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1. Introduction: 
1.1. Background 

a. This Manual is entitled the “Procurement and Tenders Policies and Procedures Manual” 
at the Palestinian Association for Empowerment and Local Development–REFORM. 
It includes the basic principles and the employment conditions of the financial and 
administrative resources staff, which are associated with procurement and tenders 
including the relevant policies and procedures. This Manual also includes the principles 
and conditions which shall be implemented units requesting and implementing the 
procurement and tenders of the Association’s units and projects. 

b. This introduction along with the annexes and tables attached to this Manual in addition 
to any decisions made in this respect, whether by the General Director of the Association 
or by the Head of Technical Support Unit, are approved by the Association’s Board of 
Directors and shall be considered as an integral part of this Manual.

c. This Manual, including its policies and procedures, is consistent with all used 
computerised documents and programs – E-CONNECT

d. This Manual is prepared based on the following main elements:

• Confirming the principle of specialisation in the distribution of responsibilities and 
tasks as well as fostering the efficiency of work. This is achieved by specifying the 
functions of the Procurement Coordinator within the Technical Support Unit, as s/
he is considered responsible for monitoring the implementation of procurement 
and tenders in full conformity with the Association’s vision and goals. This must be 
done without interfering with the specialisations of other units at the Association; 
thus, allowing other units to be dedicated for performing the tasks assigned to 
them. 

• Identifying the progress of procurement and tenders’ procedures within the 
responsibilities of the Technical Support Unit and other units at the Association.

• Confirming the procedural steps according to the actual course of proceedings 
and identifying the entity responsible for each step, considering the relationship 
between different units.
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1.2. Purposes and Reasons for using the Manual 

a. Establishing the fundamentals and rules with regards to dealing with all procurement of 
goods and services at the Association.

b. Identifying and documenting policies and procedures that regulate the procurement 
processes to achieve flexibility and efficiency and enable the Association to perform 
procurement processes using the best methods with the lowest costs.

c. Considering the Manual as a reference in case any of the officials or employees at the 
Association need to recognize/verify a certain policy or procedure associated with 
procurement process.

d. Identifying the steps associated with procurement and specifying the procedures which 
shall be taken when purchasing merchandise, fixed assets and services. This is to ensure 
that the procurement process is performed efficiently and in accordance with the 
budget adopted by the unit. 

e. Applying decentralisation, if possible, with regards to the mechanisms of the 
procurement process management. Simplifying the procurement procedures and 
including them within the authorities provided to the concerned units, according to 
the provisions of this Manual. This is to guarantee the principles of governance and 
transparency adopted by the Association.

1.3. Limitations and Responsibilities of Applying the Manual 

a. The policies and procedures mentioned in this Manual shall be considered as:

• An integral part of the provisions of policies and operating procedures of the 
Technical Support Unit in different fields.

• Integrated and consistent with all policies and operating procedures of different 
units at the Association.

• Complementary to all decisions issued by the Association’s General Director and 
its Board of Directors in this respect.

b. The responsibility of applying this system shall be assumed by the Head of the Technical 
Support Unit.

c. The terms and provisions of this Manual shall apply to all procurement processes 
associated with the procurement of machines, equipment and fixed assets, as well 
as items and consumable maintenance parts. They shall also apply to consultancy 
and non-consultancy services needed by the Association at its office or the place of 
implementing its operations.

d. In case of doubting the interpretation or implementation of the terms of this Manual, 
this issue shall be discussed with the Head of Technical Support Unit and the Internal 
Auditing Committee emanating from the Board of Directors.

e. All of the Association’s employees shall commit to applying the terms and provisions of 
this Manual in all procurement processes. 
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1.4. Responsibility and Reasons for Modification 
a. The Manual is reviewed annually. The need for modifying it shall be identified, especially 

in the following cases:

• Modifying the policies and operating procedures of the Association’s units or its 
programmes affecting any policies or procedures of procurement and tenders.

• The inclusion of new levels or types of procurement indicates that this Manual 
does not contain any policy or procedure which contributes to achieving the 
purpose for purchasing such procurement.

• Drawing on lessons that emerge during the implementation of procurement and 
tenders’ steps.

• Adjusting the limitations of responsibilities and authorities applied at the 
Association. 

b. The Technical Support Unit shall assume the responsibility for proposing any modification 
to these policies. The Association’s Board of Directors shall be authorised to adopt these 
modifications according to the recommendation of the Association’s General Director. 

c. The Procurement Coordinator, through the Head of Technical Support Unit shall perform 
any necessary modifications on the Manual to ensure that it is always compatible with 
the decisions of the Board of Directors in this respect. 

1.5. Basic Terminology and Definitions 

Definition Term

The Palestinian Association for Empowerment and Local 
Development–REFORM

Association

Board of Directors of the Palestinian Association for Empowerment 
and Local Development—REFORMBoard 

Chairman of the Board of Directors of the Palestinian Association for 
Empowerment and Local Development—REFORM

Chairman of the 
Board of Directors

General Director of the Palestinian Association for Empowerment 
and Local Development—REFORMGeneral Director 

is responsible for implementing and monitoring the implementation 
of procurement and tenders within the highest conditions and levels 
appeared in this manual 

Head of Technical 
Support Unit

is responsible for implementing and monitoring the implementation 
of procurement and tenders in accordance with the policies and 

procedures mentioned in this Manual.

Procurement 

Coordinator 

The rules and provisions mentioned in this Manual express the 
Association’s strategies including its different units.

Formulating and adopting policies precedes formulating and 
adopting methods and procedures. 

Policies
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The detailed procedural steps which shall be adopted to implement 
the policy.Procedures

Purchasing goods or services with the least possible cost, in the 
appropriate quantity and quality, and at the proper time and 
place by the appropriate entity. This is for the purposes and goals 
of the Association and the beneficiaries from its services and its 
employees through a purchase contract, specialized for this purpose. 
Procurement varies in its complexity from simple procurement 
(through repeating purchase) to complicated procurement (finding a 
provider or a strategic supplier or even partnership with associations 
that supply goods or provide services).  

Procurement

A committee formed by the General Director and includes within 
its membership: the Head of Technical Support Unit, the service 
requester, operations officer, Procurement Coordinator and the 
competent officer or authority. 

Procurement 

Committee

The tangible goods including their raw, semi-finished and finished 
items, which are supplied by a party to another party through a 
supply contract. This leads to the transfer of ownership of these 
items without any addition to the characteristics or qualities of these 
items through further manufacturing. 

Items

Items which are not classified as items intended for storage. Items intended for 

consumption 

Items which are purchased or disbursed from warehouses twice at 
least, during 12 successive months.

Items intended for 

storage

Any activities or benefits that any party can provide for the other party 
through a service provision contract in the template of intangible 
products that do not normally transfer to finished products. Services 
can be classified into four groups:

ͳ Services to exchange or trade, including banking services, 
insurances, transfers, etc.

ͳ Professional services include accounting, different consultancies, 
supervision, transfer of knowledge and training, etc.

ͳ Consumable services, including those provided by cleaning 
companies, cooking and catering services, mechanical repair 
services, etc., including items within the scope of consumption 

Intermediary services including contracting services, infrastructure, 
special publications…etc. including items within the scope of 
implementation.

Services

The external entity which provides the unit concerned with 
procurement with all the required services or implements tasks, 
including items within the scope of work.

Contractor

The external entity which provides the unit concerned with 
procurement with all the required items or services.

Supplier
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The external entity which provides the competent unit/unit or the 
entire Association with the required consultancy services. This entity 
can be a competent consultancy company, an individual consultant 
or a coalition of individual consultants with a leader. 

Consultant

A record of suppliers, contractors or consultants who were qualified 
through the procedures adopted in this Manual. 

Record of suppliers

A list of suppliers, contractors, or consultants with whom the 
Association has decided to not deal with in future procurement 
processes for reasons which may be attributed to unsuccessful 
experiences with them or as a result of attitudes or behaviors that are 
inconsistent with the ethics of the procurement process, as clarified 
in this Manual. It must be based on a documented evaluation process 
of the performance of those registered in this list.

Blacklist of suppliers 

(not-to-deal-with)

A pre-approved list which includes the names of a number of qualified 
suppliers, contractors or consultants derived from the record of 
suppliers. They shall be the most important, the most prominent and 
the most efficient suppliers depending on the previous experiences 
or they shall be experienced and of good reputation. 

Standard suppliers list 

They include the rules, fundamentals, and principles of specific 
procurement activity, which distinguish it from other activities, as 
well as the available methods and modern techniques that can be 
used to facilitate implementing procurement within the current 
conditions.

Procurement 

methods 

The procurement method is used for implementing the procurement 
process by directly resorting to a supplier or several suppliers within 
the record of suppliers and negotiating and agreeing with one of the 
suppliers on prices without the need for official quotations. They are 
documented through e-mails or memos.

Roaming & 
Negotiation Method

The procurement method is used to implement the procurement 

process of items and services by obtaining technical quotations and 
quotations from several suppliers in a sealed envelope or by e-mail 
and correspondence. They are compared, and the quotation which 
mostly suits the interest of the entity concerned with procurement 
shall be selected.

Request for 

Quotations

A request or invitation sent to potential suppliers for obtaining 
quotations for purchasing items of specific and common typical 
specifications, providing services, or implementing businesses. The 
price shall constitute the basic element based on which quotations 
shall be accepted. The purchase request shall be issued, or a prices 
contract or agreement shall be signed. 

Document of request 
for quotation

The procurement method is used to implement the procurement of 

items and services through announcements in newspapers, journals, 
and other media. This gives all suppliers who desire to provide supply 
or provision tenders within the conditions and disciplines specified 
by the unit concerned with procurement. 

Procurement by 
bidding (public 
tender)
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A request or written invitation is published in newspapers, journals, 
and other media means to obtain detailed quotations to purchase 
specific items, provide services, or implement businesses. 

Invitation for 
submitting tenders 

A document issued by the supplier based on the request for quotation/
quotation/invitation for tender directed by the Association and 
includes the specifications of items or services or implementation of 
provided tasks, including prices and conditions of sale, delivery, and 
payment. 

Document of 
quotation or tender 

It is the method of selling fixed assets and damaged items and 
equipment using the method of presenting closed quotations and 
envelopes or presenting public quotations at an auction.

Auction

An order issued to supply specific items or materials through the 
price agreement is concluded and valid upon a certain financial and 
temporal ceiling. 

Supply order 

An agreement between the unit concerned with procurement and 
the supplier or contractor to supply items or provide services that 
are agreed upon.

Purchase Request 

An order issued to provide specific services through a price 
agreement concluded and is considered valid upon a certain financial 
and temporal ceiling

Task order

List of suppliers or contractorsList of bidders

Pre-approved list of the names of qualified suppliers Standard List of 
Bidders

A legal document proving the association between the Association 
and the supplier, whether providing services, implementing 
businesses, or supplying items and materials. 

Agreement

A template issued for making any change or amendment on the 
original procurement processes 

Amendment Order

The original cash value of the agreement, along with the financial 
implications of change or amendment orders, if available. 

 Value of Agreement 

Any violating case in the procurement process agreed-upon with 
the supplier, contractor, or consultants, such as violating quantities, 
specifications, quality of services, and lack of commitment to the 
period specified for procurement. 

Non-conforming 

cases

A warehouse is a place in which “stock items” are maintained. They 
basically include “books and different publications produced by the 
Association or those supplied or donated to the Association). They do 
not include, in any case, fixed assets; thus, it shall not be considered 
as a warehouse in terms of the technical and accounting aspects 
unless with the availability of this condition. 

Warehouse
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A list of allocated financial amounts that reflect the action plan that 
the Association desires to achieve during a certain period adopted 
by the Board of Directors in quantitative and monetary terms. The 
budget shall be divided according to the Association’s units within 
detailed periods, usually quarterly and monthly. 

Adopted budget

Conflict of interests may arise when the employee or any of his/
her family members (first-degree relatives “father, mother, brother, 
sister, son, daughter) and second-degree relatives (grandfathers, 
grandmothers, paternal uncles, paternal aunts, maternal uncles, 
maternal aunts or any of their sons and daughters) or his/her partner 
or any relevant association, directly has a potential interest, whether 
financial or administrative, such as occupying a current job or being 
in the phase of getting a job at the Association or having any other 
interest with the supplier, contractor or consultant who participates 
in the tender or the awarded bidder. 

Conflict of interests

It is an e-mail specialized for procurement processes and its password 
changes after each procurement process. The password consists 
of three sections, and it is owned by three employees, including 
at least the procurement coordinator. The e-email can be used in 
the quotations included within the procurement category ranging 
between 3501-7000 NIS.

E-mail

It is a program allocated for procurement processes and owned by the 
Association. It is a safe program that can be used for all procurement 
processes once launched for public usage. Once its database of 
suppliers is established, it is launched upon the special approval of 
the Board of Directors to be used in all procurement processes. 

E-connect 

1.6. General Trends of Procurement Policy 
a. The Association’s procurement guidelines shall be considered in all the Association’s 

procurement processes and projects. 

b. Ensuring that procurement is performed within the framework of the limitations of the 
budget and in accordance with the Association’s financial capacity to payment; which 
means ensuring that funds will be available for the payment of supplier’s dues in a 
timely and regular manner.

c. Response to the standards established by donors: commitment to the rules of this 
procurement which are compatible with the best practices and methods of procurement, 
will allow achieving the most urgent needs from donors as they will be appropriate to 
the standards established by them also with regards to the rules and requirements of 
the procurement process.

d. It would be preferable to purchase in large quantities, when possible, in accordance 
with the Association’s needs and the ability to maintain the purchased items in a good 
manner (capacity of inventory management), without incurring additional burdens for 
the purpose of minimizing the administrative tasks associated with the procurement 
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process and attempting to achieve the possible best prices in accordance with the 
central procurement procedures through central tenders. 

e. The procurement process is performed within an environment that allows free and fair 
competition, as the Association shall take into account the conflict of interests which 
may minimize or prevent competition among suppliers.

f. In the cases which necessitate tendering, the tender shall be awarded to the best 
bidder or presented tender in a manner that fulfills the Association’s needs, taking into 
account the price, quality, and other factors associated with the procurement process.

g. Requests for quotations shall clarify all the issues required by the supplier or those 
which shall be fulfilled to include the quotation in the evaluation process. 

h. To ensure fair competition, requests for quotations or quotations of merchandise and 
services intended to be purchased shall contain the following:

• A precise and clear description of the technical requirements of the necessary 
items or services.

• The requirements and factors which shall be achieved by the supplier and which 
will be used in evaluating each quotation.

• Description of the technical requirements in accordance with the tasks which shall 
be implemented and the level of implementation if possible.

• The special specifications including: “name, quality certifications, specializations…” 
which shall be achieved by the supplier.

• Delivery within the timetable that is comfortable and appropriate for the 
Association’s needs and projects.

i. It shall be agreed with suppliers who only have the possibility of implementing the 
agreement under the agreed-upon conditions and circumstances; as certain factors 
shall be taken into consideration such as the reliability of the supplier and the previous 
record of transactions as well as technical and financial resources which can be referred 
to. 

j. Prices and costs are analyzed and documented in the procurement files in each 
procurement process; as prices can be analyzed using different ways such as comparing 
the prices of presented quotations with market prices as well as similar merchandise 
prices in addition to the granted deduction; given that prices shall be reviewed, evaluated 
and analyzed for each item of cost items to identify the degree of their reasonability. 

k. The following conditions shall be maintained in all items supply and services provision 
contracts; regardless of the value of procurement which they represent:

• The agreement shall include a penalty clause in case the terms of the contract are 
not applied;

• The agreement shall include a term for allowing the Association to terminate the 
agreement; while indicating the methods which shall be adopted to terminate it 
as well as settlement manners. In addition, agreements shall include the cases in 
which the agreement is terminated due to violating the terms of the agreement, as 
well as the cases in which the agreement is terminated due to conditions beyond 
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the control of the supplier.

l. The following condition shall be maintained in all agreements which exceed 80,000 NIS 
or its equivalent in other currencies except for the agreements of providing commercial      
exchange services as well as the professional services defined in the basic terminology        
and definitions section above: 

• Getting bail from the supplier or the contractor in the percentage of at least 5% 
of the financial quotation value. The quotation guarantee represents the supplier/
contractor’s commitment, such as certified checks or bank guarantees, provided 
that the latter shall implement the terms of the agreement in the specified time 
and upon the specified price presented by him.

