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[bookmark: _Toc389727020]Procurement
The Inter Aide Child Health Program is committed to competitive and transparent procurement, while at the same time acknowledging the need to respond to changing community health needs quickly without having delays in the procurement process.
Procurement is the responsibility of the Logistician. 
At the start of each year the Logistician and Office Manager will collect representative quotes from a wide range of suppliers in different categories (stationary, equipment, spare parts, etc). They will also collect information on the range and quality of goods at each store, and the quality of duplicate receipts. This information will be reviewed by the management team in order to select a preferred supplier in each category. Goods will be purchased at the preferred supplier whenever possible. The preferred suppliers will be reviewed at least every 12 months, or more often if necessary.
If the support team requires an item they should inform the Logistician. If the technical team requires an item they should inform the Health Coordinator who informs the Logistician. 
All items to be procured in the following month should be submitted in the monthly budget.
When the item needs to be purchased the Logistician will prepare a Funds Requisition Form (as per the Budgets and Accounting general policy) and submit this to the Program Manager for approval. The Program Manager will then provide cash.
If an item is not available at one of the preferred suppliers then quotations are required as follows (total amount for a group of the same items):
Less than 50,000 MKW - one verbal quotation is required, or the cost from a previous order can be used as an estimate.
50,000 MKW to 100,000 MKW – at least two verbal quotations are required from different suppliers.
Over 100,000 MKW – at least three official quotations are required from different supplies. These must include the letterhead or stamp of the supplier, contact details of the supplier, unit pricing and total pricing for items. If the supplier does not have a standard format the Quotation Form should be used. The quotes must be reviewed by a committee consisting of the Program Manager, Health Coordinator and Logistician to select the most appropriate one. The Logistician must keep all quotations in a file for future reference.
The Logistician will purchase the items and collect valid receipts. In exceptional circumstances this may also be done by the Health Coordinator or the Program Manager. 
As per the Budgets and Accounting general policy, any item exceeding 5% of the expected cost cannot be purchased. In this case a new Funds Requisition Form will need to be prepared and approved.
On returning to the office the Security Department will record the entry of the items into the premises on the Daily Security Form.
The Logistician will provide the items to the Stores Clerk who will record them as IN in the Stores Registry and will mark the order in the Order Form as fulfilled. 
For procurement of fuel see the Fuel section.
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Delivery of items to the field is the responsibility of the Logistician.
If the technical team requires an item to be delivered in the field they should inform the Health Coordinator who then informs the Logistician. 
Each month the Facilitators should complete a Facilitator Order Form listing the supplies that they require for their activities and the date by which they require them. This should be approved by the Health Coordinator and then given to the Logistician and Office Manager, who will arrange for the items to be delivered to the facilitator.
All items to be delivered and their intended recipients must be listed in a Delivery Receipt (duplicates). If a large number of beneficiaries are receiving the same item then the Beneficiary Delivery Receipt should be used.
Only the Office Manager and Logistician are allowed to deliver items in the field. They should deliver the items together with the Health Coordinator when the delivery is to a Health Facility, or with a Facilitator when the delivery is to a community member.
The items must be collected from the stores and the Stores Clerk must record them as OUT in the Stores Registry. 
The items must also be recorded as leaving the premises in the Daily Security Form. 
When the item is delivered to the recipient the recipient must check that the items are in good condition and are the same as listed on the Delivery Receipt. They must then sign both copies of the Delivery Receipt, including writing their phone number in case they need to be contacted for verification. One copy of the Delivery Receipt should stay with the individual receiving the items.
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The Stores Clerk is directly responsible for managing the stores. The Logistician and Office Manager are ultimately responsible.
When the Stores Clerk is on leave the Office Manager is responsible for managing the stores.
The Stores Clerk must keep the stores clean and tidy at all times to avoid damaging items. All entry and exit points to the stores must be clear.
All items must be stored in a store room that is locked. The Stores Clerk is responsible for keeping the keys to the stores at all times during the work day. The stores must always be locked when the Stores Clerk is absent.
