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l. Introduction:

sustainability.

2. Suppliers of Goods and Services:

All purchases for the supply of goods and services should

Procurement Policy. Where a ict of occur

nraking the decision should take particular attention in
vendors or contractor to choose.

which suppl rerl

3. Basic Principles:

f'he possible best practices are taken into account in formulating the Procurement

Policy and NDP management agreed that the revised policy should be guide by clear

definition of procurement.

is the process of the acquisition, usually by means

after competition, of goods, services

of
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, works and other supplies,
contractual
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The basic principles to be adopted to make effective the Procurement Policy are:

. There should have effective mechanism in place that restores the
accountability of the persons involved with the procurement functions'

o Procurement should be carried out by competition;
. Procurement process should be carried out as cost effectively as possible;
r There should be endeavor to meet the aspiration, expectations and needs of the

community served by the procurement;
. It should ensure that there is openness and clarity on procurement policy and

4. Procurement Process:
"

4. I Procurement Committee:

Ip general the Procurement Committee will comprise three members. Of them, there
Will be the representative from administration, management and programme of the
organization. Manager (HR&Admin.) will act as chief of the committee, who will
firnction as the 'Convener' and the other two as member. The Director on behalf of
the executive committee (EC) of the organization must have to approve the
piocurement committee. The procurement committee is responsible to the chief
executive of the organization. In case of procurement for any donor supported
projects, the commitGe will include the Project Manager or his representative and/or
one technical person from the respective projects and in such case, the committee
reserves the rights to co-oft maximum two staff members in the committee. It will
help in smooth functioning of the project activities and earn better results.

Neither the chief executive of the organization nor any representative from the
accounts sections are to be allowed as a member of the p.oturrr.nt committee. NDP
management cbmrnittee will select the members for the procurement committee from
the organization, whom they think as appropriate and responsible. In general the
procurement committee will remain valid for three years. The organization's
management can bring any changes in the committee at any time, whatever it likes
appropriate. On especial circumstances, the donor representatives are also can be
allowed in the procurement committee with the consent of EC.

i. Responsibility of Procurement Committee: The Committee is responsible for
overall, procurement functions. The Director (chief executive) and the senior
management including the chief of accounts (Manager F&A) are responsible for
oversee the procurement functions and has right to question any part to be reviewed,
repeated to void.

ii. Advance Planning: The procurement committee will collect periodical
(monthly/quarterly/six-monthly) purchase requests from NDP's branch/project
offices'in advance to permit adequate'time and ensure storage of required items thus
make sure the supply on time. :



iii.PurchaseRequisition/order:Purchaserequisitionshallbethebasisofall
procurement and without valid PR no procurement action shall be initiated. For any

goods or services to be procured, the procurement committee will send their needs

iuith r..o*mendation to ihe chief executive (Director) and either he or his designated

4.2 Methods of Procurement:
The procurement can be *uO. on the following manner:

Direct Procurement
Request of quotation
Procurement Agents

competition may be appropriate when;

Direct contracting from il supplier without competition:

. The estimated cost of the requirement is low;

. The goods to be purchased are needed urgently, and the time involved in
conducted a rompetitive process would result in the goods being received too

late;
. Suitable and acceptable goods can only be supplied by one source;

. Offers for identical goods/services were obtained recently, and the prices and

conditions on offer remain commercially attractive.

4.2.2 Request of Quotation:

The Procurement Committee will take necessary steps (spot quotation, press tender,

making comparative statements, send the work orders and receiving delivery of'
orders) for procurement the goods as per order.

lvld. Alauddin Khan
Director
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Direct Procurement:
purchase up to Taka 1 0,000 may be processed directly with approval from the

Seminar/workshops and training expenses will be paid directly as per the

budget.

basic principles to be apptied in direct procurement of services are:
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- 
owing ceiling guidelines in procurement:'Ihe organization will follow the foll

a) Quotation Invitation Procedures:

