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1.0   
SCOPE

Procurement Procedure, from identification of need to receipt of goods/ services.

2.0
PURPOSE


2.1
To ensure quality specifications of goods services and works for Kenya 
Education Management Institute.

2.2
To ensure that goods/services are procured using cost effective methods 

2.3
To ensure goods/works/services received are inspected for conformance 
with our requirements.

2.4
To ensure suppliers invoices are certified for payment timely.

3.0    
OBJECTIVE 

3.1
To procure and receive goods, services and works that exceeds our 
customer quality expectation(s) 
3.2
To delivers goods, services and works in time and ensure that operations 
are not interrupted.

3.3
To adhere to the Public Procurement and Disposal Regulations 2006 and 
the   ACT 2005

4.0      KEY PERFOMANCE INDICATORS

4.1
Goods , Services and Works procured meets and exceeds customers 
expectation

4.2
Timely delivery of Goods, Services and Works and un- interrupted 
operations

4.3
Adherence to Public Procurement Regulation 2006 and the ACT 2005 

5.0  
REFERENCE

5.1
Public Procurement and disposal Act 2005/Regulations 2006

5.2
KEMI Procurement Manual
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6.0 
DEFINITIONS

6.1
PO -Procurement Officer

6.2
SPECS- SPECIFICATION (S)  

6.3
Counter Receipt Voucher (S13)

7.0
RESPONSIBILITIES AND AUTHORITY

7.1
User Department /Sections – Raises the need and fills requisition.

7.2
KEMI Tender Committee-Approves procurement of goods /services

7.3
Procurement Officer – Raises the L.P.O/L.S.O

7.4
Head of Account – Commits and Approves the L.P.O /L.S.O
7.5
Director and Deputy Director Finance & Administration -Approves the 
Local Purchase Order/ Local Service Order (L.P.O/ L.S.O)
7.6
Procurement officers- Dispatches the L.P.O / L.S.O to approved supplier 
7.7
Procurement Assistant –Acknowledges receipt of goods/services, endorses supplier’s delivery note.  
7.8
Inspection and Acceptance Committee (for Technical Equipment) - Inspect and accept goods in conformity with SPECS or rejects goods that fail to conform  
8.0  
DETAILS OF PROCEDURES

8.1
Specification of user requirements are drawn by the PO in consultation 
with user department (for common user items) and relevant ministry’s 
professionals (for capital/complex technical items). 

8.2
Choose the right method of procurement as per stipulations in Public Procurement Regulations 2006 and procurement manual.

8.3
Carry out suppliers’ evaluation as per stipulations in Public Procurement Regulations 2006 and procurement manual.

8.4
KEMI Tender Committee - Select the right supplier as per stipulations in 
Public Procurement Regulations 2006 and procurement manual

8.5
Procurement Officers - Prepare L.P.O/ L.S.O in which SPECS of     requirement and other relevant conditions are written 
clearly with precision. 

8.6
 Procurement Officers - Dispatch L.P.O/ L.S.O after proper authorization (by Director and Deputy Finance & Administration) to the selected supplier. Also, follow up for timely delivery of the goods/services/works.
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8.7
Procurement Assistant / user departments/Sections & also Receipt and inspect Committee, Inspect the goods/Services and if they conform to our specifications they are received if not then they are rejected.  

          Procurement Assistant. - Acknowledge receipt of goods/services by endorsing supplier’s delivery note. Also acknowledge/certify receipt of goods/services by raising Counter Receipt Voucher (S13) and the Triplicate copy is forwarded to account’s section, attached with the Suppliers invoice for payment purposes

9.0
RECORDS /APPENDICES

9.1
Tenders and Quotations Documents

9.2
Tender /quotation Register

9.3
Local Purchase /Services Orders

9.4
Contract Agreement Documents

9.5
Bill of Material from the users

9.6
Delivery Notes

9.7
Counter Receipt Voucher (S13)

 SHAPE  \* MERGEFORMAT 
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1.0   
SCOPE

1.1
Tendering Procedure specification of requirement to receipt of 
goods/services and certification of suppliers invoice for payment.

2.0 
PURPOSE

2.1
To ensure timely procurement of goods services and works for Kenya 
Education Management Institute.

2.2
To procure goods/services at competitive prices and maximize value for good/services

2.3
To minimize goods/services acquisition cost by optimizing economy of scale.

2.4
To adhere to the Public Procurement and Disposal Regulations 2006

3.0      OBJECTIVES

3.1
Goods, Services and Works procured in a competitive method in order to 
get value for money

3.2
Many bidders given chance to participate, hence there is fairness

3.3
Encouraging transparency, accountability and integrity
4.0      KEY PERFORMANCE INDICATORS 

4.1
Value for money obtained due to competitive bidding

4.2
Fairness to the bidders since they are given equal chance to   participate

4.3
Achieved transparency, accountability and integrity   in all our 
transactions 

5.0  
REFERENCES

5.1
Public Procurement and disposal Act 2005/Regulations 2006

5.2
KEMI Procurement Manual

6.0     DEFINITIONS

6.1     Procurement Officer
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7.0    RESPONSIBILITIES AND AUTHORITY 
7.1
KEMI –Tender Committee- open bids and adjudicate tender
7.2
PO- Communicates in writing the tender committee decision
7.3
Director- signs contract agreement with suppliers
7.4
Procurement Officers- Issues Supplier with procurement order
7.5
Procurement Assistance- receives goods delivered against order
8.0
DETAILS OF THE PROCEDURES    