Employees should avoid tacking backpacks or large bags into the stores.
If an employee requires an item from the stores it must first be approved by the following people:
Basic office stationary (pens, notepads, etc) – Approval from Stores Clerk.
Urgent spare parts or lubricants for vehicles – Approval from Office Manager or Logistician.
All other items – Approval from team leader.
All items coming IN and OUT of the stores must be recorded on the Stores Registry. The Stores Registry must include the opening balance, date, item, individual who brought it IN or OUT, their signature, and closing balance. The Stores Registry must be kept in good condition in alphabetical order.
If the item is being provided directly to the employee for their use (e.g. shoes, raincoat, bicycle parts, notepads etc) it must also be listed on the Employee Equipment Registry for that individual, which they must sign. The old item to be replaced must be provided and either kept or inspected based on the standard Clothing and Equipment procedure.
A first-in first-out approach must be used to reduce wastage due to expiry of items.
At least every 6 months the Stores Clerk must conduct a full inventory of all items to check the actual number against the number recorded in the Stores Registry.
The Stores Clerk is responsible for identifying items that are low in stock and making orders to ensure that items are always in supply. 
The Stores Clerk is responsible for making sure that blank copies of all forms required by these procedures are always available in the stores.
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The Cleaner is responsible for the cleaning procedure. The Office Manager is ultimately responsible.
Every morning from Monday to Friday the cleaner must:
Clean the toilets
Place toilet paper in the toilets
Place the drophole covers on the toilets
Collect water and place it in the buckets at the office (one in the yard, one on the porch and one next to the toilet)
Add water guard to the drinking water on the porch
Put soap next to each of the buckets
Sweep and mop the office floors
Dust the office
Each item should be checked off on the Cleaning Schedule and once all items are complete the Cleaner should sign the schedule. At least once per week the Office Manager should check the quality of the cleaning and also sign the schedule.
On days when there is a full day meeting at the office the Cleaner must:
Work with the Office Manager to purchase food, wood / charcoal, and collect plates and cups
Wash her hands before preparing food
Prepare refreshments and lunch
Collect dirty plates and cups and wash them
Put the plates and cups back in the stores
The Cleaner is not responsible for cleaning rubbish in the yard. This is the responsibility of the Security Department.
If the Cleaner identifies anything that needs to be purchased in order to keep the office clean then they should notify the Office Manager who should follow the usual Procurement procedure.
When the cleaner is on leave the Security Guard on duty should complete basic cleaning of the office.
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The Security Department Head is directly responsible for the security of the office. The Logistician and Office Manager are ultimately responsible.
There will be one Security Guard on day shift from 7am to 4pm each day. There will be two Security Guards on night shift from 4pm to 7am each night. 
During night shift the two guards should rotate so that one is sleeping and is one is guarding at all times. Both guards should get an equal number of sleeping hours. One bed, mattress, pillow, blanket and mosquito net will be provided for sleeping. If an incident occurs during the night both guards will be held responsible, regardless of which one was sleeping at the time.
A security camera will run at the office from 4pm to 7:30am every day, except during holidays when it will run 24 hours. The Office Manager is responsible for auditing the pictures on the camera and replacing the batteries. In addition, the Office Manager will regularly audit attendance using the timesheet. Any concerns will be reported to the relevant team leader.
Two small catapults (sling shots) and two whistles will be kept in the guard room at all times. The purpose of the catapults is to scare intruders only. They should not be used to deliberately injure people.
Security guards are only responsible for the security of project property. Security guards are not responsible for the security of personal items (including cars, motorbikes and bicycles) left at the office. Employees who leave personal items at the office do so at their own risk. The project will not be responsible for any damage or theft.
The Security Department Head is responsible for preparing the Security Department Schedule each week, submitting it to the Office Manager and displaying it at the office.
When handing over between shifts the oncoming Security Guard(s) should check the premises before taking over.
Security Guards must be at the office at all times when on duty. They must not leave the office at any time, even when there are two security guards on duty or other employees at the office. Security Guards are expected to bring all their food and other items with them at the start of the shift and can cook at the office.