1.7. Ethics of Procurement Process (Compliance)
a. No employee shall participate in the process of selecting, awarding or managing the 

agreement if there is any possibility for the emergence of a conflict of interest. Conflict 
of interest arises when the employee or any of his/her family members or his/her 
partner or any Association s/he is associated with has a financial benefit or any other 
benefit with the selected supplier. 

b. Employees shall not provide any favorable treatment for any person, group, or 
Association or act in any way, which may erode trust in the Association’s credibility.

c. Employees shall not disclose any information about tenders, quotations, prices, or 
sources of procurement or participants in the tender.

d. Any employee who is proven involved in any acts which contradict the letter and 
essence of these ethics shall be subjected to penal sanctions in accordance with the 
list of penal sanctions used in the Association, which are maintained in the manual of 
human resources policies.

e. All the Association’s units shall implement the agreement in the highest degrees of 
transparency in an environment of integrity, professionalism, and competitiveness, 
and suppliers shall present complaints and grievances in case of the availability of any 
violations or suspicions to the Association’s top management. 

f. All the Association’s units employees shall avoid the following, to mention a few, non-
ethical or unprofessional behaviors:

• Striving to accept gifts, grants, gratuities, or anything that has a financial value 
exceeding 200 NIS, whether directly or indirectly, from suppliers or contractors, or 
any other entities associated with the agreement. 

• Requesting or receiving money or travel trips or food meals beyond the scope 
of hospitality, gifts, services, or discounts (except for collective discounts of 
employees) or anything of material value exceeding 200 NIS from suppliers, 
contractors, or consultants.

• Implementing any practical arrangements or favorable treatment for any person, 
group, or Association or using any method which may hinder the efficient 
implementation of equality principles and equal opportunities, which may lead 
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to eroding confidence in the Association’s integrity as well as the method of 
implementing procurement at this Association.

•  Disclosing any information about tenders, quotations, and prices or sources of 
procurement or participants in tenders.

•  Discussing accepting or obtaining a job in the future from any supplier, contractor, 
or consultant

• Corrupting, damaging, or hiding any official papers of any procurement process or 
modifying their data.

• Disregarding any evidence proving to violate the law or the policies and procedures 
of the procurement process by any of the employees or participants in the 
procurement process.

g. Any employee who is proven involved in any acts contradicting with the letter and 
essence of these ethics shall be accountable by referring to the systems, policies, and 
procedures applicable in the Association in this regard.

2. Record of Suppliers and Standard Lists of Bidders 
2.1. Record of Qualified Suppliers, Contractors, and Consultants 

a. Cooperation is made with the Association’s different units for preparing the standards 
and conditions of qualifying suppliers to be adopted by the Procurement Committee. 
These standards and qualification conditions are registered in a standard reference 
list which includes the legal, commercial, financial, and technical aspects, as well as 
previous experiences which shall be available for qualification; provided that these 
aspects shall; where applicable, include the following:

• Legal aspects: obtaining all necessary licenses to practice the activity from the 
relevant official entities and units

• Commercial aspects: obtaining the licenses of guarantees, full commercial 
arrangements with sources of funding and supply, and the administration, in 
addition to the previous transactions with the Association and partner and friendly 
associations.

• Financial aspects: the solid financial situation, the safety of financial arrangements 
with banks and other sources of funding, audited accounts which are free from 
reservations, as well as studying the situation of cash flow and good conduct of 
banking transactions;

• Technical aspects: the availability of skilled workers and technicians and the 
appropriate and adequate equipment and workshops depending on the activity 
and the size of work upon which a contract will be concluded, in addition to the 
availability of the relevant scientific and professional background.

Previous experiences: taking into consideration the successful competition in 
previous contracts and transactions which were implemented successfully. In this 
framework, it is allowed to request copies of the results of previous consultancy 
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services or evidences of the safety and quality of other commercial products, 
businesses, or procurement. 

b. It is prohibited to register suppliers and contractors or renew their registration if the 
required conditions are not met. 

c. In the case of applying for public tenders or bids by a non-registered supplier or 
contractor, the conditions of qualification of the bidder shall be met before opening 
his/her tender envelope. 

d. The Procurement Coordinator shall be responsible for creating and maintaining a record 
of suppliers, contractors, and consultants qualified for supplying various goods, assets, 
services, and businesses needed by the different units and units of the Association as 
of the date of adopting this manual. It is also necessary to cooperate with the General 
Director and heads of units to include all suppliers, contractors, and consultants with 
whom the Association dealt during the two past years within the record of qualified 
suppliers, contractors, and consultants; provided that their performance evaluation 
shall be good at least.

e. When suppliers, especially consultants and service providers, are qualified, it is possible to 
hold meetings or interviews with them to ensure the validity of the presented description 
in the request for qualification. It is also possible to make visits to their locations of work. 
It is also possible to request templates of previous businesses and services. 

f. The record of qualified suppliers shall contain the names of suppliers, their addresses, 
telephone and fax numbers as well as e-mail, and the name of a contact person. The 
record shall also include the classification of activity (goods and services provided) and 
the actual and updated prices, if possible, as well as the specifications and experience in 
using goods and previous transactions with the Association. These lists may also include 
any necessary permits for practicing the activity and the details and data of ownership, 
and other commercial information that the unit deems necessary.

g. Companies and associations that are willing to register in case of opening the registration 
entry shall fill data in the questionnaire of registration application prepared for that 
purpose or through direct provision of data by visiting the Association’s office.

h. When necessary, the technical support unit director shall inspect the licenses and 
certificates of applicant to ensure meeting the legal conditions and requirements if they 
exist. 

i. The procurement unit, in cooperation with other units at the Association and during 
the Request for Quotations process concerning any new goods or services, or if there 
is no adequate information on their specifications, shall be entitled to communicate 
with suggested suppliers to present scalable technical quotations to be adopted later 
to be owned by the Association and proceed with the procurement procedures in 
accordance with the policy. At the same time, it is necessary to take all policies and 
conditions of procurement and supplies regarding equal opportunities and avoid 
selecting a trademark and any indication of directing the request to a certain entity. 
Furthermore, the procurement unit shall be eligible to recommend contracting with 
an external expert to assist in setting technical specifications and assisting in technical 
evaluation, provided that it shall be prohibited to apply for tender and sign any memo 
indicating the unavailability of any suspicion of conflict of interests. 
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2.2. Standard Lists of Suppliers
a. The Technical Support Unit, in coordination with other units, shall prepare standard 

suppliers’ lists which contain a list of the names of suppliers in different aspects which 
the Association need, as they include (but are not limited to) the main and most 
efficient and prominent suppliers who have previous experiences, or who have a good 
reputation and experience. 

b. The received suppliers’ files shall be maintained within standard bidders’ lists, as each 
supplier shall be given a certain number to use the same number in each procurement 
process from the supplier.

c. There are no specific ceilings for the number of suppliers within the standard list 

2.3. Final and Temporary Blacklists of Suppliers 
a. A. The Technical Support Unit, in cooperation with other units, shall prepare “Not to 

deal list/blacklist of suppliers,” which contains the names of suppliers, contractors, 
or consultants with whom dealing is prohibited; they are divided within the final or 
temporary not-to-deal list as a result of the occurrence of any of the following cases, 
and all the supportive documents of such division shall be maintained:

 Final Blacklist of Suppliers

(It is prohibited to deal with them at all)  

Temporary Blacklist of Suppliers

(It is prohibited to deal with them for at 
least one year)

ͳ It has been proven that there is a lack 
of commitment to the ethical and 

professional standards of procurement 

(bribing, obtaining further information 
in illegal and irregular methods…etc.)

ͳ Lack of meeting the deadlines of 
supplying goods, implementing tasks 
or providing consultancy and non-
consultancy services without any 
compelling reason or justification and/or 
providing low-quality services or goods.

ͳ Deliberate fraud in manufactured 
goods or provided services 

ͳ Failure to implement all commitments 

mentioned in the concluded contracts

b. In case of temporary suppliers’ blacklists, after the prohibition of the dealing period 
is terminated, and when any of the parties (Association or supplier) is willing to refer 
to standard suppliers lists, it will be agreed with the supplier to undertake to avoid 
recurrence of violating the conditions. In case of recurrence of violating the conditions, 
the supplier will be transferred to the final blacklist.

c. The cases in which the supplier of goods, merchandise, or tasks is the sole supplier are 
taken into consideration by taking measures during contracting with such supplier to 
ensure the smooth conduct of relationship with him and to avoid including him in the 
blacklists of suppliers.



PROCUREMENT AND TENDERS POLICIES AND PROCEDURES Manual 17

3. Procurement Authorities and Methods 
a. Procurement authorities at the Association are limited to the following limitations of 

procurement authorities as shown in the table below:

Table of Limitations of Procurement Authorities 

Estimated 
value in NIS or 
its equivalent 
in other 
currencies

Procurement 
Method

Required 
approvals on 
the purchase 
request 

Accreditation 
of supplier

Method of 
Contracting

No. of 
Proposals

  1 - 400 

  Direct 
Purchase

It is not 

necessary 
to prepare 

a purchase 

order and 

they are paid 
directly from 
petty cash

Requisitioner Tax invoices or 
financial claims No need 

  401-1000 

Head of 
Technical 

Support Unit 
as well as the 

director of unit 

concerned 

with 

procurement

The Head 
of Technical 

Support Unit 
as well as the 

director of unit 

concerned 

with 

procurement

The purchase 

request is 

electronic and 

it is prepared by 
the requisitioner; 
given that the 
names of the 

requisitioner and 
Procurement 

Coordinator shall 
be written in the 
e-email 

1 quotation 
(by hand, 
via email or 
Econnect) 
obtained 
by the 
requisitioner

  1001-3500 

Head of 
Technical 

Support Unit 
as well as the 

director of unit 

concerned 

with 

procurement 

in addition to 
the approval 
of General 

Director

Head of 
Technical 

Support Unit 
as well as the 

director of unit 

concerned 

with 

procurement 

in addition to 
the approval 
of General 

Director

The purchase 

request is 

electronic and 

it is prepared by 
the requisitioner; 
given that the 
names of the 

requisitioner and 
Procurement 

Coordinator shall 
be written in the 
e-email 

1 quotation 
(by hand, 
via email or 
Econnect) 
obtained 
by the 
requisitioner
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  3501-20000 
Request For 

Quotations

Head of 
Technical 

Support Unit 
as well as the 

director of unit 

concerned 

with 

procurement 

in addition to 
the approval 
of General 

Director

Procurement 

Committee 
and approval 
of General 

Director  

  A letter of 
transmittal as 
well as a letter of 
apology shall be 
sent to applicants 

Contracts 
concerning 

amounts 

exceeding 

3500 NIS shall 
be prepared 
for services; 
excluding hotels 

and restaurants; 
however, with 
regards to goods, 
the supply order 
shall be sufficient 

3 quotations 
in a sealed 

envelope at 
least or via 
Econect

  More 

than20000  
 Tender  

Head of 
Technical 

Support Unitas 
well as the 

director of unit 

concerned 

with 

procurement 

and the 

approval of 
the General 

Director

Procurement 

Committee 
and the 

intervention 
of internal 

monitoring 

committee and 
the approval 
of General 

Director

An agreement 
shall be prepared

It is 

necessary 
to call for 

tender 

in local 

newspapers 

or competent 

webpages 
to obtain 3 
quotations 
in a sealed 

envelope  
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b. The procurement processes of consultancy and non-consultancy services, goods, and 
tasks shall be part of the technical support and Technical Support Unit (procurement, in 
complete coordination with the unit which requests service). 

c. Recommendations shall include: negotiating the conditions or prices of quotations, 
canceling the delay penalty, replacing fixed assets or damaged items (such as replacing 
an old car with a new car and deducting its market value from the purchase contract), 
extending the Request for Quotations’ period and obtaining certain confirmations, etc.

d. In case of any need to repeat the procurement process of the same item or service, it is 
allowed to purchase from the same supplier/contractor/adviser as a result of previous 
transactions by presenting a recommendation by the director of the competent unit 
and Head of Technical Support Unit to the authorized person in accordance with the 
afore-mentioned table indicating the justifications as well as the result of evaluating the 
supplier’s performance during the previous transactions; given that the allowed period 
to repeat the procurement process shall not exceed three months as of the date of 

approval. 

e. This rule excludes contracts of routine non-consultancy services such as (translation 
contracts, e-mail management, managing the webpage, all types of insurance, 
service of fuels supply, subscriptions of investment information providers, service of 
maintenance of computer programs and computer devices,  travel reservations, hotel 
reservations, maintenance of air-conditioners, transfer services, logistic services, as well 
as inputs of production and operation, etc.); as they can be renewed annually upon the 
recommendation of the competent unit and Technical Support Unit to the authorized 
person; provided that the period of renewal shall not exceed three years at the most 
except for the lease contracts of buildings, as well as internet and insurance services 
which are automatically renewed according to the contract provisions. 

f. If the procurement process is repeated for the same item or service more than once 
during the same fiscal year, the cost of cumulative procurement cost for all procurement 
processes is the criterion for identifying the authorities and methods of procurement 
in accordance with the table above; which means that it is not allowed to purchase any 
service or good individually several times throughout the year; as the total value of this 
good or service throughout the year exceeded the amount allowed to be purchased 
directly. 

g. It is prohibited to divide the required quantities into several purchase orders to obtain 
the approval of the authorized person. The availability of multiple purchase orders of 
the same item (s) during a short period (less than a month) indicates the intent to 
divide the order; unless the items cannot be preserved even for a short period, on the 
condition that this shall be clarified. 

h. In case the Technical Support Unit receives the recommendation of procurement by 
the competent unit, or in case this unit needs procurement, the unit shall use the 
procurement method which is appropriate to the targeted procurement category as 
clarified in the table of limits of procurement authorities in the Association. 

i. The methods of procurement of goods, businesses, commodities, as well as consultancy 
and non-consultancy services at the Association, are represented in the any of following: 
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Table (2): Procurement methods of goods, merchandise, businesses as well as consultancy 
and non-consultancy services

Type of procurement Procurement 
Method

Value of 
procurement (NIS)

Method of obtaining price 
quotations

Procurement through petty cash; as procurement shall be direct without roaming or negotiation. 
The value of petty cash is 3,500 NIS, and the limits of each payment value of the petty cash is 400 
NIS. The amount available in the petty cash shall be renewed when it reaches to 800 NIS or its 
equivalent. 

Goods, businesses 
and consultancy and 
non-consultancy 
services

Roaming and 

negotiation

(Direct 
purchase)

From 1 – 1,000 NIS 

ͳ Roaming and direct negotiation 
with the supplier

ͳ Obtaining one price quotation 
(whether written or agreed-upon 
through oral negotiation but is 
duly documented)

ͳ Zero charge invoice (if VAT 
exemption is provided) and 
source deduction certificate 
for more than 2,500 NIS or 
equivalent in other currencies.

ͳ The authorized person shall 
inquire in the market about 
similar purchase prices to ensure 

the competitiveness of the 
provided price. 

ͳ The stakeholder in the 

procurement process shall 

present a financial claim if it is a 
direct purchase. 

ͳ The stakeholder in the 

procurement process shall 

discuss the oral quotations with 
the Procurement Coordinator 
or the requisitioner. The person 
who requested quotations shall 
fill the oral quotations template.
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Type of procurement Procurement 
Method

Value of 
procurement (NIS)

Method of obtaining price 
quotations

Goods, businesses 
and consultancy and 
non-consultancy 
services

Roaming 

and 

negotiation

(Direct 
purchase) 

From 1,001 – to 
3,500 NIS 

ͳ Roaming and direct negotiation 
with the supplier 

ͳ Contacting the three potential 
suppliers, inquiring about prices, 
and documenting that either 
by e-mail or written quotations. 
It is not conditioned to receive 
three price quotations; rather, 
it is preferred to receive them, 
when possible, by e-mail or 
through E-connect or in writing, 
and the potential suppliers are 
defined based on the previous 
experiences.

ͳ Zero charge invoice (if VAT 
exemption is provided) and 
source deduction certificate 
when total invoices from the 
same supplier exceed the 

amount of 2,500 NIS or its 
equivalent in other currencies 
during the fiscal year.

ͳ The stakeholder in the 

procurement process shall 

present a financial claim if the 
purchase is direct. 

ͳ The stakeholder in the 

procurement process shall 

discuss quotations with the 
Procurement Coordinator or the 
requisitioner. 

Request for 

technical 

and financial 
quotations

From 3,501 -to 
20,000 NIS 

ͳ A request for obtaining Request 
for Quotations by suppliers 

ͳ Quotations are requested 
through closed and sealed 

envelopes 

ͳ Receiving at least three quotations 
from accredited suppliers 

(qualified within the record) 
through the procurement unit or 

other qualified persons
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Type of procurement Procurement 
Method

Value of 
procurement (NIS)

Method of obtaining price 
quotations

Goods, businesses 
and consultancy and 
non-consultancy 
services

Invitation 
to public 
tenders

More than 20,001 
NIS

ͳ Publishing the announcement 
of invitation to bidding in a local 
newspaper for at least one day 
until the termination of the 
period specialized for receiving 
tenders, provided that it shall be 
no less than ten calendar days.

ͳ When there is a need for 
quotations from non-local 
participants from outside 
Palestine, the most significant 
participants are selected and 
contacted directly concerning the 
request for bidding. 

ͳ It is also possible to publish 
the request for bidding in local 
or international websites, 
newspapers and journals, or 
websites specialized in facilitating 
the service of the request for 
tenders and quotations. This 
is until the termination of the 
period specialized for receiving 
tender envelopes, which shall be 
no less than two weeks.

