.1 Additional orderNariation Order:

lf ne6d to procure any addilional order./vadation order there should be Eubmitted approved PR in reference lo

previo* w;rk order. There should be foltow variation order may not morc than 30% of odginat orde.. Procurement

method not io be dosgtchange one method lo upper anoiher in lhis case. (like; total proclEment amount on RFQ

c.ossed to limit RFQ methocl and reached to tender melhod procurementspot quotation reached up to RFQ

method)VadationPR&wo*ordermustshouldapprovedbyDilec-tor(Financeorequivalentgradedesignated
person). The unit pric€ could not b€ dlanged in iime of issuing additionalwork order'

2.24. Yearly Purchase Agreements:
iea.ty prr&ase lgreem;nts are construc, conslatute/develop lor up to 1 year in length thal allow MF to order

goodsneededonafrequent,recuningbasis.YeariyPurchaseAgre€mentsfxlheunilpricestorgoods'and
ienerally include a not-tcexceed ceiling value that offces must track- Yearly Purchase Ag'eements may only be

issued after a tull and open competition has been conducted

2.25 When No Bids are Acceptable
lfthe solicitation process does;ot identiry an acceptable vendor, the Procurement committee must document the

results in the Bid Selection Form, and either launch a second RFQ or RFP process or look at altematives'

2.25 Price increase after placing the \ryork order
tn any unusuat situation/w;rst caae scenario, when it is difricutuunable/faited to detiver/supply goods or services

bythevendorduetopriceincreasedabnormallyinthissitualionbasedontheapplicationtromvendor/supplier
the procurement @mmittee will sit and prepare a justilication note mentioning the real ground and send their

recommendation to Chief Executive. The CE will review and if necessary, will approve, based on the approval,

designated procuaement personnel LYill prepare revised work order/purchase order for remaining

2.27 Evaluation ofQuotations, Bids and Proposal
itre pretiminary examination of quotatigns, bidsor proposats determines whether the offers meet the procedu€l

requirements of the solicitation documenls. The purpose of such examination is to eliminate unsatisfac{ory offers

from further and more detailed consideration, which fail to meet minimLlm standards of acceptability, thus

renderedsubslantiallyunregponsive.MFProcurcmentcommittee/designatedp€rsonwillresponsiblefor
evaluation ofquotations, bids and proposals-

2.28. Evaluation oI Quotations
Upon receipt of quotaUons, the proposal should be opened and assessed in the presence of Procurement

Committeeto ens.rre faimess and transparency

AllqUotationsshouldbeevaluatedagainsttheminimumselectioncriterialodetermine(1)ifgoods,civilworksol
services conform to designated criteria, and (2) ifthe Supplier is reliable;. considering the following factors:

. Conformity to specifications, statement ofworks or TOR;

. Product qualily (i.e., conformity to national,'rntemational producl standards);

. Delivery time and terms;

. Assessing the lollowing documents_
> trade license.
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> VAT, TAX certiticate> lest tax payabte stip> organizalion profile

> work experiences

Compliance with GeneralTerms and Conditionst after_sales services; and the landed price.. The aforementioned informatjon shoutd be recorded on a suitable form s,gnea ty Oesignat"a sf"fcondLcling the openjng and appropria€ wlness€s. ln lhecase ofRFps, a publicopentnq ot proposats receNed ts notnecessary as fnancral p.oposals mayrot be ooened withoui the comptetion ora lechnrcal evaluatlon

2.29. Evaluation of Bids
' uponlhe receipt and open,ng ofbids, the proposars arero be evaruared by rhe procurement committee.. Atl brds must be evatuated according to the sp""m*ii"r" i"ir.," 

""r[i"ta," 
o""rri"*".. The rerar e scorins svslem and e;ruation criteri" -r"t t 

""t 

-ufi"r,Jleioii-an 
rra is sought eachcrterionshourd be attribureo weighr in reratron;ip r,o G;;r-.;ft;",.T,:i! 

".i "r"*"- Conrormity ro sDecifications statement ofworks;, TbRi "- ----
, product quality (t e.. conformty to naltonat/internationat standards)i Delivery time and terms> Compiiance with General Terms afld Conditionsi after-sales services. Soare part(s)avaitabitity for rhe requned p;n;;. - 

* *-- *,'*"
. ,ec,tntcatand fnanciat c€pacty ofthe vendors/bidders, a4d. tne randed price
> if any othe6 as rcquired.

Allbids sho!td be tebutated ona summarv sh.

".,-,n*;il;;;";;#:;,",:il],";r;,",::[ffi1,ffi:}if,"1*":1ti:LlTif:1"?;::]:",ffJmeeting or exceedhg rhose rn the sp€cricarrons and comm;rciaherms sharr re con"iae..o'a"cept"ore

ln respect oi any Technical proposal
. A proposat shall be considered non_responsive and rejecled, if it farts to substantialy satis, thespecifcations TOR, or it faits to achEve a mrnimum Gchnicat 

"core 
a"-"o..i"a in the RFp. Avendors/bidders response to the sorrcitarron docu.ent i" er.irai"a-iiJpo-inri1? attriouteo rasea onhovr rne I tney rneetthe defned desirable crreria. any offers whtch do not meet thtE reauirement, must be rejected as being non_responstve. rhe ema,n,ns financiat proposars of vendors/bdders *n""" ;;;;,;i ;-.";sats a.e deemeduracceDtable shaI be remain unopened.

