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· Identifying goods or services you needed
· feasible study- purpose
· Market availability/ Competition
· Fund availability
· Preparing the specification
· technical factor,
· quality factor,
· environmental factor
· Authorization of the request
· Dean, Heads , Registrar, Vice Chancellor
· Delegation of Financial Authority
a. Determination of procurement method
a. Shopping/ National Shopping
b. National Competitive Bidding
c. International Competitive Bidding
d. Direct Purchase
· Preparing Bidding Documents
· Bill of Quantity (NPA)
· Drawings
· Estimation
· Evaluating Bidding Documents
· Pre-TEC
a. Calling quotation or calling invitation
a. Suppliers Register
b. sources of calling quotation
c. Notice or Advertisement
d. Terms and Conditions
· Bids Opening
· Bids Register
· Bid Opening Committee
· BOC meeting,
· BOC minutes
· Bids Evaluation
· Technical Evaluation Committee,
· Expert report
· TEC Report
· TEC Meeting,
· TEC Minutes
· Approval on Selecting Supplier and determining the Bid amount
· Procurement Committee
· Purchasing Committee
· PC meeting
· PC minutes
a. Placing an order
a. Indent/ awarding contract
b. Terms and Conditions
c. Transparency
b. Receiving items
a. Leading time
b. Goods Acceptance Committee
c. quality checking
d. Tax Invoices
e. GRN
f. stores management
· Recording to the inventory management system
· pasting inventory codes
· storing
a. Making payment



