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Section 1

1.1 About HEADS
INTRODUCTION

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 Pakhtunkhwa 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 gives the reader a basic

understanding of Logistic and Procurement management in the HEADS




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:
e 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;

e 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 to
be accountable to 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




evaluating the work of an organization, a 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 it
is.

This Logistic and Procurement Policy is therefore, intended to help Health
Education and Development Society (HEADS) to:

e Define clearly its Logistic and Procurement procedures;

e Ascertain that activities and transactions of the Organization are performed and
recorded in accordance with generally accepted principles;

e 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

e Create a 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 eight 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
Environmental Issues, while section four discusses Procurements.

Ware House and Stores are covered in sections five; Section six relates to Asset
Management 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.




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 have 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 to 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.




Asset Control and Accountability - HEADS assets are properly documented,
movements are monitored and recorded, and assets are maintained and
correctly managed.

Environmentally 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 Chief Executive Officer 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 Chief Executive Officer 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 ensures 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




Implementation of these guidelines and the follow up of the logistic procedures
is the responsibility of the Chief Executive Officer 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 Chief Executive
Officer/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 are centralized 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 organization.

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.




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

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
summarized 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 organization 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 Chief Executive Officer 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 have been seen in connection with various other HEADS
manual and guidelines. The most relevant is:

¢ Financial Policy Manual

e HR Manual




Section 3

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 organization are governed by the standard Code of
Conduct of HEADS which regulates the employee’s behavior in general.
Dealing with external organizations 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:

¢ 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,
favor, 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




issues covered in the Code of Conduct, and training as necessary. The Chief
Executive Officer 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 favors, taking
advantage of inside knowledge to gain favor 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.

e The officers, employees and agents of HEADS shall neither solicit nor
accept gratuities, favors, 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.




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 conflict 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 Chief Executive Officer who will take a
decision on the matter.

3.3 Business Ethics

The following business ethics should be adhered to by all HEADS staff
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 strictest confidence
and guarantee the confidentiality of all specifications and price
quotations received as detailed in these 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 specifications
and ensuring that all bids are like for like.

Remain absolutely free of any obligations to any vendor.

Make every reasonable effort to negotiate an equitable and mutually
agreeable settlement, free of any controversy, conflict or
misunderstanding with a vendor.

Any price negotiations with vendors to be conducted in a transparent
manner with the approval and input of the HEADS selection committee.

3.4 Corruption




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 risk 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 at 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 staff.

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 staff.

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.

Suppliers should be asked if there is a potential conflict of interest with any
HEADS staff before any contract is placed with them, and written
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.




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 CO; 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 minimize 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.




Remember that 1 liter of "used vehicle fluid" contaminates up to 1000 liter 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 are 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 paper). 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
meter 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;

e Using water economically.

e Rainwater harvesting, particularly for use in cleaning vehicles and
watering grounds.

e 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.

e Purchasing the most environmentally friendly generators, and other
equipment for offices and residences, as far as possible.

e 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.




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 cartridges 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.




Section 5

PROCUREMENT

(Goods/Works and Non-Consulting Services)

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. These 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 organization 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;
e Acquisition/Purchase Cost
e Operating costs (maintenance, repairs, cost of failure, loss of
productivity)
e Disposal Costs
e 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
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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 number 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 item’s 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 Chief Executive Officer 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 ensure 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.




5.3.1 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 at a 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 organize 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.
¢ Incorporating all major purchases into the plan, through discussion
with the program staff.




e Development of a plan and timetable for all major purchases.
e 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.

Items 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 Chief Executive Officer’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 authorized.

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 Chief Executive Officer 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 each
particular project.

Any variation from these guidelines must have a written authorization
from the Chief Executive Officer 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 each
particular project.




HEADS PROCUREMENT PROCESS - FLOWCHART

Purchase Requisition Form
for all types of procurement,
regardless of value
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PROCUREMENT PROCESS - STEPS
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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 5.5.10.

Upon receipt of the Requisition, the staff member undertaking the procurement
must be in a position to identify:

e 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.

e Items those are commonly used or available in the local marketplace
with regard to the specification given.

e Intended use of goods/material/services.

e The quality and quantity of goods/services required.

e Delivery expectations/deadlines.

e Donor information in order to ensure that policies and procedures of
the donor are met.

e HEADS policies and procedures regarding procurement.

The requester may include several items on a single requisition provided that
the relevant project number for each is listed. Where the items being requested
are for a project funded by a donor with procurement guidelines that differ from
HEADS’s standard procedures, a separate 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 100,000. It is not permitted to split 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 from PKR 100,001 to PKR 5,000,000 (See Sample
RFQs Annex-4). For procurement having value over 5 million, 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. In cases of absent domestic capacity, lack
of effective competition, or to meet specific Donor requirements, Intonational
bidding process will be follow accordingly and should be uploaded through
over website.

When purchasing goods, works or services of a value < PKR. 100,000, a
competitive process can be arranged, but there is no requirement for collecting
formal written quotes from vendors.

5.5.3 Exceptions to Competitive Bidding

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

e 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 Chief Executive Officer,
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

infrastructure to support them due to fire, flood or other natural
disasters.

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

e Standardization of supplies, equipment or spare parts renders
competition impractical.

o If the situation is such that using these procedures is not possible i.e. —
Emergency situation.

e 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).

e  Where the procedures would not be in the interest of HEADS e.g. where




a contract is already in place and changing contractors would be
detrimental to the functioning of an existing project.

e 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.

e Orin case of urgency.

e  When the procurement value is below the threshold of competitive bidding.

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 Chief
Executive Officer 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
Chief Executive Officer should constantly assess the situation for a change of
conditions that would allow a reversion to the principles of competitive
bidding.

5.5.4 Budget Responsibility Delegation

The Chief Executive Officer has the final responsibility for the purchase of any
goods or services. For purchases of any value the purchasing authority can be
delegated to other staff members till limit of PKR. 5,000,000. For purchases
with a value above 5,000,000, the Chief Executive Officer is the only person
who may authorize the purchases.

5.5.5 Estimated Vs Actual Prices

The Requisition requires completion of an estimated price. This is to provide
financial limits to the Requisition to ensure that the Procurement Officer is
guided in budget 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) of the total estimated
budget, direction must be sought from the person authorizing the requisition as
to whether to proceed with the purchase, re-tender or take another course of
action as appropriate before proceeding further with the procurement.




5.5.6 I1dentify 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 suppliers suited to the
projects and activities being undertaken by that organization. This Vendor
Database (See Annex-3) 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/prequalification in categories required by HEADS (e.g. stationary,
furniture, 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;

e 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

e 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 colors 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.




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 organizations. 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 kickbacks.

For this a Request for Quotation (RFQ, see Annex-4) 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/RFP 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




validity of the quotations received, this may be procured from the same supplier
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 framework
agreements (refer to section 5.7.7 of this manual) where possible 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 or 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 fairness 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 to observe
the following rules: All bidding organizations must receive exactly the same
information in the request for quotation or Invitation 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 to all bidders.

1. 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 a 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 electronically 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
electronic 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.

4. 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 conforming bid within the tender deadline should
be invited.




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
committee; this should be comprised of the procurement officer,
Logistic officer, Finance Officer and a representative from Program
side of HEADS. This is to ensure that the process is transparent and
include advice / opinion of all senior officers of HEADS.

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

5.5.10 Low-Value Procurement: < PKR 15,000

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

Purchase Requisition Form

Advance Cash Form or approval on cash payment via email.
Invoice

Approved Payment check list

5.5.11 Medium-Value Procurement: PKR 15,001 to PKR 100,000

The documents required for a purchase at this level are;

Purchase Requisition Form

Proforma Invoice or Quotation on letter head or RFQ form
Purchase Order/Contract Agreement

Goods Received Note

Invoice

Approved Payment check list

5.5.12 High-Value Procurement: PKR 100,001 to PKR 5,000,000

The documents required for a purchase at this level are;

Purchase Requisition Form

Procurement Plan

Procurement Committee Meeting Minutes
At least 3 sealed quotations/RFQs

Bid Analysis form

Bid Evaluation Report

Letters to successful and unsuccessful bidders
Purchase Order / Contract

Goods Received Note

Invoice

Approved Payment check list.




If for any reason deviation from the guidelines of expected value of
goods/services is required a request must be sent in writing to head office, for
approval Chief Executive Officer, prior to any procurement.

5.5.13 Major Procurement: Over PKR 5,000,000 (National Tender)

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 clear timetable given for the whole process. The
documents required for a purchase at this level are;
e Purchase Requisition Form
e Copy of public advertisement (Newspaper and Electronics media)
e All received Invitations to Bid signed by committee members on
opening
e Bid Analysis form and minutes of Procurement Committee,
Evaluation & Selection
Certificate of Non-Disclosure and Personal Interest
Purchase Order / Contract
Goods Received Note
Invoice
Payment check list

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

5.5.14 International Competitive Bidding process:
This requires public advertisement of the tender through newspapers and
electronics media, nationally and internationally with clear timetable given for
the whole process. Conditions for adopting International Competitive bidding
are, when there is absence in domestic capacity or lack of effective competition,
or to meet specific Donor requirements. The documents required for a purchase
at this level are;

e Public advertisement in National and International print media
(Electronics media Website)

e Formation of Procurement and GRCs.

e Along with all above requirement exhibited in para 5.5.13

5.5.15 Bid Analysis
When the value of the goods or service being procured is above PKR
100,000 or there is more than one quotation, or when only one bid is
received despite proper publication, the bids must be reviewed and analyzed
by procurement committee in order to select the most suitable supplier.
The Procurement Officer is responsible for taking minutes of discussions by
the Procurement Committee and completing the Bid Analysis form (see

Annex-5). 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.
5.5.16 Procurement Committee

The Procurement Committee shall consist of an odd number of members, a
minimum of three. All the proceeding of the procurement committee must be
recorded 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.

5.5.17 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.

I11. 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.

Iv. Composition
The Procurement Committee will consist of odd numbers of members,
minimum 3 numbers and up to five members. In case of 3 members,
Procurement officer will be the chairperson and other two membe e gid




committee preferably from Program, operation and technical units. In case of
complex procurement or international competition the composition of
procurement committee will be as follows.

* Chairperson: Director Finance

» Secretary: Admin & Supply chain officer

*  Member: Programme Manager

*  Member: Procurement and Logistic officer

¢  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:

» Prepare 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.

VL 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.

VIL 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 Chief Executive Officer 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

discussions and decisions related to the matter.

XI. Review and Amendments
The TORs of the Procurement Committee will be reviewed annually or as
needed. Amendments to the TORs require approval by the Chief Executive
Officer.
*These Terms of Reference establish the framework for the effective
functioning of the HEADS Procurement Committee, ensuring transparency,
accountability, and efficiency in all procurement activities.

5.5.18 Bid Analysis Form

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

Initial purchase price

Price over the lifetime of the item (maintenance, operating cost etc)
Quality/Technical Specifications

Delivery timeframe/contract completion date

Payment terms

Guarantees/Warranties, availability of spare parts/servicing etc)

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

A Bid Analysis Form (Annex-5) is used to record consideration of the relevant
factors, to document the decision-making process, and to provide justification
for the choice made. This form is then checked and approved as per the
authorization table, with all supporting documentation provided. The Bid
Analysis Form is an internal document.

