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I. INTRODUCTION
Open and fair competition are the foundations for a good procurement practice. IDM requires its staff to undertake product procurement (supply and services) through respecting procurement principles and implementation of the structured tendering procedures, in accordance with the guidelines outlined in this manual. Certain philosophies such as conflict of interest and code of ethics oversee the procurement process, regardless of its size. This document, provides the rules on the competition, procurement, and purchase from IDM, for the contracts to be executed and terms for the completion while fulfilling the conditions, values, and principles set here below. Competition policy encourages companies to offer goods and services on the most favorable terms. It encourages efficiency and innovation and reduces prices. To be effective, competition requires companies to act independently of each other, and subject to the pressure exerted by their competitors. It aims to prevent abuse with anti-competitive practices. Procurement defines the purchase and supply of goods, works, and services through the contract executed by IDM with the contracting entity, chosen by IDM.
i.	Scope of the Document
· To improve efficiency and efficacity in the procurement and competition procedures;
· To secure making good use of funds from the donors, and grants and minimize the expenses;
· To encourage participation of economic entities and competition between them;
· To secure a fair and nondiscriminatory treatment for the participators in the procurement procedures;
· To secure integrity, trust, and transparency in the procedures.  
ii.	Procurement and Purchase Principles  
· The best monetary value is the main principle and includes bid selection, representing the best balance of quality and price for the organization's requirements.
· The principle of honesty is related to the equal treatment of suppliers. Honesty and fair competition are at the core of an organization's procurement process.
· The principle of integrity includes the organization's values and ethics in its activity.
· The principle of fair competition. IDM shall not avoid the use of procurement to artificially narrow the competition, in providing competition rules that are directed to a specific entity. 
· Principle of accountability, assumption of responsibilities and commitments: delivery of products on time, price, and quality.
· The principle of transparency, which includes being open to stakeholders interested in the procurement process and in accordance with the established rules.
· The highest interest of the organization. According to this principle, the organization's interest is paramount. Organization and procurement unit representatives should avoid using the duty for purposes that are not legally based or are not motivated by any organization's interest.
· Green procurement: As part of the commitment to environmental conservation and sustainable management of natural resources, IDM promotes and implements green procurement.
· Lawful social and labor. When applying the policy, IDM shall apply the international conventions, the Constitution, and legislation in force with regards to social values and labor.

II. NON-OBLIGATORY PROCUREMENT
Procurement and Purchase Procedure is not obligatory, and will not be applied for:
a. purchase of real state/immovable property;
b. employment contracts and agreements;
c. notarial services or services which are obtained by an administrative entity;
d. services being performed by experts as per a court order or statement of obligatory application;
e. bailiff services or legal services which are related to the official duty;
f. postal services, related to the acceptance, processing, transport, and delivery of national mail;
g. fuel supply;
h. electricity and water supply facilities;
i. leasing procedures, based on predefined contract conditions of the lessor.
· For any justified reasons, i.e. due to an emergency or if there is a lack of time, upon written approval of the Executive Director, Program Manager & Finance Director. In any case a written statement of approval from the Executive Director.
· It is in any case not applicable to the large value purchases as specified in this document;
· A request of the donator for a certain operator for the scope of a contract is administered.