When a Security Guard is on duty they must refuse any request to leave the office by their supervisor or another employee, except in emergencies (e.g. fire, break in etc).
The Office Manager is responsible for keeping the office keys. When the Office Manager arrives at the office he/she will provide the keys to the Security Guard for them to unlock the office. 
When the Office Manager leaves he/she will provide the keys to the Security Guards for them to lock the office. The Security Guards are responsible for ensuring that all windows and doors and closed and locked properly. Once everything is locked the Security Guard will give the keys back to the Office Manager.
The Security Guards must record details of all program vehicles leaving and entering the premises on the Daily Security Form, including the vehicle license plate, starting and finishing mileage, program items carried, and signature of the security guard.
The Security Guards must stop all visitors at the entrance to the premises and ask them to complete the Visitors Book, including date, time, mode of transport (including walking), license plate, name, purpose of visit, phone number and signature. The Security Guards must also record the time the individual existed the premises.  
Once a visitor has completed the Visitors Book the Security Guard should notify the individual they want to visit. That individual should come to see them outside the office to confirm they are an official visitor before inviting them in. 
If a group of visitors arrives only one of them should be allowed in initially. If the individual they are visiting confirms that they are coming on official business then the Security Guard may allow the group to come in.
The Daily Security Form and Visitors Book must be submitted to the Logistician each month.
The fire extinguisher is stored in the yard and the Security Department is responsible for using it during a fire. The Security Guard(s) are also responsible for opening and using the First Aid Kit.
The Security Guards are responsible for gardening, maintenance of the fence, slushing, sweeping, picking up rubbish on the premises, and burning rubbish.
[bookmark: _Toc389727025]Vehicle Maintenance
The Logistician is responsible for vehicle maintenance. 
Before selecting a mechanic they will be required to do an assessment and provide a quote. The regular procurement procedures will be followed and comparative quotes will be sourced if necessary. 
Cars will be serviced every 7500km. This should include changing the air cleaner, diesel filter, oil filter, and engine oil if necessary.
Motorbikes will be serviced every 3000km. This should include changing the engine oil, piston kit and plug if necessary.
When a car or motorbike breaks down the following procedure should be followed:
The driver should inform the Logistician who should approve for them to go directly to the mechanic. If the vehicle cannot move the Logistician should ask the mechanic to go to the field, or organize to pick up or tow the vehicle. Once the logistics have been arranged the Logistician should inform the Program Manager.
The driver should give a detailed explanation of the problem to the mechanic. The mechanic should inspect the vehicle and write a list of the spares that need to be used.
The driver should bring the list of spares to the Stores Clerk. If the spare is not available it should be procured following the standard Procurement procedure. 
Delivering the spares to the mechanic should follow the standard Delivering Items to the Field procedure. The mechanic should return the old spare, which should be delivered to the stores and recorded in the Stores Registry by the Stores Clerk.
The mechanic should record the details of all services and maintenance in the Vehicle Maintenance Log Book including the date, name of mechanic, services provided, spares used, grease, oil and fuel used, signature, and the date / mileage of the next service. All old spares must be returned to the stores. 
Old spares can be disposed of through an auction or by donating them to a good cause. Records must be kept of how they were disposed.
The Stores Clerk is responsible for keeping the Vehicle Maintenance Log Books and ensuring they are updated by the mechanic each time that a service or maintenance is performed.
Maintenance for facilitator bicycles will be according to the following procedures:
Facilitators receive a 2500 MKW allowance per month to cover the cost maintenance, as per the Allowances general policy. They are responsible for keeping their bicycle well maintained.
The project will also supply the following bicycle parts once per year: 1 pair of tires (including tubes), 1 pair of gear selectors, simplex (front and rear), and crank. A facilitator may only take a part when it is required, after returning the old part. If a facilitator requires any of these parts more than once per year they must pay for the item using their allowance.
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The Stores Clerk is directly responsible for controlling the fuel store. The Logistician is ultimately responsible.
