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PREAMBLE 
 

This Procurement manual establishes the procedures relating to the management of the 

procurement process for goods, works and services at Headquarters and at the country offices 

of TRANSCO CLSG, thus facilitating compliance with the Tender Code approved by the 

governing bodies of TRANSCO CLSG.  
  

Compliance with this Manual is mandatory for all TRANSCO CLSG staff. The Manual applies 

to the procurement of goods, works and services funded with internal TRANSCO CLSG 

resources or with external resources; in the latter case, it is subject to the agreements reached 

between TRANSCO CLSG and the counterpart, as outlined in the corresponding Legal 

Instrument. 

 

The procurement procedures manual derives from the provisions of TRANSCO CLSG Tender 

Code, which was approved by TRANSCO CLSG Board of Directors on December 16, 2019, 

TRANSCO CLSG Tender Code defines the overarching policies and guidelines that are 

applicable to all procurement activities conducted by TRANSCO CLSG staff. 

 
The procurement procedures of TRANSCO CLSG are consistent with international best 

practices and standards. 

 

The Procurement Manual should be updated from time to time and as needed to improve 

procurement practices of TRANSCO CLSG, subject to approval by the Contracting Authority 

of TRANSCO CLSG. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



TRANSCO CLSG Procurement Manual 
 

7 
 

TITLE 1: General Provisions 
 

Chapter I: Definitions, Principles and Scope of Application 
 

Article 1: Definitions 
 

In this Manual, the following definitions shall apply: 

 

"Bid" means t he technical and financial submissions made by a supplier, contractor, or 

service provider in response to the terms of TRANSCO CLSG's invitation; 

 

"Bidder" means a natural or legal person submitting a bid; 

 

"Bidding documents " means the documents provided by TRANSCO CLSG to bidders as 

a basis for preparation and submission of their bids; 

 

"Bid/Performance Security" means an amount to secure the fulfilment of obligation of a 

contractor or supplier, which may take the form of a financial deposit, bond, irrevocable 

letter of credit or bank guarantee. 

 

"Candidate" means a natural or legal person invited to take part in public contracting or 

seeking to be so invited; 

 

"Consultant" means a natural or legal person under contract with TRANSCO CLSG to provide 

consulting services; 

 

"Contracting" means the purchasing, hiring, obtaining or otherwise by any other 

contractual means of goods, works and services including consulting services by 

TRANSCO CLSG; 

 

"Co-contracting" refers to a situation where TRANSCO CLSG enters into a contract 

with several suppliers, contractors and service providers who shall be jointly responsible 

for the delivery of goods and services; 

 

"Contracting Authority " means the Officer authorized by virtue of the Article 16 of 

TRANSCO CLSG Articles of Association; 

 

"Contractor", "supplier" and "service provider " means any natural or legal person or group 

of such persons and/or bodies entering into a public contract with TRANSCO CLSG for 

the execution of works, the acquisition of goods or the provision of services; 

 

“Framework agreement” means the contractual arrangement described under Article 67. 

 

“General Manager” means the head of TRANSCO CLSG 

 

"Goods" means raw materials, products, equipment and commodities and other physical 

objects, whether in solid, liquid or gaseous form, and electricity, as well as installation, 

transport, maintenance or similar obligations related to the supply of the goods if their 

value does not exceed that of the goods themselves; 
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"Member" means a Power Utility which is a shareholder of TRANSCO CLSG. 

 

"Notice of invitation to bid " means all public advertisements in relation to the procurement 

of contracts, public invitation for applications or bids issued for the purpose of notification that 

a tender is being organized for the award of a contract; 

 

"Pre-qualification" means a formal procedure whereby candidates, contractors or 

consultants are invited to submit details of their resources and capabilities which are 

determined prior to invitation to bid on the basis of minimum criteria related to 

experience, resources, capacity and financial standing; 

 

“Procurement Committee" means the entity responsible for the opening of bids, review of 

the evaluation of bids, proposals and quotations done by the Evaluation Sub-Committee, as 

well as the proposal of award of contracts to the Contracting Authority according to 

thresholds as set out in the Procurement Manual; 

 

"Procuring Entity" means the unit or department of T R A N S C O  C L S G  that has expressed 

the need to procure goods, services or works, w h i c h  a r e  subject to a procurement process; 

 

“Procurement Plan” means the annual procurement plan as defined in Article 20 of the Tender 

Code, which is established by TRANSCO CLSG before the beginning of each fiscal year and 

approved by the General Manager, in consistence with TRANSCO CLSG annual budget 

approved by TRANSCO CLSG Board, and which may be updated during the fiscal year as 

needed. 

 

"Procurement Unit" means the structure in TRANSCO CLSG that shall have the 

responsibility of managing the implementation of the overall procurement process; 

 

"Public Contract" means a written contract for pecuniary interest entered into by 

TRANSCO CLSG and a contractor or contractors for the supply of goods, and the 

execution of works or services; 

 

"Public consulting services contract" means a public contract related to activities of an 

intellectual and immaterial nature that does not lead to a measurable physical output. 

Such contracts include training, auditing, software development, and other consultancy 

services, such as management, engineering services, construction supervision, financial 

services, procurement services, social and environmental studies and identification, 

preparation, and implementation of projects; 

 

"Public service contracts" means public contracts other than public works or supply 

contracts; 

 

"Public supply contracts" means public contracts having as their object the purchase 

of goods; 

 

"Public works contracts" means public contracts having as their object either the 

execution, or both the design and execution of works or the implementation by whatever 

means of works corresponding to the requirements specified by TRANSCO CLSG; 

 

"Request for proposals" means the method of contracting used by TRANSCO CLSG 
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to invite submission of proposals from a service provider or consultants; 

 

"Resolution " means the official decision taken by T RA NSC O  C LSG  B o a r d  for the 

implementation of this Code. 

 

"Services" means any object of contracting other than goods and works; 

 

“Standstill period” means the period of time between the notification of contract ward and 

the contract signature, as described in Article  

 

"Terms of reference" means the statement issued by TRANSCO CLSG giving the 

definition of the objectives, goals and scope of consulting services, including where 

applicable the means to be used; 

 

"Works" means all works associated with the construction, reconstruction, demolition, repair 

or renovation of infrastructure facilities, including site preparation, excavation, erection, 

construction, installation of equipment and materials, decoration, as well as services 

incidental to construction, such as drilling, mapping, satellite photography, seismic and  

g eo t ech n i ca l  investigations and similar services provided the value of those services does 

not exceed that of the works themselves. 

