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Procurement Contracts
Management
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Procurement Process Definition

How To Start the Procurement Process?

Contract Types

VAT Types

Retention Types
Follow Up & Reports
Supplier Evaluation

Procurement Workshop
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Course Objectives

How To Make a Contract

The Role of Procurement

How To make a procurement Report
What the types of the Contracts

How to make a Supplier Evaluation
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Procurement Process Definition

 [tencompasses the evaluation, selection, and creation of formal contractual

agreements as well as managing the company's ongoing supplier relationships.
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Identifying
and
Planning

Choosing and
Selecting Suppliers

Negotiating
the Contract

Placing
the contract

Procurement Process Definition

Steps involved
in
Procurement
Management
Process
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Accelerating
the Order

Receipt and
Inspection
of Purchase

Clearing the
Invoice and
Payment

Maintaining

Relationships
and Records
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Procurement
Planning

Procurement Process Definition

ldentifying and Planning Jadasaly wa=idl 1
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Procurement Process Definition
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Procurement Process Definition

:Negotiation the Contract sl J.8 dsglastl .3
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Procurement Process Definition

:Placing the contract waJl Joe 4
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Procurement Process Definition

:Accelerating the order )y Joe G gLl .5
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Procurement Process Definition

:Receipt and Inspection of purchase Wbl jaxdg oDl .6
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Procurement Process Definition

:Clearing the invoice and Payment slawdlg 8)g3lall oDl .7
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Procurement Process Definition

:Maintaining Relationships and Records b3y 3)gall 2o 48Nl Jumud .8
Joadl (3 313 o dlazls 390l mo clide e Lol Losls

GleYlg Zauooll e da3ld ANl 5SS Of e

AN Ao g3 (30 0SB 3> mgell mee g duolss e Ll clauds Jazly

aogalsl

J-o<l|
o Jas! — Wbgama (Bl arexr U-'-‘-'J-'-'

L ALY A AT Y

401 1 Fdol | rdol |



401 1 Fdol | rdol |

T oladladl ol Gl sl ddes Tl ($ axbis] sl L

oy Jas] — dbgae Fohxl g

Joc!



401 1 Fdol | rdol |

) UL)M‘ 8y9 dulos \J.u L§J PES Ve LS‘” < lalel! P Lo
What are the Documents you need to Start the Procurement Cycle ?

Tender Documents

@M\QL&M

Drawings Specifications
 Budget e Structure
e Quantities * Arch
 MEP
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Tender Documents
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Tender Documents

J88408,78] 1 (Sylons 51 3

! /«\ lm. Add Custom Shapes

_.I
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KEY
e

) Add labels where you want 1o

Everything is customisabie

Layers are supporied

Objects can be grouped

Grid lines, scale information

Drawing can be zoomed infout
Comments can be added and shared
Objects can be hidden

Revisions can be stored and edited
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Tender Documents
:Specifications &9 el Olawlge .3

B T RS | / |
3B.3.6.2 Preparalion of STB-BulS€ . ..o eeeeeeeeeaeseeaee e st emmnmeam s mnn nemann mmmmnnnmamnmnmnm i nnnm i nnnmemmnnennnnenmne ST
3B.3.6.3 Production of Base COMrse MEATETTO ... .. oeeeeeeeeeeeeeeemesnesames e mesmsne e ns s smnmamnm s nssnmnmmmmnnmnmnsmnnns G2
L T I L S 54
3B.3.6.5 Compaction, Testing and Grade TOIETAICE . eeeeeeeeeeceeeeeseansmaene ssmnm s smmnmmnsnmnnnmmnmsmnnnmmansannae SR
4. L0 0 43
4.2.1 Cement..
422 Aggregates .
423 Water ...... .- 46
4.2.4 B R =S - | -

