
 

1 
 

 

 

 

 

 

PROCUREMENT POLICY 

 

 

 

 

 

 

 

 

 

 

 

January 2024 

 



 

2 
 

Contents 
About Lawyers Alert ...................................................................................................................................... 3 

Purpose .......................................................................................................................................................... 4 

Scope .............................................................................................................................................................. 4 

Compliance .................................................................................................................................................... 4 

Roles and Responsibilities ............................................................................................................................. 5 

General Condition of the Policy ..................................................................................................................... 5 

Organization of LA Procurement Unit and Procurement Process ................................................................. 6 

REQUISITION .............................................................................................................................................. 9 

LA Procurement threshold and procedures ............................................................................................ 10 

Pre-qualification of the Vendors and Venders’ Registration ....................................................................... 13 

Code of Conduct .......................................................................................................................................... 17 

BID & PROCUREMENT ANALYSIS ....................................................................................................... 21 

Possible Instrument to Engage with Vendors .............................................................................................. 25 

 

 

 

 

 

 

 

 

 

 

 

 



 

3 
 

About Lawyers Alert 

Lawyers Alert (LA) is a Civil Society Organization that is non-partisan and non-profit made up 

substantially of Lawyers and other professionals committed to the entrenchment of democracy, 

rule of law and socio-economic development of residents of Nigeria with particular emphasis on 

women. 

 

Vision 

A world where women and vulnerable groups are free from injustice. 

 

Mission 

To empower women and vulnerable groups through knowledge of their rights and accessible 

means of enforcing the same. 

 

Objectives 

To research, document violations, intervene and carry out advocacy on women's rights with a 

focus on Gender-Based Violence and Sexual and Reproductive Health and Rights (SRHR). 

 

To create awareness on, monitor, document, and publicize violations against Persons Living With, 

Affected By and most at Risk of HIV Infection in Nigeria. 

 

To build the capacity of vulnerable and excluded groups/communities to demand and enjoy their 

rights including the provision of free legal services. 

 

To work with the government at all levels to promote policies and practices that strengthen the 

legal system and guarantee a free and independent Justice Sector. 

 

Core Values 

Lawyers Alert shall be guided by the values of: 

Accountability and Transparency Respect 

Integrity & Ethics, Professionalism, 
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The values can be remembered by the acronym ATRIP. 

 

Purpose 

The acquisition of materials and services is necessary for the smooth running of an organization. This policy 

seeks to set out an internal control system for    the purchase and supply of materials and services in a manner 

that ensures orders are handled by individuals having the relevant skills in evaluating the best deals, 

ensuring purchases made do not exceed the budget, and ensuring      materials and services purchased conform 

with the quantity and price specified in the order. 

 

Scope 

The guidelines in this policy are applicable to all LA procurement activities regardless of value, 

location or the nature of the goods or services procured. This document is for the exclusive use of 

LA internal procurement processes and procedures. The interpretation and enforcement of any 

section of this policy shall primarily be the responsibility of the Head of the Procurement Unit or 

Designate. 

 

Compliance 

LA is committed to complying with all relevant Nigeria procurement laws and regulations, as well 

as specific requirements for each donor. This policy will be regularly reviewed and updated to 

ensure compliance with both changes in government regulations and LA procedures.  

 

Procurement Goals 

LA Organization’s goal when procuring is to: 

a. Procure goods and services which are of the highest quality and at most reasonable economical 

cost to be delivered when and where needed.  

b. Buy from responsible vendors, obtain maximum value, and cultivate good relationships with 

dependable vendors and suppliers. 
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c. Transact all procurement in a transparent and ethical manner, avoiding conflict of interest in 

all LA Organizations-vendor relationships. 

d. Standardize the process across field offices while following guidelines and thresholds (Obtain 

value for money).  

 

Roles and Responsibilities 

Management Responsibilities: The Senior Management of LA is responsible for setting the 

overall procurement strategy, providing oversight, and ensuring compliance with this policy.  

Human Resource (HR) and Administration responsibilities: The HR and Administration are 

saddled with the responsibility for implementing the procurement policy, conducting procurement 

activities, and ensuring compliance with applicable laws, regulations, and donors' requirements.  

Program and project team responsibilities are responsible for providing accurate and timely 

information to the procurement department, assisting in the identification of procurement needs, 

and participating in the evaluation and selection of procurement process when necessary. 

 

General Condition of the Policy 

Conflict of Interest 

LA requires that each employee exercise the highest ethical standards and conform to a code of 

conduct compatible with LA’s mission and values. Employees should be free of any personal 

interests that could influence their judgment. Similarly, they must avoid any situation that puts 

their interests in direct conflict with those of LA. An employee must avoid not only situations that 

give rise to a conflict of interest, but also those situations that create the appearance of a conflict 

of interest, that is, real or perceived conflict of interest situations. 