ͳ Receiving at least three 
quotations from accredited 
suppliers (qualified within the 
record) through the procurement 
unit or other qualified persons. 

ͳ It is necessary to template a 
committee (Tender Opening 
Committee) then (awarding), 
and it is possible to template a 
Technical Committee if necessary.

Goods and services which are needed 
frequently throughout the year (tires, 
petroleum products, periodic and 
emergency maintenance, stationary, 
publications, translation, etc.)

According to the volume of expected annual procurement, 
the mentioned procurement methods are used as clarified 
above until concluding a long-term supply contract with 
the selected supplier to provide the Association with 
the goods and services. The method of requesting and 
receiving them must be mentioned in the contract. 
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4. Procurement Committee and Tender Opening 
Committee  

4.1. Tender Opening Committee  
a. The Tender Opening Committee consists of three members; one of its members is an 

employee of the Technical Support Unit and the other members are employees of the 
Operations Unit. 

b. The Committee’s quorum shall be completed with the presence of all its members who 
are competent and experienced in the legal and financial field as well as procurement 
from the Association. 

c. The Committee shall be responsible for opening tenders, bids, and auctions that exceed 
3,501 NIS; after being notified thereof by the Technical Support Unit – the Association’s 
Head of Technical Support Unit 

d. The tasks of the tender opening committee are summarized as follows: 

• Receiving quotations and tenders from bidders (represented here by the 
Procurement Coordinator)

• Proving the status of tenders.

• Registering the details of tenders opened in the minutes of the meeting. 

• Proving the number of tenders at the minutes of the meeting. 

• Proving the names of bidders who apologized for participating in the tendering 
process after submitting tenders. In case they do so:

• Tenders shall be numbered clearly. 

• Tenders shall be signed while closed by all committee members. 

• Empty tenders are maintained with quotations.

• A receipt will be issued for each bidder clarifying the date and time of receiving 
tender, and insurance of tender shall be provided if it exists.

• A statement of tenders’ insurance shall be prepared, and the bank insurance 
guarantees shall be delivered to the financial officer

• Opened tenders shall be delivered to the representative of the Technical Support 
Unit; while proving that in the minutes of the meeting of tenders opening. 

4.2. Procurement Committee 
a. Procurement Committee will be formed whose members are no less than three members 

(upon the consent of the General Director); given that this committee shall include: 

• A designated official for the unit or the requisitioner

• A designated official for the Technical Support Unit. It is preferable to select the 
Head of the Technical Support Unit as the designated officer. 
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• A third member selected by the General Director of the Committee’s chairman. It 
would be preferable to select the operations officer or his deputy as the third member.

• Procurement Coordinator (meeting minutes)

b. If there is any need for additional special experiences in the membership of Procurement 
Committee, then the continuation of Tender Opening Committee to perform 
Procurement Committee shall be taken into consideration and an external expert shall 
be delegated.

c. The Committee shall not be held unless by the presence of all of its members 

d. The competent committee shall practice its specialisations and responsibilities according 
to the provisions of this Manual 

e. The Procurement Committee shall be specialised in the following:

• Receiving quotations and tenders from bidders (represented here by the 
Procurement Coordinator)

• Registering the details of tenders which are in the meeting minutes.

•  Proving the number of tenders in the meeting minutes.

• It is necessary to sign tenders while they are closed by all the committee members.

• Empty tenders are maintained along with price quotations.

• Reviewing and deciding on (awarding) the presented quotations. Reviewing and 
deciding on tenders, bids and agreements within the limits of their specified 
financial quorum, and presenting their recommendations to the appropriate level 
of authorisation at the Association. The committee shall also be eligible to present 
its recommendations regarding policies, strategies and procedures of tendering. 

• The committee shall ensure that tendering processes as well as evaluating tenders 
and the recommendations of competent units are neutral, transparent and 
competitive.

• The committee shall exclude the tenders which have not achieved the minimum level of 
technical requirements before engaging in other aspects for the purpose of rationalising 
effort and time. One of the main reasons for this exclusion is not providing the main tender 
requirements, which hinder the evaluation ability, such as not providing the research 
methodology when research services are requested, not providing curriculum vitae when 
requesting training services, or not providing or mentioning samples of previous tasks.

• The Procurement Coordinator shall prepare the meeting minutes after it directly 
ends, and shall also present it to all the committee members to sign.

• Each member shall set a specific mark for the supplier or service provider, and the 
procurement employee shall place the average of this mark. In case there is a significant 
difference, this issue shall be discussed among members. If no consensual formula has 
been reached, then this matter shall be raised to the General Director to be decided on.

• Once all members sign the meeting minutes, it is submitted to the Association’s 
General Director for final approval; therefore, he shall be authorised to decide or 
take the appropriate measure.
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5. Policies of Purchase Request and Implementation

5.1. Procurement Request  
a. The purchase request is a written or electronic order which is presented to the Technical 

Support Unit, which is one of the Association’s units, for achieving or purchasing assets, 
goods, services, or certain businesses; given that this order shall be agreed on by the 
director of the unit concerned with procurement. 

b. The purchase request shall contain the full and accurate technical, logistic and 
operational requirements and specifications of the required procurement to include 
the following:

• Justifications of procurement and clarifying if the procurement process is included 
within the procurement plan or not.

• Justifications of procurement for emergencies 

• When necessary, by using the adopted procurement method, obtaining 
the approval of the director of the unit is concerned with proceeding in the 
procurement process. 

• The full and accurate technical specifications, and when necessary, the 
requirements of standards and specifications of administrative and technical 
quality and the supporting certificates in this regard. Moreover, in the case of 
consultancy contracts, the required tasks and duties shall be identified accurately. 

• The proposed evaluation mechanism to evaluate quotations technically and 
financially.

• The period for implementing the procurement process, while considering the 
procurement methods, whether using the Request for Quotations method or 
tendering, inconsistency with the provisions of this manual.

• Budget item and the availability of appropriate budget 

• Any special specifications and requirements needed by the delivery and receipt 
process 

• Special logistic and storage requirements if needed 

c. The full and accurate procurement specifications shall not be specified in the procurement 
processes of items, goods, and services that have simple or typical specifications and do 
not need after-sale service, as general specifications are adequate. 

d. Identifying the specifications of procurement depends on procurement requirements 
or determinants as they can be called.

e. Approximate prices of the required service or product.

5.2. Identifying Purchase Requirements 
a. The responsibility of identifying purchase requirements lies basically with the 

requisitioner; however, the Head of the Technical Support Unit shall be in charge 
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of evaluating these requirements and clarifying any inappropriate items from the 
perspective of procurement; this includes, for example, but not limited to, directing 
towards a certain trademark without an obvious justification, as well as exaggerating 
in specifications, specifying non-realistic delivery dates, placing unequal competitive 
conditions, and so on; thus the requisitioner and the director of Technical Support Unit 
shall jointly access to define the purchase requirements. 

b. The responsibility of the Head of the Technical Support Unit shall include, if necessary, 
advising the requisitioner to direct towards more permanent purchase requirements; 
which means reducing and/or increasing the quantity or specification of purchase, 
re-thinking of alternative and more permanent supply sources, and redesigning 
the environmental and social requirements, etc. It is necessary to consult regarding 
identifying purchase requirements since considering continuity factors from the 
beginning of purchase stages will ensure actual continuity in the current and future 
supply; whenever it is necessary, as well as continuity of benefiting from “after-sale 
services.” 

c. In addition to the previous necessities, the step of “defining procurement requirements” 
is considered an important step for the following reasons: 

• It represents the basis for the request for quotation process and identifying 
purposes of purchase itself. It also includes the technical, financial, commercial, 
legal, social, and environmental factors concerning quotations assessment. 

• Eliminating ambiguity during the analysis of presented quotations represents the 
first step in identifying quotations that aim to achieve the purchase purposes. 

• These requirements constitute a fundamental part of the implementation 
agreement, which is expected to be signed by the end of the awards. 

d. The procurement requirements of goods and services can be identified in a document 
or more of the following documents: 

Technical Specifications Document: 

e. It is a document that identifies the Association’s requirements of procurement’ technical 
specifications and the items the supplier shall provide. These specifications can be very 
simple or very complicated depending on the level of complication of the procurement 
specifications themselves. 

f. The technical specifications document represents a part of the invitation for tendering, 
an invitation for presenting a quotation, or even an invitation to present a financial 
quotation. 

The technical specifications document can include:

• Operational or progress specifications: identifying the outputs expected from 
procurement 

• Compatibility or design specifications: material specifications and the dimensions 
of procurement to be compatible with the assets and requirements of safety and 
proper functioning of the Association’s activities and operational assets.

• When necessary, compatibility with certain specifications and standards, 
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guarantees of performance, and the requirements of official authorities. 

• When necessary, the trade name itself or the necessity of compatibility with the 
specifications of the product of this trade name

• The logistic requirements of packaging, shipment, transfer, insurance, downloading, 
and stabilization of commodity or assets.

• A template of the expected output is used when any or all of the previous 
specifications are insufficient. 

Terms of References Document 

g. This document identifies the limitations of work and clarifies the expected work, the 
level of quality and exerted effort, as well as responsibilities, time limits, and expected 
outputs. It also represents the conditions that are referred to regarding offering services 
and tasks when evaluating the level of progress. 

h. This document is probably used to define the progress requirements, which are 
characterized with difficult quantification and required by experts and consultants, and 
in the cases that require goods of complicated specifications or at the time of mixed 
procurement of goods and services.

i. The contents of the terms of references document shall be clear without any 
contradictions. This clarity can contribute to preparing clear and comparable technical 
and quantitative quotations, thus mitigating disputes and demands.

j. The document shall contain the level of desired continuity during and after 
implementation, including implementation phases and extension and renewal 
possibilities, in addition to the fact that phases rely on each other. 

k. The terms of reference document can include the following items but are not limited to:

• Purpose of requesting service

• The goal of service and overall impact

• Clear outputs which are consistent with the budget 

• Social and environmental requirements

• Activities required for access to outputs  

• Inputs necessary for implementing activities

• Timetables for implementation, reviews, and approvals

•  Selection and assessment criteria and previous qualifications and experiences or 
other standards and certificates shall be fulfilled.  

• Performance control and assessment provisions 

• If exists, a detailed list of all inputs and services which will be offered to the supplier 
by the Association 

Statement of Work/Scope of Work Document  

a. It is a document presented to suppliers and contractors, describes the scope of required 
tasks, and identifies the type, level, and quality of offered services or goods, in addition 
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to the timetable and pricing requirements.

b. This document is suitable for maintenance tasks and installing devices and machines, 
in addition to programmed and electronic solutions, which include primarily operating 
these devices and machines for ensuring the safety of installation. This document also 
constitutes a part of the tasks designs document (below), which details the requirements 
of infrastructure and construction works.

c. The scope of the task document represents a part of the invitation for participation in 
tendering, an invitation for presenting a quotation, or even an invitation for presenting 
a finance quotation. 

d. The purchase requirements of construction works can be defined in one or more of the 
following documents:

5.3. Procurement Methods of Goods, Merchandise, Businesses and 
Consultancy and Non-consultancy Services

Table (2) clarifies the procurement methods: the procurement methods of merchandise, 
goods, businesses as well as consultancy and non-consultancy services.

5.3.1. Direct Purchase Through (Roaming and Negotiation)
If the value of procurement ranges within the ceiling of petty cash payments and this 
ceiling was less than 3,500 NIS, the competent authority officer shall request from 
the director of the Technical Support Unit to perform the operation of roaming and 
negotiation with the suppliers whose names are included in the record of suppliers of 
the unit concerned with procurement or the Technical Support Unit, or he shall collect 
the names of other suppliers as well as the methods of communication with them. 

a. In the procurement processes which are performed using roaming method up to 

1000 NIS:

• Roaming can only be sufficient for potential suppliers, and it is allowed to resort 
to a specialized service supplier or those who offered previous services for the 
Association.

• It is sufficient to use the purchase request, and there is no need to sign a purchase 
contract or service provision contract 

b. In the procurement processes carried out using roaming method ranging between 
1,001 and 3,500 NIS:

• There is a need for three written and duly documented quotations through the 
Procurement Coordinator, and also the approval of the Head of Technical Support 
Unit is necessary.

• It is adequate to use the supply order, and there is no necessity to sign a purchase 
contract or service provision contract

c. It is understood that items or services which are purchased using direct purchase 
method have common prices; as the accounting unit can easily identify if prices are 
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reasonable or not; however, if prices are not common, it is preferred to call known 
merchants or two service providers at least to ensure that prices are reasonable. 

d. The procurement process shall be documented using roaming by the person who 
purchased for control over the procurement process.

e. It is advised to use direct purchase in the following cases for offering services:

• The tasks are considered complementary to a previous task which consultants 

performed and were selected to implement exceptionally. 

• Short-term tasks which do not last for more than six months 

• When the person is the sole consultant qualified for this task

• Also, this method is used in emergencies and rare tasks.

• The Association can resort to direct contracting with its trainers who have been 
dealt with. Their assessment was positive, and participants of its activities for 
empowerment provided that the value of contacting shall not exceed 3500 
NIS. Furthermore, contracting is based on a previous technical assessment and 
evaluation of the previous service offered and documenting all phases (first 
contracting and after-service evaluation and second contracting reasons), and 
submitting a recommendation to the General Director. 

5.3.2. Request for Quotations
The “request for quotation” template is used to document obtaining quotations of the 
procurement processes ranging between 3,501 and 20,000 NIS or its equivalent.

Preparation for Purchase: 

a. The procurement responsibility using the Request for Quotations method shall be 
assumed by the Procurement Coordinator under the supervision of the director of 
the Technical Support Unit.

b. The responsibility of identifying and defining procurement requirements shall be 
assumed by the unit concerned with Request for Quotations. They are reviewed, 
evaluated, and completed by the Head of the Technical Support Unit.

c. The procurement requirements are defined and specified within the template or 
“request for technical and financial quotations” for documenting and monitoring 
the process. The request shall include adequate information which clarifies to 
the supplier: the procurement procedures, time, place, prices, and payment 
conditions, as well as all included specifications, requirements, and documents.   

d. By referring to the quality and complexity of goods and/or services or the required 
businesses, the Request for Quotations shall include an internal document 
representing the procurement requirements. These documents necessarily 
include technical specifications, terms of reference, and Statement of Work/Scope 
of Work.

e. There is no need for separated and closed financial and technical quotations 
during quotations of services and tasks lower than 7,000 NIS; however, separated 
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financial and technical quotations can be requested upon the unit’s request, which 
demands procurement. 

f. Usually, there is no need for separate financial and technical quotations during 
quotations of services and tasks of clear and regular specifications. However, 
suppose the competent unit estimates the necessity of obtaining independent 
financial and technical quotations. In that case, this shall be clarified along with 
its justification in the procurement requirements document. The approval of the 
General Director is obtained before including that in the invitation for requests for 
separate quotations. 

Receiving Quotations and Opening tenders 

a. Submitted quotations are received as clarified in the Request for Quotations 
requirements. 

b. Suppliers participating in the Request for Quotations process shall be eligible 
to amend their presented quotations within the period of receiving quotations, 
provided that amendment shall be in writing and is presented within the same 
conditions of presenting quotations mentioned in the Request for Quotations.

c. Suppliers shall be eligible to withdraw their presented quotations under the 
following conditions:

ͳ The withdrawal request shall be sent in writing to the Technical Support 
Unit. In this case, the withdrawn quotation shall be separated from other 
quotations, and no part of the quotation shall be opened during the tender 
opening process. 

ͳ In case of presenting the request for withdrawal of quotations after the 
termination of the period of receiving quotations, the request will be rejected, 
and the quotation will be opened as if the withdrawal request was not 
presented.

ͳ If the quotation whose presenter is willing to withdraw succeeds, it is necessary 
to negotiate with the supplier to agree on supply or non-supply. 