8.1 
Specification of user requirement are drawn by the PO in consultation 
with user department (for common user items) and relevant ministry’s 
professionals (for capital/complex technical items/services)

8.2  
Prepare Necessary tender documents/quotations 

8.3   
Prepares tender notice for advertisement in the print media in 
accordance with Public Procurement Regulations 2006 and procurement 
manual.

8.4 
KEMI Tender Committees - open bids in accordance with Public 
Procurement Regulations 2006 and KEMI Procurement Manual

8.5  
KEMI Tender committee - adjudicate tender in accordance with Public 
Procurement Regulations 2006 and KEMI Procurement Manual.

8.6  
PO Communicates in writing the tender committee decision (issues 
letter   of Acceptance to successful bidders or regrets to the unsuccessful 
ones) in writing and gives a 14days grace period for probable appeals from bidders who participated.

8.7  
Director - and successful bidder signs contact agreement.

8.8 
Procurement officer - Issues Supplier with procurement order.

8.9
Procurement assistance - receives goods delivered against order 
quantities and quality in the L.P.O/ L.S.O
9.0   RECORDS /APPENDICES

9.1
Tender Documents

9.2
Tender Register
9.3
Contract Agreement Documents 

9.4
Signed Copies of the L.P.O’s/ L.S.O’s      

9.5
Minutes files for the members of KEMI Tender Committee

OPEN TENDERING PROCEDURE
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1.0
SCOPE

1.1
Procedure of receipt and inspection of goods from the arrival of goods, 
from supplier to when the goods are placed in the Storehouse.

2.0      PURPOSE


2.1
To confirm destination of goods received from supplier(s) for KEMI to avoid 
unloading and handling of receipts meant for other organizations e.g. 
Lower Kabete Campus or KIE 

2.2
To ensure that goods/services are procured using cost effective methods 2.3
To ensure that the most economical methods of unloading and handling 
are used.

2.4
To acknowledge/certify receipt of goods and hence ensure the supplier is 
not paid for poor quality goods.

2.5
To inform users of availability of goods in the storehouse on time.

3.0 
OBJECTIVES 

3.1
To ensure receipt of goods and services that conforms to our 
requirements.

3.2
To ensure that defective/poor quality deliveries are detected before they 
are received in the Storehouse and therefore assurance that they are not 
issued to our customers by mistake or otherwise.
3.3
To reject poor quality goods timely with a view to reducing supplier’s lead-
time to replace them with expected quality ones.

4.0      KEY PERFORMANCE INDICATORS

4.1
Goods, Service delivered conforms to our requirements 

4.2
Rejection of Goods and services that do not meet the expected
      

 
quality and quantity immediately.
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5.0     REFERENCE

5.1
Public Procurement and disposal Act 2005 / Regulations 2006

5.2
KEMI Procurement Manual

6.0      DEFINITIONS

6.1
 Counter Receipt Voucher (S13)

7.0    
RESPONSIBILITY AND AUTHORITY

7.1
Inspection and Acceptance Committee – Checks for any obvious damages on goods
7.2
Procurement officer- Confirms destination of goods and cross checks the order
7.3
Procurement Officer (Stock Control) – Raises (S13) for goods accepted
 7.4
Procurement Assistant – Places goods in the storehouse.
 8.0       DETAILS OF PROCEDURES

 8.1
Procurement Officer/ Procurement Assistant - confirm destination 
of goods is KEMI by checking the whether address in the delivery conforms to ours. Also, confirms availability of our procurement order for the goods.

8.2
Procurement Assistant - prepares (clear) the receiving and inspection 
space.

8.3
Procurement Officer / Procurement Assistant - check for obvious 
damage on the goods. If the goods are okay then check for conformity to 
procurement order in terms of quantity, item description and quality 
features. Reject the non-conforming ones and return to supplier 
immediately. For the technical items involve the user and Receipts and 
Inspection Committee

8.4
Procurement Officer (Stock Control) – Raises a Counter Receipt Voucher      (S13)
for goods Accepted

8.5
Procurement Assistant - place the goods in the relevant bin/racks in the 
storehouse and then inform the users of availability. 
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9.0 RECORDS/APPENDICES

9.1 Counter Receipt Voucher (S13)
9.2 Ledger Cards/ Permanent or Consumables Stores Ledger
9.3 Delivery Notes

PROCEDURE FOR RECEIPT AND INSPECTION OF GOODS
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1.0   
SCOPE

1.1
Procedure of issuing an item from presentation of authorized requisition 
from user department to the physical issue of item. 