2.30 Supplier performance Evaluation
Todeverop and maintarn a list ofquarifed suppriers, organ;zarjon shourd evaruate rhe conrractor,s performance,n the eveni rhat organEaron w6hes to retain rre Supptier in the future. Org;a"-;"norrO 

"""."" 
tl,.contractois performance iden{fving *tether rhe contractor "meets t" .rpit"-ti*,; ;0.." not meet theexpectalion' or -exceeds the expectation under the fotjowing attributesl. Qualrty of good and servicesi. Detivery

. Affersales service,. AccrJracy of documentation.. Speed of response; and. Cooperation

I

!,rh-'-fi>
rcunoallon
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2,31. Review of Procuaement Processes
There will be a review committee for further applaising the entke process of procurement if the value fiore lhan

Tk. 50 Lac, which b applicable for |TB/tender only. The main lask of lho r€vjew committee is 1o examine the
process of procurernent already been done by procurement committee and dEck the documeris provided by

bidders as weil as criteria sot out during the offer.

2.32. Prs- Conclitions of Vendor/Suppli€rs Selection
Procuremenl of goods and serviceg shallbe made trom reliable vendoEi/suppliers to ensurethe supply of goodg

and services in time and at a competilive price. A suppljer or vendor can be selecled afferfullilling the following

conditions. lt should be
. Reliable Bona fide business entity
. Duly resistered with incomo tax authori, and VAT authority
. Good reputation ofwork experiences will be prcferable.
. Valid hade liconse holder
. Not blacklisted before by any organization
. Veriry the Antitenorism Check (ATC)

2.33. Mode of Payments
. less than Tk- 10,000 (ten thousand) may pay in cash.
. Above 10,000 (Ten Thousand taka), paymenl should be made through AJC Payee cheque
. Payment should be made afrerdeducling allsorts of VAT and AIT as per Govt. rules

Duriflg payment the inance/administmtive departmenl musl be.eviewed alldocuments whether available or not

following checklist should be flled and preserved with payment voucher.

st# Checklist ltema .i/x Remark3

1 Requisition with approved plan

2 Documents of Value for moneyi lnvitation/ offer letter/Circular/advertisement
Quotation/Price lisvapproved comparative analysis with recommeadation from
purchase committee/approved justific€tion for selection where applicable

3 Approved purchase order/work order/agreemenucontract accepted by vendor

Proof of goods/service receipts/stock entry/Technical certilication/performance
report wher6 applicable

5 Bill/Claim/Challan received fmm supplier

Biil Checked by Admin/finance

7 Necessary deduclions (VAT, Tax, Advance, elc.) completed at source

8 lnvoice approved by Responsible l,{anagea
'PAID'sealon thid party documents

10 Cheque delivery/bank transfer sheet with bank seal
11 Money ReceipuAcknowledgement Receipt rec€ived lrom Payee

15 Ant-torodsm checked/ Anti-money laundering d€claralion
lf any others necessary documents

2TlPage
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2.34. Emergency procurement

2.34.1 MF Procurement proceclure in the c,isaster/pandemic related emergency/crisis
MF hasjts formal procurement policry for all sorts of procurement activftie; but in the event of disaster/panctemjcit is dificult to fotlow usual procurement procedures for immediate responses lo tre situation. gias tromcontractors are usua'y ineffecrive for immediate needs depending on the severrty oi a a-isl"ter in"iaent. ror adisasier (naturar or human made) end pancremic related emergincy/cri*s 

"irr"tion, 
Lrr *rl'o ow Financiarcontingency Policy to procure any gooc,s and services in lhe disaster related emergencylpandemic crisis situationfor rcsponding immediatery. The centrar or sub-prodrement committee wi be responsibre for a, proorremeft.

Any kind of emergency circumstances. Founder Director wifl be formed a sul-pro"riem"ni cormtte" 
"on"i"tingof three to tive memtreB. Any kinc, of emergency/pand€mic the procurement pai"V 

"iii 
* ,"k"o

s

The following willbe considered tor an emergency procurement.
. Any kind ofpandemic situation. Cyclone and naturatcalamity
. Man made disesrer
. Movement restrio{ed by the govt. announcement for pandemic. Drsaster occlrs during the lockdown and country wjde movement restrjction. Food, baby food
. Non,food items
. Hygiene and Dignity kjts. Water supply and sanitation. HoJseconslriction/repair/goodssupply
. Tnrcuprck up/van rent for an emergency basis for transportatjon of conslruction materiat6/goods supply. Hiring of a carlbuymicro bus for traruportation of slaf wo*ing in emerg;; 

' -'
. Meot.,ne medical equtpment.s purchase and delvery. Cold lronar Cash grant for affected communrty. Cash for food afld woak. Ho(icultLlre and tree plantalion
. Seed purchase and transpodatjon. Heatth and safety equipmenl,s. Rescue materiats
. Consultent hiring for program development, a$essm€nt.

2.34.2 Eh6rgency procurerDent pnocelc:

vlhen quantilres are not known at the contract signature stage or in case of procurement of goocrs and serviceswhich will rep.ar riequenfly ove. a given period, a Framewo* Agreement can be estabri;ed with suppriers.Typical exarnples tnctude procurement of fuet, maintenance se i-ces, Etatjon"f 
"JrnoU;f" 

pn.r. a fr*rn",airtime. Framework Agreemenls intend lo lay down the essenliat terms goveming a ;ries oi specmc contraasto be awarded durng a given perioc, on the basis of an initiat framework- agree mint aiJ wfiicn wiff specity ffreduration pnces, condjtions of performance and the quantities envisaged. T;e Gr* ot" ir"i"*o* egr""rn"nt
cannol exceed 1 year.

The Executive Oireclor of MF shall consider whether a Faamework Agreement, as defned above, is lhe rightapproach ior rhe particuiar goods, works or seryices lo be purchased. Decision shourd be made based on avalue for money judgment by the Executive oiredor. Framework Agreement" ,"yL" -n"iro"o *itt on" o.