ͳ Whether the withdrawal was accepted or not by the Association or was justified, 
it is considered very significant. Therefore, the Head of the Technical Support 
Unit shall contact the applicant who withdrew the quotation concerning the 
consequences of this future step and the necessity for avoiding turning it into 
common practice. 

d. No delayed quotations shall be accepted regardless of justifications unless 
in extraordinary cases, and only after obtaining the written approval of the 
Procurement Committee.

e. Delayed quotations shall not be opened (except for exceptional cases), whether 
separated or not separated financial or technical quotations, and they are returned 
to the applicant after being sealed with the Association’s official seal to confirm its 
receipt on the specified date. “Only public emergencies” are excluded from these 
quotations, which the committee was forced to open to recognize their sender if 
this was impossible before opening them. 
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f. After the period of receiving quotations is terminated. Suppose the number of 
presented quotations is less than three (which is the minimum level). In that case, it 
is necessary to obtain the approval of the General Director on the recommendation 
of the Procurement Committee concerning the need for 1) extending the Request 
for Quotations period, (2 re-request Request for Quotations, or 3) sufficiency of the 
presented quotation or two quotations; provided that it is necessary to clarify the 
compelling reason for selecting the third option rather than the first and second 
options. Moreover, the approval of the General Director shall also be obtained with 
regards to the recommendation of the Procurement Committee concerning the need 
for extending the Request for Quotations period in case this is requested by more 
than one supplier who is concerned with applying for Request for Quotations before 
the termination of the period of receiving quotations, or when applicants present 
several questions and inquiries to indicate the necessity of extension and giving a 
better opportunity for the suppliers who are concerned with providing their best. 

g. The envelopes presented by the Procurement Committee shall be opened within 
a week of the deadline for participating in quotations. They shall be opened after 
1tendays, as a maximum, of the deadline for presenting them if any emergencies 
occur. 

h. In the case of independent technical and financial quotations, technical quotations 
are only opened, and financial quotations are maintained until the Procurement 
Committee makes the decision regarding the results of technical quotations. Therefore, 
the method of tender opening before the public shall not be adopted in this case

i. The Procurement Committee shall make a decision regarding excluding or 
maintaining the quotations presented by the applicants who are not committed to 
the application conditions when tenders were opened.

j. It is necessary to sign on tender opening by all the committee members

k. The Procurement Committee shall open the envelopes of financial quotations, and 
financial quotations shall be evaluated; after that, the appropriate recommendations 
shall be taken. 

l. The opened technical and financial quotations shall be maintained at the Technical 
Support Unit until awarding and signing contracts. Then they are duly maintained 
in the special files. 

m. In case of announcement for three successive times and no quotations were 
received, the direct purchase is used upon the approval of the General Director.

n. The Procurement Committee shall be familiar with the full information about 
procurement, particularly the Request for Quotations and quotation documents, 
as well as any other reference information. 

Quotations Evaluation

a. In general, the Association, at the time of evaluating quotations, relies on the 
principle of access to the highest value against cost. The value against cost may 
include prices, costs of the procurement life cycle, costs of transactions in terms 
of acquisition, usage, possession, maintenance, and disposal of goods or services. 
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Moreover, the Association shall consider other cost factors such as alignment with 
usage, quality, service, support, and social and environmental benefits.

b. The evaluation of offered quotations shall be performed by comparison and referring 
to the evaluation methodology and criteria included within the Request for Quotation 
documents by the unit concerned with procurement as well as the limits of the 
placed budget, to identify the quotation which is suitable with these criteria; thus, 
identifying the quotation which has the highest value against cost. The results of the 
technical evaluation shall be filled in a price quotation analysis template. 

c. The success mark of technical quotations shall be specified in the purchase request, 
given that their percentage shall be identified of the final mark, and it shall be 
announced. After technical quotations are evaluated, according to the criteria 
mentioned in the quotation request, technical quotations which have not achieved 
the specified success mark shall be excluded.

d. Evaluation criteria shall not be changed after commencing with evaluation, as this 
may affect the transparency and reliability of the procurement process and the 
principle of justice, equal treatment, and equal opportunities among applicants.

e. The quotation evaluation process shall be terminated before the end of the validity 
period of the presented quotations. In exclusive cases, applicants can be demanded 
to extend the validity period of their quotations.

f. When quotations are open, in case of very complicated procurement or 
procurement of high specificity or procurement which are performed for the first 
time, the Procurement Committee shall recruit an external expert to assist in the 
technical evaluation process.

g. When quotations are open, the competent unit shall be allowed to transfer the 
technical quotation to an external competent technical consultancy entity; local 
or foreign, (legal or juridical person) for studying quotations technically, and 
shall present the appropriate  technical recommendation; with the necessity of 
informing the Financial and Administrative Resources Unit and the Procurement 
Committee thereof in writing.

h. The Procurement Committee shall be eligible to demand any inquiries or 
clarifications on the quotations and documents presented by suppliers and shall 
also inquire about not providing any documents and requesting fulfilling any 
additional documents and certificates for evaluating quotations. 

i. In the case of separate financial and technical quotations, financial quotations are 
opened for suppliers who exceeded the minimum level of evaluating technical 
quotations only. Financial quotations are returned (closed) for suppliers who have 
not exceeded the evaluation of technical quotations.

j. After evaluation of quotations, and in case only one quotation exceeded the 
minimum level of presented technical quotations, and was the only quotation 
which matches the technical conditions; in this case:

ͳ The financial quotation shall be opened directly, and a recommendation 
on awarding the quotation shall be presented, provided that his financial 
quotation shall match the financial conditions within the adopted budget.
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ͳ If the financial quotation is higher than the budget allocation, the Procurement 
Committee shall jointly negotiate with him to reduce the price and present the 
appropriate recommendations to the competent person according to what is 
mentioned in “the table of procurement powers limitations” in this manual. In 
case of not reaching any consensual formula, the following shall be carried out:

• Reducing the number of units 

• Or recommend resorting to the second supplier, given that the technical 
difference between them shall not exceed 5%, provided that the financial 
quotation of the second supplier shall be included within the budget.

k. The Procurement Committee shall be eligible to negotiate concerning the offered 
price and/or suggested scope of work with the supplier of substances, works and 
consultancy services that have met the conditions and requirements and presented 
the best quotations.

Awarding

a. The Procurement Committee shall be responsible for recommending the awarding 
of the applicant who achieved the highest result. The competent person shall be 
responsible for approving the recommendation to become a decision of award.

b. The Technical Support Unit (procurement) shall inform the selected supplier with 
the quotations in writing and apologize in writing (in paper or electronically) for 
other suppliers.

c. The Technical Support Unit shall address the suppliers whose technical quotations 
do not match in case of separate financial and technical quotations in writing (in 
paper or electronically) to receive their financial quotations closed, to provide 
them with their financial tenders closed and the supplier or his representative shall 
sign on acknowledging receipt document indicating that the financial quotation 
has been received closed. 

d. A copy of the awarding decision shall be sent to the unit concerned with 
procurement. Coordination between the unit concerned with procurement and 
the Technical Support Unit for preparing the agreement’s draft after all necessary 
information is received by the unit concerned with procurement. 

e. In case the selected supplier failed to complete the awarding procedures without the 

existence of any justifications, reasons, or force majeure, the Technical Support Unit 
shall perform the following after obtaining the approval of the competent person and 
after coordinating with the director of the competent unit to be excluded from the list 
of standard suppliers and be included in the permanent or temporary list of not-to-deal;

While it is necessary to negotiate with suppliers, contractors, or consultants who 
occupied the second and third ranks in case they match the specifications and 
conditions, and in case negotiations with them fail, quotations and Requests for 
Quotations shall be canceled.

f. In all cases, suppliers, contractors, or consultants participating in the Request for 
Quotations process shall be informed of canceling the Request for Quotations or 
re-requesting for new quotations.
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Agreement Management

a. All procurement processes using the Request for Quotations process require 
managing a contract or an agreement regarding procurement processes that 

exceeded 3 500 NIS or their equivalent

b. B. In case the amount of procurement, including goods or services, is less than 
3,500 NIS, the following shall be carried out:

ͳ If the amount of procurement is less than 1000 NIS, a purchase order (supply 
order) is prepared, and all conditions are set. It can be sent by e-mail, with the 
necessity of providing a copy for the procurement coordinator and Technical 
Support Unit manager.

ͳ In case the amount ranges between 10003,500- NIS, a purchase/supply order 
is prepared and signed by the General Director

c. The awarding and contracting process shall be terminated before the termination 
of the validity period of presented quotations. In exclusive cases, applicants can be 
requested to extend the validity period of their quotations.

d. The competent unit shall provide the legal unit/legal consultant with all information 
and documents required for preparing the agreement. For this purpose, the 
competent unit shall be responsible for communication and coordination with 
the supplier and preparing all necessary documents for preparing and signing the 
agreement with the supplier. 

e. The Technical Support Unit shall be responsible for preparing a draft of the 
agreement or contract with the selected supplier to be presented to the supplier 
for approval and signature. Then it shall be signed by the person authorized by 
signing internally properly. 

f. All parties shall sign on two copies; one of them shall be maintained by the financial 
and administrative unit, and the other copy shall be delivered to the supplier. The 
unit concerned with purchase shall maintain a copy of the contract for implementing 
the necessary follow-ups and procedures.

Agreement Amendment

g. When there is a need to amend any agreement for the provision of services or 
supplying a certain good, an order of agreement amendment shall be prepared to 
include amendment of any clause or condition of the agreement, prices agreement 
or purchase order such as prices, specifications or date of termination, etc.

h. An order to amend each allegation by any of the agreement parties shall be settled 
and agreed-upon

i. The amendment order shall be an integral part of the agreement and shall be 
signed by the authorized persona and the supplier

j. The amendment order shall clarify the nature and scope of other amended acts. 
It shall also clarify the amendment justifications and the value of the original 
agreement, as well as the list of new and old amendments (if they exist) in addition 
to the value of the agreement after amendment. 
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k. There is no common practice in the Manual of Policies and Procedures of Financial 
Resources and Procurement at the Association, as the agreement shall not be 
renewed automatically. However, the agreement is either extended upon an 
amendment order, or a new agreement is concluded by following all procedures 
including Request for Quotations or transfer to the Procurement Committee 
properly. 

5.3.3. Bidding Policy

General Framework

a. A high level of professional ethics shall be maintained in all the procedures of 
presenting, evaluating, and awarding tenders. It is prohibited that any person 
participates in the Procurement Committee in case there is any conflict of interests. 
The General Director and the Head of Technical Support Unitshall take strict 
measures in this regard. Before commencing the committee, the employee shall 
inform the committee of the availability of conflict of interests, and the General 
Director shall take the appropriate decision. 

b. When the tendering package (tender papers) is prepared, it shall be taken into 
consideration that tender papers shall be neat, clear, and numbered, and printing 
shall be good and readable. Formulas shall be free from any linguistic errors and 
also from the duality of meanings and indications.

c. In case tendering envelopes are sold; the following policies shall be completed:

ͳ When tendering envelops are prepared, the accounting unit shall be informed 
of the number of prepared copies to monitor the sale of the number of tender 
copies (in case they are sold) and ensuring that the number of sold copies and 
the number of remaining copies equals the number of copies prepared. 

ͳ The tender papers shall be sealed to avoid illegal participation, and any 
unsealed papers or copies of sealed papers shall be void and illegal.

ͳ The prices of selling tendering packages shall be dealt with as revenues of 
tenders, and the copies shall be sold upon an official receipt voucher. 

d. Invitation to tender shall be announced in newspapers when necessary and upon 
the decision of the Head of Technical Support Unitas follows:

ͳ Suppose the Association paid the announcement costs previously (before 
awarding of tenders). In that case, the amount should be registered as non-
refundable fees (assets), and the amount is closed when the successful 
company receives announcement fees.

ͳ If there was an agreement with newspapers to pay fees later when the tender 
is awarded, then no accounting entry shall be prepared within the Association’s 
records.

ͳ If the Association obtained a deduction from the newspaper regarding the 
specified advertisement fees and received the full amount from the successful 
company, the difference is registered as revenues.

e. The companies participating in the tendering are requested to pay the tendering 
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price in the specified currency to avoid the differences resulting from the change 
of currency exchange rates.

The appropriate guarantees are obtained from the applicant companies.

Preparing Bidding Documents 

a. The competent authority shall prepare the tendering documents within “invitation 
to tender” adopted at the Association in English or Arabic depending on the type 
of goods, required tasks, or consultancy and non-consultancy services. They shall 
be sent to the Technical Support Unit before at least one working week of the 
announcement date. The tendering documents shall contain the following:

ͳ The guidelines for preparing and evaluating quotations requests and where 
applicable:

ͳ The invitations for presenting financial and technical quotations shall be 
separated, closed, and sealed with the Association’s seal. 

ͳ It is necessary to clarify that all documents mentioned in the tendering are 
sealed with the supplier’s seal or hold the header of his company 

ͳ Qualification criteria and conditions shall be clarified and identified 

ͳ The means of communication, including contact information of the person in 
charge of technical and contractual issues, shall be clarified 

ͳ The timetable of tendering, such as date of answering inquiries, date of delivery 
of quotations, as well as date and time of opening quotations (optional), shall 
be clarified 

ͳ The place of delivery of quotations, as well as the name and address of the 
person responsible for receiving them, shall be clarified 

ͳ It is necessary to clarify that the Association shall be eligible to exclude any 
supplier who does not commit to any of the conditions mentioned in the 
Request for Quotations; for example, not presenting warranty if requested in 
the quotation, or not presenting the curriculum vitae if it is a condition.

ͳ It is necessary to clarify the currency adopted in the quotation and the method 
of calculating its equivalent value in other currencies. 

ͳ The validity period of the quotation shall be identified, as it shall not be 
less than 60 days, taking into account the type of substances required to be 
purchased. 

ͳ The tendering shall include a clause allowing the Association to cancel 
tendering without giving any reasons or canceling some clauses, or minimizing 
it to reach the adopted budget or divide it.

ͳ It is significant to clarify that the Association is not obliged to the lowest prices.

ͳ Evaluation criteria that shall be adopted in the evaluation of presented 
quotations shall be clarified in general.

ͳ The language used in the quotation and the language required in the final 
output, especially consultancy services, shall be clarified, and translation shall 
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be an element of cost calculation.

ͳ The payment method adopted by the Association shall be clarified.

ͳ  By referring to the quality and complexity of goods and/or services or the 
required businesses, tender documents shall include an internal document 
representing the procurement requirements as clarified above. These 
documents necessarily include technical specifications, terms of reference, or 
Statement of Work/Scope of Work. 

ͳ Any of the afore-mentioned tender documents shall contain the technical 
information and data of the required goods, businesses, or consultancy and 
non-consultancy services:

• Introduction of the Association

• The purpose and the required scope of work

• Tables of technical quantities and specifications of goods, description of 
required businesses, and description of non-consultancy services

• Required guarantees 

• Contractual conditions.

• Financial conditions.

• Technical conditions.

• The period necessary for supplying goods or implementing businesses 
and providing services.

• Any other appropriate technical issues according to the estimations of 
the competent unit 

Bidding insurance

a. It is not necessary to include the request for tendering insurance within all tenders 
whose value exceeds 20,000 NIS.

b. The decision of either including or excluding this request depends on the Head of 
the Technical Support Unit’s estimation and the recommendation of the General 
Director.

c. It is allowed to request tendering insurance with a bank guarantee depending 
on the estimation of the Technical Support Unit and the unit’s recommendation 
concerned with procurement. The value of insurance shall be specified with a 
deducted amount according to the value of tendering.

d. If the successful bidder fails to complete the awarding procedures, the amount of 
insurance shall be confiscated, and his name shall be included within “the temporary 
blacklist of suppliers,” which is prepared by the Technical Support Unit, especially 
for this purpose. All concerned units and entities shall be informed thereof, and 
his name shall be excluded from the standard list of suppliers and contractors. It is 
prohibited to deal with him in all the concerned units for at least one year of the 
date of opening tenders.
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Delay Penalty:

a. Delay penalty term shall be applied to all agreements and purchase orders whose 
value exceeds 3,500 NIS.

b. The percentage of the penalty shall be no less than 20% of the contract value

Performance Bond

a. A valid and effective bank guarantee shall be requested for the entire contract period 
in addition to the period of guarantee as a guarantee of good implementation in 
the amount of no less than 10% for all contracts and purchase orders whose value 
exceeds 80,000 NIS. This guarantee shall be received by the supplier to whom the 
tender was awarded after he presented the guarantee of participation in tenders in 
the amount of 5% of the tender value as the rest of the applicants 

b. In the case of extending the contract or purchase order, it is necessary to extend the 
validity period of the bank guarantee and modify its value in proportion to modify 
the value of the contract. It shall be valid until the termination of the extension 
period. 

c. performance bonds shall be maintained at the accounting unit in the Technical 
Support Unit 

Biding Modification

a. If necessary, it is important to make changes to the documents of invitation to 
tenders; thus, it is necessary to issue a modification of tender in writing for all 
bidders; provided that this shall be performed within the period specialized for 
presenting tenders if possible, or after receiving tenders; however, it is prohibited 
to make any modifications to the tendering documents after opening tenders.

b. Bidders are requested to include modifications within their tenders; otherwise, 
they will be rejected.

c. Bidders are requested to present modified tenders or state that prices will not be 
affected

d. The modified tenders shall be delivered un a specified closing date and time 

e. It is prohibited to make any amendments on the technical specifications or extend 
the period of presentation or implementation; unless upon the recommendation 
and approval of the entity concerned with procurement and in coordination with 
the Technical Support Unit. 