The Procurement Committee shall request quotations from as many as practicable^

and shall obtain and comp are at least 3 quotaiions to.establish the competitiveness of

the quoted price. Comparison of two quotations is justified- only when there is

satisfactory evidence that there are only- two sources of supply or management is

satisfied that collection of other quotations will delay the procurements'

The procurement Committee shall carefully select the tender invited to quote for

goods that the goods offered are suitable and satisfy the needs as standard as needs'

b) Qualific4tion of Invitee Suppliers:
fLJsupptiei should be selected in teeping with the following criteria;

Previous experience on supply of such goods

ii. Solvent
iii. Bank accounts holder
iv. E*p"ri"nJJilfiply of qualitv goods

v. Registered witn Vat autirority Ind TIN holder, Trade Li.cense holder

ui. ffui. office establishment, preferably in the operational districts

In case of purchasing goods/services from localsources where the supplier/vendor do

not meets the above"ciit"ria (Registered with vAT authority and TIN holder,. Trade

ii".^. holder) unJ rn.." it no Jtf,tr suitable option,.the Procurement Committee in

that ,case with the approval of the Director may consider or reluctant to meet up the

.-U*. ..iteri a fo, enl istin g/seiecting suppliers/vendors.
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C) General procedure atrout vendor enlistment:
NDp thougl* to avoitl the unexpecteci lisk of improper procurement, decreases tile

chancrr thm inappropriate vendors u,ill be selected and irtrproves the efficiency' aud

efiectiveness oJ" pro*urement'
Inritation, evaluation and selection of vendor;
'l-his pSase requires the deveiopment of evaluation criteria and vendors lvill

be selectecl as firllows:
fhc supplier/ventlors nrust have appropriale identity with good track and records of'

pn*.,iou* experience of supptying goocls anci selices, have valid license and bank

accouflts, bound to qbey ihe rules and regulations of NDP an<i the GOB, arrd

intereste4 and rn,illing to provide the goods ancl se,ruice$ as and when necessalY,

ibllor,ving tlre oifice order, "fl"re interested supplie#vendors if proven having linkagt'

with anlillegal husiness, cc.rrruption, child labouror to be involved rvith any political

ai,lalrs, iundamentalist or terrorist platform mLtst be excluded in the selection process'

Fur-thermore. to avoid contlict of interest, any relative from senior managet:rent. or

rire procurelnent Comrnittee memirers are not selqcted as supplierslvendors, Polential

conilicts shoglcl agvays be re'lerreti to the Chairperso*, EC or th:e Director i:f the

or ganization to make an apprilpr:iate decision'

At'thc timr of' agreement/c:ontract the vendor/sr-rpplier/contractor/ sub-confactr-lri

partner/a1), other siake.lrnlclers must be agreed to cornply with the hlDP Sat'eguarding.

i,ie,rder, Child tt Yor.rth Protection and related other poiicy(s) and relevant clar.rses.A

Promissory i{cte to be signetl hy venclor'/uontactorisub'contractar/padner. 11'thcre is

3r-r), trr:each of the clauses, NDP r,vill reeonsider the agreementlcontract' Clear

yiolation of the clauelpolicy rnust lead to ter::ninatior: of the contract/agreement.

ci) Assessrnent and selection:
Seiecliol and recluitm*nt procedures shoLrld be very open in nature. All contracts

rurust be arvallecl op the basis of com.petitive bidding. The Proeuretnent Ctlmmiltet

u,,ill make the irnal selcctlon after assessing the tsctrnical and financial proposal' "Ihe

flommittee has the r"ight to acceptlreject the proposal. Financial proposals shilll never

cxceerl the l:uclgetary preivisittn.
,$.3 Procurement Agents:
\\ihen the value. of ttre gooris/supply exceecls the ceiling restricted by the donoLs anri

they like those sorts of'goocls/supply can be procured from the donor apprur'eii

procllrs.l1tsnt agents. In slrch case the Procuretnent Committee is ready to pr:rchase:

the goods/suppl1, fior:r tirose procuretnent agents providing the Procuremetrt

Uommittee is saristled rvith the technical specification and qualities of tire goods/

sr'rvices supptied by them.
.1.-l Opelr Tentler:
ll"*re situation clictaies tlre Procr-rrenient Comuritlee coulcl proceerl tbr opcn tetldc|

process for the procllrernsnt of goods/services exceeding Taka 300,000. in

crlergenc,ies like, purchasir"rg of goodslservices required for emergency respol)st'

ilitiatives, t5e Frocurernent Cornmittee could irurcl:ase those items through

collecting ttrree quotaliurs fr:om the rnarket with the approval o1'the DirectQr.

