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1. Objective

1.1 Establish a procurement system that
achieves the best value for Right to Protection
(hereinafter — R2P) and its funders.

L Ensure that goods and services
are procured within the limits of an approved
budget and controls costs.

1.3. Enforce R2P internal controls
for procurement.

1.4. Identify vendors in an open and
transparent way that ensure R2P selects
vendors based on quality and cost.

1.5. Avoid relationships, influences,
or activities that are or appear to be conflicts
of interest. The relationships, influences, or
activities impair R2P's ability to objectively
and fairly make procurements and violate
R2P Code of Conduct.

1.6. Require employees immediately
inform managers and Compliance officer of
any questionable or unethical behavior that
relates to procurement.

1.7, Segregate procurement duties to
ensure that no one person can control the
whole procurement process.

1.8. Comply with R2P funder
regulations and requirements.

1. Mera

1.1. CtBoputH CUCTEMY
3aKyIiBelb, sKa 3a0e3ledye HanKpairy
ninHicTs 1 B® «IIpaBo Ha 3axucT» (B
nopaneiomy — ITH3) ta iioro 1oHOpIB.

1.2. 3abe3neyuTu 3aKyTIiBIIIO
TOBapiB Ta  HOCIyr B  MeXax
3aTBEPIKEHOTr0 OIO/DKETYy Ta KOHTPOJb
BUTpAT.

1.3. BrnpoBagutu BHYTpPILIHIH

KOHTPOJIb 3a 3aKkymiBasiMu B ITH3.

1.4. Bu3Hayatd I[MOCTaYalIbHUKIB
y BigkpuTuil Ta mposopuil cmocib, mo
rapaHrye, 110 [TH3 obupae
MocTa4yaJbHHUKIB Ha OCHOBI SIKOCTI Ta
BapTOCTI.

1.5 VHUKATH BIJHOCUH, BIUIMBY

abo misuTPHOCTI, $Ki CTAHOBIATH abo
MOKYTh CTAHOBHUTH KOH(IIKT iHTEpecCiB.
Taki BimHOCHMHM, BIUIMBH abo  mii
obmexyrots 3aatHicTh [TH3 00'€eKTHBHO
Ta YecHO 3JilCHIOBATH 3aKyIiBal Ta
nopyytots Konexc noseninku ITH3.

1.6. Bumarati Bin IpaliBHHUKIB
HeraiiHo iH(OpMyBaTH KepiBHHMKIB Ta
ITposigHoro ¢paxisis 3 00poOKU 3BEpHEHD
npo Oyap-sIKy CyMHiBHY a00 HEeTHYHY
TIOBEIIHKY, [IOB'sI3aHy 13 3aKyIIiBJIAMH.

1.7. Posmoginsatu 000B'sI3K1
O[O0 3aKyIiBelb TakuM YHHOM, 00
JKOIHa 0co0a He MOorya KOHTPOJIIOBATH
BECh IIPOIIeC 3aKyMiBelb.

1.8. JloTpuMyBaTHCs TPaBUI Ta
sumor nonopis [TH3.

2. Authority

2.1 This policy applies to all R2P
staff.
2.2 Any adjustments of this policy to

meet specific grant or funder needs must be
approved by R2P President in writing in the
form of an Order.

2. Opranu ynpasJliHHS

2ol [ls momiThKa MOIIUPIOETHCS
Ha Bech nepconan ITH3.

2.2. Bynp-saki 3MiHM B LiH
moJiTHIl [UIs 3agoBosieHHs motped ITH3
noBuHHI OyTu moropkeHi IlpesuneHToM
[TH3 y nuceMoBiit Qopmi y BUIVIAA
Haxazy.

- Komis KOYKHOTO TaKOTI'o
MOTO[KEHHs IOBHHHA 30epiratucs y




- A copy of each such approval must be
kept on file by each program/project
requesting such approval.

- Emergency humanitarian situations
may require adjustments to the procurement
policy to meet the needs of the communities
R2P is serving. These adjustments must be
approved by R2P President and the funding
agency grants (program) officer.

Note: the President's approval in the
Jorm of an Order does not apply if
procurement is carried out in accordance
with donor rules.

TEHJEPHIH JOKyMEHTaIIl1, e
3aCTOCOBYBaJIMCS  Taki  3MiHM  JUId
MOJKJIUBOT'O 3aIIUTy JAHOT'O [IOTOIKEHHS.

- Hanzsuyaiini rymanitapni cutyanii
MOXYTb BHMaraTd BHECEHHS 3MiH JI0
[Tomitukn  1momo 3aKymiBeNb s
337I0BOJICHHS  moTpe®  rpomaz,  ski
obciyrosye ITH3. Taxi 3minu MaroTs GyTH
3aTBepkeHl [Ipesumentom ITH3 Ta
BIATIOBIAJIEHOKO 0COGO0 Bif oprasizari
AOHOpa, IO Hamae rpaHT (¢iHaHcye
porpamy).

lpumimxa: nozooscenns Ipeszudenma
IIH3 y guanA0I Haxkaszy He
3acmocogyemvca y pasi, AKWO 3aKYNiINL
301UCHIOIOMbCA 30 NPAGUIAMU QOHOPIS.

3. Basic Requirements

3.1. Employees conducting business
transactions on behalf of R2P hold a position
of trust, which dictates that their actions
should be governed by the highest standards
of personal and business conduct, R2P Code
of Conduct in particular (Annex 5. R2P Code
of Conduct).

3.2. R2P  will make purchase
decisions based on needs and best value.

3.2.1. "Need" is defined as an item or
service required for R2P to deliver on its
organizational mission or to meet the
requirements described in a signed funder
agreement or grant.

3.2.2. Best value includes factors such as
price, quality, delivery, warranty and service.

3.3. R2P employees may not obtain
any personal or financial benefit for
themselves, relatives, associates or friends,
while purchasing any type of goods or
services for R2P.

33.1. R2P employees are not
permitted to accept gifts from suppliers,
vendors or service providers.

3. 3araabHi BUMorn

LR CriBpoGiTHHKH, SIK1
3MIACHIOIOT AiSUTBHICTB Bij imeni ITHS3,
3aliMalOTh  JIOBIpYE CTAHOBHILE, SIKE
AUKTY€, 1m0 I1XHl fgil  [OBUHHI
PEryJIIOBaTUCS HaWBHUIMMHU CTAHIAPTAMU
0COOHMCTO] Ta AiTOBOI IIOBEIHKH, 30Kpema
Konekcom noseninku ITH3 (Jlomatox 5.
Konexc noseninku ITH3).

3.2. ITH3 npuitmatume pimeHHs
PO 3aKyIIB/IIO, BUXOIIYH 3 IOTped Ta
HaMKpalloro CIHiBBiJHOLIEHHS I[iHH Ta
SIKOCTI.

3.2.1.  «Ilorpeba» BU3HAYAETHCS SIK
ToBap abo mociyra, HeoOXimHA IS
BUKOHAHHs oprasizaniiinoi micii I[TH3 a6o
AJsL 3a8[I0BOJICHHS BUMOT, OIMCAHUX Y
TiAMKCaHi} yrofi 3 ZJOHOPOM a6o IpaHTi.

3.2.2.  Haiikpaina BapTICTh
BKJIFOYa€ Taki (akTOpH, SK IiHA, SIKICTb,
NOCTaBKa, rapaHTisi Ta 00CIIyrOBYBaHHH.

e ) CniBpoOitauku ITH3  He
MOXYTh OTPUMYBATH Oy[b-SIKy OCOOUCTY
abo (inaHCOBY BUTOAY 1St ceOe, pOAMYIB,
MapTHepiB abo Apy3iB, KyNny04n Oy ab-sKi
BUM TOBapiB abo mocyr mis [TH3.

3.3.1.  CmiBpoGitaukam ITH3 He
JO3BOJISIETBCS NIPUAMATH MOJAPYHKH Bij




3.3.2. R2P employees should avoid
conflict of interests while conducting
procurement for R2P.

- Might conflict of interest appear (e.g.
beneficiary of supplier company is relative to
R2P employee), R2P employee should be
excluded from the procurement process at all
stages (starting from preparation of
solicitation documents and ending with
contract signing and supplier performance
evaluation).

3.4. R2P  will maintain  the
confidence of suppliers and subcontractors in
order for them to trust us with their
proprietary  business  information  for
procurement purposes.

3.3. All procurements in the amount
of more than USD 1,000,000, at the request
of the donor, are carried out with prior
approval. If the donor's requirements for
approval are less than USD 1,000,000, R2P
must comply with these requirements.

3.6. This policy complies with the
following regulations:
- UNHCR Implementing Partnership
Management Guidance Note No 4 -
Procurement by Partners with UNHCR Funds

e R2P  will comply  with
regulations  from  individual  funding
organizations and grants where applicable.

[0CTa4YaIbHHUKIB TOBapiB ab0 IMOCIYT, Ta
IIPOABILiB.

3.3.2.  CniBpoOiTHUKH [TH3
[IOBUHHI YHHKAaTH KOH(MIIKTY IHTEpeciB
i 9ac mpoBeeHHs 3aKymniBens 1 ITHS.

-V pasi BUHUKHEHHS KOHQIIKTY

inrepeciB  (Hampukiaz, — OeHedimiap
KOMIIaHii-llocTayaJbHUKa €  POaUYEM
cmiBpobitauka [TH3), crHiBpoOITHUKY

ITH3 He 103BOJISIETHCS MPUNMATH Y4acTh
y 3aKyIiBeJIbHHX IIpOIecax Ha BCIX
eranax (MIOYHHAIOYM 3  MIATOTOBKH
TEHJEepPHOI MOKYMEHTalil 1 3aKiH4yI4H
HiANKMCaHHAM JOTOBOPY Ta  OLIHKOIO
po6OTH MOCTaYaIbHUKA).

3.4. [IH3 Oyme mnOiATpUMYBaTH
CTYIiHb BIEBHEHOCTI MOCTa4YalIbHUKIB Ta
CyOmiApsIAHUKIB y HaIiMHOCTI (OHIY K

TlapTHepa, SKOMY MOJXKHA JIOBIPUTH CBOIO
KOMEpIiiHY iHpopMaIlito TULSE
3aKyIiBeJbHUX L1IeH.

3.3 Vei  3akymiBii  Ha  Cymy
Oinple 1000 000 momapis CIIA
3M1ICHIOIOTHCS 3a IIOTIEPEeIHIM

[IOrO/UKEHHAM 3 JOHOPOM, SIKIO HasBHI
Taki BUMOrd. Y pasi SKIIO 32 BUMOI'aMH
JIOHOpa CyMa IIOTOJKEHHsS CTaHOBHTH
merme 1 000 000 momapis CIHA ITH3
[IOBUHEH CJIiyBaTH LIUM BAMOI'AM.

3.6. [MomiTHKa IIOJ0 3aKyIliBesb

BIJIIIOBiZja€ HACTYNHOMY HOPMAaTHBHOMY
TOKYMEHTY:
- UNHCR Implementing Partnership
Management Guidance Note No 4 -
Procurement by Partners with UNHCR
Funds

3.7, [TH3 Oynme aoTpUMyBaTHCS
TIPaBUJI KOJKHOI OpraHizamii Ta JOHOPIB y
BUIAAKAX, KOJIH 1€ HEOOXiTHO.

4. Internal Approvals

4.1. To initiate the procurement
process, a Formal Request (Annex I.
Purchase Request) must be sent to the
Procurement Department with prior written

4. BHyTpilHi NOrofKeHHs

4.1. Jlng  mowaTky — Ipolecy
3aKyIiBejdb HEOOXiTHO HaJicaaTH 3amuT
(Homarox 1. 3amuT Ha 3aMOBIIEHH:A) N0
Bi[Uliny  3aKymiBeap 3 IONEpeaHIM
MCBMOBHMM IOTOKeHHIM 3 PIHaHCOBUM




approval from Financial Manager and the
Project/Program Manager.

4.2. Segregation of duties is required
to ensure that no one person can control the
whole procurement process. Separation of
purchasing  functions from payables
functions is achieved via the following:

4.2.1.  Payment approval vouchers to
make bank disbursements must be authorized
by finance team representative (Financial
Manager, head of Finance/Admin, etc.) and
R2P President.

4.2.2.  Payment orders in the on-line
banking system are signed by 2 signers
(accountant and the president).

4.3. In within procurement process
there are few more control elements to ensure
transparency, fairness and impartiality of the
process, such as:

1. Bid opening committee for formal
bidding (RFQ, ITB, RFP) — no procurement
staff allowed to participate at this stage. The
list of committee members is approved by the
Order of the R2P President.

2. Technical committee for formal
bidding (ITB, RFP) procurement
representative does not participate at this
committee.

MEHeKepOoM Ta KepiBaukom
IIpoexry/TIporpamu.
4.2, Poznopin 000B'sI3KiB

nependavae BiCyTHICTE y ofiHieT 0co6m —
criBpoGithuka ITH3 — moBHOTO KOHTpOIIIO
BCHOTO porecy 3aKyIIiBeIb.
BinokpemiIeHHs Ipolecy 3aKyIiBess Bif
IIPOIECYy OIIATH JOCATAETHCS TaKUM
YUHOM:
4.2.1.

bankiBchki TUTATKHI
NOPYYEHHS JJIS 3I1HMCHEeHHS O0aHKIBCHKUX
BUIJIAT  IIOBUHHI OyTH  IIOro/KeHi

NPEACTaBHUKOM  (DIHAHCOBOTO  BijyIiny
(PiHAHCOBMM MeHEIKEPOM, KepPiBHHKOM
(binancosoro/
aJIMIHICTPAaTUBHOIO Bimmimy TOLIO) Ta
nignucani [Ipesunenrom ITH3.

4.2.2. IlnatkHi  HOpy4eHHS B
CHCTeMI OHNaHH-0aHKIHTY MiAMMCYIOTHCS

2  mignucantamu  (OyxranTepoM — Ta
IIPE3UTEHTOM).
4.3. s 3a0e3nevyeHHs

IPUHIUIIB [IPO30POCTi, CHpaBeINBOCTI
Ta HEYNEPEHKEHOCTI MPOLeCy 3aKyIIiBeb
po3pobiteHi NOIaTKOBI €JIEMEHTH
KOHTPOJIIO 3aKYIIiBeJIb, & CaMe:

1. Komiter 3 pO3KpUTTsSI TeHAEPHMX
IPONO3KULIH A7 odiniitaux Topris (RFQ,
ITB, RFP) - w©a 1upoMmy erami
CIIIBPOOITHUKM BTNy 3aKymiBedsb He
MaloTh IpaBa OpaTé yd4acTb y TOprax.
[Tepenik YYaCHHUKIB KOMITETy
3aTBepIKyeThess Haxazom Ilpesunmenra
@oHpy.

2. Texniunuit komiteT st OPinidHMX
topriB  (ITB, RFP) - mnpexncraBruku
BiIILTy 3aKymiBeldb He MalOTh IIpaBa
OpaTu y4acTh y pobOTi [[bOr0 KOMITETY.

S. Funder Approval Requirements

Fl. R2P will comply with all
required procurement approvals under the
terms of any funder agreement or grant.

S. Bumoru 10 noroa:keHHs 3 JOHOPOM
3.1, IIH3 Oyne motpumyBatmcs
BCIX HEeOoOXiTHUX pouenyp
3aTBEPIDKEHHS 3aKYITiBeNb BiAIIOBIAHO 10
YMOB Oyzb-sIKOI yromu 3 JOHOpPoM a6o
TPaHTYy.




6. R2P Supplier Code of Conduct

6.1. R2P will encourage all of our
contractors and vendors to commit to the
UNGC. Contractors and Vendors will be
offered to follow the principles laid out in the
in the UN Supplier Code of Conduct
(http://www.unhcr.orR/.afr/admin/_sts/4dcce
bd89/ united-nations-suQQlier-code-
conduct.html ).

6.2. This will be done through special
clause in the contracts with Contractors and
Vendors engaging them to adhere UN
Supplier Code of Conduct.

Clause example:

"The Contract Party shall comply with the UN
Supplier Code of Conduct
(http://www.unhcr.org/afr/admin/sts/4dccebd
89/united-nations-supplier-code-
conduct.html) and is responsible  for
encouraging, advocating and promoting the
dissemination of mentioned ethical standards.
The Contract Party is requested to make the
principles of the UN Supplier Code of
Conduct known to any subcontractor used by
the Contract Party and to encourage the
subcontractor to adhere to these standards."

6. Kogekc moBeJiHKH NMOCTa4ajbHHUKA
ITH3

6.1. TIH3 3aoxouye BciX HamMX
i IPSTHUKIB Ta [0CTa4YaJIbHUKIB
JoTpuMyBatucs [ 7106a1pHOro 10roBOpy
OOH. ITigpsaHukaM Ta nocTayajlbHUKaM
Oyae 3ampoIrlOHOBAHO JOTPHUMYBATHUCS
npuHIMIiB, BukIageHux Yy Kogekci
MTOBEIIHKH MOCTa4YaJIbHUKIB OOH
(http://www.unhcr.orR/.afr/admin/_sts/4
dccebd89/ united-nations-suQQlier-
code-conduct.html ).