2.0   
 PURPOSE

2.1
To issue items that meets the requisitioned requirement.

2.2
To ensure right quantity is issued against authorized requisitions

3.0    
OBJECTIVE

3.1
To ensure timely issue of items to users as per their requirement

4 .0     KEY PERFORMANCE INDICATORS

4.1
Timely and accurate issues of item to the users            

5.0   
REFERENCES

5.1
Public Procurement and disposal Act 2005/Regulations 2006

6.0      Definitions

6.1      Counter issue and receipt voucher (S11)
7.0     RESPONSIBILITY AND AUTHORITY 

7.1
Procurement Officer

 7.2
Procurement assistant

8.0
 DETAILS OF PROCEDURES

8.1
Procurement Assistant - receive Requisition from User Departments.

8.2
Procurement Assistant - check for availability of item in the storehouse

8.3
S11 Is signed by the user issues are made
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8.4
Requisitioner and Procurement Assistant signs for item received and 
issued respectively.

8.5
Procurement Assistant - detach the original S11 and files it appropriately 
i.e. general or food and ration store.

8.6
Requisitioner carries item to the point of use.

9.0
 RECORDS/APPENDICES

9.1
S11–Counter issue and Receipt Voucher

Issuing Procedure
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1.0   
SCOPE


Procedure of carrying out stock taking of stocked items from the time the 
notice of the exercise is given to user department to the preparation of 
stock taking reports. 

2.0
PURPOSE

2.1
To verify the accuracy of stock records and the physical stocks

2.2
To identify the obsolete redundant surplus expired and all boardable 
materials.

2.3
To sort the value of stocks shown in final accounts.

2.4
To point out possibilities of occurrences of fraud.

2.5
To point out weakness of custodian and stock control systems 

3.0      OBJECTIVE

 3.1
To carry out stock taking in orderly manner and in time.

4.0
KEY PERFORMANCE INDICATORS

4.1
Verified stock records and physical stocks

 4.2
Identification of the obsolete surplus and expired and all board able  
items 

4.3
Sorted value of stock shown in final Accounts

4.4
Occurrence of fraud pointed out 

4.5
Weakness of custodian and stock control identification

5.0
 REFERENCE

5.1
Public Procurement and disposal Act 2005/Regulations 2006
6.0    
DEFINITIONS

6.1

S16 - stock taking and stock verification sheet.

6.2
Ledger Cards/ Permanent or Consumables Stores Ledger
7.0
RESPONSIBILITY AND AUTHORITY

7.1.
PO – Alerts all User Departments of stock taking.
7.2
Procurement Assistant – Prepares S16 
7.3
Internal Auditor

7.4
A representative from any other section 
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8.0  
DETAILS PROCEDURES
8.1
PO Issue memo to User Departments and Warehouse to announce date of stock take. This is done to allow users to request items before the closure of stores (i.e. stock taking date). It is understood that operations must continue even if stocktaking is going on.

8.2
Procurement Assistant - Prepare the S16 to be used for stocktaking one 
day before the exercise takes off.

 8.3
PO Identify the person in charge of stocktaking.

 8.4
General Stores - Close normal business of Storehouses when the 
exercise commences and put notice on the Storehouse .Put It Where It Is 
Visible. No issues out or receipts into the Storehouse while stocktaking is 
in progress. 

8.5
PO allocate various areas to specific persons i.e. foodstuffs store and 
general store. Also, isolate items that still in inspection to ensure they are 
not counted as institute’s stock.
8.6
Procurement Assistant and others selected to carry out the stock taking 
exercises, carry it in an orderly manner, count all materials, to be reported 
in the final accounts (normal) and all for disposal e.g. redundant, obsolete, 
and expired. Label all special classes of stock, for example those due for 
disposal, and record them separately. 

8.7
 Procurement Assistant - Enter physical stock on figure on the S16 
indicating showing the method of check i.e. count weighing, 
measurements etc (By filling issue unit column). Other details recorded 
are: serial no of stock sheet, date of stock take, items description, value of 
stock found, quantity of stock found, stock figures in Ledger Cards, stock 
takers signatures and other remarks.

8.8
Procurement Assistant - When the physical count side of entries is 
completed, all S16 are gathered serially and then other columns are 
completed.  
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8.9
Procurement Officer/Procurement Assistant - Compare physical stocks and ledger Cards and indicate discrepancies (surplus/deficits).