425 B T T I S . 4
4.2.6 Centent replacement materials (for rectifier &undergroitd (ANK) «.oeeereeeeereerecsnsrenssansnsssnsnsanssanas ST
427 B e T - L S  £.-
4.3 DESIGN OF MIX AND MINES PROPORTIONS oo e 4D
4.3.1 s Ll T T L R - 1.
4.3.2 L L et O 1.
LD AN Ry e Y i e 2 TSP £ |
4.3.3 L T T T L ST - ) |
4.3.4 Sulphate CORTETTE TH CONCTEIE cannnrnsrensnsressnsnsssnsnssnssssmssssnssssssssnssnssassnsssnsssnsnssnsssnsssmnsssnsasssnssmnsn 31
4.3.5 SUIPINGTE RESTSIAME COTICTETE e eeeeeeeeeteeeeeaeeeeceanemsnesmemmman s msmimnn s mm s sn mmmnnsmm smn s mmmn msms s mimn mmmnn DT
4.4 BATCHING, MINING AWND PLACEMENT OFCONCR_'ETE N - % |
4.4.1 Batching and Mixing of CONCTere . .. ..nenn... .- 51
4.4.2 B N L e = S -
4.4.3 Transportation and PIAcEmeEnt Of COMETEIE ... e eeeaeeeeeneeesemamnmnannanmanesanm s s mmssmsnmsmnnenmnnnsmnnn DD
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How To Start the Procurement Process ?

Material List
Olelsd! dasle

Work Package
JloeY ands

Request For Quotation
IIRFQII

el I

Vendors Comparison
HbI &as

Material Submittal
dlaie M Ol cuuss

Vendor Selection

A 4
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Contract Request
Bl b

Contract Draft
Jaall Jes

Signed Contract

Payment Request
doddell dasull Cdbs

Invoice

Subcontractor
Evaluation
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Procurement Process

:Material List wlbJl 43l 1
Al dogd Jlazlg Wil paing Sy Ll Cane 939 Lidl mael opo olall Aa58 (9SCS

C
Material List

Item Name Description Quantity Unit Cost Total

Prepared By Signed By
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Procurement Process
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Procurement Process

REQUEST FOR QUOTATION

Dear

Sir.

Wie are pleased to announce that we are executing Project Mame Mew Froduction, as

the Main Confractor. This Contract reguires ..
to submit your best and final offer to supply a

S :Request for quotation “RFQ” il LUl .3

BHEm R W

MN.B:

Hm R

. weorks, and you are kindly reguested
install the a'm works according to the

B.O.GQ

Specifications.

Drawings.

Measurements & payments_

ifications. o o s
T et oor Somechie, Wi et Jloy] dlelyo ao Jolaadl 91 5)g0ll I

offer must include the following:

Friced B.O.Q. in EGF Currency Including Sales Taxes (In the attached )=

. J; oo
BO0Q Sheet).
Delivaery terms and Duration. ** e ‘ . ‘ ‘ ‘ o . ‘ e ¢ ‘ o o S
Technical compliance sheet with Specs.
Confirmation on Project terms of payment %\)—h’ ‘).&MAJ Lﬁ)—c d J \3‘) u 49
Confirmation on the 5/C terms and articles. o M <

FPrequalification.
Complate Submittal (samples, technical data sheets, gatalnoues.. =t
Al technical information related to your scope of work.

Subcontractors shall fake owr afftached swubconfract agreement ferms info o oo oo .
consideration while pricing. ’4 ’ LA ’ ‘ ) W
. LAd . . o

Your offer should be submitted no later than . 00F201. . valid for 90 days.
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Procurement Process

:Vendors Comparison (pdygell diylae 4
G)laall 09559 lyaw Ju28Yl d8yan) agins L)lae Jas oh udygall oo Hlawdl (59,0 Il day
g A e Ja Y dlad! (3 puyygell sae 0o Ol e (gl e dde oo &39S0

