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Section 1
INTRODUCTION
1.1 About HEADS

Health Education Development Society (HEADS) is a Non-Governmental, Non
Profitable Organization registered under Societies Act 1860 (Reg. No.
8758/5/7411). The organization since its establishment in 2013, works “To
provide a peaceful environment to all human beings where they can utilize
their potentials for sustainable development”.This aim is achieved with the
close collaboration of partner communities, humanitarian and development
organizations through a participatory, demand responsive, gender and poverty
sensitive integrated development approach in the Khyber Paktunkhwa Province
& FATA, Pakistan. HEADS interventions mainly focus on achievements in
domains/program areas including Protection, Livelihood, WASH, Education,

Health & Nutrition and DRR.

1.2 Purpose of the Manual

The purposes of this manual are to:-
1 Explain the HEADS overall Logistic and Procurement processes in broad

terms and the reasons for those processes;

2 Provide direction to the various departments and field offices such that

detailed interdepartmental/field offices Logistic and Procurement Policy

and procedures can be developed from a common and consistent base;

3 Provide common Logistic and Procurement policies that must be adhered

to by all departments and field offices. The manual give the reader a basic
understanding of Logistic and Procurement management in the HEADS

* LOGISTIC AND PROCUREMENT
Rnd 'S AND PROCEDURES MANUAL
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and. most importantly, an understanding of the purpose behind a
particular policy.

1.3 Objectives of the Manual

There are three objectives inherent in the establishment of Logistic and
Procurement Manual:
* Accountability: To ensure that responsibility for every activity is
assigned to an individual, who will be held responsible for that activity
to be performed according to the policies and manual of the HEADS;

o Control: To ensure that every activity is for a purpose specified by the
legislature, is carried out, in its essential elements, in a manner that is
consistent throughout the HEADS and reflects proper Logistic and
Procurement procedures to ensure that proper authorities authorize and
check the various stages of the activity;

o Efficiency: To ensure that funds are spent in a manner that maximizes
the value received by the HEADS for that expenditure.

1.4 Amendment in the Manual

The issue and implementation, and when necessary the revision, of this manual
will be made with the approval of the Board of Directors of HEADS.
This Logistic and Procurement Manual replace all Logistic and Procurement

Policies and Procedures issued previously and shall come into effect from
August 1, 2017.

1.5 General Policy Outline

A good Logistic and Procurement system makes it possible for an organization
10 be accountable 10 all its stakeholders. It must provide information, which is

relevant, understandable, reliable, complete, up-to-date, consistent and

acceptable to the external users. Linked to proper system for monitoring and
8
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evaluating the work of an organization, o good Logistic and Procurement
management system makes it possible for the organization to be accountable, for
what, when and where the money is spent on an activity and how cost-effective
i is

Ihis Loglstie and Procurement Policy is therefore, intended to help Health
Fdueation and Development Societyme (HEADS) to:

* Define clearly ity Logistic and Procurement procedures;
o Ancertain that activitues and transactions of the Organization are performed
and recorded in necordance with generally aceepted principles;

Put In place a system that will provide adequate internal control over the
resources of the organization so as to enhance the efficiency of the overall
management of its operations; and
o Create o system that will enable HEADS meet effectively the reporting
requirement to management, board of directors, donors, government counterparts
and the public at large.

‘This manual is organized in cight sections after the introduction section, (A).
Section one deals with Logistics by HEADS that should be adhered to while
Conduct and Ethics are presented in section two. The third section deal with
Invironmental Issues, while section four discusses Procurements.

Ware House and Stores are covered in sections five, Section six relates to Asset
Managemant while section seven deal with Vehicle Management. In the eighth;
the manual discusses Reporting and Filing.

Samples of various proformas discussed in the manual are also attached as
Annexures at end of the Manual.

| OGISTIC AND PROCUREMENT
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Section 2
LOGISTICS

2.1 Scope of HEADS Logistics

Logistics in HEADS covers the entire supply chain from the point when a
potential need is identified until the goods are handed over to the
beneficiaries or the internal HEADS user. The follow up of assets is normally
a logistics responsibility until the assets has been disposed of. In addition, the
logistics function is responsible for vehicle management, warehouse and
stock management and various types of contracts/agreements. Further, the
insurance of any equipment and premises used by HEADS is considered a

logistics responsibility.

Logistics Managers must be included in any budget forecasting discussions
taking place as they will have the most detailed knowledge of equipment
purchase and running costs. It is essential to have logistics input to ensure an

accurate program budget.

2.2 HEADS Logistics Principles

These basic logistics principles must be followed during all HEADS
operations:

No corruption — HEADS has a zero tolerance policy on any form of
corruption.

Planning - Any tasks must be well planned prior t0 action; insufficient
planning results in wasted resources.

Value for money — HEADS always strives to get as much value for money
as absolutely possible. Best quality, right quantity, right time and place of
delivery, correct warranty. This is ensured through a competitive procurement
process for all goods and services.

Transparency and Accountability — through effective and properly
documented logistics  processes, HEADS provide transparency and
accountability to donors, internally, and to our beneficiaries.

Control — through proper oversight and signatories throughout the process,
control is exercised and potential for corruption or non-adherence to policies
is reduced.
: T\"ru.. 10
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Asset Control and Accountability — HEADS assets are properly

documented, movements are monitored and recorded, and assets are
maintained and correctly managed.

Environmental sustainable - the most environmentally sustainable solution
should be chosen where possible.

2.3 Compliance

This a reference tool for all logistic practitioners in the field and at the Head
Office. The aim is to address most of the relevant logistic tasks and

challenges faced in HEADS operations. Regulations given in this manual
are minimum standards and must be followed at all times.

Deviation can occur due to other regulations and procedures set by the actual
donor. If the regulations cannot be followed, the Executive Director is the
only staff who may approve deviation from procedure, given their position to
inform donors and other relevant parties in this regard. In each case where the

minimum regulation is not followed, an explanation justifying the action must
be prepared, signed by the Executive Director and filed. Any deviation from

the minimum regulations would ordinarily be discussed in advance with the
Logistics Department.

2.4 Segregation of Duties

Clear distribution of work ensure sufficient checks and balance of the tasks
carried out. All staff members must have clear job descriptions (Terms of
Reference) describing their tasks and responsibilities. All procurements are

normally carried out by the logistics staff based on procurement requests
raised by staff outside the logistics section.

There should be no “overlapping™ of signature responsibility between the
finance, administration, program and logistics staff. This is to ensure
transparency and mitigate the possibilities for corruption.

2.5 Donor Specific Issues

Donor specific issues are stated in the agreement (MoU) between HEADS
and the donor and in the donor’s manual and guidelines.

2.6 Responsibilities for Implementing the Logistics Manual

11
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Implementation of these guidelines and the follow up of the logistic
procedures is the responsibility of the Executive Director and in the field the
Project Manager is responsible. Often this responsibility is delegated to the
Program Manager position.

The logistic staff is responsible to implement the procedures detailed in this
manual, within the scope of their job description. The Executive
Director/Program Manager must ensure that all necessary responsibilities are
allocated appropriately to staff, with clear responsibilities and deliverables as
given in this manual. Duties and responsibilities of HEADS staff members
will be outlined in the employee’s JD / terms of reference (TOR).

Staff members at all other levels in HEADS have the responsibility to ensure
that the regulations given in this manual are followed within their area of
responsibility, particularly budget holders and supervisors who provide
checks at points of control in these procedures.

2.7 Logistics Support and Control

Logistics support and control are carried out on two levels:

1 The local level, where the local managers and logistics
specialists handle the majority of day to day logistics issues
specific to the requirements.

2 The HEADS Head Office logistics section will carry out
support and control when there is the need for support from the
logistics specialists.

2.8 HEADS Head Office Logistics Section

The logistic functions in HEADS is centralised and mainly handled in the
Head Office. The main tasks for the Logistic Section at the Head Office are to
develop policies and procedures, train relevant staff members in logistics
issues, provides guidance and to control the logistics activities to ensure that
proper procedures are followed throughout the organisation.

The Head Office Logistics Section specific tasks and responsibilities are;

e Develop HEADS specific logistics policies and procedures.

e Support and control visits to HEADS program areas to review
logistics procedures and assist with implementing proper logistics
routines.

e Handle clarifications, questions, queries regarding the logistics
manual and procedures.

12
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e Arrange for and/or conduct training of HEADS staff members in
logistics issues when requested and/or requ ired.

e Support with technical information and support regarding special
and/or significant procurements.

2.9 Recruitment and Training of Staff

The implementation of the procedures in this manual requires appropriately
trained staff, with experience in logistics related activities. When recruiting
staff it is vital to consider the responsibilities and deliverables. The same are
summarised at the end of this manual as criteria to be used in the recruitment,
induction and training of staff.

HEADS staff should hold appropriate experience and relevant qualifications.
The skills claimed in the experience and qualifications of applicants should
be tested prior to interview stage with practical real tests of actual tasks
required of the job. Given that much of logistics is practical, a practical test
using HEADS documents will often reveal more than an oral interview.

It is essential that the job description of any position is clear, and its place
within the structure of the organisation is clear. This will allow easy
identification of areas of responsibility, supervisory or management

responsibilities and deliverables.
Once a staff member is recruited, they must be inducted and trained into

HEADS procedures as detailed in this manual. The Executive Director is
ultimately responsible to ensure that this induction and training conducted

along with the delegated manager for the position,

2.10 References to Other Manual

This document must been seen in connection with various other HEADS

manual and guidelines. The most relevant is:
e Financial Policy Manual
¢ HR Manual

e\[7Z LOGISTIC AND PROCUREMENT|
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CONDUCT AND ETHICS

HEADS has a responsibility to promote fair and ethical business. These rules
and regulations should be observed and followed by all HEADS employees

whenever conducting procurement or entering into contracts and agreements
on behalf of HEADS. .

3.1 Code of Conduct

All employees of the organisation are governed by the standard Code of
Conduct of HEADS which regulates the employee’s behaviour in general.
Dealing with external organisations engaged in the procurement of goods and
services is an activity that is potentially vulnerable to fraud. Procurement
staff at all levels should therefore understand and observe the following
additional logistics code of conduct:

o Business will be conducted honestly, total impartiality and
preferential treatment for none.

e Maintaining the integrity and confidentiality of the procurement
process is extremely important.

e Procurement staff should not generate any suspicion of conflict
between duty and personal interests.

e HEADS staff member will not accept, directly or indirectly, any gift,
favour, entertainment, loan or anything of monetary value from
vendors or potential vendors. (The only exception to this rule is
inexpensive public relations/promotional items such as business
diaries, calendars or pens).

¢ Bids should not be solicited from, nor contract awarded to any
company that is owned, controlled or actively influenced by any
HEADS employee or immediate relative of that employee

e Fair and transparent processes must be used in the hiring of all staff,
based on merit and suitability for the job. This particularly applies to
casual staff that is particularly at risk of exploitation, especially in
areas where paid work is scarce. Oversight from management staff is
required to ensure that recruitment processes are fair and open.

All HEADS staff is required to read and sign a Code of Conduct on

acceptance of their position within HEADS. In addition, HEADS is
responsible for providing space and time for discussion and awareness of

14
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issues covered in the Code of Conduct, and training as necessary. The
Executive Director is responsible to arrange such workshops and trainings.

3.2 Conflict of Interest

A conflict of interest can easily occur when doing business and operating on
behalf of HEADS. Particularly in small communities, conflicting interests
pose a significant challenge. It is therefore of utmost importance that the
procedures detailed in this manual are adhered to at all times. If for some
reason a HEADS employee is at risk of facing a conflict of interest when
performing their assigned tasks, the case should immediately be reported to
their superior, normally in writing, detailing the reason for the conflict. This
document should be held on file, and further decisions documented and also
filed. The superior should determine the most appropriate action in that
specific case. If deemed necessary to avoid a conflict of interest, the task
should be handed over to another staff member, or a decision made not to
deal with the supplier in question.

Many conflicts of interests involve issues regarding family, friends and/or
clan associations of a staff member. Additionally, a staff member’s personal
gain can lead to several conflict of interest problems. Some examples of
conflict of interest are; staff members being offered gifts, loans and favours,
taking advantage of inside knowledge to gain favour with a vendor or having
close personal or family ties to a particular vendor.

To avoid a potential conflict of interest, as a minimum, all employees should
adhere to the following guidelines when awarding contracts;

e Avoid fostering any suspicion of conflict between professional and
personal interest.

e No employee, officer, or agent shall participate in the selection,
award, or administration of a contract if a real or apparent conflict of
interest can be involved. Such conflict may arise when the employee,
officer or agent, or any member of the employee’s immediate family
is employed by or has a financial or other interest in the firm selected
for an award.

o The officers, employees and agents of HEADS shall neither solicit nor
accept gratuities, favours, or anything of monetary value from
contractors or parties to sub agreements. However, HEADS may set
standards for situations in which the financial interest is not
substantial or the gift is an unsolicited item of nominal value.

[ e \\Ill.ll,.
W 15
_‘J‘ﬁﬂ LOGISTIC AND PROCUREMENT

1 4 ./Pt)Lll IKS AND PROCEDURES MANU AL

-7




e

2\

”
\'{@ ME AL TR R € A TN ANDDEAVEL ORI N

All officials involved in the procurement should declare any conflict
of interest with bidders prior to the initiation of a bidding process and
evaluation of tenders.

Prior to any meeting held in respect of any evaluation, adjudication or
award of a contract, all persons must be required to acknowledge in
writing that they have no conflict of interest in respect of the tender
being considered.

If an employee believes there may be a potential confliet of interest or they
are unsure as to whether a specific case constitutes a conflict of interest, this
must be brought to the attention of the Executive Director who will take a
decision on the matter,

3.3 Business Ethics

The following business ethics should be adhered to by all HEADS staft
members at all times:

Promote fair, ethical and legal trade practices.

Accord prompt and polite business cooperation in an atmosphere of
good faith and equal treatment devoid of any intentional
misrepresentations.

Treat all information received from vendors in the striotest confidence
and guarantee tho confidentiality of all specifications and price
quotations received as detailed in theso guidelines, This includes in
the case of public tender openings, which may publicly announce bids
that are received from companies, but not their value or specification,
Decline to take advantage of vendor errors in bids and quotations.
Avoid causing needless expenses or inconvenience when requesting
offers/proposals by always providing complete and full specifioations
and ensuring that all bids are like for like.

Remain absolutely free of any obligations to any vendor.

Muke every reasonable offort to negotiate an equitable and mutually
ngreeable gettlemont, free of any controversy, conflict  or
misunderstanding with a vendor,

Any price negotintions with vendors to be conducted n o transparent
manner with the approval and input of the HEADS selection

commitiee.

3.4 Corruption
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HEADS Anti-Corruption Guidelines covers this issue in detail, including
information on the causes and consequences of corruption, types of

corruption, and ways to reduce rink of corruption,
HEADS has zero-tolerance against all kinds of corruption. Procedures are in

place to avoid HEADS becoming involved in corruption,

Any suspected corruption should be reported through the management
structure or directly to the Head Office Managers al all levels in HEADS who
are responsible for supporting all HEADS staff members to follow
procedures and avoid corruption and for making anti-corruption rules, tools
and routines known by everyone, particularly support stafT.

All HEADS staff is required to read the Anti-Corruption Guidelines and be
clear where they should go to report corruption, particularly those who are
more likely to be exposed to corruption risks, such as logistics and finance

stafT.
3.5 Suppliers Ethical Standards

All suppliers doing business with HEADS should maintain high standards on
ethical issues, apply basic human and social rights, and give fair working
conditions to their staff. HEADS will not do business with producers of

weapons, including anti-personnel mines, alcohol, tobacco or pornography.

re is a potential conflict of interest with any

Suppliers should be asked if the
and written

HEADS staff before any contract is placed with them,
documentation of this should be placed on file and taken into consideration in

any future procurement dealing with that supplier.

HEADS has the right to decide not to deal with any given supplier for ethical
reasons, or conflict of interest reasons. For the sake of local relationships and
transparency, it is good practice to inform supplier’s if/when they are not
being selected by HEADS, giving clear reasons, and therefore providing the

supplier with the opportunity to resolve the problem.

Further information regarding selection of suppliers is given in the
Procurement Section of this manual.
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Section 4
ENVIRONMENTAL ISSUES

HEADS shall implement all projects in a manner that promotes sustainable
development and ensures the protection of the environment to the greatest
extent possible. HEADS operations should be environmentally sustainable
whenever possible and the impact on the environment should always be
considered when operating,

4.1 Vehicle Related Considerations

Manage the vehicle fleet effectively to reduce unnecessary journeys, and only
travel when absolutely necessary, using the most appropriate method of
travel. In addition, vehicles will be maintained to a standard that reduces
emissions, and makes the vehicle more fuel efficient. Where vehicle service
is available from local dealers and mechanics consideration should be given
to workshops that have in place a system for recycling and disposal of
hazardous materials.

Ensure that the driver is properly trained to handle the vehicle correctly, and
according to local conditions. This reduces fuel consumption, replacement of
spare parts, and repair costs generally. When purchasing vehicles, HEADS
will consider the CO2 emissions of the vehicle as a factor.

More information on overall transport management can be found in Section
7, Vehicle Management.

4.1.1 Fluids such as Expired Lubricant Petrol, Diesel etc

Disposal of vehicle related fluids should be done in coordination with local
authorities and in line with local laws. Ensure that used fluids do not come
into contact with water sources when being disposed, and minimise the fluids
generated by using in other ways. Used oil can be used to impregnate wood
as long as you make sure the wood doesn't come in contact with ground
water. Alternative is to incinerate but this will set free lead, mercury, dioxins,
etc. but still better than just draining the oil into a hole in the ground.

To dispose of filters, engine & gearbox oil and other fluids you are left
with few alternatives: burial, incineration or re-using the material. Waste oil
etc. should be disposed of in a way very similar to hospital waste. Detailed
guidelines can be found in "Engineering in Emergencies" from Red R
published by ITDG, ISBN 1 85339 521 8.
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Remember that 1 litre of "used vehicle fluid" contaminates up to 1000 litre of
ground water. Forever!

4.1.2 Recycle Second Hand Parts

Recycle second hand parts, and tyres, by disposing of these through sale in
the local market. Many garbagers can make use of these parts, even if they
a're no longer useful to HEADS. In particular, retreating tyres prolongs the
life of the tyre and reduces the environmental impact of disposing a lot of
tyres. Filters often can be dismantled (separating metal from contaminated
Paeer)_ Metal can be recycled (re-used) and paper can be buried or
incinerated. Make sure that when you use the landfill method the tip is
covered with mesh wire (to avoid animals digging up the rubbish when
scavenging for food) and have at least 0.5 metre of soil on top.

4.2 Use of Energy and Water

There is limited supply of energy and water in most of the areas where
HEADS operates. Energy and water should not be wasted. All HEADS
operations can take direct steps to reduce negative environmental impact.

These include;

o Using water economically.

e Rainwater harvesting, particularly for use in cleaning vehicles and
watering grounds.
Using alternative power sources aside from generators, such as solar
power, which can be more economical. Where generators are in use,
implementing a timetable for generator use could reduce overall
working hours and thus environmental impact.
Purchasing the most environmentally friendly generators, and other
equipment for offices and residences, as far as possible.
Preference, to the extent practicable and economically feasible, for
products and services that conserve natural resources and protect the

environment and are energy efficient.

More guidance can be found in the programme manual on environmental
sustainability in selecting products for use in programmes, such as using
sustainable timber in shelter projects, or implementing activities that will
reduce environmental impact, such as fuel efficient stoves.
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4.3 Hazardous Materials

Hazardous Material is in this manual considered to be all kind of materials
that could influence negatively on the surroundings. All materials that could
be considered hazardous must be handled with care and according to the
manufacturer’s description and regulations. Storage and disposal of
hazardous substances must be in line with the manufacturer’s specification
and local laws and regulations. Hazardous materials must not be stored

together with other goods, e.g. do not store fuel/oil/cement etc in the same
room as food items.

