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ORDER

BRAC, a not for profit non-government organization, since its inception in 1972 has
been working with people whose lives are dominated by extreme poverty, illiteracy,
disease and calamities. It has taken great strides in the alleviation of poverty in
Bangladesh and beyond. As BRAC continues to grow, so do its tools for governance.

In delivering its services under different programmes and enterprises, BRAC is
required to procure a wide range of goods, equipment and related services, as well as
non-consulting services and consulting services. As procurement is increasing in value
and volume, requirement of compliance with national and international procurement
norms and standards has become imperative for BRAC. Efficient procurement implies
a system, which operates in a timely manner, with minimum number of steps/layers,
while being responsive to the needs of the end users leading to fulfilment of the goal
of the organization. A transparent procurement system is that which is characterised
by clear guidelines as well as implementation procedures and accountability to verify
that those guidelines and implementation procedures are being followed properly.
Accountability will ensure obligations to be performed by the personnel involved in the
procurement process.

BRAC embarked upon the task of reforming its procurement regime in line with modern
procurement practices with a view to improving the governance in the area of
procurement. Accordingly, the BRAC Procurement Guidelines and Implementation
Procedures (BPGIP), were developed outlining the principles, methods and process
to be followed by BRAC for procurement of goods and related services. The
accompanying Guidelines and Procedures are made effective from February 2021 and
replaces all previous versions of the BPGIP.

The purpose of the guidelines is to provide accountability, transparency and fair
competition in an efficient manner to help timely implementation of the programmes,
ensuring economies of scale and best value for money.

The Guidelines and Implementation Procedures including accompanying documents
are living documents subject to adjustment from time to time depending on the
requirement of time and changing programme environment.

AR

Asif Saleh
Executive Director, BRAC



Abbreviations & Acronyms

BPD BRAC Procurement Department
BPGIP BRAC Procurement Guidelines and Implementation Procedures
CFA Competent Financial Authority
DARSP Director Administration and Road Safety Programme
DPM Direct Purchase Method
ED Executive Director
EOI Expression of Interest
ERP BRAC Enterprise Resource Planning system (includes the eTender Portal)
FY Fiscal Year
GCC General Conditions of Contract
HO Head Office
HRPP Human Resources Policies and Procedures
ICT International Competitive Tendering
IFT Invitation for Tender
ITT Instructions to Tenderer
LTM Limited Tendering Method
MD Managing Director
NOAL Notification of Award Letter
OoT™M Open Tendering Method
PP Procurement Plan
PDS Proposal Data Sheet
PMP Procurement Management Plan
PO Purchase Order
PR Procurement Requirement
PS Performance Security
PTN Post Tender Negotiations
QCBS Quality and Cost Based Selection
QEC Quotation Evaluation Committee
QM Quotation Method
RF Requisition Form
RFQ Request for Quotation
SCC Special Conditions of Contract
SPEC Technical Specifications
SRFQ Standard Request for Quotation
STD Standard Tender Document
TDS Tender Data Sheet
TEC Tender Evaluation Committee
TIN Taxpayerds 1 den
TOA Table of Authority
TOC Tender Opening Committee
TOS Tender Opening Sheet
TS Tender Security
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PART |

BRAC PROCUREMENT GUIDELINES AND
IMPLEMENTATION PROCEDURES, 2021

1 Introduction
These guidelines wi || be known as t he 6BR
Implementation Procedures (BPGIP), 20216 and shall supersede all

instructions, directives, etc. on the subject by whatsoever names they may be called.
These guidelines and procedures shall come into force with effect from February 2021.

Any changes to the BPGIP must be approved by the Executive Director, BRAC, for
non-enterprise related issues and the Managing Director Enterprises for enterprise
related issues.

1.1 Objectives
The objectives of the BPGIP are:

1 To have an overarching framework for procurement that is to be followed by all
procurement personnel that provides and efficient and effective process which
contributes to the achievement of BRAC obijectives.

To ensure transparency, fairness and integrity in the procurement procedure.
To establish efficient procurement processes that facilitate timely delivery.

To utilise competitiveness in the procurement system so that best value for
every taka spent can be attained.

I To establish a balanced system of guidelines that can be applied to standard
operations and have the flexibility to cater for special situations, such as
emergency situations (e.g. flood, earthquake, cyclone and other natural
disasters).

1 To involve all stakeholders in the procurement process in an appropriate and
meaningful way so that planning and coordination can be undertaken in a timely
manner and the fright productdcan be procured at the fright quality and quantityo
and supplied to fright placeoat the fright timea

1 To assign responsibilities and ensure accountability by the appropriate
allocation of financial authorities to the various levels of managers and top
executives at BRAC.

I To meet the requirement of donor agencies and other local and international
bodies, who are partners with BRAC, through reforming procurement practices
in line with modern donor and commercial best practice.

i To have an accurate and complete audit trail by maintaining necessary
documents, files and records as stipulated in these guidelines and procedures.
1.2 Scope
BPGIP shall apply to all procurement of:

(i) goods and related services;
(i) non-consulting services; and



(iiif) consulting services

undertaken by BRAC irrespective of the sources of funds i.e. own, government,
international grant and/or loan etc.

In the event that:

() any procurement policy/guidelines/procedures of any international
organization or donor agency or government that are required to be complied
with for a specific programme comes into conflict with the BPGIP; or

(if) there are special / unique procurement requirements not covered in nature or
size by these guidelines (such as Public Private Partnerships or co-design); or

(i) a BRAC Enterprise that does not receive direct donor-funding requires
alternate provisions in order to ensure to be competitive and ensure the
successful operation of the enterprise; then

deviations to the process or alternate provisions may be implemented for that
programme or enterprise in accordance with the deviation processes set out in Section
4.2, provided that they generally conform to the objectives of the BPGIP and in no way
hampers the proper and timely delivery of BRAC programmes and services. In these
special circumstances, standard bidding documents may also be adapted from other
sources (such as FIDIC, World Bank, etc.) where the standard bidding documents in
these guidelines are not suitable.

A change to the specified Procurement Method as set out in the Thresholds may be
undertaken via a Method Change Request Form approved by the Director of the
particular Enterprise.

Definitions

In these guidelines the following definitions will apply:

Applicant: A person who seeks to be pre-qualified in response to an invitation for pre-
gualification or is an enlisted person in response to an invitation for tender under a
limited tendering method.

Category Team: Teams within BPD responsible for the procurement of a specific group
(category) of goods / services.

Capital Item: Capital item means fixed assets such as vehicle, building, land,
machineries and equipment etc. which shall remain the property of the organisation
and comply with Finance and Accounts policy.

Central Procurement: The procurement that is carried out centrally by the BRAC
Procurement Department (BPD) for achieving economies of scale and best value for
money.

Coercive practice means impairing, harming, threatening to impair or harm directly or
indirectly BRAC or its property to influence the actions of BRAC, including obstruction
of any investigation, or auditing of a procurement process.

Competent Financial Authority (CFA): BRAC Personnel to whom prescribed
financial authority has been vested and incorporated in the Human Resources Policy
and Procedure (HRPP) and promulgated through official orders from time to time.

Collusive Practice amongst bidders is a scheme or arrangement between two or
more Suppliers designed to manipulate the outcome of a procurement process, such
as manipulate the outcome or establish bid prices at artificial non- competitive levels
and to deprive BRAC of the benefits of free and open competition.



Complete Supplier Ban: To prohibit or forbid:
(a) further procurement of all products and services from a supplier and

(b) further participation in any form of procurement process by official decree for a
period.