< |Client: Consultant: Tuesday, February 21. 2023
5 Subcontractor Subcontractor] Subcontractor Subcontractor3
s Terms of Delivery Sie Basis Sitz Bass Site Basis
71 = Currency [EX rate EGP | 100 | EGP | 100 EGP | 100
3 . Origin Egypt Egypt Egypt
s S ; Budget 1 2 3
1 U i U Rate|Total| URate | Total |URate| Total U.Rate Total
1 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1
1z Total quoted 0.00 0.00 0.00 0.00
12 {Cost of Handling & Transporiafion to sie Included Incladed Inchaded
14 {Installation Inchided Incladed Inchoded
= Crvil & Structore work Not Included Not Inchaded Not Incladed
18 VAT 5% | 0.00 % | 000 5% | 0.00 )
» [TOTAL ESTIMATED COST [ 0w 0.00 0.00 0.00 “'““l--"‘i"
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Procurement Process

MATERIAL TRANSMITTAL

:Material Submittal sleie ) Gl euuss .5

g9 riall (§ lgoldsviwl @b Ggw (3l Ol @uds @iy

Glell 488 W)y 65 @iy dile slng (GHladuwdl e slaie

L9JJ"9 O boow Ol od SECERIVEL SlazeN! 1dg) s

Froject: Olate:
e Prepared
Coordinator: Stanatlr
Fpecs Faction Mo, nur DDDDD O | = I'nplel ]
Tramz=mittal Mumbe
Fooical: immrmltant Or Racipisnt T o ?u . . =
HT HO
Re-cabmiteat e I bk
[S] —
Exatwms

HNMame of Supplier:
Manufacturer:
Country of Origim: — o
Pttt e S eyes
Dimcnsions T
Cod

29 52 WS template JI

/JONE/ONE/ONE
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Procurement Process

VENDOR SELECTION

”Final Award
Evaluation Contract

>

Assemble Raview
Team eProposals @Demos
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ooectivoly wwplysis | \
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: Vendor Selection 3)gal jlasl .6
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Procurement Process
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Procurement Process

SUBCONTRACTOR AGREEMENT
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Procurement Process
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Procurement Process
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Procurement Process

: Subcontractor Evaluation Jslaedl eass 11

8 Lot o Jglaall d)lpainl d8ya0 @iy @il 1de e Elig pludl 8ue o Jglaall oudl o

Subcontractor Perfformance Evaluation Form

83 ol

Department ! Project:

Subcontractor name:

Oate:

Main Scope:

aogalsl

Criteria Weight Score achieved Comments
Subtokal 0
FPlanning Management

Frowide a comprehens=ive and realistic programme 303

Frowiding frequent reports and updates 20

Strivee to keep on programme and make resources available 0

Suggestions ko accelerate ! re-sequence wark to benefit the project 0

PAaterial delivery and installation according ta baseline program e

Support technical and Claims 20
Subtakal 0

HSE

Frouide excellent Safety supervision 15

Frowide comprehensive Risk assessment 0

Show excellent Attitude to safety and act accordingly 0

Excellent welfare Facilities 0

Excellent information, instruction and training given o operatives 0

Waluable contribution bo afety mestings 0

Correct and sufficient PPE inuse 15

Zero accident and incidents rate 20
Subtotal 1]
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Contract Types

Rental Contracts (Formwork, Equipment, Land, ... Etc.) )lzodl s4ac
Supply Contracts (Labors, Concrete, ..... Etc.) Juyedl sqic

Supply and Apply Contracts Jduaslly gl sgac

Apply Only Contracts wlaiuadl s4ic

Contract (P.0) d)g5 yel ddc

Service Contracts (Cleaning, Maintenance, Security,.. Etc.) ©bds Jac
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Contract Types
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Monthly Renting scaffolding material contract

by Silad Ll H aby

/ / Dl g

=l e JS S diadl 138 e b
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:Rental Contracts 4)leo] 5q8c |1
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Contract Types

claliayl s 3l
Slias gla ) ade
Renting equipment contract
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Contract Types
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Contract Types
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’ SUBCONTRACTOR AGREEMENT
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Contract Types
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VAT Percentage from the Contract for Supply only and Rental contract
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VAT Percentage from the Contract for Supply and Apply contract
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VAT Percentage from the Contract for Service Contract
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VAT Percentage from the Contract for Service Contract
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Retention Types in Contracts
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Retention Types in Contracts
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Difference between Procurement vs. Purchasing