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

5.5.19Negotiation

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

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

In specific cases, further negotiations may be needed to complete & clarify all
details with one or more suppliers. This process helps to ensure that HEADS




receives the best outcome in terms of quality, price and time for all
procurements. It 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:

e Highly specified purchases make offers not comparable;

e Competition is narrow;

e The item being purchased is very complex e.g. Construction works

e Suggestions about technical solutions based on function/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.
It’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 Procurement Committee and minutes
of negotiation meeting taken to ensure transparency in the process (minutes
must be signed by members of the Procurement Committee).

After completion of the negotiations, and acceptance of terms and conditions,
orders can be made. The Programme Manager, Chief Executive Officer signs
the contract/agreement.

5.5.20 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.

5.5.21 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.




5.6 Placing Orders/Contracts

5.6.1 Responsibilities

The Procurement Officer is responsible to prepare the Purchase Order (see
Annex-6) or Contract (see Annex-7) in line with the decision made at Bid
Analysis stage, and to seek the relevant signatures. The Purchase Order /
Contract is then authorized in line with the finance policy, and a signature
obtained from the supplier to complete the agreement.
Two 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
recorded 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 the terms and conditions are met, and handling all communication with the
supplier, and would normally be the Procurement Officer. A common
exception 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 Procurement Committee should be
consulted and decisions documented. Contact with the supplier should be in
writing, and documented clearly for future reference.

5.6.2(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.

5.6.2(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.

5.6.3 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 Order.

The Purchase Order contains key information regarding

e Goods description, quantity, quality, and specification




e Price per unit and total price
e Delivery location, date and deadline
e Payment terms (payments in Section 4.7)

The Purchase Order or Contract is the only document in the process which 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.

5.6.4 Contracts

For orders more than PKR 2,500,000 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-7 is 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 easy 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 all
conditions required by project donors and any terms and conditions specifically
required by the donor should be added to the contract.




5.6.5 Contract Essentials

Some aspects of the contract may not be removed or altered. These are;

e HEADS and Supplier name, address, contract manager, and contact
information must be included

e The right for HEADS to cancel the contract if the supplier does not
meet the contract conditions

e Total price, payment terms and schedule (see payments in Section
4.7)

e Description of the goods

e Delivery date and/or timetable

e Contracts must be signed by both parties, and a copy kept by each
party.

e 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.

5.6.6 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 item would also be acceptable and with what limitations.

5.6.7 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 quotations 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
e Length and start/end dates of the agreement
e Prices, if fixed
e [fprices are not fixed, conditions should be included on acceptable
level of fluctuation, and how revised prices should be notified

e The timeframe for delivery of goods.




e Flexibility 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 for a
purchase. Once a framework agreement is in place, it will replace the
quotations and bid analysis stages in the procurement process. However, a
Requisition and Purchase Order / Contract will still need to be made for each
individual order required.

5.6.8 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/international newspaper or e-portal. 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)

e 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.

5.6.9 Follow —up/Tracking

The Procurement Officer is responsible for managing the Purchase Orders /
Contracts to meet the terms therein. To assist with this, the Purchase
Requisition Tracking Sheet (see Annex-9) is used to record key information

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.

5.6.10 VAT/Taxes/Duties

HEADS is exempt from VAT and customs duty. Some donors have agreements
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.

5.6.11 Receipt of Goods

All goods received by HEADS must be documented using a Goods Received
Note (See Annex 8). Where items received are assets, the Asset Register (see
Annex 15) 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.

The requester should also sign the Goods Received Note to confirm that the
quality of goods and specification meets the needs identified in the Requisition.
This ensures that no unsuitable goods are accepted from the supplier.

The supplier or transporter delivering the goods should also sign to confirm the
delivery. This is particularly essential in cases where the full order is not
complete, or there is some problem with the delivery (refer to section 4.6.13).

A signature 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.




5.6.12 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 was
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.

5.6.13 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.

5.7 Payments
5.7.1 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 authorizations have been given before proceeding for
payment.




The Payment Voucher (see HEADS Financial Manual) is then prepared either
by the finance office or the project staff, in line with local routines and the
Financial Manual. The document is then authorized in line with the
Authorization Table before final payment is issued. Authorization of the
Payment Voucher should ensure separation of duties, so that the same person
is not signing contracts and releasing funds. This provides necessary checks
and balances in the process before funds are released.

All payments should meet the conditions within the Purchase Order / Contract
with regards to timeframe and manner of payment (bank transfer, cheque, 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.

5.7.2 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.
e Requisition
¢ Quotations/RFQ
e Bid Analysis form & minutes from Procurement Committee
discussions.
Purchase Order / Contract
Goods Received Note
Invoice
Approved payment checklist

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

5.7.3 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
15,000, 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

e Budget code for the expenditure to be charged

e Approval from the relevant budget holder




This documentation is most easily done using the Cash/Project Advance Request form
available in the HEADS Financial Manual which contains all necessary information.
Alternatively, a document may be developed locally for this purpose.

It is encouraged to use the established procedures as far as possible to ensure
appropriate control.

5.8 Procurement Tracking and Reporting

The Requisition Tracking Sheet (see Annex-9) forms the main document for
tracking and reporting on procurement. It is created and managed by the
Procurement Officer, and is an internal document.

The tracking sheet allows recording of key information about each item
requested and provides the Procurement Officer with a means to view all
requisitions in one sheet. The status column and different colors 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.

5.8.1 Numbering Forms

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

e Requisition

e Purchase Order / Contract

e Goods Received Note
This also controls the forms, and makes it difficult to duplicate documents.
The numbering system should follow a basic numeric sequence. Depending




on the systems & procedures in place it may be appropriate to use pre-
numbered forms. This is particularly useful where requisitions etc are regularly
filled out by hand. The Procurement Officer, together with the finance team,
should devise a numbering system appropriate to local conditions and must
ensure that it is monitored and followed.

5.9 Rental of Premises

Rental of an office, warehouse, or guesthouse should follow the procedures
detailed above.

As HEADS’s operations are depending on funding and the general situation in
an area, the rental agreements should match the timetable for confirmed
funding, with 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.

5.9.1 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.

5.9.2 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 given to capacity
required. 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.

5.9.3 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:

e Replace the oil and oil filter

e Replace air filter




e Check & replace coolant and coolant filters
e 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.

5.10 Procurement Policy for Consulting Services

5.10.1 Procurement of Individual Consultants
The financial threshold and process for the procurement of consulting services
are as follows:

a. Single Profile Selection (< PKR 1,000,000): Subject to fulfilling the
technical requirements and provision of all requested documents, a Single
Profile Selection is to be conducted. The process includes: an approved
procurement plan; development of Terms of Reference (TORs); review of
a CV with relevant experience; justification for selection; contract
negotiation; and contract preparation and administration.

b. Hiring Through Collection of at Least Three Profiles (PKR 1,000,001
to PKR 5,000,000): For this threshold, the process shall be: an approved
procurement plan; development of TORs; collection of at least three
CVs/proposals from relevant consultants; evaluation using a comparative
sheet assessing relevant experience, qualifications, and capability; contract
negotiation; and contract preparation and administration.

c. Hiring Through Advertisement (> PKR 5,000,000): For this threshold,
the process shall be; an approved procurement plan; development of TORs;
advertisement on a relevant job portal; shortlisting of candidates;
interviews of shortlisted candidates (if deemed appropriate); potential
request for technical and financial proposals from shortlisted candidates (if
deemed appropriate); sequential contract negotiation starting with the top-
ranked candidate, proceeding to the next if negotiations fail; and contract
preparation and administration.

5.10.2 Procurement of Consultancy Firms

The same financial thresholds specified in Section 5.10.1 shall apply for the
procurement of consultancy firms. However, for complex assignments, the
process shall be as follows:

An Expression of Interest (Eol) may be requested. Following the evaluation of
technical proposals, a combined technical and financial evaluation will be
prepared and approved, leading to contract negotiation, preparation, and
administration.




Section 6
WAREHOUSING AND STORES
6.1 Responsibilities

The Chief Executive Officer 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

e 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

e Large enough for requirements

e (Good drainage and surface access to the warehouse doors

e Easy access for trucks and other transportation, with doors to allow
inside access as required




e Appropriate location with regard to security, distance to programmes,
access to other transport facilities, etc

e Lighting and access to amenities such as water & electricity.

e 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,
warehouse & logistics managers should determine if any additional equipment
is required taking into consideration local conditions and the nature of goods
stored.

e Weighing Scales (capacity to suit type of items being stored)

e Other technical items as required, (i.e. instrument to measure
humidity for grain and seed storage, etc)
Measuring tape
Tools for minor repairs
Broom and tray
First aid kit
Office work space for Warehouse Manager, with desk and shelving
for warehouse 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 (see 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.




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
storekeeper 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

e Description and specification

e Units

e Quantity

e 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

e 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.




The authorization limits according to the authorization table must also be
followed when receiving goods (refer to section 4.2.1) or the responsibility
delegated with clear documentation.

If a supplier delivery note, or other delivery documentation, is provided, this
should be attached to the GRN and filed, with a copy returned to the supplier.
HEADS is not obliged to provide delivery documentation to suppliers 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 authorized 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 dispatch.

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-numbered copy book, with
copies distributed as follows;
e One stays in the copy book at the originating warehouse,
e 3 copies move with the item to the final destination, where they must
be signed by the receiver of which:
e One copy remains with the receiver.
e One copy with the transporter.
e One copy returned to the sender to confirm that final delivery was
made.

Those receiving goods accompanied by a waybill are responsible for cross
checking the goods against the waybill and noting any discrepancies, breakages
or other issues remaining, before signing the waybill and




proceeding to complete the Goods Received Note. Signing of the waybill at
each stage transfers the responsibility from one person to another. The number
of the WB must be written on the stock card, on the line of receiving.

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 in monthly stock
reports and regular meetings with their line manager.

In either case of dispatch, the Warehouse Manager must update the Stock Card
with the quantity dispatched, and remaining balance, and provide the reference
number for the Stock Request Form if issued directly or the Waybill if the
dispatch 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 purposes.

The stock card column asking for a reference number for goods in or goods out
reminds the Warehouse Manager that s/he must have supported documentation
for any receipt or issue, which must then be on file to support the Stock Card.
If there is no reference to a supporting document, this indicates that part of the
procedure has been missed, and gives the Warehouse 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 Warehouse Manager must compile a Stock Report (see
Annex 14), which summarizes the contents of all Stock Cards, with quantity
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.




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;

e Performing regular unannounced checks of warehouse organization
and cleanliness.

e Performing regular unannounced spot checks to see that documentation
matches physical balances.

e 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
each month. These checks should be documented on the Stock Report
in the ‘Physical Check’ column, and noted on the Stock Card.

e Where discrepancies are found, supporting documentation (Delivery
Notes, Stock Cards, Stock Request Forms, Waybills & Invoices) should
be checked, and reviewed, 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.

e 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 without
full investigation and approval from this group. Where there 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 stock levels, and stock value
for insurance purposes, as well as to identify obsolete stock items, or other
discrepancies in the process. Usually, this inventory would involve staff from
outside logistics (i.e. project staff or finance) to provide an independent check.

This inventory can be completed on a more regular basis according to stock
movement levels, or to provide more checks on the work of the logistics team,
particularly that of the Warehouse Manager. It can be useful to perform 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.
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Whenever transferring responsibility or changing staff of the warehouse, or
stocks, a full inventory check should be performed.




