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THE MALDIVES NATIONAL
UNIVERSITY

MNU Procurement Policy

1. Introduction

(a) This Policy establishes the principles governing all procurement activities undertaken by
the University in accordance with the State Finance Regulation.

(b) All goods and services procured using funds from the State budget or University revenue
must be acquired in accordance with this Policy.

2. Purpose of this Policy

(a) The purpose of this Policy is to establish clear and consistent standards for procurement
activities in accordance with the State Finance Regulation and the circulars and procedures
issued under it.

3. Procurement Plan

(b) A procurement plan must be prepared for expenditure funded by the state budget and the
University revenue allocated to the centres each year.

(c) Each centre shall prepare its procurement plan under the guidance of its respective head.

(d) Centres must prepare the procurement plan for the following year in the format provided
in Schedule 1 and submit it to the Procurement and Finance Department by 10 December
each year.

() The heads of the Procurement and Finance Department shall meet and consult with the
heads of the centres individually to finalize the activities planned for expenditure from the
state budget and University revenue and subsequently inform all relevant parties.

(f) Activities planned for expenditure from University revenue must be submitted to the
University Council for approval of fund allocation. Furthermore, a report on expenditure
against the approved allocations approved by the Council from University revenue must
be submitted to the Council for information at the end of each quarter.

4. Finance Commitment Record

(a) To obtain financial commitment to goods or services required by centers, records must be
maintained according to a procedure established by the Finance Section. Requests for
goods or services shall only be made after the record is updated in the Finance Commitment
and authorisation is granted.

5. Verification of Budget Availability

(a) Requests to purchase items or obtain services may only be made once the Finance
Department confirms that estimated funds are available in the budget and financial
clearance is secured as per the aforementioned procedure.

6. Obtaining Authorization

(a) Requests to purchase goods or obtain services may only be initiated after obtaining the
necessary authorisations. Generally, the parties required to provide authorisation are
specified in the following table:

1|Page
The Maldives National University



Authorizing Domain / Technical Review &

Type of Service Department Oversight Domain

IT Equipment, Software, | Head of Information | Review of technical
and Digital Services (e.g., | Technology (IT) Department | specifications, system
Laptops, servers, printers, | or a designated official compatibility checks, security
software licences, network compliance, impact  on
equipment, cloud/hosting network  bandwidth, and
services, audio-visual software licence verification.
technology)

Facilities, Infrastructure, | Head of Facilities | Assessment  of  building
and Maintenance (e.g., | Management Department or a | structure and safety,
Building modifications, | designated official architectural standards
AC/AC systems, plumbing, compliance, space utilisation
electrical ~ works,  major planning, warranty standards,
repairs) and construction regulations.

Marketing, Branding, and | Head of Marketing and Public | Ensuring  alignment  with

Media Services (e.g., | Relations Department or a | visual identity, official logo
Advertising, merchandise, | designated official usage, quality standards,
promotional materials, target audience relevance, and
graphic design, event message accuracy.

branding, public relations)

Academic Texts, Reference | Chief  Librarian or a | Review of book lists

Books, and Teaching | designated official submitted by faculties against
Resources (e.g., Faculty university policies,
textbooks, journals, academic curriculum standards
databases) alignment, and academic

content verification.

Revenue-Generating Head of Business | Establishment of revenue-
Businesses and Commercial | Development Unit or a | generating ventures using
Services (e.g., Canteens in | designated official MNU resources, feasibility
MNU  buildings, leasable assessment  of  business
spaces, commercial projects) opportunities, and review of

contract terms.

(b) A document (such as an email or ticket) confirming authorization from the relevant
department of the administrative centre must be attached to the request. Alternatively, the
signature of the department head must be obtained on the Goods and Services Request
Form.

7. Submitting Requests

(a) Any service or purchase by the University must be initiated by completing the form in
Schedule 2 after obtaining all relevant authorizations. Requests shall be submitted through
the stock unit of each centre.

(b) Budget availability must be verified before submitting the procurement request form.

(c) The following documents or information must be completed and submitted with the request
form:

*  Detailed information on the goods to be purchased or services to be obtained.

*  Budget approval.

*  Authorization from the relevant CA department as per Section 6 of this policy.

*  Artwork for printing requirements.

*  Specifications prepared in the format specified in Schedule 3 for advertisements.

* A quotation from a vendor meeting the centre’s requirements, unless it is a
commonly purchased item (stationery, household, toner, and office supplies).
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8. Obtaining Quotations

(a) Requests for specialized items required for teaching or operations, other than common
goods, must be submitted with a quotation from a vendor meeting the specific
requirements. For flight tickets, an airline itinerary (including fare price and ticket time
limit) must be submitted.