III. GENERAL PROCUREMENT RULES
i. Conflict of Interest 
IDM staff will act in good faith in the exercise of their responsibilities to IDM Organization and will exercise particular care in avoiding any damage that may be caused to IDM Organization, in the event of a conflict situation of interest between their interests and those of the Organization. 
a. General conditions  
A person (organization staff) will be considered to have a conflict of interest when he/she or each of his/her family members or associates is in the following conditions: 
· There is an existing or potential financial or other interest, that harms or appears to be likely to impair independence to judge of the individual in exercising his or her responsibilities to the Organization;
· May benefit materially, financially or otherwise through the use of Confidential Information of the Organization;
· It is a director, employee, member, partner, or trusted beneficiary
· There is a financial interest that allows it, acting alone or in cooperation with others, to exercise control or influence the beneficiary's policies; or
· Has any material association (e.g. business ownership, shareholding, or is a member of the organization) with the beneficiary.
Family members (staff of the organization) include her / his spouse, parents, siblings, children, and other relatives. Collaborators include any person, organization, or enterprise in which the individual or any of his or her family members is employed or has a material association.
If a person believes that he or she has a conflict of interest, he or she must declare it to the IDM Executive Director or the Finance Director and stop his participation in decision-making on issues affecting the conflict of interest until the conflict is resolved.
Conflict of interest situation is not in itself a matter of concern but its non-disclosure (being a part of a transaction, etc.) constitutes a violation of the Organization's policies and will result in the application of sanctions against a person who does not declare, which may go to, termination of the employment relationship.
b. Special conditions  
Any person participating in the preparation of a Request for Offer (RfO), or setting up the special conditions for the offerors, will not participate in the offer evaluation procedure and the Procurement Committee established for that procurement procedure. 
ii. Ethics Rules
· Procurement decisions are taken with integrity and objectivity, separated from any consideration or personal benefit.
· Employees of IDM Organization should not seek or accept, directly or indirectly, any gift, honor, favor, loan, or anything of any monetary value, from anyone who has a business relationship with the Organization (served meals during business meetings or small commercial items that do not exceed $ 10 are not considered gifts).
· Purchasing transactions are undertaken professionally.
· All Qualified Goods Providers / Service Providers / Distributors are given equal opportunity to compete in meeting the Organization's needs.
· No provider of goods and services/sellers is unjustly disqualified.
· Purchase decisions are made based on reasonable estimates of quality, service, competitive pricing, and technical qualifications. 
· Make efforts to maintain positive and professional relations with the providers of goods and services.
· Contractual relations are conducted in good faith and disputes will be solved impartially.
· The providers of goods and services/dealers who enter into contractual relations with IDM will impose standards that promote good ethical practice and business (Code of Conduct for Suppliers- Annex no.1)


IV. SPECIAL PROCUREMENT RULES

i. Classification as per Value 
· Large value purchases
a. Contract value over 20,000 euros;
b. Contract value, which may be minor than the above, but which is based on special procurement procedures requested by the donor;
c. Procurement is directed to foreign or international operators.
· Minor value purchases
a. Contract value up to 20,000 euros;
b. Contract for the scope of office supplies, fuel, maintenance, repairs, etc.
· Direct contracting and bonus points
a. Independently of the value, if IDM is a contractor of successful, optimal, and good completion, the database of operators, will serve as a reference for a certain project, or for the following contract of the same project; or
b. IDM will appoint a bonus % of points in the estimation process, to the successful operator of a contract, participating in the bid.
c. The above shall be only applicable through prior assessment and always avoiding the monopoly. 
ii. Notification Procedures as per Value 
· Large value purchases, and open procurement procedures provided in this document will be applied;
· For international bids, the open procurement procedures and notification for tender will be published on the organization's website, and social media;
· In minor value procedures, the notification will be applied in the company webpage.
a. Independently of the value, if IDM is a contractor of successful, optimal, and good completion, the database of operators, will serve as a reference for a certain project, or for the following contract of the same project; or
b. IDM will provide a bonus % to the successful operator, participating in the bid.


V. PROCUREMENT PHASES
The procurement process in the organization goes through 4 phases:
i) procurement planning; 
ii) research on market procurement; 
iii) drafting the procurement plan, and 
iv) the tendering process.
Procurement stages include respectively the following:
Phase I: Procurement Planning
This phase initiates, at the beginning of each calendar year, identifying the needs of each Program /department in the organization within the projects it implements. The Program Manager, after consulting with its staff, identifies the purchase needs (goods and services) by accompanying the relevant reasoning and takes into consideration the following:
a. The project needs to justify them and assess what is available / inventory of the organization.
b. Specify the period when procurement is necessary.
c. Future Needs Assessment.
Phase II: Source / Research on Procurement- Market Survey
The second phase follows the identification of goods/services through suppliers taking into consideration the following:
a. Quality and duration of delivery.
b. The availability of goods and the possibility of maintenance (if required)
c. Safety provided by the supplier; past performance and the provision of appropriate guarantees.
d. Production capacity and cost.
This phase is implemented by the Program Manager, PCO, and in coordination with the FAM of the organization.
Phase III: Drafting the Procurement Plan
This stage involves the design of a calendar of activities for a tendering procedure, the deadlines for submitting the required products, and the performance evaluation of the supplier. At this stage, is considered the following:
a. Procurement requests have not changed.
b. No changes or fluctuations in market prices (inflation, deflation).
c. There is competition among suppliers.
Also, at this stage are evidenced and listed the risks that affect the procurement process which may include but not only the following:
a. technical specifications are not understandable by suppliers due to lack of clarity in their formulation;
b. The manner or scheme of performance appraisal of suppliers does not provide an opportunity to fulfill procurement requirements by the suppliers.
Listing of risks is done according to a process of their evaluation taking into account the effect/impact they bring in the event they appear as well as the possibility of their occurrence. This stage is implemented by the program manager, PCO, and coordinating with the FAM.
Phase IV: Tender Process 
Depending on the procurement needs of each project, a general overview of the selection process for preferential bidders for the purchase of goods and services is carried out. Depending on the estimated financial value for goods and services we select the type of procurement procedure: open or direct. In this context, the role and responsibilities for any kind of procurement, as well as the Procurement Committee, the leading persons in the organization, or the particular structures of the organization, are determined. At this stage, there is also mentioned the types of procurement documents selected. This stage is implemented by the program manager, FAM and in coordination with the organization's Executive Director.  
VI. PURCHASE AND PROCUREMENT PROCEDURES