Muhi
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ln specific circumstances, MF can decide not to launch a formal call tor tender. Although competitive bidding is

the general rule, exceptions may apply in the following cases:
. V\hen there is no competitive marketplace forthe requirement, such as where a monopoly exists, where

prices are fxed by legislation or govemment regulations.
. Vlien - in emergency situations _ delays linked with the tender procedu.e can hamper the projecl and

its benefcieries, ior example (i) for projects whose duration is equalto or,ess than 3 to 6 months, or (ii)

when the lives ofthe beneficiaries are at risk.
. Vvhen the secudty situation does not allow it or when public advertisement is to be avoided
. When there has been a previous determination or there is a need to standardize the requirement; Vvlen

offers for identical products and services have been obtained competitively wilhin a reasonable period

and the condations of contracl and price remain competitive
. Vvhen, within a reasonable pnor period, a formal solicitation has not produced satisfactory results.
. When the proposed procurement contract relales to obtaining services that cennot be evaluated

objectively.
. When a formal solicitation will not give salisfactory results.
. \ /here one or more ofthe above circumstances occur, the Direclor may decide to waive lhe requirement

ofthe competitive bidding process. Such a decision shall be tully documented and Juslifed;n writing and
kept in lhe procurement file for later Inspection.

lf it is a compliance to need approvalfrom respective donor MF will take approval from donor's representative

before going to start the process or place order to the vendor explaining the proper justificetio n

Brand items which have a special reputalion for their producls and services, and will provde service warantv

for a certain period, may be p.ocured on lhe basis of a single quotation ln this exceptional case, detail

speciicetions and price of difterent items must be oblained either from sales cenlers or trom any pubUcation

(e.g. newspaper). The list of companiesjs updated lrom time to tifte considering the need to include or exclude

vendom The Finance and Admin Coordinator of MF will circulale the updated list wrth the approval of the

Executive Director. MF will collect approvalfrom donor's representative before going to place orderto the vendor

explaining the proper justification.

2.35 Procurement of Consultancy Services
Here, the term 'procurement of seruices' refers to short term consultanls ohly MF willfoliow the following sleps

for consultancy recruitment:

2.35.1 Establishing Terms of Refercnce (TOR) and Budget
The basis for the procurement of consultancy services from individual consultant(s) or a consultancy firm are

well defined TOR that include the following parts:

. Background/ove.view of the context and why consultancy is n€eded.

. Objectives of lhe consultancies (if needed, broken down in smaller objectives)

. Modalities ofthe consultancy and in particular:
o Number ofconsultant (if more than one)
o Roles of each perBon in case of a team

29 1',:::

W

several Contractors, ln the second c:tse they may take the form of separate contracts but concluded in identical

terms. The award procedure ior Framework Agreemenls shallcomply with the same rules defned for informal

solicitation methods since they may not be used in such a way as to prevent, reskict or distort competition.

Framework Agreemenls cennot be signed lollowing formal solicitation methods.
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Once the TOR are rlnalized, the following rules apply:
. The consullant must be selecled according to the TOR
. A wide circular of invitaiions is spread through a netwo* of potential resource persons, and the requesl

for services may publish on relevant websites and rn newspapers as needed.
. lf the consu,tancy value is less than 4,00,000, MF willselecl consultant from eniisted consuttant tn that

case iIF may selecl consultant through competitive process or single source seledion.
. lf the consultancy value is ftom 4,00,001 to above, MF will publish the request for proposat in the

newspaper and relevant web portal
. ldeally 3 or more potential consultants are put in competition
. Selectrcn must be based on competence, quality c.sts and ability to meet timetines.
. The fnal seleclion must be done based on the decision of the procurement committee; Procurement

committee may include qualified staff member/extemal expert who have good knowtedge of that based
on the needs.

. Central procurement may involve based on the vatue and nature ofconsultancy

The payment is only made afrer the recelpt ofthefinalreport and upon completion of att contractuat obtigations
by the consultant The responsible person must ensure that the consultant futfils all rcquirements stated in the
conlracl before the release of the final instalment of the payment.

o Duration ofconsultancy assignment (in number of working days)
o Oocuments to be examined/read, institution(s) lo be visited
o Field/sites lo be visited (duralion in days must be specifled)
o Report submission (tormat, report volume, and due daies must be specified)
o Any other irformation which may be relevant for the operational implementalion of the

Thefee of a consultant is negotialed on a transparent basis. Vvhere il is not possible to assess the exacl number
of days for the assignmenl, fees are based on the effective days of the assiqnment

Once the contract has been finalized and signed by both parties, the elfective consllltancy work will be
i.nplementea and monitored accordingly to the agreed conditions and time frame. The payment will be made
according to the agreed schedule based on the agreement and MF

b

30l

2.35.3 Establishing a Contract
A standard format for a consultancy contract musl be established. The contaact contains, in addition to the
shndard articles, fnancial and operational condilions, applicable regulalory requirements, terms about
ownership, confi dentialities etc.
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sEcTtoN 3
ASSET ANAGE}IEI{T

3. A$set Menagemont
Asset management is the process of maintaining records designed to preserve the value of physical assets

controlled bt MF. These Guidelines establish procedures and gystems to ensure compliance with the MF

FlnancialRules and Regulations and lo ensure acdrate reporling of a ll ph ysical assets The Assel Management

Guidelines corcists of three seclions: Asset Acquisitlon, Asset Digposal and Asset Loss or Theft

3.1 Dofinition of an A$ot
An individual asset is typically defined as an item with a minimum life expociancy of 1 or more and with a value

of Taka 2,OOO or more. Complete and acculate records, from acquisitlon lo disposal, must be maintained for all

3.2 A!sot ilanagoment
Each Departmen Branch/Field/ArerProjecl Office and Head office is responsible for maintaining complete and
accurate records of all a3set acquisilions. Ass€ts may be acquired lhaough the following modalities:

. Donalion

For each new asset, the following data should be collected and recorded in the Assets Register
. chan of Accounts
. Asset lD Number
. SerialNumb€r
. Description (includins Brand)
. Pu.chase Pric€/L,flit Value
. Purchase Date
. Purchase rererence (voucher number)
. Physical Location of P"sset

3.3 lnventory/ Rocording ofAa36t3
Each DepartmenuBrancfi/Field/Area/Project ofiice assel lnventory should be updated by respective Personnel

on half yearly basis to acxount for relocataon, lapse of useful lifespan or eventual disPosal-

3.rl Maintenance of Arseb and suPPlios
Respecled personnelofthe Accounts end Admin/Logislics Officer are responsible for maintaining a complete and

accurate record of assets ln accordance with this responsibility, they may designate a custodian in w lten

generally Accounts end Admin Officer of feld/project offic€/regional office/district offce/upa:ila offce. The

designated custodian is required lo:
. Maintain a racord and log of movement and disbu6ement of assets and gupplies.