(b) Quotations shall be obtained by stating requirements on the University’s Procurement E-
Notice Board, publishing a procurement notice, or communicating directly with vendors.
This may also be done by emailing all registered vendors in the relevant category.

(¢) The University’s Vendor Registration Policy and Procurement Notice Board Policy must
be followed when seeking quotations.

(d) If items are available from a sole source or if a suitable quotation is not received through
the aforementioned platforms, quotations may be obtained by negotiating with specialised
parties. Such quotations must state this fact and bear the signature of the head of the
respective office.

10. Evaluating Requested Quotations

(a) For quotations obtained through the E-Notice Board or direct requests, the selection of a
party shall be based on the quality of the proposal and the price offered, weighing both
factors to select the best quality and most cost-effective proposal (State Finance Regulation
10.42).

(b) The faculty, department or centre that prepared the requirements shall determine the best
quality quotation. The following criteria may be used:

*  Lowest price.

*  Duration of work/delivery.

*  Relevant experience (technical capability).

*  Considerations mentioned in Section 13 (f) of this policy.

11. Prioritizing Small and Medium Enterprises (SMEs)

(a) For procurements with an estimated value below MVR 2,500,000, participation shall be
restricted to Maldivian businesses registered under any category of Small and Medium
Enterprises at the Ministry of Economic Development (Finance Circular 13-
K/CIR/2019/27).

(b) To facilitate this, the bid information sheet must specify that “participation is restricted to
Maldivian businesses registered in a category of Small and Medium Enterprises at the
Ministry of Economic Development.”

12. Awarding Work Without Bidding

(a) Work may be awarded without public bidding to companies where the government holds
a majority share exceeding 50%, their 100% owned subsidiaries, or government-majority
companies listed on the Maldives Stock Exchange.

(b) In such cases, the work must fall within the scope of the company’s business activities.

(c) The company awarded the work under this principle shall not outsource it to another party.
If outsourcing is necessary, prior authorisation must be obtained before commencement.

(d) In addition to this article, the University Bid Committee may approve awarding work
without bidding in accordance with the Single Source Procurement principles of the State
Finance Regulation (10.20).

13. Criteria for Bid Evaluation

(a) Bids for general university announcements will be evaluated based on whether they are
substantially responsive to technical requirements and offer the lowest price.

(b) Marks for bid evaluation shall be awarded based on criteria determined by the party
establishing the requirements, selected from the following:
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*  Lowest price.
*  Duration of work/delivery.
*  Experience relevant to the work (technical capability).
*  Financial capability.
*  Sustainability (Sustainable Development Goals).
(c) Additional criteria may be established; however, they must be quantifiable and markable.

(d) Weighting of criteria shall consider the nature of the bid and the required completion
period. The weighting and marking methodology must be stated in the information sheet.
Price must carry a minimum weight of 70% in all procurement announcements. If there are
no significant technical requirements, price may carry 100% weight. Any deviation
requires approval from the Vice Chancellor.

(e) Items such as hardware/software warranty, training, installation, credit facilities, discounts,
after-sales service, availability of spare parts, maintenance, and bank statements shall not
be used as primary marking criteria. They may, however, be used as pre-qualification or
responsiveness criteria.

(f) As the National University strives towards sustainability goals, marking should encourage
the following:

*  Energy Efficiency: Energy Star Certified appliances or use of renewable energy
(Solar).

*  Use of energy-saving machinery or equipment.

*  Eco-Friendly Materials: Avoiding single-use plastics, using recycled or
environmentally friendly materials.

*  Waste Management: Plans for waste reduction and eco-friendly disposal.

*  Sustainability Certification: ISO 14001 (Environmental Management) or official
Eco-Labels.

*  Preference for local products.

(g) Marks for duration shall only be assigned if the work or goods are required within a specific
timeframe.

14. Bid Evaluation Methodology

(a) Details of the evaluation methodology must be included in the information sheet.
Qualifying bids shall be ranked by points and submitted to the Bid Committee.

(b) Price: Marks shall be awarded on a pro-rata basis, with the lowest price receiving full
marks.

(¢) Duration: Marks shall be awarded on a pro-rata basis, with the shortest duration receiving
full marks.

(d) Experience: Experience will be assessed based on the number of related works completed
within the past ten years. A maximum of 10 projects will be considered, at 2 points each.
Reference letters must meet the following:

*  Work value must be at least 20% of the current bid value.
. Must detail the price, duration, and nature of work.
*  Must be on official letterhead signed by an office head.
*  Must include a contact number for the referee.
*  Letters from individuals are not acceptable for marking.
(e) Skills:
1. The University shall determine if specific skills are required and state this in the
information sheet.