6.2. CrnemiaabHUN IYHKT B JOTOBOpax 3
[Tinpsinaukamu  Ta IlocTavaabHHUKaMHU
3000B'13ye 1X moTpumyBaTHcs Komekcy
noBeaiHky nmoctadanbHukiB OOH.
IIpuknao nynkmy:

«Cmopona 002060py  30006'A3yEmMvCs
oompumyeamucs ~Kooexcy noeedinku
NnoCMauanbHUKi8 OOH
(http://www.unhcr.org/afr/admin/sts/4dc
cebd89/united-nations-supplier-code-
conduct.html) i nece gionogioansricmo 3a
3a0X0YeHHS, NPoNnazandy ma CHPUSHHI
NOWUPEHHIO — 3A3HAYEHUX  emuyHux
cmanoapmis.  [ozoeipna  cmopoHa
NOBUHHA O3HAUOMUMU 3 NPUHYUNAMU
Koodexcy noeedinku  nocmadaibHUKie
OOH 6y0b-saK020 cyOniopAOHUKA, SAKO20
60HA BUKOPUCTMOBYE, MA 3A0X04Y6amu
CyoniopaoHuKa OOMPUMYBAMUCL  YUX
CMAaHOapmien.

7. Competition

Procurement analysis and planning ensure
compliance with economic competition
standards. If you're well aware of making
multiple small homogeneous procurements
over a series of time from a single vendor that
procurement should be competed as one large
procurement. Do not "split procurements” in
order to remain below a procurement
competition threshold. Splitting procurements
can be considered a form of procurement
fraud.

7. BapricuHi JimMiTH AJ8 NpoueaypH

3aKyniBesb

AHani3 Ta IUlaHyBaHHS 3aKyIliBelb
3a0e31e4yloTh JOTPHMaHHS CTaHJAPTiB
eKOHOMIUHOI KOHKypeHwii. fIKmo Bam
BiIOMO, 10 BH IUIAHy€Te 3AIMCHUTH
KiJIbKa HEeBEJIMKUX OJTHOP1THUX
3aKyIiBellb MPOTSIOM IIEBHOTO IEPIOy
yacy B €IMHOTO I[OCTadalbHMKA, TaKi
3aKyIiBIi MaroTh OyTH OTOJIOMIEHI SK
OJHa  BeJWMKa  3aKyIiBII. He
TO3BOJIAETLCS «IPOOUTH 3aKyIIBID» UL
TOro, 100 3AJUIIATHCS HWXKYE IOpPOry




Example: The purchase of 1000 Liters of fuel
each month for the year at $1'077 a month.
Below the first procurement threshold —
below $5'000. However, since you know this
procurement will be for the entire year it
should be calculated at $1077 x 12 months =
$12'924. At this level the procurement
requires the third procurement level — over

$10'000.

7.1. Assessing the
Procurement Procedure
The following table presents the thresholds

to be applied to the tendering methods as

Appropriate

KOHKypeHIil. J[poOieHHs 3aKymiBens
MOXe  po3rigmatics — AK  ¢opMma
HIaxpaicTsa y cdepi 3aKyIiBes.

llpuxnao:  3axyniens 1000  nimpie
NANbHO20 WOMICAYS NPOMASOM POKY 3d
yinoro 1,077 donapie CLIA na micayw. e
HUJICHe nepuiozo nopozy 3aKynieni -
Hudcue 5,000 oonapie CIIA. Ooduax,
OCKINbKU 6U 3HAEMe, WO Y 3aKYNiens
Oyde s0iticHiosamucs npoms2om ycwbo2o
POKY, 60Ha mae 6ymu pospaxoeama Ha
pieni 1077 oonapie CLLA x 12 micayie =
12,924 oonapie CILIA. Ha yvomy pisni
3aKyniens noeuHHa Oymu eionecena 00

mpemv020 pieHA 3aKynieeb — NOHAO
10,000 oonapie CIIIA.
7.1. Ouinka HaJIesKHOT

npoueIypH 3aKymiBJi
Y Tabnuui HIK4Ye HaBeIEeHi MOpOrosi

3HA4YCHHS, 110 3aCTOCOBYIOTBCI IO
listed below: METO/IIB MIPOBEICHHS TEHJIepiB,
nepesiyeHuX HIKYe:
Tendering Q-ty of suppliers | N of bids Number of Procurement Note/
method/Mertox | for contact/K- to days for the value, IIpumirka
NPOBeJeHHS CTh consider/k- | tender/K-cts | USD*/Bapricts
TeHAepy MOCTAYAJIBHHUKIB | CTh 3asIBOK AHIB 1150 3aKyIiBJIi, 10JI.
JJISl I0TOBOPY HA NPOBeEIeHHS CIIA
PO3IJIs TEeHIePY
No
Liowe yalus competition
procedure min 1 1 from 1 day under $2 000
or
(LYP) comparison
eten . . §2 000 to $10
request min 3 min 3 3 days 000
(RFQ\RFP)
4 weeks is
ITB/RFP (NP), recommended,
local ) ’ 2 weeks under | $10 000 to $1
(Negotiated i 2 min.3 justified cases, 000 000
Procedure) 1 week under
justified cases
must be
ITBlo/Rcz f, (()I:P )» 4 weeks is done under
internat.ional min 20 min 4 ge(\;;/)erglr(r;el?r?gs; over $1 000 000 guidgzlece af
(Negafinted justified cases UN agency
Procedure) d
- donor

*UAH recalculated into U.S. dollars with
UN treasury rate for all UN grant agreements

*I'pusus  nepepaxoeana 6 Oonapu
CLIA 3a xypcom Kasnaueiicmea OOH
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(if only otherwise specifically stipulated in it),
or donor specific rate, or NBU rate if there is
no requirements from donor.

Practical notes for methods are described
below in detalils.

7.1.1. Procurements under $2'000 are
considered low value procedure, and therefore
best value determinations may be made

without documentation in the form of
monitoring published prices or market
surveys.

7.1.2. Procurements from $2'000 to

$10'000 are middle level value procurements
and require a bidding via Request for
Quotation/RFP. For procurements within this
range, at least three valid offers must be
received that can be evaluated in a financial
analysis (Annex 4. Bid Analysis Form).

7.1.3. Proposals shall be submitted in
writing to the tender site and may be sent by
e-mail, by letter or fax and opened only after
the expiration date for submission is passed.
These purchases must have invoices, receipts,
or other relevant paperwork.

7.1.3.1. A selection memo and formal
evaluation must be written by the
Procurement specialist who conducted the
tender procedure and explaining why R2P
chose to procure from the relevant company.

ons ecix zpanmosux yeo0 OOH (axuo
iHwe He nepedbauero 6 y200i), abo 3a
Kypcom KOHKpemHoz2o 00HOpa, abo 3a
xypcom HBY, sxwo Hemae 6umoz 6i0
oomHopa.

[MpakTv4Hi BKa3iBKM JO METOIIB
JIETAJIHO OIMUCaHI HUXKYE.

7.1.1.  Bakymismi BapTicTio 1o 2 000
nonapis CIIIA BBaXkaroThCs 3aKyIiBIAMA
3 HHU3BKOIO BapTiCTIO, TOMY BHU3HA4YE€HHS
HalKpalol BapTOCTI MOXe
3nificHioBaTHCa Y (GopMi MOHITOPHHIY
onyGiikoBaHMX LiH ab0 PHUHKOBUX
JOCHIIDKeHp ~ 0e3  JOKYMEHTallbHOTO
0 OpMIICHHS.

7.1.2. 3BaxymiBmi BapTicTio Bix 2

000 mo 10 000 momapiB CIIHA — €

3aKyMiBIAMHM  CEpefHbOI  BapTOCTi i
BUMararoTh IPOBEJCHHS TOPriB  3a
POLIETYPOIO 3aIUTY I[IHOBUX

npono3uuit RFQ/RFP. [lnst npoBeneHHA
3aKymiBenb ~y ~ 1bOMYy  Jiana3oHi
HeoOXiZIHO OTpUMATH IOHAMMEHIEe TPH
BaJIiHI MHpOIMO3MUIli, SIKi MOXYTh OyTH
omiHeHi Ha  (iHAHCOBOMY  aHami3i
(lonatok 4. @inancosa popMa aHai3y).

7.1.3.  Tlpomoswuiii NOBUHHI OyTH
mojaHi B IMCBMOBIA  ¢opMi  Ha
TeHJIepHUI MalilaH9uK 1 MOXKYTb OyTH
HaficliaHi  E€JIEeKTPOHHOK  IIOINTOIO,
nucToM abo (akcom, Ta BIIKPUTI JIKIIE
micis 3aKiHYeHHS TepMiHy 1X IIOJaHHS.
Li 3aKyITiBIIi TIOBUHHI
CYIIPOBOKYBaTHUCS paxyHKaMu-
(GakTypaMu, KBHUTAHIIAMH ab0 IHIIMMU
BIIOBITHUMHU JTOKYMEHTAMH.

7.1.3.1. ®daxiBio i3 3aKyImiBelsp, 110
IIPOBO/IVB TeH/IEPHY IpOLEAYPY
HeoOXiJHO CKJIACTH IPOTOKOJI BiAOOPY Ta
o(IIiifHy OIIHKY 3 IOSICHEHHSIM, YOMY
[TH3 Oyme MHPOBOAMTH 3aKyNiBIIO Y
BIAMOBITHOT KOMITaHil.




7.1.3.2. A cost-price analysis of the
procurement must be conducted.

7.1.3.2.1. Price comparison will be the
usual procedure followed in a competitive
situation and in situations where items are
being procured which are sold in the
commercial marketplace to the general public.
Price comparison is an evaluation of the
offeror's price relative to the prices being
offered by other vendors and being paid by the
general public for the same or similar items.
The essential factors, which must be present
in order to make a price comparison are as
follows:

- The product must be a commercial
product (i.e., one for which there is a basis of
comparison in the commercial marketplace).
Price analysis would not be suitable, for
example, for research and development items,
or for one-of-a-kind items for which there was
no basis of comparison.

- It is not necessary that competing
products be exactly identical to the product
being offered, but you must be able to
compare the products’ capabilities and their
respective price differences in light of those
varying capabilities. By such comparisons
one is able to make value judgments that a
particular product's performance capabilities
warrant a higher or lower price than a
competing product.

7.1.3.2.2. Cost analysis will be required
whenever a price analysis cannot be
performed. A cost analysis entails the review
and evaluation of the separate cost elements
and the proposed profit of an offeror's cost
proposal. A cost analysis is conducted to
perform an opinion on the degree to which the

7.1.3.2. TloBuHeH OyTH NMpOBeIEHHI
aHaJli3 CIIiBBiAHOIIEHHS BUTpAT 1 I[iH Ha
3aKyTMiBJIIO.

7.1.3.2.1.T1lopiBHsAHHS = €
3BUYAIHOIO IIPOLIE 1Y POIO, sIKa
3aCTOCOBYETBCS B yMOBAaX KOHKYDEHII|
Ta B CHTyallisiX, KOJU 3aKyNOBYIOTHCS
TOBapH, 1110 IIPOIAIOTHCS Ha
KOMEpUIHHOMY PHHKY IJI IIMPOKOL
rpoMancekocTi. IlopiBHSHHA IiH — 1€
OlliHKa ILiHK oOQepeHTa MOPIBHSIHO 3
LiHAMH, 3alpONOHOBAHMMH  IHIIMMH
[OCTaYallbHUKaMU  Ta  CIUIAYEHUMH
IPOMAJICBKICTIO 32 Ti K caMi 260 momi6Hi
ToBapu. OCHOBHI (hakTOpH, sKi MOBHHHI
OyTM mOpUCYTHIMM Ui TOro, mI00
301MCHUTH MOPIBHSHHS 1iH, BKITIOYAIOT:

- Ilponykr IIOBUHEH Oytu
KOMEPLIHHUM IIPOIYKTOM (TOOTO TakuM,
AJISL IKOro icHye 0a3a IMOpiBHAHHS Ha
KOMEPLIHHOMY PHHKY). AHami3 LiH He
MiXO/MTh, HANPUKIAL, JUII HAyKOBO-
JIOCIIITHUX Ta JIOCJI1THO-
KOHCTPYKTOPCBKUX ~ poOIiT abo  mns
YHIKQJIbHUX TOBApiB, Uil SKUX HeMae
0a3u NOpiBHSIHHI.

- He o060B's13x0B0, 106 TOBapH-
KOHKYPEHTH Oynu abCONIOTHO 11€HTUYHI
NPONYKTY, SKUHA BH MPOIIOHYETE, aje
MOBHHHA OyTHM MOXKJIMBICTH IIOPiBHSTH
BIIACTUBOCTI MHPOAYKTIB 1 BimoBimHy
PI3HMIIO B WiHI y CBiTII IUX pPi3HUX
BJIACTUBOCTEM. 3a JIOIOMOIOK TaKUX
NOPIBHAHb MOJYKHA 3pOOHMTH OLIHOYHI
CYIDKEHHs PO Te, L0 eKCIUTyaTalliiHi
MOXKJIMBOCTI  KOHKPETHOTO  MPOIYKTY
BUIIPABJIOBYIOTH BHUIIly a00 HUXKYY IIiHY,
HIDXK y KOHKYPYIOUOTO IIPOIYKTY.

7.1.3.2.2.Anani3 BUTpAT Oyne
BUMAaraTucs y BCIX BHIIAOKax, KOJIH
aHali3 LiHU He MOXe OyTH BMKOHAHUIL.
AHani3 BUTpaT mnepenbayae po3risg Ta
OLIIHKY OKPEMHX eJeMEHTIB BHTpaT Ta
3alpOIIOHOBAHOTO TPUOYTKY B I[iHOBIil
MPONO3KLIl odepeHTa. AHaNi3 BHTpaT
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proposed cost, including profit, represents
what the performance of the contract 'should
cost, assuming reasonable economy and
efficiency. A cost analysis will be appropriate
in the following situations:

- The product or service being offered is
not susceptible to being evaluated against
other commercially available items of similar
products or services. Examples would include
procurement for professional services where
no competing price proposals are submitted,
as in procurement for architectural-
engineering services where only one cost
proposal is solicited from the highest-ranking
firm, or sole-source procurement for other
types of services.

- When change orders are issued to
contracts requiring the contractor to do work
whose cost can only be evaluated by
examining the various cost elements, such as
labor, materials, travel, etc.

7.1.3.3. Procurements in this range
should strongly consider procuring goods or
services using a contract.

7.1.3.4. If the RFQ/RFP fails to attract a
minimum of three proposals or quotes re-
evaluate the RFQ/RFP for limiting
specifications or consider the sole-source
procurement process below.

7.1.4. Procurements from $10'000 to
$1'000'000 require a public open tender (ITB,
RFP) for proposals or quotes. Open tender
must be announced publicly (via web-sites, in
press, etc.). Procurements from $10'000 to

IPOBOMUTECS ISl TOTO, 1100 3poOHTH
BHCHOBOK npo Te, HACK1IbKH
3aIPOTIOHOBAHI BUTPATH, BKIIOYAIOUYH
npuOyTOK, BiAMOBIAIOTH TOMY, CKLIBKH
«Ma€ KOINTYBaTH» BUKOHAHHS JOTOBOPY
32 yMOBM pO3YMHOI eKOHOMii Ta
edexTuBHOCTI. AHami3 BHUTpar Oyne
JIOPEYHHM Y TaKUX CUTYyalllsX:

- 3anpomoHoBaHuii  ToBap  abo
mociayra He [AJIATAalOTh OIIHII B
MOpiBHAHHI 3 IHIIMMHM  KOMEPIIHHO
JIOCTYIIHUMH aHaJIOTIYHUMHU TOBapamu
abo mocnyramu. llpukinazamMu MOXYTb
Oyt 3aKkymiBiai HpodeciiHUX IOCIyT,
KOJIM He IOAAIThCS KOHKYPYHOUi I[IHOBI
IpPOTMO3UIi, $K, HaNpHWKIam, IpU
3aKyIiBIi  apXiTeKTYpHO-1H)KEHEPHUX
IIOCJIYT, KOJU BHUMAraeThbCs JIMIIE OJHA
[[iHOBa TNpOMO3HUIls Bix GipMu 3
HafBUIIIUM pEeUTHHrOM, abo 3aKymiBii 3
€IUHOTO JDKepeia JUisd IHIIMX BHIIB
TIOCITYT.

- Konu BHOarOThCS HaKasW PO
BHECEHH 3MiH JIO JIOFOBOPIB, LIO
BAMAraroTh BiJl MiAPSIIHUKA BUKOHAHHSI
pOGIT, BAPTICTH SIKUX MOXKeE OYTHU OLliHEHA
JWIIe  [UIIXOM  BHBYEHHS  PI3HUX
eJIEMEHTIB BHTpaT, TaKUX SK Ipard,
MaTepiand, BiApsIHKEHHS TOLIO.

7.1.3.3. Ilpu 3milicHeHH] 3aKyNiBejb
y LBOMy Jiama3oHi ciifi 0OOB'SA3KOBO
PO3IJISIHYTH ~ MOXKIMBICTH  3aKYIIiBII
TOBApiB YX MOCIIYT 32 JOIOBOPOM.