Conflict of Interest is a situation in which a person or a group of persons is in a position
to derive personal or group benefit and therefore be influenced, or appear to be
influenced, when undertaking actions or decisions made in their official capacity.

Consulting Service: Consulting Service is providing advice under a contract in a
particular area of expertise in intellectual and professional service.

Consumables: A consumable is something that is capable of being consumed; that
may be used, destroyed, dissipated, wasted, or spent having no remnant or residue or
having some residue which is of no economic significance.

Contract: An agreement made between at least two parties with the intention of
creating a legal relationship, enforceable by law.

Corrupt Practice is the offering, giving, receiving or soliciting directly or indirectly
anything of value improperly influencing the actions in the selection process or in
contract execution. Corrupt practice also includes any omission or misrepresentation
that may mislead or attempt to mislead so that financial or other benefit may be
obtained, or an obligation avoided. This excludes general low value gift items with
pr ovi de thétsre tommgonly offered as gesture of good will, e.g. promotional
items like calendar, dairy etc.

Days: A calendar day unless specified as a working day.

Direct Purchasing Method (DPM): The method of procuring goods and related
services from a single source without going through all the requirements of a full
tendering process and restricted to purchase of goods within set thresholds and
specified exceptions.

Enlistment: The process to select a group of prequalified suppliers for specified goods
/ non-consulting services via an open advertisement for use when undertaking Limited
Tendering Method.

Ethics: The moral principles of rules of conduct which procuring entities have to follow
when carrying out any procurement.

Evaluation: Determination of the ranking between substantially responsive tenders in
order to identify the most advantageous offer i.e. the one offering the best value for
money.

Examination: The inspection, by the evaluation committee, whether the formal
requirements of tender documents have been fulfilled or not.

Framework Agreement: An agreement that is usually made on the basis of
procurement of an indefinite quantity of goods from one or more sources on a non-
exclusive basis for deliveries to be made over a definite or an indefinite period of time.

Fraudulent Practice is any act or omission committed by misrepresenting facts,
submitting false documents and/or false information, concealment of facts, or being
deceptive in order to influence a selection process or execution of contract/purchase
order.

Goods: Raw materials, products, equipment and commodities in solid, liquid or
gaseous form and electricity as well as related services such as installation, insurance,
transportation, maintenance or similar obligations.

Government: The Government of the Peopleds Republ i
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Human Resources Policies and Procedures (HRPP): These policy and procedures
stipulate, among many other issues, the authority levels for procurement-related tasks
defined as Competent Financial Authority (CFA) and set out in the Table of Authority
(TOA).

In Writing: Communication in hand or machine written, typed, duly signed and includes
properly authenticated message by facsimile or electronic mail.

Limited Tendering Method (LTM): The method of procurement for purchase of goods
and related services used up to the set threshold that involves an invitation for tender
being issued to a select number of pre-identified suppliers.

Modification: Replacement or amendment of a tender which has already been
submitted by the tenderer, but where there remains scope to submit changes prior to
the expiration of the stated submission date.

Non-Consulting Services: Includes all services required by BRAC and its
programmes, with the exception of related services attached to goods and consulting
services; also referred to by BRAC as physical services.

Notification of Award Letter: The letter that states the value of the proposed contract,
the amount of the performance security (PS), the time within which the PS shall be
submitted and the time within which the contract shall be signed.

Person: Any physical or juridical individual or body of individuals, a firm or a company,
an association or organization whether incorporated or not.

Poor Services are services and/or goods provided that do not meet BRAC6 specified
requirements in terms of either specifications, quality, quantity or timeliness.

Open Tendering Method (OTM): The method of procurement that is carried out
through newspaper advertisement for ensuring fairness through competition, transparency
and maximizing efficiency, effectiveness and economies of scale.

A Partial Supplier Ban is allowing continued use of services or products to keep the
existing machinery or project running but that prohibits or forbids further participation in
any new procurement process by official decree for a period as stipulated in writing.

Performance Security: The security as guarantee in the form of a pay order, bank
draft, bank guarantee or in any other form, stipulated in the schedule of requirement,
that is submitted by the tenderer as a security against his failure to honour the
provisions of the contractual agreement.

Post Qualification: The process undertaken after the completion of the tender
evaluation for verification whether the selected tenderer is capable to perform the
contractual tasks.

Procedure: Mandatory procurement implementation requirements framed and issued
by BRAC for proper compliance with the regulations.

Procurement: Purchasing, hiring or obtaining of goods, works and services by any
contractual means.

Procuring Entity: For central procurement the Procuring Entity is the BRAC
Procurement Department (BPD). For field procurement the Procuring Entity is the
respective field offices of BRAC or any other department/entity/programme/enterprise
within BRAC authorised by competent financial authority; also referred to as Purchaser.

Product: An item that ideally s at i sAlternatisely,aa
deliverable or set of deliverables that contribute to a business solution.

Proposal: A submission by the consultant in writing for delivery of services that is
presented to the procuring entity in response to tender documents.
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Proposal Method (PM): The method of procurement for consulting services where
proposals are invited from a minimum of three (3) selected qualified firms.

Proprietary Items: Something that is used, produced, or marketed under exclusive
legal right of the inventor or producer. Specifically, they are items that are protected by
secrecy, patent, or copyright against free competition as to name, product, composition,
or process of manufacture. Proprietary items usually have distinctive characteristics or
features and are often incompatible with competing items.

Purchase Order: The order that is issued in case of a purchase through QM detailing
the conditions that the supplier and the purchaser have to abide by in order to fulfil
obligations mutually agreed by both the parties.

QEC (Quotation Evaluation Committee): The committee that will determine the
ranking between substantially responsive quotations in order to identify the most
advantageous tender i.e. the one offering the best value for money.

Quotation Method (QM): The method of procurement that is followed for purchase of
readily available, standard off the shelf goods and related services.

Recurrent Item: Recurrent items are the everyday operational and project
implementation and related items of BRAC and comply with Finance and Accounts

policy.
Responsiveness: Conformity of a tender in all respect to the requirements of the
tender document without material deviation, reservation or omission.

Schedule of Requirements: It is an integral part of the tender documents provided to
the prospective tenderers specifying the requirements that must be fulfilled for
qualification of his/her tender offer as a responsive one.

Service: Goods-related services, physical services, or intellectual and professional
services. This term is to be read in conformity with the context to which this has been
used in those particular sections/subsections/clauses.

Service Level Agreement (SLA) a service level agreement is a documented
performance commitment describing the minimum performance criteria and level a
provider promises to meet while delivering a service. It generally sets out the remedial
action and any penalties that take effect if performance falls below the promised
standard.

Single Source Selection: The method of procuring consulting services from a single
source without going through all the requirements of a full tendering process and
restricted to purchase of goods within set thresholds and specified exceptions.

Specification: The technical characteristics of the goods and related services that set
the quality and performance standards required.

Substitution: The expression on the part of the tenderer by a written notice that he
would like to substitute an already submitted tender before the expiry of tender return
date.

Supplier: A person or entity under contract with a procuring entity to supply goods and
related services.

Taka: The unit of currency of Bangladesh.

TEC (Tender Evaluation Committee): The committee that will determine the ranking
between substantially responsive tenders in order to identify the most advantageous
tender i.e. the one offering the best value for money.

Tender: The submission by the tenderer in writing for delivery of the procurement object
that is presented to a procuring entity in response to invitation for tender.
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Tender Document: The documents provided by a procuring entity to tenderers as a
basis for preparation of their tenders.

Tenderer: A person invited to take part in procurement or submitting a tender in
response to an Invitation for Tender (IFT) / Request for Quotation (RFQ) or Request for
Proposal (RFP).

Tender Opening Date: The tender opening date is the date on which a tender will be
opened.