Isolate minor discrepancies and major ones. Verify entries for arithmetic 
errors 
or any other errors such as transcription and amend the records 
relevantly. Then compile discrepancies report.

8.10
Procurement Officer & Procurement Assistant Recommend 
for investigations on major discrepancies to establish how they have arose and possibility of writing off. For minor ones, value them and write off.  
9 .0
RECORDS/APPENDICES

9.1
Duly filled - Stock taking Forms

9.2
Report of discrepancy (if any)
PROCEDURE FOR STOCKING TAKING AND STOCK VERIFICATION
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1.0     SCOPE

Procedure of disposing boarded items from identification of items due for disposal to the actual disposing. 

2.0     PURPOSE

2.1
To get rid of unwanted items such as unserviceable, obsolete, expired, and surplus materials.

2.2
To create more room in the storehouse for efficiency in other warehouse 
operations.

2.3
To get rid off deteriorated materials that pose danger to safety and 
security in storehouse. 

3.0 OBJECTIVE

3.1 
To dispose Boarded Materials timely and in the best economic manner 
with a view to minimizing accumulation unserviceable, obsolete, expired, 
and surplus materials.
4.0
KEY PERFORMANCE INDICATORS

4.1
Disposal of the obsolete expired and surplus stores
4.2
Spacious storage room created 

4.3
Deteriorated materials that pose danger to safety and security removed

5.0
REFERENCES

5.1
Public Procurement and disposal Act 2005 /Regulation 2006
6.0     DEFINITIONS

6.1
S11- Counter issue and receipt voucher 

6.2
M.O.R PWs- Ministry of Roads and Public Works
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7.0
RESPONSIBILITIY AND AUTHORITY
7.1
Director – Approves procedures.
7.2
Procurement Officer- Issues memo to User Dept. to identify items for disposal
7.3
Procurement Assistant- Records items and moves them to Returns Store

7.4
Board of Survey Committee- Carries out Technical Evaluation on items.
8.0 
DETAILS OF PROCEDURES

8.1
PO issue memo to User Departments and Warehouse to identify 
materials due for disposal.

8.2
Procurement Assistance-The materials are recorded and moved to 
Returns Store by Warehouse officers.

8.3
Procurement Officer -The materials are put into lots according to classes 
of usage or otherwise by warehouse officers.

8.4
Board Of Survey Committee is convened - to carry out technical 
evaluation on every item and recommend best method of disposal or 
otherwise. 

8.5
This is done in consultation with relevant technical experts e.g. for 
motor vehicles M.O.R.PWs engineers (CMTE)
8.6 
Board of Survey Report showing reserve prices for items recommended 
for disposal, scrap value of each item and method of disposal is compiled 
by Procurement officer
8.7.
PO seeks authority to Dispose is sort (Procurement Officer) from The Director/Permanent Secretary 
8.8 PO prepares Tender document for items for sale by Open Tender or the recommended method
8.9 For items for disposal by donations, the recipients are informed and are requested to acknowledge and collect items.

8.10  Tender Notices (advertisement) are placed with local print media after being approved by Director. 

8.11    Bids are received in the tender box and are opened on the day they are                

           due. The prospective tenders can witness the opening at will.

8.12    KESI management tender committee adjudicates the Bids and Awarding                                                 is done to the highest bidder.
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8.12  - Letters of acceptance are issued to successful bidders whereby 
they    are asked to acknowledge and pay the price of offer.

8.13  Procurement Assistant - Items are issued to buyers through S11 
which serves as gate pass and also removes it from stock records.