1. The staff of a program in the organization, identifies the need for goods or services within a project. The staff will therefore prepare a Request for Offer (RfO) (as per Annex 2) and Terms of Reference (ToR), and submit it to the Program Manager. Upon approval of the Program Manager, the request is finalized by the Finance Department. Finance staff will evaluate the RfO in accordance with the availability of financial resources as per budget forecasts and the PCO verifies the fulfillment of technical specifications for the bid with the program staff responsible, if applicable. Therefore, Finance department will release to the Executive Director for approval the RfO for the project. ToR’s and RfO will be approved by the respective program manager.
2. In case of purchase of one product or more (goods and services) falling under Chapter II of this document, the purchase will be carried out without approval or without filling out the RfO, and reimbursement will be made upon presentation of the relevant invoice upon approval of the respective Manager.
3. Direct procurement is only carried out in case of emergency product purchases (goods and services) and supported on a rational basis prepared by the requesting staff for exclusive bidders. This process follows in accordance with this procedure: the staff implementing the respective project submits a Request for Offer (RFO) and rationale to the Manager of the respective program. After approval by the Manager, the request is finalized by FAM. 
4. Any procurement over 2,500 euros must be competitively bid through either a price quote or a request for proposal.  At least three prospective vendors must be solicited, and at least two quotes/proposals received. Responsible for the implementation of this procedure are the project manager, program manager and the procurement officer. This process follows this procedure: the staff implementing the respective project submits a Request for Offer (RfO) to the Manager of the respective program. After approval by the Manager, the request is finalized by the FAM. The FAM evaluates the RfO in accordance with the availability of financial resources as per the budget forecast and verifies the fulfillment of technical specifications for the bid. For more information, FAM is addressed to the program's staff responsible. FAM with the approval of the Executive Director realizes the purchase of the product / s.
5. The product/s (goods or services) over 20,000 Euro that fall under the large bid terms and international bids, a procurement procedure will be held in terms of price and quality. Responsible for this procedure will be the procurement officer in the organization. The process is initiated by the staff of the program where the project is being implemented, with the drafting of technical specifications (reference terms) for the required products/services. The procurement officer will continue to complete the documentation (Tender Procedures Form Annex No. 3) to secure the bids. The open tender procedure is published on the website of the organization, social media, and in the international online press if applicable. The procedure will be considered regular, in case at least three bids are submitted. For the process of evaluation of the offers, a Procurement Committee (PC), will be established, consisting of at least three members: Project Manager or Project coordinator and Project assistant and one finance staff (not FAM). In the case of international procurement, the Procurement Committee will consist of three members: Project Manager or Project Coordinator, one finance staff (not FAM), and an external expert according to the nature of the bidding. This commission evaluates the checklist, and technical specifications in accordance with the terms of reference drafted by the relevant staff, as well as the lowest-priced financial offer. After evaluation under these criteria, PC announces the winning bid. The procurement and contract officer compiles the relevant purchase contract and the purchase order form with the winning bidder and, with the Executive Director's approval, realizes the purchase of the product /s/services.
6. The evaluation will be based on points assigned for each tender requirement and the bidder accumulating the highest points in the assessment procedure, will be awarded the project. A successful contract bidder will be considered the entity or the individual meeting at least the terms of the project concerning quality, quantity, time, and overall skills achieved in the contract completion. 
7. If the products required to be purchased are already in the organization's inventory, the product (s) will be submitted by the Finance Department at the respective location. The product recipient will sign a duplicate acceptance paper (Annex no.7) and return a copy to FAM for inventory adjustments.

