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Policy for Procurement & Assets Management 

Objective:

C A R, is a registered Charitable Trust with office at Bhubabeshwar (Odisha). C A R is committed to a sound Procurement policy with efficient management of assets. 

Objectives of this Policy for Procurement and Asset Management is to ensure an effective and systematic procurement process, facilitating decisions on issues like which goods and services to be procured, when to be procured, in what quantity, from which supplier, at what cost etc., apart from safe guarding assets from all potential risks.  This policy is also to guide good governance and better fiscal management across the organisation.

Through this policy, C A R commits for procurement of goods and services in right quantities, at right time, at reasonable prices, and at recognizable standards of quality.  Giving due importance to stated activities, it is essential that these activities be performed by using sound procedures and guidelines. 
Main objective of this policy is to ensure 
· Timely procurement of required assets – both Capital and recurring
· Achieving economy and efficiency in the process
· Accountability and transparency at all levels.











Code of Conduct:

In procurement process, following code of conduct needed to be ensured:

· Individuals purchasing goods and services for and on behalf of C A R  would conduct transactions in a manner that is consistent with the objective and goals of C A R .  
· Purchasing decisions would be made on reasonable assessments of quality, service, competitive pricing, and technical supports. 
· Only professional relations with suppliers will be maintained. 
· Procurements would be conducted in a fair and equitable manner and disputes, if any would be resolved quickly.  
· Suppliers would be held to standards with sound and ethical business practices. Procurement decisions shall be made with integrity and objectivity, free from any personal considerations or benefits. 

Conflict of Interest
[bookmark: conflictofinterest] C A R commits to a transparent and collective decision making process at all levels and at all actions. Any action of individuals that is determinant to the Values of the organization and that appears to benefit any individual that is a case for ‘conflict of interest’. Such actions would undermine confidence in the proprietary of said member that would be looked upon with zero tolerance.  
C A R is committed to avoid any situation of actual or perceived conflict of interest. We at C A R strive for maximum transparency in the structure of arrangements related to our projects and program activities. We also respect and support individual member’s actions to distance themselves from all situations of conflict of interest.

Should a conflict of interest exist, respective member should disclose the same to the President and/or to the Secretary in advance so to avoid any influences from the actions defined as having a conflict of interest. All known instances of conflict of interests in a procurement process should also be brought to the attention of the Secretary for information and clearance. 

Procurement

Introduction 

“Procurement” is purchase of goods/commodities and/or services meant to be used in the organization and billed to the organization for payment. This simply means Procurement refers to purchase of goods/commodities/items and services by C A R  from suppliers/service providers for the purpose of office use either for long-term or for short-term usage. 

Procurement Plan
It is expected that all staff members exercise due diligence and cost consciousness in assessing the need for procurements. Each procurement would be planned based on the need, urgency, availability of funds and sources of funds.
 
Procurement plan is essential for all procurements.  Following process would be followed accordingly.

1. Members/Unit that has requirement of any item/asset will put forth a request to the Secretary for the same for consideration from time to time. 

2. Such need-based request would be taken up for process with the consideration/deliberation, as necessary, on case to case basis.  

3. Such request/requirement would be reviewed based on the recommendations/ inputs of the Secretary, so to take forward the process accordingly

4. Administration in-charge shall maintain details of such request, deliberations, decision and approval of collective. 

5. The same would be recorded and filed so that such details are retrievable for scrutiny whenever needed.

6.  Once the need for procurement is reviewed and finalized by the Governing Body, it shall be placed for final approval or for any suggestive revisions. 

7.  The Accountant/Treasurer shall ensure that specific budget and fund provision is available for meeting the expenditure of such procurement in that specific budget period in which it is to be incurred.


