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DIRECT PROCUREMENT METHOD

p 1
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PROCUREMENT OF SERVICES BY QCBS METHOD
F
Key Key Time . 5
Action Tahie Maln Sctivity Approval Optional Activity MNotes
[ Finatise TOR @ute-116) |
- 8
Atieast14] | Finalise CostE and |’ o it ket
days to Buﬁgﬂi[kule-ﬁ'n .
bemil Format as per -
written b+ Calf for Expressions of oo dix-D of Ruls
interest for tnterest (EO!) (Rule-113)
i '3
apollcants | Receipl of EQI | Nat tess than four (4)
r “and in Z Not more than seven
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4 torefgn ig ar
NI A S | Prepare Shortiist|Rule-115) }_..- assoctated EOI
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2 3
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1 Procuring Entllty or an s GG:OI':" ‘:? 3N | pamicipating in the
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bealow the level of
HOPE}
Prepare RFP & Define e [Follow standard RFF,
Evaluation criteria and issued by CRTU
Minimum Qualilfying Mark .
{MQM) (Rule-117)
¥
Serd RFP to the short listad Approval by Head of
t 147) Procuring Entity or
Time to © an oHficer authorized
prepare +] Retelve proposals from try himvher or an
not less consultants {Rule-+18) appraving authority
than 2§ under the Delegation
days and Fi jad
i e g Evaluate Technizal Proposal of F Powers
in case o by PEC Rule-419] {i{ approving athority
inyglving is below the tevel of
_ foralgn HOPE) Minutes of the public
: fimss not Putllc Cpening of Financial opening must be
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;B 3 uncer the Delegatl - Itant and o
Negotlate with Highesi of Financial Powers on
Scerng {combined) —-J
Proposal (Rule-122} [
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PROCUREMENT OF SERVICES BY SFB METHOD

L
A:T:n Key Time Tabie] Wain Activity Approvat Optional Activity Noles
[ Finalise TOR (Ruta-118) :[ :
] :
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o found correct
] Prepare Shorliist
3 I [Pregars Shoriat |
| | Properiy advertised | '
! ; J Approval by Head of a | | I Sultedle proposal| 1o applicants
i 1 Procuring Entity or an i “9‘:3“ "{:T than Participating in the
55} . - |otficer authorized by o EOt must be
:Ij : Finalise Shonfist (Rule-t15} je— :::r::::: an | lnf:ltr:‘mdhwhet::; or
/ ' — - not they have been
4 ' * |under the Delegatt o—|_Finalise Shortist | shortlisted by the
. |0fFi ial Powers(if {Procuring Entity
3 appreving athority is
betow the kevel of
HOPE}
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Minkmum Qualilfying Mark
{MQM| {Rula-117}
Appraval by Head of
SerORFP o e TonTeea] | Procuries Entty or
consultantsiRuie117) gnicificer/authortied
Time 1 f oran
prepare Receive proposals from ngrgvirg. authortly
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PROCUREMENT OF SERVICES BY LCS METHOD
| Key | ey Time == l i | 5 J
Tabl Main Activity Approval i Opticnal Activity otes
Aeraiaa] | Finatise Tt:ﬂ (Rue-116) |
days io T b
surmit Finalise Cost Estimals and
written Budgat {Rule-117}
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PROCUREMENT OF SERVICES BY SSS METHOD

Finalise TOR

!

Finalise Cost Estimate and Budget

.

Prepare RFP

!

Issue RFP

;

Receive proposals from consultant

}

Evaluate and Negotiate with the
Consultant

!

' Approval by Approving Athority

under the DFP

!