LA staff who are directly or indirectly involved in the procurement process are not required to: 

a. Have any financial interest or have any personal beneficial interest directly or indirectly when 

selecting suppliers or vendors. 

b. Accept anything from a person, firm, or corporation to which a contract or Purchase Order has 

been or may be awarded. No such employee may further accept any promise, obligation, or 

contract for future reward. 
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LA policy requires that the existence of any conflicting interests described above be fully disclosed 

before any transaction is made. All disclosures of conflicts of interest shall be made in writing to 

the President. If LA does engage in transactions with the vendor with which an employee has a 

conflict of interest, then that employee with the conflict of interest shall be prohibited from 

participating in the selection, award, or administration of the procurement. 

Employees, officers, and agents of LA who knowingly violate this policy will be subject to such 

disciplinary action as deemed appropriate by the Management. 

 

Organization of LA Procurement Unit and Procurement Process 

The procurement unit of LA is in the field office, Abuja.  The unit is responsible for all 

procurements in the organization. 

Structure of LA Procurement Unit 

The Head of Procurement shall supervise procurement activities in the organization. He/she will 

be very knowledgeable in the procurement process and various donor’s procurement requirements.  

He/she will report to the President. 

The Head of Procurement in the field office will be informed of all procurement processes in the 

Field Offices. The Head of Procurement will be assisted by procurement officers (subject to 

availability of funds). 

LA Procurement Function 

While the services performed when procuring vary according to the needs, the following are list 

of LA procurement functions and responsibilities assigned when procuring: 

a) Determine optimal ordering method to meet requirements at lowest possible cost without 

compromising quality. 

b) Prepare and issue Requests for Proposals (RFPs).  

c) Solicit quotations on a need basis.   
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d) Conduct price/cost survey. 

e) Analyze quotations and proposals. 

f) Participate in ad-hoc bid evaluation committee as an observer and write up the report. g) Identify 

cost reduction. 

h) Negotiate and execute equipment leases and rentals. 

i) Review, process and issue Purchase Orders (POs). 

j) Prepare and issue PO change orders. 

k) Reconcile PO invoice discrepancies. 

l) Schedule purchases and deliveries. 

m) Determine modes of transportation and carriers. 

n) Negotiate adjustments with suppliers. 

o) Evaluate performance of suppliers and related competencies. 

p) Terminate contracts. 

q) Conduct training/capacity development for respective donor’s procurement processes. 

r) Conduct market trend studies (if applicable). 

 

Procurement Process 

In order to achieve the above functions, LA will endeavor to follow the steps below in all its 

procurement activities: 

Step 1: Identify procurement needs in line with approved budget. 

Step 2: Determine mode of sourcing. 

Step 3: If applicable, prior approval from the donor for equipment and/or restricted goods. 

Step 4: Obtain approved user’s requisition form. 

Step 5: Commence solicitation process. 

Step 6: Bid and Procurement Analysis. 

Step 7: Complete basis for Vendor Selection documentation. 

Step 8: Process Purchase Order and approval memo. 

Step 9: Store receives goods in line with PO specification.  

Step 10: Stores submit payment paperwork to Finance department for approval and payment. 



 

8 
 

 

Procurement Process Map 

The above steps adopted by LA in the procurement process are comprehensively explained below: 

Step 1 – Create Purchase Requisition (PR) 

• A Purchase Requisition (PR) is raised by a designated staff of the user unit. 

• PR is approved by the President for HQ and Finance Director (DF) for Field. 

• The approved PR is processed in the procurement unit. 

• When the PR is not acceptable the user department will be notified with specific comments for 

necessary action. 

Step 2 –Solicitations 

The Head of Procurement or delegated staff will use the appropriate mechanisms to solicit tenders 

either from vendors registered in LA database or through open tenders. Where vendors are selected 

from the vendor database, they are invited to bid /quote for the specified job through Request for 

Quotes /Proposal letter. Where selection is to be done through open tenders, an expression of 

interest shall be published on a widely read newspaper and/or website known for tender notice, 

and/or LA website. Vendors’ submissions are received within the time frame spelt out in the 

solicitation document. 

Step 3 – Evaluation of bids 

• Submitted solicitations are opened by the ad-hoc bid committee members selected by either 

the President or member of the Senior Management Team (SMT).  

• Bids are evaluated based on predetermined criteria which might include the following, 

specification, cost, quality, delivery time, etc., as appropriate. 

• Successful vendor(s)/bidder(s) are selected, and evaluation documentation signed by all bid 

evaluation committee members. 

• Successful vendors will have their profile checked against publicly available watch lists. 

• Vendors that do not pass this check are not issued with Purchase Orders. 
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Step 4 – Award notice 

• Notification to successful bidders shall be made upon the full approval of the award/ 

Purchase Order by the President. 

Step 5 – Receipt of goods and services 

• The procurement unit notify the Operations department with vendor’s PO of the intention 

of the Vendor to supply goods or services. 

• Vendors/Suppliers deliver goods and/or services at designated place(s) as stated in the 

purchase order. 

• Procured goods are usually received by LA Admin or assigned personnel. 