Tender Security: means a security provided to the Procuring Entity by a Tenderer to
secure the fulfilment of any obligation of the Tenderer resulting from the submission of
the Tender.

Tender Submission Date: The tender submission date is the date and time by which
tenders must be submitted.

Validity Period: The period of time for which the offer will remain open for acceptance
by the purchaser and within which no change in the tender offer could be brought by
the tenderer without approval from BRAC.

Withdrawal: The expression on the part of the tenderer by a written notice that he
would not like to participate in the tender proceedings prior to the expiry of tender
submission date and subsequent to submitting a tender.

Overall Procurement Direction

BRAC operates a predominantly centralised procurement approach, with some
procurement undertaken at field level under the conditions set out in these procedures.
BR A C écentralised procurement approach focuses on co-ordination designed to
enhance procurement effectiveness and efficiency. B R A C @emtralised approach
ensures that opportunities for economies of scale through the aggregation of
requirements are maximised, that there is an optimum use of expertise, that an efficient
storage and distribution system is in place and that administration costs are minimised.
The BRAC Procurement Department (BPD) at Head Office (HO) is expected to take
overall responsibility of implementing procurement related activities effectively and
efficiently.

In line with the centralised procurement approach, while some categories of goods and
services will be procured directly by the applicable enterprise, capital items above BDT
50 lac and all imported items irrespective of value will be procured by BPD for
enterprises. Capital/Recurrent items below BDT 50 lac can also be procured by BPD if
required by the BRAC enterprises. In case of procurement conducted by BPD,
Enterprise are required to raise requisition in ERP. For BRAC Humanitarian Crisis
Management Programme (HCMP), due to their unique operational activities, HCMP
may follow their own approved procurement guidelines in parallel to BPGIP. HCMP
may also choose to use BPGIP where applicableas per BRACO&s management



4 Procurement Process Overview

The procurement process comprises three main

stages

Management. The structure of the BPGIP is
based on these key stages and will address
each stage separately.

4.1 Financial Authority

(i)

(ii)

(iii)

Procurement
Planning

of Planning, Sourcing and Vendor

Vendor (Supplier)
Detailed financial authorities of various Management
executives that apply to the procurement
process are incorporated in the Table of
Authority of Financial Powers published in the BRAC Human
Resources Policies and Procedure (HRPP) and also separately from time to
time.

Bill approval up to BDT 50 lac will be approved by BPD Grade: 7-8. Above BDT
50 Lac to BDT 2 crore will be approved by the Head of Procurement. Above
BDT 2 crore bill will be approved by Director, Administration and Road Safety
Programme, BRAC. This will be applicable for Goods, Non-Consulting and
Consulting Services.

RFQ/RFP/IFT approval for QM (up to BDT 50 lac) will be approved by BPD
Grade: 7-8. Rest will be approved by Head of Procurement. This will be
applicable for Goods, Non-Consulting Service, Consulting Service and
Framework Agreement.

4.2 Deviations or Alternate Provisions to the BPGIP

The BPGIP sets out the standard process to be followed for procurement within BRAC.
However, as set out in Section 1.2, the standard processes may not be suitable in

certain
deliver

circumstances and modifications to the standard process may be required to
the best outcome for BRAC. Depending on the circumstances, the following

methods may be used to implement deviations or tailoring of the process set out in the
BPGIP:

(i)

(ii)

Method Change Request Form i Where it is proposed to change the
procurement method for a particular procurement downwards from the method
specified in the Thresholds (for example change from OTM to LTM, or LTM to
QM) then a Method Change Request Form (BPD-MCR, Part V, Appendix )
shall be used and approved by the Director of the applicable enterprise. In the
case of a change in method upward (such as LTM to OTM, or QM to LTM) this
may be decided by BPD management.

Deviation Form i where a one-off deviation to the provisions set out in the
BPGIP is required for a procurement process (excluding change of method),
then the Deviation Form (Form BPD-DRF, Part V Appendix Il1) shall be used.

The Deviation Form must be approved by the Enterprise Managing Director,
where the procurement is for an Enterprise, or the Executive Director of BRAC,
for non-Enterprise procurement;

(iif) Procurement Management Plan i where there is a need for an ongoing

variation to the process set out in the BPGIP to meet the unique requirements
of an Enterprise or Programme, then a Procurement Management Plan (Form



BPD-PMP, Part V Appendix Il) shall be used, refer to Section 4.2.1 for further
details regarding the use of the Procurement Management Plan; or

(iv) Single Source Selection T Where it is proposed that a Single Source
Selection shall be used (for goods, non-consulting services or consulting
services) then a Single Source Request Form (BPD-SSS, Part V, Appendix 1V)
shall be used. Refer to Section 11.3 (goods and non-consulting services) and
Section 12.6 (consulting services) for further details regarding Single Source
Selection.

4.2.1 Procurement Management Plan (PMP)

Procurement Management Plans may be used to establish customised procedures that
will apply for an extended period of time (for example 1 year or multiple years) for
situations such as:

() where a programme has specific donor requirements that need special
provisions or processes;

(i) where a BRAC enterprise has special operating conditions that necessitates a
different approach than that set out in the BPGIP to achieve the best outcome;

(i) Where a Strategic Supplier partnership has been established under the
Supplier Relationship Management process (section 15.2) that results in a
revised approach for goods / services covered under the relationship; or

(iv) Where a category has specific characteristics, such as market conditions or
good/service requirements that necessitates a different approach to achieve
the best outcome. This may apply to Strategic procurements as detailed in
Section 4.3.

The Procurement Management Plan (template provided in Part V Appendix II) will
detail:

(i) the scope of activities covered by the Procurement Management Plan (e.g.
programme, enterprise, or goods/services covered within the category);

(i) the business requirement and the circumstances / reason that the
modifications to the process are required;

(i) an overview of the supply market and how this impacts the procurement
approach;

(iv) the approach to be implemented (i.e. the details of the modified process or
special provisions); and

(v) the justification as to why the modified approach will deliver best value for
BRAC.

The Procurement Management Plan will apply to that programme, enterprise, or
category for the period of time set out in the Procurement Management Plan. The
following approvals must be obtained for a Procurement Management Plan:

() For Enterprises, must be approved by the Executive Director / Managing
Director, Enterprises.

(i) For non-Enterprises, must be approved by the Executive Director.

4.3 Purchasing Portfolio Management Model

The Purchasing Portfolio Management Model depicted in the figure below is used to
assess procurement in terms of complexity and value to help determine the optimal
approach to be used for procurement based on the characteristics. This model aligns



with the Supplier Relationship Management Model and is referred to throughout
aspects of the BPGIP, including the Thresholds.

Level of Risk / Complexity

=
e}
|

High >

Niche

ALow value but high
risk / complexity
ARestricted supply /

product scarce
ALook for innovation

and substitution /

replacement

Strategic

AHigh value and risk /
complexity / criticality

AlLong term Supplier
relationships /
partnerships

ASupplier collaboration
and innovation

Tactical

ALow value and risk /
complexity

A Abundant supply

AMaximise process
efficiency and minimise
transactional effort

Major
ALow risk/complexity

A Abundant supply

A Competitive
marketplace

AExploit purchasing
power to minimise price

Low

Total Value of Expenditure

High>

Adapted from Kraljic:

Purchasing Must
Become Supply

Management, Harvard

Business Review,
Sept/Oct 1983)

The levels of complexity and expenditure for the model shall be determined using the
following factors:

Characteristic Criteria Low High

Total Value of Total estimated value of the Tk. 2 lac* Over Tk.