Section 7
ASSET MANAGEMENT

7.1 Introduction

An asset is defined as any non-consumable item with an acquisition value of
PKR 3,000 or more and a serviceable life of at least one year. The term Asset
is 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;
e 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)

1) Electrical and Gas Equipments = 10%

i) Furniture and Fixtures = 10%

1ii) IT and Computer Equipments = 20%




7.3

Office Equipments = 20%
Vehicle = 15%

Asset Register

All offices must maintain an Asset Register (see Annex-15). The Asset Register
is a document that records and tracks all assets received by the HEADS, and is
maintained by the Logistics Manager or designated staff member in logistics in
each location. The purpose of this document is to have an overview of all
available HEADS assets and their condition. This also supports reporting to
donors, who require information on assets purchased with their funds. In
addition to these uses, the Asset Register can also be used

To support planning for new offices or future projects and budgets
To monitor maintenance or repair needs, and purchase of spares
For security purposes to ensure that essential equipment is available
and functioning
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
To make the best use of available assets to transfer between offices or
projects
To know which project bears, use and maintenance costs relating to
an asset
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
handsets, 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 under which the item was purchased

Location (should be specific, noting room and office location)




e Assigned to (named individual, or team of people)
e Remarks — should register the following
Serviceable (full working order)
Unserviceable (beyond repair)

Damaged (can be repaired)

Returned to donor

Stolen

Lost

Disposed

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

O O O O O O O O O

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.

7.4  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 to determine these
regulations before disposal of any assets.

Where no specific regulations are given by donors or local authorities, or are
unclear, the Chief Executive Officer has the authority to follow the disposal




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 organization, 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 Chief Executive Officer. The Chief Executive
Officer is responsible to authorize action on asset disposal and to ensure that
the donor regulations are being met, and that donors approve the disposal.
Authorization from the Chief Executive Officer 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 organizations 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.




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 favorable 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 Chief Executive Officer as noted
previously. Procedure would be;

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

2. Chief Executive Officer 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.




7.6 Managing Assets
7.6.1 Assets for Individual Use

Some assets are issued to individual staff members as part of the equipment
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 Transfer
Form Likewise, any subsequent transfer, return or handover of the assets
should be recorded using the same form.

7.6.2 Theft, Loss or Damage to Assets

If equipment is lost or damaged, a loss and damage report should be completed.
The report should be addressed to the Chief Executive Officer with a 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 containing 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 Chief Executive Officer can determine which
of the following actions is appropriate;
e [f the staff member is found to have been negligent, they should
reimburse HEADS the current value of the lost or stolen equipment.

o If'the loss or damage is deemed to be an accident, this can be written
off.




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 Chief Executive Officer 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 Chief Executive Officer is responsible to ensure high
quality in HEADS’s vehicle fleet, and ensure that the vehicle fleet is utilized
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:

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

e 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 authorized.




8.2 Purchasing Vehicles

Decisions regarding purchase of vehicles should be made by the logistics and
programme teams together, to ensure that appropriate budgeting is in place for
vehicle purchase.

Before deciding which vehicle to purchase the HEADS carefully consider the
likely and intended use and select an appropriate vehicle type. For instance, in
many areas the quality of roads is sufficient that heavy duty 4-wheel drive
vehicles are rarely required. Vehicle life cycle costs should also be taken into
account when considering which vehicle to purchase, factors such as engine
size, fuel efficiency, costs of replacement parts, likely lifespan and re-sale cost
should all be evaluated prior to a final decision. Significant savings can be
made by more careful consideration of vehicle needs prior to purchase.

8.3 Maintain or Replace

The 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 replace 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;

e Vehicle type
Color
4WD/2WD
Seating/carrying capacity
High clearance
Whether driver is needed or HEADS driver will be used
Vehicle with or without Fuel Rental (Fuel is reimbursed as per agreed
rate per KM)
Duration of rental
e Any other conditions i.e. working locations, tinted windows, AC, etc




In addition, the following items should be checked as standard for all
potential rental vehicles
e Full test drive, in the same conditions as the vehicle will be used,
testing mechanical condition of the vehicle
e Registration certificate (check matching chassis number and engine
number)
e Ownership (on registration certificate)
e Revenue/taxation license (valid and with correct details)
e Insurance certificate (valid and with correct details)
e All seatbelts working

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 options 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
i1s 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 charged appropriately. The Logistic Officer should ensure
that all vehicles in the Car Pool Report (see Annex-19) have their




relevant code completed to allow easy 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;

e 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 braking speed (or
become dangerous if not properly secured)
e Vehicle condition in general

8.6.3 Authorized 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.

Authorized Passengers

Only authorized 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 staff




members are travelling in a HEADS vehicle; a Waiver form should be
completed before the passenger joins the journey.

Authorized 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 accept luggage
for non-HEADS authorized passengers.

Vehicles 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 Chief Executive Officer has the right to deny personal use of a
vehicle at any time.

e Allstaff wishing to drive a HEADS vehicle must hold a valid applicable
driving license. 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 Chief Executive Officer 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 Chief Executive Officer.

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




vehicle. Engine number and chassis number should be checked against
registration documents, as well as registration plates.

8.9 Vehicle Insurance

Full details of insurance 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. An eyesight test is also required to ensure that the 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 Logistic 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;

Off road/4WD driving (where relevant and suited to local conditions).
Defensive driving.

First Aid.

Basic Mechanics.

Use of all aspects of the HEADS vehicles (such as winch operation).




Provision of this training improves overall safety, better driving and use of the
vehicles (so less maintenance), and reduced fuel consumption.

8.10.2 Staff Driving Test

HEADS employed drivers should pass a driving test before they can use any of
HEADS vehicles, to make sure they understand how to drive a 4wd vehicle
under special conditions, and what to pay attention to. The test should be
carried 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 familiarize him/herself with the tools and equipment
in the vehicle

e The driver should familiarize 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:
e The vehicle should be locked and windows closed.
e The vehicle should be properly secured when the driver leaves the
vehicle.
e Parking should be in a secure area, with adequate lighting and
preferably guards and valuables should be kept out of sight.




8.11 Vehicle Allocation and Planning

HEADS should develop a system for allocating and managing vehicles
according to their programme needs. Managing vehicles as a pool is the most
efficient system, and this may require weekly plans to be submitted to ensure
that all needs are met.

Any system developed should clearly communicate how vehicles are to be
accessed and the timeframe for requests. They should also detail who is
responsible for organizing 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 basis 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 fueling, 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:

e Always fill tank fully for security reasons and for control of fuel
consumption.

e One should fill before the total tank volume(s) is less than a third of the
total.

e Vehicle tanks must be filled when fueling, to allow accurate
measurement of litres of fuel used and received (fuel gauge readings
are not accurate enough).

e Accurate records must be kept of all fuel received, using the Fuel
Requisition Form (see Annex-22). This form requires the signature of
3 individuals to confirm the receipt of fuel, and the fuel received is




also entered into the Log Book. The fuel received together with the km
driven allows the calculation of fuel consumption.

e The Fuel Requisition Form also allows space for calculation of fuel
consumption at each fueling. This allows the Transport Officer to
identify early any problems with fuel consumption.

Expected Fuel Consumption figures for a new vehicle can be found in the
manufacturer’s manual. HEADS Logistic Department will have the authority
to determine the rate per kilometer in PKR or KM per litre fuel for an average
vehicle.

Any vehicle covering less distance per km of fuel/or using more fuel than
indicated from the manufacturer should be investigated further.

Possible explanations for poor fuel consumption include;
e Poor driver handling.
e Poor engine condition and/or maintenance, including age of the
vehicle.
Poor road conditions (particularly getting stuck in mud or sand).
Use of Air Conditioner.
Fuel leak.
Incorrect recording of fuel received and fuel used.
Incorrect recording of km driven.
Theftt.
Poor quality of fuel.

8.14 Maintenance and Repairs
8.14.1 Vehicle Checks

The drivers are the best source of knowledge on the performance of the vehicles
and any possible repair needs. For each vehicle, a Weekly Vehicle Check form
must be completed, comprising a check of key vehicle systems, as well as
equipment and documentation. This also provides a space for drivers to detail
other problems they have noted. The Logistic Officer is responsible to gather
these reports and review them, and take action as necessary. Where a problem
is reported this must be followed up by a qualified mechanic.

8.14.2 Maintenance Schedules

The Chief Executive Officer is responsible for ensuring that vehicles are
properly maintained according to the maintenance schedule detailed below and
that provided in the vehicle manufacturer’s manual. This responsibility can be
delegated.

A schedule should be established for each country office, as servicing needs
will depend on the weather and atmospheric conditions, road conditions,




driving habits and standards, vehicle age, and vehicle use. The manufacturer’s
manual or a good mechanic can provide more guidance in this if needed.

Once the schedule is established, the Logistic Officer must track the servicing
of all 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 should 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.

e 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).

e Availability of external garage facilities.

e Equipment required for different aspects of work.

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

e Environmental impact of disposing of oils and lubricants.




Where available, it is recommended to use external providers for repairs and
servicing. These often provide guarantees for their work, and can handle all
aspects of the workshop management, including sourcing spares, health and
safety, etc. 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
qualifications and experience, particularly for the vehicles in the fleet.
References must be checked. Contracts should include a 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 the workshop is documented and
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.

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 Accidents 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 manager, and the
Logistic Officer for further action. The Logistic Officer is responsible to
coordinate all actions, and gather all documentation required should an
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 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 checklist contained in the
HEADS driver’s manual.

8.18 Car Pool Report




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 identified 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 Program
Manager to have an overview of the vehicle fleet and to review vehicle
condition and status quickly.




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 Chief Executive Officer on a quarterly basis,
not later than the 10"of the preceding month:

e 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

MY




HEADS PROCUREMENT PLAN
Annexure-1

HEADS OFFICE: Field Office/ HO

(PKR) Account Donor Donor Code Project Procuring Dpt Procurement By Date Required Last Date Contact
S.No. Commodity/Service Unit Quantity TOTAL Comments
Est Cost Codes Budget Line Number (PR to be raised by:) (HO/Field) (Delivery date ) Estimated For Order Person
PRSP Codes Lead Time

- HEADS Logistics Manual Annex-1
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PURCHASE REQUISITION FORM (Annex-2)

Requesting Staff: Irfan Shah Purchase requisition No:
Office: Tank Date Prepared: Monday, July 8, 2024
Project: PPAF Date of Needed: Wednesday, July 10, 2024
Justification for the request: Repair of solar inverter
Estimated Project Cost
No. Description T Specmcaﬁonsrelated SapiETEAG) arm Budget Code/WBS [Estimated Qty Unit Unit Price in PKR | Total in PKR
1 Repair of Fronus Inverter 5Kw Job 75,000.00 0.00
2 Supply of Main Circuit Breaker No 6,500.00 0.00
Job 15,000.00 0.00

3 Transportation and Installation

* Indicate detailed technical specifications of item if goods or scope of work if services. Additional sheet may be provided if necessary.

*In case of IT equipment, the specification shall be endorsed by the IT person.

