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DEFINITION OF TERMS AND PHRASES

Conflict of interest: A situation in which @ pers nis in o position 1o derive

- personal benefit from actions or decisions made in their

official capacity.

Cdnsul’ring """""" Activities requiring extemnal technical ond professional

Services: expertise beyond King Faisal Hospital interna! capacity,

such as advisory and review services, research, web and

other design, management and related services, and
fechnical or specm! studies provided by firms/ compcnles

- Means calendar day. - )

Due ailigence: The process of performing background checks of King
Faisal Hospital's suppliers and ensuring the suppliers are of
good standing.

Ethical conduct: Ethical conduct refers to the conduct of individuals and

consulfants in line with organizational and moral principles

and applies to all aspects of busmess conduct.

General Services:  Services  such  as  repair  and  maintenance of

equipment/fumiture  fransport  services,  media
_______ Odverhsemen’rs services, and other similar service.
Goods: Al iterns, supplies, materials, equmen’f and furniture,

computer, IT and telecommunications equipment;
software, office suppilies; goods and equipment needed
in the project implementation {e.g., Printed materials, and
other similar equipment and materials.

Qr

Tangible products that do not need speciaiization to
defiver. These include but are not limited to stationery;
) _ supplies_; computer equipment etc.

_Hospi’rdl Tender | A committee Qppoin’fed by' the DCEO in charge of

Board (HTB): | evaluation of tenders and recommendation for
procurement tenders’ award:

Non-consulting | Services which are not consulting services in nature. These

services: “include but are not limited to: cleaning services: security

'services; conferencing and catering services; vehicle
maintenance, etc.
""" Pre-qudlification . Means documents issued by the procurement expert that
documentfs: set out the terms and conditions of the pre-gualification
proceedings;
Prequalification: | The process of shor’rlisﬁng suppliers per cafégory based on




_suppliers or contractors that are qualified;

ing Faisal Hospital's procurement needs or the procedure
set out in this Manual to identify, prior to solicitation,

Pre-selection

"Means documents issued by the procurement expef‘r |

setting out the terms and conditions of the pre-selection

Means the procedure set out in this manual to idenﬁfy,_
prior to solicifation, o limited number of suppliers or
contractors that best meet the qualification criteria for the

cartying out a procurement i.e., identification of goods,
services or works to be procured, reasons for procuring,

-when and how to procure. The strategy arrived at is

Means the acquisition of goods, construction or services

Proposat (RFP):

 Standard Request for Proposdils.

documents:

proceedings;
Pre-selection: '

procurement concerned:
Procurement refers o the process followed
Method: services or works.,
‘Procurement Amdecision—moking process on d
Planning:

documented as a procurement plan.
Procirement T e .

by King Faisal Hospital,
""Proposc:lz Rt S Sl it ks
Request for | Means 1

tellectual services not covered

intellectual and non-in

services:

These are procurements that are comp!éx in nature and |
require @ high level of expertise and qualification. These
include but are not limited to information system

_Sfondord Reqﬁesf
for Proposal (SRFP):

These are mainly used for procurement of consulting
services and specialized goods procurements.

Standard Réques’r

Tender documents used to solicit quotations from bidders.
These are mainly used for procurement of goods, works,

These are requirerﬁén’rs that apply to a service contract
which accurately define the characteristics of the service
required with regard to the purpose for which it is

for Quotations ,

(SRFQ): | and non-consulting services.
_S"{}pp!ier:

| service(s).
_____ e of|

Reference:




intended and sets out conformity assessment procedures
| | prescnbed by a con’rrachng Qu’rhonfy
Thresho_lds: | The minimum and maximum approval levels.

Works: Cons’rrucﬂon services,




CHAPTER 1: GENERAL PROVISIONS
1.0Infroduction

King Faisal Hospital is o multi-specialty quaternary Hospital with o mandate to
provide specialized health care in East and Central Africa. For the last 22 vears,
King Faisal Hospital has concentrated on clinical excellence, efficiency, and
quality in health service delivery. In an effort to avail the best medical care, it has
assembled some of the finest medical talents, including physicians, surgeons,
nursing professionals, and technicians, enriched with international experience.
Some ovailable specialties include Neurosurgery, Cardio-thoracic surgery,
Orthopedic Surgery, Cardiology, Nephrology, Pediatrics and its subspecialties,
Radiology& Imaging, Pathology, and other medical subspecialties,

Among the primary drivers of change, the hospital intends to harness its human
capital, modern technology, and research capacity to improve patients'
expectations and risk mitigation strategies. King Faisal Hospital also intends 1o
better its corporate communication, rewards, and recognition, staff participation
in designing processes and systems, and many other aspects of the work
environment that contribute to a patient-centered Culture.

1.1Purpose and Objectives
The purpose of this updated Manual is to guide King Faisal Hospital staff, especially
those undertaking the Procurement Function, of the required policies which shall
be observed in camying out procurement of goods, works and services.

a) Goods: All iterns, supplies, materials, equipment and furniture, computer, IT and
telecommunications  equipment; soffware, office supplies; goods and
clinical/hospital supplies as well as related equipment e.qg., printed materials,
office stationery and clinical consumables, hospital beds to speciaiized
equipment like CT scans and MR! machines or related eguipment,

b} Services: Intellectual and non-intellectual services not covered under goods
and works. These can be consuttancy services and non-consultancy services

oNon-consultancy Services: Services such as repair and maintenaonce of
equipment/furniture transport services, media advertfisements, services,
and other similar service.

o Consultancy Services: refers to activities or services of an intellectual or of
immaterial nature. It refers to services which require professional skills in the
execution of assignments with non-physical output, such s advisory,
review services, research studies, web and other design, maonagement
and related services, and technical or special studies provided by
individuat consultants, consutting firms and other specialists.

%
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c) Works: means all work associated with the consfruction, reconstruction,
dematition, repair or renovation of a building, structure or works, such as site
preparation, excavation, erection, buiding, installation of equipment or
materials, decoration and finishing, as weil as services incidental to works such
as drilling, mapping. satelite photography, seismic investigations and similar
services provided pursuant to the procurement contract, if the value of those
related services does not exceed that of the works itself.

The aim of this updated Procurement Procedures Manual (PPM) leads to provide
straight forward with a guidance to be followed when conducting procurement
using internal, public, and developmental partner funds. The procedures designed
have fo be simple to use and understandable by brecking the overall
procurement process down into a series of steps. This procedure manual aims to
ensure that King Faisal Hospital procurement processes are caried out in the most
efficient, effective and ethical manner.

The purpose of this updated manual is to assist King Faisal Hospital to;

e Provide information on the policies, principles, and approaches which
should be observed in carrying out procurement of goods, services
{including consultancy services) and works: and

» Provide fundamental guidance on international best practices and
standards in conducting procurement of goods, services, and works.

1.2 Basis for updating the manual

This manual, was updated on the basis of the existing manual as compared 1o the
current frends in procurement, the inauguration of Law no: 031722 of 22/11/2022,
governing public procurement and Ministerial order determining the awoard of
tenders in State owned companies and other institutions, as well as emerging gaps
identified audit process and recommended by the BoD.

1.3 Policy Manual Maintenance and Amendments

The Board establishes and can modify, all procurement policies and procedures.
DCEOQO, directly manages and administers the procurement affairs of King Faisal
Hospital: makes recommendations for change in policies to the Board and
communicates approved changes fo staff. The procurement policy and
procedures manual may be regularly updated as specified by the Board.

DCEO provides oversight on the execution of this updated Procurement
Procedure Manual, in accordance with the policies and decisions of the Board of
Directors and/or its committees. He/she may delegate this authority uniess
expressly prohibited by the Board. The Procurement Unit, reporting to the DCEQ, is
responsible for clarifying any matters in this manual related to procurement policy

Updated Procurement Procedure Manqﬂ - December 2025 A=
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ond procedures and for responding to any related inquiries from King Faisal
Hospitatl staff.

1.4 Procurement Overview and Scope

Procurement is the overall process of acquinng goods, civil works and services
(consultancy and non-consultancy services} which includes all activities from ihe
identification of needs, selection and solicitation of sources, preparation and
award of a contract, and all phases of contract administration through the end of
a services' contract or the usefui iife of an asset,

1.4.1 The scope of the policy guidelines
This Updated Procurement procedure manual shall apply to ail King Faisal Hospital
procurement processes and activities. The principles and processes outlined in this
policy and procedures manual apply to:
a.Procurement of works, including hospital wards, general construction
L. Procurement of goods (including drugs, consumables and capital
equipment).
C. Procurement of professional consultancy services;
d.Procurement of other services such as prinfing, equipment maintenance,
vehicle rental and cleaning; and
e. Grants related procurements that are initiated by King Faisal Hospital and
which King Faisal Hospital has overall control and responsibility e.g.,
Consultancy services to support research related projects.

1.5 Compliance to Development partner's Guidelines

Whilst King Faisal Hospital has ensured that this manual is dligned with procurement
leading practices, where applicable, DCEO shall ensure compliance with
development partner’'s requirements in its procurement activities.  King Faisal
Hospital has put in place a mechanism to monitor compliance with donor
agreement requirements and provisions of this manual, Al development partner's
funded procurements, the development partner shall be consulted or informed in
writing periodically about procurement planning, tender evaluation, contract
signing, cancellation or termination and contract execution in addition to their
specific requirements.

1.5.1 Special Cooperation Arrangements
For shared projects or development partner funded or project funded by regiongt
or infernational organization in cooperation with King Faisai Hospital, procurement
is required to follow the procurement rules of the development partner or funding
agency, those rules shall prevail over the procedures in this manual to the extent
that there is no conflict and King Faisal Hospital shall cooperate with funding
organization or agency to meet their procurement requirements, provided that
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fhe reguiations and rules of those organizations are the ones to be applied to
concerned procurement.

However, the procedures in this manual shall continue to apply in all areas where
they are consistent with the rules of the development partner. Where any
approval or “no objection” is required from a donor or funding agency, the
Deputy Chief Executive Officer's approval, and any other applicable approvals
specified in this manudal, shall be obtained, prior o obtaining donor approval.

King Faisal Hospital may, as appropriate, enter into agreements for such purposes.
Such cooperation may include carrying out common procurement actions
together or the organization enfering into a contract relying on a procurement
decision of the organization to carry out procurement activities on behalf of King
Faisal Hospital, and vice versa.

King Faisal Hospital may, to the extent authorized by the DCEO, cooperate with a
govermnment, non-governmental organization, development partners or other
international  organization in respect of procurement activities and, as
appropriate, enter into agreements for such PLIRoOses.

1.6 General Procurement Principles

King Faisal Hospital is committed to maximizing the impact of funds spent to
procure goods, works, and services. Vaiue for money [VIM] is the effective,
efficient, and economic use of resources, which requires the evaluation of
relevant costs and benefits, along with an assessment of risks, and of non-price
affributes and/or life cycle costs, as appropriate. Price alone may not necessarily
represent Vim,

Below are eight (8) principles that guide King Faisal Hospital in achieving value for
money in the entire procurement process. These principles underlie proficient
procurement and govern implementation of this manual:

(1) Transparency
(2) Competition
(3) Economy

{4} Professionatism

(5) Fairness and inclusiveness

(6] Efficiency and Sustainability

—
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{7) Vatue for money and fast work

{8) Accountability

1.6.1 Implementing documents and formais

King Faisal Hospital shall establish formats, templates, standards solichation
documents for the use in the implementation of this Manual. They shall comprise at
least the following:

1) Annual Procurement Plan;

2) Purchase Requisition Form:

3) Invitation to Tender;

4} Tender Receipt Form:

5) Request for Quotation (RFQ)

6} Request for Proposal (RFP)

7) Standard Pre-qualification Document: and

8} Evaluation Report Template.

1.7 Communications in Procurement

a) Any document, notification, decision or other information generated in the
course of procurement shall be in a form that provides a record of the
confent of the information and thot is accessible to be usable for subsequent
reference.

b) Verbal solicitation and communication of information between suppliers,
condractors or consultants and King Faisal Hospital referred to this Manudl
may be made by means that do not provide a record of the content of the
information, on the condition that immediately thereafter confirmation of the
communication is given to the recipient of the communication in o form that
provides a record of the content of the information and that is accessible SO
as to be usable for subsequent reference.

¢) King Faisal Hospital shall put in place suitable measures to secure the
authenficity, integrity and confidentiality of the procurement information.

1.8 Documentary record of procurement proceedings

At the end of each procurement proceedings, the Procuring department shaill
keep Tle and or electronic records of all procurement proceedings made within

Updated Procurement Procedure ‘\@al — December 2025 v

B



King Faisal Hospital each financial year and copies of ail procurement records.
Information to maintain shall cover information identifying consultants, suppliers or
contractors, date of the confract award. brief description of the subject matter of
the procurement, the value of the confract, and the detailed records of the
procurement proceedings including reasons and circumstances of use of less
competitive method if used; summary of any requests for clarification of the ore-
qualification or pre-selection documents, if any, or of the solicitation documents
and the responses thereto, as well as a summary of any modifications to those
documents; information about complaint and standsill period and information on
confract management.

1.9 Procurement Manual Review

This Manudal shall be regularly reviewed, and when necessary to take account of
changes in nationatl policies and legislations, changes in King Faisal Hospital’s
policies or to allow implementation of new mission or commitment towards
partners, unless a change is tiggered through audit recommendations or
reorganization  within King Faisal Hospitol necessitating  radical changes in
procurement processes. When revisions to the manual are made, the replaced
sections of the manual shall be repealed.

2.0 Use of electronic system in procurement

King Faisal Hospital, shall ensure that alt procurement processes, are done through
electronic procurement system or request for non-objection from the Ministry in
charge of Procurement for off-line tenders
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CHAPTER 2: PROCUREMENT ORGANISATION, ROLES AND RESPONSIBILITIES
2.1 Who does whai?

The section describes the institutional framework of the procurement system,
explaining the different roles and responsibilities of each player involved in the
procurement process. The main players involved in procurement process are the
following:

Board of Directors;

CEO & DCEQ;

Hospital Tender Board;

Procurement Unit & User department as well as Bidders and Providers

For accountability purposes, all players shali be accountable for their actions
and/or inactions by complying with the procedures iaid out in this manual. Good
procurement procedures hold its practitioners responsible for enforcing and
obeying the rules. # makes them subject to challenge and to sanction, if
appropriate, for neglecting or bending those procedures.

2.2 Duties and responsibilities of the Board of Directors

The Board of Directors of King Faisal Hospital Rwanda shall be responsible for
approving the annual procurement plans, the Procurement manual and their
revisions. {t also approves contracts with value exceeding Rwf 4 Billion, Rwf 2 Bilion,
Rwf 300 Million, Rwf 150 Million respectively for works, goods, Consultancy services
by Companies, and Consultancy Services by Individuals. For medications and
consumabiles, the Board will approve contracts exceeding Rwi 3 RBillion.

2.3 Dufies and responsibilities of the DCEQ

The DCEO shall be responsible of the procurement management and compliance
for all aspects of procurement for King Faisal Hospitai. The DCEQ, shall have the
following responsibilities in respect 1o the procurement management:

a) To ensure that the procurement activities comply with these manual and other
legal instruments and requirement of the Government Owned Companies
applicable to King Faisal Hospital.

b) To ensure adherence to the King Faisal Hospital policies as well as procurement
reporting and other instructions applicable to their areas of responsioility.

¢) To ensure the integrity of information, for both internal and external purposes:
and

d) To ensure that the internal control structures are operating effectively and are
constantly monitored; to appoint all members of the Hospital Tender Board.

e} To appoint and dismiss members of the Hospital Tender Board.

f) To approve solicitation documents.

g} To approve the procurement evaluation reports and contract award.
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h) To sign the contract,

i} To appoint a contract/project manager.

j) To provide overall management of the contract.

Before signing a confract or before any other decision with legal implications in
the procurement process, the DCEQ, shall first seek for legal opinion on the matter
from the Legal advisor. As the Chief Budget Manager of King Faisal Hospital, the
DCEQ shail be the uitimate authorizing officer of procurements involving significant
thresholds. From fime to time, the DCEQ, shail update the Board of Directors on the
status of the prevailing procurements and seek approval whenever deviation from
the previous method of procurement is involved.

2.4 Procurement Unit / Staff

The Procurement Unit / Staff shall have the overall responsibility of providing
oversight and playing an advisory role in procurement operations. Specifically, the
procurement unit shall have the following responsibilities:

a) Coordinate development of the annual procurement plan.

b) The Procurement Staff shall be responsible for the implementation of
the procurement plan, processes and activities in a coordinated
manner white also ensuring compliance with company objectives.

¢} Receive the procurement requisition and supporting documents from
user deparfments or originating department.

d) Verify the cumrent availability of sufficient funds in the budget heading
and that the requirement is defined in the Annual Procurement Plan.

e) Ensure that the specifications for goods or terms of reference for
services are suitable for the need and are of an appropriate quality.

f)  Ensure the specifications are detailed, precise and generic without
reference to the frademarks or products of a specific supplier; brand
names shall only be used if essential in which case a full justification
must be given, or the words “or equivalent” added.

g) Determine the procurement method to be used: if an alternative
method to that which would normaily be used is recommended,
prepare a full jusfification.

h)  Prepare the draft solicitation and contract documents to ensure that
all necessary conditions are incorporated in accordance with the
appropriate Standard Solicitation documents.

i}  Create employee awareness and fraining programs concerning any
new procurement policies before they are rolled out and procurement
risks mitigation strategies.

I} Prepare the advertisement or invitation to bidders or request for
expression of interest and make arangements for the sale of the
solicitation documents.
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K] Receipt and safe keeping of bids and other procurement records.

I} Organize evaluation and serve the Hospital Tender Board for this
purpose.

m) Seek approvals for oward recommendations from competent
authorities and prepare notification of contract award.

n} Pro-actively manage and develop the bidder base in collaboration
with the user units as well as identifying and managing any supply risks
or value add opportunities.

o) Ensuring adequate coniract execution in coliaboration with the user
department,

p} Procurement unit may outsource any of the above activities o o
consultant{s} in the execution of ifs roles and responsibilities. However,
the Unit shall maintain the overall responsibility for such outsourced
activities.

gl Perform any other activity implied by this updated manuai.

2.5 Hospital Tender Board (HTB)

King Faisal Hospital shall be required to put in place a Hospital Tender Board
comprising of seven members. The appointments shall be for fwo years renewable
only once, More than half (1/2) of the members shall not be dliowed to be on the
committee for two consecutive terms of office. Such a committee shall be
appointed by the DCEQ in consuitation with the Hospital Chief Executive Officer

The DCEO may change one member or the entire committee if there are relevant
reasons to do so. Depending on the volume of tenders in the procuring enfity, the
Chief Budget Manager may appoint more than one public fender committee
upon authorization by the Board of directors of the procuring entity.

in case a tender requires expertise that is not available within the procuring entity,
the Board of directors may establish an ad hoc public tender committee upon
request of the Chief Budget Manager of the procuring enfity.

2.5.1 Appointment of the Hospita! Tender Board

The HIB should have a Chairperson, Vice Chairperson and a Secretary. The
Procurement Director is & permanent member of the HTR and acts as its secretary.
Tender Board can be comprised of more than one Procurement staff but should
not constitute the majority.
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2.5.2 The Hospital Tender Board committee term of office and replacement of
members

King Faisal Hospital Rwanda shall be required to put in place a Hospital Tender
Board comprising of seven members. The appointment shall be for two years
renewable only once. More than half {1/2) of the members shall not be allowed to
be on the committee for two consecutive terms of office. Such a committee shall
be appoinfed by the DCEQC in consultation with the Hospital Chief Executive
Officer.

After an interval of one term of office, a former member of the HIB commitiee
may again be appointed to the committee

The Chairperson of the HTB coordinates the whole process of the evaluafion of
bids and must act with impartiality and fransparency. Members of the HTB taking
decisions in relation to the evaluation of bids are jointly liable for the
consequences that may arise from the decisions faken by the committee.

For evaluations that include panelists who are not King Faisal Hospital staff, these
panelists should not form the mojority of the membership of the HTB. These
oufsourced Specialists shall provide technical support in bid evaluation but shall
not assume management roles. They shail perform an advisory role, but the
ultimote decision of the procurement shall be made by the HIB with their
guidance. The HTB makes a report on the bid evaluation comprising of the
evaluation process and comparison of bids. The report shall be signed by all
members of the HTB present.

