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1.Introduction:

All procurement and supply operations within the Association are governed by this manual, which sets forth
the general rules to be followed as an effective guideline and provides step-by-step procedures to assist
relevant procurement staff in executing their duties.

1-1 Objective

This manual aims to clarify the standards, policies, and procedures to be followed in the procurement of
goods within the Association. These standards, policies, and procedures have been developed for the
following purposes:

A) Providing guidance in procurement processes;

B) Establishing unified procedures for the procurement and contracting of goods;

C) Ensuring transparency in all operations, as required;

D) Enhancing the efficiency and effectiveness of operations;

E) Encouraging the consistent application of legal best practices in procurement by leveraging international
practices and procedures in this regard.

2- Scope and Limitations:

1- This manual applies to all procurement, supply, and service operations within the Association, including
projects funded by donors, provided they do not conflict with donor policies.

2- This manual also covers the standard procurement cycle stages, from the initial phase (Purchase
Requisition) to the completion of execution or supply, inspection, and final acceptance procedures.

e The ultimate goal is for this manual to undergo continuous development to reflect any regulatory
amendments, changing needs, and the commercial environment, and to adopt improved procedures
and practices in this regard.

3- Procurement Documentation Cycle Forms:

e Preliminary Purchase Requisition Form (Stock Issue/Purchase)

o Material Specification Form for Purchase Requisitions

o Estimated Cost Preparation Form

e Decision Form for Establishing a Technical Specifications and Tender Documentation Committee

e Tender Documents (Announcement, Instructions to Bidders, Data Sheet, General Conditions, Special
Conditions, Technical Specifications, Price Schedules, Guarantees, Contract Form (the annex
includes templates for various announcements and guarantees)).

e Tender Documentation

e Submission Form for Escalating Tender Documents from the Lower-Level Tender Committee to the
Higher-Level Tender Committee

e Submission Form from the Specifications Committee or the Standing Technical Committee to the
Chairman of the Tender Committee for Approval of Specifications, Procurement Method, and other
Tender Documents

e Tender Committee Decision Form regarding the Approval of Tender Documents

e Registry of Bidders for the Purchase and Receipt of Tender Documents

o Registry of Specifications for Standard Samples Provided to Bidders

o Registry for the Receipt and Registration of Bid Envelopes and Samples Submitted by Suppliers

e Decision Form for Establishing a Bid Opening Committee
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o Attendance Registry for Bid Opening Sessions (Bidders or their Representatives)

e Registry of Minutes for Bid Opening Committees

e Decision Form by the Chairman of the Tender Committee for Establishing a Technical and Financial
Evaluation Committee

e Technical and Financial Analysis and Evaluation Report Form + Annexed Tables

e Submission Form to the Chairman of the Tender Committee and subsequently to the Tender
Committee regarding Approval of the Evaluation Report (Technical + Financial / Technical Only /
Financial Only)

e Tender Committee Award/Recommendation Decision Form, with the completion of related
procedures

o Notice of Award (Letter of Acceptance)

e Contract Form

Appendices

Appendix (A): Templates for Announcement Forms

1. Template for Prequalification of Suppliers Announcement in the field of ...................
2. Template for Tender Announcement based on Single-Envelope Submission (Technical and Financial)
3. Template for Letter of Invitation (Lol) for Limited Tendering (Technical and Financial Proposals)

Appendix (B): Templates for Guarantee Forms

Bid Security / Bid Bond Template
Performance Guarantee / Performance Bond Template
Advance Payment Guarantee Template

NS w ke

Quality Guarantee / Warranty Bond Template
Appendix (C): Procurement Flowcharts

8. Flowchart illustrating Pre-Procurement Procedures
9. Flowchart illustrating the Selection of Procurement Method

Flowchart illustrating Post-Contracting Procedures

Appendix (D): Standard Documents
Standard documents for supplies and contracting in Arabic.

4- Procurement Numbering System:

The objective of the procurement numbering system in this manual is to ensure that every request is assigned
a specific and unique identifier. This helps in streamlining procurement operations, tracking, and auditing, as
well as facilitating the retrieval and filing of procurement records. The procurement number is assigned
during the Purchase Requisition stage, and the numbering system is considered an integral part of the
Procurement Information Management System (PIMS) upon its implementation.
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The procurement number is retrieved from the designated register at the Procurement and Warehouse
Department within the Association / Beneficiary Project. Care must be taken to ensure no number is reused,
even if the original procurement process for that specific number was canceled.

4-1 Use of Procurement Numbers:
The procurement number must appear on all correspondence and documents related to the respective
procurement process.

5- General Guidelines:

Procurement Principles

Transparency, Accountability, and Ethical Principles

In all executed procurement operations, the following rules and conditions must be adhered to:

A) Ensuring that approved funds are used only for their designated purposes;

B) Avoiding the fragmentation of purchase requests to circumvent the appropriate procurement method;
C) Obtaining all necessary approvals;

D) Verifying value by comparing it with market prices;

E) Adhering to the code of business ethics by all personnel involved in procurement operations.

This manual also includes provisions and procedures to encourage transparency, accountability, and ethical
principles in the operation and management of procurement processes.

6- Professional Code of Ethics:
6-1 Guiding Principles:

The principles underpinning ethical conduct in procurement operations consist of a commitment to
impartiality, independence, and integrity.

6-2 Responsibilities:

6-2-1 Senior officials in the Association shall undertake the following:

A) Providing instructions and guidance to employees, especially when there is a potential risk of being
accused of non-compliance with ethical and professional principles;

B) Encouraging employees to adhere to ethical principles and creating an environment where openness and
transparency are the standard,

C) Ensuring all employees comply with instructions and guidelines, including the necessity of maintaining
documented records;

D) Establishing appropriate levels of financial authority delegation and ensuring the separation and rotation
of duties.

6-3 Lower-level employees are responsible for the following:

A) Complying with the provisions of this manual;

B) Following management instructions and procedural guidelines;

C) Remaining vigilant regarding any conduct indicating unethical behavior;

D) Reviewing guidance from their direct supervisor or audit specialists regarding any emerging matters that
require familiarization.
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6-4 Code of Ethics:
All Association employees involved in procurement or supply operations must adhere to ethical principles to
avoid legal accountability.

6-5 Ethical Principles:
If a member of the Tender Committee has a direct or indirect interest in a submitted tender, they must notify
the Chairperson of the Association of that interest and recuse themselves from the tender process.

In the application of this manual, "interest" means that the member—or their spouse, children, brothers, or
sisters—is the bidder, holds any share regardless of its size, is a board member of the bidding company or
institution, or is an employee, agent, or guarantor thereof.

Every employee of the Association must maintain and enhance the Association's reputation by:

10. Maintaining the highest standards of honor and integrity in all relationships, whether internal or
external to the Association;

11. Developing levels of professional competence.

12. Using funds and other resources responsibly to achieve the Association's public interest;

13. Adhering to both the letter and spirit of the following:

14. The Association's internal regulations and its Articles of Association;

15. Accepted professional ethical principles;

16. Contractual obligations.

6-6 Conflict of Interest

Any employee of the Association must declare if they may be personally affected, or if their personal
interests may be compromised, by the duties assigned to them, or if such duties could be perceived as such by
others.

6-7 Confidentiality and Information Accuracy:

Association employees working in procurement must respect the confidentiality of information acquired
during the performance of their official duties. They shall not use such information for personal gain or for
the benefit of any competitor or supplier.

Information provided by an employee during the performance of official duties must be truthful, fair, and
non-misleading.

6-8 Competition:
Association employees must treat all competitors (suppliers) fairly and impartially, avoiding any practical
arrangements that might hinder the effective application of the principle of equal competition.

6-9 Acceptance of Gifts from Businessmen:
An Association employee must not accept any gifts from businessmen working for current contractors or
suppliers, or from those who are potential future suppliers.
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6-10 Hospitality:
Any Association employee must refrain from accepting any hospitality from businessmen that could be
perceived by others as having an influence on decisions related to procurement and supply activities.

6-11 Reporting:
An Association employee has a duty to report to their supervisors or auditors any unethical behavior by a
colleague, bidder, or supplier.

6-12 Examples of Unethical Behavior:
Prohibited behaviors or actions under ethical principles include, but are not limited to:

1. Disclosing "insider" or confidential information to any actual or potential bidder, whether
directly or indirectly;

2. Discussing the procurement process with any actual or potential bidder in a manner that
deviates from the official procurement rules and procedures;

3. Bias or Discrimination: Favoring a participant or potential participant, or discriminating against

either in the formulation of technical specifications, standards, or during the tender evaluation

process.

e 4.Document Tampering: Destroying, damaging, removing, or improperly altering any official
documents related to procurement.

e 5. Accepting Inducements: Accepting or soliciting money, travel, meals, gifts, services, discounts, or
anything of material value from participants or potential participants.

e 6. Future Employment: Discussing or accepting future employment offers from any current or
potential participant in the tender.

e 7. Overlooking Misconduct: Condoning any illegal or unethical act or activity by participants,

including any offers of personal incentives or rewards.

7- Communications and Records Management:

7-1 Correspondence and Communications:

Correspondence and communications are vital in managing relationships with suppliers, contractors, service
providers, and other parties. However, any communication issued by the Association may be binding or
restrictive, carrying legal, contractual, or financial implications. Therefore, all Association correspondence or
communications related to procurement operations must be in writing and issued by authorized personnel in
accordance with their job responsibilities and duties.

7-2 Documentation and Records Management:

7-2-1 Documentary Records:

Documentary records, whether in hard copy or electronic format, are essential for managing activities
effectively and efficiently. They provide supporting evidence for decisions made and instructions issued,
ensuring appropriate oversight to demonstrate transparency and accountability.

Proper records management is crucial to ensure that data is stored and organized effectively for easy retrieval.
Specialists must obtain full supporting documentation and maintain it in an orderly and organized manner.
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Conversely, officials authorized to approve an action or procedure must ensure that any operation they
approve or authorize is backed by the necessary documentation.

7-2-2 Archive and Records Management System:

Procurement and Warehouse departments/sections generally serve as the secretariat for the Tender
Committee; therefore, they are responsible for maintaining contract records and keeping documents in secure
locations. Managers of these departments must ensure that complete documentation for each tender is kept
separately, allocating one or more files for each procurement process.

Accordingly, a specific individual within the Procurement and Warehouse Department must be designated as
responsible for maintaining files and records. No document shall be allowed to leave the archives without
official authorization to avoid the following:

A) Maintenance of partial or incomplete records by departments or individuals;

B) Access to records by unauthorized persons;

C) Delays in taking required actions in a timely manner.

8- Tender Committees:

For the purposes of implementing this manual, Tender Committees are defined as follows:

8-1 Tender Committee Composition:
The committee shall be formed as follows:

President of the Association — Chairperson
Secretary-General or Vice President — Vice Chairperson
Financial Officer (Board Member) — Member
Executive Director — Member & Rapporteur

Committee Secretary — Member

AR e

8-2 General Responsibilities of Tender Committees:

The committees shall execute the tasks and competencies defined in this manual, holding regular meetings—
at a minimum—to ratify procurement procedures. The committee reserves the right to seek assistance from
technical experts and specialists who are not members of the committee, as needed, to prepare specifications,
tender documents, open bids, and evaluate tenders. Each of these sub-committees shall be established by a
decision issued by the President of the Association (Chairperson of the Tender Committee), naming its
chairperson and members.