7.1.3.4. Sdxmo na RFQ/RFP =He
OTPHUMAHO IIOHAMEHIIIe TPU IIPOO3HILIL,
HeooOximno mneperisiHytd RFQ/RFP nHa
npeaMeT ooMexeHHs crenudikanii adbo
PO3IJISHYTH MOXKJIMBICTh 3aCTOCYBaHHS
MpoLEeIypy  3aKymiBal 3 €IHHOTO
IpKepena, OIKCaHol HIKYE.

7.1.4. 3Baxymimi Baprtictio Bif 10
000 mo 1000 000 momapis CIIIA
BUMAraloTh  [IPOBEICHHS  BIJKPHUTOIO

teuaepy (ITB, RFP) mnsg orpumaHHA
NpONo3uIii. BimkpuTi TOpru NOBUHHI
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$1'000'000 must seek a minimum of three
offers or quotes in writing.

7.1.4.1. When working with formal
solicitation a tender floating time of 4 weeks
is recommended with a minimum of 2 weeks
under justified cases.

In cases where procurement is made in an
emergency:

1. Declaration of martial law in the country

2. Technogenic disasters

3. Hyperinflation

4. Natural disasters (definition of natural
disasters, according to the Legislation of
Ukraine)

5. Other force majeure cases.

the period of holding and receiving
proposals may be reduced to 1 (one) week.

The fact of the emergency should be
confirmed by the President's Order.

7.1.4.2. A selection memo and formal
evaluation must be written explaining why
R2P chose to procure from the relevant
company.

7.1.43. A cost-price analysis of the
procurement must be conducted.

7.1.4.4. Procurements in this range
should strongly consider procuring goods or
services using a contract.

7.1.4.5. At least
should be invited to bid.

twelve competitors

Oytu oromomreni my6niuHo (Ha Be6-
caWTax, y mpeci Tomo). 3axymisimi
Baprictio Big 10 000 mo 1000 000
nonapiB CIIIA BumararmoTs OTPUMAaHHS
IIOHAHMEHIle  TPU  IPOMO3MLil  y
MHCHEMOBIN (opmi.

7.1.4.1. Ilpu poboti 3 odimiitHuMu
3aNMpOIICHHAMHI JO y4YacTi B TeHepi
PEKOMEH]TYEThCsI BCTAHOBIIOBATH TIE€PiO
«IITaBAIOYOro» TEHJepy TpUBaNlicTIO 4
TH)XKHI, @ B OOIPYHTOBAaHUX BHIAIKAX —
MIHIMYM 2 THKHi.

Y pasi, SKIIIO 3aKyMiBIIi
3I1ACHIOOTHCS B HaJI3BUYAUHUX
CUTyaIlisX:

1. Orosomennss BoeHHOTrO cTaHy B
KpaiHi

2. TexnoreHHi katactpodu

3. I'inepiadmsiisa

4. Cruxiitni nuxa
CTHXIHHOTO nuxa,
3aKoHOaBCTBOM YKpaiHu)

5. Inun gopc-MakopHi Bunaaku

TEPMIH TIPOBEJECHHS Ta OTPUMAHHS
IIPOTIO3UIIIH, MOXKe 3MEHIYBaTUCh 10 1
(0HOTO) THIKHS.

(BU3HAUEHHS
3T1IHO 3

®daxt HACTaHHSA HaJI3BUYANHOT
cuTyanii  miaTBepIKyeThess  Hakazowm
IIpe3unenTa.

7.1.4.2. HeobxigHo CKJIaCTH

IPOTOKOJ Binbopy Ta odiuiiiHy ominky 3
NOsICHeHHsIM,  4omy  [IH3  Gynme
3MIMCHIOBATH 3aKyIBJIIO y BiIIOBIIHOI
KOMITaHii.

7.1.4.3. TloBuHeH OyTH TpOBeIEHUI
aHaJl3 CIiBBIIHOIIEHHS BUTPAT Ta I[iHU
3aKyIIiBJIi.

7.1.4.4. Ilpu 3pilicHeHHI 3aKyIiBemb
Yy UbOMYy Miala3oHi CJiJ peTeIbHO
PO3IIISIHYTH ~ MOMIJIMBICTH  3aKyITiBIIi
TOBapiB ab0 MOCIIYT 3a JOrOBOPOM.

7.1.4.5. o ywacti B Toprax Ciif
3aIIpOIIYBATH IIOHAWMEHIIE JBAaHAIISATh

KOHKYPEHTIB.
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7.1.4.6. 1If you learn that the RFQ (ITB,
RFP) will fail to attract a minimum of three
proposals or quotes, re-evaluate the RFQ
(ITB, RFP) for limiting specifications or
consider the sole source procurement process
below.

7.1.5. Procurements over $1'000'000 is
considered as "high value procurement" and
require a public open tender (ITB, RFP) for
proposals or quotes. Procurements over
$1'000'000 must seek a minimum of four
offers or quotes in writing.

7.1.5.1. For procurements over $1'000'000
R2P will evaluate a person or companies
financial and programmatic controls to ensure
a potential vendor has the ability to deliver.

7.1.5.2. Procurement over $1'000'000 can
be arranged with invitation of international
suppliers. International suppliers are non-
resident organizations and carry out economic
activities from outside Ukraine on contrary to
local suppliers registered as legal entities in
Ukraine (even though local suppliers might
procure imported goods).

7.1.5.3. When working with formal
solicitation a tender floating time of 4 weeks
is recommended with a minimum of 2 weeks
under justified cases.

7.1.4.6. Slkmo  3amuT  LIHOBHUX
nponosutiii RFQ (ITB, RFP) ne 3moxe
3aJIy4UTH IOHAWMEHIIIe TPH MIPOIO3HLII,
HeoOximno mepermsaytd RFQ (ITB,
RFP) Ha mnpeamer o0OMeXyBaJIbHUX
crierudikanin abo PO3IIISIHY TH
MOJKJIMBICTh 3aCTOCYBAaHHS IIPOLIENYpPH
3aKyIiBJIi B €IHHOIO I0CTa4yalbHUKA,
OIMCAaHO1 HUXKYeE.

7.1.5. 3akymiBii Ha CyMy IIOHaJ
1 000 000 momapis CIIA BBaXKarOThCH
«3aKyIiBISIMH Ha BEIMKYy CyMy» 1
BAMArarOTh  MPOBEACHHS  BIIAKPUTOIO
teunaepy (ITB, RFP) Ha oTpumMaHHA
IPOIO3HUIIiH. 3aKyIliBii BapTICTIO MOHA
1 000 000 momapis CIIA BHMararoTh
OTpUMaHHs IIOHAWMEHIIe YOTHPHOX
IPOIO3KILi# y THCHMOBIH opmi.

7.1.5.1. Jng 3aKkymiBeab Ha CyMy
nonag 1000 000 momapi CIIIA ITH3
olLiiHIOBaTMME (PiHAHCOBI Ta INpPOrpamHi
3ac00M KOHTPOIIKO 0coOu abo KOMIIaHiH,
mo6 MepeKoHaTHCs, IO MOTEHIIMHUM
MOCTa4vaIbHUK 3aTeH BUKOHATH
3aMOBJICHHS.

7.1.5.2. 3akymiBii Ha CyMy IIOHaq
1 000 000 momapis CIIIA MoxyTe OyTH

oprasi3oBaHi 13 3aMpOLICHHIM
Mi>KHapOJIHUX [I0CTa4aJIbHUKIB.
MikHapoaH1 [I0CTavyajIbHUKHA €

oprasizarisiMU-Hepe3uIeHTaM1 Ta
3MiCHIOIOTh €KOHOMIUHY [ISUIBHICTB 32
MexaMH YKpaiHH, Ha BIIMIHY BiJ

MICIIEBUX [IOCTaYaJIbHHUKIB,
3apeecTPOBAaHUX SIK IOPUAUYHI 0COOH B
Vkpaini  (HaBiTh  SKIIO  MiCLEBI

[I0CTAaYaJbHUKK MOXXYTh 3aKyIOBYBaTH
iMITOpTHI TOBapH).

7.1.5.3. Ilpu poboti 3 obiumiiHUMU
3aMTaMM = Ha  ydacTb |y  Toprax
PEKOMEH/LY€EThCS BCTAaHOBIIOBATH TEPMiH
il TeHJAepHHMX MPOMO3ULiil 4 THKHI, a B
OOIPYHTOBAaHHX BHIIQJIKaxX — HE MEHIIE 2
TH)KHIB.
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7.1.5.4. At least
should be invited to bid.

twenty competitors

7.1.5.5. A selection memo and formal
evaluation must be written explaining why
R2P chose to procure from the relevant
company.

7.1.5.6. A cost-price analysis of the
procurement must be conducted.

7.1.5.7. Procurements in this range
should strongly consider procuring goods or
services using a contract.

7.1.5.8. Ifyou find that the ITB/RFP does
not have the capacity to send a request-
invitation to that many bidders, revise the
ITB/RFP to limit the specifications or
consider a Sole Source Procurements as
described below.

7.1.6. Sole Source Procurements (Waiver)

7.1.6.1. Sole Source Procurements may be
authorized in exceptional circumstances.
Possible reasons for sole source procurements
include but are not limited to:

- The funder expressly authorizes
noncompetitive procurement in response to a
request from R2P.

- When there is no competitive

marketplace for the requirement, such as
where a monopoly exists, where prices are
fixed by legislation, government regulation or
where the requirement involves a proprietary
product or service.

- When there has been a previous
determination or there is a need to standardize
the requirement;

7.1.5.4. lo yuacTi B TeHmepi Mae

Oytu 3aIIPOIIIEHO IIIOHANMEHIIIe
IBAJIISTh YYaCHUKIB.
7.1.5.5. HeobGxinHo CKJIACTH

IPOTOKOJ Bigbopy Ta odiuiiiHy ominky 3
MTOSICHEHHSIM, qOoMy ITH3 Oyne
3MIMCHIOBATH 3aKyIiBIIO y BiIIOBigHOT
KOMIIaHii.

7.1.5.6.1loBuHeH OyTH mMpoBemeHMt
aHasli3 CIHiBBiJAHOLIEHHS BUTPAT Ta LiHU
3aKyITiBJIi.

7.1.5.7.11pu 3nilicHeHH] 3aKymiBeib
Yy UBOMYy [iamla3oHi CIiJ peTenpHO
PO3MIITHYTH ~ MOXIIMBICT  3aKyIiBIIi
TOBapiB ab0 MOCIIYT 3a JOrOBOPOM.

7.1.5.8.5Ikmo0 BU Hi3Hae€TeCh, IO
ITB, RFP He Mae MOXIMBOCTI
BIINPaBUTH  3aIlMT-3alpOIIEHHS TaKiii
KIIBKOCTI y4acHHUKIB, mepernsHbte 1TB,
RFP Ha IpeaMeT OOMeXeHHSs
crenudikarii abo PO3IIISIHBTE
MOJXKJIUBICTh TIPOBENCHHs 3aKyIiBli B
€IMHOIO IIOCTaYyajbHHMKA, SK OIMUCAHO
HIDKYeE.

7.1.6.  3axymiBii B €IMHOTO
nocravaiapHuka (Waiver)
7.1.6.1. 3axymiBimi B €IUHOTO

IIOCTa4YaJIbHUKA MOKYTh OyTH J03BOJIECH]
Yy BHHATKOBUX BHUIaAKaX. MOXKIJIHBI
OPUYUHKM JJIS 3aKyIliBellb B €IWHOIO
[I0CTaYaJIbHUKA BKJIIOYAIOTh, aje He
0OMEXKyIOThCS TIepeiYeHHM HUXKYE:

- [onop IIPSIMO II03BOJISIE
HEKOHKYPEHTHY 3aKYIIBIIIO 3a 3allUTOM
[TH3.

- Komn  Hemae  KOHKYypeHTHOro
PHHKY JUIi  3aJ0BOJICHHS IOTpeOH,
HAIIpUKIaA, $KIIO ICHYE MOHOIIOJIIs,

KOJIY IIHY BCTAHOBJIEH] 3aKOHOIaBCTBOM,
JEpXKaBHUM PpEryJIIOBaHHSAM a0 KOJIHU
BUMOIa  CTOCYEThCS  ITATEHTOBAHOI'O
IPOAYKTY YU TOCITYTH;

- JSIkmo panime BxXe NpUAMAaIoCs
PIIIEHHS PO TaKUil BUJ 3aKYIIiBIII;
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- When offers for identical products and
services have been obtained competitively
within a reasonable period and the conditions
of contract and price remain competitive;

- When, within a reasonable prior period,
a formal solicitation has not produced
satisfactory results;

- When the proposed procurement
contract is for the purchase or lease of real
property and the market conditions do not
allow effective competition;

- When there is an exigency for the
requirement;

- In cases of emergency.

"Emergencies" are defined as an urgent
need for assistance or relief. If a R2P wants to
procure goods in an emergency situation
funder representative must be consulted and
give his approval.

7.1.6.2. The reasons for the sole source
procurement must be documented (Annex 8
Waiver) and approved by Procurement
Committee if over $10'000.

7.1.6.3. Depending on the donors'
guidance, it is recommended (or necessary) to
seek for approval of donors for sole source
procurements if their funds are being used for
the procurement. Otherwise, R2P uses Sole
Source Procurements, without prior donor
approval.

7.1.6.4. In case when fewer offers are
received from customers than the number
specified for a particular type of procurement,
the selection is made from a limited number
of submitted offers.

- Komn TPOTIO3UIIiT 1010
IIEHTHYHUX TOBapiB 1 TMOCIyr OyiH

OTpHMaHi Ha KOHKYpPEHTHI OCHOBI
IIPOTSATOM PO3YMHOTO Iepiofdy, & YMOBH
JOTOBOPY Ta  LiHAa  3aJULIAKOTHCS
KOHKYPEHTHUMU;

- Slkmo  mpoTAroM  pO3yMHOIO
TOTNepPeHHOTO nepiony odimiitHe
3BEpHEHHS He  JaJo  3aJOBUIBHHUX
pe3yIbTAaTiB;

- SIKmo 3amporOHOBaHUM JOTOBIP
PO 3aKyIIBIK CTOCYETHCS KyMiBIi abo
OpEeHIH HEePyXOMOTo MaiiHa, a PHHKOBI
YMOBH He JI03BOJISIIOTH 3a0e3Ne4YuTH
e(eKTUBHY KOHKYPEHIIIIO;

- Kounu € HaranpHa noTpeda;

- YV Bumagkax  HaJ3BUYaMHHX
CUTYyaIli}.
«Han3Buuaiini CUTYyaLlii»

BU3HAUYAIOTECSA SK HarajibHa IOTpeda B
noroMosi abo mopstyHky. Sxmo ITH3
Ma€ HaMmip 3aKyInUTH TOBApU B yMOBax
Ha[3BHYaiiHOI  cuTyalli, HEeoOXIAHO
IIPOKOHCYJIBTYBAaTHCS 3 IPEICTaBHUKOM
JOHOpa Ta OTPUMATH HOTO 3rofy.

7.1.6.2. TlpuuymHu  3aKymiBIl B
€IMHOIO IOCTa4YalbHUKa TTOBUHHI OyTH
3anokymenToBani (Jomatok 8 "Waiver")
Ta 3aTBEPIKEH] 3aKyIiBeJIbHUM
KOMITETOM, SKIIO CyMa 3aKymiBii
nepesuirye 10 000 gonapis CIIA.

7.1.6.3. 3amexxHo Big  BKa3iBOK
JIOHODIB, PEKOMEHTy €ThCS (abo
HE0OX1THO) OTpUMATH CXBaJICHHSI
JIOHOPIB Ha 3aKyIiBJIO MOCIYT Y €AMHOTO
MocTavyalbHUKa, SIKIIO JUIS  3aKyMiBii
BUKOPHCTOBYIOTBCSL  iXHI KomTH. B
immomy Bumaaky, IIH3 3actocoBye
3aKyIIBIIO B €IMHOIO IIOCTa4ajbHHKA,
6e3 MorepeHbOro TOTOKEHHs IOHOPIB.

7.1.6.4. YV pa3i, KOomu OTPUMAHO
MEHIIy KiIBKICTh  MPOMO3ULIH  Bif
[I0CTaYaJbHUKIB, HIK Ta, sIKa BU3HAYeHa
I8 KOHKPETHOTO THIy 3aKyIliBelb
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7.1.6.5. If, after the tender, only 1 (one)
valid offer is received, a Sole Source
Procurements (Waiver) with a single
participant may be used. This procedure shall
be applied only in cases where the tender was
extended and additional potential participants
were invited, which did not yield a more than
one offer.
Additionally, the responsible procurement
employee must conduct a market review to
ensure that the winning bid is not higher than
the market price.

7.1.6.6. Any decisions that differ from the
generally accepted procedure shall be
approved by the tender committee

7.2.Special Goods and Services

7.2.1.  The following is a list of special
good and services of specific nature from
procurement point of view. For procurements
that are of a specific nature, contact the
finance department to obtain special
clarifications, instructions, policies or other
internal regulations. Goods and services of a
specific nature include:

1. Airline tickets, hotels — subject to R2P's
travel policy

2. Consultants — subject to R2P's HR
policy if budgeted as staff cost

3. Premises rent — might be subject to
limited availability of premises that satisfy
defined specification (space, location, N of

BiIOip BimOyBaeTbcs 3 OOMexeHOI
KUIBKOCTI ITOJJaHMX TPOIIO3HILiiA.