 

Article 2: Principles 
 

The principles below shall govern the rules of award, execution and review of public 

contracts concluded by T R A N S C O  C L S G  resulting in the award of a public 

contract, irrespective of the nature of the goods, works, or services provided or their 

quantity or price. The principles are as follows: 

 

a) Fair and open competitive bidding procedures including effective publication of 

invitations to bid, objective evaluation criteria, public opening of bids and the 

use of electronic communication methods; 

 

b) International standards of transparency, fairness, equity and economic efficiency; 

 

c) Contracting process integrity, high ethical standards and absence of conflict of interest; 

 

d) Candidate's and Bidder's right to file bid complaints;  

 

e) Provision of dispute resolution mechanisms and the timely resolution of disputes; 

 

f) No discrimination whatsoever in the contracting process and the contract conditions 

between bidders in relation to their nationality, being either from the private or the 

public sector, including State owned companies, except as provided for in Article 55 

of this Code; 

 

g) Allowing private, mixed or State- o w n e d  companies to benefit from the same 

economic and commercial advantages, notably in terms of formalities, credit, tax, 

custom duties; procuring entities shall guarantee during the contracting process that 

any advantage detrimental to the competition is taken into consideration in the 

evaluation of the bids. 
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Article 3: Scope of Application 
 

1. The provisions of this Manual are applicable to all contracts using TRANSCO 

CLSG funds; 

 

a) the general budget of TRANSCO CLSG; 

b) any other special funds; 

  

Article 4: Public Access 
 

The Tender Code, this Procurement Manual, the Standard Bidding Documents and the 

related TRANSCO CLSG Board Resolutions shall be made accessible to the public, including 

through electronic means of communication and publication on TRANSCO CLSG Website. 

 

Article 5: Thresholds per Types of Procurement Process 
 

As defined in the Tender Code, the procurement methods used by TRANSCO CLSG are the 

following: 

 

For Goods, Works and Non-Consulting Services  

• International Competitive Bidding (ICB) 

• National Competitive Bidding (NCB) 

• Local, Regional (CLSG Countries) or International Request for Quotation (Shopping)  

• Direct Contracting (DC) 

 

For Consulting Services 

• Quality and Cost Based Selection (QCBS) 

• Quality Based Selection (QBS) 

• Selection under Fixed Budget (SFB) 

• Least Cost Selection (LCS) 

• Selection based on Consultant Qualifications (CQS) 

• Individual Consultants Selection (ICS) 

• Single Source Selection (SSS) 

 

The procurement activities of TRANSCO CLSG, except those related to the implementation 

of RAPs and ESMPs, are not subject to the National Procurement Rules according to Article 4 

of the International Treaty for Construction, Operation and Development of the CLSG 

Interconnection Line signed on March 5, 2012 by the four Head of States of the CLSG 

countries. 

 
The tables below show the thresholds for the use of TRANSCO CLSG procurement methods 

listed in section 5.1.  
 

Goods, Works and Non-Consulting Services 
 

Method Threshold (USD) 

ICB Works > 2 000 000 

NCB Works ≤ 2 000 000 



TRANSCO CLSG Procurement Manual 
 

11 
 

ICB Goods & Non-consulting services > 500 000 

NCB Goods & Non-consulting services ≤ 500 000 

Shopping Works ≤ 100 000 

Shopping Goods & Non-consulting 

services 

≤ 100 000 

Direct Contracting ≤ 50 000 with C.A prior authorization 

Procurement through 3 written 

quotations 

From 2,000 to 50 000 

Direct procurement (with a written 

quotation) 

≤ 2 000 

Purchase from petty cash ≤ 500 

 

Consulting Services 
 

Method Threshold (USD) 

QCBS, QBS, LCS & FBS > 100 000 

CQS ≤ 100 000 

ICS ≤ 100 000 

SSS ≤ 50 000 with C.A prior authorization 

 

The above thresholds can be modified by TRANSCO CLSG General Manager through a formal 

revision. 
 

 

Chapter II:  Responsibilities for Procurement Processes and 

Contract Awards 
 

Article 6: Contracting Authority Functions and Contract Awards 
 

1. Procurement processes and contract awards by TRANSCO CLSG shall be carried 

out in accordance with the provisions of this manual. 

 

2. The Contracting Authority is be TRANSCO CLSG General Manager. He/She shall 

assume the following duties: 

 

a) Oversee the proper application of procurement procedures by the Procurement 

Committee; 

 

b) Oversee the preparation of bidding documents including the invitation for bids 

and their advertisement when needed. 

 

3. The Contracting Authority is entrusted to approve the Procurement Committee reports 

and sign the contracts, within the limits established by the Board, as per Article 7 of 

TRANSCO CLSG Articles of Association. 

 
The authority to approve and sign purchase orders and contracts can be delegated as per the 
thresholds defined in the table below. 
 

Contract amount (US$) Signature authority 
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Above 300 000 General Manager, subject to prior approval 
by TRANSCO CLSG Board 

From 50 000 to 300 000  General Manager 

Up to 50 000        The General Manager can delegate the 
Finance and Administration Manager 

 

4. The Awarding Authority is the Procurement Committee through processes specified 

in this Manual for the award of a contract. 

 

5. The Contracting Authority may delegate its functions but the Awarding Authority 

shall not delegate i ts  functions. 

 

6. No Department, Division or Unit of T R A N S C O  C L S G  shall publish an 

invitation or request for bids, proposals or quotations unless authorized by the 

Contracting Authority. No Department, Division or Unit shall award or finalize any 

public contract if the procurement process stipulated in this Manual is not followed. 

 

Article 7: T R A N S C O  C L S G  Procurement Committee 
 

1. TRANSCO CLSG shall establish a Procurement Committee. 

 

2. The TRANSCO CLSG Procurement Committee shall consist of Five (5) persons 

and be composed as follows: 

 

a) Director of Administration and Finance- Chairperson; 

b) Technical Director – Member  

c) C o m m e r c i a l  D i r e c t o r – Member  

d) Qualified staff designated by the General Manager–  Member  

e) Senior Procurement Specialist and Contract Manager - Member and Committee 

Secretary. 

 

3. The Procurement Committee shall be responsible for the opening and evaluation of bids, 

proposals and quotations and for recommending the award of contracts to the Contracting 

Authority. 

 

4. Upon the recommendation of the Procurement Committee, the TRANSCO CLSG 

Contracting Authority or his/her authorized representative shall endorse and sign contracts.  

 

5. The Procurement Committee will, after the opening of bids and proposals, appoint 

an evaluation sub-committee to review and evaluate the bids or proposals. The 

evaluation subcommittee shall comprise of at least two members of the Procurement 

Committee, one of whom shall chair the sub-committee, and at least one other expert 

specialized in procuring goods, services or works being procured, from TRANSCO 

CLSG or its member utilities, or other external experts. The evaluation subcommittee 

shall submit a report on the technical and financial evaluation of the bids within the 

time limit provided in Article 57 of the Tender Code. Based on the technical sub-

committee’s evaluation report, the Procurement Committee makes recommendations to 

the Contracting Authority for the award of contracts. 

 

Article 8: Record of Processes 
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The Head of TRANSCO CLSG Procurement Unit shall maintain records of public 

contracting processes in sufficient detail to allow control and verification by relevant 

parties.  