• Goods Received Note (GRN)/Service Completion Form shall be raised and executed by 

the Operations department. 

• Vendor submits invoice and delivery note to the procurement unit for processing of 

payment processing. 

 

Step 6 – Payment 

Procurement Unit review vendors payment documents, with appropriate supporting documents 

submit for approvals by the President, and to Finance department for processing of payment. 

REQUISITION 

Introduction 

All requisition for procurement of goods and services must be made in writing using a LA Goods 

and Services Requisition Form.  

Preparing the Requisition  

The unit requesting for goods or service will complete the goods and service requisition form, get 

the necessary approval and forward the approved form to the procurement unit for processing. All 

purchases require detailed description of the items to be purchased or services needed. 
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Specifically, the following information are needed: 

a) List of items or services, its specifications (brand/model) and quantity 

b) Schedule of when it is needed.  

c) Place to be delivered. 

d) Budget Line. 

e) Donor’s name and pre-approval status (if applicable). 

It is important/advisable that all approved requests should be submitted to the procurement unit 

with reasonable notice (preferably two months) in advance of when the item is needed. The time 

frame will provide the procurement unit with enough time for the procurement process. 

Solicitation and Receiving of Quotes  

Introduction: Solicitations are documents used to request for quotes, bids or proposal from 

vendors and/or suppliers. It can be in the form of request for Quotations (RFQ) or Request for 

Proposals (RFP) or Invitation for Bids (IFB), depending on the degree of specific language needed.  

LA will as much as possible solicits from (except sole sourcing) only the prequalified vendors in 

the vendors list.  

LA Procurement threshold and procedures 

Options Threshold Note 

Over-the-

counter 

purchases  

N1,000 to 

100,0000 

LA has developed a pre-qualified vendor list through a competitive 

selection. The vendors' list will be updated every year to address cost 

of living indices and performance  

Request for 

Quotation 

N1001, 000 

to 

N1,000,000  

Under this option, there must be a purchase request with approved 

authorization. The procurement officer requests quotations from only 

relevant vendors. 

A memo would be raised to request approval on price reasonableness 

after the receipt of at least three quotes. 

Restricted 

Bidding 

N1,000001 

to N5,000 

000 

Under restricted bidding, a pre-selected list of possible suppliers is 

prepared from the LA vendor pre-qualified list.  

In the event that LA does not have a pre-qualified vendor for goods 
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The solicitation will include a general description of the items to be purchased, contact email or 

phone at which bid specifications may be obtained and questions can be answered, time when bids 

will be opened, address which bid should be deliver, and many more.  

Quotes from the vendors/supplies can be received by email (dedicated procurement email 

accessible by Head of ICT unit) or dropped in the tender box in LA offices (the process of 

submitting bid will be stated in the request). The key to the tender box will be with the Head of the 

ICT unit or Internal Control and Audit unit till the day of the opening of the box. The bids will not 

be opened until the evaluation date and by the Chairperson of the ad-hoc bid evaluation committee 

as appointed by either the President or a member of the Senior Management Team. 

  

At the expiration of the bid period, no bid will be accepted from vendors/suppliers and no inquiry 

will be entertained. The Bid evaluation committee may not consider any bid that is not sealed and 

does not have the vendor’s stamp and signature on both the quotation and the envelope. 

Sole and Single Sourcing 

This is contracting without competition. This procurement method is an exception to 

conventional procurement rules governing the procurement of goods and services.  Sole and 

Single sourcing requires adequate justifications.  Although there are conditions when sole and 

and services, restricted bidding will be extended to other vendors for 

solicitation.  

The vendors (at most six) will be invited to bid for the contract. 

Open Tender N5,000 001 

and above 

Under this open bidding, an Invitation for Bids or Invitation to Tender 

will be advertised locally (and internationally, when required),  

This will:  

-Have objective qualifications criteria, 

-Have neutral and clear technical specifications,  

-Have clear and objective evaluation criteria, and 

be awarded to the least-cost provider in line with the procurement 

policy. 
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single sourcing is justifiable, free and open competitive bidding is viewed as the best method to 

achieve the most economically advantageous procurement and should be used to the maximum 

extent practicable. A good justification identifies the appropriate donor criteria for the situation 

and describes the conditions that meet the donor criteria for sole sourcing. 

 

Sole and Single Source Justification 

When considering whether to procure through a sole source process or not, the user unit should 

bear in mind that sole sourcing is allowed primarily in the following circumstances (should be 

included in the justification): 

a) When the item is of a specialized nature and only one vendor has the exclusive franchise i.e. 

sole distributor. When the procurement is a result of donor specific requirement/instruction 

Single source processing occurs. When the necessary goods or services are required in 

emergency situations. 

b) When goods or services are a continuation of supply or work that was previously selected 

through a competitive bidding process within 6 months from initial date of supply. 

Other Solicitation Issues 

Pre-Bid Conference 

In the event of major equipment purchases, it may be appropriate to hold a pre-bid conference. 