Prepared by: Verified by: Authorized By:

Ghulam Hussain Asif Ali Raza Ullah Jan
Admin/Logisctics/Procurement Officer Director Operations Chief Executive Officer (CEO)
Date: 26/10/2024 Date: Date:

*Signature over Printed Name




HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)

To befilled in by Logistics & Procurement Officer

HEADS Vendor Database

Annexure-3

Category of goods

Company Name

Address

Town

Contact person Tel number

Vendor performance to
Fax number [Email Office locations date (notes)

The vendor database should be updated according to purchases above PKR 2,500,001

Signed By: Logistic And Procurement Officer

HEADS Logistics Manual Annex 4

Under vendor performance to date shade cells Good Performance

as follows & record reasons. Medium Performance

“Green” suppliers should be preferred but their performance must be re-
evaluated after each procurement. They may enter into the yellow or
even the red category.
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HEALTH EDUCATION AND DEVELOPMENT SOCIETY(HEADS)

REQUEST FOR QUOTATION (RFQ)
Date: --/--/----
Reference #: Ref#: HEADS/ RFQ/------- [--]--]----
Project Title: <Mention tittle of the project>

Submission Address: <Full 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.

Introduction

Health Education and Development Society (HEADS) is a non-governmental, non-profit
organization registered under the Societies Act 1860 (Reg. No. 852/5/7411). And Licensed by
the Securities and Exchange Commission of Pakistan (SECP) in August 2025. Since its inception
in 2013, HEADS has aimed to create a peaceful environment where all individuals can realize
their potential for sustainable development. This is achieved through participatory, gender-
sensitive, and poverty-responsive approaches in collaboration with communities and
development partners, primarily within Khyber Pakhtunkhwa Province and its merged areas.

HEADS focuses on the following programmatic areas: Protection, Livelihood, WASH, Education,
Health, Nutrition, and Disaster Risk Reduction (DRR).

Summary of Goods/Services Required

Requirements:

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




Annex-4

Budget Line:
Activity Name:
S. No Description Scope of Unit Unity Unit Price Total Amount
Work/Specifications Type Qty (PKR) (PKR)
Total (PKR)
Specific Terms and Conditions
1. Delivery Time: Please specify the number of days required to complete

uhWwN

14.

15.

16.

the above-mentioned supplies/activities.

Submission: Quotations must be sealed in an envelope clearly marked with RFQ Ref#.
Authentication: All quotations must be duly signed, stamped and sealed.

HEADS may ask shortlisted bidders to submit samples for evaluation/approval.
Pricing:

o Prices must be quoted in Pakistani Rupees (PKR).

o Prices must include all applicable taxes and duties (Note: Although Malakand
Division is tax-exempt, quotations must reflect taxes as per applicable
regulations).

o Prices must cover all associated costs including freight, transportation,
loading/unloading, and delivery to <address>.

Evaluation & Award: HEADS reserves the right to award the contract to one or multiple
suppliers based on the evaluation results.

Late Submission: Quotations received after the deadline will not be accepted.

Validity: Quoted rates must remain valid for at least <Days> from the submission date.
Discrepancies: In case of any discrepancy, the unit price shall prevail.

. Compliance: Incomplete or non-compliant quotations may be rejected.
. 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.

. Procurement committee reserves the right to cancel/reject any or all offers.
. An agreement will be signed with successful bidder for timely supply of appropriate

quality items. Failure to meet the conditions of the agreement will result in cancellation
of the agreement at the risk and cost of the supplier.

Lowest price may not be the sole criteria; quality, previous experience and timely
delivery can be considered. However, this will clearly be communicated in the bids
documents.

This RFQ documents does not constitute any commitment on the part of this

Organization unless a written agreement is signed by both parties. o
HEADS may right to increase or decrease work budget as per budget availabiliﬁf N

Kg#
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Annex-4
Delivery Commitment: Delivery time must be clearly mentioned and adhered to. A
penalty of 0.1% per day will apply for delays beyond the Purchase Order delivery date,
up to a maximum of 10% for delays exceeding two weeks.

Evaluation Criteria

Competitive Pricing: Lowest Quoted Price meeting the requirements and mentioned
specifications <for normal, routine and simple procurements>.

General Terms & Conditions

10.
11.
12.
13.
14.
15.
16.

17.
18.

Fixed Pricing: Quoted prices shall remain unchanged during the contract period.
Authorized Instructions: Suppliers may only act on instructions provided by authorized
HEADS personnel.

Subcontracting: Not permitted without prior written approval.

Anti-Corruption: Offering gifts, favors, or incentives to HEADS staff will result in
immediate disqualification.

Confidentiality: All information shared or generated remains confidential and the
property of HEADS.

Use of Logo: Suppliers may not use the HEADS name or logo without prior written
consent.

Legal Compliance: Suppliers must comply with all applicable laws and regulations.
Force Majeure: Any such event must be reported in writing and may result in
suspension or termination of the contract.

Termination: The contract may be terminated due to funding issues, mandate changes,
or supplier insolvency.

Warranty: Suppliers are responsible for the replacement of non-compliant goods during
the warranty period.

Indemnity: Suppliers must indemnify HEADS against losses arising from contract
breaches.

Insurance: Suppliers must maintain adequate insurance coverage throughout the
contract period.

Inspection & Testing: HEADS reserves the right to inspect and test supplies.
Amendments: Any changes must be documented in writing and may affect pricing.
Licensing: Suppliers are responsible for securing any required import/export or
operational licenses.

Payment Method: Payments will be made by bank cheque.

Payment Terms: Within 20 working days of satisfactory delivery and verification.
Ethical Standards: 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.
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e Local labor laws are complied with.
¢ Social rights are respected
e No PSEA/SH at workplace.

19. Non-Performance: Remedies may include:

e Procurement from alternate sources at the supplier’s cost.
e Partial or full rejection of goods.
e Contract termination.

20. Relationship: This contract does not establish an agency relationship.

21. Severability: If any provision is held invalid, the remaining provisions shall remain
enforceable.

22. Jurisdiction: This agreement is governed by the laws of Pakistan.

23. Notices: All notices must be provided in writing through personal delivery, registered
mail, or other official communication.

Supplier Information

Company Name:

Address:

Contact Person:

Phone Number:

Email:

Stamp/Signature:

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 can be asked 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.




e HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)
}\,w Bid Analysis Form (Annex 5)
::LK;'S\/" Budget Head: Provision of Health Services through Health Outreach Camps/Vaccination Drives (Procurement of Medicine)
| | Reference #: HEADS/RFQ/ /29/09/2025
Date: --/--/----
XYz XYz XYZ
S.No Description Specification Unit Typel Unit Qty
Rate F’er Total Rate Per Day Total Rate per Total
Unit Day
1 |Coldrex 120ml SYP No. 145 120 17,400 140 20,300 139 20,155
Shipping - -
Discount ( if any) - -
Recommended Vendor: XYZ TOTAL PKR 17,400 PKR 20,300 PKR 20,155
Justification: XYZ is unanimously recommanded by the bid committee due to DELIVERY SCHEDULE 2 days 5 days 4 days
offiring the lowest-priced bid of all three vendors. TERMS OF PAYMENT Bank Cheque Bank Cheque Bank Cheque
inayat Ishaq Ali Syed Afzal Shah
CONTACT PERSON. 0344-2939764 0322-9812013 0340-2155548
Procurement Committee
# Name Designation Signature
Raza Ullah Jan
(Chief Executive
1 XYz XY Approved by: Officer)
2 XYX zY
3 XWX AB
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PO No. Rev. No.

PO Date
Revision Date

(HEADS)

PURCHASE ORDER

Vendor's Details Ship/Deliver Purchased Goods/Services To:
INFO ZONE House No. 292, Street No. 01, F/9, Phase-6, hayatabad, Peshawar
The house of computers
Delivery Schedule  ° Send Invoice To:
House No. 292, Street No. 01, F/9, Phase-6, hayatabad, Peshawar
Terms of Payment
Cheque
Project:
s . . Project . . .
No Description Specification é?;g Qty Unit | Unit Price Total
Repair of UPS 7 No 3000 21,000.00
The vendor will be panalized for the one% of the PO amount per day any -
further delay than the specified working schedule given by the PE. -
Sub-Total
Taxes (if any)
Shipping
Insurance
Discount (if any)
TOTAL 21,000.00

Vendor's Acceptance
This is to certify that | fully read the terms and condtions of this Purchase Order stipulated at the back of this
document. Having fully read and understood the complete requirements of this Purchase Order, | hereby commit
myself and my company to serve its requirements and fully comply with its terms and conditons.
| also further certify that | am authorized by my company to accept this Purchase Order in its behalf.
Authorized by:

CEO
Date

Sign Over Printed Name & Date

Duplicate Copy




HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)

CONTRACT

Contract Number:
Date: **/** /200%*

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

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

Reference your offer <REFERENCE> dated <DATE>

We hereby place the following order subject to the terms below
Vendor:

(Name)

(Address)

Contact Person: (Name)

Telephone: (xxx))

E-mail: (xxx)

Buyer:
HEADS

(Address)

Responsible buyer: (Name)
Telephone: (xxx)

Fax: (xxx)

E-mail: (xxx)

Consignee:
HEADS

(Address)
Telephone: (xxx)
Fax: (xxx)

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

1 VALUE OF ORDER
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
Total value this order |~ a

HEADS Logistics Manual Annex-7 S\



HEALTH EDUCATION AND DEVELOPMENT SOCIETY (HEADS)

3 ORIGIN OF GOODS
The Vendor confirms that the goods provided originate from.............cooviiiiinnis

4 DELIVERY SCHEDULE
Delivery Item No. Quantity Latest date of
delivery

st
2nd

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 Received 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.

6 TERMINATION

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 either 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 insolvent 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 PENALTIES
Penalty for late delivery 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.

8 NOTIFY PARTIES

Please ensure that HEADS are notified of all deliveries in advance to allow for relevant people to be
available to check and unload goods. Failure to notify HEADS may result in a delay in offloading, the cost
of which will be borne by the delivering party.

9 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 Received Note confirming items
received. A copy of this Goods Received Note should be attached with any invoice to support payment.

10 LEGAL STATUS

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. A\
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11 ETHICAL STANDARDS

All suppliers doing business with HEADS should maintain high standards on ethical issues, respect and
apply basic human and social rights, ensure non-exploitation of child labour, and give fair working
conditions to their staff. HEADS will not do business with producers of weapons, alcohol, tobacco or
pornography.

12 CONFLICT OF INTEREST

Vendors must notify HEADS if there is potential conflict of interest with any HEADS staff prior to signing
of this Contract. Any supplier failing to do so, and later found to have a conflict of interest will be struck
from the HEADS vendor database.

13 SUB-CONTRACTING

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 responsible 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-contract shall be subject to and conform
with the provisions of this Contract.

14 OBLIGATIONS

The Vendor shall neither seek nor accept instructions from any authority external to HEADS. Vendors
may not communicate at any time to any other person, government or authority external to HEADS any
information known to them by 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
time use such information to private advantage. These obligations do not lapse upon
termination/expiration of their agreement with HEADS.

15 CONTRACT MANAGEMENT

The Vendor contact for the management of this contract iS.......cccocviiiiiiiiiiiii i

The HEADS contact for the management of this contract is.......ccoviiiiiiii i

Any issues arising during this contract must be communicated in writing between these two contacts.
Any adjustments to the Contract must also be noted in writing, with signatories from representatives of
both parties.

