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Fig: Simplified flow chart for RFQ for Goods and Works 

       (Customized for IQACs).
Preparation of  Specification of Items.


Preparation of detail Price Estimate.





Preparation of RFQ Document on the basis of  Standard RFQ Document (PG1 for Goods /PW1 for Works) 





Get RFQ Document reviewed by HEQEP prourement unit.


Get approval of these documents from the VC





Send RFQ to the prospective quotationers (send to at least 5 firms, use register for record) 


Publish in University’s website, 


Publish in the notice board of the Department/ University





Receive at least 3 RESPONSIVE Priced Quotations


Allow extra time if 3 responsive Quotations are not received.


Stamp all quotations indicating date and time of receive; 





Get the Evaluation Report reviewed by HEQEP


Get approval of Quotation Evaluation Report from the VC.


For Goods- Issue purchase order and get the terms and conditionons signed by the supplier.


For works- issue letter to sign contract and sign the contract.





Send all Quotations to TEC (TOC shall not open)


TEC shall open and evaluate quotations on the very same date of submission deadline.


TEC shall prepare evaluation report using format provided from HEQEP. Do not forget to attach checklist provided by WB.





Receive Goods/ Get Works done. Record Goods in the stock registar. Record Works in the Measurement Book (MB).


Get payment approval from VC


Payment to supplier without delay.








Preserve all records for audit/ review in a separate file- one for each package











