VALUE REBIRTH & EMPOWERMENT INITIATIVE PROCUREMENT POLICY
PURPOSE OF PROCUREMENT
The overall purpose of procurement regulations is to ensure that VREI gets the highest quality of services rendered. Further, the regulations are aimed at streamlining the process of procurement while maintaining adequate controls. These procurement procedures apply to all staff involved in the procurement process and to all types of procurement.
THE PROCUREMENT COMMITTEE
The VREI procurement committee shall be composed of Program, finance, and administration representatives.
CODE OF CONDUCT
· As representatives of VREI, all employees are expected to conduct themselves in a professional and ethical manner, maintaining high standards of integrity and the use of good judgment. 
· No employee, officer. Volunteer or agent of VREI shall participate in the selection, award, or administration of a bid or contract if a real or apparent conflict of interest would be involved. 
· No employee, officer, board member, volunteer or agent of VREI shall do business with, award contracts to, or show favouratism toward a member of his/her immediate Family, spouse s family, friends or to any company.
APPROVAL
· All requisition must be approved by the Executive Director
CONTROLS ON PROCUREMENT
Services will only be procured within approved budgets except in case of emergencies, which have to be approved by the Executive Director
It is the responsibility of the administrative department to verify all service/activities and budgeted amount.
PROCUREMENT PRINCIPLES
The following principles shall be adhered to in the procurement process:
A. FAIR COMPETITION: 
· The employees and representatives of VREI may recommend potential vendors but the selection of those invited for tender will be left to the discretion of the procurement committee. 
· All procurement transactions shall be conducted in a manner to provide to the maximum extent practical, open and free competition
· VREI should treat all bidders with fairness and ensure that they are given the same level of information.
CONFLICT OF INTEREST
· Any situation of conflict of interest should be declared to VREl in accordance with the conflict of interest policy
VENDOR SELECTION REQUIREMENT
	Description
	LESS THAN
N30,000
	BETWEEN N30,000 AND N300,000
	GREATER THAN AND N300,000


	Bid process required
	No
	Written, Telephone call etc,
	Request for proposal or quote

	Acceptance forms of price comparison
	Verbal
	Verbal or Written
	Written

	Minimum number of bids required
	3
	3
	3

	Submit bid documentation to the Admin. Officer
	No
	Yes
	Yes



For purchases below N30, 000:
A minimum bid of three (3) prices, written or verbal should be obtained. Formal documentation of vendor selection is not required. Buyers are expected to conduct an informal price analysis and select the vendor offering the best mix of quality service and price for the specified need. Reasonable efforts shall be made to ensure fair and competitive pricing. 
For purchases from N30, 000 to N300, 000: 
A minimum bid of three (3) prices, written or verbal are required. Vendor selection must be made on the basis of the same precise and accurate description of the Specifications and technical requirements for the item or service. Web price lists as Well as telephone quotes can be considered. The procurement committee must complete a vendor selection from and attach to the selected vendors invoice and submit for payment.
For payments N300, 000 and over:
A minimum of three (3) written bids are required. The bids may come in response to formal Request for proposal (RFP) or a Request for Quote (RFO). Each vendor must be provided with the same precise and accurate description or the specification and technical requirements for the item or service. Written bids may be received by mail, email or by hand and should be signed by an authorized representative of the vendor. The procurement committee must complete a vendor selection form and attach to the selected vendors invoice and submit for payment.
PROCUREMENT RECORDS:
For each procurement action, the Administrative officer shall maintain a procurement file with the following information:
· Signed copy of the procurement process.
· All amendments to the procurement process.
· Copies of all bids and offers;
· All purchase specifications including delivery requirements
· AS applicable, a written justification as to why sole source or minimum competition was used;
· Written explanation as to why the winning contractor was selected, and
· Upon completion of the contract, written comments regarding the quality of the vendor's services and recommendations regarding potential future work
MONITORING PERFORMANCE:
The procurement committee shall be responsible for monitoring the implementation of all activities and shall ensure the fulfillment of all written requirements. If the contracting organization violates any of the terms or conditions of its award, then the committee shall notify the Executive Director immediately. The Executive Director is responsible for taking appropriate corrective action.
PAYMENT-PROCESSING PROCEDURE:
All payments must be made in accordance to the contractual terms between the vendor and VREI and in reference to the financial policies.
EXEMPTION:
All procurements must follow and comply with the above procedures. Only in acceptable circumstances should exemption from the above procedures be granted with special approval in writing from the Executive Director of VREI.