16 ACCEPTANCE AND ACKNOWLEDGEMENT

No Contract shall become effective and no Contract shall 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.
Initiation of performance under this order by the vendor shall also constitute acceptance of the order by
the vendor, including all terms and conditions herein contained or otherwise incorporated by reference.
Each party to the Contract will hold a signed copy for reference.

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

18 DISCOUNTS

Time in connection with any cash discounts offered will be computed from the date of receipt by HEADS
at the place named in the contract of full documentation as specified by the Contract and/or annexes
thereto.

19 WARRANTY
The Vendor warrants the goods furnished under this Contract to conform to the specifi
free from damage and defects in workmanship or materials. This warranty is without

4 peeinll
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further guarantees that the Vendor provides to purchasers. Such guarantees shall apply to the goods
subject to this Contract.

20 INSPECTION

The duly accredited representatives of HEADS shall have the right to inspect the goods called for under
this Contract at Vendor’s stores, during manufacture, in the ports or places of shipment, and the Vendor
shall provide all facilitates for such inspection. HEADS may issue a written waiver of inspection at its
discretion. Any inspection carried out by representatives of HEADS or any waiver thereof shall not
prejudice the implementation of the other relevant provisions of this Contract concerning obligations
subscribed by the Vendor, such as warranty or specifications.

Inspection is at buyer's cost. If, however, an inspection must be repeated due to the vendor's default,
or for the vendor's convenience, the cost of the second and any subsequent inspections for the same
purchase order (or lot, if part inspection) will be charged to the vendor by the inspection company.

21 EXPORT LICENCE

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

22 OFFICIALS NOT TO BENEFIT

The Vendor represents and warrants that no official of NRC has been, or shall be, offered by the Vendor
any direct or indirect benefit arising from this Contract or the award thereof. The Vendor agrees that
breach of this provision is breach of an essential term of this Contract.

23 FORCE MAJEURE

Force Majeure includes: natural disasters, local laws or regulations, industrial disturbances, acts of
violence, civil disturbances, explosions and/or any other similar cause of equivalent force not caused by,
nor within the control of both party and which neither party is able to overcome. As soon as possible
after the occurrence of a Force Majeure type situation; and within but not more than fifteen (15) days,
the Vendor shall give notice and full particulars in writing to HEADS of such Force Majeure. If the Vendor
is thereby unable, wholly or in part, to perform his obligations and meet his responsibilities under this
Contract, HEADS shall then have the right to cancel the Contract by giving, in writing, seven (7) days
notice of termination to the Vendor.

24 DEFAULT

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
responsible for any excess cost occasioned thereby. Furthermore, HEADS may, by written notice,
terminate the right of the Vendor 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.
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27 AMENDMENTS

No change in or modification of this Contract shall be made except by prior agreement between the
Program Support Manager of HEADS at (place) and the Vendor. Amendments to this agreement shall be
made in writing and signed by both parties.

28 ASSIGNMENTS

The Vendor shall not assign, transfer, pledge or make other disposition of this Contract or any part
thereof or of any of the Vendor’s rights, claims or obligations under this Contract except with the prior
written consent of HEADS.

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 or 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 Vendor’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 DISPUTES - ARBITRATION

Any claim or controversy arising out of or relating to this or any contract resulting here-from, or to the
breach, termination or invalidity thereof, shall be, unless settled amicably through negotiation, submitted
to arbitration in accordance with (HEADS to specify).

31 USE OF NAME, EMBLEM OR OFFICIAL SEAL

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 or 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 LIQUIDATED DAMAGES

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 deIiveries-iH%:cordance

with the delivery schedule.
1
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34 ANTI-PERSONNEL MINES AND WEAPONS PRODUCERS

The Vendor guarantees that it is not engaged in the sale or manufacture, either directly or indirectly, of
anti-personnel mines or any components produced primarily for the operation thereof or weapons. Any
breach of this representation and warranty shall entitle HEADS to terminate this Contract immediately
upon notice to the Vendor, at no cost to HEADS.

35 CHILD LABOUR

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

36 PRIOR NEGOTIATIONS SUPERSEDED BY CONTRACT
This Contract supersedes all communications, representations, arrangements, negotiations, requests for
proposals and proposals related to the subject matter of this Contract.

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.

Title to any equipment and supplies which may be furnished by HEADS and any such equipment shall be
returned to HEADS at the conclusion of this Contract or when no longer needed by the Vendor. Such
equipment, when returned to HEADS, shall be in the same condition as when delivered to the Vendor,
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
materials used must be adequate to safeguard the goods while in transit. The Vendor shall be
responsible for any damage or loss that can be shown to have resulted from faulty or inadequate
packing.

Packing details:
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) [P

- Gross weight in kgs per PU: (xxx) . H‘-f

- Total gross weight (kgs): (xxx) &@}
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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.

40 INSURANCE

The 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 to its
employees to cover claims for personal injury and death in connection with a Purchase Order. The
vendor shall, upon request, furnish proof to the satisfaction of HEADS, of such liability insurance. The
vendor shall further provide such health and medical insurance for its agents and employees, as the
vendor may consider advisable.

41 INCOTERMS

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

http://www.foreign-trade.com/reference/incoterms.cfm

42 SHIPPING INSTRUCTIONS
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 OVERRIDING CLAUSE

In the event of any conflict or inconsistencies between these General Conditions of Purchasing or any
other document which forms part of the Contract, these Conditions shall prevail except where they have
been amended (by specific reference to the relevant clause and paragraph of these Conditions) as
provided for herein.

44 PAYMENT SCHEDULE
<INCLUDE DETAILS OF ALL STAGED PAYMENTS, ANY ADVANCES, ANY WITHHEL{.OGR R

PAYMENTS > ¢ “;65( )
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45 PAYMENT TERMS

By bank (transfer / cheque) within 30 days of receipt of all above documents in good order. (If bank
transfer) All invoices must clearly indicate the vendor’s bank and bank account number.

Invoices are to be submitted on a per contract basis in line with the payment schedule detailed in this
Contract.

46 TRANSPARENCY
NRC undertakes to conduct transparent transactions in all operations. The parties agree that any
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:

&b
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Annexure-8

o AND Dey,
SN2z 2,

GOODS RECEIVED NOTE

Delivery Location:

Supplier
Name

Documentation
[] Waybill #

Address

[] Supplier Invoice #

[] Supplier Delivery Note #

[] (Other)

Tel#

Contact

This delivery

. Is a single complete order

Materials supplied
[ ] For HEADS PR/PO#

] Is a part shipment with the balance pending [] Donation

] Is a final shipment completing the order
Item # Qty Unit Item Description Remarks
Goods Verified by (Requester):
Print Name: Sign: Date:

Goods delivered by:
(Print name)

Goods Received by:
(Print name)

(Title)

(Title)

(Sign & date)

(Sign & date)

Note: separate Delivery Reports must be prepared for individual suppliers or orders.
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Annexure-9

PROCUREMENT TRACKING SHEET Page-1
Location:
Week Ending:
PURCHASE REQUISITION DETAILS | SUPPLIER DETAILS PO DETAILS
I
Date . HEADS Date PO .
# PR # PR Date Received by Iée;n Item Description Unit Qty ::)ell\:gry Estimated cost (S Project DoréordAcc. Acc. Supplier Location CPotsta: given to PO # DP? P? ;J_mt
——— ategory ocation cy ode i ontac Supplier ate | Qty rice
LOG | 001 TOOL Weighing scale- Salter |Pcs 6 DMO 120,000|KSH | KEFS0903 4230 Nairobi
.:1Ill e
—— ,f': )
3 Py
f A'Q)
[
QY
et a®
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Page-2 Annexure-9

Date

DELIVERY DETAILS PAYMENT DETAILS

DELIVERY 1 DELIVERY 2 DELIVERY 3

Delivery B . oiance 1Trans linvoice | 1 Invoice Datievlenr:/?cl)ce 1 Payment | 1 Amount BeliEe Log Requester |Finance
Note # No No. Date 9 Date Paid Comment |Comment Comment

Finance PO Balance PR Balance

Delivery
Note #

Delivery

Total ETA Qty Note #

Date | Qty Date [ Qty

= - 120,000

ol|lojojo|o|o|ofo|o|o|o|o|o|o|o|o|o|o|o|o|o(o|o|o|o|o|o|o|o|o|o|o
ol|lojo|o|o|o|oo|o|o|o|o|o|o|o|o|o|o|o|o|o(o|o|o|o|o|o|o|o|o|o|o
'
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Health Education and Development Society(HEADS)
GENERATOR TRACKING SHEET

Annexure-10
GENERATOR LOCATION: BRAND: TYPE OF FUEL : wf‘):\“"”}%g
RESPONSIBLE PERSON: SERIAL NO: WEEK FROM: ) /QL(“? 1 .
CHASSIS NO: TO: a\:(_’;; &7z
HOUR _ FUEL _ _ COUNTER MAINTENANCE _
DATE START END TOTAL QTY CONSUMPTION| STOCK | START END oil air filter] oil filter| diesel filter | operator signature

To be filled in each time the generator is started/stopped by the responsible person.
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Stock Card Annexure-11
Card No:
Item Name: Expiry Date: 1120
Description: Unit Price:
Minimum quantity/Buffer: Project:
Units/Weight per package: Shelf/area no:
Wayhbill / Stock Signature of Warehouse
Date Quantity In GRN number Quantity Out Request Number Balance Manager

IMPORTANT: Stock Card must be signed by Warehouse manager AND Deliverer or Reciever for every movement of stock.
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.‘f |'.” . ) V.'| ._
) g tion and Development iety(HEAD & Nz
2\ Health ducation and Development Society( S) 5\/,

1EADS

Annexure-12
STOCK REQUEST FORM
Project.....cccoeiiiiiiiiii e For collection ”
For delivery to
oo o L= S
QUANTITY [ QUANTITY
No ITEM (DESCRIPTION) UNIT | REQUIRED | ISSUED REMARKS

Requested by:

N2 T = Sighature.......cccccvvvvvevieieieieieeee, Date.......ovvevevvrvnnnnns
Issued by
NAME: .. Signature.......ccooveeeeevniee e Date......cccoovveereeennnns

HEADS Lgistics Manual Annex-12




"
50
vy W AND Dey
W2z s,
y i

* \H%fa!tﬁ"iiducation and Development Society(HEADS)

| Annexure-13
|No:
HEADS WAYBILL

From: (start location) To: (destination)

No Item Description Unit Quantity Project Remarks
Sender

Name.....cocoiir s JOD THtle. i

SIGNALUIE...cciiiii et Date.. ..o

Transporter

Name.....cocooiir s Vehicle number........cccceiiiiiiiiieeee e

SIGNALUME...cciiiii e

Receiver

Name.....cocooiir s JOD THtle. i

SIGNALUIE...coiiiii e DAt ..
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Location:

Reporting period (month, year):

STOCK REPORT

5O°
&

\/’

AND Doy,
%,
‘\\\V”’ 2,

Annexure-14

Name:
Date: Signiture:
Card No Item Name Description Unit | Unit Cost| Project Expiry Date Starting Balance Quantity In Quantity Out Closing balance Commodity Value Physical Count Diffference Comments

o |[Oo |]o |©o |©o [o |]o |© |©o [©o |o |© |©o |[o |o |©o |©o |[o |o |©o |©o |[o |o |©o |©o |[o

o |[o |]o |o |o [o |]o |o |o [o |o |o |o |[o |o |]o |o |[o |o |o |©o |[o |Jo |o |o |[o
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Annexure-15