. Maintein and check the stock ofsupplies al.egutar intervals to ensure that.

. Restocking is done in a cost-effeclive manner; and

. Ensure thatlhe supplies are slored underlock and key and suppli6 issued only againstwritten requesls

3'5 Phylical vortfi ca0onrlnventory
A physical verificaiion t6am will be iormed who will be responsible to vedfy/oount of inventory items including

fumiture, equipmed and v€hicles should be conducbd et leeat onoe annua{ly aB the data included in the As-eet

lnveniory. When the inventory is physlcally tak€n again at the end of the yeer such a dossaheck should ensure

that:

bUr*#
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Alllixed assets, i. e., fumilure, equipment, heavy machinery, and vehicteswith an individual /singte unit
item value of Taka 2,000 (Two Thousand) or above are moved tothe Assets registe. during the year.
Ensure that a serial number and a location are entered for each nonexpendable asset.
Submissions for disposals are prepared using the Request for Asset Disposalor Transfer (RADT) form
and submitted to the Projecl/Area Chjef, as required, and approved by the Directors.
Ensure lhat the disposal action is done by the Senior Offciats and confirm by sign off on the RADT
form thataction has been taken.
Items olher than non-expendable assets should not be capital2ed. lf there is any discrepancy and/or
items are unaccounted for, then an invesligation should be done by the head office selected team to
detemiae if there is an eror in the serial number. ln such case the data should be coneded in the
Asset lnventory and a note should be made that it was eroneously entered wilh the wrong serial
number. All supporting documents, such as invoices indicating serial numbeB, shoutd become pad of
the record.

3.8 A.set Di6posal

3.8.1 Disposal plan
The order of priority for disposal is:

(a)

(b)
(c)

(d)

(e)

Forexpendable items the Accounts & Admin Officer is responsibte for keeping updated stocUregister information.
Manager Procuremenl or respective program personnel shall make random c*recks of the assels once every six
month oras perne€d. Every yeara complete inventory shallb€ made and checked randomly by the procurement

enager or aulhoaizod program personnelor intemalaudit team.

At the end ofthe Asset lnventory exercise the Field/Branch/Projecl offce/Regional Office/ District Office/Upazita
Office/Department should sign the report to cediry that it is accurate. Vvith respect to vehicies, a information (e. g.,
mode,, chassis and engine numbeG, yearacquired, unitvatue) must be ehtered into the Asset lnventory;

3.6 Safeguarding and control of Ass.t3
. Every Field Offce/Regional Ofiic€/ Districl OfiiceJ Upazila Ofiice/prolecls/Departments are atso required

to ensure that adequate controls are in place so that the non"€xpendable assets are properly majnlained
and safeOuarded-

. lt is strongly recommended that Laptops are secured with an appropriate tocking cabte. when a taptop is
not attached to a locking ceble it should te securely placed in a locked drawer orfling cabinetwhen not
in use, even for short peaiods oflime.

. Equipment on loan lo staff membeas should ahrrays be recordd in the equipment log/loan records.. Respective Accounts Officer must ensure that be recorded in the equipment log/loan records.. Respeclive Accounts and Admin Manager/Officer must ensure that equjpment is retumed prompty prior
to the staff membeis rcassignment or separation from seNjce,

. Vlhen a staff member is travelirE on offrcial business, and particutariy by air, the taptop shoutd remain
with lhe staff member and should not be placed in unaccompanied baggage.. MF could use an asset and procurement management softA,are for efficient control for ail assets of
organization. The soflwaae will be controlled by the central procurement management authority.

3.T lnsuranc€ of asseuproporty tor poSsibloloso duelo accidont or disaster
. lnsurance is the equitable transfer of the dsk of a loss, from one entity lo another in exchange for

payment. AsteU Property insurance p.ovides proteclion against risks to asseu property, such
as fre. thefl or natural disaster

. MF will take the initiative to insure i{s all assets/properties for the protection against risks either for the
event of human made disaster, natural disaster and pandemic. An intemal memo may be issued
detailing out the procedure ofinsu€nce.

&
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Equipment or matedals no longer required for the programe or poecl must be disposed of in Iine with the

following procedure.

For clisposal of assets a rosoluljon should take and approved by lhe Executive Dkector' HRM&D and Admin

department with the help of re6pec{ve project will prepare the re6olution. The original donor of lhe goods must

be identifed, and thek rest clionMnstructions on diBposal, if any, must be followed

change of ownoGhlP Afrer phasing out the projecl and if thero is no obligation fiom donor MF management

will lake steps for transier the a6set from project to organization or oth€r poecls. A letter confirming the chafige

of ownership must be issued. For computers, laplops elc. a slatement stating that 6ll sofltvar6 and documents

have been removed should also be signed. All insurances and maint€nance agreements must be cancelled

b€fore handing over assets to new owners it may be project or organization itself.

Salo!- use discretion to choos€ a disposal procedure appropdate to the value and type of goods. Goods of a

high value o. a high technical specification require a more fomal disposal procedwe than thoge of little value.