2.5.3 The following officials shall not be allowed to be members of the HTB.

The following officials are not dllowed to be members of the HTB committee:

i. The chief executive officer and his/her assistants and Advisors

ii. The Deputy Chief Executive Officer and his/her assistants and Advisors
ii. Finance divisiocn

iv. The internal Auditor;

v. The Legal Advisor;

vi. The logistics officers

vii. Pharmacy Directorate
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2.5.4 Duties and responsibilities of the HTB

The Hospital tender board shall be appointed by senior management in
consuttation with the Head of procurement unit. HTB shail be the cenfral organ in
procurement proceedings with the following responsibilities:

- Review, approval as well as amendment of bid documents before or after
publication

- Opening of bids:

- Evaluating the bids;

- Making award recommendation and decision,

- Approval of amendments to existing contracts

- Approval of contract renewals

2.5.5 Meelings of the HTB, invitation and decision making

Q} The invitation to attend HTB meetings shall be prepared by the secretary of
the HTB and sent through email or other appropriate means to all the
members, The invitation shall clearly specify the venue, agenda, and time
of the meeting. Meeting intervals shall vary depending on the nature of
business and it shall be imperative to keep records of meetings.

b) The quorum of the HTB shail be two-thirds (2/3} of the total number of
members. Unless in the case of official absence, delegation of powers by o
member of the HTB shall not be acceptable.

c) The decisions of the HTB shall be made by consensus, but where consensus is
not reached then the majority decision shall prevail.

d} In case a member of the HTB does not vote for the decision taken, his or her
opinion is clarified in the evaluation report which he or she must also sign.

e) The recommendation made by the HIB is submitted to the DCEO for
approval. The iatter may request, in writing, the HTB to make corrections or
adjustments to the evaluation report if any, and he or she takes a final
decision on the report before signing the contract.

2.5.6 Allowances for the Hospital Tender Commifiee
King Faisal Hospital Management shall determine and give the Hospital
Tender Board members & monthly allowance, net of taxes, whose amount
shall be approved by the Board of Directors. At the end of every fiscal yearr,
the procurement unit shall prepare ond present o report to Human
Resources office, as justification for the next fiseql year HTB basis of
dllowance.
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2.6 User Departmenis or Units

The User Departments / Units shall consist of individual functional units within King
Faisal Hospital; who shall require the goods, services or works in order for them to
undertake their operational duties. User Units / Departments shall have the
following responsibilities:

a} Procurement planning - ensure they adequately define, justify and
budget for their procurement needs, taking info account King Faisal
Hospital's policy requirements;

b) Alignment of needs with the organizational objectives and compliance
to relevant legal and donor obligations relating to the goods, services or
works fo be purchased, e.g., environmental/health and safety legislation;

¢} Prepare detailed terms of references and fechnical specifications for
goods, services, and works;

d) Initiating procurement by raising purchase requisitions and forwarding
them to the procurement unit;

e) Provide technical expertise and input fo support the bid assessment or
evaluation processes with appropriate recommendations:

f]  Supervise and moenitor contract implementation as well as approval of
deliverables and update the Head of Procurement / Procurement Team
in a timely manner on any contract implementation challenges;

g} Parficipate in the verification of goods delivered, services consumed,
works executed and bidder performance evaluation: and

h) Approve and follow up on payment of invoices to suppliers, contractors
or consultants in respect of the services performed or goods purchased if
in conformity with the terms of supply.

i} User units shall not directly deal with bidders or potential bidders during
the procurement process without the full consent and invoivement of the
Head of Procurement / Procurement Team.

il Conducting markets survey to determine the estimate prices before
submitting requisitions to Procurement Unit for tender process.

2.7 Finance Department / Unit

The Finance Unit shall manage the budgeting process, ensuring that items to be
procured are budgeted for. The Finance department or unit shall also:
a) Review purchase requisitions to ensure availability of funds for the items to be
procured;
b) Receive and undertake payment processing for all bidder invoices and/or
payment requests related to supply of goods or provision of services or works:
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c) Monifor procurement spending to ensure complionce with the annual
budget.

2.8 Bidders and Providers

Bidders and Providers are an essential part of any procurement system and this
manual was drafied with the objective of giving bidders fair opporiunities to
participate in King Faisal Hospital procurement activities, as well as obtaining
value for money in the use of public funds.

King Faisal Hospital shall operate a bidder register, recording which companies
provide works, goods or supplies and services and their performance record. This
shall be a source of reference while developing a shortlist of bidders.

A
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CHAPTER 3: PRE-PROCUREMENT ACTIVITIES

3.1 Introduction

Procurement is not a one-off activity that can be conducted in a random way, In
order to have an efficient and effective procurement process, specific steps need
to be followed. In that way the organization shall buy the items needed based on
actual organizational needs through o transparent process. All stages / steps of
the procurement cycle need to be addressed and have processes linked fo them.
This enables the procurement team to be efficient in their work and ensures that
everyone is working to the same standard.

3.2 Procurement Planning
Procurement Planning;

» User Department Procurement Plans:
* Tracking and communication of the Procurement Plan:
* Revision of the procurement plan
Bidder Registration and Management;
» Prequalification
= Shortlisting of EQIs
Bidder Assessment Procedure
= Key performance evaluation indicators
*  Bidder's performance measures
» Other Compliance Requirements

Sound planning and coordination of procurement is an important aspect of an
economic and efficient procurement function. King Faisal Hospital shall integrate
procurement planning into their annual budgetary expenditure framework. All
approved User Departments budgets shouid be supported by procurement plans.
Refer to Appendix 1 for the annual procurement plan template.

The procurement plan shall ensure that all User departments procurement
requirements are defined, assessed for budgetary allocation, and as appropriate
included in the consolidated procurement plan for the DCEQ's approval or for
subsequent revision if the need orises. The User departments shall plan all its
procurement needs in a rational manner and in parficular shall:

a) Avoid emergency of single source procurement wherever possible;
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b} Aggregate its requirements wherever possible, o obtain value for money
and reduce procurement Costs;

c) Make use of framework confracts whenever appropriate to provide an
efficient, cost-effective, and flexible means of procuring services, supplies or
works that are required continuously or repeatedly over a set period of time:
and

d) Not split or fragment procurement requirements to overide approval
requirements.

3.2.1 User Depariment Procurement Plans

The process shall commence with a needs assessment exercise which is o be
performed by each unit. The procurement plan shall cover a period of one (1)
financial year. The outcome of the needs assessment exercise shall be an
approved unit's procurement plan. The User Unit's procurement planning process
shall follow the following procedure:

i. The Head of Procurement shall email all Heads of Departments/Units at King
Faisal Hospital informing them of the need o commence the procurement
planning exercise by 15 April every year. The email shall communicate the
foliowing: Tempiate o use when populating the unit’s procurement plan; and
the Deadline to submit the first duly filled unit procurement plan to the
Procurement Unit for review. All User Units shall be required fo submit their
procurement plans by 15 May every year.

i. The User Units shall submit the draft unitary procurement plans together with
the preliminary terms of reference and/or specificafions in the case of
goods.

ii. The Procurement Unit shall review the draft unitary procurement plans for
compieteness, accuracy, and compliance with this manual,

iv. Where comments are received from the Head of Procurement, the Head of
the User Unit, or their designee, shall address these comments and submit
the final procurement plan for the unit within a week to procurement for
review and consotidation.

v. The procurement unit shall preseni the revised procurement plans to DCEO
for final approval by 1st July every year.

3.2.2 Tracking and communication of the Procurement Plan
The final approved procurement pian shall be managed by the Procurement Unit.
However, each User Unit shalti be in charge of tracking and implementing their
procurement plon throughout the financial year. A fingl and approved
procurement plan, shall be published on the KFH's website.
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3.2.3 Revision of the procurement plan _
The procurement plan shall be subject to revision in the second and third quarter
of the year. To revise the procurement plan, the following steps can be taken:

a) Conduct a needs assessment: A needs assessment should be carried out 1o
identify the King Faisal Hospital's current and future procurement requirements.
This assessment shall help to identify areas where the procurement plan needs
to be updated or revised.

b) Review the current procurement plan: The current or existing procurement
plan shall be reviewed 1o identify areas that require revision. This review should
consider the procuremeni categories, procurement thresholds, and
procurement methods used in the current plan.

c) Consult stakeholders: Consultation with stakeholders such as user department,
donor agencies, and suppliers should be conducted to obtain feedback on
the current procurement plan and identity areas that require revision.

d) Develop a revised procurement plan: Based on the needs assessment, review
of the current plan, and stakeholder feedback, a revised procurement plan
should be developed. The plan shall clearly ouilline the procurement
categories, thresholds, and methods fo be used.

e) Obtain approval: The revised procurement plan shall be submitted for
approval 1o the DCEO.

f) Communicate the revised plan: Once the plan is approved, it should be
communicated to all stakeholders to ensure they are aware of the changes
and can adiust their procurement strategies accordingly.

g} Monitor and evaluate the revised plan: Regular monitoring and evaluation of
the revised procurement plan should be conducted o ensure it is achieving its
objectives and 1o idenftify any areas that require further revision.

h) Obtain approval and supporting document for an extra tender done affer
revision.

3.3 Market Survey / Research

When determining what to buy, estimating costs, and before developing selection
and award criteria in a procurement procedure, it is helpful for the buyer(s} fo
know and understand the market. Market survey analysis is to be carried out on @
need basis and shall be initiated by the Head of beneficiary department. The
Procurement Unit shall refer to the resulis of the market survey o determine the
need fo prequalify suitable bidders and define market approach. HIB substantially
provide further guidance of the market survey received from the user department

Updated Procurement Procedure Manual — December 2025
16



3.4 Bidder Registration and Management

King Faisal Hospital shall refer on the available company or bidder's categorization
from the RPPA's or any other suitable dota base. The categorization of
procurement needs shall form the basis of bidder base gaps analysis and frigger
the development of expressions of interest (EOIs) request or request for
prequaiification,

3.4.1 Prequalification

All suppliers and individual consultants for routine procurements shall be pre-
qualified to ensure that they have the resources, capacity and reach to supply
the goods, services or works for which they are to be contracted. Prequalification
is not a form of selective bidding.

Prequalification of bidders shall be performed every two years 1o ensure King
Faisal Hospital continuously derives value from ifs bidders. In addition, the
Procurement Unit should seek additional prospective bidders on an on-going basis
for prequalification to ensure maintenance of an optimal base of bidders and
servicing of emerging organizational needs.

The User unit may alsoc request with justification, addifion of more
bidders/consultants on an on-going basis. The Procurement Unit shall review the
request and supporting documentation and add them to the pregualified list. On
an annual basis, the Procurement Unit shall prepare a report of the additional
bidders prequalified for submission to the HTB.

3.4.1.1 Prequalification Criteria

The prequalification criteria, which shall be specified in the prequalification
document, shall be based entirely upon the financial and technical capability of
prospective bidders to perform the particular contract satisfactorily, taking into
account the bidders’:

a. Availability of statutory documents (company registration certificate, RSSB
clearance, Tax clearance};

. Past experience on similar goods / works / services. For new enfrants, this
shali not apply

c. Capabilities with respect o personnel, equipment, and facilities {where
applicable);

d. Qualifications based on financial capacify: and

e. Compliance with King Faisal Hospital and partner eligibility requirements.
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3.4.1.2 List of prequadlified of bidders
The Procurement Unit shall maintain the database of all bidders, consultants,

individual consultants prequalified by King Faisal Hospital. On a regular basis, the
Procurement Unit shall publish the requirements for prequalification based on the
emerging hospital's needs.

Of importance fo note is that preqgualification of King Faisal Hospital ex-staff,
refirees and their spouses’/ family members before a two-year breck in service
from the dote of agreed separation is strongly prohibited. In the event of any
exceptlional circumstances, approval MUST be sought from the DCEO.

3.4.2 Shortlisting of EQls

King Faisal Hospital shall ccall for expressions of interest by publishing a notice on
website and online tender portal in order to establish a short list of bidders. A
tender for consulting services whose value does not exceed Fifty million Rwandan
francs (50,000,000 FRW) is awarded without calling for the expression of interest.

King Faisal Hospital shall establish a shorilist comprised of bidders with capacity fo
perform the reguired consuttancy services. The short list must have as many
consultants as possibie but not less than three (3}, Consultant may be individual or
a firm, EQOI may be addressed to either individual consultants or firms, but not both
under the same tender,

A tender whose value is above fifty mitlion Rwandan francs (50,000,000 FRW) is
awarded by cdalling for expression of interest. For national tenders, the expression
of inferest is done within fourteen (14) days from the daie of calling for EOL For
international tenders, expression of interest is done within twenty-one (21) days
from the date of the call for expression of interest. The notfice of expression of
interest must be done online and set out the following:

¢ the name and address of King Faisal Hospital;
+ a brief description of consultancy services to be provided;
s fthe guadlification necessary to be invited to submit a bid;

e indicafion of fime for submission of the documents related to the expression
of interest

The evaiuation of EQIs shall be categeorized as below based on the technical
capabilities of the bidders. In the table below, columns C and D represent an
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example of a scoring scale system. Refer to Appendix 2 for ihe notice of
expression of interest template.

Table 1: Evaluation Matrix

| Excellent Requirements submitted and ;. 100% 10
| supported by excellent :

evidence of ability to support
and exceed contfract |

requirements

- Good “Requirements submifted and 90% Q
- supported by good evidence
_of ability to support and |
- exceed confract requirements

Safisfactory  Requirements submitted and | 70% 7 |

supported by satisfactory
evidence of the ability to
support contract requirements

Poor . Requirements submitted and  40% 4
supported by marginally
- acceptable or weak evidence
of ability to support confract
requirements [Clarification may
- be required)

Very poor  Requirements submiited but not . 0% 1
supported by evidence to !
demonstrafe  the ability to !

comply with contract ; |
reguirements : :
s e 1 Myt e

submission ’ submitted oris unaccepiable

Only bidders who shall aftain a rating of satisfaciory and above shall be
prequalified or shortlisted.

-3.4.2.1 Procedures for Prequadlification or EQI
The prequalification process shalt follow the Tollowing procedures:

Step 1: Development and publication of a general procurement notice
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Every three years in January, the procurement feam shall circulate the
categorization list to all Heads of Depariments for their review. The Heads of
Departments shall have two weeks 1o review the categorization of goods and
services to ensure their needs have been included.

The User Units shall develop the preliminary specifications, terms of references,
statement of works or supplies specifications to facilitate development of the EQI
documents. Prior to publishing the general procurement nofice, the procurement
team and selected User Unifs representatives shall develop prequdalification
evaluation criteria and share these with the individuals selected to participate in
the Hospital Tender Board {HTB).

For individual consultants, King Faisal Hospital shall publish a list of required
technical experts and invite the potential candidates to submit their detailed
curriculum  vitae  highlighting  their general gquglification  {education  and
professional), registration status with applicable professional bodies, relevant prior
experience and indicative daily/hourly rates.

All bidders shall be required to submit their ECls through the procurement emcil
account or the mode of submission documented in the EQL. The bidders shall be
required to indicate the category of goods, services or works that they would like
to be prequalified for. All EQls received through any other unapproved channels
shall automatically be disqualified.

Step 2: Receipt and Evaluation of Expressions of Interest

Within fourteen (14) calendar days, the Head of Procurement or their designes
shall halt receipt of any more EQOIs and commence the evaluation process. The
Procuremeni Unit shall categorize all EOIs based on the preapproved
categorization matrix and assign evaluation panels for each category. The HIB
shall be developed in line with guidelines provided under section 2.5 of this
manual.

Step 3: Shortlisting

The HTB and Procurement unit shall shortlist a minimum three {3) bidders and a
maximum of ten (10} bidders per category, depending on the category and
bidders available to meet the specific category needs. One bidder may be
shortlisted for more than one category; however, the bidder has to present
prequalification application for each interested category.

All bidders shortlisted must go through King Faisal Hospital's due diligence process
to ensure they are of good ethical standing and comply with various laws,
regulations and donor guidelines. The Procurement Unit shall consolidate ail

e
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shortlisted bidders and present the proposed list of prequdalified bidders to the HTB
for review and approval.

Step 4: Review and Approval of Prequalified List

The HTB shall review and approve the proposed list of prequalified suppliers. The
Head of Procurement shall share the final and approved list of prequalified bidders
with all King Faisal Hospital Users.

3.5 Bidder Assessment Procedure

King Faisal Hospital shali strategically plan for and manage, all interactions with
providers that supply goods and works, non-consulting services and consultancy
services in order to establish joint and mutually beneficial relationships and
maximize the value of those interactions.

To achieve this, King Faisal Hospital shall develop ¢ Bidder Relationship
Management (VRM]} plan that identifies the hospital’s strategic suppliers and the
means by which King Faisal Hospital can moanage and evaluate their
performance and engage with them fo redlize further value and savings.

3.5.1 Key performance evaluation indicators

a. Performance evaluation and measurement shall focus on establishing to what
extent the user unit{s} are safistied with the services provided by the bidders.

b. This evaluation shall fake into account the quality of delivery and deliverables
by the bidder, adherence to the confractual timelines and provision of after-
sales services where applicable.

c. The evaluation should highlight the different factors that may be causing
problems and subsequently focus on seeking and offering solutions to the
identified probiems in order 1o continuously improve performance.

3.5.2 Bidder's performance measures

The bidder's actual performance should be evaluated to establish their capability
against performance indicators covered in the Service Level Agreement (SLA}.
The performance indicators against which the supplier's performance should be
measured include:

i. Cost - This includes price and other cosfts;
. Qudlity - Conformance with the set specifications, aftainment of service
levels, quality improvement initiatives;
iii. Delivery - The fimely performance of activilies in the planned schedule within
the agreed timeframes; and
iv. Service - Responsiveness 1o queries, provision of maintenance and servicing
services, efc.
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v. Responsiveness ~ the ability to service current and emerging Rwanda King
Faisal Hospital needs.

3.5.3 Other Compliance Requirements
During the execution of the procurement contract, the successful bidder and his
or her staff comply with the foliowing:

. laws and regulations in force;
i. the fender or procurement documents:
iii. Operational instructions of the supervising official.

If the successful bidder realizes that the operationat instructions, he or she received
are contrary to the provisions of the procurement contract, he or she presents his
or her grievances in writing to the DCEQ within seven {7) days from the date of
receiving such instructions. King Faisal Hospita! shall not be held responsible or
prosecuted for any breach of any laws and regulations by the successful bidder or
his or her staff.

A
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CHAPTER 4: PROCUREMENT METHODS

4.1 Iniroduction

Procurement methods are the procedures used by King Faisal Hospital to acquire
goods or supplies, services and works. These methods can be competitive and
non-compefifive. There’s o preference for using competitve methods of
procurement given that they tend to promote transparency, economy and
efficiency, and limit favoritism.

4.1.1 Criteria for Selecfing a Procurement Methods
The procurement method is dependent upon several factors, including, but not
limited to: -

a. Estimated value of good, works or service being procured;

b. The circumstances pertaining to the procurement

c. Type and complexity of goods or supplies, works or service being

procured:
d. Current market structure: and
e. Appropriate method advised by the market analysis,

Depending on the complexity and nature of the requirement and the value of the
supplies/works/ services to be procured, the following procurement methods shall
be used: -

a} Open Competitive Bidding;

b) Prequalification;

¢} Restricted tendering:

d) Request for quotations;

e} Single-source;

f) Procurement or direct contracting;
@) Simplified methods;

h} Force account;

i} Community participation;

) Two-stage tendering:

k) Reverse auctioning;

I} Turnkey:

m) Competitive dialogue;

n) Design-and-build:

o} Pre-financing.

p) Participation of Member or Subsidiary Entity
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4.1.2 Open Compeiitive Bidding

Open competitive bidding is a procurement method which is open fo
parficipation on equal terms by all providers through advertisement of the
procurement opportunity. Open bidding can be open international competitive
bidding or domestic / national competitive bidding.

Open competitive bidding is infended to provide all eligible bidders adequate
and timely notification of King Faisal Hospital's requirements and to provide them
with equat and fair opportunity to compete. All inferested bidders can submit
tenders and all tenders must be considered without any prior selection process.
The selection and evaluation are carried out after the bids have been submitted
by interested bidders.

This approach can be used for goods, works and services where suitable bidders
have not been identified and prequclified; and or when there is need to open
competition. Since tendering is open fo all interested candidates, including ones
from across geographies, this method promotes competition, resulting in better
value for money to King Faisal Hospital.

4.1.2.1 Use of National Competitive Bidding

1. The procurement is of high valve and must be openly competed among all
eligible national bidders.

2. Goods, services, or works required can reasonably be supplied by national
bidders {i.e., there's enough capacity and competition within Rwanda).

3. The estimated vaolue of the procurement exceeds the threshold for request
for quotations or restricted bidding, but does not necessarly reguire
infernational competition.

Note: In case of using open national competitive bidding. foreign bidders are
ailowed to bid under the terms and conditions that apply to national bidders

4.1.2.2 International Competitive Bidding
International Open Competitive Bidding (IOCB) is used in below circumstances:

» when the procurement requiremenis cannot be met satisfactorily through
national competition alone, especially in terms of quality, availability,
capacity, or price;

» It is a method designed fo ensure maximum competition, transparency,
and value for money on procurements that may atfract bidders beyond
nationat borders;

» The procurement requires specialized goods, services, or works that are not
available or adequgaiely provided by local suppliers;
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> The procuring entity is using external funding that requires international
compefifion as a conditfion

4.1.3 Restricted Bidding

Restricted bidding is the procurement method where bids are obtained by direct
invitation from prospective providers without open advertising. it is used to obtain
competition and value for money and where circumstances do not justify open
bidding.