7.1.6.5. YV  pa3i  gkmo, micis
IIPOBEIEHOT0 TeH Py, OTPUMAHO JuIe |
(oIHYy) BaNiHY IIPOMO3MINIO, MOKHA
3aCTOCYBaTH IIPOLEAYPY 3aKyIiBii B
€IMHOTO TIocTavanbHuKa. Ll mpouemypa
3aCTOCOBYETHCS JIMIIE B TAKUX BUIIAKAX,
KOIM TeHIep Oylo IPONOBXKEHO Ta

3aJIy4€HO  JOJAaTKOBHX  ITOTEHIIIMHUX
YYaCHUKIB, sIKi HE MOJANIN OibIne oaHiel
IIPOTIO3HIIL].

JlonaTkoso, BIIMTOBIaIbHUN
3aKyMiBETbHUK  IIOBUHEH  3MIHCHUTH
OrJsAf,  PUHKY I TOro, 1100
[IEpEKOHATHCH, 110 IIPOTIO3UIIIsSk

NEePEeMOXISI HE € BUIIOK 32 PHHKOBY
IiHY.

7.1.6.6. Bynp-ski pimenss BigmiHHI
Bill  3araJbHONPHIHATOI  MpoLeaypH
3aTBEPIKYIOTHCS TEHACPHUM KOMITETOM.

1.2.

Crneunianbni  TOBapm Ta
NOCJIYTH
7.2.1.  Hwxue HaBeleHO meperik

0COOIMBUX TOBaPIB Ta MOCIYT, 1[0 MAIOTh
crienudivHMi XapakTep 3 TOYKH 30Dy
3aKyIliBelb. [Tpu IIPOBEJIEHHI
3aKyIiBelnb, SKi MAaroTh CcrenudpiyHuii
XapakTep, HEOOXITHO KOHTAaKTyBaTH 3

¢inancoBuM  Bimmitom ITH3, 106
OTPMMAaTH  CIelialdbHI  PO3’sSICHEHHS,
IHCTPYKIIII, IIOJIITUKHU Ei7t 11

BHYTPIITHBOOPIaHi3aliifHi perjiamMeHTH.
Jlo ToBapiB Ta TMOCIOYyr, SKi MAaroTh
crienu(IYHUN XapaKTep BiAHOCATHCS:

1. ABIaKBUTKH, TOTEN — BiANOBiIHO
no nomituku [TH3 momo mogopoxkeit

2.  KoHncynpramifini  mocimyru  —
BIAMIOBITHO 10 KaapoBoi moituku 1TH3,
AKIIO 1€ mependadyeHo OIOHKETOM SK
BUTPATH Ha MTEPCOHA

3. Tlocmyru 3 opeHIU MPUMIIIEHHS —
MOX€  3aJle)XaTH Bl  OOMeEXeHOI
JOCTYITHOCTI IPUMIIIEHB, SIKI

16




entrances, N of toilets, N of separated offices,
public transport (metro) accessibility etc.)

7.3.Specific aspects of solicitation
documentation
7.3.1.  Request for quotation (RFQ)

(Annex 2 RFQ template) is informal tendering
method which is used for middle level value
tenders ($2'000 - $10'000). Though it is
informal the tendering documentation should
contain the following elements:

7.3.2. Basic Information

- RFQ number, date issued, closing date
for submission

- Name of issuer,
contact details

- Contact person/e-mail for queries both
technical and commercial

address, location,

- Delivery date, address and detailed
instructions
- Validity term of bid.
7.3.3.  Specification of the goods or
service required
- Description or part number, drawings

Quality requirements
Quality and Quantity required
Volume or No required
Approval of sample required (or not)
Personnel skills and competencies (if
services/works)

- Quality requirements,
licenses

- Warranties and guarantees

certifications,

BIJIMOBIIAIOTh BU3HAYEHUM
cnierudikamisaM (Iioma, po3TairyBaHHs,
KUIBKICTh BXO[IiB, KIJBKICTH TYaJeTiB,
KUIBKICTh  BIJIOKpEeMJICHUX KaOIHETIB,
JOCTYITHICTh TPOMAJICBKOTO TPaHCIOPTY

(MeTpo) To1ID).

Fu Cneuudiuni
TeHJAePHOI JOKYMeHTalil

7.3.1.  3amuT UIHOBUX MPOTIO3ULIN
(RFQ) (nuB. ma6xon RFQ y lomatky 2)
— 11e HeOpMaIBbHUN METO MPOBEICHHS
TEHJEpiB, SKHH BHUKOPHUCTOBYETHCS IS
TEeHJEpIB CepelHbOro PiBHSI BapTOCTi (2

ACIIEKTH

000 — 10 000 pgomapi CIIIA).
He3Baxatoun Ha Te, IO BIH €
He(OopMaIbHIM, TeHJIepHA

JOKYMEHTAIlisl TOBWHHA MICTHTH TaKi
eJIEMEHTH:
7.3.2.
came:

- Homep RFQ, mara Bupaui, nara
3aKIHYEHHS TEPMiHY 0/1a4l 3asiBOK

- Ha3ssa eMITEHTA, azapeca,
MiClI€3HaX0KEHHS, KOHTaKTHI JaHl

- KonrakTtHa ocoba/eIeKTpoOHHA
IOIITa JUIS TEXHIYHUX Ta KOMEpLIMHUX
3aITUTIB

- Jlata  mocTaBKH,
IeTadbHI IHCTPYKLIL

- TepwmiH xii npomo3uii.

7.3.3. Cneuudikauis HeEOOX1THUX
TOBapiB a00 MMOCIYT MOBUHHA MICTUTH:

- Ommc abo  HOMep  Jerail,
KpeCIeHHS

- Bumoru no sxocTi

- Heo0OxigHa SKicTh Ta KIJIbKICTh

- O0’eMm abo KUIBKICTH IIOCTaBKH,
PEryJISpHICTh MOCTABKU

OcHoBHa iHdopMalis, a

ajpeca Ta

- 3aTBepKEHHS 3paska
BUMaraeThes (UM Hi)
- HaBuuku Ta KOMIIeTEeHIIi1

NepCcoHaIy (SIKILO MOCIyTU/poOOTH)
- Bumorum no skocTi, ceptudikary,
JieHsii
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7.3.4.  Payment Terms
No of days from date of invoice
Early payment discounts
Binding period of the quote
Pricing. It might be reasonable to
include a template for the supplier to give a
pricing breakdown to ease
analysis/comparison:

- Raw material

- Labor

- Delivery costs

- Overheads and profit

7.3.5. A draft contract with terms and
conditions might be included with the RFQ
sent to suppliers. Exceptions:

- In the absence of a contract suppliers
should note that the specifications
could be used as legal binding
documentation.

- Procurement staff should also consider
asking supplier for any value-added
services that the supplier could include
in their pricing.

7.3.6.  Invitation to Bid (ITB) is formal
tendering method which is used when
required specifications of products or services
might be easily expressed and so that the
really meaningful  difference  among
technically acceptable bids played the price.
Technical criteria are normally should be
expressed in a way that they should have be
responded by bidders via "yes/no" answers.
An ITB differs from an RFQ, which is used
when price is only one of the criteria that are
needed for evaluating offers.

- TapanTii Ta 3aneBHeHHS

7.3.4.

YMoBH OIJIaTH 13
3a3HAYEHHSIM:
- KumpkicTts ITHIB 3 JIaTH

BHCTaBJICHHS PaxXyHKY-(haKkTypu

- 3HMXXKH 32 JOCTPOKOBY OILJIATY

- Ilepiog 000B'sI3k0BOCTI  LIHOBOL
MIPOTIO3UIIIT

- llinoytBopenHs. Moxe  OyTtu
NOLIJBHUM BKJIIOYUTH IIA0JIOH IS
HaJJaHHS [10CTaYaJIbHUKOM PO30UBKH IIiH
JUTSL TIOJIETLLEHHS aHaJTi3y/TIOPiBHSIHHS:

- CupoBuHa

- PoGoua cuna

- Bwutparu Ha focTaBKy

- Haxnagni ButpaTtu Ta mpuOyTOK

7.3.5. Ilpoext JIOrOBOPY 3
YMOBaMU Ta IOJIOKEHHSIMH MOXKe OyTH
BktoueHn 1o RFQ, mo Hamcumaerses
rocTavyajbHUKaM. BUKIIOYeHHS:

- 3a BIZICYTHOCTI JIOTOBOPY
MOCTaYallbHUKAM  CJIiJT  3BEPHYTH
yBary Ha Te, IO crerudikamii
MOXYTb OyTH BHKOPHCTaHI SK
IOPUIUYHO 000B's13K0Ba
TOKYMEHTAIIisI.

- ChiBpoOITHUKK BIAAUTY 3aKyIliBellb
TaKOX TIOBHUHHI PO3TJISHYTH
MOJKJIMBICTB 3alUTaTh
IocTavyajbHUKa  MPO  JOJATKOBI

IIOCIYTH, $KI IIOCTaYaJbHUK MOJXKeE

BKJIFOUHUTH Y CBOIO IIIHY.

7.3.6.  3ampolneHHs 0 ydYacTi B
toprax (ITB) — ue ¢opmansHUit MeTox
MIPOBEECHHS TOPTIB, SIKAN
BUKOPUCTOBYETHCS, KOJM  HEOOXiIHI
cnenudikaiii MNpoayKTiB abo MOCIyTr
MOXXYTh OyTH YITKO BHpaKeHi Ta IliHa €
TOJIOBHUM  KpHUTEpPIEM [JI1  OLIHKH
nporo3umi. TexHiuyHI KpuTepii, sK
MpaBWiIO, MOBHHHI OyTH chopMoBaHi
TaKUM YHMHOM, 100 YYaCHUKHA TOPTiB
MOTJIM BIAMOBICTM Ha HHUX Yy ¢dopwmi
«tak/Hi». ITB Bifpi3HsA€TbCS Bij 3amuTy
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7.3.7. Some solicitations,  generic
specifications may not be available or prove
too difficult to draft. Furthermore, the use of a
conventional evaluation based solely on price
for awarding a contract may not get the
product or service required. Many complex
products and services cannot be obtained by
conventional bidding based solely on price
(e.g. professional services, complex works,
etc.). This is the reason to choose a Request
for Proposal (RFP) as a form of procurement.
RFP supposes bidder should prepare technical
part of an offer with solution compatible to
prescribed requirements next to the
commercial part of an offer. Two-envelope
(two-mail) system should be used to split
these two parts of offer.

7.3.8.  Services by its sophisticated
nature require certain specific conditions to be
negotiated and subsequently included into the
contract alongside standard conditions
(subject, price, duration, delivery term, etc.):

- Detailed description of service requires,
implementation schedule, timing

- Required professional and technical
competence of staff, their qualifications and
number

- Subcontracting clause

- Warranty, insurance
proprietary rights (if applicable)

- Equipment and material furnished by
R2P to the contractor

and  other

minoBux mpomno3uuin  (RFQ), skwmit
BUKOPUCTOBYETHCS, KOJIM I[IHA € JIUIIe
OJIHUM 13 KpHTepiiB, HEOOXITHUX IS
OLIIHKY MTPOIIO3UIIIH.

7.3.7. Jlesxi 3amuTH, 3arajbHI
crierudikanii MOXyTh OyTH HEIOCTYIIHI
abo iXx Moxe OyTH HAATO CKJIATHO

ckiaactd. KpiM TOro, BHKOpPUCTaHHS
3BUYAMHOIL OIIIHKH, 3aCHOBaHOI
BUKJIIOYHO Ha IiHI, UIsI YKJIAJEHHS
OTOBOPY ~ MOXe IIPU3BECTH 110

BiJICYTHOCTI HEOOXiTHOTO MPOIyKTy abo
ociayrd. barato ckiiaHUX MPOAYKTIB i
IIOCIIYT HEMOXXJIUBO OTPUMATH LUIIXOM

MIPOBEICHHS 3BUYANHUX TOPTiB,
3aCHOBAHUX BUKJIIOUHO Ha iHl
(manpuknan, npodeciiHi  MOCIYTH,

CKJIaaHI poboTtu Tommo). Lle € npuunuHO0
BUOOpY 3amuTy Ha npomnosulito (RFP) sk
dbopmu 3akymisens. RFP nependavae, mo
YYaCHUK TOPTiB TOBUHEH IIATOTYBaTH

TEeXHIYHYy  YaCTHHY  IpONO3MLIl 3
pillIeHHSIM, CYMICHUM 13 BCTaHOBIIEHUMU
BUMOIaMH, IIOpsJ 3 KOMEpLINHHOIO
YaCTUHOK mporo3uii. s po3aineHHs
X TTBOX YaCTUH IPOTO3UIIIT
BUKOPHCTOBY€ETHCS cucTemMa «JiBa
KOHBEPTH» (I1Ba JIUCTH).

7.3.8.  CxianHi 3a CBOEIO
IPUPOJIOI0 TIOCITyTH BUMararoTh

Y3TOKEHHS EBHUX CIIEIU(IYHUX YMOB,
AKi 3rOfIOM BKJIIOYAIOTBCS B JJOTOBIp
mopsii 31  CTaHAAPTHUMH  yMOBaMHU
(mpeamer, IiHa, TPUBAIICTb, TEPMIH
BUKOHAHHS, TEPMiH ITOCTaBKHU TOLIO):

- JleTanpHUE OMUC HEOOXITHUX IOCIYT,
rpadik BUKOHAHHS, TEPMIHN

- HeoOximna mpodeciiiHa Ta TexHIYHA
KOMIIETEHTHICTh ~ II€pPCOHANTy,  HOro
KBaJTi(iKaIlis Ta KiTbKiCTh

- [TosoxeHHs po cyOmiapsia

- 'apanTiiiHi 3000B'13aHH:, CTPaXyBaHH
Ta iHIIi TpaBa BIACHOCTI (3a HassBHOCTI)
- ObnamHaHHS Ta Marepiainy, IO Haxae
[TH3 nigpsaHuKy
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It comes in practice certain requisitions need
to be split by lots, but not procured as a whole
(e.g. request for organization of seminar /
conference might be split by the following
lots:  accommodation of participants,
refreshments/meals for participants,
conference room services, transportation of
participants). Cost and quality considerations
should lead procurement team while pursuing
separation of requisition by lots.

7.4.Payment arrangements

7.4.1.  Ukrainian common business
practice supposes suppliers are paid with
advance payment to trigger delivery of
goods/rendering of services.

- Even though by default supplier should
be requested to be paid upon satisfactory
fulfillment of its obligations.

- Advance payment and/or progress
payment should be negotiated and/or
specified in the contract to be released on a
later stage.

- To have a vendor being paid proper
documents should be delivered to Finance
unit (contract, invoice, goods receiving report,
acceptance certificate for services/works,
etc.).

7.5.Pre-Qualification of suppliers

7.5.1.  R2P procurement team in
anticipation of future, on-going, or repetitive
procurements can prequalify vendors for

Ha mnpaktumi TpamisioTeCsl BHIIAIKH,
KOJIM  NEeBHI  BUMOTM  HeOOXigHO
pO30MBaTU Ha JIOTH, & HE 3aKyIOBYBaTH
iX B IloMy (HampWKiIaja, 3amdT Ha
Oprasi3ariro ceMiHapy/KoH(pepeHIii
Moxe OyTH po30uTHit Ha Taki JOTH:
IIPOKUBAHHS YYaCHUKIB,
Xap4yyBaHHS/3aKyCKA U1l YYaCHMKIB,
TIOCITYTH KOH(epeHII-3ay,
TPaHCIIOPTYBaHHs yd4acHHKIB). Ilix dgac
IOJUTy 3allUTy Ha JIOTH 3aKyIliBelIbHa
KOMaHJa TIOBUHHA KepyBaTHCS
MIpKyBaHHSIMH BapTOCTi Ta SKOCTI.

7.4.
nJaTe:xiB

7.4.1.  3aranbHONpUHHATA B
VKpaiHi AiJ0Ba NIpakTHKa Iependayae,
1110 MOCTAaYaJIbHUKH OTPUMYIOTh
ABaHCOBUM IUIATX JUIS TOro, 1100
pO3MOYaTH IOCTaBKY TOBapiB/HALaHHS
TIOCJIYT.

- Xoua 3a 3aMOBYYBaHHIM
IIOCTAYaJbHUKY CIIiJI BUMAaraTd OILIATY
HicNs  3aJ0BITBHOTO BHMKOHAHHS HUM
CBOIX 3000B's13aHb.

ITopsipok 3aificHeHHS

- ABaHcoBHit IUIaTIXK Ta/abo
NPOMIKHI ~ IUTaTeXi  MalTh  OyTH
IpeaMETOM IIEPEroBOPIB Ta/abo
BU3HAYE€HI B JIOTOBOpi, sIKHM Oyme
OTIPUITIOTHEHUH Mi3HiIIIE.