The car should be filled with diesel at the filling station. The motorbikes should be filled with petrol from the fuel store at the office.
At least two people (Logistician and Office Manager or Stores Clerk) must go together to purchase fuel. This should be done at the preferred filling station (Mitundu filling station) whenever possible. 
All fuel coming IN and OUT of the fuel store must be recorded immediately in Fuel Registry by the Stores Clerk. The Fuel Registry must include the opening balance, date, vehicle license plate, mileage, drum number, individual who brought it IN or OUT, their signature, the signature of the Stores Clerk, and the closing balance. 
When receiving a fuel delivery the Office Manager should measure the amount delivered using the dipstick, or in a marked container, in the presence of the person who delivered it and the security guard, and compare it to the receipt provided. The Security Department should then record the fuel coming into the premises on the Daily Security Form and the Stores Clerk should record it in the Fuel Registry.
When providing fuel to a driver the Stores Clerk must use the demarcated bucket to measure the correct amount. The driver must be present when it is put into the vehicle to confirm the correct amount was provided. They must record this in the Vehicle Log Book.
All drums should be numbered. One drum should be used until empty before the next drum is started.
The Office Manager should report leakage of any drum or pump immediately to the Logistician and Program Manager.
Only 200L of petrol (one month’s supply) should be stored at one time to avoid evaporation and degradation of the petrol. The Stores Clerk should place a new order when there is 50L of petrol remaining. 
In general, diesel should not be stored at the office unless there is a fuel shortage. It can be stored for up to 2 years without degradation.
Drums should always be empty when going to the filling station to be refilled.
The following safety precautions should be followed when storing and handling fuel:
The fuel storage room must have ventilation and should be free from any non-fuel supplies.
The fuel storage room should not have a light, or any other sources of ignition. There must not be any smoking or cooking within 10 meters of the fuel storage room.
Diesel and petrol should be kept in separate color coded drums.
A bucket of sand and a fire extinguisher should be easily accessible at all times.
If there is a fuel spill, cover it with sand to soak it up and then bury the sand in a garbage pit away from houses and vegetation.
If there is a fire, both the sand and fire extinguisher can be used to put it out.
Any person who handles fuel regularly should wear gloves and closed shoes when pumping fuel.
[bookmark: _GoBack]Drums should always be closed tightly to avoid evaporation. If they have not been opened for 2 days the Stores Clerk must open and close them for a few seconds to release the pressure build up and reduce the risk of explosion.
Drums must be made of metal, not plastic. Plastic can cause static electricity build up which can ignite the fuel.
Pump the petrol first (motorbikes) and then the diesel (car). When you are pumping in this order the pump and bucket do not need to be cleaned in between. If diesel is pumped followed by petrol then the pump and bucket must be cleaned in between because the diesel can degrade the petrol.
When filling a vehicle, first pump the fuel into the demarcated bucket and then take it outside to fill the vehicle. Do not fill the vehicle in the fuel room. Ensure the vehicle is turned off before filling.
A calibrated dipstick with water-testing paste will be kept by the Stores Clerk for checking the balance of fuel. The fuel balance will be checked during the weekly audit.
The fuel usage recorded in the Fuel Registry should match the fuel recorded in the Vehicle Log Books. This will be checked during the weekly audit.
The Stores Clerk is responsible for completing the Fuel Consumption Report for every vehicle each month. Fuel consumption should be completed as follows:
Record the mileage from the Vehicle Log Books and cross check it against the Daily Security Form.
Record the fuel from the Vehicle Log Books and cross check it against the Fuel Registry.
Calculate the number of km travelled per L.
If the fuel consumption is significantly below the following cutoff points then an investigation must be made to determine the cause.
	Type
	Make
	Registration
	km/L

	Motorbike
	Yamaha AG100
	ZA7261
	25

	Motorbike
	Yamaha DT175
	BP7982
	17

	Motorbike
	Yamaha DT175
	LL929
	21

	Motorbike
	Yamaha DT125
	BS7338
	21

	Car
	Nissan Pathfinder
	NA3165
	13
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