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Details covered in this Guideline:

	Guideline Subject:
	Records to be kept by Procuring and Disposal Unit

	Guideline Reference: 
	No. 9/2007

	Guideline Issue Date:
	………… 2007


	Guideline Subject:
	Records to be kept by Procuring and Disposal Unit  


In accordance with Regulation 46 (2) of the Local Governments (Public Procurement and Disposal of Public Asset) Regulations 2006, the following records shall be kept by the Procurement and Disposal Unit.

1. Procurement and Disposal Records

Procurement records maintained by a procurement and disposal unit shall contain, where appropriate-

(a) a request to initiate procurement proceedings;

(b) a copy of the published advertisement or shortlist;

(c) a copy of the pre-qualification and solicitation documents and any amendments or clarifications;

(d) a record of bid closing and bid openings;

(e) a copy of all bids evaluated or clarifications requested and responses received;

(f) the evaluation report;

(g) minutes of meetings on procurement, including pre-bid/ site survey and negotiation meetings;

(h) a notice of best evaluated bidder;

(i) any letter of bid acceptance to the provider;

(j) the contract document;

(k) contract amendments;

(l) all correspondences between a procuring and disposing entity and a bidder or potential bidder; and

(m) a copy of all submissions to and all decisions of the contracts committee related to the procurement
2. Inspection of Records
The records listed above shall be open to inspection by officials from the Authority and the Ministry of Local Governments during working hours.
3. Formats for Records
The records kept by the procurement and disposal unit shall use the format of the standard forms attached hereto and the standard forms in Guideline 8 and 10 of the Local Governments (Public Procurement and Disposal of Public Assets) Guidelines, 2006.
LIST OF FORMS FOR THE RECORDS TO BE KEPT BY PDU

	Form Number
	Name of Form
	Regulation Reference

	LG Form R 1
	Notification of Membership of Procurement and Disposal Unit
	Regulation  23 (2)

	LG Form R 2
	Procurement and Disposal Personnel Details
	Regulation  23 (2)

	LG Form R 3
	Contracts decision on a Submission
	Regulation  18 (3)

	LG Form R 4
	Contract Implementation Plan
	Regulation  119 (3)

	LG Form R 5
	Letter of Bid Acceptance
	Regulation 86 (1) (a)


	Name of Procuring and Disposing Entity:
	


	Subdivision of Entity (delegated Units only):
	


	No
	Name
	Position
	Department
	Date of Appointment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


The Procurement and Disposal Unit was established by: 

Signature: ____________________________ Name: ____________________________ Position: ____________________________ Date: ______________

	CONTACT AND PROFESSIONAL DETAILS OF THE PDU


	Full Name:


	

	Office Address:


	

	Direct Telephone Number:


	

	Mobile Number:


	

	Fax Number:


	

	Email Address:


	

	Details of any professional or academic qualifications in the field of procurement:


	

	Membership of any professional bodies:


	


Details completed by:

	Signature:
	_________________________________
	Name:
	_________________________________

	Position:
	_________________________________
	Date:
	_________________(DD/MM/YY)



	
	
	
	


	SUBMISSION INFORMATION

	Subject of Procurement or Disposal


	

	Submission made (Section Letter and Title of Submission Form)
	

	Date/reference of Contracts Committee Meeting
	


	CONTRACTS COMMITTEE DECISION

	Approval / Rejection of Submission to Contracts Committee (delete as applicable)

List all conditions to any approval; list all reasons for any rejection. 

For Contract Awards, Documents and Amendments, state name of successful bidder/provider and total of contract award or amendment (currency, amount, including/excluding VAT and increase/decrease if applicable). 

All contract documents, Letters of Bid Acceptance and contract amendments must be signed by the Accounting Officer or an official authorised by the Accounting Officer to sign. For procurement requirements, any request to sign submitted to the Accounting Officer must state the earliest date on which the document may be issued, allowing sufficient time for publication of a Notice of Best Evaluated Bidder, where required. 

For procurement requirements, funds must be committed before the issue of any such document. 

Where required, clearance must be obtained from the Solicitor General before the issue of any document.


	Signature:
	_________________________________
	Name:
	_________________________________

	Position:
	_________________________________
	Date:
	__________________ (DD/MM/YY)

	
	
	
	

	Contract Events/Deliverables
	Dates Due, Quantities/Amounts etc

	Complete in accordance with contract
. Contract events/deliverables shown are examples only.