MF HRM&D and Admin or designated peBon willbe respomible forthis.

Sales to organilatlon's staff- Wth management concem, goods may be offered br sale to staff. lnterested

staff members musl submit sealed/open bids, as requi.ed or decided, and the sale i3 to be made to the highest

bidder.

Sale3 to out3ade p.rti63- sales are io be conducled by public auctron or by submittrng sealed bids. Sale is to

be made to the highest bidder. Admin Manager/designeted pe6on will be responsible for taking nocessary

Transfer to other organizauon aite- at the close of projecl, assets that are to be transfened to other projecls

will require finance department consant in order for the transf€r to be documented in ihe disposal aegister (wilh

a new budgel code). Normally the value wll be nil since lhe cost of the asset has b€€n charged againsl the first

projecl. During the lransfer, a signed rec€ipt must be obtained at the time ofthe t€nsfer stating:

. Date of transler Agteement that ownership and responsibility has passed to the third party.

. A bdef description of the @ndition of the asset including a record of any apparent defeds

. Signature of both parties

Lost/Theft
Assels/items that are either lost or destroyed in the project will require a thefl/loss fom to be filled in and signed

off by the budget holder A copy should be passed to F inance as well inform the resp€ctive donor Depending on

the sitLration. either a tull payment must be made by the person responsible (if the loss/theff was due to

carelessness) or waived in ihe event of unavoidable accident. ln case of insured ilem respeclive authority must

be informed immediately.

llulti
Foundation

. As direcled by the donor

. Organization to use at a different location

. Donate to other NGOS

. Donate to civil or local aulhority

. Sell
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3.8.2. Ilethods of Dlapo.at
Caah Sal6: Allsales of as6ets should be on a cash, check, or money order basis, on or before detivery.

corhp€titive Bidding: if the purchase varue of an asser is Taka 1oo,0oo or above, the item shourd be dispos€dof by competitive bidctjng.

Exemption to Bidding: tf the purchase vatue of an jtem is tess than Taka 100,000, MF HRM&D and Adfijn ordesrgnated person may be aulhoflzed for dtso

*:***tt#*l*:rux.lJffil"ilJ:tTi#I;J:"["::'#'1":Jfr:15?,i1,,lx,Jiti1"t;1,1i*ixil

The Drrector is authorized to drspose of eourDment with an inventory value o, Taka tO0.O00 or more per item.He/she can grve the authonty to senror officeito oo thrs job on hE/her behatfRequests for drsposel from orqanEattonat deoanments of individual items, which have teen deemed obsotete,damaged and rneparable orsurptus lo the oroanization€t departmen{s reqlrir".""i", *,,,0. 
"rb.,n",0r.""""ofrhe Reo'rest for Assets Drsposat. Theft or i.anster (RADT) Form to the De",nn"i", O"i_on ,o, 

"OO.or", f"""Request fo,Assets Disposat. Theft or Transfe. (RADT) Eorm,.

Requests for disposar and/or write_off from organizationar crepar,nenrs of individuar items with an inventory varueof Taka 1oO,o0O or more per jtem. which heve been de€med stoten/tos( obsonl, o"rn"g"o 
""0 

,o"r"ra0,", o|.

irT,,r1o 
*" orsanizarional unil's requrremonrs. *,r, o" *tr,n"l i, .""". i", il"'ii'r, ,"_. ,n."rn" ."

ln case of inventory vatues tess than Taka 1OO,0OO: Fietd Offic€ Repres€ntatives, program/Regionat Ofic€/District orfrce/ upazila office/ project chief and rhe *"s""LJo"rL";";"r""iiijiiJo, o, 
""r,.""""""0,"

procedLlre, as per wrjtten approval of Executive Direclof

Computars: Computers and computino eouipment are usually disposecl of every three (3 years) years. Theprefened method of disposat for a[ cofirputing-equipment is by sate to staff r".O",o 
"i-"- 

*rp"r,t,r" pn". tn",rs comparable to the market rate MF Fietd office, a"p"*"nv pq.J""n 
"r"" ""ori.i#""" ,"|. o*"0* ,"or us€ in programs/projecls by paying the same sale amount

Fumiture:- fthere is any obsotete fumiture in any phe6e out project, the related project personnetand MF Adminwilllahe recessa] adron to storage tems or sate

NOTE' cood wooden fum(ure shoutd be orovided to slaff on the foor. Older items such as metatfumiture shouldb€ removed tor storaoe or sele

Each Drv 
",oa'D'orecuprogramfierd officeJregonar offic€r'drstict offrce/ upazira offce are requrred lo conducr itsown investigar 01 a'rd to corprete the RADT rorm The srao .".i", i. "n# i"-.'qffi"n, *"" ,""ign"ashourd arso provide a wnten reporr of rhe invesngaton ror mi$tng equipment or rumitJlJ rrre report ana tneRADT Form should be fo arded to the Ac,minislration Department.
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The designated person authorized by Executjve Director will be responsible lo dispose of vehicles which have

ctocked 1 00.ooo kitometers or are Ten ilO) years old from the date ofpurchase, whichevercomes first unless it

is slill in good conditaon to run. ln c:tses where a vehacle is not seNiceable due to lack of parts, or incurs very

expensive repairs, a decision may be made to replace the vehicle before it becomes obsolete Documented

justifcation is needed for this decision.
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4. Prccuremont Ethics

4.1 F Emptoye63i

4.2 Gratuitios and Gift!:

4.3 Disciptinary Action

4.4 Risk Evatuation

SECTION 4
PROCURET{E T ETHICS

fr i""*'[iFi.q*1rl;iq{n**#,,#*,l;,i},;'r}iiff i*fiif i$,ii".jiiifr ,i{m:*

Vrotatons ofthjs poticy by Staff members wi b€
orthrs Poricy by tre rei.jaffi;;..],:J,liif :Trted 

ro rhe i'F Manasement ror appropriate adion. viorarionso,sopxnary adion as per MF pohcy.