Restricted procurement method limits both the mode of advertising and an
invitation to bid. This method follows a process where only pre-selected tenderers
may submit offers. King Faisal Hospitatl shall pre-qualify a minimum of three bidders
and a maximum of six bidders per category of procurement, however, special
conditions shall be considered where the market cannot provide a minimum of six
bidders per category or the goods and/or services are only issued by an original
equipment manufacturing {OEM) or proprietary conditions exist. Restricted
tendering narrows or limits competition to a shorilist of pre-qualified bidders.

The process shalf conform with the following procedures:
a) The invitation to bid shall be addressed to a limited number of potential
bidders without advertising the opportunity in a bid notice
b) The selection of bidders shall be in accordance with the procedure
prescribed in this manual
c) A public bid cpening shall be held

4.1.4 Request for Quotations / Proposals

A Request for Quotation (RFQ) sourcing method that invites a minimum of three (3)
prequalified bidders to submit their quotations detailing their approach to fulfilling
King Faisal Hospital specifications and their commercial terms and conditions. in
compliance with effective competition, the Procurement Unit shall assess
responsiveness  (whether the offer complies with the requirements, i.e.
specifications, delivery terms, King Faisal Hospital terms, and conditions}, and
qualification (whether the bidder satisfies basic eligibility criteria) of the bidders,
upon which an award is made to the lowest-priced acceptable offer. RFQ shall be
used to procure goods, selected non-consulting services, and non-specialized
works, Refer to Appendix 4 for RFQ template.

This method which compares price quotations obtained from af least three
providers. It is used to obtain competition and value for money where
circumstances do not justify open bidding. The process shall conform with the
following procedures:
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a) There is insufficient time for an open or restricted bidding procedure such as in
an emergency situation

b) The estimated value of the procurement does not exceed the threshold
stated

c) The invitation to bid shall be addressed to a limited number of potential
bidders without advertising the opportunity in a bid nofice

d) The selection of bidders shall be in accordance with the precedure
prescribed in this manual

e} A public bid opening shall be held

4.1.5 Direct Purchasing

Direct purchasing is a simple direct method used for very low value procurement
requirements and the circumstances do not justify competition. The procurement
method shall be used where the estimated volue of the procurement does not
exceed the established threshold

4.1.6 Single Sourcing

Single sourcing is a method of procurement where the source of supply is known
and is the only one reasonably available in the circumstances. It is used where
circumstances do not justify competition and it is for expenditure higher than
direct purchasing. This method can be used for extension work in construction and
services confract compatibiity and/or continuity.

This method shall be used under excepiional circumstances. It should only be
based on proper and solid justification from the user department. When using
single sourcing, King Faisal Hospital staff shall ensure that it would not be feasible to
apply a competitive bidding process and that proper and concrete justification
exists. In any project or program ufilizing @ single sourcing of direct contract, the
following must be established:

a. An analysis of the case, including an assessment of needs, quality
assurance, and best value for money;

. A proper justification for single sourcing; and

c. Terms of reference for the services and specifications of the goods.

Single Sourcing Justification

King Faisal Hospital encourages all staff 1o perform competitive bids for dll
procurement activities, however, ceriain circumstances, cited below allow single
sourcing. Single sourcing shall only be used when explicit approval is sought from
the DCEO. This approvai shall be sought using the single source approval form
based on the following conditions.
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o There is insufficient time for any other procedure such as in an emergency
situation

» The works, services or supplies are available from only one provider

e an existing contract could be extended for addifional works, services or
supplies of a similar nature and no advantage could be obtained by further
competition, if the prices on the extended contract are reasonable

« additional works, services or supplies are reguired 1o be compatible with
existing supplies, works or services and it is advantageous or necessary to
purchase the additional works, services or supplies from the original supplier,
provided the prices on the additional contract are reasonabie;

¢ Value of the new works, services or supplies shall not exceed 20% of the
value for non-medical supplies and eguipment, and 50% for medical
supplies, equipment and consumables

e Original or existing confract shall have been awarded through o
competitive procurement process

4.1.7 Simplified method

King Faisal Hospital shall use simplified method on fenders not exceeding
established threshold. It may be a national open or restricted fendering, in which
the preparation of bids is easy, and the technical specifications are not complex.

When such method is used, a shorter tender document and short period between
tender publication and the deadline for submission of bids are used

However, the pericd cannot e less than eight working days for national open
tendering or five working days for national restricied tendering.

4.1.8 Force account
King Faisai hospifal may use force account if;

a} quantity of works o be carried out cannot be defined in advance

b} construction works are small and scattered and are in remote locations or
are in locations whose access is difficult so that qualified construction firms
are unlikely to bid at reasonabie price;

¢) construction works are required to be carried out without disrupting other
ongoing operations;

d} there are emergencies needing attention;

e} King Faisal Hospital is fo complete works delayed by the successful bidder
after the written warnings did not vield any tangible results;

4.1.9 Community participation
» King Faisal Hospital beneficiary community may participate in the
execution of works. This method may be used when it is established that

o
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the community participation may contribute to the economy, create
employment and enhance community members’ involvement in the
activities of which they are beneficiaries.

s King Faisal Hospital senior management, shall determine circumstance
and a threshold for use of community pariicipation

4.1.10 Two stage tendering
(1} King Faisal Hospital may engage in procurement by means of fwo-stage
tendering when —

+ itis not feasible for the procuring enfity to formulate detailed and clear
specifications for the needed goods, non-consultancy services or works
in order to obiain the most satisfactory solution to its procurement needs

e a tender is complex, and the procuring entity has not enough
knowledge in the area, or it is o tender relating to high technological
development

e Tendering proceedings have been engaged in but no bids were
submitted or all bids were rejected or when the procuring entity finds that
engaging in new tendering proceedings would unlikely result in a
procurement contract.

e During the first stage tendering, the procuring entity prepares the tender
document requesting for bids relating to the fechnical, gudlity or other
characteristics of needed goods or supplies, works, consultancy and
non-consultancy services, as well as to contraciual terms and condifions
of supply, and, where relevant, the professional and fechnical
competence of the bidders.

e Bidders are invited to submit their initial bid based on their proposals
relating to the technical aspect, without a tender price. The procuring
entity may hold technical discussion with bidders who submitted
responsive bids. The procuring entity retains at least three bidders whose
proposals are substaniially responsive in order to make adjustments on
the tender document.

« In the second stage, bidders whose bids have been accepted by the
procuring entity are invited to submit final bids with prices based only on
the technical specifications of the adjusted tender document.

e In preparing technical specifications in o tender document, the Hospital

tender board may modify any aspect originaily set forth in the inifial
tender document. Such modifications or additions are communicated fo
bidders in the invitation to sulomit final bids.

L

e
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+ A bidder not wishing o submit a final bid may withdraw from the
tendering proceedings without seizing any bid security that it may have
been required to provide. The final bids must be evaiuated and
compared in order fo ascertain the successful bidder

+ The provisions generally applicable to tendering proceedings apply 1o
two-stage tendering.

(2) Guidance on technical discussion duting the two- stage tendering

« First, King Faisal Hospital tender board, shall organize o technical
discussion with all interested bidders

o after invitafion by the HIB, any bidder whose bid was substantially
responsive must personally attend the meeting or send a representative;

¢ elements from each of the substantially responsive bids which are useful
in adjusting the tender document shail be highlighted;

e An element from the bid must be of general nature and not favor
anyhow the bid from which it was taken,

4.1.11 Reverse auctioning

Reverse auction method is used in the procurement of standard goods or non-
consultancy services for which specifications con be determined with precision,
where price or quantity is the only determinant and where there exist a significant
number of potential bidders. This method is suitable for procurement of most of the
hospital consumables and or standardized medical supplies

=  Procedure for reverse auctioning
a) In reverse auction, King Faisal Mospital shall put up a request for
required goods during a scheduled time period and bidders shail then
place bids for the price they are wiling to be paid for the needed
supplies or non-consulfancy services. At the end of the cuction, KFH
shall select and award the fender to the bidder with the lowest price.,
More specifically, this shall dene through the following procedure:

» KFH advertises a request for required goods or non-consultancy
services with clear specifications;

+ bidders shali then place bids for the price they are willing to be
paid for the supplies or non-consultancy services within a
prescribed period which does not exceed 10 days;

+ prices of bidders within the prescribed fime shall be visible to
other bders without revealing the bidder's identity;
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. bidders are allowed to revise their prices before expiration of
the prescribed time but shall not revise their bids upwards within
the prescribed time;

« At the end of the auction, KFH shall select and award the
tender to the bidder with the lowest price af the bid submission
deadline.

+  Without prejudice to other relevant provisions, KFH shall seize
the participation fees in case the successful bidder refuse 1o
sign the contfract.

4.1.12 Turn-key

+ KFH shall use furnkey when the project at hand, has a high leve! of
complexity and there is a well-defined scope of work and KFH does not
have the means or capability to haondie the project management
services but needs getting the works on time under a fixed budget.

e Under Turnkey procedure, KFH shall describe the needs but itis the duty
of the coniractor to design, procure, construct or install and ensure fhe
project management aspect of the required needs or works unfil the
final acceptance.

s The rules related to supervision of works apply.

4.1.13 Competitive dialogue

a)

o)

directly with shortlisted bidders. Negotiations or dialogues are used to work

King Faisal Hospital shall use Competitive dialogue in particularly complex
procurement processes where a number of solutions that satisfy the
hospital’s requirements may be possible, and the detailed technical and
commercial arrangemenis to support those solutions require discussion and
development between the parties. Competitive dialogue is conducted
through open competition or restricted tendering. A tender is considered
particulary compiex if, King Foisal Hospital is not objectively able to
adeqguately define the technical or performance specifications and scope
to satisfy its requirements and or adequately specify the legal and or
financial arrangements of the procurement.

Procedure for use of competitive diclogue

King Faisal hospital, shall solicit proposals or first- sfage bids in response to
broad output specifications through an open competitive bidding process,
following which a shori-list from at least three of the initial proposails is
created;

King Faisal shall thereafter conduct a round of negoftiations or dialogues

Updated Procuremenﬂrocedure Manual ~ December 2025 %
30



ouf details of technical requirements, terms and conditions of the contract
for further enhancing the competitive negotiated aspects;

» During the dialogue, the procuring entity must treat ail bidders equally and
ensure that the solutions proposed or other information received in the
dialogue is kept confidential unless the bidder agrees fo disclosure,

 Final bids are requested from the shortlisted bidders after the specifications
have been formalized and the evaluation is performed with pre-
established criteria

* The process of diologue undertaken by each participating bidder is
recorded and minutes are signed by attendants on both sides.

4.1.14 Design and build
This method shall be used:

» when KFH is uncertain that its own design, if any, is the best solution or
does not have the capability and or resources to design in-house, and
hiring of specialized design consultant has been considered and
found to be not justifiable:

» when there is a need fo reduce the time needed 1o hire a design
consultant and for the preparation of engineering design to launch
the bidding process for the procurement of works:

* when there is a requirement of single point of responsibility where both
the design and the construction are to be performed by the
contractor;

» when the confractor may bring creative solutions which optimize the
design.

Procedure for use of design and build:

¢ KFH shall perform front- end tasks by providing adequate technical and
contractual information to bidders:

» KFH shall provide an adequately detailed description of the project
outcome to enable bidders to fully understand the contract's scope, cost,
the nature and extent of the main project risks

* KFH shall provide hydrological baseline, investigations, geotechnical,
environmental and social impact information, permits and consents that
have been obtained or are needed:

* KFH shall specify performance, functional or basic structural requirements
and terms of contractual conditions:
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Bidders shall submit the bids including details on both design and its
execution.

4.1.15 Pre-financing

King Faisal may use Pre-financing in circumstance where it is deemed that
it does not have funds or enough funds for the desired goods, works or
services,

Under pre-financing contract, the tender document shall specify that the
contractor shall finance fully or partially goods, works or services;

The confract also indicates the expected payments modaiities and related
fimelines. In this case, the successful bidder pre-finances using ifs own funds
or may seek external financing

When using this method KFH shall first seeks the authorization from the
Minister in charge of public procurement before including it in the public
procurement plan.

Again, KFH, shall also request for the authorization from the minister in
charge of public procurement before signing the contract.

4.1.16 Partficipation of member or subsidiary entity

o This is particularly important when it's extremely necessary that internal
hospital departments carry out the necessary services. Authorization to
use this method, shall be sought from the Ministry in charge of
procurement.

Note: Other procurement methods KFH R may apply

Ad hoc Purchase Requests on some occasions when shall be used under
the following conditions:

A doctor may consider it necessary to prescribe for a particular patient o
new drug which is not on the drug formulary or lack of the medicine in the
hospital af the time. To respect clinical judgment and safisfy patients’
needs, the hospital shall accept these ad hoc requests. Thus, the
pharmacist in-charge and procurement staff may resort to various means
to procure the drugs required, including direct purchases from "drug
refailers;

KFH, R may acquire supplies from any source outside the counfry in
situations:

Where supplies or services in local market have prices found fo be much
higher than the one prevailing on international market or if the supplies or
services in local market do not meet the required standards in the health

\ =
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sector.

e However, the approval to source oufside the country shall be done by the
DCEO in consultation with the CEQ and Board of Directors; such decision
shall be supported by iocal and international market assessment reports.

e The DCEO in consuliciion with the CEQ shall from fime to time appoint a
team of KFH, K staff fo conduct a market survey for items in need both on
local and international market with the purpose of diversification of sources
of supply and building business networks,

4.2 Procurement Timeframe

The procurement fimeframe varies depending on various factors such as the
complexity of the procurement process, the size of the project, the nature of the
goods or services being procured. Therefore, at King Faisal Hospital a typical
procurement process specifically considering bidding, evaluation and contract
notification and award period and its estimated timeframe. The following are the
key timelines or performance indicators for the various procurement/sourcing
process activities.

Table 2: Minimum tendering Timeframe {working days)

pen Domestic Bidding 15-21 21 14
Open fnternational 30-45 21 14
Bidding
Restricted Domestic 7 7 5
Bidding
Restricted international 14 7 S
Bidding
Simplified method (open) 8 5 5
Simplified (Restricted) 5 5 S
Reqguest for Quotation 3 ] N/A
Single Source 1 1 N/A
Direct Purchasing N/A N/A N/A
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4.3 Procurement Thresholds

4.3.1 Thresholds for supplies, works & non-consultancy services

» Up to 1,000,000 Rwf for Direct purchasing;

« >1,000,000Rwf, £5,000,000 Rwf, does not require HTB approval, and use RFQ
{(Medical and Non-medicalj to be approved by Head of Procurement and
CFO

e > 5000000 Rwf up to 25,000,000 Rwf-RFQ for non-medical shall be
approved by HTB

e >5000,000 Rwf up to <50,000,000 Rfw-RFQ for medical drugs, equipment
and consumables, shall be approved by HIB.

In case the RFQ exceed the above threshoid, this will be gpproved by the
DCEQ.

The estimated value of the goods or supplies, works or services is usually the key
factor in deciding which procurement procedure to use and thresholds for the use
of each procurement procedure as determined in this manual.

4.3.2 Thresholds for Consultancy Services
a) For Procurement from consultancy firms:

i. Publication of a notice inviting expression of inferest and developing ¢
shortlist shall be used if the estimated value of the consultancy services
exceeds Rwf 50,000,000 {fifty million)

ii. Short listing without publication of expression of interest shall be used if the
estimated value of the consultancy services does not exceed Rwf
50,000,000 (fifty million).

b) Procurement of individual consultant:

i. Publication of a noftice inviting expression of inferest and developing @
shortlist shall be used if the estimated value of the consultancy services
exceeds Rwf 30,000,600 {Thirty million).

ii. Short listing without publication of expression of interest shall be used if the
estimated value of the consultancy services does not exceed Rwf
30,000,000 (Below Thirty miltion)

ii. Head huntfing shall be based on other reasons and not the threshold above

4.3.3 Thresholds for Use of International Competitive Bidding
v A tender for works where the estimated value exceeds FRW 3,000,0C0,00C;

v A tender for goods and non- consultancy services where estimated value
exceeds FRW 1,000,000,000;

v A tender for consulling services where esiimated value exceeds FRW
300,000,000

T \(.\{7
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CHAPTER 5: SOURCING METHOD AND BIDDING PROCESS

The sourcing process enables identification of suitable suppliers and can also
provide valuable information about products and specificaticns. The bidding
process shall only commence only when purchase requisition form has been
approved.

5.1 Purchase Requisitions

King Faisal Hospital User Units shall inifiate the procurement process through o
purchase requisition [PR) form, refer to Appendix 3 o purchase requisition is an
internal control document used by users to initiate procurement and seek budgetary
approvals. The PR document should not be used ¢s a purchase order or issued to o
bidder.

The users requiring services, goods or works shall submit a duly filled and approved
purchase requisition form to the Procurement Unit, The purchase requisition form
should include the following:

a. A detailed description of goods, civil works or services sought;

L. The quantity of inputs to be procured;

¢. Unit of measure;

d. Required delivery/engagement date;

e. Detlivery location or location of goods, civil works/services;

f. Estimated price or cost;

g. Any additional information (i.e., standardization, the preferred method of
shipment);

h. Budget line or cost center; and

Proposed evaluation criteria.

5.2 Procedures for Purchase Requisition

Purchase requisitions are usually created by user department within King Faisal
Hospital who need io purchase goods or services for their department. The
requisition shall then be sent fo the procurement department, which shall review
and approve the request before initiafing the purchasing process. It typically
includes information such as the item or service requested, the quantity needed, the
desired delivery date, the cost, and any other pertinent details.

The use of purchase requisitions shall help to ensure that purchases are made in o
confrolled and organized manner, with appropricte approvals and oversight. It also
helps to streamline the procurement process by providing o clear record of what
has been requested and approved.

Updated Procurement Protedure Manual — December 2025 “43/
35



5.2.1 Procedures for raising purchase requisitions

a} The User Unit initiates procurement by completing a purchase requisition PR}
form.

b) The User Unit ensures all attachments as prescribed in the PR form are
oftached and approved.

¢) The PR s then submitted fo the head of the user unit for approval. The head of
the User Unit confirms the accuracy of procurement needs before approval.

d) The PR form is submitted to finance to confirm the availability of funds in line
with the approved User Unit budget.

e} The PR is then submitted to the Head of Procurement for final review prior to
an invitation for solicitation.

5.3 User Needs ldenfification

The detailed specifications/Scope of Work shall cover the characteristics of the
fundamental needs of King Faisal Hospital in respect of the goods/services/works
concerned. A specification shall contain a complete, precise and unambiguous
descripfion of the user needs. Specifications or the description of physical or
functional characteristics of goods, services, and works must provide all relevant
aftributes and evaluation criteria required.

Depending on the complexity of the requirements, the respective Head of the User
Unit in consultation with the Head of Procurement may constitute a multi-disciplinary
team that shall provide input into the user need definition or development of
specification. The input may diso be sought from other subject matter experts, grants
management feam, project management teams, finance, ond operations
personnel and any other relevant stakeholders depending on the nature of the
requirement.

5.4 Specification Development

Specifications of goods or supplies, works, consultancy services or non-consuttancy
services clearly define the expected results with objectivity and neutrality,
Specification of statement of requirement shali lay out o concise description of each
product and the quantity required together with any technical specification unique
to that procurement need.

Specifications of goods or supplies, works, consuttancy services or non-consuitancy
services shall not refer to a particular brand, frade name, its design type and specific
origin or producer unless there is no other sufficiently precise way of describing the
characteristics of the goods, works or consultancy services to be provided. In that
case the words such as “or equivalent” are added on. Sufficient space shall be
provided in the solicitation docurment so that the supplier can enter all relevant
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information including the name of original manufacturer, shelf fife and delivery
period.

5.4.1 Goods or Supplies

Specifications may be stated as o hybrid or combination of the following types:

i. Unit-specific requirements: Focuses on the quantity of the product required.

fi. Performance requirements: Defines the task to be performed in conjunction
with various design atfributes {i.e., environmental impact, reliability}. This ideal
specification is built around a description of what is o be achieved rather than
a fixed descriptfion of how it should be done. To assure the guality, a reference
to the concerned product standards (i.e., ISO) and environmental requirements
(i.e., Energy Star, Eco-label), should be made.

ii. Design requirements: Defines exact details of a good (ie., the physical
attributes, materiais to be used, power input and cutput, the manufacturing
processes required, or in the case of a service, the working methods to be
used). Due to ifs uniqueness, design specifications may limit competition
because of differences in engineering practices.

iv. Brand or Trade name requirements: In drafting any of the aforementioned
specifications, the use of brand names or similar references must be avoided. If
it is necessary to cite a brand name, the words “or equivatent” shall be included
(e.g.. Dell® Deskiop Computer or equivalent). The term “or equivalent” means
that the desired product is of comparable guality and/or copable of
performing the intended purpose.

v. Sample requirements: This shall be a requirement for small value items where the
final goods have to be comparable to the pre-approved specifications. The
samples shall remain port of the delivery and maintained by King Faisal Hospital.