2. Points for this section apply only to specialized skills (e.g., lawyers licensed for all
court levels for a law firm, or certified architects for building design).

3. Assessment will be based on documentation proving relevant expertise or the skill
levels of the personnel.

4. Parties lacking essential skills will be disqualified.
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(f) Financial Capability:
1. Points apply only to projects valued at MVR 500,000 and above, as determined by the
University.
2. Certain projects above this value (e.g., curriculum-related) may proceed without
financial assessment with approval from the Vice Chancellor or the Responsible
Financial Officer.

3. Points are awarded based on the “Financial Capability Assessment Form,” covering
audited financial statements, bank balances, and credit facilities as follows:

3.1. Audited Financial Statements and Credit Facilities:

*  Full points for capability to finance 80% of the bid (via statements or combined
with credit).

*  Disqualification if capability is below 50%.
*  Pro-rata marking if capability is between 50% and 80%.

*  Credit reliance is capped at 40% of the bid; only valid facilities are considered.
No points for credit facilities alone without statements.

3.2. Bank Balance:
*  Evaluated only if audited statements are unavailable.

*  Requires three months of statements or a bank reference. Disqualification if less
than 3 months.

+  Capability to finance 80% qualifies the bidder, but no marks are awarded for this
section.

3.3. Equivalent Work:

+ If3.1 and 3.2 are missing, completing a project of at least 80% value in the last 2
years qualifies the bidder, but no marks are awarded.

4. Any deviation from these financial assessment procedures requires Bid Committee
approval.

15. Point Calculation Methodology

(a) Sections where marks depend on numerical values (price, duration) must be calculated on
a pro-rata basis.

(b) Marks for experience, specialised skills, and financial capability are awarded as follows:
1. Ifno special skills or financial assessment is required: Total 20 points for experience.
2. If special skills are required: 20 points for experience + 10 points for skills (Total 30).

3. If financial capability is required: 20 points for experience + 20 points for financial
capability (Total 40).

4. If all three are required: 20 for experience + 10 for skills + 20 for financial capability
(Total 50).

5. The final percentage is calculated as: ((Total points obtained from form * Total points
stated in announcement) / Maximum points obtainable from form).

(c) For certificates or licences, full marks are given to those meeting minimum criteria. For
tiered certificates, tiered marking may be applied.

(d) Any other marking methodology must be detailed in the bid information sheet.

16. Preparation of the Bid Document (Statement of Requirements)

(a) A comprehensive document detailing the goods, work, or services must be prepared,
including specifications, drawings, bills of quantities, delivery schedules, terms of
reference, or any other necessary information.

(b) The bid document shall comprise three sections:
. Section 1 — General Information (Title, number, deadline, submission details).
*  Section 2 — Instructions to Bidders (Required documents, marking criteria, forms).
»  Section 3 — Technical Specifications/Service details.

(c) The template for the bid book is included in Schedule 4.
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17. Bid Security

(a) Bid security is mandatory for procurements with an estimated value exceeding MVR
500,000. This requirement and the amount must be clearly stated in the announcement
(State Finance Regulation 10.38).

(b) The amount shall be determined according to the schedule approved by the Bid Committee.
(c) The security must be from a government-accepted bank or financial institution.

18. Performance Guarantee

(a) A performance guarantee is mandatory for projects exceeding MVR 500,000. This must
be clearly stated in the announcement (State Finance Regulation 10.38).

(b) The amount shall follow the schedule approved by the Bid Committee.
(c) The guarantee must be from a government-accepted bank or financial institution.

19. Bid Validity Period

(a) The bid validity period must be between 60 to 90 official days and must be stated in the
announcement.

(b) Bids with a shorter validity period than specified will be rejected.

20. Publication of Announcements

(a) All announcements must be published in the Government Gazette. They may also be sent
to the University’s E-Notice Board and vendor list.

(b) Minimum notice periods (counting from the date of invitation) are:
*  General Bids/Proposals: 7 to 60 non-working days.

*  Restricted Bids: 7 to 30 non-working days.

*  E-Notice Board Quotations: 1 to 7 days.

(¢) Durations should consider the complexity and documentation required (State
Finance Regulation 10.38).

(d) Unless otherwise specified, bid submission hours are between 09:00 and 13:00.
(e) Links to the announcement must be emailed to all relevant registered vendors.

