
Procurement Procedure (Steps 1–4) 

Step 1 – Advertise / Invite Bids 

1.1 The Procurement Department prepares the tender / RFP notice based on the approved 

bidding documents. 

1.2 The notice clearly mentions: title of procurement, brief description, eligibility (if any), 

bid / proposal submission deadline, bid opening date and time, place of submission / 

opening, and any bid security or document fee requirements. 

1.3 The notice is advertised on the Company website and, where required, on the PPRA 

website and/or in newspapers / other media in accordance with applicable rules. 

 

Step 2 – Receipt & Opening of Bids / Proposals 

2.1 Bids / proposals are received in sealed envelopes (or through an approved e-

procurement system) at the designated address up to the specified date and time. 

2.2 All bids / proposals received are recorded in a tender receipt register or system log, 

indicating date and time of receipt. 

2.3 Late bids are not accepted and are returned unopened. 

2.4 At the announced time and place, bids / proposals are opened by the authorized Tender 

Opening Committee in the presence of bidders’ representatives who wish to attend. 

2.5 During opening, the names of bidders, total bid prices, presence or absence of bid 

security (if required), and any other key information are announced and recorded in the bid 

opening minutes. 

2.6 In the case of a two-envelope (technical and financial) system, only the technical 

proposals are opened at this stage; the financial proposals remain sealed, properly labeled 

and kept in safe custody. 

Step 3 – Evaluation & Award Recommendation 

3.1 The competent authority constitutes an Evaluation Committee, ensuring relevant 

technical and financial expertise and absence of conflict of interest. 

3.2 The Evaluation Committee evaluates bids / proposals strictly in accordance with the 

published eligibility and evaluation criteria and applicable procurement rules. 

3.3 The evaluation normally includes: 

    • Preliminary scrutiny for completeness, eligibility, and responsiveness. 

    • Verification of bid security and required documents. 

    • Detailed technical evaluation (e.g. conformity to specifications, experience, 

methodology, personnel, etc.). 

    • Financial evaluation and comparison in accordance with the selected method (e.g. 

lowest evaluated bid, QCBS, etc.). 

3.4 For consultancy services, only the financial proposals of technically qualified firms are 

opened and evaluated. 

3.5 The Evaluation Committee prepares a reasoned evaluation report, clearly showing the 



scoring / comparison and recommending the lowest evaluated bid or highest ranked 

proposal as per the stated method. 

3.6 The evaluation report is submitted to the competent authority for review and approval 

of the award recommendation. 

3.7 After approval, a Letter of Acceptance / Notice of Award is issued to the successful 

bidder / consultant and, where required by law, the award information is published on the 

relevant website(s). 

Step 4 – Contract Finalization, Performance & Payments 

4.1 The successful bidder / consultant is requested to submit performance security (if 

required) in the prescribed form and amount within the stipulated time. 

4.2 The draft contract, as included in the bidding documents / RFP, is finalized 

incorporating the accepted bid / proposal and any agreed clarifications, without altering the 

basic scope or material terms. 

4.3 The contract is signed by the authorized representatives of both parties, and copies are 

issued to all concerned. 

4.4 A formal notice to commence work / services or a purchase order is issued as per the 

contract. 

4.5 The concerned department monitors contract performance against the agreed scope, 

timelines, quality standards and deliverables, and maintains proper records (inspection 

reports, progress reports, correspondence, etc.). 

4.6 Payments are processed only for satisfactorily completed supplies / works / services, 

based on verified invoices and supporting documents, in line with the payment terms of the 

contract and the Company’s financial procedures. 

4.7 At completion, the contract file, including all approvals, minutes, reports and payment 

records, is properly closed and retained for audit and record-keeping as per policy. 