Expenditure procurement to 2 crore 2 crore

Level of 9 Are the goods / services readily

Complexity available with capable supply If Yes to If No to
options in the market? all of the any of

1 Can the organization readily questions. the

continue to function if supply is questions

interrupted?

9 Are the goods / services
standardised with low technical

complexity?

1 Is stakeholder and public interest in
the purchase low?

*Note: Procurement under Tk. 2 lac is considered simple procurement (i.e. via DPM).

Additional care and consideration should be given to procurements that are rated as
Strategic or Niche. In special circumstances, a Procurement Management Plan may
be developed for a specific Niche or Strategic procurements in order to tailor the
procurement process to address specific risks, product / service characteristics, or



market characteristics. Procurements rated as Major or Tactical should only be
undertaken in accordance with the standard process set out in the BPGIP.

5 Procurement Planning

5.1 Procurement Planning for Enterprises

Annual Procurement Plan (APP) is the process of identifying the annual expenses of
the BRAC enterprises mostly capex/ raw material/ packaging materials, consolidating
all together and determining the procuring method and time of delivery.

Every enterprise of BRAC shall prepare annual business plan (ABP) which sets out
their plan with regards to yearly business operations and expansion. To run the
business smoothly and enable effective procurement of requirements, the procurement
department must be involved in the initial business planning stage.

It is necessary for the procurement to:

1 Understand the enterprises requirements regarding what is needed to be
procured for the next year.

9 Aggregate the similar demand in order to achieve the most economical pricing.
9 Define appropriate procurement methods and processes.

1 Identify the procurement potential sources.

9 Assess potential lead times.

9 Ensure value for money (VFM) while procuring the goods /services.

The key activities within the Procurement Planning stage are:

1 Identification of Procurement Requirements (PR)
1 Spend analysis
9 Development of the Procurement Plan (PP)

The following figure illustrates the planning process.

Head Office collate all
level requirements ani

Identification of the

Field Offic / Factories Field Offices submit the |

A A
;rocu.remen eacl Enterpri¢ prepares F i the Head Off ~| consolidated PR, will be apg N
equiremen by the respective Dire
PR for ea' Enterpris
BPD undertakes analy: | submitted to BPD ai

Undertake Spen

: historical expendi
Analysis

compared to the sg
analysis to identify any

y

Development of the
Procurement Pla

Procurement Plan is fin¢
and approved by the Dir
Procureme

BPD reviews requiremer
Schedulini Lot: / Packagil

/ Splitting / Framev
Agreemer

&

BPD checks and validate
PR to confirm buc
allocation and specificat
requireme

5.1.1 Procurement Planning Roles and Responsibilities

The roles and responsibilities with regards to the Procurement Planning activities are

set out in the table below.
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5.1.2

5.1.3

Activity BPD Enterprise Enterprise Finance

HO Field Office Department
/ Factory
Identify needs and prepare field C C AR
office / factory PR
Develop HO level PR for C AR C C
enterprise
Approve PR and issue to BPD I AR I
(central procurement) or Field
Office (field level procurement)
Undertake Spend Analysis AR I I C
Review HO | evel AR C C C
Prepare PP AR
Approve PP A/R I I I
Legend: R = Responsible to do or get it done. A = Accountable (signs off on results)
S = Supports the responsible party. C = Consulted on task and results

| = Informed about tasks and results.
Procurement Requirement (PR)

Procurement starts from the identification of the need and planning of the process so
that the requirements are clearly understood, and any constraints or risks can be
anticipated, and appropriate actions can be undertaken.

Each enterprise within BRAC shall develop their annual Procurement Requirement
(PR) covering both field level / factory and HO level requirements and both capital and
recurring items. The steps involved in the development of the PR are:

(i) Each field office / factory prepares their PR and, once duly vetted, forwards it
to their respective HO by 30 September of each year, or as appropriate aligning
with the ABP approval, through the appropriate channel;

(i) The HO will collate all enterprise requirements and prepare the consolidated
PR;

(iii) After appropriate scrutiny / vetting, the consolidated PR is approved by the
appropriate enterprise Director and forwarded to BPD.

While developing the PR, the field offices / factories and HO shall consult with BPD as
appropriate to ensure that the PR suitably details the requirement and that the
timeframes consider the applicable lead time. Consultation between the users and BPD
up front during the development of the PR and specification of the requirement will
assist to improve the efficiency of the procurement process by ensuring the
specification of requirements is appropriate and does not require further refinement
later in the process.

Upon approval of the Enterprise Director, the items within the PR to be centrally
procured shall be forwarded to the BPD for necessary action upon validation of budget
availability by the Finance Department.

The format for yearly PR can be seen at Form BPD-PP1 (Part II).
Spend Analysis

Concurrent with the development of the PR, BPD shall undertake analysis of
expenditure for the previous financial years to identify recurring items regularly
purchased and likely to be required in the next financial year.
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Spend data shall be gathered from the ERP. Data should be gathered for a sufficient
period to provide a reasonable indication of the level of spend without being distorted
by cyclical factors (for example 2 years).

Once the data has been captured and collated, data cleansing is undertaken to remove
any redundant information that is not related to the procurement of goods, services or
consulting services (such as financial transactions, journal entries, etc.) and to correct
any duplicates, errors or incomplete information where possible (such as multiple
supplier records for one supplier). This cleansing helps to ensure the data is reasonably
accurate and in a consistent format for classification.

Once the data has been cleansed, it is grouped into like categories of items based on

their similar characteristics (e.g. IT accessories, or motor vehicle parts, etc.). The
groupings houl d be done at the |l ine itemitenevel,
category coding. Expenditures will be analysed by the item / category type.

Once the analysis has been completed, the results shall be compared to the PR
information to identify any potential gaps in the PR, help to inform requirements for the
PP and identify potential items to be included in Framework Agreements.

5.1.4 Procurement Plan (PP)

BPD shall, after reviewing the PR received from the various enterprises and
incorporating the results of the spend analysis, prepare the HO level PP. BPD shall,
while preparing the PP, check the following:

() That the Finance Department has confirmed the budgetary allocation, except
where a Framework Agreement is to be established as budget allocation is not
required at establishment of the Framework Agreement, it is only at the point of
issuing a PO under the Framework Agreement.

(i) That all requirements included in the PR are clearly identified/ specified.

(i) That it is clear when the goods/services are required and to be
delivered/performed.

(iv) Whether any other formality/legal requirement is applicable to the specific
procurement.

(v) Appropriate packaging of requirements has been done (refer to Section 5.1.5),
including aggregation of requirement of two or more programmes to form a single
package.

(vi) Whether Framework Agreements should be established for certain groups of
goods/services (refer to Section 5.3).

(vii) Procurement scheduling has been considered to verify that the requirement will
be delivered when it is needed (refer to Section 5.1.5.3)

The format for PP is given at Form BPD-PP3 (Part I1).

The Procurement Plan is a dynamic document and it may have to be changed over
time to include new requirements of programmes arising out of new projects and
changed circumstances. Hence, the PP will be reviewed and, if necessary, revised
throughout the year as required to make it more flexible and requirement friendly.

Where a PR is identified after the preparation of the PP, the PP may be updated to
include these additional PR provided that budgetary approval has been given by the
Accounts and Finance Department.

5.1.4.1 Procurement Plan for Individual Packages

To develop a Procurement Plan for an individual procurement package the following
will be required:

) Accurate description of O6Packaged6é and subs
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(i)  Unit of measurement;

(i) Approximate quantity of Iltems,

(iv) Estimated cost;

(v) Procurement method to be used;

(vi) Approval level; and

(vii) Time schedule for processing a tender/quotation such as:
a) Invitation for tender/quotation
b) Signing of contract
c) Completion of contract

5.1.5 Packaging

Each item could be procured separately under a specific procurement activity.
However, considering the number of items normally required for procurement under
each programme is substantial, and the potential for common requirements across
programmes/ departments, item by item procurement would not result in the most
efficient or value for money outcome for BRAC.