- Jns 3M1HACHEHHS OIlJIaTH
[I0CTaYaJlbHUKY  HEOOXITHO  HaJaTH
(iHaHCOBOMY Migpo3xiily  BiAmOBimHI

JOKYMEHTH (IOroBip, paxyHOK-(akTypy,
HaKJIaJHy Ha ONpHOYTKyBaHHS TOBApHO-

MarepialbHUX IIHHOCTEH, aKT
[IpUHMaHHA-TIepeayl OCITyT/po0iT
TOIIO).

7.5. Ilonepenns nepesipka
N0CTAa4Ya/IbHHUKIB

7.5.1.  3axymiBenbHa koManma [TH3

B OUlKyBaHHI MaiOyTHIX, MOTOYHHUX a0
IIOBTOPIOBAaHUX  3aKYIiBEIb  MOXKE
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procurements. If a vendor is interested in pre-
qualifying for a procurement, they should
submit information related to:

- Affiliations

- Familiarity with technical requirements

- Facilities

- Experience

- References

- Capacity

- Production Equipment

- Personnel

- Financials for 2 years at least

7.5.2. When evaluating for a procurement
pre-qualified vendor should be evaluated on
the same scale as vendors that haven't been
pre-qualified

MPOBOAWTH  TIOMEPENHIO  IepeBIPKY
NOCTa4aJIbHUKIB 7S ydacTi B
3aKymiBIsAX.  SIKIIO  ITOCTadalbHUK

3alliKaBJICHUH y TMOIepeIHbOMY BinOopi
JUISL ydacTi B 3aKyImiBii, BiH IOBHHEH
HagaTH  iHQOpMalilo, IMOB'A3aHy 3
nepeidYeHuM HIDKYe:
- 3B'I3KkM 3 OpraHizalisiMu, 3 SKUMHU
BiH CITIBIIPALIIOE

- OsHafioMJIeHHS 3 TeXHIYHUMU
BUMOTaMHU
- MarepianpHo-TexHiuHa 0aza
- JlocBin
-  Pexomenpmarmii
- TloryxHicTb
- BupoOuuue ob1aiHaHHA
- Ilepconan
- ®diHaHCOBI TTOKa3HUKHU
IIOHAMMEHIIIe 32 2 POKU
7.5.2. Ilpmn OLIIHIOBaHHI
IIOCTa4YaIbHUKIB, SIKi TIPOUIILIH
nonepenHiit  Bimbip,  OWIHKY  CIin

IPOBOAUTH 32 TI€K X ILIKAJIOK, IO U

[I0OCTAYalbHUKIB, SKI HE IPOUIIIH
TnorepeIHiN Biaoip.
8. Competition and post-negotiation | 8. Bigbip Ta micasneperoBopHui
process npouec
8.1. Plan 8.1. [Tnan

Procurement planning is carried out on a
project-by-project basis.

8.1.1.  Seek approval to make a
procurement based on the requirements laid
out the "Internal Approvals" and "Funder
Approval Requirements" sections.

8.1.2.  Referring to this policy plan your
procurement based on the value categories
listed in clause 7.1.

8.1.3.  Conduct an independent cost or
pricing estimate to ensure that your
procurement is within your budget limits.

[TnaHyBaHHS 3aKyIiBesb 3A1HCHIOETHCS B
pO3pi3i KO)KHOTO IIPOEKTY.

8.1.1. OrtpumaiiTe  [103BUI  Ha
IPOBEJEHHs 3aKyIiBili BIIMNOBIAHO O
BUMOI, BHUKJIAJI€HHX Yy  pO3IuIax
«BHyTpimmHI moromkeHHs» Ta «Bumoru
JI0 TIOTOKEHHS 3 IOHOPOM.

8.1.2.  Kepyrouucs Ii€10
TIOJIITUKOIO, TIAHYHTe CBOI 3aKyIiBjl Ha
OCHOBI KaTeropii BapTocTi, mepenideHnx

ym 7.1.
8.1.3.  Tlposenits HE3aJIeKHY
OlIHKY BaprocTi abo IiHH, 100

IIEPEKOHATUCS, IO Balli 3aKymiBiIi He
BUXOISTH 32 MEXXi BaIIOro OIOIKETY.
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8.1.4.  Draft a timeline for procurement
to keep the procurement process on track.

8.1.5.  Draft the specifications for your
RFQ/ITB/RFP keeping in mind technical and
cost specifications.

8.1.6.  Draft the technical or other
specifications that you plan to evaluate the
proposals or quotations on. Possible
evaluation models include:

- Best Value

- Lowest Cost Technically Acceptable

Note: The lowest price technically
acceptable  source selection process s
appropriate when best value is expected to
result from selection of the technically
acceptable proposal with the lowest evaluated
price.

8.1.7. Indemnity clauses should be
presented in solicitation documents for
RFP/ITB and as a result become the integral
part of the contract by playing its role in
managing the risks associated with
commercial transactions by protecting against
the effects of an act, a contractual default or
contractor's negligence.

- The normal tendency is to seek an
indemnity which will protect R2P to the
greatest possible extent against liabilities
arising from the actions of contractor.

- Care should be taken with drafting
indemnity clauses as, by reason of the breadth
of commercial arrangements and often the
complexities of the contracts themselves, the
resulting interpretation of an indemnity and
the manner in which it operates may in fact be
very different to that which the parties thought
they were agreeing.

8.1.4.  Ckmagits rpadik
3aKyIiBelb, 1100 He BiICTaBAaTH Bif
rpadika 3aKyIiBeIbHOro MpoIecy.

8.1.5.  Iligroryiite crnenmdikamnii
TUTS RFQ/ITB/RFP, BPaxOBYIOUH
TEXHIYHI Ta BApTICHI XapaKTepHCTUKH.

8.1.6.  Ilimroryiire TexHiyHi a6o
IHII  cnenudikamii, 3a SKAMH BH
IUJIAHYETE  OLIHIOBATH  MPOIO3MIIL.

MosxuB1 MOJEN OLIHKY BKJIIOYAIOTh

- Halikpama mina

- Halimwxya TexHiYHO NpuiiHATHA
BaPTICTh

Hpumimxa: Ilpoyec eubopy mexmniumo
NPUUHAHO20 nocCmavanbHuUKa 3
HAUHUIICYOIO YIHOWO € Q0YINbHUM, KOU
OUIKYEMbCA, WO HAUKpawa 6apmicme
byde ompumana 6 pesynemami eubopy
MEXHIYHO  NPUUHAMHOI Nponosuyii 3
HAUHUIICHUOIO OYIHEHOIO YIHOTO.

8.1.7.  TlomoxxeHus po
BIZIIKOYBaHHsA 30UTKiB MOBMHHI OyTH
MPEJICTaBIIEH] B TEHIePHill JOKYMeHTALi]
mns RFP/ITB 1, sk Hacmigok, craTe
HEBIN'EMHOIO  4YaCTHHOK  JIOTOBOPY,
BIIIpaloyd CBOKO pOJb B YIpPaBIiHHI
pU3HKaMH, NOB'SI3aHUMH 3
KOMEPLIMHUMHU OTepaliaiMu, 3aXUILAI0YH
BIT  HACHiAKiB  nil, HEBUKOHAHHS
J0roBopy abo HexbanocTi miapsgHHUKa.

- 3BUYAHOIO TEHJEHIIEI0 € MpParHeHHs

OTpUMATH  BIAIIKOAyBaHHS, $Ke O
MakcuMaiibHO 3axuctwio [IH3  Big
BIAMOBIJAIBHOCTI, 1110 BUHHKAE

BHACJIIJIOK AiM MiApSAIHHUKA.

- Cnig 6yt 00epeXHHUM TIpU po3pobIii
I10JIOKEHb PO BIAIIKOIYBaHHS 30MUTKIB,
OCKUIBKHM Uepe3 IIHPOTy KOMEPIiHHHX
yrol 1 4YacTo CKIAJHICTh CaMHX
JIOTOBOPIB, 1HTepIpeTarisa
BIIIKOyBaHHS 30UTKIB i Cr10ci0, y SKuit
BOHO [lle, HACIpaBdi MOXE CHIBHO
BiJIPI3HATHUCS Bil TOTO, PO IO CTOPOHH
JlyMaJld, 1110 BOHU TOMOBIISIFOTBCS.
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8.1.8.  Transportation must be
considered when the Requisition includes
delivery of goods or services at the specific
destination (e.g. regional office, beneficiary
place, etc.) as it might involve significant cost
component and influence delivery time.

- Destination place should be specifically
mentioned in solicitation documents and
contract draft (if presented as part of tendering
documents).

- Attention should be drawn to
documents and logistics if international
transportation is required, including cost and
documents associated with custom clearance.

8.2. Identify

8.2.1.  Depending on the categories
above identify possible vendors or places to
publicly publish the RFQ (ITB, RFP).

8.2.2.  Identification of bidders might be
started from the active vendor's database
(who delivered against the last contract, the
best three vendors from the last solicitation,
other relevant vendors).

8.2.3. Consider identifying local, small,
minority, or woman owned businesses.

8.2.4.  Identify procurement method:
contract or simple selection.

- Simple selection should be used when
procuring items that can be simply delivered
and don't require on going service, reports, or
delivery. If your procurement doesn't meet
this standard use a contract.

8.1.8.  TpancmopTyBaHHSI NTOBHUHHO
Oyt  BpaxoBaHe,  SKIIO  3aluT
nepenbavae JIOCTaBKy ToBapiB  abo
IOCIYyr 10  KOHKPETHOrO  MiCId
npu3HAuYeHHs (HapUKIIad, perioOHaIbHUM
odic, Micue3HaxoKeHHs OeHedimiapa
TOIIO), OCKUIBKM BOHO MOXe OyTH
MOB'sA3aHe 31 3HAYHUM KOMIIOHEHTOM
BUTpAT 1 BIUTMHYTH Ha 4ac JOCTaBKH.

- Micie mnpusHaueHHS Mae OyTH
YiTKO  3a3HauYeHO B TeHICPHIH
JOKYMEHTAIlil Ta IPOEKTI JOrOBOPY
(IKIIO BIH TOJAETBHCS K 4YacTUHA
TEHJePHOI TOKYMEHTAIli1).

- Cnmig  3BepHyTH  yBary  Ha
JOKYMEHTH Ta JIOTICTHKY, SIKIIO MOTpiOHE
MDKHapOaHe TpaHCIIOPTyBaHHS,
BKJIFOYAIOYW BapTICTh Ta JOKYMEHTH,
OB'sI3aHi 3 MUTHUM O()OPMIICHHSIM.

8.2. Imentudikamis

8.2.1. 3amexHO BiA HaBEAEHHX
BUIIlE KAaTEropiif, BHU3HAUTE MOXKIUBHUX
mocrayalbHUKIB ~ abo  wmicod Ul
BinkpuToi myouikanii RFQ (ITB, RFP).

8.2.2. Inmenrudikamirto y4acHHUKIB
TOPriB MOXKHA pO3MOYaTH 3 0asu JaHMX
AKTUBHHUX IIOCTa4YaJIbHUKIB (xTo
[I0CTavyaB 3a OCTaHHIM JOIOBOPOM, TPH
HafKpall MocTayaJlbHUKH 3 OCTaHHBOI'O
TEHJEPY, 1HIII BIAMOBiHI
IIOCTa4aJIbHUKH ).

8.2.3.  PosrmsanyTH
BU3HAYCHHS MICIIeBUX,
i TPUEMCTB, i ATPUEMCTB,
HaJIe)KaTh MEHIIIIHAM a00 KIHKaM.

8.2.4. BusnauutH METOJ
3aKyIIiBIIi: JOroBip abo mpocTui BiAOip.

- Tlpoctuii BiAOIp cIIig
BUKOPMCTOBYBATH IIPU 3aKyIIiBJIi TOBApIB,
AKi MOXXHAa [JOCTaBUTH 1 SKI He
noTpedyoTh IIOCTIHOTO
00CIIyroByBaHHs, 3BITIB a00 [JOCTaBKH.
SIKIo Balla 3aKyIiBis He BiANOBIJA€
IIbOMY  CTaHZApTy, BUKOPHCTOBYHTE
JOTOBIP.

MOJKJIUBICTB
MaJTUX

1o
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- Contracts should be used when
procuring a good or service that requires
delivery over time, reporting, or ongoing

maintenance, or complicated purchase
conditions.

8.3. Request

8.3.1.  Requests for procurements under
$10'000.

8.3.1.1. Search diverse sources for posted

prices. Keep a record of what prices you find
in the procurement file. Possible sources of
posted prices include.

1. Online (where never available)

2. Stores

3 Catalogues

- Market reviews

8.3.2.  Requests for procurements above
$10'000.
8.3.2.1. Contact vendors and request

formal quotes/proposals in writing (if above
$5'000).

8.3.2.2. Publicly announce the ITB/RFP

(e.g. via R2P site, on R2P page at
Facebook/Instagram, etc.) including the
following information:

1. The date published.

2 The procurement closure date.

3. Address (physical and email) for
proposal/quote submittal.

4. Projected Period of Performance.

5. Eligibility Requirements.

a. Specific Registrations or Licenses
needed to perform work.

b.  Restrictions on source, on suspended
and debarred companies.

6.  Technical Specifications or Statement
of Work.

7. Proposed delivery or performance
schedule.

- Jlorosopu cnin BEKOpHCTOBYBaTH
IPHM 3aKyIiBJIl TOBapiB YW IOCIYT, SKi
BUMararoTb  IOCTa4YaHHS  IPOTATOM
TPHUBAJIOTO 4acy, 3BITYBaHHS, IIOCTIHHOTO
00CIIyroByBaHHs abo0 CKIaIHMX YMOB
3aKyMiBIIi.

8.3. 3amur
8.3.1. 3amuru Ha  3aKymiBii
BapTicTio 710 10 000 momapis CIIIA.
8.3.1.1. IllykaiiTe omy6iikoBaHi IIiHH
B Pi3HHX JKepenax. Bexmite peectp 1iH,

SKI BM 3Haijere y JOKyMeHTalil
3aKyIiBIIi. Moxnusi JpKepena
OITyOIiKOBaHUX I[iH BKJIIOYAIOTh

1. OnmaitH mxepena (SKIIO BOHH
HEJIOCTYIIHI)

2. Marazunu

3. Karanoru

4. Ornsaau puHKY
8.3.2. 3anuTH Ha 3aKkymiBii Ha
cymy nonan 10 000 nomapis CIIIA.
8.3.2.1. 3B'A30K i3 mocTaYaIbHUKAMH
Ta 3alUT O(QINIMHUX NPOMO3UILIN Yy
NUCBMOBIH  dopmi  (sSkmo  cyma
nepesuinye 5 000 nonapis CIIIA).
8.3.2.2. IlybGmi4HO OroNIOCHTH ™IpPO
nposeneHHs ITB/RFP (wanmpuxinan, Ha
cauti IIH3, Ha cropinui IIH3 vy
Facebook/Instagram ToI110), BKIIOYHO 3
TaKoI0 1H(popMaIli€ro:
l. Jata myO:mikarii.
2. JlaTta 3aKpUTTS 3aKyIiBENb .
3. Anpeca (}i3u4Ha Ta eTeKTPOHHA) IS
ITIOJITaHHS ITPOTO3HIII].

4. [Iporuo3oBanwuii nepion
BUKOHAHHS POOIT.

5. Bumoru no xBamidikarrii.

a. KonkpeTni peecTparii abo
JinenHs3ii, HeoOXimHi Ui BUKOHAHHS
poOIT.

b. OOMexeHHsT Ha Kepeia, Ha

NPU3YNHUHEH] Ta BIICTOPOHEH] KOMIIaHil.
6. Texniuni  crenuodikamii  a6o
TEXHIYHE 3aBIaHHS.
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8. Time schedule for evaluation of
proposals and award.
9.  Inform potential vendors how they will

be evaluated.

8.4. Collect
8.4.1.  Take all steps to ensure potential
vendor proprietary information.

8.4.1.1. Collection requirements for all

procurement levels.

- Properly maintain each vendors'
proprietary business information to
ensure that no part of the procurement
process is tainted.

8.4.1.2. Collection requirements for

procurements $10'000 and higher.

- Since procurements over $10'000 face
additional scrutiny R2P staff needs to
make sure that none of the information
collected from vendors at this stage is
used or released in a way that would
adversely impact the procurement
process. Procurement information
should be kept in private file spaces that
are not wildly accessible (specific e-
mail with limited access).

8.4.2. Use 2 sealed envelopes or
specific e-mail as a method of bids collection
with tenders over $10'000.

8.4.2.1. ITB/RFP documentation should
require bidder to prepare 2 separate envelopes
(e-mails) with technical and financial offers.

7. 3anpornoHOBaHUN
MOCTaBKH a00 BUKOHAHHS POOIT.
8. ['padik OLIHKK TPOMO3UIIN Ta
MIPHUCYIKEHHS JOTOBOPY.

9. [HbopMyBaHHS MOTEHIITHUX
MMOCTAaYaJIbHUKIB MPO Te, SIK BOHU OyIyTh
OL[IHIOBATUCS.

rpadik

8.4. 306ip inhopmarii

8.4.1. BoxuBaTtu BCiX 3aXOJiB AJs
3a0e3nevYeHHs 3aXUCTy 1HpopMallii, 0 €
BJIACHICTIO TIOTEHIII{HOTr O
nocTayaibHUKA.

8.4.1.1. Bumoru moao  300py

iH(opmarii 11 BCiX piBHIB 3aKyIliBeb.

