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ANNEX GEN 9-2: Template for Procurement Process Overview
The following templates can be amended in accordance with the terms in the tender. The template is for internal use.
New Procurement

	Project
	Donor
	Goods/services
	Procurement procedure
	Tender no.
	Specifications prepared
	Tender dossier prepared
	Tender dossier approved
	Procurement notice advertised
	Tender opening
	Evaluation report approved
	Contract
	Remarks

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Contracts placed

	Contractor
	Goods/services
	Qty
	Contract value
	Inland costs
	Award Notice
	Performance guarantee received
	Performance guarantee approved
	Tender guarantee returned to supplier
	Contract sent to contractor
	Contract signed by contractor
	Remarks

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Orders under clearance 

	Contractor
	Goods/services
	Mode of transport
	Performance guarantee expiry date
	Shipping documents
	Pre-shipment inspection
	AWB or B/L no.
	Goods delivered to port
	Goods cleared
	Good delivered final destination
	Goods inspected at final

destination
	Proof of delivery signed
	Remarks
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