Below are the general duties and competencies of the Tender Committees:

1. Prior to approving the publication of the tender announcement, the following must be verified:
A) Availability of financial allocations for execution;
B) Approval of the selected procurement method;
C) Approval of the tender documents (technical specifications, bills of quantities, drawings, general
and special conditions) as appropriate for the case;
D) Approval of the announcement text or the Letter of Invitation (Lol), and the shortlist of qualified
firms (depending on the requirements of each case).

2. Approving the opening of bid envelopes through a designated sub-committee formed for this purpose;
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3. Approving the bid analysis process through a designated sub-committee, reviewing evaluation
reports, and approving the contract award to the winning bidder;

4. Issuing the final awarding decisions for tenders;

Approving the final contract form;

6. Recording decisions and results in official minutes and notifying the relevant parties.

e

8-3 Secretariat of Tender Committees:

The Tender Committee shall have a dedicated secretariat established by a decision from the Chairperson of
the Tender Committee. The Procurement and Warehouse Manager of the Association shall undertake the
secretariat duties.

8-4 The Secretariat of the Tender Committees shall have the following duties:
A) Receiving, registering, and presenting documents and any other issues to the Tender Committee;
B) Performing all administrative activities related to the Tender Committee, including:

1. Preparing correspondence, notifications, and minutes of committee meetings, and communicating
committee decisions or inquiries;

2. Photocopying and duplicating documents;

3. Filing and organizing documents (Archiving).

C) Coordinating with technical committees, bid evaluation committees, and specification committees as
directed by the Committee Chairperson or Vice-Chairperson.
D) Performing any other tasks assigned by the Chairperson of the Tender Committee.

8-5 Committees for Preparing and Reviewing Technical Specifications and Other Tender Documents:
Specifications committees are formed by a decision from the President of the Association (Chairperson of the
Tender Committee), designating its members. These committees must include experienced technical
specialists in technical, financial, and legal fields relative to the nature and type of the project to be
implemented. Their role is to prepare and review technical specifications, requirements, tender documents,
and estimated costs, then submit them to the Chairperson of the Tender Committee for review and referral to
the relevant Tender Committee for appropriate decision-making. The duties of the Specifications Committee
will be detailed in the step-by-step procurement procedures chapter later.

The Specifications Committees shall undertake the following:

Providing recommendations regarding the procurement method.

Preparing detailed technical specifications and classifying them into groups.
Determining packaging, marking, and delivery methods.

Preparing tender documents, announcements, or shortlists as appropriate.

Formal submission of all documents and recommendations to the Tender Committee.

AN e

9- Selection of Procurement Method:
The flowchart illustrating the appropriate selection of procurement methods provided in Appendix (D) offers
a concise overview of the factors to be considered when deciding which method to employ.
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Under no circumstances shall purchase/contracting requisitions be fragmented into two or more operations to
circumvent the correct procurement method or to avoid obtaining the Tender Committee's approval (for
homogeneous procurement). In cases where the fragmentation of non-homogeneous procurement is
necessary, it must be subject to the prior approval of the Chairperson of the Tender Committee.

10- Procurement on a Turnkey Basis:

This refers to a comprehensive execution contract under which the design, preparation of technical
specifications, and other engineering studies are carried out according to the specific nature of each case. It
requires full supply, installation, operation, and construction through a single contract.

This system is followed when it is necessary to supply certain goods—such as medical equipment, power
generators, or any machinery or equipment—that require delivery, transportation to the site, installation, and
operation, including all associated construction works based on the specific nature of each unit, leading to the
final handover to the Association.

11. Supplier Registration:

e The Procurement Department of the Association shall maintain a database of suppliers who have been
evaluated as meeting the appropriate standards for specialized requirements. It shall also be
responsible for registering and classifying suppliers and maintaining a "Blacklist" of suppliers who
have demonstrated non-compliance with ethical and professional principles or have breached their
contractual obligations, in order to take necessary legal action against them.

e The Tender Committees hold overall responsibility for approving the inclusion of suppliers in the
Suppliers Register or their removal therefrom.

o Except in cases of Open Tenders, and where no other pre-qualification method is employed,
appropriate bidders may be selected from the Suppliers Register.

12- Insurance of Goods:

12-1 The supplier shall be responsible for insuring the goods or supplies until their delivery to the
Association's warehouses. This includes all customs duties, taxes, transportation, and any other costs until the
completion of inspection and acceptance procedures in accordance with the legal procedures specified in this
manual.

13- Standard Tender Documents:

13-1 Purpose of Tender Documents:

Standard tender documents are utilized to define all instructions, conditions, and requirements necessary for
bidders to submit their bids correctly. The content and complexity of tender documents vary according to the
type of procurement process, its value, and the procurement method. The tender documents must clearly and
accurately describe the tender requirements, including technical specifications, bills of quantities, terms and
conditions, delivery or performance requirements, evaluation criteria used in the bid evaluation process,
submission procedures, and the terms applicable to the resulting contract agreement.

The standard documents issued for regular and small supply works cover all necessary requirements and must
be adhered to; no other tender documents shall be used. Should there be a need to use alternative documents,
prior approval from the Association’s Board of Directors must be obtained. An exception to this prior

V2. Approved in May 2026, Established in 2019 Page 10 of 85



Bena Charity

For Human development

approval is made for procurement funded by financing institutions that mandate the use of their own specific
documents.

13-2 Standard Tender Document Models:
The following models represent the standard tender documents available for this manual:

A) Documents for the procurement of regular goods whose cost exceeds the amount specified in the
regulations (subject to abbreviation based on the nature and quality of the contract). Their
components are as follows:

Announcement Template;

Instructions to Bidders (ITB);

Bid Data Sheet (BDS);

General Conditions of Contract (GCC);

Special Conditions of Contract (SCC);
Requirements;

Technical Specifications + (Drawings, if required);
Price Schedules;

A P I ol S e

Guarantee Templates (Bid Security, Performance Guarantee, Advance Payment Guarantee);
. Bid Submission Form,;
. Notice of Award (Letter of Acceptance);
. Contract Form.

—_ =
—_ O

[a—
[\

Certain items may be abbreviated or added depending on the type and complexity of the required
procurement process.

B) Documents for the procurement of simple goods for purchases that do not exceed the cost of the
amounts specified in the regulations. Its components are as follows:

Announcement or Request for Quotations (RFQ) Template;
Terms and Conditions;

Technical Specifications + (Drawings, if required);

Price Schedules;

Notice of Award;

Contract Form.

AU

C) Procurement documents for routine purchases/Quotations:

(Purchase Requisition — Request for Quotations — Bid Analysis — Notice of Award — Purchase Order —
Inspection and Acceptance, etc.) and Direct Award through a proposal submitted by the competent
department and approved by the Association’s Senior Management.

13-3 Preparation of Requirements Schedule and Technical Specifications:

The Requirements Schedule and Technical Specifications are considered among the most critical components
of the tender documents. They aim to clarify the nature and quality of the project to be implemented in a
complete and clear manner. Based on these specifications, the technical responsiveness of the bids and their
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fitness for purpose will be determined. Therefore, those assigned to prepare these schedules must be
specialized technicians with relevant experience and integrity, according to the nature of the materials to be
purchased or supplied, installed, and operated.

13-3-1 The Requirements Schedule consists of the following:

e List of Goods and Delivery Schedule (Time and Place).
o List of Related (Incentive/Supplementary) Services.

Price Schedules:

The Price Schedule form attached to the tender documents is a standard template provided as part of the
documentation to be completed by the bidder (in figures and words). This facilitates the clear and complete
entry of pricing data and items according to the nature of the tender, ensuring the data can be easily read and
extracted.

If the procurement process requires designing special price schedules that align with the specific nature of the
purchase, they may be prepared and added as part of the documents, provided they do not omit essential data
such as unit price, quantity, and total prices.

whether for quantities per unit or the overall total, and the country of origin—with the necessity of
referencing these templates within the tender documents.

Drawings:

If the nature of the tender requires the preparation of technical drawings as part of the tender requirements,
those responsible for preparing the requirements schedule must ensure the drawings are clear and complete in
terms of location, dimensions, materials, etc.

In cases where the nature of the tender necessitates that the bidder provides the drawings, the personnel
preparing the requirements schedule must clarify this within the tender documents, ensuring they are
submitted as an integral part of the bid documentation.

14- Detailed Guidelines for Various Procurement and Supply Operations:

14-1 Preparation for Procurement Operations:
Appendix (D), attached to the documentary cycle, provides flowcharts for the following:

1. A flowchart illustrating pre-procurement procedures.
2. A flowchart illustrating the selection of the procurement method.
3. A flowchart illustrating post-contracting procedures.

14-2 Identification of Needs:

The needs for all procurement operations and various supplies are determined through the prior preparation
of annual plans and estimates. This ensures the identification of the types of supplies required to conduct
operations without delay, according to organized procedures that guarantee obtaining materials with the best
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technical specifications at the lowest possible cost. These needs are also defined and updated according to the
requirements of various project activities.

To this end, the Procurement and Warehouse Department, in coordination with other relevant departments,
shall determine the requirements for all purchases, provided that:

A) The requested materials (needs) are genuine and directly related to the execution of work.

B) The quantities of materials (needs) requested are balanced, meaning they are not exaggerated and do not
fall below the actual requirement for the execution of work.

C) If the requested materials (needs) are for large-scale project supplies involving supply, installation,
operation, and training, they must satisfy all study phases from all social and economic aspects, and that they
align with priorities in terms of actual importance.

14-3 During this stage, the Procurement and Warehouse Department shall undertake the following:

A) Receiving various purchase requisitions submitted by the requesting departments to the President of the
Association using Preliminary Purchase Requisition Form No. (1), which are referred to the department to
verify the availability of these materials in the warehouses. If available, the issuance procedures are
completed using the [Stock Issue Form]. If unavailable, a report is submitted to the President of the
Association stating that these materials are out of stock and that procurement procedures may be initiated in
accordance with the regulations and this manual.

B) Confirming, prior to commencing procurement procedures, that the financial allocation is available in the
Association's budget, specifying the allocated amount and ensuring it is designated for the procurement
process identified in the preliminary purchase requisition.

C) Following up on the completion of the procurement process steps.

Description of Needs:

Upon receiving the Preliminary Procurement Form (attached with Form No. (3) for Preliminary Description
and Form No. (4) for Preliminary Estimated Cost) to identify the need, ensure funding availability, and obtain
the President's approval to proceed, the required needs must be accurately described. This is achieved by
establishing the required technical specifications transparently to ensure fair competition, obtaining the best
technical specifications at the lowest costs. Therefore, the description of needs (technical specifications for
supplies) is prepared as follows:

A) For purchases falling within the financial thresholds of limited tenders, practices, or direct awards
specified in the regulations: The materials identified in the purchase requisition shall be described by the
Procurement and Warehouse Department in coordination with the requesting department and the Technical
Department, if necessary.