- Hanexxuum ~ umHOM  30epiraTu
KOMEpIIiiHy iHpOpMaliI0 KOXXHOTO
nocravyaJbHUKa, 1100 rapaHTyBaTH,
0 JKOJHA 4YacTMHAa  IPOLECY
3aKyIiBesb He OyJie 3aIuIIMOBaHa.

8.4.1.2. Bumoru 1010 300py

iHGopMarii 1y 3aKyniBens Ha cymy 10
000 monapis CIIIA i Bue.

- OCKIiJIBKH 3aKYITBJIi Ha CyMy IIOHaJ

10 000 momapis CIIA miansAraroTh

TOJTaTKOBIH nepeBipl,
CITiBpOOITHUKHU ITH3 MTOBUHHI
TIepeKOHATHCS, 1110 ’KOJHa
iHpopMaris, OTpUMaHa BiJ

IIOCTAYaIbHUKIB Ha IIbOMY eTalll, He

Oyzne BUKOpHCTaHa abo po3rojouieHa

y cmocib, SKWi MOXe HEraTHBHO

BIUIMHYTH Ha [poLeC 3aKyMiBIi.

Iadopmaris mpo 3aKkymiBil MOBUHHA

30epiratucs B 3aKpUTUX (aiinax, 10

AKHX HEeMae BUIBHOTO  JOCTYILY

(cmemianbHa €JEKTPOHHA IIOIUTA 3

OOMEXEHHM JOCTYIIOM).

8.4.2.  BuxopucroByBaTH 2
3arevyaTadi KOHBEpPTH ab0 CHelialbHYy
ENIEKTPOHHY TIOIITYy SIK MeToJ 300py
TEHJEPHUX MMPOTO3MIIH I TeHIepiB Ha
cymy nmonax 10 000 nonapis CIIA.

8.4.2.1. JloxymeHTawis ITB/RFP
TIOBMHHA BAMaraT BiJl yJacHHKa TOPTiB
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8.4.2.2. The sealed bids must be opened
publicly in front of non-procurement related

office staff to ensure there was no tampering
with the bids.

8.4.2.3. Bid opening committee might be
established for the purpose of bids opening.
No procurement staff should have access to
the specific e-mail. Respective Bid opening
Committee minutes (Annex 6. Bid Opening
Report) should be kept for audit trail.

8.4.2.4. Bids which are not accepted by
Bids Openings Committee are not allowed for
review at next stages.

8.4.2.5. Make sure to notify vendors as a
part of the solicitation process that you will be
collecting bids in a sealed form or to specific
e-mail (not to email of proc staff).

8.4.2.6. The procurement lends itself to a
firm fixed price contract and the selection of
the successful bidder can be made principally
on the basis of price.

8.5. Evaluate
8.5.1.  Evaluation requirements for all
procurement levels.

miarotyBatd 2 OKpeMi  KOHBEPTH
(ENIEKTPOHHI JIMCTH) 3 TEXHIYHUMM Ta
(1HAHCOBUMHM TPOIO3UIIIMH.

8.4.2.2. 3ameyarani IIPOTO3UIIIT
TOBMHHI OyTH BIAKpUTI myOmdiyHO B
MPUCYTHOCTI CHIBPOOITHUKIB odicy, He
MOB'A3aHUX 13  3aKymiBIAMH, 11100
3a0e3meunTy BifCyTHICTD hanbcudikarii
IIPOTIO3UIIIH.

8.4.2.3. ]Jlnsg PpO3KPUTTS TEHIEPHMX
NPOMO3ULINA MOXe OyTH CTBOpEHHi
KOMITET 3 TEHIEPHHUX IIPOMO3HUII.
JKoneH cniBpoOITHUK BiIiny 3aKyITiBesh
He T[OBMHEH MaTd JIOCTYNy IO
CIeLiaIbHOI ~ EeJNIEKTPOHHOI  IIOIITH.
Bimnosiguuit mporokon Komitety 3
pPO3KpUTTA npono3uniin (domatox 6.
[IpoTOKOT  PO3KPHUTTS  MPOIO3MILiif)
IIOBUHEH 30epiratucs TUTSt
ayJJUTOPCHKOTO KOHTPOJIIO.

8.4.2.4. TennepHi Mpono3uii, Axi He

npuiiHaTi  KomiteroM 3  poskpurrs
TEHJICPHHUX IIPOTTO3UIIIH, HE
NOIMYCKalOThCSL O  pO3MIAAy — Ha
HACTYITHHX eTarax.

8.4.2.5. OOGOB'S3KOBO  IOBIJOMUTHU
MOCTAQYalbHUKIB B paMKaX IMPOILECY
IIOJaHHs IIPONO3UIIK Tmpo Te, IO

npono3uuii  OyayTe  30WpaTHcs B
3arevyaTtaHoMy BHIUIAAl a00 Ha TMEBHY
€JIEKTPOHHY IIOIUTY (HE Ha ENEKTPOHHY
TIOIUTY NPaliBHUKIB BiJTiTy 3aKyIIiBEIb).

8.4.2.6. 3akymiBns nependayae
YKJIaJeHHS JOroBopy 3 (hiKCOBaHOIO
IIHOIO, 1 BUOIp TIEPEMOXKIISI TOPTiB MOXKE
OyTH 37iCHEHHII TOJOBHHM YHMHOM Ha
OCHOBI IIiHH.

8.5. Orwinka
8.5.1. BuMoru o ouwiHK# IS BCIX
PiBHIB 3aKyIIiBeIb.

8.5.1.1. Search against the suspension, 8.5.1.1. Tlomyk  3a  chuckamu

debarment and sanctions lists (if specifically | npusynunenns, 3a6opoHM Ta caHKIiif

required by donor). (K0 1e CrelialbHO BHMAraerhbes
JIOHOPOM).
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8.5.2.  Evaluation requirements for
procurements at or from $2'000 to $10'000.

8.5.2.1. [Evaluate based on the standards
established in the planning phase.

8.5.2.2. Procurement Committee

1. To review and approve bids
compliance with RFQ.

2. To review and approve Cost / Price
Evaluation.

3. The members of this committee need to be
aware of any actions that may impact the
impartiality of the committee and be careful
with any bid information that may impact the
selection outcome or inform future vendors
about future procurements.

on

8.5.3.  Evaluation requirements for

procurements at or over $10'000.

8.5.3.1. Evaluate based on the standards
established in the planning phase

8.5.3.2. Technical Committee:

l. Invite Technical experts to the
Committee to perform Tech Evaluation (via
filling in Bid Tabulation Form developed as
part of tendering documentation).

2. The members of this committee
need to be aware of any actions that may
impact the impartiality of the committee and
be careful with any bid information that may
impact the selection outcome or inform future
vendors about future procurements.

3. No procurement staff allowed to
participate at this committee.

8.5.2. Bumorum [0 OIIHKH IS
3aKyniBenb BapTicTio Big 2 000 mo 10 000

nonapiB CIIA.
8.5.2.1. Oui”HoBaTH HA  OCHOBI
CTaHIapTiB, BCTAHOBJIEHWX Ha eTal

IUTaHyBaHHSI.

8.5.2.2. 3axymiBelIbHHI KOMITET

1. Po3risinae ta 3aTBepIKy€ 3asBKHU Ha
BiAmoBigHICTH BUMoraMm RFQ.

2. Posrnsigae Ta 3aTBEpIXKyE OLIHKHU
BapTOCTI/IIHHU.

3. UneHu HBOrO KOMITETYy ITOBHUHHI
3HATH TIPO Oynab-sKi [ii, sSKi MOXYTb
BILUTUHYTH Ha HeyIepeKeHICTh
KOMITeTy, 1 OyTH 0oOepeXHUMH 3 Oyab-
SKOIO 1H(OpMalli€l0 100 3asiBKH, sKa
MOJKe BIUIMHYTH Ha pe3yJIbTaT BinOoOpy

abo iHbopMyBaTH MalOyTHIX
MOCTa4YaJIbHUKIB po MaiiOyTHI
3aKyTIiBII.

8.5.3. Bumorum 10 OLIHKK AIA

3aKyriBens BapTicTio Bix 10 000 momapis
CIIA.

8.5.3.1. OuiHmoBaTH Ha OCHOBI
CTaHIApPTiB, BCTAHOBJICHHX Ha eTarli
TTaHyBaHHS.

8.5.3.2. TexHIYHHUH KOMITET:

1. 3ampocUTH TEXHIYHUX EKCIIEPTiB
1o KomiteTy i mpoBeeHHsS TEXHIYHOI
OIiHKK (IIISIXOM 3armoBHeHHs {Dopmu

TaOynsamii  TeHAepHUX  MPOIO3UILIiH,
po3pobiieHoi B pamMKax  TEHAEpHOI
TIOKyMEHTaIll1).

2. UneHH 1BOTO KOMITETY IOBHUHHI
3HaTH Tpo Oyab-sKi [ii, SKi MOXYThb
BIUIMHYTHU Ha HeyTIepeKeHICTh
KoMmiTeTy, 1 OyTu obepexHUMHU 3 Oynb-
SIKOIO 1H(OpMaLli€lo, IKa MOXKE BILIUHYTH
Ha pe3yibTar BimOoOpy abo
noiHGopMyBaTu MaiOyTHIX
TIO0CTa4YaIbHUKIB PO MaHOyTHI 3aKyMiBIIL.

3. CriBpoOiTHUKH BIJITLTY
3aKyImiBelb He MaloTh IpaBa OpaTw
y4acTh y pOoOOTI [HOTO KOMITETY.
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4. Only technically accepted bids
are allowed to be reviewed in terms of
financial part of bid.

5. Respective Tech Committee
Minutes should be issued and signed for audit
trail.

8.5.3.3. Procurement Committee:
1. Reviews and approves Commercial
Evaluation of technically accepted bids.

2. Respective Proc Committee Minutes
should be issued and signed for audit trail.

3. The members of this committee need to
be aware of any actions that may impact the
impartiality of the committee and be careful
with any bid information that may impact the
selection outcome or inform future vendors
about future procurements.

8.6. Tender change or cancellation

8.6.1. If the procurement team or
project determines a need to change or cancel
the procurement it's important that all of the
potential vendors for the procurement are
notified to prevent any perceived
procurement fraud or favoritism.

8.6.2.  Potential vendors should be
given the ability to protest the award and rebid
if they feel that the changes to the
procurement would have substantively
changed their bids.

8.6.2.1. An appropriate extension to the
due date should be granted to allow for
potential vendors to rebid.

4. Jlo posrnsany (hiHaHCOBOI YaCTHHH
IPOMO3UIii JIOTTY CKAIOThCS JTUIIIe
TEXHIYHO aKIIENTOBaHI MPOITO3MIIi].

5. BianoBiguuit IIPOTOKOJI
TEXHIYHOTO KOMITEeTYy TIOBHHEH OyTH
ohopmieHuit Ta  MAMHCAHMM IS
ay JUTOPCHKOTO KOHTPOITIO.

8.5.3.3. 3akymiBeIbHHI KOMITET:

1. Posrmsmae Ta  3aTBepmKye
KOMEepLIHY OIIIHKY TEeXHIYHO
NPUUHATHAX TEHJEPHUX MPOIIO3HULIIH.

2. Biamnosigauit IIPOTOKOJT
3aKyIiBEeJILHOTO KOMITEeTy NMOBUHEH OYTH
BUIaHUU Ta I AITACAaHUN TS
ayIUTOPCHKOr0 KOHTPOJIIO.

3. UneHu 1bOro KOMITETy IMOBUHHI
3HaTU Tpo Oynap-sKi mil, SKi MOXYTh
BIJTUHYTH Ha HeyTepeKEHICTh
KoMmiTeTy, 1 OyTH oOepexxHUMH 3 OyIb-
KO0 1H(OpMaLi€ro, 0 MOXKe BILTMHYTH
Ha pe3ynbTar BigOopy abo iHpopMyBaTH
ManiOyTHIX NoCTa4aIbHUKIB po
MaiOyTHI 3aKyMiBIIi.

8.6. 3MmiHa abo ckacyBaHHS TEHAEPY
8.6.1. ko 3aKyTiBeIbHA
KoMaHna abo  TPOEKT  BHU3HAYAE

HEOOXIJIHICTh 3MIHUTH abo0 cKacyBaTu
3aKyMiBIIIO, BAXXJIMBO, 00 PO 11 OyiIu
ITOB1IOMJIEH] BCl ITOTEHII MH1
[IOCTAa4aJIbHUKY, 100 3amobirta Oynb-
SAKOMY ILIaXpaicTBy a0o (aBOpUTU3MY B
3aKyIIiBIISX.

8.6.2. TloreHmiiiHi mocTavyaibHUKHU
IIOBUHHI MaTH MOXJIMBICTH OCKap)KUTH
PIIIEHHS [IPO MPUCYKEHHSI IOTOBOPY Ta
IOJIaTH TIOBTOPHY 3asBKy Ha y4acThb Y
TOprax, sIKIII0 BOHA BBO)KAIOTh, 110 3MiHH
B YMOBaX 3aKyIiBJIi CYTTEBO BILTUHYJIHU O
Ha 1XHi MPOTIO3HIIii.

8.6.2.1. Jlns toro, mo0 ITOTeHIHHI
NOCTa4aIbHUKU MOTJIH MTOJIaTH TTOBTOPHI
IPOTO3UIIT, CIiA HamaTH BiIOBIIHE
MIPOJOBXKEHHS TEPMiHY TTOJaHHS 3asBOK
Ha y4acTh Y TOoprax.
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8.6.2.2. It may be necessary to publically
advertise the changes to the procurement if
the procurement was publically advertised at
the outset of the procurement.

8.6.2.3. New procurement evaluation
criteria should be drafted if the changes to the
procurement were substantive.

8.6.3. Procurement cancellations
should be conducted in a manner that does not
ruin the relationship with the vendor.

8.7. Award

8.7.1. Based on the evaluation choose
the awardee.

8.7.1.1. Awardees for procurements

larger than $2'000 need to have been
evaluated as the best vendor (whose
offer/proposal meets the requirements and is
evaluated to be the best value for money)

8.7.2.  Notify the awardee.

8.7.3. Notify the non-selected vendors.

8.7.3.1. Holding for protests (see section
8 below).

8.7.4.  Sign the relevant paperwork (e.g.
enter into contract/confirm order).
Specifications from solicitation

documentation will form the basis of the
supply contract. Since contract is signed by
the supplier, it should be considered as
accepted by supplier. Purchase order might be
considered as accepted by supplier upon
receipt its confirmation par e-mail.

8.7.5.  The R2P President has authority
to sign the contracts. The president might
delegate his authority to any person by

8.6.2.2. Moske BUHUKHYTH I10Tpeda B
nyOJiYHOMY  OTOJIOIIEHHI 3MIH 10
3aKyIIiBJIi, SKIIO HA MOYAaTKy 3aKyIiBIi
OyJI0 OTOJIOIIEHO MO i1 MPOBEAECHHS.

8.6.2.3. HoBi  kputepii  OLIHKHU
3aKymiBIi TMOBHHHI OyTH po3poOlieHi,

JKIIO 3MiHM [0 3aKymiBm  Oyiu
CYTTEBUMHU.

8.6.3.  CkacyBaHHS 3aKyIIiBeJlb Ma€
BimOyBaTHCA TaKHUM 4YHHOM, I00 He
3pyHHYBaTH BIJIHOCUHHU 3
IOCTa4aIbHUKOM.

8.7. VkianeHHs JOTOBOPY

8.7.1. Ha ocHOBI OIIHIOBaHHS
00epiTh MEPEMOKIIS.

8.7.1.1. Tlepemorxui IUtsl 3aKyTiBellb
Ha cymy moHan 2 000 momapis CIIA
IIOBUHHI OyTH OILHEH] fK HalKpallui
MOCTaYaIbHUK (YU TPOTIO3ULLis/
IPOTO3ULii BiANOBIAAIOTE BUMOIaM Ta
OLIIHIOIOTHCS K HalKpalle

CIIiBBIIHOILIEHHS IIIHK Ta SIKOCTI).

8.7.2.  TloBiZOMHUTH IEPEMOXKIIS.

8.7.3. TloBimomutu
[I0CTavaIbHUKIB, SIKi He IPOUIIUIN B1IOIp.

8.7.3.1. byru TOTOBUM 110
OCKap)KeHHsI pilieHHs (OuB. po3nin 8
HIDKYeE).

8.7.4. TlignucaHHA B1JIIIOBITHOL

JOKyMeHTalll (Hampukial, YyKIaJIeHHS
JIOrOBOPY/II ITBEPIXKEHHS. 3aMOBJICHHS).
Crnenudikarii 3 TeHIepHOI JOKyMeHTali1
JSDKYTh B OCHOBY JJOTOBOPY Ha IIOCTABKY.
OCKUIBKH TOTOBIP I IITACaHUHN
[IOCTA4YaJbHUKOM,  BIH  BBa)XKA€ThCH
aKIIeTITOBaHUM MOCTa4aIbHUKOM.
3aMOBJIGHHS ~Ha  IIOCTaBKy  MOXe
BBa)XAaTHUCS MPUHHATAM [TOCTA4AIbHUKOM
miciIss  OTpUMaHHS  MiATBEPIKEHHH
€JIEKTPOHHOIO MOLLTOXO.