9.0
RECORDS /APPENDICES

9.1
List of Items to be boarded
9.2
Board of Survey Report

9.3
Tender Documents 

9.4
Copy of S11, Counter Issue and Receipt Voucher

9.5
Board of Survey Committee

PROCEDURE FOR DISPOSAL OF UNWANTED STORES
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1.0      COPE

1.1
From identifying categories of products and services required to 
requesting for quotation when need arises.

2.0      PURPOSE

2.1
To ensure standardization in pre-qualification of suppliers

3.0      OBJECTIVES

3.1
To advertise for goods and services in order to attract a wide range of 
suppliers

3.2
To ensure transparency in the selection process

3.3
To ensure that suppliers attain KEMI’s standards of service and product 
demands

3.4
To comply with government procurement policy

4.0      KEY PERFORMANCE INDICATORS

4.1
Wide range of supplies attracted

4.2
Transparency in selection Process

4.3
Supplies attainment of KEMI’s standards of service and product demand

4.4
 Government Procurement Policy adhered to

5.0       REFERENCES

5.1
Quality Manual

5.2
 Procedure Manual

6.0       DEFINITIONS

6.1
None
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7.0 
 RESPONSIBILITY & AUTHORITY LIMITS

7.1  
   Procurement Officer

7.1.1      Prepares and updates list of products and services required

7.1.2      Prepares tender documents

7.1.3      Procures the appropriate Media and arranges for advertisement

7.1.4      Prepares a list of short listed suppliers and notifies them

7.1.5      Monitors suppliers’ performance- Suppliers Appraisal Twice a Year
7.2         Procurement Assistant 

7.2.1      Verifies with user department type of materials required

7.2.2       Floats quotation forms to supplies when need arises

7.3         Chairperson Tender Committee

7.3.1      Convenes the standing tender committee

7.3.2      Opens tender bids after 21-28 days

7.4         Tender Committee

7.4.1      Carries out technical and financial evaluation

7.4.2      Evaluates and shortlist suppliers

7.4.3
   Awards suppliers

7.5  
 Cashier

7.5.1 
 Sells tender pre-qualification document

7.5.2  
 Bidders’ drops their Bids in the Tender Box

7.5.3   Tender Box opened at the time stipulated in the tender notice and bids 
opened immediately there after, Bidders or their representatives are 
allowed to be present. Adjudication and awarding is made but if the items 
of technical nature the bids are forwarded to the technical evaluation 
committee after which adjudication is made 
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8.0  
DETAILS OF THE PROCEDURES

8.1   PO prepares and update list of products and services required

8.2    Verify with user department

8.3    Prepare tender documents

8.4    Procure the appropriate Media

8.5    Arrange for advertisement

8.6    Sell tender pre-qualification documents

8.7    Receive sealed applications and update register

8.8    Convene the standing tender committee

8.9    KEMI Tender Committee -   Open tender bids after 21-28 days

8.10 Technical Evaluation Committee- Carry out technical and financial 
evaluation

8.11   PO outsource experts 

8.12
KEMI Tender Committee - Evaluate and shortlist   suppliers

8.13 
PO prepares a list of short listed suppliers and notify them

8.14  
Float quotation and issue Confidential forms when need arises

8.15   Monitor suppliers’ performance- Suppliers Appraisal Twice a Year
8.16   Maintain relationship with supplier

9.0   RECORDS & APPENDICES

9.1   Products and services list

9.2   Tender register

9.3   Internal pre-qualification checklist

9.4   Approved supplier list

9.5   Request for quotation form

9.6   Confidential Business Questionnaire

9.7   Suppliers Appraisal Form
Pre-qualification of Suppliers

 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 
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1.0 
SCOPE

From receiving requisitions of items in the stores to issuance

2.0
 PURPOSE

    
To develop a standard approach of issuing requisitions internally. 

3.0 
OBJECTIVES

3.1

To ensure internal requisitions are approved by the relevant authorities and properly recorded

3.2 
To monitor the rate of consumption of consumable stores and establish 
adequate stock levels that will enhance smooth operations. 

4.0       KEY PERFORMANCE INDICATORS

        
Internal requisitions approved by relevant authorities and Proper record available

5.0. 
REFERENCES

5.1 
Quality Manual

 5.2 
Procedure Manual

6.0. 
DEFINITIONS

    
None

7.0
 RESPONSIBILITY AND AUTHORITY 

7.1 
Procurement Officer  

7.1.1 
Ensures the stock inventory is up to date by monitoring stocks levels

7.1.2 
Ensures adequate stock levels are maintained

7. 2      Procurement Assistant
7.2.1    Issues the materials requested for by the user departments

7.2.2     Notifies the Procurement Officer on the levels of stock
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8. 0
DETAILS OF PROCEDURES

8.1 
PO receive material requisition form from user department

8.2     
Check in stores for availability 

8.3     
If not available, initiate the Procurement Process

8.4  
Procurement Assistant -Issue the requested items

8.5 
The recipient -acknowledges receipt of the items by signing on the material 
          Requisition sheet

8.6  
Procurement Assistance - Update stores records

9.0
RECORDS AND APPENDICES

9.1 
Bill of Material Requisition form /F-IO- form

9.2 
Stores ledger cards

PROCUREMENT: Internal Requisitions
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1.0
SCOPE 


From receiving the request to outsource from user departments to outsourcing 
the services

2.0
PURPOSE


To ensure standardization in the procuring of outsourced services

3.0
OBJECTIVES


To procure the best service that will offer quality services and value for money

 4.0     KEY PERFORMANCE INDICATORS


Best Service that offers quality Services and Value for money  

5.0       REFERENCES


Quality Manual

6.0
DEFINITIONS


None

7.0
RESPONSIBILITY AND AUTHORITY 

7.1
Director/CEO

     
Approves proposals forwarded to him/her by the Procurement 

     
Officer

7.2
 Procurement Officer

7.2.1    Receives requests to outsource the required services and forwards them to the 
 Director/CEO for approval

7.2.2.   Facilitates the procurement process for the service 

8.0 
DETAILS OF THE PROCEDURE

8.1 
 PO receive request for outsourcing of service from user departments

8.2
Confirm availability of budget from the Head of Accounting Unit (HAU) and seek approval from the Director/CEO

8.3
 Advertise for the tenders in different media

8.4
 PO receive the tenders which are placed in the tender Box

8.5 Procurement Committee - Evaluate the tenders and award them if they are within thresholds
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8.6  
 PO present the report to the Tender Committee based on the threshold