4.3.1 Printer Cartridges

Printer cartridges, when disposed of improperly, can be a significant
environmental hazard both in terms of the volume of materials that are slow
to break down and pollution from inks and toners. Wherever possible
HEADS offices should procure cartridges from suppliers to whom they can
return the used products and who will re-use or recycle the cartridge
components,

When purchasing printer cartridges it is important to take into account the
environmental impact of the type of cartridge. Many types of re-used or
recycled cartridges are now available with varying degrees of environmental
impact. In the order of least impact these are; Refilled cartridges — used
cartridges simply refilled with ink/toner,
Refurbished/Remanufactured/Reused — cartridges that have had some parts
replaced and refilled, Recycled Cartridges — Cartridges manufactured from

reworked waste material.

Consideration should be given to the types of cartridge available and the
possibility for reuse and recycling when evaluating bids from suppliers for

printer cartridges.
See also chapter 5 warehousing & Storage for further information.

4.4 Pest and Disease Control

Pests & diseases can have negative consequences for plants, crops and eco
systems if they are introduced to countries where those particular organisms
are not otherwise present. Try to avoid spreading diseases, while travelling
and sending goods and materials between countries. Pests and diseases could
be carried by people, by animals, in animal products such as meat, in plants
or in plant products such as timber, or in soil on machinery.
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Section §
PROCUREMENT

5.1 Aim of Procurement

This procurement policy aims to ensure proper standards of confidentiality,
integrity, accountability, transparency, and control. These policies also ensure
that HEADS satisfies donors' requirements by providing adequate internal
controls. This manual outlines minimum regulations for all procurement.

Procurement in this respect covers procurement of both goods and services
and the same regulations apply for each. All documents within the
procurement process should have at least two signatures according to
authority,

5.2 Procurement Strategies

Prior to commencing any procurement the HEADS should give consideration
to the various strategic aspects of procurement and adopt a position that they
believe will best serve both the organisation and the local community,
Deciding a policy on the strategic issues Procurement Committee will assist
the logistics staff to evaluate bids by providing additional criteria outside the
basic time, cost & quality considerations.

5.2.1 Life Cycle Cost Analysis

Life cycle cost analysis is the evaluation of all costs of an item or system over
its expected lifespan, Usually this comprises the following elements;

¢ Acquisition/Purchase Cost
e Operating costs (maintenance, repairs, cost of failure, loss of

productivity)
Disposal Costs
* Replacement Costs

By estimating the operating and disposal costs of an item a more realistic
figure for the total cost and value to HEADS can be produced. This is
particularly useful when evaluating complex items like vehicles and
generators that require fuel, on-going maintenance, disposal at the end of
their lifespan and have a negative effect on other HEADS operations should
they break down. Other items like computers and communication equipment

and any other equipment that will have either on-going costs or serious
21
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implications for HEADS if it fails should be subjected to a life cycle cost
analysis prior to purchasing.

The actual expected lifespan of an item is also an important consideration as a
product with a longer usable life will need to be replaced less frequently thus

reducing recurring replacement costs.

Conducting a life cycle cost analysis is very simple and can be done simply
by listing the costs for the different elements as described above, multiplying
by the no of years of expected life where appropriate and adding to come up
with a total.

By evaluating different items in this way logistics staff can select and
recommend equipment that will provide much greater value to HEADS and
potentially produce significant cost savings over the items lifespan.

5.3 Procurement Responsibilities

One staff member or team of staff members is usually allocated
responsibility/authority for the procurement process within each office,
whether this is at field or head office level. For the purposes of this manual,
this person will be referred to as the Procurement Officer. This person is
responsible for coordinating the procurement process detailed herein,
ensuring that all relevant documentation is used, and for tracking and
reporting on procurement. Procurement is under the logistics area of
responsibility. Ordinarily, the Procurement Officer reports to the Logistics

Manager on all procurement issues.

The Executive Director is ultimately responsible to ensure that
responsibilities are clearly delegated and that relevant staff are equipped with
the necessary knowledge, skills, and equipment to carry out these
responsibilities. Roles and responsibilities will be clearly defined to avoid
overlap and inefficiency, to ensurc separation of responsibilities and

necessary control.

In order to ensure objective contractor performance and eliminate unfair
competitive advantage, contractors that develop or draft specifications,
requirements, statements of work, invitations for bids, and/or requests for
proposals shall be excluded from competing for such procurements.
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53.1 Payments

Logistics personnel, including the procurement officer should normally not
handle cash or other payments to suppliers. All payments to the suppliers
should be handled by the finance department. This is to ensure relevant
checks and balances, and to allow appropriate record keeping by both finance
and logistics to satisfy donor and audit requirements.

5.3.2 Funding and Budgeting

Before any procurement procedures are initiated, sufficient funding must be
ensured to cover the goods/services concerned. To serve the various projects
in the best manner, the Program manager / Logistic Officer should be
involved in the planning of budgets for all projects together with programme
staff. This will ensure that logistics related costs are considered and included

in budgets, as well as provide all staff with the capacity to prepare and plan
all aspects of their work. It is also essential that logistics staff have an
awareness of donors funding projects to include specific donor requirements
in their procedures to meet donor requirements.

5.4 Procurement Planning

An annual procurement plan must be prepared by the logistics section (See
Annex-1). Program and finance staff must participate in the preparation of the
plan and this should be reviewed quarterly ata minimum by all staff involved
in its preparation and more frequently if required to ensure any new needs are
captured and incorporated in the plan.

Increasingly, donors are requesting a procurement plan as part of a project
proposal and this also provides an opportunity for HEADS to ensure
procurement processes are transparent and properly planned for. Regardless
of donor, in the case of projects with a lot of procurement, this provides an
excellent opportunity to properly prepare and organise the logistics team and

workload.

Procurement planning includes:
e Understanding local, regional, and international supply options.

e Obtaining and understanding donor requirements for different

projects.
e Incorporating all major purchases into the plan, through discussion
with the program staff.
Rt 23
i S s LOGISTIC AND PROCUREMENT
257 ROLICIES AND PROCYDURES MANUA!

g EP:E /\ .. \

M=




I

HEALTH EDUCATION AND DEVELOPMEN

* Development of a plan and timetable for all major purchases.
* Implementation and on-going review of the plan.

The detailed procurement activities can also be planned out for each project
and linked into the overall implementation of the project. The aim of this is to

define key procurement activities relating to goods, services or works that
will affect the delivery of the programme.

ltems included in the procurement plan will normally have priority, however
due to the nature of HEADS’s work there will sometimes be emergencies or
extenuating circumstance which require unplanned items to be procured at
short notice. In this event it is ultimately the Executive Director’s
responsibility to determine procurement priorities but this may be delegated
(in writing) to the Program Manager.

5.5 Procurement Process

All procurement must follow the procedure detailed in below given flowchart
and HEADS Procurement Process, with all relevant paperwork. All
paperwork must be authorised.
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Depending on the donor there may be slightly different requirements
relating to procurement procedures, Procurement Officers should familiarize
themselves with the specific requirements of the donor for each particular

project,
HEADS PROCUREMENT PROCESS - STEPS

Planning of requirements must be at the forefront of all sourcing of goods or
services. Other options such as transferring assets between projects should be
considered before purchasing new items, When a requisition is prepared, the
first step is always to check existing stock before proceeding to purchase.

Any variation from the guidelines included in this section must have a written
authorization from the Executive Director and a memorandum added to the
requisition file. Depending on the donor there may be slightly different
requirements relating to procurement procedures. Procurement Officers
should familiarize themselves with the specific requirements of the donor for
cach particular project

5.5.1 Purchase Requisition

A Purchase Requisition (See Annex-2) is an internal document, completed by
the person requiring the goods (the Requester) and is a means to
communicate their needs in writing. The requester must complete the form in
full, and obtain the necessary approvals on the PR before forwarding the form
to the Procurement Officer.

A requisition form should be used for all procurements where the purchase of
goods or services is necessary, including long term contractual agreements.
The Requisition provides financial boundaries for purchases, ensures budget

holder approval prior to any actions, and documents the start of the
procurement process so that the process can be monitored and managed. Low
value purchases may be handled through the cash advance system, or as

detailed in Section 4.7.4.

Upon receipt of the Requisition, the staff member undertaking the

procurement must be in a position to identify:

* Detailed specification to avoid misunderstandings and wrong supply.
This may require checking of samples or clarification of the

specification with the requester throughout the process.

* ltems those are commonly used or available in the local marketplace

with regard to the specification given.
Intended use of goods/material/services.
* The quality and quantity of goods/services required.
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o Delivery expectations/deadlines. .
e Donor information in order to ensure that policies and procedures of

the donor are met. '
o HEADS policies and procedures regarding procurement.

The requester may include several items on a single requisition Pr""'dEd that
the relevant project number for each s listed. Where the items being _rﬂq"eswd
are for a project funded by a donor with procurement guidelines that differ from
HEADS's standard procedures, a scparate requisition should be used.

5.5.2 Competitive Bidding

The principle of competitive bidding should be employed in all procurements
with a value of more than PKR. 50,000. It is not permitted t0 spli.t purchases
over this threshold into smaller packages to remove the requirement for
competitive bids.

Competitive bidding is a system to ensure that the deal is always as good as
absolutely possible. Three or more qualified vendors should be contacted for
purchases with a value between 50,001 and 500,000 PKR (See Sample RFQs
Annex-4). Four or more qualified vendors should be contacted for purchases
with a value between 500,001 to 5,000,000 PKR. For purchases or services
having value above 5,000,001 to 100,000,000 PKR, National Tender Process
should be followed. The vendors being approached in a competitive bidding
process should be requested to provide written offers/proposals as described in
this document. 5,000,001 PKR, National Tender Process should be followed.
For the Procurement value over and above PKR, 100,000,000 International
bidding process will be follow accordingly and should be uploaded through
over website.

When purchasing goods or services of a value less than PKR. 50,000, a
competitive process should preferably be arranged, but there is no requirement
for collecting formal written quotes from vendors.

5.5.3 Exceptions to Competitive Bidding

The Executive Director in the Head office may make exceptions to the
competitive bidding procedures laid out in this document only in the following
cases:

o In emergency operations, the exceptions to the competitive bidding
process can be made to avoid delays. The decision for exemption must
be made in close cooperation between the Executive Director, Finance
Manager and the Procurement Officer / Program manager. An
emergency is defined as an unexpected situation that is so compelling
that, if not corrected immediately would endanger life, property or
adversely affect essential operations. Additionally, the situation is so
severe that it precludes procurement through the methods described in
this document. Examples would include the sudden influx of large
numbers of refugees to an area without the B
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infrastructure to support them due to fire, flood or other natural
disasters, .

Where prices or rates are fixed by national legislation or by regulatory
bodies (may be the case for fuel in some areas).

* Standardization of supplies, equipment or spar¢ parts renders
competition impractical. T

o Ifthe situation is such that using these procedures is not possible i.c. -
Emergency situation.

o The proposed contract relates to procurement from a sole source of
supply or services (e.g. sole authorized vendor/supplier of
parts/services for a specific type of vehicle).

o  Where the procedures would not be in the interest of HEADS ¢.g. where
a contract is already in place and changing contractors would be
detrimental to the functioning of an existing project.

o Where a limited number of local suppliers are available but due to the
local economic situation it is more beneficial in terms of local
development to avoid seeking bids from elsewhere.

Exceptions should be kept to an absolute minimum and a lack of prior planning
or a delay by those responsible does not qualify as an exception. The Executive
Director should record in writing, all exceptions to the procedures for
competitive bidding laid out in this document. When entering into contract
under any of the above exceptions the contract should be kept flexible and the
Executive Director should constantly assess the situation for a change of

conditions that would allow a reversion to the principies of competitive
bidding.

5.5.4 Budget Responsibility Delegation

The Executive Director has the final responsibility for the purchasc of any
goods or services. For purchases of any value the purchasing authority can be
delegated to other staff members till limit of PKR. 50,000. For purchases with
a value of 50,001 to 5,000,000, the Executive Director is the only person who
may authorize the purchases. For purchases above 35,000,000, ED and
Chairperson (BOD) will jointly autherize the purchases.

5.5.5 Estimated Vs Actual Prices

The Requisition requirss completion of an estizaaied price. This is to provide
financial limits to the Requisition to ensure that the Procurement Ofticer is
guided in budge( availability, and understands the expected cost for the item.
After obtaining quotations, should the actual value be different from the
estimated value by more than 10% (lower or higher), direction must be sought
from thic person autheriZing the requisition as to vwhether to proceed with the
purchase, re-tender or take another course of action as appropriate before
proceeding further with the procurement,
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5.5.6 Identify Suppliers & Obtain Quotations

Once the final Requisition is received, the Logistic / Procurement Officer

should proceed to obtain quotations in line with the purchasing levels in that
location

5.5.7 Vendor Database

Each organization should hold a database of potential supp.liers suilted to the
projects and activities being undertaken by that organization. This Vendor

Database (See Annex-4) may then be used to identify potential suppliers
together with local research.

Ordinarily, the Vendor Database is set up by issuing a public call for interest
in categories required by HEADS (e.g. stationary, timber, educational books,
provision of transport services, etc). A call for interest would normally
include a standardized questionnaire where suppliers are required to give key
information about their company such as;

¢ Company registration and legal documents (including registration for
tax)

Financial position (turnover, bank statements)

Categories and types of goods provided

Locations of stores/outlets/supplies

Origin/manufacture of supplies

Customer lists and references

Technical skills and capacity of staff

Equipment and assets of the company

Stocks and capacity to supply

¢ Ethical standards to comply with HEADS’s

More detailed technical information may be required for certain categories of
goods, and this will also need to be included on a case by case basis.

The evaluation process is handled by a committee, which includes logistics,
finance and program representatives. The committee establishes the criteria
for applicants, develops the questionnaire, and assesses the applications
against the agreed criteria. Information and application documents from
successful vendors are held for future use. Unsuccessful vendors are informed
with clear feedback to allow them to improve in future bids.

In addition to this initial exercise, the database must then be updated as new
vendors are found, and with details on the performance of the vendors listed.

This could be in the form of notes, or using colours to indicate best suppliers
on the spreadsheet based on performance and evaluation.

Indicating the best ones in Green, the middle ones in Yellow and the one to
be avoided in Red. Green vendors can easily be transferred to Yellow or even
Red, if they do not meet HEADS’s requirements as agreed on. The spread
sheet should be monitored regularly whenever asking for quotes.
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The database is a tool for keeping information about vendors, but It Is
not exclusive, and it may be necessary to look for suppliers outside the
database when conducting procurement, particularly for new items,

5.5.8 Request for Quotations/Invitation to Bid

When sourcing material, equipment or services of any value, the Logistic /
Procurement Officer should obtain quotations to compare price, quality,
service, time of delivery, follow up, etc.

The Procurement committee should make sure that the prices given in
quotations are equal to prices offered to local organisations. In many cases
there are one set of prices for locals and one set of prices for NGOs. Ensuring
that HEADS receives “local prices” may help to minimize kick backs.

For this a Request for Quotation (RFQ, see Annex-3) may be used. This
detail the information required in the quotation in a format that suppliers can
complete and return. It avoids the need for suppliers to have their own
paperwork, and eases the comparison of quotations received. It also helps to
ensure that all suppliers receive the same information from HEADS, and that
communication is consistent across suppliers.

In the case of more complex purchases, or tenders, the Request for Quotation
may not contain sufficient detail. In this case an Invitation to Bid can be used,
and this can be developed to incorporate all relevant information that the
supplier would need to provide in their bid. In the case of an ITB, responses
must be assured confidentiality, and therefore where a fax or email address is
being used it should comply with this need. Ideally, bids should be submitted
to a locked box established for this purpose in the HEADS office, to ensure
confidentiality.

The request for quotation or invitation to bid should provide all of the
information that the supplier will need, and all criteria to be used in the
analysis of quotations should be included. It is essential that RFQ or ITB
provide a clear timetable and deadlines for all aspects of the process.

When calling for quotations Procurement committee should ensure that they
provide a clear and accurate description of the technical requirements for the
material, product or service to be procured. In competitive procurements,
such a description should not contain features which unduly restrict
competition. A description, whenever practicable, of technical requirements
in terms of functions to be performed or performance required, including the
range of acceptable characteristics or minimum acceptable standards should
also be included.

The Procurement Officer should also clearly state on the RFQ or ITB the
length of time quotations should be valid for (e.g. 30 days, 60 days etc).
Should a requisition be made for the same item a second time within the
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validity of the quotations received, this may be procured from the same su?P"ef
without the need for a new bid. If the validity of the quotation has expired a
new bid must be carried out. Alternatively, it is preferable to set up frame
agreements (refer to section 4.6.7 of this manual) where possib!e for any items
that HEADS is likely to procure several times in the course of a year.

In order to ensure objective contractor performance and eliminate unfair
competitive advantage, contractors that assist in developing Of drafting
specifications, requirements, statements of work, invitations for bids, and/or
requests for proposals should be excluded from competing for such

procurements.

5.5.9 Tender Process

When conducting a tender or bid process, it is essential to follow specific
procedures to ensure faimess and transparency. The procurement committee
must decide whether the tender will be open (advertised in local or
international newspapers, etc.) or limited to prequalified organizations based
on relevant criteria. The timeframe for a national tender is 15 days, while for
an international tender, it is 30 days. In either case, it is important t0 observe
the following rules: All bidding organizations must receive exactly the same
information in the request for quotation or [nvitation to Bid (refer to section
4.4.7 above). If one of the bidders asks for clarification on any point during
the bid period, the reply must be in writing and a copy sent 0 all bidders.

I. In the case of procurement of complex items, it is often useful to have
a pre-bid meeting where the bidding & evaluation process can be
explained. All of the organizations interested in submitting 2 bid must
be invited to attend.

2. Instructions for submitting the tender must be clear. It must be specified
whether it is permissible to submit the tender electron ically or whether
hard copies only will be accepted. Where possible it is preferable to
accept by hard copy only but in some cases it may be necessary to allow
clectronic submission because of location of suppliers etc. In this case
the relevant fax number and email address should be provided and
access to these should be limited to the procurement committee only. In
the case of hard copy tenders, it is good practice to have a locked tender
box located at the office which should be opened only after the deadline
for submitting tenders has passed.

3. The tender should have a firm closing date and time, no tenders

submitted after this time should be considered.

The Procurement committee should decide whether to have either a

public or private bid opening. In the case of a public opening all parties

that have submitted a conform ing bid within the tender deadline should

be invited.
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In the case of a public bid opening, usually the key figures such as
contract sum, delivery time etc are read out for all parties It should
be made clear however that further tender evaluation will take place
and the lowest bidder may not be selected.

Tenders should only be opened in the presence of procurement
commitiee: this should be comprised of the procurement officer.
Logistic ollicer, Finance Officer and a representative from Program
side of HEADS. This is to ensure that the process is transparent and
include advize / opinion of all senior officers of HEADS.

After the tender has been awarded, unsuccessful bidders should be
witormed in line with section 4.6.2

S.5.10 Goods(Sen‘ices with an expected value below PKR 10,000

This is the lowest level of procurement, and requires the following
documents;

Requisition (not required for minor purchases)
Goods Received Note

Invoice

Approved Payment check list

5.5.11 Goods/Services with an expected value between PKR 10,001

and PKR 50,000 ’

The documents required for a purchase at this level are;

L]

Requisition

Goods Received Note
Invoice

Approved Payment check list

5.5.12 Goods/Services with an expected value between PKR 50,001

and PKR 500,000

Three written sealed quotations must be collected for all purchases in this
price range. The documents required for a purchase at this level are;

Requisition

3 sealed quotations/RFQ

Bid Analysis form

Purchase Order / Contract
Goods Received Note
Invoice

Approved Payment check list

Unsuccessful bidders should be informed with clear feedback allowing them
to improve their quotations in future.
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5.5.13 Goods/Services with an expected value between KR
$00,000 and PKR 5,000,000

Four - Five written sealed quotations must be collected for all purchases in this
price range. The documents required for o purchase at this level are.

