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1.1 PURPOSE OF THE MANUAL 

The purchase of goods and services is necessary for the smooth operation of the organization. It 

aims at balancing speed and safety; taking cognizance of the high risks involved as well as the need 

for speed to execute programs. The procurement procedures, as an internal control system for the 

acquisition of goods and services, therefore aim to ensure: 

i. Procurement is handled by individuals with skills in evaluating procurements that are 

the best value for money 

ii. Uniform procurement procedures throughout PACE 

iii. The fair and equitable treatment of everyone who deals with the procurement system 

iv. The integrity of the procurement system is safeguarded and protected against 

corruption, waste, fraud, and abuse 

v. Purchases do not exceed the available budget 

vi. Purchased goods and services conform to the quality, quantity and price specified in 

the order. 

vii. Broad-based competition from all segments of the supplier community and best value 

for money is achieved 

viii. The process is ethical, that is, money laundering, child labor or environmental 

degradation is minimized 

ix. The process is fast enough to meet programmatic needs 

x. Grant conditions are complied with. 

 

1.2 PACE Overview 

Program for Accessible Health, Communication and Education (PACE) is an indigenous Non-

Government Organization in Uganda. It is also an independent network member of Population 

Services International (PSI). PACE’s work focuses on achieving universal health care coverage by 

addressing the health needs of Ugandans through consumer powered healthcare approaches and 

affordability of health products in the areas of HIV/TB, reproductive health, malaria, child health 

and access to safe water.  

PACE Vision, Mission and Values 
 

Vision: Leaders in solutions for the health market. 

Mission: Measurably improve the health of Ugandans through social marketing. 

Values: To achieve its vision and mission, PACE has the core values stated below: 

• Transparency and Accountability-our guiding principles are honesty, responsibility and 
integrity Result Oriented 

• Recognition and Reward-We value our staff and appreciate their hard work. 

• Innovation and creativity – We will constantly strive to use new ideas and techniques 
in our work. 
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• Open communication and teamwork - Our organizational culture supports and 
encourages constructive two-way dialogue and a commitment to working together 
Speed and Efficiency-We believe in working fast with a predisposition to action and 
aversion to bureaucracy. 

 

2. PROCUREMENT AUTHORITY AND RESPONSIBILITY 

2.1 Ultimate Accountability 

The Executive Director (ED) is ultimately accountable for all transactions made at PACE. He/She 

approves all procurement transactions therefore it is only the Executive Director (ED) who can 

commit PACE in a procurement process unless the person doing so has been delegated authority 

in writing by the Executive Director or there is an approved policy. 

2.2 The Responsibility of the Procurement Section 

The procurement section will be responsible for coordination of all procurement activities at PACE. 

The Procurement Team Lead will lead the section. 

2.3 The Procurement Committee 

The Procurement Committee is responsible for opening, analysing bids and making 

recommendations and/ or approval for award. 

2.4 The Users 

The responsibility of the users is to prepare timely procurement plans at least two weeks prior to 

the start of the grant and place requisitions at least 5 days prior to the activity from which  

procurements are processed. The user is also responsible for contract management and evaluation 

of bids as and when need arises.   

2.5 Finance 

The finance team is responsible for matching the procurements using a three-document process, 

that is, the purchase order (PO), Goods Received Note (GRN)/Completion Certificate or other such 

document confirming the actual work done/quantity received, and invoices. The finance team also 

processes payments to the vendors. 

2.6 Functions of the Procurement Section 

Following the PACE Procurement Policy and Manual, the Procurement Section will; 

i. Procure goods, services and works deemed necessary for implementation of PACE’s 

programs; 

ii. Prepare and monitor contracts in a way that will ensure that PACE gets value for money on 

all acquisitions and reduces commercial risk to itself as well as the funding agency(s); 

iii. Advise management on all procurement policies, principles and practices; 

iv. Process, update and issue standardized procurement documents/forms for use by the 

Head and Regional Offices; 



 
PACE Procurement and Asset Disposal Procedures Manual 2021 Page 7 
  
 

v. Maintain a system for providing data on procurement and any other information of interest 

to the management of the Head and Regional Offices; 

vi. Maintain a dynamic database for suppliers of goods and services to all offices; 

vii. Ensure strict adherence to PACE and funding agencies’ procurement rules and regulations; 

viii. In liaison with user departments and regions, develop annual procurement plans. 

ix. Publicize organization procurement policy and procedures to suppliers, partners and PACE 

staff to ensure that procedures are well understood and adhered to 

x. Coordinate all vendor engagements with PACE  

xi. Design systems/tools for continuous improvement and simplification of the procurement 

process 

xii. Collect and disseminate best procurement practices to PACE 

 

Figure 1: Structure of Procurement Section 

 

2.7 Ethical Guidelines 

All PACE employees will always protect the integrity of the procurement process. In view of this, 

all staff involved in procurement of goods and services on behalf of the organization will assure 

that ethical business practices are observed including but not limited to the following: 

i. Avoid circumstances that compromise their actions during the procurement process 

ii. Report any unethical procurement conduct as established in the PACE Safe guarding 

policy, Anti-Fraud Policy, through the ED and Ethics Point 

iii. Do not knowingly conceal, falsify or misrepresent a material fact relating to any 

procurement transaction 

iv. Employees that contravene the ethical guidelines will be subjected to administrative 

measures as detailed in the PACE  Employment Manual  

v. Suppliers involved in malpractices contrary to the ethical guidelines will be punished 

through any of the following measures upon the recommendation of the Procurement 

Team Lead and Head of Finance. 

Team Lead 
Procurement

Regional 
Procurement 
Coordinator

Procurement 
Officer

Procurement 
Assistant
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a) Served with a warning notice in writing; 

b) Served with a blacklist notice in writing; and 

c) Prosecution to recover costs resultant of the unethical behaviour. 

vi. The Procurement Team Lead should at least be a member of the PPDA or CIPS and 

should be able to comply as per the relevant bodies. 

2.7.1 Conflict of interest 

All PACE staff must sign a conflict-of-interest statement as detailed in the Employee Manual. 

If a procurement committee member or a procurement staff member withdraws due to conflict of 

interest from the procurement process, this needs to be documented as part of the procurement 

committee meeting minutes. 

Any staff involved in the procurement process including procurement committee members having 

undeclared conflict of interest shall be dealt with as per the Employee manual. 

2.7.2 Procurement from current and former PACE Employees 

Procurement unit employees, regardless of the appointment type (i.e. either permanent, fixed 

term contract or consultant) are ineligible to be a direct vendor or subcontractor to PACE direct 

vendors, whether as sole proprietors or independent contractors, during their appointment. 

Companies in which a former staff member (who left the organization in good faith) is an owner, 

principal, director, or officer, or holds a financial interest shall be eligible for prequalification. 

Companies in which a former staff member (who left the organization in bad faith, terminated, 

dismissed, had integrity issues) is an owner, principal, director, or officer, or holds a financial 

interest shall not be eligible for prequalification. 

2.7.3 Confidentiality 

It is considered unethical to allow information about one supplier’s quotation to pass to another 

supplier. PACE employees involved in the procurement process will not divulge information to 

suppliers other than that necessary for performance of particular contracts, negotiation or 

solicitation. 

All files held by the Procurement section will be maintained in an up-to-date, organized, and 

confidential manner with restricted access. 
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2.7.4. The procurement process Flow: 

 

 

2.7.5 Segregation of Duties 

To avoid responsibility overlaps and compromising the ethical guidelines, the following functions 

will be performed by different staff members: 

Preparation of Purchase Requisitions Users/Requesters  

Preparation of Accounting String Users/Requesters 

Approval of Purchase Requisitions and 

confirmation of Budget 

Budget Owner/Finance 

Review of Purchase Requisitions and 

Solicitation of quotations. 

Procurement Team Lead/Procurement 

Officer/Assistant 



 
PACE Procurement and Asset Disposal Procedures Manual 2021 Page 10 
  
 

 

3. REQUISITIONING 

3.1 Generating a requisition 

When PACE employees require/have a need for procurement for PACE activities, they will obtain 

the approval of their Immediate Supervisor(s) and subsequently the respective Head of 

Department where the Head of Department or Project coordinator is not the budget holder, then 

the respective budget holder will be consulted before approval of the requisition (Appendix I). A 

copy of the requisition form must be signed for all procurements. 

3.2 Procurement Lead Times 

The procurement lead times are summarised in the procurement wheel below. 

No 
Category Items under each Category Reqn 

Days 

Solicitation of 

Bids/Quotations 

Procom & 

Contract 

Preparation 

Executive 

Director 

 Approval 

Sample 

approvals 

Delivery by 

Suppliers/ 

Providers 

Turnaround time/ Lead times 

1  

IEC Materials 

Stickers, Posters, Z-Cards, 

Referrals 

Cards, Brochures, Inserts etc 

2 W/days 2 to 3 W/days 4 W/days 1 to 2 W/day 5 W/days 15 to 20 

W/days 

29 to 36 days 

2 
Stationery Supplies 

& 

Office Groceries 

Papers, Books, Toner, Kitchen 

Supplies, 

Toiletries etc 

2 W/days 2 to 3 W/days 4 W/days 1 to 2 W/day N/A 3 W/days 12 to 14 W/days 

3 
Furniture 

Furniture & Fittings 

Chairs, Tables, Filing Cabinets, 

Work 

Stations 

2 W/days 2 to 3 W/days 4 W/days 1 to 2 W/day 3 W/days 4 W/days 16 to 18 W/days 

Receiving quotations Receptionist/Procurement Staff 

Evaluation of Vendors PROCOM, Users, Procurement team 

Selection of Vendors and Contract award Procurement Committee/Director of 

Operations & Management/Procurement 

Team Lead 

Review of Purchase Orders. Procurement Team Lead/Regional Manager 

Review and approval of Artwork/Samples Communication coordinator & Users 

Receiving of goods and services User/Warehouse services provider 

Payment of vendors for goods and/or services 

received 

Procurement section, Reception staff and 

Finance Department 
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4 Promotional 

Materials 

T-Shirts, Aprons, Banners, 

Caps, Pens etc 

2 W/days 2 to 3 W/days 4 W/days 1 to 2 W/day 5 W/days 16 to 25 

W/days 

30 to 41 W/days 

 

5 

Promotion & 

Advertising 

Supplies/Services 

Wall Branding, Sign Posts, 

Media 

Placements 

2 W/days 2 to 5 W/days 8 W/days 1 to 2 W/day 5 W/days 15 to 25 

W/days 

33 to 47 W/days 

 
6 

6 

Locally purchased 

Commodity Items 

Maama Kit supplies, IUD 

Consumables, 

Insertion Kits, Medicine Kits etc 

2 

W/days 

2 W/days 

3 W/days 

2 to 3W/days 

4 w/days 

5 W/days 

5 W/days 

1 to 2 W/day 

5 W/days 

3 W/days 

2 Days 

10 to 45 

W/days 

23W/days for Consumables & 

60 W/days for Equipment 
7 

Packaging 

Materials & 

Products 

Shippers, Dispensers, Unit 

Cartons, Poly 

bags etc 

2 W/days 2 to 3W/days 4 W/days 1 to 2 W/day 5 W/days 12 to 20 

W/days 

 

