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MAKERERE      UNIVERSITY




PROCUREMENT AND DISPOSAL UNIT

6TH June 2008

TO
: 


· The Deans & Directors


      Faculties, Schools & Institutes.

· The Heads,

Administrative Departments

· The Halls Wardens

Makerere University.
RE:
HIGHLIGHTS OF THE SENSITIZATION MEETING ON PROCUREMENT & DISPOSAL PROCEDURES FOR THE STAFF HANDLING THE PROCUREMENT FUNCTION AND THE FINANCE FUNCTION AT FACULTY LEVEL AND THE ADMINISTRATIVE DEPARTMENT LEVEL
Reference is made to the circular dated 14th May 2008 which required you to nominate/send two persons to represent your unit at the above-mentioned meeting.
I am happy to inform you that the meeting was well attended by 63 persons representing various units in the university.

We equipped the participants with a lot of knowledge and skills aimed at complying with the PPDA Act, Regulations and Guidelines. 

The participants shared experiences and also discussed challenges with their counter parts handling similar function in other units. 

Herebelow, are the highlights of the sensitization meeting for immediate implementation by all units in the university.

1.0
Procurement Plan for the financial year 2008/09

It was noted that most of the user units did not have procurement plans for the current financial year (2007/08).
All units (Faculties/Schools/Institutes/Administrative Departments) were required to prepare and submit to the Procurement & Disposal Unit (PDU) the procurement plans for the financial year 2008/09 before 30th June 2008.  The items in the procurement plan should be budgeted for and therefore be reflected in the financial budget for the same period.

2.0
Procurement Requisition Form (PP Form 20) and Disposal Requisition Form (DPA Form 120).

It was emphasized that all procurement requisitions and disposal requisitions should be supported by PP Form 20 and DPA Form 120 respectively; duly filled in and signed by the authorized officials.  It is important to note that Deans/Directors or Heads of Administrative Departments are required to confirm funding on PP Form 20 in their capacity as Accounting Officers of their units; with delegated authority. The form should bear the Procurement Reference Number allocated to this specific procurement or disposal, for the case of microprocurements.  These forms, PP Form 20 and DPA 120, can be accessed on the university intranet under “Procurement” or the PPDA website (www.ppda.go.ug) under “PPDA forms” – 3rd schedule.
3.0
Procurement Methods & Thresholds

The participants were issued with schedules showing the following procurement methods and thresholds:

	SUPPLIES (GOODS)
	SERVICES
	WORKS
	PROCUREMENT METHOD

	Above US$ 35,000 or Shs. 70m
	Above US$25,000 or Shs. 50m
	Above US$50,000 or Shs.100m
	Open Domestic Bidding or Open International Bidding (ie Advertising)

	Value not exceeding US$35,000 or Shs. 70m
	Value not exceeding US$25,000 or

Shs. 50m
	Value not exceeding US$50,000 or Shs.100m
	Restricted Domestic Bidding or Restricted International Bidding

	Value not exceeding US$15,000 or Shs.30m
	Value not exceeding US$15,000 or Shs.30m
	Value not exceeding US$40,000 or Shs.80m
	Quotations or Proposals Procurement

	Value not exceeding Shs.2m
	Value not exceeding  Shs. 2m
	Value not exceeding  Shs.2m
	Micro procurement


It is important for you to take note of the thresholds governing the different procurement methods.

4.0 Delegated Authority

It was noted that in his circulars dated 15th November 2005, the university Secretary/Accounting Officer delegated to the Deans/Directors and Heads of Administrative Departments to handle/authorize procurements not exceeding Shs.2 millions (ie micro procurements only).  This means that the User Units were not authorized to solicit for quotations or evaluate quotations for procurements above Shs.2 millions.  This further implies that the Procurement & Disposal Unit should manage, coordinate and oversee solicitation and evaluation of quotations (bids) for all procurement above shs.2 millions as stipulated in the PPDA Act & Regulations.
5.0 Use of PPDA Forms and reports format

It was noted that the User units, in the course of handling procurements and disposal, did not use most of the PPDA forms and this affected compliance with the PPDA Act & Regulations.  It was therefore high time for the PDU to carry out its roles and functions as prescribed in the PPDA Act & Regulations.

6.0
Microprocurements (i.e Procurements not exceeding Shs.2 million)

It was emphasized at this meeting that all local purchase orders (LPOs) for microprocurements must be supported by the following:
(i) PP Form 20 duly filled in and signed by the authorized official and bearing the Procurement Reference Number for identification.

(ii) At least three quotations (proforma invoices) from prequalified firms.  