*  Requisition
4:8 Sealed written quotaionvREQ

o Al received Invitation to RFQs signed by Procurement Committee members for 8 Purchase at this
Level

*  Quotation opening Meeting Minutes

®  [id Analysis form

®  Purchase Order / Contract

®  (Goods Received Note

*  Invoice

®  Payment check list

5.5.14 Goods/Services with an expected value between PKR 5,000,000 to 100,000,000

(National Bidding process)
A tender process must be used for all purchases in this price range.
This requires public advertisement of the tender through newspapers and electronics media,
with ¢lear timetable given for the whole process. The documents required for a purchase at this
level are;

Requisition
Copy of public advertisement (Newspaper and Electronics media)
All received Invitations to Bid signed by committee members on opening

Bid Analysis form and minutes of Bid Analysis Committee, Evaluation
& Selection

Certificate of Non-Disclosure and Personal Interest
Purchase Order / Contract

Goods Received Note

Invoice

e  Payment check list
Unsuccessful bidders should be informed with clear feedback allowing them to improve
their quotations in future.

5.5.15 Goods/Services with an expected value above PKR 100,000,000 (International
Bidding process)
e Requisition
e  Advertisement on (Electronics media Website)
e Along with all above requirement exhibited in para 5.5.14

5.6 Bid Analysis

When the value of the goods or service being procured is above PKR 50,000 or there is more
than one quotation, the bids must be reviewed and analyzed by procurement committee in order
10 select the most suitable supplier.

The Procurement Officer is responsible for taking minutes of discussions by the bid analysis
commitiee and completing the Bid Analysis form (see ;
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Annex-4). All of the committee participants are then required to sign the Bid
Analysis form, and any minutes produced, to confirm that they are a true
record of the discussion and decision.

5.6.1 Bid Analysis Committee (Procurement Committee)

The bid analysis committee must as a minimum comprise a representative of
logistics, finance, and the requester (Program). All the proceeding of the
procurement committee must be recorded I detail and mention in the form of

minutes of the committee” these minutes must be maintaining for a period not
less than 5 years. The minutes will form part of the bedding document and all
document of procurement must be placed in separate file for purpose of audit
and inspection by all stakeholders.

5.6.2 Terms of Reference (TORs) for the HEADS Procurement
Committee
i. Introduction
The Procurement Committee of the Health Education and Development
Society .(HEADS) is established to oversee and manage the procurement
process in a transparent, efficient, and accountable manner. The Committee
ensures that all procurement activities comply with organizational policies,
donor requirements, and relevant regulations.
ii. Purpose
The purpose of the Procurement Committee is to:
* Ensure fair, transparent, and efficient procurement processes.
* Achieve the best value for money in procurement activities.
* Mitigate risks associated with procurement.
* Maintain high standards of integrity and accountability in all
procurement activities.
iii. Scope of Work
The Procurement Committee will be responsible for:
+ Overseeing the procurement process, including planning, solicitation,
evaluation, and awarding of contracts.
+ Ensuring compliance with HEADS' procurement policies and
procedures, donor requirements, and applicable laws.
+ Reviewing and approving procurement plans and budgets.
« Evaluating procurement requests and making decisions based on value
for money, quality, and fairness.
« Monitoring and assessing the performance of suppliers and
contractors.
Addressing and resolving procurement-related disputes and issues.
« Ensuring proper documentation and record-keeping of all

procurement activities.
jv. Composition
The Procurement Committee will consist of the following five members:
«  Chairperson: Director Finance
« Secretary: Admin & Supply chain officer
« Member: Programme Manager
Member: Procurement and Logistic officer
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* Member: Field Coordinator

v.  Roles and Responsibilities

Chairperson:
* Lead and facilitate Committee meetings.
* Ensure the Committee operates in accordance with its TORs.
* Represent the Committee in organizational and external meetings as

needed.
* Oversee the implementation of procurement decisions.

Secretary:

. Pre!:aare and circulate meeting agendas and minutes.
* Maintain records of all procurement activities and decisions.
* Support the Chairperson in facilitating Committee meetings.

Members:
+ Participate actively in Committee meetings.
* Review and evaluate procurement requests, proposals, and bids.
* Provide expert advice and input on procurement matters.
* Ensure compliance with procurement policies and procedures.

vi. Meetings
The Procurement Committee will hold regular meetings as follows:
» Meetings of the committee will be conducted as required for the

procurement procedure.
» Special Meetings: As needed, at the request of the Chairperson or any

member.
« Quorum: 60% percentage of members required for a quorum.

vii. Decision-Making
Decisions of the Procurement Committee will be made by consensus or, if
necessary, by a majority vote. In the event of a tie, the Chairperson will have

the casting vote.

viii. Reporting
The Procurement Committee will report to the Executive Director of

HEADS. The Committee will provide regular updates on procurement
activities, decisions, and any issues that require attention.

ix.  Confidentiality
All members of the Procurement Committee must maintain the

confidentiality of sensitive procurement information and decisions. Breach of
confidentiality may result in disciplinary action.

x. Conflict of Interest
Members of the Procurement Committee must disclose any potential conflicts
of interest. Members with a conflict of interest will recuse themselves from
36
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discussions and decisions related to the matter

xi.  Review and Amendments

The TORs of the Procurement Committee will be reviewed annunlly or s
needed. Amendments to the TORs require approval by the Fxecutive
Director, ‘ | ‘
*These Terms of Reference establish the framework for the effoctive
functioning of the HEADS Procurement Committee, ensuring transparency,
accountability, and efficiency in all procurement activities,

5.6.3 Bid Analysis Form

The purpose of the evaluation process is to identity the offer that iy best,
according to the important factors for that particular item or service. Factors
that could be considered when eva luating offers include;

® Initial purchase price

*  Price over the lifetime of the item (maintenance, additional items
required, etc)

* Quality/Technical Specifications

* Delivery timeframe/contract completion date

*  Payment terms

* Guarantees/Warranties, availability of spare parts/servicing (where
applicable);

* Maintenance/servicing costs or other future costs;

L]

Capability/experience level of the bidder and quality of past
experiences with bidder.

A Bid Analysis form (Annex-4) is used to record consideration of the
relevant factors, to document the decision making process, and to provide
Justifications for the choice made. This form is then checked and approved as

per the Authorisation Table, with all supporting documentation provided. The
Bid Analysis form is an internal document.

Each of the factors to be evaluated on the Bid Anal
a weighting, For example price might be 40%,
delivery time 20% etc depending on the critical
100%. By giving a score against each factor a tot
be produced for each bidder, giving their ranking
how the ranking has been determined. This

demonstrate transparency in the bid process.

ysis form should be given
quality of goods 40% &
factors and adding up to
al score out of 100 should
and clearly demonstrating
will assist HEADS to

All information pertaining to offers/proposals must be treated as highly
confidential and must not be disclosed under any circumstances to other
bidders or to officials not directly concerned with the evaluation process

5.6.4 Negotiation

Negotiations should only be entered into on complex orders or after receiving
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bids for complex or specific items, When purchasing standard or “ofl the

shelf™ items no negotiation should take place and suppliers should be
instructed to offer their best price up front.

In spevific cases, further negotiations may be needed to complete & ""“i."-" “'!
details with one or more suppliers. This process helps to ensure that H!-.Anh
receives the best outcome in terms of quality, price and time ftor all
procurements. 1t is also important to include the terms of the contract or
agreement in any negotiation to ensure that there are no provisions which
could adversely affect HEADS. This procedure is typically used when:

Highly specified purchases make offers not comparable;

Competition is narrow;

The item being purchased is very complex e.g. Construction works
Suggestions about technical solutions based on tunction/performance
requirements from suppliers are welcomed.

Negotiations can be held with one or more suppliers about the details of the
purchase, including the contract terms, when all the offers have been
received. IU's very important that equal terms and conditions as well as
information are given to all suppliers in the negotiation process.

Negotiations should be conducted by the bid analysis committee and minutes
of negotiation meeting taken to ensure transparency in the process (minutes
must be signed by members of the bid analysis committee).

After completion of the negotiations, and acceptance of terms and conditions,

orders can be made. The Programme Manager, Executive Director signs the
contract/agreement,

5.6.5 Quality Management

In order to correctly manage quality and specifications, it may be necessary
for a sample to be provided at analysis stage. In the case of selection, samples
should be retained for quality control at delivery stage. It is essential to
ensure that quality issues are a key factor at analysis stage. It is important to
select a quality of goods or materials that is appropriate for the intended use
& lifespan, keeping in mind the expected budget.

5.6.6 Contract Additions

The committee may determine points of concern when evaluating bids, which
they wish to include in any order or contract with the selected supplier. These
concerns should be noted on the Bid Analysis form, so that they may be
included in the Purchase Order or Contract, This is particularly valuable to
protect HEADS against poor performing suppliers by giving penalties for not

meeting quality standards or delivery timeframes. Penalties would normally
be expressed as a % of the total value of the order.
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5.7 Placing Orders/Contracts

5.7.1 Responsibilities

11:;1 :;r-(;c;urcmcnl Officer is responsible to prepare the Purchase Order (see
Analvais (t)r Contract (see Annex-6) in line with the decision made at Bid
ph YSis stage, and to seek the relevant signatures. The Purchase Order /

om‘racl is then authorized in line with the finance policy, and a signature
'(I{Elamcd _l‘ rom the supplier to complete the agreement. . )

VO copies of the Purchase Order / Contract are signed, with one given to the

supplier, and the other kept by the Procurement Officer. Full consignee details
and persons with whom we should be coordinating the delivery should be
rccordc_d on the purchase order or contract. For all contracts and purchase
orders it must be stipulated who is the contact person responsible for managing
the contract/PO from HEADS's side. This person is responsible for ensuring
that tl:tc terms and conditions are met, and handling all communication with the
supplier, and would normally be the Procurement Officer. A common
cexception to this would be in the case of technical works, where a technical
HEADS staff member might be more suited to manage the contract.
The Procurement Officer must monitor the terms included in a contract, and
stay in close contact with the supplier regarding any changes or problems
arising. Any request for change in contract terms must be documented in
writing. Where this will impact on the key factors within the contract/PO
(description, quantity, quality, specification; price; delivery location, date or
deadline; payment terms or schedule) the Bid Analysis committee should be
consulted and decisions documented. Contact with the supplier should be in
writing, and documented clearly for future reference.

5.7.2(a) Feedback to Suppliers
All suppliers who provide quotations or bids to HEADS should receive
feedback on their bids, whether successful or not. Ideally this should be in
writing to avoid any disputes from dissatisfied suppliers in future.

5.7.2(b) Right to Lodge Grievance

In case of complaints against accepting/rejection of a bid or bids a “Dispute
Resolution Committee” will be formed consisting of a representative of
HEADS, Bidders and in depending members (to agree by all the parties). The
committee will decide the issue white in a reasonable time but not exceeding
one months will give us decision which will be binding on all the parties. In
case of further grievance by any party the case may be decided in the court of

low.
5.7.3 Purchase Orders

For orders less than PKR 2,500,000 a Purchase Order (see Annex-6) may be
used to order goods and services. There are many instances where the detail of
the Purchase Order is insufficient to communicate all aspects of the agreement,
such as for multiple delivery dates or locations, for ordering technical services,
and for larger, more complex orders. In this case, a Contract (see Annex-7) may
be used in place of a Purchase Orqcr. . '

The Purchase Order contains key qurmatmn rengrdmg

Goods description, quantity, quality, and specification
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e  Price per unit and total price
*  Delivery location, date and deadline
* Payment terms (payments in Section 4.7)

he Purchase Order or Contract is the only document in the process whi;h is
external, and therefore is signed by only one representative of HEADS, as
well as the supplier.

In instances where multiple items are to be purchased from the same supplier
these may be included on one purchase order provided there is sufficient
space for the relevant details and that the project no. for each item is clearly
detailed.

874 Contracts

For orders more than PKR2,500.000 a Contract is required to order goods and
services. A Contract may also be used for lower value purchases that are too
complex for a Purchase Order.

Depending on the nature of the contract, there are many elements to include
in the contract terms. These terms are intended to reduce the risk to HEADS
should anything go wrong, and to document the detailed nature of the
agreement in case of any later dispute. Clear contract terms also allow easier
management of the contract in order to achieve the best outcome for HEADS.

Both the Purchase Order and the Contract form a legally binding agreement
between HEADS and the supplier, and stipulate all of the conditions around
that agreement. They are external documents. Purchase Orders and Contracts
should carry a unique reference number to allow tracking and easy reference
when dealing with suppliers.

The sample Contract given in Annex-7is a template that can be adapted to
local conditions and requirements. The Procurement Officer should develop
and keep a standard contract (or series of contracts) on file for casy use, and
document additions or amendments to the said HEADS template.

Contractor performance should be regularly evaluated and documented, as
appropriate, recording whether contractors have met the terms, conditions,
and specifications of the contract. This is useful in the evaluation of
suppliers/contractors when awarding contracts in future.

Some donors (such as ECHO and USAID) have specific requirements
relating to contract conditions on projects carried out with their funding.
When preparing contracts HEADS staff should make themselves aware of a||
conditions required by project donors and any terms and conditions
specifically required by the donor should be added to the contract.
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5.7.5 Contract Essentials

Some aspects of the contract may not be removed or altered. These are;
* HEADS and Supplier name, address, contract manager, and contact
information must be included .
® The right for HEADS to cancel the contract if the supplier does not
meet the contract conditions . )
* Total price, payment terms and schedule (see payments in Section
4.7)

Description of the goods
Delivery date and/or timetable
Contracts must be signed by both parties, and a copy kept by each
party.
® Signatures must be originals and not photocopies

There are other important elements included in the sample contract which
should be carefully considered and included where required.

5.7.6 Brand Names

In some circumstances a certain product or brand name may be referred to on
the Purchase Order/Contract, In this instance it must be stipulated clearly
whether an equivalent jtem would also be acceptable and with what
limitations.

5.7.7 Long term Agreements/Frame Work Agreements

Certain types of goods and services may be regularly procured, such as
stationery, furniture or construction materials. To reduce the need for small
cash purchases, and/or the need to seek qQuotations for every order, a
framework agreement can be established with a suitable supplier.

This agreement allows HEADS to purchase from one (or more) suppliers for
a fixed period, without having to obtain fresh quotations for each purchase.
Framework agreements should include an option to be reviewed at least once
annually if longer than one year, and can be for a shorter period to meet

HEADS needs.

Normal procurement procedures, as outlined in this manual, must be followed
to establish a framework agreement according to the anticipated value of
orders for the period of the agreement.

Framework agreements should contain the same terms as other contracts,
with the addition of terms on

* Length and start/end dates of the agreement

e Prices, if fixed

o If prices are not fixed, conditions should be included on acceptable

level of fluctuation, and how revised prices should be notified
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The timeframe for delivery of goods.
. Flexil.)ility for HEADS to use a different supplier if the goods are not
supplied/available within a particular timeframe

The logistics office should keep copies of all framework agreements on file
and refer to these in procurement documents each time the contract is used
or » purchase. Once a framework agreement is in place, it will replace the
quotations and bid analysis stages in the procurement process. However, a

Bequisition and Purchase Order / Contract will still need to be made for each
individual order required.

5.7.8 Prequalification of Suppliers/Contractors

Pre-qualification of contractors/suppliers can help to streamline the
procurement process by having a list of companies that meet HEADS’s
requirements from which to call tenders or place orders. By conducting
prequalification, the time and effort required for evaluation of bids for future
orders can be greatly reduced. In the case of smaller contracts/orders and in
emergency  situations, having prequalified suppliers/contractors means an
order can be placed at very short notice and HEADS can be confident that
procurement conditions have been met.

Prequalification is typically only suitable in locations where there are
multiple suppliers/contractors able to provide the same service. Often
suppliers/contractors are prequalified on the basis of a tender, usually
announced in a local or international newspaper. In this instance the
approximate quantity of goods/services to be procured later should be stated
so that suppliers/contractors have a reasonable basis for providing a
quotation. The specific information required for evaluation in order for a
supplier/contractor to be prequalified will vary according to the relevant
goods or service to be provided, however some key items to consider in any
prequalification process are listed below;

e Company registration and legal documents (including registration for
tax)
Financial position (turnover, bank statements)
Registration with any relevant professional associations/government
regulatory bodies
Documented experience & references from other similar transactions.
Delivery time for major items.
Schedule of rates/prices (where applicable).
Technical specifications of the products offered.
Compliance with HEADS terms, conditions & ethical guidelines,

5.7.9 Follow —up/Tracking

The Procurement Officer is responsible for man_aging the Plurchase Orders /
Contracts to meet the terms therein. To. assist with this, thp Purchz.ise
Requisition Tracking Sheet (see Annex-8) is used to record key information
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about .each requisition and monitor deliveries and performance of suppliers.
More information on this document is given in Section 4.8.

For framework agreements, it is useful to keep a spread sheet of all
agreements in place and review this regularly to identify in advance where

agreements will expire so that the correct process can be followed to identify
a new supplier.

S.7.10 VAT/Taxes/Duties

HEADS is exempt from VAT and customs duty. Some donors have
agref.?ments with host governments exempting projects carried out under their
funding from VAT and customs in that country. HEADS staff should make

themselves aware of any liability for or exemptions from taxes prior to any
procurement taking place.

Where items are purchased outside the programme country, they should be
purchased without VAT. Local expertise may be sought to ensure that correct
documentation is in' place upon importation to avoid delays relating to
VAT/tax. Issues of VAT and other taxes and duties should be covered in all

Purchase Orders and Contracts. GST / WHT will be calculated as per
government rules.

5.7.11 Receipt of Goods

All goods received by HEADS must be documented using a Goods Received
Note (See Annex 7). Where items received are assets, the Asset Register
(see Annex 8) should be updated with all relevant details before the item is
stored or forwarded to the final destination. The delivery must be checked
properly against order before any document stating that the goods are
received is signed. This is to ensure that nothing is paid for without
confirmation of receipt, and to support documentation for warehouse
management.

One staff member should be responsible for completing all Goods Received
Notes and recording all deliveries. In cases where there is a warehouse, this
should normally be the Warehouse Manager, but may be delegated differently

by the Program Manager.

ester should also sign the Goods Received Note to confirm that the
TB:lirt;q“Of goods and specification meets the needs identified in the
qFtequisition. This ensures that no unsuitable goods are accepted from the

supplier.

ot or transporter delivering t_he Igoods should also sign to confirm
’tIhhedSL;?vP;;r This is particularly essential in cases where the full order is not
coin}:iete o; there is someé problem with the delivery (refer to section 4.6.13).
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A sig_nature on the document agreeing what was delivered will avoid disputes
later in confirming actual deliveries.

Reception of goods/services requires the same use of signature for the
different thresholds as stated in the authorization table as for procurement
except where delegated in writing.

5.7.12 Goods Received Note

The Goods Received Note (see Annex-8) documents all receipts of goods into
HEADS‘. It provides space for the relevant parties to sign to confirm what
Wwas received, and allows a check of quantity and quality. It also references
the Purchase Order / Contract for easy matching with orders and procurement
paperwork. This is particularly useful where warehouse and procurement
teams are in different locations, and where multiple deliveries are being
received from one order. Please refer to section 5.5.1 for more details.

5.7.13 Rejections and Returns

In the case of problems found with goods or services on delivery, warehouse
staff should link with procurement staff in order to discuss directly with the
supplier. Goods that do not meet the specification should not be accepted, and
should be returned by arrangement with the supplier, at the suppliers cost.
Any goods being received that do not meet the required standard should be
noted on the Goods Received Note until arrangements can be made to return
them to the supplier.

The circumstances surrounding such situations vary and in case of any
dispute the issue should be reported through the management chain. Claims
arising from such disputes, both to insurance companies, suppliers or
contractors should be carefully and fully documented and an effort should be
made to maintain good relations with all parties throughout the process.

5.8 Payments
5.8.1 Responsibilities (separating duties)

Once the goods/services are received in accordance with the agreement
concerned, the invoice should be thoroughly checked and if all is in order, all
relevant documents should be gathered and forwarded to the finance office
for payment. The finance office is responsible for making all payments.

