
PROCUREMENT PROCESS SUMMARY AND ENDORSEMENT

 (To be prepared by Program Overseer)
	Project Title:

Project Number:

	1. APEC Secretariat Program Director & Program Executive [Names]

	1. APEC Secretariat Program Director  Name: 
2. Program Executive Name: 

	2. Project Overseer Details                 [Name and Organisation] 

	1. Name: 

2. Organisation: 

3. Contact No: 

4.  Email: 

	3. Procurement Process [Tick appropriate box below]

	 FORMCHECKBOX 

One quote invited (small value: below US$20,000)
 FORMCHECKBOX 

Three or more quotes invited (US$20,0001 to US$50,000)
 FORMCHECKBOX 
          Open bidding process using Request for Proposal (US$50,001 and above)

 FORMCHECKBOX 

Waiver to exempt the procurement process from Guidebook requirements. State reason:…………………..

  

	4. Invitation Details [For all contracts above the threshold of US$20,001]

	Date Quotations/RFP Opened and Closed: ___/___/___   to   ___/___/___
Request Period: [Number of working days quotation  was open]
List names of Bidders who submitted a proposal:
List any Proposals assessed as non-compliant: 

	5. Evaluation Panel Members   [Names and Member Economy. However if contract under US$20,000, this is not applicable] 

	1. Name  and Member Economy: 



	6. Summary of Evaluations

	Total Cost (including taxes)
	Evaluation Score
[Score/Ranking]

	Name of Bidder & Economy
Insert relevant comments from Panel
	
	

	Name of Bidder & Economy
Insert relevant comments from Panel
	
	

	Name of Bidder & Economy
Insert relevant comments from Panel
	
	

	Name of Bidder & Economy
Insert relevant comments from Panel
	
	

	Recommended Bidder
[Name and contact details of the recommended Bidder]

	
	

	Justification



	7. Certification of Procurement and Evaluation process (Project Overseer)

	I certify that:

1. The procurement and evaluation process was fair and transparent, and in accordance with the current Guidebook on APEC Projects.

2. All relevant procurement documentation is attached or available on file.

3. For Contracts under US$20,000 I have attached the Contractor’s CV and Consultant Recommendation Form.

Name:  ………………………………………
Position: ..…………Project Overseer.……………………

Date: …………………………………………
Signature: .…………………………………………………

	8. Endorsement for recommended bidder (APEC Secretariat: Program Director)

	Conflict of Interest:  
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
No   [Are there any COI identified in winning proposal? If yes, list here and provide PMU-agreed management plan]
Any identified contractual issues raised by winning proposal? [Check winning proposal for any risks to contract]
I certify that I have checked the winning proposal for Conflict of Interest and contractual issues, as identified above.
Name:  ………………………………………
Position: ..…………Program Director.……………………

Date: ………………………………………………………………………………… Signature: .…………………………………………………..
 Attachments:

1.  FORMCHECKBOX 
 Evaluation Criteria 
2.  FORMCHECKBOX 
 For contracts under US$20,000 – attach Consultant Recommendation  TOR and CV 

	9. Request APEC signature on Contract (APEC Secretariat: Delegate)

	APEC Secretariat Delegate endorsement

 FORMCHECKBOX 
  Endorsed and Signed
 FORMCHECKBOX 
  Not Endorsed




Name:  ………………………………………
Position: ..………………………....……………………

Date: …………………………………………
                                                  Signature: .……………………………………………