24 to 36 W/days 

 
8 Consultancies 

Special 

Procurements 

Research Studies/Surveys, 

Documentary, 

Vehicle Purchase etc 

2 

W/days 

2 W/days 

3 to 7 W/days 

3 to 12 W/days 

4 W/days 

8 to 14 W/days 

1 to 2 W/day 

1 to 3 W/days 

N/A 10 to 20 

w/days 

30 to 45 

W/days 

20 to 32 W/days 

44 W/days 
 
9 

9 

Transactions for 

SMT 

Approval & Award 

All transactions above 50m ar 

considered in SMT meeting 

eg LLINs, Water Vessels, 

Waterguard Tabletsetc 

2 to 3 

W/days 

3 to 7 W/days 4 to 14 W/days 2 to 4 W/day for 

Contracts above 

100,000 USD 

N/A 20 to 45 

W/days 

44 to 62 W/days 

 
 

10 

 

D C / International 

Procurements 

 

Miso, Coartem, IUDs, LLINs, 

PUR, Tablets, Condoms etc 

2 to 4 

W/days 

30 W/days 20 W/days N/A N/A, Sampling & 

Testing 

is done by the 

appointed agency 

 

2 days 

35 to 55 

W/days 

 

24/36w/days 

99 W/days to 119 W/days 

11 Services Vehicle hire 2 W/days 2 to 3 Days 8 W/days 2 

W/days 

N/A 2 days 17 days 

12 Services International travel 2 W/days 10 days 4 days 2 days N/A 3 Days 21 days 

NOTE 

▪ All the days provided are on condition that artwork and their requirements are ready at the time of signing 

the contract especially for IEC & Promotional Materials 

▪ All transactions amounting to Ugx 50m and above, shall follow the SMT approval process regardless of the 

category except items purchased internationally 

▪ Quantity may vary the process days 

▪ For other procurement categories, timelines will be determined by the  Procurement Unit.  

 

3.3.  Accounting String 

Along with a procurement requisition, the requestor must provide an approved Accounting String 

Code form (Appendix II).  This enables the correct transactional coding of the procurement and 

facilitates better donor reporting. 
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3.4 Review of Purchase Requisition 

3.4.1 Departmental Review 

A careful review by the authorized approver in the department/region should be made for each 

requisition and the following issues should be considered: 

a) Is the requirement consistent with actual needs? 

b) Is the requirement within budget? 

c) Has the Accounting String with the correct codes been attached? 

d) Does the purchase requisition have all relevant details, item code, class, etc. (Appendix I) 

e) Does the product or service specification conform to PACE quality standards? 

f) Is the quantity greater/less than required? 

g) Is there a distribution plan for promotional items and other consumables? 

Once the approver has reviewed the requisition he/she will approve the requisition by signing the 

requisition form.   

3.4.2 Procurement Section Review 

The Procurement Team Lead/Procurement Officer/Assistant will review the requisition for  

completeness. The requisition will promptly be rejected if any necessary detail (specifications, 

distribution plan, terms of reference, artwork) is missing.  The Procurement Officer/Assistant will 

inform the user in writing without delay about the rejection and give the reasons. 

4. QUOTATIONS 

4.1. Soliciting for Quotations 

On receipt of the duly completed and approved requisition, the Procurement Officer/Assistant will 

proceed to solicit or call for quotations. Solicitations are only done by procurement staff.  

Solicitations by other PACE staff will be done only on approval by the Procurement Team Lead or 

the Head of Finance . The following guidelines will apply for solicitations. 

a) Bids/Quotations for procurement will only be solicited upon receipt of a completed and 

approved requisition.  Purchases of requirements below UGX 1,000,000= do not require 

multiple quotations/canvass sheet.  

b) For items with estimated value between UGX 1,000,000 to UGX 5,000,000, three 

quotations will be obtained unsealed or by mail regardless of the frequency of purchases.  

c) For items valued higher than UGX 5,000,000 quotations must be received in hard copy in 

sealed envelopes through PACE reception duly registered by the supplier. 

d) Any exception to this must be documented and approved by the Executive Director. Any of 

the above solicitation method must be done in line with the bid solicitation timelines (Refer 

to Appendix VII for Procurement Wheel) 

e) Suppliers must be notified that; 
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i. Discussions held between PACE staff and vendors before conclusion of a contract are 

preliminary and non-binding 

ii. PACE will not cover any cost incurred by the supplier prior to confirmation of an order, 

unless otherwise agreed to in advance in writing 

iii. Written communication is preferred method of communication between bidders and 

procurement staff during solicitation of bids. Verbal/ undocumented communication is 

discouraged 

iv. Should there be a need to re-bid, after having made an initial offer to a supplier, all 

suppliers must be asked to submit new bids 

v. Bids from suppliers must be in response to a specific request for quote from the 

procurement section. Unsolicited bids should under no circumstance be considered for 

possible award of contracts 

vi. Where PACE solicits a quotation/bid for various items collectively but from the same 

vendors, vendors will be informed if there is a possibility of evaluating/awarding orders 

per item 

vii. Any clarifications/responses to inquiries will be shared with all bidders. 

4.2. Solicitation from non-prequalified firms  

As a principle, PACE will solicit quotations from prequalified vendors. However, where it is not 

practical or the goods/services being considered for procurement do not fall in any category on 

the list of prequalified vendors, quotes can be solicited from non-prequalified vendors with prior 

approval of the Procurement Team Lead/Head of Finance. 

4.3. Sourcing 

PACE will apply varying sourcing methods appropriate for different situations and items. 

4.3.1. Multiple Sourcing 

Competitive bidding will be the preferred method of Procurement.  

Sourcing should be done from at least three preferably prequalified suppliers for all 

requirements, unless 

a) There is only a single or two sources for a given item 

b) There is evidence that various suppliers were contacted and given similar information   

but due to reasons beyond the control of the procurement section, less than three 

quotations were received. Suppliers that did not respond to the call will be contacted 

during the PROCOM meeting and their response documented. 

4.3.2. Sole Sourcing 

The following guidelines will apply. 
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a) Where there is only one provider for a given requirement due to patents, intellectual 

property, capabilities, manufacture authorization, as may be a requirement from user 

etc. 

b) Where there is an extreme emergency making it impossible for the procurement 

section to take time contacting various suppliers 

c) When goods or services are a continuation of supply or work that was previously 

selected through a competitive bidding process.  The continuation of the goods or 

services may be up to 10%, and the contract must be valid at the time of continuation 

of the goods and services 

d) Launch/Introduction of new product or extension of an existing product range 

whereby competitive bidding is considered not to be a viable option 

e) Product consistency - when goods or services are commercially marketed by PACE or 

its network members 

f) Intellectual property requirement, and 

g) When the use of a specific supplier is mandated by the Funder, a Technical Committee 

such as Country Coordinating Mechanism, National Malaria Control Program, the 

Ministry of Health, the Department of Defence or any other government bodies with 

jurisdiction. 

Sole sourcing transactions will not follow the Quotation and Evaluation processes 

detailed in this manual. Proper justification will be given before approval. To be 

authentic, a sole source justification form will be approved by the Executive Director 

or his/her designate before contracting begins. 

5. EVALUATION 

5.1. Process 

All sealed quotations received will be opened and recorded by members of Procurement 

Committee during PROCOM meetings. All details from the quotations received must be recorded 

in the bid opening form (Appendix IV).  The members of the PROCOM must reach agreement on 

which supplier meets all the requirements and offers the best value for money.  If the PROCOM 

are unable to reach an agreement on which supplier best satisfies the organisation requirements, 

the matter should be referred to the Executive Director for a final decision. 

5.2. Financial evaluation 

Financial evaluation may focus on any, or a combination of: 

a) Total price (all bids will be converted into the currency of evaluation at the existing 

exchange rate on the day of evaluation). 

b) Any applicable duties; and  

c) Comparison with previous purchase price. 
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Lowest priced bid may not always be granted the procurement contract. A Contract will be 

awarded to the lowest bidder if: 

a) The materials or services offered by different vendors are of adequate quality. 

b) Each supplier has promised similar delivery dates, or the promised delivery dates 

are adequate for PACE needs. 

c) There are no other material variables to distinguish the bids. 

5.3. Technical Evaluation 

5.3.1  Technical evaluation especially for specialized needs will be guided by the criteria 

outlined in the solicitation e-mail/document. All evaluators will sign the evaluation 

sheet/form in which they will have participated. It is preferable that the technical 

evaluation is done as part of the PROCOM meeting.  In cases where the technical expert is 

not available then an evaluation team, comprising the technical expert(s), one person from 

procurement and at least one from the user department may meet and report back to the 

following PROCOM meeting. 

5.3.2  PACE may choose to request vendors to submit technical bids and financial bids 

separately. In such a case, a threshold will be set by the user and procurement section 

below which a vendor does not qualify for financial evaluation. A vendor who fails to qualify 

for financial evaluation will have their financial bid returned unopened. 

6. ORDER PROCESSING 

All procurements shall require a fully approved Purchase order as commitment from PACE. 

6.1. Procurements Below UGX 5Million 

All PACE POs will be considered authentic only if the following conditions have been met: 

a) Processed by the Procurement Section and duly signed off 

b) Preceded with a Canvas Sheet or Sole Source Justification  

c) Initialled by respective budget holder 

d) Reviewed by the Procurement Team Lead and Head of Finance/Executive Director 

e) Signed off by the vendor 

f) A Bridger insight report has been produced and attached before the PO sign off. 

A PO issued contrary to the above will be considered a forgery/fraud and the PACE employee 

involved will be dealt with according to the PACE Employment Manual. 

6.2. Purchase Order Limits 

a) A PO must be issued for purchases of less than UGX 5,000,000, and it must be signed 

by the Head of Finance. 

b) A PO must be issued for purchases of more than UGX 5,000,000, and it must be signed 

by the Executive Director. 
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c) Transactions that have detailed specifications and requirements such as supply of 

services, will have a detailed formal contract/Scope of work in additional to the 

purchase order. 