Bidding Cancelation

a. Tendering shall be canceled upon the recommendation and approval of the unit 
concerned with the procurement of all tenders whose value exceeds 20,001 NIS or 
its equivalent in other currencies.

b. It is necessary to announce the cancellation of tenders, deliveries, or supplies in 
the same manner of announcement.

c. It is significant to inform all bidders or suppliers in case quotations are requested 
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from standard suppliers and bidders; while clarifying for each of them the reasons 
which have led to cancel them and return all un-opened tenders to them.

d. Concerning public tendering, cancellation shall be announced via the same 
newspapers and/or electronic platforms in which the announcement was published 
in their pages.

e. The procurement coordinator shall be informed of canceling tendering and the 
reasons for such cancellation.

f. In case of canceling tendering, any fees or guarantees shall be returned to bidders 
without any delay or postponement 

Receiving Quotations and Opening Tenders

a. The presented quotations shall be received once they are delivered as clarified in 
the bidding conditions

b. Suppliers participating in the tender shall be eligible to modify their presented 
quotations during the period of receiving quotations, provided that this modification 
shall be in writing, and it shall also be presented according to the same conditions 
of presenting quotations mentioned in the Request for Quotations.

c. Suppliers shall be allowed to withdraw their presented quotations under the 
following conditions:

ͳ The withdrawal request shall be submitted in writing to the Technical Support 
Unit, and it shall be sent during the period of receiving quotations. In this case, 
the withdrawn quotation shall be separated from other quotations, and no 
part of it shall be opened during the process of tenders opening. 

Suppose a request for withdrawal of quotations is submitted after the 
termination of the period of receiving quotations. In that case, the request 
shall be rejected, and the quotation shall be opened as if the withdrawal 
request was not submitted. 

If the quotation whose provider desires to withdraw succeeds, it is necessary 
to negotiate with the supplier to agree on supply or non-supply.

ͳ Whether withdrawal is acceptable or not by the Association or was justified, 
it is considered very significant. Therefore, the Head of Technical Support 
Unitshall contact the withdrawn applicant regarding the consequences of 

this future step and the necessity of avoiding turning it into an acceptable 
common practice. 

d. Any delayed quotations shall not be accepted regardless of justifications unless in 
exceptional cases, and only after obtaining the written approval by the Procurement 
Committee.

e. After the period of receiving quotations is terminated. Suppose the number of 
presented quotations is less than three (which is the minimum level). In that case, it is 
necessary to obtain the approval of the authorized person on the recommendation 
of the Procurement Committee concerning the need for 1) extending the Request 
for Quotations period, 2)re-request Request for Quotations, or 3) sufficiency of the 
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presented quotation or two quotations; provided that it is necessary to clarify the 
reason for selecting the third option rather than the first and second options. 

f. The approval of the authorized person shall also be obtained with regards to 
the recommendation of the Procurement Committee concerning the need for 
extending the Request for Quotations period in case this is requested by more than 
one supplier who is concerned with applying for Request for Quotations before 
the termination of the period of receiving quotations, or when applicants present 
several questions and inquiries to indicate the necessity of extension and giving a 
better opportunity for the suppliers who are concerned with providing their best. 

g. The Procurement Committee shall be familiar with the full information on 
procurement, particularly the request for quotation and quotation documents and 
any other reference information. 

h. The Procurement Committee shall open the presented envelopes within a week of the 
deadline for participating in quotations. They shall be opened after at least 1tendays, 
as a maximum, of the deadline for presenting them if any emergencies occur. 

i. In the case of independent technical and financial quotations, technical quotations 
are only opened. Financial quotations are maintained until the decision is made 
regarding the results of technical quotations by the Procurement Committee. 
Therefore, the method of tender opening before the public shall not be adopted 
in this case.

j. The Procurement Committee shall decide on excluding or preserving quotations 
presented by the applicants who are not committed to the application conditions 
when tenders were opened.

k. It is necessary to sign on tender opening by all the committee members

l. The envelopes of financial quotations shall be opened for applicants who passed 
the technical evaluation by the Procurement Committee, and financial quotations 
are evaluated. After that, the appropriate recommendations shall be taken. 

m. The opened technical and financial quotations shall be maintained after being 
opened at the Technical Support Unit until awarding and signing contracts. They 
are duly maintained in the special files. 

 Bid Offers Evaluation

a. When tenders are evaluated, the Association depends on the principle of reaching 
the highest value against cost. Value against cost may include prices, costs of the 
procurement life cycle, costs of transactions, including acquiring, using, possessing, 
maintaining, and disposal of goods or services. Moreover, the Association considers 
other cost factors such as alignment with the purpose of usage, quality, service and 
support, and social and environmental benefits. 

b. The evaluation of presented quotations are performed by comparison and 
reference to the evaluation methodology and standards included in tender 
documents and established by the unit concerned with procurement as well as 
the limits of established budget, to identify the quotation which is consistent with 
these standards; thus, the quotation which has the higher value against cost. 
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c. Evaluation standards shall not be changed after commencing evaluation; this 
influences the transparency and reliability of the procurement process and the 
principle of justice, equal treatment, and equal opportunities among applicants. 

d. The quotation evaluation process shall be finished before the validity period of the 
presented quotations is terminated. In exclusive cases, applicants are required to 
extend the validity period of their quotations. 

e. The Procurement Committee shall ensure that tenders are consistent with the 
bidding documents and conditions by ensuring the following: 

ͳ Envelopes are signed and sealed adequately according to the bidding 
documents 

ͳ Qualification requirements shall be met if they exist

ͳ Presenting required guarantees if they exist 

ͳ Commitment to the conditions mentioned in the bidding documents 

f. Tenders that do not meet any of the qualification conditions or the conditions 
mentioned in bidding documents shall be excluded.

g. Technical quotations which achieved a technical evaluation rate less than the 
specified success rate shall be excluded. Furthermore, any quotation which had not 
presented a warranty for the invitation to bid when it was requested in price offers 
shall be excluded, and also any quotation which does not include curriculum vitae 
in case of a consultancy services request which requires providing the committee 
with curriculum vitae shall also be excluded; which means any quotation which 
lacks any document or requirement which was mentioned as an evaluation tool 
shall be excluded.

h. When quotations are opened, and in case of very complicated or highly private 
procurement or procurement which are carried out for the first time, the Procurement 
Committee shall recruit an external expert to assist in technical evaluation. 

i. The Procurement Committee or the technical committee assigned to this task shall 
verify the degree of commitment to the required technical specifications. Any 
tender inconsistent with the required technical specifications as mentioned in the 
bidding documents shall be excluded. 

When quotations are opened, the competent unit shall transfer the technical 
quotation to a specialized external technical consultancy entity or committee, 
whether local or foreign (legal or personal figure), to study quotations technically 
and present the appropriate technical recommendation. At the same time, it is 
necessary to inform the Technical Support Unit and the Procurement Committee 
thereof in writing. 

j. The Procurement Committee shall be eligible to request any inquiries or clarifications 
concerning the quotations and documents provided by suppliers, and also collect 
any certificates and documents necessary for evaluating quotations; provided that 
it is necessary to request from those who have not provided such certificates and 
documents within the presented quotations to provide them, and they shall be 
given a specific period for providing them.  
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k. In the case of separate technical and financial quotations, the financial quotations 
of suppliers who passed the minimum level of evaluating the technical quotation 
are only opened. The financial quotations shall be returned (closed) to suppliers 
who have not passed the evaluation of technical quotations. 

l. The financial quotations of suppliers who passed the minimum level of evaluating 
the technical quotation only are opened, and financial quotations of suppliers who 
have not passed the evaluation of technical quotations are returned. 

m. After evaluating quotations, and in case only one quotation of the presented 
technical quotations exceeded the minimum level, and it was the sole quotation 
that meets the technical conditions, in this case, it is necessary to:

ͳ Open the financial quotation directly and recommend awarding the quotation 
to him, provided that his financial quotation should be consistent with the 
financial conditions and within the adopted budget.

ͳ Suppose the financial quotation was higher than the budgetary allocations. 
In that case, the Technical Support Unit shall be entitled to negotiate with 
him to reduce the price and submit the appropriate recommendations to the 
authorized person as mentioned in “the table of procurement authorities at 
the association” of this manual.

Awarding 

a. The Procurement Committee shall be responsible for recommending award tenders to 
the bidder who achieved the highest result. In contrast, the authorized person shall be 
in charge of approving the recommendation to be considered as a decision of award.

b. The Technical Support Unit shall inform the successful bidder in writing and 
apologize in writing (by paper or electronically) to other suppliers.

c. The Technical Support Unit shall address suppliers whose technical quotations are 
inconsistent (by paper or electronically) to receive their financial quotations closed. 
The supplier or his representative shall sign on the acknowledgment of receipt 
document, which indicates that the financial quotation was received closed.

d. A copy of the awarding decision shall be sent to the unit concerned with procurement. 
Coordination shall be made between the unit concerned with procurement and the 
Technical Support Unit to prepare the contract draft after all necessary information 
is received by the unit concerned with procurement. 

e. If the selected supplier has not completed the awarding procedures without any 
justifications, or compelling circumstances or reasons, then the Technical Support 
Unit shall be eligible to do the following after obtaining the approval of the 
authorized person and coordinating with the director of the competent unit: 

ͳ Omitting the selected supplier from the standard list of suppliers and including 
him/her in the permanent or temporary list of not-to-deal 

ͳ Confiscating the guarantee of entering into bidding if it exists. 

However, it is necessary to:

ͳ Direct towards the bidders who achieved the second and third ranks if they 
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meet the specifications and conditions so that one can complete the awarding 
procedures. In case the agreement with them did not succeed (including any 
necessary negotiations), the tender shall be canceled. 

ͳ In all cases, suppliers, contractors, or consultants participating in the bidding 
shall be informed if the bidding is canceled or rebidding in case of canceling 
bidding. If there are any fees or warranties, these fees or warranties shall be 
returned to the participants without any delay or postponement. 

Agreement Management

a. All procurement processes using the bidding method require managing an 
agreement or contract in this regard.

b. The awarding and contracting process shall be finished before the validity period 
of presented quotations is terminated. In exclusive cases, it is possible to request 
applicants to extend the validity period of their quotations. 

c. The Technical Support Unit shall be responsible for contacting and coordinating 
with the supplier and presenting all necessary documents to prepare and sign the 
contract with him, in coordination with the legal consultant.

d. The Technical Support Unit shall be responsible for preparing a draft of the 
agreement or contract with the selected supplier, to be presented to the supplier 
for approval and signature, then to sign such draft by the authorized signatories 
internally properly. 

e. All parties shall sign on two original copies; as one of them shall be maintained by 
the Technical Support Unit, while the other copy shall be delivered to the supplier 

Agreement Amendment

a. When there is a need to amend the agreement of service provision or supply 
of a certain good, an order to amend the agreement shall be issued to include 
amendment of any clause or term in the contract or price agreement or purchase 
order such as prices, specification or date of termination…etc.

b. An order to amend each claim issued by any of the agreement parties, and it shall 
be settled and agreed upon.

c. The amendment order shall be considered as an integral part of the agreement, 
and it shall be signed by the authorized person and the supplier 

d. The amendment order shall clarify the type and scope of other tasks amended according 
to the amended cases. It shall also clarify the justifications of the amendment and the 
value of the original agreement, as well as the list of new and old amendments (if they 
exist) in addition to the value of the agreement after amendment. 

e. There is no common practice in the manual of policies and procedures of financial 
resources and procurement at the Association; as the agreement shall not be renewed 
automatically; however, the agreement is either extended upon an amendment order, 
or a new agreement is concluded by following all procedures including Requests for 
Quotations or transfer to the Procurement Committee properly. 
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5.3.4. Auction 
a. All the rules, procedures, and provisions of the afore-mentioned tenders shall apply 

on auction according to the conditions of sale. 

b. The fixed assets and damaged equipment, and items whose market or book value 
exceeds 3,500 NIS shall be presented for auction.  

5.3.5. Procurement from the Sole Supplier or the Optimal Supplier  
a. The sole or optimal supplier may be a local or international supplier from any 

surrounding countries or even from any country in the world. This is defined 
depending on the nature of the procurement process and the place of procurement 

and supply. 

b. The sole or optimal supplier is the sole supplier known at the Association and 
is in charge of supplying items or businesses of certain specifications. Standard 
specifications represent the most prominent factor that decides if the supplier is 
sole or not and the cases in which the supplier is considered an undisputed sole 

supplier. The following cases represent the most prominent cases through which 

the supplier can be defined as a sole or optimal supplier; given that these cases can 
be increased or modified when they arise or occur:

ͳ When the supplier is the sole supplier for supplying goods and for adopting 
the supplier as a sole supplier of the good, it is necessary to have a certificate 
indicating that he is an exclusive agent of goods or the sole supplier of goods 
within the distribution region.

ͳ Suppliers of spare parts used for maintenance and repair purposes shall be 
available particularly for a certain device or machine or to match a specific 
technical design.

ͳ Supplier of goods that are associated with property rights 

ͳ Supplier of items of technical nature such as cars, machines, and their spare 
parts, in addition to computers and electronic devices, etc., as their type and 
specifications are identified within the policies adopted at the Association. 

ͳ Supplier of goods and services which are available by only one supplier or 
contractor

ͳ When the required task of the supplier is an extension of a previous finished 
task, and it is necessary to complete this task with him 

ͳ Supplier of goods and services which are available by only one supplier or 
contractor 

ͳ When the required task of the supplier is an extension of a previously finished 
task, and it is necessary to complete this task with him 

ͳ When it is necessary to do a rapid test, as in emergencies or disasters 

ͳ When the supplier or contractor is the only qualified person for supplying 
goods, implementing tasks, or providing non-consultancy services 

ͳ In certain cases, when the consultant has unique experiences in a certain field, 
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or has a specific specialization certificate, or a license related to providing a 
specific service, certificate, or implementing special tasks 

c. The Procurement Coordinator shall be eligible to directly purchase from the sole 
supplier after obtaining the written approval of the authorized person after being 
adopted as the sole supplier, and also after presenting the recommendation to 
General Director obtaining the approval of the chairman of the internal monitoring 
committee from the Board of Directors; with a full explanation of the case.

d. The competent unit as well as the Procurement Coordinator or any authorized 
person, when any information or knowledge is available with regards to the existence 
of a new, alternative supplier or appropriate for the specification and qualification; 
this information shall be exchanged. The Procurement Coordinator, in this case, 
and cooperation with the competent unit, shall contact this new alternative or 
appropriate supplier in order to include him in the list of standard suppliers.

e. In case any of the new or alternative suppliers qualify the sole supplier, it is necessary 
to use procurement methods depending on the record of qualified suppliers by 
Request for Quotations process or using public tenders’ method, as clarified above. 

5.3.6. Procurement through a Long-term Contract
a. Long Term Agreement is a written agreement signed between the Association as 

the first party and one of the suppliers of a certain good or service (or a group of 
goods and services) that are renewable as the second party.

b. The agreement shall last for a specific period of time; usually one year, two, or three 
years, and it can be renewed for similar periods, for one time by the authorized 
person depending on: i) the level of satisfaction with supply during the first period 
and ii) continuity of need for supply and iii) prices are within the common limits of 
the market.

c. The agreement’s time period shall exclude lease contracts of immovable properties, 
as well as agreements of consultants, included within the Association’s structure 
(for example but are not limited to: financial consultant and legal consultant) as 
they are renewed automatically according to what is mentioned in the agreement, 
as long as there is a need for renting them.

d. since the prices of goods or services are known or can be estimated by the 
procurement unit. There might be minimal limits of the quantities of procurement 
in each case of supply cases which are imposed by the technical aspects of the 
supplier, particularly those associated with the productive capacity, uploading, and 
shipping capacity, the feasibility of production and delivery, or even considering 
access to economies of scale. 

e. The expected conditions and mechanisms of delivery shall be identified within the 
terms of the contract.

f. The company can conclude more than one long-term contract to supply the same 
goods or services simultaneously. The reasons for that include, but are not limited 
to: benefiting from price differentials between suppliers, insurance of supply in 
cases of high demand, the geographical dimension of the supplier, the possibility 
of providing after-sale services, etc.
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Procurement through long-term agreements aims to: 

 i. Increasing the level of continuity in procurement and guaranteeing reliable 
supply sources with competitive prices within rapid periods. Procurement 
via agreements reduces the procedural, logistic and temporal purchase 
requirements; thus, minimizing the procurement costs to become more 
efficient.  

 ii. Rapid supply in emergencies 

 iii. Increasing and benefiting from the relatively increased size of procurement 
(in comparison with other companies or local Associations) for obtaining the 
best value against price/cost.

6. Warehouses and Receiving Items or Services 
a. The Association’s warehouses are used to store “items intended for storage” and 

“items intended for disposal.” This includes books and publications produced by the 
Association, publications not produced by the Association, and books or publications 
donated to the Association for its beneficiaries. 

b. The “items intended for direct consumption,” such as office stationery, consumables, 
and hospitality requirements, shall be stored within the limits of Association’s offices. 

c. Fixed assets procurement is registered directly in the fixed assets record. In contrast, 
warehouses procurement is not registered, and any of the fixed assets shall not be stored 
except for those intended for disposal in the Association’s warehouses – if available.

d. The officer in charge of receipt shall guarantee the implementation of intensive 
and continuous follow-up from the first phase of transferring the supply contract or 
implementation. This shall include relying on the monitoring plan associated with 
implementing service or task, which the supplier provides. The officer in charge of 
receipt shall also refer to the supplier and work with him/her to amend any deviations 
from the agreed-on work, whether this deviation was temporal, quantitative, or even 
qualitative, as an amendment in the first phases of deviation is rapid and practical. 
However, if there was a delay in detecting deviation and requesting to amend it, this will 
negatively affect output quality. It may also influence the future relationship between 
the Association and its suppliers. 