The location and timing of such conferences should consider the mutual convenience of LA and 

the bidders. The purpose of a pre-bid conference is to exchange information with potential bidders 

concerning complex technical requirements for equipment and materials, any questions about the 

bid documents, contract terms and conditions that may be controversial, and other matters pertinent 

to the contract. 
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Solicitation with Advertising 

a) Advertising Goal 

Advertising is a prudent mechanism for ensuring unbiased notification, getting more vendors 

to bid, competitiveness, etc. The goal through this effort is to maximize competition and 

obtain the best price-quality combination in the market.  

b) Process and approval 

The President will approve all request for publication.  A widely read newspaper and/or LA 

website will be used for the advertisement and the content will include a general description of the 

items to be purchased, a contact email or phone at which bid specifications may be obtained and 

questions can be answered, information regarding where and to whom to send bids, and the time 

when bids will be opened. Evaluation criteria may also be included. 

Solicitation using advertisement shall be for the following categories of procurement: 

• Amount of procurement above N5, 000,000.00 unit cost. 

• Procurement of specialized goods, equipment, and services. 

• No vendor in the vendor list can procure the goods, service, and equipment. 

• More vendors are needed to bid for the procurement. 

• Donor’s requirement. 

 

 

c) Documentation 

In addition to providing complete documentation of the process, a copy of the advertisement must 

be included in the procurement file. 

 

Pre-qualification of the Vendors and Venders’ Registration  

Introduction 

LA will as much as possible, follow the conventional procurement process. Vendors’ 

prequalification which is a process of identifying and qualifying vendors for LA’s use is a 
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continuous process as new vendors will often be included in the vendor list while some 

vendors/suppliers will be removed or blacklisted. 

Prequalified vendors’ database will be maintained in the Procurement Unit with detailed 

information including such as location of the vendor/supplier and nature of business, contact 

details, key personnel, etc. 

Vendors Prequalification Criteria 

The under listed criteria will be considered during Vendors’ prequalification criteria:  

a) Legal status of organization - i.e. whether it is registered with Corporate Affairs Commission. 

b) Financial status and capacity of the organization- review of audited financial statements for 

the last three years (if applicable). Compliance with tax and other statutory requirements is 

compulsory.  

c) Presence of facilities and equipment to support execution of the contract. 

d) Capacity of management staff (if applicable). 

e) Current list of clients and references. 

f) Evidence of execution of similar contract. 

g) Vendors for the Supply of Computers/Vehicles and specialized Equipment must provide 

evidence of being a certified supplier of the product, with the capacity to provide a full 

warranty as applicable.  

h) Any other criteria deemed appropriate by requesting unit. 

Procedure for Pre-Qualification of Vendors 

Process below shall be adopted by LA procurement unit in the pre-qualifications of Vendors. 

a. A Tender Notice is published in a widely read newspaper and/or website known for tender 

notices, and/or LA website or an Expression of Interest letter is sent out to vendors. 

b. Interested vendors will submit requested documents along with completed application for 

prequalification in a designated box (tender box) placed at specified location in LA offices. 
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c. Walk-in organizations can also register as vendor in LA. Firms intending to be LA vendor can 

submit application letter and all other required documents to the President for further 

processing. 

d. Ad-hoc Bid evaluation Committee and Internal control unit shall evaluate the information 

submitted by interested firms against requirement and selection criteria in the tender notice. 

They will also have the responsibility of reviewing all documents submitted and checking 

vendors against the "Lists of Parties Excluded from Federal Procurement and Non-

procurement Programs" maintained by the US General Services Administration, to make an 

informed decision. They may carry out a due diligence visit to the qualified vendors’ stated 

offices as part of the prequalification process. The internal control unit shall provide necessary 

guidance to the ad-hoc bid evaluation committee and come up with a detailed report of their 

decision.  

e. The prequalified vendor’s list must be approved by the President for inclusion into vendors’ 

database.  

f. The procurement unit shall create a database in Excel with vendors classified by industry and 

location and assign an employee from the procurement or logistic department to manage and 

update it periodically. 

 

 

Required Documents for Registration 

The following documents are required from firms for registration as vendor in LA.  

a) Limited Liability Company 

a) CAC Certificate of registration 

b) CAC Form C02. (Statement of Share capital and return of allotment of shares) 

c) CAC Form C07. (Particulars of Directors or any Change therein) 

d) Letter of Application (signed by Director) must be submitted on the company’s letterhead paper  

e) Completed prequalification Form 

f) Tax Identification Number (TIN) 

g) Tax Clearance certificate (current) 

h) Reference Letter from Bank 
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i) Company Profile 

j) Three years Audited account  

k) Evidence of execution of similar contracts 

B) Enterprise and Partnership 

a) CAC Certificate of registration 

b) CAC Form C02. (Statement of Share capital and return of allotment of shares) 

c) Letter of Application must be submitted on the company’s letter head paper  

d) Completed prequalification Form 

e) Tax Identification Number 

f) Tax Clearance certificate (current) 

g) Reference Letter from Bank 

h) Three years Audited account 

i) Evidence of execution of similar contracts  

C) Individual/Consultants 

a) Updated Curriculum Vitae. 

b) Letter of Application 

c) Completed prequalification Form 

d) Completed Bio Data form 

e) TIN Number for remittance of WHT 

f) Means of identification 

g) Evidence of execution of similar and /or comparable services (if applicable) 

 

Preferred Vendors 

LA shall (if need be) select preferred vendor for those vendors who have predominate capability 

in their goods and/or services and go above and beyond in meeting LA procurement expectations. 