 

UGX limits UGX 1 -

1,000,000 

UGX1,000,001-

5,000,000 

 

UGX5,000,001-

400,000,000 

Over USD 

100,000 or Above 

400,000,000 

Solicitation 

for 

Quotation 

1 quote not 

necessarily 

sealed 

3 quotes not 

necessarily sealed 

Sealed bids to PACE 

reception/PROCOM 

sourcing email 

Sealed bids to PACE 

reception 

Award Procurement team with user PROCOM Specialized 

committee (EMT) 

Contract 

Type 

PO plus scope of work PO plus contract with 

performance bond 

PO plus contract with 

performance bond 

Authorized 

signatory 

Head of Finance Executive Director 

 

6.3. Bridger Insight Search 

PACE uses Choice Point’s Bridger Insight Online to comply with OFAC and USA Patriot Act 

regulations. Bridger Insight gives the ability to scan names against publicly available watch lists and 

maintain audit trails of the searches, allowing PACE to compile and print detailed reports. Run the 

company name, address, and country location through Bridger. A Bridger Insight must be done 

before contract sign off for all suppliers and not only funder related procurements. 

6.4. Securities 

6.4.1 Advance Payment Bond 

Prepayments or advance payments shall be avoided whenever possible. It is a prudent 

business practice not to pay for goods or services until they have been received in good 

order or rendered satisfactorily. 

The Procurement Team Lead in consultation with the Head of Finance will review this need 

on case-by-case basis and seek approval from the ED. Such advance payments should not 

exceed 50% of the contract value and the vendor shall submit a Bank Guarantee from a 

Commercial Bank or a Letter of Credit to safeguard the Organization’s interest in all aspects. 

Any exceptions to this shall be pre-approved by the Executive Director.  

6.4.2 Performance Bond 
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A Performance Guarantee will be demanded when a transaction is risky, such as first-time 

vendor and high value transactions (more than 100 million). The performance bond will not 

exceed 10% of the total contract value.  The performance bond will be submitted to PACE 

within 10 working days after receiving the signed contract. 

6.5. Changes to Purchase Orders or contracts 

During the procurement process, circumstances may arise requiring amendment of the Purchase 

Orders. Such circumstances may include but not limited to: 

a) Changes in quantity required 

b) Change in specifications 

c) The cancellation of certain items from the PO (partial cancellation) 

d) Correction of errors 

Modifications that involve less than 10% increment of the original PO amount will be approved by 

the Head of Finance. Modifications of 10% and above will be approved by the Executive director. 

6.6. Purchase Order Dispatch 

Subsequent to all internal approvals, suppliers will be invited to sign the 2 original copies of the 

PO. One original PO will be retained by the supplier and another returned to the procurement 

Section. A copy of this will be scanned and saved on PACE shared drive. 

The PO will be deemed to be authentic only after it has been signed by an authorized supplier 

representative. 

 

7. EMERGENCY PROCUREMENT 

Emergency requirements for supplies or services will be defined as: ‘An unexpected situation, 

which is so compelling that if not corrected immediately would endanger life, property or 

adversely affect essential PACE operations.  The urgency is so great that it precludes requisitioning 

through normal supply channels, use of normal contracting methods and obtaining advanced 

approvals normally required to respond to the situation. 

7.1. Donor Driven Emergencies 

These may occur because of delayed funding, delayed approval of specifications, or an award of a 

short term project. In these cases, separate approval must be secured from the Executive Director 

in advance. 

7.2. Purchases urgently required to protect life and property 

These may be authorized by respective Head of Department or Regional Manager on notification 

of the Executive Director.  These will always require fast tracking of procurement process. 
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7.3. Special cases 

Emergency procurements might include but not limited to, urgent donor requirements, urgent 

partner needs, for example. sale of commodities and any other item as may be classified 

urgent/emergency by the procurement team and the user department.   

7.4. Documentation of emergency procurements 

Waivers and/or sole source justifications will be prepared and approved by the Executive Director 

where applicable accordingly to the approved thresholds.  

In situation where emergency procurements are done outside working hours or at an outstation 

without necessary documentation, these must be ratified within 48 working hours. 

8 PROCUREMENT COMMITTEE (PROCOM) 

The Procurement Committee is established to ensure consistent and correct application of 

procurement practices. Committee members are primarily responsible for monitoring, verifying, 

and executing procurement actions and ensuring that approved procurement procedures have 

been applied properly. 

8.1.  Members 

The Executive Director will appoint Procurement Committee (PROCOM) members. PROCOM will 

consist of cross functional team members.  

 

8.2. Membership/Composition and Roles 

8.2.1. The membership of the procurement committee should be comprised of Seven (7) 

members; a chairperson and representatives as appointed by ED 

8.2.2. SMT members of the committee will be represented by any member of the SMT 

incase of Inability to attend 

8.2.3. The Procurement Lead or a designated member of the Procurement Unit shall be the 

Secretariat, and shall keep accurate records of all PROCOM proceedings 

8.2.4. The Procurement lead shall not be a voting member of PROCOM but shall give 

technical advice to the committee 

8.2.5. The Chairperson of the procurement committee leads the meeting and is a voting 

member  

8.2.6. The procurement committee meetings must have a quorum of odd number of voting 

members (5). A quorum of chairperson / his designated PROCOM member and a 

minimum of four voting members to avoid tied votes 

8.2.7. The decision of the procurement committee is made by consensus/ simple majority 
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8.2.8. The committee members shall serve a minimum of one year and a maximum of three 

years 

8.3. Technical Assistance 

In the event of a procurement requiring technical assessment, the technical expert shall be invited 

to the meeting as an additional member of the committee.   

8.4. Frequency 

The procurement committee shall meet regularly at scheduled times based on procurement plans. 

In cases of pressing need the committee may meet on an ad hoc basis. 

8.5. Role of the Procurement Department 

The Procurement Officer and Procurement Assistant will attend the committee meetings to 

provide information and documents required by the committee.  The procurement team in 

PROCOM will be ex-officio with no powers to make decisions. 

8.6. Responsibilities of the Procurement Committee 

8.6.1 To open and analyse quotations, and make recommendations and or award as 

per the threshold 

8.6.2 To ensure all documentation is accurately completed 

8.6.3 To ensure that the supplies/services quoted for comply with what was 

requested on the requisition 

8.6.4 Seek clarification from suppliers/service providers where necessary 

8.6.5 To request technical input from relevant staff as required 

8.6.6 Respond to questions from the users and recommendations are made 

8.6.7 Review the supplier pre-qualification report and recommend for approval 

8.6.8 Review proposed additions to the pre-qualified supplier list and recommend for 

approval 

8.6.9 Ensure proportionality, transparency, accountability, and fairness in the 

procurement process 

8.6.10 Involvement in the evaluation report review 

8.6.11 Ensuring that the Record for Bid Opening Form (Appendix IV) is completed 

accurately 

8.6.12 Ensuring all necessary procurement procedures are properly followed including 

any relevant donor procedures 

8.6.13 Confirmed samples are available for review if required 

8.6.14 Complete and sign a canvass sheet for each procurement referred to the 

committee (Appendix V). 
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9. PURCHASE CONTRACTS 
9.2. Forms of Purchase Contracts 

Purchase contracts are documents defining the boundaries of responsibilities and obligations 

between PACE and the Supplier. Although the Purchase Order remains a preferred document to 

establish contractual obligations for simple acquisitions, there are cases where supplementary 

contracts are required to complement the information that is supplied on the Purchase Order. 

Detailed Purchase contracts will be required for all technical procurements with many 

specifications/details.  

PACE Procurement Section will prepare contracts including but not limited to the following:  

a) Purchase contracts of goods and services 

b) LTA (Long Term Agreements) 

c) Tenancy agreements 

d) Sponsorship agreement 

e) Memoranda of Understanding 

f) Vendor Generated contracts  

g) Consultancy contracts 

9.3. Contract Approvals 

Approvals for contracts will be the same as for Purchase Orders and no contract will be valid 

without a copy of Bridger Insight printed and attached prior to the signature of the Executive 

Director or her/his designate. 

9.4. Contract Administration 

A copy of the contract will be shared with the user to facilitate management. 

9.5. Contractor Compliance 

The user department for which a contract has been prepared or PO awarded will have the primary 

responsibility for monitoring and ensuring the supplier complies with the terms and conditions of 

the award. It will be essential, especially for service contracts, that the user department or regional 

staff involved in the project be thoroughly familiar with the contract. The user department or 

region will appoint a contract administrator for each contract. They will at the end of every 

contract prepare a certificate of completion with clear evidence of work done. 

9.6. Communication and Complaints 

Personal discussions with contractors concerning minor problems with performance are usually 

sufficient to achieve compliance. The user department will record such discussions by email to the 

parties that participated in the discussion. If, after discussions, the problem persists or, if a 

significant problem develops, a memorandum will be sent to the Procurement Section outlining 

the problem so that a formal complaint – if warranted- may be filed with the vendor. Formal 
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complaints will be filed by the procurement section and a copy added to the vendor procurement 

file. 

9.7. Default Actions 

A contractor will be in default if he/she fails to perform in accordance with the terms of the 

contract. The user department will address its concerns to the Procurement Section, which, if 

circumstances so warrant, will initiate default proceedings in accordance with the terms of 

contract and the applicable law. 

Some factors will be considered prior to PACE taking default action such as: 

a) Is the product or service available from another supplier? 

b) How long will it take to obtain the product/service from the other source? 

c) Does the supplier have sufficient grounds for challenging PACE’s action? 

 

9.8. The Quality Circle 

The quality circle serves as a quality control to ensure there are no defects in goods delivered by 

the vendor. The quality circle consists of procurement section and relevant technical members of 

staff. They will be responsible for inspecting and accepting goods or services procured. 

10.  DELIVERY, RECEIPT AND PAYMENT FOR GOODS 

10.1 Delivery address 

Unless otherwise specified on the Purchase Order or Contract all goods or services ordered by 

PACE will be delivered to the PACE office, PACE warehouses, and locations outsourced by PACE. 

The supplier will be required to deliver as per PACE contractual terms and conditions. 

10.2 Receipt Documentation 

All items will be received as per the PACE warehouse manual. 

10.3 Receipt Procedures 

A careful inspection will be made to ensure that all conditions of the Purchase Order or contract 

have been met.  The inspection shall be a close and critical examination of the goods and services 

delivered to determine conformance with applicable contract requirements and/or specifications. 

10.4 Rejection of Goods or Services 

Whenever the goods or services do not meet contract requirements, rejection of goods or services 

will be the responsibility of the user department.  The evidence of non-conformance (damages, 

late deliveries, hidden defects etc.) will be given to the Procurement Section. The procurement 

section will contact the supplier for redress. 
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10.5 Payment to Suppliers 

10.5.1.  All Contracts awarded by PACE will contain a “Terms of Payment” provision which 

will be strictly applied. By signing the Contract or Purchase Order the supplier will have 

agreed with this provision. The Procurement Section will endeavour to negotiate credit 

terms or at least a ‘Payment Upon Delivery’ arrangement with the vendor.  In cases where 

the supplier requires advance payment, the procurement team will discuss with the 

supplier and agree on advance amounts applicable to the transaction. 

