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NEGOTIATE WITH THE LOWEST EVALUATED BIDDER-   

PREPARE SPECIFICATIONS AND SCHEDULE 
OF REQUIREMENTS 

PREPARE COST ESTIMATE AND BUDGET 
AND INCLUDE IN PROCUREMENT PLAN 

DEFINE PROCUREMENT METHOD AND 
OBTAIN APPROVAL OF PC 

CONFIRM FUNDING AND OBTAIN 
APPROVAL OF AC  

01 

02 

03 

04 

PREPARE AND SUBMIT BIDS-  Site Visit, pre-Bid Meeting, Queries and Clarifications – adhere to minimum time for bidding 
as prescribed in PPDA Regulations 2024 

PUBLIC OPENING OF BIDS FOLLOWED BY EVALUATION AND RECOMMENDATION FOR AWARD-  – approval of PC 

PREPARE PREQUALIFICATION DOCUMENTS 
AND NOTICE – approval of PC 

ADVERTISE/CALL FOR PREQUALIFICATION 
OF SUPPLIERS 

PREPARE LIST OF SHORTLISTED 
SUPPLIERS– approval of PC 

 

FINALIZE BIDDING DOCUMENTS AND BID NOTICE - – approval of PC 

INVITE SHORLISTED SUPPLIERS TO SUBMIT BIDS  

05 

06 

07 

08 

09 

10 

11 

12 

Pre-qualification 

Open 
Bidding 

Restricted 
Bidding 

Single 
Source 

ISSUE NOTICE OF INTENTION TO AWARD CONTRACT -handle requested debriefing of bidders and any 
complaints lodged   

13 

CONTRACT AWARD AND SIGNING OF CONTRACT   14 

START THE ASSIGNMENT – subject to fulfilling Conditions precedent to the contract like submission of 
Performance Security   

15 

FLOW CHART FOR PROCUREMENT OF GOODS 

Approval by Procurement 
Committee (PC) 

Approval by Accounting 
Officer (AC) 

Key to 
Colors 
used 

07B: PROPOSE 
LIST OF SUPPLIERS 

07C: PROPOSE A 
SUPPLIER  
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Financial 

Evaluation 

Others 
REJECT 

Non Responsive 
REJECT 

Bid Opening: evaluation includes bids listed in 
the bid opening record, as received on time, 
opened and read out. Late bids are not included. 

Preliminary Screening: to eliminate non-
responsive bids. Criteria typically include: 
• Inclusion of all required documents 
• Correct authorization of bid 
• Acceptable bid security 
• Sufficient bid validity 
• Eligible bidder 

Non Responsive 
REJECT 

Detailed Evaluation of compliance to technical 
and commercial requirements of the bidding 
document e.g. 
• Acceptance of key contract terms and 

conditions 
• Technical compliance to description of 

requirements 

• Acceptable delivery/completion period 

Not Clear 

Clarify 

(in writing) 

Arithmetic 

Errors 

Confirm 

Corrections 
(in writing) 

Evaluation Procedures for Goods 

Bids Opened 

Preliminary 

Screening 

Reg.70 

Responsive 

Technical 
Evaluation 

Reg.74 

Substantially Responsive 

Recommended 

for Contract 

Award 

Lowest Evaluated Price 

Financial Evaluation to:  
• Correct arithmetic errors 
• Quantify non-material deviations and/or non-

price data 
• Convert to a common currency using 

exchange rate stated in biding document 
• Compare total costs 
• Rank prices with lowest price as No. 1 

Recommendation: Lowest priced, substantially 

responsive bid recommended for contract award, 

subject to any post-qualifications or negotiations 

required. 

Recommendation submitted to Procurement 

Committee for approval 

 