 

The disposition of TRANSCO CLSG procurement records shall be  as  herein  detailed  

following  an appraisal of the evidential and informational  value  of  the  records  and  an  

assessment  of their potential historical value. The retention periods specified shall 

generally reflect the information needs of the relevant organizational units; the disposition 

instructions reflect TRANSCO CLSG wider, long-term information requirements. 

 
TRANSCO CLSG Contracts for goods, works and services. 

 

Used to maintain a record of contracts issued by TRANSCO CLSG for the 

procurement of goods and services. This series consists of file folders containing 

originals and copies of signed contractual agreements between TRANSCO CLSG and 

various vendors providing goods, works and services to TRANSCO CLSG. It Includes 

relevant supporting documentation such as Statement of Works (SOW), winning bid 

documents, contracts status and administration, requisitions, local purchase orders, and 

related correspondence. 

 

Signed TRANSCO CLSG contracts and amendments, originals and/or copies, including 

relevant supporting documentation should be: 

 

• Retained in office for six (6) months from contract expiration, then. 

• Transferred to electronic archives for seven (7) years. 

 
TRANSCO CLSG Purchase Orders for goods, works and services. 
 

Used to maintain a record of local purchase orders issued by TRANSCO CLSG. This 

series consists of file folders containing originals and copies of purchase orders, including 

Blanket Purchase Orders/Master Agreements. Also included is the relevant supporting 

documentation, such as vendor acknowledgements or acceptance of purchase orders, 

requisitions, delivery receipts, and related correspondence. 

 

Copy of delivery docket files should be sent by the Receiving Unit to the Procurement 

Unit immediately after the delivery for their records. 

 

Purchase orders, originals and/or copies, including relevant supporting documentation 

should be: 
 

• Retained in office for six (6) months from the end of the fiscal year in which the 

local purchase order expired, then. 

• Transferred to electronic archives for seven (7) years. 

 
 

Chapter III: Dispute Resolution and Sanctions in Contracting 

Processes 
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Article 9: Dispute Resolution Committee 
 

1. Within the framework of the implementation of this procedure’s manual, the 

G e n e r a l  M a n a g e r  shall establish a Dispute Resolution Committee which shall 

handle bid c o m p l a i n t s  arising from the execution of procurement processes. 

 

2. The Dispute Resolution Committee conducts inquiries, investigates complaints and 

allegations of violations of this Code with a view to amicably settling the issues raised in the 

complaints. 

 

3. The Dispute Resolution Committee shall adopt procedures spelled out h e r e in, 

which shall be fair, transparent and guarantee an effective review mechanism. 

 
TRANSCO CLSG responses to all complaints, regardless of whom they are addressed to, and 
is always prepared and executed by the Procurement Committee. An unsuccessful f irm that 

wishes to complaint an award must inform TRANSCO CLSG in writing, explaining the basis of 
the complaint, within 10 working days (the "Notice Period") of the issuance of the solicitation, 

addendum, notice of award or other action of TRANSCO CLSG related to the solicitation. 
Complaint notifications that are submitted after the 10-working-day Notice Period or those that 

do not indicate a basis for the complaints shall not be treated. 

 
Upon receipt of a written complaint from an unsuccessful firm, the Procurement Committee 
does the following: 

 
a) Refers it to the Dispute Resolution Committee; 

b) Within 10 working days, sends the complainant a written acknowledgement. 
c) Initiates an investigation of the complainant's allegations. 

d) Following the conclusion of the investigation, documents the results in the form 
of a memo to file, including any applicable opinion provided by the Legal Unit 
and recommendations for action; and 

e) Provides the complainant with formal written notification , cleared  by the Legal  Unit,  
of the decision and the basis upon which it was made. 

 

A decision will be final and conclusive unless, within 10 working days from  the  date  of receipt 

of the decision, the complainant files a written appeal with the Dispute Resolution Committee. 

 
Upon receipt of a written complaint appeal from an unsuccessful firm, the Dispute Resolution 

Committee shall: 
 

1. Promptly decide whether the solicitation  or  award  was  in  accordance  with  the 
provisions of the Tender Code, this Procurement Manual and the conditions of the 
solicitation; and 

2. Provide the appellant with its findings. 
 

The determination of the Dispute Resolution Committee shall be final. However, if any party 
disagrees with the decision of the Dispute Resolution Committee, the case is settled in 
accordance with Article 86 of TRANSCO CLSG Tender Code. 

 

 

Article 10: Sanction s 
 

1. Within the framework of the implementation of this code, the General Manager shall 
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propose to TRANSCO CLSG Board to apply sanctions, including permanent or temporary 

exclusions, against any natural person or legal entity in any contracting process, found in 

violation of any provision of this Code or the Procurement Manual. 

 

2. Sanctions should be determined in an impartial manner and be proportionate to the 

gravity of the violation committed, as per provisions established in the Procurement Manual. 

 

Article 11: Composition of the Dispute Resolution Committee 
 

1. The Dispute Resolution Committee shall be composed of three members 

nominated by the G e n e r a l  M a n a g e r ; one shall be designated by the Director of 

the Beneficiary department in the procurement process, and the other two by the General 

Manager, one of whom shall act as Chairperson of the Committee. 

 

2. One of the t w o  person designated by the General Manager shall be an independent 

expert while the other person shall be a TRANSCO CLSG professional staff. The 

Dispute Resolution Committee designated members should not have taken part in 

the related procurement process. 

 

Article 12: Referral to the Competent Authorities 
 

If there is prima facie evidence of a criminal offence on the part of any person, natural or 

legal, candidate or bidder, the General Manager shall refer the matter to the competent 

authorities and inform TRANSCO CLSG Board. 

 

Chapter IV: Eligibility and Qualification of Candidates and Bidders 
 

Section I: General Eligibility 
 

Article 13: Exclusions from Contracting Process 
 

1. The following candidates, whether a natural person or a legal entity, are excluded from 

entering into a contracting process or a  contract with TRANSCO CLSG: 

 

a) Any candidate found to be in violation of any provision of the Code and this 

Procurement Manual. 

b) Any candidate that is insolvent, in receivership, bankrupt or being wound up, or 

whose business activities have been suspended. 

c) Any candidate whose administrators or directors have been convicted of a criminal 

offence or have been found to be in violation of a tax law. 

d) Any candidate who has been a subject of a contract termination by reason of default 

or negligence in the execution of an earlier contract awarded by TRANSCO CLSG. 

e) Any candidate who in the past five years preceding the beginning of the contracting 

process was temporarily excluded from participating in any public contracting 

process pursuant to a decision rendered by T R A N S C O  C L S G  B o a r d . 

f) Any candidate blacklisted and/or debarred from taking part in public contracting in 

any country, by an international organization on grounds of fraud or corruption. 

g) Any candidate in which any member of the Procurement Committee or 

TRANSCO CLSG Board or Management has a financial or personal interest. 
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2. The above provisions shall also apply to natural or legal persons acting as sub­ 

contractors to the main contractors. 

 

3. The exclusion of any candidate from the procurement process and the period of 

exclusion shall be determined by the Procurement Committee. 