~ Proposal, Evaluation, Approval and Contract Award

Contract Award

E

Start the Assignment
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Procurement Pro ing and roval Procedure for ds
or Works
PROCURING ENTITY AND DESCRIPTION OF PROCUREMENT
Ministry / Division
Agency
Procuring Entity
Narme of the Project
{if appiicable)
Source of Funds Government Development Revenue
{tick relevant boxes) Project Aid
Own Funds
Brief Description of
Goods or Works
PROCUREMENT
METHOD
' SCHEDULE OF ACTIVITIES

Si Activity Planne_d Date | Actual If any Celay
No | {if not appiicable indicate N/A) (asc%%"’w Date ‘"‘g%‘:y':"-
A PRE-QUALIFICATION
Al Date of Advertisement of invitation
A2 Date of Submission of Applications
A3 Date of Pre-Qualification meeting (if any)
A4 Date of Submission of Evaluation Repont

with Recommended List
AS Date of Approval of List
B TENDER FOR GOODS OR WORKS
B1 Date of Advertisernent of lnvitation for

Tenders
B2 Date of Issue of Tender Document

{if different from B1 above)
B3 Date of Pre-Tender meeting
B4 Date of submission of Tenders
B5 Date of Opening of Tenders (if different

from B4}
B5 Date of Submission of Technical

Sub-Committee Repont, where applicable
BB Date of Submission of Evaluation Report
B7 Date of Approval for Award of Contract




2@

SCHEDULE OF ACTIVITIES IN PPPAP PROCESS

Date of submission of Tender Planned Date (as per flow Actual Delay
Evaluation Report to the chart) Date (in days)
approving authaority
Project Director Received
Project Manager Approved! Reviewed
Autherised Officer
Forwarded
Head of Department / Received
Directorate
Approved/ Reviewed
Head / Chief Executive of a
. Forwarded
- Corporation
- Autenomous Body
- Semi-Autonomous Body
Received
Board of Directors Approved/ Reviewed
Forwarded
Received
Ministry / Division Approved/ Reviewed
Forwarded
Received
ccGp Approved/ Reviewed
Forwarded

Date of Issue of the Notification
of Award (NOA) for Goods or
Works

Signature of Chairperson of
Tender Evaluation Committee
(TEC)

Name and Designation of
Chairperson of Tender
Evaluation Committee (TEC )
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roval Procedure for Services {(Firms

Contract

PROCURING ENTITY AND DESCRIPTION OF PROCUREMENT ]
Ministry / Division
Agency
Procuring Entity
Name of the Project
{if applicable)
Source of Funds Government Development Revenue
(tick relevant boxes) Project Aid
Own Funds
Brief Description of
Services
PROCUREMENT
METHOD
SCHEDULE OF ACTIVITIES 4[

Si Activity Planned Date Actual If any Delay
No (if not applicable indicate N/A) (350?1‘2';6""” Date '“d'czgey': 0. of
o EXPRESSION OF INTEREST

{FIRMS)
C1 Date of Advertisement of request

for EQI
c2 Date of Receipt of EOls
c3 Date of Submission of

Recommended Shortlisted Firms
C4 Date of Approval of Recommended

Short-listed Firms
C5 Date of lssue of (RFP)
(M) Date of Submission of Proposals
c7 Date of Submission of Evaluation

Report for Technical Proposals
‘C8 Date of Approval of Evaluation of

Technical Proposals
co Date of Opening of Financial

Proposals
c10 Date of Completion of Combined

Evaluation -
c11 Date of Submission of combined

Evaluation Report
c12 Date of completion of Negotiations
c13 Date of Approvat for Award of




SCHEDULE OF ACTIVITIES IN PPPAP PROCESS

we

Date of submission of Proposal Planned Date {as per flow Actual Delay
Evaluation Report to the chart) Date {in
approving authority days)
Proiect Director Received
Project Manager Approved/ Reviewad
Autherised Officer
Forwarded
Head of Department / Directorate | Received
Head / Chief Executive of a Approved/ Reviewed
- Corporation
Forwarded
- Autonomous Body
~ Semi-Autonomous Body
Received
Beard of Directors Approved/ Reviewed
Forwarded
Reoeived
Ministry / Division Approved/ Reviewed
Forwarded
_ Received
ccep Approved/ Reviewed
Forwarded

Date of Issue of the Notification of
Award {NOA)

Signature of Chairperson of
Tender Evaluation Committee

Name and Designation of
Chairperson of Tender Evaluation
Committee
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Frocurement Processing and Approval Procedure for Services (Individuals)