6.1. Receiving Items Intended for Storage 
a. The requisitioner shall be responsible for receiving the items arriving at the warehouses, 

examining them, and ensuring they comply with the purchase request or supply 
order. S/he shall inform the Technical Support Unit to review and verify the received 
quantities. However, if the examination of items requires special technical experience, 
it is necessary to resort to an expert in this field to verify the specifications at the time 
of receipt. 

b. When items are provided in large quantities or a high value, it is necessary to resort to 
an examination committee formed in due course upon direct assignment by the General 
Director and the director of the unit concerned with procurement.C. The recipient or 
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the competent examination committee shall issue a certificate of acknowledgment of 
full final receipt if items completely match the purchase request and the conditions of 
the purchase contract. A certificate of acknowledgment of non-final partial receipt of 
the supplied items can also be issued. The supplier shall be requested to supplement 
shortcomings during a specific period. It is also adequate to sign on the shipment 
annexed to the order to confirm receipt. 

ͳ The recipient or the competent examination committee shall issue a certificate 
of acknowledgment of full final receipt if items completely match the purchase 
request and the conditions of the purchase contract after the period of the 
supplement of shortcomings is terminated. It is also adequate to sign on the 

shipment annexed to the order to confirm receipt. 

ͳ The received items that do not match specifications or of excess quantities, in 
accordance with the purchase request or supply order, shall be maintained in 
a special place to be returned or replaced. The supplier shall be informed of 
that by the Head of Technical Support Unit.

6.2. Receiving the Items Intended for Direct Consumption or Distribution  
a. The receiving items intended for direct consumption or distribution shall be inspected, 

ensuring that they match the purchase request or supply order. 

b. The same points from B to D above shall apply to receiving the items intended for direct 
consumption or distribution.

c. The received items, which do not match specifications or excess quantity according 
to the purchase request or supply order, shall be maintained in a special place to be 
returned or replaced. The supplier shall be informed of that by the deputy of the actual 
user. The accounting unit at the Technical Support Unit shall be informed.  

6.3. Initial and Final Receipt of Implemented Services and Tasks 
a. The director of the competent unit shall be in charge of the initial receipt of implemented 

services and tasks, ensuring that progress is completely consistent with the agreement’s 
provisions.

b. The director of the competent unit, when necessary, shall be eligible to resort to a 
specialised examination committee, which is formed after consultation with the head of 
the Technical Support Unit and the designated external consultant. The committee shall 
ensure that the contractor has implemented the task in accordance with the conditions 
and provisions of the agreement.

c. The director of the competent unit or the examination committee shall be eligible to 
prove non-compliance, if available, using all proving methods s/he deems appropriate.

d. The director of the concerned unit or the competent examination committee shall issue 
a certificate of complete initial receipt if all the conditions mentioned in the agreement 
and its annexes are available. S/he shall issue a certificate of acknowledgment of receipt 
reservedly if the contracting party is requested to supplement some shortcomings 
during a certain period.
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e. After the period of supplementing shortcomings, if applicable, is terminated, and 
after the period of the performance bond is terminated, the requisitioner shall, upon 
the approval of the director of the competent unit, issue a certificate indicating the 
total completion of the agreement. The contracting party shall receive the remaining 
contracting payments and the value of the bank guarantee retained at the Association. 
The certificate of completion of the agreement shall be signed by the entities authorized 
of approval mentioned in the table above, “limitations of procurement authorities at 
the Association.” 

f. If any shortage or damage in the service or implementation was detected after the 
supplier/contractor obtains the completion and admission certificate, which was 
detected during the stipulated guarantee period, then the bank guarantee shall be 
confiscated. If this was insufficient for fixing the damage, then the competent unit shall 
kindly demand amicable compensation or resort to local jurisdiction.



PROCUREMENT AND TENDERS POLICIES AND PROCEDURES Manual 49

7. Procurement and Tenders Procedures Manual

7.1. Procurement  Process Procedures 

ProcedureAuthorized person

1.  Recommend procurement by preparing a purchase order that 
identifies the required items in detail and their quantities or the 
required service, its specifications, and the time limits to offer 
the service.

2. Identify the expected estimated budget of procurement

3. Sign on the purchase request and submit it to the Head of the 
Technical Support Unit

Director of competent unit

4. Review the order and discuss it with the director of the competent 
unit and its administration officer if necessary.

5. Then, ask the accountant to examine the availability of an 
adequate budget

6. If an adequate budget is unavailable, it is necessary to refer to 
the director of the competent unit to modify the quantities or 
services inconsistent with the ceiling of the specified budget.

7. When necessary, and in case of inability to modify the quantities 
or specifications of required services, the association’s General 
Director shall obtain a special exception.

8. If an adequate budget is available, sign the purchase request upon 
initial approval and indicate the optimal method to commence 
the procurement process based on the financial procurement 
category and the table of limits of procurement authorities.

Head of Technical Support 
Unit 

9. If the purchase amount belongs to the direct procurement 
category by roaming, then roaming and negotiation are 
performed with qualified suppliers. An initial agreement shall be 
made with one of the suppliers according to the requirements 

and specifications of procurement after inquiring about prices 
and purchases. 

10. After completing the procurement process, fill in the purchased 
template to document the mechanism used in the procurement. 

11. Obtain the approval of the Head of Technical Support Unit as 
well as the General Director after reviewing the template by 
marking it. 

Director concerned with 
procurement/Procurement 
Coordinator
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12. If the number of procurements requires price quotations, 
coordinate with the Head of Technical Support Unit by preparing 
a request for quotation template and include all the necessary 
specifications clearly and accurately to send templates to suppliers 

13. Communicate with qualified suppliers to send Request for 
Quotations documents 

14. Communication is made with those who participated by e-mail 
to ensure they are qualified.

15. Responses to technical queries of suppliers shall be prepared, 
and responses shall be collective where appropriate.

16. If the number of received quotations are less than three, then 
the authorized person shall be consulted on the continuity, 
extension, or re-Request for Quotations 

17. If the authorized person recommends extending, then suppliers 
shall be informed of extension, then additional quotations shall 
be received 

18. If the recommendation of the authorized person is concerned 
with re-Request for Quotations, suppliers shall be informed to 
cancel the previous Request for Quotations, and they shall be 
re-emailed regarding the new Request for Quotations

19. The procurement and tenders committee will be invited, and 
the technical quotations opening committee will be identified.

20. Quotation shall be opened, and meeting minutes shall be 
prepared along with a summary of received quotations.

21. All documents shall be sent to the technical committees or the 
unit concerned with procurement to identify qualifications in 
terms of the technical aspect. 

22. Delivering the documents and recommendations of the 
technical committees to the Procurement Committee.

Tenders Opening Committee

23. The committee shall analyze the technical quotations presented 
using the analysis of the technical quotations template. The 
committee shall select the appropriate supplier and sign the 
price analysis template properly (all entities mentioned in the 
table of limits regarding procurement authorities shall approve 
thereon).

24. When necessary, an external technical entity shall be identified 
and consulted for professionally studying the technical 
quotations. Their results shall be submitted abstractly and 
neutrally. 

25. After arranging suppliers who exceeded the result of technical 
evaluation, financial quotations shall be opened and reviewed 
with the procurement and tenders committee. It is necessary to 
recommend awarding.

Procurement Committee



PROCUREMENT AND TENDERS POLICIES AND PROCEDURES Manual 51

26. Upon the recommendation of the authorized person, when 
necessary, the supplier who achieved the first rank in the 
evaluation of the technical and financial quotations shall be 
negotiated with. It is also necessary to prepare recommendations.

27. The decision shall be made with regards to awarding 
procurement to the selected supplier 

28. The Procurement Coordinator shall inform the selected supplier 
of the awarding decision

29. In case of accepting the selected supplier, the contract/
agreement shall be duly prepared and signed by the contracting 
parties (the original is sent to the supplier, and the remaining 
three copies are sent to the accounting unit). Photocopies of 
quotations templates and price analysis are annexed, and also 
to the unit concerned with procurement, and a copy shall 
remain at procurement record/unit.

30. If the selected supplier rejects to proceed in the procurement 
process, the second supplier and then the third supplier shall be 
contacted for the same purpose.

31. In case of an initial agreement, it is necessary to return to the 
previous step to prepare and sign the agreement

32. In case the second and third suppliers are rejected to proceed 
in the procurement process, the recommendation of the 
authorized person shall be obtained either to cancel or re- 
solicit later. 

33. All procurement process documents shall be duly documented.

Procurement Coordinator in 
coordination with the Head of 
Technical Support Unit

34. The director follows-up the supplier and revises the provided 
services or the receipt of procurement, and ensures that the 
supplied items comply with the purchase request. The receipt 
template shall be signed as a proof of receiving procurement 
(revise the procedures of receiving items and providing services 
below for more details).

35. The invoice, annexed to the certificate of source deduction and 
receipt report, shall be sent to the accounting unit. 

Director of competent unit or 
deputy 

36.  Extract a copy of the available purchase order 

37. Examine the invoice and ensure that it complies with the 
purchase request, Also ensure the following:

ͳ Addition and subtraction in the invoice 

ͳ Validity of source deduction certificate

ͳ The availability of the name and authorized dealer number in the 
invoice

ͳ The presented invoice is an original and not a copy 

ͳ The presented invoice complies with the purchase request  

ͳ The prices appearing in the invoice match the price quotation

Accountant
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ͳ The presented invoice holds the name of the Association 

ͳ Procurement was informed by the supplier to whom the 
procurement process was assigned.  

38. Prepare a computerized entry voucher to record procurement 
and maintain this voucher, as it shall not be transferred. The 
entry voucher is a voucher of receivables; as the debtor is 
expenses (depending on their type) and the creditor is the 
payables of the supplier. 

39. Review the maintained entry voucher and transaction 
documents. Then, transfer the entry voucher, which must 
be signed by the accountant who prepared it, given that all 
documents shall be annexed with a copy of the entry voucher. 
The transaction shall be maintained in the file of invoices 
prepared for payment.

The Head of Technical Support 
Unit or his/her deputy

40. Maintain the original copy of the entry voucher in entry vouchers 
file 

Accountant

Required templates and documents: 

ͳ Internal purchase order “previously numbered” 

ͳ Request for technical quotation and/or price quotation 

ͳ Purchase order/purchase contract

ͳ Quotation’s analysis template

ͳ Documenting procurement by roaming template

ͳ List of invoices to be paid 
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7.2. Tenders Procedures
 

Procedure Authorized person 

1. Recommend procurement by preparing a request for 
providing services or supplying items. This quotation shall 
identify the necessary items in detail and their quantities 
or scope of work, the full technical specifications, and time 
limits to present them. The project and financer, along with 
the template of awarding the contract, shall be identified.

2. Identify the expected estimated budget of procurement.

3. Sign on the purchase request and sent it to the 
Technical Support Unit.

Director of competent unit

4. Revise the request and discuss it with the director of the 
competent unit and the General Director to verify that the 
technical specifications and pricing method are appropriate.

5. Then, request from the accounting unit to examine the 
availability of adequate budget, ensure the safety of financial 
conditions, and also ensure the safety of historically dealing 
with the companies qualified for contracting 

6. Ensuring the safety of legal conditions of contracts 

7. If an adequate budget is unavailable, then it is necessary to 
refer to the director of the competent unit for modifying 
quantities or services or obtaining a special exclusion by the 
association’s authorized person.

8. If an adequate budget is available, sign on the purchase 
request by initial approval indicating the commencement of 
the procurement process through bidding.

Head of Technical Support Unit or 
his/her deputy 

9. Prepare the standard tendering package depending on the 

previous procedural steps and their results.

10. Disseminate the announcement for tendering in a local 
newspaper at least for one day until the termination of the 
period allocated for receiving tenders which shall be no 
less than ten calendar days.

11. When there is a need for quotations from non-local 
participants from outside Palestine, it is necessary to 
search for the most significant participants. They are 
directly contacted regarding the request for bidding. 

12. It is also possible to disseminate the request for tender 
on websites or local and international newspapers and 
journals that are specialized in facilitating the service of 
Request for Quotations and tenders until the termination 
of the period allocated to receiving tender envelopes; 
provided that it shall not be less than two weeks.

Procurement Coordinator in 
cooperation with the Head of the 
Technical Support Unit



REFORM54

13. Receiving three quotations from accredited suppliers 
(qualified according to the record) through the 
procurement unit or other qualified persons.

14. It is necessary to template a committee (Tender Opening 
Committee), then award, and it is possible to template a 
technical committee if necessary.

Only in the case of the availability of a decision concerning 
selling tenders’ packages:

15. Examine the certificate of practice for the applicant 
company to ensure its validity and the non-validity of an 
order for deprivation against the company. 

16. After ensuring the validity of the certificate and qualification 
of the applicant company, receiving the fees of selling 
tender papers and issuing a computerized receipt voucher. 
The original shall be given to the payer, and the copy shall 
be kept in the receipt vouchers file. 

Important Note: it is necessary to mention the name and 
number of tenders in the receipt voucher description to avoid 
any ambiguity, especially when there is more than one tender 
at the same time.

Accountant

Only in the case where there is a decision to sell tenders 
packages:

17. Deliver the tender envelope to the representative of 
the participating company after ensuring the availability 
of the official receipt voucher with such representative 
and ensuring the availability of the name and number of 
tenders in the receipt voucher.

18. Register the name of the participating company, the 
number of receipt vouchers, and the date of delivery of 
the envelope in the list of participants in the tender. The 
recipient shall be required to write his/her name and sign in 
the specified place as evidence of receiving tender papers.

Accountant

Only if there is a decision to sell tenders packages:

19. After the termination of the period of selling specific 
tender papers, request from the accountant to deliver 
unsold envelopes and a copy of the participants’ list.

20. Ensure that the total of sold and unsold envelopes equals 
the number of prepared envelopes. In case there are any 
differences, it is necessary to explain.

21. Ensure that the numbers of receipt vouchers and their 
amounts mentioned in the list of participants in the tender 
are true by referring to the accounting program.

22. Coordinate with the accountant concerning the disposal of 
the remaining envelopes (damaging or maintaining them 
if there is a possibility for re-bidding.)

Head of Technical Support Unitor 
his deputy 



PROCUREMENT AND TENDERS POLICIES AND PROCEDURES Manual 55

 Only if there is a decision to sell tenders packages:

23. When representatives of participating companies attend to 
deliver tenders, examine the envelope (tender) and ensure 
that it is well closed. Then seal the envelope (tender) with 
a special seal, identifying the date and time of receiving 
the envelope (tender) and sign next to the seal.

24. Request from the participating company’s representative 
to place the envelope (tender) by himself/herself in the 
closed tender’s file, if available. 

Accountant

25. When the period of delivering tenders is terminated, 
tenders are collected either from the place where they are 
maintained by the Head of Technical Support Unit in the 
presence of all committee members.

26. The committee members shall sign and write the date on 
all envelopes 

27. Envelopes are numbered in the template of a fraction, as the 
numerator represents the number given to the envelope 
and the denominator represents the number of envelopes. 

28. Envelopes (tenders) shall be opened one by one, and the 
contents of each envelope (tender) shall be numbered in 
the same previous way

29. The meeting minutes of when tenders are opened shall be 
filled; and it shall contain the following information: 

ͳ Number and name of tender

ͳ Name of project and financer “if applicable.”

ͳ Date and time of tender opening 

ͳ Names of members of tenders committee

ͳ Names of companies participating in the tender and 
the provided amounts 

ͳ Remarks field 

ͳ Committee’s decision (or decision of transferring tender 
to a competent committee)

ͳ Time and date of closing minutes 

ͳ Signatures of committee members 

30. The data of all participating companies shall be filled 
including the violating companies, meeting minutes of 
when tenders are opened

31. The violating companies are excluded if:

ͳ The presented quotation does not include the required 
guarantees 

ͳ The presented quotation is unclear or includes any 
omission, scratch, or change in numbers 

ͳ If the quotation violates conditions.

Tender Opening Committee  
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32. The committee shall analyze the presented technical 
quotations using the analyzing technical quotations 
template; as the committee shall select the appropriate 
supplier and sign the price analysis template accordingly 
(approval is obtained from all ratification authorities 
mentioned in the table of limits of procurement authorities)

33. When necessary, an external technical entity is identified 
and consulted to study technical quotations professionally, 
and their results are presented abstractly and neutrally. 

34. After arranging suppliers who passed the result of technical 
evaluation, financial quotations are opened and reviewed 
while holding the procurement and tenders committee, 
and awarding is recommended. 