By having Preferred Vendors, LA will have cost saving and eliminate the need to solicit bids on 

all individual purchases. Before a vendor is selected as preferred vendor, the vendor should be a 

prequalified vendor, with excellent performance evaluation. 
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The most common recurring expenses, which LA can have preferred vendors are 

below:  

a) Office Supplies 

b) Taxis/Local transportation 

c) Catering 

d) Hotels 

e) Conference rooms 

f) Travel Agencies 

g) Air-conditions Maintenance 

h) Printing of goods (t-shirts, pens, caps) 

i) Furniture and fittings 

 

Vendor Watch List 

LA shall always conduct vendor search (before vendor preparation of purchase order) against 

specific databases as applicable to ensure that LA is not providing support/funds to those 

individuals or entities included in the lists of parties excluded from Donors. 

Depending on the donor, LA will conduct additional searches such as Office of Foreign Asset 

Control (OFAC) or Bureau of Industry and Security (BIS). This will also be reviewed based on 

the area in which the project operates, or the goods needed to accomplish program needs. 

 

Code of Conduct 

LA Code of Conduct outlines responsibilities and procedures that promote the highest standards 

of integrity. Interacting with outside entities engaged in the selling of goods and services is an 

activity that is potentially vulnerable to fraud. It is necessary to protect LA and all staff members 

by formulating and adhering to:  

a. The guidelines outlined in this manual, a clear definition and understanding of procedures for 

authorizing requests, expenditure, and invoices and of obtaining quotations and tenders. 

b. A code of conduct that explains and promotes the adoption of ethical behavior during all 

purchasing activities. 
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All LA employees should understand and observe the Code of Conduct detailed 

below.  

a) Give first consideration to LA best interests, objectives, and policies. 

b) Ensure that staff conduct does not foster suspicion of any conflict between professional duty 

and personal interest.  

c) Decline personal gifts or gratuities from current or potential suppliers.  

d) Grant all competitive suppliers’ equal consideration as LA and donor specifications permit.  

e) Conduct business with potential and current suppliers in an atmosphere of good faith, devoid of 

intentional misrepresentation.  

f) Promote fair, ethical, and legal trade practices.  

g) Treat all information received from suppliers in the strictest confidence. 

 

Gifts 

Staff should not accept gifts or money from suppliers or vendors. Any vendor or supplier that 

offers gifts/money as a form of inducement to staff to influence any form of decision will be 

blacklisted from providing any services or supply of goods to LA.  

Confidentiality 

The prices, terms, and conditions under which vendors/consultants work with LA are the result of 

negotiations and mutual trust-building. It must be understood by all staff (both program and 

support) that strict confidentiality is observed with supplier information. 

Under no circumstances should any contractual or pricing information be divulged to external 

sources or used as a “benchmark” for independent negotiations (such disclosure may constitute a 

breach of contract, specifically, a breach of confidentiality). 
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Vendor Ethics 

Behavior during Competitive Bidding Process 

It is against LA's policy for suppliers, or their representatives, to contact anyone at LA except the 

staff indicated in the tender and/or the Head of the procurement division or Designate during the 

tendering process. Any attempt to contact LA staff other than the Procurement Officer indicated 

in the tender or the head of procurement during the tender process may lead to disqualification of 

the relevant bid in question. 

During a tender period (time from the announcement of the tender until the conclusion of the 

tender), all communications must be in writing via email or by phone when circumstances make 

email exchanges challenging. Phone call resolutions shall be documented soon after consensus is 

reached and shared with all relevant parties. 

Behavior during Competitive Bidding Process Issued by Third Party 

In the case of tenders issued by a third party, such as a procurement agent, for which LA is the 

recipient of the commodities, all communication from participating vendors should be directed to 

the third party and not to the procurement unit of LA or any other personnel in LA. 

Behavior when there is no tender 

When there is no tender in progress, communication regarding procurement issues should still be 

directed to the relevant Procurement staff in the Procurement unit. 

LA Staff Ethics 

Behavior During tender 

Should any LA employee be contacted by a vendor during a tender, such staff should refer the 

vendor to the appropriate Procurement staff in the procurement division. No response should be 

given regarding any inquiries concerning the tender in any manner by anyone outside the 

procurement division.  
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Quote Negotiation 

Ad-hoc Bid evaluation committee set up for the purpose of specific tender process may negotiate 

contract pricing with the vendor in a bid to ensure value for money. All resolutions must be 

documented and signed by all active members of the committee. 