PROCURING ENTITY AND DESCRIPTION OF PROCUREMENT

Ministry / Division

Agency

Procuring Entity

Name of the Project
(if applicable)
Source of Funds Government Development Revenue
{tick relevant boxes) Project Aid N
Own Funds
Brief Description of
Services
PROCUREMENT
METHOD
SCHEDULE OF ACTIVITIES

]| Activity Pianned Date {as Actual If any Delay Indicate
No (if not applicable indicate per flow chart) Date No. of days

NIA}
D EXPRESSION OF INTEREST

{INDIVIDUAL)}
D1 Date of Advertisement

of request for EOI

D2 Date of Receipt of EOI

D3 Date of Evaluation of
EQI
D4 Date of Interview of

Selected Individuals

D& Date of Evaluation of
Final Selection List

D& Date of Submission of
Evaluation Report

D7 Date of Approval of
Consultants
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SCHEDULE OF ACTIVITIES IN PPPAP PROCESS

Date of submission of Planned Date (as per flow chart} Actual Delay

Proposal Evaluation Report to Date | (i days)

the approving authority

Profect Director Received

Project Manager Approved/ Reviewed

Authorised Officer Forwarded

Head of Department / Received

Directorate

Head / Chief Executive of a Approved/ Reviewed

- Corporation Forwarded

- Autonomous Body

- Semi-Autonornous Body
Received

Board of Directors Approved! Reviewed
Forwarded
Received

Ministry / Division Approved/ Reviewed
Forwarded
Received

ccep Approved! Reviewed
Forwarded

Date of lssue of the Notification
of Award (NOA)

Signature of Chairperson of
Tender Evaluation Committee

Name and Designation of
Chairperson of Tender
Evaluation Committee .
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Steps for Opening Tenders

Check and confirm the deadline for submission and opening of Tenders;

Collect all Tenders received in accordance with the procedures set in the
Invitation for Tender (IFT);

Make sure that Tender Opening Committee (TOC) members are present;

Check presence of intending participating Tenderers or their authorized
representatives;

Open 'the Tender bowsealed containers whatsoever on the date and time
declared in the IFT;

Sort-out the Tenders in accordance with the IFT and Group/Package;

Enter the names of Tenderers (Tender-wise and Group/Package-wise) in the
Tender Opening Sheet (TOS) maintained by the office opening the Tenders;

During the process under Step (7) above mark Tender Serial Numbers (TSN}
and encircle TSN with red-ink on the sealed cover of the Tender;

Open envelopes marked “WITHDRAWAL" and read out and the corresponding
tender shall not be opened, but returned to Tenderer. If the withdrawal
envelope does not contain a copy of the power of attorney or a letter of
authorised confirming the signature of the person duly authorised to sign on
behalf of the Tenderer, the corresponding tender will be opened,;

Information relevant to withdrawals or modifications by the Tenderers may be
clearly noted under ‘Remarks’ in col. 7 of the TOS;

Next open envelopes marked “SUBSTITUTION" and read out the letter and
exchange the substituted tender with the corresponding tender being
substituted. The substituted tender shall not be opened, but returned to
Tenderer. No Tender substitution shall be permitted unless the corresponding
substitution netice centains a valid authorisation to request the substitution and
is read out at Tender opening.

Open Envelopes marked “MODIFICATION" and read out the letter. No Tender
medification shall be permitted untess it contains a valid authorisation;

Tear-open the sealed Tenders one by one (tender-wise and Group/
Packagewise) and again mark and encircle TSN wigh red-ind on the Tender
(original and copies) wigh full dated signature of the Chairperson and other
members of the Tender Opening Committee [:

Provided that in case of One Stage Two Envelope Tendering Method, first tear-
open the Technical offer and the financial offer remain sealed and are held in
safe custody by the Head of the Procuring Entity (HOPE) or authorized officer.]

