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1.0 Definition and Acronyms
	RFP :  Request for Proposal: 

	Suppliers are asked to prepare and submit a proposal to include but not limited to factors such as pricing, design and specification, logistics, methodology and implementation plan. 

	  RFQ : Request for Quotation
	A document requesting price for specific goods or services from suppliers. This is employed usually for items that can be expressed in terms of price per unit. 

	LPO
	Local Purchase Order

	Best Value  
	The best mix of price, quality, specification compliance, terms and conditions and reputation as they apply to a particular purchase. 

	Procurement 
	A supply, services or construction contract. 

	Supplier or Vendor 
	Company or individual providing goods or services 

	Selection criteria 
	Attributes of the best value quotation (i.e. price, quality, specification, experience etc)

	Bid 
	Suppliers response to a RFP or RFQ 

	FCMB PFA
	FCMB Pensions Limited

	PFA
	Pension Fund Administrator

	HOD
	Head of Department

	ED
	Executive Director

	IT & System
	Information Technology & Systems

	FINCON  
	Financial Control & Strategy Department

	MD&CEO  
	Managing Director & Chief Executive Officer




2. 0      Introduction
2.1.      The Policy recognizes that sound procurement policies and practices are part of the essential elements   of good Corporate Governance. Good procurement practices reduce costs; poor practices lead to waste and delays and are often the cause of corruption and inefficiency.
	  This document specifies the standard procedure for the procurement of goods and services  in FCMB Pensions Ltd.  
3.0	Purpose
This Policy seeks to achieve the following: 
3.1 	 Value for Money: An efficient procurement process assists in securing value for money. Value may imply more than just price, quality, time, relationship etc but effectiveness and efficiency. The ultimate purpose of sound procurement process is to obtain maximum value for money. 
3.2	  Efficiency: The Policy seeks to make procurement simple and swift, while producing positive results. 
3.3	Fairness: Our procurement process aims to be impartial, consistent, and therefore reliable. The Policy offers all interested contractors, suppliers and consultants a level playing field on which to compete and expands the options and opportunities available to the Company.
3.4	  Transparency: We aim to establish and maintain rules and procedures that are accessible and unambiguous. 
3.5   Accountability and Ethical Standard: Our Procurement Policy holds its practitioners responsible for enforcing and obeying the rules. It makes them subject to challenge and liable to sanction for infractions.
The Procurement Policy and Procedures contained in this document have therefore been designed to promote fairness and equal treatment.


4.0       Scope:
This Procurement Policy applies to all FCMB Pension staff, managers, directors, and officers as well as any agent(s) seeking to acquire, acquiring and/or managing ongoing contractual relationships for the provision of services and/or goods to or on behalf of FCMB PFA. It is not a box-ticking exercise, but rather implies careful consideration at all stages of the procurement process, including before and after. Adhering to this Policy is mandatory; violations may result in disciplinary action.
This policy covers all processes including but not limited to all that is stated therein. These include:
4.1 Capital Items: A capital item for the purpose of this policy, is taken as any asset whose total cost of acquisition is worth N50,000.00 (both in bits and aggregate) and above and it’s not perishable.
4.2 Operating Items: Operating items herein refers items that aid the day-to-day running of the company. They are either semi-fixed or revolving in nature e.g, printing and stationeries, computer consumables, office and administrative consumables etc
4.3 Marketing expenses: These are expenses necessary for prosecuting business development activities. This includes RSA acquisition expenses, Business related gift items, Public Relations, sponsorship of business related events, business lunch and dinners etc
4.4 Office and Administrative expenses: these are expenses that aid the smooth conduct of the business/office environment. This includes repairs and services, security and sanitation, hotel and accommodation for consultants and service providers, lunch and beverages etc.