. TherE might have rlsks fac€d durino;,"^;ffi ; ;;;dffi fpff i#",.J[rJ5trsr#f T:*,g}sf$ :";.;,j,:i"#,#ffj. procuremert designated D€rsonnet. p.acricar manasl;?n1;;ffi*;ifX3"H;frffifl:il:f"ffi-* is responsibre to d€verop. I nere are two stages of ais€ssing and deatingil isi;ilrHE#ili

ffixr"iffi*:llnffT"ts#,fl:Tj"Trement personnerof MF idenrines the orisin, probabiry, end
r€viewed end updaied. n of each stage of pDcurement plenning and shoutd be reguta/y

Riak f,.negement Mitigat€s the imDact of I

arrtr#;:##S##ffi 
tii,**#ffi"#ffi lflf;ffin:flnr;on a project and then decide on the most appropde,. ,"n"*m* ffiili.ffiiH 

, "
4.5 R€medies

. Refiedies are the means by which a cr
ngnr rs prevented or comDensated 

)nhactual dghl is enforced or by which the breach ofa contractual

: [";j::"tj::l"r?J:;*i1?'"::J:l* '"perrv 
or vendor perrormance is otheuise unaccepreb,e

mx,* ;,jlllxl#ffi ,:fJ.:.,:,ffi ffJ#'J';:*#$afi l,;"*if"ru *:,:*nul:"t

I
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The designated personnel of procurement shallexercise professionaljudgment as lo the use ofremedies.
When considering any contractual remedy, appropriate and documented communication with the Vendor
is important. The Vendorshould be given an opportunity to provide evid€nce defending its performance.
That evidence might relale to an excuseble delay or impossibili, ot performance.

4.6 Environmontal con3ideretions
ll is MF's manualto manage jts business in an environmentally responsible manner. Environmenlalresponsibility

or "green" procurement is the 6el€c1ion of goods and services that minimize environmental impacts MF

endeavors to protect the quality and diversity of the environmont and continually improve performance in this

regard. This means coBidering the costs of secudng raw material6, manufacluring, Aansporling, storing,

handling, using and di8posing of producls procured.

Proc€durc3 "Green' procurement is rooted in lhe principle of pollulion prevention, which slrives to eliminale or
to reduce risks to human health and theenvironment. ln order to do so, projecl should evaluate purchases based

on a variety of criteria, ranging from lhe necessily oI the purchase, resource consumption, waste generation,

environmental impacl and health of the u3ers.

MF's "green' procurement manual promotes the three'R" strategies:
. Re-lhink th6 aequirements to reduce environmental impacl.
. Reduce material consumption.
. Reduce energy consumption.

'Green" procurement at the MF roquires its staf to conduct allactivities, including contracting wilh otherentities,
in a resourc€-efficient manner- Thus, MF will be selective in its choice of products, processes, and Services to
promote lhe lhree "R' strategi$, taking into consicleration the effect6 of energy consumptton, toxicity, ozone

depletion, Bdiation, and lhe use of recycled materials.

3TlPase
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I\,lF will ke6p miflimum level slock for Day-to-day offce stationery, training matenals, project materiats(Educalionat matedats, Medrcine. Sanitarv tr
k.pt," 

""r", 
;;;;;;;;;;'"i;.li"IllJliL1li5;Jlf,#H:*ff]:;::inrr srored mareriars srrouro ue

. Envjronmental conditions such as rain, heat, humidity or cold. lnsects, rats and other animals. Contaminalion from other items. Fire (by banning smoking In storaqe areas and provrdrng detectrcn and firefighrmg equrpment). Theft (by fo owing proper secunty and .ecordkeeping procedures)

Any ,tem ly)ust be recorded tn stocl reoistpr frst and be issued based on requjsltion and acfnowledgement. t,mater ials ere transfered to anothe. ofii; . .ha an shoutct be prepa.O 
""0 

rr-,l"f.r"l il" c;atEn rn both offrces.Al,the retL,med maleoal3 must be entered in stock register.

The Stock Register wtltcontain the toltowing rntormatton:o Name of the t,rm
o Date
o Previous Batance. Recetved quantity
o Cha an #
c Totateuantity
o lssued Quantit
o ChalanlMemo #c Balance
. AcknowledgemenuRecipjentSighature

5.2 lnvontory of Con3umabl€g
At MF inventory wifl be denoted as the invenrory of consumabre goods rjke printing matenars, stationeries,compuler accessories refreshment *ems erc ur i"i, .aint",n a .ini.;;;;,i;;];i,# *"sumabre soodsas o-er program reqlr,rement. I\,{ajor objcctive of jnr"nro.y .rnrg";"ni; i; 

-' *, -'" -,
a ensLre that items do not run out in the mrddte of"n 

"ngi!.rn"ni 
-

b era Dre I\,l F managemenr ro buy supptres in butX 
""0 "tti"ii 

tf," 
"Or*t 

ge ofeconomy ot scate.c ensure that eppropriate procJrement policies are followed

5.3 Record Xo€ping fo. tnv6nto.ie6

b

c

d

Admin staffwill prepare a requisition which wirt b€ in ne wnh requisition placed by different departmenlsor project based on theia future demand for the penod.
As the requisition is ptaced, Admin Dersonnet wil rrep€re a list of atems to be purchased and accordinglylorlow apfopriate procurement policy to procure lhe items
A-S re,gards 

. 
accounting of goods procured appropriate accounting procedures discussed earlier inprocurement seclion will be followed

Admin personnel will prepare Materiat Re6iving Repod (MRR) jn prescriber ,ormat and when matenatrecerved from the supptiers. and he wel b. ihe-cu"toOi"n of 
"ri*rirrr*UiJ 

g*l;:',;';#:r. ,***physical inventory ofaltconsumable goods wil D€ taken tor reorrj.rin.Aomr. wx ma,ntain a stock register in prescribed format.
Eacn pro/ect, section, or department will be maintained a record to k€ep t.ack of thejr inventory.