PROCUREMENT COMMITTEE
Ensuring accountability and transparency C A R will have a Procurement Committee for monitoring all procurements exceeding Rs.10,000/- value per unit/item. 
The Procurement Committee shall have at least three members with minimum one from Administration/Support team and One from Finance unit. If required, Secretary is authorized to nominate the members to the procurement committee in consultation with Governing Body supporting the procurement. 
The term of the Procurement Committee will be for a period of 12 months that is extendable for to another maximum period of 12 months.  
The responsibility of Procurement committee is to follow the procedures and monitor the procurement process. The procurement committee’s responsibility ends once the procurement is completed.
The Administration Unit and Accounts Unit are responsible for maintenance of all the records related to the procurement process, documenting all the procurement committee proceedings and coordinating the entire process of procurement.  
Roles and responsibilities of the Purchase Committee
Roles and responsibilities of the Purchase Committee include:
· The committee meets as and when needed. 
· To maintain constant touch with the market condition and explore possibilities of identifying new sources of supply at competitive rates
· The Committee ensures necessary quotations are received based on the intended specifications. 
· Comparative chart is prepared with the help of Administration in-charge/Accountant 
· Purchase committee will deliberate on the quotations, specifications and discuss the process to be followed 
· Recommend the suitable vendor for the procurement. 



Responsibilities of Procurement Committee include

1. Make arrangements for getting quotations from different vendors/suppliers based on the intended specifications. 
2. Comparative chart is prepared with the help of Administration in-charge/Accountant. 
3. Purchase committee will deliberate on the quotations, specifications and negotiable if any. 
4. Recommend the suitable vendor/supplier/service provider for the procurement based on the price, quality, suppliers ability to timely supply, availability of after sale services, previous experience with a particular vendor etc.   
5. To maintain constant touch with the market condition and explore possibilities of identifying new sources of supply at competitive rates. 
6. To ensure equitable treatment of suppliers and promotion of competition in procurement. 














PROCUREMENT PROCEDURE
The procurement process involves the procedure to be followed while purchasing of assets and services meant for organisation’s utility. This also involves necessary quality and quantity checks. C A R  seek to maintain list of suppliers and pre-determined for various procurements. This makes the process smoother, promoting a transparent quality relationship between the C A R  and the supplier.
The procurement procedure may differ according to the asset/product and/or service. Process for procurement of items for daily utility purposes need to be efficient and reliable, and is carried out meticulously in order to avoid wastages and over expenditure.  The best procurement is a process is that, which involves buying of goods or services by choosing the appropriate supplier.
Procedure for purchase under Petty cash
Purchases for amounts under Petty Cash (as per petty Cash policy as defined under Accounts and Financial Policy of C A R) may be made without any formal references or discussions. This is mainly for daily consumables of Stationery, Office maintenance items and kitchen items.   Purchase is done if the price is considered reasonable based on current market conditions. 
Verbal purchase orders
C A R desires and encourages all members who are in-charge of purchase/procurement of daily and regular consumables like grocery, stationery, office cleaning items etc. are to place a written requisition to the Secretary, C A R  for consideration and clearance for procurement. 
However, in instances of urgency, Verbal permission from Secretary is obtained and the same is approved later on production of necessary bills for accounting and reimbursement. 
Such items would be procured from regular suppliers/shops who are reliable and offer better quality with competitively lower price. 
Approval requirements: 
All staff members will ensure the following protocol for approval of procurements
For day-to-day consumables and services
On procurement of the same, the respective member submits details to Secretary for approval and confirmation of the same.  

Secretary, on review of the same and with due satisfaction of the procurement process apart from quality, quantity and cost will approve the same. On completion of procurement and certifying the goods or services are in sync with the procurement request, Secretary will forward the same to for accounting and payment. 

Following are some of the items covered under this category that illustrate the nature of procurements. However, this is not a conclusive list.
· Printing and stationery items
· Office cleaning and maintenance materials
· Kitchen equipment and supplies.
· Miscellaneous and minor repairs to office building for up-keeping.
· Utility services like electricity maintenance, security services, pest control treatment, office maintenance etc.
· Postage services
· Repairs and maintenance (unless required under an insurance claim) for office equipments/computers/printers etc. 






Procurement of Fixed Assets
All Capital/Fixed Asset procurements call for specific approval of the Governing Body. 
Fixed assets are defined as any 'permanent' items that are used to support Organisation’s  activities  including but not limited to Office Furniture including racks/Almirahs, computers, vehicles, software, phones or office equipments.
The request for need of specific the asset and process to be followed for procurement including per unit would be reviewed by the president. After detailed review and discussions with Collective, the president would authorize the member/committee for processing the specific procurement of the asset. 