Health Education and Development Society(HEADS)

ASSET REGISTER

Location: Annexure-15

Reporting period (month, year):

Serial Cost of Cost of Cost of
REEEt TEg Ceeger Description Raprisces Model Number/ PO# VGED Purchase | PUTEAEES = | (AT - Donor Project | Location feslgist Remarks
Number y r ; Purchase Currency Donor To
Chassis # PKR f
procured in| Currency
HEADS/PO/001
Include all non durable goods with a value above PKR 20000. ’ :", "
-~
-—-._‘_____/‘ L

) J
£ { '_)
I
i -
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Health Education and Development Society(HEADS) Annexure-16

LOSS AND DAMAGE REPORT

HEADS Office: Date:
Project no:

Lost/damaged item or consignment:

Information of means of shipment if loss/damage occurred during
shipment (E.g. waybill no, wvehicle no etc.):

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

Reason for loss/damage (What has happened, where and when.
Additional information might be given on a separate sheet):

Person reporting (print name): Date: Signature:

Supervisor’s comments and recommended action:

Supervisor (print name) : Date: Signature:
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Annexure-17

Asset Transfer Form

Asset Transfer to ... Project

Required Information Asset---1 Asset---2

Asset Tag Number

Category

Description/Specification

Manufacturer

Model

Serial Number/ Chassis # /
Engine #

Donor / HEADS

Project Code under which
item was purchased

Transferring from (individual, location)

Transferring to (individual, location)

ISSUE BY:
Name:
Position:
Signature:
Date:

RECEIVER

Name:
Position:
Signature:
Date:

NOTE: Upon receipt, the receiver takes full responsibility for the item,
and reporting any damages, loss, theft or repair problems with the item
directly to the Logistics Officer
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Sale of Equipment

Item(s) sold

(Complete required information; for multiple items, please

add columns)

WD Dg
o P 'lr'n‘,q
A e, 2

Annexure-18

HEADS Asset Tag number

Category

Description/Specification

Manufacturer

Model

Serial Number/ Chassis # /
Engine #

Original Donor

HEADS Project Code under
which item was purchased

Sale price agreed (attach bid
or auction document)

HEADS hereby confirms sale of the items detailed above to

Name:
Address:

Terms of Sale:

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

CURRENCY>

e 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, including 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
Name:
Position:
Signature:

Date:

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

documentation to donor

BUYER
Name:
Position:
Signature:

Date:

S

b\
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MONTHLY CAR POOL REPORT

Location:

Month and Year:

Compiled by:
Vehicle Project Current Year of Licence Chassis Engine [Brand and Model |Insuranc| Insurance | Insurance |KM start| KM end [ Total km| Fuel [Costof| Fuel cost | km per Total Repair Total |Comments
Codein | Number Working | Manufactur Plate Number Number etype | start date expiry month | month [travelled | receive |fuel per| per km litre repair | cost per | cost per
Agresso Location e Number date d litres | litre costs km km
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Annexure-20

VEHICLE RENTAL AGREEMENT

Agreement number:
Date:

No of pages including this page:

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

HEADS
<INSERT CONTACT NAME, ADDRESS, TEL, EMAIL (herein after referred to as
hirer)

<INSERT COMPANY/INDIVIDUAL NAME, ADDRESS, TEL, EMAIL (herein after referred
to as the owner)

This Agreement supersedes all prior oral or written agreements, if any,
between the parties and constitutes the entire agreement in respect of this
rental.

General conditions
1. The owner agrees to hire, and the hirer agrees to lease
<VEHICLE MODEL, BRAND, DESCRIPTION>, 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 payable by the hirer to the owner is <INSERT PRICE IN
NUMBERS AND WRITTEN, SPECIFYING PERIOD FOR EACH PAYMENT eg 1,000 USD,
One thousand US 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: WHO 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 rental period.
The vehicle will be parked in HEADS compound during the night.

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

The Hirer shall
7. Ensure that the vehicle is used only for HEADS purposes, and not for
any illegal means.

8. Bear responsibility for all penalties, accidents, loss or damages to
property or life, legal decisions or liabilities whilst renting —the

. . H T-'f/;
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vehicle, except where mechanical failure is found to be the cause.
Where an incident may result in the need for an insurance claim, the
hirer commits to provide all necessary documents to support the
insurance claim by the owner.

9. Inform the owner of any breakdown or accident of the vehicle without
delay. In the case of accident, the hirer shall also ensure that
police are informed and police report is obtained.

10. Agrees to take the vehicle in its current condition, and ensure
that the vehicle is returned in the same condition, less daily wear
and tear. The hirer commits to keep the vehicle in good order and
condition at all times. The hirer will conduct weekly checks of the
vehicle wusing 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>.

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

12. Ensure that the vehicle 1is serviced and maintained to an
acceptable standard. <SPECIFY CONDITIONS REGARDING REPAIRS AND
MAINTENANCE. WHO IS RESPONSIBLE FOR WHAT, AND WHEN SHOULD 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
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
period.

15. 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 SHOULD THIS
HAPPEN. WHAT DOCUMENTS AND NOTIFICATIONS ARE REQUIRED>

le. Time taken for repairs and servicing will be borne by the hirer
up to a maximum of 2 days per month. Any time beyond this period will
be borne by the owner, either by reduction in the monthly payment
(prorated to daily rate), or by provision of an alternative vehicle
of same or similar standard, at no additional cost. In the case where
extended repairs are required, HEADS reserves the right to cancel
this agreement.

<NOTE: SECURITY DEPOSITS SHOULD NOT BE GIVEN UNLESS ABSOLUTELY NECESSARY.
IF A SECURITY DEPOSIT IS REQUIRED, TERMS FOR RETURN OF THE DEPOSIT SHOULD
BE INCLUDED IN THIS CONTRACT>

The principle of force majuere applies. Force Majeure includes natural
disasters, 1local laws or regulations, industrial disturbances, acts of
violence, civil disturbances, explosions and/or any other similar cause of
equivalent force not caused by, nor within the control of, either party and
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which neither party is able to overcome. Should such a situation occur,
and either party is unable to meet their obligations under this contract,
they have the right to cancel the contract by giving 7 days’ written
notice.

Under normal circumstances, this contract may be terminated at any time by
either party by giving one month’s notice, in writing.

In case where the contract is breached, either party may cancel with
immediate effect, and demand compensation for any associated losses within
the legal framework of <INSERT COUNTRY>.

Agreed between:

HEADS REPRESENTATIVE VEHICLE SUPPLIER
Name: Name:

Position: Position:
Signature: Signature:

Date: Date:

Stamp: Stamp:

HEADS Logistics Manual Annex-20 ;‘&‘5};
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HEADS Vehicle Logbook Annexure-21

. R s e Fuel / Responsible | Responsible
Date Starting Location Starting Flnlsylng Finishing Total Lubricants officer Officer Remarks
km location km km - -
received name signature

HEADS Logistics Manual Annex-21
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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:

Driver Pump attendant
Name: Name:
Signature: Signature:

Fuel consumption since last fuelling

HEADS Logistic Manual Annex-22 H T"/};
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Health Education And Development Society

STATIONERY REQUISITION FORM

Annexure-24

Requisition

No:

Date:

Department/Project:

Location:

Requested By:

Designation:

S.No

Description of Item

Unit

Qty.
Requested

Qty. Issued

Stock Balance

Remarks

10

11

12

Requested By

Approved By

Issued By

Name & Signature

Name & Signature

Name & Signature

Note: This form must be duly filled, signed and approved prior to issuance of any stationery items from store.




Standard Terms and Conditions for Purchase Order

Agreement: This Purchase Order (PO) becomes the exclusive agreement between HEADS and Supplier for the goods, subject to the
Standard Terms and Conditions contained herein. Any of the following shall constitute Supplier's unqualified acceptance of this PO:
(a) acknowledgment of this PO;

(b) furnishing of any goods under this PO; or

(c) acceptance of any payment.

Additional or different terms and conditions proposed by Supplier shall be void and of no effect unless accepted in writing by HEADS.
Until so accepted, HEADS reserves the right to return goods, at Supplier's expense. In the event of a conflict between the Supplier's
terms of acceptance and the PO Terms and Conditions, the PO Terms and Conditions shall govern unless HEADS agrees in writing to
the Supplier's proposed Terms. In the event of a conflict between the terms of Annex(es) to the PO and the PO Terms and Conditions,
the PO Terms and Conditions shall prevail.

PO Identification: The PO number must appear on all invoices, bills of lading, packing slips, cartons, and correspondence.

Delivery: Delivery must be completed within the delivery schedule stated on this PO. Otherwise, HEADS reserves the right to (a)
cancel this PO without liability and to charge Supplier with any loss incurred as a result of Supplier's failure to make the delivery
within the delivery schedule specified; or (b) charge a penalty of 0.1% of the total price for every day of breach of the delivery
schedule by the Supplier.

Payment: Supplier shall invoice HEADS upon delivery of the goods and payment shall be made within the stated period after receipt
of the invoice. Payment shall be made to the Supplier as stated in the Terms of Payment of the Purchase Order.

Adjustments: HEADS reserves the right to change at any time the quantity, packaging, unit size, place and/or time of delivery.
Supplier agrees to proceed with this PO in accordance with any such change(s) and to submit a claim request for an equitable
adjustment in the PO price or delivery term caused by such change(s). HEADS may deem any claim by Supplier for equitable
adjustments under this clause waived unless asserted in writing within 10 days from receipt by Supplier of HEADS's change(s). No
change in, modification of, or revision to this PO shall be valid unless in writing and signed by an authorized representative of HEADS.

Packaging: Supplier must provide proper and adequate packaging in accordance with best commercial practice, to ensure that the
material being shipped to HEADS will be free of damage. Packaging must be adequate to allow for rough handling during transit,
exposure to extreme temperatures, salt and precipitation during transit and open storage, with consideration for the type of Goods
and transportation mode. HEADS reserves the right to reject any shipment that is deemed not to have been packaged adequately.

Inspection and Acceptance

a) HEADS or its representative shall have the right to inspect and/or test the goods at no extra cost to HEADS at the premises of the
Supplier, at the point of delivery or at the final destination. The Supplier shall facilitate such inspections and provide required
assistance.

b) HEADS shall have 30 calendar days after proper receipt of the goods purchased to inspect them and either accept or reject them
as non-conforming with this PO. Based on an inspection of a valid sample, HEADS may reject the entire delivery. HEADS may also
charge the cost of inspecting rejected goods to Supplier. All rejected goods will be returned to Supplier, transportation charges
collect, or held by HEADS for disposition at Supplier's risk and expense. Supplier agrees that HEADS's payment under this PO shall not
be deemed acceptance of any goods delivered hereunder. HEADS's right to reject the Goods shall not be limited or waived by the
Goods having been previously inspected or tested by HEADS prior to delivery.

c) The Supplier agrees that any acceptance by HEADS does not release the Supplier from any warranty or other obligations under this
Contract.

d) Title to the goods shall pass when they are delivered and accepted by HEADS. Risk of loss, injury, or destruction of the goods shall
be borne by Supplier until title passes to HEADS.

