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I. Introduction   

The Ethiopian Red Cross Society (ERCS) is a humanitarian Society established in 1935 to 
provide relief and assistance to victims of and those who are vulnerable to of natural 
and manmade disaster.  

 The organization of ERCS is based on the principle of unity at the national level and 
structured at national, regional, zonal and woreda level.  

At the National Headquarters structures like the Essential Drugs Program (EDP) and 
Training Center (TI) are delegated to undertake procurement activities. Moreover 
regional, Zonal and to some extent woreda branch offices are also delegated to 
administer their incomes and undertake procurement activities to a certain limit.  

The existing ERCS procurement manual was adopted in 2005. In addition to the gaps 
and problems the manual becomes in adequate to regulate the existing transactions of 
the Society. Therefore, it is necessary to update the procurement manual to suit the 
existing development of the Society and the urgent need of humanitarian activities. 

The manual is meant as a “living document”, to be updated regularly on the basis of 

experience and new developments. This manual is revised to accommodate new changes 

particularly the threshold levels of procurement and the various circulars issued by the 

Secretary General on procurement matters. The manual takes into account the Federal 

Government of Ethiopia public procurement directives. 

1.1. Objective of the Manual 

 

This Procurement Manual (here in after referred as Manual) issued by the Board as 

mandated under Article 32 of the Charter of ERCS. The Manual is intended to provide 

guidance on procurement policies, procedures and practices to all staff members 

involved in the procurement and acquisition processes and activities.  

This procurement manual defines procedures and processes that apply to the 

procurement of goods, works and services within the ERCS. Procurement requirements 

are established to ensure that procurement is carried out in a professional way in 

accordance with internationally recognized standards. 

The main objective is to harmonize procurement practices throughout the ERCS 

headquarters, branches and clarifying roles and responsibilities between all involved 
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parties. Therefore all staff involved in the procurement process must know and follow 

the procedures described in this manual. 

1.2.  Scope of Application 

This manual is applied at the ERCS head quarter, branches, programs and projects and 

semi-autonomous units (Essential Drug Program, Training Institute, and Drug Retail 

Outlets). This manual provides guidance to all staff whose official functions require 

involvement in the procurement processes of the ERCS. 

This manual shall also apply to funds provided to ERCS by partners or donors. However, 

if the donation/partnership agreement requires more stringent procurement procedure 

than specified in this manual, the terms of the agreement shall be applicable. Whereas, if 

the donation/partnership agreement allows lenient procedure against this manual such 

agreement or donation shall be approved by the board. 

1.3.  Definitions 
 

The words defined in this section shall have the meanings set forth below whenever they 

appear in this Manual, unless; (1) the context in which they are used clearly requires a 

different meaning; or (2) a different definition is prescribed for particular part or 

provision. 

“Bid” means a stage in the procurement process extending from advertisement of or 

Invitation to bid up to signing of contract. 

“Bidding documents” mean the documents prepared by the ERCS and as a basis for 

preparation of bids, which contain a specification of the desired 

object of procurement. 

“Bidder” means a natural or juridical person submitting a bid or tender. 

“Goods and related Services” means raw material, products spare parts and equipment 

and commodities in solid, liquid or gaseous form, marketable software and 

live animals as well as installation, transport, maintenance or similar 

obligations related to supply of the goods if their value does not exceed that 

of the goods themselves; and “related services” includes services such as 

transportation, commissioning, insurance, installation, training, and initial 

maintenance. 
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“Services” means any object of procurement other than works, goods and consultancy 

services including maintenance, security, janitorial, electricity, 

telecommunication, water supply services and the like. 

“Works” means all work associated with the construction, reconstruction, upgrading, 

demolition, repair, renovation of a building, road, or structure, as well as 

services incidental to works, if the value of those services does not exceed that 

of works themselves and includes build-own-operate-transfer and build 

operate-transfer contracts. 

“Consultancy Service” means a service of an intellectual and advisory nature provided 

by consultants using their professional skills to study, design and organize 

Specific projects, advice clients, conduct training and transfer knowledge. 

“Procurement” means obtaining goods, services, works, consultancy or other services 

through purchasing transaction or buying, hiring or obtaining by any other 

contractual means. 

“Supplier” means a natural or legal person to contract with ERCS, to supply goods, 

works or services. 

“Potential supplier” means a natural or juridical person invited to take part in 

procurement or seeking to be so invited. 

“Procurement division/ unit or officer” means a section or body responsible for 

procurement within ERCS or its branches. 

“Supplies” means all property other than fixed assets. 

“Food and related Items” means all foods and drinks and other supplies required as 

inputs for the smooth running of the Training Center 

income generating activities. However, this doesn’t include 

stationary materials and office furniture’s for office use. 

“Essential Drugs” are those medicines that satisfy the priority health care needs of the 

population. They are selected with due regard to public 

health prevalence, evidence on efficacy and safety, and 

comparative cost-effectiveness. 

“Specification’’ means document describing the quality, quantity, origin color, size, 

property, type and standard with which the required goods, services, 

works or consultancy services should comply. 
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“Procurement committee” means staff assigned by SG or DSGSS or Branch Heads to 

evaluate bids and provide   advices on procurement activities. 

 

1.4. General Principles and Ethical Standards of Procurement 

1.4.1 General Procurement Principles 

The procurement functions include all actions necessary for the acquisition, by purchase 

or lease of property, including products and real property, and services, including works. 

All employees of ERCS should observe the following procurement principles in the 

procurement process. The guiding principles of procurement for ERCS are: 

1) Best value for money: it means buying the product or service with the lowest whole-

life costs that is ‘fit for purpose’ and meets specification. Value for money is not 

necessarily the same as selecting the lowest initial price option, but rather represents 

the best return on the investments, taking into consideration the evaluation criteria 

specified in the bid documents. The principle of best value for money is applied 

throughout the procurement process in order to attract the offer that most effectively 

meets the stated requirements of the end use. 

2) Fairness, integrity and transparency: Employees engaged in the procurement process 

are, responsible for protecting the integrity of the procurement process and 

maintaining fairness in the treatment of all potential suppliers. Provide all eligible 

prospective suppliers with timely and adequate notification of ERCS requirements 

and an equal opportunity to participate for the required goods, works and services. 

3) The best interests of ERCS: the need for efficiency and effectiveness in the 

implementation of the ERCS program, including the procurement of goods, works 

and services. 

a) Efficiency:   procurement shall be simple and swift, that meets the user's need as 

planned, producing positive results immediately. In addition, efficiency implies 

practicality, especially in terms of compatibility with the administrative resources, 

organizational capabilities of the procurement unit and its procurement personnel 

with the planned type and volume of procurements. 

b) Effectiveness: Effectiveness means the extent to which the unit responsible for 

procurement is able to procure goods, works and services of quality, in a timely 

and most economical manner. 
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4) Accountability and Ethical Standards: Good procurement holds its practitioners and 

other officers responsible for enforcing and obeying the rules. It makes them subject 

to challenge and to sanction, if appropriate, for neglecting or bending those rules. 

Accountability is a key inducement to individual and institutional probity, a key 

deterrent to collusion and corruption, and a key prerequisite for procurement 

credibility. All logistics officers and other staff should adhere to the professional 

ethical code. 

1.4.2 Ethical standards 

1) Staff involved in procurement activities is remained to perform their activities with 

the highest degree of ethics and public trust by:  

a) Conduct all official duties with integrity, free from any taint of dishonesty or 

corruption, including not engaging in any act of favoritism, nepotism, 

cronyism, or bribery. At no time and under no circumstances accept directly or 

indirectly gifts, gratuities or other things of value which might influence, or 

appear to influence, purchasing decisions. 

b) Conduct all official duties avoiding all forms of extortion, blackmail or 

coercion, including not engaging in any act of attempting to influence the 

process of procuring goods or services, or executing contracts by means of 

threats of injury to person, property or reputation. 

c) Conduct all official duties avoiding all forms of fraudulent activity, including 

not misrepresenting information or facts for the purpose of influencing the 

process of procuring goods or services or executing contracts, to the detriment 

of the ERCS or other participants. 

d) Foster an open environment by being fair and reasonable in all dealings. 

e) Promote positive supplier/contractor relationships by accord vendor 

representative’s courteous, fair and ethical treatment. 

f) Avoiding conflicts of interest:-Staff shall not benefit improperly or allow a third 

party to benefit improperly (whether directly or indirectly) from association 

with an enterprise that engages in any business or transaction with the ERCS 

(including association with the management or the holding of a financial 

interest). Any potential conflict of interest with a supplier, service provider, or 

business partner (such as family relations or shareholding) must be disclosed. 

Specific attention must be given to avoid any conflicts of interest in relation to 

procurement activities. A conflict of interest arises when there is a conflict 

between the official duty and the personal interest, which might improperly 

influence the performance of official duties and responsibilities. 
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2)  Principles of conduct for Suppliers: 

Staff involved in procurement activities shall ensure that suppliers are aware that the 

following principles need to be observed when working or seeking to work with ERCS. 

a) Business ethics: Suppliers are expected to maintain the highest degree of business 

ethics when working or seeking to work with the ERCS. 

b) Transparency of information provision: Suppliers shall not be involved in any 

fraudulent activities, misrepresent information or facts for the purpose of 

influencing the selection and contract-awarding process in their favor. 

c) Fair competition: Suppliers shall not be involved in any corrupt, collusive or 

coercive practices. 

d) The supplier shall represent and warrants that no official of the ERCS has been, or 

shall be, admitted by the supplier to any direct or indirect benefit arising from the 

award of the contract. 

To ensure that appropriate action may be taken (including possible termination) where 

these principles are not respected and to minimize any negative impact on the ERCS from 

such circumstances, the following clause shall be included in all contracts with third party 

service providers: 

a) When performing on behalf of or at any time representing the ERCS, the supplier 

and all individuals assigned by it to perform works or services under this contract, 

shall act in a manner consistent with the values of the Red Cross and shall abide 

by the rules of conduct. 

b)  The supplier acknowledges and accepts that any violation of these rules of 

conduct by it or any individual assigned by it to perform services on its behalf 

shall be considered breach of an essential term of this. 

c) If at any time during the registration of procurement process a potential supplier 

is in violation of the above-mentioned principles, that supplier’s request for 

registration or bid may be rejected as ineligible. 

 

1.5 Duties and Responsibilities 

Officials and employees of ERCS have to discharge the following major duties and 

responsibilities in relation to Procurement. 

1.5.1 The Secretary General (SG)  

a) Ensure that the logistics department, EDP and TI at head office, and equivalent 

positions at branches and DRO have the necessary authority and internal system in 

place to enable it discharges its procurement duties in accordance with this manual. 
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b) Establish a higher Procurement Committee consisting of member’s no less than three 

persons. 

c) Examine and approve the procurement plan of ERCS  

d)  Approve and sign contract or delegate authority to sign a contract to branches where 

necessary 

1.5.2 The Deputy Secretary General for Support Services (DSGS) 

 

a) Monitor that the logistics department, EDP and TI in each respected structure 

assigned work unit at branches, DRO and internal system are working properly based 

on the system in accordance with this manual. 

b) Establish at headquarters a junior Procurement Committee consisting of member’s no 

less than three persons. 

c) Follow up the activities of the logistics department, EDP. TI and the procurement 

committee to make sure that the staff and members of the procurement committee 

give due attention in carrying out their duty properly, and where necessary, take 

corrective measures. 

d) Approve and sign contract based on the delegated power and monitor the execution 

of any procurement as per the contract. 

 

1.5.3 Logistic Department, Essential Drugs Program and Training Institute at 

Head Office 

a) Identify the procurement need and prepare the procurement plan of ERCS at HQ and 

submit to DSG for approval. 

b) Prepare and submit to the procurement committee, bidding documents in 

collaboration with the procurement initiator or user units. 

c) Make corrections to the bidding documents in conformity with the recommendation 

of the Procurement Committee. 

d) Advertise bids, avail bids for sale and receive bids. 

e) Approve procurements the value of which is below the threshold specified.  

f) Submit for approval to SG or DSGS if the value is above the delegated value. 

g) Negotiate procurement contracts with successful bidders, sign contracts in 

accordance with the delegated authority. 

h) Ascertain that ERCS has discharged its obligation and its rights have been satisfied 

under a procurement contract. 
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i) Select candidates for procurements to be executed by request for quotation and collect 

quotations from such candidates. 

j) Ascertains that the price offered by successful bidders is commensurate as compared 

to the market price. 

k) Keep procurement documents and give clarifications on procurements of when 

requested by auditors and other appropriate bodies. 

l) Researching past, current and future market trends of various markets to include new 

sources of supply, pricing, serviceability and other factors which can assist in making 

buying decisions. 

m) Remind the user work unit that procurement activities are initiated on time. 

n) Register and update suppliers’ database. 