W

sEcnoN 5
INVENTORY MANAGEMENT OF CONSUMABLES

5.1 lntroduction

\

lluhi
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5.1 lnv€ntory Control Procedures
a. lnventory should be procured within budget provision having due approval of departmental requisition
b. At end of the month the responsible person will reconcile the inventory between register and physical and

produce a reconciliation repoat and share with supervisor.
c Monthly consumption reportwill be negated and share with
d. The balance of physical inventory at the end of each monlh shoud be agreeing with the Stock Register

A committee or team must c€rry out ai least once a year physical counting of inventory to reconcile with
the stock register

e. For ensuring better inlernal control sysiem, responsibilities should be decentralized to et least lhree
persons to maintain the inventory in the store in the following area:

o Handling/Recording
o Purchasing/Accourting
o Approval

5.5 Year-€nd Stock Taking and Roconciliation
YeaFend physicel inventory of consumable stock should be conducted through a committee duly conslituted by
the Director and concemed Program Head/Project Head in prescdbed format. A reconciliation slatement of
consumable stock should be prepa.ed in case of any deficienry found during the physical visit, i.e. difference
between the stock register balance and physicelly found quantity.

5.6 Physical ve.if cation
A physical verification must be caried out at leas! once in a year and that report must be submitted to the
Managementfor approval. A Physical lnventory Committee willbe formed comprising of at least three members
whowillveriry the stock. The committee should be approved by management.

5.7 Accounting for Bhort/ excess found in physical inventory
Proper accounting adjustment should be given in the books and records for shorl, excess, damaged or dispos€d
of consumable stock. Such stock should be discaaded from the stock register.

39lPase

sFim fu".f-



t

Annexure - 1: Procuement plan
Annexure - 2: Requisition {o]m
Annexurc .3: Roqueat for euotalion fonn
Annexurc - 4: Comparative statement form
Annexure - 5: Sample of wor* order
Annexure - 6: Waiver fofin
Annexure - 7: coods Receipt Note (cRN)
Annexure. 8: Supplie6 pedormance Repo*
Annoxure - 9: Asset Transfer Form
Annexure - t0: Asset sotd/thefr .eport Form
Arnexure - 1l: Assel Disposal Form
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H'#'-fr-
Ii'UKTI FOUNDATIOI{ ([IF)

Annoxure - 2: Requlalton tolm

I
LI
I
L

;

PURCHASE REOUEST (PR)

PR #:

DATE:

Requested by Date:

Date

Date:

SL Description
QTY QTY Budgeted Cost

(BDT)Req ln Hand

1

2

TOTAL:

REMARKS:

PURCHASED BY
DATEj

RECE'VED BY:
DATE:

NAME: NAME

42 lPase
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Name and address ofthe bona-fide supplier

Date

Thanking yolj,

Subject: Request for Quotation (RFQylnvltation of Quotation lor

X intends to purchase ...,.,

AnnaxuE . 3: Raqu6at ,or Quot ton form

The delalla spccmcafions oI..

.date and tim6.

4!lPase

(suppos€ it3 computar)
Brand:
Processol
HDD
DVO R^N
Monitor
Z Years Waranty.

We request you to submit your offer with ssaled coveron or bsfor€

Telms and conditions:

'l) Any incomplete quotatton witt not accept by X.
2) Successful bidder shall deliver the mentioned items in right quantities & conditaon at head offce X

Bangladesh.
3) Successful bidder shall ensure the detivery of mentioned items within 2 days upon receiving the

Purchase Order from x
4) Payment shallbe made after certified by X........_.... department.
5) Paymentwillbe made vide oossed cheque in favor ofyour Firm.
6) TAX & VAT will be deducted as per Bangladesh covt. rutes & regutation.

X reseaves the rightto accept or rejecl your ofler without assigning any reason.

sn,hfrts
Foundation

Dear Madam / Sir
XYZ is a development organization/national NGO which is committed to sustainabte development through
qualitative changes in the lives of lhe poor and marginalized peoples th6k families and communities.

Name:
Designallon:
Name of the OEanization:



Annexuai - 4; Compaalive statolnent form

Com nt

sl# Name/Specificatjon
of llems

Quanti
ty s ier

M/S XXXX M/S YYYY Mts zz2
1 Rate Taka Taka Rate

Tak

2

3

5

6

7

Total

Recommended to [,t/S.. _. _.. . _. .. .. ..
sl.#......... for the fotiowing reasons

1.

2.

3.

...for supplying items mentioned above/ jtems

l{ame and Signature with Dato of purchaae commltlo6 Xemt ers:

Designationl

Signature:

Date:

Approved by:

Name:

Designation:

Signature:

Date:

!um,:
I UKT| FOU]aDAT|O]{ (ltF)

Name:

Designataon:

Signature:

Dete:

44lPase
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tuKTt FoUNDAT|ON ([iF]

Selec.l6d Vondo/s Name and AddiEss

PURCHASE ORDER

No

(pre-
numbered)

Order date: ....-
Required date:

Muhi
Foundati

Following your offer / quotation dated
matefials to...,.,..,...,............-.,.-...

you are advised to supply and installlhe tellow mentioned

Quantity
Particulars of Ordered

itelrrs
lJnil cost Taka Total Taka

01

02

Totallk. in uord

Signature:
(Authorized Representalive)

1

2

' Telrns and conditions

AII materials received by us will be subject to our inspection prior to acceptance. Rejected materials
willbe canied by you atyour own expenses.

lf for any.eason delivery cannot be made within specified date, the supplier should communicate
about the delay in w ting before required date. Failing whjch the purchaser has the option to
rejecucancel (partial or full) the purchase Orderwithout any obligalion.