Warranties

8.1 Supplier represents and warrants that:

(a) The goods conform to the specifications, drawings, samples, or other descriptions furnished or specified by HEADS and are free
from defect in material and workmanship. This warranty shall remain valid for specified period mentioned in either document by the
HEADS or Supplier after the Goods have been delivered to and accepted at the final destination. HEADS's continued use of such
goods after notifying Supplier of their defect or failure to conform will not be considered a waiver of Supplier's warranty.

(b) It has full title to the goods and is a company financially sound and duly licensed, with adequate human resources, equipment,
competence, expertise and skills necessary to carry out fully and satisfactorily, within the stipulated completion period, the delivery
of the goods in accordance with this PO;

(c) It shall comply with all applicable laws, ordinances, rules and regulations when performing its obligations under this PO;




(d) In all circumstances it shall act in the best interests of HEADS;

(e) It has not misrepresented or concealed any material facts in the procuring of this PO;

(f) The Supplier, its staff or shareholders have not previously been declared by HEADS ineligible to be awarded contracts by HEADS;
(g) It will abide by the highest ethical standards in the performance of this Contract, which includes not engaging in any
discriminatory or exploitative practice or practice inconsistent with the rights set forth in the Convention on the Rights of the Child;
(h) The prices established hereunder shall not exceed those offered for similar goods to Supplier's other customers;

(i) The remuneration of the Supplier under this PO shall constitute the sole remuneration in connection with this PO. The Supplier
shall not eccept for its own benefit any trade commission, discount or similar payment in connection with activities pursuant to this
PO or the discharge of its obligations thereunder. The Supplier shall ensure that any subcontractors, as well as the personnel and
agents of either of them, similarly shall not receive any such additional remuneration.

8.2 The Supplier further warrants that:

(a) It shall take all appropriate measures to prevent actual, attempted or threatened sexual exploitation or abuse (SEA) by its employees or any
other persons engaged and controlled by it to perform any activities under this Agreement. In addition, it shall take all appropriate measures to
prohibit its employees or other persons engaged and controlled by it from exchanging any money, goods, or services at their disposal under this
Agreement, for sexual favours or activities.

(b) It shall strongly discourage sexual relationships between its employees and HEADS beneficiaries, and between any other person engaged and
controlled by it to perform activities under this Agreement and HEADS beneficiaries.

(c) It shall take all appropriate measures to ensure that its employees or any other persons engaged and controlled by it to perform any activities
under this Agreement do not engage in sexual activity with children (persons under the age of 18) regardless of the age of majority or age of
consent locally. Mistaken belief regarding the age of a child is not a defence. This prohibition shall not apply where the employee or other
person engaged and controlled by it to perform activities under this Agreement is legally married to someone under the age of 18 but over the
age of majority or consent in their country of citizenship.

(d) It shall report all and any complaints or concerns regarding possible SEA by its employees, any other persons engaged and controlled by it to
perform any activities under this Agreement, or HEADS personnel; and it shall take all appropriate measures to ensure that its employees or any
other persons engaged and controlled by it to perform any activities under this Agreement shall report to HEADS and/or the Supplier any
complaints or concerns regarding possible SEA by its employees, any other persons engaged and controlled by it to perform any activities under
this Agreement, or HEADS personnel.

(e) It shall take all necessary measures to investigate allegations or suspicions of SEA and take appropriate corrective action, including
disciplinary action, against its employee or any other person engaged and controlled by it to perform any activities under this Agreement who is
found to have committed SEA.

(f) Its failure to take preventive measures against SEA, to duly report any complaints or concerns about SEA to HEADS, to investigate allegations
thereof, or to take corrective action when SEA has occurred, shall constitute grounds for termination of this Agreement.

(g) In the event of subcontracting approved by HEADS in accordance with this Agreement, it shall receive a written confirmation from
subcontractors that they accept the standards above and shall include them in all subcontracts.

9. Indemnification: The Supplier shall at all times defend, indemnify, and hold harmless HEADS, its officers, employees, and agents from
and against all losses, costs, damages and expenses (including legal fees and costs), claims, suits, proceedings, demands and liabilities
of any kind or nature to the extent arising out of or resulting from acts or omissions of the Supplier or its employees, officers, agents
or subcontractors in the performance of this Contract. HEADS shall promptly notify the Supplier of any written claim, loss, or demand
for which the Supplier is responsible under this clause. This indemnity shall survive the expiration or termination of this Contract.

10. Termination and Reprocurement
(a) HEADS may terminate this PO at any time with one-week written notice to Supplier. Any monies paid in advance by HEADS shall
be refunded no later than the date of termination.
(b) If HEADS terminates this PO in whole or in part for default on the part of the Supplier, it may acquire elsewhere goods similar to
those terminated and Supplier shall be liable for any excess costs.

11. Independent Contractor: The Supplier shall supply goods pursuant to this PO as an independent contractor and not as an employee,
partner, or agent of HEADS.

12. Audit: The Supplier agrees to maintain records, in accordance with sound and generally accepted accounting procedures, of all direct
and indirect costs of whatever nature involving transactions related to the provision of services under this Agreement. The Supplier
shall make all such records available to HEADS or HEADS's designated representative at all reasonable times until the expiration of
seven (7) years after the date of final payment, for inspection, audit, or reproduction for the purpose of verifying services or
quantities delivered, or the right of Supplier to any price adjustment or extra charge claimed under this PO. On request, employees
of the Supplier shall be available for interview.




13.

14.

15.

16.

17.

18.

19.

Settlement of Dispute: Any dispute, controversy or claim arising out of or relating to this PO, or the breach, termination or invalidity
thereof shall be settled by negotiation between the Parties. In the event that such negotiation is unsuccessful, either Party may
submit the dispute to arbitration. The arbitration will be carried out in accordance with the UNCITRAL Arbitration Rules as at present
in force. The arbitral award will be final and binding.

Confidentiality: All information which comes into the Supplier's possession or knowledge in connection with this PO is to be treated
as strictly confidential. The Supplier should not communicate such information to any third party without the prior written approval
of HEADS. The Supplier shall comply with HEADS Data Protection Principles in the event that it collects, receives, uses, transfers or
stores any personal data in the performance of this PO. These obligations shall survive the expiration or termination of this PO.

Use of HEADS Name: The use of the official logo and name of HEADS may only be used by Supplier in connection with this PO and
with the prior written approval of HEADS.

Status of HEADS: Nothing in this Agreement affects the privileges and immunities enjoyed by HEADS as an intergovernmental
organization.

Assignment and Subcontracting: The Supplier shall not assign or subcontract the Contract or any work under this Contract in part or
all, unless agreed upon in writing in advance by the Organization. Any subcontract entered into by the Supplier without approval in
writing by HEADS may be cause for termination of the PO.

Waiver: Failure by either Party to insist in any one or more instances on a strict performance of any of the provisions of this PO shall
not constitute a waiver or relinquishment of the right to enforce the provisions of this PO in future instances, but this right shall
continue and remain in full force and effect.

Severability: If any part of this PO is found to be invalid or unenforceable, that part will be severed from this PO and the remainder
of the PO shall remain in full force.

Supplier's signature and stamp accepting these terms and conditions:

Date:
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chiRa 583 VEHICLE HANDOVER / TAKEOVER FORM
Vehicle Make/Model: Registration No:
Chassis No: Engine No:
Project/Department: Date:
Odometer Reading (km): Fuel Level:
Handed Over By (Driver/Custodian) Received By (New Driver/Custodian)
Name: Name:
Designation: Designation:
CNIC No: CNIC No:
Contact No: Contact No:
Vehicle Documents & Accessories Checklist
S.No Item Available Not Available Remarks

1 Registration Book / Smart Card

2 Route Permit / Fitness Certificate

3 Insurance Certificate

4 Spare Tyre

5 Jack & Tool Kit

6 Fire Extinguisher

7 First Aid Box

8 Vehicle Keys (Qty: )

Remarks / Condition of Vehicle (Body, Interior, Damages if any):

Handed Over By (Signature) Received By (Signature) Approved By (Admin/Log)

Note: Both parties must verify vehicle condition, documents, and accessories before signing. Any discrepancy must be recorded above.




Health Education and Development Society (HEADS)

PPAF Funded “Building Climate Resilience Through Rehabilitation / Reconstruction of Green Infrastructure in Flood Affected Areas
of Punjab and Khyber-Pakhtunkhwa"

Budget Line: Restoration of Social Services

Activity Name: Restoration of damaged/insttalation of new Water Supply Schemes/Insttalation of filtration plant

Scheme Name: Construction of Gravity DWSS at Wraxnu

S.No Procurement Documentation Checklist Status (v'/X)

Pre-Procurement Phase

1 Supply/Procurement Request v
2 Approved Procurement Plan v
3 Terms of Partnership with Village Committee v
4 Resolution for Procurement/Project Committees from VOs v
5 Procurement Committee Meeting Minutes Ng

RFQ & Tendering Phase

6 Invitation Letters for RFQs — Goods v
7 Invitation Letters for RFQs — Services X
8 Request for Quotation (RFQ) — Goods Ng
9 Request for Quotation (RFQ) — Services X
10 Comparative Statement / Bid Evaluation Report Ng
11 Sample Evaluation Report v
12 Supplier Physical Capacity Assesment X

Vendor Selection & Award Phase

13 Notification Letter to Successful Vendor(s) Ng

14 Notification Letter to Unsuccessful Vendor(s) Ng

Contracting & Implementation Phase

15 Purchase Order/Work Order/Contract Agreemnt Ng
16 Labour Services Provider Agreement X
17 Meterial Received Note (MRN) (GRN) (DCF) Ng
18 Labour Attendance Sheet (for service-related or construction work) X
19 Completion Certificate (upon delivery or service completion) X

Financial Documentation Phase

20 Vendor Invoice(s) v
21 Payment Voucher / Cheque Requisition
22 Proof of Payment (Checque Copy/ Bank Transfer Record)

23 Payment Acknowledgment from Supplier
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MINIMUM PERFORMANCE STANDARD FORM FOR VOUCHERS

Voucher No: Voucher Date:

Project/Donor: Budget Line:

Amount (Rs.): Voucher Type:

Reviewed By: Review Date:

S.No Minimum Performance Standard / Checkpoint Yes No Remarks

1 | Voucher is prepared on the standard prescribed format

2 | Voucher number and date are clearly mentioned

3 | Name of project/donor and budget line is mentioned

4 | Description of expense is clear, complete and relevant

5 | Amount in figures and words match and are correct

6 Original supporting documents are attached (invoice/bill/receipt)

7 | Supporting documents are in the name of HEADS

Quotations/comparative statements attached (where applicable, as per procurement
policy)

9 | Goods Received Note / Service Completion Certificate attached (where applicable)

10 | Payment mode (cash/cheque/bank transfer) is correctly mentioned

11 | Voucher is arithmetically correct (no calculation errors)

12 | Expense is within approved budget line and available balance

13 | Withholding tax / GST deducted and mentioned where applicable

14 | Voucher is signed by preparer

15 | Voucher is checked/verified by Finance Officer

16 | Voucher is approved by the competent/authorized approving authority

17 | Voucher is stamped 'PAID' after payment to avoid duplicate payment

18 | Voucher and supporting documents are properly filed in sequence

Overall Result:
O Voucher Meets Minimum Standard O Voucher Needs Correction O Voucher Rejected

Comments/Observations:

Prepared/Reviewed By (Finance Officer) Verified By (Finance Manager) Approved By (Authorized Signatory)




DECLARATION OF CONFORMITY FOR SUPPLIERS

On behalf of the Supplier, | hereby represent and warrant that neither the Supplier, nor any person having powers of
representation, decision-making or control over it or any member of its administrative, management or supervisory body, has
been the subject of a final judgement or final administrative decision for one of the following reasons:

a) bankruptcy, insolvency or winding-up procedures.

b) breach of obligations relating to the payment of taxes or social security contributions.
c) grave professional misconduct, including misrepresentation.

d) fraud.

e) corruption.

f)  conduct related to a criminal organisation.

g) money laundering or terrorist financing.

h) terrorist offences or offences linked to terrorist activities.

i) child labour and other trafficking in human beings, any discriminatory or exploitative practice, or any practice that
is inconsistent with the rights set forth in the Convention on the Rights of the Child or other prohibited practices.

j)  irregularity.

k) creating or being a shell company.

