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STEPS/ FLOW /SEQUENCE 

Step Event/ Activity/ Action Time/ No. 
Of 
Days 

Actor 

1. Describe the Process Boundaries; what  
triggers start, inputs, outputs and end 
 
 

1. Open Tendering  

i. This is the preferred method. 

Supply Chain department shall 

check whether the request is in 

the procurement plan and the 

user department in consultation 

with procurement department 

 14 days 
submission of 
National Tenders  
 
21 days for 
International 
Tenders  
 
 30 Days from 
start to end of 
tender process  
 
 14 days for award 
subject to non-

User Department  
 
Supplier  
 
Supply Chain Officers  
 

 Opening Committee  
 
 Evaluation Committee 
 
 Manager, Supply Chain  
 
 Managing Director & CEO  
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shall prepare tender 

advertisement notice and tender 

documents in line with PPRA 

approved formats. Supply Chain 

department shall issue the tender 

reference and closing date 

details. 

ii. The advertisement notice shall 

indicate tender reference, closing 

dates & time, document purchase 

& collection point and tender 

submission drop-off point. A 

Purchase Requisition shall be 

raised and advert artwork shall be 

sent to M/s Government 

Advertising Agency for 

advertising for prospective 

suppliers to apply for the tender. 

The advert shall also be placed in 

the government tenders portal 

and GDC Website. The minimum 

period of time between 

advertisement and submission 

deadline for National tenders 

shall be 14 days while for 

international tenders shall be 

21days. 

iii. An electronic copy of the tender 

document may be obtained from 

complaint.  Inspection Committee  
 Finance department   
 
Corporate Communication   
department  
 
 Government Advertising 
Agency (GAA) or other Media  
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Supply Chain office. The 

document may also be viewed 

and downloaded on GDC website 

and Government Portal. 

iv. Tenders submitted shall be 

opened on the closing date in the 

presence of bidder’s 

representatives who choose to 

attend by the tender opening 

committee appointed by the MD 

& CEO. The bids shall be opened 

and given identification numbers. 

Names of bidders and relevant 

details shall be read out. Opened 

bids shall be recorded in a tender 

opening Form, and Bidder’s 

representatives shall sign an 

attendance register. Tender 

opening minutes are then 

prepared by the committee and 

signed accordingly.  

v. The Manager Supply Chain in 

Liaison with other HOD’s shall 

nominate members of the 

evaluation committee for MD & 

CEO appointment. The evaluation 

shall be guided by the evaluation 

criteria as set out in the tender 

document and shall be carried 
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out within a maximum period of 

thirty (30) days from date of the 

tender opening. An evaluation 

report containing the context of 

evaluation process and 

recommendations shall be 

compiled and submitted to the 

Manager, Supply Chain. 

vi. The Manager Supply Chain shall 

alongside the report to the 

evaluation committee as 

secretarial comments review the 

tender evaluation report and 

provide a signed professional 

opinion to the MD & CEO on the 

procurement proceedings. 

vii. The Professional Opinion may 

provide guidance on 

procurement proceeding. In the 

event of dissenting opinion 

between tender evaluation and 

award recommendation. 

viii. In deciding to award a tender, the 

accounting officer shall take into 

account the views of the 

Manager, Supply Chain in the 

signed Professional Opinion. The 

Supply Chain department shall 

notify bidders on their bid status, 



Guide for Process Documentation 
 

 

(whether they were successful or 

not) and also the user 

department. Upon expiry of 14 

days after award notification, and 

without Complains on the award, 

(Ref: Procurement Act and 

Regulations), the Supply Chain 

department in consultation with 

Legal Services department shall 

have a contract prepared and 

signed with successful bidders 

and issue Local purchase order. 

 
 
 

2.    
(Add rows as necessary) 

EXCEPTIONS TO THE NORMAL FLOWS 
Title No. Description Time Actor 

Tender Complaint  1. Complaints shall be 
received in writing. 
  
SC department shall 
acknowledge receipt of 
the complaint within 2 
days. 
 
Relevant officer shall be 
tasked to address the 
complaints.  
 
The department shall 
respond in writing within 
twenty one (21) days.  

Within 14 
days upon 
notification  

Complainant  
Supply chain officers  

2.    

 
 
Process Maps/Visuals 

 
Business process flowcharts/ swim lanes/screen shots 

User department Supply Chain MD & CEO Evaluation Committee 
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Is it in the 
Procurem

ent Plan? 

Need/ 
Requirement 

Forward back 
requisition to 

user 

Requisition and tender 
doc 

Review tender Doc 
notice and advertise 

Tenders opened 

Review report 

Appoint evaluation 
committee 

Evaluate & report 

Approved? 

Notification to Bidders 

LPO/Contract 

END 

YES 

YES 

NO 
 

Seek 
Approval 
For Re-

NO 

 

NO 

Yes 

Prepare 

professional 

opinion 
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PREQUALIFICATION FLOW CHART  
 

               

        Pre- Qualification 

 

Responsive (all 
Categories)? 

 Not Responsive on all 
Categories? 

 
 

Approval and adoption of 
list 

 Borrow List/ 
Approval of list 
Suppliers 

 
 
 

COMPLAINTS FLOW CHART  
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Complaint received in 
writing by Complaint 

handling officer. 
Escalated if need be or 

response issued 
directly 

Noted internally were no 
response is required 

Escalation for further 
action 

Response in writing done the 
to the Complainant / Follow up 