21. Registration for Bids

(a) Participation in a bid may be restricted to parties that have completed the registration process.
This approach shall be adopted for procurements where increased competition is expected to
ensure the provision of high-quality goods or services at competitive prices.

(b) Announcements for bids requiring mandatory registration must clearly state this requirement.
The following information must be included in the announcement:

e A link to the registration form.
o Registration procedures and the information required for registration.

o Eligibility criteria for applicants and the mandatory documents to be submitted for
registration.

o The registration deadline and details of any additional information required to complete
the registration process.

22. Notification of Successful Registration

(a) Following the registration deadline, all successfully registered parties must be notified by
email. The notification must include the following details:

e Bid reference number.
e Name of the bid.
e Date and time for bid submission.

e Venue for bid submission.
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e Any additional information relating to the bid, provided that the same information is
communicated to all registered parties.

(f) All information and documents relating to the bid must be provided to the registered parties
promptly after the registration deadline.

23. Shortlisting of Bidders

(a) For consultancy services and certain types of projects, bidders may be shortlisted before
being invited to submit proposals. Shortlisting shall be carried out by among parties that
have submitted an Expression of Interest (EOI) in response to a public announcement.
Parties shall be selected based on their relevant experience and capabilities.

(b) A pre-bid meeting may be organized for shortlisted parties. Alternatively, relevant bid
information and documents may be provided without holding a pre-bid meeting.

(c) All relevant information and communications shall be sent to short-listed parties by email.
All shortlisted parties must be included in the email correspondence. To ensure
transparency and consistency, communications shall be maintained within a single email
thread rather than through separate individual emails.

24. Pre-bid Meetings and Site Visits

(a) Where a pre-bid meeting is to be held, this must be clearly stated in the bid announcement.
Similarly, where a site visit is required due to the nature of the bid, this requirement must
also be specified in the announcement.

(b) Attendance at pre-bid meetings or site visits is generally not mandatory for bidders.
However, attendance may be made mandatory where specific circumstances require it.

(c) Where a site visit is scheduled for a date different from that of the pre-bid meeting, the date
must be specified in the announcement and reconfirmed during the pre-bid meeting.

(d) Attendance at site visits must be recorded on an attendance sheet, and signatures must be
obtained from all participating parties.

25. Extension of Bid Deadline

(a) If the deadline for bid registration is extended for any reason, it must be done at least 24
hours before the original expiry. This shall be published as an amendment to the
announcement in the Government Gazette. The amendment must clearly specify the
previous announcement number, date, name of the bid, and the revised details. The deadline
shall be extended under the following circumstances:

*  Where extending the deadline is expected to increase competition.

*  Provided that there is sufficient time remaining to award and carry out the work despite
the extension.

26. Receipt of Bids

(a) Bids shall be accepted at the designated centre on the date and time specified in the
announcement. Bidders at the reception shall be escorted to the bid opening hall by a
University staff member collectively. The deadline must be confirmed to have expired
before proceeding to the hall. No bidder arriving after the submission deadline shall be
permitted to submit a bid.

(b) The bid opening hall must be equipped with computer facilities. To ensure transparency,
the information entered into the computer must be displayed to bidders via a projector or
television.

(c) Bids shall be received in the presence of at least two staff members. One staff member shall
open the envelopes and announce the information, while the other records the details in the
computer system.
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(a) Bidders shall be seated in the order they arrive. No specific seating arrangement shall be
mandated.

(b) Bid envelopes shall be collected and opened in the order in which the bidders are seated.
(c) After opening the bids, the following actions must be taken:

*  Announce the names of all participating parties.

*  Announce the prices submitted by each party individually.

* Record in the bid receipt sheet the documents submitted, missing, or rejected due to
incompleteness.

»  Obtain signatures from all bidders on the bid receipt sheet.

*  Provide a copy of the signed bid receipt sheet to all participants.
(g) The bid receipt sheet must include:

»  Name of the bidder (business or individual).

*  Name and phone number of the representative present.

*  Submitted price.

*  Proposed duration for completion.

*  Checklist of mandatory documents submitted or missing.

(h) All bid documents must be forwarded to the Head of Procurement before the end
of official working hours on the day of bid opening.

27. Single Bid Submissions

(a) If only one bid is submitted, the contract may be awarded to that party provided the bid
meets all requirements and the price is deemed reasonable.

(b) A bid is considered compliant if the centre or department that established the requirements
determines, after comparing the specifications or samples, that the bidder qualifies. A price
is considered reasonable if it does not exceed the initial estimated cost.