 

1.5.4 Heads at Branches  

 

a) Ensure that Administration and Finance division at branches, and Head of the drug 

retail outlets have the necessary authority and internal system in place to enable it 

discharges its procurement duties in accordance with this manual. 

b) Establish a Procurement Committee consisting of member’s no less than three 

persons. 

c) Follow up the activities of the administration and finance division and the 

procurement committee to make sure that the staff and members of the procurement 

committee give due attention in carrying out their duty properly, and where 

necessary, take corrective measures. 

d) Examine and approve the procurement plan of the branch 

e) Approve and sign contract based on the threshold 

 

1.5.5 Administration and Finance at branches and Head of drug retail outlets 

a) Identify the procurement need and prepare the procurement plan at branches and 

submit to branch head for approval. 

b) Prepare and submit to the procurement committee, bidding documents in 

collaboration with the procurement initiator or user units. 

c) Make corrections to the bidding documents in conformity with the recommendation 

of the Procurement Committee. 

d) Advertise bids, avail bids for sale and receive bids. 

e) Submit for approval to  branch head  

f) Ascertain that the branch has discharged its obligation and its rights have been 

satisfied under a procurement contract. 
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g) Select candidates for procurements to be executed by request for quotation and collect 

quotations from such candidates. 

h) Ascertains that the price offered by successful bidders is commensurate as compared 

to the market price. 

i) Keep procurement documents and give clarifications on procurements of when 

requested by auditors and other appropriate bodies. 

j) Researching past, current and future market trends of various markets to include new 

sources of supply, pricing, serviceability and other factors which can assist in making 

buying decisions. 

k) Remind the user unit that procurement activities are initiated on time. 

l) Register and update suppliers’ data base. 

 

 

 

1.6 The Procurement Committee (PC) 

The SG, and DSGSS at head office and the branch heads shall setup procurement 

committee to evaluate and recommend bids of higher value. They may also set up ad-hoc 

technical evaluation committee for complex procurement requiring technical expertise. 

The PC shall be a committee made up of a minimum of 3 individuals, from different work 

units. The procurement committee at HQ shall have two levels- Higher Procurement 

Committee (HPC) and Minor Procurement Committee (MPC). The PC members assigned 

by SG, DSGSS and branch heads shall serve for a time not exceeding two consecutive 

years or one term. However, if it is believed by SG, DSGSS or Branch heads staff member 

can be assigned for a second term. But a member staff cannot serve more than two 

consecutive terms. The PC at Head Quarter (HQ) and branches will consist of ERCS staff 

from the following departments and units. 

 

 

 

 

a) Composition of HPC at HQ Level 

Logistics Department       

Two management staffs assigned by SG for two years              

Finance Department        

Representative of requesting Department                      

Procurement Division Head as a Secretary  
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b) Composition of JPC at HQ Level 

Procurement Division  

Two staff members assigned by DSGSS for two years  

Division head from Finance Department    Member 

Representative of requesting Department          Member 

Procurement Officer as a Secretary 

c) Composition of Drugs PC at Essential Drugs Program 

Operation Division       

Two staff appointed by SG for two years     

Head of Finance and Administration Division    

Distribution Officer        

Procurement and Transit Officer as a Secretary 

d) Composition of PC at Training Centre for procurement of food and related items. 

Administration and Finance     

Catering and Lodging Head      

Two staff appointed by DSGSS for two years               

Training Officer        

Human Resource and Logistics head as a Secretary  

e) Composition of PC at Regional Branch  

Administrative and Finance                                    

Plan and Program                                       

One staff assigned by regional branch for two years             

Resource Development & Dissemination                

f)    Composition of PC at   Zonal branch level 

Administration and Finance    

Resource Development                                      

DVM        

Secretary to be assigned by Zonal Head       

H) Composition of PC for procurement of drugs at Drug Retail Outlets  

Administration and Finance Head Chairperson 

Accountant/ if there is no Resource and Development head Member 

Drug Retail Outlet Head   Member and Secretary  
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I) At woreda level, the woreda head or representative is authorized to effect procurement 

up to Birr 1000. - Without PC. 

J) The logistics department at HQ and admin and Finance at head office and branches 

shall handle other procurement needs of EDP, TI and DRO.  

The PC will have the following duties and responsibilities: 

1) Ascertain that the bidding document prepared by the logistics department at HQ ,and 

procurement unit at branches, EDP and training center satisfies the following 

requirements:- 

 The bidding document prepared is sound for each type of procurement. 

 That the technical specification is sound and acceptable  

 That the evaluation criteria are non-discriminatory, transparent and 

achievable. 

2) Evaluate bid and submit recommendation for approval for Secretary General or 

Deputy Secretary General or heads of semi-autonomous units in case of head office 

and branch heads in branches.  

3) Conduct market survey on price, quality and availability of goods and services 

demanded by ERCS 

4) Evaluate the eligibility of  potential suppliers to be kept in the suppliers list by the 

logistics department, EDP, and TI  

5) Provide advice on achieving effective procurement  

1.6.1 Chairperson of Procurement Committee 

The chairperson of a procurement committee shall have the following responsibilities: 

1) Setting the date and hour for meetings of the procurement  committee and chair 

such meetings; 

2) Running the meetings and the production of minutes 

3)  Ensuring that actions or decisions taken in connection with bid proceedings are 

in line with this manual. 

1.6.2 Secretary of the Procurement Committee 

The secretary of a procurement committee shall have the following responsibilities: 

1) To record minutes of meetings of the procurement  committee, to ensure that the 

committee has complete records and keeps such records carefully; 

2)  To record discourses made with suppliers in the process of making decisions; 
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3) To prepare the agenda for meetings of the committee in accordance with the 

instruction of the chairperson; 

4) To verify bidding document, if he/she finds incomplete document, to 

communicates the fact to the committee. 

5) Undertakes other additional tasks assigned by the committee 

1.6.3 Procedures of Meetings 

Meetings have the following procedures: 

1) There shall be a quorum where more than half of the members of a procurement 

committee are present in any meeting. Decisions shall be made by simple majority. 

2) In case of tie, the chairperson shall have a casting vote. 

3) The dissenting opinion of a member in any decision of the committee shall be 

recorded in the minutes of the meeting in which such decision was made. 

 

1.6.4 Heads of User Departments/Units 

1) Identify annual procurement needs which is derived from their annual work plan and 

transmit it   to Logistics Department at H.Q and finance and admin at branches. The 

procurement plan shall be transmitted to EDP in case of Drugs and TI in case of foods 

and related items.   

2)  Prepare specification  for goods, services and works for their procurement needs 

3) Prepare TOR for the purchase of consultancy services.  

 

1.6.5 The Ad-hoc/technical Evaluation committee 

1)    The ad hoc Bid Evaluation Committee shall be renowned for their ethical behavior, 

and shall have the knowledge and experience required to carry out bid evaluation in 

procurement. 

2) The ad hoc /technical Bid Evaluation Committee members shall examine, evaluate and 

make recommendation on technical aspect of the bid which is assigned to them  
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1.7 Suppliers List / Suppliers Database 

 

The ECRC maintains an up-to-date database registering all pre-qualified suppliers or 

service providers, which are the prospective suppliers considered (upon evaluation) as 

able to provide the requested goods, works or services. Such pre-qualification ensures 

that invitations to bid or proposals are extended only to those who have adequate 

capabilities and resources. 

 Logistics Department, EDP, and TI are responsible for organizing their own supplier list, 

identifying new suppliers, searching new markets, registering and reviewing supplier’s 

status and details in the database; especially for their range of suppliers and scope of 

items or services. 

 

1) Procedures for Registration of Prospective Suppliers 
Suppliers or Service providers who wish to be considered for ERCS procurement 

contracts are able to register with the ERCS.   

An expression of interest (EOI) is a cost-effective method to continually update the 

ERCS’s supplier database where procurement planning has forecasted future 

requirements.  

The Logistics department, EDP and TI should invite potential suppliers to apply for 

registration by publishing a notice on national newspapers having national or regional 

circulation.  

It is advisable to obtain a prospective Supplier’s annual reports, catalogues, samples or 

any other tangible evidence, which would help establish the applicant as a dependable 

and reliable Supplier. 

Once a list of qualified Suppliers has been formulated, successful applicants shall be 

notified and requested to confirm their intention to submit offers. The supplier list should 

be updated on a regular basis, but at least once a year to allow for all potential suppliers 

to register. 

2) Appraising potential Suppliers 

Once a roster of potential qualified Suppliers has been generated, Procurement 

Committee shall begin evaluating each Supplier’s capabilities and resources to 
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successfully perform on a contract, if awarded. Key parameters, which guide Supplier 

appraisal include: 

a)  Professional and Technical Capacity  to deliver the goods, civil works and/or 

services as per schedule; including  professional and technical qualification suitable 

equipment and other physical facilities or proven access through contractual 

arrangement to hire/lease of such equipment/facilities for the desired period, 

where necessary;  satisfactory production/manufacturing capacity, where 

necessary ;after-sales service, where necessary ;managerial capability, where 

necessary;  and prior experience of the work/supply/service for which they are 

applying for registration; 

b) Financial strength, where the quick ratio tests the potential supplier's financial 

strength and liquidity. The quick ratio calculates a company’s liquid assets in 

proportion to its liabilities. The higher the ratio is, the higher the Supplier’s level of 

liquidity, which typically corresponds to its financial health. The optimal quick 

ratio is one or higher. To evaluate the creditworthiness of the Supplier, current 

assets, or assets, which can be converted into cash immediately, are divided by its 

current liabilities. The equation however specifically excludes inventory; 

c) Trade license: suppliers are required to have renewed trade license; 

d) Bank account: suppliers are required to have a bank account; 

e) Taxation obligations: suppliers who are residents of Ethiopia are required to 

produce Tax Clearance Certificate to show that they have fulfilled their obligations 

to pay taxes under the relevant national Proclamation; and 

f) Legal liability: The potential supplier is not bankrupt, insolvent and receivership. 

In order to verify a potential Supplier the following documentation   may be requested:  

 Documentary evidence to show they are enrolled in the relevant professional or 

trade organizations registered in the Federal Democratic Republic of Ethiopia. 

Some of this include : Ethiopian Management Institute Certification for 

Consultants, Federal Ministry of  Urban Development, Housing and Construction 

License for contractors,  A certificate issued by the Federal Transport Authority 

indicating the level of the garage, if a supplier is engaged in the maintenance or 

repair of motor vehicles; A certificate issued by the Drug Administration and 

Control Authority, if the supplier is engaged in the provision of drugs and medical 

equipment; 

 provide a description of the firm’s technical facilities, its available equipment, its 

measures for ensuring quality e.g. ISO certification and its design, research and 

development facilities; 
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 provide a list of the major deliveries effected in the past three/five years, with the 

sums, dates and recipients, public or private, on a transaction basis,  

 provide a list of client references who may be contacted by ERCS; 

 provide samples, description and/or photographs of the product to be supplied, 

the authenticity of which may be certified by a professional institution related to 

the professional qualifications of the person or firm, if the public body so requests; 

 submit appropriate statements from bankers of the firm’s financial resources; 

 submit firm’s balance sheets or extracts from them, where publication of a balance 

sheet is required under company law in the country in which the Supplier is 

established; 

 submit statement of the firm’s overall turnover and its turnover in respect of the 

of the goods/works/services to which the contract relates for the previous three 

(3) financial years;  

 provide details of the numbers of both technical and administrative personnel 

employed by the firm; 

 VAT registration number; 

 the year up to which income tax and VAT assessment has been completed;  

 confirmation that tax and VAT has been paid regularly; 

 experience and past performance on similar contracts; 

  a minimum number of similar projects/programs that have been completed; and 

  The value of similar completed projects/programs to be considered. 