B) For simple purchases with financial thresholds specified in the regulations: If the nature of the
procurement involves materials with standard specifications that have been previously purchased multiple

V2. Approved in May 2026, Established in 2019 Page 13 of 85



Bena Charity

For Human development

times, and the Procurement and Warehouse Department can easily coordinate with the department requesting
department and the technical department to prepare accurate and clear specifications.

For regular purchases with thresholds specified in the regulations, the description must be prepared by the
requesting department and reviewed by both the Procurement Department and the auditors.
15- Procurement Methods (Financial Thresholds for Various Procurement Methods):

Procurement Methods:

Open Tender: For amounts exceeding $15,000.

Limited Tender: From $10,001 to $15,000.

Shopping (Request for Quotations): From $1,001 to $10,000.
Direct Award (Direct Purchase): From $1 to $1,000.

=

15-2 Emergency Procurement Methods:

In the case of emergency projects, disasters, or short-term projects (less than four months) with procurement
values exceeding $10,000, the Tender Committee is authorized to select the appropriate execution method,
and a formal decision shall be issued to that effect. For emergency and short-term project activities with
procurement values less than $10,000, the procurement or service contracting method shall be via Direct
Award, utilizing the updated register of specialized suppliers in their respective fields.

15-3 Open Tender:

The Open Tender is considered the primary method for all contracting related to the procurement of goods
and supplies.

Depending on the nature and quality of the required supplies, the announcement for an Open Tender may be
issued in one of the following ways:

e A) Domestic: Announced exclusively within the Republic of Yemen.
e B) International: Announced both within the Republic and abroad.

15-4 Definition of Open Tender:

It is a set of technical and administrative procedures that opens the door for competition among qualified
bidders to purchase goods, provide required materials, machinery, and equipment, or deliver required
services. The goal is to reach the lowest evaluated bid with the required quality through an announcement
published by the Association via widespread media (newspapers, official tender websites) to obtain the
largest possible number of bids. In addition to newspaper publication, announcements may be made through
local radio and other available means.

15-5 Advantages of Open Tender:

As previously mentioned, the Open Tender is the primary method mandated by this manual for all
contracting related to the procurement, maintenance, and repair of goods, supplies, and equipment. This is
due to its adherence to the principles of competitiveness and broad transparency, which distinguish it from
other methods that are considered exceptions. These exceptions may only be followed when necessary for
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economic or technical reasons and in specific cases based on fundamental rules. Its advantages can be
summarized as follows:

e A) The announcement of the Open Tender is a core principle, carried out through publication in
widespread official newspapers as a primary means of verification for the Association's tenders.

e B) Opening the door for absolute competition among the largest possible number of qualified bidders
wishing to participate, in order to obtain the lowest evaluated prices that comply with the technical
specifications and conditions set forth in the tender documents.

e () Ensuring equal and fair treatment for all applicants in the tender without any discrimination, and
without granting any person or specific sector any preferential advantage over other bidders in all
tender terms and procedures.

D) In the event of any obstacles preventing commitment to Open Tender procedures—such as security
conditions or a limited number of service providers—a transition is made to the Limited Tender method or
Direct Contracting, depending on the nature of the procurement or service, as is the case in emergencies and
disasters.

15-6 General Rules for Other Procurement Methods:
Other procurement methods may be employed for purchases exceeding their respective financial thresholds,
provided there is compliance with the following:

1. Utilizing alternative procurement methods progressively: starting with the Limited Tender method,
followed by Shopping (Request for Quotations), and then the Direct Award method.

2. Meeting the specific conditions outlined in the Request for Proposals (RFP), the regulations, and this
manual when utilizing any of the alternative procurement methods.

3. Adhering to all procedural steps defined in the regulations and this manual, with the exception of the
public announcement.

Under no circumstances shall procurement be fragmented for the purpose of altering the procurement method
from Open Tender to Limited Tender, Shopping, or Direct Award; nor from Limited Tender to Shopping or
Direct Award; nor from Shopping to Direct Award.

Furthermore, similar items required for the same exhibition/purpose must be aggregated.

All committees involved in executing tender procedures must maintain the confidentiality of information,
data, and documents throughout all stages of the process.

Contracts for the procurement, maintenance, and repair of all items and equipment shall be conducted via
Open Tender, following all procedures and conditions stipulated in this manual. When necessary, and while
observing the conditions of the Open Tender, procurement may be conducted through one of the following
methods:

A) Limited Tender, within the financial threshold specified in the regulations.

B) Shopping (Request for Quotations), within the financial threshold specified in the regulations.

C) Direct Award, within the financial threshold specified in the regulations.
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Procurement shall be subject to the approval of the Chairperson of the Tender Committee or their authorized
representative.

15-7 Limited Tender:

It is a set of technical and administrative procedures where competition is opened to a minimum of three
qualified suppliers with whom the entity has previously dealt, ensuring competitive pricing and a proven
track record of performance in delivering contracted goods and supplies. All Open Tender procedures apply
to it, except for the public announcement. The Limited Tender is considered an alternative procurement
method conducted by issuing a direct invitation to a shortlist of pre-qualified suppliers. In cases of necessity,
procurement via Limited Tender may be permitted even if the value exceeds the financial limits specified in
the regulations and this manual, in the following instances:

A) When the value of the required goods falls within the financial threshold of the Limited Tender as defined
in the regulations.

B) When linked to tenders for which pre-qualification has already been conducted according to the
procedures specified in the regulations.

C) When the items are of a specialized nature or provided by a limited number of persons, making an Open
Tender impractical.

D) When two Open Tenders have been conducted without achieving a positive result.

In all cases, the approval of the Tender Committee must be obtained before resorting to this method, and the

committee must verify that the prices are aligned with current market rates.

15-8 Procurement by Shopping (Request for Quotations):

o Itinvolves requesting price quotations from at least three bidders to review their prices and products,
and to select the best offer with the highest specifications and the lowest price, provided it does not
exceed the financial threshold specified in the regulations.

o While observing the conditions of Open and Limited Tenders and obtaining the necessary approval
from the competent Tender Committee, the Shopping method may be used in cases of necessity even
if the value exceeds the specified financial limits for Shopping in the following instances:

A) When the goods are available only through a limited number of suppliers.

B) When the project to be implemented is in a remote area where contractors are reluctant to work.
C) When the works to be executed have been subject to two Limited Tenders without achieving a
positive result.

In all cases, approval from the competent Tender Committee must be obtained before resorting to this
method, and the committee must ensure that the prices are aligned with market rates.

e The use of standard documents for procurement via Shopping is particularly appropriate when
purchasing simple goods or items with standard specifications of low value. For urgent requests of
higher value or complex requests, appropriate standard competitive bidding documents should be
used, and procurement should be conducted through formal contracting to protect the Association.

15-9 Direct Award Mechanisms:

o This is a direct agreement between the Association and a supplier through negotiation based on direct
free selection, within the amount specified in the regulations, while observing the conditions for
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Open, Limited, and Shopping tenders. The Direct Award method may be followed if the purchase
amount exceeds the financial ceiling specified in the regulations, provided that the submitted prices
are close to the estimated cost and prevailing market prices, and after obtaining approval from the
competent Tender Committee stating the reasons for resorting to this method.

15-9-1 Procurement by Direct Award from a single supplier (Sole Source) is permissible in the
following cases:

A) When the value of the work to be executed falls within the financial threshold for Direct Awards.

B) When the purchase or the required work is restricted to a single entity or person only.

C) When the items are spare parts for equipment and machinery available only from a single source.

D) For technical works that require execution by specific technicians and specialists.

E) When the procurement, execution of works, or performance of services has undergone two Shopping
processes without achieving a positive result.

o In all cases, the approval of the Tender Committee must be obtained before resorting to this method,
and the committee must verify that the prices are aligned with current market rates.

16- Guarantees:

16-1 Definition and Types of Guarantees:

A guarantee is an amount provided by the supplier to the Association, either in the form of a certified check
or an unconditional and irrevocable bank guarantee issued by a bank authorized by the Central Bank. It must
adhere to the duration and format specified in the tender documents and remain at the Association's disposal
upon first demand if the supplier breaches the tender conditions. Guarantees are returned once the
requirement for them ends and the contractual obligations are fulfilled.

16-1-1 There are four types of guarantees:

A) Bid Security (Bid Bond):

o by the supplier either as a certified check or an unconditional and irrevocable bank guarantee issued
by a bank authorized by the Central Bank. It must be valid for at least (90) days, unless the tender
documents specify a longer period, and must follow the format provided in the Bid Security template
within the documentation cycle (Appendix B). Exceptions may be made for certain requests, such as
service delivery where payment is made upon completion, or when all competitors are required to
submit for a unified period.

o Regarding bid securities for simple purchases exceeding the financial threshold specified in the
regulations, the validity period must not be less than (60) days. Securities are returned to suppliers
upon completion of the analysis, submission of the performance guarantee, and signing of the contract
with the winning bidder.

o The Bid Security shall be forfeited in the following cases:

o If the bidder withdraws from the tender during the specified bid validity period.
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o If'the bidder does not accept the arithmetic corrections made to the bid.
o Ifthe winning bidder fails to attend the contract signing or fails to provide the performance
guarantee.

B) Performance Guarantee (Performance Bond):

The Performance Guarantee is submitted by the winning bidder within fifteen days (or as required by
the interest of the Association) from the date of receiving the Notice of Award. The guarantee amount
shall be at least 15% of the winning bid value for goods (supplies), and 10% for contracting and
services. This shall be provided via an unconditional and irrevocable bank guarantee issued by a bank
authorized by the Central Bank, following the guarantee format specified in Appendix (B) of the
documentation cycle. The duration of this guarantee extends from the date of issuance until the
completion of inspection and provisional acceptance procedures.

This guarantee is returned to the supplier after the completion of inspection and provisional
acceptance procedures for the contracted materials, and upon confirmation of the inspection and
acceptance minutes—signed by all committee members without reservations or remarks—stating that
the materials comply with the technical specifications and conditions set forth in the tender
documents.

It is a lump sum amount, not less than 2% and not exceeding 3% of the estimated cost. It is submitted
C) Operational Guarantee (Maintenance Guarantee):

This is the amount retained from the bid value as a guarantee for the delivered materials or against
installation, operation, and training (depending on the nature of the procurement). The retained
amount or guarantee shall not be less than 10% of the contract value, unless the tender documents
stipulate a higher or lower percentage. It shall be valid for the period specified in the tender conditions
or as determined by the Tender Committee, starting from the date of the provisional inspection and
acceptance minutes that are free of reservations or remarks.

This amount is returned after the completion of final inspection and acceptance procedures for the contracted

materials, and upon confirmation of the final inspection and acceptance minutes—signed by all committee
members without reservations—verifying that the materials are operating in accordance with the data,
technical specifications, and conditions on which the award was based, and that the supplier has fulfilled all

contractual obligations.

