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1 
OBJECTIVE

To ensure that all Enquiries are complete descriptions of what is required, responses are obtained from capable suppliers and adjudication is performed fairly based upon the long term interests of ATD.

2 SCOPE

All Enquiries issued by the ATD JHB Project Team

3 PROCEDURE

3.1 Inputs

· Technical Requisition Package

3.2 Outputs

· A fully detailed Enquiry 

· A set of Tenders

· A Commercial Adjudication

3.3 Process

See appendix C

APPENDIX A : RELATED DOCUMENTS

APPENDIX B : RECORD OF AMENDMENTS
	APPENDIX C : ENQUIRY FLOWCHART

	SENIOR DISCIPLINE ENGINEER
	· compiles the trp (refer to item 6.1) including trp cover sheet, form pgf248.

· completes the work description sheet, form pgf001.

· completes the criticality rating worksheet, form pgf4  (refer to pqp318).

· completes the engineering document list, form pgf002. (refer to item 6.1.4).

· edits the cdr, form pgf3. (refer to item 6.1.5).

· issues trp for idr via pdc (refer to item 6.2).

· edits “qap100” to “qap101” if supply is minor. (see qap100)

· Forwards completed enquiry requisition and technical requisition package to Project Document Centre (PDC)

	
	

	
	

	
	

	
	

	
	

	
	

	PROJECT DOCUMENT CENTRE
	· Issue Approved Enquiry Package to the Procurement Manager

	
	

	PROCUREMENT MANAGER
	· Allocate a Responsible Procurement Officer on the Enquiry Requisition

	

	RESPONSIBLE PROCUREMENT OFFICER
	· Prepare Enquiry documentation using template.

· Assist in selecting tenderers from the project Suppliers list if requested.

· Arrange Site visits for tenderers

· Sign the document and obtain the countersignature of the Procurement Manager

	

	PROCUREMENT ADMINISTRATION
	· Raise ENQUIRY file

· Copy Enquiry Documents

· Issue to Tenderers 

· File original

· Updates information on the ATD data base

· Distribute copies of documents internally in accordance with the Procurement Document Distribution List

· Open tenders (see Appendix D)

	

	RESPONSIBLE PROCUREMENT OFFICER
	· Analyse Tenders 

· Clarify any discrepancies

· Make commercial recommendation

· Retain original documentation in ENQUIRY file

· Send copies to Responsible Person for Technical Adjudication


	APPENDIX D : TENDER OPENING PROCESS


Receipt of Tenders
Where possible, tenders shall be deposited in the Tender Box.

Bulky tenders which cannot be deposited in the Tender Box will be delivered to ATD Procurement Admin who will immediately lock it away in the tender holding filing cabinet or cupboard in the strongroom to await tender opening.

Prices faxed by Tenderers will be received by the ATD Document Centre who will:-

· Record the enquiry number and tender closing date on an envelope;

· Place such faxed tender in the envelope and seal it;

· Pass to ATD PROCUREMENT Admin who then lock it away in the tender holding filing cabinet to await tender opening.

Tender Opening
ATD Procurement Admin will ensure that the applicable Tender opening sheets are printed from the ATD database every working day before 12.00.

The office door of ATD Procurement Admin will be locked for the duration of tender opening.

The Tender Box will be cleared by ATD Procurement Admin once a day at 12.05.

ATD Procurement Admin will remove all tenders from the tender holding filing cabinet for opening that day.

· Any tenders which are in early will be returned to the Tender opening box.

· Any tenders which are late or unclear shall be referred to the ATD Procurement Manager for action.

ATD Procurement Admin shall:
· Stamp and initial the appropriate pages of all tender  documents (including copies) and all regret letters.

· Record the tender value on the Tender opening sheets

· Record alternative offers from the same Tenderer on the Tender opening sheets

· Record regret letters on Tender opening sheets

· Record no response on Tender opening sheets

· Refrain from calculating prices if not done by the Tenderers.

· Refrain from using tippex to correct mistakes made on the tender opening sheets, incorrect prices will be crossed out and the correct price written immediately above. Such corrections must be initialled by the tender opening committee members.
· Retain a copy of the Tender opening sheet and pass the Original and Tenders to the Responsible Procurement Officer.
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