 

 

Article 14: Rejection of Bid s and Quotations 
 

TRANSCO CLSG reserves the right to reject any bid or proposal without recourse to 

request substantiation or clarification of any or all information received.  The Procurement 

Committee may reject all bids or proposals under any of the conditions listed below: 

 
a) Bids were received after the due date and time as specified in the solicitation 

document. 

b) Bids received are not responsive to the content of the solicitation; and 

c) The solicitation has been cancelled by TRANSCO CLSG for business reasons. 

d) The lowest bid exceeds cost estimates by a substantial amount (more than 45%). 

e) if it is found that the bidder has directly or indirectly made an offer of 

inducement to any person involved in the procurement process. 

 
When bids or proposals are rejected, the Procurement Committee shall provide written 

notification to the affected bidder or bidders. 

 

Such rejection and the reasons thereof shall be included in the record of the 

procurement process and duly communicated to the bidder who may file for review of 

the rejection under the provisions of Articles 84 and 85 of the Tender Code. 

 

Section II: Qualification of Candidates and Bidders 
 

Article 15: Technical and Financial Qualifications 
 

1. In order to participate in contracting processes, each candidate or bidder shall 

demonstrate legal capacity to enter into the contract. All bidders in addition to 

requirements contained in any solicitation document shall: 

 

a. possess the necessary: 

 

i. professional and technical qualifications. 

ii. financial capability. 

iii. equipment and other relevant infrastructure. 

iv. personnel. 

 

b. accompany every bid with an affidavit disclosing  whether  or not  any member 

of the Procurement Committee or TRANSCO CLSG Board or Management is a 

former or present director, shareholder or has any pecuniary interest in the bidder 

and confirm that the information presented in their bid is true and correct in all 

respects. 
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2. Prior to awarding the contract, bidders must also demonstrate that they have 

fulfilled their fiscal and social security obligations. 

 

3. Evidence of the bidders’ qualifications shall be verified by the Procurement 

Committee based on the following supporting documents to be submitted by the 

bidders: 

 

a. All documents showing evidence of the technical capability and solvency of 

enterprises, and qualifications of their staff. 

b. An attestation giving information on the candidates or bidders, in 

accordance with a model established in the bidding documents. 

 

4. The documents required under the terms of paragraph 3(a) above must include 

at least: 

 

i. a statement on the enterprise's technical facilities. 

ii. a description of the manpower (number and qualification) available to 

the enterprise. 

iii. financial statements, including a balance sheet, income statement and cash flow 

statement for the last three years. 

iv. a statement of all similar contracts ongoing or completed by the applicant. 

 

5. Misrepresentation in relation to the information required under this Article may 

lead to the disqualification of a bidder or the immediate cancellation of the contract, at 

the risk and expense of the contractor without prejudice to the imposition of sanctions 

applicable in such cases under the Tender Code.  This decision shall be subject to the same 

recourse set out in Articles 84 and 85 of the Tender Code. 

 

Article 16: Registration of Enterprises 
 

The Procurement Unit of TRANSCO CLSG shall establish a register of enterprises to 

be used in the transparent and objective choice of short-lists, purely by merit, in requests 

for quotations, restricted bidding or direct contracting.  

 

TRANSCO CLSG Procurement Unit must maintain such data base of vendors that are eligible 

and approved to provide TRANSCO CLSG with goods, works and services.  Where  a  user 

department submits  a requisition  indicating a vendor preference,  the Procurement  Unit checks 

to ensure the eligibility of the vendor. Requisitioners shall check the Vendor  data base before 

recommending  a new vendor and they shall make every effort to select from among approved  

registered  vendors. Although  requisitioners  may recommend  a  preferred   vendor,  the  

Procurement  Committee  maintains  the  right  of  final selection and will make such 

determination  based on factors such as the vendor's performance record and percent of 

business with TRANSCO CLSG, pricing  benchmarks,  master agreements, 

leveraging/consolidating spending, and fairness/transparency of award.  

 
The following are the methods by which the TRANSCO CLSG Procurement Unit maintains 

its vendor data base: 

 

a) The Procurement Unit reviews procurement activity reports, the current vendor data base, 

and evaluation reports in order to ensure an optimal database of suppliers annually. 
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b) On an ongoing basis, the Procurement Unit reviews qualifying information about 

prospective additions to the vendor list, including product, price, billing, delivery, 

reputation and service, to determine which vendors, if any, should be added to the vendor 

data base. 

c) The vendor must have multiple business clients (at least Two (2)) and the financial 

capacity to provide the goods, works and/or services.  

d) Consistent with ECOWAS Institutions' policy on anti-money laundering/combating the 

financing of terrorists, companies listed on the UN 1267 sanctions list and/or member 

states' anti-money laundering and terrorist sanctions list are ineligible to be TRANSCO 

CLSG vendors and to receive TRANSCO CLSG contract awards. Companies listed on the 

ECOWAS Listing of Ineligible Firms are also ineligible to be TRANSCO CLSG vendors 

and/or receive TRANSCO CLSG contract awards. 

e) The Procurement Unit also identifies vendors that have performed unsatisfactorily and 

discusses such problems with the appropriate clients and the respective vendors. 

Depending on the seriousness of a situation, TRANSCO CLSG Procurement Unit 

may discuss remedial action(s) with the vendor concerned, followed by a letter to 

the vendor confirming agreements reached to correct deficiencies. If the vendor 

has not or cannot correct performance/product deficiencies, TRANSCO CLSG 

Procurement Unit shall refer the matter to the Procurement Committee. 

f) TRANSCO CLSG Procurement Unit will work closely with clients and with the 

Procurement Committee, the Legal Unit and other appropriate staff on issues related to 

vendor fraud, corruption and/or ethical issues. 

 

 

Chapter V: Sub-contracting and Joint Venture Contracts 
 

Article 17: Subcontracting 
 

1. The successful bidder may sub-contract parts of the contract  up to a maximum 

of 30 percent of the contract value, subject to the approval of TRANSCO CLSG. 

 

2. Bidders should indicate in their bid the references of any subcontractors they intend to use 

as well as the part and value of the main contract they intend to sub-contract. 

 

Article 18: Joint Venture Contracts 
 

1. Several suppliers, contractors, service providers or consulting firms may be jointly 

and severally responsible for the execution of a contract. In such a case, they must appoint 

one of them as their designated representative. 

 

2. Where the contract is not divided into lots, all partners are jointly and severally 

liable for the execution of the entire contract. Where the contract is divided into lots, each 

partner may be liable only for their share of the contract, except otherwise established in the 

bidding documents. 
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TITLE II: Procurement Processes 
 

Chapter 1: Procurement Planning 
 

Best Practices  
 
TRANSCO CLSG Procurement Unit shall strive to meet its goals by adopting proven 
procurement tools and techniques. The  Procurement  Unit  shall adopt  continuous improvement 
as a strategic business  imperative, and  should be committed  to  continually  analyzing and 
improving its procurement practices to enhance its competitiveness , efficiency and effectiveness. 
TRANSCO CLSG Procurement Unit shall use a variety of means, including benchmarking and 

other market research and participation in professional organizations, to ensure that the best 
business practices are  being used in TRANSCO CLSG's procurement operations. Procurement 
planning involves a series of tasks to be performed by  the Procurement Unit.  These include: 
 

• teaming with user units to forecast procurement requirements . 

