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P/M/ID - X/20X7
Guidance notes 

1.  P – Procurement Category (select appropriate abbreviation below)

a) Goods – G

b) Works – W

c) Consultancy Services – SC

d) Non-Consultancy Services – NCS

2. M – Procurement Method (select appropriate abbreviation below)

a) Open National bidding – ONB

b) Open International Bidding – OIB

c) Restricted Bidding – RB

d) Request for Sealed Quotation – RFQ

e) Emergency Procurement – EP

f) Execution by Public Entities – EPE

g) Request for Proposals – RP

h) Direct Procurement – DP

i) Electronic Reverse Auction – ERA

j) Small Value Procurement – IQ

3. ID – Organizational Identity (select appropriate abbreviation below)

a) Office/Ministry/Agencies - Budget Vote Number

b) Public Enterprise – Official abbreviation of Public entity name

c) Regional Council & Local Authority - Official abbreviation of Public entity name

4. X – Procurement Contract Number for the Financial Period

5. 20X7 – Procurement year

[Insert Name & Logo of Public Entity]
Individual Procurement Plan
TITLE:

[Insert the Title of Procurement Activity] 

Public Entity:

[Insert Public Entity Name]
Approved & date:

___________________________________ 
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Chairperson Signature: _________________________

Date:
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1. SUMMARY OF PROPOSED PROCUREMENT

1.1 BACKGROUND

State why the procurement is required and expected outcomes.

1.2 SCOPE

Provide summary/overview of the project requirements and any special user requirements.

1.3 CONTRACT COMMENCEMENT DATE

The proposed contract commencement date is [insert date].
1.4 NUMBER OF CONTRACTORS

A single contractor will be appointed.

OR

A single contractor will be appointed for each package/lot of the procurement. There will be [insert number] package/lots to the procurement.

[Where a project is structured to be performed in packages/lots and is bidding is conducted in one procurement exercise, a separate individual contractor, potentially, can be appointed for each package/lot. Include details in relation to the number of packages/lots of the project]
OR

A main contractor with subcontractors will be appointed.

[If a main contractor with subcontractors is to be appointed, requirements to determine compliance should be indicated]
1.5 CONTRACT TERM

The proposed contract term is [insert number of years] year(s).

There are [insert number of years] year extension options available at the absolute discretion of the [Insert name of Public Entity].

1.6 FUNDING 

The availability of appropriate funding has been confirmed and certified by [Insert name of Accounting Officer]. The funding Agency is [Public Entity’s own budget or name of other funding agency(s)].
1.7 ESTIMATED CONTRACT VALUE

The estimated contract value, including all extension options, is N$ xx.  This equates to N$ xx per annum/month.
Provide an explanation of the basis for the contract value eg based on existing contract expenditure; market research; budget availability; projected Public Entity demand; any pricing or usage trends. 

1.8 GENERAL CONDITIONS OF CONTRACT
The General Conditions of Contract as issued by the Procurement Policy Unit will apply to this requirement [take note of the latest version of the general conditions of contract and should accompany the bidding documents during the bidding process].
1.9 APPROVAL TO PROCEED

Approval to proceed with the procurement has been granted by the Accounting Officer.

2. CURRENT/PREVIOUS CONTRACT ARRANGEMENTS (AMMEND AS APPLICABLE)
2.1 SUPPLY ARRANGEMENTS

The [current]/[previous] [contract]/[arrangement] for the provision of the [insert product/service title] was by means of Open Advertised Bidding.

Give a brief summary of the performance of the contract. If no previous contract existed, explain how the products/services have been historically purchased.

2.2 CONTRACT COMMENCEMENT AND EXPIRATION

The current contract commenced on [insert date].  The contract expiration date is/was [insert date]. 
Insert further detail in relation to whether the contract was terminated prior to the expiration date or whether there were extensions beyond term and if so, the extended term and value.
2.3 CURRENT/PREVIOUS CONTRACTORS

The current contract provider(s) is/are [Insert contractor names].

2.4 CONTRACT VALUE

A total of N$xxxx has been paid under the contract. 

Insert further detail about the current spend – whether it is increasing or decreasing; how the actual spend is tracking against the awarded value; and any other trends with respect to the contract price. 

2.5 STRENGTHS AND WEAKNESSES OF CURRENT/PREVIOUS CONTRACT
The strengths of the current contract are [insert strengths eg established good supplier relationship, excellent performance delivery, great customer service, local content benefits, eg local business supplier, job creation].

The weaknesses of the current contract/arrangement are [insert weaknesses eg insufficient policy compliance, high transaction costs, poor contract management/administration lack of supplier feedback, no local supplier, ].

2.5.1 STRATEGIES TO ADDRESS WEAKNESSES

The weaknesses identified are addressed as outlined in the following table: [insert weaknesses as identified above and how the weakness is being address through the procurement strategy or proposed contractual arrangement. Add/delete rows as required.] 

	WEAKNESS
	STRATEGY TO ADDRESS

	[E.G.: Lack of responses to Request][Insert weakness]
	[Insert details]

	[Insert weakness]
	[Insert details]

	[Insert weakness]
	[Insert details]

	[Insert weakness]
	[Insert details]


3. PROPOSED PROCUREMENT TIMETABLE

3.1 KEY PROPOSED DATES

The key dates for the proposed procurement are as follows:
	Item no.
	STAGE
	TARGET DATE

	1
	Procurement Plan submitted to Procurement Committee
	

	2
	Procurement Committee endorsement of Procurement Plan
	

	3
	Procurement Plan approval by Accounting Officer
	

	4
	Approval of Bidding document by Procurement Committee/Central Procurement Board
	

	5
	Invitation for Bidding by Public Entity/Central Procurement Board
	

	6
	Appointment of Bid Evaluation Members by Accounting Officer/Central Procurement Board
	

	7
	Deadline for submission of bids & Opening of bids
	

	8
	Evaluation, examination and recommendation by Bid evaluation Committee
	

	9
	Review/Endorsement of BEC Evaluation Report by Procurement Committee/Technical Committee(CPB)
	

	10
	Evaluation Report approval by Accounting Officer
	

	11
	Notification of Selection for award to successful  & Unsuccessful bidders
	

	12
	Standstill Period
	

	13
	Contract Award
	

	14
	Contract Signing and Management
	

	15
	Contract Delivery to the Procurement Management Unit/as specified
	

	16
	Contract Payment by Procurement Management Unit and Finance Department
	

	17
	Total period required (Insert number of days)
	

	18
	Time for Contingencies before award
	

	19
	Proposed period required 17+18 (Insert number of days) 
	


4. PROCUREMENT METHODOLOGY AND STRATEGY

4.1 PROCUREMENT METHOD

The proposed procurement method will be:  [select an appropriate procurement method & state reason(s) for selection of the procurement method].
5. EVALUATION OF BIDS:

The bid evaluation committee will comprise of the following individuals:

[insert names of persons selected  to serve on the ad’hoc committee, and indicate who will be the Chairperson and Secretary]
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