Hence, when developing the PP, the goods/services identified through the PR and
spend analysis shall be grouped into procurement packages as appropriate ensuring
that processing of all packages are completed within the required timeframes.

51.5.1 Lots

Grouping requirements into lots and packages is to be done in order to achieve

economies of scale. Similaritems maybe gr ouped t ogkottifiegleot o f or n
Multiple dotsd can f or m a éTPralerdk agdgependi ng on the he obj
procurement. If large quantities of single products/commodities/services are being

procured, then division into lots within a package (i.e. dividing large quantities into

smaller quantities, each representing a lot within the same invitation to tender) should

be assessed taking i nt o consi de r/setviceopnovider® apabilite with s

respect to capacity, packaging, transportation costs, storage capacities etc. Non-

consulting services and consulting services are more likely being procured under

individual processes than goods and related services.

Similar items (i.e. items which could be offered by the same manufacturers/suppliers)
may either be grouped in the same lot/package for smaller quantities/values or
procured through separate packages (tenders) for large quantities/values.

Generally, consulting services are not grouped or packaged together, and each
consulting service shall in principle be procured through a separate RFP, however
grouping and packaging may be possible when appropriate.

5.1.5.2 Splitting

Larger quantities of the same item may not be divided into several separate
procurement activities (e.g. tenders or quotes) as this is considered order splitting and
is not permitted. However, larger quantities may be divided into several lots within the
same procurement to allow smaller suppliers to participate. Large quantities may not
be available from a single supplier to deliver within the given timeline. For example,
large quantities of slates required at a specific date (start of school year) shall be
procured through a single tender, but the single tender (package) may contain several
lots of smaller quantities (e.g. five lots with 200,000 slates each to equal a total
requirement of 1,000,000, etc.).

5.1.5.3 Procurement Scheduling
One of the considerations in choosing contract packaging is the timing when
goods/services are needed. After preliminary packaging plans have been formulated
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5.1.6

and the method of procurement to be used for each is tentatively determined by the
nature and size of the packages, it is necessary to verify that these combinations will
permit the goods/services to be delivered or performed in accordance with the times
that they are needed for the programme. The detail of scheduling is given at Form BPD-
PP2 (Part II).

The best way to check the procurement scheduling is satisfactory is to work backwards
from the desired date of delivery/performance to determine whether sufficient time is
available to carry out the necessary procurement steps for each procurement contract.
In verifying the procurement schedule, it is critical to ensure that the estimated supplier
delivery lead time is allowed for in the schedule.

Approval of Procurement Plan

In general, the Director Administration and Road Safety Programme shall approve the
Final HO level Procurement Plan (PP).

The approved final HO level PP is to be circulated to the respective enterprises for their
information and compliance.

The Procurement Plan (Form BPD-PP3) shall be posted on the ERP (eTender portal).

5.2 Procurement Planning for Programmes

Formal annual Procurement Plans may not be required for programmes / departments.
Where procurement requirements are identified, the programmes / departments shall
provide early notice to BPD and consult with BPD during the development of the
specification and Procurement Requirements to assist with the planning of the
procurement.

In accordance with Section 5.1.3, BPD shall undertake spend analysis annually for
programmes / departments to identify likely procurement requirements based on
historic spend and identify potential items to be included in Framework Agreements in
order to improve procurement efficiency.

5.3 Framework Agreements

5.3.1

Framework Agreements are often also referred to as Standing Offer Arrangements,
Running Contracts, Panel Arrangements, or Master Service Agreements. It is
constructed and processed as a normal tender but does not commit the actual
expenditure of funds. It establishes the agreed specification, delivery terms, prices and
condition of contract for future purchases to be made, but a purchase contract is made
when an order is placed to the suppliers. A Framework Agreement is usually made on
the basis of procurement of an indefinite quantity from sole source basis, or from
several suppliers on a non-exclusive basis, for deliveries/performance over a definite
or indefinite period of time

Selection of Goods / Services for Framework Agreements

Framework Agreements shall be used to improve the efficiency and effectiveness of
procuring goods / services where the requirement:

(i) is expected to arise on a repeated or recurring basis over a given period of time;

(i) cannot be accurately defined in terms of quantities or delivery timing over a given
period of time; or

(i) may arise on an Emergency Basis over a given period of time.
Framework Agreements should not be used for:

() complex purchases where the core terms and conditions vary for each purchase;
(i) highly technical or specialist items, as each procurement is unique; or
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5.3.2

(i) large investment or capital contracts.

The identification and selection of goods and / or services that Framework Agreements
will be established for shall be undertaken by BPD based on an analysis of the following
information to identify items that are expected to arise on a repeated or recurring basis:

() one yeard historical purchasing data; and / or
(i) the Programme'sor E nt ebugget foscending year as detailed in the PP

Once the analysis of this information, BPD will assess the nature of the items to
determine if they are considered to be suitable for Framework Agreements (i.e. are of
a standardised nature and not high complexity. There should also be sufficient value of
expenditure to warrant the effort to establish the Framework Agreement. The decision
on whether a Framework Agreement is to be established will be made by BPD
management. The figure below illustrates the decision process for the identification of
the goods / services for Framework Agreements.

Not Suitable fo
> Framework
No Arrangement
Is the Good / Service Highly
> likely to be required on Complex /
an Emergency basjs? Technical
No Yes Low to
BPD undertake Are the Goods / How complex / | Moderate Suitable for
anal ysi s| otf]| Serigesraquited pHeS | technical is the goo&PMplexiy| F K
historical purchasing ~ an ongoing or “| service expected to - ramewor
data and/or PP data repeated basis. be? Agreement

When determining the Framework Agreements, similar goods / services should be
grouped where possible so a single approach to market can cover numerous items
within a category. However, care must also be taken to ensure that the supply market
is not impacted by the use of Framework Agreements, for example aggregation of
requirements to the point that local suppliers cannot compete.

As there is no financial commitment under the Framework Agreement (financial
commitment is only at the point of placing an order under the Framework Agreement),
Framework Agreements can be set up outside of the normal Procurement Planning
process and prior to allocation of budget, where it has been identified that goods /
services that meet the characteristics of a Framework Agreement and will be required
(for example for a subsequent financial year or during establishment of a project prior
to funding allocation / approval). This enables the Framework Agreement to be set up
in advance so that procurement can start efficiently as soon as budget is approved with
minimal delays.

Establishment of Framework Agreements
The steps to be followed when establishing Framework Agreements are:

() The procurement method to be used shall be in accordance with the Procurement
Methods set out in Section 6.4, with the value of the procurement that will be
applied against the Thresholds to be based on the estimated value of expenditure
over the term of the Framework Agreement. The minimum time to complete a
Framework Agreement may not be less than 45 days.

(i) Framework Agreement shall be for a minimum term of 6 months and up to a
maximum term of 3 years.

(i) Framework Agreements are established by using the appropriate procurement
method as set out in Section 6.4. The expected value of spend under the
Framework Agreement based on the forecast quantities to be purchased under
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the term of the Framework Agreement shall be used as the value for the
Thresholds referred to in Section 6.4.1.

(iv) Where LTM or OTM is used, Performance Security will be applied based on the
item/service complexities and number of probable orders within the duration.

(v) Performance Security waiver for a Framework Agreement will be under authority
to Director / Chair of Evaluation Committee.