	Contract Start-up/Mobilisation
	

	Receipt of performance guarantee and release of bid securities
	

	Receipt of advance payment guarantee
	

	Payment of advance payment
	

	First deliverables e.g. inception report/first delivery etc
	

	Contract Progress
	

	Subsequent deliverables e.g. progress reports/works completed/time period completed/supplies delivered etc
	

	Interim or stage payments
	

	Reduction of guarantees
	

	Contract Completion
	

	Final deliverables e.g. final report/completion of works/final delivery/installation and commissioning
	

	Acceptance/handover
	

	Reconciliation of payments against contract
	

	Final payment
	

	Release of guarantees
	

	Expiry of warranty/liability period
	


Contract Implementation Plan prepared by: 

	Name of  Contract Manager:
	__________________________
	Signature
	      ______________________      

	Date:
	___________________________  (DD/MM/YYYY)


Letterhead of the Procuring and Disposing Entity

[Name of Successful Bidder]

[Address of Successful Bidder]

Date:




Dear Sirs

Letter of Bid Acceptance

This is to inform you that your Bid detailed below has been accepted. A written contract is being drafted and shall be forwarded to you for your signature by [date].



Procurement Reference No:




Subject of Procurement:





Bidder’s Bid Reference:





Date of Bid:






Contract Award amount:




Identification of Bid items 
excluded from contract award:




Identification of correspondence 
included in this Award:





Commencement Date:



Special notes:




You are required to confirm receipt of this letter and confirm that you are proceeding with the requirement.

Signature of this letter confirms the financial commitment of the procuring and disposing entity to the contract.

Yours faithfully

Accounting Officer

[Name]

[Name of the Procuring and Disposing Entity
Signed:
	………………………………………….
	………………………………………….

	Chairman of the Board of Directors
	Executive Director of the Authority

	Public Procurement and Disposal of Public Assets Authority


DRAFT
Local Governments 
(Public Procurement and Disposal of Public Assets) 
Guidelines, 2007
Details covered in this Guideline:

	Guideline Subject:
	Standard Notice Formats

	Guideline Reference: 
	No. 10/2007

	Guideline Issue Date:
	……2007


	Guideline Subject:
	Standard Notice Formats 
	


LIST OF Standard Notice Formats

In accordance with Regulation 6 and 12 of the Local Government (Public Procurement and Disposal of Public Assets) Regulations 2006, the following formats shall be used for publication of notices on procurement and disposal transactions.

Procurement:

1. Prequalification Notice

2. Bid Notice

3. Shortlist Notice

4. Best Evaluated Bidder Notice

5. Notification of Contract Award for Procurement

Disposal:

6. Notification of Auction Notice

7. Bid Notice for Disposal by Public Bidding

8. Bid Notice for Disposal by sale to Public Officers

9. Contract Award Notice

	Invitation to Pre-Qualify for [Subject of Procurement]
[Insert Procurement Reference number]. 

The [insert name of procuring and disposing entity] has allocated/received funds [if received state source] and intends to apply part of the proceeds of these funds towards the cost of [insert description of works/services/supplies to be procured].

The [insert name of procuring and disposing entity] now invites suitably qualified bidders to submit sealed pre-qualification submissions/expressions of interest for [insert description of works/services/supplies to be procured]. 

[Insert brief narrative of works/services/supplies required, normally four to six lines, including quantities, time period, location of project and other information necessary to enable potential bidders to decide whether to respond to the invitation.] 

[Insert details of the pre-qualification criteria, including specific experience, capabilities, qualifications, facilities or capacity required etc.] 

Pre-qualification submissions/expressions of interest will be evaluated in accordance with the Local Governments (Amendment) Act, 2006 of the Government of Uganda. Pre-qualification is open to all eligible bidders. [If there are any restrictions on eligibility, such as source countries, include these here. Also include any preference or reservation scheme that will apply.]
{Where there is a pre-qualification document}

Interested eligible bidders may obtain further information from [insert name of procuring and disposing entity] and inspect the pre-qualification documents at the address given below, [insert address at end of document] from [insert office hours]. 

The pre-qualification documents in [insert language] may be purchased by interested bidders on the submission of a written application to the address below [state address at the end of document] and upon payment of a non-refundable fee of [insert amount in local currency] or [insert amount in specified convertible currency]. The method of payment will be [insert method of payment]. The document will be sent by [insert delivery procedure]. No liability will be accepted for loss or late delivery. 