10.5.2.  Where a vendor delays to deliver goods for a period of more than one week from 

the expected time of delivery, such a vendor will be charged with penalty of at least 5% of 

the value of the items delayed unless the delay was caused by PACE or force majeure. 

11.  SUPPLY BASE MANAGEMENT 

PACE will strive to  and develop a world-class supply base that will deliver goods and services as 

par or above mutually agreed performance levels. 

11.1  Supplier Pre-qualification 

11.1.1 Once every three years, the procurement section will place an advertisement in at 

least one of the leading dailies over a period of minimum two weeks inviting 

prospective suppliers of goods and services to submit proposals. Other avenues 

include but are not limited to PACE Website, Notice Boards at all PACE offices, staff 

emails etc. 

11.1.2 Interested suppliers will buy the bid document at a fee.  This is to cover the 

advertising, site visit and other administrative costs of carrying out the pre-

qualification exercise.  

11.1.3 The prospective supplier proposals will be evaluated using the set-out procedure 

documented in the pre-qualification document. Visits will be made to the shortlisted 

suppliers, and reference checks done. PACE will communicate to both successful and 

unsuccessful suppliers in writing/email.  

11.1.4 Suppliers who provide poor services, late deliveries, sub-standard quality products or 

services may be removed from the pre-qualified supplier list at any time on the 

recommendation of the Procurement Team Lead with supervisor level approval.  

Such suppliers will not be considered for future solicitations.  Suppliers who provide 

consistently acceptable service may remain on the list for as long as they are solvent. 

11.2.  Additional Prequalified Suppliers 

From time to time it may be in the best interests of  the Organization to add new prequalified 

suppliers outside of the annual process for reviewing the list. 

Such circumstances may include but are not limited to; 

a) Significant changes that occur in the market or needs of PACE 
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b) Non-performing suppliers that need to be replaced 

c) Unpredictable or peculiar ad hoc requirements 

d) identified during the annual review of suppliers 

e) The identification of suppliers, not on the list, who offer greater value for money than 

existing suppliers 

Suppliers proposed for addition to the prequalified list are subject to the same evaluation 

processes as normal and the additions must be recommended by the Procurement Committee and 

approved by the Executive Director 

11.3. Supplier Prequalified List 

The database will be maintained by the Procurement Team Lead and will detail the following: 

a) Supplier details including trading name, address, contact person, phone number. 

b) Details of the goods and services for which the supplier is pre-qualified. 

11.4 Supplier Delisting 

Suppliers may be delisted if they; 

a) Are dishonest or fraudulent in business relationship with PACE 

b) Provide false information during pre-qualification 

c) Perform below expected service levels 

d) Have supply and/or financial incapacity including, but not limited to, bankruptcy. 

e) Are blacklisted by PACE’s donors 

f) Close business 

g) Do not respond to calls for quotation/bids for more than five consecutive times without 

explanation. 

The procurement committee will recommend delisting based on detailed information on 

circumstances by the Procurement Team Lead. The procurement committee may seek the opinion 

of the supplier prior to taking a decision. Final approval lies with the Executive Director. 

11.5 Long Term Agreements (LTAs) 

11.5.1 Long Term Agreements will be entered between PACE and vendors for regular and 

frequent procurements. Such services will include but not be limited to vehicle 

maintenance, vehicle hire, air ticketing, hotel services, security, IT support, Stationery 

etc. 

11.5.2 An LTA will be aligned to the prequalification process (maximum two years)  

11.5.3 To the extent possible, LTAs will lock the prices and where this has been done, no 

solicitation of three quotes will be required. 
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12 GUIDELINES FOR REGIONAL PROCUREMENTS 

12.1 Preamble 

PACE shall operate under centralized procurement unless a unique grant is obtained that requires 

regional procurements. Then the Regional guidelines shall support the procurement process of 

items and services at PACE regional offices. The Procurement Team Lead will be consulted for 

guidance in case of interpretation challenges related to the regional procurement guidelines or the 

roles of any regional staff in procurement. 

12.2 Procedure for Regional Procurement 

12.2.1 Requisition 

User section submits a valid and finalized procurement requisition to the Procurement 

Unit. The requisition must be approved by the Project Coordinator or Department Head. 

Requisitions will include complete specifications of the required products/services. 

12.2.2 Quotations 

On receipt of an approved requisition, the Procurement Unit will request quotations from 

suppliers. Users may be co-opted into this process, but the Procurement unit will have sole 

responsibility for soliciting for quotations. Note however that, quote solicitation will be 

guided by our PACE procurement procedures. 

12.2.3 Procurement Committee 

Once quotations are received, the procurement committee will then evaluate the 

quotations and recommend a supplier. Evaluation for each transaction will be tabulated 

and maintained in hard copy. For amounts over 1,000,000 Shillings, a canvass sheet 

justifying the recommendation will be prepared and signed by the Procurement Lead and 

members of the procurement committee. 

12.2.4 Number of quotations / sole sourcing 

a) Three quotations will be sought for all procurement requests above 1,000,000 

Shillings. Where this fails due to lack of suitable suppliers, the Project 

Coordinator will prepare a justification for sole-sourcing. These justifications 

require the same signatures as a canvas sheet.  

b) Sole-sourcing is discouraged and should be used sparingly. The Procurement 

Unit will opt for sole-sourcing only after consultation and agreement with the 

Project Coordinator, Departmental Head and Head of Finance that such a need 

can be best serviced at the region.  

c) All sole sourcing transactions above 5,000,000 Shillings will be referred to HQ 

for ED approval after they have been reviewed and endorsed by the 

Procurement Team Lead. 
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 12.2.5 Bridger Insight search 

A Bridger Insight search must be done before contract sign off for all suppliers and not 

only funder related procurements. 

12.2.6. Purchase Threshold 

UGX limits UGX 1 -

1,000,000 

Over UGX1,000,001 

– 5,000,000 

 

UGX5,000,001-

50,000,000 

Over UGX 

50,000,000 

Solicitation 

for 

Quotation 

1 quote not 

necessarily 

sealed 

A minimum of three sealed bids to PACE reception 

Award Procurement 

team lead 

PROCOM PROCOM, 

Procurement 

Team Lead and 

Head of 

Finance 

PROCOM, 

Procurement Team 

Lead and Senior 

Management 

Team 

Contract 

Type 

PO plus scope of 

work 

PO plus scope of work PO plus contract 

Authorized 

signatory 

Project coordinator Executive Director 

Note: All POs and contracts above USD 100,000 or equivalent, are to be approved/signed by the 

Executive Director 

12.2.7 Purchase Order / Contract 

A purchase order or contract will then be awarded to the selected supplier. Subject to the 

approval threshold for all procurements or Executive Director delegation, all purchase 

orders must be signed in duplicate by the Project coordinator or a designate upon 

production of a draft purchase order, a properly signed canvass sheet or justification for 

sole-sourcing. Only purchase orders/contractual documents in a format provided by the 

Procurement Team Lead will be deemed valid. 

b) Acquisitions requiring a detailed contract format will be referred to the Procurement 

Team Lead for guidance. The Procurement person will  add or remove any contract clauses, 

or any part thereof, without consultation with the Procurement Team Lead.  

c) All purchase orders must be signed by the Project coordinator, or someone approved by 

the PACE Executive Director, and the vendor. However, transaction documents for POs 

above 5 million will be scanned and sent to headquarters for review of supporting 
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documentation by the Procurement Team Lead, and approval of the ED, before the vendor 

signs. 

12.2.8 Filing 

After the purchase order/contract is fully signed, the Procurement Unit will then file in 

original form the following documents: 

a) A copy of the signed requisition 

b) An approved Accounting String Code form 

c) A copy of the signed purchase order/contract 

d) A signed canvas sheet or sole sourcing justification 

e) Copies of all quotations received from the various suppliers 

f) Copies of relevant correspondence with suppliers about the bid. 

g) A copy of the Bridger Insight 

h) Receipt of goods / service 

Upon delivery, goods will be inspected by the user and Procurement Unit for conformity to 

the purchase order and a “Goods Received Note” issued for acceptable goods. Receipt of 

goods will be accompanied by original copies of supplier’s invoices or delivery notes and 

verified by the Procurement Unit. 

12.2.9 Payment 

Payment will be processed after satisfactory completion of work and after receipt of: 

i. An original invoice from the supplier 

ii. A signed delivery note 

iii. A signed goods received note 

iv. A signed purchase order or contract 

v. A signed work completion certificate 

12.2.10  Roles and Responsibilities.  

a) Project Coordinator Role 

The Project Coordinator will perform some roles of the Executive Director 

at the  level including but not limited to signing purchase orders, sole source 

justification up to UGX 5,000,000, payment when delegated by the ED. 

b) Constitution & Composition of Regional Procurement Committees 

Members of the regional procurement committees will be nominated by the 

Project coordinator and submitted to the Procurement Team Lead for approval.  

The chairperson shall be the only permanent member of the committee. 

c) The regional procurement committee will require a quorum of Five members 

for any sitting.  The ED shall appoint a permanent Regional Procurement 
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committee chairperson once need arises of such regional procurements.  No 

procurement may be discussed unless quorum is met ’. 

d) In the event that a quorum cannot be found through a lack of a voluntary 

committee members, the chairperson may appeal to the Head of Regional 

Operations to appoint the members necessary to form a quorum.  

e) The procurement representative will be co-opted as a no-decision making 

member to the team and shall provide information and documents required by 

the committee.  They shall also ensure that policy and procedure are properly 

followed. 

12.3 Operation of the Regional Committee 

a) The committee will convene to adjudicate on all regional procurement issues 

submitted to them by the Procurement team lead. 

b) All proceedings including attendance of such meetings will be captured in the 

minutes. 

c) A member of the Procurement Unit will act as the secretary to the committee 

and facilitate the operations of the committee including arranging meetings, 

coordinating operations with the Head Office, maintaining relevant records for 

the committee and any other duties as may arise thereof. 

12.4 Responsibilities of members of the Regional Committee 

These are the same as the responsibilities of the Procurement Committee as noted in 

Section 8.5 of this manual. 