(c) If a bid exceeds the estimated price, it may only be deemed reasonable by technical
evaluation if market conditions or economic factors have significantly changed the market
rate between the estimation date and the bid receipt date.

28. Re-announcement of Bids

(a) A bid shall be re-announced under the following conditions:
*  No bids were received following the initial announcement.
*  Only one bid was received, and that party failed to meet the mandatory requirements.

29. Procedure if No Compliant Bids Are Received After Re-
announcement

(a) Ifno compliant bidder is found after the second announcement, the work may be awarded
at a reasonable price through negotiations with qualified parties.

(b) Awarding the work through negotiation requires the prior approval of the Bid Committee.
(¢) Requests for Bid Committee approval must include:

*  Copy of the first announcement (including Gazette link).

*  Copy of the second announcement (including Gazette link).

*  Technical evaluation reports from both the first and second rounds.

» Invitation sent to the company/business (screenshot showing email date and details).

*  Reply from the company/business (screenshot showing email date and details) and the
submitted proposal.

30. Technical Evaluation of Bids

(a) Before submission to the Bid Committee for awarding, bids must undergo a technical
evaluation in accordance with the University’s “Policy on Bid Evaluation.”
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(b) University bids shall be evaluated in two stages. For specific equipment or service
requirements, the first stage technical evaluation shall be conducted by a three-member
committee, including a representative from the faculty/department/centre that initiated the
requirement.

(c) Following the stage mentioned in (b), the entire bid must be evaluated by a three-member
committee drawn from the University’s evaluation pool by the Deputy Vice Chancellor
(Administration and Finance).

(d) Committee members must possess the necessary technical expertise relevant to the bid. If
such experts are unavailable within one centre, they may be sourced from other centres or
external offices.

31. Notification of Award

(a) Upon the Bid Committee’s decision to award a bid, the Procurement Department shall
prepare a Purchase Order to commit the funds. Bidders must be notified of the award via
email within two working days after the Purchase Order has been completed.

(b) Before sending the award notice, the validity period of the bid must be verified.

(c) Ifthe bid validity has expired, this must be stated in the award email, and the bidder must
be requested to extend the validity for an additional 60 days.

32. Signing of Contract

(a) The contractor must be notified by email that the bid has been awarded and providing a
three to five days’ notice to sign the agreement. This email must include:

*  Announcement number.

*  Details of the awarded items.

»  Total awarded price.

*  Deadline for signing the agreement.

*  Contact information of the staff for further inquiries.
*  General terms of the contract (attached).

33. Refusal to Sign Agreement

(a) Ifa contractor refuses to sign the agreement for any reason, they must submit their refusal
via email or formal letter.

(b) Upon receipt of a refusal, the Bid Committee must be notified immediately. The Committee
shall then decide on the next course of action or determine the next party to whom the
contract should be awarded.

34. Notification to Unsuccessful Bidders

(a) Prior to signing the contract with the successful bidder, all participants must be notified via
email regarding the outcome, identifying the successful and unsuccessful parties.

(b) Unsuccessful bidders shall be granted a period of three to five working days from the date
of notification to submit any grievances or issues related to the bid.

(c) The contract shall only be signed with the successful bidder after addressing and
responding to any issues or inquiries raised by unsuccessful bidders within the specified
period.

35. Advance Payment

(a) If the value of the awarded work or goods exceeds MVR 250,000, the contractor may
request an advance payment not exceeding 15% of the total price. Any advance exceeding
15% requires approval from the Ministry of Finance, following a request signed by the
Vice Chancellor or the Deputy Vice Chancellor (Finance).

(b) Contractors must request advance payment in writing within 45 days of awarding,
supported by an Advance Payment Guarantee of equal value from a government-approved
bank or financial institution.
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(c) Requests for advance payment submitted to the Finance Department must include:
. Memo requesting payment.

*  Copy of the agreement.

»  Contractor’s written request for advance payment.

*  Original Advance Payment Guarantee.

*  Proforma Invoice.

(d) Advance payment shall be issued only once per contract.

36. Retention Money Deduction

(a) Ifthe contract value exceeds MVR 500,000, a retention of 5% shall be deducted from every
invoice submitted.

37. Release of Retention Money

(a) Retained funds shall be released 6 months after the completion of the work. However,
retention may be released earlier if a security of equal value is provided.

38. Liquidated Damages

(a) Payments for goods or services received after the contract deadline shall be subject to the
deduction of liquidated damages. For contracts under MVR 5,000,000, the deduction is
calculated as: (Contract Price * 0.005 * Number of Overdue Days). Formula: (CP * 0.005
*LD)

*  CP: Total Contract Price.