5.0	Rules of General Application:
It is FCMB Pensions Limited’s desire to manage its cost, obtain the right value at the right price, maintain fairness and transparency, as well as, define and clearly outline the process for acquisition of assets and services.
[bookmark: page4]              Consequently, the organization will adopt the following general rules and standards:
5.1 All intending Contractors, Consultants, Suppliers and Vendors shall register with the Company. 
5.2 The Company shall maintain a list of selected Contractors, Consultants, Suppliers and Vendors after subjecting them to the approved selection process.
5.3         Where the manufacturer or main supplier cannot be reached and there are known Agents or Distributors, Profoma Invoice from at least three (3) of the agents/Vendors on the FCMB Pension’s registered Vendors/Suppliers list should be obtained.
5.4 Such Distributors/Agents/Manufacturers are, where applicable, to provide after     installation services, after sales maintenance and supply of spares where needed.
5.5 All consumables except where necessary (stationeries, computer consumables, and office consumables) shall as much as possible be procured in bulk to maximize quantity, enjoy discounts and reduce other attendant cost, except where there is high level of obsolency.
5.6 Internal control shall conduct market surveys from time to time and shall develop and maintain a data base of market prices of goods (supplies) and services.
5.7 As much as possible, contracts shall be negotiated and awarded to the lowest bidder evaluated without prejudice to quality. Where this is not feasible, then the next best price would be considered.
5.8 All procurement contracts shall specify terms and conditions which typically will include quantity, quality, delivery time, breach and remedies as may be specific for each transaction.
5.9 All procurement contracts shall contain warranties for durability of goods, demonstrate           
requisite skills in service provision and ensure the use of genuine materials and inputs in    execution.
5.10 Procurement should be done in a manner that encourages competition among various Vendors so as to prevent over-concentration on a single Vendor/Supplier/Agent.
5.11 Any supplier or contractor or service provider that contravenes the terms of agreement stated in the letter of award of contract for supply of goods or services may be blacklisted.
5.12 Internal Control shall maintain a list of all organizations that have been blacklisted.
5.13 Approval threshold shall be as stated in the Company’s Accounting Manual.
5.14 Contract mobilization fee shall not be more than 50% of the contract sum, except where except where absolutely necessary and such shall be approved by the MD&CEO. 

5.15 All contracts that require regulatory approval shall be subjected to such process as stipulated by the regulator from time to time.

5.16 Before a capital expenditure is carried out it must be contained in the current year’s approved budget. Where there is need for procurement of an asset which originally is not in the approved budget or where the cost exceeds what was approved, a proposal shall be prepared for the Board’s approval, before such procurement is made. Where this is not possible because of operational reasons, the Board’s approval must be sought at its next meeting.



6.0  Responsibilities:
6.1. User Department: Responsible for detailed specification of item or service required, justification and recommendation by respective HODs. Concurrence by the respective ED and approval by the MD&CEO.

6.2. Corporate Resources:  Responsible for execution of all approved procurement request and delivery of such item to the requesting department or location

6.3. IT & Systems Department: Responsible for providing detailed specifications and making necessary recommendations to the Corporate Resources Department on IT equipment, consumables and software.

6.4. Financial Control & Strategy Department: Responsible for providing tax advisory services and making payment for all executed procurement request in line with the Company Accounting Manual.

6.5. Internal Control: Responsible for verifying all requests and attached documents and physical items to ensure conformity with agreed type, specification, quantity and standard. User Acceptance Test results for software and services.

7.0   PROCEDURES                  
 7.1        Vendor Registration 
Organizations interested in supplying goods or services to FCMB Pensions must be registered. Such organization shall submit an Expression of Interest (EoI) form. The letter shall be accompanied by the following:
i. Detailed Company Profile
ii. Certificate of registration/incorporation
iii. Tax clearance certificate /TIN
iv. VAT Certificate 
v. Pension compliance certificate