This Purchase Order shal! be construed pursuant to the laws of Bangladesh.

Payment willbe made only the materials received by MF. Tax and VAT, ifany, required by the
Govemment of Bangladesh willbe deducted at source and deducted TaxA/ATwillbe deposited by
Plan to the Govemment of Bangladesh.

MF reserves the dght to cancelthe Order by giving 

-days 
notice, without assigning any reason

3

4

5

s
l,lfti

(Signature of Supplier as acceptance)

Ship to above address unless otheMise specified

4slPaee

Annoxur€ - 5: Sample of work ordar
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Annexult - 6: Vondor gnllrbnont foam

**.* 
-

ISUt(Tt FOUI{DAT|O (I$F)

Vendor enlislment form

ParticulaB ofenllst d vendoE
vendor for prcdrcl

Name &

of Travel

Physjcal
Existenc Spac

Trad
T
Re.

Give detiails if

business
in na

Experien
Antiten
orism
Compli

Rem
a*s

1

2

3

5

Narne, Designation, Signature and Dale ofpurchase Committee t\,tembers and Approver:

Approved By

k*r^va-
f$m-

46 lPage
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,.^-
MukIYYY-
Foundation

TUUKTI FOUI{DATIO ( F)
Goods Received l{ote (GRN)

Annaxuio . 7: Goods R.c.ipt Ioto (GRl{)

Supplieis Name & Address GRN No.:
Date:

Order Rei:

st. # Descnption/Specif cation of
Items Received Ordered Ouantity

Remarks

Received By Aulhorized By:

Note: Use GRN format shown above, or the stamp shonn below to ensure receipt oI goods as per order

Name ofthe Project

iECEIVED

Goods^ervi.es Satistactorlly

Name:.,.

4TlPage
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Annexurc - 8: SupplioE Pgrfo.manco Roport

FJ'H-fr,-.
I{UKlr FOUNDATTO ( F)

SUPPLIER PERFORiIA}{CE EVALUATION SHEET

Name ot Suppller

DuEtion of Engagoment

Project Tioe

Bri6f Descriptlon ot Work

Eva,ualed bv :

Poo(l) Fair{2} Satl.factory(3) Good(4) Excellont{5)
1

Comment6:
2

Comm€ntsi
3 Dei

Commants:

Commonls

OtherComment

43lPace
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Description

Date ofEveluation:

*.,o-,YY)-
Foundation o_

&fr^t)



Annexurc - 9: A3set Tran6for Folm

FJ,J}i-m^-
TIIUKII FOUI{DATIOI{ (IUF)

oelivery Challan/ A35ot TEnsf6r Fotm

To sL#

Date.

st# llame of lt6m/ Specifications Quahtity AmountTk Rema*g

Total

ls6ued by:

Date:

Recaived by

Date: Date:

49lPage
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Name of Organizatjon

P ace of occurrence

Name of project oftice with detail address

Polic€ agency notifad Police roport number Asset identifcation no Estimat€d value date of loss

NOTE: lf property has been stolen or is lost, destroyed or damaged as a resutt of.egligence,
this form should be completed and sent to the MF Head Offce within 72 hours of the occlnene

S6.ial
Number(s) of date

Purchas6
value

D$c.iption of assst

MISSING, DAMAGED OR STOLEI{ PROPERTY REPORT

Peason responsible for asset Proiecl Manager Neme Phone number of manaoer

Report in detail (including what secuity measures were in ptace at the time

sH}}i-#)-

S0lPage

AnnexuD - l0: Aaaot aoldlthoft report Form.
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AnnoruB - {1: Assot DbPoaal Foim

- .
m,rtllYY-_
Foundation

f, uKTl FOUI{DATIOi{ ([iF]

Folm of Requort for Fix6d A$ot Oispoaal

Organization _...-.....- UnluProioct

DISPOSAUINTERNAL TRANSFER/GIFTED/SALE (dOIEIE S. APP]OPTIAt.)

Details:

1. Desctiption of ltem(s):

2. ldentitlcationNumber:

3. Date of Purchase:

,1. Purchase Pice:

5 Reason for Oisposal:

6.

iPlease be specafic)

Proposed l\relhod of Disposal......-.

7. SuggestedDisPosalValue:

8. Expecled date ol Disposal: .. ........ . . .

Member of sletf ls) responslble for Disposal:

Signed ....-..................

(Print name) ............. ..

UniuPro,ecl Manager approved/Signed .........

(Print name) ..-.............

App.ovod by

Signed.......

51 lPase
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PARI2 (Afler d sposal)

For recipienuBuyer's

I confirm the foilowingl

Recipient/Buyer'B Signature

Name of Recjpient/Buyer
(Please print)

Signature

PosiUon

Date

Copy to be retained by disposing office/project office to Administration Department.

52lPase

(a) the equipment is second hand and thal the price has been reduced accordingly;
(b) I ac.€pt the equipment as it is, and the organization is not providing me wlth any wananty that the

equipment functions properly or at att or that it is frt lor any particutar purpose (even if I have infonned
ihem of this purpose), that the equipment might not compty with the specifcation printed on it or that
components may have b6en added or removed;

(c) the manufacturels wananty may have expired akeady;
(d) I am over 18 and a person competent to receive the equipment:
(e) , willcomplyx,th alt Hea[h, Safety and Environmentat and other issues relevant to the equjpmenl and

that, in kansfening such equipmentto me, the organization has no liability for the disposat, recycling or
destruction of such equipment and thal I wilt disF,os€ of or recycle suci equipment responsibti wh;n I
have finished with il.

FJM s a6trn--