3) Removal from the supplier database 

Suppliers will be removed from the database for the following cases: 

a) Substantial breach of contract with the ERCS (including materially poor 

performance, failure to comply with ethical  standards or applicable legislation); 

b) Bankruptcy or a decision of legal incompetence; 

c) Decision, after initial registration, that the products or services are not needed by 

the ERCS; 

d) Criminal conviction or civil judgment against the supplier or any of the senior 

executives for the charge of any offence indicating a lack of business integrity; 

e) Documented collusion with other suppliers or any interference with ERCS 

solicitation processes; 

f) Failure to respond to three successive invitations without reasonable explanation; 

g) During ongoing formal disputes between the supplier and the ERCS; 

h) Negative evaluation with no improvement or corrective action once an action 

plan has been determined. 
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The DSGS will review the circumstances and decide whether or not a supplier ought to 

be removed. Suppliers shall be notified of the decision to remove them from the database 

in writing, with the reasons clearly stated. The decision to remove a supplier shall be 

entered against the supplier’s file in the supplier database. 

4) Supplier Re-qualification 

Suppliers who have been removed from the supplier database may be given the 

opportunity to re-apply for database registration if they can show evidence of corrective 

action or improvement following their removal. The supplier or service provider may re-

submit an application after a minimum of six months has passed. The decision to 

reapprove a supplier or service provider lies with the Procurement Committee at HQ and 

Branch level. 

 

1.8 Authorizations in the Procurement Process 

The Logistics department, EDP and TI at headquarters, and Administration and 

finance division at branches and DRO are responsible for the overall management of 

Procurement activities. 

 

1.8.1 Delegation of Procurement Authority 

a) HQ without limit 

b) Regional branches   purchases of goods, works  or services required for their activities 

within maximum limit of Birr 500,000- for single transaction  not more than five 

million for annual purchase 

c) Zonal branches are authorized to make purchases of goods, works or services 

required for their activities within maximum limit of Birr 150,000- for single 

transaction and not more than three million per annum.  

d) Woreda branches are authorized to make purchases of goods, works or services 

required for their activities within maximum limit of Birr 1,000- for single transaction 

and not more than 10,000.00 per annum. 

e) Goods and services which are solely available in the branch or whenever necessary 

the SG will delegate a specific procurement. However, when this delegation is given 

a member of HPC at HQ shall participate in the procurement process. 
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1.8.1.1 Evaluation Limits of procurement Committee and Approving 

Authorization 

Goods, works or services whose value does not exceed the following financial limits in 

Ethiopian Birr per single transaction with reference to the procurement committee and 

getting the approval of the designated authorities indicated in table 1. 

Essential Drug Program and Training Centers are authorized to purchase only     

“Essential Drugs” and “Food and related items” as defined in this manual.  

 

 Table 1- Financial limits and Approving authority 

Entities HPC Approving by JPC Approving by 

HQ >500,000-1million 

 

DSGS 

 

>30,000-500,000 

 

Logistics 

Department Head 

>1 million<or =5 

million 

SG <=30,000 

(without PC) 

Procurement 

Division  Head 

 >5million  *SG   

 

Entity  Drugs PC Approving by Drugs PC Approving by 

Essential Drugs 
Program 

>1 million < or = 5 
million 

 
SG 
 

>500,000-1million 
 

DSGS  

< or = 500,000.00 EDP Head 

 >5 million *SG   

DRO < or =150,000 Zonal/regional 

Branch head 

  

 

Entity  PC  Approving by Without  PC Approving by 

Training 
Center 

>30,000-500,000 
 

Director Training 
Center 

< or =30,000 Administration 
and Finance head 

>500,000-1million DSGS 
 

>1 million-5 
million 

SG 

 >5 million  *SG   

 

Entities PC Approving by Without PC Approving by 

Regional 

Branch, 

>10,000 - 500,000 Regional heads  <=10,000 Regional  Head 

Zonal >3,000-150,000  Zone head  <=3,000 Zone head 

Woreda None  Zone head <1000 Woreda head 

NB. * For all purchases above five million the SG shall notify the details of the procurement to the 

National Board through the President.  
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The following financial limits shall apply in acquisition of goods, works or services 

without referring to the procurement committee. 

 

a) At HQ level for single transaction procurements Birr 30,000 and below – 

b) At regional   branch level for single transaction procurement  below Birr 10,000 

c)  AT zonal  branch level for single transaction procurement  below Birr 3,000 

d) At Woreda  branch level for single transaction not more than Birr 1,000- 

 

II. PROCUREMENT PROCESS 

A procurement process involves clear understanding of what to buy, how to buy and the 

legalities involved in the process. While acquiring goods, works and services officials and 

employees of the ERCS shall follow the procurement process described below.  

a) Identifying the needs of ERCS  

b) Procurement plan 

c)  Bid document preparation  

d) Supplier invitation ,evaluation  and selection  

e) Contract agreement 

f) Acceptance/ Receiving 

2.1 Identifying the Need of the ERCS 

It is the first stage of the procurement process, the objective is to ensure that the resources 

required fulfilling the needs identified in the strategic plan or annual plan of ERCS are 

delivered at the correct time, price and place and that the quantity and quality will satisfy 

those needs. It should also align the activities of ERCS with available resources. It 

involves the following steps: 

a) Compiling the annual procurement requirement which is annual goods, works 

and service needs of ERCS for achieving its annual targets indicated in the annual 

work plan or strategic plan.  

b) Each Department and units, shall prepare their annual procurement need and 

submit it in writing to Logistics Department, including a description and 

specification of the goods or services to be purchased, the quantity, required 

delivery period and the amount of budget for the procurement   to expend for the 

described goods or services. 

c) For the items that are out of stock the Logistics Department, EDP and TI will 

compile the requirements and utilize it for preparation of a procurement plan. 
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2.2. Preparing Procurement Plan 

1)  Logistics Departments EDP and TI shall prepare a procurement plan supported by 

action plan enabling  to execute in due time, the procurement necessary to implement 

the work program of ERCS at HQ 

2) The procurement plan shall be prepared using the format in the annex. 

3) The plan should answer the questions of what to buy, when to buy and how to buy. 

4) In determining ERCS’s annual procurement needs arising from its various 

departments, the logistics department EDP and TI  has to adhere to the following 

procedures:- 

a) Require user departments in the ERCS to submit their annual procurement needs. 

b) Identify the need submitted by end users by type of procurement, quantity, quality 

and source. 

c) Identify goods, works and or services to which the department gives priority and 

special attention. 

d) Ascertain that there are adequate suppliers for the needs 

e) Ascertain that technical specification or ToR is prepared or will be prepared by 

end users. 

5)  Organize their procurement needs in packages or lots.  Preparing the lots is the 

process of grouping similar items which can be purchased from one supplier. First 

step is to divide the resources into three categories (supplies, Services, and Civil 

works). Then group items into lots For Example: Lot 1 - Computer and Information 

Technology equipment: Laptop, printer, toner, UPS, router, keyboard, etc. lot 2 

Stationary supplies: Pen, pencils, paper, file folders etc.Prepare the lot based on 

procurement needs, data collected from end users and market price survey, and 

taking into consideration the following points :- 

a) Assort, as far as possible, similar and related needs. 

b) In respect of bulk purchase, ensure that there are adequate suppliers in the 

market or classifying the procurement into lots based on category of supplies, 

which can attracts competition. 

c) Ensure that the procurement is convenient for execution and there are no 

hurdles obstructing the procurement. 

d) Organize the procurement in such a way as to open up opportunity for as many 

local producers as possible to participate in the procurement. 

6) In the preparation of procurement plan, select and indicate the appropriate 

procurement methods to be used in respect of each type of procurement, from among 

the methods prescribed in this manual. 
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7) Logistics Department has to submit the annual procurement plan prepared to the SG 

for approval through the DSG Support Service. 

8) Drug Retail Outlets have to submit the annual requirement of medicines to EDP 
Operations and Operations shall compile and submit the annual procurement plan to 
EDP Head. Moreover, all Drug Retail Outlets should check the availability of drugs 
from EDP before conducting procurement activities. 

 

9) The SG and DSG Support Services have to monitor the execution of procurement by 

establishing a system enabling them to ascertain that the conduct of procurement 

conforms to the approved procurement plan. 

10) Once the procurement plan is approved it should be notified to each user 

departments. User department initiate purchase requisition to procure the items. The 

user department should include the quantity, specification and delivery date in the 

purchase requisition. 

11) Availability of funds: The user department should check that funds are available   to 

cover the purchase in consultation with Finance Department.  

12) At branches, the branch heads at each level shall follow the above procedure in 

approving and implementing procurement plans. branch heads shall monitor all 

procurement  are undertaken based on approved annual plan   

 

2.3. Bid Document Preparation 

The Logistics Department, EDP and TI or branches and Drug Retail Outlets has to prepare 

bid document incorporates the contents listed below: 

1) Specification:-The technical specification of goods and   works, Terms of Reference for 

consultancy service and other services. Where it is not possible to draw up technical 

specification, or where the better execution of the procurement requires; the 

presentation of samples. 

The technical specifications define the characteristics required of a material, supply or 

service such that they fulfill the use for which they are intended. Thorough preparation 

of the Technical Specifications for goods and works or Terms of Reference for services is 

extremely important for the ultimate success of procurement. 

a) The purpose of any specification is to provide purchasing personnel with a clear 

guide of what to buy and to provide vendors with firm criteria of minimum 

product or service acceptability. 
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b) A technical specification shall be prepared in accordance with the need of end 

users and in such a manner that it allows wider competition on the basis of 

performance, function, technical or design characteristics depending on the type 

of procurement. 

c) The technical specification of goods, consultancy service, works or services shall 

be drawn up by the department which has identified the need or by the   staff of 

ERCS who have adequate knowledge of the procurement in question. For the 

procurement of high cost and/or complex goods or services, ERCS may seek the 

advice and assistance of outside experts or hire consultants. 

d) A specification shall not prescribe a particular product, brand or service provider. 

However, where it is difficult to draw up a specification giving an accurate 

description of the requirement, where the procurement is for spare parts for a 

particular item of proprietary plant or equipment, or where there is known to be 

only one manufacturer or provider of the goods or services in question, the name 

of the manufacturer or service provider and the term “or equivalent” may be 

incorporated in the specification. 

e) The technical specification shall be prepared in such a manner that it incorporates 

use values needed to satisfy the current and future demand of ERCS  and should 

avoid the inclusion of non-value adding features. 

f) When preparing technical specification, ERCS may incorporate standards set by 

Ethiopian Quality, EFMHACA and Standard Authority or by other similar institutes 

depending on the type of procurement and as appropriate. 

g) Technical specification shall be sufficiently detailed and comprehensive to provide 

a complete and exact basis for the formulation of bids by those suppliers wishing 

to participate in the bid. 

2) Price schedule: - It should clearly indicate price including tax and other issues related 

to price including currency. The bid price shall be fixed 

3) Financial and Technical proposals:-The Logistics department, EDP and TI and branches 

shall ask bidders to submit technical and financial proposal separately in two sealed 

envelopes when it is necessary. 

The envelopes should: 

 be addressed to the relevant  office of ERCS; 

 bear the name and reference number of the contract/bid; 

 bear a warning clearly stating that they are to be opened only at the time and date 

of the opening ceremony; 
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Only technical proposals are opened on the date of submission. Financial proposals 

remain sealed until the technical evaluation has been completed. All documents should 

be submitted in the form of one original and one copy. The envelope containing the copy 

remains unopened while the original is evaluated. The sealed copy serves for the 

purposes of comparison, should a dispute arise. 

4)  Criteria for bid evaluation: - The eligibility criteria for preliminary evaluation must be 

stated in the bid document depending on the type of procurement. There is no one 

exhaustive criterion for all goods, works and services. The bidding document shall 

specify any criteria, in addition to, price which shall be taken into account in 

evaluating bids and how these shall be measured or evaluated. 

For goods:  The performance characteristics of the goods , the delivery time, quantity, 

after sales service like warranty and maintenance  requirements; technical evaluation  

and any other relevant terms and conditions. 