8.7 
 KEMI Tender Committee awards the pre-qualified service provider and PO 
notifies the winner

8.8
The department with the primary responsibility supervises the execution of tasks

9. 0
RECORDS AND APPENDICES

9.1 
Tender evaluation report

9.2
Tender Committee Minutes

PROCUREMENT: Outsourced Services
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1.0 SCOPE

From receiving request of releasing items out of the Institute’s premises to acknowledging receipt.

2.0 PURPOSE

To ensure all items leaving the Institute were authorized and they have been returned.

3.0 OBJECTIVES

To ensure all items leaving the Institute have been authorized and properly recorded.

4.0    KEY PERFORMANCE INDICATORS

 Authority Document
Service Report

Physical Presence

5.0   REFERENCES

Quality Manual

Procedure Manual

Public Procurement Act

6.0
DEFINITIONS

None

7.0  
RESPONSIBILITY & AUTHORITY LIMITS

7.1      Director/ DD/FA
7.1.1   Approves the release of items from the Institute’s premises

7.2       Head of Procurement Department
7.2.1 
Receives request from user department for items to be serviced outside KEMI   detailing the items SPECS 

7.2.2    Signs the gate pass

7.3       Security Officer

7.3.1  Signs the gate pass

7.3.2    Informs the security guards to release the item at the entrances
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7.4
Procurement Officer/ Procurement Assistant

7.4.1   Raises gate pass for goods to be taken out

7.4.2
Forwards gate pass for necessary approval and delivers gate pass to supplier 

            Upon approval
7.4.3
Receives repaired or serviced items and signs gate pass to confirm receipt of

            Goods
7.4.4
Updates gate pass book

8.0   DETAILS OF PROCEDURE

8.1   Receive request form the user department

8.2   Raise the gate pass

8.3   Forward gate pass for approval by the relevant authorities

8.4   Forward gate pass to supplier

8.5   Supplier takes items for repair/ servicing/ cleaning

8.6   Receive back the items and inspect to confirm their status

8.7   Counter sign the gate pass

8.8   Update the gate pass book

9.0   RECORDS & APPENDICES

9.1   Operational gate pass

PROCUREMENT: Taking Out items requiring Cleaning/ Repair/ Servicing
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 1.0
SCOPE

From receiving the annual requirements from all heads of departments to implementation of the plan.

2. 0   
PURPOSE

To plan on optimal usage of the budget  

3.0     
OBJECTIVES


To optimize usage of the budget

Ensure continuity of operations by availing the required materials on time

4.0 
 KEY PERFORMANCE INDICATORS

    a)     Optimal use of the Budget

    b)    Timely deliveries of materials required

5.0    
 REFERENCES

  

Quality Manual

Procedure Manual

6. 0  
DEFINITIONS

None

7.0        RESPONSIBILITY AND AUTHORITY 

7.1    
Director/CEO


    
Approves the consolidated Procurement Plan

7.2     
Procurement Officer
7.2.1   Receives and consolidates annual requirements for all the departments into a master procurement plan

    7.2.2   Implements the procurement plan

7.3         Heads of Departments/sections

7.3.1      Forward there annual requirements to the Procurement Officer
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8.0 

DETAILS OF THE PROCEDURES 

8.1   
PO    receive the annual requirements from heads of departments

8.2
  “      Consolidate the requirements into a master procurement plan 

8.3
  “      Forward to the Director /CEO for approval/Council

8.4
  “     Implement the plan accordingly

8.5
  “      Monitor and evaluate the progress as per the MAI guidelines

9.0 

RECORDS AND REPORTS

9.1
Procurement report

9.2
Master Procurement Plan

9.3
Procurement Plan File


PROCEDURE FOR DEVELOPING THE PROCUREMENT PLAN
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1.0 SCOPE:




This procedure manual explains the process followed by Operations and Maintenance when carrying out maintenances of the infrastructure and other utility services.  The operation and maintenance shall receive a Defect Report Form from the user, housekeeper the department and take the necessary action.

2.0 
PURPOSE:


Maintain high quality infrastructure e.g. buildings and other associated utilities within the Institute.