VII ANNEXES
ANNEX No. 1: CODE OF CONDUCT FOR ORGANIZATION SUPPLIERS
The Institute for Democracy and Mediation (DM) is committed in ensuring the transparency, impartiality and accountability of its procurement practices and maintaining high standards of integrity and honesty. This document sets our expectations on suppliers, and their supplier network, on delivering products and services to the organization. Suppliers are advised together with their subcontractors, to familiarize themselves with the Code of Conduct in order to ensure better cooperation with the organization.
IDM expects its suppliers to:
1. Improve quality
a. To actively try to demonstrate and improve results, as well as to reduce costs through long-term agreements and / or purchasing orders.
b. To set fair and appropriate prices that reflect requirements and risks.
c. To continuously seek improvement in waste reduction and increase efficiency in their organization and their supply chain.
d. Get honest but not exaggerated figures.
2. Behave with professionalism and integrity
a. Be honest and realistic about their capabilities and capabilities during bidding.
b. IDM expects its suppliers to encourage and work with their suppliers and subcontractors to ensure they also try to meet the Code of Conduct criteria and be ready to demonstrate this when asked.
c. Cooperate in order to build professional business relationships, also including the organization's staff. 
3. Be responsible
a. Apply prices that justify payments through outcomes, and reflect a more balanced performance risk split.
b. To be responsible for their service and role, including honesty when things do not go right, in order to take lessons.
4. Support IDM
a. Focus on local capacity building by seeking forms to develop local markets and institutions, as well as avoiding the use of exclusive restrictive agreements.
b. Distribute and transfer novelties and knowledge on good practices in order to maximize the overall impact of development.
c. Understand the challenging environment in which we work, and take measures to manage uncertainty and change in a form that protects the investment. 
5. Apply International Labor Conventions
a. IDM expects its suppliers, as well as their subcontractors, to implement the International Labor Conventions.
b. To stop any form of compulsory and non-voluntary work.
c. IDM expects its suppliers not to hire: (!) Children under 14 or even those over that age should be allowed under Albanian legislation, and (!!) persons under 18 who may have their health, safety at risk, moral by nature, or the circumstances of the work to be carried out can be endangered.
d. IDM does not tolerate any form of discrimination on grounds of race, color, religion, gender, ethnicity, age, or physical disability during the employment process.
e. State legislation should be respected in terms of wages, working hours, freedom of association, and the right to organize and negotiate collectively.
f. IDM expects its suppliers to support and respect human rights protection and to ensure that they do not become a party to their abuse.
g. IDM expects its suppliers to ensure that their work environment is safe and healthy. 
6. Have strong environmental policies
a. IDM expects its suppliers to have effective environmental policies that are in line with existing environmental protection regulations and legislation.
b. Suppliers should undertake initiatives that promote greater environmental responsibility and encourage the use of pro-environmental technologies.
c. Whenever possible, suppliers must use a licensed quality management system. 
7. Anti-Corruption and Bribes 
a. IDM expects its suppliers to adhere to the highest standards of moral and ethical behavior against the phenomenon of extortion, fraud, and bribery.
b. Find out whenever conflicts of interest arise.
c. To apply zero tolerance to corruption and fraud, through high-quality management.


Supplier Name


Name and Title of the Supplier’s Representative


Signature	        					Date






















ANNEX No. 2: MODEL OF REQUEST FOR OFFER (RFO) 


REQUEST FOR OFFER 


Subject: 	 “Request for offer” with the subject “XXXXXXXX” for IDM, a non-governmental organization 



Within the XXXXX project for carrying out the XXXXX activity  


Description:
XXXXXXX are needed with these specifications: 