All relevant documentation to support the invoice'should be collated and
checked by the Procurement Officer before- forwarding to the 'ﬁnance office
The finance office is responsible for checking the documentation, including
checking that the correct authorisations have been given before proceeding

for payment.
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:I“;h‘;ﬂ\gz::::’:\;her (see H}.EA.DS F innnc.ial Mmm‘nl) is then prqmrml either

isl Wit NT(;: the project stafT, in line wutl.\ Im:u! routines I‘!I'ltl the

Katsiitition Tah‘l b: doc\-mtem is lhcn‘ l‘l}llhnl‘lﬁt‘d in Ilmc' wnthl the

Perusst Voute ; fore final payment is |s§ued. Authorisation of the

i rignin ‘nr 8 ljllld ensure separation of duties, so that the same person

o g contracts and releasing funds. This provides necessary checks
ances in the process before funds are released.

2" payments should meet the conditions within the Purchase Order /
d:mtmct with regards to timeframe and manner of payment (bank transfer,
eque, etc). Cash should be avoided as much as possible, and there are

usually cash limits imposed which should guide this. More information can
be found in the Financial Manual.

5.8.2 Supporting Documentation

All original supporting documents must be attached with the invoice and filed
as a part of the accounting documentation. These files are kept for at least 05
years. All relevant documents should be numbered according to the document
numbering system in place.

The documentation required to support invoices is the same as for the
procurement, i.e.

Requisition

Quotations/RFQ

Bid Analysis form & minutes from Bid Analysis Committee
discussions.

Purchase Order / Contract

Goods Received Note

Invoice

Approved payment checklist

For procurements with a high number of supporting documents (i.e. complex
urements, construction tenders etc) it is sufficient to include a reference
to these documents which should be available on file.

5.8.3 Low Value Purchases & Cash Advances

In some cases it is not practicable to use a complete procurement procedure
for an item or service of very low value. This would apply to items of PKR
50,000, or less. . |
Where there is no cash advance system, any expenditure on low value items,
must include written documentation and approval as follows;

e Receipt from the supplier/vendor

« Budget code for the expenditure to be charged

o Approval from the relevant budget holder
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Bisgiet f‘:::::ﬂml?n 'S most easily done using the Cash/Project Advance
o i“fo:\;‘mllable in the HEADS Financial Manual which contains all
for thssmis py o ation. Alternatively a document may be developed locally

It is encouraged to
¢ use the established v i
Pt procedures as far as possible to ensu

5.9  Procurement Tracking and Reporting

The Requisition Track
tracking and reportin
Procurement Officer,

ing Sheet (see Annex-9) forms the main document for

€ On procurement. It is created and managed by the
and is an internal document.

The tracking sheet allows recording of key information about each item
lequested ar!d provides the Procurement Officer with a means to view all
I'Bq'uls!tlons in one sheet. The status column and different colours can be used
to indicate progress with orders, and the information can also be used as a
reference point for estimated prices, suppliers used, and cash forecasting.

In addition, this form also serves as a means to provide feedback and handle

queries from requesters on progress with their requests, and status of orders.
If updated daily it can be stored on a shared drive, or if updated weekly it
should be circulated to requesters to provide updates at least on a weekly
basis. If the tracking sheet is not distributed regularly, the Procurement
Officer should ensure Requesters are kept informed on all progress, and any
issues or delays faced in the procurement of their items.

The Requisition Tracking Sheet can also be used to manage the performance
of the Procurement Officer as it details time taken for different stages of the
procurement process. For managers this allows monitoring of performance at
each stage of the process, identifying where delays occur, and providing
necessary support in those areas.

As noted, earlier, framework agreements should also be tracked on a
spreadsheet to identify when contracts are due to expire and ensure that the
correct process can be followed to identify a new supplier.

59.1 Numbering Forms

All forms in the procurement process should hold unique numbers to ease
tracking. This is particularly important for

Requisition

Bid analysis

Purchase Order / Contract

Goods Received Note

_ forms, and makes it difficult .to duplicate documen:lts.
gls alsob‘e:‘r’i':;o:;;tt:n ghould follow a basic numeric sequence, Depending
e num
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on the system .
nurﬂhberc‘:()ir fbn;s‘,& Procedures in place it may be appropriate to use pre-

This is particularl ful isiti
regularly fi y useful where requisitions etc are
e yte;l:d ‘;1‘“ by hanq. The Procurement Officer, together with the
conditions anci should devise a numbering system appropriate to local
must ensure that it is monitored and followed.

S.10 Rental of Premises

Rental of an office, w
: , warehouse,
doadhed skt or guesthouse should follow the procedures

;S;[E;;ES t}s1 operations are depending on funding and the general situation
S » the rental‘ agreements should match the timetable for confirmed
nding, \\:Ith an option for renewal. Alternatively the contract must have a
clause stating that if HEADS must close down or reduce the program due to
funding or political reasons, the contact may be terminated with notice.

Procurement procedures should be followed, thus ensuring that HEADS
source the most economical premises with regard to safety, security, and
other factors of consideration at the local level.

5.10.1 Electricity

An alternative to the public electrical power is often necessary for back-up
purposes. Decision on needs will be made according to local conditions.

5.10.2 Generators

Purchase of generators should be based on needs, and consideration should be
given to the network of generators needed to support all HEADS premises.

When purchasing a generator, first consideration should be giycn to capacity
required. This should be calculated based on the power requirements of the
equipment and appliances that will be powered from this generator. To
calculate the approximate total requi'rements add up the KW used by each
appliance. These are usually given In watts .(1000 watts = 1 KW). When
calculating, remember that not all appliances will be used at once.

g i at generators operate best at about 80% of their total
It is al:«so worthc;:;t"s‘g ttlt:c ﬁgnal decision on size of generator should bear this
oper BHS C?pa'so i’mportant to remember that a generator should not normally
in mind. it ;15 zrs a day, so it may be useful to purchase two generators and
e ht;r use, or 'consider having fixed generator hours of operation.
gliernaio e ' 1o the generator if this is the main power source, also
Having a back ;':5- maintenance and a back up in the case of servicing or
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Consideration should be given to availability of spares in the local market and
expertise for servicing. In addition, a reputable brand should be purchased,
although other suitable brands may be available locally.

The servicing schedule detailed in the generator operating manual should be
followed to prolong the life of the generator, and reduce breakdowns. This
will be based on running hours, so running hours will need to be recorded in a
log book. In addition, fuel for generators should be managed in the same way
as for vehicles, where fuel used is measured and fuel consumption is
calculated (See Section 7.16). A sample form of Generator Tracking sheet is
given in Annex-10.

5.10.3 Maintenance of Generators

Maintenance of generators should be carried out in accordance with the
manufacturer’s specification but as a minimum the following should be
checked when performing a generator service:

® Replace the oil and oil filter

* Replace air filter

® Check & replace coolant and coolant filters

* Inspect all of the belts for wear, cracks or dryness and replace as

needed

The service interval will be specified by the manufacturer but depending on
the location it may be necessary to perform more regular maintenance. The
logistics staff should make an assessment and determine a maintenance
schedule appropriate to the local conditions.
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Section 6
WAREHOUSING AND STORES

6.1 Responsibilities

The Executive Director is ultimately responsible for the management of
warehouses and stock, but this is usually delegated to the Logistic Officer or
Program Manager. Management of warehouses and stores are the
responsibility of the logistics department.

One person should be appointed as responsible for the warehouse. These
responsibilities could be incorporated into a Logistics Officer or Assistant
position, depending on the scale of warehousing / storage, or split between
any number of Warehouse Managers, Storekeepers and Stores Assistant
positions in the case of large scale warehousing operations. For the purposes
of this manual, this responsible person is called a Warehouse Manager.

There should be one key holder for the store, and that person is ultimately
responsible for the store contents. This responsibility would ordinarily lie
with the Warehouse Manager. This should be clear in the job description and
responsibilities, and reflected in the level of the position in terms of salary
scale, given the value of stock held. A spare key should be held in the safe,
for emergency cases, but no other staff should be issued with keys. One
should only use keys that are not easy to copy — like master key and/or other.

The keys should be locked away safely in a closed envelope, marked
“warehouse keys” when the store is closed at the end of the working day. The
keys must never be kept privately, and should not be left with the guard who
may be coerced or intimidated into allowing access,

Stock should be counted at any stage where keys are being handed over with
both key holders present

A signature list should be held by the Warehouse Manager detailing all staff
who are allowed to sign warehouse documentation

6.2 Storage Requirements

* Stores and warehouses should be of solid construction, preferable
concrete, with solid roof - not leaking, whole windows and doors,
good ventilation, even surface/floor - easy to keep clean and dry

* Large enough for requirements
Good drainage and surface access to the warehouse doors

* Easy access for trucks and other transportation, with doors to allow
inside access as required
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Appropriate location with regard to security, distance to programmes,
access 1o other transport facilities, ere
Lighting and access to amenities such as water & electricity.

Secure and lockable, with vegetation at least 3 metres away from
building walls.

6.3 Warehouse Equipment

At a minimum all warehouses should be equipped with the following items,
warchouse & logistics managers should determine if any additional
oquipment is required taking into consideration local conditions and the
nature of goods stored.
* Weighing Scales (capacity to suit type of items being stored)
Other technical items as required, (i.e. instrument to measure
humidity for grain and seed storage, etc)
Measuring tape
Toals for minor repairs
Broom and tray
First aid kit
Office work space for Warehouse Manager, with desk and shelving
for warchouse files
Fire extinguisher
e Packaging materials (sacks, boxes, tape, etc)
e Basic stores stationary

6.4 Stock Cards and Tracking Stock Movement

The Stock Card (§8e Annex=11) is the core document in the warehouse. It
records all receipts, current stock balances, and all dispatches. There should
be one stock card for each item specification in the warehouse. Where the

same item is stored for different projects, there should be one stock card for
each project.

Stock cards detail the description and specification of the item, and the units
in which it is stored for easy reference. The Stock Cards are updated by the
Warehouse Manager, as the stock movement happens. Stock cards can be
held either physically with the item in store, or in a file with other Stock
Cards, depending on the scale of the operation. Electronic copies may also be

held, but these must be supported with paper documents that have signatures
for each stock movement.

For every new item received in store, a Stock Card must be opened and kept
open until the stock is exhausted. Once stock balance reaches zero, the Stock

Card should be kept on file for future reference and audit purposes. Stock
Cards must never be discarded.
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Stock Cards are controlled documents, so should be kept securely and issued
on basis of need, by the Logistic Officer / Program Manager. Backup copies

of stock cards can be made to reduce the possibility of corruption and to
protect against loss or damage.

The stock card column asking for a reference number really reminds the
§tomkeeper that he must have supporting documentation for any receipt or
issue, which he must have on file. If he does not have the reference number to
put in the box, then he has missed part of the procedure and will need to
rectify. This is also a good tool for the Logistic Officer / Program Manager to
check quickly if the storekeeper is following procedure. In the end, the idea is
to protect the storekeeper from being responsible for items issued, by

ensuring that he has an approved document from the real owner of the stock,
the project.

For some items a minimum stock level may be set by either the relevant
project or the Warehouse Manager. This will reflect lead time to
replace/purchase, usage, urgency or nature of the item, and how essential it is
to operations. Lead-time is the time which elapses between the submission of

a specific request for supplies and the time of arrival of the goods at their
final destination,

6.5 Inventory Management
6.5.1 Receiving Goods

All items received to store must be documented on a Goods Received Note
(GRN, see Annex-8). This is an internal document that records the details of
the item, including

Description and specification

Units

Quantity

Purchase Order reference to allow linking to procurement
documentation

The GRN forms part of the procurement process, as well as the stores
procedure, and must be produced with sufficient copies maintaining adequate
controls. Usually this will comprise the following;

e Finance — original copy (through procurement officer)

e Warehouse — second copy

¢ Requester — third copy

e Book — fourth copy stays in the copy book for future reference

Prior to completion of a GRN, the items must be checked against the
Purchase Order / Contract to ensure that quantities and specifications are
correct and accurate. Any breakages, missing items, or discrepancies should
be noted on the GRN. The GRN is signed by the Warehouse Manager or the
program staff responsible and the supplier or transporter delivering the goods.
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The authorisation limits according to the aufhorisation table must al§§i]::t>e
followed when receiving goods (refer to section 4.2.1) or the responsibility
delegated with clear documentation.

lier delivery note, or other delivery documentation, is provided, t.h1s
glzusinge attached lt'i the GRN and filed, with a copy retur:ned to the suppller.
HEADS is not obliged to provide delivery documentation to supp_hers or
transporters, but it can be useful to provide a photocopy of the GRN in cases
where there are discrepancies.

When an item is received, the Stock Card must be updated to reflect the
receipt. The quantity is noted, and the reference of the GRN noted on the
stock card in case of the need to cross reference figures later. The Stock Card
is then updated for total balance. If an item is new in store, a new Stock Card
should be opened and the receipt detailed as described above.

All Goods Received Notes should be filed in chronological order for
reference and audit purposes.

6.5.2 Issuing Goods

Projects request items from the store, using a Stock Request form (see
Annex-12), This form requires them to detail their needs, including
description, quantity, and delivery location. It must be authorised by the
PM/PC or Head of Department owning the stock, or a delegated authority
(delegation in writing and shared with the Warehouse Manager), before being
presented to the store. In the case of direct collection, the form includes a

space for the receiver and the Warehouse Manager to sign to document the
despatch. :

In the case of transport for delivery, a Waybill (see Annex-13) is completed,
providing details of the goods, and destination, as well as transport means.,
After checking the items loaded, the waybill is completed by the Warehouse
Manager, and signed by the transporter.

The Waybill should typically be produced in a pre
copies distributed as follows;
* One stays in the copy book at the ori
® 3 copies move with the item to the
be signed by the receiver of which:
One copy remains with the receiver.
One copy with the transporter.

* One copy returned to the sender to confirm that final delivery was
made.

-numbered copy book, with

ginating warehouse,
final destination, where they must

Those receiving goods accompanied by a waybill are respons;
' - ible f
checking the goods against the waybill and n ponsible for cross

: oting any dj :
breakages or other issues remaining, before signiﬁg tl{e :3:;:}:’111“0;3&
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proceeding to complete the Goods Received Note Signing of the waybdll a
cach stage transfers the responsibility from ome person to another The
number of the WB must be written on the stock card. on the line of recenving.

The sending Warehouse Manager should ensure that copies of waybills
signed by the receiver are cross checked with those in the originating
warehouse, and then filed. Where copies confirming receipt at the destination
are not received, the Warehouse Manager must follow up, and report this
monthly stock reports and regular meetings with their line manager.

In either case of despatch, the Warchouse Manager must update the Stock
Card with the quantity despatched, and remaining balance, and provide the
reference number for the Stock Request Form if issued directly or the
Waybill if the despatch involved transport.

Stock Request Forms and Waybills (with book and return copies) must be
kept on file in numerical order for future reference and audit purposss.

Thesmckcardcolumnaskingforamfmnmhufm@o&'morgwdi
omremindstthamhouseMmgrthatsfhemlEIhavesupporthg
documentation for any receipt or issue, which must then be on fils to support
the Stock Card. If there is no reference to a supporting document, this
h:dimesthatpN10fﬂaepmccdurehasbeenmissed,andgi\'esme\\'amhoLse
Manager a reminder to rectify this problem. This is also a good tool for the
Program Manager to quickly check if procedures are being followed. This
procedure protects the Warehouse Manager by ensuring that no stock items
come in or go out without supporting documents.

6.6 Stock Report

On a monthly basis, the Warchouse Manager must compile a Stock Report

Annex 14), which summarises the contents of all Stock Cards, with
tity in, and quantity out for the month in question.

Any new stock items should be added to the Stock Report each month. Items

which have remained at zero balance for 3 months or more should be
removed from the Stock Report.

The Stock Report is a direct copy of the data held on Stock Cards. but is
produced electronically. The Stock Report must be sent to the Program
Manager at the end of each month, with a copy to the ED. It can also be
useful to share information about stocks with projects to allow them to plan
purchases and distribution activities.

Damaged or obsolete goods should be noted on the Stock Report. On a
quarterly basis all damaged or obsolete stock items should be disposed. in
line with asset disposal procedures detailed in Section 6.6. HEADS should
not be using valuable warehouse space to store obsolete items.
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6.6.1 Compliance with Procedures

The Logistics Manager is responsible for ensuring that the work of the store

Is being carried out in accordance with documented procures, this should be
done in the following ways: isation

* Performing regular unannounced checks of warehouse organisatio
and cleanliness,

Performing  regular unannounced spot checks to see that

documentation matches physical balances. .

* Verifying the stock report to see that documentation matches physical
balances. In particular, items with high levels of movement should be
checked, and at least 10% of stock items should be physically counted
cach month, These checks should be documented on the Stock Report
in the ‘Physical Check’ column, and noted on the Stock Card. -

* Where discrepancies are found, supporting documentation (Dellyery
Notes, Stock Cards, Stock Request Forms, Waybills & Invoices)
should be checked, and rey iewed, to identify if the difference is due to
error. If difference is due to error, the Stock Card may be adjusted
with permission from the Logistics Manager.

* Any unexplained differences must be documented and reported to the
Program Manager and ED, and the relevant PM/PC owning the.stock
item in question. Stock Cards balances must not be changed wqhout
full investigation and approval from this group. Where the-re is no
explanation for the difference, this will be acted on in line with
HEADS disciplinary procedures.

6.6.2 Full Inventory Check

At a minimum, all stock should be physically counted at least twice a year
and reported using the same format as the Stock Report .This physical check
should also be noted on the Stock Card. The inventory list should be cross
checked against the most recent monthly Stock Report. Usually at least one
check should be completed at the end of December, to facilitate annual

reporting, and the report presented by December 31st. The 2nd annual check
should be completed midyear.

This twice annual inventory is used to determine
for insurance purposes, as well as to identify obsolete stock items, or other
discrepancies in the process. Usually this invent

ory would involve staff from
outside logistics (i.e. project staff or finance) to provide an independent
check.

stock levels, and stock value

This inventory can be completed on a more re
movement levels, or to provide more checks
team, particularly that of the Warehouse Mana
the full inventory check on a more regular basis if new procedures are being
put into place, new staff members are working in the store or in cases where
there is concern that procedures are not being well followed.

gular basis according to stock
on the work of the Logistics
ger. It can be useful to perform
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Whenever transferring responsibility or changing staff of the warehouse, or
stocks, a full inventory check should be performed.
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ASSET MANAGEMENT
7.1 Introduction

An asset is defined as any non-consumable item with an acquisition value of
!’KR 3,000 or more and a serviceable life of at least one year. The term Asset
i1 used throughout this document. No differentiation is made between Asset,
Capital Asset, Real or Non-expendable Property. Assets represent part of the
HEADS?s financial status and as such are accountable and will be reviewed /
inspected by an auditor. HEADS has an obligation to register, track and

report on all assets, whether purchased with donor funds. or donated to
HEADS by donors.

In addition to the definition given, certain categories of goods should be

recorded on the Asset Register even where they do not fulfil the requirements
noted above. These include;

¢ IT equipment (including all computer peripherals, and portable hard
drives and flash disks)

e Communications equipment (including SIM cards, mobile phone
handsets, radio equipment, etc)

e Office equipment (including printers, scanners, photocopiers, etc)

Other items may be recorded according to needs, and donor regulations

should be checked prior to the start of any project to ensure that all necessary
items are being recorded.

7.2 Depreciation-Durable Equipment
7.2.1 Definition:

Durable equipment is defined as equipment that can be used multiple times
over its estimated economic useful lifespan (more than 1 year) and has an
economic value of more than PKR 3,000 when procured. Durable equipment
is therefore to be distinguished from consumable goods that do not have an
economic value after minimal use.