For works:  the work to be carried out; the location of the work; the place of delivery 

or installation; the schedule for delivery and completion; the minimum performance 

requirements; 

5)  Communication to entertain clarification and modification of bidding documents: -Contact 

with bidders during the solicitation process should be kept to a minimum, while visits 

by suppliers to ERCS are not permitted; however, contact is permitted in order to 

clarify any points mentioned in the bid document. Questions relating to the bid, which 

are essential to the required goods or services, are permitted. Answers to bidders’ 

questions are provided in writing. It is recommended to provide a summary of all 

questions and answers to all targeted bidders at the same time. 

No information relating to the solicitation process itself (e.g. the number of bids 

received or the names of the bidders) should be divulged to any individual before the 

designated sealed bid or proposal opening time. 

6)  Language of Bid: - The language of the bid whether in Amharic or English   or both 

language should be included in the bid document. 

7) Validity period for bid documents: - Bidders shall be required to submit bids that shall 

remain valid (i.e. open for acceptance), for the period specified in the Bid Document. 

The validity period shall allow sufficient time for the ERCS to evaluate the bids, 

prepare and submit the bid evaluation report and to obtain all necessary approvals 
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for the notification of award and signing of a contract with the successful bidder 

before the expiry of the bid validity period.  

The bid validity period specified in the Bidding Documents shall vary, depending 
upon the complexity of the bid. It shall normally be not more than 90 (ninety) days. 
However, the validity period may be extended to 150 days in case of foreign 
procurement. 

 

8) Bid security and performance security.  The tender document should indicate bid security 

and performance security. 

Bid security: - The amount of the bid security shall not exceed 2% of the value of the 

goods and services which has to fix and indicate in the Invitation to Bid and the 

Bidding Document. Such bid security shall remain valid until the contract is signed 

and performance security is furnished by the winner of the bid. 

Performance security:- Without prejudice to what is stated on 2.7.3 here under for every 
contract, the successful bidder has to provide performance security within 5 days from 
signing a contract in the amount of at least 10% of the total contract price. In case of 
foreign procurement the supplier shall furnish the performance security within 15 days 
after the signing of contract. 

 

2.4. Bid Accepting and Processing 

2.4.1. Receipt of the Bid Document 

a) ERCS has to make available a bid box for collection of bid document from bidders. 

The bid box shall be placed at the location stated in the bidding document and 

remain open throughout the bid floating period. 

b) The bid box shall be kept securely and the key of the box shall be in the possession 

of the head of  procurement   until the day of the bid opening 

c) Bid documents received after the dead line for submission of bids shall be returned 

to the bidders concerned without the envelopes containing the bid documents being 

opened. 

d) All bids shall be in writing, signed and submitted in a sealed envelope.  They shall 

be delivered to the place(s) stated in the Bidding Document, prior to the deadline 

for the submission of bids stated in the Bidding Document or amendments thereof. 
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e) The bid box shall be locked and sealed covering the key; the paper shall be signed 

at least by two members of the concerned procurement committee, one of whom is 

a chairperson. 

f) The bid notice shall be floated for bidders not less than fifteen consecutive days for 

simple bid (eg. Goods, services etc.…) and not less than 30 days for complex 

procurement. (eg. Two-stage bidding, complex construction works and so on.) 

 

 

2.4.2. Bid Modification  

At any time prior to the deadline for the submission of bids, ERCS, on its own initiative 

or in response to an inquiry by a bidder, who has purchased the bidding documents, 

modify the bidding documents by issuing an addendum. The addendum then becomes 

integral part of the bidding document and shall be communicated immediately to all 

bidders who have purchased the bidding documents, with a request that they shall 

acknowledge receipt of the addendum.  If ERCS considers it is necessary to amend the 

bidding documents, it may postpone the deadline for the submission of bids.  

2.4.3. Bid Opening 

1) Bids shall be opened in public at the time and place stated in the invitation to bid by 

the Procurement Committee. 

2)  Bids shall be opened in the presence of the bidders or their authorized 

representatives. However, the opening of the bid shall not be affected by the absence 

of the bidders on their own will. 

3) All persons attending the bid opening shall sign the Attendance Register, duly 

counter signed by procurement committee 

4)  At a minimum, name of the bidder; withdrawal or modifications, if any; the 

availability of bid security shall be read out from the original version of each bid and 

recorded on the Bid Opening minute. 

5)  A Bidder may withdraw, substitute, or modify its bid after it has been submitted by 

sending a written notice, duly signed by an authorized representative.  

The Procedures for opening withdrawal and modified bids are: 

a) First envelopes marked “WITHDRAWAL” shall be opened and read out and the 

envelope with the corresponding bid shall not be opened, but returned unopened to 

the Bidder 

b) Next, envelopes marked “SUBSTITUTION” shall be opened and read out and exchanged 

with the corresponding bid being substituted, and the substituted bid shall not be 

opened, but returned to the Bidder.  
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c) Envelopes marked “MODIFICATION” shall be opened and read out with the 

corresponding bid. 

d) No bid withdrawal, substitution and modification shall be permitted unless the 

corresponding modification notice contains a valid authorization to request the 

withdrawal, substitution and modification and is read out at bid opening.  

e) Only envelopes that are opened and read out at bid opening shall be considered 

further. 

f) Bid withdrawal notices received after the bid submission deadline will be ignored, 

and the submitted bid will be deemed to be a validly submitted bid. 

g) Whenever there is less than three bidders either in the opening of bid or after the result 

of technical evaluation the PC shall decide the following :- 

a. Rebidding  

b. To evaluate the existing bid proposals and award the successful bidder  

c. Not with sanding to the above provision if there is only one bidder and no 

decision of rebidding, the PC shall decide the successful bidder based on the 

procedures prescribed in the single sources procurement  

2.5. Examination and Evaluating of Bids 

1) The quotation, bid or proposal may qualify for bid evaluation only if the bid 

document submitted by the bidder is opened during the bid opening proceeding and 

complies with the prerequisites and essential requirements stated in the bid 

document. 

2) The quotations or bids or proposals, received from suppliers in response to an 

invitation are evaluated in process referred to as a Comparative Bid Analysis (CBA), 

which is designed to ensure that ERCS receives the best product or service for the 

price paid. The CBA considers a number of variables, including compliance with the 

product or service specifications, the price, delivery time, etc. 

3) Following completion of the CBA, the Procurement Committee shall provide a 

justification on the worksheet for each recommendation of award and forward the 

worksheet and procurement file to the appropriate Approving Officer for the 

procurement decision. 

4) Contracts shall normally be awarded to the successful bidder, with due consideration 

being given to other factors such as price, delivery dates, after sales services, technical 

competence etc. A “successful bidder” in this context means one that meets all key 

requirements stated in the bidding document. All formal bids and proposals will be 

tabulated on a CBA worksheet for ease of comparison. 
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5) ERCS may reject bidders for detailed comparative bid analysis  under the following 

conditions: 

a) Where the bid does not meet the minimum quality and other essential 

requirements set forth in the bidding document. 

b) Is found to be non-responsive including failed to submit relevant professional 

practice certificates, if required;  bids is not written in the language specified, 

failed to submit  price schedule, failed to submit  technical specification and failed 

to submit  delivery and completion schedule as set in the bidding document. 

c) Where the bidder does not furnish the bid security or is not willing to furnish the 

performance bond required; 

d) Where the bidder does not produce evidence of facts that need to be proven in 

connection with the procurement which contains valid license, Value Added Tax 

Registration.  

6) In order to identify the acceptable bidder, the procurement committee shall conduct 

preliminary evaluation based on the eligibility criteria and detailed evaluation of bids 

on the basis of the requirements set forth in the bidding document. The committee 

shall not evaluate bids against other criteria than those stated in the bidding 

document.  

7) In the case of detailed evaluation the committee shall conduct the bid evaluation using 

the support of technical committee or staff if necessary. 

8) If necessary, verification may be done in post qualification to ascertain whether a 

bidder has the legal competence to transact or possesses the necessary financial and 

technical qualification stated in the bidding document. 

2.5.1. Considerations in the Evaluation of Bids 

1) Adherence to Specifications or Terms of Reference: - The first consideration is to ensure 

that the goods or services offered meet ERCS requirements as defined in the Bid 

Document. Only bids or proposals offering items with fundamental characteristics 

meeting or exceeding those in the solicitation shall be considered as acceptable. 

2) Capability of supplier:-The Procurement Committee should consider whether or not 

the supplier has the capability in all respects to perform fully the contract 

requirements, and the integrity and reliability which will ensure good faith 

performance. 

3) Financial standing of supplier: - If the supplier is known or suspected to be in financial 

difficulty, the supplier may be required to demonstrate their capability to perform. 

4) Delivery Terms: - When the delivery date is an important factor in awarding a contract, 

it should be so stated in the bid document. Offers not meeting a required delivery 

schedule may be rejected. If all bids or proposals are disqualified under this condition 
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and if re-advertising is not feasible, it may be necessary to accept the best delivery 

terms. 

5) Incomplete bids: - Offers to provide goods or services that only partially meet 

requirements will not normally be considered unless the bid document provides for 

award in such a manner. 

6) Authorized costs exceeded: - Whenever the cost of a contemplated purchase exceeds the 

estimated cost, or some other maximum amount fixed by the user department, the 

latter should be informed and further instructions requested. The award should be 

withheld until a written authorization amending the requisition has been received. 

7) Errors and Omissions: - ERCS is not responsible for errors in price made by a bidder. 

However, if the Procurement Committee has reason to believe that the offer of a 

bidder contains an error in price, he/she should, before completing the evaluation, 

request the bidder to verify the prices in question. If the bidder replies that the prices 

are correct as quoted, the evaluation may then be completed without further 

question. A note of the fact that a query was made, together with the reply, should 

appear in the file. 

8) Failure of Bidder  to Furnish Data: - Failure to furnish certain data with a bid or 

proposal, i.e., data which do not affect in any way price, quality, etc., even when 

required by the solicitation, will not require immediate rejection of the bid unless the 

bid so states. It is the responsibility of the Procurement Committee to request the 

missing data from the bidders. If the request is not fulfilled, the bid may be rejected. 

9) Errors in Affixing Signature:-  All bids and proposals must be signed, and the typed or 

printed name of the individual signing should also appear. A doubtful signature, a 

missing signature or a signature evidently executed by someone other than the typed 

name, should be questioned. If the bid is not signed and there is no indication that 

signing was intended, the bid or proposal should be rejected. 

10) Right to order  higher or lower quantities: - ERCS has the right to increase or decrease an 

order for a quantity of up to 25% without changing the unit price offered by the 

bidder. The bid document should stipulate this. 

11) Splitting the award for the same item: - There are two cases where splitting the award 

for the same item may be the only solution: 

a) Where the supplier offering the lowest-priced bid cannot deliver the entire 

volume of items requested. 

b) Where the supplier offering the lowest-priced bid cannot meet the delivery 

time requirements where an award is split, the two lowest-priced bids should 

be selected. The lowest bid, which cannot entirely meet the requirements, 
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should be combined with the second lowest accepted bid, so that together these 

two bids are able to meet the requirements. 

12) Tie bids: - In some instances, two or more bids may be exactly identical in price and 

terms. These are referred to as tie bids. In practice, there is always some factor among 

the bids which allows for differentiation in favor of one supplier. This slight 

difference should be the deciding factor when choosing between the bids, provided 

that such a decision is rational. In this case, the experienced supplier is favored based 

on the following criteria (ranked by order of importance): 

(a) A proven track record within the ERCS 

(b) A record with other humanitarian organizations 

(c)  Experience in the market and 

(d) Financial capacity 

Items awarded in such a manner should be clearly specified and explained in the 

comparative bid analysis worksheet. 

13) Number of bidders:- the PC shall evaluate the bid once the bidders eligible for financial 

evaluation become two or more ,and such bid does not jeopardize the procurement 

principles stated in (1.4.1) of this manual. 