3.0 0BJECTIVES

3.1
To ensure that water and electricity are uninterrupted in the Institute by servicing 
maintaining the borehole water pump and the standby generator

3.2
Maintain buildings and other infrastructure in high functional conditions

4.0  KEY PERFORMANCE INDICATORS

4.1      Uninterrupted supply of power and water throughout the year

4.2  
High standard of buildings and other infrastructure in place

4.3  
Effective response to issues raised in defect form

5.0 REFERENCES:




5.1
Operational quality manual

5.2 
KEMI Charter

6.0 DEFINITIONS


6.1   
Procurement Officer – Operations & Maintenance

6.1  
ARTISANS – Technical workers

6.2 
PO – Principal Procurement Officer

6.3 
DDFA – Deputy Director Finance & Administration

6.6 
BM – Bill of Material

7.0  RESPONSIBILITY AND AUTHORITY 



7.1 
 Procurement Officer
7.2   
The Procurement Officer should ensure that the infrastructure are highly maintained and are of high quality

7.3   
DDF&A Authorizes the Bill of  materials

To ensure that MTCE work are properly executed
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7.4  
Periodic inspections of the infrastructure are carried out as scheduled.

7.5  
Record of the infrastructure are kept in the right file

7.6  
Received reports and complaints on defects are acted upon within stipulated time.

8.0 DETAILS OF THE PROCEDURE




8.1
The Procurement Officer

8.2 
He receives Defect Report Form on repairs of infrastructure from the user   department and individual staff or householder

8.3  
He carries out inspections with the help of his technical team

8.4  
He raises the BM for repairs, service or purchase of spare parts

8.5  
He verifies the costs, specifications and availability of funds

8.5.1  He seek approval and authority to repair; service or procure the items for repair from  the DDF&A

8.5.2  The procurement officer raises LSO for the service or an LPO for the purchase of the spare parts or items required             .

8.5.3 He issues Job Card or Work Instruction Order for execution of work to the technical staff

8.5.4 He countersigns the work instruction order once the work is done to his satisfaction.

9.0  
RECORDS/APPENDICES




DRF – Defect Report Form


BM   – Bill of Materials


LPO – Local Purchase Order


S11 – Counter Requisition & Issue Voucher


Work Instruction Order Form

MAINTENANCE OF INFRASTRUCTURE

Player








Activities





Procurement
Officer








ARTISAN 

















  The Procurement officer

 Procurement Officer




Confirms defects



Procurement Officer










              






The Accountant

Accountant






confirm availability of funds


















DDFA



Director


PO



House keeper







Infracture is repaired , served and inspected











F-01-11
[image: image6.jpg]



AMENDMENT RECORD SHEET

	REF. NO.
	REVISION

NO
	SUBJECT OF REVIEW
	REVISION DATE
	PREPARED BY 
	APPROVED

BY 

	PM-06-01
	02
	Procurement of Good, Service and Works
	15th February 2012
	HOD
	MR

	PM-06-02
	02
	Open Tendering
	15th February 2012
	HOD
	MR

	PM-06-03
	02
	Receipt and Inspection of Goods
	15th February 2012
	HOD
	MR

	PM-06-06
	02
	Issuing Of Goods
	15th February 2012
	HOD
	MR

	PM-06-05
	02
	Stocking Taking and  Stock 

Verification
	15th February 2012
	HOD
	MR

	PM-06-06
	02
	Disposal of Obsolete/Surplus &Unserviceable Stores
	15th February 2012
	HOD
	MR

	PM-06-07
	02
	Pre-qualification of Suppliers
	15th February 2012
	HOD
	MR

	PM-06-08
	02
	Internal Requisitions
	15th February 2012
	HOD
	MR

	PM-06-09
	02
	Outsourcing Service
	15th February 2012
	HOD
	MR

	PM-06-10
	02

	Taking items

 requiring Cleaning/Repair/

Servicing outside the institution
	15th February 2012
	HOD
	MR

	PM-06-11
	02
	Developing the Procurement Plan
	15th February 2012
	HOD
	MR

	PM-06-12
	02
	Maintenance of Infrastructure
	15th February 2012
	HOD
	MR


1





User department discuses with finance





End





Stores provides





Receive material requisition form from user department





Start








Check in stores for availability








Notify user department








User department checks with finance for liquidity








Seek approval as necessary








Is material available?





No





Yes





Are funds available?





Yes





No





Obtain at least 3 quotations from selected suppliers








Evaluate quotations and award





Material requisition form





Request for Quotation





Prepare LPO or LSO and negotiate for discount where necessary








LPO/LSO





Supplier evaluation form





Price Comparison Schedule





Discount received schedule
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Forward LPO/LSO to holder of AIE





Forward LPO/LSO to supplier








Receive supplied goods or services








User department verifies quality and quantity








User counter signs on Delivery Note








Are goods within specifications?





Yes





No





Goods forwarded to stores as necessary for updating stores records








Supplier signs duplicate copy or acceptance within 7 days








Supplier advised to take corrective actions





LPO/LSO





LPO/LSO





LPO/LSO





Records inspection form





Counter Receipt Voucher





End








For services, the requesting department to monitor quality of work and acknowledge completion of work








Forward LPO/LSO for review and audit





Is material available?