Depreciation and amortization calculations shall be made on the “straight
line" method. For financial statement purposes a full year of depreciation
expense for an asset can be recorded in the year of Acquisition, while no
depreciation expense can be recorded in the year of the asset's disposal.
Depreciation Rates (Asset Category Depreciation Rate)

i) Electrical and Gas Equipments = 10%

i)  Fumiture and Fixtures = 10%

iii) IT and Computer Equipments = 20%
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iv) Office Equipments = 20%
V) Vehicle = 15%

7.3 Asset Register

Qilgi:::c?: M:st maintain an Asset Register (see Annex-15). The Asset
b e an?i Iocurn.em_that records anc! t'racks all assets received by the
member.in # is 'malmtamed by ‘the Logistics Managt?r or design:.ited staff
i 5l gl;mﬁ in each location. The purpose of this document is to have
i (:ﬁ all available HEADS a:v,set? and lh_e:r condition. This also
it thet eporting to d.oonors, who require information on assets purchased
their funds. In addition to these uses, the Asset Register can also be used
e To suppf)n planning for new offices or future projects and budgets
¢ To monitor maintenance or repair needs, and purchase of spares

* For secu::ity purposes to ensure that essential equipment is available
and functioning

e For insurance purposes
To ensure that the right items are insured
To make information available quickly and easily in the case of loss,
damage or theft
e To make the best use of available assets to transfer between offices or
projects
e To know which project bears use and maintenance costs relating to an
asset
e To support management and decision making regarding equipment
and needs for
o IT and office equipment
o Vehicles
o Communications Equipment (radios, satellite phones, mobile
hand sets, etc.)
o Generators

The register will hold the following information:
Asset Tag number

Category

Description/Specification

Manufacturer

Model

Serial Number/ Chassis # / Engine #

PO number (to allow checking of documentation in finance and
logistics records

Year of purchase

Cost of purchase, Local currency
Cost of Purchase — Donor Currency (only if different to above)

Donor
Project code

Location (sho

under which the item was purchased
uld be specific, noting room and office location)
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Assigned to (named individual, or team of people)
* Remarks — should register the following

© Serviceable (full working order)
© Unserviceable (beyond repair)
o Damaged (can be repaired)

o Returned to donor

o Stolen

o Lost

o Disposed

o

o

Obsolete (no longer needed by the project)
Other information may be recorded according to local needs

If items are stolen, lost, or disposed, the item remains on the asset register,
but can be hidden from the main spread sheet to avoid confusion on regular

updates. Alternatively it could be moved to a separate spread sheet for items
no longer in HEADS.

Where an item has been lost or damaged, the Loss & Damage report must be
completed and kept on file.

74  Asset Tags

All assets should be tagged with a unique number. The purpose of Asset Tags
is to aid in identifying and tracking items, and to link with the information
held about the asset on the Asset Register. One staff member should be
identified as responsible for tagging assets prior to issuing them to their final
location. This is often the Warehouse Manager. This person is responsible not

just for tagging the item, but ensuring that all relevant information is
complete/updated on the Asset Register.

Where it is not practical to physically tag an asset, a note should be made in
the asset register that this problem has occurred to assist with annual asset
check.

Assets are numbered sequentially across locations to ensure that no number is
duplicated within a country. If an item moves from one location to another, it
retains its original asset number, and does not change.

7.5 Asset Disposal

Items on the Asset Register are disposed in line with the regulations set out
by donors and local authorities. Some donors have very specific procedure
which must be followed when disposing of assets. The Logistics team are
responsible for liaison with finance and relevant programme staff 1o
determine these regulations before disposal of any assets,

Where no specific regulations are given by donors or local authorities, or are
unclear, the Executive Director has the authority to follow the disposal
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process given below, in order of priority. For each option the corresponding
form must be completed and signed as required;
e Transfer (to another HEADS location or project)
e Donation (to local government, partner organisation, or other
appropriate channel)
e Sale
e  Write off and disposal (se Annex-16 Loss & damage report where
appropriate)

The specific item for disposal should be highlighted on the asset register and
information provided to the Executive Director. The Executive Director is
responsible to authorise action on asset disposal and to ensure that the donor
regulations are being met, and that donors approve the disposal.
Authorisation from the Executive Director should be given in writing and
kept on file for reference and audit purposes.

7.5.1 Repair

A cost benefit analysis should be done before equipment is repaired to
determine if this is best course of action. This will include investigation of
repair options and costs, which can then be compared against the cost of a
replacement before the final decision is made. Repairs would then be
purchased as a service through the normal procurement procedures.

7.5.2 Transfer

In cases of transfer of items from one project or individual to another, the
transfer should be documented in writing using the Asset Transfer Form(see
Annex-17),where both parties sign to confirm details of the transfer. The
Asset Register should then be updated to record the transfer, and copies of the
signed documents held on file for reference and audit purposes.

7.5.3 Sale

If there are no suitable organisations or projects to donate the equipment to,
the next option is to sell the equipment. Funds received for the sale of
equipment should be credited the same project as where the equipment was
obtained, or for a relevant project with the same donor.

Sale should be through a sealed bid process, with items advertised publicly,
or at public auction, to ensure maximum transparency. In the case of sealed
bids, a committee comprising logistics, finance and a member of the
management team should review all bids and decide which buyer to select.

In the case of high value items, such as vehicles, valuations should be
obtained from professional independent sources prior to bidding/auction and
this may result in the setting of a reserve price, or a guide price for the sale.
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This price can be used in the analysis to guide the committee on selection of a
buyer.

HEADS equipment may be sold to staff members provided the bid for or
auction of equipment is advertised publicly & openly and all members of the
public have an opportunity to participate. No favourable treatment should be
given to any HEADS staff members or Government Officials who may bid
for equipment and the process must be open, free and transparent.

When equipment is sold, there should follow a document of transfer. The
Sale of Equipment Form (see Annex-18) should be used to record all sales.
This states that HEADS’s responsibilities end, and that the new owner
accepts the state of the equipment at the time of handover. This also removes
all liability from HEADS if, for example, the item breaks at a later date. A

copy of the document of transfer should be kept on file, and the Asset
Register updated.

Proceeds from each sale should be documented as an income in the financial

report. The documents of the sale must be kept in the finance archives as well
as the logistics assets file.

7.5.4 Write Off

An asset can be written off as a last resort, and in the following situations.
e When it is irreparable, and holds no perceived value (a Loss &
Damage report must be completed).
e When it has reached the end of its life, or is uneconomical to continue
to maintain.
e When an item is not disposed through sale.

The decision to write off lies with the Executive Director as noted previously.
Procedure would be;

1. Logistics Officer makes a report to the Executive Director confirming
that all other disposal methods have been exhausted, and requesting to
write off

2. Executive Director checks with donors and relevant project staff
before providing a written approval of the write off

3. Program Manager files all approval documentation and ensures that
the item is disposed in line with local laws, in a safe and controlled
manner

Note: In regards to vehicles or generators, it is advisable to consider
recovering and/or refurbishing parts that can be used or disposed as spares.

In all cases, the Program Manager should ensure that all costs linked to an
asset, for example for insurance, servicing, or running costs, are transferred or
cancelled in line with the disposal of the asset.
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7.6 Managing Assets
7.6.1 Assets for Individual Use

Some assets are issued to individual staff members as part of the aquipment
required to complete their work. This might include laptops. mobile phones
cameras or satellite phones.

Any asset issued to staff for their use must be recorded on the Asset Transfr

Form Likewise, any subsequent transfer, return or handover of the assews
shouldbemordedusingﬂuesamefmn.

7.6.2 Theft, Loss or Damage to Assets

If equipment is lost or damaged, a loss and damage report should de
completed. The report should be addressed to the Executive Director with &
copy to the Program Manager. The responsible staff member is liable for all
costs and charges related to the item until the time it is reported lost or stolen,
including call charges or other costs.

If equipment is stolen, a police report would usually be obtained containmng
all details relevant to the theft. This would support a written report from the
staff member responsible for the asset.

Upon review of the report, the Executive Director can determine which of the
following actions is appropriate; '
e If the staff member is found to have been negligent, thg} should
reimburse HEADS the current value of the lost or stolen aquipment.
o If the loss or damage is deemed to be an accident, this can be written
off.
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Section 8
VEHICLE MANAGEMENT

The importance of vehicles in HEADS operations is clear. No operation can
function without the transport of relief goods and/or personnel. Nevertheless,
HEADS’s policy is to keep the number of vehicles it owns in the field as low

as possible, whilst remaining sufficient for carrying out operations
effectively.

8.1 Responsibilities

The Executive Director is ultimately responsible to ensure that this manual is
followed with regard to transport issues, but this is usually delegated to the
Program Manager. The Executive Director is responsible to ensure high
quality in HEADS’s vehicle fleet, and ensure that the vehicle fleet is utilised
effectively and controlled properly. Management of transport and vehicles is
the responsibility of the logistics department, and can be delegated to a
Transport or Logistics Officer. For the purposes of this document, the overall
manager of vehicles and transport is called a Logistic Officer.

The Logistic Officer would manage a team of drivers, and possibly
mechanics. In all circumstances HEADS drivers report to the Logistic
Officer and not to head of the project to which they may be assigned or from
where the vehicle costs are budgeted. The drivers carry a series of
responsibilities as part of their job description, which govern the conduct of
the driver, rules and regulations about security and safety, and adhering to
local laws, and detail other tasks related to the management of the vehicle
allocated to the driver. These are detailed in the HEADS driver’s manual.

Other HEADS staff is also responsible for transport and vehicle usage. To
enable the HEADS drivers to perform their duties it is important that all
HEADS staff members observe the following:

o Ensure that the driver’s responsibilities in this document are adhered
to.

o Understand that the driver is responsible for the HEADS vehicle, not
the HEADS personnel that have requested his services or the
passengers. The drivers’ advice on how to conduct the task or journey
in the safest and most efficient manner should be respected.

e HEADS staff must not give the driver orders that conflict with his
duties, or neglect HEADS regulations as detailed in this manual.

e Drivers receive instructions from their supervisors. Their supervisors
are responsible to ensure that driver responsibilities, rules and
instructions are known to other relevant staff and passengers.

All Staff have the responsibility to ensure that any person under the influence
of alcohol or drugs is not allowed to drive a HEADS vehicle at any time,
including when personal use of vehicles has been authorised.
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8.2 Pu rchasing Vehicles

Decisi : ;
'ons regarding purchase of vehicles should be made by the logistics and

programme teams t
- ogether, to . Gt
for vehicle purchase. ensure that appropriate budgeting is in place

E:g‘l\\reaﬂ?:gt‘:sdw: ich vehicle to purchase the HEADS carefully consider the
in m.any e the use and select an appropriate vehicle type. For instanf:e.
vehicles are l'arele quality of roads is sufficient that heavy duty 4 wheel drive
account when o y required. Vehicle life cycle costs should also be taken into
size. fuel emc.msldenng which vehicle to purchase, factors such as engine
coet shisald all lgcy. costs of replacement parts, likely lifespan and re-sale
be made b evaluated prior to a final decision. Significant savings can
y more careful consideration of vehicle needs prior to purchase.

8.3 Maintain or Replace

Theth monthly Car Pool Report (Annex-19) will provide detailed information
on the costs of maintenance for any given vehicle as a per km cost, which can
be compared across vehicles. This will allow easy identification of which
vehicles are becoming more costly to maintain, and will help to inform
budget holders of costs expected to keep vehicles running.

These figures can also be used to calculate when it might be more appropriate
to n?place a vehicle as it becomes less cost effective. This can then be planned
for in future budgets.

8.4 Rental of Vehicles

There is always a need to rent vehicles for short term projects, for additional
support to the HEADS fleet or where a donor stipulates that vehicles should

be rented and/or cannot support purchase.
When a rental vehicle is needed, standard procurement procedures, as

detailed in Section 4 should be followed. The requester requiring the vehicle
must prepare a Requisition detailing the exact needs for the rental vehicle,
with regard to the following points;

Vehicle type

Colour

4WD/2WD

Seating/carrying capacity-

High clearance ‘
eeded or HEADS driver will be used

Whether driver is n i
Vehicle with or without Fuel Rental (Fuel is reimbursed as per agreed

rate per KM)
Duration of rental .
Any other conditions 1.6

working locations, tinted windows, AC, etc
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for all
In addition, the following items should be checked as standard fo

potential rental vehicles

e Full test drive, in the same c;)tl';’d wirbin

testing mechanical condition of the v )

. Regis%ration certificate (check matching chassis number and engine
number)
Ownership (on registration certificate) ‘
Revenue/taxation license (valid and with correct details)
Insurance certificate (valid and with correct details)
All seatbelts working

itions as the vehicle will be used,

One should pay attention to what kind of communication equipment one can
use in a rented vehicle. As for any vehicle used by HEADS, there should be
at least two different option of communication equipment that can be used
according to security regulations.

In some cases, an independent mechanical check may be made by a suitable
mechanic prior to accepting a rental vehicle. The costs for this check should
be agreed with the owner prior to checking.

In line with procurement procedures, a contract must be made for any vehicle
rented by HEADS, regardless of the length of the rental. A sample format of
a Vehicle Rental Agreement is given in (Annex-20). This agreement is suited
to slightly longer term rental agreements, but can be adapted to suit a daily or
shorter term rental arrangement. It is important to note that HEADS can only
make an agreement with the legal owner of a vehicle or Vendor, so this
information should be checked on the ownership papers.

When a newly rented vehicle is delivered for use, the Vehicle Handover form
is completed documenting the vehicle condition. This document forms part of
the agreement between HEADS and the owner, and is then used when
returning the vehicle to help identify any problems. Where a security deposit
is given, this should be linked to the Vehicle Handover form which is used as
a basis for the return of the security deposit.

8.5 Vehicle Costs and Accounting

Any vehicle purchased by HEADS, motorbike or car, should be entered into
the finance system upon receipt, and allocated a code. This code will ensure
that costs related to this vehicle are charged to the correct project. Where
costs are to be shared among projects, arrangements must be made for this
between logistics and finance to ensure that costs are charged correctly.

Where items are purchased to support or maintain a vehicle, such as fuel or
spares, the vehicle code should be given on the payment documentation to
ensure that costs are ch.nrged appropriately. The Logistic Officer should
ensure that all vehicles in the Car Pool Report (see Annex-19) have their
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relevant code completed to allow ensy cross referencing of vehicle related
costs with financial accounts,

Security and Safety

8.6.1 Transportation of Armed Personnel and/or Military
Hardware

Under no circumstances should HEADS vehicles be used to transport armed
personnel (police, security forces, insurgents, and paramilitary personnel),
weapons or other military hardware. Depending on the local situation,
specific rules may be set on how to manage this issue. This could include
carrying a document on HEADS headed paper stipulating the rules on this
issue in the local language(s) in order to protect the driver and/or passengers

should a situation arise- Special points that should always be filled in & local
adjustments/rules.

Any incident relating to this issue should be reported using the
Incident/Accident form explained in Section 7.20.

8.6.2 Speed

All local speed-limits and road rules must be obeyed. In some circumstances,
HEADS may set lower speed limits than local laws dictate, to be followed by
HEADS drivers. For all countries the maximum allowable speed limit is
80khm/hr for HEADS vehicles. In addition, driving must be adapted to local
conditions, with special attention given to;

¢ Road conditions
Weather conditions
Pedestrians, especially children and elderly people
Other road users, particularly motorbikes and bicycles
Darkness
Cargo inside or on the vehicle which may affect brakin
become dangerous if not properly secured)
e Vehicle condition in general

g speed (or

8.6.3 Authorised Passengers and Goods

In most cases, local drivers are used for driving HEADS vehicles, as they
know the roads, local driving patterns, habits, roadblocks and weather
conditions better than others.

Authorised Passengers

!
Only authorised passengers may be transported in HEADS vehicles, All
HEADS staff members are insured during working hours, but HEADS is not
responsible for non-HEADS staff travelling in a HEADS vehicle, at any time.

To ensure that HEADS is free of all liabilities when non HEADS stafr
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members are travelling in a HEADS vehicle, a Waiver form should be
completed before the passenger joins the journey.

Authorised Goods

Any goods being transported in a HEADS vehicle must be accompanied by a
waybill documenting the transportation. Dangerous goods (such as gas)
should not be transported using HEADS vehicles. Drivers should not accep!
luggage for non-HEADS authorised passengers.

Vel'licles. must not be loaded beyond their legal capacity as indicated on the
registration documentation. All goods loaded should be secured, and loaded
safely to prevent risk to the driver, passengers or other road users.

8.7 Personal Use of HEADS Vehicles

Regulations governing when and where HEADS vehicles may be used for
private purposes are laid down by the Executive Body, with consideration to
the following points;

e Official needs always have priority, with security needs being top
priority.

e The Executive Director has the right to deny personal use of a vehicle
at any time.

e All staff wishing to drive a HEADS vehicle must hold a valid
applicable driving licence. In the case of 4WD vehicles staff must
demonstrate to the satisfaction of the Logistic Officer that they are
competent to do so before any personal use will be permitted.

e The Executive Director is responsible to ensure that all rules and
procedures regarding personal use are documented in writing and
communicated to staff through the Logistic Officer. Any rules and
procedures set must include the standards provided in this manual.

e Any private trip using HEADS vehicles across provincial and/or any
trip exceeding 200km total distance must be approved in advance by
the Executive Director.

e Personal use of vehicles must also be in line with HR regulations.

All personal usage of vehicles must be detailed in the log book to allow
correct calculation of costs for reimbursement to HEADS.

8.8 Vehicle Documentation

All HEADS vehicles should carry documents required and relevant to the
local conditions, to ensure safety and security, and adherence to local laws.

8.8.1 Documents Checks
It is essential as part of any purchase or rental of vehicles that all of the
official documentation is checked and cross referenced against the actual
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Veh‘iCle-_E“Eiﬂe number and chassis number should be checked against
registration documents, as wel] as registration plates.

8.9 Vehicle Insurance

Full details of insuranc

e selection, requirements and claims can be found in
Section 9.
Third party liability insurance covers damage to any third party vehicle.
property and

' personnel in the event of a HEADS vehicle being responsible
for an accident. No HEADS vehicle can be driven without third party
liability insurance.

For vehicles purchased locally, insurance can be arranged with a local
provider.

In order to make an insurance claim, an Accident/Incident report form must
be completed. This forms a written statement of events from the driver.

Where passengers are present, they should also complete an
Accident/Incident

report form. A police report should also be obtained
wherever possible.

8.10 Driver Recruitment and Management

8.10.1 Recruitment and Training of Drivers

When recruiting drivers, all applicants must complete a driving test with at
least two appropriate staff scoring the test, normally the Logistic Officer, and
the Program Manager.Anc)mightteslisalsomquiredmenmmuﬁn
driver’s vision is of an acceptable standard.

In addition to driving and eyesight tests, work references or recommendations
should be checked, and an interview held to determine the driver's
background, experience and motivations for the position. It is essential that
the original driving license is checked. If the driver is to drive a truck,
motorbike, or high capacity vehicle, then the relevant class should be
designated on the license. Mechanical skills should be considered a distinct
advantage for applicants to driving positions.

Drivers contracts should provide the longest probation period allowable by
local law and new drivers performance should be carefully monitored using
feedback from passengers and with close supervision from the l.ogis:i;
Officer. New drivers should be carefully inducted on  procedures and rules
relating to transport and vehicles. Where possible training should

be offered
to drivers including but not limited to;
e Off road/4WD driving (where relevant and suited 1o local conditions)
e Defensive driving.
o First Aid.
¢ Basic Mechanics.
L ]

Use of all aspects of the HEADS vehicles (such as winch operation).
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Provisi : s
the VII:T!?; o lramn'ng improves overall safety, better driving and use of
€s (s less maintenance), and reduced fuel consumption.

8.10.2 Staff Driving Test

Hfggs employed drivers should pass a driving test before they can use any
y hi A Vehlcl.es’ to make sure they understand how to drive a 4wd
vehicle under special conditions, and what to pay attention to. The test should

be s:arried out by the logistics manager prior to any staff using HEADS
vehicles.