 

2.5.2. Evaluation of Tender for Consultancy Services 

The evaluation of proposals for services involves applying a rating system. In adopting 

the evaluation criteria and rating, ERCS shall ensure that the selected service provider is 

the most likely to provide the best quality for the requested services. The score for 

consultancy assignment shall be 70% for technical and 30% for financial scores. The 

minimum score for technical evaluation is 50% out of 70%, If it is below 50% will not be 

considered for financial evaluation. 

a) Technical Score: - The following percentage points shall be given for each criterion 

listed in evaluating consultancy services. Criteria (Indicative) Points 

a) Consultant's  general and specific experience 10% to 15% 

b) The method applied in doing the study or research 20 to 45% 

c) The ability to transfer knowledge 5% to 10% 

d) Competence of key professionals engaged in the consultancy service 30 to 60% 

e) Participation of Ethiopian Nationals 05 to 10% Total Points should be: 100% 

In the bid document the points assigned to a particular criterion show the maximum 

number of points that can be allocated to it when evaluating each proposal. For the 

purposes of evaluation, each criterion shall have fixed points within the range. Then the 
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total number of points achieved (out of the total of 100 points) shall be weighted to 

become scores.  

Steps to be carried out in achieving these are shown in the following example: If a 

technical proposal achieved 90 points and the weighting applied to this was 70%, then by 

applying the weighting the technical score for this proposal (Ts) would be 90x 70% = 63. 

All the other proposals would be weighted and scored in the same manner. Minimum 

score to qualify for financial opening is 50 out of 70. 

Price negotiations with supplier and service providers are forbidden at any time of the 

process. 

2.5.3. Evaluation for Works 

For evaluating works ERCS uses the following criteria. The preliminary qualification criteria 

applied to bidders in evaluating for works is given in the following table. 

  

 

Factor Requirement Documentation 

Required 

Remark 

1. Legal Qualification of the  contractor 

Valid trade license 

or business 

organization 

registration 

certificate 

Having been submitted valid trade license or 

business organization registration certificate 

issued by the country of establishment 

Certified copy of 

license 

Must meet 

requirement

; if not 

disqualified 

VAT registration 

certificate 
Having been submitted VAT registration 

certificate issued by the tax authority (in case 

of contract value of Birr 100,000.00 and above) 

Certified copy of 

license 
Must meet 

requirement 

if not 

disqualified 
2. Professional Qualifications and Capability of the contractor 

Number of staff At least staff currently works for the Bidder. Bidder 

Certification of 

Compliance 

Must meet 

requirement  

Personnel for the 

key positions 

Among the staff  Bidder must demonstrate that it will have the 

personnel for the key positions that meet the following 

requirements 

Position 
Total Work 

Experience 

Experience in Similar  

Works 

   

   

   
 

Must meet 

requirement 

3.Technical Qualifications, Competence, and Experience of the Bidder 
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Factor Requirement Documentation 

Required 

Remark 

3.1. General 

experience 

The Bidder has successfully completed at least 

contracts with a budget of at least equal to  this 

contract in the past  years 

Bidder 

Certification of 

Compliance 

Must meet 

requirement 

3.2. Specific 

experience 

The Bidder has successfully participated as 

contractor or subcontractor, in at least  

contracts within the last  years, each with a 

value of at least , that have been successfully 

and substantially completed and that are 

similar to the proposed Works. 

Bidder 

Certification of 

Compliance 

Must meet 

requirement 

3.3. History of 

non-

performing 

contracts 

Non-performance of a contract did not occur 

within the last years prior to the deadline for 

Bid submission, based on all information on 

fully settled disputes or litigation. A fully 

settled dispute or litigation is one that has been 

resolved in accordance with the Dispute 

Resolution Mechanism under the respective 

contract, and where all appeal instances 

available to the bidder have been exhausted. 

 

Bidder 

Certification of 

Compliance 

Must meet 

requirement 

3.4. Pending 

litigation 

All pending litigation shall in total not 

represent more than  percent of the Bidder’s 

net worth and shall be treated as resolved 

against the Bidder. 

Bidder 

Certification of 

Compliance 

Must meet 

requirement 

3.5. Equipment 

for the 

implementati

on of the 

contract 

The Bidder must demonstrate that it will have 

available for the implementation of the 

contract the following equipment listed 

hereafter: 

No

. 
Equipment Type and Characteristics Minimum Number Required 

   

   

   

   
 

Bidder 

Certification of 

Compliance 

Must meet 

requirement 

4.Financial Standing of the Bidder 

4.1. Historical 

Financial 

Performance 

Submission of audited balance sheets and 

other financial statements, for the last years 

to demonstrate the current soundness of the 

Bidder's financial position and its prospective 

long term profitability. 

Bidder 

Certification of 

Compliance 

Must meet 

requirement 

4.2. Average 

Annual 

Turnover 

The average annual turnover calculated as 

total certified payments received for contracts 

Bidder 

Certification of 

Compliance 

Must meet 

requirement 
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Factor Requirement Documentation 

Required 

Remark 

in progress or completed within the last  

years must exceed   the amount of the financial 

proposal of the Bid. 

4.3. Financial 

Resources 

The Bidder must demonstrate access to, or 

availability of, financial resources such as 

liquid assets, unencumbered real assets, lines 

of credit, and other financial means, other than 

any contractual advance payments to meet the 

following cash-flow requirement:  

Bidder 

Certification of 

Compliance 

Must meet 

requirement 

N.B.  Figures to be filled in the   shall be collected from the bid document of the specific 

procurement 

2.5.3.1. Procedure for Determining the Successful Bid 

a) After confirming the bids consist of all mandatory documentary evidence establishing 

the Bidder's qualification the procurement committee will rule on the legal, technical, 

professional, and financial admissibility of each bid, classifying it as compliant or non-

compliant with qualification requirements set forth in the Bidding Document. 

b) The Procurement committee will then analyze the bids' technical conformity in 

relation to the technical specifications, classifying them technically compliant or non-

compliant. 

c) The Procurement committee shall recommend award of the contract the Bidder who’s 

Bid has been determined to be substantially responsive to the Bidding Documents and 

with the lowest price. 

d) Provided all mandatory legal, professional, technical, and financial requirements 

have been met all technically compliant Bids shall be evaluated and scored using the 

two-stage bid evaluation and scoring method. The  evaluation of the Bid will take into 

account, in addition to the bid price, the following technical evaluation criteria in 

order of their importance and their proportional weight in the total system of 

evaluation, as specified  below: 

The technical evaluation criteria and their weighting points that indicate their level of 

importance are determined, as follows: 

Priority Name of Criteria 
Proportional 
Points in % 

1 

Adequacy of Technical Proposal in responding to the Schedule 
of Requirements: 

 

a) Technical capacity to mobilize equipment and personnel  

b) Technical approach and methodology  
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Priority Name of Criteria 
Proportional 
Points in % 

c) Work plan and scheduling  

d) Organization and staffing  

Total points for criterion (1): 30-60% 

2 Specific experience of the Bidder relevant to the specification 20-45% 

3 

Qualifications and competence of the key professional staff 
engaged in the works: 

10-15% 

(a) Team Leader  

(b)   

(c)   

(d)   

Total points for criterion (2):  

The number of points to be assigned to each of the above 
positions or disciplines shall be determined considering the 
following three sub-criteria and relevant percentage weights: 

 

(a) General qualifications 20-30%  

(b) Adequacy for the assignment 50-60%  

(c) Experience in region and language 10-20%  

Total weight: 100%  

4 
other  0-5% 

Total points for criterion (4):  

Σ Total Points for the Four Criteria (1+2+3+4) 100 

e)   Individual weighted scores for all technical evaluation criteria shall be weighted 

according to the set proportional weighting factors. The weighted result shall be 

calculated by multiplying the score by the proportional weighting point of the 

individual criterion. 

f) Bidders getting score less than 40% of the 60% percent in the technical evaluation 

shall be rejected 

g) The proportion of weights for technical proposal shall be 60% and financial proposal 

shall be 40%.  

2.5.3.2. Evaluation and Comparison of Bid Price 

a)  The highest point shall be given to the lowest priced Bid, and conversely, the lowest 

point shall be given to the highest priced Bid; among technically qualified Bids. The 

points given to other Bidders shall be determined depending on their price offers. 

b) The formula for determining the financial score is the following: 

FS = 100








CFP

LFP
 

Where: 
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FS    = The Bid Price Score; 

LFP = The lowest Bid Price; 

CFP = The Bid Price under consideration 

c) The Procurement Committee shall then add the technical score to the Bid Price score 

to determine the aggregated (total) Bid score and final ranking of Bids.  

d) ERCS  shall award the contract to the Bid that has the highest point in the total sum of 

results of the technical and Bid Price evaluation 

 

 

2.6. Awarding a Contract 

Once the recommendation of PC is approved, the result of the bid is communicated to all 

bidders. 

Upon completion of the CBA and consideration of all the factors involved, the 

Procurement committee is required to recommend the final action with respect to a 

purchase, but has no authority to make the actual award unless such authority has been 

properly delegated. The recommendation should be reviewed and approved, suspended, 

modified, or disapproved by the person having authority. In the event the lowest bidder 

or proposer is found unacceptable, then clear, concise and comprehensive justification 

must be provided in support of the decision. 

1) Successful Bidder 

a) ERCS shall announce the result of a bid evaluation to all bidders alike at the same 

time. The information to be disclosed to the unsuccessful bidders shall be the 

reason why they did not succeed in their bid.  

b) A letter of award to be sent by the Logistics Department or EDP or Training 

Institute or branches to a successful bidder shall not constitute a contract between 

the bidder and the ERCS. A contract shall be deemed to have been concluded 

between ERCS and the successful bidder only where a contract containing 

detailed provisions governing the execution of the procurement is signed. 

c) A letter of contract award to be sent to a successful bidder shall contain ERCS has 

accepted his bid; the total contract price; the amount of the performance security 

the successful bidder is required to furnish; the deadline for providing such 

security and a request to sign a contract if any within specified time period. 
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2) Where the successful bidder cannot or is unwilling to sign a contract, ERCS may either 

invite the second or next most preferred bidder or advertise the bid afresh by 

assessing the benefit of the two options. 

3) Before an award is made, no information regarding the possible acceptance or 

rejection of any offer should be made available to any person other than officials of 

the ERCS. The reasons for any delay in the award may be given upon request, on 

condition that disclosing this information will not harm the interest of the ERCS. Once 

the award has been made and accepted, any answers to questions from unsuccessful 

bidders regarding the outcome should be limited to: 

a) Name of the successful bidder,  

b) The basis of the award, whether awarded to the lowest bid or best-value bid if 

an unsuccessful bidder makes an inquiry about the outcome, and their bid was 

rejected for any reason other than price, a brief reason for the rejection should 

be given. The rejection of a bid should not be communicated to any other 

bidder. 

4) Regrets notification: - As a courtesy to unsuccessful suppliers or service providers, the 

procurement officer should send them a fax or e-mail to inform them that their bid 

was not selected. "We regret to inform you that your offer concerning. ______ was not 

selected. Thank you for your efforts on our behalf. Should you require additional information, 

please contact the undersigned." 

2.7. Guarantees 

In order to ensure that goods will be delivered, work completed and services provided 

according to the ERCS’s requirements, securities or guarantees should be used to protect 

the interest of ERCS. There are several types of guarantee, each one corresponding to a 

precise stage in the solicitation process and designed to protect ERCS against any loss or 

violation of commitment (in a bid submission) or contract. 

2.7.1. Bid Security 

a) A bid security, also known as a tender guarantee or bid bond, is a form of security 

which guarantees that the bidder will not withdraw a bid within the validity period, 

and will execute a written contract and furnish the required securities (such as a 

performance bond), including any necessary co-insurance or reinsurance agreements, 

within the time specified in the bid.  

b) The amount of the bid security shall not exceed 2% of the total contract price. 

c) The bid security may, at the bidder’s option, be in the form of cash, cheque certified 

by a reputable bank, bank guarantee or letter of credit.  
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d) The bid security shall be valid for 28 consecutive days beyond the end of the validity 

period of the bid.  

e) Bid security may be forfeited under the following circumstances: 

 If a Bidder withdraws the Bid during the period of bid validity; 

 If the successful bidder fail to sign the contract; 

 If the successful bidder fail to furnish performance security 

2.7.2. Advance Payment Guarantee 

a) ERCS may pay advance in an amount not exceeding 30% of the total contract price. 

b) An advance payment guarantee enables ERCS to obtain a refund of advance 

payments in the event of default of repayment by the contractor, supplier or service 

provider.  

c) The advance payment guarantee amount is equivalent to the advance payment. 

d) The advance payment guarantee for goods and service shall be in the form of 

unconditional bank guarantee or certified payment order; where as in case of works   

ERCS may accept insurance bond to be furnished by Ethiopian Contractors. 