• maintaining an optimal base of qualified vendors . 

• scheduling and distributing work within their procurement function. 

• coordinating/facilitating the sourcing/acquisition of goods, works, and services needed by 

TRANSCO CLSG. 

• evaluating vendor performance, and 

• refining  and  updating the procedures in this Manual as changes in TRANSCO CLSG’s  

requirements, technology , and the marketplace dictate. 

 

 

Article 19: Identification of Needs 
 

1. Identified goods, works and services shall meet the needs of the procuring entity and 

be included in the annual Procurement Plan. 

 

2. The procuring entity shall determine the project components, the quantities and 

specifications of the goods, works or services to be procured prior to initiating the 

procurement process. 

 

3. The technical standards and specifications set out in the bidding documents shall not make 

reference to trademarks or catalogue numbers except as specified in the Tender Code or this 

Procurement Manual. If it is justified to specify a brand name or catalogue number of a 

particular manufacturer to clarify an otherwise incomplete specification, the words ‘or 

s imi l a r / equivalent’ shall be added after such a reference  to permit the acceptance of 

offers for goods that have characteristics and performance substantially equivalent to 

those specified. 

 

4. In the case of international competitive procurement, the bidding documents should 

specify internationally accepted standards with which the equipment, goods or 

workmanship shall comply.  When such international standards do not exist or are 

inappropriate, national standards may be specified.    

 

5. No contract shall be awarded if the needs to be met are not specified in the annual 
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Procurement Plan of TRANSCO CLSG. 

 

6. Prior to any tender, TRANSCO CLSG will prepare a confidential estimate of the price of 

goods, works or services to be procured. 

 

Article 20: Procurement Plan 
 

1. All Departments, Division and Sections of TRANSCO CLSG shall prepare an annual 

work program and related budget. The procurement needs shall be captured in a general 

Procurement Plan prepared for T R A N S C O  C L S G  by the Procurement Unit and 

submitted for approval of the General Manager along the following lines: 

 

a) Prepare the needs assessment. 

b) Identify the goods, works or services required. 

c) Take into consideration market and other appropriate data and on this basis 

prepare an analysis of the cost implications of the proposed procurement. 

d) Whenever possible, aggregate requirements of the Departments, Divisions and 

Units within TRANSCO CLSG, to obtain economies of scale and reduce 

procurement costs. 

e) Include the approved procurement expenditure into TRANSCO CLSG annual 

budget. 

f) Recommend appropriate methods for effecting the procurement processes, in 

compliance with the corresponding provisions under this manual. 

 

2. The Procurement Plan shall be submitted to the Procurement Committee for 

validation, prior to its approval by the General Manager, and should be reviewed and 

updated as necessary at least once a year. 

 

3. No contracting requirements for a given quantity of goods, works or services 

shall be split with the intention of avoiding a contracting method established in this 

manual. Any staff involved in a procurement process found to be in breach of this 

provision against such splitting of contracting requirements shall be sanctioned 

according to TRANSCO CLSG Staff Rules. 

 

Article 21: Allotment 
 

1. Where TRANSCO CLSG Procurement Unit determines that allotment of a contract 

is technically justified and should result in reducing the cost of the awarded contract, the 

contracting of works, goods or services shall be divided into lots that may be awarded 

to different bidders. 

 

2. The instructions to bid shall determine the number and nature of the lots. It shall also 

indicate how bids for one or more lots may be submitted, and the basis for bid evaluation 

and contract award. TRANSCO CLSG shall award the contract to the lowest evaluated 

responsive combination of bids. The bidders should be required to present separate bids 

for each lot. 

 

3. Where one or more lots have not been awarded, TRANSCO CLSG may engage in a 

new procurement process after modifying the scope of the remaining lots. 
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Chapter II: Methods of Procurement 
 

Section 1: General Provisions   
 

A r t i c l e  2 2 : Methods of Procurement 
 

1. In accordance with the provisions of the Tender Code, TRANSCO CLSG may 

conclude works and supplies contracts by means of open public tendering 

(International, Regional or Local), restricted tendering (International, Regional or 

Local), Request for Quotations, Direct Contracting and other Specific Procurement 

Methods as mentioned in this Procurement Manual (see Article 5). 

 

2. Procurement of consulting services shall be carried out based on Quality and Cost 

Based Selection, Quality Based Selection, Consultant's Qualification, Selection under 

Fixed Budget, Least Cost Selection or Direct Contracting. 

 

Article 23: Languages and Currency 
 

1. All documents written, published and provided to bidders or produced by them 

shall be prepared in one of the working languages of TRANSCO CLSG (French or English). 

 

2. The bidding documents shall indicate that candidates or bidders shall quote the price 

of their bid in the currency of a TRANSCO CLSG country for inputs provided from that 

country and may quote the price of their bid in up to three (3) foreign currencies for inputs 

provided from outside TRANSCO CLSG countries. 

 

Article 24: Advertisement  
 

1. TRANSCO CLSG shall, subject to the method of procurement, publish 

invitations to bid on its Website and at least one weekly newspaper of weekly 

circulation in TRANSCO CLSG States. Every invitation to bid or request for proposal 

shall be published in accordance with the format of TRANSCO CLSG standard 

bidding documents. The nature of publication (national, regional and/or international) 

will depend on thresholds specified in this Manual (see Article 5) and determined 

based on criteria such as the nature of the contract, its estimated cost, and its complexity. 

 

2. In the case of open international competitive procurement, TRANSCO CLSG 

shall always publish the invitation to bid in an international newspaper or publication 

of wide circulation or on its website. 

 

Article 25: Selection Process 
 

1. The selection process comprises the selection of the lowest evaluated responsive 

bid which has, without negotiation or changes in its bid, met all requirements set forth 

in the bidding document. 

 

2. After the selection of the successful bidder, post qualification may be undertaken 

to assess its technical, professional and financial qualification. 
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3. Bidding may be open or restricted. Open competitive bidding is a process open to 

all bidders, subject to the exclusions and qualifications set forth respectively in Articles 

13 and 15 of the Tender Code. Open competitive bidding may be preceded by a  

prequalification process. Restricted bidding shall be subject to the provisions of Article 

39. 

 

Article 26: Open Competitive Bidding without Prequalification 
 

1. Invitations to bid shall be published according to the modalities defined in Article 

24 of the Tender Code. 