8.10.3 Driver Rules and Conduct

In addition to the responsibilities contained in the HEADS Drivers Manual
the following basic rules apply to all HEADS vehicles and drivers. They
should form part of the job description of the driver, and may also be shared
with other staff and passengers. It is the responsibility of the driver to ensure
that they are followed at all times, and further details are given in each
relevant section:

e No mobile phones are to be answered when driving.

e Driving style should suit local conditions, and should be careful and
passive.

e As a representative of HEADS the driver is expected to dress and
behave in a respectable manner at all times.

e The driver should manage his/her time properly and report promptly
to work. S/he should also ensure that s/he is adequately rested prior to
long journeys.

e Drivers requiring prescription glasses must wear these at all times
when driving.

e Drivers must carry out a weekly vehicle check.

e The driver should report to the Logistic Officer if any problems are
experienced with passengers not understanding or following the rules
required in this manual.

e The driver should familiarise him/herself with the tools and
equipment in the vehicle

o The driver should familiarise himself/herself with the local area and
planned journey route prior to departure, particularly any security
issues to be aware of.

When other HEADS staff is driving HEADS vehicles without the service of
the driver, the same rules and guidelines must be observed.

As a precaution against theft, the driver should apply the following:
o The vehicle should be locked and windows closed.
o The vehicle should be properly secured when the driver leaves the
ehicle. - |
. ;arking should be in a secure area, with adequate lighting and
preferably guards and valuables should be kept out of sight.
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8.11 Vehicle Allocation and Planning

HEADS should develop a system for allocating- and managllﬂ g ‘;ih:: :i:
according to their programme needs. Managing vehicles as a pew :15to ensu;e
efficient system, and this may require weekly plans to be submitte

that all needs are met.

i y -
Any system developed should clearly communicate how vc-.hlf:;[letsa iz]zrf” lt::; :
accessed and the timeframe for requests. They should also de

responsible for organising the vehicles and deciding which vehicles are
allocated how.

8.12 Log Books

Every HEADS vehicle should carry a Vehicle Logbook (Annex-21). All use
of the vehicle, whether personal or official should be detailed in the logbook
at the end of each journey. Motorbikes should carry and use logbooks as with
other HEADS vehicles. _
The driver is responsible for completing the logbook, including km recording,
and to note where fuel is received or maintenance/repair work done, The
driver must sign the logbook every time it is updated.

The Logistic Officer is responsible to check logbooks on a weekly.bellsis. to
ensure that they are being properly filled and to check work detailed is in line
with duties allocated during that week, The Logistic Officer will record the
figures in the Log Book on a monthly basis to support the monthly Car Pool
Report.

8.13 Fuel Management

Receipt and use of fuel must be monitored to ensure that this valuable
resource is being properly managed, and to track the performance of vehicles.
The fuel consumption of all vehicles must be recorded at each fuelling, and
on a monthly basis (see Car Pool Report, Section 7.20).

In order to correctly measure fuel consumption, the following must be in
place:

* Always fill tank fully for securi
consumption,

*  One should fill before the total tank volume(s) is Jess than a third of
the total,

* Vehicle tanks muyst be fille
measurement of litres of fye)
are not accurate enough),

Accurate records must be kept of all fuel received, usin

te nust be g g the Fuel
Rojqui_sl.non Form (gee Annex-22), This form requires the signature of
3 individuals to confirm the receipt of fuel, and the fuel received is

ty reasons and for control of fyel

d when fuelling, to allow accurate
used and received (fuel gauge readings
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also entered into the Log Book. The fuel received together with the
km driven allows the calculation of fuel consumption.
® TheF

uel Requisition Form also allows space for calculation of fuel
Sonsumption at each fuelling. This allows the Transport Officer 10
identify early any problems with fuel consumption.
Expected Fuel
manufacturer’
wdﬂmnineﬂlerateperkilmmtreinl’
vehicle.

Consumption figures for a new vehicle can be found in the
> manual. HEADS Logistic Department will have the authority

KRorKMperlitmfuelfovmavcrage

a_\n)_r vehicle covering less distance per km of fuel/or using more fuel than

“‘dWﬁmnﬂiemmufactmrshwldbeinvesﬁgawdfmﬂm.

Possible explanations for
¢ Poor driver handling.

Poor engine conditi

poor fuel consumption include;

Poormadcmditions(panimlaﬂygeuingmmmudorsmd).
Use of Air Conditioner.

Fuel leak.
lnconectmm-dingofﬁselmeivedmﬁxlm
Inconactmordingofkmdriveu,
Theft.

Poor quality of fuel.

8.14 Maintenance and Repairs

8.14.1 Vehicle Checks
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driving habits and
manufacturer’s
if needed.

standards, vehicle age, and vehicle use. T‘hlc
manual or a good mechanic can provide more guidance in this

Once the schedule is established, the Logistic Officer must track the servicing
of “lll vehicles to ensure that services are done on time, and records kept of all
services. Whenever work is done on a vehicle a copy of the Job Card (see
Annex-23) should be kept on file to form the complete history of the vehicle.

8.14.3 Spare Parts

Care ShOt.lld be taken to ensure that all spare parts used in HEADS vehicles
are genuine spares. This requires the use of reputable suppliers, but also
diligence and checking during the servicing. If non genuine spares are used
this usually voids all warranties, and results in substandard quality.

Where repairs are done, the old spares should be returned to HEADS as proof
that the part was replaced, and then disposed. The Logistic Officer should
identify the fast and slower moving spares and consider the timeframes to
source spare parts. In many cases, especially where there is a larger fleet of
vehicles, it could be useful to hold small stocks of spare parts to reduce

servicing and repair lead times, and set up a reorder system with the
Warehouse Manager.

Often it is useful to order commonly used spare parts when a new vehicle is

purchased. This way the parts can be shipped with the vehicle and HEADS
can be confident of their quality and suitability.

8.15 HEADS Workshop or External Provider?

Careful consideration should be given as to which is the best option for
servicing and repair needs according to local conditions. Factors to consider
include:

e Availability of locally qualified personnel.

 Ability to oversee and supervise mechanics, including some technical
expertise in the supervisor.

e Availability of spare parts and consumables, and options to hold
stocks of these.

e Set up of workshop to meet vehicle needs now and in the future,
including office space, covered service bays, inspection pit or ramp,
security, space for multiple vehicles to access, turn, and park
(consider space, cost, maintenance, etc).

Availability of external garage facilities.

Equipment required for different aspects of work.

Some work will still have to be outsourced, such as wheel balancing
and major repairs.

o Environmental impact of disposing of oils and lubricants,

69

¥

- "5-\?f*"'1.';' ,, LOGISTIC AND PROCUREMENT
Q,-, ﬂ; =¥ H . POLICTES AND PROCEDURES MANUA]L,
) o A A




wri

’ '\\
(@J HEAL T e ATTON AND DEN B LOPNVIE N
IMhamiy

Where available, it | fecommended to use extemal providers for repairs and
servicing, These often Provide guarantees for their work, and ean handle all
aspects of the workshop management, including sourcing spares, health and
safety, eto, Setting

Up and managing a HEADS workshop is complex and
time consuming if it is to be done well.

8.16 Workshop Management
8.16.1 Staffing

When hiring mechanics is it essential to ensure that they have the relevant
qualificatio

NS and experience, particularly for the vehicles in the fleet.
References

must be checked. Contracts should include o probation period,
during which time the work must be monitored closely.

8.16.2 Procedures and Documentation

It is essential that all work carried out in th

recorded on a Job Card (see Annex-23). This job card forms a record of work
done to a particular vehicle, but also allows planning and monitoring of the
mechanics workload and daily activities, It also allows the Logistic Officer to
link Weekly Vehicle Reports with the work done on a vehicle to ensure that
issues raised are resolved, or further actions are identified,

e workshop is documented and

Environmentally hazardous waste such as used petroleum, oils and lubricants

must be disposed of safely and without contaminating local water sources.
Advice should be sought from local workshops regarding this disposal and
careful solutions sought.

8.17 Accidepts and Incidents

All accidents or incidents, including security incidents, involving HEADS
vehicles, require the completion of an Accident / Incident Report within 24
hours. This document is then forwarded to the relevant line Mmanager, and the
Logistic Officer for further action. The Logistic Officer is responsible to
coordinate all actions, and gather all documentation required should ap
insurance claim be necessary. An Agreed statement of facts on motor vehicle
accidents is also required in the case of an insurance claim, and must be
completed before leaving the scene.

In case of an insurance claim, when the vehicle has been covered through
4 Head Office, all relevant documents must be collected and sent all together
! either through email or courier service or other appropriate agencies,

In the event of an accident drivers should follow the che

cklist contained in
the HEADS driver’s manual,

8.18 Car Pool Report
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All aspects of vehicle management is recorded and reported upon in the
monthly Car Pool Report (Annex-19), to be forwarded to the Logistics
Officer. Ordinarily, the Logistic Assistant compiles this report. The car pool
report is intended to be used as a fleet management tool so that vehicle use,
condition and performance can be monitored by the Logistic Officer in the
relevant Field office. This is particularly useful in determining vehicles
requiring maintenance, service or other attention as these will likely have

higher than normal fuel consumption which will be indentified through the
Car Pool Report.

The report includes basic information on each vehicle as well as:
Current working location of the vehicle.

Insurance details and expiry date.

Present condition for each vehicle.

KM travelled.

Fuel used.

Fuel consumption.

Costs of servicing and repairs.

Total cost per km.

Comments.

The report also allows the Logistic Officer, Project Manager and the Progl:am
Manager to have an overview of the vehicle fleet and to review vehicle
condition and status quickly.
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Section 9

REPORTING AND FILING
9.1 Filing System at Office Level

In accordance with the procedures noted in all previous chapters, logistics
files should be held and maintained at Head Office / Field Office level.

9.2 Reporting

Reporting is necessary to enable the management team in Head Office to see
the work of the logistics team, the issues and progress, and to help them
identify and provide support in problem areas.

The following set of documents should be prepared and reported to managers

on a monthly basis, with a copy to Executive Director on a quarterly basis,
not later than the 10™of the preceding month:

o  Asset Register (Annex-15)
e Quarterly Car Pool Report (Annex-19)

Any other reports generated as part of Field work should be shared directly
with the line manager.

Other Annexures attached to this Logistic Manual:

Stationery Requisition Form Annexure-24

Authorization Table Annexure-25

Vehicle Handover Form Annexure-26

Procurement Check List Annexure-27

HEADS Minimum Performance Standard for Vouchers Annexure-28

ol o
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HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)
Annex-2
SUPPLY REQUEST FORM ANO Dovy,
'\\\Fffm %"5.
stima Total de
item Name Specification Qty |UnitType| UnitPrice Amount | Budget Co
[~ 1|Bive Pens Pilot ballpoint __|item 100] NOK5 | NOKS00 POOOXOC
E model no. P00 —
r |
i. .
TOTAL
Requested By: Checked By:
Name: Name:
Designation: Designation:
Date: Date:
|Verified By: Approved By:
|Name: : , Name:
|Designation: Designation:
|Date: Date:
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HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)
REQUEST FOR QUOTATION

From: <name, HEADS, office address> Annexure-4
Date:
No. of pages including this page:

Subject: <summary of item description>
Reference number:

Please submit your quotation in accordance with the requirements detailed below by
e Fax <number> or

* by hand delivery to <address> or
* by email to xemail address>

Deadline for submission of quotations is <date and time> promptly. Companies who do not submit
their quotation by this deadline will not be considered.

The office of the Health Education and Development Society invites your company to make a firm
offer for the following items

Merchandise:
Specifications:
Quantity:

Delivery location:

Specific Terms & Conditions:

: Sealed quotation must be submitted showing XYZ (RFQ Title) on the envelope.

Z: HEADS may ask shortlisted bidders to submit samples for evaluation.

3. HEADS reserves the right to award the contract to single or multiple bidders.

4, Sealed quotation should reach address House # 1945, Afzal abad, University Town Peshawar
on or before date (Last Date of Submission) before (Time),

5. Quotation delivered after specified time & date will not be accepted.

6. Quoted prices must include all government prevailing taxes.

7. Each bid shall be valid for a period of three months from its date of submission.

8. Prices should be quoted in PAK Rupees only

9. Prices for the Printing Items must include Freight/Transportation, Packing, Loading &

unloading charges.
10.  All values in unit price column should be entered carefully. In case there is any discrepancy
between unit price and total amount, value put in unit price column will govern.
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HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)

11. The procurement committee reserves the right to alter the quantities, if required; such
variation in quantities/ Units will not cause any change in the unit price.

12. Procurement committee reserves the right to cancel/reject any or all offers.

13. An agreement will be signed with successful bidder for timely supply of appropriate quality
tems. Failure to meet the conditions of the agreement will result in cancellation of the
agreement at the risk and cost of the supplier.

14. Lowest price will not be the sole criteria; quality, previous experience and timely delivery will
be considered.

1S. This RFQ documents does not constitute any commitment on the part of this Organization
unless a written agreement is signed by both parties.

16. HEADS may right to increase or decrease work budget as per budget availability.

17. Al Taxes should be applicable as per Government of Pakistan Law.

18. Bid evaluation criteria is based General Criteria Marking should be in these series.

Registration, NTN (10 Marks)

At least 2-year experience with NGO's or Government (10 Marks)
Combative Rates. (30 Marks)

Delivery lead time. (20 marks)

e Sample (30 Marks)

GENERAL TERMS AND CONDITIONS

1) Price: The prices stated on the order shall be held firm for the period and / or quantity unless

2) Source of Instructions: The Supplier shall not seek nor accept instructions from any source
external to Procuring Organization in relation to the performance of the contract.

3) Assignment: The Supplier shall not assign, transfer, sublet or subcontract the contract or any
part thereof without the prior written consent of the Buyer.

4) Corruption: The Supplier shall not give, nor offer to give, anyone employed by the Buyer an
inducement or gift that could be perceived by others to be a bribe. The Supplier agrees that a breach
of this provision may lead to an immediate end to business relationships and termination of existing

contracts

+ All data, including but not limited to, maps, drawings, photographs, estimates,
plans, reports and budgets that has been compiled by or received by the Supplier under the contract

shall be the property of the Procuring Organization and shall be treated as confidential. All such data
should be delivered to the authorized officials representing the Buyer upon request.
r L
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HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)

5.1 The Supplier may not communicate at any time to any other person, government or a_utl_'norlty‘
external to Procuring Organization, any information that has been compiled through agsoaatwn with
Procuring Organization which has not been made public except with written authorization from the
Buyer. These obligations do not lapse upon termination of the contract.

6)Use of Emblem or Name: Unless otherwise agreed in writing; the Supplier shall not adverti_se _
nor make public the fact that it is supplying goods or services to the Buyer, nor shall the Supplier in

any way whatsoever use the name or emblem of Procuring Organization in connection with its
business or otherwise.

7) Observance of Law: The Supplier shall comply with all laws, ordinances, rules and regulations
bearing upon the performance of its obligations under the terms of the contract.

8) Force Majeure: The meaning of the term can be taken to mean acts of God, war (declared or
not), invasion, revolution, insurrection or acts similar in nature or force.

8.1 In the event of and as soon as possible after the occurrence of any cause deemed force
majeure, the Supplier must inform the Buyer of the full particulars in writing. If the Supplier is
rendered unable either in part or in whole to perform its obligations then the Buyer shall take such
action as it considers, in its sole discretion, to be appropriate or necessary in the circumstances.

8.2 If the Supplier is permanently rendered incapable in whole or part by reason of force majeure to
complete its obligations and responsibilities under the contract then the Buyer will have the right to
suspend or terminate the contract on the same terms and conditions laid out in section 9,
Cancellation.

9) Cancellation: The Buyer reserves the right to cancel the contract should it suspend its activities
or through changes to its mandate by virtue of the BOD of Procuring Organization and/or lack of
funding. In such a case the Supplier shall be reimbursed by Procuring Organization for all reasonable
costs incurred by the Supplier, including all materials satisfactory delivered and conforming to
specification and terms of contract, prior to receipt of the termination notice.

9.1 Should the supplier encounter solvency problems including, but not limited to, bankruptcy,
liquidation, receivership and similar, the buyer reserves the right to terminate the contract
immediately without prejudice to any other right or remedy it may have under the terms of these
conditions.

10) Warranty: The Supplier shall provide the Buyer with all manufacturers' warr
warrants that all goods supplied in relation to the contract meets specification, is defect free and is
fit for the purpose of the intended use. If, during the warranty period, the goods are found to be
defective or non- conforming to specification, the Supplier shall promptly rectify the defect. If the
defect is permanent then at the choice of the Buyer the Supplier will either replace the item at their
cost or reimburse the Buyer.

anties. The supplier

11) Lass and Indemnity: The Supplier shall compensate the Buyer in full on demand for all loss,

damage or injury to the Buyer which results from the Suppliers failure to comply with the Contract
(whether negligent or otherwise).

12) Insurance: The Supplier shall be at all times fully insured with a reputable insurer against all
insurable liability under the Contract.

35|Page
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HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)

13) Inspection and Test: The Supplier must inspect the goods prior to dispatch to ensure
conformance to specification and/or any other provisions of the contract. The Buyer reserves the
right to Inspect the goods for compliance with specifications and provisions of the contract. If, in the
Buyers' opinion, the goods and/or services do not comply with the specification, the Buyer will
inform the Supplier in writing. In such a case the Supplier shall take the necessary action to ensure
;ompllllance, liability for any additional cost incurred for rectifying compliance will rest with the

upplier.

14) Changes: The Buyer reserves the right to make reasonable changes at any time to the
specification, drawings, plans, quantity, packing instructions, destination, or delivery instruction. If
any such change affects the price of goods or performance of service the Supplier and Buyer may
negotiate an equitable adjustment to the contract, provided that the Supplier claims for adjustments
in writing to the Buyer within 3 days from being notified of any change.

15) Export License: If an export license or licenses are required for the goods, the Supplier has
the responsibility to obtain that license or licenses.

16) Payment Terms: Payment will be made within 10 working days through crossed cheque after
verification of the supplier’s invoice. Invoice of the supplier will be verified through satisfactory
delivery and technical test report (if any) of the supplies to the location mentioned in TPD.

17) Ethics: The Code of Conduct to all of suppliers to respect is as follows;

The rights of staff to freedom of association and to collective bargaining are respected.
Working conditions are safe and hygienic.

No exploitation of children is tolerated.

Wages paid are adequate to cover the cost of a reasonable living.

Working hours are not excessive.

No discrimination is practiced.

No harsh or inhumane treatment of staff is tolerated.

Local labour laws are complied with.

Social rights are respected

18) Rights of Procuring Organization: Should the Supplier fall to perform under the terms and

conditions of the contract, including but not limited to failing to obtain export licenses or to make

delivery of all or part of the goods by the agreed delivery date(s), the Buyer may, after giving

reasonable notice to the Supplier, exercise one or more of the following rights:

19.  Procure all or part of the goods from an alternate source, in which event the Buyer may hold
the Supplier liable for additional costs incurred.

20.  Refuse to accept all or part of the goods.

21.  Terminate the contract.

19) No Agency: This order does not create a partnership between the Buyer and Supplier or make
one party the agent for the other for any purpose.

20) Severability: If any provision in this Agreement is deemed to be, or becomes invalid illegal
void or unenforceable under applicable law, siich provision will be deemed amended to cor;form té
applicable law so as to become valid and enforceable, or if it cannot be so amended without
materially altering the intention of the parties, it will be deleted, but the validity, legality and
enforceability of the remaining provisions of this Agreement shall not be impaired or affected in any

Wav.
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HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)
21) Jurisdiction Clause: The Contract shall be governed by Pakistani law and the Supplier
consents to the exclusive jurisdiction of the Pakistani courts in all matters regarding it except to the
extent that the Buyer invokes the jurisdiction of the courts of any other country.

22) Service of Notices:

22.1 Any notice given under the Contract shall be in writing and may be served:
Personally;

By registered or recorded delivery mail;
By facsimile transmission (confirmed by post);

By any other means which any party specifies by notice to the others.

22.2 Each party's address for the service of notice shall
address as specified by notice to the others.

Supplier Information

Company name.................

be at their registered address or such other

avsonssoransrsensse STAMPLissnsorsssorssisansonsssnonnes

ADANBES..........conseremrerersasasessmssissssiss
Contact Person.........csiveeeesenreeenns
Contact Telephone number....................