13 ASSET DISPOSAL PROCEDURES 

a. Purpose 

These procedures must be followed in the disposal of unproductive assets and inventory.  The 

storing of unproductive assets and inventory is inefficient and can lead to the creation of safety 

hazards. 

b. Withdrawal Procedure 

PACE assets considered for disposal will be withdrawn as follows; 

a) The Heads of Departments notifies the Procurement Team Lead of items in their 

departments suggested for disposal  

b) The Procurement Team Lead will in liaison with the respective departments carry out a 

PACE wide assessment of assets due for disposal and submit the final list to PROCOM 

for consideration  

c) On approval by PROCOM, the list will be forwarded to the Executive Director (ED) for 

further approval including securing of donor approvals if required. 
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c. Disposal Procedure 

Generic procedures 

PACE officers in charge of the disposal process will observe the following; 

a) The Assets will be valued to determine the salvage value.  A second valuation will be 

required if all bidders are below the reserve price and negotiations have failed to yield 

fruitful negotiations. The following guidelines will apply; 

b) Where a second opinion is sought, the identity and recommendations of each valuer 

will not be revealed to the other 

c) No valuation of an asset will be required where it is deemed that the cost of the 

valuation is likely to be more than the money expected to be realized through the 

disposal process. 

d) PACE will release the assets only after payments have been duly made. The release will 

include passing on all relevant documentation needed by the buyer in the transfer of 

the assets or other use and the PACE disclaimer as to ownership and use of the 

disposed asset 

e) The Head of Finance will record and make the necessary adjustments for all 

assets/Inventory disposed in fixed asset and inventory registers 

Public auction 

A public auction may be used when: 

a) there are no conditions of end-user or export restrictions attached to the sale 

b) there are many potential bidders 

c) all assets to be disposed of are in one location  

The disposal process under public auction will follow the steps below; 

Submission of a request for public auction to the procurement committee for approval and 

valuation where necessary 

i. Upon approval, a notice to auction will be displayed on all PACE notice boards and 

the website and will be shared with all staff by e-mail 

ii. PACE may appoint a registered auctioneer or use staff to conduct the public auction 

iii. The period between the publication of the notification of public auction and the 

date of the auction will be at least 5 working days to allow sufficient time for 

potential bidders to inspect the asset (s) 

iv. band any information, including an auctioneer's catalogue, will be used for 

information purposes only in accordance with auction practice 

v. A bid will be presented orally, and a bid will be evaluated based on price only 

vi. Negotiations are not permitted 
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vii. An oral contract will be awarded to the bidder offering the highest price as 

determined by the auctioneer and the successful bid will be declared at the auction 

and immediately registered. 

viii. A successful bidder will pay a hundred percent of the contract price immediately 

after award of contract, and the asset will be immediately handed over. Where the 

successful bidder is a PACE staff, she/he will have an option of instructing the 

Finance office to deduct his/her obligation from his/her salary within one month of 

taking ownership of the asset 

ix. Where a bidder fails to make payment, the contract will be terminated, and the 

asset withdrawn. 

Public bidding 

Public bidding may be used: 

a) for high-value or unusual assets 

b) for assets located in remote areas 

c) for assets that have a geographically dispersed potential market 

d) where conditions need to be attached to the sale of the asset; or 

e) where post-bid negotiations may be required. 

The disposal process for public bidding will follow the steps below; 

i. Bids will be solicited by publication and display of a public invitation notice. The 

advertising and bidding period will be at least 10 working days to allow potential 

bidders enough time to respond. The solicitation document for such bids may be 

sold only for purposes of recovering the costs of the process. 

ii. Written sealed bids will to be registered at the PACE reception 

iii. Bids will be opened and registered in the presence of bidders or their representatives 

at the time and venue communicated in the solicitation document. Minutes of the 

opening and details of all bids opened/rejected will be recorded by the Procurement 

section. Such information will be displayed on all PACE notice boards for the interest 

of the public. The information will also be electronically shared with all bidders who 

will have provided their e-mail addresses on the bid submission sheet 

iv. Bids will be evaluated based on price only. 

v. The bidder with the highest price and above the reserve will have 2 weeks to pay for 

the asset. In case of failure, the Procurement Team Lead will offer the asset to the 

next best evaluated bidder, until the contract has been successfully fulfilled 

vi. Post-bid negotiations may be undertaken if the highest bidder is below the reserve 

price to explore the possibility of matching the reserve price. In case the highest 

bidder fails, then the next in line will be contacted for the same and if he/she also 

fails, a suitable recommendation will be made to the Executive Director by the 

Procurement Team Lead 
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vii. The Procurement Team Lead will submit the list of Successful bidders to the 

Procurement Committee for recommendation and award 

viii. Executive Director will sign the contract to the successful bidder 

Disposal by sale to a PACE staff 

This may occur: 

a) When there is no likely benefit or financial advantage to PACE, in using any other disposal 

method 

b) When the assets for disposal are low value items which are unlikely to attract public 

interest. 

c) When the personal use of the asset would directly benefit the performance of a PACE 

officer in the execution of his or her duties for PACE 

d) When the assets are in remote locations, where any other method of disposal would be 

difficult 

e) When the express permission of the Executive Director has been received subject to 

reserve prices.  

Disposal by sale to PACE staff will either be direct negotiation, restricted auction to PACE staff or 

internal tendering restricted to PACE staff. PACE staff is defined as employees of PACE as per the 

human resource policies. 

Direct negotiations 

Direct negotiations may be used when: 

a) National security, public interest, legal or human rights issues or environmental 

considerations are served by selling to a company, group or individual 

b) A potential buyer is a tenant, occupier, or user of an asset at the time the decision to dispose 

of the asset is made, and it is reasonable to give that person first option to buy the asset at 

a market rate; or 

c) An asset is located on a potential buyer's premises on a hire or free-use basis and it is 

reasonable to give that person first option to buy the asset at the market rate 

The disposal process under direct negotiations will follow the procedures below. 

i)  The procurement committee and ED will approve the use of direct negotiations 

disposal method prior to the commencement of disposal proceedings 

ii) Bids will be solicited through written solicitation documents 

iii) PACE will require a bidder to submit a written sealed bid 

iv) Evaluation will be based on price  

v) Post-bid negotiations may be undertaken  
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vi) Contract award will be by a decision of the procurement committee, in response to 

a recommendation from procurement section 

vii)  Contract placement will be by issue of a contract signed by the ED. 

viii)  The bidder will be required to pay for the asset within ten working days after signing 

of the contract. 

Transfer to any other entity 

This usually occurs at the request of the donor that funded the asset.  

The disposal process under transfer to another entity will follow the process and stipulations 

below: 

a) The arrangements for the transfer will be discussed and agreed between the two entities 

and the respective donor. 

b) The agreement for transfer (in case there is no donor format) will be drafted and signed. 

The agreement will include but not be limited to 

i. The cost to be paid by the recipient entity if any 

ii. Any subsidiary or linked assets to be included in or excluded from a transfer 

iii. The date for the transfer 

iv. Responsibility for transporting the asset 

v. The hand-over procedure and any documentation to be transferred 

vi. The mechanism and date for payment of any costs 

vii. Responsibility for any legal obligations linked to the asset 

viii. The details of the asset 

ix. On receipt of the asset, the receiving entity will furnish PACE confirmation of 

receipt. 

A report will be shared with the donor. 

Destruction 

Destruction of an asset will be the least favoured method of disposal, but may be used: 

a) On grounds of national security or public interest, health, and safety, legal or human rights 

issues, environment consideration; or 

b) When the asset has no residual value, and it cannot be transferred to any other entity or 

converted or classified into another form with any value. 

The disposal process under destruction will be guided by the following process. 

i. The procurement committee and ED will approve the use of destruction disposal 

method prior to the commencement of disposal proceedings, 
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ii. The arrangements for the destruction will commence and a decision made on 

whether it is to be done internally or otherwise 

iii. PACE will either undertake the destruction itself or identify a competent provider 

to undertake the destruction 

iv. A signed certificate of destruction will be obtained from the destruction agent and 

will be kept as part of the record of disposal proceedings. Where this is done 

internally, destruction report will be filled 

v. When PACE needs to dispose of perishable items using the destruction of assets 

method on a regular basis, the procurement committee may recommend to the ED 

a running approval to conduct all such disposals without further submissions to it. 

d) Specific Asset Disposal Guidelines 

High Value Assets - Estimated Value of equal or greater than USD 1000 

High Value Assets will be disposed-off after carrying out valuation by professional valuers (Ministry 

of Works or other professional valuers on the market). The valuers will establish the minimum 

market price (Reserve Price).  These will be disposed through public bidding. 

Motor vehicles/cycles: 

a) Motor vehicles will be disposed-off only after 5 years in use or after attaining a mileage 

Odometer reading of 250,000km or after being rendered non-usable after an incident 

or when monthly average service/repair costs rise to UGX 1,000,000 or where the 

Vehicle down time is over 25% or when fuel consumption rates are less than 9km per 

litre whichever is earliest 

b) Motorcycles will be disposed-off after they are 4 years in use or after attaining 

odometer mileage above 150,000kms or after being rendered non-usable after an 

incident or when monthly average service/repair costs rise to UGX 500,000 or when the 

motorcycle down time is over 25% or when fuel consumption rates are less than 35km 

per litre whichever is earliest 

c) All taxes due on any Motor Vehicles/cycles will be borne by the successful bidders.  

d) Upon payment by the best evaluated bidder, PACE will enter the vehicle transfer 

application on URA website, sign transfer forms and surrender the registration 

documents for the respective asset 

e) The asset shall be released upon presentation of completed logbook in the names of 

the buyer. 
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Low Value Assets - below $1000 

These include furniture, printers, computers, and others will preferably be disposed by restricted 

Auction. 

a) Low-Value-Assets will be disposed-off after carrying out an in –house or professional 

valuation in a reasonable, transparent manner by the Procurement Committee to 

determine a reserve/fair market value of the assets disposed 

b) Restricted auction will be by an auction notice on the office notice boards and by email 

to all staff and this will be open to all eligible staff and other persons that may be 

informed by staff 

c) Upon payment by the best evaluated bidder, PACE will transfer ownership and in case 

of computers, all PACE information/data will be deleted before the asset is surrendered 

to the buyer. 

Unwanted Stock 

This refers to stock that no longer adds value to PACE. Such stock will include expired products, 

obsolete items, damaged items etc. The preferred method of disposal for these will be destruction 

or donations depending on the specific circumstances and subject to process provisions and 

approvals mentioned above. 

e) Donations 

The procedures for donating assets are: 

a) An asset will be donated to any approved destination only if it has reached PACE criteria 

for disposal as described above and the donation is in accordance with the donor 

requirements,  

b) The Executive Director will approve a donation of an asset/Inventory if it is not very 

material.  Donations for assets worth over $1,000 e.g., motor vehicles, will be approved 

by the Regional Director, 

c) Assets will not be donated to private individuals, 

d) For a donation, a letter of Receipt and Acceptance from the recipient together with 

relevant donor approvals will be kept on the file for audit purposes. 

14 DEPARTURE FROM PROCEDURES 

Any departure from these guidelines will only be in special circumstances and must be approved 

by the Executive Director. A deviation may be permitted by the Executive Director if; 

a) Exceptional requirements make it impossible, impractical or uneconomical to comply with 

the procedures 

b) Market conditions or behaviour do not allow effective application of these procedures 

c) There are specialized requirements that are regulated or governed by harmonized 

international standards/practices or donor requirements. 