Project Manager ____________________

Program Manager______________________

Finance and Administration Manager ______________________








ANNEX No.3: TENDER PROCEDURE FORM (RFP)
Tiranë, ___/ ___/ ______
BID REQUEST
Subject: 	There is requested an offer to participate in the open tender procedure "Bid Request" with the object "_______" for the non-governmental organization IDM 
You are invited to submit your offer in sealed envelopes with the title "__________" at our organization's office/e-mail address until _______, at 17:00.
Institute for Democracy and Mediation (IDM) is a non-profit organization, which offers expertise, policy analysis, applied research, and capacity building for key social actors to promote reforms and engagement in policy processes based on evidence.
IDM’s mission is to advance social capacities and generate and share knowledge, skills, and expertise for a comprehensive and alternative evidence-based policy-making to strengthen democracy and sustainable development.
Bid Submission Address:
______________________, Tirana - www.idmalbania.org 
Description of service required:
IDM is interested in contracting a subject with __________.
All interested subjects who meet the criteria and conditions are invited to submit their proposal in sealed envelopes.
1. Be registered with the NCB
2. To ________
3. Location: Tirana
Offers must be submitted to the system with the "envelope" or electronically to the e-mail address: procurement@idmalbania.org
In the envelope, you must enter all the documentation listed below:
a. Extract on the subject's history issued by the National Registration Center.
b. ANNEX X Technical specifications of the requested service.
c. The bidder's financial proposal (ANNEX Y) should be in Albanian Lek, should include the prices for the listed service.
d. The above prices should include all other costs associated with the provision of Services.
e. The unit price in the financial proposal should specify that VAT is included.
f. The proposed prices must be valid for the entire duration of the contract.
g. The Code of Conduct of Organization ANNEX 1 (signed and stamped).
Financial proposal:
The envelope must bear the inscription "Offer for ___________"
Cases of non-delivery of a document or fake and incorrect documents are considered as conditions for disqualification.
For any questions or clarifications, you can write to us by e-mail: procurement@idmalbania.org
Any answer to the questions that will be made by the entities that participate in the tender will be notified to all the participants in the tender.
Bidding evaluation takes place with the PASS-FAIL system
All bidders will be assessed if the specifications are met. The following table will be used for technical specifications. Only those bids that pass the technical assessment will be evaluated for their prices.
The lowest price in relation to the technical specifications will be the decisive criterion for the winner.
TABLE OF TECHNICAL EVALUATION OF OFFERS
	Provider
	Specifics
	Documentation
	Available
	Pass
	Fail

	Provider #1
	
	
	
	
	

	Provider #2
	
	
	
	
	

	Provider #3	
	
	
	
	
	


1 Weak; 2 – Acceptable; 3 – Very Good
Example: Table 1
CONDITIONS OF CONTRACT
1. Contract duration: From the date of signing the contract to xxx with the right of renewal.
2. If all the criteria are not met, the candidate will not qualify and will continue with the next ranked candidate.
3. 100% payment will be made after the purchase of XXXX receipt, via Bank transfer to the account number of the Provider or Cash.
4. In his bid, the bidder must submit the full contact details of the contact person.
5. The subject must guarantee service with quality.




TECHNICAL SPECIFICATIONS REQUIRED 
	No.
	Description of the item
	Unit
	Amount
	Price

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	




ENTER YOUR OFFER!






ANNEX No. 4: CHECKLIST FOR VALUE TENDERING PROCEDURE LARGE VALUE (ITB)
	Administrative Criteria:
	Yes 
	No 
	Comments

	1. The proposal is submitted within the deadline.
	
	
	

	2. The application forms published in the guidelines for this call for proposals have been used.
	
	
	

	3. The proposal is typed and in English.
	
	
	

	4. One original and one copy of the documents is included.
	
	
	

	5. A USB containing the same information as the written application is included if this is a donor requirement.
	
	
	

	Eligibility Criteria:
	Yes 
	No 
	Comments

	1. Applicants’ eligibility:
· The proposal is submitted by an eligible applicant. 
· Court decision/registration is provided for the lead applicant and co-applicants (copy).
· Statute of the organization is provided for the lead applicant and co-applicants (copy).
· Legal Entity Form is provided for the lead applicant and co-applicants (original). 
· Financial Identification Form is provided for the lead applicant and co-applicants (original).
· Tax Office registration (NIPT) is provided for the lead applicant and co-applicants (copy).
· Latest financial statement of the lead applicant (copy) (For organizations with more than 1 year of activity).
· Document issued by the Court and the Prosecution certifying that the CSO has no pending cases - for the lead applicant and co-applicants.
	
	
	

	2. Location: The lead applicant and co-applicants are located and/or acting in the project’s target municipalities/ regions.
	
	
	

	3. Co-financing Fund: The applicant has included a minimum of 5% of the total project cost as its own contribution. 
	
	
	

	4. Range of project budget: 
The total project budget is above 20,000 euros.
	
	
	

	5. Project duration:
	
	
	




















ANNEX No. 7: MODEL OF HANDOVER REPORT 
					
					     
HANDOVER REPORT



 This is to confirm the receiving of____________ (equipment, supply, etc.) from __________ (supplier).




Delivered by:						         	Received by:
 
_______________                                                                                    ______________
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