8.7.5.  Tlpesupment ITH3 mae mpaso
mignucyBatd  jforoBopu.  IlpesuzmeHt
MOJKE JeJIeryBaTH CBOI IOBHOBAKEHHS
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issuance of the power of attorney. Copy of the
power of attorney should be kept in
Procurement file to justify empowerment of
R2P contract signatory.

8.7.6. Refer all originals of contracts
(invoices, receipt reports, acceptance acts,
etc.) for goods or services to the Finance
office

and/or
if

8.7.6.1. Advance  payment
progress payment will be released
negotiated and/or specified in the contract.

8.7.6.2. Final (post) payment is done
upon receipt of originals of receipt reports of
goods or services.

8.8. Protests

8.8.1.  If a vendor protests the award of
a procurement to a different vendor the
protest must be referred to a Compliance
officer. Compliance officer will conduct a
comprehensive review of the procurement
and submit a finding to the protestor, selected
vendor, and the procurement office within
two weeks.

8.9. Receipt of goods

8.9.1.  Supplier is expected to deliver
defect-free products on time. To archive this
supplier might employ quality-focused
culture in its organization, support stable and
experienced workforce, attain ISO 9001
registration and focus on measurement and
continuous improvement (e.g. via PDCA
cycle, Six Sigma, Lean, TQM, etc.).

Oymb-sKiii  0co0i IUIIXOM  BHAadi
JTOBIPEHOCTI. Komis JIOBIPEHOCTI
TIOBMHHA 30epiraTtucs y ¢aiii 3aKymiBesb
s OOIPDYHTYBaHHS  IIOBHOBA)XEHb
nianucanta [TH3 norosopy.

8.7.6. Ilepematu Bci opuriHamu
JIOTOBOPIB (PaxyHKH-(GaKTypH, 3BITH IIPO
OTPUMaHHs, aKTU NpUMMaHHs-TIepeaadi
TOIIO) Ha TOBapu abo IIOCIYI'H [0
diHaHCOBOTO Bi LY.

8.7.6.1. ABaHcoBWif IuTaTiX Ta/abo
IPOMIKHI IJIaTeXi He CTATYIOTHCS, SKILO
11e 3a3Ha4€HO B JOTOBOPI.

8.7.6.2. ®iHanpHMI TUIATDK (MiCIs
HaJlaHHSI TOBapiB qu TIOCJTYT)
3I1HACHIOETHCS ITiciist OTpPUMAaHHS
OpHMTI'iHaNIiB HAK/IaJHUX/aKTiB Ha TOBAPH
YU MTOCITYTH.

8.8. OckapixeHHs

8.8.1.  Sxmo MOCTavYaIbHUK
OCKap)Ky€ pILIEHHS PO MPUCYHKEHHS
JOroBOpYy  IHIIOMY  HOCTaYallbHUKY,

npeTeH3is Mae OyTH IepeiaHa Ha pO3IJIsL
IIpoBimHOMY  daxiBimo 3  00pobKku
3BepHeHb. [IpoBimHuit  ¢axisenp 3
00poOKM 3BepHEHb MpoOBeje BCEOIYHy
IIepeBIPKY 3aKyIiBi Ta MPOTATOM JBOX
THO)KHIB TOBIZIOMHUTH PO CBOI BUCHOBKH
oco0y, siKa 1ojana mpeTeHsir, 06paHoro
I10CTa4aJIbHUKA Ta BiJUIUT 3aKyITiBEIb.

8.9. OTtpuMaHHs TOBapy

8.9.1.  Ouikyerbcs, 10
[IOCTa4aIbHUK Oy/Jle BYACHO OCTABIISTH
npoaykuiro 6e3 medextiB. s 1mporo
IIOCTa4aJIbHUK MOXK€E BHKOPHCTOBYBATH
KyJIbTYpYy S$IKOCTI y CBOIH oOpraHizariii,
MiITPUMYBaTH CTaOLIbHY Ta JOCBiIYEHY
pobouy cuity, oTpumaru peectpariro ISO
9001 ta 30cepenuTuCs Ha BUMIipHOBaHHI
Ta HOCTIHHOMY BJIOCKOHAJIEHHI
(HampHKIan, 3a JOMOMOTOK  IIUKITY
PDCA, Six Sigma, Lean, TQM To110).
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8.9.2. Review the goods or services
received for quality and compliance with the
contract or invoice.

8.9.3.  Assess the delivery of the goods
and services to ensure they were on time.

8.9.4. If there are any inadequacies in
the quality or delivery of the goods and
services take steps to remediate the
inadequacies with the contractee.

8.9.5.  Conduct a supplier performance
evaluation (Annex 7. Performance evaluation
Form) to be referred to for future
procurements. The performance evaluation
report must be shared with supplier allowing
him sufficient lead time to tackle issues
discovered (if any). This document is kept
together with the Procurement Agreement.

8.10. Contract change, cancellation,
termination
8.10.1. In case there is a need to modify

the contract (change, cancel) it should be done
in writing upon communication with
Requestor and negotiation with Supplier.

must not
directly to

8.10.2. Requestor
communicate with Supplier
modify the contract.

8.11. Expedition

8.11.1. After signings the contract
(raising the Purchase order), procurement
team supports the supplier control processes
to ensure that materials are delivered within
the agreed delivery date.

8.11.2. To enable suppliers to meet their
obligation procurement team may facilitate

8.9.2.  TlepeBipsTH OTpUMaHI
TOBapd YU TOCIYT'M Ha SKICTh Ta
BIJITIOBIIHICTG JOrOBOPY 4YM paxyHKYy-
dbakTypi.

8.9.3.  OwmiHroBaTtu JIOCTaBKY
TOBApIB 1 MOCIYT, 1100 MePEKOHATHCS, 1110
BOHH OyJI Ha/laHi BYaCHO.

8.9.4. V pasi BUSBIIEHHS HEJOJIKIB
y SIKOCTi a0 JOCTaBIi TOBApiB 1 MOCIYT
B)KMTH 3aXOiB Ul YCYHEHHs HEIOJIKiB
pa3oM 3 KOHTPareHTOM.

8.9.5. Ilposectu OIIHKY
nismpHOCTI mocradaneHuka (Jlomarok 7.
dopmMa OLIHKK JAiSUTBHOCTI), Ha SAKY CIIiN
TIOCHJIATHCS TIPH MPOBeIeHHI MalOyTHIX
3aKyIiBelb. 3BIT PO OLIHKY HisIBHOCTI
IIOBHHEH OyTH HaJJaHUI IOCTa4aJIbHUKY 3
HaJaHHSIM HOMY JOCTAaTHBOI'O 4acy IS
BUpILIEHHs BUSBICHUX MPoOJIeM (AKIIO
taki €). JlaHuil JOKyMEHT 30epiraerbcs
pazom 3 JIoroBOpoM Ha 3aKyIiBIIIO.

8.10. 3MiHa, po3ipBaHHS,
IIPUITMHEHHS 10TOBOPY
8.10.1. VY pasi HEeoOXiqHOCTI

BHECEHHs 3MiH [0 J0roBopy (3MiHa,
posipBaHHs), 11e Ma€ OyTH 3po0JIEeHO B
MUCHMOBIM (GopMi 3a MOrOKEHHAM 13
3aMOBHMKOM Ta IIICIs IPOBEIEHHS
neperoBopiB 3 [locTadaabHUKOM.

8.10.2. 3aMOBHUK He€  IIOBHHEH
KoHTakTyBatd 3  llocTa4aJbHMKOM
Oe3nocepeiib0 3 METOI0 BHECEHHS 3MiH
110 IOTOBOPY.

8.11. KoHTpoib 3a BiANIPaBKOIO

8.11.1. [Ilicns miamucaHHs JOTOBOPY
(oopMmIteHHsI 3aMOBJICHHS Ha IIOCTABKY ),
KOMaH/ia BiIJIiTy 3aKymiBellb MiATPUMYE
IIPOLIECH KOHTPOJIIO II0CTa4aIbHUKA, 1100
rapaHTyBaTH IIOCTaBKy MarepialiB y
Me)Kax y3roPKEHOI JaTh IIOCTaBKH.

8.11.2. us TOTO, 1100
MIOCTaYaJbHUKA MOTJIM BUKOHATH CBOI
3000B'13aHHs, B 3aKyIiBelb MOXKE
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reasonable requests for support and assistance
from vendors.

8.11.3.  Contract performance is carried
out in accordance with the Regulation on
Contractual Work.

CTIIPUATH OOIPYHTOBAHMM 3aIUTaM Ha

MATPUMKY Ta JOINOMOTY 3  GOKy
[IOCTaYaIbHUKIB.
8.11.3. KonTpoms BUKOHAHHS

JOTrOBOPY 3A1HCHIOETHCS Y BiAMOBITHOCTI
no Ilonoxkenns «BeneHHst noroipHOf
poboTHY.

9. Procurement Records

9.1. R2P will maintain procurement
records at the office where the project is
implemented for the lifetime of a project plus
an additional six years in order to meet
donor's audit guidelines.

9.1.1. Procurement Files should be kept

electronically if possible to facilitate
archiving.
9.2. The following  information

should be found in each procurement file as
applicable:

- Date of purchase

- Date item/service is received

- Description of the item/service

- Name of the employee(s) who is
making the procurement

- Date of solicitation
proposals/quotes opens and closes

- Date proposals/quotes are received

- All of the proposals and quotes
submitted

- Evaluation of proposals/quotes if the
procurement is greater than $10'000

- Selection memorandum (minutes) if the
procurement is greater than $10'000

- Sole source justification memorandum
(minutes)

- Any formal protest documentation

- Vendor name

- Invoice/Receipt/Contract

= Signed/countersigned contract
* Any amendments to the contract
- Value of the procurement

for

9. lokyMeHTaNisi MO0 3aKyMiBe/Ib

9.1. ITH3 36epiratume mOKyMeHTAIIifO
Ipo 3aKymiBii B odici, e peamisyeTses
IPOEKT, MPOTATOM YCHOI'O TEPMiHy
peaiizaiii IpoeKTy Ta mie IMmcTh POKiB
IUIsL TOro, 100 BIAMOBIZATH BHMOTaM
ayJIUTy JOHOPIB.

9.1.1.  JloxyMeHTalis 3aKyIiBes
TMIOBUHHA 30€epiratucs B eIeKTPOHHOMY
BUIJIAML, SIKIIO 1€ MOXKIHBO, JUIs
TIOJIETIIEHHS apXiByBaHHs

0.2. Y  KOXHOMY JIOKYMEHTI
IIOI0 3aKyIiBeNb MOBUHHA MiCTHTHCS
TepesiueHa HiK4e iHpOopMallis, 3a1e)xKHO
BiJl 0OCTaBUH:

- Jlara 3akymiBii

- ata oTpuMaHHS TOBapy/IOCIYTrH

- Omnmc ToBapy/mociayru

- IM's  cniBpoGitHuKa(iB), sKwmii(i)

301HCHIOE(FOTh) 3aKYIIiBIIIO

- Jlata BIZKPUTTS Ta 3aKPUTTS
3aIUTY NPOTO3HUIIIN
- Jlara OTPUMaHHS

IPOMO3KIIH/IIHOBUX MPOTIO3MUIIiif

- Yci nogasi mpomnosuuii

- Ouinka nponosuniif KO cyma
3aKkymiBiai mepeBumrye 10 000
nonapis CIIA

- Memopangym  (mporokon) mpo
BUOIp MEpeMOXId, SKIO CyMa
3aKymiBini  mepesuinye 10,000
nonapis CIIIA

- Mewmopanngym  (mportokon) 3
OOIDYHTYBaHHSIM  3aCTOCYBAaHHS
NPOLEAYPU 3aKYHiBII B €IMHOIO
nocravajbHUKA

- byne-ska odiuifina nokymeHTaIlis
1100 OCKap)KEeHHS
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- Performance evaluation form (if greater
than $10'000)

- Ha3Ba nocravansHHKa
- PaxyHOKk-
dakrypa/Ksuranuis/Jlorosip
e Iligmucanuit oboMa cTOpoHaMH
JIOTOBIP
e Bynp-sKi 3MiHH O JOTOBOPY
- BapricTs 3aKymiBii

- dopma OIiHKA  e(pEeKTHBHOCTI
(akmo Gimemie 10 000 nonapis
CIIIA)

10.Violations of this Policy

10.1. Procurements suspected to be
violation of this policy will be evaluated by
the Head of Procurement and/or the Tender
Committee. Depending on the findings of that
evaluation the following procurement and
personnel actions may take place:

- may require the office conducting the
procurement to go back to any stage of the
procurement  process and re-do the
procurement process from that stage

- may invalidate the procurement all
together if the procurement has systemic
issues.

10:2. Personnel Actions

- Increased procurement process training
for staff.

- If an employee(s) willfully or through
their negligence, fails to implement this
policy, the employee(s), in consultation with
HR, may have HR action taken ranging from
a formal note their personnel file to
termination of their employment in cases of
fraud or abuse.

10. Iopymenns uiei Homiruku

10.1. 3akymiBmi, IIOAO SKUX €
IiZ03pH, IMO BOHU MOPYLIYIOTH L0
TIOJIITUKY, OynyTh OLIIHIOBATUCS

KepiBHUKOM Biity 3aKymiBenb Ta/abo
TEHJEPHUM KOMITETOM. 3ajeXHO BiJ
pe3ysIbTaTiB Takol OLIHKH MOXYTh OyTH
NIpUMHATI TlepeniueHi HUKYE pilleHHS
II0/I0 3aKyIiBeJb Ta IEPCOHAITY:

- Big migposmimy, MO 3AIACHIOE
3aKyTIiBII, MOKe BUMaraTucs
[IOBEPHYTUCS 10 OyAb-SKOTO  eTaly

TIpOIIECY 3aKyTiBelb 1 pO3M0YaTH IPOLeC
3aKyIiBeJb 3 [[bOTO €TaIly.

- 3akymiBms Moxe OyTH BH3HaHA
HEIIfiCHOIO B IIJIOMY, SIKIIO 3aKYIIBJISA
Ma€ CUCTEMHI TIPOOIEMH.

10.2. JIi1 mepcoHay

- Tlocunutd HaBYaHHS IEPCOHATY
I1[0I0 IIPOLIECY 3aKyIiBElb.

- SIkmo TpamiBHUK(M) HaBMHUCHO
a60 uepe3 HenOaicTh He BUKOHYE(IOTb)
[0 TOJITHKY, 10 HBOTO/HEI(HHUX), 3a
[IOrO[UKEHHAM 3  BiIIiTOM  Kajpis,
MOXYTh OyTH 3aCTOCOBaHi  KaJIpoBi
3ax0f{, INOYMHAIOYHM BiZ (OPMAaIbHOTO
3ayBa)keHHs B 0CO0OBi crmpasi |
3aKiHYyIOYM 3BIIBHEHHAM Yy BUIAJKY
axpaicTna abo 3710BXKHMBaHb.

11.Fraud, Waste, and Abuse

11.1. Fraud, Waste, and Abuse by R2P
employees, grantees or contractors is a
serious violation of R2P' Code of Conduct
policy that directly impacts procurements.

11. lllaxpaiicTBO, MAPHOTPATCTBO TA
3JIOBKHBAHHS

11.1. [[laxpaiicTBO,
MapHOTPATCTBO Ta 3IOBKHBAHHS 3 OOKY
NpaliBHKKIB, TPAHTOOTPUMYBadiB abo
migpsauukis  [IH3 e cephHo3HUM
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11.1.1.  Fraud is defined as an intentional
deception or misrepresentation made by a
person with the knowledge that the deception
could result in some unauthorized benefit to
themselves or another person.

1.2, Any fraud, waste, or abuse of
non-R2P funds will be reported to the
respective funder.

11.3. HR action will be taken against
any R2P employee engaging in fraud waste
or abuse.

nopymeHHusimM Konekcy moseninku ITH3,
110 Oe3rocepeIHBO BILIMBAE HA 3aKYIIiBIII.

11.1.1. laxpaiicTBo BH3HAYAETBCS
SK HaBMHUCHHMN oOMaH abo BBejeHHS B

OMaHy, 3NiHCHEH] 0c00010 3
YCBITJOMJIEHHSIM TOTO, IO OOMAaH MOYKe
NIPU3BECTH Ji(o) OTPUMaHHS

HECAHKI[IOHOBAaHO! BUIOAM sl Hei a6o
IHII0T 0cO0H.

11.2. IIpo 6yzmp-sike maxpaiicTBo,
MapHOTPaTCTBO a00 3JIOBXKUBAHHS MU
BUKOPHMCTaHHI KOINTIB, He IOB'S3aHUX 3
IIH3, O6yne mosimomieHo BIATIOBI THOMY
TIOHOPY.