If bid specifications are altered by all vendors that bided, all of the bids must be discarded, and a 

new process initiated. 

Independent Price Survey 

The procurement unit shall organize price surveys for consumables and goods/services purchased 

in the organization.  This will be carried out biennially to ascertain the most competitive price of 

goods and materials bought on a regular basis. 

In addition, the unit will conduct and maintain an up-to-date cost estimate of all goods and services 

(including consumables) that are needed in the organization, this will aid in making judgments 

about the reasonableness of price when bids or offers are received from vendors and supplies. 

Receiving Quotes/Bids 

LA shall as much as possible use a tender box (the tender box is placed in the reception area) for 

receiving quotes from vendors (a register will also be created to record the quotes before dropping 

them in the tender box and/or dedicated e-mail (for vendors who are outside Abuja and cannot 

deliver the quotes in the tender box).  Quotes received by post shall be received by the receptionist, 

registered in the mail, and dropped in the tender box. All quotes must be submitted on the vendor’s 

letterhead paper or paper marked with the vendor’s official stamp, contact address, and telephone 

numbers. 

No staff is allowed to receive vendor’s quotes by hand and open before the closing of the bid. Any 

staff found receiving and opening quotes before the close of the bid will be disciplined according 

to the disciplinary procedure. 
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No Bid/Quotes Received  

In event that a solicitation returns no responsive bids/quotes, the procurement unit shall either: 

a) Cancel the solicitation and re-advertise, modifying any possible restrictive requirements. 

Consider methods to broaden the number of potential suppliers. The President can approve sole 

and single sourcing in this regard. 

 

BID & PROCUREMENT ANALYSIS 

Introduction 

This section describes the requirements for the evaluation and selection of preferred vendors. 

Proper bid evaluation is necessary to ensure that the procurement is conducted in a transparent and 

ethical manner and to avoid conflict of interest.  

 

Responsible Bidders 

Vendor’s bids submitted must be "responsive" and be deemed reasonable in price. In addition, the 

eligibility and "responsibility" of the bidder must be determined.  Only bids from responsible 

bidders will be considered for evaluation. 

Responsible bid/bidders are vendors that: 

a. Have the technical expertise, management capability, workload capacity, and financial 

resources to perform the work. 

b. Comply with all the terms and conditions of the solicitation without material modification. A 

material modification is one that affects the price, quantity, quality, delivery, or installation 

date of the equipment or materials or that limits in any way any responsibilities, duties, or 

liabilities of the bidders or any rights of LA or the client as any of the foregoing have been 

specified or defined in the solicitation. The determination of a responsive bidder will be the 

responsibility of the Bid Evaluation Committee.  The reason for rejecting any vendors for 

being irresponsive shall be documented according to and signed by all the members of the 

evaluation committee.  The reason will also be included in the report of the committee. 
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Ad hoc Bid Evaluation Committee 

Procurement/bid evaluation committee are required to ensure that procurement proceedings are 

fair and transparent.  The committee will review the procurement process for all procurements 

valued above N100,000.00 (one Hundred Thousand Naira Only). 

LA shall not have a standing bid evaluation committee. However, an ad hoc committee will be 

constituted for every procurement activity, except for instances where approval for direct 

contracting/sole sourcing has been obtained.  The committee will be appointed by the SMT for any 

procurement valued above N100,000.00 (One Hundred Thousand Naira Only). However, for 

procurement of N5,000,000.00 and above, and retainership engagement, concurrence and approval 

from the President or designate are required. 

 

Composition of Ad hoc Bid Evaluation Committee 

Procurement staff will not be members of any procurement committee but shall convene the 

meeting, attend as an observer, and record the decisions taken at the meeting. If the bid evaluation 

Committee requires technical advice, especially on the specifications and quality of the item(s), 

this will be required from the user unit and such a representative will have observer status in the 

meeting. The minimum number of staff to constitute a committee shall be three (3) and the 

maximum shall be seven (7).  

Responsibilities of Ad hoc Bid Evaluation Committee 

a) Open bids received and sign on relevant pages of the bids 

b) Review bids for validity and approve as being responsive or non-responsive) Ask 

for fresh bids if applicable  

d) Identify potential savings and negotiate with vendors. Ask for further clarification with 

vendors. e) Rank bids where applicable 

f) Approve the procurement process prior to communication of winning tender. 
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Sign off on bid evaluation report and decision arrived at by the committee will be based on majority 

decision. Dissenting view shall be included in the report as applicable and the President may make 

appropriate decision with justification. 

Conflict of Interest 

In order to avoid a situation that has the potential to undermine the impartiality of any member of 

the bid evaluation committee and ensure that LA procurement is carried out with utmost integrity, 

each member of the bid evaluation committee shall not have any conflict of Interest in the vendor 

being assessed.  There shall be a formal declaration. 