START





Specification of requirement





Preparation of tender documents





Tender notice (advertisement)





Opening of bids





Bids adjudication and award





Communication of committee’s decision to bidders





Is the Bidder successful?





Contract agreement with successful bidder





Wait 14 days for appeals from bidders if any





Letter Of Acceptance





Regret Letter





Refer To Management For Recommendation





No appeal?





NO





   YES





Raise L.P.O/ L.S.O order





Receipt and inspection of goods/services by relevant receiving committee





Certification of supplier’s of invoice for payment





END





START





Arrival of Goods





Confirm Destination of goods is KEMI





Prepare (clear) receiving and Inspection space (bay)





Unloading of goods





Check for obvious damage on the goods.





Check for conformity of physical count and supplier’s delivery note





Check for conformity of features of the goods with SPECS in the Procurement Order and other national and international standards. Check for validity of expiry dates





Goods conform to requirement?





Acknowledge of goods on supplier’s delivery note





Are goods allocated?





Inform requisitioner/user





Place goods into relevant bins/racks





END





START





Receive user request





Is/Are item in stock?





Inform procurement office of stock out/raise requisition for replenishments





Pick items from storage area and move them to collect at issue bay





Issue items and indicate on issue column quantities of item(s) issued





Requestioner/Issuing officer acknowledge receipt or issuing of item accordingly





END





START





Give notice of the stock-take date





Prepare for stock take: identify team and team leader, prepare Stock taking forms





List and isolate goods still under inspection not yet taken on charge





Count and record physical balances in terms of acceptable issue units in S16.





Carry out a reconciliation of physical stock balances and stock records balances





Compile discrepancies report (surplus/deficit and list minor and major ones





Is discrepancy minor?





Investigate discrepancy to establish causes





Verify physical stock entries and stock records and amend stock figure.





END





START





Identification of materials due for boarding (absolute/unserviceable/surplus





Compilation of list of the





Move materials to returns stores





Put the materials into lots according to classes of stock





Convene board of survey





Compile Board of survey report





Seek authority to dispose the materials





Dispose the materials in accordance with Board of Survey’s recommendations





Remove the items from stock records using S11





Dispatch the materials to relevant bidders. Use copy of as gate pass/destroy materials in accordance with B.O.S. recommendations 





END





Prepare and update list of products and services required





Start








Arrange for advertisement








Verify with user department








Open tender bids after 21- 28 days








Outsource experts








Is there capacity to evaluate in-house?





Yes





No





Evaluate and shortlist suppliers








Procure the appropriate Media








Sell tender pre-qualification documents








Receive sealed applications and update register








Convene the standing tender committee








Carry out technical and financial evaluation








Products and services list





Prepare tender documents








Tender register
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Internal pre-qualification checklist





Prepare a list of short listed suppliers and notify them








End





Monitor suppliers’ performance








Maintain relationship with supplier








Float quotation forms and issue Confidential Business Questionnaires when need arises








Approved supplier list
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Request quotation form








Is performance okay?





No





Yes





Advice supplier








Award suppliers








Confidential Business Questionnaire





Start





Material requisition form








Receive material requisition form from user department





Check in stores for availability of requested materials





Are materials available?





Initiate the procurement process





Issue the requested materials





Stores ledger cards








Update stores records





End





Start





Receive request for outsourcing services from user department





Confirm availability of budget from the Senior Accountant and forward to Director/CEO for approval





Is the budget available?





Advertise for service providers in the media houses





Receive tenders 





Are tenders within threshold?





Forward to tender committee for awarding





Tender committee minutes





Award tenders and present the report to the tender committee 





Tender Evaluation Report





Notify the winner





Requesting department to supervise the execution of tasks





End





Start





End





Operational gate pass





Operational gate pass





Gate pass book





Receive back the items and inspect to confirm their status and Counter sign the gate pass








Update the gate pass book








Supplier takes items for repair/ servicing/ cleaning








Forward gate pass to supplier








Forward gate pass for approval by the relevant authorities








Raise the gate pass








Receive request form the user department





Start





Receive annual requirements for all departments from the HOD’s





Consolidate the requirements to a master Procurement Plan





Forward to the Director/CEO for discussion and approval





Is approval granted?





Implement the plan accordingly





Monitor and evaluate the progress





Make suggested corrections





End








Yes





No





Master Procurement Plan





Procurement Plan File





Start





Receive defects Report Form from Housekeeping, Residential houses and Departments





The Procurement officer sends out Artisan to carry out inspection





No





Yes





The Procurement Officer raise BM after verifying the cost and specification





Yes





N0





Recommendation by the DDF&A





Approval by the Director





Raise LPO/LSO by PO
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