11.3.  Tlpormu Oyab-sKoro
criBpobithuxa ITH3, sikuit Gepe yuacTs y
IaXpaiCTBi, MapHOTpPaTCTBI abo
3I0BXHMBaHHI, OyAyTb BXHTI KaapoBi
3aXO0JIH.
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THE RIGHT TO PROTECTION

PURCHASE REQUEST FORM
DATE: NPABO
3AXMCT
Region:
CONTACT PERSON:
(the PROJECT:
PR NUMBER:
TELEPHONE NUMBER/e-mail: | APPROVED BY:
(Authorised Head name/signature)
it is important to indicate the expected delivery
EXPECTED DELIVERY DATE*: date to understond the urgency of the order APPROVED BY:
(Finance Officer's name/signature)
BUDGET LINE:
FUNDS IN THE Yes, we guarantee avallability of funds
DELIVERY ukr eng BUDGET No, we are waiting for the tranche
DELIVERY ADDRESS: (QUARANTEE OF FUNDS AFTER THE END OF THE TENDER]
CONTACT PERSON FOR DELIVERY:
Galkin
TELEPHONE NUMBER: (name/signature) Oleksandr
ITEM & comments TECHNICAL CHARACTERISTICS (UKR) DESCRIPTION OF ITEM (ENG) TECHNICAL LINK ary Measurement units

|
I




NMPABO A
SAXUCT

, y naprrepcrsi 3 HIAS

Hama 3anumy:

3AMPOLUEHHA
A0 YYACTI Y TEHAEPI

OATA 3AKIHYEHHA

YAC 3AKIHYEHHA

Homep TeHaepy

npono3uuii NpMMMaroTbCA:

Kopotko npo ®b «[paBo Ha 3axmcTy:

BnarogiHui ®oHA «[paBo Ha 3aXUCT» — ykpaiHcbka BnarofiiHa opraHizauis, AiANbHICTL SKOT CNIPAMOBAHA HA 3aXUCT |

OeTanbHiwe npo MiXkHapoOAHUX NapTHEpPIB, WO NiATPUMYIOTb Haly AiANbHICTL MOXHA Ai3HATUCA 33 NOCUIaHHAM
https://ipnz.elt.agency/category/partnery

B® «MpaBo Ha 3axucTy» 3anpoLuye Bac A0 y4acTi B TeHaepi:

NOTPEBMU:

Mpocumo 3anponoHyBaTU Mogeni 3 TAKUMMU TEXHIYHUMU XapaKTepUCTUKaMMm:

~ Hazpa HomeHknatypu K-CTbI . TexHi4yHi BUMOrU/XapakTepucTukun
HocTtaBka:

3aranbHa KinbKicTb: 0 |L1JT

[ocTtaBka:

NOOAHHS TEHOEPHOI Mpocumo Hagicnatu Baluy nponosuuito He nisHille:

NPONO3ULIII: g
OEHb

MpumiTtka:

IHOOPMALIA NPO TEHOEP :




NIATBEPOXXEHHA

npPono3nuia:

Bawa npono3uuisa noBuHHa
MIiCTUTHK:

NOJAHHA TEHOEPHOI

3AMNUTU HA PO3’ACHEHHA:

BAXIIUBO:

3MICT TEXHIYHOI

3MICT ®IHAHCOBOI
nrono3uuli

OUIHKA TEHOEPHUX

KinbKicTe MOXNMBUX

«B® «[MpaBo Ha 3axucT» AoKnagae 3ycusb i3 3anobiraHHs, BUSIBNEHHSA Ta BXUTTA 3axoAiB NpoTu BCiX BUNaakis

[skyemo 3a cniBpobiTHMLTBO!

3 nosaroto, Mpe3ngeHT B® «MpaBo Ha 3axncT»

Hryhoriya Skovorody, 21/16 str.- Kyiv 04070, Ukraine




The Right to Protection, Charitable Fund
REQUEST FOR QUOTATION (RFQ)

REQUESTER INFORMATION Date of the RFQ RFQ Closing Date

Project: |

Contact Name:

Telephone #: RFQ NO.

Fax #: l

e-mail:

Delivery Address (R2P address)
Item Quantity Unit of Goods & Services Unit Price Total Price
No. Measurement Catalogue # and Description UAH UAH

Total Amount before Taxes

VAT

Grand Total including VAT

Supplier Information:

The following Section must be completed by the Supplier and included in the Supplier's proposal in respon

se to this RFQ.

Supplier Name

Supplier Address, Telephone No. &

Expected Delivery Time

Supplier's Quotation #

Quotation Date

All Suppliers responding to this RFQ must complete the section below.

Supplier's VAT ITN

Supplier's ITN

Supplier Contact Name

VAT ITN No.: l ITN No.: l Signature
RFQ Terms and Conditions
1 Supplier's response to this RFQ must be sent to R2P via E-mail to the attention of the Requester, as specified above.

Supplier may attach a quotation to this form or may enter prices directly on this form.
If quotation is provided, the Supplier Information Section of this form must be completed and attached as the first page of Supplier's proposal.

2 The quantity specified above is provided as a best estimate only. The R2P reserves the right to order the quantity that it requires.

3 Prices are in Ukrainian Hryvnya quoted DDP R2P Destination as indicated above, as per Incoterms and includes all charges related to

freight, in-transit insurance and unloading the goods at R2P Destination. Title and risks remain with the Supplier until delivery to R2P Destination.

In the event of a discrepancy/error in the total prices indicated above or in the Supplier quotation, the unit price will prevail.

4 VAT and/ot other taxes (Ediniy tax) are applicable but should not be included in the quoted prices.
5 Terms of payment shall be Net 5 days from the receipt of Supplier's invoice by R2P Accounts Payable.
6 Supplier's proposal shall be valid for thirty (30) days from the date of Supplier's submission.
7 Price may or may not be the determining factor in Supplier selection process.

The award may be made to the Supplier(s) whose proposal(s) is (are) determined to be of highest value in terms of quality and price.
8 The R2P reserves the right to request the Supplier(s) to demonstrate that adquate skills, equipment and resources are available

for performance of the services.
9 The R2P reserves the right to request any additional information that it deems necessary in order to make a decision on any proposal.
10 The R2P reserves the right to reject any or all proposals after evaluation.

Rejection of all proposals will mean that the R2P, in its own best interest at this time, has determined not to pursue the acquisition.
11 Supplier who submits a proposal to R2P in response to this RFQ must be licensed and certified as required by the laws of Ukraine.
12 Any resulting purchase shall be subject to R2P Terms and Conditions of Purchase, a copy of which is available by e-mail request.

13 Any proposal not supported by the information requested in the RFQ, or not complying with the RFQ requirements, may not be considered.



Howmep Tenagepy/Tender
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byos nacka, nadatime ceoi 6i0n06i0i wa numanns saznadeni y madauyi / Please submit your responses in the form below

IL.L.G Ta miznuc npeacrasunka nignpuemctsa / Name and signature of the
Representative:

ITeyarka ninnpuemctsa / Stamp of the Company:

Iicna 3anoenenns npoxauns nooamu yei 0okymenm y popmami PDF i ¢ Excel.
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Code of Conduct

RIGHT 0 Charitable Organization “Charitable Fund “Right to Protection”
PROT?CﬂOmﬁ Introduction

standards of ethical and professional conduct. The staff members of R2P are personally and collectively responsible for maintaining these standards. Managers have a
particular responsibility to uphold these standards, to set a good example, and to create a working environment that supports and empowers staff. This Code of Conduct
is intended to serve as an illustrative guide for staff to make ethical decisions in their professional lives, and at times in their private lives. The Code does not have the
force of law. It is simply a guide to the kind of professional and personal behavior which is expected of all staff. However, failure to comply with the Code may amount to ‘
misconduct, if by any action or omission, the staff member has violated a Staff Regulation or Rule, taking into account all the circumstances of the case.
This Code of Conduct is based on international legal standards and on the provision of the Labor Code of Ukraine. ‘
All R2P staff is responsible for encouraging, advocating and promoting the dissemination of the Code of Conduct. They also have a role in implementing, monitoring and
enforcing its standard. Staff is also urged to encourage partners to adhere to these standards and to join R2P staff in upholding them. Managers at all levels have a
special responsibility to support and develop systems that maintain this environment. All R2P staff is obliged to report to managers or to HQ concerns or suspicions
regarding criminal or ethical activities that are in conflict with this Code of Conduct and which may compromise R2P.

Set of principles and its implementation by R2P staff

All R2P staff members shall respect principles listed in this Code of conduct and comply with them in their professional and (preferably) private life. Failure to implement
the principles or violation of this Code of Conduct in the professional life by the R2P staff will be seen as a matter of serious consequence and will result in disciplinary
action up to including dismissal.

All refugees, asylum seekers, stateless persons, internally displaced and other persons of concern shall be treated fairly, with respect and dignity:

behavior or comments by any R2P staff member that degrade a beneficiary or beneficiaries are totally unacceptable, no matter whether the beneficiaries are present or
not

Personal and professional conduct of the R2P staff shall be of the highest standard:

R2P staff shall avoid criticizing partner organizations in public; i
R2P staff shall not implicate R2P in any way by undertaking activities that verge on illegality

R2P staff members shall perform their official duties and conduct their private affairs in a manner that avoids conflicts of interest:

The use of one’s office or position in R2P for personal gain constitutes unacceptable and unprofessional behavior;

R2P staff members shall avoid accepting any honor, decoration, favor, gift or remuneration from clients, beneficiaries and any authorities, especially if it might constitute a
real or apparent attempt to influence our decisions or actions;

The primary professional obligation of a staff member is to devote its capacity fully to the work of R2P. Outside activities shall be compatible with the staff member's
scope of responsibilities at R2P. Therefore, prior authorization must be sought before engaging in any outside activity in order to ensure that there is no conflict of interest
Contribute to building a harmonious workplace based on team spirit, mutual respect and understanding:

All managers and staff shall be responsible for building a teamwork environment. Politeness, respect, tolerance, and moderation shall be the norm:

Good performance is not only about how quickly and efficiently we perform our tasks but also about how well we interact with others. Insulting conduct is inexcusable
even if the colleague who behaves in that manner is otherwise considered by many to be an efficient worker. Team spirit means transparency in decision-making and is
fostered by staff taking a positive and optimistic approach to their work;

There shall be trust and open dialogue between management and other staff. Elected staff representatives in their statutory role should be protected against
discriminatory or prejudicial treatment

R2P’s capacity to ensure the protection of and assistance to refugees and other persons of concern depends on the ability of its staff to uphold and promote the highest ’
I
\

Promote the safety, health and welfare of all R2P staff as a necessary condition for effective and consistent performance:

Although R2P does not fully bear responsibility for the physical safety of its staff, it produces safety and security instructions which shall be strictly observed by the staff;

R2P office and field staff shall demonstrate responsible behavior that minimizes risks for themselves and others, follow instructions relating to security and safety issued

internally by R2P as well as those issued by the relevant state authorities. If staff members have doubts as to whether an instruction threatens their own safety or that of i
others they should first consult their security focal point;

Staff members have, in exceptional circumstances, the right to refrain from executing instructions if the staff member has reasonable grounds to believe that carrying out

specific instructions will expose him/her or others to unnecessary risks. Where there is such a difference in views, staff are advised to put their concern in writing and if ‘
they wish, to consult the higher level supervisor |
R2P staff members shall make responsible use of the information and resources to which they have access by reason of their employment with R2P: |

R2P staff shall not disclose any sensitive or confidential information without authorization. This includes, but is not restricted to, contacts with the media;

Any sensitive, confidential and/or other information obtained as a result of performance of professional activities by the R2P staff members shall not be disclosed to and
distributed between any persons who are not direct supervisors to the particular R2P staff member. Disclosure and/or distribution can only be authorized by the
managerial staff within the R2P structure;

R2P staff shall be careful not to allow private interests to impact on their work duties: in some specific situations (i.e. the situation of emergency) staff might face the
reality of official tasks impacting on “after-hours” personal time. In such a situation managers shall give reasonable guidance, at all times keeping the requirements of the
organization and its staff members’ right to a work/life balance in mind

R2P staff members shall refrain from any involvement in criminal or unethical activities, activities that contravene human rights, or activities that compromise the image
and interests of R2P

No R2P staff member shall engage or support any illegal, exploitative, abusive or unethical activities that violate human dignity or contravene UN resolutions or
international human rights standards;

Sexual exploitation and abuse, constitute acts of serious misconduct and are therefore grounds for disciplinary measures

R2P staff shall refrain from any form of harassment, discrimination, physical or verbal abuse, intimidation or favoritism in the workplace

| understand my rights and responsibilities as an employee of the CF “Right to Protection” under the above listed policies.

Signature

Date
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Dopatok Nel
MonoxxeHHa npo Komiter i3 3akynisenb

OpraHisayis AianbHOCTI Ta NpoBeAeHHA 3ycTpiuei
[aHe nosoxeHHA po3pobneHe 3rigHO 3 AitoYum
YneHn KomiteTy i3 3aKynisesb npusHayatloTb CekpeTtapa
Ynenun KomiteTy i3 3aKynisenb obupatotbes i3 yucna
YneHn KomiteTy MoxyTb ByTi NpUCYTHIMK Ha 3acigaHHAX
PileHHA KomiTeTy BBaKaloTbCA NPaBOMOYHUMM, AKLLO Ha
PiweHHAa, npuitHATi KomiteTom i3 3akynisens, €
YneHn KomiTeTy i3 3aKynisni MOXKyTb BUHECTU CBOIO

2. Lini KomiTerty i3 3aKkynisens
Bu3HayeHHA cTpaTeriit 3akynisens.
MpiopuTtesauia Ta CTPYKTYpyBaHHSA 3aKynisenbHO|
BropsaarysaHHA Ta 3abe3neyerHs y OpraHisauii 3akynisai
3apaui Ta pyHKuil Komitety
3.1. Po3rnapatvt Ta 3aTBepAKyBaTH NNaH i rpadik
3.2. 3abe3neyvyBaTv LOTPMMAHHA BUKOHAHHA MONITUKM
3.3. Po3rnsaaaty Ta 3aTBEPAKYBATU TEHAEPHY
3.4. 3atBepaxKyBaty BiAbip Ta 3any4eHHs npoBaiiaepis
3.5. 3aTBEpAXKYBaTU KpUTEpIi OLiHIOBaHHA Ta MOPIBHAHHA
3.6. MpoBoAUTYM 3yCTpiyi Ta NeperoBopw 3 yyacHMKamu
3.7. 3aTBEepAXKyBaTU OCTATOYHMI CMIMCOK Y4aCHMKIB 3rifHO
|lHwe

Lle MonoxeHHs BUKOHaHe Ha YKpaiHCbKil Ta aHMiACbKil
Po6oua mosa KomiTeTy i3 3aKkynisenb aHrilicbka (abo
Mpotokon sycTpiui KomiTeTy i3 3akyniBenb 0hopMmioeTbCst Ha
Y Bunagky HeBiAHOBip;AOCTi yKﬁé‘l‘HcBKoi Ta aHMINCbKOI

AnnexNel

The Terms of reference of Procurement Committee

Meetings & Proceedings of Procurement Committee
The present Terms of reference have been elaborated in
The members of the Procurement Committee appoint the
The members of the Procurement Committee are elected
The members of the Procurement Committee can be
The decisions, placed into consideration, approved by the
The decisions approved by The Procurement Committee
The members of the Procurement Committee may pass

Objectives of the Procurement Committee
2.1. To outline the procurement strategy.
2.2. To prioritize and structure the procurement Activities
2.3. To putin place, provide and promote “best value for
3. Tasks and functions of the Committee
Review and approve the plan and timetable for the
Ensure compliance with the Procurement Policy (of the
Review and approve tender documentation and terms of
Approve the selection and engagement of professional
Approve bidders’ evaluation criteria and review summaries
Conduct interviews and dialogue sessions with bidders as
Based on the evaluation conducted, review the shortlist of
Miscellaneous

The present Terms of reference are executed in Ukrainian
Working language of the Procurement Committee shall be
The Minutes of the Committee shall be executed in two
4.4.n case of arﬂy'discrép_anc.iés between the Ukrainian



RIGHT (0
PROTECTIO!

ot i MEAR

VENDOR PERFORMANCE EVALUATION FORM

¢ ct o
total avera als 2 or bel articular follow-up action will a artnership with rement i tional (4 stars).

1 - Poor performance, indicates need for possible change

1 - Fair or barcly acceptable performance, expectations not fully met, improvement might be needed and plan is agreed to address gaps

3 - Good performance, v ndica atisfactory perform e, doing job correc meeting e

(scope of work, specifications, etc...)
Please provide evidence of KPls, SLAs

Manag (e.g.: initi , identification and
resolutions of problems, client and service

ori ion including resp time and
friendliness)

Declivery time

Invoicing (e.g.: invoices on time, free of errors)

Price (e.g.: price in accordance with the contract)
Quantity (e.g.:correct quantities, appropriate stock
10 ensure continuify of service)

Quality of work or material
(c.g. packaging / packing if not specified in detail,
quality of personal deployed under a service contract

Overall comments (e.g.: any performance issues you would like to highlight. Please add as much space as needed to provide adequate explanation with a comprehensive narrative)
Not applicable since vendor has been rated to have provided satisfactory performance

| YES\No

ti) l: € Il
Conflict of Interest
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