542 Works

The Statement of Works {SOW] should provide sufficient details identifying the
location, nature of works required and any complexities involved. The term ‘works
generally includes all types of civil, mechanical, electical, or other engineering
services (other than consulting services) as well as the supply of construction
materials and equipment.

The User Unit should state the expected construction period and time in weeks or
months, or where allernative time schedules are permitted, the range of
acceptable consiruction periods. In addition, the user unit should provide additional
information on the topography, geotechnical conditions, and access to the site,
transportation, and communications faciliies, project layout, services fo be
provided by King Faisal Hospital, a method of measurement and payment of
compieted civil works.

\

Updated Procurementﬁ\ocedure Manual — December 2025
37

==



5.4.3 Services

The Terms of Reference {TOR), on the other hand, should define the scope of work
required, respective responsibilities of the Consultant and services to be provided.
Adequate and clear TOR are imperative for an understanding of the assignment,
which minimizes any risk of ambiguities during the preparation of solicitation
documents, negotiations, and execution of services.

TOR should include:
. Background information on the assignment;
. Objectives of the assignment;
ii. The scope of work, consistent with the budget;
iv, Deliverables [i.e., output) that must be submitted for approval; Period of
performance and the review/approval time required;
v. Profile of key experts required for the assignment (in case of firms)
vi. Selection criteria, quaiifications, and performance or other standards the
consultant must fulfill:
vii. Type of contract i.e., fixed or variable

viil.  Provisions for monitoring and evaluation of performance: and

ix. If applicable, a detailed list of all inputs and services which shall be provided
to the contractor/consultant by King Faisal Hospital in order to perform the
confract.

5.5 Bidding Process

King Faisal Hospital has a documented bidding process to follow and remain
effective. All bidding stages shalf be foliowed, and this shall enable Procurement Unit
to be efficient in their work and ensures thot everyone s working on the same
standards. The process includes preparation of bid  solicitation document,
advertising, and issuance of RFQ / RFP, evaluation of bids, award and managed
contract.

5.5.1 Preparation of Bid Solicitation Document
This is a bidding document or any other documents inviting bidders to participate in
procurement proceedings; and includes documents inviting potential bidders to
pre-gualify and standard bidding documents. All bid solicitation documents falling
under the category of open competitive bidding and limited invitation for bids shall
comprise of the following:

aj Invitation for Bids {IFB}

b) Instruction to bidders {ITB}

c) Bid data sheet

d} Evaluation Methodology and Criterig

e) Bidding Forms
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f) Statement of Requirement

g} General Conditions of Confract

h) Special Conditions of Confract

i) Bid submission, closing and opening (location, date and fime)

5.5.2 The custodian of the tender document and sales

The Head of procurement shall delegate the procurement staff in charge of
custodian of the designed tender document. Bidders, shall solicit the tender
document by acquinng it for a non-refundable fee of 10,000 Rfw

5.5.3 Advertising
The advertising period shall start on the date the bid notice is first published. Bidding
period shall begin to run from the last date of publication of the advert.

5.5.4 Issuance of RFQs

Upon determination of the procurement method to employ, the Procurement Unit
shall issue solicifation documents o the pre-qudlified bidders. The solicitation
documents contain all information necessary to prepare o bid, proposal or
quotation that should provide the best value for the required inputs. The details of
the solficitation documents shall vary according to the noture, complexity, and value
of the requirements,

While drafting the solicitation documents, the user department and Head of
Procurement should consider the following scenarios for the required inputs:

a. Grouping of simitar items: Similar items should always be grouped, whether or
not a bid requests such grouping. This may include grouping of event needs,
where King Faisal Hospital requests the bidders fo provide bids for consolidated
services, e.g., venue, travel logistics such as airport transfers, accommodation,
catering, entertainment efc. In the case where required inputs are dissimilar or
mutually exclusive, it is advisable to separate the items into individual invitations
or lofs.

. Changes in quantity: Where the exact quantity required is not known in
advance, an estimated quantity may be indicated on the invitation. The
esfimate, however, must be accompanied with a provision that King Faisal
Hospital reserves the right to increase or decrease the indicated quanfiity by a
specified percent.

To ensure economy and efficiency, the Procurement/Requisitioning Units should
evaluate proposals among & minimum of three responsive {where the offer complies
with the requirements; specifications, delivery terms, King Faisal Hospital terms, and

"
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conditions} and qualified (where the supplier satisfies basic eligibility criteria) offers
received in accordance fo the Two Envelope System, upon which award is made to
the proposal that is most responsive to the specified requirements, including price
and other factors.

5.5.5 Determining the Evaluation Criteria

Evaluation criteria must be clearly stated in the solicitation documents how
coniracts shall be awarded {e.g.. to the lowest priced, most technically acceptable
offer, to the lowest priced substantially compliant offer or to the offer scoring highest
overall), and which criteria shall be applied in the evalugtion to determine
compliance or technical rating to aliocate points.

Evaluation is the process of assessing and comparing offers in accordance with the
evaluation methodotogy stated in the solicitation documents aimed at determining
which offer best complies with the defined evaluation criteria, and thus, represents
the best value for King Faisal Hospital.

Clear and specific evaluation criteria shall be defined during the user need
definition. The evaluation process shail be based on the established evaluation
criteria.  The evaluation criteria to be used shall be stated in the solicitation
document and the evaluation shall be conducted in accordance with these criteria
without amendments or additions to the criteria.

The evaluation of proposals is aiways subject to a high degree of subjectivity. In
order to reduce this subjectivity and ensure a transparent and successful evaluation
process, it is critical to identify the proposal evaluation criteria and sub-criteria and
how much weight each shall have prior to the release of the bidding document. No
new criteria may be infroduced and used to evaluate bids or be used as justification
for the selection of a bidder if the criteria were not a requirement at the time of
solicitation. The solicitation documents must include the evaluatfion criteric.
Evaiuation criteria are divided into three categories:

a. Administrative requirement {or criteria):
b. Technical requirement; and
c. Financial requirement.

5.5.5.1 Administrative/Mandatory requirements

Submitied offers shall be reviewed to determine compliance with any
administrative/ mandotory reguirements included in the solicitation documents.
Examples of administrative/ mandatory reguirements may include, but are not
limited to, the following:

a} Submission of offers within the stipulated deadline;

N -
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Required bid securities;

Statement of offer validity:

ApproVol by authorized personnel and/or power of aftorney;

Required company documentation, inciuding documentation regarding the
company's legal status and registration, tax, social security and non-
bankruptcy compliance ceriificates, and audited financial statfements; and

f) Any other generai administrative requirements, such as mode of submission /
receipt, record of bid receipt forms, and security requiremenis.

5.5.5.2 Technical requirements
The Technical evgluation criteria shall depend on the noture and the complexity of
the procurement activity. Technical criteria shall cover two general areas:

¢. Criteria related to bidders' capacities and capakilities such as:

= Previous experience in similar projects;

= Experience in o parficular region, geographies or the country;

» Manufacturing capacity (goods) and competencies and capabilities (for
services and works); and

» Delivery fime within ceriain parameters, in particular, in cases of emergency;
procurement where delivery (for goods) or completion period (for services
and works) is critical.

b. Criteria related to the goods, services, and works to be delivered such as:

» Responsiveness of bids/offers to specifications, TOR or SOW;

= Appropriateness of the proposed approach/ methodology and work-plan;

» Abitity fo provide after-sales services and/or technical support; and

» Certification of complicnce with national and international guality standards
(e.qg., 1SO).

* Depending on the selected approach, technical criteria shall be evaluated
based on a complionce/non-compliance {pass/fail) or weighted scoring
system.

C. The requested technical references of similar tenders executed are the
cerfificates of good compietion {Company or personnel}, and their related
contracts. The HTB is responsible to camry out due diligence for the provided
documents when and where neceassary.

5.5.5.3 Financial requirements
This shall entail a comparison of the proposed cost by the bidders who meet the

mandatory requirements and have attained the minimum required technical scores.
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However, the weight that price carries in the selection of a bidder shall depend on
the selected evaluation criteria.

5.6 Submission and Receipt of Offers/Bids

5.6.1 Submission of Offers

It is the responsibility of bidders fo ensure that offers are submitted by the specified
submission date and fime, and properly signed by authorized signatories. Te ensure
praciicality and avoid receipt of late offers, it is recommended that the specified
deadline date permits acceptance up until the close of business. if offers are
delivered by hand, bidders should obtain an acknowledgment of receipt from the
Procurement Unit as a record of the date and time of delivery. Quotations, bids or
proposals presented affer the designated date and fime should notf be received
and were received via courer, they should be returned unopened and
accompanied with an explanoatory letter indicating the date and fime of receipt.

5.6.2 Receipt of offers

In the case of an RFQ, the Procurement Unit may receive offers directly, either by
physical mail, fax or electronic mail {email}, where effective internal controls permit
such acceptance. Further, a proposal or bid can be received manually, through
email or through the implemented online platform. Where offers are to be submitfed
by email, bidders should forward their tenders to the designated email address. Any
bids or proposals inadvertently opened prior to the due date must be brought to the
attention of the DCEQ and the Head of Procurement immediately for further action.

The Procurement Unit shall prepare a report of all bids received, indicating the name
of the bidder and time of bid submission. The report shall aiso include all bids that
were disqualified due to late submission. The report should be prepared using the
provided bid receipt report template for review and sign-off by Head of
Procurement.

5.6.3 Modification and withdrawal of offers

At any time before the deadline of the submission of proposals and/or quotations,
King Faisal Hospital may for any reason, whether at its own inifiative or in response fo
o clarification requested by an invited firm or bidder, amend the request for bids.
Any amendment shall be issued in writing fhrough an addendum. Addenda shall be
sent by electronic mail to cll invited bidders and shall be binding on them.

King Faisal Hospital may aft its discrefion extend the deadiine for the submission of
proposals, if deemed necessary, to cliow bidders reasonable time fo take the
amendment into account. A bidder reserves the right to withdraw and resubmit ¢
proposal provided the tender period has not yet expired. However, multiple bids are
not allowed from the same bidder for the some item.

: A e
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5.6.4 Late and Unsolicited Offers

All invitations 1o bidders fo bid, through EOIs, RFQs, and RFPs shall include o set
deadline for submission of bids. All bids received ofter the submission deadiine shall
automatically be disqualified and recorded as non-responsive to administrative
requirements of the bid.

Bidders are also encouraged fo contfinuously submit their company profiles,
showcasing their expertise, experience, value proposition, legal registration and
compliance status, directors and senior management among others. This allows King
Faisal Hospital to understand the availability of various expertise and suppliers in their
operating markets. These submissions shall be recorded as unsolicited offers and shall
not be evaluated for purposes of award or scoring. The Procurement Unit shall
maintain a record of these submissions for future reference where such business
needs materiglize.

5.6.5 Rejection of offers

King Faisal Hospital reserves the right o accept offers submitted by bidders. All offers
not submitted in line with the instructions provided and requirements specified in the
bidding documents shall be rejected and refurned unopened if manually submitted.

Reasons for rejection of offers include;

a) Non-compliance with requiremenis: If an offer does not meet the
requirements set forth in the solicitation document, it caon be rejected. This
could be due to a failure fo submit required documents or information, or
because the offer does not meet the fechnical or performance specifications
required.

b) Late submission; Offers that are submitted after the deadline specified in the
solicitation document are generdlly rejected.

¢) Non-responsiveness: If an offer does not respond to the solicitation document
in a meaningful way, it may be rejected. This could include failing fo address
all required items or not providing a complete proposal.

d) Conflict of inferest: If a potential confractor has a conflict of inferest that
would prevent them from performing the work imparticlly, their offer may be
rejected.

e} Insufficient budget: If the budget for the project is insufficient to cover the cost
of the offers received, It may be necessary 1o reject some or all of the offers.

f} Lack of funding: If funding for the project is not available or is uncertain, the
procurement process may be cancelled, and ali offers may be rejected.

King Faisal Hospital shall follow established procedures cnd guidelines when
rejecting offers, and 1o provide clear and specific reasons for the rejection 1o ensure
tfransparency and faimess in the process.
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Communicating a rejection of offer to the supplier.

When communicating the rejection of offers, it is important to be clear, concise, and
fransparent. Here are some key steps to follow when communicating the rejection of
offers:

a) Provide a ciear reason for the rejection: i is important to clearly communicate
the specific reason why an offer was rejected. This could include non-
compliance with requirements, late submission, non-responsiveness, conflict of
interest, insufficient budget, or lack of funding.

b) Explain the decision-making process: Provide an overview of the evcaluation
and decision-making process that was used to evaluate the offers. This can
help to reassure unsuccessful bidders that the process was fair and transparent.

c) Provide feedback: If possible, provide feedback to unsuccessful bidders to
heip them understand why their offer was rejected and how they can improve
future proposals.

d) Follow established procedures: Make sure that the rejection is communicated
in accordonce with established procedures and guidelines, and that all
necessary documentation and notifications are provided.

e) Maintain confidentiality: While it is important to be transparent about the
reasons for the rejection, it is also imporiant to maintain confidentiality and
protect sensitive information, such as financial detdils or proprietary
information.,

f] Be professional and respectful: Maintain a professional and respectiul fone in
all communicatfions and avoid any longuage or actions that could be
perceived as biased or discriminatory.

5.6.6 Opening and Recording of Bids

All bids or proposals submifted monually should be time/date stamped upon receipt
and placed in a locked/secure location, such as a cabinet or safe until the bid
opening time and dafe. Access to the location shall be restricted to the person duly
authorized by the Head of the Procurement Unit.

{1) When a tender is o be awarded using non- electronic procedures, the opening
committee is comprised of members of HIB. In case of Hospital Tender Board
members absence, at least three members including a representative of Hospital
Tender Board, a Procurement staff (Non member of HIB) and End User
represenfative can carry out the opening process. The opening of bids is in a public
session notf lagter than one hour after the deadline for submission of bids.

{2) Bidders or ?heirrepresenfaﬁves may aftend the opening session. On each

_ e
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opened bid the following are read out loudly and recorded in the minutes reserved
for the opening session.

a. Names of the bidder and other details related to Bidder's identity;
b. The bid price inciuding the discounts, if any;

C. A bid security if it is required.

Before the opening of bids, a bidder or his or her representative may request the HTB
committee to read out any other information that the bidder may wish to be read
out but which does not prejudice other bidders’ interests. Each person who
participates in the opening session inifials on each or some key pages of the original
bid. A members of the Hospital tfender commiitee who participates in the opening
session also sign on the opening report.

Where the User Unit is finance or procurement, an independent unit shall be
nominated to wimess the bid opening process.

Access to the electronic platform where bids are received should be restricted until
the submission due date. Exceptions should be considered on a case-by-case basis.
The Procurement Unit should ensure that effective internal controls are in place fo
secure offers received via emai! including password protection of financial bids and
restricting access to the email account.

5.7 Bid Evaluation

The HTB shall conduct the administrative, technical and financial evaluation of
bidder responses/offers in line with the evaluation criteria specified in the RFP / RFQ
prepared under the definition of needs criteria in section 5.5.4 No other criteria shaoll
be infroduced during bid evaluation. The evaluation methodology and criteria shall
be part of the solicitation documents.

5.7.1 Bids validity period

The tender document determines the bid validity period. This period shall range from
60 days to 120 days, from the date of bids opening, ond this shall depend on the
type of the tender and preferred procurement method. The Hospital tender board
shall make sure that all received bids are evaluated before the bids validity period
expires. Where necessary the Hospital tender board shall request for extension of
bids validity but this shall not exceed 60 days and it must be accepted by all
bidders.
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5.7.2 Bid security

a.When is if used

All tender proceedings conducted under open and restricted tendering process
are subject fo a bid security.

b. When is it released
The procuring entity may return the bid security within seven {7) days from the date

on which:
1° the tender awarding process is cancelied:

2°the procuring entity redlizes that no  successful bidder is obtained;

3° the procurement contract is signed.

. Amount of bid security

1. For tenders of works, goods or supplies, consultancy services and non-consultancy
services requirng a bid security, the procuring entity defermines its form and
amount.

The amount of the bid security may be a percentage of the tender estimated
budget as follows:

2% of the value of the tender whose estimated budget is less than FRW 100,000,000;
From 1.5% to 2% of the value of the tender whose estimated budget is from FRW
100,000,000 to FRW 500,000, 00C;

From 1% and 1.5 % of the value of the tender whose estimated budget is from FRW
500,000,000 to FRW 1,000,000,000;

from 0.1% to 1% of the value of the tender whose estimated budget is above to FRW
1,000,000.,000.

2 The bid security for a bid of a jeint venture is submitted in the name of that joint
venture.

The Procurement Unit is responsible to carmry out the confirmation of bid securities
from the given Financial insurance (Bank or Insurance Company)

5.7.3 Evaluation for Complex Consultancy Services
In the cose of compilex solutions (Management Information Systems or highly
technical IT solutions) or highly specidlized services such as specialized medicdl
research and development project, the HIB shall conduct the technical evaluation
in accordance with the stated criteria with modifications as deemed appropriate.
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The team members shall individuailly score the different technical elements of the
proposed solution/services. The individual scores shall be collated by the
procurement lead. The team shaill convene to discuss any variations in the scores
and observations made during the evaoluation. Bidders that do not meet the pre-
established minimum score shall be eliminated at this stage.

At any stage during the evaluation process, the HIB through the Head of
Procurement may seek clarfication from the bidder in writing, on any unclear
elements, if this shall be necessary for the appropriate assessment or scoring and
cotrect ranking. However, this shall not include amendment of the proposed
services/solutions. Bidders may also be invited to make presentations related to their
proposal if required to help enhance understanding of their responses.

Criteria for evaluation of consultancy services
The criteria, sub-criterioc and point system for the evaluation of full technical
proposals are:

a) General experience of the firm in the field: 510 15 points;
b} Relevant experience in similar services: 10 to 20 points;
¢) Quality of the methodology proposed: 20 1o 30 points;
d} Qualifications and experience of the key personnel: 40 to 60 points;
e} Transfer of knowledge or technology: 0 to 10 points (where
applicable);
f} Partficipation of Nationals: 510 10 pecints {where
required).
Total points for the four criteria: 100 points
The minimum technical score St required o pass is: {70 to 90%)

The formula for determining the financial scores is the following: §f = 100 x Fm / F, in
which S is the financial score, Fm is the lowest price and F the price of the proposal
under consideration.

The weights given to the tfechnical and Financial Proposals are:
. I= [Normally between 0.7 and 0.9], and
o P= [Normally between 0.1 and 0.3]

5.7.4 Evaluation of Individual Consultants
The individual consultants shall be evaluated using the following three sub-criteria, as
refevant 1o the task:
» Generdl gudlifications: {(general education, fraining, and experience}: [20%]
* Adequacy for the Assignment: {experience in the sector/similar assignments):
[70%]
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e Relevant experience in the region: {working level fluency in locdl
language(s)/knowledge of local culture or administrative system, government
organization, efc.): [10%]

» Total weight: 100%

The individual with the highest technical score should be selected for financial
negoftiations.

5.7.5 Financial Requirements

Financial evaluation is the process of comparing offers to the financial criteria
defined in the solicitation documents. This shall eniall a comparison of the proposed
cost for the bidders who meet the mandatory requirements and have attained the
minimum technical scores. The weight that financial proposal carries in the selection
of a bidder shall depend on the importance of the item being procured and the
procurement type. When evaluating goods, price comparison should be done
based on lifecycle price/cost, including transportation, setup, and maintenance
costs and insurance, where applicable.

in defining the program’s needs, all relevant cost components should be identified.
This allows for a financial evaluation based on the total cost of ownership (including
consultants costs, equipment acguisition cost, installation, commissioning, training,
special packaging, etc.). All these price components must be identified up front and
should be included in the program requirements.

Finally, in order to facilitate the comparison and financicl evaluation process, it is
important to request a breakdown of the financial information. This is particularly
essential in the case of proposals.

In the case of quotations for the supply of goods, the lowest price serves as the
overriding measure upon which 1o award a contract from among the suppliers that
meet the minimum specifications required, uniess the offer is rejected for a specific
reason {e.g., the bidder fails to quote on the product requested or fails to deliver the
quote within the specified time frame}. This, however, does not apply to works and
services.

In the case of specialized consuliancy services, fechnical scores serve as the
overriding measure upon which to award a contract among those bidders found to
be technically compliant/ responsive o the reqguirements, uniess the offer is rejected
for a specific reason (e.g., the bidder failed to bid on the product, civil works or
services requested or failed to deliver the bid within the specified time frame).