Procurement

identify
a need

Research and
source supplier

Create supplier
list

Issue RFQ

Evaluate

supplier quotes |

Build supplier
relationship

Analyse KPIis
and margins

Perform quality
check

Receive
product/service

Negotiate
contracts

Purchasing

Receive purchase Process payment
requisition to supplier

Evalute received QA of product
RFQ [ service

‘ Receipt of
Orders product / service

Create Purchase
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Difference between Procurement vs. Purchasing
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Follow Up & Reports

Contracts Tracking Sheet - >gaall dxylio 1,83

Contracts (P.O) Tracking Sheet - Lyl solgl 3gac daslio a3
Contracts Progress Sheet - »gaa)l Jlacl puas ;43
Contracts Cost Sheet - sg9aall Jll 4]
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Follow Up & Reports

Contracts Tracking Sheet .1
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Follow Up & Reports

Contracts (P.O) Tracking Sheet .2
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Contracts (P.O)
1
P.O Request Information Follow-up P.O Draft
Z
P_0O Type
- —Supply & Installation. Diffel
TEHE SHITLE ~Supply. S between ﬂpploh
_ Acceptance 2 P.0O DOrafx buget Approval P.O
Received Date Type of work —Installation. = date from Proc. &
Date Date Wariation Draft Date
-Labors. D I ) GM Approval P.O
-Services. e Date
5 - - - - - —Rental. - - - - -
1
4
K L M [ o F "] 51 S T 9] W et
Tracking Sheet
1
P.O Information Saving Information
: N 1
’ uBu_dg-el s " T 1p.0 Advance Advance Tender Ual:l'iance n';‘:;;nl
Supplier Hame P.0O Date anation uppier Phone Ho. otal . Payment Payment P.0O Made By Amount! Price type etween . Saving ¥
Approved HName Amount - _ amount & tender
kA Amount Market Price
Date amount
3 - - - - - - - - - - - - -
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Follow Up & Reports

Contracts Progress Sheet
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Contracts Progress Sheet
%_g E Tntmct Information
e Contract Contractor Total Advance Advance
Tape of work Contracting Mame Phone No. Contract Payment Payment
Date Mame
Amount . ¥ Amount
w b w L b w
1
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Follow Up & Reports

Contracts Cost Sheet .4
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Contracts Cost Sheet
1
P E ; %mﬂ In1|ntitm saving Information
2
il Area of Total Aduance Aduance ::::ﬂ:::nt':;:::
Section Type of work A Contracting Name Contract Payment Payment Saving %
Application amount & tender
Amount r Amount
amount
3 L b3 b b L b3 b3
1
4
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Supplier Evaluation Criteria

Sloslaall (3 gl 35 gpell o
|| Flexibility and the response to negotiations
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Supplier Evaluation Criteria

s » BEST
. PRICE

Competition
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Pricing and its credibility
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| ,6‘ Responding to pricing requests

Supplier Evaluation Criteria
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Supplier Evaluation Criteria
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Material delivery according to baseline program
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Supplier Evaluation Criteria

Equipment is designed and manufactured as per Applicable Law
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Supplier Evaluation Criteria
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Provide Safety Data Sheets (SDS) for hazardous products or chemicals
Slelsl dias dasybo (3 dedldly el olblast dst sy gell e o
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RIGHT TO KNOW
CENTER

HAZARDOUS MATERIALY

1 \
mo
‘ NFOR ATION

mou

aogalsl

J-o<l

L ALY A AT Y

401 1 Fdol | rdol |



401 1 Fdol | rdol |

3gall @i ples
Supplier Evaluation Criteria
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Adherence to Specification and good quality
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Supplier Evaluation Criteria
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Supplier approach and commitment of delivery on time
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100%
upon

%
%

shipment

e
«’q

¢

100
in advance

Supplier Evaluation Criteria

ddlall 5y g0ll dSlieg dluudl das,lo o

2% Payment terms and supplier financial capabilities
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Supplier Evaluation Criteria
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After sales support and compatibility with Company Specification