*  LD: Late Duration (number of days exceeding the contract period).

(b) Liquidated damages shall not exceed 15% of the total contract value. If damages
reach 15%, the University may terminate the remaining portion of the contract and
withhold the performance security or any other security. Withheld securities shall
not be used to set off the liquidated damages owed by the contractor.

39. Amendments to the Agreement

(a) Any amendments to or termination of the agreement must be submitted to the Bid
Committee for approval.

(b) Requests for amendments must be submitted by the contractor in writing at least 10
working days before the expiry of the agreement.

(c) Contractors must provide supporting documentation for any requested changes. If the
University initiates an amendment, it must communicate with the contractor in writing
before presenting it to the Committee.

(d) The Bid Committee may approve the following amendments:
*  Increase in price up to 15% of the original awarded total.
«  Extension of the contract duration, provided the core scope remains unchanged.

(e) Any amendments exceeding these limits require the recommendation of the Bid
Committee and subsequent approval from the National Tender Board.

(f) Approved changes to price or duration must be published on the Procurement E-
Notice Board or the Government Gazette within two working days.

40. Acceptance of Goods

(a) Staff must verify that the goods or services meet the University’s requirements before
signing a Purchase Order or a vendor’s delivery note.

(b) If goods or services do not meet the specified standards, quality, or quantity, the supplier
must be notified in writing within 24 hours of receipt.

(¢) The written notice must specify a timeframe for the supplier to rectify the issue. Upon re-
delivery, staff must ensure that all previously noted discrepancies have been corrected.
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41. Partial Delivery

(a) Goods or services must be accepted in the full quantity and specification as awarded. Partial
deliveries are generally not permitted.

(b) Partial deliveries may only be accepted if requested in writing by the contractor and
subsequently approved by the Bid Committee.

42. Stock Entry of Goods

(a) Upon receiving goods (excluding fixed assets), staff must sign the Purchase Order and
immediately enter the details into the stock system.

(b) No items required to be in stock shall be issued for use without first being recorded in the
stock system.

43. Fixed Asset Registration

(a) Fixed assets received by centres must be entered into the Fixed Asset Register without
delay.

(b) No fixed asset shall be issued for use until it is registered and assigned an inventory
number.

44. Receiving Goods via SAP System

(a) Goods purchased through an SAP Purchase Order must be received in the system by the
administrative staff member assigned with login credentials.

(b) System receipt shall be performed only after receiving a signed Purchase Order confirming
physical receipt of the goods.

45. Completion Report

(a) Upon completion of the work, a completion report must be prepared and submitted to the
Accounting Section.

(b) The report shall be prepared by the party designated in the contract to coordinate the work.

(c) For monthly service contracts, the coordinator must submit reports to Accounting, with a
copy to Procurement, by the 10th day of each month.

(d) The completion report must include at minimum:

*  Contractor’s name.

*  Contract price.

*  Bid Committee decision number.

*  Announcement number.

*  Award date and completion deadline.

*  Actual completion date.

*  Quality of work.

»  Signatures of the supervisor and the head of the department/centre.
*  Details of any liquidated damages.

*  Details of any advance payments.

*  Amount retained (for contracts subject to retention).
»  Final balance payable to the contractor.

46. Publication of Awarded Procurement Information

(a) Information regarding awarded works and purchases must be prepared quarterly by the
Head of Procurement and published in the Government Gazette or the E-Notice Board.

(b) Published information must include:
*  Project/Work name.

*  Name of the centre.

*  Name of the awardee.
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*  Currency.
*  Awarded price.
. Award date and duration.

(c) A copy ofthis information sheet must be sent to the Vice Chancellor and the Deputy
Vice Chancellor (Finance).

47. Procurement Expenditure Analysis

(a) The Head of Procurement shall analyse quarterly procurement data and submit a summary
report to the Financial Responsible Officer, including:

*  Expenditure on goods and services per centre.
»  Total expenditure for all centres (segregated by state budget and revenue budget).
*  Comparison of expenditure levels with the previous quarter.

(b) To achieve sustainable development goals, the volume of goods acquired under
section 13(f) of this policy must be identified and reported to relevant departments.

48. Implementation of the Policy

(a) All University centres must adhere to this policy for all procurement-related matters.