7.2       Procedure for Registration of Vendors
(a)          On submission of the EoI form with the required documents, all such forms shall be house in the EoI file.
(b)           Organizations that meet and or possess the above criteria shall be shortlisted for interview and selection.
                                  (c)          EoI form shall be available for pick up by interested parties at any time.
 (d)       Vendors shall update their profiles annually.
(e)          Registration of Vendors may be held every one year; or at the discretion of the Head, Corporate Resources.
7.3        Waiver of full documentation for Vendor registration: 
Some organizations or individual Vendors may not be required to submit all documentations as listed. This is however dependent on the nature of the business activities e.g. contractor engaged in minor plumbing, electrical, carpentry work or supplier responsible for minor supplies. A limited number of such artisans shall suffice. The list of such Vendors will be maintained by the Head, Corporate Resources 
7.4        Selection of Contractor/Vendor
a) Conditions for selection of Vendors shall include but not limited to the following:
i. Evidence of registration with CAC
ii. Evidence of registration with professional body where necessary
iii. Clients and clientele base
iv. Evidence of performance in related area
v. Evidence of tax payment
vi. Financial capability
vii. Technical know-how and capability
viii. Pension Compliance Certificate
ix. Satisfactory report on background check
b) All shortlisted Organizations shall be invited for interview before final selection.
c) Interviews shall be conducted for would be contractors and vendors by Corporate Resources, IT & Systems (where applicable) and Internal Control. 
d) The list of all selected Contractors and Vendors shall be submitted to the MD&CEO for approval.
e) Appraisal of Vendors shall be done annually to assess their performance and retainership. The appraisal shall be done by Corporate Resources, IT & System and Internal Control under the supervision of ED, Operations and Services.
f) Inclusion or exclusion from the list must be justified and approved by the MD&CEO
g) Exceptional approval will be obtained from the Executive Director, Operations & Services to use any Vendor not registered for supply of goods and services to the PFA. 
7.5        Criteria for exceptional approval:
a. Where a Vendor is the designated sole manufacturer or authorized distributor of   equipment or provider of service(s).
b. For regional purchases in order to reduce cost of transportation/ emergency purchases which are defined as purchases needed to prevent substantial economic loss and or prevent the interruption of essential services or functions.
c. For special events management/one off yearly supplies 
d. For cheaper price.
e. Recommendation by Management or the Board of Directors.

7.6       Consultants or Vendors under exceptional approval:
a) Professional Service Providers
b) Car Dealers/Vehicle workshop
c) Original Equipment Manufacturers (OEM)

7.7        Procurement / Contract Award
a) User (Requesting) Department shall fill a Request Form, duly justified by the HOD.
b) The request shall be presented to the supervising ED for concurrence.
c) Corporate Resources Department shall send out RFP to the selected Vendors and or Contractors with details specified in the Request Form
d) Upon review of RFPs (which may include software demonstration, physical or virtual meetings), in conjunction with relevant Departments where applicable, Corporate Resources shall select the qualified Vendors and request for RFQ.
e) Upon receipt and review of the RFQs, Corporate Resources shall review and determine the qualified Vendor and issue LPO.
f)  Where applicable final award of contract / procurement shall be subjected to Management and or Board for approval.
g) Criteria for contract award shall include but not limited to the following
i. Cost
ii. Warranty
iii. After Sales Services
h) In order to increase supplier competitiveness, the Corporate Resources Department may encourage new potential suppliers to bid during the procurement process. Details of potential suppliers can be sought via personal contacts, online databases, published sources and research on specific sector or industry.
 
7.8    User Request:
              a)        General Items
  	     Every request shall be clear on the following:
i. Type of goods or service required
ii. Specification of items and where relevant indicate brands
iii. Quantity 
iv. Quality and Standard

b)        Specialised Services
RFP may originate directly from the Management 
The RFP shall be clear on the following:
i. Type of services required
ii. Terms and conditions of such services
iii. Payment terms
iv. Time and duration
c)          Sourcing From Regions		
Regional Vendors are pre-qualified to supply goods and services to branches within the region. This applies to assets where the central purchase of such items does not give value for money; and bulky assets which will attract high transportation cost thereby making the central purchase of such items uncompetitive, such items shall be purchased at the region.    
7.9      Contract Monitoring
 For every contract awarded, the Corporate Resources Department shall monitor the execution and or delivery of such contract or procurement.
8.0      Verification:
a) Following supply of goods, the Corporate Resources Department within 24 hours shall notify Internal Control for verification of such items.  
b) Internal Control shall undertake verification of the delivered items vis-à-vis the LPO. 
c) Where such an item is software, the Internal Control shall review the result of User Acceptance Test (UAT) to determine its acceptance.
d) For IT equipment, Internal Control shall conduct its verification in conjunction with IT & Systems Department.
e) Only after final “sign off” by Internal Control will payment be remitted.

9.0	Amendment and Review of Procurement Policy and Procedure Manual
9.1	The Head, Corporate Resources shall be responsible for the application of this Policy   & Procedure manual and keeping it up to date.
9.2        Chief Compliance Officer through the Head, Internal Control shall ensure enforcement of the provisions of this manual.
9.3         Amendment and review of this Policy and Procedure manual shall be jointly carried out by IT & Systems, Internal Control and FinCon.
9.4     	The amendment shall thereafter be subjected to the approval of the Board of Directors.
 9.5 	The Manual shall be reviewed after every two (2) years effective from the date of approval.
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