The following additionat consideration shall be made during financial evaluation:
i, Conversion to a common currency: The Procurement Unit shall specify bidding
currency in the ITB documents. However, circumstances may arise where
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bidders submit their bids in a different currency. In order fo convert bids fo @
single currency for evaluation purposes, the HTB shall use the Local Central
Bank or equivaient Exchange Rates applicable on the day of the bid closure.
ii. Correction of arithmetic emors: The HTB should carefully review offers to identify
potential arithmetic errors and to ensure consistency of quantities and prices.
Quantities and price specifications should be the same as those prescribed in
the ITB documents. The total price per line item should be the resuit of
multiplying the quantity by the unitary price. In cases of discrepancy, the
unitary price shall prevail in the recalculation. Unit price spelled out in words
shall prevail over numeric prices in cases of discrepancy or arithmetical emors.

The HTB shall correct all arithmetic errors and inform the affected bidder of changes,
if applicable. A bidder must accept such arithmetic corrections or the bid in
question shalt be rejected.

5.7.6 Evalugtion Report

An evaluaiion report documenting the evoluation process shall be prepared by the
Procurement Unit. The evaluation report shall include the names of the HTB members
and must be signed by all staff involved in the evaluation process.

An evaluation report shall be prepared for each evaluation. All members of the HTB
shall sign the evaluation report. Where a bid is submitted using the one stage-one
envelope bid submission method, o combined evaluation repert shall be prepared.
The evaluation report should be accompanied by the following documents:

i. Bid opening report,
ii. Bid documents evaluated;
iil. Bid prices and currency conversions {if applicable):
iv. Correction of arithmetic errors
v. Signed off individual technical evaluation scoring sheet;
vi. Summary of the evaluation process (signed by dll technical evaluation
reviewers);
vii. Clarifications requested (if applicable);
vili. Any rejection. and proper justification for the rejection of bids:
ix. Identification of the best offer;
x. Non-disclosure agreements for external consultants involved in the evaluation
process {if applicabie); and
xi. Background checks of the top bidder, including affirmative checks stating
that the bidder is not debarred by King Faisal Hospital and or appearing on
the sanction lists as provided in this manual.
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A combined technical and financial evaluation report shall  contain
recommendations on:

s ihe best evaluated bidder and the evaluated price;

e whether the recommended bidder should be subject to post-qualification:

e whether negoftiations shouid be held with the recommended bidder;

e the price of the proposed coniract, subject to any changes following
negofiations;

5.7.7 Clarification from Bidders during evaluation

In principle, offers are evaluated based on the information submitted by the bidder.
However, in some cases, the HTB shall require clarification from bidders affer offers
have been submitted. The objectives of these clarifications are to explain some
aspects of the offer. Under no circumstances should they delete, add or modify the
original offer.

Any clarifications or communication with bidders after they submif the bid should be
in writing and responded to within 5 days. Clarifications requested by the HTB should
contribute to fully understanding the offer. The most suitable way of requesting
clarifications is through written correspondence, and o deadline should be provided
when communicating with bidders. All such correspondence should be coordinated
by the procurement unit and recorded in the procurement file.

5.7.8 Deviation from the procurement requirement

In some circumstances, offers may deviate from requirements or criteria stipulated in
the bidding documents. Deviations may be “major / significant™ or “minor / non-
significant”.

Major / significant deviations:
e Affect the scope and quality of the coniract;
« Limit King Faisal Hospital righis or bidders' obligations; and
« Unfairly impact the competitive position of other bidders.

A bid that is “substantially responsive” but has minor commercial or technical
deviations should be retained for a more detailed evaluation and shouid not be
rejected. For example, a bid offering goods with minor deviations from the technical
specifications which do not affect the suitabllity of the goods for the infended use
should not be rejected. The minor deviations are unlikely to have a negative impact
on the project implementation.

5.7.9 Due Diligence of Recommended Bidder/Consultant
All evaluated bidders shall go through a due diligence screening process to ensure
they comply with King Faisal Hospital bidder requirements such as legal registration
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and status, development partner and government guideline requires, good financial
standing and ethical practices.

King Faisal Hospital shall conduct a due diligence assessment on the substantially
responsive and bidders in order to ascertain the authenticity of the information
provided in their bids; the level of satisfaction/ quality of work performed for previous
clients; litigation record; industry and business repuiation; financial solvency and any
other reason as shall be defermined by King Faisal Hospital. A combination of
desktop due diligence {including reference checks), site visits or expanded due
diligence [conducted by an external service provider} should be conducted.

Site visits or expanded due diigence should be conducted on a need basis or as
predetermined based on:
i. The nature and the complexity of King Faisal Hospital procurement needs.
ii. Eligibility requirements; including donor requirements.
iil. Overall risk rating of the bidder and profile following the desktop due
diligence.

During the site visit the HIB feam (procurement, finance and user unit} shall reaffirm
or assess information predetermined at desktop due diligence level. Alternatively,
the expanded due diligence can be caried out by an independent third party
(paid for by King Faisal Hospital) before being considered for approval. The due
diligence assessment shall be documented and inform decision making for supplier
prequdlification and or confract award where the prequalification process is
conducted concurrently with the sourcing process.

5.7.10 Cancellation of Bid
King Faisal Hospital may decide o cancel the bid procedure at any stage subject to
the existence of a proper justification. Some possible reasons for canceilation
include:
a.The bidding procedure has been unsuccessful, Le., nho qualitatively or
financially worthwhile tender has been received or there is no or poor
response;
b.The economic or technical data of the project has been fundamentally
altered.
c. Exceptionatl circumstances or force majeure render normal performance of
the contract impossible;
d.It is determined that the services/goods/works are no longer needed or would
not cid in the afttainment of intended organization objectives;
e.The lowest responsive offer significantly exceeds King Faisal Hospital's
estimation and the financial resources available; and
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f. There have been irregularities in the procedure, in parficular, where these
have prevented fair competition.

In ihe event of cancellation of a bid, bidders must be notified of the canceliation by
the Head of Procurement or his delegate. Such bidders shall not be entitled 1o any
compensation. For manual submissions, where the fender procedure is canceled
before the envelopes are opened, the unopened and sealed envelopes must be
returned to the respective bidders.

All King Faisal Hospital staff must be aware that cancellation undermines the
hospital's credibility and its position in the market. King Faiscl Hospifal should make
proper use of tools such as procurement planning, market surveys or stakeholder
management, in order to avoid as much as possible, the need for cancellation of
any bidding process.

5.7.11 Procedures for evaluation of bids

Upon receipt and opening of offers, the evaluation process shall commence and be
conducted according to the evaluation criteria and method defined in the
solicitation documents. Under no circumstances may a new or revised evaluation
criterion be infroduced during the evaluation of offers, nor the method of evaiuation
be changed. These regulations ensure fransparency and foimess during the
evoiuation process. The evaluation process includes the following steps:

a. Establishment of an evaluation team;

b. Preliminary evaluation (to be undertaken by the Procurement Unit. This process
evaluates bidding documents to ensure all mandatory requirements are
included and areport presented fo the HTB C for concurrence;

c. Technical evaluation (in case of iwo-envelope evaluation, this requires
compietion of the technical evaluation report and the opening of financial
offers);

d. DCEO and/or the approving authority shall adjudicate the bids for the
provision of goods, services, and works based on recommendations made by

~ the HTB in line with the approval mandates;

e. Financial evaluation;

f.  Negotiations; and

g. Preparation of overall evaluation report including the selection of the bidder.

The Procuring Unit and HTB cannot negotiate with the bidders during the evaluation
stage. This would lead to a modification of the inifial condifions set out in the bidding
document (e.g., a significant change in the scope of the project or the conifract
price).
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5.8 Nofification of tender award

The bidder whose proposal or offer attains the highest score in accordance with the
evaluation criteria in the solicitation document is selected for award, subject to
safisfactory conciusion of negofiations. King Faisal Hospital nofifies the successful
bidder of its selection ond at the same fime inform all other bidders of the decision.
In the absence of a claim by any other bidder within four (4} days from the date of
that notice, the procurement confract with the successful bidder 15 signed by both
parties.

5.9 Complaints, Appeal or Review Procedure

5.9.1The Right to Appeal or Review

A prospective bidder or actual bidder may, at any stoge of the procurement
proceedings and in accordonce with this manual, apply for a review or appeal of
any conduct in the procurement proceedings with respect to this manual or any
other procurement regulations. The appeal wil be addressed to King Faisal Hospital
Deputy Chief Executive Officer (DCEO}.

5.9.2 Appeal or Request for Review

A request for review is admissible only if the complainant has submitted it to King
Faisal Hospital within seven {7) days from the occurrence of the regson for such a
request for review. The appeal or request for review shall be acceptable if it explains
a specific act of omission or commission contravening the procurement
requirements as laid in this manual or other procurement regulations. The
complainant or appeal shall show the injustice committed against him/her resulting
from the contested decision and the appeal shall be done in writing.

The request for review shall include the following:

a) The organ to which the review is addressed;

b) Identification of the compiginant: names address and telephone number;

c) Decision against which the review is requested;

d) Date on which the decision was taken and when the complainant became
aware of it;

e} Signature or thumb print of the applicant;

f) Copy of tfrading license and company registration certificate.

Upon receiving the request for review, the DCEO shall suspend the procurement
proceedings and issues the response within seven (7} calendar days, a written
decision explaining the reasons on which the decision is based when the request for
review is considered not to be founded, or indicating the comrective measures to be
taken if the request for review is founded.

_f-' e
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If the DCEO fails to issue a decision within seven (7} calendar days from receipt of
the complaint, an additional period of 4 calendar days wil be odded and
communicated to the Complainant.

However, the review by the DCEO shall not apply for the tender which is not
awarded in open competition.

The DCEO shall wait for seven (7) calendar days from the date on which the bidder
who requested for review received the decision on such & review before
proceeding with the tender or confract awarding process. If the DCEO considers the
request for review founded, the DCEO will recommend the re-evaluation.

In case the complaint is not founded or inadmissicle, the Complainant will be
communicated about the review resulis, and the DCEO will therefore recommend
to proceed with the tender process.

5.10 Contract Negotiations and Award

Negotiations are discussions or “exchanges” with a potential bidder(s), prior o the
award of a contract in either a competitive or sole source situation with the intent of
allowing the potential bidder(s) to provide their best financial proposal(s). In
principle, this is to ensure the best value for money is ottained but without
compromising the principle of fair and equal freatment of bidders.

The Head of Procurement is responsible for coordinating all negotiations for the
tenders that are subjected for negotiation, and discuss, finalize certain details of the
contract, prior to its conclusion. The number of negotiation commitiee members
sholl depend on the value and complexity of the procurement bui does not fall
below 3 members.

5.10.1 Contract Negotiation Committee

Contract negotiation committee is comprising of a representative of the End User
and Procurement Unit. The Legal Advisor may also be part of the negotiation feam
when it is judged needed by the DCEC {Chief Budget Manager), specifically on
complex contracts.

The negotiation of contract should take place after provisional nofification of tender
award. Negotiation will be done with successful bidders in accordance with HTB
evaluation ranking.

In case of the negotiation process failure at the 39 ranked bidder, the Procurement
Unit will proceed 1o the re tender.

The final nolification and coniract award should reflect the negofiation resulls.
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5.11
5.11

d.

Receipt of Goods, Works, and Services

.1 Receipt of Goods

King Faisal Hospital shall appoint a receiving committee depending on the
nature of supplies. This will defer from medical and non-medical supplies. A
member of the user department, shall always be part of this committee

When goods are delivered to King Faisal Hospital offices, a delivery note shouid
accompany the deliveries.

Deliveries should be forwarded to the Requisitioning or Beneficiary Unit for
ratification of goods delivered. The recipient should initial the delivery note as
evidence of acceptance of goods delivered.

The receiving committee, fogether with supplier shall perform an inspection of
delivered good and or consumables in gccordance with pre-deftermined
technical specifications

If in apparently good condition, a Goods Receipt Note should be raised or the
delivery note may be signed 1o acknowledge receipt and inspection.

If signs of tampering are visible, the level of damage should be assessed.

In case the goods need to be returned, the Unit shall make a note on the
delivery note stating the reason for decline e.g., “cases broken”, "contents
lacking”, and “cartons opened with the sign of pilferage”.

Where possible, packages should be weighed to determine differences between
declared and actual weights, documenting any discrepancies in the delivery notes.

511
a.

b.

.2 Receipt of works

After contracting, the User Unit shall engage the bidder for the delivery of the
contracted works.

The User Unit shail ensure that the works are provided in line with the contract
terms.

. The User Unit shall monitor progress 1o ensure there are no deviations from the

proposed deliverabies.

Where deviations are noted, the User Unit shall engage the bidder to develop
mitigating measures and ensure fimely delivery of works as per the
specifications.

Where the deviations are not addressed by the mitigation measures and the
bidder fails to deliver as per the BOQ, King Faisal Hospital may consider
disengaging the bidder.

Upon successful completion of the confracted works and submission of o
project closure report by the bidder, King Faisal Hospital shall issue the bidder
with a works receipt note. The project closure report which shall be used by King
Foisal Hospital management fo: |
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iv. Review and assess the success of the project against the bill of quantities;

v. Confirm outstanding issues, limitations and recommendations; and

vi. Identify all the tasks and activities completed before issucnce of work
receipt note.

5.11.3 Receipt of services

d.

b.

After contracting, the User Unit shall engage the service provider for the delivery
of the contracted services.

The User Unit shall ensure that the service is provided in line with the contract
tferms.

The User Unit shall monitor progress to ensure there are no deviations from the
proposed deliverable timelines.

Where devigtions are noted, the User Unit shall engage the bidder to develop
mitigating measures and ensure timely delivery of services.

The User Unit shall send the final deliverables and the specific contract as proof
of service delivery.

5.11.4Invoice Handling

a.

All bidders’ invoices shall be sent to the finance department. Upon receipt,
invoices are sent directly to the User Unit for verification and comparison against
the PO/contfract (prices, quantities, service deliverables, extensions or
additions).

The User Unit acknowledges receipt of goods and/or services through a Goods
Receipt Note or Service/Works Receipt Note/approval of reporis.

Anomallies with the agreed terms and conditions are brought fo the attention of
the Head of Procurement for appropriate action.

The Head of User Unit approves the GRN (Goods Received Note} and
acknowledges the invoice

The approved invoice and GRN are then forwarded to Director of Finance for a
final check and approval before payment is made.

Procurement or and Finance Unit maintains an up-to-date record of orders
placed but not yet fulfiled, to ensure that the supplies are timely delivered.
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CHAPTER 6: CONTRACT AWARD AND ADMINISTRATION

6.1 The Basis of Contract Award

King Faisal Hospital shalt not engage bidders or service providers to commence
supply of goods, provision of services or execution of works without duly approved
confract. The objective is to ensure that there is a binding legal agreement between
King Faisal Hospital and the bidders that clearly spells out the obligations of either
party. User Units and Procurement Unit shall award contracts within the period of the
offer's vatidity, to the bidder that meets the prescribed requirements and whose bid
has been determined to:

¢ Be substanfially responsive to the solicitation documents, and
o Offer the best vaive for money, where applicable.

Where price is the sole determinant in making an award, the contract is awarded to
the lowest evaluated offer, where all technical criteria are met. The term “lowest
evaluated offer” comprises, where possible, the costs of additional components,
such as life cycle costing (i.e., running and maintenance costs) amongst other
qualified and responsive competent offers. However, in the case of proposals, a
contract is awarded to either:

s A bidder, who obtains the highest cumulative score of both the technical and
financial proposals combined; or

* A bidder who attains the highest technical score where the financial proposal
is not an evaluation criterion.

6.2 Performance security
6.2.1 Submission of performance security

i) The procuring entity requests the successful bidder to submit a performance
security before signing a confract depending on the value of the coniract, nature
activities to be carried out and associated risks

ii} The performance security does not generate interest and is determined in
accordance with the form provided for in the tender document.

i} When the contract execution period is extended orits value is increased, the
confractor extend the vdalidity period of the performance security and increase its
amount accordingly.

i) The updated procurement manual determines further modalities for applying the
Performance security stated under paragraph (1) of this Arficle on different
firesholds. depending on the nature and value of thefender.
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iv] For a framework agreement, the procuring entity requires the performance
security per each purchase order exceeding volue determined by the procurement
manual of the procuring entity.

vi} For national tenders, the performance security is provided within 10 days from the
submission dafe of the invitation lefter to sign the contract.

vii) For international tenders, the performance security is provided within 15 days
from the submission date of the invitation letter to sign the confract.

6.2.2 Amount and period for submission of performance security

i) The contract is signed after the procuring entity has received the performance
security when required

i)y Where applicable, the performance security value cannot be less than 5% or
more than 10% of the procurement contract value

The amount of the performance security may be a percentage of the contract
vaive as follows:

(a} 5% of the value of the contract whose value exceed FRW 500,000,000;

(b) 6% of the contract price whose value between FRW 100,000,000 FRW to FRW
500,000,000:;

(c} 7% of the contract price whose value i between FRW 50,000,000 to ERW
100,000,000;

{d) 10% per cent of the contract price whose value is between FRW 20,000,000 to
FRW 50,000,000,

(e} For framework contracts, the performance security will be requested based on
the total estimated confract amount.

(f) The performance security is not requested in cases of justified emergencies
specifically for procurement of medications, consumables and laboratory reagents

6.2.3 Non-requirement of a performance securily for tender
1) The performance security is not required for the following tenders:
a) Any tender for consultancy services

b) A tender whose amount does not exceed Twenty (20} million Rwandan Francs for
non-medical

e
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2) For the case stated under paragraph {1}, the successful bidder shall only submit
the performance securing declaration.

King Faisal Hospital, deserves the right to confirm the authenticity and validity of the
provided performance security

6.3 General Provisions
Contracts executed shall clearly define:
a. The nature of the goods, civit works and/or services being procured;
b. The guantity being provided;
c. Contractual or unit price;
d. Duration of the contract;
e. Conditions to be fuffilled, including applicable King Faisal Hospital general
terms and conditions;
Terms of delivery and payment;
g. Name and address of the supplier;
h. Tox rates and amounts;
i. The rights and obligations of Rwanda King Faisal Hospital and of the supplier;
and
j. Performance clause;
k. Termination clause

—
:

Modifications and/or additions to King Faisal Hospital General Terms and Conditions
are prohibited. However, if required and expressly approved by Legal advisor and
DCEQ, special conditions appropriate to the nature and location of the assignment
may be supplemenied to the standard Terms and Conditions. Where performance
security is required to ensure performance during the warranty period, a confract
should be signed only upon receipt of the performance security in the form of a
bank guarantee or performance bond.

6.4 Types of Contracts
The following types of contracts are referred to under this manual:

6.4.1 Purchase Orders (POs)

All procurement costs incurred by King Faisal Hospital Rwanda must e supported by
a Purchase Order [PO) and must contain stipulated provisions in section 8.2 (General
Provisions). However, services confracts or framework agreement, one off contracts
may be used in place of a purchase order where the amount payable and terms of
reference are clearly stipulated in the contract and are not subject to change.

Goods, un-repefitive and low-value non-consulfing services shail be confracted
through purchase orders. All POs should have unigue identifying system numbers {PO
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number} for reference, Local purchase orders (LPOs) shall be valid for a period of 40
calendar days after the final approval datfe. Bidders shall be required to deliver the
goods or services within the é0-day period.

For international purchases, POs shall be valid for a period of 90 calendar days after
the final approval dale. Bidders shall be required to deliver within the ?0-day period.
If the bidder is not able to deliver within the set timelines, extensions shall be given if
the bidder reports the deadline constraints through written communication and the
extension is approved by the Head of the User and Procurement Unit,

6.4.2 Framework Agreements

Framework contract is used where there is a need fo have speciclized services “on
call” and the extent and timing of the requirement cannot be defined in advance;
or for requirements which are needed repeatedly or contfinuously over o period of
time and having the requirement avoilable on a “call off" basis would reduce
procurement costs or reduce fead fimes. Examples of goods and services fo be
procured through framework agreemenis include but are not limited 1o office
supplies, hospital  consumables and conference services, cleoning services,
maintenance services, calering services, securilty services, ediforial, and
procireading services, office supplies etc. Mulfiple framework agreements could be
executed for one procurement category and purchases done through call-off
purchase orders on a rotational basis, where applicable.

Bidders offering repetitive goods and non-consulting services to King Faisal Hospital
shall be prequalified every three vyears and engaged through framework
agreements. The framework agreements shall define standard rates per activity and
the bidder shall refain these rates for one year after signing the framework
agreement. The framework agreements shall be valid for one-year renewable twice
subject to satisfactory performance and budget availability. Bidders with framework
agreements shall only be engaged for the category of goods, works and non-
consulting services they were prequalified for.

The procedure for procurement under framework is as follows:

i. The User Unit initiaies procurement by completing a purchase requisition (PR)
forrm.

i. The PR form is then submitted to the head of the User Unit for approval. The
head of the User Unit confirms the accuracy of procurement needs before
approval.

iii. The PR form is submitted to finance to confirm the availability of funds in line
with the approved User Unit budget.