(viy Framework Agreement approval shall be in accordance with the TOA, with the
value to be based on the estimated value of expenditure under the term of the
Framework Agreement.

(vii) All Framework Agreements shall be signed by the BPD Head of Procurement.
(viii) Termination of a Framework Agreementmay bewith6 0 days 6 noti ce.

(ix) The specification within the final Framework Agreement may refer to a specific
product / model rather than a full specification.

(x) Where there is a change in model during the life of the Framework Agreement
(such as new model replacing and old model), then the product may be replaced
provided that the new product and at least the same specification as the product
being replaced, or higher, and the price is the same, or less than, the existing
product being replaced.

(xiy Where there is a request, or need, for a price revision during the term of the
Framework Agreement (this may be based on the terms of the Framework
Agreement), then this will be compared against current market pricing and the
pricing of the next lowest bidder in the original procurement and the revision may
only be accepted where it can be demonstrated that the revision is in line with
changes in the market price. Where the proposed revision is greater than the
identified changes in the market price, then the supplier will be advised that the
price revision is rejected. In this instance the price of the existing Framework
Agreement may be adjusted after negotiating the revision to be equivalent to the
market price, or a new Framework Agreement may be established, and the
existing Framework Agreement may be terminated considering the best available
option.

(xii) Procurement of goods/services under a Framework Agreement is done via a PO
being issued directly to the Supplier within the system.

(xiii) A Framework Agreement may be extended for a mutually agreed period provided
that the total duration of the Framework Agreement is no longer than 3 years.

6 Sourcing
The Sourcing stage covers development of the invitation documentation, undertaking
the invitation in accordance with the chosen procurement method, evaluating the

responses, selecting the successful supplier and establishing the contract or PO. This
is illustrated in the figure below.

Issue Request Negpotiate (if
chessmg of Prepare 2s per Receive Evaluate Offers reqired) and
equisition Procurement and Select
Form (RF) Documents Procurement Offer(s) Supnlier Execute
Methed PP Contract

6.1  Sourcing Responsibilities

To accomplish a fair and efficient procurement process the responsible officers and
departments will be:
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6.2

() The field level and HO level end users;
(i) The budget holder (Finance Department);
(i) Approving authorities at different levels as per Table of Authority (HRPP);
(iv) The concerned Departments / Programme / Enterprise Directors; and
(v) BRAC Procurement Department (BPD).
Close co-operation amongst all these levels is essential to achieve success in

procurement. The roles and responsibilities with regards to the Sourcing activities are
set out in the table below.

Activity BPD  ProgrammiProgramm: QEC TEC Central FinanceX
[ Enterprise/ Enterprise Store Accounts
Field Office (Where Departmen
applicable

Field Procurement

Carry out field level

C A R C

procurement
Central Procurement
Development of the
Technical Specification C AR C
Terms of Reference
Preparation of RF C A/R C C
Development of Invitatic AR c c
for Tender documents
Advertisement and Issu AR | |
IFT
Rec_e_Ive_and respond to AR C C
clarifications
Tendeopening A/R I
Sample Selection R A C
Tender evaluation A/R
Evaluation by TEC AR C
Submission of Tender

: A/R |
award recommendation
Approval of Tender awa
(POICO) AR ! ' '
QC/QA I I AR AR
GRN/Challan I A A A
After Sales Service R c A
Warranty
Bill Payment R A
Legend: R = Responsible to do or get it done. A = Accountable (signs off on results)

S = Supports the responsible party. C = Consulted on task and results

| = Informed abdasks and results.

Probity in the Sourcing Process

Throughout all stages of the procurement process, all actions, including the making of
decisions, communication and disclosure of information, should be:

17



() fair to all suppliers so that no supplier has an unfair advantage or disadvantage;

(i) impartial and have no bias towards any particular supplier;

(i) free of any conflicts of interest;

(iv) transparent and defensible; and

(v) have integrity.

In order to achieve this, the following protocols must be adhered to:

() Procurement related information, including tender responses, must be kept

secure and confidential at all times to ensure that there is no breach of

confidentiality and no supplier obtains advantage or disadvantage through the
unauthorised disclosure of information.

(i) Only the nominated procurement officer is authorised to communicate directly
with tenderers during a procurement process.

(i) All Tenderers must be provided with the same information for the development of
their Tender response;

(iv) The timeframes for response must be reasonable so as to provide a fair
opportunity to all suppliers;

(v) Each Tenderer must be treated equally through the process and must be
assessed in accordance with the document evaluation process;

(vi) All officers involved in the procurement process must declare any actual,
potential, or perceived conflicts of interest (See Section 6.2.1).

(vii) During the procurement process, the procurement officer shall monitor to ensure
that there is no sign of the Tenderers engaging in any Coercive Practices,
Collusive Practices amongst bidders, or Corrupt Practices.

6.2.1 Conflicts of Interest

A conflict of interest arises when an officer involved in a procurement process, including
preparatory work such as specifications, is in a position to derive benefit and therefore
be influenced, or appear to be influenced, by their private interests (financial, personal
or business) when undertaking their work in their official capacity.

Conflicts of interest may be categorised into three types:
() Actual: an officer is in a position to be influenced by their private interest or

relationship.

(i) Perceived: where it may appear that an officer could be influenced by their
private interest or relationship.

(i) Potential: a situation where an officer may be influenced by their private interest
or relationship in the future.

Private interests mean circumstances that can bring either benefits or disadvantage to
the official, or to others whom the person may wish to benefit or disadvantage. These
include:

() Financial Interests: where the official may stand to receive financial gain or loss,
such as property holdings, shareholdings, unpaid debts, some form of gift, etc.

(i) Professional Interest: where the official may receive a job opportunity or
promotion.

(i) Business Interest: where the official may receive business opportunities such
as new work.

(iv) Relationships: where the official has personal relationship with another person,
such as a family member, or is a member of a club or association, where the
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other person or association may stand to gain benefit or loss of some form (i.e.
they have a financial, professional or business interest).

Any officer shall report such conflict of interest to his or her immediate supervisor.

6.3 Processing of Requisition Form
6.3.1 Field Procurement

Managers/In-charge officers of field offices, with the approval of the Competent
Financial Authority (CFA), shall carry out field level purchases as per the approved PR.
A Purchase Committee comprising of minimum 3 members and headed by respective
Managers/in charge officers are to be formed to process the purchases. For local
purchases, which are within the financial power of the respective Managers, the
Quotation Method (QM) or Direct Purchase Method (DPM) shall be followed as
described hereunder. For purchase of perishables and other daily necessities, cash
purchases as per DPM may be applied as per Table of Authority (HRPP).

The construction departmentd s f i el d e n g iPM/©M reguestrappyoval viar D
SMS/email/fax from HO following the Table of Authority (HRPP) and the approval shall

be given, following the Table of Authority (HRPP). The required paperwork may be
completed post-procurement, but in any case not later than thirty (30) days from the

date of the SMS/email/fax approval request.

For local purchase beyond the financial power of respective manager/in charge officer,
the necessary Requisition Forms (RF) along with the received quotations must be
forwarded to the office of the respective Director for approval. The Director, upon
verification and vetting with previously approved PR, shall approve as per Table of
Authority and return the RF to respective manager/in charge officer of the field office
for initiating purchases. If the RF is not included in the previously approved PR,
necessary budget clearance is to be obtained from the Finance department before
approval.