 

2. Each invitation for public bidding shall define at least the following information 

and requirements: 

 

i. the object of the contract. 

ii. the source of financing. 

iii. the number a n d  n a t u r e  of lots, and, where necessary, the minimum or maximum 

number of lots for which a bidder may submit bids. 

iv. the location where the bidding documents may be inspected and the procedure for 

obtaining these documents. 

v. the location, date and time limit for the receipt of bids. 

vi. the time frame during which bidders are bound by their bids; this period may not be 

less than ninety days from the date of the deadline for the receipt of bids. 

vii. the amount required as bid security, if applicable. 

viii. the criteria for the bidders ' qualification, technical capability and solvency. 

ix. where applicable, any other conditions as TRANSCO CLSG may be considered 

necessary. 

 

Article 27: Submission of Bids 
 

1. The deadline for the submission of bids must grant prospective bidders sufficient time 

to prepare and submit competitive bids in line with international best practices as provided 

for in this Procurement Manual. 

 

Bids and proposals must be submitted in accordance with the instructions in the solicitation 
documents. Unless specifically authorized in the bid documents, email bids are not 
considered. Telegraphic or email modifications of bids already submitted are considered 
if received in an acceptable format, as prescribed in the solicitation document, prior to the 
bid due date and time.  The Procurement Unit may send the solicitation by hard copy or 
using electronic means. Although the steps may be different from those in the hard -copy 
bidding process, the goal of creating competition by soliciting quotes from several responsible 
vendors for the purpose of price comparison shall be preserved. The integrity, transparency, 
and fairness of the bidding process shall also be protected. Bids received electronically will be 
stored in an unopened state until the specified bid opening date. 

 

2. All bids in response to an invitation to open competitive bidding shall be submitted 

in writing and in addition to any other information as established in the tender 

documents, contain all the information related to the bidder, the administrative 

documents required, the bid security and separately the technical and financial offers 

signed by an official authorized to bind the bidder to a contract and placed in sealed 
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envelopes. 

 

3. Bids may be sent by public or private mail services, or by hand and should remain 

sealed until the bid opening. 

 

4. All submitted bids shall be deposited in a secured tamper-proof bid box. 

 

5. All bids submitted shall be in the language requested in the bidding documents. 

 

6. TRANSCO CLSG shall issue a receipt showing the date and time the bid was 

delivered. Upon receipt, the envelopes shall be recorded by order of arrival in a special 

register. 

 

7. Bid opening will take place on the same working day of the deadline for bid submission. 

 

8. Any bid received after the deadline for the submission of bids shall not be opened 

and will be returned to the bidder. 

 

9. No communication other than as provided in this manual shall take place between 

procuring entities and any bidder after the publication of a bid solicitation 

 

 

Article 28: Requests for clarifications 
 

Bidders might submit any request for clarifications to the bidding documents not later than 28 

days (for international bidding processes) prior to bid submission date, which TRANSCO 

CLSG will answer not later than 10 days after receipt of such clarification requests. And not 

later than 15 days (for National bidding processes) prior to bid submission date, which 

TRANSCO CLSG will answer not later than 5 days after receipt of such clarification requests. 

 

Article 29: Extension of bid submission deadline 
 

TRANSCO CLSG might decide on its own or upon request from one or several bidders, to 

extend the date of bid submission deadline, if TRANSCO CLSG believes that there is a 

significant risk of not receiving enough bids to ensure appropriate competition by the end of 

the submission deadline. There will not be more than one extension of bid submission deadline 

for any tender. 

 

Article 30: Opening of Bids 
 

Bids in response to an RFB are received by the Procurement Unit until the time and dates 

specified in the RFB and are then opened at the specified time. Upon receipt, bids are date 

stamped and secured. Bids that are received after the bid closing will not be opened and will 

be returned to the bidder. Public Bid Openings are held for solicitations by open competitive 

bidding and are open to all interested parties, both internal and external to the TRANSCO 

CLSG. At these openings, the name of each bidder and the total value of each bid, including 

any requested or alternative bids, are read aloud and recorded, and a list of all attendees is recorded 

and kept on file. 
 
Proposals are received by the Procurement Unit until the specific time on the date specified 
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in the RFP. Upon receipt, they are date-stamped and secured. All proposals submitted within 
the specified deadline are accepted. 

 
a) The Procurement Unit shall always be present at a bid or proposal opening: the 

Procurement Committee conducts the bid/proposal opening with the assistance of the 
Procurement Unit. Each bid is examined to ensure its integrity before it is opened and 
endorsed by each member of the Procurement Committee. Bids/proposals are read out 
for bid price (where applicable) and all documents required in the solicitation document. 

 

The envelopes containing the bids shall be opened in the presence of the bidders or their 

representatives who wish to attend.  

 

The name of each bidder, the price of the bid and of alternatives or discounts, if any, and 

the time frame for execution are read out, and the submission of the required bid security 

indicated. This information is recorded in the minutes of the bid opening session, and 

subsequently issued by the Secretary of the Procurement Committee to all the participants 

and published. 

 

Article 31: Evaluation of Bid s 
 

The vendor is selected in accordance with the basis for the award as specified in the 

solicitation. 

 

The Procurement Committee shall evaluate bids through the designated evaluation 

sub-committee and according to the provisions of the Tender Code and this 

Procurement Manual within a reasonable time, and as described below:   

 

a) For a procurement in response to an IFB or RFQ (usually goods or construction), 

an award is made to the vendor determined to be most responsive and responsible 

and offering the lowest price. 

 

b) For   procurement in response to an RFP (primarily services or complex goods, 

processes, or systems), one of two evaluation procedures is used.  The first relies 

solely on an evaluation of the technical/operational competence of the vendor, of 

the vendor personnel undertaking the assignment, and of the proposal. The second 

involves both a technical/operational evaluation and a consideration of the offered 

price of the services. The award is made to the bidder in accordance with the award 

instructions in the RFP. 

 

c) The Procurement Committee determines whether the vendor selected for award is 

responsive. A responsive vendor is defined as one with the operational capacity, 

capability, and willingness to successfully complete the contract. In making this 

determination, the Procurement Committee considers various elements including 

financial stability, financial ratios, the location and operating capacity of the vendor's 

plant and personnel, and the effect of other financial and resource commitments, as 

well as the vendor's experience, past performance, and history of adherence to ethical 

business practices. 

 

 

1. The Procurement Committee shall reject the bids that are not responsive to the 
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provisions of the bidding documents. Following the detailed evaluation by the sub-committee, 

it shall recommend the contract award to the lowest evaluated substantially responsive 

bidder and submit the recommendation report to the Contracting Authority (General Manager) 

for signature. 

 

2. Alternative bids may be taken into consideration, if foreseen in the provisions of 

the bidding documents. 

 

Once the Procurement Committee determines which vendors, if any, meet the mandatory 

requirements, considering the vendors' financial capabilities and any special certificates or 

licensing, the qualified proposals are then distributed to the technical sub­ committee for 

review and evaluation in accordance with established evaluation criteria. Where additional 

information or clarification is required to complete the technical evaluation, the 

Procurement Committee may seek information or clarification in writing, specifying the 

request and the date and time it is due. 