D) Advance Payment Guarantee:

It is a bank guarantee provided by the supplier in exchange for receiving a sum from the Association
to enable the commencement of work, equivalent to the value of the provided guarantee. The advance
payment amount shall not exceed 20% of the bid value, provided it is specified in the tender
documents in advance. The letter of guarantee must be issued by a bank authorized by the Central
Bank and must be unconditional and irrevocable, in accordance with the guarantee format specified in
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Appendix (B) of the documentation cycle or the tender documents. The full amount of the advance
payment must be recovered before 80% of the contract execution period has elapsed.

E) Quality Guarantee (Warranty):

A guarantee is provided by the manufacturer ensuring the contracted items for a period of eighteen
months from the date of the provisional acceptance minutes against any technical defects resulting
from manufacturing, or any malfunctions during the warranty period caused by poor manufacturing,
packaging, or crating, in accordance with the guarantee format specified in Appendix (B) of the
documentation cycle or as per the tender documents.

"Guarantees shall be issued by CBY-licensed banks that are neither sanctioned nor at risk of

bankruptcy."

Forfeited Guarantee Value:

The value of forfeited guarantees shall be deposited into a "Trust Account" (Escrow Account). If the supplier
provides and delivers the items or types according to the specifications agreed upon in the contract, the value
of the guarantee shall be returned to them via a check debited from the trust account in the supplier's name.
However, if the supplier fails to fulfill part or all of their contractual obligations, the guarantee, or a portion
thereof, shall be subject to final forfeiture and recorded as revenue for the Association.

17- Technical Specifications Committee:

The Specifications Committee within the Association is responsible for preparing or conducting a
thorough review of technical specifications, defining supply conditions and delivery methods,
proposing the procurement method, and reviewing tender documents and announcements/invitations
to bid. This is done in consultation with the requesting department, the relevant technical department,
or the technical specifications and tender documentation committee formed for this purpose. It also
conducts a final review or preparation of the estimated cost and confirms that all prior procedures are
complete and in accordance with the forms specified in the documentation cycle.

Upon completion of all preliminary work, the committee submits the documents—pursuant to Form
No. (8) of the documentation cycle prepared for this purpose—to the Chairperson of the Tender
Committee in the Association for referral to the Tender Committee for approval if the estimated cost
falls within its authority. If the estimated cost is below the Tender Committee's threshold, it may be
approved directly by the Chairperson.

The Technical Specifications Committee shall undertake the following:

A) Receiving Preliminary Purchase Requisition Form No. (1) or (2), Purchase Requisition
Description Form No. (3), Estimated Cost Form No. (4), and other tender documents.

B) Reviewing and developing technical specifications as the case requires, ensuring they are detailed,
accurate, and do not reference any specific trademarks or products from a particular supplier. Brand
names should not be used unless necessary, in which case a full justification must be provided or the
phrase "or equivalent" must be added.

C) Categorizing items to be purchased into homogeneous groups, if necessary, to achieve the
maximum level of competition among bidders.
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o D) Ensuring that specifications for goods and the required conditions meet the needs at an appropriate
quality level.

e E) Preparing or reviewing the estimated cost accurately and according to the principles outlined in
Item No. (23) of this manual; the committee is held responsible for the accuracy of the preparation or
review of the estimated cost.

e F) Verifying the availability of financial allocations for execution.

e G) Determining the bid security amount as a lump sum of not less than 2% and not more than 3% of
the estimated cost.

e H) Determining the procurement method to be used [refer to the decision-making flowchart in
Appendix (D)]. If there is a recommendation to use an alternative to the Open Tender, the conditions
specified in this manual for each procurement method must be met.

e 1) Supervising the preparation of draft tender documents and contract documents to ensure that all
necessary conditions have been included according to the standard tender documents or donor
templates, as required.

e J) Arabic is the approved language for tender and contract documents, unless an additional language
is specified as required within the tender documents.

e K) Preparing the announcement format according to the template specified in the tender documents,
the format in Appendix (A) of the documentation cycle, or the invitation format in Appendix (A) for
submission and determining the value of the tender fees to be paid by participants in the Open Tender
for obtaining the tender documents, while ensuring that the bid opening day does not fall on a
weekend, public holiday, or official vacation.

L) Preparing Procurement Form No. (8) (Request for Approval of Specifications, Procurement Method,
Announcement Format, and other Tender Documents) in two copies; the original, along with all attachments,
shall be submitted to the President of the Association, while the second copy is retained in the Specifications
Committee's file. Utmost attention must be paid to the confidentiality of these documents and information
during submission or storage by the committee.

M) The original Procurement Form No. (8), along with all necessary attachments, is delivered to the
Chairperson of the Tender Committee for review and referral to the Tender Committee for approval of the
draft tender documents, procurement method, and the draft tender announcement or invitation to bid,
provided that the estimated cost falls within its authority. If the estimated cost of procurement is below the
threshold of the competent Tender Committee, approval may be obtained from the Chairperson of the Tender
Committee alone.

Full minutes of the Tender Committee meetings must be maintained, clearly recording all decisions and
recommendations made, and signed by all members of the Tender Committee
18- Estimated Cost:

It refers to the price estimates for the items to be purchased, including all costs until they reach the
Association's warehouses or the execution site. To prepare this, Procurement Form No. (4) from the
procurement documentation cycle is used.

18-1 Preparation of Estimated Cost:
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e The committee formed to prepare technical specifications and other tender documents is responsible
for preparing the estimated cost of the items or materials to be purchased. In all cases, the
Association, as the entity that prepared or reviewed the estimated cost, bears full responsibility for its
accuracy. When preparing the estimated cost for items and materials, the following shall serve as
guidance:

A) Prices of items purchased during the previous two years;
B) Current market prices of the items.

Utilizing the internet to obtain similar price lists from manufacturers' or suppliers' websites.
18-2 Use of Estimated Cost:

e An accurately and correctly prepared estimated cost serves as a true indicator of execution costs. Its
data shall remain confidential until the completion of the bid opening procedures, at which point it is
handed over by the President of the Association to the Chairperson of the Analysis and Evaluation
Committee, along with other documents and bids from competing companies and suppliers. It is
utilized during the financial evaluation to compare bid prices and identify balanced versus anomalous
price items (whether excessively high or low) and serves as a safety valve for the awarding process.

The allowable financial limit for bid prices exceeding the estimated cost is a maximum of 10% of the total
estimated cost or the prevailing market prices during the same period. This is subject to a clear review and
study of the reasons for such deviation, which must be presented to the Tender

o Committee, which holds the right to accept or reject it based on clear and convincing justifications
provided in the analysis committee's report. As for prices lower than the estimated cost, a decrease of
up to 15% is permissible, provided it does not affect quality or execution; the Tender Committee may
accept or reject this based on the analysis committee's report.

19- Approval of Specifications, Procurement Method, and Tender Documents:

All competent Tender Committees, within their designated financial authorities, must approve the tender
documents, terms and conditions, technical specifications, bills of quantities, and drawings (depending on the
nature of the tender), as well as the procurement method and the date for publishing the announcement or
issuing the invitation (as applicable), prior to the commencement of the bidding process.

20- Approval of Tender Documents Funded by Donor Institutions/Entities:

All tenders are subject to the procedures outlined in this manual, whether self-funded by the
Association or through other entities. If the procurement process is funded by a donor, and if
necessity dictates, the funding entities may be involved or consulted in any tender procedure or for
conflict resolution. Consideration shall be given to any guidelines provided by the funding entities. In
the event of no response from the donor, the Tender Committee reserves the right to take the correct
and appropriate measures to finalize the procurement or contracting process.

21- Announcement:

Technical and Administrative Arrangements Prior to Issuing the Tender Announcement:
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e Once the procurement method, draft tender documents, and draft announcement are approved by the
Tender Committee, the technical and administrative arrangements for announcing the tender must be
finalized. For this purpose, the Secretariat of the Tender Committee shall undertake the following:

A) Reviewing the Tender Committee’s decision—whether in light of its internal requirements or those of the
funding entity—to ensure that full approval has been obtained and that it aligns with the approved funding. If
the Tender Committee requests any amendments, they must be completed and resubmitted to the Committee
to ensure they are incorporated and to obtain final approval for the full issuance of the documents.

B) Ensuring that the tender documents and the announcement are clear, complete, and sequentially numbered
from the first page to the last, in accordance with appropriate procedures.

C) Ensuring that every page of the tender documents is numbered sequentially.

D) Confirming the date and specific time for bid opening with the Chairperson and members of the Bid
Opening Committee, and ensuring that the venue for opening the bids is available and suitable.

E) Arranging the publication of the tender announcement or issuing the invitations to the entities on the
shortlist.

F) Preparing sufficient copies of the tender documents, stamped with the Association's seal, and making them
available to competitors by the first day of the announcement's publication, or publishing them online.

G) Ensuring that complete and up-to-date records are maintained and that all documents and instruments are
kept in the procurement process file for easy reference.

22- Public Tender Announcement:

e The public tender shall be announced by publishing in widespread daily newspapers or official
websites, and on the internet (the Association's official website). This aims to provide an opportunity
for all interested suppliers who meet the participation criteria. The announcement must include all
data and information specified in the "Announcement Content" clause, providing clear information
about the items to be purchased or supplied. Care must be taken to ensure that the data in the
announcement is identical to the data in the tender documents [ Announcement Template - Appendix
Al.

22-1 Announcement Content:

The announcement must clarify how interested suppliers can receive tender documents and submit their bids,
providing sufficient information to enable potential participants to decide on their participation, as per the
appendix.

22-2 Local Tender Announcement (Within the Republic):

e The announcement shall be published according to the template in Appendix (A), as follows:
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o A) Publishing the announcement on available official websites, such as the Yemeni Tenders
website or others. The announcement period depends on the nature of the tender but must be at
least seven (7) days.

o B) Any extension of the deadline for bid submission must be announced in the same
newspaper or website where the original announcement appeared.

o C) If both domestic and international announcements are required, they must be drafted in
both Arabic and English.

22-3 International Public Tender Announcement:

o International tenders are announced using the same methods as domestic tenders, with the following
additions:
o A) Publishing the announcement in at least one widespread international newspaper (or
announcing on the internet via the Association's website).

22-4 Announcement of Extension:

e Any extension of the bid submission deadline must be announced in the same newspaper where the
original announcement was published. The extension period shall not exceed 50% of the original
announcement period and may be granted only once, provided that the Tender Committee's approval
for the extension is obtained.

22-5 Procedures for Selling or Issuing Tender Documents:

A) Potential bidders have the right to inspect the tender documents, upon request, before proceeding to obtain
them.

B) Those wishing to request tender documents must submit a written application, and the Secretariat of the
Tender Committee shall:

1. Register the names and addresses (phone numbers, fax, e-mail) of every company that purchased the
tender documents [in accordance with Procurement Form No. (10) of the procurement documentation
cycle].

23- Invitation for Limited Tender:

Tender documents for Limited Tenders shall be issued to all participants identified in the shortlist after
completing the pre-qualification procedures for supply works exceeding the financial ceiling specified in the
manual, while observing the conditions for procurement via Limited Tender. As for purchases falling within
the financial ceiling of the Limited Tender specified in the regulations, names shall be selected directly from
the shortlist (no fewer than three suppliers) and notified simultaneously, either by registered mail or by hand
delivery with a written acknowledgment of receipt. The Secretariat shall:

A) Prepare the tender documents in envelopes for distribution, containing the invitation letter and all
complete tender documents.