 
PACE Procurement and Asset Disposal Procedures Manual 2021 Page 34 
  
 

15 VISION OF PROCUREMENT AND ASSET DISPOSAL PROCEDURES 

The contents of this manual are guidelines that must be followed by all PACE employees involved 

in any acquisition and disposal activities for PACE and cannot be altered or interpreted other than 

as documented herein. 

Where the operating environment changes or any justifiable internal or external influence 

necessitates amendment, the Procurement Team Lead in liaison with the Procurement Committee 

may recommend the need to amend this manual. The Procurement Team Lead may then appoint 

a review team that will make recommendations to the Executive Director for approval. 

Once recommendations have been approved, the Procurement Team Lead will incorporate the 

recommendations into the new edition of Procurement and Asset Disposal Procedures, which will 

be signed off by the Executive Director. The signed off edition will be the valid manual and will 

supersede all previous editions. 
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16 APPENDICES 

  

APPENDIX I:  PURCHASE REQUISITION 

    

REQUISITION     

Dept. Ref No.

Memo Currency

            Amount

  Class        Accounting String       Qty
Estimated 

Rate
(Qty. * Rate)

   (Activity)

Date

Date

1 Include the unit of measure

To be Completed by Requester

 RQ#

□ Local □ USD □ EUR □ GBP

Description of Goods 

or Services1
 Item Code

TOTAL:

                Name Signature Job Ti tle          Date

To be completed by Reviewer 

((Requestor’s  Supervisor)

Signature Job  Title

Name Signature Job Title

If  this Requisition can be satisf ied w ith petty cash (per the authority matrix), 

thisRequisition form becomes support for the petty cash purchase. If a pre-selected 

vendor or verbal quotes are used, f ile this form in the Open Purchase Orders f ile. 

RQs for all other procurement types should be f iled in the Open Requisitions f ile.

Notes for Verbal Quotes:

Initials Date   Filing Instructions

To be completed by Procurement when a PO is created in QBE following the procurement process.

□ Check box for a purchase that can be satisfied with Petty Cash & that does not require a PO under the 

procurement process.

To be completed by Approver ( Budget Owner)
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APPENDIX II:  ACCOUNTING STRING CODE FORM 

 

  

Staff Name: 

Activity Name: 

Activity Dates: 

Cartegory Name Number/(Code)

Business Segment Not for Profit 60

Location Country office HQ 10

Department Programs 20

Health Area HIV & STIs 01

Product/ Service/GF/EA Undertake bi-monthly community-led radio talk show programs in the 5 lake regions for intensified Preventiion awareness  0156

Beneficaries/or funding 

sources

Non- targeted Population 116

Prepared by: Date:

Approved by: Date:

Accounting String Code

601020010156116

PACE

Accounting String Generator
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APPENDIX III:  RECORD OF BID RECEIPT 
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APPENDIX IV:  RECORD OF BID OPENING 
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APPENDIX V:  CANVASS SHEET 
 

 

 

CANVASS SHEET 

Purchase requisition No: ________                                         Purchase requisition Date: ____________ 

Department: ______                                                                 Originator: Name 

Given that the category provision of graphic design services doesn’t exist on the PACE prequalification list, request for proposals 

was sent out to three individuals not prequalified and they all responded (Emails are attached explaining the selection of these 

individuals). The technical proposals were evaluated by the graphics manager as below; 

Item Description  Vendor A Vendor B Vendor C 

Work samples A Vendor A 3 B 2 C 1 

Rate Card (Manageable) A 3 B 2 None  

Experience (Print) B 2 A 3 B 2 

Software Packages 
(Adobe) 

A 3 A 3 A 3 

Total out of 12  11  10  6 

 

Observations 

Procom recommendation; 

Procom was represented to this canvass sheet by; 

Signed: Name                                ____________________                        ____________________ 

       Procurement Committee Chairperson    (signature)                                                      Date 

Signed: Name                             ____________________                        ____________________ 

       Procurement Committee Member            (signature)                                                      Date 

Signed: Name                           ____________________                        ____________________ 

       Procurement Committee Member              (signature)                                                      Date 

Signed: Name                           ____________________                        ____________________ 

       Procurement Committee Member              (signature)                                                      Date 

Signed: Name                         ____________________                        ____________________ 

       Procurement Committee Member              (signature)                                                      Date 

Signed: Name                           ____________________                        ____________________ 

       Procurement Committee Member              (signature)                                                      Date 

Signed: John Doe                    ____________________                        ____________________ 

       Procurement Team Lead                                (signature)                                                      Date 

A=3 POINTS 

B=2 POINTS 

C=1 POINT 
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APPENDIX VI: PURCHASE ORDER 
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APPENDIX VII: PROCUREMENT WHEEL 
Estimated time in days at each stage in the process 

No 
Category Items under each Category Reqn 

Days 

Solicitation of 

Bids/Quotations 

Procom & 

Contract 

Preparation 

ED's 

Approval 

Sample approvals Delivery by 

Suppliers/ 

Providers 

Total S C L/Times 

1  

IEC Materials 

Stickers, Posters, Z-Cards, Referrall 

Cards, Brochures, Inserts etc 

2 W/days 2 to 3 W/days 4 W/days 1 to 2 W/day 5 W/days 15 to 20 W/days 29 to 36 days 

2 
Stationery Supplies 

& 

Office Groceries 

Papers, Books, Toner, Kitchen Supplies, 

Toiletries etc 

2 W/days 2 to 3 W/days 4 W/days 1 to 2 W/day N/A 3 W/days 12 to 14 W/days 

3 
 

Furniture & Fittings 

Chairs, Tables, Filing Cabinets, Work 

Stations 

2 W/days 2 to 3 W/days 4 W/days 1 to 2 W/day 3 W/days 4 W/days 16 to 18 W/days 

 
4 Promotional 

Materials 

T-Shirts, Aprons, Banners, Caps, Pens etc 2 W/days 2 to 3 W/days 4 W/days 1 to 2 W/day 5 W/days 16 to 25 W/days 30 to 41 W/days 

 

5 

Promotion & 

Advertising 

Supplies/Services 

Wall Branding, Sign Posts, Media 

Placements 

2 W/days 2 to 5 W/days 8 W/days 1 to 2 W/day 5 W/days 15 to 25 W/days 33 to 47 W/days 

 
6 

6 

Locally purchased 

Commodity Items 

Maama Kit supplies, IUD Consumables, 

Insertion Kits, Medicine Kits etc 

2 

W/days 

2 W/days 

 

2 to 3W/days 

 

5 W/days 

 

1 to 2 W/day 

 

3 W/days 

 

10 to 45 W/days 

23W/days for 

Consumables & 

60 W/days for 

Equipment 

7 
Packaging Materials 

& 

Products 

Shippers, Dispensers, Unit Cartons, Poly 

bags etc 

2 W/days 2 to 3W/days 4 W/days 1 to 2 W/day 5 W/days 12 to 20 W/days  

24 to 36 W/days 

 
8 Consultancies 

Special 

Procurements 

Research Studies/Surveys, Documentary, 

Vehicle Purchase etc 

2 

W/days 

2 W/days 

3 to 7 W/days 

3 to 12 W/days 

4 W/days 

8 to 14 W/days 

1 to 2 W/day 

1 to 3 W/days 

N/A 10 to 20 

w/days 

30 to 45 W/days 

 

44 W/days 
 
 

9 

Transactions for 

SMT 

Approval & Award 

All transactions above 50m ar 

considered in SMT meeting eg LLINs, 

Water Vessels, Waterguard Tabletsetc 

2 to 3 

W/days 

3 to 7 W/days 4 to 14 W/days 2 to 4 W/day 

for 

Contracts 

above 

100,000 USD 

N/A 20 to 45 W/days 44 to 62 W/days 

 
 

10 

 

D C / International 

Procurements 

 

Miso, Coartem, IUDs, LLINs, PUR, 

Tablets, Condoms etc 

2 to 4 

W/days 

30 W/days 20 W/days N/A N/A, Sampling & 

Testing 

is done by the 

appointed agency 

 

 

35 to 55 W/days 

 

 

99 W/days to 119 

W/days 

NOTE 

1. All the days provided are on condition that artwork and their requirements are ready at the time of signing the contract especially for IEC & Promotional Materials 

2. All transactions amounting to Ugx 50m and above, shall follow the SMT approval process regardless of the category except items purchased internationally 

3.Quantity may vary the process days 
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APPENDIX VIII: PREQUALIFICATION AND BIO DATA FORM 

 

 

 

 

PREQUALIFICATION    AND    BIO-DATA    FORM    FOR COMMUNITY BASED VENDOR 

Name of Vendor: 

……………………………………………………………………………………………………………………………………………………  

Work with PACE :( Community Based; Vendor, Supplier, Contractor, Consultancy)…………………………….................................  

Name of Owner:……………………………………………………………….................Tel……………………………………...  

Next of Kin:……………………………………………………………………………………Tel……………………………………...  

Physical Address:……………………………………………………………………………………………………………………  

District of Operation:…………………………………………………………………………………………………………………  

Sub-county:………………………… Parish:………………………  Village:……………… Site/Clinic:………………………………..  

Active Mobile Number (Airtel or MTN)-(To be used for used mobile money Transfers)………………………  

Bank Account Details :( Preferably Barclays bank): Bank A/C Title …………………………………………………………… 

Bank Account Number:……………………………………………………………... 

 

Bank Name & Address:……………………………………………………………. 

 

Declaration: 
 

This is to certify the above information is a true representation of my particulars. 

 

Name:…………………….          Signature:……………………..                               Date:…………………. 
 

Recommendation by Recognized Local Structures (Local Council (LCs), School /CBO/ Place of work 

Administration) plus official Stamp: 

 

……………………………………………………………………………………………………………………………………… 

 

Name:…………………………………………………………………………Signature:………………………..Date:……………… 
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APPENDIX IX- Declaration of Conflict of interest: 
 

I, including any subcontractors or providers for any part of the contract or contracts resulting from this pre- qualification 
process do not have any conflict of interest, and are not associated, nor have been associated in the  past,  directly  or  
indirectly,  with  any  one  that  has  prepared  the  solicitation  document  or  the recommending Officer(s); 

 

I agree with the PACE Policies, Procedures, Terms and Conditions. 
 