(b) In the event of any inconsistency between this Policy and applicable Maldivian laws or
regulations, including subsequent amendments, the applicable law or regulation shall
prevail.
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NA

ANNUAL PROCUREMENT PLAN 2023

PROCUREMENT OF GOODS
Allocated Budget Planned Date
Procurement
Funded Method Invitation for . "
S No Year Procurement No / Reference Procurement Name Estimated Amount Method (ICB,NCB,Sho 2023 2024 2025 Total Bids Bid Opening | Contract Award Remarks
T No (PC-Office No/2017/G-01) with currency (Domestic or |pping, Direct,if
Other) Other
(Specify))
1
2
3
4
5
6
7
8
Key
ICB International Competetive Bidding

NCB National Competetive Bidding
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GOODS/SERVICES REQUISITION FORM

Academic

Requested Date: Form number:
Required Date:
Note: please use a different form for IT items, different types of goods and service requests
Purpose &
0 8
g 2
£ ;
- 2| = Current condition / .
= -
# Description 8 5 g 4 reference Reason for requesting
5 5
a 5
L

00000000000
00|00|000/0(0|0|0| advistae
0O/0O|00|000000|0| wtenene

State the estimated price of the items in this list

D These items are added to the Committment Sheet and have funds in the relevant codes.

D These items are added to the Committment Sheet but no funds in the relevant codes.

D No funds available in the relevant budget codes but funds can be moved from other codes. Justify below.

D No funds available to move from other budget codes of the faculty/centre/campus/section. Justify below.

Justification for purchase of good or services when no fund is available in the relevant codes:

Comments by relevant CA Section (For IT/FM & Marketing items):

Checked by Admin | Authorized by

gy Head Dean/Centre Head

Approved by CA Stock

Signature

Name

Designation
Date

*Important Note: Before signing, please make sure all parts of this form are complete. Upload this form to tiny.cc/gsrf and follow all

the instructions. To preserve the environment and reduce paper costs, please do not print this form. Instead, you can complete it digitally.
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BID SECURITY FORMAT

The Issuing Bank shall fill in this Bank Guarantee Form in accordance with the
instructions indicated.

[Bank’s Name, and Address of Issuing Branch or Olffice]

Beneficiary: [Name and Address of Procuring Entity]

Date:

BID GUARANTEE No.:

We have been informed that /name of the Bidder] (hereinafter called "the Bidder") has submitted
to you its bid dated (hereinafter called "the Bid") for the execution of [name of contract] under
Invitation for Bids No. [Procurement Reference number] (“the IFB”).

Furthermore, we understand that, according to your conditions, bids must be supported by a bid
guarantee.

At the request of the Bidder, we [name of Bank] hereby irrevocably undertake to pay you any sum
or sums not exceeding in total an amount of [amount in figures] ([amount in words]) upon receipt
by us of your first demand in writing accompanied by a written statement stating that the Bidder
is in breach of its obligation(s) under the bid conditions, because the Bidder:

(a) has withdrawn its Bid during the period of bid validity specified by the Bidder in the Form
of Bid; or

(b) having been notified of the acceptance of its Bid by the Procuring Entity during the period
of bid validity, (i) fails or refuses to execute the Contract Form; or (ii) fails or refuses to
furnish the performance security, if required, in accordance with the Instructions to Bidders.

This guarantee will expire: (a) if the Bidder is the successful Bidder, upon our receipt of copies of
the contract signed by the Bidder and the performance security issued to you upon the instruction
of the Bidder; or (b) if the Bidder is not the successful Bidder, upon the earlier of (i) our receipt of
a copy of your notification to the Bidder of the name of the successful Bidder; or (ii) twenty-eight
days after the expiration of the Bidder’s Bid.

Consequently, any demand for payment under this guarantee must be received by us at the office
on or before that date.

This guarantee is subject to the Uniform Rules for Demand Guarantees, ICC Publication No. 758.

[signature(s)]
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PERFORMANCE GUARANTEE FORMAT

[The issuing bank, as requested by the successful Bidder, shall fill in this form in
accordance with the instructions indicated]

Date: [insert date (as day, month, and year)]
Title of the procurement: [Insert general title of the procurement]

Procurement Reference No: [insert reference]

Bank’s Branch or Office: [insert complete name of Guarantor]
Beneficiary: [insert complete name of Procuring Entity]
PERFORMANCE GUARANTEE No.: [insert Performance Guarantee number]

We have been informed that [insert complete name of Supplier] (hereinafter called "the
Supplier") has entered into Contract No. [insert number] dated [insert day and month],
[insert year] with you, for the supply of [description of Goods and related Services]
(hereinafter called "the Contract").

Furthermore, we understand that, according to the conditions of the Contract, a
Performance Guarantee is required.

At the request of the Supplier, we hereby irrevocably undertake to pay you any sum(s)
not exceeding [insert amount(s?) in figures and words] upon receipt by us of your first
demand in writing declaring the Supplier to be in default under the Contract, without cavil
or argument, or your needing to prove or to show grounds or reasons for your demand or
the sum specified therein.