B) Send the invitation by registered mail to each participant in the shortlist or deliver it by hand, obtaining a
written acknowledgment of receipt.

C) If the tender is subject to matching a sample or samples, an acknowledgment of this must be obtained
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from the bidders.
D) All legal procedures for Open Tenders apply to Limited Tenders, with the exception of the public
announcement.

24- Request for Quotations (Shopping):

e Procurement by Shopping is conducted by requesting price quotations from at least three suppliers to
review their prices and products, and to select the best offer with the highest specifications and the
lowest price as a basis for contracting.

e This procedure shall be carried out by a sub-committee of the competent Tender Committee,
established by a decision from the Chairperson of the Tender Committee, or through the Procurement
Department and the Executive Management, provided that the following are observed:

A) Bidders for Shopping shall be invited via registered letters or notifications delivered by hand
against receipts.

B) Obtaining the approval of the competent Tender Committee for the procurement method and the
draft contract within the delegated financial authorities. The Tender Committee must clarify in its
decision the reasons for opting for Shopping instead of an Open or Limited Tender.

C) Ensuring that prices are reasonable and consistent with market rates.

D) The agreement must be based on a written contract, with a copy provided to the Secretariat of the
Tender Committee.

25- Request for Price Quotation via Direct Award:

o This is a direct agreement between the relevant Association and any supplier based on direct selection
to purchase materials and items within the threshold specified for Direct Awards, in accordance with
the Association's public interest. If the tender value exceeds the Direct Award threshold, procurement
is conducted from the supplier selected as a "Sole Source" capable of execution, based on the
conditions, instructions, and technical specifications defined in the tender documents prepared in
advance by the Association. The bid from the sole supplier shall be submitted to a sub-committee of
the competent Tender Committee, established by a decision from the President of the Association.

e The following must be observed:

A) The supplier shall be invited via a registered letter;

B) Obtaining the approval of the competent Tender Committee for the procurement method, the awarding
recommendation, and the draft contract, within the limits of the delegated financial authorities. The Tender
Committee must clarify in its decision the reasons for opting for procurement via Direct Award instead of
Open Tender, Limited Tender, or Shopping (Request for Quotations).

C) Ensuring that the prices are comparable to prevailing market rates.

D) Executing the agreement based on a written contract and providing a copy of said contract to the
Secretariat of the Tender Committee.
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E) The required guarantees must be attached to the bid as follows.

26- Clarification of Tender Documents:

Bidders may request clarifications regarding the content of the tender documents. The period allowed for
such clarifications shall be defined during the announcement period. In all cases, any response provided to
one bidder must be circulated to all other participants.

27- Cancellation of Tender Prior to Bid Opening Deadline:

A tender may be cancelled for any justified reason upon the approval of the Tender Committee before the
deadline for bid submission. To this end, the Secretariat of the Tender Committee shall perform the
following:

A) Notifying all bidders who were issued tender documents of the cancellation.

B) Returning submitted bid envelopes to their owners in their original sealed condition.

C) Notifying all departments, units, sub-committees involved in the procurement process, or international
funding institutions of the cancellation, if required.

28- Receipt of Bids and Bid Opening:

28-1 Receipt of Bids for Open and Limited Tenders:

All bids shall be received by the Secretariat of the Tender Committee or the Procurement and Warehouse
Department and deposited in the locked bid box until the scheduled time for bid opening. Any bid submitted
after the deadline for bid submission shall be considered a "Late Bid" and shall be returned to the bidder in its
original sealed condition.

Tender documents must include clear instructions for bidders regarding the marking and sealing of bids and
the procedures for their submission. Bids may also be delivered during the bid opening session in the
presence of the bidder.

28-2 Opening of Bids for Open and Limited Tenders:

Bid Opening Committees shall be established by a decision from the President of the Association
(Chairperson of the Tender Committee), consisting of no fewer than three members, including the manager of
the relevant department or the Executive Director, in accordance with Procurement Form No. (12) of the
documentation cycle. The decision shall name the Committee Chairperson, who is responsible for managing
the bid opening session with wisdom and accountability. The Chairperson and members of the committee are
responsible for completing the bid opening procedures at the time specified in the tender announcement
during the same session, fulfilling all procedures defined in this manual, and recording the minutes of the bid
opening session according to Form No. (13) of the documentation cycle.
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28-2-1 Opening of Bids for Shopping (Request for Quotations):
If the value of the Shopping process falls within the financial threshold specified in the regulations, the bids
shall be opened as follows:

e This process does not require a public opening session. However, all submitted offers must be opened
at a pre-determined date and time by a Bid Opening Committee, typically composed of (the Manager
of the Requesting Department, the Procurement Department, and the Executive Director), to prevent
any competitor from knowing the prices offered by others.

e Regarding the registration and evaluation of offers for this process, the aforementioned committee
shall conduct a comparison of the technical and financial aspects of all submitted offers. The
committee reserves the right to seek assistance from a technician or specialist for optimal evaluation.
The opening and evaluation process may take place in one session or two consecutive sessions on the
same day.

29- Cancellation of Tender After Bid Opening:

Tenders may be cancelled by a decision from the President of the Association, following the approval of the
Tender Committee, in the following cases:

A) If all bids are accompanied by unacceptable reservations and conditions.

B) If the committee verifies that the lowest bid exceeds market value and the estimated cost; or if there is
only one bidder whose prices are unbalanced.

Action to be taken by the Secretariat or the Procurement and Warehouse Department:
A) Obtain the Tender Committee's approval to cancel the tender/procurement process.

B) Prepare a decision signed by the President of the Association to cancel the tender/procurement process.
C) Notify all participants in the tender/procurement process of the cancellation and return their tender
documents and submitted guarantees.

Bid Validity Period and Extension:

The bid validity period is set for a minimum of (90) days for regular purchases within the financial threshold

specified in the regulations, and no less than (60) days for simple purchases within their respective threshold,
unless the nature of the tender requires a longer period, provided that the required duration is specified within
the tender documents.

30- Acceptance of a Sole Bid:

The Tender Committee may accept a sole bid provided that:

A) The tender was announced for a period of no less than 10 days from the date of the first announcement.
B) The sole bid fully complies with the specifications and conditions set forth in the tender documents and is
free of any reservations, among other requirements.

C) The bid value does not exceed the estimated cost by more than 10% or the prevailing market prices, and
that the submitted prices are balanced and accurately calculated.

31- Technical Committees for Technical and Financial Bid Evaluation:
Technical committees shall be established by a decision from the President of the Association (Chairperson
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of the Tender Committee) for each tender individually, or for a group of homogeneous and simultaneous
tenders. The committee shall consist of specialized technicians with expertise and integrity in technical,
financial, and legal fields. The decision shall name the Committee Chairperson to lead the analysis and
evaluation process. This committee reserves the right to seek assistance from experienced and impartial
specialists as dictated by the nature and quality of the tender, in accordance with Procurement Forms No. (16-
17) of the documentation cycle (attached in Appendix F). The committee shall perform the following:

A) Reviewing pre-qualification bids submitted according to the criteria and standards defined in the pre-
qualification documents (if the project requires pre-qualification).

B) Conducting technical and financial reviews of the bids to verify initial responsiveness in terms of
compliance with the conditions and essential documents specified in the tender documents.

C) Reviewing technical proposals and comparing them with the specifications set forth in the tender
documents to ensure full compliance with technical requirements.

D) Inspecting samples submitted with the bids to ensure they match the specifications or catalogs (according
to the nature and conditions of the tender).

E) Conducting a precise review of the financial proposals to verify arithmetic accuracy and identify any
unpriced items. If found, such items shall be treated according to the Tenders Law (evaluating their
permissible or impermissible percentages with clear explanation).

F) Preparing technical and financial comparison tables and recording observations derived from these
comparisons based on the technical specifications and conditions specified in the tender documents, in
accordance with Form No. (17).

G) Preparing detailed and final reports of all findings in a clear and organized manner, providing full
justifications for each rejected bid and each accepted bid.

H) Submitting the reports to the competent Tender Committee, accompanied by final recommendations for
the award, specifying the final amount, the name of the winner, and the legal justifications for the award or
submission.

with any other recommendation, clearly stating the legal, technical, and financial justifications for such a
recommendation.

I) The report templates specified in the documentation cycle shall be used according to the evaluation nature
defined in the tender documents, and they must be signed by all committee members.

If force majeure prevents the technical committee from completing its work within the designated period for
large-scale or complex procurement, it may submit a written request to the President of the Association at an
appropriate time to extend its working period. The extension must not exceed 50% of the original period,
with careful attention to extending the validity of bids and guarantees according to the conditions specified in
the "Bid Validity Extension" clause, while maintaining some flexibility regarding the duration of bid security
for supplies.
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32- Post-Qualification of Bids:

o [f the nature of the tender requires post-qualification, this must be clearly stated in advance within the
tender documents, establishing the principles, criteria, and requirements for qualification. The
following procedures must be followed:

A) Post-qualification must be conducted before entering the technical or financial analysis of bids to
determine the capabilities, qualifications, and resources of the applicants according to the criteria and
conditions pre-defined in the tender documents.

B) Bids that do not meet the post-qualification conditions and requirements specified in the tender documents
shall be disqualified, and the analysis and evaluation process shall continue for the responsive bids.

C) The disqualification of any bid during the post-qualification process requires strong justification, which
must be clearly documented in the submitted technical qualification report or its annexes.

D) A historical background of poor performance by a bidder may be considered justification for failure in the
post-qualification process, unless the bidder can prove that steps have been taken to resolve those past issues.

B) If any bid contains major deviations from the terms, conditions, or specifications stipulated in the tender
documents, or expresses reservations about them, it is considered a clearly non-responsive bid. No bidder is
permitted to correct or withdraw any material deviation or reservation after the bid submission deadline.

C) Minor omissions are not considered justification for disqualifying any bid. It is rare for an offer to be
complete in every aspect. Below are examples of minor omissions:

1. Failure of the bidder to sign every page of the unmodified documents (this should be overlooked as a
mistake, and the bidder shall be contacted to rectify it).

2. Spelling errors or simple arithmetic errors that can be corrected according to the financial evaluation
procedures.

3. Bids addressed or sealed incorrectly, provided this was clarified during the bid opening session and
that the envelope has not been tampered with.

4. Failure to list executed contracts, provided these documents are requested and provided by the bidder
within a maximum of three days from the request.

D) The evaluation committee must examine the content of each bid to ensure that all required financial and
technical data have been submitted in the format and detail required by the tender documents, including:

All specified documents such as a valid commercial register, a valid classification certificate, a valid tax card,
annual accounts, evidence of past experience, legal authorizations, or the company's Articles of
Association/incorporation contract.

2. Use of Checklist: The checklist provided in the evaluation tables within the documentation cycle shall be
used to ensure that all criteria specified in the tender documents have been satisfied.
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E) The Evaluation Committee shall determine bid responsiveness as per the tender document
requirements through the following:

Completeness of the bid in terms of format and responsiveness to specifications.