Name:……………………………………………………………Signature:………………………..Date:……………… 
 

PACE Use only Received by Procurement Unit: 

Name:…………………………………………………………Signature:……………………….   .Date:… 

 

Verified and recommended by PROCOM: 
 

Name:…………………………………………………………………..Signature:………………………..Date:……… 

Name:……………………………………………………………………Signature:………………………..Date:………

Name:……………………………………………………………………Signature:……………………..Date:…… 

Name:……………………………………………………………………Signature:………………… ..Date:…………… 

Name:……………………………………………………………………Signature:………………………..Date:………

Approved by 1. Project Coordinator: 

Name:……………………………………………………………………Signature:………………………..Date:…… 

Approved by 2. Executive Director: 

Name:……………………………………………………………………Signature:…………………..Date:…………… 
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APPENDIX X LONG TERM AGREEMENT (SECURITY SERVICES) 

                                                                                                 

LONG TERM AGREEMENT (SECURITY SERVICES) 

This agreement made this ____ day of month, year entered into by and between PROGRAM FOR ACCESSIBLE HEALTH, COMMUNICATION AND 

EDUCATION, with offices located at Plot 19 Kawalya Kaggwa Close, Kololo (hereinafter referred to as “PACE” or “The Client”), and 

_______________ located at Plot 6 Bandali Rise, Bugolobi (hereinafter referred to as “Provider”) together hereinafter referred to as “Parties”. 

Witness that PACE wishes to engage ____________ to provide security services and, now therefore in consideration of the promises, the 
parties hereby agree as follows: 
1. Purpose of the Agreement. 

The purpose of this Agreement is to secure the provision security services that fully comply throughout the Agreement Term with all 

Agreement obligations (including, without limitation, those relating to price, quantity, quality and timeliness) from time to time as needs arise 

to facilitate PACE operations. 

 
2. Effective Date and Contract Term. 

This Contract shall take effect, upon the signature of both Parties below, on the date indicated in the first paragraph of the Contract (the 

“Effective Date”). 

The term of this Contract shall begin on the Effective Date and extend, unless earlier terminated as stated in this Contract, for a period of 

_____ calendar months. Under this agreement, PACE has the option of extending the agreement upon expiry subject to satisfactory 

performance by ________________. 

3.  Exclusive Arrangement 

This agreement is the exclusive arrangement between the Parties pertaining to the subject matter hereof, and supersedes and replaces all prior 
agreements, understandings, communications, negotiations, and discussions, whether oral, written, or electronic, involving the Parties.  No 
purported trade usage, custom, course of dealing between the Parties, or other understandings or verbal statements of any kind shall be binding 
upon PACE. 
 
4.  Assignment Prohibited 

The provider shall not assign or subcontract any part of his/her obligations described in the agreement without the prior written consent of PACE.  
Where such prior written consent is given, it shall not relieve the provider of any of his/her responsibilities under this agreement. 
 
5. Description of Services 
Security services shall mean checking, inspection and guarding of premises, staff and the items in and around various PACE premises for 
example cars, furniture and fittings, computers etc. Such services shall also include advising the PACE team on when and how to carry out 
the checking, inspection and guarding in the interest of PACE. A detailed description of services is shown in the attached scope of works. 
 
6.          Payment 

A. Price. Services shall be paid for basing on the original price schedule as provided to PACE by the provider at the beginning of the contract 

period. A total of UGX ____________ (Uganda shillings –in words ) shall be paid every month throughout the period of this agreement. 

This will be the primary pricing basis for ____________ while needs that change from time to time shall be invoiced by the provider basing 

on the prevailing or acceptable rate at the time of providing the service. The price shall constitute the Client’s maximum potential aggregate 

liability to the Provider (including without limitation its officers, directors, employees, agents, representatives, contractors, approved 

assignees, and any and all third parties claiming under, on behalf of, through or as a result of Client) arising out of, relating to, or resulting 

from the Contract and facts and circumstances surrounding its making and performance, based on causes of action of any nature 

whatsoever. 

Description Quantity Cost per month (VAT Exclusive) 

Armed day guard 2  

Armed night guard 2  

Phone/CUG line 1  

Note: Provision of services will be dependent on availability of donor funds. 
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B. Currency. The Contract prices, and all invoices, payments, claims, and other communications, documents, obligations and accounts of 

whatever nature in connection with this Contract, its formation, and the facts and circumstances surrounding its making and performance 

are, and shall be, denominated exclusively in Uganda Shillings, and all foreign exchange risks affecting the relative value of all other 

currencies shall be borne solely by the Provider.   

C. Payment terms & Methods. Payments will be made to the provider within 30 days after submission of tax invoices, all associated fees 
are solely for the account of the Provider. In all cases, payments will be made using cheques or Electronic Funds Transfer (EFT). In all 
cases where the payment is equal or above Uganda Shillings 20,000,000 the payment will strictly be done using EFT. All documents for 
payment shall be sent together in a single package to PACE by express courier or by hand for each month in their original form. The Client 
will review all documents submitted for payment and will release payment(s) to the provider upon the review, approval and acceptance of 
the documents. Payments shall be as per the deliverables shown in the payments section of the attached scope of works. 
Note: unless the vendor is exempt from WHT, PACE shall deduct 6% WHT off the total amount before VAT 
 

7.  Quality Assurance 

Security service is critical to the operational standards of PACE’s staff and therefore service quality affects the well-being of staff and 

equipment. Accordingly, the services provided should at all times be fit for purpose and meet the recommended national standards in 

Uganda.   

 
8. Publicity 

Without the Client’s approval, the provider shall not, in any manner (whether orally, electronically, or in writing), advertise, disclose, publish, 

or release for publication any statement or other information mentioning that the Client has ordered, or the Provider has furnished or agreed 

to furnish to Client the services referred to in this Contract. 

9. Force Majeure. 

If the provider fails to perform any of its obligations under this Contract due to a force majeure event, the provider shall, to such extent, not 

be liable to the Client for any excess costs directly arising from such failure to perform. The term “force majeure event” Is defined as a cause, 

not in existence on the Effective Date of the Contract that is beyond the control and without the fault or negligence of the provider, of a type 

whose occurrence was not reasonably foreseeable at the time the Contract was executed.  Examples of force majeure events include, 

without limitation, the sovereign acts of governments, fires, floods, epidemics, revolutions, quarantine restrictions, freight embargoes, or 

prolonged unusually severe weather conditions.  A delay by an approved assignee or subcontractor shall not constitute a force majeure 

event, unless the cause of the delay, if it had occurred directly to the Provider, would have qualified as such an event. 

Notwithstanding the occurrence of a force majeure event, the provider, unless otherwise directed by the Client in writing, shall continue to 

perform its obligations under this Contract to the maximum extent practicable.  In addition, the provider shall seek, at no additional cost, all 

reasonable alternative means of performance not precluded by the force majeure event. 

The occurrence or continuation of a force majeure event shall not, by itself, entitle the provider to any increase in the prices stated in this 

Contract. 

10.  Notice of Conditions Interfering with Performance, Notice of Changes in Ownership. 

The provider shall promptly notify the Client in writing of the occurrence and potential effects of any condition(s) which interfere with, or 

which it is reasonable to believe will or may interfere with complete and timely performance under this Contract (including, but not limited 

to, problems not previously foreseen, actual or threatened provider or subcontractor insolvency or other default).  The notice shall also 

describe the steps that are being taken and will be taken to correct or mitigate any such condition(s) 

The Provider shall notify the Client in advance in writing of any potential substantial change of its ownership during the Contract Term. 

 
11. Assignment and Subcontracting. 

The Provider may not assign or subcontract, in whole or in part, any of the following, except with the approval of the Client: (1) any obligation 
of Provider to perform under this Contract (including, without limitation, provide services), (2) any right of the Provider to receive payment 
under the Contract, and (3) any claim by the Provider against PACE in connection with this Contract and the facts and circumstances 
surrounding its making and performance. Whether or not approval is provided, the Provider shall remain fully responsible to PACE for 
fulfilment of the entire Contract, including but not limited to the assigned or subcontracted obligations. 
 
12. Limitation on Damages. 

In the event that a claim for damages, or the right to any other form of relief, based on contract, indemnity, negligence, or otherwise, should 

arise, the claiming Party shall take all necessary measures to mitigate the damages or loss, to the extent that this can be accomplished 

without unreasonable cost or inconvenience.  Such claims and relief shall not include exemplary or consequential damages. 
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13.  Governing Language and Law 

The governing language of this Agreement shall be English, and all notices and other communications relating or pursuant to the provisions 
of the Agreement (including, without limitation, those in connection with issues, Disagreements and Disputes) shall be in English. This 
Agreement will in all respects be governed by and construed in accordance with the laws of Uganda. 
 
14.  Disagreements and Disputes 

All Disputes arising under or relating to this Agreement, its formation, or the surrounding facts and circumstances, regardless of their legal 
nature, category, or amount shall be finally settled in accordance with the Arbitration Rules applicable under laws of Uganda, which 
shall be binding on the parties. 
 

15. Notices. 

Any notice given by either Party to this Contract shall be in writing and sent from the following addresses (or such other addresses as a 

Party may designate for itself in writing from time to time): 

1.  To the Provider: 

 Name________________________ 

                Plot _________________ 

                P.O. Box __________________  

Tel.  +256 _____________________ 

Cell. 07____________________ Email_______________ 

 Attn: ___________________________ 

 2. To the Client: 

Program for Accessible health, Communication and Education  

Plot 19 Kawalya Kaggwa Close, Kololo 

Kampala, Uganda 

Tel: +256-31-2351100 

Fax: +256-41-258678 

Attn: Phyellister Nakamya 

E-mail: pnakamya@pace.org.ug  

16. Termination and Suspension. 

A.  Termination for Default.  (1) In addition and without prejudice to any other remedies available to the Client by law or by this Contract, 

the Client may terminate the Contract at any time, or from time to time, in whole or in part, by written notice effective on the Provider on the 

date of the notice or the effective date specified in the notice, if any one or more of the following should occur: 

(I) provider becomes insolvent or makes a general assignment for the benefit of creditors;  

(II) a petition under any bankruptcy act or similar statute is filed by or against Provider; 

(III) provider fails to perform an obligation under any provision of this Contract, or so fails to make progress as to substantially endanger 

performance of this Contract in accordance with this terms, provided that, Provider fails to remedy any such condition within twenty (20) 

days from the receipt of a written notice from Client concerning the existence of the failure; or      

(IV) Provider’s financial condition becomes such as to endanger completion of performance. 

 (2) In the event that the Client terminates the Contract for default, in whole or in part, as provided in this Paragraph A, Client may 

procure, upon such terms and in such manner as Client deems appropriate and reasonable under the circumstances, goods and services 

similar to those covered by the terminated portion of the Contract, and may recover from the Provider, by offset or otherwise, any excess 

costs. 

 (3) Notwithstanding any termination for default, the Provider shall continue to perform the un terminated portion of the Contract, 

if any. 

mailto:pnakamya@pace.org.ug
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 (4) If, after termination has been effected pursuant to this Paragraph A, it is determined that the Provider was not in fact in default, 

the rights and obligations of the Parties shall be the same as if the termination had been properly issued under Paragraph B, below. 