 

The technical sub-committee reviews and evaluates the technical proposals according 

to the criteria and weights included in the solicitation. The technical review includes an 

evaluation of the technical/operational merit of each proposal, as well as a review of 

each vendor's experience, capability, capacity and resources, approach and methodology. 

Technical reviews may also include but are not limited to site visits and review of 

customer references. 

 

Each member of the technical sub-committee independently evaluates each proposal and 

assigns a score to each in accordance with the approved evaluation plan. The Chair of 

the technical sub-committee convenes the sub-committee members t o  obtain a consensus 

on each evaluation factor and ultimately document the reason for each score. This 

information is included in the evaluation report.  The technical sub­ committee worksheets and 

individual scores are forwarded to the Procurement Committee for further analysis, review and 

for retention in the solicitation files. The Procurement Committee may request additional 

information in cases of inconsistent evaluation or extreme differences in technical scores among 

the technical sub-committee team members. In tallying the score, the Procurement Committee, 

at its sole discretion, may disregard scores that fall outside the norm (outliers) in instances 

where there is extreme disagreement between them and the scores of other team members, since 

such extremes could reflect a bias or lack of objectivity or a misunderstanding of criteria and 

weightings. 

 

The Procurement Committee is responsible for evaluating each vendor's financial 

condition and all cost/price analysis. The extent to which price may be used as a factor 
in selection depends on the technical complexity of the assignment, the impact of the 

assignment on the end product, and the comparability of proposals. The more complex the 
assignment, the more significant the end product, or the less comparable the proposals, 

the less influence price should have on the selection. For requirements that are difficult to 

specify precisely, are at the high end of the complexity scale, or whose product is such 
that a small reduction in quality could conceivably have an unacceptable impact, price 

should not be used as the primary evaluation criterion. In these situations, it is the 
responsibility of the Procurement Committee to benchmark the pricing so that the 

accepted/negotiated price is competitive with the market and represents a fair value. 
 
When price is not a significant factor, the award is made to the vendor receiving the highest 
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technical/operational evaluation and with which satisfactory price and terms can be negotiated 
and agreed upon. The technical/operational evaluation is usually based on three primary 

factors (listed below) to which numerical ratings are given on a scale of 1 to 100. A relative 
weight is also given to each factor; this varies with the type of assignment and must be arrived 
at in consultation with the Procurement Committee. The three primary factors commonly 
evaluated when procuring consulting firm services are: 

 
a) Technical or operational competence and experience of the vendor 

b) Appropriateness of program methodology and approach, and 
c) Quality of proposed key personnel. 

 

Where price is a significant evaluation factor, the technical evaluation is undertaken 
independently and free from the influence of price. A two-stage procedure may be employed 
whereby the technical and financial proposals are either submitted separately in sealed 
envelopes or submitted later. The results from the technical evaluation and the price evaluation 
are relied on to select the proposal that provides TRANSCO CLSG with the best total value. 
The best-value concept allows for a trade-off in which higher technical achievement can justify 
higher costs. In order to do a two-stage evaluation, the Procurement Committee/technical sub-
committee must first evaluate the technical proposals and then consider the cost proposals in 
order to determine the best total value. 

 
The best and easiest method for including price is to combine the results of the technical 
evaluation with those of the price evaluation using predetermined weights.  A relative weight 
for price should be no less than 20 per cent to 30 per cent to control costs; the Procurement 
Unit will assist in determining the appropriate weighting for price. If there is disagreement 
over the weighting, the Procurement Committee will make the determination, based on serving 
TRANSCO CLSG overall best interest. 

 
To safeguard the integrity of the two-stage procedure, appropriate measures are followed 

to ensure that price information is not available to the evaluators until the 

technical/operational evaluation has been completed. This typically involves ensuring that 

price proposals remain sealed under the control of the Procurement Committee. On 

occasion, due to budgetary restrictions, it may be agreed between the Procurement 

Committee and the project manager that prices be opened; in such a case, the project 

manager is provided with a price range for comparison with the budgetary restrictions. 

Individual bidders' prices, unit or otherwise, are not revealed by the Procurement Committee 

until after the technical evaluation is completed and then only to the Project Manager. 

TRANSCO CLSG respects the fact that pricing is generally proprietary and confidential 

and therefore as a standard practice reveals prices on a 'need to know' basis only. 

 

 

Article 32: Information to Bidders 
 

1. Within three ( 3 )  working days after the approval of the evaluation report by the 

competent authority, the General M a n a g e r  s h a l l  inform the successful bidder that its 

bid has been accepted and other bidders that their bids have been rejected, and TRANSCO 

CLSG will publish on its Website the result of the tender, including the price of the lowest 

evaluated bid, the name of the successful bidder and the duration of the standstill period. 

 

2. The General Manager shall, within five working days of a request, inform any 

unsuccessful bidder of the reasons for the rejection of its bid. 
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Article 33: Bid Validity 
 

Any bidder may choose not to accept a n  extension of the bid validity after the original 

validity period has expired without forfeiting his bid security. If a bidder receives the 

award notification after the expiry of such period, he may also choose not to accept to sign 

a contract without forfeiting his bid security. 

 

Article 34: Standstill Period before Contract Signature 
 

The contract shall be signed between TRANSCO CLSG and the awarded bidder not before 

the end of a standstill period of not less than ten days from the notification of the award of 

the contract to all competitors by the General Manager, to allow sufficient time for any 

complaint in relation with the award of the contract, as specified in Articles 84 and 85 of 

the Tender Code. 

 

Section II: Bidding Preceded by a Pre-qualification Process. 
 

Article 35: Conditions for a Pre-qualification Process 
 

1. The Procurement Committee may engage in a  pre-qualification process with a view 

to identifying, prior to the submission of bids or proposals, candidates that are qualified. 

The use of a pre-qualification process is mandatory in the case of large or complex contracts 

for the supply of equipment or provision of construction services, or for specialized services. 

 

2. The qualification of candidates under this Article is exclusively determined on the 

basis of their capacity to perform the contract in a satisfactory manner. 

 

It is a process used to screen potential bidders in order to ensure, in advance of competition, that 

solicitations are extended only to those companies that have the financial capacity and technical 

capability to deliver on the requirements. Requests for prequalification information are intended 

to obtain sufficient organizational, capacity, performance, and financial data to determine a firm's 

qualifications to perform the intended contract. The Procurement Unit receives and reviews, with 

an evaluation committee, the details of firms' organizational and financial structure as well as a 

list of previous work and client references, certification licenses, and any other special 

requirements. Only those firms that have been successfully prequalified are permitted to respond to 

the solicitation. 

 

 

Article 36:  Notice of Invitation 
 

The prequalification notice shall be published in the same manner as the invitation to bid 

referred to in Article 24 of the Tender Code. 

 

 

Article 37: Evaluation of Pre-qualification Applications 
 

1. The Procurement Committee shall review the applications and retain those 

satisfying all and exclusively the pre-qualification criteria set forth in the pre-qualification 

documents. 