\
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iv. The PR is then submitted to the Head of Procurement for final review prior to
issuing a PO to the bidder for supply. The PO shall be approved as per the
defined mandate.

All stock items and commonly/repetitively required goods and non-consulting
services shall be procured through framework agreements/coniracts. The main
objective of framework contracting is to save on tfransaction processing fime,
consolidation to save on cost and also obtain the best Value for Money through
cutting down on the fransactional costs of the routine services or products.

Framework agreements shall not be used for specialized or complex consulting
services. Depending on the natfure of the required items/services, fromework
agreements can be entered into with more than one provider for the same item to
ensure competitive procurement and call off orders shail be issued on a rotational
basis to avoid bias procurement. Framework confracts shall be for a period of one
vear renewable twice, however, bidder performance shail be done annually and
King Faisal Hospital may terminate or suspend o framework agreement if the
performance of the bidder is not satisfactory.

6.4.3 Consuliancy Contracts

The consultancy agreement shall be used for consulting services. These include but
are not limited fo: audit services, legal services, project management services,
fraining ond capacity building, advocacy and policy development etc.

Consultancy contracts are categorized as below:
o Lump sum (fixed);
o Time-based {variable]; and
o Retainer fee,

6.43.1 Lump sum confracts

Lump-sum contracts shall be used mainly for assignments in which the scope and
length of the services and the required outpui of the consulfant are precisely
specified and for these reasons, the consuitant can generally control the scope of
work and duration of services.

Under a lump sum confract, King Faisal Hospital agrees to pay the consuliant a fixed
sum of money for certain services or works of specified technical characteristics,
such as study report, projiect design, and tender document, to be delivered within o
specified deadline, the quality of which can usually be readily assessed.
Remuneration is fixed for the life of the coniract, and no physical or price
contingencies are normally provided. Payments shall be made in accordance with
a contractually agreed upon schedute at the delivery of agreed-upon deliverabiles.

_
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If payments are fo be made against a schedule of the percentage of work
completed, then, as a minimum, a progress report and supporting evidence that the
work has been completed should be submifted.

Lump sum coniracts shall be used:

¢ In relatfively simple and clearly defined assignments such as planning and
feasibility studies, environmental studies, defailed design of infrastruciures,
preparation of databases, and surveys,

* In cases of sophisticated and clear-cut assignments in which external factors
generdlly do not influence {delay or substanticlly change) the outcome of the
advice or study being provided.

The lump-sum contract is easy for King Faisal Hospital to administer and requires little
minimal supervision, as no matching of inputs 1o payments is required.

64,32 Time-Based Contracts

Under this type of contract, the consuliant provides services on a time basis
according to guality specifications, and the consultant's remuneration is based on:

o Agreed upon unit rates for consultant staff multiplied by the actual time spent

by the staff in executing the assignment; and

¢ Reimbursable expenses using actual expenses and/or agreed on unit prices.
Time-based confracts fransfer cost risk to King Faisal Hospital. They require a system
to monitor and control assignment progress and costs because consulting firms have
Incentives to put more rescurces on the job, including more senior resources.

Time-based contracts should be assigned time-based project work plan and
milestones to ensure the time spent on the assignment is accounied for. The Heads
of the User Unils should approve the consuliant's fimesheets o mifigate the risk of
consuliants charging unproductive hours to King Faisal Hospital.

Time-based contfracts are recommended when:

a)The nature and scope of the services are such that the TOR cannot be
established with sufficient precision, as may be the case for complex or
unusual assignments that are difficult o define, such as management of
complex institutions or studies on new approaches;

b}A consuttant is seconded to King Faisal Hospital as an employee or on a
capacity buillding engagement for a specified period of time;

c)The duration and quantity of services depends on variables that are beyond
the confrol of the consultants, or the services are related fo activities by third
parties—for instance, supervision of implementation assignments; and

d)The output required of the consultants is difficult To assess, such as for
technical assistance, institfutional development, or emergency situations, in

.

N
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which King Faisal Hospital needs, assistance may evolve during execution of
the assignment.

This type of contract requires King Faisal Hospital to closely supervise consultants and
to be involved in the daily execution of the assignment. King Faisal Hospital
management is usually aware of who is working on the job and the nature of each
expert’s task. While monitoring fime-based contracts, King Faisal Hospital shall use a
systematic approach to ensure that both parties are fulfiling their obligations as per
the terms of the contract. Here are some steps that can be taken to monitor time-
based contracts:

a} Establish clear milestones (KPl) and deadlines: Ensure that the contract clearly
defines the fimeline and milestones for each deliverable or service. This
includes start and end dates, specific deadlines for each deliverable, and any
other relevant milestones or key performance indicators (KPIs).

b} Create a tracking system: Establish a fracking system that allows you to monitor
progress and milestones as they are met. This could be a simple spreadsheet or
a more sophisticated project management tool.

c) Regutar check-ins: Schedule regular check-ins with the other party to review
progress and discuss any potential issues or concerns. This helps to keep both
parties accountable and on track.

d) Document everything: King Faisal hospital sholl keep detailed records of all
communications, including emails, phone calls, and meetings. This
documentation can be used to resolve any disputes that may arise later on
between both parties.

e) Escalation process: Establish an escalation process for any issues that cannot
be resolved through regular communications. This could involve escalating the
issue to a higher authority such as DCEQ or involving a mediator.

By following these steps, you can effectively monitor time-based contracts and
ensure that both parties are fulfilling their obligations os per the terms of the
confract.

6.4.3.3 Refainer fee confracis

This type of contract shall often be adopted to remunerate financial, management
or legal advisers who assist King Faisal Hospital in ifs operations. In such cases,
consultants shall be required to quote a retainer and/or a success fee in some
cases. Procurement for retainer fee confracts involves identifying and selecting
service providers who shall provide services to an organization for a set period of
time atf an ogreed-upon fee. The following are the steps that can be taken to
conduct procurement for retainer fee contracts:
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a} Define the Scope of Services: The first step is to define the scope of the
services required. This involves identifying the specific services required, the
period for which they shall be required, and any other relevant deftails.

b} Identify Potential Service Provider: Once the scope of services has been
defined, the next step is to ideniify potential service providers or consultants
who can provide these services. This can be done through a search of industry
directories, referrals, or through a request for proposat (RFP).

¢} Prepare and issue an RFP: If an RFP is used, it should outline the scope of
services required, the expected outcomes or deliverables, and the evaluation
criteria. it may also include the retainer fee that the service provider is
expected to charge for the services.

d) Evaluate Proposals: Once the RFP has been issued, the proposals received
from potential service providers should be evaluated based on the evaluation
criteria outlined in the RFP. This can include factors such as experience,
quallifications, and pricing.

e) Negotiate a Confract: After the evaluation process, negotiations can begin
with the selected service provider or consultant. This should involve agreeing
on the ToR or scope of services, the retainer fee, the payment terms, and any
other relevant details.

f) Sign the Contract: Cnce the negofiations are complete, the contract can be
signed by both parties, and the supplier can begin providing the services.

g) Manage the Confract: Finally, the contract shouid be managed throughout its
duration to ensure that the supplier is meeting the agreed-upon requirements
and that payments are made in a timely manner.

6.4.4 Performance Clause

Provisions for liquidated damages or similar provisions, generaily established of one
percent of the total contract amount per week, shall be included in the conditions
of the contract when foreseeable delays and delays within the control of the bidder
result in extra cost or loss of revenue or loss of other benefits to King Faisal Hospital.
Such a provision provides a claim of right to remedies, deducting « fixed
percentage for each day or week of delay as compensation for losses sustained in
the case of non-performance or late performance. The performance clause should
be included in all King Faisal Hospital contracts.

4.4.5 Confract Amendments
Once a coniract has been awarded and signed, the User Unii, in consultation with
the Head of Procurement, is permitted to amend provisions in one of the following
situations:

o Extension of the validity period; or
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¢ Addenda to the confract ie., in furtherance to the execution of an original
contract, additionally related goods, civil works or services are to be rendered
by the same entity. An omendment to the coniract should not exceed 20% of
the initial contract vaiue.

Contract extensions shall not be done for unretated goods, civil works or services. All
amendmenis must be requested by the Head of the User Unit citing the revised
contract provision(s], the original provision(s) and the affected specifications,
statement of works or TOR. Further, all amendments should be submitted for review
through the DCEO and/or the HTB depending on the size of the coniract.

5.4.6 Procedures for confract amendments
The User Unit shall initiate all contract amendments. The Head of the User Unit shall
communicate to the Head of Procurement the intention to amend an existing
confract. The procedures shall be as below based on the type of amendment:
1. Coniract timeline extensions
o The Head of User Unit shall justify the request for contract amendment,
supporting the reason for the amendment, provided by the
supplier/contractor
o The Procurement shall assess the rational of such request for contract
amendment and invite the HTB for further anclysis and approval.
Inadeqguately supported request, thoroughly analyzed by HTB, shall be
subjected to relevant penalties
o Where necessary, KFHR, shall invite the concerned contractor for
substantial contract management practices
o HTB shall assess the reasonableness of time extension in accordance
with the progress of supplies, works or services

4.5 Advance Payments

Except where the normal commercial practice or the interests of King Faisal Hospital
50 require, no contract or purchase order shall be made on behalf of King Faisal
Hospital requiring an advance payment(s) for goods or the performance of
contractual services. if an advance payment is agreed to, cll reasons thereof shall
be documented. Advance payment, in all cases, should not exceed 20 percent of
the total confract amount and the suppliers shall be required to obtain and submit
an advance payment guarantee of an equivalent amount.

Examples of activities that may justify an advance payment are:
o Mobilization costs {cCivil works);
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o Start-up costs (services): or
o Design costs.

The reasons for any exceptions shall be documenied and handied appropriately. in
the case of progress payments, the DCEO may, where appropriate fi.e., in the
interest of King Faisal Hospital), authorize such Payments. Progress payments,
however, should be linked to the successful compiletion of requested deliverables.
To recover an advance payment, progress payments and the final payment shall be
subject to o percentage deduction eqgual to the percentage that advance
payment represents over the total price of the contract,

6.6 Breach and Termination of Confract

6.6.1 Bredach of contract

Suppliers and or contractors are liable for any material breach of their contfractual
obligations. A material breach Is defined as when King Faisai Hospital is deprived of
significant value reasonably expected from the confract. if a supplier materially
breaches an obligation{s), the Procurement Unit should provide written notice to the
supplier, with a copy to the DCEQ, allowing the bidder o commercially reasonable
period of time to cure the defect. In the event that the bidder fails to cure the
alleged breach, the Procurement Unit must inform the DCEO for further actions

8.6.2 Cancellation and Termination of contraci
A contract can be cancelled or terminated when;
o There is o material breach of the entire contract, and the breach has not
been cured or waived: or
o The agreement acliows cancellation for the breach.

King Faisal Hospital or the bidder may terminate the services contracted or suspend
its operation by giving up o 30 days’ nofice in writing to the other at any time.

For medications and consumabies, a suitable purchasing process (RFQ, simpilified, ..
may be initiated in case of Supplier delays or failure io deliver, without waiting for
termination to happen.

for an open tender process to be compieted,

Termination process or suspension under this clause shall be without prejudice fo any
rights that may have accrued for either party before termination or suspension and
all sums due to either party shall become Payable when termination or suspension
takes effect.

R ri— A ——y
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procuring entity still wishes 10 seek termination, the Procurement Unit should contact
the Legal advisor and the DCEO for guidance and approval.

Q) Procedures for Confract Termination

terminate any active contract or relationship with g bidder;
i. The Legal advisor shall assess the provisions and reasons for termination in the
signed contract:

Note: The Head of User Unit shail send the termination nofice and communication to
the bidder’s communication channels stated in the confract

6.7 Dispute Resolution

Any contractual dispute, shall on the first instance be resolved amicably. The second
level of dispute resolution shall be through a mediator agreed upon by both parties,
beyond this the dispute will be referred fo the competent courts of law,

8.7.1 Debarment of confractors

The debarment of defauiting coniractors, shall be done in accordance with the law
governing public procurement in Rwanda
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CHAPTER 7: MONITORING, CONTROL AND ACCOUNTABILITY ASSESSMENT
7.1 Monitoring Mechanism

A monitoring mechanism for the implementation of this updated manual Is essential
to ensure that King Faisal Hospitat s following its procurement policies and
procedures while procuring goods, works and services,

7.2 Policy statement and objectives

Monitoring is an assessment of execution of Procurement related activities by the
Procurement Unit in relafion to agreed/expected timelines/schedules ang delivery
of the procured goods, works ang services. It is an integral part of good
procurement function management,

King Faisai Hospital shall implement procurement monitoring  and evaluation

monthly and Quarterly basis:
Q. User satisfaction (availability, lead-time, quality, cost, etc.).
o. Continuity of sUpply.
C. Fexibility and speed to respond rapidly to market changes.
d. Assessing Corporate strategic options fhrough analysis of sUpply costs, risks,
and opportunities.
Total quality management and cost optimization.
Procurement risk management.
g. Compliance with legal and regulatory requirements.

~ 0

7.3 Tumn-around fimes in procurement

fum-around time in procurement refers to the amount of time it takes for o

\ A N
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processes, leveraging technology to automate fasks, and establishing clear
communication channels between procurement teams and other stakeholders. By
reducing the time, it takes to complete procurement processes, King Faisal hospital
shall be able to improve their efficiency, reduce costs, and increase customer
satfisfaction.

7.3.1 Procurement Planning Timelines
Every year, the Procurement Unit shall initiate the procurement planning process. n
order to ensure efficiency in the planning process, King Faisal Hospital infernal
stakehoiders shall adhere to the following timelines:

Table 4: Procurement Pianning Timelines

Initicte the procurement planning  Head of 15th April Every Year
process - Procurement

2. Prepare and submit duly filled unit | Heads of User Unit 35‘rhMay
procurement plans to the Head of .
Procurement

3. | Review of procurement plans, | Head of 15t June
: discussion with the respective units  Procurement
- and submission to the DCEO

4. Review and Approval by BOD ~ BOD 30™ June

7.4 Timelines for Prequalification of Bidders

Prequalification of bidders shall be done every three years or as and when needed
and shall adhere to the following fimelines:

Table 5; Timelines for Pre-qualification

1. Development a | Procurement Unit 14 days affer
- prequalification document | procurement pians
| (ToR / specification, approval
evalyation) . e
2. Submission of advert and final ' Head of | 1 day

prequalification document fo . Procurement
the Director of Operation for
approvat

3. Publication of advert and Head of 14dc1ys
preguglification document in .
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the selected medic and:
Receipt of suppliers'
prequdlification bids or EOIs.

4.  Opening of EQIs or
- prequalification bids

Procurement

- department (1 hour after submission

 deadiine}

5. | BEvaluation of bids
(prequalification), approval of
 evaluation report and

neftification to bidders

fnl'i'rocuremen’r Unit Within two weeks from the
| and HTB - submission deadline

6. Standstil period {opporfunity
| for unsuccessful bidder to

Iappeon

7. Updating the database of

pregualified bidders

Procurement Uhi"r' ;Wh‘hih 7 after notification
and HTB ' to bidders
|

Procurement Unit éWi’rhin 20 days after 7
'days of standstill in case
- of no appedal

7.5 Other Performance Indicators
7.5.1 Costsavings
Where possible, the Procurement

Unit shall engage bidders in cost-saving

negotiations after completion of the bid's evaluation process as per the
authorization thresholds/ approval mafrix and ranking of bidders. This opportunity
shall be given to the highest technically ranked candidaiefs). Further, the
Procurement Unit should ensure that quality is not compromised in pursuit of cost
savings. The following parameters may be applied in assessing cost savings:

qa) Off-budget savings: Difference between the negotiated price and the

budgeted baseline for an item.

Procurement calculates off-budget savings as

the difference between the negoftiated price and the budgeted baseline.

b} Cost reduction: This is the difference between the negotiated price and the
baseline price paid the previous year.

c} Cost avoidance: Whilst maintaining quality, procurement in collaboration with
User Units should minimize incremental cost on confinuing supplies. Cost
avoidance should be estimated by obtaining the difference between the
proposed increase and the negoftiated price.
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7.5.2 User satisfaction and bidder performance evaluation
Annudlly, the Procurement Unit shall conduct user satisfaction and bidder
performance evaluations under the framework agreement. Users shall have an
opportunity to provide feedback on bidder performance and highlight areas of
improvement. However, Users are encouraged fo provide continuous feedback fo
ensure any complaints are resolved as soon as possible.

7.5.3 Tracking of procurement internal audit findings
The Head of Procurement shall track aii procurement internal audit findings on ¢
quarterly basis and based on implementation dates indicated in the internal qudit
report. Findings that cannot be closed by the indicoted impiementation dates shall
be discussed with the Head of internal Audit ond DCEQ for remediation,

7.5.4 Single sourcing and competitive bidding
The Procurement Unif shall track instances of single-sourced procurements on o
quarterly basis and share this report with the Head of Procurement. Instances of
single sourcing that are not covered by the justifications in this poiicy, section 6.1.3,
should be reported to the DCEO o avoid cbuse of the single sourcing procurement
method,

7.5.5 Confinuous monitoring of PO
Quarterly, the Procurement Unit shall review the [ist of long outstanding purchase
orders. Local POs shall be valid for 60 days after the date of issuance and
International POs shall be vaiid for 70 days after the date of issuance. POs dated
above the validity period shall be circulated to the User Units for justification and POs
without justification shall be closed.

The Head of Procurement shall also review the list of long outstanding POs and
approve closure of long oufstanding POs without justifications. King Faisal hospital
shall not detete POs from the procurement system.

7.5.6 Management of Bidder Master File
Annudally, the Procurement Unit shall review the bidder master file to ensure dil
necessary details are recorded, there are no duplicate bidder detaiis and initiate
deactivation of any inactive bidders. Bidders shall be deemed inactive if they have
noi been engaged for a periocd of two years and above. Rwanda King Faisal
hospital shali not delete bidders from its bidder master file.

7.6 Post Review and Audit

King Faisal Hospitat's Rospital Tender Board shall be mindful that all procurement
proceedings are subjected to post review and audit (internal or external),
specifically, the post review done, will be done by any delegated team by
management or BOD/shareholder. Internal audit will be conducted by internal
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auditor, while external audifs shall be conducted by the Office of the auditor
general for State Finances as well as chief internal auditor general.

7.7 Filing, Referencing and Data Retention

In order fo facilitote proper monitoring and control of the procurement process, it is
the responsibility of the Head of Procurement, Procurement Unit and Finance Unit to
ensure that all procurement documeniation relating to all procurement fransactions
are properly fiiled. This should be done in o chronological order to focilitate audit
trail.

The following documentation is to be kept in ¢ file or in electronic format for every
fransaction as applicable:

a} Requisifion notes;

b} Solicitation documents (RFQ/RFP);

¢} Bids {tenders, quotations, proposais);

d) Evaluation process documentation (including single sourcing);

e) Supply contracts (purchase orders, service confracts, consuitancy contracts};

f} Goods received notes/goods refurned notes;

g} Invoices;

h} Payments vouchers; and

i} Otherrelevant documentation.

All procurement and procurement related records shall be maintained for a period
of 10 years after compietion of each fransaction or as specified by any applicable
laws of the land where King Faisal Hospital operates, whichever is higher.

7.7.1 Document filing techniques
There are many techniques for filing documents, and the most appropriate method
shall depend on the specific needs of the individual or organization. Here are some
common documents filing technigues:

1. Chronclogical filing: This method involves organizing documents in order of
their creation or receipt date. It is ideal for organizations that deal with time-
sensitive documents, such as accounting or billing records.

2. Numeric filing: This method involves assigning a unigue number to each
document and organizing them in numerical order. It is ideal for organizations
that deal with large volumes of similar documents, such as invoices or
purchase orders.

3. Color-coded filing: This method involves using color-coded Iabels or folders to
categorize documents. It is ideal for organizations that deal with a variety of
document types and need to quickly identify specific documents.
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4, Digital filing: This method involves using digital document management
sofftware to store and organize documents elecironically. It is ideal for
organizations that want to reduce paper waste and improve document
accessibility.

When deciding on a filing technique, consider factors such as the volume of
documents, the types of documents, and the needs of King Faisal Hospital. It is also
important to establish a consistent filing system and train procurement employees on
how 1o use it effectively.

7.8 Consequences of not adhering to the policy
The consequences of not adhering to this manual can be significant, both for the
organization and for the individuals involved. Here are some potential
consequences,;
a} Legal consequences: If the procurement policy is required by law or regulation,
non-compliance could result in legal penaitties or fines.
b} Reputational damage: Failure fo follow procurement policy can domage the
reputation of the organization, as it could be seen as unethical or even corrupt.
c) Wasted resources: Not adhering to procurement policy can lead to inefficient
use of resources including time, as contracts may be awarded to less gudlified
bidders, or at higher prices than necessary.
d} Increased costs: By not following procurement policy, an organization could
end up paying more than necessary for goods or services.
e} Loss of confidence: Failure to follow procurement policy can lead to a loss of
confidence by stakeholders, including customers, suppliers, and shareholders.
f] Employee discipline: Employees who do not adhere to procurement policies
can face disciplinary action, up to and including contract termination.