B.  Termination for Convenience.   

(1) The Client shall have the unilateral right, at any time and from time to time, to terminate for convenience (regardless of whether the 

Provider is in breach of any obligation under this Contract), effective on the later of the date of the notice or the effective date stated in the 

notice, all or any portion of the Contract, by the issuance of written notice to the Provider.  Upon receipt of the notice, Provider shall 

immediately discontinue performance and shall comply with Client’s instructions concerning disposition of completed and partially completed 

items, work in progress, tools, dies, forms, designs, intellectual property, information, and data.  

(2) In the event of such a termination for convenience, the Provider shall be paid an amount in settlement to be mutually agreed upon by 

the Parties, which shall cover the Provider’s reasonable direct costs of performance incurred prior to termination in connection with the work 

for which the Contract is terminated, plus a reasonable profit based upon such costs (however, if it appears that Provider would have 

sustained a loss on the terminated portion of the Contract had it been completed, no profit shall be paid), provided that, in no event shall the 

total payment exceed the applicable Total Price for the affected undelivered quantities.  

(3) Termination for convenience shall not affect Client’s obligations with respect to services delivered prior to such termination. 

C.  Written Advice. (1) Within thirty (30) days of receipt of a notice of termination for either default or convenience, the Provider shall advise 

the Client in writing of any claim the Provider may have for termination costs.  Failure to provide this notice in a timely and complete manner 

shall be conclusively deemed a waiver of claim. 

D.  Termination Notice. Either party will be obliged to give the other one months’ notice for termination of this agreement. 

17. Insurance. The provider shall as a pre-condition to provision of services be required to provide evidence of insurance cover for the 

facilities used in provision of services to PACE.  

18. Force Majeure: If the Provider fails to deliver any of its obligations under this Contract due to a force majeure event, the provider shall, 

to such extent, not be liable to the Client for any excess costs directly arising from such failure to perform. The term “force majeure event” 

Is defined as a cause, not in existence on the Effective Date of the Contract that is beyond the control and without the fault or negligence of 

the provider, of a type whose occurrence was not reasonably foreseeable at the time the Contract was executed.  Examples of force majeure 

events include, without limitation, the sovereign acts of governments, fires, floods, epidemics, revolutions, quarantine restrictions, freight 

embargoes, or prolonged unusually severe weather conditions.  A delay by an approved assignee or subcontractor shall not constitute a 

force majeure event, unless the cause of the delay, if it had occurred directly to the Provider, would have qualified as such an event. 

19. Confidentiality: The Provider acknowledges that any information obtained as a result of this contract regarding PACE, or the products, 

services, policies, systems, programs, procedures, marketing, strategies, and materials, intellectual property, donor relations, and any other 

aspects of the affairs, of any of the foregoing, is confidential and proprietary, and will not [1] use it for any purpose other than in the 

performance of the contract, or [2] disclose such information, directly or indirectly, to any other person, without in each instance the prior 

written consent of PACE.  

 

20. Conflict of Interest: 

a). Neither the Provider nor any of the Provider’s officers, employees, agents or subcontractors shall engage in any personal, business 

or professional activity which conflicts or could conflict with any of the Provider’s obligations under the Contract. 

b). Without prejudice to any other provisions in the agreement the Provider shall notify PACE immediately of any actual or potential 

conflict together with recommendations as to how the conflict can be avoided. 

c). The Provider shall ensure that its officers, employees, agents and subcontractors comply with the provisions of this clause. 

 

 21. Prohibitions:  During the term of this contract, the contractor shall not engage in: 

a). Trafficking in persons (TIP) as defined in applicable UN Conventions;  

b). Procuring commercial sex acts; 

c). Using forced labor; 

d). Committing any act with respect to employees (including consultants and volunteers)  that supports or advances TIP including (i) 

confiscating identity or immigration documents; (ii) failing to provide return transportation upon request to employees recruited from 

another country; (iii) making false or misleading representations concerning terms or conditions of employment; (iv) charging recruitment 

fees to an employee; (v) using recruiters that do not comply with labor laws in the country where the recruitment takes place; (vi) if 

required by law or contract, failing to provide a written employment agreement or work document setting out employment conditions in 

a language the employee understands; or (vii) housing employees in substandard conditions. 

 

22. Reporting: If the Provider receives any credible information concerning a violation of any of the foregoing prohibitions, it must 

immediately notify PACE, fully cooperate, and enable its employees to cooperate with any investigation and/or corrective action by PACE - 

safeguarding@pace.org.ug; or executive@pace.org.ug 

 

23. Ethics Violation: Report any suspected fraud or ethics violation immediately to email: ethics@pace.org.ug; or audit@pace.org.ug 

mailto:safeguarding@pace.org.ug
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 APPENDIX XI: SCOPE OF WORK 
 
 
                                                                                   SCOPE OF WORK LPO### 
  
PLACEMENT OF A PRE-QUALIFICATION ADVERT. 
The following is a Scope of Work for an LPO between Program for Accessible Health, Communication and Education (hereinafter called 
“PACE”) and ------------------------ (hereinafter called “the Supplier”) for placement of a pre-qualification advert. 
 

1. Specifications: The supplier will supply the above items as per the specifications below;  
 

Item 
No  

Description  Specification Quantity  

1. Prequalification Advert • Half page advert 1 advert 

 
2. Delivery: The advert should be run on dd/mm/yyyy.. 

   
3. Liquidated Damages: In the event that the Supplier does not meet the agreed delivery deadline specified above, a 5% of the 

total invoice value may be deduction off the total amount payable.  The penalty shall not be applicable if delayed delivery 
is a consequence of force majeure.  
 

4. Inspection and rejection:  Items ordered and delivered shall be subject to inspection by PACE within a reasonable time after delivery, 
irrespective of date of payment. In the case of any delivered items found damaged/not tallying with the specifications spelt out in the LPO, 
such items will be rejected by PACE and PACE shall document unaccepted items and provide samples to Supplier.  At PACE’s sole 
discretion the value of the quantity of unaccepted items shall be deducted from the payment due to the supplier or non-conforming items 
replaced by date specified at Supplier’s cost. 
 

5. Quality: The supplier warrants PACE that all items supplied under this contract will conform in quality and specification provided 
by PACE. PACE at sole discretion shall reject and return to the Supplier items which do not conform to the specified approved 
standards. Replacement of items shall be supplied to PACE within one day at no extra cost to PACE.  

  
6. Payment: Payment to the Supplier shall be made upon full delivery of all items specified under this contract as per the deliverable 

below  

Del  Description  Expected Date  Amount in UGX  

1  Within 30 days after full delivery of all items and submission of Invoice    dd/mm/yyyy XXXXXX 

                                              Total Amount Payable VAT Incl XXXXXX 

Unless the vendor is exempt from WHT, PACE shall deduct 6% WHT off the total amount before VAT. 
 

7.  LPO Validity: This LPO shall remain valid for 10 days from the LPO date.  PACE reserves the right to cancel this LPO at any time 
prior to the scheduled expiration date of the LPO validity period by written notice to supplier in the event that supplier materially fails 
to perform his obligations in the Scope of work and to cure any such default in performance within two (2) days after written notification 
of such default by PACE.  
In the event that the LPO cancellation is due to negligence or breach by the Supplier, PACE shall hold the Supplier liable for 
reimbursement of expenses incurred due to said fault and of any penalties, damages or interests, which are incurred by PACE as a 
result thereof.   Any such expenses may be deducted from any sums due to the Supplier, and the Supplier shall promptly pay any 
deficiencies upon demand of PACE.   
  
 8.  Force Majeure.  In the event of force majeure - that is, an event not in existence on the Effective Date that is beyond the control 
and without the fault of either of the Parties, such as an act of God, natural or man-made disaster, strike, epidemic, lock-out, foreign 
or civil war, quarantine restriction or any other similar event, PACE shall be entitled to terminate the purchase order or any part thereof 
if the performance of the Services is prevented or significantly impaired by any such force majeure.  In the event of such termination, 
the supplier shall be entitled to payment for Services completed and expenses incurred prior to termination, in accordance with this 
purchase order.  
  
9. Conflict of Interest:  
a). Neither the Supplier nor any of the Supplier’s officers, employees, agents or subcontractors shall engage in any personal, business 
or professional activity which conflicts or could conflict with any of the Supplier’s obligations under the Contract.  
b). Without prejudice to any other provisions in the agreement the Supplier shall notify PACE immediately of any actual or potential 
conflict together with recommendations as to how the conflict can be avoided.  
c). The Supplier shall ensure that its officers, employees, agents and subcontractors comply with the provisions of this clause.  
 
10. Confidentiality: The supplier acknowledges that any information obtained as a result of this contract regarding PACE, or the 

products, services, policies, systems, programs, procedures, marketing, strategies, and materials, intellectual property, donor relations, 

and any other aspects of the affairs, of any of the foregoing, is confidential and proprietary, and will not [1] use it for any purpose other 
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than in the performance of the contract, or [2] disclose such information, directly or indirectly, to any other person, without in each 

instance the prior written consent of PACE.  

11.    Prohibitions:  During the term of this Agreement, the contractor shall not engage in:  
a). Trafficking in persons (TIP) as defined in applicable UN Conventions;   
b). Procuring commercial sex acts;  
c). Using forced labor;  
d). Committing any act with respect to employees (including consultants and volunteers)  that supports or advances TIP including (i) 
confiscating identity or immigration documents; (ii) failing to provide return transportation upon request to employees recruited from 
another country; (iii) making false or misleading representations concerning terms or conditions of employment; (iv) charging 
recruitment fees to an employee; (v) using recruiters that do not comply with labor laws in the country where the recruitment takes 
place; (vi) if required by law or contract, failing to provide a written employment agreement or work document setting out employment 
conditions in a language the employee understands; or (vii) housing employees in substandard conditions.  
  
12.   Reporting: If the contractor receives any credible information concerning a violation of any of the foregoing prohibitions, it must 
immediately notify PACE, fully cooperate, and enable its employees to cooperate with any investigation and/or corrective action by 
PACE – safeguarding@pace.org.ug or executive@pace.org.ug  
  
13. Reporting Ethics Violation: Report any suspected fraud or ethics violation immediately to the email: ethics@pace.org.ug or 
audit@pace.org.ug  
  
Sign both copies by way of acknowledgement and confirmation of this Purchase Order.   

  
  
Signed …………………………………………..                                           Signed…………………………………… 
        Phyellister Nakamya                                                                               …………………………….. 
        Executive Director                                            ……………………………..   
        PACE                                                                                                  ……………………………                                                                                                 
         
 Date……………………………………..                                                      Date…………………………………….  
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