35. Upon the recommendation of the authorized person, when 
necessary, negotiation is made with the supplier, who 
achieved the first rank in evaluating technical and financial 
quotations and coming out with recommendations.

36. The decision is made to award purchase to the selected 

supplier

Procurement Committee 

37. The Procurement Coordinator shall inform the selected 
supplier of the awarding decision 

38. In case the selected supplier accepts, the contract/
agreement shall be prepared and signed by the contracting 
parties properly (as the original copy shall be sent to the 
supplier and the remaining three copies shall be sent to 
the accounting unit (annexed with photocopies of the 
templates of quotations and price analysis), and also to 
the unit concerned with procurement. A copy shall be 
maintained in the procurement record /unit). 

39. If the selected supplier rejects to proceed in the 
procurement process, it is necessary to communicate with 
the second and the third supplier for the same purpose.

40. In case of the preliminary agreement, it is necessary to return 
to the previous step to prepare and design the agreement 

41. If the second and third suppliers reject to proceed in 
the procurement process, then it is necessary to obtain 
the recommendation of the authorized person to cancel 
Request for Quotations or re-Request for Quotations later

42. All the documents of the procurement process shall be 
documented properly 

Procurement Coordinator in 
cooperation with the Head of 
Technical Support Unit

43. Follows up with the supplier, reviews the services provided 
or the procurement receipt, and ensures that the supplied 
items match the purchase request. The receipt shall be 
signed as proof of the receipt of procurement (review the 
procedures of receipt of items and provision of services 
below for more details).

Director of competent unit or his/
her deputy
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44. The invoice is annexed to which the source deduction 
certificate and the receipt report shall be sent to the 
accounting unit. 

45. Extract a copy of the purchase request available for the 
accountant

46. Inspect the invoice and match it with the purchase request 
and also ensure the following: 

ͳ Addition and subtraction in the invoice

ͳ The validity of source deduction certificate

ͳ The availability of the name and number of licensed 
operators in the invoice

ͳ The provided invoice is an original, not a copy 

ͳ The provided invoice matches the purchase request  

ͳ The prices mentioned in the invoice match the price 
quotation

ͳ The provided invoice contains the name of the 
association 

ͳ Procurement was performed by the supplier to whom 
the procurement process was assigned 

47. Prepare a computerized entry voucher to record 
procurement and maintain this voucher as it shall not be 
transferred. The entry voucher is a voucher of receivables, 
as the debtor is expenses (depending on their type) and 
the creditor is the payables of the supplier.

Accountant

48. Review the maintained entry voucher and transaction 
documents, then transfer the entry and sign it by the 
accountant who prepared the entry, given that all 
documents shall be annexed to a copy of the entry voucher. 
The transactions shall be maintained in the file of invoices 
prepared for payment. 

The Head of Technical Support Unit 
or his/her deputy 

49. Maintain the original copy of the entry voucher in the file 
of entry vouchers 

Accountant

Required templates and documents:

- An internal purchase order “pre-numbered”

- A request for technical quotation and/or price quotation 

- Purchase order/purchase contract 

- Proposal’s analysis template

- Documenting procurement by roaming template

- List of invoices to be paid 
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7.3. Procedures of Following-up, Monitoring and Evaluating 
Performance, Dispute Settlement and Conclusion of Contract 

The table below shows the details of implementing the procedures of contract management 
from the moment of signing the original contract and until the conclusion of the contract, moving 
through the possibility of dispute settlement and the need for extending or modifying the contract. 

ProcedureAuthorized Person 

1. Reach an agreement with the supplier after implementing 
the procedures of procurement and contracting.

2. There is continuous communication with the supplier to 
follow-up implementation

3. Implement several observations of the level of progress in 
performance and document them 

4. Make comparisons between the observations of monitoring 
the level of progress with those included within the 
conditions, and evaluate the quantity and quality of progress 
and compare them with the contracting conditions 

Director of competent unit 

5. In case no shortcomings or detractions of the plan were 
monitored, then proceed in monitoring, evaluation, and 
documentation until delivery. 

6. In case of the safety of the results of monitoring and 
evaluation, the process of receiving procurement or service 
shall be arranged properly. 

7. In case there are any documents that have been agreed 
to be retrieved or any equipment or items which have not 
been used or consumed by the supplier, then they shall be 
returned to the company. This shall be documented. 

Director of competent unit 
in follow-up with the Head of 
Technical Support Unit

8. Any financial belongings, such as compensations, 
guarantees, or penalties shall be settled.

9. The legal aspects shall be reviewed, and the contract shall 
be free from any demands or claims. It is also necessary to 
obtain internal signatures and the signature of the supplier.

Financial Unit 

10. Formulate, review and adopt the report on evaluating 
the performance of suppliers as well as the safety of 
procurement specifications in comparison with the 
contractual conditions and standards of procurement.

Director of unit concerned with 
following-up with the Financial 

and    Administrative Officer

11. If the results of monitoring and evaluation indicated 
the unsafety of implementation or the availability of 
shortcomings that threaten the lack of access to the 

contractual right:

12. The supplier shall be directly contacted, and one or more of the 
remedial techniques adopted in this manual shall be applied.

Director of unit concerned with 
following-up

Then the Head of Technical 
Support Unit with following-
up and consultation with the 
legal consultant and director of 

competent unit
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13. All communications, follow-ups, agreements, and 
settlements or lack of agreement shall be documented in a 
highly professional manner 

14. If the efforts of dispute settlement have not succeeded and 
remedial actions have not been applied, the contract with 
the current supplier shall be canceled. 

Director of competent unit, Head 
of Technical Support Unit and 
General Director 

15. In case it is insufficient to cancel the contract, or if canceling 
the contract will cause financial and legal consequences, 
then it is necessary to resort to jurisdiction upon the 
procedures and steps determined by the legal consultant 
(outside attorney), in coordination with General Director 
and all entities concerned with procurement. 

Head of Technical Support 
Unit General Director and all 
authorities concerned with 
procurement 

16. All documents of the procurement process and the results 
of evaluations and settlements shall be filed duly in 
accordance with this manual 

Head of Technical Support Unit

7.4. Procedures of Extending or Modifying Contract 

Procedure Authorized Person

1. When the amendment or extension request is received or 
when the evaluation results indicate a need for extension or 
evaluation, inform the Head of Technical Support Unit

Director of competent unit 

2. Review all follow-up, monitoring, and evaluation documents 
to ensure that performance until the need for extension or 
renewal is satisfactory. 

Head of Technical Support Unit

3. Review all documents of follow-up, monitoring, and 
evaluation with the unit concerned with procurement and 
the supplier directly to ensure that the amendment is made 
in the financial aspects, prices are still competitive and 
there is no need to rebid competitive tenders 

Procurement Committee 

4. Discuss all amendment or extension terms with the supplier 
directly. They are agreed upon initially while informing the 
supplier that they will not be valid unless included in the 
amendment agreement and approved properly. 

Procurement Coordinator in 
cooperation with the director of 
competent unit

5. Prepare the amendment or extension agreement as duly 
accredited while indicating the clauses in the original 
agreement, which will be canceled or amended pursuant to 
the new agreement.

6. Present the draft to the Technical Support Unit for revision. 

Director of competent unit 
in coordination with the 
Procurement Coordinator

7. Revise the agreement financially and ensure the availability 
of    budget for extension or amendment and if it is necessary 
to make any amendments on warranties or fine clauses 

The Head of Technical Support 
Unit in cooperation with the 
accountant 
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8. Ensure obtaining the required signatures on the agreement 
by the authorized signatory internally and the authorized 
signatory on behalf of the supplier 

The Head of the Technical Support 
Unit

9. If implementation or supply was not completed and 
modified, or extended, it is necessary to continue in 
monitoring, evaluation, and documentation until delivery

Director of unit concerned with 
follow-up with the Head of 
Technical Support Unit

7.5. Procedures of receiving items and providing services 

ProcedureAuthorized Person

1. In the case of the availability of items, services, or tasks 
ready for delivery, contact the Head of the Technical 
Support Unit of the Association to inform him/her of the 
date and method of delivery.

Item’s supplier/service provider

2. It is necessary to be present at warehouses, the agreed-
on place, the Association’s office or the place of service 
provision to receive the items. 

3. Examine items or services and ensure that they comply 
with the purchase request or the terms of the service 
contract.

4. If necessary, request informing an examination committee. 

Director of unit concerned with 
procurement 

5. It is necessary to ensure that the contractor has completed 
the implementation of procurement according to the 
agreed-on conditions mentioned in the supply or provision 
contract 

Examination committee (if 
requested)

6. In case of non-compliance with the conditions, the 
contractor must supplement shortcomings in services, 
workers, or items agreed on during a specified period.

7. A certificate of acknowledgment of final complete receipt 
shall be issued in case of total compliance with the 
purchase request and conditions of the purchase contract 
and after the termination of supplementing shortcomings 
period and ensuring conforming with the conditions.

8. In case of services and tasks achieved completely, the 
special entities concerned with approval shall sign the 
certificate of acknowledgment.

9. A copy of the certificate of acknowledgment of final receipt 
shall be sent to the accounting unit to commence or 
complete final payment procedures 

Director of unit concerned 
with procurement/examination 
committee

Necessary templates and documents:

ͳ - A certificate of acknowledgment of receipt
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7.6. Payment procedures in exchange of procurement 

ProcedureAuthorized person 

1. Coordinate with the accountant to identify the payable 
payments by entering the suppliers’ balance sheet and 
detect entry vouchers to be paid. At the same time, it is 
necessary to ensure an adequate balance at the bank.

2. Ask the accountant to extract the transactions which shall 
be paid.

Financial & Administrative Officer

3. Extract the payable transactions according to the numbers 
of entry vouchers upon which expenses and procurement 
are recorded.

4. Prepare a list including the names of suppliers and the 

amounts to be paid for each of them.

Accountant

5. Review the list and ensure that the accountant has prepared 
it properly and that the extracted payment vouchers are the 
same as those agreed on. Then, sign the list, return it with 
the transactions and send them to the accountant.

Financial & Administrative Officer 
or his deputy 

6. Prepare a computerized payment voucher for each payment, 
as the debit shall be the supplier and the credit shall be the 
bank. Then, file the voucher. 

7. Prepare the required cheque. 

Accountant

8. Review the data of the filed payment voucher and the 
cheque. Then, transfer the payment vouchers and sign them.

9. The cheque is attached with the payment voucher and the 
rest of the documents. They shall be sent to the authorized 
signatories.

Head of Technical Support Unit or 
his/her deputy

10. They shall ensure the availability of the signature of the 
Head of Technical Support Unit on payment vouchers 

11. They shall rapidly review the supporting documents, then 
sign the cheques.

12. The transaction shall be returned to the accountant.

Authorized signatories 

13. Deliver the cheque to the beneficiary in exchange for a 
receipt voucher, or make the recipient sign the payment 
voucher 

14. Seal all transaction papers with the “sealed” stamp. 

15. File the transaction in the payment vouchers file.

Accountant
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Templates and documents which shall be available and confirmed before payment: 

ͳ Purchase order, request for quotations, request for a contract of service provision or supply 
of items 

ͳ Purchase order/supply order

ͳ Analysis of quotations template

ͳ Document procurement by roaming template

ͳ Certificate of acknowledgement of receipt

ͳ List of invoices, which shall be paid 
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8. Work Templates of Procurementand Tenders 
Policies and Procedures
8.1. Procurement Annual Planning Template 

 Identifying Procurement Needs Template

 Unit:
Date:

Unit Director: 

Are the 
potential 
suppliers 

included within 

the list of 

suppliers who 

have been dealt 
with previously?

Estimating dates 
of purchase 

orders and 

presenting 
documents, 

as well as 

evaluation, 
awarding and 

receipt 

Procurement 

method 

depending on 

cost limitations 
and type of 

procurement 

Estimated 
expected value 
of procurement 

cost and source 

of obtaining 
estimated cost 

Detailed 
description 
of need and 

identifying type 
of procurement 

(fixed assets, 
items, 

businesses, 
services)

Name of 

item or 

service 
#Month 

1January
2

3

4

5

6

7

8

Monthly 
Total

1February 
2

3

4

5

6

7

8

Monthly 
Total

.

October
    November 

December 

[Signature of concerned officer][ Signature of Head of the Technical Support Unit]
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8.2. Registering and Qualifying Suppliers’ Templates

Record of Qualified Suppliers

Technical Support UnitUnit: 

Date of Update: 
Head of Technical Support 

UnitOfficer:

  Procurement topic:
Job TitleName

Record was reviewed and updated in 
cooperation with:

Date of 
Approval

Qualification 
documents 

 Details of 
supplier’s 
address

Representative 
of supplier/

company 

Name of Supplier/
Company & its 

code according to 
system

Supplier/
company No.

 [Signature of Head of the Technical Support Unit]/date 

Annexes: Criteria and conditions of the supplier’s qualifications on the procurement topic itself  

Copies provided by the Technical Support Unit to the relevant units 



PROCUREMENT AND TENDERS POLICIES AND PROCEDURES Manual 65

List of Standard Suppliers

 Technical Support Unit Unit:Date of 
Update: Head of Technical Support UnitOfficer:  

 Procurement topic:
Job TitleName

List was reviewed and updated 
in cooperation with:

Date of 
standard 
approval

Reasons of standard approval Date of qualification 
within the recordSupplier No.

 [Signature of Head of the Technical Support Unit]/date [Signature of General Director]/date

Note: The number of qualified suppliers is unlimited

Suppliers Blacklist (Not-to-deal-with)

Technical Support UnitUnit:
Date of update:

Head of Technical Support UnitOfficer:

 Procurement topic:
Job TitleNameRecord was reviewed and 

updated in cooperation with:

Special 
RemarksProcedure takenDate of 

violation

Violation 
and 

Competent 
unit 

 Date of 
qualification 
within the 

record

Supplier No.

 [Signature of Head of the Technical Support Unit]/
date

 [Signature of General Director]/date

Annexes: documents proving the violation 
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8.3. Internal Purchase Request Template Directed to the Technical 
Support Unit 

Date:

From: Name of 
employee

To: Head of Technical 
Support Unit

Name of project and 
donor

Justification for 
procurement

No. Item Unit No. of 
units 

Price of 
unit

Budget item

Total----------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------

Signature of employee

Approval of Operations Officer

Recommendation of Head of the Technical 
Support Unit

Procurement method

(  ) Direct               (  ) Request for quotation           
(  ) Bid

Approval of General Director 

Annexes:

1. A copy of General Director’s approval on procurement 

2. A copy of terms of reference of Request for Quotations or bid including the detailed scope of 
work
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8.4. Documenting Direct Purchase (Roaming) Template

Documenting Direct Purchase (Roaming)

Unit:___ /  ___ /  ____ Starting date of 
direct purchase:

Name of person documenting 
procurement:___ /  ___ /  ____Ending date of 

direct purchase:

Greetings, 

The table below shows a documentation of Direct purchase process no. ____________ of items/
services/implementing the tasks described below:

Description 

Prices for the following suppliers are clarified below:

 RemarksPriceSupplier

First supplier:

Second supplier:

Third supplier:

I purchased from (name of supplier) due to 
_______________________________________________________________________________

_________________________________

_______________________________________________________________________________

_________________________________

_______________________________________________________________________________

__________________________________

Signatures
Name and signature of director of unit concerned with procurement

Date:
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8.5. External Direct Purchase Request (Roaming) Template

External Direct Purchase Request (Roaming) 

Name of Supplier:Purchase 

Order No.: Address of Supplier:

Greetings,

We kindly request providing us with the substances/items/devices/services/implementing the tasks 
as shown below, in accordance with the price quotation presented to us by you on /____/_____. 
Please provide us with the original tax invoice (or clearance) as well as the Source Deduction Certifi-

cate of when each payment is due: 

Description

Total 

Price 

Price per unit

Quantity UnitSpecificationsProcurement No.

Total aggregate before tax in currency __________________________________________

_______________________________

Total aggregate after tax in currency ____________________________________________
_______________________________

Date of delivery  Place and method of delivery

Signatures 
Name and signature of Procurement Coordinator 

Date:

Attachments:

1. Detailed specifications of procurement as mentioned in the description of procurement requirements 
and request for quotations; as they are considered as an integral part of the purchase request.

2. Price quotation if it is written, or mentioning the price in case the price is orally agreed-on.

3. The agreed-on method of payment 

4. Contract (if available)
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8.6. Record of Received Quotations Template

Record Of Received Quotations

_____/_____/________Final date of receipt: Tender No.:

______/______ am/pm Last hour of receipt:  Subject of 
tender:

SignatureE-mail Telephone/
mobile No.