{Where there is no pre-qualification document and bidders are to submit expressions of interest directly}

Interested eligible bidders may submit expressions of interest to [insert name of procuring and disposing entity], including [insert details of information or documentation required]. 

Pre-qualification submissions/expressions of interest must be delivered to the address below at or before [insert time and date]. Late submissions shall be rejected. 

[Insert name of office and name of officer]

[Insert postal address] and/or [Insert street address]

[Insert telephone and facsimile number, indicate country and city code]


	Invitation for Bids for the Sale of [Subject of Disposal]
Disposal Reference number.

The [insert name of procuring and disposing entity] intends to sell [insert description of asset(s)]. The [insert description of asset(s)] are sold on an “as is, where is” basis and the [insert name of procuring and disposing entity] will have no further liability after sale. (Amend if different). 

The [insert name of procuring and disposing entity] now invites sealed bids for the purchase of [insert description of asset(s)being sold].

Bidding will be conducted in accordance with the Local Governments (Amendment) Act, 2006 of the Government of Uganda and is open to all bidders. (Or state eligibility criteria, if any). 

Interested bidders may inspect the [insert description of asset(s)] at [insert location for inspection] on [insert date(s) for inspection] from [insert hours for inspection].
Interested bidders may obtain further information from [insert name of procuring and disposing entity] and inspect the bidding documents at the address given below, [insert address at end of document] from [insert office hours]. 
The Bidding Documents in [insert language] may be purchased by interested bidders on the submission of a written application to the address below [state address at the end of document] and upon payment of a non-refundable fee of [insert amount in local currency] or [insert amount in specified convertible currency]. The method of payment will be [insert method of payment]. The document will be sent by [insert delivery procedure]. No liability will be accepted for loss or late delivery. 

Bids must be delivered to the address below at or before [insert time and date]. Late bids shall be rejected.  Bids will be opened in the presence of the bidders’ representatives who choose to attend at the address below at [insert time and date]. 
[Insert name of office and name of officer]

[Insert postal address] and/or [Insert street address]

[Insert telephone and facsimile number, indicate country and city code]


Shortlist Notice

(for Procurement and Disposal Notice Board)

The bidders listed below have been short-listed for the procurement requirement detailed below. 

	Procurement Reference number:
	

	Subject of Procurement:
	

	Method of Procurement:
	

	NAMES OF SHORT-LISTED BIDDERS:

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	


	Date for Display:
	

	Date for Removal:
	


Authorised for display on Procurement and Disposal Notice Board:

	Signature:
	___________________________
	Name:
	__________________________

	Position:
	___________________________
	Date:
	___________________________

	
	
	
	(DD/MM/YY)


Best Evaluated Bidder Notice

(for Procurement and Disposal Notice Board)

The bidder named below has been evaluated as the best evaluated bidder for the procurement requirement detailed below. It is the intention of the Procuring and Disposing Entity to place a contract with the bidder named after ten/five (delete as applicable) working days from the date for display given below. 

	Procurement Reference number:
	

	Subject of Procurement:
	

	Method of Procurement:
	

	Name of Best Evaluated Bidder:
	

	Total Contract Price:
	


	Date for Display:
	

	Date for Removal:
	


Display of this Notice does not constitute an acceptance of the bid described above or the formation of a contract. Bid acceptance and contract placement shall be in accordance with the Regulations. 

Authorised for display on Procurement and Disposal Notice Board:

	Signature:
	___________________________
	Name:
	__________________________

	Position:
	___________________________
	Date:
	___________________________

	
	
	
	(DD/MM/YY)


To be copied to all bidders who submitted bids, including the best evaluated bidder. 

Notification of Contract Award for Procurement

(for Procurement and Disposal Notice Board)

The provider named below has been awarded a contract for the procurement requirement detailed below. 

	Procurement Reference number:
	

	Subject of Procurement:
	

	Method of Procurement:
	

	Name of Provider:
	

	Date of Contract Award:
	

	Total Contract Price:
	


	Date for Display:
	

	Date for Removal:
	


Authorised for display on Procurement and Disposal Notice Board:

	Signature:
	___________________________
	Name:
	__________________________

	Position:
	___________________________
	Date:
	___________________________

	
	
	
	(DD/MM/YY)


	Notification of Auction for the Sale of [Subject of Disposal]
Disposal Reference number(s).

The [insert name of Procuring and Disposing Entity] intends to sell [insert description of asset(s)] by auction. The [insert description of asset(s)] are sold on an “as is, where is” basis and the [insert name of Procuring and Disposing Entity] will have no further liability after sale. (Amend if different). 
The auction will be conducted by [insert name of auctioneer] at [insert location of auction] on [inert date of auction] at [insert time of auction]. 