EMBIFR...voe s usenmssarssansnmsssesnsnsasiosnrasnsshesssssisssasatisisssssossi

HEADS reserves the right to accept or reject the whole or part of your quotation based on the

information provided. Incomplete quotations which do not comply with our conditions, will not be
considered.

Shortlisted suppliers will be required to submit samples of each item. Please be sure to have all
samples available at short notice, and wait for a response from HEADS if you have been shortlisted.

5-5||’:| 0




Bid Analysis

.@‘ w HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS) Annexure-%

Requisition number:
Item Description:

Total :
Rank each supplier against the above areas with a suitable weighting for each

SUPPLIER SELECTED:

Reason for selection:

AUTHORISED BY:

By signing this document, the below signatories confirms that there are no personnal conflict of interest in respect of the bids being evaluated

Name Signature Date
Logistics Officer
Programme
Representative:
Finance:
Technical Support
(if required)
’ s 3
#ﬂ 8
1 r O -
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H[\:ALTH EDUCATION AND DEVELOPMENT SOC IETY (HEADS)

CONTRACT

contract Number:
pate: wu /%% /200%

To <VENDOR NAME>
No of pages Iincluding this page:

[ itutes
This Contract supersedes all prior oral or written agreements, if any, between the parties and constitu
the entire agreement in respect of this purchase.

peference your offer <REFERENCE> dated <DATE>

we hereby place the following order subject to the terms below
yendor:

(Name)

(Address)

Contact Person: (Name)

Telephone: (xxx))

E-mall: (xxx)

Buyeri

HEADS

(Address)

Responsible buyer: (Name)
Telephone: (xxx)

Fax: (xxx)

E-mall: (xxx)

Consignee:
HEADS
(Address)
Telephone: (Xxx)
Fax: (xxx)

To supply with the following specifications:
Item No.: (xxx)
Quantity : (xxx)
Specifications: (xxx)

In words: (Currency + amount)
The total value of this order is (currency + amount in numbers)

2  BREAKDOWN OF COSTS

Item Description Quantity | Unit of Measure Unit price Total

Total value items |
Transport
A Total value this order

: '1"_; y - T 3 LWWWT
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! The Vendor confirms that the goods provided orlginate from

,  DELIVERY SCHEDULE

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

Delivery Item No. Quantity Latest date of
e delivery
L

Last

" the vendor shall bear any costs for unloading at the point of delivery. HEADS only accepts responsibility

for the items upon issuance of a signed Goods Recelved Note confirming goods, and signed by the
. delivering party.

5 TERM. (This section to be included in long term/framework agreements only)
This Contract shall commence upon the signing of this agreement and shall continue for a period of.........
months/years (delete as appropriate) unless earlier terminated pursuant to Section 6 of this contract.

HEADS and the Contractor may mutually agree to extend services beyond the term of the Contract
through a written Contract Amendment to this Contract.

HEADS may terminate this Contract at any time upon 30 days’ written notice for any reason. In the
event of such a termination, the contractor will be paid approved fees and expenses for services
performed in accordance with this Contract up to the date of termination.

If elther party fails, in whole or in part, to fulfill any of Its obligations under this Contract in a timely
manner the other party may, by notice to the party in breach, demand that they perform those
obligations. If (a) the Party In Breach fails to perform those obligations within thirty (30) days after
receipt of such notice, or (b) the Party In Breach shall have become Iinsolvent or have taken steps
towards Insolvency, then the other party may, without prejudice to any other rights or remedies,
terminate this Contract upon not less than fourteen (14) days written notice to the Party in Breach.

7

Penalty%very applies to each day (24-hour period), or part of a day after the dates and times
given in the Delivery Schedule. Penalty comprises 1% of the total value of the order per day.

" _

PI t HEADS are notified of all deliveries In advance to allow for relevant people to be
a::lf:b?: iﬁr:hm al-:1d unload goods. Fallure to notify HEADS may result in a delay in offloading, the cost
of which will be borne by the delivering party.

RECEIPT OF GOODS
HEADS require official documentation to record all receipts of goods. The supplier may choose to prepare
a Delivery Note, but will also be required to sign an HEADS Goods Recelved Note confirming items
received. A copy of this Goods Received Note should be attached with any invoice to support payment.

10

The Vendor shall be considered as having the legal status of an independent contractor vis-a-vis HEADS.
The Vendor, its personnel and sub-contractors shall not be considered In any respect as being the

employees of HEADS. The Vendor shall be fully responsible for all work and services performed by its
employees, and for all acts and omissions of such employees.

S[72%
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. mﬂ;AL_EI'AEDAm
' jiers doing business with HEADS should maintain high standards on ethical issues; respect and
n of child labour, and give fair working

i
T BRIV
:c human and social rights, ensure non-exploitatio
ducers of weapons, alcohol, tobacco or

|
fﬁdiﬁons to their staff. HEADS will not do business with pro

mmographv-

12 ;g_uﬂ.[ﬂ'_ﬁuumﬁﬁl

yendors must notify HEADS if there is potential conflict of interest with any HEADS staff prior to signing
d to have a conflict of interest will be struck

of this Contract. Any supplier failing to do so, and later foun
from the HEADS vendor database.

13 =

In the event the Vendor requires the services of a sub-contractor, the Vendor shall obtain the prior
written approval of HEADS for all sub-contractors. The Vendor shall be fully responslble for all work and
services performed by its sub-contractors and vendors, and for all acts and omissions of such sub-
contractors and vendors. The approval of HEADS of a sub-contractor shall not relieve the Vendor of any
of its obligations under this Contract. The terms of any sub- Il be subject to and conform

with the provisions of this Contract.

external to HEADS. Vvendors

14 OBLIGATIONS
The Vendor shall neither seek nor accept instructions from any authority
any other person, government or authority external to HEADS any

may not communicate at any time to

information known to them b reason of their association with the HEADS which has not been made

public, except in the course of their duties or by authorisation of the HEADS: nor shall Vendors at any
rivate advantage. These obligations do not lapse upon

time use such information to P
tion of their agreemen

t:nninationjexpira
5 ggnmag HBHQEEHEHI
management of thiS COMEFACE [S:ssussssssssssssssssssssssssss s

The Vendor contact for the

ct for the manageme

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

nt of this contract is

The HEADS conta
Any issues arising during this contract must be communlcgted in writing between these two contacts.
writing, with signatories from representatives of

Any adjustments to the Contract must also be noted in
both parties.

16

No Contract shall become effective and no Contract s-hall exist until HEADS has received from the Vendor
written acceptance of the conditions which govern this Contract by signature at the end of this Contract.
o e vendor shall also constitute acceptance of the order by

g:itiation of performance under this order by th
e vendor, including all terms and conditions herein contained or otherwise incorporated b
Each party to the Contract will hold a signed coPY for reference. P y reference.

17 IAX
Tax will be deducted as per Government of Pakistan LAWS.

18

RISCOUNTS
Time in connection with an e date of receipt by
y cash discounts offered will be com
o puted from th d by HEADS
at the place named in the contract of full documentation as specified by the C(:arlt';actfarnd/oi rtanne
xes

thereto.

19 WARRANTY

The V )

e Vendor warrants the goods furnished under this Contract to conform to the specifications and to b
e

free fr i ;
om damage and defects in \fQ_anshlp or materials. This warranty is without prejudice to any

: T ﬁgaps Logistics Manual Annex-7
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HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)
further uarantees .
SL,__W%O :m:; Cont?:;tt,the Vendor provides to purchasers. Such guarantees shall apply to the goods

20 INSPECTION
shall have the right to inspect the goods called for under
laces of shipment, and the Vendor

he duly accredited representatives of HEADS

mtcw"“t‘ ::et :;1 mf;:sstfgres, during manufacture, in the ports or p

discretion. Any inspecti o S.u‘:h inspection. HEADS may issue a written waiver of inspection at its

Srejudice the impl on_carned out by representatives of HEADS or any waiver thereof shall not
ementation of the other relevant provisions of this Contract concerning obligations

<ubscribed by the Vendor, such as warranty or specifications.
due to the vendor's default,

wever, an inspection must be repeated
t inspections for the same

cost of the second and any subsequen
he inspection company.

Inspection is at buyer’s cost. If, ho
ed to the vendor by t

or for the vendor’s convenience, the
purchase order (or lot, if part inspection) will be charg
21  EXPORT LICENCE

The Contract is subject to the obtaining of any export licence or other governmental authorisation that
may be I'E'qulred_. It_shail .be the responsibility of the Vendor to obtain such licences or authorisation.
HEADS may, at its discretion, use its best endeavours to assist.

no official of NRC has been, or shall be, offered by the Vendor
his Contract or the award thereof. The vendor agrees that

tial term of this Contract.

22

The Vendor represents and warrants that
any direct or indirect benefit arising from t
breach of this provision is breach of an essen
bances, acts of

ations, industrial distur
force not caused by,

local laws or regul

23
Force Majeure includes: natural disasters,
violence, civil disturbances explosions and/or any other similar cause of equivalent
nor within the control of both party and which neither party is able to overcome. As soon as possible
d within but not more than fifteen (15) days,
If the Vendor

re type situation; an
rticulars in writing toH
bligations and mee

Contract by giving,

EADS of such Force Majeure.
t his responsibilities under this

in writing, seven (7) days

f a Force Majeu

the Vendor shall give notice and full pa

is thereby unable, wholly or in part, to perform his 0

Contract, HEADS shall then have the right to cancel the

notice of termination to the Vendor.

24 QEEAHI.I

In case of default by the Vendor, including, but not limited to, failure or refusal to make deliveries within

the limit specified, HEADS may procure the goods or services from other sources, and hold the Vendor
nsible for any excess cost occasioned thereby. Furthermore, HEADS may, by written notice,

terminate the right of the Vvendor to proceed with deliveries or such part or parts thereof as to which

there has been default.

25 REJECTION

In the case of goods or services purchased based on specifications or Scope of works, HEADS shall have
the right to reject the goods or services or any part thereof if they do not conform to specifications or the
scope of works.

26  BANKRUPTCY

Should the Vendor be adjudged bankrupt, or should the Vendor make a general assignment for the
benefit of its creditors, or should a receiver be appointed on account of the Vendor's insolvency,_HEADs
may under the terms of this Contract, terminate this Contract forthwith by giving the Vendor written
notice of such termination. ‘

@ ‘ %‘.‘% ;mﬁ ,S,;';"gi“ﬁ"-'s Manual Annex-7
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27

Nr?ﬂst:::‘g;d;PO;ﬂmD::Lﬂac;;:'o:f(:if'ét::)sscop ErTCt shall be made except by prior agreement between the "
8t iplace - hall

made In writing and signed by both partlgs. ) and the Vendor. Amendments to this agreement shall b€

28
I::r:sf“gl?;fs 223 g?tt:esﬂizhgrﬁ:sfe[{tflefge or make other disposition of this Contract or any part

r , Cla e prior
written consent of HEADS. 9 ims or obligations under this Contract except with the pri

29 INDEMNIFICATION

The Vendor agrees to indemnify, hold and save HEADS harmless and defend at its own expense HEADS,
its officers, agents and employees from and against all suits, claims, demands and liability of whatever
nature or kind, including costs and expenses thereof and liability arising there-from, with respect to,
arising from or attributable to acts or omissions of the Vendor or its employees of sub-contractors in or
relating to the performance of this Contract. This provision shall extend to, but shall not be limited to,
claims and liability in the nature of product liability claims.

HEADS will promptly notify the Vendor of any such suit, claim, proceeding, demand or liability within a
reasonable period of time after having received written notice thereof, and will reasonably co-operate
with the Vendor, at the Vvendor's expense, in the investigation, defence or settlement thereof, subject to

the privileges and immunities of HEADS.

The Vendor shall not permit any lien, attachment or other encumbrance by any person or entity to
remain on file in any public or official office or on file with HEADS against any monies due or to become
due for any work done or materials furnished under this Contract, or by reason of any other claim or

demand against the Vendor.

30 -

Any claim or controversy arising out of or relating to this or
breach, termination or invalidity thereof, shall be, unless se
to arbitration in accordance with (HEADS to specify).

any contract resulting here-from, or to the
ttled amicably through negotiation, submitted

31
Unless authorised in writing by HEADS, the Vendor shall not advertise or otherwise make public the fact

that he is a Vendor to HEADS or use the name, emblem o official seal of HEADS or any form of the
name of The HEADS for advertising purposes or for any other purposes.

32 NOTICE .
Service of any notice shall be deemed to be good if sent by registered mail, fax or by cable to the

addresses of both parties, set out in the heading of this Contract.

33 ug_umﬂjlﬂmﬁfs
Late delivery, or dispatch outside the agreed shipping schedule, shall be subject, without notice, to an

assessment of liquidated damages equivalent to 0.1 percent of the Contract value per day or part
thereof. The assessment will not exceed 10 percent of the contract value. HEADS has the right to deduct
this amount from the Vendor’s outstanding invoices, if any. This remedy is without prejudice to any
others that may be available to HEADS, including cancellation, for the Vendor’s non-performance, breach
or violation of any term or condition of the Contract. Acceptance of goods delivered late shall not be
deemed a waiver of HEADS's rights to hold the vendor liable for any loss and/or damage resulted there-
from, nor shall it act as a modification of the vendor’s obligation to make future deliveries in accordance

with the delivery schedule.

@ £ "' HEADS Logistics Manual Annex-7
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34 -
e Ve:sd:;ngelllan:?:;ze:rt::t it is not engaged in the sale or manufacture, either directly or indirectly, of
;:et;c:of this representatI':‘;‘n(:::'r'11.|(;|p\,?,"::entstpmrfli uced primarily for the operation thereof or weapons. ANy
. rranty shall enti medilatel
upon notice to the Vendor, at no cost to HEADS. title HEADS to terminate this Contract Immediately

35
The Vendor represents and warrants that neither it, nor any of Its vendors Is engaged In any practice

inconsistent with the rights set forth in the Convention on the Rights of the Child, including Article 32
thereof, which, inter alia, required that a child shall be protected from performing any work that Is likely
to be hazardous or to interfere with the child’s education, or to be harmful to the child’s health and

hysical, mental, spiritual, moral or social development. Any breach of this representation and warranty
chall entitle HEADS to terminate this Contract immediately upon notice to the Vendor, at no cost to

HEADS.

36
This Contract supersedes all communications, representations, arrangements, negotiat

proposals and proposals related to the subject matter of this Contract.

jons, requests for

37 INTELLECTUAL PROPERTY INFRINGEMENT
The Vendor warrants that the use or supply by NRC of the goods sold under this Contract does not

infringe on any patent, design, trade-name or trade-mark. In addition, the Vendor shall, pursuant to
this warranty, indemnify, defend and hold HEADS and their donors harmless from any actions or claims
brought against HEADS or their donors pertaining to the alleged infringement of a patent, design, trade-
name or trade-mark arising in connection with the goods sold under this Contract.

38

TITLE RIGHTS
HEADS shall be entitled to all property rights including but not limited to patents, copyrights and

trademarks, with regard to material which bears a direct relation to, or is made in consequence of, the
services provided to the organisation by the Vendor. At the request of HEADS, the Vendor shall take all
necessary steps, execute all necessary documents and generally assist in securing such property rights
transferring them to the organisation in compliance with the requirements of the applicable law.

hich may be furnished by HEADS and any such equipment shall be
f this Contract or when no longer needed by the Vendor. Such
Il be in the same condition as when delivered to the Vendor,

Title to any equipment and supplies w
returned to HEADS at the conclusion 0
equipment, when returned to HEADS, sha
subject to normal wear and tear.

39 PACKING
The Vendor shall pack the goods with new, sound materials and with every care, in accordance with the
normal commercial standards of export packing for the type of goods specified herein. Such packing

he goods while In transit. The Vendor shall be

materials used must be adequate to safeguard t
responsible for any damage or loss that can be shown to have resulted from faulty or inadequate

packing.

Goods are to be packed for shipment as follows:
. Packing units (PU): (xxx)
. Dimensions of PU: L: (xxx), W: (xxx), H: (xxx)
. Number of pieces per PU: (xxx)
- Total quantity of PU: (xxx)
- No. of PU per pallet/truck/container: (xxx)
- Gross weight in kgs per PU:. (XXX)

. Total gross weight (kgs) s (XKx).
 {) 4~ HEADS LogisticsManual Annex-7
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Gross volume per PU (cbm): (xxx)
Total gross volume (cbm): (xxx)

an attested detailed packing list showing the contents of each packing unit must be included in or
attached to package No. 1 of the consignment.

:noe vendor shall provide and thereafter maintain for the duration of this purchase Order and any —
extension thereof all appropriate workmen'’s compensation insurance or its equivalent with respect
employees to cover claims for personal injury and death in connection with a Pu rchase Order. The_r
vendor shall, upon request, furnish proof to the satisfaction of HEADS, of such liability insurance. he
vendor shall further provide such health and medical insurance for its agents and employees, as the
yendor may consider advisable.

41 INCOTERMS

Standard international INCOTERMS will apply to this contract. <IDENTIFY WHICH TERMS AND
STIPULATE>

http:/lwww.forelgn-trade.com/reference/lncoterms.cfm

42

Freight forwarder :
Address :
Telephone :

Fax:

E-mail :

Contact Person :

HEADS has appointed the above freight forwarder to act as its agent for the shipment of this order. The
freight forwarder will receive the goods in conformity with the shipping terms specified. The vendor must
notify the freight forwarder in writing in a timely manner to arrange delivery.

The vendor remains solely responsible for the goods until they are taken over by the freight forwarder. If
applicable, the freight forwarder will normally collect the goods within (xx) working days of the

contracted delivery date(s). The vendor must immediately inform HEADS in writing should the freight
forwarder fail to meet this delay.

The vendor must immediately inform HEADS in writing of any changes in the date of readiness.
Acceptance of any such change remains at the sole discretion of HEADS and shall not be deemed a
waiver of any of HEADS's rights under this Purchase Order.

All necessary documentation, as required by this order, must be delivered to the freight forwarder
together with the goods. The freight forwarder will issue a forwarder's certificate of receipt (normally
within three working days), only after the goods and documents are received by them complete and in
good order. Documents must be relevant to the goods received by the freight forwarder.

43

In the event of any conflict or inconsistencies between these G
eneral Conditions of Purch
other document which forms part of the Contract, these Conditions shall prevail except w?{ﬂpg tcr):;a:ngave

been amended (by specific reference
provided for herein. ¥ to the relevant clause and paragraph of these Conditions) as

44

<INCLUDE DETAILS QF ALL STAGED PA
PAYMENTS> Tﬁs YMENTS, ANY ADVANCES, ANY WITHHELD OR RETAINED

a‘-' - .f‘“.:i.?—. H Logistics Manual Annex-7
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45 PAYMENT TERMS
f bank

gy bank (transfer / cheque) within 30 days of recelpt of all a
transfer) All Involces must clearly Indicate the vendor's bank and ba
Involces are to be submitted on a per contract basis In line with the payment schedu

Contract.

bove documents in good order. (1

nk account number.
le detailed in this

erations. The partles agree that any

46
NRC undertakes to conduct transparent transactions In all op
payments related to this transaction are open and transparent.

47 ACCEPTANCE

please confirm your acceptance of this order by signing below, and ensure that all future correspondence
includes the contract reference number,

Acceptance is limited to the terms herein stated or Incorporated by reference and any additional or
different terms or conditions proposed by the vendor are rejected unless expressly approved in writing

by an authorised representative of HEADS.

Agreed between:

HEADS REPRESENTATIVE SUPPLIER REPRESENTATIVE

Name: Name:
Position: Position:
Signature: Signature:
Date: Date:
Stamp: Stamp:

Wy

(Y QXB;_:

HEADS Logistics Manual Annex-7
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Annex- B
— GOOD RECEIPT NOTE (GRN s
SNo 1 4 TY
’ &b
Prﬁ.l'd Name:
suppller Address:
c‘,nllcl Ho: (.]
gmall Address:
order No:
s qty
No Item Name Specification Unit | Unit Type Qty Ordered Received | Remarks
Received By: Checked By:
Name: Name:
Designation: Designation:
Signature: |Signature:
Copy to Finance Section:
Supplier:
Ware house:

(HtADS!