This Guarantee shall expire no later than the [insert number] day of [insert month] [insert
year],2 and any demand for payment under it must be received by us at this office on or
before that date. We agree to a one-time extension of this Guarantee for a period not to
exceed [six months] [one year], in response to the Procuring Entity’s written request for
such extension, such request to be presented to us before the expiry of the Guarantee.

This guarantee is subject to the Uniform Rules for Demand Guarantees, ICC Publication
No. 758, except that subparagraph (ii) of Sub-article 20(a) is hereby excluded.

[signatures of authorized representatives of the bank]

! The Bank shall insert the amount(s) specified in the SCC and denominated, as specified in the SCC, either in the
currency(ies) of the Contract or a freely convertible currency acceptable to the Procuring Entity.

2 Dates established in accordance with Clause 18.4 of the General Conditions of Contract (“GCC”), taking into
account any warranty obligations of the Supplier under Clause 16.2 of the GCC intended to be secured by a
partial Performance Guarantee.
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BANK GUARANTEE FOR ADVANCE PAYMENT

[The bank, as requested by the successful Bidder, shall fill in this form in accordance
with the instructions indicated.]

Date: [insert date (as day, month, and year)]
Title of the procurement: [Insert general title of the procurement]

Procurement Reference No: [insert reference]
[Issuing bank’s letterhead]
Beneficiary: [insert legal name and address of Procuring Entity]
ADVANCE PAYMENT GUARANTEE No.: [insert Advance Payment Guarantee no.]

We, [insert legal name and address of bank], have been informed that [insert complete
name and address of Supplier] (hereinafter called "the Supplier") has entered into
Contract No. [insert number] dated [insert date of Agreement] with you, for the supply of
[insert types of Goods to be delivered] (hereinafter called "the Contract").

Furthermore, we understand that, according to the conditions of the Contract, an advance
is to be made against an advance payment guarantee.

At the request of the Supplier, we hereby irrevocably undertake to pay you any sum or
sums not exceeding in total an amount of [insert amount(s)? in figures and words] upon
receipt by us of your first demand in writing declaring that the Supplier is in breach of its
obligation under the Contract because the Supplier used the advance payment for
purposes other than toward delivery of the Goods.

It is a condition for any claim and payment under this Guarantee to be made that the
advance payment referred to above must have been received by the Supplier on its
account [insert number and domicile of the account]

This Guarantee shall remain valid and in full effect from the date of the advance payment
received by the Supplier under the Contract until [insert date?]. We agree to a one-time
extension of this Guarantee for a period not to exceed [six months][one year], in response
to the Procuring Entity’s written request for such extension, such request to be presented
to us before the expiry of the Guarantee.

This Guarantee is subject to the Uniform Rules for Demand Guarantees, ICC Publication
No. 758.

[signature(s) of authorized representative(s) of the bank]

3 The issuing bank shall insert the amount(s) specified in the SCC and denominated, as specified in the SCC, either

in the currency(ies) of the Contract or a freely convertible currency acceptable to the Procuring Entity.

* Insert the Delivery date stipulated in the Contract Delivery Schedule.
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Technical specifications

- . e . Other
# Item Qty Minimum requirement / specifications Sample image -
requirements
1
Pipette Filler Bulb Type - Red/Black - 25ml
60 Comprises a bulb and three pinch valves controlling influx
and efflux of pipette contents.
2
e Measuring cylinders 50mL v
e C(ClassA/B '
Measuring cylinder, 20 e Blue/ black graduations r
50mL e Hexagonal / Round base | -
e Borosilicate glass
—
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THE MALDIVES NATIONAL
UNIVERSITY

The Maldives National University

Procurement and Asset Management Department
Rahdhebai Higun, Machangolhi

Male', 20371, Maldives
Tel: +960 3345 101

Email: procurement@mnu.edu.mv

Reference number: R-MNU-PAMD/2021/---

PROJECT COMPLETION CERTIFICATE

Project Description:
Faculty/Centre:
Tender number

Contractor name:

Contract number:

Contract value:

Procurement committee reference:

Date of commencement of work:
Stipulated date of completion:
Actual date of completion:
Performance on work:

Remarks:

Signature:

Name:
Designation: ---
Date: -—--

Printing graduation card & booklet
Maldives National University / CA
MNU-CA-PAMD/2021/---

A-MNU-PAMD/2021/---

MVR 12,985.20

05" October 2021
13" October 2021
10™ October 2021
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