6.3.2 Central Procurement

At the HO level, the concerned programme/department/enterprise will initiate a
Requisition Form (RF) in ERP as per the Table of Authority set out in HRPP. The
Requisition Form (RF) shall be checked and recommended by the concern person from
the Finance Department for confirmation of budget and notation of budget code. After
the verification of budget, the Approver of the concerned
programme/department/enterprise shall approve the Requisition Form (RF) in ERP as
per the Table of Authority set out in HRPP and finally, the Requisition Form shall be
sent to BRAC Procurement Department (BPD). After receipt of the RF, BPD will initiate
the procurement activity as per guidelines and procedures laid down hereunder.

In case of manual Requisition Form (RF) of some concerns of BRAC like Office of
Ombudsperson, BRAC Service Limited (BSL), BRAC University etc. who are not
mapped in ERP may initiate the Requisition Form (RF) in triplicate as per the Table of
Authority in HRPP. First and Second copies shall be sent to the Finance Department
for confirmation of budget and notation of budget code. Upon verification of budget and
necessary approval, the requisition will be sent to BRAC Procurement Department
(BPD).

6.4 Procurement Methods

The following four procurement methods may be used for the procurement of goods
and related services and non-consulting services within BRAC:

(i) Open Tendering Method (OTM);
(i) Limited Tendering Method (LTM);
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6.4.1

6.4.2

(i) Quotation Method (QM); and

(iv) Direct Purchase Method (DPM), also including Single Source Selection (SSS) for
goods and related services and non-consulting services.

For the procurement of consulting services, the following methods shall be used:

() Quality and Cost Based Selection under open tendering (QCBS-0O), by inviting
consulting firms through an open market invitation, including its variation
International Competitive Tendering (ICT) where applicable;

(i) Quality and Cost Based Selection under limited tendering (QCBS-L), by inviting
consulting firms based on a short-list prepared by BRAC without advertising;

(i) Proposal Method (PM), where proposals are invited from a minimum of three (3)
selected qualified firms; and

(iv) Single Source Selection (SSS), where only one selected consultant is invited to
submit a proposal.

Each of the above procurement methods will be described in detail in the subsequent
sections.

Thresholds

The thresholds applying to the Procurement Methods have been incorporated in Part
V, Appendix VI, of the BPGIP for guidance and compliance by all concerned. These
thresholds may, through internal consultations and approval by the Chairman or an
officer authorised by him, be amended from time to time to take into account changes
in the business or adjust for price developments (inflation, devaluation of the
Bangladeshi currency).

The selection of the procurement method to be used shall be in accordance with the
Procurement Thresholds set out in Appendix VI of Part V unless approval to vary has
been provided via a Method Change Request Form, Procurement Management Plan,
or Single Source Selection Request, except in the case of a change in method upward
(such as LTM to OTM, or QM to LTM) which may be decided by BPD management.

Types of Contract
The below types of contracts may apply to all procurement methods:

() Lump Sum Contract: is a contract for the performance of specified amount of
work or delivered goods by a specified date of a price quoted in advance.

(i) Unit Price Contract: is one containing variables of volume, usually of goods,
materials and labour. This unit price should include all overhead costs. The final
contract price is determined on the basis of actual supply of goods and services
during the entire contract period.

(i) Fixed Price Contract: is one where the contract price for the goods and/or
services is fixed and may not be varied unless specific provisions are allowed for
and included in the agreement (such as contract change, change in scope,
economic pricing, or defective pricing).

(iv) Framework Arrangement: may be referred to as a Framework Agreement,
Standing Arrangement or Running Contract. It is constructed and processed as
a normal tender but does not commit the actual expenditure of funds. It
establishes the agreed specification, delivery terms, prices and condition of
contract for future purchases to be made, but a contract is normally made when
an order is placed to the suppliers. A Framework Agreement is usually made on
the basis of procurement of an indefinite quantity from sole source basis, or from
several suppliers on a non-exclusive basis, for deliveries/performance over a
definite or indefinite period of time. Refer to Section 5.3 for further information.
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6.5 Anti-Terrorism and Anti-Money Laundering

(i)

(ii)

(iif)

(iv)

v)

All procurement process (excluding DPM), including goods and related
services, non-consulting services and consulting services, must comply with the

applicable sanctions | aws and regulations
United Nations (AUNs)ofGndAméhec&n{ i80F5t aa:

sanctions, anti-terrorism and anti-money laundering laws and regulations

(AAML/ CFT | awso0) in the jurisdictions

activities and financing. This entails vetting or screening suppliers, consultants
and other relevant parties globally against the Sanctions Lists issued by the EU,
the UN and the U.S. Department of Treasury, Office of Foreign Assets Control

(AOFACO) , as well as screening |The al

purchaser will not enter into, or continue, any business relationship or contract
that would be prohibited under applicable AML/CFT laws. The supplier /
consultant shall supply or arrange for the supply of information and evidence
for due diligence checks, vetting, screening, investigation and other actions
pursuant to AML/CFT laws.

The purchaser requires the supplier / consultant to make a declaration that it
(including its agents, employees, sub-contractors, sub-consultants and
suppliers) does not contravene with all applicable AML/CFT laws and does not
engage in or conspire to engage in any transaction that evades or avoids, or
has the purpose of evading or avoiding, or attempts to violate, any of the
prohibitions set forth in any AML/CFT laws.

The standard bidding documents contained in these guidelines include clauses
requiring the respondent to make this declaration and consent to diligence
checks, vetting screening, investigation and other actions pursuant to AML/CFT
laws.

Vetting suppliers / consultants against terrorism or debarred lists is a mandatory
procedure to ensure BRAC upholds its mission by directing funding to
responsible suppliers / consultants to carry out programmes and other activities.
Vetting is also required for responsible stewardship over donor funds and to
ensure BRAC does not contravene any laws, including AML/CFT laws. In all
cases, proof of vetting, irrespective of results, must be included in the
procurement file.

Until such time as a vetting or screening of Sanctions Lists online application
for BRAC is in place, BRAC shall follow all the steps below for vetting or
screening suppliers / consultants against Sanctions Lists:

Step 1 | To vet an entity, start with searching by organizational name in the

with public viewer access to check partner certifications and
representations:
https://www.sam.gov/SAM/pages/public/searchRecords/search.;sf.

SAM checks the exclusions list for the particular entity and indicates
whether any exclusion records exist.

BRAC from moving forward with the particular entity:

System for Award Management (SAM) of the US Government database

There are four types of exclusions in SAM, all of which would preclude

! Organizations registered in SAM are required to input if any of its principals are cudehdyred, suspended,

proposed for debarment, or declared ineligible for the award of contracts by the USG
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https://www.sam.gov/SAM/pages/public/searchRecords/search.jsf

0 Ineligible (proceedings pending) - preliminary evidence of lack of
business honesty or integrity;

0 Ineligible (proceedings completed);

0 Prohibition/Restriction - may be subject to USG sanctions. If you
think you have a potential match with an OFAC listing, please contact
Legal & Compliance for further guidance;

0 Voluntary exclusion.

Step 2

To vet the individuals associated with the supplier/consultant?, use the
following link: https://sanctionssearch.ofac.treas.gov/

Print the results of your search and add to the procurement file. Please
contact Legal & Compliance at if you think you have a match.

Step 3

If Steps 1 and 2 do not render any hits, visit the UN list at the following
link: https://www.un.org/securitycouncil/content/un-sc-consolidated-list

The Consolidated List includes all individuals and entities subject to
measures imposed by the Security Council.

Step 4

Finally, the World Bank sanctions list can be checked for the firms and
individuals listed in https://projects.worldbank.org/en/projects-
operations/procurement/debarred-firms

These organizations are ineligible to be awarded a World Bank-financed
contract for the periods indicated because they have been sanctioned
under the World Bank's fraud and corruption policy, as set forth in the
Procurement Guidelines and the Consultant Guidelines. Please contact
Legal & Compliance if there is a match for direction.