, .2t: -- ,4,'t -,
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4.5 Work order/ Contract agreement:

Legal agreement has to be made with the selected-supplier/vendor'.All terms and

conditions- goods and services as per required.quality, quantity and delivery time

(including p.oririon of penalty in case of^ any Aetay in supply, inferior quality that

does not ,n.", ,t.-."qrir.tn.rt, los of any item or damage and others) lyst be

incorporated into the contract document. Director or.by order of him Deputy Director

will issue the work order favoring the selected supplier/vendor'

4.6 Payment against procured item/good/services:

T'he organization should always be conscious to make payment.to the vendor through

Accounts Payee Cheque. Not over Takal0,000/: (Tenihousand) will be paid in cash'

otherwise ,.nao, is bound to accept the Accounts Payee .Cheque' 
In 

.c.ase 
of

Jn.,"rg.n.y spot purchase/open market purchase where vendor is non-willing to

rgceive the checipay order, then the puyr.nt can be made in cash to the vendor

getting his request in writings under'upp.orul of the Director or his designated

person.

5. Store management:
The store shall be placed under the administrative control of the Director' In case of

field offices, separate officials will be assigned, wly witt be receiving the supplied

gooorlr.*ices and reporting to the Project chief/office In-charge'

5.1 Responsibilities of the Store Keeper;

;l t'r'r:T:*13r"J.':f["Trials on the basis of proper store requisitioq

.1 Timely dispatch of materials to expedite efficiency

d) Maintenance of ledger, stock, regjster

e) Disposal of surplus and obsolete items

g ,R..ponsible of safe keeping of materials

5.2 Materials Receiving Report (MRR):

1"1d. Alauddln Klun
Diredor
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5.3 Physical Inventory of store items/materials:

An annual physical inventory of all sorts of items shall be conducted at the end of the

year internally by NDp's pinun." i.u*. uulo. deviations between stock records and

physical counts must be inrertigui;;'fo. disciplinary action'.A..pun from annual

physical inventory, Director o, hi, authorized 
'"p'"'"ntutives 

shali conduct surprise

ptrysicat inventory at least once in a year'

5.4 Store Register/Consumable Items:

store in charge will keeP a
in the store. A'

store register may be record and control the

items.



(sToRE REQUISITIOt{ FORM-$RF)
( G oods/$ u P Pl i es/Cth e rs)

Store in -charge
NDP

: PM/P CfTLllVanager

issue the under rnen

cial purpose such as

Reg istered
Page# ltenn

Code

Tota I

Gost
Qt tantity

ls s ued
Unit

Cost
Quantity
Required

SI
#

Pa rtic u lars

Name
PositiPos iti

Nam
Req

Position-

lssued
Nam

NB: Mai
attached with VoucherS fc'r accounts

An nexu re-U

sRF#-;-;-------

Ple

T

Ilr\'r00 ]t

Positio

Received By:
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Deve lo Flm e nt P rog [ann]-9-H D P
fl,Bagba'i,Jnlt"',.rNagar,Kamart<hino?,Sirajs,anj-6700

(Purchase Request Form-PRF)

I

I

Signature & Datte.

$ignature & Date:

uing office
voucher for Accounts

Unit CostQuantitY ln

[{and
Fleq.Desc riPtion

02
03
04
05
06

08
09

Date:P u rcha

I

xt1'r.iii-)\
l au'

4

I

I

I

An nexu re-Q

Office':

NB: Nla copy retai ned by
to be attached with

,l -)
q-

'- a

.le\W
Ch a irrn an :
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Budgeted Cost
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