Inclusion of all required items, unless the tender documents explicitly state that bids may be
fragmented or allow bidders to submit offers for only certain items or partial quantities of a specific
item.

Ensuring that all erasures, scrapings, additions, or other alterations are initialed by the bidder prior to
submission.

Verifying that there are no missing pages in the original copy and no contradictions in model numbers
or any specifications of key items.

F) Verification of the bidder's legal standing and the legal eligibility of the offered goods, based on the
requirements specified in the tender documents, as follows:

1.

The bidder or partners (Joint Venture/Consortium) must be citizens or recognized legal entities
against whom no official ban has been issued by any government authority.

The country of origin for all goods must be among those not subject to an official trade ban by any
government authority. For machinery and equipment, this test usually applies only to the final product
offered in the bid and its clearly defined major components.

The bidder must not be disqualified due to a conflict of interest, such as being affiliated with a
company that previously provided consultancy services related to the project subject to the tender.

G) Verifying the presence of the Bid Security, ensuring it is unconditional, and determining its
compliance with the following conditions:

1.
2.

The security must comply with the requirements of the tender documents and be attached to the bid.
If provided as a bank guarantee, the text of the guarantee must match the terms and the template
provided in the tender documents.

The Bid Security provided by the bidder must be issued in the company's name.

Submission of photocopies of the security is unacceptable and shall not be considered.

Bids submitted with a security amount or validity period less than what is specified in the tender
documents will be rejected.

H) Verifying whether the bidder has placed unacceptable reservations on the delivery of items or other
contract terms.

I) Recommending the disqualification of any bid that is non-responsive to the tender documents. Any minor

deviations found should be mentioned in the evaluation report, provided they do not constitute material
deviations.
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33-2-2 Detailed Technical Evaluation:
Bids that pass the preliminary examination and are deemed substantially responsive to the tender documents
are those that will proceed to the detailed technical examination. The procedures to be followed are:

A) Verifying the extent of compliance with technical specifications. Unacceptable deviations are those in
technical specifications that, if accepted, would fail to serve the purpose for which the bids were requested, or
would hinder fair competition with the compliant bids with the technical specifications. Examples include the
following:

1. Failure to provide certificates, documents, and catalogs that confirm and guarantee the compliance of
technical specifications with those specified in the tender documents.

2. Submission of samples that do not match the required technical specifications.

3. Non-compliance with required key dates or the work execution schedule regarding the phased
sequence for contract commencement, or the delivery for supply, installation, and operation works.

4. Refusal to bear significant responsibilities and obligations specified in the tender documents, such as
providing performance guarantees, maintenance guarantees, spare parts, or training (if requested).

5. Non-compliance of the technical outputs of the provided materials with the data and information
required in the tender documents.

6. Subcontracting arrangements that differ significantly in terms of the specified amount or method.

B) The specification compliance form must be completed to record samples that match the specifications and
those that do not.

C) All bids accepted technically during the technical evaluation process are the bids that will undergo
financial evaluation.

D) It is recommended to disqualify any bid that is non-responsive to the basic technical specifications and
conditions specified in the tender documents.

33-2-3 Financial Evaluation of Bids:

Only the bids that pass the technical evaluation are considered qualified for financial evaluation. In the case
of bids offering various alternatives or models for a product, they are typically evaluated based on the lowest-
priced alternative among the models offered, which meet all the requirements of the tender documents. The
financial evaluation procedures are as follows:

e Any bids based on a percentage discount from the lowest bid submitted by others shall be disqualified
as non-responsive. Similarly, any bid stipulating a price adjustment when fixed-price bids were
requested may be disqualified as non-responsive.

e Any amendments made to the original bids prior to the bid opening must be reflected during the
financial examination and evaluation process.
e Bids must be reviewed to correct any arithmetic errors as follows:
o Where there is a discrepancy between the amount in words and the amount in figures, the
amount in words shall prevail.
o Where there is a discrepancy between the unit price and the total price resulting from
multiplying the unit price by the quantity, the unit price as quoted shall prevail, unless the
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committee determines there is an obvious misplacement of the decimal point in the unit price.
In such a case, the total price for the item as quoted shall prevail, and the unit price shall be
corrected.
e All corrections made in accordance with the procedures outlined in the tender documents shall be
binding upon the bidder.
e Pricing Unquoted Items: When certain items are unpriced in some bids but quoted in others, the
highest price submitted by other bidders for those items shall be applied for evaluation purposes only.
If the tender is awarded to that bidder, they shall be deemed to have accepted payment based on the
lowest price submitted among all bids for those specific items.

o Disqualification of any bid where the total arithmetic corrections exceed the legally specified limit of
(3% of the total bid value).

Acceptable Deviations:

Bid prices shall be adjusted for any factors, such as delivery delays or payment schedules that differ from the
rules specified in the tender documents. The adjusted bid price is used solely for evaluation and ranking
purposes. Such deviations must be acceptable to the Association in the final contract.

Changes and Discounts:

Discounts submitted in accordance with the tender documents that are conditional upon the concurrent award
of other contracts or groups ("Conditional Discounts") are not evaluated until all other evaluation steps are
completed. At this stage, unconditional discounts are incorporated, provided they are recorded in the bid
opening minutes, unless they were included in the offer submitted during the bid opening and signed by the
Bid Opening Committee.

34- Balance of Bid Prices:
Examination of unbalanced bids—as well as handling bids with unpriced items or arithmetic errors.

If, during the financial evaluation of goods, it is found that a price item in the best-evaluated bids is
unbalanced—meaning the cost of this item exceeds the estimated cost by no more than 10%, and differs from
the same item in other offers by no less than 25%—the Tender Committee must investigate the reasons and
justifications for this imbalance.

If the review results show that the reason for the price imbalance in this item is due to the inclusion of an
item that significantly exceeds the specifications defined in the tender documents, and the total estimated cost
has not been exceeded or has increased by less than 10% for the tender, then the procedures shall continue.
The committee shall recommend awarding the contract to that bidder without adjusting the price of that item.

However, if the total bid exceeds the total estimated cost by more than 10%, the reasons for this increase
must be studied, and the findings presented to the Tender Committee to take a decision.appropriate decision,
whether by approval or rejection. If the increase exceeds the allowable 10% limit, the tender must be re-
announced.

Furthermore, bids shall be disqualified if arithmetic corrections exceed 3% of the total bid value, or if minor
reservations exceed 15%, subject to the Tender Committee's decision.
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If the total value of unpriced items, after being priced at the highest submitted rates, reaches 10% or more of
the submitted bid value, the bid shall be disqualified during the analysis and evaluation phase.

35- Discounts Linked to Multiple Awards:

35-1 Description of Discounts:

Conditional discounts are those offered by a bidder on the condition of being awarded more than one contract
or more than one lot in the tender. In this case, the evaluation of conditional bids may be conducted as
follows:

1. When the value of the submitted conditional discounts varies according to the number of contracts
awarded to the bidder.

2. When the tender documents specify the number of awards or the total value that may be awarded to
the same bidder based on their financial and technical capacities. Consequently, the award may not
necessarily go to the best-evaluated bidder due to this restrictive condition. In all cases, the total
award amount for the contracts must follow the scenario that offers the best quality and lowest cost in
the public interest.

35-2 Discounts Based on Lowest Price:

Where conditional discounts for multiple awards are offered for procurements based on the lowest-cost
selection, the evaluation committee shall select the best combination of awards to achieve the lowest overall
cost for all contracts, in accordance with the evaluation criteria specified in the tender documents.

35-3 Reporting on Discounts:
Any calculations performed regarding conditional discounts must be clearly detailed within the evaluation
report for all bids that submitted such conditional discounts.

36- Drafting the Evaluation Report and Recommendations:

The evaluation report is a fundamental document to demonstrate transparency in the analysis and evaluation
process for all procurement and service tenders. It must be drafted with care and attention to detail, including
all essential data and significant information, accompanied by all supporting documents and tables. For
guidance in drafting the report, refer to the previously clarified "Evaluation Procedures" clause. When
drafting the final report and recommendations, the following procedures must be observed:

A) Verifying the total price submitted by the best-evaluated bidder—who is both technically and financially
responsive—in comparison to the estimated cost.
B) Completing the evaluation report with special attention to:

1. Recommendations.
2. Providing justifications for all decisions reached by the Evaluation Committee, including:
o Disqualified bids.
o The bid recommended for award.
o Rejection of all bids and subsequent proposals if necessary.
3. Clearly specifying the actual value of the contract to be awarded.
C) Clarifying any price conflicts found, as well as any price adjustments to the prices read during the
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bid opening session.

D) Providing details on bids disqualified during the evaluation process, including photocopies of
selected pages from those bids if necessary, to illustrate examples of objectionable findings.

E) Clarifying any significant arithmetic corrections that may affect the ranking of bidders, provided
these corrections do not exceed 3% of the bid value before correction.

F) Clarifying any priced additions, modifications, or deviations that might affect the bidders' ranking.
G) Providing evidence for domestic preference eligibility for locally manufactured goods, in
accordance with the conditions specified in the tender document.

H) Clarifying any conditional discounts for multiple awards that were not read during the bid opening
session, provided the Bid Opening Committee members verified them with their signatures;
otherwise, they shall be disregarded.

I) Attaching copies of all evaluation reports conducted by the committee in which it recommended
awarding contracts to the same company—certified by the committee—during the previous two years.
J) Providing detailed justifications for any reasons that prevented recommending the award to the
best-evaluated bidder.

K) If an alternative proposal is recommended for acceptance, a clarification must be provided
addressing time delays, performance factors, cost implications, and justifications for any changes to
the original contract scope and terms.

L) Clarifying all adjustments made to the evaluated price or the contract award price.

M) Submitting the evaluation report to the Tender Committee, accompanied by all documents, to
request approval for the contract award (Form No. 18).

The Evaluation Committee may recommend the rejection of all bids in the following cases:

A) If all bids are found to be non-responsive to the tender documents.
B) If all bids are unreasonably high compared to the estimated cost, unbalanced, or inconsistent with market

prices.

C) If all participants in the tender are found to be unqualified.

If the procurement process or the contract is funded by an international financing institution and their
approval of the recommended contract award is required, such approval must be obtained in this case.

37- Complaints:
Complaints from Participants:

Every bidder has the right to submit a complaint at any stage of the procurement procedures, provided
that the complaint is written, signed by the responsible supplier, and addressed to the Chairperson of
the Tender Committee. The complaint must specify its substance and include a commitment at the
end that the complainant shall bear the penalties resulting from any malicious or incorrect complaint.
If it is determined through review that the bidder's complaint is valid, the matter shall be presented to
the Tender Committee for a final decision.

Appropriate and suitable measures shall be taken to resolve the complaint and make the necessary
decisions to complete the tender, either by announcing the qualification and submission of technical
proposals, financial proposals, or both together.
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38- Negotiations:

o Negotiations on prices are permissible after requesting price quotations if it is found that the lowest
bid does not exceed the allowed percentage compared to the estimated cost, or if there is an imbalance
in certain price items. This is done for the purpose of reaching prevailing market prices and achieving
the public interest of the beneficiaries.