Process of Bid Evaluation 

LA shall endeavor to compliance, the following process in the evaluation of bid; 

a. Bids/Quotes are opened at the end of the bid period. No other bids/quotes will be accepted 

after that date. 

b. The committee shall initially ascertain that all bids submitted are responsive.  Non-responsive 

bid shall not be evaluated. 

c. In event that the number of responsive bidders is not up to three, it shall be the requisite of 

the President only to exceptionally approve for the process to continue, otherwise the process 

shall be aborted, and fresh bid advertised or circulated. 

d. The committee will evaluate the bids based on the criteria and requirement as presented in 

the request for bid (RFB), the criteria cannot be changed once bids have been submitted. 

 

However, the following factors shall be predominately considered:   

a) Price/cost (the best price is not necessarily the best 

supplier) 

b) Capacity (including technical, where relevant) to fulfill the terms and conditions of the 

procurement (e.g., quality and brand name requirements) 

c) Vendor’s past performance (contact vendors’ other customers) 

d) Financial, technical, and other resources and capabilities  

e) Manufacturer’s warranty (if applicable) 
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f) Expiration dates on items. 

g) Availability of spare parts, repairs, and after sale services (if applicable) 

h) The committee shall enter the score of the evaluation for all the vendors in a scoring matrix. 

The scoring matrix shall form an integral part of the committee’s decision, especially for tender 

procurement.  

i) At the end of the evaluation exercise the procurement department shall document the process in 

a procurement meeting report. The report is a document that captured the full procurement 

process including information about the preferred bidder and the reasons for the selection.  

 

The following information shall be contained in the report: 

1. List of vendors that bid and amount bided per item.  

2. Basis for selection/recommendation. 

3. List and signature of committee members. 

4. Summary of the observations for each vendor quote. 

f. The following documents shall be attached with the bid evaluation meeting report for the final 

approval by the President or his designate    

1. Memo for approval. 

2. Approved Purchase request form. 

 

Soliciting documents – RFQ 

1. Vendor’s bids/quotes. 

2. Signed bid evaluation committee full report (if applicable). 

3. Watchlist search.  

4. Analysis of all deviations discovered during bid evaluation. 

 

Note: 

LA is not obligated to inform vendors whose bids were rejected on the outcome of the exercise. 
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Possible Instrument to Engage with Vendors  

Introduction 

LA shall issue contract agreement to vendors for all contractual engagement for example, purchase 

order (with deliverable/services and payment schedules, and general terms and conditions) for all 

procurement contracts, and consultant (Firm) agreement for consultancy engagement. 

Purchase Order (PO) 

A purchase order constitutes a legal acceptance of a vendor’s offer to buy products or services. LA 

shall issue purchase order (PO) to selected vendor/s subject to the approval of the President. The 

executed purchase order legally binds the vendor and LA and should contained the following 

information:  

a) Name and address of vendor 

b) Ship to information (location) 

c) Date of the order 

d) Expected date of delivery/performance  

e) Mode of transportation and terms of shipment 

f) Terms of contract   

g) Details of item being ordered  

h) Unit price and Total contract amount  

i) Withholding Tax rate to be charge  

After the final approval, multiple copies of the Purchase Order are to be made and distributed as 

follows: 

1. Original - to vendor 

2. Second copy – to purchasing unit  

3. Third – to Stores (Operations department) 
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Extension of Purchase Order 

LA can extend the existing vendor’s purchase order based on the following guidelines: 

a. That the requested item/s are of the same quality as the one for which extension is requested 

(size, shape, form, brand, model, quality, capacity, packaging, finishing, etc) 

b. That the PO requiring extension must have exhausted full procurement processes and 

requirements in terms of competition, fair analysis, price, quality, delivery timeframe, and any 

discounts as applicable. 

 

Framework Agreement or Blanket Purchase Order (BPO) 

A framework agreement or Blanket Purchase Order (BPO) is a purchase order that has been issued 

to a vendor for multiple purchases to be made for a specified period.  Framework agreements or 

blanket Purchase Orders can be useful when repeated purchase of the same commodities is 

anticipated.  In that case, multiple purchase requisitions and/or purchase orders are eliminated by 

submitting one purchase requisition to establish a BPO. 

Framework agreement or BPO may be used in LA for the following services or activities:  

a) Leasing/rental of equipment – Monthly payments are deducted from the same Purchase Order 

for the entire fiscal year or any period stated 

b) Recurring expenses – Utilities, water dispensers, cell phones/pagers, paper products, etc. 

Receiving Process, Payment and Retention of Records 

LA operates a stock system and goods purchased (except certain categories of goods) are initially 

received by the Administration Unit into the store for onward distribution. 

a. Non-Stock Goods procured by the Procurement Unit: These are items usually procured to be 

consumed immediately or otherwise distributed to the end user and therefore not kept in the 

store.   

b. Stock Goods: Stock items include stationery, toiletries, office equipment consumables, etc.  