Overall, it is essential for organizations to take procurement policies seriousty and
ensure that they are followed rigorously fo avoid negalive consequences.

7.9 Approving Authorities

The approving authorities shall comprise of designated persons and/cr committees;
whose main role shall be to review, approve, reject or recommend alternative
courses of actions to specific procurement decisions at various sfages of the
procurement process. The approvers shall execute their roles in line with the
approval limits or procurement threshold as shall be established and approved King
Faisal Hospital’s Management and the Board of Directors. Approving authorities
except for the Board that function as committees shall have appropriate terms of
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reference approved by the DCEO to guide their appointment, composition, tenure,
quorum, and their roles and responsibilities.

Note:

1.
2.

All activities to be requisitioned shall be on an approved procurement plan.
Activities missing from the approved plan shall require the approval of the
DCEQ.

This approval matrix does not apply to subsidiary entities or joint procurements
with external partners.

7.10 Reporting Requirements
The Head of Procurement shall report to the DCEC and the Manogement on the

following key result areas as defined below:

Table 8; Reporting Matrix

. Execution of procurement plans including procurement  Monthly
outside approved procurement pians |

2. Tracking of procurement internal oudl’r findings Quarterly
""""" 3 Procuremen’r progress repor’r Monthly
: el Yeefl\? __________________________________________________
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CHAPTER 8: PROCUREMENT RISK MANAGEMENT
8.1 Risk definition

Risk is the possibility that an event shall occur and adversely/ favorably affect King
Faisal Hospital’s ability to achieve its objectives.

8.2 Policy statement and objectives

Risk management is a process effected by the Board, Management and other
personnel designed to identify potential events that may affect the organization
and manage risk to be within its folerance, to provide reasonable assurance
regarding the achievement of the organization’s strategic objectives.

King Faisal Hospital shall integrate effective risk management in its procurement
orocesses by putiing in place appropriate measures to detect and prevent
procurement risks through monitoring and controling procurement operational
acfiivities.

The objective of risk management is to proactively identify, assess, measure and
manage all existing and emerging procurement risks. This shall also enable King
Faisal Hospital to respond to incidences quickly and increase stakeholders’
confidence in the procurement process by esiablishing fransparency ond
accountfability of the process.

A number of procurement risks must be taken info consideration when defining
procurement strategies. These can be clustered in three main groups:

a) Environmental risk: Risks associated with the political environment, naturai
disaster or delivery infrastructure. These may have an overall impact on the
execution of procurement activities and procurement spend;

b} Program risk: including but not limited fo the risk of procuring from a specific
market, the complexity of the procurement management, or the risk
associated with the naiure of the goods, services or works fo e acquired,
omong others; and

c) Implementation risk or risks associated with the deployment of procured goods
e.g.. lack of integration of the system procured for contract management
and the ERP system.

8.3 Procedures for Procurement Risk Management
Procurement risk management shall be managed by the Head of Procurement. The
Procurement Unii shail proactively pursue procurement risk management by
undertaking at a minimum the following measures:
a. Identify a risk champion in licison with the Head of Procurement who shall
coordinate the risk management initiatives in procurement;
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b. Quarterly and on ¢ continuocus basis, conduct risk assessments within the
procurement operations to identify any risks, establish their likelihood /impact
and implement mitigation sirategies/controls;

c. Developing and updating the risk registers for the procurement processes;

d. Carry out comprehensive due diligence on bidders in collaboration with the
User Unit before entering into a business relationship with them:;

e. Establish clear Key Performance Indicators (KPIs) which shall be regularly

measured, monitored and audited. The KPIs should relate to measures of the

ethical and quality standard, code of conduct, infernal controls, and overall
operational practices;

Adequately segregate duties within the procurement unit;

Recruit the right Procurement Staff who are competent, of good ethical

standing and regularly review their performance;

Develop an incident response plan to allow for quick response to risks within

the unif;

ji. Implement continucus monitoring tools, inciuding the use of data anailysis to
detect any form of anomdalies that coutd occur within procurement; and

k. Perform post review and audit of procurement activities in licison with internd
and externat auditors on a regular basis.

An important point emphasized is that simply identifying ond assessing risks is not
sufficient. To reduce risks fo an acceptable level, mitigating measures must be
identified that are effective in reducing the risk, and these measures must be
implemented.
a) To ensure that the measures are implemented, progress of implemeniation of
the measures needs to be monitored and managed.
b) To enable the monitoring and mandgement of mitigation measures,
mitigation actions should be documented in a risk assessment document.

Procurement risk management is not a one-time exercise. Following the initial risk
assessment, risks may change or new risks may become apparent. The risk
assessment should be updated in response to changed conditions, or new
information on risks, and at key points in the procurement process to ensure that risks
are effectively managed.

8.4 Other provisions on Risk Management

Other provisions on risk management are provided under the "Risk Management
Policy” that provides details on policy statement, scope of the policy, risk
management philosophy, risk appetite, risk management strategies, and roles and
responsibilities.

\ o
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CHAPTER 9: PROCUREMENT CODE OF ETHICS

?.1infroduction

The procurement code of ethics is an important chapter that governs the conduct
of King Faisal Hospital staff involved in the procurement process at King Faisal
Hospital. The Chapter outlines a set of principles and guidelines that stakeholder and
actors must adhere to when conducting procurement activities.

Procurement activities shall adhere to the highest professional, ethical, moral and
legal standards. Procurement activities must be conducted in the manner above
reproach with complete impartiality and with no preferential freatment. This shall
require the highest degree of trust and an impeccabile standard of conduct.

Since King Faisal Hospital’s funds are entrusted to it by its donors and the public at
large, it is imperative that ali transactions committing King Faisal Hospital are carried
out with the highest degree of public frust and to international best standards.

King Faisal Hospital procurement process must allow bidders to compete for King
Faisal Hospital's business on a fair, equal and transparent basis. Staff associated with
the procurement unit and other staff involved in the procurement process are
therefore responsible for protecting the integrity of the procurement process and
maintaining fairmess in Kigali Hospital's freatment of alt bidders.

9.2 General principle
With respect to procurement maiters, King Faisal Hospital employees, officers, and
appointees, or any other person participating in a procurement process, shall
comply with all applicable ethics and conflict of inferest requirements which shall
include the following:

a) They shall not use the procurement process o secure special privieges or
exemptions for themselves or others because of their positions;

b} They shall not knowingly receive gifts or loans that tend fo influence the
discharge of their official duties. However, they may accept occasional non-
pecuniary gifts valued at less than Rwif 10,000, publicly presented awards, or
bona fide loans or any other confributions, unless authorized to accept those
by King Faisal Hospital's Senior Management;

c} They shall not receive or agree to receive compensation for assisting another
in a transaction with the King Faisal Hospital uniess they file a disclosure of
information with their supervisors and others who rely on their representfations
during the transaction;

d) When their personal interests and investments conflict with King Faisal Hospital
missions, the conflict must be disclosed as soon as possible to the Senior
Management,
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Case of doubt on the way 10 behave in situations that are likely to affect perception
of supervisors or third person’s perception on King Faisal Hospital staff integrity in
procurement processes, the concerned staff shall seek advice or assistance from
senior colleagues or supervisors.

9.3 Compliance with this updated Manval and Staff Rules

Compgliance with this Manual and other King Faisal Hospital Manuals shall be the
basis of sound business conduct. Although a detailed knowledge of all applicable
laws is not expected, procurement feam shall take reasonable care to acquaint
themselves with the main requirements of the procurement job, King Faisal Hospital
partners and subsidiaries requirements regording ethics in procurement,

Uniawful acts shall not be acceptable whatever the justification be. Good motives
shall not be excuse for committing illegal acts as the procurement business require
high level of integrity. When performing their dufies, procurement staff shall avoid to:
a) Actin a manner preventing the client from gefting benefits of free and open
competition;
b) Enferinto business arrangements that might prevent the effective operation of
fair competition;
c) Engage in deceptive financial practices, such as bribery, double billing or
other improper financial practices;
d} Engage in misrepresentation of facts in order to influence a procurement
process or the execution of a contract to the loss of the client.
In performing their duties, procurement professionais shali abstain from any conduct
which could be interpreted as bribery or act of corruption.

9.4 Compliance with contractual obligations

Confractual agreements are considered 1o be fully binding. It is not acceptable to
coerce/arm-twist a contractor or supplier to avoid compliance with the provisions of
a confract. The same principle applies, of course, should the reverse situation occur,

9.5 Abuse of office

Procurement practitioners and collaborators shall not use their positions within King
Faisal Hospital for personal gain, nor should they use King Fadisal Hospital or ifs
partner's funds or assets for unauthorized or improper purpoeses. In particular they
shall not use their positions to exert improper influence over contractors or suppliers,
consuliants. The offer, paymeni, solicitation and acceptance of bribes in any form
shall not be tolerable under any circumstances.
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9.6 Confidentiality

All King Faisal Hospital staff should protect the integrity of the procurement process
while maintaining fairness in the treatment of all potential bidders of services, goods,
and works. They shall be fully accountable for their actions.

The following guidelines should be adhered to:

a. Any confidential information about King Faisal Hospital's affairs shall not be
disclosed to unauthorized persons {inside or outside King Faisal Hospital] or
used or appear to be used for the benefit of self or others;

b.King Faisal Hospital staff should not enter into discussion or correspondence
with a bidder after bid submission and during the bid evaluation process unfi
the award of the confract is announced;

c. Stoff and King Faisal Hospital consultants shall not allow bidders to access
information on any specific procurement before such information is
available to the public at large. This includes procurement planning data,
budgets, pre-qualification, evaluation results and such other privieged
information. Where this information is made available to the public af large,
correspondence shait be managed by the Head of Procurement; and

d. All bidders’ technical and financial information is proprietary and should be
held in confidence by King Faisal Hospital staff {and consultants) and should
only be disclosed 1o authorize individuals.

9.6.1 Professional Secrecy
During or after procurement proceedings, no employee of King Faisal Hosgital,
member of the Boord of Directors or member of HTB or IRC may disclose the
following:
a) information relating to a procurement whose disclosure is likely to impede the
respect of this manual or jeopardize public interest;
b} information relating fo a procurement whose disclosure would prejudice a
bidder's legitimate commercial interest or inhibit fair competition:;
¢} information relafing fo the evaluation, comparison of bids or clarification on
tenders;
d} the content of bids.

However, the following acts shall not be considered as the disclosure of information:
a) the disclosure of information 1o the signatory of procurement contracts;
b) the disclosure of information for the respect for this manual and other Laws;
c) the disclosure of information for the purpose of an appeadl, a procurement
audit or for any other reasons provided for by this manual;
d) the disclosure of information pursuant fo a court decision.

] /. -
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9.7 Conflict of Interest

King Faisal Hospital should proactively avoid any real or perceived conflict between
personal, professional, or business interests and the interests of King Faisal Hospital, in
all procurement actions taken. Conflicts of interest arise when officials involved in the
procurement process have a personal interest in the outcome of the decisions, they
are making because of some benefit they, thelr families or associates may derive
from the decision. For the purposes of this Manual *Conflict of Inferest’ is defined as
any situation where:

a) A member of staff has g financial interest in bidder(s) responding to King Faisal
Hospital’s solicitation. Financial interest means anything of monetary value,
inciuding but not limited fo:

An interest in a business consisting of any stock, stock option, or similar
ownership interest in such business, but excluding any interest arising solely by
reason of investment in such business by a mutual, pension, or other
institutional investment funds over which the staff member does not exercise
conirol; or

Receipt of, or the right or expectation to receive any income in one or more
of the following forms: a consulting fee, honoraria, salary, allowance,
forbeorance, forgiveness, interest in real or personal property, dividend,
royalty derived from the licensing of fechnology or other processes or
products, rent, and capital gain,

b} A member of staff has personal or professional interests with direct or indirect
influence in a bidder responding to King Faisal Hospital's solicitation. Personal or
professiondl interests include but not limited to:

Any organization, or enterprise over which the staff member, alone or
together with an immediate family member (ie., employee’s spouse or
domesfic partner, and dependent children}, exercises a controlling interest: or
Holds any executive posifion or membership on the bidder's board regardless
of compensation; or

Holds any position that includes responsibilities for a significant segment of the
bidder's operation or management of a business.

c) Stoff members demonstrate perceived or actual bias in the award of bids,
coniracts or any appointment of bidders and or delivery of goods and services
on behdalf of King Faisal Hospital and have interests in any other activity which
could potentially conflict with hospitai’s interests in the award of bids, contracts
or any appointment of bidders; or

A
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9.7.1 Procedure for handling possible conflict of inferest

a. All King Faisal Hospital staff shall be required to complete a declaration to
confirm presence or absence of potential conflicts of interest, relationships
with bidders and their professional independence.

b. All King Faisal Hospital staff associated with the procurement process must
fill out the conflict of interest and disclosure provided in this Manual for
every procurement transaction. Any confilict of inferest should immediately
be brought to ihe attention of the Head of Procurement and DCEO for
review and mitigation.

c. The Head of Procurement shall review all reported conilicts and assess
their impact on King Faisal Hospital’s procurement process. All cases with
medium ond high impact to King Faisal Hospital's procurement process
shall be reported to the DCEO for review.

d. All bidders with high levels of conflicts with King Faisal Hospital staff shall be
debarred from participating in King Faisal Hospital procurement processes
until such conflicts are satisfactorily resolved and approved by the DCEQO.

9.7.2 Consequences for non-disclosure of conflict of interest

Any King Faisal Hospital staff that participates in the procurement process and fails
to disclose the conflict of interest and subsequently confravenes the conflict-of-
interest clause of this manual shall be subjected to King Faisal Hospital's disciplinary
measures os sfipulated in the HR procedure manual. Non-compliance incidences
shall be dedit with on a case-by-case basis based on the level of severity of the
offense.

9.8 Fraud and Corruption

King Faisai Hospifal strives to observe the highest ethical standards throughout the
procurement process. Procurement is a key area where King Faisal Hospital, as ¢
public service organization, interacts financially with the private sector. As such, if is
a prime area for potential fraudulent and corrupt practices. The potential damage
relafing to fraudulent and comupt practices extends well beyond financial losses
and may pose serious threats to the ability of King Faisal Hospital achieving its
operational objectives. Moreover, there is a serious risk that the very credibility of
King Faisal Hospital, as a trusted, efficient and effective partner shall be af stake.

Particular attention must be paid to King Faisal Hospital's procurement in emergency
or crisis settings. In emergency situations, the pressure to achieve rapid results may
expose the organization fo the risk of having fraudulent or corrupt operations. There
are several areas of fraud and corruption risk in procurement:

a. Gifts and benefits;
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b. Consistency and continuity of process;
c. Communication with bidders;

d. Conditions of offer and deadlines;

e. Invitation to offer documeniation;

f. Briefing and debriefing sessions;

g. Contract management;

h. Documentation;

i. Conflict of interest; and

J. Bidder probity.

Constant vigilance is needed, with emphasis on certain principles. The fundamental
principles are:

a)Reinforcing ethical btehavior as King Faisal Hospital staff, particulorly in
procurement areas, ¢s directed by King Faisal Hospital policies and
procedures;

b) Ensuring adequate procurement planning;

¢) Ensuring adequate separation of duties;

d)Acting In @ transparent manner during procurement processes, such as
posting in advance procurement solicitations on King Faisal Hospital website
and in other relevant websites, newspapers and trade journals;

e) Adeguate supervision: Managers must personally engage in o regular spot
check of procurement fransactions, including the regular review of the files,
specification of goods and terms of references for services;

f) Preparing quarterly and annual reports on procurement activities, paying
particular attention fo the number of waivers regardless of the amount
involved, the cumulafive number of contracts per bidder, and non-
duplication of bidder eniries, and

glReporting instances of fraud and corruption in a timely and accurate manner.

9.9 Bidder Code of Conduct

King Faisal hospital shall aim to promote and seek alignment with all its bidders on
ethics and sustainability-related issues. The purpose shall be to establish sustainable
and ethical practices that must be performed, and those preferred to be upheld by
King Faisal Hospital bidders with respect to critical areas of ethical procurement,
when supplying King Faisal Hospital with goods, services and/or works.

Bidders supplying King Faisal Hospital with goods, services and or works shall comply
with the standards set out in each of the following areas of the bidder's operations.
Procurement unit shall regularly review compliance with these standards:
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a)Compliance with all lows and regulations of their domicile countries and
international laws, regulations, and standards.
b} Conduct of business operations in accordance with high ethical standards;

and
c) Compliance with King Faisal Hospital Business Code of Ethics.

For corporates/entities, this is also aimed af building valued relationships with bidders
and managing social and environmental impacts that shall contribute to King Faisal
Hospital and its bidders making a positive impact on the communities in which they
operate.

2.10 Awareness of code of ethics

Although it is commendable and good practice for organizations to have a code of
ethics that alone is not enough to ensure the practices are maintained and
prioritized. In order to maintain and prioritize the good conduct that is outlined in this
manual, King Faisal Hospital need to undertake the following.

a) Review and update the code of conduct: Ensuring that this manual and code
of ethics is current and relevant. The Head of Procurement should have the
responsibility of keeping the manual and code up fo date. Responsible for
gathering any informatfion regarding changes and collating feedback or
concemns from the staff.

b} Induct, train and refresh employees: Ensure that the code of ethics is among
the areas to be covered during the induction of new staff, it is @ good practice
to obtain c signature from new empioyee o show that they have read and
infend to conform to the code of ethics. It is important 1o frain and refresh staff
involved in procurement on this manual and code of ethics policy.

¢) Lead by example: members of Senior Management, IRC and HTB should be
seen following the code of ethics and behaving in the correct way. Leading by
example shows individuals how things should be done and also encourages
reciprocal behavior. If a manager opts to ignore the code ond conducts
themselves in an unethical way, staff may see this as acceptable and possibly
follow the model their managers set.

d) Communicate: effective communication of the code to all staff involved in
procurement and give them opportunity to listen and receive information back
is important to ensure it is maintained.

e) Take action if required: individuals with authority should always be reactive. If
the situation occurs that breaches the code of ethics action must be taken to
rectify it. Failure to react or take action gives a message that the breach is
acceptable and shall undermine the work carried out o promote good ethical

behavior.
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f) Prioritize people before profit: to ensure that ethical practices are prioritized,
King Faisal Hospitol should understand the importance of its employees. The
individuals within the organization be looked after before focusing on how
much money can be made. If the people are cared for, understand what is
required of them and what is not dllowed, the level of motivation is likely to be
higher. A happy workforce shall produce more effective results that an
unhappy on

?2.11 Related Provisions on Code of Ethics

Other detailed provisions on the code of ethics are provided under the *Code of
Ethics Manual” including:

a} Operation definitions

b) Staff and other parties

c) Obligation of Executive Committee

d) Contfravention of the Code or Violation of code of ethics
e) Compiaints Handling Framework and Process

W /\';‘_’f
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Done af Kigali,on.........cooviviivinnnnn.

Frederic NGIRABACU Theogene MANIRAGABA
Deputy Chief Executive Officer Chairperson of Finance & Audit Commitiee

King Faisal Hospital, Rwanda

Thierry KALISA
Chairperson Board of Directors

King Faisal Hospital, Rwanda

\ A e
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Appendix 1: Annual Procurement Plan Template

King Faisal Hospital Annual Procurement Plan from July XXX - JUNE XXX

Planned Contract Mgt start date:
Plidh'r'i:ed"'(jc'jntrdcf C"OSU’edGTe L -

‘Recruitment of the supervising firm -~ -

{Yes/No).. .

1. Goods

2. Non-
consultancy

3. Works

4, Consultanc
y Services

Prepared by: Verified by:

Signature: | Signature:

Name: Name:

Procurement Staff Head of Procurement

Date: Date:

Approved by:

Name: Signature:

Updated Procurement Procedure :;\Jai - December 2025
88




Chief Executive Officer Date:

Appendix 2: Purchase Requisition Form

Part 1: Request by User Department

' Procurement Reference Number
Supplies / Works / Services:
Financial Year:

Sequence Number:

I _ Particulars of Procurement
Subject of Procurement / Title:
Procurement Plan Reference:
Location for Delivery:

Datie Required:

Details relating to the Procurement

tem T Description Quantity | Unitof | Estimated | Market price
No, (Attach specification, measure | unit cost of the
TOR or scope of work]} procurement
(1} Request for Procurement by (2) Confirmation of Request by
{Member of user department) (Head of User department)
Name: Name:
Title: Title:
Signature & Date: Signature & Date:

{3} Confirmation of Funding and Approval of Procurement by
[Chief Executive Officer)

Name:

_-M\ﬂ -
- P
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Tifle:

Signature & Date: (Official Stamp)
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Appendix 3: Nolice of Expression of Interest

Title: Notice of Expression of Interest for Provision of {Insert description of Consuliancy
Services} - {Insert Procurement Reference number}

1.