CUSTOMER

TY
SUPPORT AL
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Supplier Evaluation Form
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Supplier Performance Evaluation Form
1
2 —
3 | Department / Project: Date:
4 —
5|  Supplier name: Main Scope:
6 —
| |:| Performance Evaluation |:| RE-Assessment/Old Vendor
8 —
10 Criteria Weight Score achieved Comments
11 | Tender
12 Responding to pricing requests 10%
13| Adherence to Specification/Requirements 35%
14 Pricing and its credibility 38%
15 Flexibility and the response to negotiations 10%
16 | Way of communications 5%
17 Providing alternative or innovative suggestions 5%
18 Subtotal 0
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Supplier Evaluation Form
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Supplier Performance Evaluation Form

1
2 —

3 Department / Project: Date:

4 —

5 | Supplier name: Main Scope:

6

7 |:| Performance Evaluation :l RE-Assessment/Old Vendor

8 —

10 Criteria Weight Score achieved Comments

1g Planning Management

20 | Material delivery according to baseline program 100%

21 Subtotal 0

29 HSE

23 | Provide Safety Data Sheets (SDS) for hazardous products or chemic 20

24 Equipment is designed and manufactured as per Applicable Law 15

25 | Protective requirements are considered and provided for equipment and tools 20

26 | Product is labelled with relevant information 15

27 | Prevent ground contamination by oil or other polluting substances 15 )

28 | Comply with the site traffic rules 15 doogalsl
29 Subtotal 0 WI

o Jos| — A game Boil gpex U-I-U.IU



3)\9.0.” O)Lo.&w\
Supplier Evaluat|on Form
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Supplier Performance Evaluation Form

1

2 —

3 Depariment / Project: Date:

4

5  Supplier name: Main Scope:

6

[ | | Performance Evaluation :l RE-Assessment/Old Vendor

8: T

10 Criteria ~ Weight  Score achieved Comments

qp Quality Management

31 [l Adherence to Specification and good quality 100%

32 Subtotal 0

3 Operation

3{ | Supplier approach and commiment of delfivery an fime 80%

35 [JlFast action and response for RFQs 40% : ) |
% Subiotal 0 | Apogals
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Supplier Evaluation Form
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Supplier Performance Evaluation Form

1
2 -

3 Department / Project: Date:

4

5 | Supplier name: Main Scope:

i

7 | [_] Performance Evaluation [ | RE-Assessment/Old Vendor

8 |

10 Criteria Weight Score achieved Comments

37 |Purchasing

ag " Pricing and its credibility 25

39 | Payment terms and supplier financial capabilities 20

40 After sales support and compatibility with RME Specification 20

41| |lFast action and response for RFQs 10

42 | The stock availability of Equipment (Light-Heavy) / Vehicles | Goods/Spare parts 10

43| [ negotiation ability and flexibilty in payment terms 5

44 Willingness for future cooperation 5

45 | Supplier approach and commitment of delivery on time )

46 | Subtotal 0

47 | Total 0

48 : L]
49| oOverallRating  Under60 [ Jpoor 61-79 [ lGood 80-100 [ |very Good e
50

o Jes] — dbgaze Fgamdl e

J-o-cl



401 1 Fdol | rdol |

3ygall go Juadl d3dle J=l opo Jolgall ool
Top Strategies for better Supplier Relationship

Treat Your Suppliers Like Partners <G & 458 3yg0)l Jale o
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Top Strategies for better Supplier Relationship

Pay Payment for Suppliers on time ade 35l g2 LS su=all uc gl Gyl s e
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Top Strategies for better Supplier Relationship

Maintain Regular Communication 3ygell ze eaiiadl Juolgdl (e Jadl> o
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Top Strategies for better Supplier Relationship

Prioritize Value Over Price <libslgl 3 ol 3o Juadl doydll g @
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Top Strategies for better Supplier Relationship

Detailed and Fair Supplier Agreements Juaisg sdze 0550 350l 2o B3I
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Evaluate and Monitor the Risks Jblxoll d3l09 euuds @
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