*a, W, @ T A0-WIR0YS, WY 3 2a WF, 305> W FHOH frE ARRTE @EE i
AfEEIPIe LR0T qT TS el MO IS, RRR-2¢ |
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(19)

(20}
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(22}

(23)

(24

(25)

(26)
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Immediately after tear-opening the Tenders, put TSN chronologically on the
document duly encircled by red-ink as earlier done in Step (8) above ;

Read-aloud the tender prices quoted by the Tenderer ;

Discounts offered by any tenderer in accordance with the Tender Document
shall be read out and recorded under ‘remarks’ in Col. 7 of the TOS ;

Check the requisite documents, requirements etc., and the Tender Security, in
particular. Write the amount of Tender Security in column-3 of the Tender
Opening Sheet (TOS).

Put the TSN on the Tender Security (Bank Guarantee/Pay Order/Bank Draft)
with red-ink duly encircled and initialled by the Chairperson of the Tender
Opening Committee (TOC).

Record the missing documents or any incompleteness and major or minor
deviations in the appropriate location/pages of the Tender Document as a
whole ;

It there is no correction in a particular page, write comment at the bottom of
that page that “no correction in this page” or so, as appropriate ;

If there is any correction or overwriting in a particular page and duly initialled
by the tenderer, encircle and initial that particular correction with red-ink. If
there is more than one such correction and initial by the tenderer, repeat the
procedures. And at the bottom of that particular page write comment that “one
correction in this page with initial”, “two corrections in this page with initials”
and so on, as appropriate ;

[f there is correction in a particular page but not duly initialled by the tenderer,
encircle and initial that particular correction with red-ink. And at the bottom of
that Particular page write comment that “one correction in this page without
initial” “two corrections in this page without initial” and so on, as appropriate ;

All red-ink encircled figures and words of the corresponding items and rates
must be initialled by the Chairperson and other members of the TOC ;

If there is any item in the Bill of Quantities against which the tenderer has not
guoted any rate and/or amount i.e. kept blank, put question mark in that blank
space and at the bottom of the page write comment that “No rate andfor
amount quoted foritemno ........... in this page”;

Obtain signature of the Tenderers and/or their authorized representatives in
the TOS;

Make sure after opening of the Tenders that all the members and the
Chairperson of the TOC including the Tenderers or their authorized
representatives who attended the Tender Opening have signed the TOS;

TGS must be faxed or mailed or sent out to the appropriate authority
immediately upon completion of Tender Opening.
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Total Procurement Plan for Development Project / Programme

This part identifies the packages for Goods, Works and Services that are

required under the development project/programme. It identifies each Procure-
ment package, giving it a unique code and considers the expected cost of the
package (as per the DPP/TPP), as weil as the anticipated dates when the
Procurement package will be supplied.

Goods, Works and Services.

A separate Schedule, completed as shown below, should be provided for

Col Activity Note
No
1 Package Number In ascending numerical order.
(e.g. GD1, GD2,-GD3; WD1, WD2, WD3; or SD1,
SD2, SD3 etc)
2 Description of Brief description of the Procurement package,
Procurement Package expressed in quantifiable terms. (as per
DPP/TPP)
3i4 Unit/ Quantity The unit of supply. (e.g. 1, set, sgm, lump sum)
The guantity of the unit required {e.g. 1,2,3 etc; or
1,500 etc)
5 Procurement Method Procurement Method {(e.9. OTM (NCT); LTM
& Type ' {NCT), DP, etc.)
6 Contract Approving State here the approving authority that gave
Authority approval 1o the Tender / Proposal Evaluation
Report.
7 Source of Funds Source of Funds (GoB or Own) or
Development Partners {IDA, ADB, EU etc)
8 Estimated cost Express the anticipated cost in Taka million as
in Tk million per the DPP/TPP.

e.g. 50 Lakh would he 5 mitlion, 1 Crore 50 Lakh
10 thousand would be 150 million 10 thousand

Indicative Dates

These are the three key dates of any
Procurement activity, the date at which the
Procuring Entity invites Tenders, the date at
which a Contract is expected to be signed and
the expected date of completion of the Contract.