2.7.3. Performance Security 

a) A performance security or bond is a surety bond between two parties, insuring ERCS 

against losses if the terms of a contract are not fulfilled by the contractor, supplier or 

service provider.  

b) The amount of performance bond shall not be less than 10% of the contract amount. 

c) Except for procurements executed by means of request for quotation/proposal or   

procurement of rental services, ERCS has to require a supplier under contract with it 

to furnish performance security 

d) The performance security may at the bidder’s option be in the form of cash, cheque 

certified by a reputable bank, bank guarantee or letter of credit. A conditional 

insurance bond shall be accepted from local contractors in case of works. 

e) Where a supplier fails to discharge their obligation in accordance with the terms and 

conditions of the contract, ERCS shall exercise its right over the security and demand 

or confiscate such security, as the case may be.  

f) Performance security is returned to the supplier once the contract has been 

successfully completed and all goods or works or services are delivered in good order. 

g) The requirement of Performance security may not be mandatory if the purchase of:-  

 Goods below Br. 200,000.00 

 Works below Br. 100,000.00 

 Consultancy  below 100,000.00 

 Services  below 100,000.00 
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h) Notwithstanding to the above conditions, the SG may set aside the requirement of 

furnishing performance bond carefully taking into account the following 

conditions:- 

 The nature of the procurement (e.g. Single source procurement, rent etc.…) 

 The goodwill of the supplier 

 In case where the supplier is fully or partially owned by the government 

 Previous performance of the supplier with ERCS and other similar justifiable 

conditions.  

 

 

3.7.4  Retention Money  

 

a) ERCS withholds retention money in case of works to cover hidden defects in the 

completed work.  

b) The amount and validity of this retention money shall be treated based on the 

particular standard construction documents. 

 

3.7.5 Professional Indemnity Insurance  

ERCS may require a consultant to furnish professional indemnity insurance in respect 

of consultancy service such consultant renders to ERCS under a contract, where the 

ERCS finds it appropriate to make provision for any damage it may sustain as a result 

of possible default on the part of the consultant.  

III. PROCUREMENT METHODS 

Procurement methods are the rules about “how to buy” resources. A procurement 

method is the technique that ERCS uses to acquire goods, works and services- 

consultancy and non-consultancy. The method selected depends on a number of factors 

including the type of goods or service being procured, the value of the good or service 

being procured and the cost of the procurement process itself. 

ERCS will acquire goods works and services using the following procurement methods: 

a) Open bidding/ Competitive Method 

b) Restricted bidding 

c) Quotation / Request for Quotations  or Request for Proposal 

d)  Single source/ Direct Procurement  
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e)  Frame of Agreement (Contract Procurement) 

f) Two-stage Bidding 

g) Foreign Procurement 

 

ERCS shall use open bidding as the preferred procedure of procurement.  It may use a 

method other than competitive method only where conditions for use of such other 

method stipulated in this manual prevail. 

 

 

3.1. Open Bidding 

A bidding process that is open to all qualified bidders and where the sealed bids are 

opened in public for scrutiny and are chosen on the basis of price and quality. 

Competitive open bids shall be invited in all cases by advertising in newspapers, posting 

notices in strategic places TV and Radio announcements where the costs of goods or 

works in one contract or transaction are estimated to be high. 

3.1.1. Procedures for Open Bidding Method 

a) It is applicable to higher value purchases above : 

 Birr 200,000for goods  

 Birr500,000for works  

 Birr 100,000 for consultancy services and other services 

b) This method requires advertisement of goods and services needed, giving a minimum 

of fifteen consecutive days to all prospect bidders to submit their proposals in sealed 

envelopes.  

c) The invitation to bid has to be published at least once in a newspaper that has local 

circulation to ensure participation of as many bidders as possible. 

d) The publication of an invitation to bid shall contain at least the following information:- 

 The address of ERCS, 

 The type and to the extent possible the quantity and place of delivery of the 

goods or services, or the nature and the site of the construction to be effected, 

or the type of the consultancy service to be rendered and the place where such 

service is rendered. 

 The criteria to be satisfied by the candidates, who can participate in the bid. 

This includes valid business license, Value added tax registration certificate for 

procurements valued above Birr 100,000. 

 The place where the bidding documents can be obtained. 

 The price of the bid document and the means of payment.  

http://www.businessdictionary.com/definition/bid.html
http://www.businessdictionary.com/definition/open.html
http://www.businessdictionary.com/definition/qualified-bidder.html
http://www.businessdictionary.com/definition/sealed-bid.html
http://www.businessdictionary.com/definition/labor-rate-price-variance.html
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 The place and deadline of submission of bids, and the place, date and hour of 

the bid opening 

 A statement that ERCS reserves the right to reject any or all bids. 

e)  Rebidding is made where there is only one bidder eligible for financial review. 

However if it is believed that it is difficult to find other bidders even if rebidding is 

made the SG, DSGS, regional and zonal heads may authorize the procurement to be 

made from the existing bidder using the procedure of direct procurement. 

 

3.2. Restricted Bidding 

The restricted method of procurement limits those invited to bid to only a few suppliers 

or contractors or service providers. 

3.2.1. Conditions for Restricted Bidding 

a) If the required good, works or service  is available only with limited suppliers or 

b) When twice advertisement of the invitation to bid fails to attract bidders and 

conditions above a) and b) accepted by the SG/DSGS at HQ and branch heads at 

branch level. or 

c) The cost of procurement does not exceed the following  threshold level; 

 For goods from Birr 100,000-200,000.- 

 For works from Birr 100,000- 500,000.- 

 For consultancy up to Birr50,000-200,000.- 

 For other services from Birr 50,000-100,000 

3.2.2. Procedures for Restricted Bidding 

a) If the good, works or service procurement is available only with limited suppliers, the 

invitation to bid shall be sent directly to the respective addresses of those suppliers. 

b) To ensure effective competition at least five candidates shall be selected randomly 

from the suppliers list maintained by ERCS. In exceptional circumstances when there 

is no sufficient number of suppliers at least two candidates shall be invited in the bid 

competition up on approval of SG/DSG at HQ, branch heads at branch. 

c) The procedure for open bidding shall be followed to select the supplier. 

3.3.  Pro- forma/ RFQ/RFP Method 

Sometimes referred to as shopping, request for quotations method is used to buy items 

of low value. Request for quotation is a method that should not require complex 

documentation or all the formalities of a full Bidding process. It is, therefore, an 

appropriate method only for procuring readily available, off-the-shelf goods or standard 

specification commodities which are small in value and/or routine low value related 
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services, physical services or standalone services, such as catering services, courier 

services, security services, transportation services and  printing services.  

3.3.1. Procedures for Quotation Method 

a) ERCS carryout procurement by means of request for quotation  if the value of such 

procurement falls within the threshold set forth below for each type of procurement: 

 

For works,  from Birr 10,000- 100,000.- 

For goods,    from Birr 5,000. -  100,000.- 

For consultancy, up to Birr 50,000.- 

 For services, from Birr 5,000- 50,000.- 

 

But goods and services minimum threshold are different in each facilities, Birr 3000 at 

Regional and zonal branch level, 

 Headquarter Region Zone 

Goods 5,000-100,000 5,000- 100,000 3,000-100,000 

Services 5,000-50,000 5,000-50,000 3,000-50,000 

works 10,000-100,000 10,000-100000 3,000-100,000 

Consultancy < 50,000 <50,000 <50,000 

 

 

b) Identify the item or the package of items to be purchased by quotation method from 

the procurement plan. 

c) Invite at least three   registered supplier in writing RFQ/RFP to quote price for the 

goods, works or service. 

d) Prepare a comparison sheet to select the most appropriate supplier by the purchasing 

committee (if the authorization requires) and recommend the successful supplier for 

the designated authority for decision. 

e) Deciding on the purchase by the authorized official. 

f) Conduct the purchase by issuing purchase order by the Logistics Department EDP, TI 

or branches and the purchaser can go and pick up the items, or the supplier may be 

asked to deliver the items to the ERCS. 

g) Purchase orders issued in the procurement of goods should indicate the description 

and quantity of the goods, price and specifications or civil works, as well as the 

desired delivery (or completion) time and place. 
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3.4. Direct Procurement 

Direct Procurement means procures goods, works or services from only one source. 

3.4.1.  Conditions for Direct Procurement 

The use of single source/direct procurement as a method of procurement shall be subject 

to one or more of the following conditions: 

a) The competitive methods cannot be used due to exceptional reason(s) like distance, 

availability of goods/services, higher overhead cost, competitive bid is failed ;or   

b) Only one supplier or service provider has the qualifications or has experience of 

exceptional worth to carry out the assignment; or 

c) ERCS may procure from the same supplier, additional requirements of goods, works, 

consultancy or other services of the same kind as those they have procured from that  

Supplier. The assignment represents a natural or direct continuation of a previous 

contract awarded competitively and the performance of the supplier has been 

satisfactory;  

 The volume of the additional requirements of goods, works or consultancy 

assignment may not exceed 25% of the volume of such goods, works or 

consultancy assignment under the initial contract;  

 job order for the additional requirements must be issued before the expiration 

of the initial contract or within three months after the expiration of the initial 

contract;  

  No adjustment shall be allowed to the unit price of items included in the 

additional procurement. 

d) A quick selection of the supplier is essential, for example, in emergencies; or 

e) For goods where the price is fixed by the government and no significant quality 

difference exists in the commodity like fuel ;or 

f) Goods, services or works provided by enterprises fully or partially owned by the 

government; or 

g) If the company supplied the main item/ machine/vehicle, then spare parts or 

additional component can be purchased from the same company; or 

h) If the supplier manufacturer locally and the quality of the product is preferred by 

ERCS. 

i) If the purchase amount is less than 5,000.00 birr for goods and services and 10,000 

birr for works at Headquarter and regional branches and Birr 3,000 for all 

procurements to zonal branches and birr 1,000 Birr for Woreda Branches. 
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3.4.2. Procedures for Direct Procurement 

a) ERCS shall prepare a description of its needs and any special requirements concerning 

quality, quantity, terms and times of delivery. 

b) Ask for a quotation from a single bidder directly and negotiate with the selected sole 

bidder. 

c) Neither advertisement nor bid security is required under this method of procurement. 

d) The evaluation of the sole bidder shall follow the same procedure as in Open Bidding 

Method and the evaluation report submitted to the approving authority shall clearly 

mention the justification of the selection of Direct Procurement Method. 

3.4.3. Special provision  

 

a) Departments and programs   may carry out directly from any supplier, procurement 

of goods or services not included in their procurement plan, or goods or services 

necessary to solve problems encountered during travel the value of which doesn’t exceed 

birr 1000.(one thousand birr) for single transaction. However, the total value of such small 

and urgent procurements within a fiscal year shall not exceed birr 12,000. (Twelve 

thousand Birr). 

b) Heads of departments and programs are responsible to select the supplier and approve 

the procurement. 

c) The items to be purchase by special provision may include refreshments, small 

stationery items and service on travel that are urgently required for smooth running of 

their operation. 

d/ In case of procurement of Service the Secretary General may authorize from single 

source procurement for an amount not exceeding 100,000 for single transaction based on 

the recommendation of the appropriate work unit and where it is difficult to compare the 

service of different suppliers. If such procurement exceed the stated amount the consent 

of the Board shall be requested. 

 

3.5. Frame of Agreement  

A frame of agreement is a long-term agreement (generally two years) established 

between the ERCS and one or more selected suppliers for the supply of an undetermined 

quantity of a certain item at a fixed price for a specified period of time. Using frame of 

agreements avoids the lengthy process of inviting, selecting suppliers and awarding 

contracts. Frame of agreements guarantee product quantity and quality at an agreed price 

with delivery within an agreed timeframe – all with one requisition form. 
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Frame of agreements are established following a solicitation process and they are used 

for items where there is a high demand for large quantities of the same item. The decision 

to establish a frame of agreement for a specific item is based on needs assessment, 

procurement volume and frequency of requests of the same item. Potential suppliers for 

frame of agreements are selected based on their professionalism and knowledge of trade, 

their reliability, production capacity, stock availability, price range, quality assurance as 

well as their previous service record. 

