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	GENERIC PROJECT DOCUMENT

	
	PRINCIPLE STATEMENTS:  PROJECT PROCUREMENT



1.0
scope

This document describes the policy regarding the management of procurement on projects.

2.0
TERMINOLOGY

· Where Senior Contract Administrator appears this shall be taken to mean the “Lead” procurement person in the project team.

3.0
OPERATING POLICY

3.1
Basis and Application

The Projects Procurement Management Policies, Principles and Guidelines define the Projects Procurement Management System.

These Policies and Principles support Projects by communicating minimum performance standards.

4.0
PRINCIPLE STATEMENTS

4.1
Procurement Management Plan

It is a requirement that on each project the Senior Contracts Administrator must produce a written and approved Procurement Management Plan that is consistent with the Project Scope and is integrated with the overall Project Plan.

4.2
Conditions of Contract

It is a requirement that for each project the Senior Contracts Administrator must select and/or develop suitable contractual conditions to be applied on all contracts raised.

4.3
Tenderer Sourcing

It is a requirement that all sourcing of tenderers/contractors will be controlled by the Senior Contracts Administrator utilising:

Input from relevant disciplines and/or the Client

Active interrogation of the Procurement information database

Pre-qualification where identified in the Procurement Management Plan.

The Project Manager must approve all tenderer lists.

4.4
Process

It is a requirement that a competitive tendering process is followed wherever practicable. Sole source contracts will require Project Manager approval.

It is a requirement that a formal tender opening procedure be used at all times and that:

· All tenders are in written form

· All tenders are submitted in sealed envelopes by a common closing time and date.

· The Procurement Manager on a rotational basis appoints delegates to the Tender Opening Committee

It is a requirement that the Senior Contracts Administrator manage the tender adjudication and contract award process.

4.5
Procurement Data Control System

It is a requirement that data for all enquiries, tenders, contracts, and amendments to contracts are captured in the Procurement Data Control System (PROCUREMENT INFORMATION DATABASE). The system shall be used for workload management using weekly status reports.

It is a requirement that Procurement status reports are generated from the PROCUREMENT INFORMATION DATABASE when required by the project.

4.6
Material Tracking System

It is a requirement that a material tracking system be used/applied for each project to proactively manage the Procurement milestones up to the delivery to site.

It is a requirement that the Logistics Co-ordinator shall be responsible for the management of the material tracking system, inspections, and shipping.

4.8
Contract Administration

It is a requirement that the Senior Contracts Administrator actively administers all contracts from enquiry to close-out such that all procurement activities are documented and auditable.

It is a requirement that the Senior Contracts Administrator shall implement a system of active trend/variation (early warning) reporting for every project.

4.9
Corrective Action Reporting

It is a requirement that every formal report issued by the Procurement Management section contain corrective action recommendations.
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