Interested bidders may inspect the [insert description of asset(s)] at [insert location for inspection] on [insert date(s) for inspection] from [insert hours for inspection].
Further information and an auctioneer’s catalogue can be obtained from [insert name and address of auctioneer]. 


Where the auctioneer publishes an alternative notice, this notice should be displayed on the procuring and disposing entity’s notice board. 
	Invitation for Bids for the Sale of [Subject of Disposal]
Disposal Reference number.

The [insert name of procuring and disposing entity] intends to sell [insert description of asset(s)]. The [insert description of asset(s)] are sold on an “as is, where is” basis and the [insert name of procuring and disposing entity] will have no further liability after sale. (Amend if different). 

The [insert name of procuring and disposing entity] now invites sealed bids for the purchase of [insert description of asset(s)being sold].

Bidding will be conducted in accordance with the Local Governments (Amendment) Act, 2006 of the Government of Uganda and is open to all bidders. (Or state eligibility criteria, if any). 

Interested bidders may inspect the [insert description of asset(s)] at [insert location for inspection] on [insert date(s) for inspection] from [insert hours for inspection].
Interested bidders may obtain further information from [insert name of procuring and disposing entity] and inspect the bidding documents at the address given below, [insert address at end of document] from [insert office hours]. 
The Bidding Documents in [insert language] may be purchased by interested bidders on the submission of a written application to the address below [state address at the end of document] and upon payment of a non-refundable fee of [insert amount in local currency] or [insert amount in specified convertible currency]. The method of payment will be [insert method of payment]. The document will be sent by [insert delivery procedure]. No liability will be accepted for loss or late delivery. 

Bids must be delivered to the address below at or before [insert time and date]. Late bids shall be rejected.  Bids will be opened in the presence of the bidders’ representatives who choose to attend at the address below at [insert time and date]. 
[Insert name of office and name of officer]

[Insert postal address] and/or [Insert street address]

[Insert telephone and facsimile number, indicate country and city code]


	Sale to Public Officials

Invitation for Bids for the Sale of [Subject of Disposal]
Disposal Reference number.

The [insert name of Procuring and Disposing Entity] intends to sell [insert description of asset(s)]. The [insert description of asset(s)] are sold on an “as is, where is” basis and the [insert name of Procuring and Disposing Entity] will have no further liability after sale. 

The [insert name of Procuring and Disposing Entity] now invites sealed bids for the purchase of [insert description of asset(s)being sold].

Bidding will be conducted in accordance with the Local Governments (Public Procurement and Disposal of Public Assets ) Regulations, 2006 of the Government of Uganda and is open to all public officials, who have not been involved in the valuation or disposal process. 

Interested officials may inspect the [insert description of asset(s)] at [insert location for inspection] on [insert date(s) for inspection] from [insert hours for inspection].
The Bidding Documents may be obtained by interested officials on the submission of a written application to [insert office number]. 

Bids must be delivered to [insert office number] at or before [insert time and date. Late bids shall be rejected. 


Notification of Contract Award for Disposal

(for Procurement and Disposal Notice Board)

The person named below has been awarded a contract for the disposal requirement detailed below. 

	Disposal Reference number:
	

	Subject of Disposal:
	

	Method of Disposal:
	

	Contract awarded to (Name):
	

	Date of Contract Award:
	

	Total Contract Price:
	


	Date for Display:
	

	Date for Removal:
	


Authorised for display on Procurement and Disposal Notice Board:

	Signature:
	___________________________
	Name:
	__________________________

	Position:
	___________________________
	Date:
	___________________________

	
	
	
	(DD/MM/YY)


Signed:
	………………………………………….
	………………………………………….

	Chairman of the Board of Directors
	Executive Director of the Authority

	Public Procurement and Disposal of Public Assets Authority


� These records are in addition to  the records listed under the Procedural Forms in Guideline No8/2006 and the Standard Notice Formats in Guideline No.10/2006





� Complete a separate form for each member of the Disposal Unit. Submit form to the Authority following appointment or recruitment of member. Once submitted, forms do not need to be resubmitted unless any details have changed. 





� A Contract Implementation Plan shall be prepared for all contracts, except those under Micro Procurement. It shall be submitted to the PDU  by the Contract Manager, within five working days of receipt of the signed contract
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