These are routine items procured based on a requisition raised by the Store in conjunction with 

other relevant staff who oversee these activities.  Because of the frequency of their use, stock 
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bin cards have to be maintained for each item to serve as a basis for ascertaining re-order levels 

as well as management information, particularly when fresh or replenishment stocks are being 

ordered. 

   

The physical receipt of all purchased goods is the responsibility of the Stores (Administrative 

Unit).  The requesting unit shall inspect the product when received to ensure that quality, quantity 

and other specifications conform to specifications as stated in the purchase order.  Quantities 

should be verified by counting, weighing, or measuring the item before receiving it to store. 

Acceptance of supplied goods or services rendered shall be documented by the receiving officer 

(administrative unit or requesting unit) in a Goods Received Note (GRN) for goods and 

Job/Service Completion Form for service. 

 

Procedures for Receiving of Goods and Services 

The following procedures shall be used by LA in the receiving and inspection of goods and services 

from vendors.  

a) Vendors shall deliver goods to LA designated location as stated in the purchase order.  In 

some cases, the goods can be delivered directly to the state offices or requesting unit. In 

which case, the store shall be notified. 

b) Upon receipt of any item the receiving officer (Stores) shall take the following immediate 

action: -Examine goods, confirm with the specification as stated in the Purchase Order and 

with the sample. -Examine goods for physical damage and quality. 

-Count or weigh items.  Sampled packaged items may be counted.  If goods are of high 

value and subject to breakage from shipment, the receiving officer shall count and test 

all the items.   -Check and sign the Waybill, Delivery Note or Goods Received Note 

(GRN). c) The inspection process must be timely. 

c) The Stores is responsible for verifying that all goods and services received are complete.  

The stores or receiving unit shall sign the GRN or Job completion form to certify receipt 

of the goods or services.  Services that are received are inspected or reviewed by the 
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user department to determine that the work was done in accordance with the purchase 

order or contract.  

d) After inspection, the administrative officer (stores) shall submit the original GRN and 

other supporting documents to the procurement unit to initiate recording of the liability 

and processing for payment. 

 

Procedures for Treating Rejected Goods and Services 

Goods received that do not meet the specifications as stated in the purchase order either in quantity 

or quality, shall be rejected and returned to the Vendor. The procurement unit shall be notified 

immediately of any goods or part thereof that has been rejected and the reason for rejection. 

In the case of already received goods, there is obvious discrepancy (physical damage, wrong item 

delivered, quantity error, etc.). The procurement unit shall notify the vendor immediately for 

immediate remedy and update the user unit on issue at hand and remedy with timelines. 

Payment of Vendors 

Payment for goods and services 

The procurement unit is responsible for submitting vendor’s supporting documents to the Finance 

department for payment.   

Procurement supporting documents that shall be submitted by the procurement unit to the Finance 

department are original of: 

a) Approved memo for payment 

b) Vendor’s final invoice 

c) Purchase Order (PO) with vendor’s sign off  

d) Approved requisition form  

e) Request for Quote 

f) Good Received Note (GRN)   

g) Waybill or Job/Service Completion Form 

h) Vendor’s approved selection memo 
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i) SAM/OFAC watch-list search 

The following documents shall be submitted to the finance department for payment processing 

with respect to the consultancy (firm) contract: 

a) Approved Memo for payment by the President  

b) Report of the consultancy assignment 

c) Executed consultancy agreement. 

 

Mobilization/Cash Advance to Vendors 

LA does not ordinarily make advance payments or provide cash advances to vendors. 

Where it becomes necessary (for reasons not limited to cases where the huge fund is required for 

the execution of a job or term given by the vendor) for an advance payment to be made in order to 

achieve the project objective, LA may consider this, with prior approval of the President. 

The advance payment shall not be more than 15 percent of the contract sum and the Vendor who 

required the advance shall be required to provide an unconditional Advance Payment Guarantee 

(APG) or Bond (original) for the amount requested from a reputable bank or insurance company. 

 

Archiving of Procurement Documents 

Archiving (including cloud) of procurement documents will follow LA’s policy on document 

management.  The Procurement Unit will maintain a copy of all the procurement documents, while 

the original document shall be kept in the Finance department.  

The procurement unit shall also keep a record of vendors' pre-qualification documents. 

Data Life Span: All contractors involved in supplies of goods and services to LA will be required 

to have safe record keeping of such goods and services for a minimum of 5 years. For LA as an 

organization, every piece of equipment supplied by donors is expected to receive approval before 

being disposed of. 
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Procurement Policy Review 

Procurement policy review: This policy will periodically be reviewed and updated to reflect 

laws, regulations cost of living indices, and donor requirements as well as lessons learned from 

previous procurement experiences. 

 

Approval 

The procurement policy must be approved by the Board of Trustees for it to be legal, operational, 

and usable by LA. With the Board's approval, the management can implement all donor and non-

donor budgets relating to its vision and mission. 

 

Approval  

Approved by President: 
 

Date of Approval 16-07-2024 

Chairman Board of Trustees 
 

Date of Approval: 16-07-2024 
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