3.5.1. Procedures for Frame of Agreement 

The procedure for frame of agreement follow the open bidding except the length of 

contract is for a maximum of two years. The Logistics department TI and EDP shall have 

the following duties and responsibilities to discharge in connection with the 

administration of framework contracts:                                                                                                                                                              

a) Monitor the performance of framework contracts by suppliers; 

b) Hold performance securities furnished by suppliers, and where warranted by default 

of suppliers in connection with the performance of their obligation under the 

framework contract, confiscate and deposit in to the account of the treasury of the 

Society such securities, report such default to the Society;  

c) Facilitate amicable settlement of disputes between a supplier and the Society in 

connection with the performance of the contract;                                                                 

d) Based on mutual agreement between ERCS and the suppliers, make modifications to 

the framework contract; 

e) Give the necessary support to departments and programs in connection with the 

performance of the Contract; 

f) Evaluate suppliers’ performance and release performance securities to suppliers 

performing their obligation as per the terms of the contract at the end of the validity 

period of the framework contract. 

g) When the frame of agreement signifies a specific amount of supply ERCS shall 

demand the suppliers to furnish Performance bond of 10% of that amount. 

3.6. Emergency Procurement 

Emergency humanitarian aid operations are those intended to meet immediate and 

unforeseeable humanitarian requirements generated by sudden natural or man-made 

disasters, such as floods, earthquakes and outbreaks of fighting or comparable situations. 

Such disasters should be intended to meet with in seven days from their occurrence to 

necessitate emergency procurement. Lack of proper planning should not be constituted 

as an urgent/emergency case. 
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The concept of emergency also includes any situation, duly justified, in which the 

implementation of the humanitarian aid operation has to start immediately and the delay 

incurred by putting procurement contracts out to tender would put lives at risk. 

 

3.6.1. Procedures for Emergency procurement 

Emergency - orders can be placed on the basis of Direct Procurement or other methods 

and procedures that are appropriate without passing the financial limits and 

authorization set below. 

a) For Head Quarters unlimited,  

b) For regional branches up to Birr 500,000- 

c) For zonal branches up to Birr 200,000- 

The reasons for the urgency/emergency and for not applying competitive bids should be 

clearly recorded and approved by the Secretary General at HQ and Heads at Branches 

before procuring the items. 

 Once the method of procurement is selected in emergency procurement the same 

procedure sated in this manual shall be followed for the identified method of 

procurement.  

 

 

3.7. Two stage Bidding 

 Two-stage bidding method is used in the case of large or complex contracts of goods and 

related services and/or works and physical services, and research and development 

projects. Two-Stage Bidding Method covers procurement objects for which it may not be 

in the best interests of ERCS to prepare complete technical specifications in advance 

because of rapidly changing technology. This could also be in situations when ERCS may 

not be capable of preparing a full technical specification because alternative technical 

approaches may be available.  It could also be because of the technical character and 

nature of the required goods or works or consultancy or other services it is necessary to 

negotiate with the suppliers. 

Under this method, the bidding have to follow two-stages, First-Stage and Second- Stage. 

The first phase identifies suitable candidates, who are then invited in the second phase to 

submit their firm bids. 

3.7.1 Procedures for Two-stage Bidding 

a) It shall be stated in the invitation to bid the procurement shall be carried out by means 

of two stage bidding. 
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b) Bidders shall not be required to furnish bid security during the first of the two stages 

bidding. 

c) Since the purpose of the first stage is to draw up detailed specification based on 

proposals from bidders, the bidding document prepared for the first stage shall state the 

requirements in general terms and incorporate the necessary description and 

questionnaires. 

d) The technical proposal submitted during the first stage shall be opened in the absence 

of the candidates in the manner stated in the invitation to bid. 

e) The first stage evaluation shall focus on   identifying the specification necessary and 

the bidders qualifying for the second stage bidding. During the first stage evaluation, 

ERCS may also hold discussion with all, some or one of the candidates as necessary. The 

discussion to be conducted accordingly shall aim at creating better understanding of the 

proposal submitted by the bidders. 

f) Invitation shall be sent to the candidates whose proposals have been accepted in the 

first stage bidding to participate in the second stage bidding. Such bidders shall be 

required to furnish bid security. 

g) ERCS shall send to such bidders or require them to collect in person the bidding 

document prepared for the second stage bidding. 

h) The evaluation shall follow the same procedure for open bidding stated in this manual. 

 

 

3.8. Foreign Procurement 

1) Foreign procurement may be undertaken on procurement of goods, works and services 

where ERCS can gain advantage from foreign sources. 

2) Foreign procurement shall be made by Logistics Department and EDP at HQ level. 

3) The ERCS may contact and seek advice from International Federation of Red Cross or 

other partners for acquiring goods, works and services from global sources. 

4)The procedure to be followed in case of foreign procurement shall be the same as the 

procedures stated in the national competitive bidding. In addition the following 

particulars shall be followed.   

a) The bid advertisement and the bidding documents shall be prepared in English, 

b) The bid advertisement shall be advertised on a media which is widely accessible to 

foreign bidders, 

c) Bidders must be given adequate time to prepare bid documents in response to the 

invitation to bid 
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e) Bid prices offered by foreign bidders shall be quoted and bid securities required of 

such bidders shall be furnished in a freely convertible currency used for payment in 

international commercial transactions. 

f) Contracts concluded for procurements to be made by means of foreign procurement 

may incorporate standard terms and conditions applicable in international commercial 

transactions. 

g) Unless the contract provides otherwise, disputes arising from the performance of the 

contract shall be adjudicated in accordance with Ethiopian Law. 

 

IV. CONTRACT MANAGEMENT 

Effective management of contracts is essential to ensure that the objectives of the 

procurement process are achieved and that all contractual obligations and activities are 

completed efficiently by both parties to the contract.  

ERCS has to carry out the following activities of contract administration as per the 

contract agreement: 

a) Effect payment or payments due in installment to the supplier on time.  

b) Give certificates of performance to the supplier  

c) Provide legitimate support to the supplier to enable him/her performs his 

obligation under the contract. 

The logistics department, EDP, TI must ensure that routine monitoring of all current 

contracts is maintained so that swift remedial measures can be taken when problems 

arise, or preventative action taken when problems are foreseen. 

4.1. Contract Administration for Goods 

Supervision and administration is straightforward in most procurement of goods but 

monitoring delivery schedules, processing of documents and the inspection of goods are 

essential to ensure that the correct goods are delivered on time; the logistics department, 

EDP and TI will: 

1) Monitor the delivery schedules of all purchases to ensure that they are dispatched, 

delivered or collected on time. 

2) Receive reports on inspection of goods and contact the Supplier in writing 

requesting rectification of any discrepancies or deficiencies. 

3) Contact the Supplier or shipper to identify the causes of any delay in delivery. 

4) Initiate and supervise any process for claims against insurance or the supplier. 
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5) Calculation of any penalties for rejected goods not removed by the supplier and 

liquidated damages if allowable under the contract; on expiry of any guarantee 

period release the retention balance to the Supplier. 

6) Copies of relevant information from the contract document, records of approval 

and financial authorizations. 

7) Forward the Payment Voucher to the Finance Department for processing. 

 

4.2. Contract Supervision and Administration – Works 

 

Contract supervision and administration of works contracts is often complex due to 

factors which could not be foreseen at the start of the work. The use of Supervising 

Engineers or Project Managers from Engineering Department/unit of ERCS also means 

that daily control and supervision of the contract is not practical by the Logistics officer.  

Payment for contractors in the performance of works contract shall be effected in 

accordance with the following procedure, based on the progress of the work to be 

performed under the contract: 

1) Payment for construction works shall be made on the basis of the progress of work 

against payment certificate to be verified by the consulting engineer supervising 

the work.  

2) For all construction works 5% shall be retained from payment indicated in each 

payment certificate. 

3)  50% of the amount retained pursuant to (2) above, shall be released up on 

completion of the works and issuance of provisional acceptance certificate. The 

remaining 50% shall continue to be retained for one year period of warranty. 

However, such sum may be released on condition that the suppliers submits 

unconditional guarantee valid for 12 month. 

4) The consulting engineer assigned from Engineering Unit shall complete 

verification of the payment certificate prepared and submitted by the contractor 

within seven days of its receipt  

5) ERCS shall effect the payment within 14 working days of receipt of the payment 

certificate verified by the consulting engineer.  

6) The consulting engineer assigned from Engineering Unit shall be responsible for 

any request made by the contractor to receive additional payment from ERCS due 

to the consulting engineer’s failure to verify the payment certificate within 

prescribed period. 
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4.3. Contract Supervision and Administration - Services 

1) Contract supervision and administration for simple routine services such as office 

cleaning, provision of transport or maintenance contract will be undertaken by the 

user department and the logistics department, EDP, TI as appropriate. 

2) For consultancy services, the contract will usually nominate a project manager to 

coordinate supervision and administration. 

3) The contract may specify payments on the basis of inputs (time), deliverables, 

retainers, unit rates or commission fees, and administrative and supervision activities 

must therefore be based on the specific terms of each contract. 

4) Monitor the activity and performance in accordance with the contract to ensure that 

levels of service are maintained and that deliverables are submitted or completed on 

time. For consultancy services, the contract may specify key reports to be submitted, 

or timesheets and routine reports to be submitted on a monthly or quarterly basis. 

5) Ensure that all contractual obligations of the ERCS are performed promptly and 

efficiently. 

6) Ensure that all deliverables (and especially reports) are reviewed immediately and 

responded in writing where necessary. 

7) Contact the service provider to identify the causes of any failings in performance or 

failure to meet targets. 

8) Issue a formal letter to the service provider detailing the complaint if the explanation 

given is unsatisfactory or if performance is not improved within a reasonable period 

of time. 

9) Payment for service contracts will be made according to the specific terms of each 

contract against invoiced claims by the service provider. 

10) The Logistics Department, EDP, TI (or Project Manager) will ensure that; the invoice 

claim is justified by the evidence of timesheets, submission and acceptance of 

deliverables, or other criteria as specified in the contract; agreed deductions in respect 

of the repayment schedule for any advance payment are deducted from the value of 

the invoice before payment and; any retention sum specified in the contract is 

deducted from the value of the invoice before payment. 

 

4.4. Delays in Performance 

Delivery of goods, construction of works and the performance of services should be 

completed by the supplier in accordance with the time schedule prescribed in the 

contract. Where this is not the case: 
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a) In accordance with the contract conditions, the supplier, contractor, must notify 

the ERCS in writing of the conditions delaying performance, including full details 

of the delay, the likely duration and the cause(s). 

b) The logistics department, EDP, TI will immediately assess the situation, and may 

at its discretion extend the supplier or contractor's time for performance, with or 

without liquidated damages as specified in the contract. 

c) If the time for performance is extended, both parties shall ratify such extension by 

a formal addendum to the contract. 

d) A delay by the supplier in the performance of his obligations may render him 

liable to liquidated damages. The liability of the supplier for delay in performing 

his/its obligation under the contract shall be penalized   0.1% or 1/1000 of the 

value of undelivered item for each day of delay, the cumulative penalty to be paid 

by the supplier shall not exceed 10% of the contract price. 

e) Liquidated damage shall not be claimed   where the delay is as a result of force 

majeure; an extension of time is agreed between ERCS and the supplier or 

contractor without the application of liquidated damages. 

 

4.5. Resolution of Disputes 

Most minor disputes may be resolved by sensible discussion and agreement between the 

responsible officer and the supplier or contractor to rectify the cause of complaint. 

Any formal written complaints received from a supplier should be fully investigated and 

referred to the Deputy Secretary General for Support Services to authorize 

correspondence or formal negotiations with the supplier or contractor. The action to 

resolve disputes include: 

1) Examine the contract carefully to be aware of all contract conditions relating to the 

resolution of disputes. 

2) Determine if ERCS is at fault or partly at fault, and if so, take appropriate action to 

rectify the problem. 

3) Invite the supplier to a formal meeting, to discuss the issues and try to agree a 

compromise acceptable to both parties. Ensure that accurate written minutes are 

kept of any such meeting. If an agreement is reached which changes any of the 

conditions of the contract, approval of the head of ERCS is required before the 

agreement can be implemented. 

4) Use conciliation as it may be specified in the contract otherwise the parties may seek 

redress through the courts if no initial agreement is reached and negotiation fails. 
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5) On contracts funded by a donor, ensure that the donor is kept informed of disputes 

and seek advice, before any contract addendum is signed. 