39- Tender Committee Approval of the Award Recommendation:
39-1 Review of the Evaluation Report:

e The relevant Tender Committee must review the Analysis and Evaluation Committee’s report and its
recommendations thoroughly and accurately. Before granting approval of the analysis results and
recommendations, it must ensure that all submitted complaints (if any) have been reviewed according
to the specified procedures and stages, and that they were addressed in a timely manner according to
the tender conditions. If the Tender Committee finds that a complaint was not studied accurately, the
final decision on the tender shall be postponed until full verification is complete. If the complaint
proves to be incorrect, the procedures shall continue; if it proves to be valid, the tender shall be
cancelled and referred to the Legal Department to determine the legal measures against those
responsible.

39-2 Awarding:

o In all cases, the Tender Committee’s approval to award the tender must be granted to the lowest
evaluated bid that meets all technical specifications and conditions specified in the tender documents,
provided that this bid is qualified and capable of executing the tender within the specified timeframe
(Procurement Form No. (19) of the documentation cycle).

No bidder shall be required to perform any work not stipulated in the tender documents and conditions as a
prerequisite for awarding the contract, nor shall they be asked to alter their original submitted bid. To this
end, the following procedures are followed:

A) Conducting a precise review of the technical and financial evaluation report and the final
recommendations reached by the Analysis and Evaluation Committee.

B) If the price of the best-evaluated bid exceeds the estimated cost by 10%, the Committee must determine
whether there is a justification for such a price increase. If the increase is justified and the competent Tender
Committee is satisfied, the remaining awarding procedures may be completed. However, if the increase is
unjustified, the tender shall be re-announced, cancelled, or negotiated for a reduction, as deemed appropriate
by the Tender Committee.

C) A full approval of the evaluation report shall be issued to allow for the issuance of the Notice of Award;
otherwise, the Committee must reject the report, stating the justifications for such rejection. In that case, the
evaluation report must be amended and resubmitted to the Committee, where it must.. ...obtain the
Committee's approval before issuing any Notice of Award.

D) A full, unconditional approval shall be issued for the bid award or any other recommended action. The
Evaluation Committee may be notified of the need to clarify required corrections to the evaluation report or
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contract documents before final approval is granted.
E) It must be ensured that all recommendations and decisions of the Committee are recorded in the minutes
of its meetings and signed by all its members.

40- Approval of Financing Institutions on Recommendations and Awarding (if externally funded):
A) All procurement or services funded by international or local financing institutions must be subject to the
procedures of this manual. If their review and approval are requested, the following must be submitted to
them:

1. A copy of the bid evaluation report;

2. Copies of all supporting documents;

3. Any additional information and justifications for the recommendations.
B) Final awarding procedures should commence after receiving written "Approval" from the
financing institution. In the event of no response within three days, the procurement or contracting
procedures shall be completed according to the procedures followed by the Association.

41- Approval and Signing of the Contract Document by the Tender Committee (Chairperson of the
Tender Committee):

The Tender Committee shall review the final contract document, particularly regarding compliance with any
modifications it requested, based on which the analysis and evaluation results were approved. To complete
the approval procedures, the following must be undertaken:

A) The contract format shall undergo a final and complete review after incorporating all data pertaining to the
selected bidder and all agreed-upon terms and conditions. The Tender Committee shall then issue its full and
final approval, directing the Procurement Department—in coordination with the relevant department—to
prepare the contract document for signature by the President of the Association, the Vice President, the
Secretary-General, or any officially authorized representative, alongside the supplier/contractor/service
provider selected for contract execution or their officially authorized representative.

Procedures to be followed after the Tender Committee's Decision:

Upon the Tender Committee’s approval of the tender award and the final contract document, the Procurement
and Warehouse Department or the relevant Technical Department shall undertake the following:

A) Completing and preparing the contract in six, two, or four copies, in accordance with Procurement Form
No. (21) of the documentation cycle, or as required by the public interest to ensure the success of the
contracting process.

B) Ensuring that the contract is properly recorded in the Contracts Register [Form No. (27) - Accounts]
maintained by the Accounts Department.

C) Issuing a Notice of Award to the winning bidder within one week from the award date via registered mail
or hand delivery, using the Notice of Award [Procurement Form No. (20) of the procurement documentation
cycle]. The notice shall request the submission of the required Performance Guarantee and the bidder's
attendance to sign the contract within a period not exceeding fifteen days.
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D) The value of the submitted Performance Guarantee must be at least 15% of the contract value for supplies,
and at least 10% for contracting or services, or as specified in the Notice of Award.

E) If the winning bidder fails to provide the Performance Guarantee within fifteen days (or the period
specified in the notice) or refuses to attend the contract signing as requested, the matter shall be referred to
the Tender Committee. The committee shall decide on forfeiting the Bid Security provided by the bidder,
canceling the award decision, and awarding the contract to the next-ranked bidder. If an agreement is
reached, the contract shall be awarded to them, provided the price does not exceed the estimated cost and
prevailing market rates.

F) Receiving the Performance Guarantee after verifying that it is unconditional, fulfills the required amount
and duration, and adheres to the legal phrasing specified in the tender documents (Appendix B/2 of the
documentation cycle) or is otherwise legally acceptable. It must be reviewed before being referred to the
Accounts Department for secure storage throughout the guarantee period specified in the contract.

G) Ensuring that all pages of the contract are properly signed and stamped by both the President of the
Association (or an officially authorized representative) and the supplier (or an officially authorized
representative) on the contract copies, which are distributed as follows:

e Original: Sent to the Accounts Department to be attached to the payment voucher (along with a copy
of the Bid Evaluation Report).

e Second Copy: Retained by the Procurement and Warehouse Department (along with a copy of the
Bid Evaluation Report).

e Third Copy: Provided to the Supplier.

H) Returning the initial Bid Securities to all tender participants once the award is approved by the Tender
Committee and the contract is signed. The securities shall be handed over to their owners against a written
acknowledgment of receipt

42- Contract Management:

Effective contract management is essential to ensure that procurement objectives are achieved and that all
contractual obligations and activities are efficiently fulfilled by both parties. The Procurement and
Warehouse Department, or the relevant Technical Department, must ensure continuous monitoring of
contracts under execution to address any issues as they arise and take preventive measures if potential future
problems are anticipated.

Several post-contract issues must be addressed, monitored, and resolved before the contract reaches
completion, including:

Contract effectiveness;

Delivery and inspection of goods; performance claims; payments to the supplier;
Monitoring the progress of supply works or services;

Contractual disputes; delays in performance;

Claims for liquidated damages;

AN e
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Provisional and final acceptance of goods;
Installation and commissioning of equipment;
Acceptance of deliverables;

S

Release of performance guarantees and retained amounts (maintenance and operational guarantees
until the end of the specified tender follow-up period) from payments;
10. Contract termination.

43- Contract Effectiveness:

43-1 Contract Commencement Date:

e The contract becomes effective from the date specified in the signed agreement between the
Association and the winning supplier, following the receipt of the performance guarantee and
continuing until the end of the specified period.

43-1-1 Failure to Provide Performance Guarantee:

o If the supplier fails to provide the performance guarantee within fifteen days or fails to respond to a
written notice, the matter shall be referred to the Tender Committee to decide whether the bid security
should be forfeited, the award decision canceled, and negotiations initiated with the next-ranked
bidder.

43-1-2 Contract Supervision:

e The Procurement and Warehouse Department, or the relevant department based on the project's
nature, shall supervise the execution of goods procurement contracts. In most goods procurement
operations, supervision and management should be streamlined; however, it is essential to monitor
delivery schedules, process documentation, and inspect goods to ensure that the required items are
delivered on time.

44- Monitoring Supplier or Service Provider Performance:

e The Procurement Department shall maintain a fair and transparent system for monitoring the
performance of suppliers and various service providers in terms of compliance with specifications and
fulfillment of contractual obligations.

o Suppliers failing to perform acceptably must be notified, identifying the deficiencies to be addressed
and providing them with an opportunity to improve their performance level.

When evaluating a supplier's performance, necessary factors must be considered, especially those beyond the
supplier's control, as well as any actions or shortcomings on the part of the Association—such as failure to
pay due amounts or to provide necessary information in a timely manner.

45- Inspection and Acceptance:
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e All procurement (various supplies) without exception must undergo an inspection and acceptance
process based on the nature, quality, and volume of the materials to be delivered. This is to ensure full
compliance with the technical specifications and conditions previously defined in the tender
documents, using all internationally recognized inspection methods—whether through laboratory
testing, matching submitted samples or catalogs, data verification, factory inspection, or any other
means specified within the tender documents. The size and composition of the committee or the entity
selected for inspection and acceptance shall depend on the nature of each procurement process.

e Due to its importance, the inspection and acceptance of goods and supplies delivered under the tender
must be conducted comprehensively. The President of the Association shall issue a decision to
establish an Inspection and Acceptance Committee, chaired by at least a General Manager. Members
of this committee must not include individuals from the Tender Committee who approved the
purchase or prepared the technical specifications, conditions, or other tender documents. Primarily,
the membership must include technicians with specialized expertise and knowledge in the nature and
quality of the materials being inspected. Their working period shall be defined in the establishment
decision based on the nature of the items. The committee bears full responsibility for verifying the
following:

1. Compliance of the delivered materials with the technical specifications defined in the tender
documents.

2. Full compliance of technical outputs during operation and installation for projects that require such
procedures.

3. Submitting the necessary inspection and acceptance reports to the President of the Association
(Chairperson of the Tender Committee), stating the final opinion regarding compliance or non-
compliance with specifications.

The following rules and principles serve as the basis for investigating and inspecting supplies:

The Inspection and Acceptance Committee must conduct a comprehensive inspection of supplies before
acceptance and delivery to warehouses, or before installation and operation (depending on the nature of the
procurement). This inspection includes:

Appearance, Quantity, Weights, Dimensions, Data, Catalogs, Expiry Date, Laboratory Testing, Direct
Physical Inspection, Completeness of Components, Life Expectancy, Sample Matching, and Verification of
Packaging.

All machinery and equipment with large and complex specifications across various fields (Electricity,
Telecommunications, Public Works, Oil, Health, Industry, etc.) must undergo phased inspection and testing
during the various stages of the manufacturing process. This ensures that all primary components of the
product meet the required capacity, quality, and final technical outputs in accordance with the specified
technical specifications. This can be achieved through:

A) Specialized technicians from the entity or any other body capable of supervising the phased
manufacturing process.

B) A specialized inspection firm in the required field, selected according to the legal procedures defined in
the Guidelines for Consultancy Services, without prejudice to the provisions of Item of this.
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In all cases, this procedure does not exempt the requirement to perform the appropriate types of preliminary
inspections mentioned above prior to final acceptance and delivery.

e The Procurement and Warehouse Department shall complete the warehouse delivery procedures and
bear responsibility for the temporary receipt through the storekeeper until the Inspection and
Acceptance Committee finalizes its work. To this end, it shall perform the following:

A) Materials shall be entered into the warehouse as "in-custody" (escrow) with the storekeeper against a
temporary receipt note, recording observations regarding their apparent condition until the Inspection and
Acceptance Committee convenes for formal inspection.