Name of 
company’s 

representative

Status of 
received price 

quotation

Receipt 
TimeName of 

company

Signature of Head of Technical Support Unit 
Name and signature 

of Head of Technical 
Support Unit

Date:
Time:

Note: Quotations shall not be received if they are not closed and separated, according to the 
conditions of request for quotations
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8.7. Meeting Minutes of Tender Opening Committee (RFQs/Bidding) 
Template

Minutes Of Meeting of Tender Opening Committee (RFQs/Bidding)

____/_____/_______Date of tender 
opening:

Tender No.:
Tender Subject:

NoYes  Type of tender 
Request for Quotations of compiled 
financial and technical quotations
Request for Quotations of separated 
financial and technical quotations

Separated technical and financial bids 

Extended RebiddingOpened for 
the first time

Status of 
tender

Competent unit

RemarksValue of 
guarantee

Due 
date of 

guarantee

In case of complied technical and financial quotations

Date of 
guarantee

Guarantee 
No.

Name of 
bank

Type of 
guaranteeNeed Name of 

supplierNo.

Number of participant suppliers only:

 Remarks and recommendations of tender opening committee:
________________________________________________________________________________

____________________________________

________________________________________________________________________________

____________________________________

Time:          from day:      corresponding to:                           , tenders box was opened. It included the 
afore-mentioned quotations, which was opened by the tender opening committee in the presence 
of all its members whose signatures appear below.

Signatures 
Name and signature of 

committee chairman
Name & signature of second 
member

Name & signature of first 
member
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8.8. Report of Evaluating Results of Technical Offers Template

Report of Evaluating Results of Technical Offers

______/______/___________
Date of 
opening 
tenders:

Tender No.:

Tender subject:

 NoYes Type of Tender
Request for combined technical and financial quotations
Request for separate technical and financial quotations
Separate technical and financial tenders 

Extension 
Re-

requesting 
Opened for 

first timeStatus of tender

Competent unit 

Results of evaluating all members of technical evaluation committee: 
Supplier 

“E”
Supplier 

“D”
Supplier 

“C”
Supplier 

“B”
Supplier 

“A”
Criterion according to 

procurement requirements
[Criterion is written and 
simply explained here]1

[Criterion is written and 
simply explained here]2

[Criterion is written and 
simply explained here]3

[Criterion is written and 
simply explained here]4

[Criterion is written and 
simply explained here]5

[Criterion is written and 
simply explained here]6

[Criterion is written and 
simply explained here]7

[Criterion is written and 
simply explained here]8

[Criterion is written and 
simply explained here]9

[Criterion is written and 
simply explained here]10

Cumulative Final Result:
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Note: If evaluation is performed for more than (5) suppliers, additional columns shall be added to the 
left of each evaluation table. 

Remarks and recommendations of technical evaluation committee 
_________________________________________________________________________________

___________________________________

_________________________________________________________________________________

___________________________________

_________________________________________________________________________________

___________________________________

_________________________________________________________________________________

___________________________________

_________________________________________________________________________________

___________________________________

 

We, the technical evaluation committee members whose names and signatures appear below, 
acknowledge that we have implemented our evaluation by referring to pre-approved evaluation 
criteria without any changes. We also acknowledge that we did our best professionally and neutrally. 
We have considered the necessities of equal opportunities for all applicants. We have not decided 
arbitrarily or based on previous information or perspectives; accordingly, we have signed thereon. 

Signatures
Name & signature of Chairman of 
committee

Name & signature of second 
member

Name & signature of first 
member 

Date:Date:Date:

Annexes:

1. Request for Quotation document or tender document, which includes the evaluation criteria 
and detailed procurement requirements 2. Results of evaluating external consultant, if available 3. 
Minutes of Tender Opening Committee   4. All separate technical quotations or combined technical 
and financial quotations 
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8.9. Evaluating Results of Price Offers and Recommendation of 
Awarding Template

Price Analysis Template

Date: …/…/…   

To: ……………………………………………….. General 
Director

From: ………………………………………. Procurement 
Coordinator 

Project:  Subject: 

With reference to the afore-mentioned subject, and upon the request of colleague for request for 
quotations…………………………………, quotations were requested from ……………………………..companies, 
and received from …………………………., according to the following: 

Companies which presented their price quotations:
1. 
2. 
3. 

Companies which did not present their quotations or apologized for presenting them:

First: Opening minutes 

 The committee, which consists of the following members, has opened price quotations:

1. …………………………….: chairman

2. …………………………….. : member

3. …………………………….. : member

Day:  __________________  Date: ____________________ Hour:___________________

Second: Criteria

The committee has established the following criteria for the evaluation of quotations according 
to the following:
1. 
2. 
3. 

Third: Remarks of initial committee members, if available:
____________________ ____________________ ____________________ __________________

____________________ ____________________ ____________________ __________________

Fourth: Table of quotations 

Company ( )Company  ( )Company ( )Item

1.
2.
3.
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Fifth: Table of Quotations Evaluation 

Company no. (  )Company no. (  )Company no. (  ) Marks Criteria

100%Total marks

�9 Remarks of the final committee’s members regarding the presented quotations 
____________________ ____________________ ____________________ __________________

____________________ ____________________ ____________________ __________________

____________________ ____________________ ____________________ __________________

The minutes were terminated and closed, on this day: ________________, date: _____________

Time: ______________________

Six: Recommendations of the committee:

SignatureRecommendation Name

For your decision, with respect: ___________________________________________________

General Director

Signature

Date: 

Annexes:  1. Request for Quotation document or tender document, which include evaluation cri-
teria and detailed procurement requirements. 2. Results of external consultant evaluation, if avail-
able 3. Minutes of Tender Opening Committee   4. Results of technical evaluation 5. All separate 
technical quotations or combined technical and financial quotations 
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8.10. Acknowledgment Bond of Receiving Price Offers in a Sealed 
Envelope Template

Acknowledgment Bond of Receiving Price Offers in a Sealed Envelope

Tender No.:

Tender subject:

Competent unit:

Text of Acknowledgment

In my professional capacity, I declare that I have received, on behalf of ________________________ 
company, the financial quotation envelope presented to the Palestinian Association 
for Empowerment and Local Development— REFORM, a Request for Quotation in a sealed envelope 
or within the afore-mentioned bid. I inspected the envelope, and it appeared that it was still closed 
and sealed with the company’s seal on __/___/___, and it was not opened.  

Signatures 

Name and signature of 

envelope recipient 

Date:
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8.11. Acknowledgment of Receiving Items Intended for Direct 
Consumption or Distribution Template

Acknowledgment of Receiving Items Intended for Direct Consumption or Distribution 

Purchase order/purchase 
contract No.:
 Subject of tender:
Competent unit:

According to he purchase request /contract no. (       ) dated ____/____/________ or the supply letter no. (     
) dated ____/____/________, I/we, the undersigned, has/have on ____/____/________ received the items 
mentioned in the table below from the supplier (Mr./Messrs.):
_______________________________________________________________________________________

____, via invoice no. (                  ).

Remarks Unit
price

 Quantity in
 writing

 Quantity in
figures Unit Items &

specificationsNo.

After the inspection and examination of the purchase request or the signed contract and/or supply letter and 
the tender mentioned above, it has been indicated that:
1. The supplied items match the specifications and conditions mentioned in the purchase request or the 

signed contract and/or supply letter. They were received completely. 
2. The supplied items partially match the specifications and conditions. Thus, approval on a total receipt shall 

be conditioned by completing the following: 
_______________________________________________________________________________________

____________________________
_______________________________________________________________________________________

____________________________

3. The items do not match the specifications. In this case, their receipt shall be rejected, either partially or 
completely for the following reasons: 

_______________________________________________________________________________________

____________________________

_______________________________________________________________________________________

____________________________

_______________________________________________________________________________________

____________________________

Signatures
Name & signature of 

Chairman of committee
Name & signature of second 

member
Name & signature of first member 

Date:Date:Date:

Remarks and decision of the General Director 
________________________________________________________

___________________
________________________________________________________

___________________
________________________________________________________

___________________

Name & signature

Date:
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8.12. Record of Cases of Non-confirming Procurement Template

Record of Cases of Non-confirming Procurement

___ / ___ / __________ / ___ / _______Time period ranges 
between:

RemarksReference for report 
of competent unit 

Type of case of 
non-conformity 

Date of 
purchaseProcurementSupplier No.

Remarks and recommendations of Head of Technical Support Unit

____________________________________________________________ __

__________________________________________________________ ____

________________________________________________________ ______

______________________________________________________ ________

____________________________________________________ __________

______________________________________________________________

______________________________________________________________

Name & signature 

Date:
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8.13. (Initial/Final) Report of Work Receiving or Completing or 
Consultancy or Non-Consultancy Services Template 

(Initial/Final) Report of Work Receiving or Completing or Consultancy or Non-
Consultancy Services 

Purchase order/contract no.: 
  Subject of tender:
Competent unit: 

Description of businesses or services 
_______________________________________________________________________________
____________________________________

_______________________________________________________________________________
____________________________________

  ____ / ___ / ___To___  
____/ ___ /

Period of 
contracting:_____ / ___ / ___To/ ___  

______ / ___

Actual implementation 
period:

(currency) 
____________________

Value of 
contracting:

 

(currency) 
___________________

Actual implementation 
value: 

Progress evaluation 

Required progress depending on contracting Percentage 
of progress

Quality of progress
PoorMediumHigh
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Evaluation of progress period 

 Reasons of delay by the
 Association

________________________
________________________

_________________
________________________

__________

 No. of days
 of delay
 by the
Association

 Reasons of delay by the
supplier

________________________
__________

________________________
__________

 No. of days
 of delay by
the supplier

 Other reasons for delay
beyond control:

________________________
__________

________________________
__________

 No. of days
 of delay
 for reasons
 beyond
control:

 No. of days of delay
 subject to fine:

____________
(day) Amount of resulted delay fine:______________

(currency)

Remarks and Recommendations of Officer of Competent Unit 

___________________________________________________
________________________

___________________________________________________
________________________

___________________________________________________
________________________

Name & signature:

Date:

Remarks and approval of General Director 

___________________________________________________
________________________

___________________________________________________
________________________

___________________________________________________
________________________

Name & signature:

Date: 
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8.14. Quotation of Amending Financial Resources and Procurement 
Manual Template

Quotation of Amending Financial Resources and Procurement Manual

 “Section” subject of
amendment/remark

Page No.:“Address” subject of 
amendment/remark

 “Text” subject of amendment/remark as mentioned in the Manual:
___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

._______________________________________________________

Suggested amendment/remark (with a clarification of the reasons or need for amendment(s) or 
remark(s))
___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

.____________________________________________

Signature of General DirectorSignature of Head of the 
Technical Support Unit:

Signature of quotation/
remark provider:

Name and signatureName and signatureName and signature 

Date: ___/____/_____Date: ___/____/_____Date: ___/____/_____
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8.15. Circulation of Procedure Amendment Template

Circulation of Procedure Amendment

“Procedure” subject of amendment:Page No.:

Text of Circulation 
In my professional capacity as being authorized to amend the procurement procedures pursuant to the 
Manual of Policies and Procedures of Financial Resources and Procurement of the Palestinian Associa-

tion for Empowerment and Local Development—REFORM, and after revising the recommendations of 
the amendment sent to me properly, I decided to amend the procedure; the subject of this circulation, 
to implement the procedures more smoothly and efficiently. 

Therefore, I kindly request from my colleagues at the Technical Support Unit concerned with this pro-

cedure to execute the procedure according to the amendment as of the date below and under liability. 

Yours Respectfully,

Text of procedure before amendment:

Text of procedure after amendment:

Signature

Name and signature of General Director

Date: ____/_____/______
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8.16. Contract of Agreement

Contract of Agreement

First Party: The Palestinian Association for Empowerment and Local Development—REFORM 

Second Party: --------------------------------- Authorized dealer number. ----------------------------------- 
represented by Mr./----------------------------------------------------------------

Preamble of Contract:

The Palestinian Association for Empowerment and Local Development–REFORM, known hereinafter as 
the “first party,” is willing to purchase ------------------------------------------------------------------------------------
-----------, whereas -------------------------------------------, known hereinafter as the “second party,” is willing 
to supply these required ----------------------- according to the quantities and specifications mentioned 
in the supply order no. ------------------issued on -------------------(annexed). Based on the price quotation 
no. ------------------ provided by the second party on -----------------------------, the second party abides by 
supplying all required ---------------------------- in accordance with the specifications agreed upon with 
the first party and mentioned in the annexed supply order. Both parties agreed on the following: 

• The preamble of this contract shall be considered as an integral part thereof.

• The second party declares and acknowledges that it has contracted with the first party to 
supply ----------------- for ------------- depending on the quantities and specifications mentioned 
in the annexed supply order in exchange for a total amount of (------------------------- NIS/USD) 
--------------------------- NIS/USD only, not including VAT.

Specifications and Conditions of Contract: 

First: Specifications

Supplying ------------------ for the purpose of --------------------------- depending on the quantities and 
specifications mentioned in the annexed supply order. 

Second: Conditions

1. The second party shall abide by supplying the required items according to what is mentioned in the 
annexed supply order, depending on the specifications mentioned in the price quotation provided 
by the second party. It also abides by implementing what has been agreed-on in this contract, and 
undertakes to abide by the required conditions and specifications without any prejudice or delay. 

2. The second party shall commit to carry out all transport procedures to the office of the first 
party in ---------------- without any additional demands.

3. The second party shall commit to immediately supply all items and quantities mentioned in the 
supply order once receiving the supply order and signing the agreement. 

4. The first party shall be eligible to not receive and return any items or quantities which violate or do 
not comply with the specifications mentioned in the price quotation provided by the second party.

5. The second party acknowledges that all supplied items were brought using legal and official 
methods. It undertakes to provide evidence for that upon the request of the first party during 
the supply period.
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6. The first party shall be entitled to amend through increasing or decreasing 25% of the required 
quantity of the contract value. 

7. The first party shall be entitled to unwind contracts in case of conditions beyond its control and 
to terminate this contract, provided that the second party shall not be eligible to demand any 
financial or legal rights.

8. Both parties agreed that in case any dispute arises between both of them regarding the 
implementation or interpretation of any term of this contract, this dispute shall be settled 
amicably between both parties. If this is not possible, this dispute shall be settled by arbitration 
pursuant to the Palestinian Arbitration Law, and arbitration fees shall be defined in accordance 
with the Palestinian National Authority laws. If this is not possible, then it is necessary to resort 
to the competent judicial authorities in Palestine. 

9. The second party shall commit to present a tax invoice in the name of the first party in the 
amount agreed-upon as mentioned in the supply order. 

10. The second party shall commit to fill the source deduction certificate and seal it from the tax 
income unit. Then, it must be sent to the first party. 

11. The first party shall abide by paying all dues of the second party within three weeks of receiving 
all required items and their invoices as agreed-upon, in accordance to a financial claim provided 
by the second party. 

12. The content of this contract shall be deemed binding upon both parties. The first party shall be 
eligible to terminate the contract if the second party violates all or some of the terms of this 
contract. It is also necessary to make a financial clearance to date. 

13. Both parties acknowledge that they have accepted this contract including all its conditions 
with full and free will and consent.

Penalties:

1. In case the second party delayed to fulfill the terms of this contract on the specified dates, then 
the second party shall commit to pay a delay penalty equal to (200) NIS for each day of delay, 
i.e., 20%, maximum of the value of supply order. 

2. In case the second party is not committed to the contract conditions, the first party shall be 
eligible to deduct about 20% of the value of the contract from the second party. 

3. If the second party exceeds two weeks as a delay from the specified supply period, then the 
first party shall be eligible to purchase the delayed quantities from another supplier. The 
second party shall incur any new costs as well as price differentials. Furthermore, the first 
party shall be entitled to cancel the contract, unless the second party provides the first party 
with compelling, convincing and uncontrollable reasons to the first party indicating the reason 
for delay. The first party can either accept or reject these reasons. 

Done on: …………………………………, in two copies 

In witness thereof, both parties agreed,

First Party/The Palestinian Association for Empowerment and Local Development– REFORM

Second Party/-------------------------------

Dear Messrs.  ------- Company    

Date:
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 8.17. Letter of Apology

Subject: Letter of Apology

The Palestinian Association for Empowerment and Local Development—REFORM extends its 
warmest greetings and best regards,

We would like to express our most sincere thanks for sending a price quotation concerning --------
-----------. We regret to inform you that your price quotation has not achieved the first rank based 
on the competent committee’s examination of the quotations. 

We hope for further cooperation with you in the future

Yours Respectfully, 

Procurement Coordinator

Dear Messrs.  ------- Company    

Date:

8.18. Letter of Transmittal 

Subject: Letter of Transmittal 

The Palestinian Association for Empowerment and Local Development—REFORM extends its 
warmest greetings and best regards.

We would like to express our most sincere thanks for sending a price quotation concerning --------
-----------. We are pleased to inform you that your price quotation has achieved the first rank after 
the competent committee’s examination of the quotations. 

Therefore, we kindly request to contact us for completing the contracting procedures. 

Yours Respectfully, 

Procurement Coordinator 



P.O BOX 4455, TIRAWI BUILDING, 2ND FLOOR, AL-MASYOUN RAMALLAH, PALESTINE
T: +970 22 96 66 46, E: info@reform.ps
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