Annexire i

:e. NEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADN)
Annexura-f
GOODS RECEIVED NOTE Pl
e ¥ v ¥
‘ Date:
Delivery Location:
Supplier Documentation
Name el o "l | Waybill #
Agdress N B | | Supplier Involce # D
..................... [ ] Supplier Delivery Note #
(L] (Other) AN
Tel#
Contact
This delivery Matarlals supplied

(] For HEADS PR/PON

[ Isasingle complete order
[ ] Bonation

[  Is a part shipment with the balance pending
[ Is a final shipment completing the order

Ttem # Qty Unit

Ttem Description fRemarks

||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||

Requester):
E”o:tdz:;:;?ed by (Req __)_#__'___ b Sign: Date:
Goods delivered by: Goods Recelved by:
(Prlnt name) (Prlnt na”.?ﬂ.). ............................ T e i
(Title) _ (Title)
(Sign & date) (Slgn & date) " T

Note: separate Delivery Reports must be prepared for Individual suppliers or orders.

HEADS Loglstics Manual Annex-8
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* ~=sith Educaten nd Deveicpment Sodety({HEADS) Apmexure-i0
CENERATOR TRACKING SHEET
SEMERATOR LOCATION: BRAND: TYPE OF FUEL : w%%ﬂ
RESPOMSISLE PERSOM: SERIAL MO:= WEEK FROM: w’ g
CHASSTS NO: TO:= - g
=OLUR FUEL COUNTER MAINTEMAMNCE
oaTE “STamT ] ERB ] TOTAL | Q7Y |COMSUMPTION] STOCK | START | END Ir_unm.ml._llﬂ__ﬂﬂli'.ﬂ.lll




s

Health Education and Developmant Soclaty(HEADS) AT

IR
I "~ Stock Card ‘ Annsxure:11
Card No:
g Expiry Date: | mo
Dassriphiv: Unh Price:
Minimum quantity/Bufter: P
UnitsWelght per package: S ai
Outs Quantity in GRN numb out wb:r Balanes “m:-w




y AP,

_5 \mduﬂtlm\ and Development Soclety(HEADS)

Annexure-12
STOCK REQUEST FORM

Praject... For collection ™

For delivery to
nlﬂm. \\\\\\\\\\\\\\\\\\ BANRAN . any AR AR AR

QUANTITY [ QUANTITY

No ITEM (DESCRIPTION) UNIT | REQUIRED | ISSUED REMARKS
Requested by
NI oot s s st enesee T — 3| —
Approved by
N BT oot et eesveas st eseaasesssestees BIONBNIM s Date.........cccovnn.
Issued by
T 1L PO L LT T —— D s
Collected by
NBME. .o BIGNBIIIEL i invsmnmssssssmmsisssesnsi Date............coovnnnns

gt .'\'w

o]
J'\

. .r ;
W/ &

HEADS Lgistics Manual Annex-12
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ftam, ™

7 g
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[No:
HEADS WAYBILL

PN (oiart lacation) To: (destination)

R ek Descriptin Unit | Quantity Project Remarks
|Sender
Name......ccoouennns Job Title.
Signature Date
Transporter

Vehicle number.

Job Title

i

iy
\-‘.lrl-',o

’ -~ A
N LA T AL
‘W' 3

~

% HEADS Logistics Manual Annex 13




R

(sav3H) AL3DO0S INIWJO13A3IA ANV NOLLYONA3 H1TV3H




ST-xauuy |enueyy 52051807 SAV3IH

(SAVANMIDOOS JSWIMBAR] PUT VORISR WITaN




Annexure-16
HEADS Office:

Date:
project no:

Lost/damaged item or Consignment .

Details of Loss/Damage (Additional information might be given on a
separate sheet) :

Reason for loss/damage

(What has happened, where and when,
Mditional information

might be given on a separate sheet):

Person reporting (print name): Date: Signature:
Supervisor’s comments and recommended action:
Supervisor (print name): Date: S8ignature:

ﬁ
N
)

HEADS Logistics Manual Annex-16




no e,

{9“' :\th\
HEALTH EDUCATIQO *‘\-

¥
D
N TADA)

AND DEVELOPMENT SOCIETY (HEADS) _

Annexure-17

Asse
Asset Transfer to

t Transfer
______ PrO s QQM

Asset---q

Asset---2
\\
Category
| \
Description/Specif; Cation

__-_-_-‘_-_"-——-—______l—\
Manufacturer

__-_‘_'_'_"-———-_______
Model

[ —

. e —
Serial Number/ Chassis # /
Engine #

Doner / HEADS

Project Code under which
item was pPurchased

T:a.nsforrinq from (individual, location)

Trlnlfurr:‘.ng to (individual, location)

——

e
ISSUE BY:

Name:
Position:
Signature:
Datg:

RECEIVER

Namg:
Poait:‘.on :
Signatyre:
Datg;

' ibility for the
kes full responsibi
"E: Upon receipt, the receiver ta
and

loss, theft or repair problems with the
ire. POrting any damages, los o
dxnctly to the Logj < o8, O£f1

item,
item

N & i dbook Annex-17
8% HEADS Logistics Han
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Annexure-18

Bale of Kguipment

1tam(a) mold
(Complete required information; for multiple items, please add columns)
HEADH Asset Tag number : " s
ﬂll-gnry i i

U.lﬂriptiuﬂfﬂpnqlfin.tln" - -
Manufaoturar N I ——

Model —

ferial Number/ Chassis # / | St
Engine #

Original Donor ]
HEADS Project Code under
whioh ftem was purchased

Sale price agread (attach bid
| or auction dogument)

HEADS hereby confirme sale of the items detailed above to

Name :
Address:

Terms of Bale:

e The value of the items included in this sale is <VALUE IN NUMBERS,
CURRENCY>

¢ The buyer has inspected and receives the items in their current
condition

e HEADS bears no liability for any costs or damages incurred after this
date, inocluding outstanding taxes, or direct or indirect effects of
malfunction of the item at any point in the future

e All ownership documents are transferred into the buyers name with
immediate effect

Confirmed by!

HEADS REPRESENTATIVE BUYER
Name:
Name '
Position: Position:
o8 H
gignature: Signature:
t Date:
Date:

receiver, 1 to logistics officer, 1lto PM to be used as for

the
1 aopy to donor

documentation to

g1
LRy 177

—— . T j?_,ADS' Logistic Manuql Annex-18
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VEHICLE RENTAL AGREEMENT

Annexure-20

Agreemant Number
Data:

No of pages 1nq1udinq this pagae:

This agreement made ang entered into at <INSERT LOCATION> on this <INSERT
DATE> by and between

hi ) + ADDRESS, TEL, EMAIL (herein after referred to as
rer

<INSERT COMPANY/

INDIVIDUAL NAME , ADDRESS,
to as the owner)

TEL, EMAIL (herein after referred

pPrior oral or written agree=ents, if any, _
the entire agreement in respect of this

General conditions

1. The owner agrees to hire, and the hirer agrees to lease
<VEHICLE MODEL, BRAND, DESCRIPTIOND, registration number <INSERT>,

chassis number <INSERT>, and engine number <INSERT> for a period of
<INSERT> commencing on <DATE> and ending on <DATE>.

2. The rental pPayable by the hirer to the owner is
NUMBERS AND WRITTEN, SPECIFYING PERIOD FOR EACH PAYMENT eg 1,000 usp,
One thousand USs Dollars, per calendar month>

3. The specified rent shall be payable in advance on or before the first
day of every month. Payments will be made directly to the company or
individual named on this contract by cheque or bank transfer only.
<ADJUST AS NEEDED>

4. The rental includes unlimited km traveled.

5. <DRIVER ARRANGEMENTS SHOULD BE SPECIFIED HERE: wio PROVIDES, TERMs
AND CONDITIONS, WORKING HOURS, LICENSE AND CONDITIONS, DRIVER Must
FOLLOW HEADS RULES, ANY RESTRICTIONS, ETC>

6. HEADS may use this vehicle 24 hour a day

during the ren
The vehicle will be parked in HEADS c

ompound during the

<NOTE: SECURITY DEPOSITS SHOULD NOT BE GIVEN UNLESS ARSOLUTELY NECESSARY
IF A SECURITY DEPOSIT IS REQUIRED, TERMS FOR RE OF THE DEPOSIT smourp
BE INCLUDED IN THIS CONTRACT

tal period.
night.

The Hirer shall .
7. Ensure that the vehicle is used only for HEADS Purposes, ang not for
any illegal means.
ibili 1l penalties accidents, 3
8. Bear responsibility for a i » aoa » loss or da
property or 115,, legal decisions or liabilities e to
T

whilst renting the
- r":

“Hy
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vehicle,

Whers wa eXxcept where mechanical failure is found to be the cause.

incident may result in the need for an insurance alaim, the

hirer commj
. its to provide all necessa documents to support the
insurance claim by the owner, ”T "

9. Inform the owner

daluy. of any breakdown or accident of the vehicla without

pol it In ?h. case of accident, the hirer shall also ensure that
are informed and police report is obtained.
10.1:11..1-. tﬁ’-’a‘;_to take the vehicle in its current condition, and ensure
S Some ve 101Dl is returned in the same condition, less daily wear
i + The hirer commits to keep the vehicle in good order and
On_:l-t:.on at all times. The hirer will conduct weekly checks of the
vehicle using the HEADS Weekly Vehicle Check and Driver Handover
form. Any repair or maintenance issues noted will be reported

directly to the owner. <ADJUST ACCORDING TO REPAIR/SERVICING
ARRANGEMENTS> .

11l. Shall ensure that the vehicle is driven only by HEADS staff who
posuuy .aithnr an international driving permit endorsed by local
authorities, or a locally issued driving license.

12. Ensure that the vehicle is serviced and maintained to an
acceptable standard. <SPECIFY CONDITIONS REGARDING REPAIRS AND
MAINTENANCE. WHO IS RESPONSIBLE FOR WHAT, AND WHEN S8SHOULD THIS
HAPPEN. WHAT DOCUMENTS AND NOTIFICATIONS ARE REQUIRED>?

13. Be responsible for fuel, coolants and fluids relating to the
day to day running of the vehicle <ADJUST ACCORDING TO NEEDS>.

The Owner shall 4
14. Ensure, and provide proof of ownership, legal registration,

tax/revenue in line with local law, and documentation to confirm that
the vehicle is comprehensively insured at all times during the rental

pericd.

Ensure that the vehicle is serviced and maintained to an
.cc.pt;hlt standard. <SPECIFY CONDITIONS REGARDING REPAIRS AND
MAINTENANCE. WHO IS5 RESPONSIBLE FOR WHAT, AND WHEN BSHOULD THIS
HAPPEN. WHAT DOCUMENTS AND NOTIFICATIONS ARE REQUIRED>

15.

Time taken for repairs and servicing will be borne by the hirer
up to a maximum of 2 days per month. Any t.i:na l-:.yond this period will
be borne by the owner, either by rCfiuct;on in the monthly payment
ated to daily rate), or by provision of an alternative vehicle
milar standard, at no additional cost. In the case where
ired, HEADS reserves the right to cancel

16.

(pror 1
of same or si
extended repairs are requ
this agreement.

DEPOSITS SHOULD NOT BE GIVEN UNLESS ABSOLUTELY NECESSARY.
moizzsz“conzmriﬁzmsn 1S REQUIRED, TERMS FOR RETURN OF THE DEPOSIT SHOULD
;: INCLUDED IN THIS CONTRACT>

of force majuere applies. Force Majeure includes natural
2 s or regulations, industrial disturbances, acts of
explosions and/or any other similar cause of
nor within the control of, either party and

The principl

1 law
isasters, loca
:;olmm, civil disturbances,

equivalent force not m-@ by,

B
/'-'.3_'.
Q/ " HEADS Lggistics Manual Annex-20
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which neither party jg ab

le to ove
and either party ‘i’ Unable tgq Mmeet rt?l?::z.- o:lhioulcl‘ such a situation occur,
they have the right ¢q Cancel gati

the . ons under this contract,
con :
notice. TACt by giving 7 days’ written

under normal circumstances '

- this
either party by giving one m

Contract mg
onth’

Y be terminated at any time by
& notice, i

N writing.
In case where the cont

i + @ither party may cancel with
inmediate effect, and demand Compensatjon for any associated losses within
the legal framework of <INSERT COUNTRY> ,

Agreed between:

HEADS REPRESENTATIVE VEHICLE SUPPLIER

Name: Name:

Position: Position:
Signaturae: Signature:
Date: Date:

Stamp: Stamp:

ex-20
HEADS Logistics Manual Ann




HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)

.....................

HEADS Vehicle Logbook

Arinimiore- Nu

Fuel / Responsible | Rasponsible
Date Btarting Location nﬂ-”..”nna M»:»lﬂ—“.u.:n u.p:»k“.—&.:a u.ﬂ”hu. Lubricants officer Oofficar Famarks
Faavas recaived name signature

]

-___L_________‘___

,&F

Im&_um Logistics Manual Annex-21
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HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)
Annex-22

Requisition Form Fuels and lubricants

HEADS Office:

Always fill to full tank!

Vehicle Number:
Driver requesting:

Km reading now:

Km reading at last fuelling:

Refuelling authorised by (Transport Officer)
Name:

Position:

Signature:

Verification of fuelling:

Date:

Litres fuelled:

Price per litre:

Total price:

Confirmed by:
Pump attendant

Driver
Name: Name:
Signature: Signature:

.................................

Fuel consumption since last fuelling

HEADS Logistic Manual Annex-22
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Policy Review & Update Record

goard meeting Was held on January 6, 2025, with the primary agenda of reviewing organizational
Aaucies The Board advised management to conduct a comprehensive policy review.
p .

In respﬂnse:
the Financia
included:

the Finance & Audit Committee, under the lead authority of the Executive Director, reviewed
| policies and Logistics & Procurement Policles on January 31, 2025. The review process

. Annual assessment of financial policies.

« Adjustments based on audit findings, best practices, and regulatory updates.

. Review and amendments in logistics & procurement policies to enhance efficiency and

compliance.

« Implementation of feedback\‘ﬁle‘rzilfgni;‘rlluvf!:rLJ ﬁh"{ogs ifr‘nprovement.
[ \ ¥ y

Ty T . A
Means of Verification: Updated-palicies, policy review reports, ahd fggdback records.
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LY
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Raza ULh Jan
Executive Director
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https://v3.camscanner.com/user/download

R e e

ol and D “""F.-x

(" A\[/Z2 A T

Health Education and Development Sociely (HEADS) m

[HEADS)

B ]"5

BOD Meeting Minutes
Date: January 06, 2025

Participated by:

| Raza Ullah Jan Executive Director
Uzma Amin Chairperson Board
Samina Khanam Board Member
Nawaz Ali Shah
Amabareen Banori
. Muhammad Jidran

Board Member
Board Member
Board Member

Abid Ali Board Member

Tahira Nasreen Board Member

Sayed Ali Shah Director Program

Asif Ali Director Finance
| Ramsha Khan \ HR Officer

Agenda Items: \ /
e Change in Leadership po mon i

e Formation of the Annua Report Annual Budget, an‘é Strategic Plan.

* Completion of the NDRMF Capacnty Improveﬁ\ent Actlop Plan \

* Processing for Charity Commission in ﬁalochistan and Khyber Pakhtunkhwa.
e Revision of HEADS p:me%

e Renewal of Society Act Re mﬁion for 2025,

Proceedings & Outcomes:

The meeting commenced with the reEitaldonE:f the Qlyﬁur}an, followed by a formal welcome note
delivered by the Chairperson, Ms. Uzma Amin, and the Executive Director, Mr. Raza Ullah Jan. The
discussions focused on the agenda items and organizational improvements.

» The Board decided to shift Mr. Raza Ullah Jan from the position of Chairperson of the Board of
Directors (BOD) to Executive Director of HEADS, following the resignation of Ms. Samina
Khanam from the role of Executive Director. Ms. Khanam has now joined the Board as a Board
Member. Additionally, Dr. Uzma Amin has been appointed as Chairperson of the Board,
effective immediately.

e The Board emphasized the importance of preparing Annual Report/ Annual Budget and Strategic
Plan to assess the organization's current standing and plan strategically for the upcoming year.

¢ As HEADS has been conditionally accredited by the National Disaster Risk Management Fund
(NDRMF) for six months, the Board reviewed the shared Capacity Improvement Action Plan. It
was decided to prioritize its completion within the stipulated timeframe, recognizing this as a
crucial opportunity for the organization.

Address: House 219, Street 1, Sector F/9, Phase-6, Hayatabad, Peshawar, KP
Email: info@heads-ngo.org / website: www.heads-ngo.org Ph: 091-5861889
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for Charity Commission registration in Balochistan.

e The Board agreed to initiate the process
sion in Khyber Pakhtunkhwa will be expedited to

police verification for the Charity Commis
obtain the certification promptly.
e A comprehensive review of organizational
approved necessary amendments to align wit
« It was noted that the Society Act Registration expired in Decem
apply for its renewal for 2025 without delay.

policies was conducted. The Board proposed and

h current needs and best practices.
ber 2024. The Board resolved to

agenda items, ensuring they aligned with the

The meeting concluded with a thorough review of the
optimism about the successful execution of the

organization's strategic objectives. The Board expressed
discussed initiatives. The Chairperson concluded the meeting with a vote of thanks.

Signed on this Monday January 06, 2025 by authorized signatory.

o Dey,
& x ko

Mr. Raza Ullah'Jan

Dr. Uzma Amin :
Chairperson Boards S/, %\ xecutive Director
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1
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Ms. Samina Khanam mn ' Mf;Muhammad Jidran 405

BOG Member s, .B0G Member R
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Mr. Nawaz Ali Shah ( HE A D WMis Ambareen Banori
BOG Member BO mber
SN, £,
e P, S\
£ 3
k) < 3 =
Mr. Abid Ali mEAS P HEADS)
BOG Member i BOG pMember
ﬁ\\\s’/ '9%7 S,
- N oy S,
Mr. Sayed Ali Shah SR M. Asif Ali . ol
Program Director HEADS Director Operations HEADS

Miss-Hamsha Khan
HR Officer (HEADS)
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Pmicipalcd by:
Mr. Raza Ullah Jan Chairperson
Ms. Dr. Uzma Amin Board Member
Mr. Muhammad Jidran Board Member
Ms. Tahira Nasrcen Board Member
Mr. Nawaz Ali Shah Board Member

Ms. Ambreen Banord
Mr. Abid Ali

Board Mcmber
Board Member

Ms. Samina Khanam

Execudve Direcror
Mr. Shafi Ullah

Program Manager
Mr. Asif Ali Dircctor Finance
Ms. Ramsha Khan HR Officer

Du::ing the meeting held on January 4, 2023 at HEADS Head Office. The main agenda of
the mecting was to discuss the organization policies and procedures. Keeping in view the
current situation, all the policies and procedures were discussed and all the necessary
amendments were suggested by the BOG where needed. The Chairperson dirceted HEADS
management to revise all the policics as per the suggestion of the BOG members and new

policies should be formed according to Donors requirement and duly signed by Chai rperson
and BOG members eatliest at the end of this month.

Signed on 04/01/2023 by aurihpslggil‘:ignatoz}- (ies):

. Jan (Chaieperson) s QAL
. SNz
"'“A\‘ £ b ) ' ‘{\
m%% ﬁé’ : (nen 94;/;‘;
Dr Usmf Amin k0% M Mbarmad i

Mr. Muhammad Jidran

(BoG Member! ""D\ BoG Member) f
2 5%?’ 1

Ms. Tahira Nasreen  "*¢*°*’
(BOG Member)

Mr. Nawaz Ali Shah
(BoG Member)

Address: House 219, Street, 1, Sector F/9, Phase-8, Hayatabag, Peshawar, Kp
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\fs Samina Khanam Mr. Shafi Ullah *
(Lixccutive Director) (Program Manager)
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