B) The supplier or their representative must be present during the inspection process and shall be responsible
for opening the packages or hiring necessary labor for that purpose, with all labor costs to be borne by the
supplier.

C) Rejection of any materials that do not comply with the specifications, or materials that are damaged or
defective; such items shall be returned to the supplier to be replaced with materials/items that strictly comply
with the technical specifications and conditions.

D) Issuing an inspection report for materials that comply with the technical specifications by the Inspection
and Acceptance Committee, followed by their formal entry into the warehouses.

E) Notifying the Inspection and Acceptance Committee and the supplier of the scheduled date and time for
conducting the official inspection and acceptance.

Invoices:

Receiving and recording invoices to proceed with their processing in the Accounts Department. Payment
shall be made after the Inspection and Acceptance Committee issues its final report and opinion confirming
that the supplied materials are complete and fully compliant with the technical specifications.

46- Issuing Goods to the Beneficiary Department:

The Procurement and Warehouse Department is responsible for maintaining records for all goods and
movable assets that remain under the responsibility of specific individuals, departments, units, or concerned
parties. These items shall be recorded as "custody" in the respective Procurement and Warehouse records and
are subject to regular review and auditing.

The Storekeeper shall undertake the following:

A) Issuing or releasing items to the requesting department using the designated [Stock Issue Form].

B) Recording the issued items in accordance with the Association's automated systems.

47- Payment for Various Supplies:

No payment procedures for supplies shall be completed until the inspection and provisional/final acceptance
procedures (or phased payments according to the tender nature and terms) are finalized by the Inspection and
Acceptance Committee. The committee’s report must clearly state that the received materials (specified in the
procurement process) have been inspected and comply with the technical specifications defined in the tender
documents. This excludes the release of the advance payment, which is paid against an unconditional bank
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guarantee of the same amount, provided that all payment procedures are completed in accordance with the
Financial Law and its executive regulations.

48- Penalties for Delay and Payment:

48-1 Delay Penalties:

If the supplier fails to deliver the contracted supplies within the deadlines specified in the contract, a delay
penalty shall be calculated for the first month at 7.5% of the value of the unexecuted items, as follows:

A) 1% of the value of the items subject to the penalty for the first week or any part thereof.

B) 1.5% of the value of the items subject to the penalty for the second week or any part thereof.

C) 2% of the value of the items subject to the penalty for the third week or any part thereof.

D) 3% of the value of the items subject to the penalty for the fourth week or any part thereof.

E) For any further delay, a penalty of 4% shall be calculated for each month or part thereof for each of the
aforementioned periods separately, provided that the total penalty does not exceed 15% of the total contract
value for supplies, and the maximum delay period does not exceed three months.

o If'the penalty exceeds the previously specified percentage or period, the determined penalty shall
suffice, and the performance guarantee (final security) shall be forfeited after taking the necessary
legal measures.

o The supplier may be exempted from penalties for justified reasons acceptable to the Tender
Committee or its Chairperson.

48-2 Payment Delay Penalty (Interest on Late Payment):

48-2-1 Conditions for Calculation:

1. Absence of any legal justification for the delay in payment.

2. Absence of any deficiency in documentation or data that led to the payment delay.

3. The penalty is calculated after (90) days have elapsed from the submission of the payment certificate
and delivery progress reports, and the issuance of the final Inspection and Acceptance Committee
report (free of reservations). In case of supplier interference, no penalty shall be calculated.

4. Non-interference by the supplier in the payment processing procedures.

A) Calculation Method:

The penalty for delayed payment to suppliers, provided the payment conditions are met, is calculated
according to the following formula:

(Value of Delayed Items % 15% % Delay Period) ~ 365 Days

B) For contracts related to procurement funded by international financing institutions, the payment delay
penalty is calculated according to the contract terms governing those agreements in line with the donor's
requirements. If these contracts do not stipulate specific terms for calculation, the provisions of this manual
shall apply.

48-3 Dispute Resolution:
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o Most disputes that may arise can be resolved through reasonable discussion and mutual agreement
between the competent official and the supplier to address the causes of the dispute. After
investigating any complaint submitted by the supplier or any non-compliance observations, the matter
is presented to the President of the Association, who may direct the summoning of the supplier for
talks to reach an amicable solution consistent with the tender terms and documents. To achieve this,
the following must be reviewed:

A) Carefully examining the contract to identify all contractual terms related to dispute resolution.
B) Determining if the Association is responsible for the dispute; if so, appropriate action should be
taken to resolve the issue wisely and rationally.

C) Inviting the supplier to an official meeting within 14 days from the date the dispute/complaint
arose to discuss the aspects of the dispute and attempt to reach an acceptable compromise for both
parties.

48-4 Contract Amendment (Variation):

Necessity may dictate the need to amend the contract due to price adjustments as per contract clauses, dispute
settlements, additional or reduced requirements by the Association, or agreed-upon schedule extensions. The
value of the procurement contract may be amended by up to 20% if necessary and in the public interest

48-5 Contract Termination:

o Termination of the contract should only be a last resort after considering all possible alternatives to
resolve the existing issue—unless termination is the agreed-upon procedure or the legal action
stipulated under the tender conditions by either party.

The grounds upon which the Association may terminate the contract are as follows:

A) If the supplier fails to deliver part or all of the goods within the periods specified in the contract,
plus the maximum allowable period for liquidated damages, or within any extension period granted,
provided the delay is not resulting from force majeure.

B) If the supplier engages in fraud or deception to obtain or execute the contract, including:

1. Corrupt practices, such as offering, giving, or receiving anything of value to influence the decision of
an official during the tender or contract execution.

2. Fraudulent practices involving misrepresentation of facts to influence the tender procedures or
contract execution, including collusion among bidders (before or after bid submission) to fix prices at
artificial, non-competitive levels and deprive the Association of the benefits of free and open
competition.

o If'the supplier or contractor refuses or delays the execution of works, the supply of items, or the
performance of contracted services within the deadlines specified in the contract, they must be
notified of the following:

A) Calculation of delay penalties as specified in the "Delays" clause.

B) Termination of the contract and assigning others to complete the unexecuted works at the
supplier's expense, along with the forfeiture of the performance guarantee without the need for
judicial recourse.
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o If'the supplier or contractor has executed the majority of the contract, but the competent Tender
Committee determines that the remaining portion prevents the utilization of the executed part after the
contract period expires, the delay penalty shall be calculated based on the total contract value.
However, if it is determined that the delayed portion does not affect the utility of what has already
been executed or supplied, the penalty shall be calculated based on the value of the delayed portion
only.

If the Association decides to terminate the contract, the following steps must be taken:

A) The Association may terminate the contract partially or fully at any time via a written notice to the
supplier, specifying that the termination is in the Association's interest or identifying the extent to which the
supplier's performance under the contract is terminated.

B) Acceptance of goods ready for shipment (for usable materials not dependent on other non-supplied items)
within 30 days of the supplier's receipt of the termination notice from the Association, according to the
contract. As for the remaining goods, the Association may choose to:

1. Complete the remaining portion and receive it according to the contract terms and prices.

Cancel the remaining portion and pay the agreed-upon amount for partially completed goods, as well as the
materials and parts previously purchased by the supplier and accepted by the Association without any
reservations.

Appendix (F): Standards for Technical and Financial Bid Evaluation

o Each contractor/supplier shall submit a technical proposal and a financial proposal, each placed in a
separate envelope. The technical proposal must be clearly marked as "Technical Proposal," and the
financial proposal must be placed in a separate envelope clearly marked as "Financial Proposal."

o Financial proposal envelopes will be opened in the presence of contractors/suppliers and recorded in the
opening minutes; subsequently, the technical analysis will be conducted according to the technical
criteria.

o Bids that fail to meet the conditions of the Bank Guarantee (Bid Security), or fail to provide a
Commercial Register or Tax Card, or if these documents are expired, will have neither their technical
nor financial proposals considered.

e Technically unqualified bids that do not achieve a score exceeding 60% in the technical evaluation will
not have their financial proposals considered.

e These criteria are an integral part of the documents that must be attached to other tender documents and
distributed to participating contractors. The Opening Committee must ensure that each envelope
contains a copy of these criteria.

First: Evaluation of Bid Documents (Administrative Evaluation - Initial Responsiveness):

1. Attaching the required legal documents and licenses of the bidder (as stated in the announcement).

2. The minimum initial responsiveness criterion that allows a bidder to enter technical and financial
evaluation is the attachment of: (Bid Security in accordance with tender conditions - Valid
Commercial Register and Valid Tax Card).
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Second: Technical Proposal Evaluation - 60 Marks (Scores will be distributed based on 100%):

The Maximum

Minimalism

Standard

Contractor/Supplier/Company Profile: A list of executed
projects (including project schedule, client contact details

0,
75 (email & phone), and photos), as per the assessment of the
Technical Expert or Consulting Engineer.
Technical Staff: (Includes qualified engineers and
%5 experienced workforce, evidenced by their Curricula Vitae
(CVs); please attach CVs outlining their respective skills and Technical
experience). Proposal
Equipment List: A detailed statement of owned machinery and | (Qualification):
%10 | equipment, with attached documentation verifying proof of Final Score 30
ownership. marks out of
"Financial Capability: Attach audited financial statements 100%
%20 | certified by a Chartered Accountant, along with recent bank
statements."
%30 | Years of Experience: 3 years and above (Weight: 10%)
%30 Project Schedule: Attach a time schedule with a logical
sequence and estimation (Weight: 15%)
%100 Jaalil) quilad cla Jall Alas)
Material Catalogues: Attach catalogues and photos
%70 | illustrating the construction materials to be used (Weight:
20%)
Adherence to tender instructions, including the completion of | 1echnical
%10 official forms in ink without alterations, and the mandatory F(;?l[;(l)istal). Final
signing and stamping of all documents, drawings, and Bills of Score 33(; ;narks
Quantities (BoQ)." out of 100%
Quality Assurance based on the Warranty Period: (Covering
%20 defects arising from manufacturing or material faults related
to equipment components, materials, or any associated
malfunctions).
%100 | Total Qualification Score 60

Second: Financial Proposal Evaluation (40 Marks):

e Any proposal will be rejected if it is proven upon opening that the attached Bank Guarantee (Bid
Security) is less than the required value (The Opening Committee shall adhere to the announcement
conditions, Yemeni Law, and the relevant Procurement Manual in this regard).

o All Bills of Quantities (BoQs) and submitted prices will be reviewed for arithmetic accuracy

(multiplication and summation), and the total bid amount will be verified before and after any discounts,

if applicable.
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Bids that exceed the estimated cost by more than 10% will be considered financially unqualified, as will

those that fall below the estimated cost by more than 20%.

4dladl A0l (3 dadial) a9 2140 marks shall be awarded to the lowest acceptable bid.
The remaining bids shall be scored according to the following formula: Evaluation

Financial Score = (Value of Lowest Bid x 40) / Value of the Bid Being Evaluated

Reasonable Price

Note: The designated Analysis Committee reserves the right to add to or amend certain evaluation
criteria in the best interest of the Association, provided that prior approval is obtained in the event of any

material change to the substance of the evaluation criteria.
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