King Faisal Hospital has allocated/received funds [if received stafe source] to be
used for the acquisition of the consultancy services described below.

The Entity now invites eligible consultants fo submit sealed expressions of interest
for [summarize scope of the assignment and provide a brief description of the
required consulfancy services].

Interested consultants should provide information demonstrating that they are
eligible and possess the required qualifications fo perform the services supported
with relevant documentation.

The short-listing criteria shall include: [Insert shortlisting criterial

Consultants may associate with other firms in the form of a joint venture 1o
enhance their qudlifications. The form of association, where applicable, should
be indicated in the Expression of interest.

Preference schemes shall apply when evaluating Request for Proposals from the
shortlisted consultants.

Inferested eligible consultants may obtain further information at the address
given below from {insert office hours].

Sealed Expressions of Interest must be delivered 1o the address below at or before
[insert time and date]. [insert name of office] [Insert postal address and/or street
address] Tel: [Insert felephone contact] and E-mail: {insert email contact]

The notice of expression of interest is available at King Faisal Hospital's website ot
.................................. [insert website address].

10.The planned Procurement schedule (Subject to changes) is as follows:

Activity Daote

a) Publication of Nofice of | Expected date of notice of expression of

Expression of Interest interest

b) Closing date for receipt of | Within 10 working days from the datfe of

Expression of Interest publication of nofice if notice is published in
Rwanda and within 15 working days if the
notice is puklished internationally

c) Evaluation of Expressions of | Within 15 working days from closing date

Interest
d) Display of shortlist Within 5 working days from approval of
shortlist by the Coniracts Committee
Name:
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Position of Authorized Official:

Signature; Daote:
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Appendix 4: Standard Pre-Qualification Document

PRE-QUALIFICATION OF SUPPLIERS, & NON-CONSULTANCY SERVICE PROVIDERS FOR SUPPLY
OF GOODS, AND NON-CONSULTANCY SERVICES FOR THE PERIOD XX/XX
Tender Ref. Number: [insert reference number] e.g., RIC/PQ/2023/2026

Invitation for Prequalification

1. King Faisal Hospital invites applications from interested, eligible, and capable firms for
Tenders/prequalification/registration as suppliers, non-consultancy service providers,
in the following groups / categories and sub-categories:

a. Supply and delivery of Office Stationery, Refreshments, Furniture, IT Equipment,
Printing & Promotional Materials

b. Maintenance service of IT Equipment & Computer and Accessories

c. Provision of Events Management, Hotel Service, Vehicle Maintenance & Car
Rentat Services

d. Elc.

2. Pre-qualification shalt be conducted through the procedures specified in King Faisal
Hospital Procurement Policy and Procedure Manual, 2023, and is cpen to afl
Applicants as defined in the manual.

3. interested applicants may obtain further information from and inspect the pre-
quadlification documents at the [insert the physical and postal address of King Faisal
Hospital] from [start and end of working hours] on Mondays to Fridays inclusive
except on public holidays.

4, All applications one original plus [insert the number of copies required], property filled
in, and enclosed in plain envelopes must be delivered to the address {insert physical
address, room number, floor, building/plot] at or before [insert time and date].

5. Applications shall be opened prompfily thereafter in public and in the presence of
Applicants’ representatives who choose to attend in the opening ot the [inserf the
physical address of the place for tender opening] at {insert fime and dafe].

6. Late applications, portion of applications, electronic applications, and applications
not received, applications not opened and not read outf in public at the tender
opening ceremony shall not be accepted for evaluation irespective of the
circumstances.

[insert the name of the DCEQ]
Chief Executive Officer
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Appendix 8: Evaluation Report of Request for Quotation (RFQ)

. Title of tender:

. Tender Reference Number:

. Client:

. Brief description of the tender {background, list of deliverables):

. Estimated Budget inclusive of taxes (specify the cumrency):

. Source of funds:

. Detaqils of RFQ

a) RFQ was issued to XX findicate number] bidders. Here listed below:

a. Company name Email address
o.

e Q2 0

f.

b) Tender invitation date:

¢) Tender closing date:

d} Means of submission of quotations {physical or online/electronic):

e] Tender validity period:

Updated Procurement Proceﬁlt)re Manuai — December 2025
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8. Bids Received

a}Number of bids/quotations received:

b}Summary of bid opening:
We received quotations from different firms / consuftants.

Address (Phys:ccrf address, emcm& COU”*TV of

SIS

9. Prelminary evaluation {compliance with administrative requfremenfs)

fia-of Adminisfrafive: Conformity . & - Fim 1" - Firm 2
o R T -_(PC PNC: or (PC PNC or-_ _
LUUNR) [ NP

1. |Originai or a certified copy of the tax
clearance certificate

2. | Criginal or a certified copy of the Social
Security ceriificate

3. | Copy of Trading License

4, |Bid submission form and price schedules well
prinfed and properly organized and signed
and initicled on each page

5. |Detailed description of the essential technical
and performance characteristics of ithe goods
to be supplied establishing conformity fo
technical specifications provided

6. |A detdiled price schedule as specified in
Annexes

7. | Catalogues of equipment to be supplied

8. |3references of simiiar tenders proven by
certificates of good completion

9. | Written confirmation authorizing the signatory
of the Bid to commit the Bidder (not required if
the signatory is the Managing Director/head of
the company)

Acceptance For Detailed Technical
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Particulars of the Pre-qualification

Group/ Category | Category of Goods, Non-Consultancy Services
Code
Group A Supply and delivery of Office Staficnery, Refreshments,

Fumiture, (T Equipment, Printing & Promotional Materials

Category Code No

Category Description

RIC/PQ/A/1/2023/2026

Supply and Delivery of Office Stationery

RIC/PQ/AS2/2023/2026

Supply and Delivery of Office Refreshments

RIC/PQ/A/3/2023/2026

Supply and Delivery of Office Furniture & Fittings

RIC/PQ/A/4/2023/2026

Supply and Delivery of IT Equipment

Group B

Maintfenance service of [T Equipment & Computer and
Accessories.

RIC/PQ/B/1/2023/2026

Supply and Maintenance of Printers, Scanner, Photocopier.

RIC/PQ/B/1/2023/2026 | Supply and  Maintenance of Computers, Computer
Accessories, Servers, Storage, and Meeting Audio-Visual
Equipment.

Group C Provision of Evenis Management, Hotel Service, Vehicle
Maintenance & Car Rentg! Services

RIC/PQ/C/1/2023/2026 | Events Management Services

RIC/PQ/C/2/2023/2026 | Hotels {Conference facilities & Accommodaiion)

RIC/PQ/C/3/2023/2026 | Vehicle Maintenance and Repair Services

RIC/PQ/C/4/2023/2026 | Provision of Car Rental Services

RIC/PQ/C/5/2023/2026 | Provision of Qutside Catering Services

1.0 General Infroduction

1.1 About King Faisal Hospital {use fike 2 fo 3 paragraphs)

2.0 Pre-Qualification instructions
2.1 Important Notes to Bidders

a) The purpose of this document is to assist King Faisal Hospital in the identification and
evaluation of potential suppliers/bidders and to establish / update their current
register of suppliers for various goods, works ang services. Applicants are invited 1o
quote/ tender for the categories competitively.

b) This pre-qualification document does not amount to any contractual obligation on

the part of King Faisal Hospital, and King Faisal Hospital is not obliged to invite any

tenders or quotations from any or all candidates that have expressed inferest by
responding to this invitation.

Bidders or suppliers are strongly advised to provide dali information requested in the

form. Evaluation and qualification shalt be based on the extent of information and

attachments provided by the applicant.

King Faisal Hospital reserves the right fo verify information provided herein withouf

reverting to the participants.

\w
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e) King Faisal Hospital reserves the right to accept or reject any application with prior
communication done by email. The prequalification process applies fo both the
existing and potentiol new suppliers.

2.2 Invitation to Bidders

Suitable bidders who have been registered under the laws of Rwanda in providing similar
goods and services are invited to submit their prequalificafion documents to the Hospital
Tender Board. Bids shall be submiited in compiete lots singly or in combination. The
prospective applicants are required to furnish King Faisal Hospital with ali the necessary
information for pre-qualification.

2.3 Pre-quadiification documents

The form must be completed, and all supporting documentation (in soft copy) aftached in
the order of the evaiuation criteria. incomplete documentation shall lead to auiomatic
disqualification. Please note that financiol proposals are not supposed fo be submitied at
this prequalification.

2.4 Submission of Pre-Qualification Documents

A soft copy {PDF) of the completed pre-qualification documents and other requested
information shall be submitied electronically to the email given by the procuring unit not
later than the dates and fime that shali be indicated in this document. Plaase indicate the
item applied for as follows: group / category No. and category name.

2.5 Questions and Clarifications
Questions and clarifications that may arise from the pre-gualification process should be
directed to the email given by the procuring unit

2.6 Amendment of Pre-Qualification Documents

At any time prior to the deadiine for sulbomission of Pre-Qualification Documents, King Faisal
Hospital may amend the tender document by issuing an addendum. Any addendum issued
shall be part of the tender document and shall be communicated in writing via the King
Faisal hospital website. To give prospective bidders reasonable fime in which o fake an
addendum into account in preparing their Pre-Qualification Documents, King Faisal Hospital
may, at its discretion, extend the deadine for the submission of Pre-Qualification
Documents: in which case all rights and obligations of King Faisal Hospital and bidders
previously subject to the deadline shall thereafter be subject to the deadline as extended.

2.7 Late bids
King Faisal hospital shall not consider any bid that arrives after the deadline for
submission of bids. Any bid received by King Faisal Hospital affer the deadline for
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submission of bids shall be declared late, rejected, and returned unopened to the
Bidder.

2.8 Additional Information

King Faisal Hospital's Hospital Tender Board {HTB) reserves the right fo request
submission of additional information from prospective bidders. Requests for
quotations shall be made available only to those suppliers whose qudlifications are
accepted by King Faisal Hospital and after scoring a minimum of 75% in the
evaluafion exercise.

2.9 Disclaimer

King Faisal Hospital reserves the right to determine the structure of the process,
number of prequalified bidders or consultants, and the right 1o cancel the
prequalification process, the right fo change the timeliness for prequalification af
any time without prior notice and without liability to compensate and/or reimburse
any party. King Faisal Hospital shall use the provided information with utmost
confidentiality and cnly for the purpose of this prequalification.

Done at Kigali {Date and Stamp):
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Appendix 6; Bid Opening Form

Title of the tender:

Bid Opening Date: Bid Opening Time:

er | . Bidder | BidPrice | Bid Security | - Administrative.
Representafive | .. oo o (if ) Requirements -
ST opplicable) |
o Tax [Tax | - |RRA [RSSB |

Observations {if any):

Members of HTB present

. ~Isignature -
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Done at Kigaili (Date and Stampj:

Appendix 7: Evaluation Report of Expression of Interest (EOI)

1. Titie of tender:

2. Tender Reference Number:

3. Client:

4. Brief description of the procurement [summarize background, objective, scope
of the assignment and provide a brief description of the required consuitancy
services)

5. Details of Invitation fo Tender

a) Tender invitation method:

b} Tender invitation date:

c) Tender closing date:

d) Means of submission of quotations {physical or onling/electronic}:

e) Tender validity period:

6. Bids Received

a}Number of bids/guotations received:

b)Summary of bid opening:

We received and expression of interests from different firms /
consuffants.
[S/N [Bidder . | Address (Physical oddress, email & [ Countryof |
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confact) - [regisfrafion

Sc":ofe (Pass or -
1. Copy of certificate of registration or incorporation from
RDB
2. Copy a of valid Tax Clearance Cerfificate from the
RRA
3.
4,
3,
Observation:
8. Technical Evaiuation.
..} Technical Evalugtion Cntene {as. per ihe | Name of the Bidder
cmon documenf) e e L R o [Firm 2}
T I _"Sc_o'r_e_’; 1 Score
| - {Pass/Fail] -~ | _{Pass/Fail)

1. | Detailed company profie highlighting the
physical  office location and confact
information details

2. | Reference letters or cerfificate of good
completion from previous repufable clients
in past two yedars

oW

Bidder qualified (Pass or Fail):

Observation [strengths and weaknesses of the bidders as highlighted by the HTBJ.
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Summary of Evaluation Results

The following report outlines the performance of each bidder. The proposals were
evalugted and points were awarded by consensus ds Q team. All the XXX
firms/Individual consuliant that responded were taken through the detailed
evaluation as per the evaluation criteria as highlighted above.

Reference is made fo the Procurement Policy and Procedure Manudl, Section
5.3.1.3 Evaluation of EQIs and Expression of Interest Document. The evaluation of
EOIs shall be categorized as below based on the technical capabilities of the
bidders and only bidders who shall attain a rating of satisfactory and above shall
be prequdiified or shortlisted.

9. Disquaiified Firms
The following [number of bidders] bidders did not qualify in the evaluation

because they did not pass in some of the criteria as set above. Comments per
bidder relafed to the technical issues and areas of weaknesses are listed here

beiow.

S/N | Name of Firm / Consultant -~ - | General Observations or Findings
1.

2.

3.

10. Qualified Firms
The HTB confirms that the following xxxx firms met the requirements as required in

the Expression of Interest. The HTB approval is therefore sought for the following
firms.

[ Status - (Pass - or | General Observations or Findings
R L

11.Conclusion and Recommendation

We, the HTB, recommends fo King Faisal Hospital that the following firms be
shortlisted and be requested to submit their best technical and financial proposals
for the [file of the assignment] as they were the best technically qualified
consuttants to carry out the assignment as follow:

] Full Address-and Country of Origin -
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12.Conflict of Interest Declaration

We, the members of HTB deciare that we have no real or apparent conflict of
interest in assessing the expression of interest / bids submitted by the firms above.
We further confirm thai we have had no previous dealings of a personai nature
with the said entities.

13. Members of HTB

Name Title QOrganization | Signaiure
Chairperson

Vice Chairperson

Procurement Officer,

Secretary

Member

Member

Done at Kigati (Date and Stamp):
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Examination {Yes or No}

Loy words used: PC: Provided Conform, PNC: Provided Not Conform, and NP: Not

Provided

Observation

and

recommendation on the

prefiminary:

10.Comparison of prices and adherence to the technical specification

Bidders lfem Unit | Quantity unit Total Price with
Price VAT [Rwf)
Bidder 1
Total (All taxes inclusive) | XXXXXX
Bidder 2
Total (All taxes inclusive] | XXXXXX
Observation:

summary of Evaluation Results (Bidder rankings)

11.Conclusion and Recommendation

We, the HTB, recommends to King Faisal Hospital that the following firms be
shortlisted and be requested to submit their best technical and financial proposals
for the [file of the assignment] as they were the best technically qualified
consultants to carry out the assignment as follow:

SN

o Fyll Address and Country of Origin
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12.Conflict of Interest Declaration

We, the members of HTB declare that we have no real or apparent conflict of
interest in assessing the expression of interest / bids submitted by the firms above.
We further confirm that we have had no previous dediings of a personal nature
with the said entities.

13.Members of HTB

Chairperson

Vice Chairperson

Procurement Officer,

Secretary

Member

Member

Done af Kigali {Date and Stamp):

%A
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Appendix 9: Evaluation Report of Request for Proposal (RFP)

1. Title of tender:

2. Tender Reference Number:

3. Client:

4. Brief description of the tender (background, purpose and objectives of the
assignment, list of delfiverables):

5. Estimated Budget inclusive of taxes (specify the curency):

6. Source of funds:

7. Detaqils of RFQ

a) REQ was issued fo XX (indicate number] bidders. Here listed below:

i, Company name Email address
ii.

iil.

iv.

V.

Vi,

b) Tender invitation date:

c) Tender closing date:

d) Means of submission of quotations (physical or online/electronic):

e} Tender validity period:
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8. Bids Received

a)Number of bids/quotations received:

b)Summary of bid opening:
We received quotations from different firms / consultants.

e Address {Phys:cc:! oddress, emcui & | Country of ..
L confc;fcf) L . regls’rrc’non

CLREmM2
i [PC P_NC or -

1. |Original or a cedified copy of the tax
clearance cerfificate

2. |Original or a cerlified copy of the RSSB
certificate

Copy of Trading License

A signed bid submission form

5. |Technical proposal with defailed description of
methodology and workplan

4. |A financial proposal with detailed price
schedule as specified in the RFP

7. |13 references of simiiar tenders proven by
certificates of good completion

8  |Detailed CV of a technical expert who shail
carry out the assignment.

9. | written confirmation autherizing the signatory
of the Bid to commit the Bidder {not required if
ihe signatory is the Managing Director/head of
the company}

Acceptance For Detailed Technical
Examingation {Yes or Noj

w

>

ey words used: PC: Provided Conform, PNC: Provided Not Conform, and NP: Not
Provided

Observation and recommendation on the prefiminary:
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10. Detailed Technical Evaluation

ia (asperthe RFP} - | PassMark | Score
% G et ek Ipoints) . [{Points
Consultant | General experience of the firm in the field 5 to 15
/ Bidder 1 points
Relevant experience in similar services 1010 20
ooints
Quality of the methodology proposed 20 to 30
points
Qualifications and experience of the key 40 to 40
personnel pPoints
' Transfer of knowiedge or technology 0to 10
(where required]} points
Parficipation of nationdls {where required}. | 5to 10
points
Total Technical Score (Al taxes inclusive) b9 99901
Consuliant | General experience of the frmin the field | 5to 15
/ Bidder 1 poINfs
Relevant experience in similar services 10 to 20
points
Quality of the methodology proposed 20 10 30
ooints
Qugiifications and experience of the key 40 to 60
personnel points
Transfer of knowledge or technology 0to 10
{where required] points
Participation of nationals (where required)]. | 51o 10
DoINtS
Total Technical Score (Al faxes inclusive) $9.9.9.9.9.4
11. Comparison of prlces and adherence to the technical specification
fant | “Amountbefore: Tox Amoun’r after Tax

(Al taxes inciusive )

- {All taxes Exclusive)

bl R o e

12. Financial Bids After Arithmetic Verification
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T Before Verification | After Verification
Price component Currency | Amount| Amount —Amount ] Amount.
Remuneration Rwi XXXX XXXXX XXXXX XHXKHXXKK
Reimbursables Rwif XXKXX XHXKX XXXXX XIOKKXK
Miscellaneous Rwi XXX
Expenses X X XHUXXX
Total without taxes Rwf XX XX XXXX
Taxes {15%)
Total with taxes

Observation:

Reference is made to the Procurement Policy and Procedure Manual, Section
77.1.3 Bid Evaluation and RFP Document. Selection of consultants using the
Quality Cost-Based selection method. The overall score shall be obfained by
adding the technical and financial scores.

The following formula shall be used:

Combined scores: 5= (IS x Tw%) + {FS x FW%) where:
$ = Finat score: TS=Technical Score, FS= Financial Score
Tw = Weight of technical score percentage 75%

Fw = Weight of financial score percentage 25%

Tw + Fw =1

The financial score of each bidder is determined ¢s follow:
FS= {LFx100)/Fi; LF= the lowest proposal, Fi= the proposat to be evaluated.

13. Conclusion and Recommendation

In the view of the above, the Hospital Tender Board (HTB) recommends io the
Rwanda King Faisal Hospitalet award the [fitte of the tender] to [name of the
successful] for a total amount of [amouni in words] (@amount in figures) indicate
currency including all faxes inclusive. This award is subject fo negoftiation.

14. Confiict of Interest Declaraiion

/”_’NN
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We, the members of HTB declare that we have no real or apparent conflict of
interest in assessing the expression of interest / bids submitted by the firms above.
We further confirm that we have had no previous dealings of a personal nature
with the said entifies.

15. Members of HTB

1 ifle.- | Organisation |. _Signature
Chairperson

Member

Procurement Officer,

Secretary

Member

Member

Done ot Kigali (Date and Stamp):

Updated Procurement Procedure uaI — December 2025 %
112



Appendix 10: Letter of Appointment to the HTB
Our Ref NO. RIC/LOA/HTB/01/2023

Date:

[Name of person appointed to HTB]
[Position on the HIB - Chairperson/Member/Secretary]
[Current Full Time Title / Position]

Subject: Appointment to Hospital Tender Board {HTB)

| confirm your appointment as the [Chairperson /Member/Secretary] of the
Hospital Tender Board for King Faisal Hospital following the approval of your

nomination by the Chief Executive Officer.

The terms of reference for this appointment shall be in accordance with the King
Faisal Hospital Procurement Policy and Procedure Manual, 2024, Code of Ethic
Policy, 2024 and other intermnal policies and procedures. if you accept this
appointment, please sign this lefter in the space availed below and return the
copy 1o the undersigned. The term of this appoiniment shall be three years

effective from

[Signature and Date]

IName]
Chief Executive Officer

Acceptance

accept the appointment:
Signature: Date:
C.C.

e Head of Procurement

N Ad
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* Line Manager / iImmediate Supervisor
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