On behalf of the Supplier, | further represent and warrant that:

a)

b)

c)
d)

e)

f)
g)
h)

)

k)

The Supplier is financially sound and duly licensed.

The Supplier has adequate human resources, equipment, competence, expertise and skills necessary to complete the
contract fully and satisfactorily, within the stipulated completion period and in accordance with the relevant terms and
conditions;

The Supplier complies with all applicable laws, ordinances, rules and regulations;
The Supplier will in all circumstances act in the best interests of HEADS;

No official of HEADS or any third party has received from, will be offered by, or will receive from the Supplier any direct
or indirect benefit arising from the contract;

The Supplier has not misrepresented or concealed any material facts during the contracting process;
The Supplier will respect the legal status, privileges and immunities of HEADS;

Neither the Supplier nor any persons having powers of representation, decision-making or control over the Supplier or
any member of its administrative, management or supervisory body are included in the most recent Consolidated
United Nations Security Council Sanctions List (the “UN Sanctions List”), or are the subject of any sanctions or other
temporary suspension. The Supplier will immediately disclose to HEADS if it or they become subject to any sanction or
temporary suspension;

The Supplier does not employ, provide resources to, support, contract or otherwise deal with any person, entity or
other group associated with terrorism as per the UN Sanctions List and any other applicable anti-terrorism legislation;

The Supplier will apply the highest ethical standards, the principles of efficiency and economy, equal opportunity, open
competition and transparency, and will avoid any conflict of interest;

The Supplier undertakes to comply with the HEADS Code of Conduct,

It is the responsibility of the Supplier to inform HEADS immediately of any change to the information provided in this Declaration.

On behalf of the Supplier | certify that | am duly authorized to sign this Declaration and on behalf of the Supplier | agree to abide
by the terms of this Declaration for the duration of any contract entered into between the Supplier and HEADS.




DECLARATION OF CONFORMITY FOR SUPPLIERS

HEADS reserves the right to terminate any contract between HEADS and the Supplier, with immediate effect and without liability,
in the event of any misrepresentation made by the Supplier in this Declaration.

Dated this day of 20

[signature over printed name] [in the capacity of]

Duly authorized to sign for and on behalf of

[name of company]




Direct Contracting / Sole Source Justification

Title of Project:

Location District Chitral
Selected contractor: XYZ
Date:

Justification for Method Selection:
The procurement of these [goods/works/non-consulting services] falls below the financial
threshold for competitive bidding as per the HEADS procurement threshold. A single
quotation has been obtained from the proposed supplier, which has been deemed acceptable for
proceeding with a direct contract award for the following reasons:
o Market Confirmation: The quotation provides confirmation of the market cost for the
required items/services, ensuring reasonability and value for money.
o Efficiency and Timeliness: This method is the most efficient and timely way to fulfill the
requirement, avoiding unnecessary delays for a low-value procurement.
o Cost-Effectiveness: The administrative cost and effort of a competitive process are
disproportionate to the value of the procurement.
Confirming Compliance:
In accordance with standard procurement practices for this value threshold, the following
formalities are not required:
« Formation of a Procurement Committee
o Preparation of a Bid Evaluation Report (BER)
o Detailed Procurement Plan for this item
e Formal Supplier Capacity Assessment
e Sample Evaluation Form.

Prepared By: Verified By:

Name: Ghulam Hussain Name: Asif Ali
Procurement Officer Director operations
Signature: Signature:

Date / / / Date: / /

Approved By:

Name: Raza Ullah Jan
Chief Executive Officer
Signature:

Date / / /




Direct Selection / Sole Sourcing (Single Quotation)

Note: Single quotation can be obtained through email/letterhead/RFQ format. In case of

direct contracting,

No vk wnNneE

8.
0.

No need of Procurement plan.

No need of Procurement committee constitution.

No need of Bid Analysis Sheet (Annex 5).

No need of Bid Evaluation Report (BER).

No need of supplier physical capacity assessment form.

No need of sample evaluation form.

No need of letter of acceptance or letter to successful bidder as it is mandatory in
competitive bids.

If there is no “unsuccessful bidder”, there is no need of “regret letter”.

4

No need of standstill or cooling period in case of direct selection, “just wastage of time”.

10. Only purchase order needed. It is equal to contract and award letter.
11. When there is PO, there Must be MRN/GRN/DCF/Completion certificate/Report.
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Justification for Repeat Order PO

Title of Project:

Location

Selected contractor:

Repeat Order PO#/Date/Amount

Justification for Repeat Order:

1. Background: On June 13, 2025, HEADS issued RFQ Number HEADS/RFQ/13/06/2025 to three vendors.
Following a competitive process, a Purchase Order Number 311 was awarded to CHEF MUMTAZ SPECIAL
on June 27, 2025 for the amount of < ---- > as they were the lowest-priced, responsive bidder.

2. Current Requirement: A need has arisen for same items in upper Chitral. The total value of this repeat

order is PKR < --- >

3. Justification for Non-Competitive Action (Repeat Order):

e  Primary Justification: The requirement is identical to the items previously procured through
a competitive process. Issuing a repeat order to the incumbent contractor is the most
efficient and cost-effective method to fulfill this need, as it leverages the competitive pricing
and terms already established.

e Supporting Factor (15% Rule): The value of this repeat order PKR < --- > is approximately
12.5% of the original contract value PKR < --- >, which is well below the common
organizational threshold of 15%. This demonstrates the action is of low value and low risk.

e Price Reasonableness: The pricing for this repeat order is consistent with the unit prices
established in the original competitively awarded PO, ensuring price reasonableness.

4. Conclusion: Issuing a repeat order to CHEF MUMTAZ SPECIAL is in the best interest of the organization.

Prepared By:
Name: Ghulam Hussain
Procurement Unit

Signature:

Date / / /

Approved By:

Name: Raza Ullah Jan
Chief Executive Officer
Signature:

Date / / /

Verified By:

Director operations
Signature:

Date: / /




Switching to New Digital Procurement Processes:

HEADS is switching from the old paper-based system to a new, streamlined digital process to

enhance efficiency and speed.

For some time, HEADS has relied on printed books for key procurement documents like Supply
Request, Purchase Order, and Goods Received Note. It presented several challenges like,

Difficulty for field teams in initiating supply requests promptly.

At the HO, physical book with carbon copies could only handle one procurement process
at a time, causing delays when multiple signatures were required.

To address these issues, we will be now using the attached formats, effective immediately.

1.

2.

3.

Purchase Request Form — Annex 2
Purchase Order — Annex 6
GRN/DCF — Annex 8

For petty cash expanses < PKR 15,000/- this PRF will also be needed, as every penny
HEADS spends shall be backed by the approval. Once PRF is approved, one can ask
approval of cash advance. After the approval of cash advance and its receiving from the
finance, one will have to submit the approved PRF, email correspondence if any and
invoice to the finance unit ASAP for liquidation.

Upon receipt of signed PRF from requesting staff, HO will immediately initiate the
procurement process, including generating the subsequent Purchase Order and Goods
Received Note.
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Minutes of the Meeting of Board of Directors (BoD)
Health Education and Development Society (HEADS)
22 October 2025

Mode of Meeting: Virtual (Screenshot Attached)
Participants:

Dr. Ms. Uzma Amin (Chairperson)

Mr. Raza Ullah Jan (Chief Executive Officer)
Mr. Ikram Ullah (Member)

Ms. Ambreen Banorj (Member)

Mr. Majid Khan (Member)

Ms. Jabeen Begum (Member)

Mr. Kamran Khan, Architect (Member)

Agenda;

Change of Board Members from Societies Act to SECP.
Opening of New Bank Accounts.

Modification in Organogram.

Updating the Procurement and Financial Policy.

Preparing the Policy on Appointment and Governance of the Chief Executive Officer (CEO).
Any Other Business (AoB).

Proceedings & Outcomes:

The online meeting commenced on Wednesda
Thereafter, Mr. Raza Ullah Jan, CEO, welcom
newly nominated Board members. Outcomes

y October 22, 2025 with the recitation of the Holy Quran.

ed all participants and extended a warm welcome to the
of the Agenda items are as below:

1. Change of Board Members from Societies Act to SECP:

e After acquiring the license of Security and Exchange Commission of Pakistan (SECP); the
above-mentioned participants will be now performing as the ‘Board of Directors’ of HEADS
organizations.

It was noted that Dr. Uzma Amin and Ms. Ambareen Banori, who

had previously served
under the Societies Act, continue as

members under the SECP registration.
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2. Opening of New Bank Accounts
| requirements and unanimously agreed to

The Board reviewed the organization's financia
open additional bank accounts to improve operational efficiency an

diversification.
The Board further suggested that opening of Both Current and PLS account with National

Bank of Pakistan (NBP), Bank of Khyber (BoK) and Bank of Punjab (BoP) may face difficulties
due to signatory requirements. Therefore addition to the aforementioned banks and for
quicker processing, the Board recommended prioritizing the opening of accounts in the

d strengthen financial

following three banks as well:
- Samba Bank
- Bank Alfalah

- United Bank Limited (UBL)
These banks were suggested due to their ease and speed of account opening procedures.

Meanwhile, the process for opening accounts with the previously mentioned banks (NBP,

BoK and BoP) will continue side by side.
PLS Account at Bank Islami, as the organization already maintains a Current Account with

this bank.
PLS account at Askari Bank. Account at Askari Bank, as the organization’s current Account

with this bank is already in process for the last four months.
All accounts will be opened under the title: “Health Education and Development Society

(HEADS)” and will adhere to organizational financial policies and governance protocols.

3. Modifying the Organization’s Organogram
Board members thoroughly discussed the organogram and finalized with amendments. The

L]
revised organogram was unanimously approved by the Board memebers and is attached as

Annex |.

4. Updating the Procurement and Financial Policies:
e Updated versions of the Procurement Policy and Financial Policy were presented to the

Board and approved consistently. These documents are attached as Annex Il and Annex IIl.

5. Preparing the Policy on Appointment and Governance of the CEO:

e A draft of the Policy on Appointment and Governance of the Chief Executive Officer (CEO)
was discussed and approved steadily. The policy is attached as Annex IV.

6. Any Other Business (AoB)
The meeting was conducted online, and a screenshot of the virtual meeting is attached for

official recordkeeping. Depending on the availability of the members, next meeting will be

scheduled in person.
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Conclusion

The Executive CEO thanked all members for their participation and constructive input. The Board
expressed confidence that the discussed actions and approved steps will contribute to strengthening
organizational governance, financial management, and operational standards.
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