Step 5

Please print the findings, if any, for the proposed supplier / consultant
and add to the procurement file.

6.6 Safeguarding Children and Vulnerable Adults

0] By the BRAC Safeguarding policy, BRAC commits to incorporate safeguarding
into the design of programmes and enterprises and their work processes. BRAC
aims to safeguard while working with children, adolescents, adults with special
needs and women against abuse, that is, against sexual harassment,
intimidation and violence, bullying, humiliation and discrimination, neglect and

2 In addition to returning results that are exact matches, Sanctions List Search can also provide a broader set of results using
fuzzy logic. This logic uses character and string matching as well as phonetic matching. Only the name field of Sanctions List
Search invokes fuzzy logic when the tool is run. The other fields on the tool use character matching logic.
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exploitation (fAisafeguardingd) through par:
downstream partners, consultants, etc.). Accordingly, provisions of the BRAC

Safeguarding policy and guidance shall be an obligation under all agreements.

Additionally, the partner organisations should commit to implement the policy

and to safeguarding.

(i) BRAC has an internal safeguarding system with reporting mechanism. Partner
organisations shall have similar safeguarding system to perform their
safeguarding obligations. BRAC should be satisfied that the practice and
management arrangements of its partners reflect this common commitment to
safeguarding. A lack of policy or implementation system/mechanism could
result in the termination of agreements.

6.7 Code of Conduct

Code of Conduct applies to all employees and associated personnel of BRAC
and BRAC International (Bl). Employees include: all staff, including regular,
contractual, fixed-term, project, service, trainees (including apprentices &
interns), temporary staff, and non-graded staff. The term, Associated
Personnel, includes all other persons, who are not contracted as employees,
but are associated with, or representing BRAC. This includes: volunteers,
interns and consultants/advisors. The purchaser requires the consultant to
acknowledge and sign the Code of Conduct.

7 Open Tendering Method (OTM)

Open tendering is the process of procurement carried out through a public invitation to
the market, such as newspaper advertisement, so that any supplier may respond in
order to maximise competition and achieve maximum value for money. Openness
ensures transparency and eliminates tendencies towards favouritism. Using OTM
enables you to:

() Check the competitiveness of existing suppliers;

(i) Provide opportunities to new suppliers;

(i) Comply with legal requirements;

(iv) Ensure fairness and equal opportunity to all suppliers in the market;

(v) Ensure maximum competition in order to achieve the best value for money; and

(vi) Prevent corruption and collusion.

7.1 Threshold

OTM is the preferred method for procurement and must be applied where the estimated
value of any contract of goods and related services or nhon-consulting services to be
procured is more than Tk. 2 Crore. However, considering the availability, complexity
and delivery schedule of the product/service to be procured, OTM may also be applied,
where appropriate, even where the value of any contract of goods and related services
or non-consulting services to be procured is less than Tk. 2 Crore.

7.2 Advertisement

OTM procurement must be advertised publicly. BPD shall be responsible for
advertising all Invitations for Tender (IFT) and shall advertise at least in one widely
circulated Bangla and/or English language national newspaper. The advertisement
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shall also be published in the eTender portal of BRAC or other such service providers
as felt necessary. BRAC does not exclude foreign tenderers under OTM, and any
foreign tenderer that wishes to take part is permitted to do so. Notification of the IFT
shall also be issued via the ERP to all applicable suppliers registered in the ERP.

The format for Invitation for Tender has been attached in Part Il of these Guidelines
covering both goods and related services and non-consulting services.

7.3 Preparing and Issuing Tender Documents

7.3.1

BPD is responsible for the preparation and issuing of the Tender Document for
procurement undertaken through Central Procurement. The purpose of the Tender
Documents is to inform suppliers about:

0]

(if)
(iii)
(iv)

The rules applicable to the tendering process;

The precise requirements for the goods and related services or non-consulting
services to be provided,;

The criteria which will be applied in evaluating tenders; and

The terms and conditions of the contract the suppliers will be required to enter
into, if successful.

In preparing the Tender Document, BPD must keep in mind that:

(i)

(ii)

(iii)

(iv)

v)

(Vi)

As this is a mandatory requirement for contracts to be financed by BRAC or other
development partner, the Standard Tender Documents (STD) shall be used and
issued by BRAC. The STDs should have 6 Sections of which Section 1
[Instructions to Tenderer (ITT)] and Section 3 [General Conditions of Contract
(GCCQC)] shall not be modified by BPD while preparing individual Tender
Documents.

The supplier is responsible for the preparation and submission of its Tender.
During this process, suppliers may require clarification of aspects relating to the
tender. BPD shall promptly respond in writing to any written request for
clarification from suppliers and if found appropriate/reasonable amend the
Tender Document accordingly. Refer to section 7.7 for further details regarding
the management of clarifications.

The Tender Document should furnish all the information needed by a prospective
supplier. The time spent in preparing a clear and unambiguous Tender Document
is well compensated for in the evaluation of tenders, the award of contract and
during the implementation of the contract. Many problems which occur during the
implementation of contract are due to misunderstanding, inconsistencies and/or
a lack of clarity in Tender Document.

The requirement for Tender Security may be waived for enlisted suppliers, or by
approval from the BPD Head of Procurement.

The requirement for Liquidated Damages may be waived by approval from the
BPD Head of Procurement.

Tender documents shall be issued via the BRAC eTender portal.

The issuing, amendment or cancellation of the IFT or PO (under OTM or LTM) shall be
approved by BPD Head of Procurement.

The Specification

The Specification is a critical component of the procurement documentation and its
importance cannot be overstated. The Technical Specification defines:
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() What the programme/department/enterprise wishes to buy, including the
deliverables and technical characteristics of the goods and related services or
scope of the non-consulting services; and

(i) the quality and performance standards for the contract and defines what to buy
and what the Supplier must provide.

The concerned programme will be responsible for the preparation of the Technical
Specification considering the following issues:

() The Technical Specification constitutes the benchmarks against which the
purchaser will verify the technical responsiveness of the Tender submissions and
subsequently evaluate the tenders.

(i) For goods, the Technical Specification should be broad enough to avoid
restrictions on similar kinds of goods and should not be based on a specific
product or brand.

(i) For non-consulting services the description of services must be clearly defined.

(iv) The Technical Specification shall be fully descriptive of the requirement in respect
of, but not limited to, the following:

a) Standard of materials and workmanship required for the production and
manufacturing of the goods;

b) Detailed testing required (type);

suppliers, or unknown local market, e lender may be advertised internationally.
When undertaking OTM with International Competitive Tendering:

() The IFT and Tender Documents shall be in the English language and be placed
in a newspaper of sufficient circulation to attract foreign competition in addition to
local newspapers. Alternatively, online services such as UNDB and/or dgMarket
and/or similar publications may be used.

(i) The time allowed for the submission of Tenders shall be sufficient to allow the
invitation to reach potential Tenderers and to enable them to prepare and submit
Tenders. The time allowed shall be not less than thirty (30) days.

(i) Technical specifications shall be based upon international standards or those
widely used in international trade. Such standards shall be compatible with those
in use in Bangladesh and where there are variations, the Bangladesh standard
shall be used.

(iv) Tenderers shall be permitted to express their Tenders, as well as any Tender and
performance securities to be presented by them, in any freely convertible
currency or in Bangladeshi Taka. Price comparison for evaluation purpose shall
be done in Bangladeshi Taka, and bids submitted in other currencies shall be
converted by the purchaser at their selling rates as published by the Central Bank
of Bangladesh on the day of Tender Return.
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