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Process Input: Annual notification to begin procurement planning
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Pricing Agreement
Process Input: User prepares and submits item/service request form Process Output: Item/service provided to user based on terms in existing pricing agreement
a Prepare RFQ Seek inputs from technical Prepare list of vendors that FOHEi\fniF;;%C'eI'Ziézrr Pausbhc/
[ foE ricin experts, Commercial will participate and forward e (e
© pricing Evaluation Committee, if to University Procurement : o
agreement required Committee for approcal appropriate, excluding check
for budget availability
I
35
& ® Submit
=
2 request for
c @ item or service
w e
=
7}
2
& . If a pricing agreement
2 %2;‘;';;2;2”5:?; exists, create Purchase
o >
g valid pricing agreement Order and forward to
] pricing ag vendor for delivery
£
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RFQ/RFP Preparation and Tendering
Process Input: Finance Officer prepares a Purchase Request for item/service Process Output: Interested vendors visit UAEU, make payments and collect RFP
S
- Draft RFQ/ RFP
§ and forward to
= finance officer
= \
Verify budget availability and
forward to Technical Evaluation If Public Tender, details
Committee or Procurement should be publicly
Committee for approval, as the advertised
5 case may be
5:% » Stop
o If Limited Tender, obtain
§ list of vendors from
s Assign unique RFP requestor
i number and forward to
Procurement
Committee
If value less than or equal
to AED 25,000 obtain
quotations from atleast
three vendors

CilpUnnl) il g 3930 anadi 2

Response Submission and Bid Opening

Process Input: Vendors visit UAEU and Submit complete responses Process Output: Incomplete responses rejected, completed responses forwarded for evaluation
5 Prepare response to
=l RFP and submit the
o same in the tender box
> before the deadline

I

2 |
i N onductinitia
= ominate
€ é assessment of
£ RFQ/RFP representatives proposals and check for Forward complete
S Preparation & to be part ofthe ——* " completeness and responses to Technical
= Tendering Bid Opening compliance with UAEU Evaluation Committee
H Panel i
£
2
3
<
o
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Tender Evaluation

Process Input: Technical responses handed over to Technical Evaluation Committee Process Output: Consolidate final recommendation prepare and approved

Prepare shortlist of
Conduct Technical vendors on the
Evaluation of proposals basis of the
evaluation

Technical Evaluation
Committee

recommiis;zgig: tr:‘:n py— Consolidate Technical &

o Commercial recommendations.
(R [REREIED the financials proposals of the Formulate final recommendation

SlDnlEReD & shortlisted vendors for and seek approval as per

Bid Opening commercial evaluation Authority Matrix

Procurement
Committee

Conduct Commercial
Evaluation of
proposals and
recommend vendors
with justifications

Commercial
Evaluation Committee
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Material Receiving

Process Input: A vendor visits a college/department to deliver the items ordered Process Output: Items are received and added to inventory. Defective items returned

Visits the college/

department identified on the
purchase order to deliver the

items ordered

Vendor

=)
=
23
ST E Check date of delivery, fill Initial If items are not to be
éé § g Receiving form and notify accepted, notify vendor to
=) appropriate parties to conduct collect items and enforce
& 'g inspection (if required) necessary penalty

[=]

g
< £
28 32 Conduct inspection and
SEES g
= E z determine if goods can be
3E2: accepted or not
£8¢8s
0
8
=
28§38 ffems are deemed to be acceptable:
§ £ ':,"g 1. Update Item Receipt form
o £ o 2. Update Inventory records
8 Ed= 3. Send Item Receipt form, copy of
355§ purchase order and invoice to Financial
K Affair Department

3 sall i pa 6.3

Jaal) 6.3.1
uant il ) ALYl A gl peaiiad ) alud) Ciyen Byl il 138 b
cOs el A38y COlas Sad (5 jAl)
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Material Issue

Process Input: A user fills the Item Issue form and submits for approval Process Output: Item issued to the user and inventory updated
@
7} i "
& Fills the !tem Issue form End user signs
= Start and gets it approved from goods receipt form
i immediate supervisor

If item is available then Update inventor
the same is issued to the . records Y
user and approval
receipt is given

Storekeeper/
Designated
UAEU Staff

el b i pall) 6.4
Jaa 6.4.1
LAY 5 G ecileUnill Laa Jalei il 3 gl ol ) w138y

iagll 6.4.2
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Manage Asset Disposal

Process Input: A user fills the Asset Movement form and submits for approval

Process Output: Updation of inventory with the new location details and movement of asset

Finance
Officer

Create list of goods
to be disposed off.

Send list to CPD
for approval and
deciding course of
action

]

CPD/ University Procurement Committee

Announce list of goods to

Goods to be scrapped:
Material Disposal
Committee to coordinate

colleges/ departments and

transfer the selected goods
(if any) to respective
college/ department

with Storekeeper to ensure
disposal

Goods to be traded-in:
Material Disposal

For items no selected,
CPD to undertake further —
action

Committee decide based
on estimated price

Goods to be donated: As
determined to be

Procurement Committee

appropriate by University | |

Goods to be auctioned:
University Procurement

Committee to auction to
UAEU staff or select
Highest-Bid vendor

» stop )
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