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1 OBJECTIVE

The objective of this procedure is to define the steps to be taken Procurement Services to maintain effective control of the Procurement process.

2 scope

This procedure was developed for Procurement projects
3 process

3.1 Demand Guarantee
There are two types of Demand Guarantees used by Procurement

· Suretyship – for advance payments (See ATDP PS 22)

· Performance – for on Site performance (See ATDP PS 21)

RECEIPT OF GUARANTEES

	CONTRACT ADMINISTRATOR
	
	· Receives and accepts Demand Guarantee

	
	
	

	RPO RESPONSIBLE FOR GUARANTEES
	
	· Acknowledge Receipt

· Copy in Contract File Original


RELEASE OF GUARANTEES

	CONTRACTOR 
	
	· Request Release

	
	
	

	RPO RESPONSIBLE FOR GUARANTEES
	
	· Obtains permission of release from responsible engineer and Project Manager

· If released request original and return to Contractor

· File acknowledgement of receipt in Contract file


3.2 Escalation - Flow
If a Contract is subject to escalation then only published indices shall be used (USA PPI). Any escalation claims shall be verified by RPO and the appropriate amendment issued to the Contract

3.3 Foreign Currency
If a Contract is subject to the Rate of Exchange adjustments then the Reserve Bank regulations shall be adhered to.

3.4 Reporting

Project Report are:
· Weekly Reports on Procurement status for Project meetings.

· Weekly Reports on Enquiries and Contracts for Management.

3.5 Conditions Of Contract

The following conditions are used

· FIDIC 99 : SHORT FORM

· FIDIC 99 : CONSTRUCTION

· FIDIC 99 : DESIGN AND BUILD

3.6 Project Supplier List
It is Project policy to promote the use of local contractors where practical. To this end, the project database has been constructed to identify local contractors and also to identify which commodities a contractor supplies.

Both Technical and Procurement staff access the data when compiling tender lists via the database.

3.7 Templates

Document templates are maintained as controlled documents.

3.8 Call-Off Instructions For Construction Contracts

· Call Off instructions are raised either on Site or by the project team.

· Copies are kept by the project team, who record the costing information, log the Call Off against the contract and file the information in the Procurement Contract file.

3.9 Signing Authority
Signing authorities are defined in the project signing authority matrix (See ATDP PM 99).

3.10 Contract Close Out
3.10.1 The contract administrator is responsible for initiating administrative closeout of the contract after receiving evidence of its physical completion. 

3.10.2 At the outset of this process, the contract administrator must review the contract funds notify the Procurement Manager of any excess funds.

3.10.3 When complete, Contract Administrator must ensure that where appropriate — 

1. Delivery notes are received

2. Plant clearance report is received
3. Property clearance is received
4. All interim or disallowed costs are settled
5. Price revision is completed
6. Subcontracts are settled by the prime contractor
7. Contract audit is completed
8. Contractor’s final invoice has been submitted
9. Contractor’s closing statement is completed

10. Contract funds review is completed and excess funds de-allocated
A close out report shall be produced based upon the above to show what actions were taken. This shall be approved by the Procurement Manager.
APPENDIX A: RELATED DOCUMENTS

	ATDP PM 99
	:
	Project Authority Matrix (was PGF108)

	ATDP PS 21
	:
	Performance Bond

	ATDP PS 22
	:
	Surety Bond


APPENDIX B: RECORD OF AMENDMENTS
	Issue 0
	:
	New document (F Jachs) May 2006

	Issue 1
	:
	Revised document.  Project name removed (W Ancill) November 2009


APPENDIX C: NUMBERING SYSTEM FOR TEMPLATES

	
	ENQUIRY
	NOTIFICATION OF CONTRACT AWARD
	CONTRACT
	AMENDMENT

	SUPPLY AND DELIVERY
	11
	13
	12
	14

	FIDIC 99 : SHORT FORM
	21
	23
	22
	14

	FIDIC 99 : CONSTRUCTION
	31
	33
	32
	14

	FIDIC 99 : DESIGN AND BUILD
	41
	43
	42
	14

	CONSULTING SERVICES (FOREIGN)
	51
	53
	52
	14

	CONSULTING SERVICES (LOCAL)
	61
	63
	62
	14
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