PROCUREMENT OF ASSETS AND ITS MANAGEMENT

Assets Acquisition:-
C A R acquires all need-based assets with due consideration and assessment. 
Approvals of the donors/donor agencies and allocation in the budget are also vital consideration for the procurement. 
The entire process of procurement (mentioned in procurement procedure) from inviting quotations, Evaluation of quotations, Negotiations, preparing Comparative Statement Cum Recommendation, approval would to be followed.
Quotations
As per procurement policy of C A R, all assets of value that exceeds Rs.10,000/- per unit/item calls for comparative procurement procedure by inviting competitive quotation. As per general policy quotations will be invited from at least three suppliers with same item/commodity/technical specifications. Applicable GST can be considered separately at the time of procurement additionally on the quotation price. 
Purchase/Procurement Committee 
The pre- set up/appointed Procurement Committee will monitor and finalise the procurement process. 
At the directive of the Secretary/Governing Body a separate procurement committee can be formed if procurement value of goods and services exceeds Rs. 2,00,000/-. 
Procurement process
On recommendation of the \procurement Committee the procurement process will be initiated. Following are the process generally followed:
· Based on the recommendations of Procurement Committee, initiate further negotiations, if needed, for the best price, quality and delivery period. 
· Release necessary purchase order for supply with all such details
· Advise the Accountant for release of advance/partial/full payment supporting timely supply.
· Acceptance of purchase order by the identified vendor is ensured. 

· The vendor delivers the promised goods/services within the stipulated timeline. After receiving them, the administration in-charge examines the order and notifies the vendor of any issues/discrepancies in the received items.
· The Committee or any member or member authorized shall inspect the material supplied and would approve the same.
· On receipt of invoice/bill the Accountant initiates steps for finalization and clearance of the same. 
· Guidelines for release of payment/clearance of the invoice will be initated by Accountant as specified in the Financial cum Accounting Manual of CAR.









POST PROCUREMENT ACTIVITIES
The user department/member who has requisitioned the Procurement shall take responsibility for post procurement activities.  The Administration Unit and Accounts Unit will have overall responsibility to ensure that the post procurement processes are ensured. The key factors to keep in mind during this phase include the following:
· Acknowledgement of delivery to supplier/consignor and safe receipt of consignment.
· Safe placement/Storage and inventory management.
· To ensure that the commodities/goods or services would be used in accordance to the purpose for which they are procured.
· End use checks
· Recording in Fixed Assets Register
· Disposal of goods and accounting for the receipts, if any. 












ASSETS DISPOSAL
Administration in-charge would submit a list of all such assets that can be disposed off to Secretary for review and recommendation from time-to-time. 
The Asset Disposal list would involve a detailed assessment of those assets that are no longer effectively meeting the service delivery required. This would help to identify for disposal, those redundant assets that might otherwise reduce efficient and effective service delivery. The List would be prepared at after conducting physical verification of such fixed assets.
All proposed disposals will be reviewed by the Secretary or by a staff member specifically authorized to do so by the Secretary. Such review will also determine their strategic value in terms of Donor policies and procedures. 
Based on the review report and recommendations of the reviewer, Secretary will nominate the appropriate means of disposal and allocate responsibility for management of the disposal. Disposal of assets can take place on getting approval from Collective on the list of assets for disposal.










ASSETS MANAGEMENT
C A R strictly tracks fixed assets not only for the purposes of financial accounting but also for preventive maintenance, and deterrent actions like mis-use, mis-placement, theft etc. It is significant to track the location, quantity, condition, and maintenance and depreciation status of fixed assets. 
Tracking assets is an important concern of C A R.
Procedure:- 

(Discussed in detail in ACCOUNTING POLICIES & PROCEDURES MANUAL)

· C A R would maintain Assets register, where Assets will be serial numbered, name of donor and project under which the same was purchased.
· Assets will be issued/located based on the need and utility.
·  For assigned movable assets like, camera, laptops etc an asset log book would be maintained and the member seeking to use the same needs to sign the register.
· Fixed Assets Register is maintained and recorded as specified under the Financial and Accounting Policy of C A R . 
· All Fixed Assets would carry suitable insurance cover and such covers are renewed from time-to-time as per schedule.
· Periodical physical verification of all Fixed Assets would be counted ensuring better administration and management.  
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