 

 

 

4.6. Termination of Contract 

1) The parties to the contract normally have the right to terminate the contract, but to 

protect the interest of ERCS; advice of the legal service may be sought if termination 

is an action. 

2) For donor/partner funded procurements, consultation with donors/ partner must be 

sought before any action to terminate a contract is initiated. 

3) Contracts should not normally be terminated without examining all possible 

alternatives, unless the termination is agreed by all parties to the contract. Examine 

the contract carefully to be aware of all contract conditions and penalties relating to 

the termination of contract. 

 

 

 

V. MISCELLANEOUS POVISION 

5.1. Special Provisions for USAID Granted project procurements 

ERCS follows this special provision in the procurement process in addition to what is stated in 

the previous sections of this manual for projects supported by USAID and other donors having 

the same requirements.  

5.1.1 ERCS will not make any procurement activity with suppliers who are listed on the 

Excluded Parties List System by US government. The list contains those individuals and entities 

that the U.S. Government has suspended or debarred based on misconduct or a determination 

by the U.S. Government that the person or entity cannot be trusted to safeguard U.S. 

Government funds.  

5.1.2. ERCS will not make any procurement activity or terminates the procurement contract if a 

supplier or its subcontractor or one of its principal:-  
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i.  Is presently excluded or disqualified from doing business with any U.S. 

Government entity; 

ii. Have been convicted or found liable within the preceding three years for 

committing any offense indicating a lack of business integrity or business 

honesty such as fraud, embezzlement, theft, forgery, bribery or lying; 

iii. Are presently indicted for or otherwise criminally or civilly charged by any 

governmental entity for any of the offenses enumerated in paragraph c.(2); or 

iv. Have had one or more U.S.-funded agreements terminated for cause or default 

within the preceding three years. 

b. Principal means— 

i. An officer, director, owner, partner, principal investigator, or other person within 

a participant with management or supervisory responsibilities related to a 

covered transaction; or  

ii. A consultant or other person, whether or not employed by the participant or 

paid with Federal funds, who— 

i. Is in a position to handle Federal funds; 

ii. Is in a position to influence or control the use of those funds; or 

iii. Occupies a technical or professional position capable of substantially 

influencing the development or outcome of an activity required to 

perform the covered transaction. 

c. The above requirements shall be included in the bid documents, contract agreements 

and sub agreements. 

5.1.3 Transaction related to terrorist financing  

ERCS rejects any procurement undertaking either at the initial stage or after the procurement 

commences if that procurement activity in one way or another contributes or is believed to 

have a high probability to be used for terrorist financing. Particularly ERCS Headquarters and its 

branches shall take all necessary precautions not to:-  
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a. Engage in transactions with, or provide resources or support to, individuals and 

organizations associated with terrorism.  

b. Provide any support or resources that are provided to individuals or entities that appear 

on the Specially Designated Nationals and Blocked Persons List maintained by the U.S. 

Treasury  

c. The provision of this sub article must be included in all biid documents, agreements and 

sub agreements.  

5.2. Amendment and Revision 

Changes in the internal and external environment of ERCS may demand the change in 

this manual. Initiation to improve the manual can arise from logistics department, EDP 

and TI or other departments and Branches of ERCS. 

All additions, deletions or revisions to this manual, require the written approval of the 

Board. Revisions shall be issued by appropriate documentation, which will permit rapid 

updating of the manual with a minimum of expense and effort. Each revised notification 

will be numbered in sequence and show clearly the section and subject to which it applies.  

The revision will remain in effect until replaced by another formal revision. Articles being 

replaced shall be identified while revising the manual. 

 

 

5.3. Repealed Laws 

All procurement policies, manuals and procedures issued before the validity of this 

manual shall be repealed. 

5.4. Transitional Provision 

Procurement transactions on process shall be handled by this procurement manual up on 
the entering into force of this manual. 
 

5.5. Effective Date 

This manual shall enter into force on the date of     ____________________________. 
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ANNEXS contractual Documents 

ANNEX 1 Purchase order 

 

 Purchase Order 

Serial No………………… 

Vendors Name& Address 

__________________________________ Delivery Date  ______________ 

 

__________________________________ Terms of Payment  __________ 

 

__________________________________ Delivery Point  ___________ 

 

PR REF: ____________________________ Order Date  ____________ 

 

This document constitutes an agreement between the vendor and the buyer.  

Item No. Specification Unit Quantity Unit Price 

Total 

Value 
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    Tax   

    Total Value   

Amount in Words: 

_________________________________________Currency___________________ 

 

Sign: _________________________ Date____________ 

Supplier Acceptance/Stamp    Prepared by: ____Date_______ 

 

Approval        A/C Code: _____________________ 

Sign: ________________________ Date____________ Financial Review: _________ 

Procurement Manager 

 

Approval 

Sign: ______________________ Date____________ Country Director: _________ 

Program Manager/Director/Head of Dept (Approval for Capital Items) 
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ANNEX II.VENDOR REGISTRATION FORM (confidential) 

1. COMPANY NAME: 

________________________________________________________________________  

2. POSTAL ADDRESS OF HEAD OFFICE: 

________________________________________________________________________  

3. PHYSICAL ADDRESS OF HEAD OFFICE: 

________________________________________________________________________  

4. TELEPHONE NO. OF HEAD OFFICE: 

________________________________________________________________________  

5. FAX NO. OF HEAD OFFICE: 

________________________________________________________________________  

6. EMAIL ADDRESS OF HEAD OFFICE: 

________________________________________________________________________  

7. PLACE AND DATE OF INCORPORATION: 

________________________________________________________________________  

Please attach Certificate of Incorporation/Registration  

8. VALUE ADDED TAX REGISTRATION NUMBER: 

________________________________________________________________________  

9. DATE LICENCE EXPIRES: 

________________________________________________________________________  

10. DATE OF COMMENCEMENT OF BUSINESS ACTIVITY: 

________________________________________________________________________  

Please provide legal documentation for verification  

11. PAID UP CAPITAL AS OF 31st DECEMBER 2002: 

________________________________________________________________________  

Please provide legal documentation for verification  

12. Details of shareholders as of --- -----year 
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s.no Name. Occupation Nationality % of holdings 

1     

2     

3     

4     

5     

 

13. TOTAL TURNOVER: 2001: _________________ 2002: ______________ (specify currency)  

Please attach copies of the company’s financial statements for these years.  

14. NAMES AND DESIGNATION OF PRINCIPAL EXECUTIVE OF COMPANY  

Please attach an organisation structure.  

15. PRINCIPAL ACTIVITIES OF COMPANY:  

16. COMPANIES FOR WHOM YOU ARE AUTHORISED DISTRIBUTORS: _______________  

17. NAME AND ADDRESS OF YOUR PRINCIPAL BANKERS   

(Please provide a letter of support from your bank(s) indicating the financial status and 

credibility of your company)  

18. NUMBER OF FULL-TIME STAFF IN HEAD OFFICE: 

________________________________________________________________________  

19. NUMBER OF QUALIFIED STAFF:  

________________________________________________________________________  

20. NETWORK: OTHER offices 

21. STATE AVERAGE MONTHLY TURNOVER BY ACTIVITY TYPE: 

Activity type ---- month ---- month --- month 

    

    

    

 

22. LIST FIVE MAJOR CLIENTS IN ---- AND ….  Years: 
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s.no Company Name   .  

 

Contact Name Phone No Nature of 

Service 

/goodsSupplied  

 

1     

2     

3     

4     

 

23. ARE YOU CURRENTLY INVOLVED, OR HAVE BEEN GIVEN NOTICE OF 

INVOLVEMENT IN ANY LITIGATION INVOLVING A SUM IN EXCESS OF USD 10,000.00? 

YES/ NO  

I HEREBY CERTIFY THAT THE INFORMATION PROVIDED ABOVE IS TRUE TO TIHE BEST 

OF MY KNOWLEDGE AND I AGREE THAT FURTHER DOCUMENTARY PROOF WILL BE 

PROVIDED. IF REQUIRED.  

SIGNATURE: ________________________________________________________________________ 

NAME IN FULL: 

________________________________________________________________________  

DESIGNATION: 

________________________________________________________________________  

DATE: ________________________________________________________________________ 
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ANNEX IV .COMPARATIVE BID ANALYSIS 
Item description.............................................................. 

Quantity ............................................................................. 

Requisition NO:……………………………………………………… 

 

Name of suppliers Bidder 1 Bidder 2 Bidder 3 Bidder 4 

Priority Name of criteria 

Proporti

onal 

value 

in% 

    

1. Criterion I      

2. Criterion II      

3. Criterion III      

4. Criterion IV      

I 

Total 

Additional 

Criteria 

(1+2+3+4) 

     

II Bid Price       

III Sum Total (I+II) 100     

 

Notes/Remarks:………………………………………………………………………………………………………

………………………………………………………………………………………………………………………… 

Recommended Supplier:………………………………………………………………………………………… 

Reason for  Decision:……………………………………………………………………………………………… 

Procurement committee members name and signature 
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1. Name……………………………………………………..  Signature………………………Date….. 

2. Name……………………………………………………..  Signature…………………… …Date….. 

3. Name……………………………………………………..  Signature……………………… Date…. 

4. Name……………………………………………………..  Signature……………………… Date….. 

 

 

ANNEX V. PROCUREMENT PLAN 

For goods (materials, equipment, drugs and supplies) 

Item 

description 

(What to 

buy?) 

Month 

when 

needed 

(When to 

buy?) 

Quantity 

(How many 

to buy?) 

From where 

to buy?  

Estimated 

cost 

Which 

procurement 

method will 

be used? 

      

      

      

      

      

      

 

For services 

What type 

of service is 

needed 

Month 

when 

needed 

Needed 

for how 

many 

days? 

Is this an 

Individual 

or 

Firm? 

Total 

Estimated 

cost 

Which 

procurement 

method will 

be used? 

      

      

      

      

For civil works (construction, repairs, reconstruction) 

Item 

description 

Month 

when 

needed 

Quantity 

(How 

many to 

Contractor 

(from where 

to buy) 

Total 

Estimated 

cost 

Which 

procurement 

method will 
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(What to 

buy?) 

(When to 

buy?) 

buy?) be used? 

      

      

      

      

      

VI Summary table indicating the procedure for competitive bidding 

Step 

no. 

What has to be 

done? 

Responsible 

body 

Description Supporting 

Document 

 

1 Identify the item or 

the package of items 

to be purchased 

from the 

procurement plan  

 

PC 

 

Understand the specifications of 

the item(s) to be purchased. 

Procurement 

plan  

 

2 Advertise LD/ Branch Item specifications, quantities 

needed and time of delivery 

must be clearly stated in the 

advertisement. 

Place the advertisement in 

several public places like 

newspaper, websites, public 

notice board, nearby areas of 

public interest to invite as many 

bidders as possible to submit 

their quotations in a closed 

envelop. 

In the advertisement, announce 

date and time the bids will be 

opened. 

Allow at least 15 days to the 

bidders to prepare and submit 

their quotations. 

 

Invitation to 

bid/proposal 

3 Receiving bids LD/Branch All received bids must be kept in 

lock and key.  prepare a note for 
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Step 

no. 

What has to be 

done? 

Responsible 

body 

Description Supporting 

Document 

 

bidders to sign and write name 

and address 

4 Bid opening PC Bids should be opened at the 

announced time, place and date 

in the presence of bidders who 

choose to attend. The names of 

the bidders and prices are read 

out aloud. Carefully write the 

information collected from the 

bidders on a form. And sign on 

the documents by each PC 

 

 

5 Bid evaluation PC Analyze the bids in private 

(bidders should not sit in this 

meeting). 

The bids will be examined to 

determine whether they meet the 

minimum specifications 

mentioned in the bidding 

documents. 

Recommend  the successful  

bidder for the authorized body 

 

 

6  Selecting the 

successful bidder 

SG/DSG or 

Regional 

Secretaries 

Decide on the successful bidder. 

Minute and send a “Letter of 

award”. Also, inform other 

unsuccessful bidders. 

 

 

7 Award contract LO/Branch Preparation of a contract to be 

signed with the selected bidder. 

Invite the bidder to sign the 

contract. 

 

 

 

 