(iii) A brief explanation, in writing, where the User Unit has failed to get the three quotations or intends to purchase their requirements from a firm whose quotation is not the lowest (cheapest).

NB:
 The PDU will soon issue out price lists of commonly used items to guide the user units on the accepted price limits/ranges depending on the open market prices.

e.g 
The price limit for photocopying/printing paper may be set at Shs.9,000=@ ream implying that any LPO with a price exceeding Shs.9,000= per ream will not be accepted/signed.

7.0
Limited staff at the Procurement & Disposal Unit
It was noted that the current PDU structure, with eight establishment positions for senior staff, could not handle procurements and disposals for the entire university without assistance from User units.

Whereas some Departments like the Bursar’s Department and the Academic   Registrar’s Department are represented by staff at the User Unit level, the PDU structure does not have representatives at the user Unit level.  The PDU structure is centralized. 
There is therefore need for the university to extend the PDU structure to the user unit level (Faculty level) to gain more capacity to effectively coordinate the procurement & disposal function in the university.
8.0 Request for Quotation/Proposals (RFQ/P) (i.e up to Shs.30 million for supplies & Services and up to Shs.80 million for Works).

It was noted that in most User Units, the procurement function for this level of procurement was currently handled by the Faculty Administrators and/or Accountants; besides their assigned Job descriptions/duties.
The PDU will, in the meantime, liaise with them to prepare solicitation documents for the Request for quotations/proposals bracket, in the PPDA format.  The PDU will issue out the solicitation documents, receive bids (quotations) and nominate, to the Contracts Committee, the Evaluation Committee members including a representative(s) from the User Unit.  The evaluation reports in the PPDA format will then be submitted to the Contracts Committee for consideration/approval.
All requisitions procurements above Shs.2million should be submitted to the PDU without quotations.  The PDU will be responsible for solicitation of the quotations in consultation with the User Unit in accordance with the PPDA Act & Regulations.

9.0 Restricted bidding and Open bidding (ie Above Shs.30 million for Supplies and Services and above Shs.80million for Works)

For these two categories, the PDU will handle them from its office but involve the user units in preparation of the Statement of Requirements, opening and evaluation of bids.  The requisitions for this category should also be submitted to the PDU without quotations.  The PDU, in consultation with the User Unit, will invite the bids in accordance with the PPDA procedures. 

10.0
 Prequalified Firms for various categories of Supplies, Services & Works

The PDU informed the participants that the current lists of prequalified firms on the intranet would soon be replaced or updated.

Evaluation Committees, appointed by the Contracts Committee, have just concluded evaluation of prequalification applications received from various firms in response to advertisements in newspapers.

11.0
Contract Management

It is your responsibility as User Units to manage/administer the contracts for effective implementation.

It is also our responsibility as PDU to monitor the progress and implementation of the contracts.

The following requirements should therefore be noted for subsequent projects/contracts:

(i) Every user Unit will be required to elect/assign one senior official to be the Contract Manager for every specific project/contract.

(ii) On receipt of a copy of the signed contract agreement, the Contract Manager will be required to fill in and sign the contract implementation plan form (PP Form 60) attached hereto.

This can also be accessed on the University intranet under “Procurement” or the PPDA website under the PPDA Forms-3rd Schedule.

(iii) The Contract Manager will be required to submit to the PDU copies of the invoices and delivery notes, installation/completion certificates; for the PDU to verify/certify before payments are processed.
By copy of this letter, the Internal Auditor is accordingly requested to reject any invoices/delivery notes submitted without clearance from the PDU in form of a signature on the invoice or on the copy of the contract agreement.

This will enable us to keep track of the progress of delivery/completion of the supplies, services or works.

The Contract Manager will eventually submit to PDU copies of the payment vouchers and cheques for filing on the relevant Procurement file.

12.0 Monthly reports on Microprocurements

It was noted that most of the User Units did not submit to the PDU monthly reports on microprocurements as required by the PPDA Act & Regulations.

We will work hand in hand with the personnel who are handling the procurement function in your units to ensure that the procurement reports are prepared and forwarded to the PPDA headquarters in time.

We look forward to working with you to ensure implementation of the above points aimed at compliance with the PPDA Act, Regulations & Guidelines as we build for the future.

Thank you.

Yours faithfully,

Levi W. Tushabe

MANAGER, PROCUREMENT & DISPOSAL 
c.c
Vice Chancellor


Deputy Vice Chancellor (AA)


Deputy Vice Chancellor (F&A)

University Secretary


University Bursar


Internal Auditor


Chairman, Contracts Committee


Secretary, Contracts  Committee


Participants at the meeting.
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