TRANSCO CLSG Procurement Manual 
 

28 
 

 

2. The General Manager shall notify each supplier, contractor or service provider applying 

to pre-qualify whether or not they have been pre-qualified and shall make available to any 

of them, upon request, the names of all suppliers or contractors that have been pre-qualified. 

 

3. Only suppliers, contractors or service providers that have been pre-qualified are 

entitled to participate in the subsequent contracting process. 

 

4. The General Manager shall on request communicate to suppliers, contractors and 

service providers that have not been pre-qualified the grounds for their rejection. 

 
5. TRANSCO CLSG may require a supplier, contractor or service provider that has 

been prequalified and is awarded a contract to demonstrate again its qualifications in 

accordance with the same criteria used for pre-qualification, before concluding a 

contract. 

 

Section III: Two-Stage Bidding 
 

Article 38: Conditions and Procedures for two-stage bidding 
 

1. TRANSCO CLSG may engage in contracting by means of two-stage bidding in 

order to obtain the most satisfactory solution to its procurement needs, when, as a result 

of the complex nature of the procurement or the need for performance criteria, it is 

not feasible to formulate detailed technical specifications for the goods or works or, 

in the case of management or other similar services, to define precisely their 

characteristics. 

 

2. Two-stage   bidding may be preceded by a prequalification process conducted   

in accordance with Articles 35 to 37 of the Tender Code. 

 

3. In the first stage of the two-stage bidding, bidders are invited to submit their 

technical proposals based on a conceptual design or of performance specifications. The 

evaluation of the technical bids may require TRANSCO CLSG contracting unit  to revise 

the cost estimate and specifications of the project. In the second stage of the two-stage 

bidding, bidders meeting the qualification criteria and whose bid was found technically 

acceptable at the first stage, are invited to present their final technical and financial 

proposals based on the bidding documents revised as needed and approved by t h e  

General Manager. 
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Section IV:  Restricted Bidding 
 

Article 39: Conditions for Restricted Bidding 
 

1. Restricted bidding is a procedure open only to bidders who have been directly 

invited by the General Manager to submit a bid. 

 

2. Under restricted bidding, only those candidates who have been selected based on 

their references, according to the procedure referred to in paragraph 1 of Article 37 of 

this manual, are permitted to submit bids. All other provisions governing open 

competitive bidding apply. 

 

3. Restricted bidding may be conduct ed when the goods, works or services in 

question are available only from a limited number of entities, provided that the General 

Manager solicits bids from all those suppliers, contractors or service providers meeting 

the criteria determined by the procuring entity. To guarantee an effective competition, a 

minimum of three candidates should be selected. 

 

 

Section V: Request for Quotations 
 

Article 40: Condition s and procedure for Request for Quotations 
 

1. Where the estimated value of the contract for goods, works or services is less 

than a specific amount set forth in this Procurement Manual, the procurement processes 

may be conducted on the basis of a request for quotations from selected persons or entities; 

in that case, at least three (3) quotations will be requested from suppliers chosen from 

TRANSCO CLSG’s list of suppliers, according to the procedures referred to in Article 37 

of the Tender Code. 

 

2. The method and criteria used for selection shall conform to the relevant provisions, 

contained in Chapter 4 of the Tender Code. 

 

3. The request shall contain a clear statement of the requirements of TRANSCO CLSG 

as to quality, quantity, terms and time of delivery, terms and schedule of payments, validity 

provisions of quotations, as well as other special requirements and elements that must be 

included in the quoted price. 

 

4. The contract is awarded to the candidate who meets the requirements of TRANSCO 

CLSG, as stipulated in paragraph (2) of this Article, and who quotes the lowest price unless 

that price exceeds, by a significant margin, TRANSCO CLSG’s price estimate established 

prior to the request for quotations, based on the price of similar items available on the 

market. 

 

5. TRANSCO CLSG shall not divide its procurement into separate contracts for the 

purpose of invoking the application of paragraph (1) of this Article. 

 

6. Each supplier, contractor or service provider is permitted to give only one price 

quotation and is not permitted to change its quotation after submitting it. 
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7. No negotiations shall take place between TRANSCO CLSG and a supplier, 

contractor or service provider, with respect to a quotation submitted. 

 

 

 

Section VI: Direct Contracting 
 

Article 41: Condition s and Procedures for Direct Contracting 
 

1. In the circumstances listed below, the Department, Division or Unit of TRANSCO 

CLSG may, after being duly authorized by the General Manager and after appropriate 

market research, enter into a direct contract with a qualified supplier or contractor: 

 

i. when there is an urgent need to replace a defaulting contracting party. 

ii. in cases of extreme urgency, provided the circumstances which gave rise to 

the urgency were neither foreseeable by the procuring entity nor the result of 

negligence on its part. 

iii. where a company is the only one that possesses particular qualifications or has 

a unique experience for the assignment concerned. 

iv. when goods or works are available only from a particular entity that holds a patent, 

a license or exclusive rights. 

 

2. When the procuring entity engages in direct contracting, it shall prepare a description 

of its needs and any special requirements as to quality, quantity, terms and time of delivery. 

 

3. Direct contracting may only be used when suppliers, contractors or service 

providers agree to be subjected to price verification during the execution of the contract. 

The contract indicates the financial statements and costing procedure of the contractor, 

such as the requirement to present balance sheets, schedules of assets and liabilities, and 

project accounts. If project accounts are not available, all the documents allowing the 

verification of the price breakdown should be submitted. 

 
4. For certain type of repetitive services (catering, travel -air tickets, vehicle rental, 

translation & interpretation services, hotel bookings, trainings, seminars, etc.…), the General 

Manager can authorize to proceed with a qualified and well reputed supplier from the 

TRANSCO CLSG data base of suppliers. Those selected suppliers will be evaluated every 

six months or at least once a year to ensure the quality of services provided, and should 

be replaced in case of bad performance. 

 

5. When using the direct contracting procedure, the General Manager shall contract 

without using a competitive bidding process - with a sole provider or contractor. 

TRANSCO CLSG shall then select a qualified offer, according to the procedures 

provided by Articles 27, 30, 31, 52 and 53 of the Tender Code. 

 

Section VII: Provisions Applying to Consulting Services 
 

Article 42: Request for Proposals 
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1. Where TRANSCO CLSG requires t o  r ec ru i t  Consulting Services, it shall i s s u e  

a  request for proposals, which might be preceded by a request for expressions of interest to 

pre-qualify candidates. This invitation shall comply with Articles 24 and 27 of the Tender 

Code. 

 

2. Where the request for expressions of interest procedure is used, a shortlist of at 

least four candidates, based on their capacity to perform the required services, is established 

to ensure adequate competition in line with the provisions of Article 37 of the Tender Code. 

The candidates’ capacity should be evaluated exclusively based on the documents submitted 

in their expression of interest.  

 

3. TRANSCO CLSG shall establish criteria to evaluate the proposals of shortlisted 

candidates and determine the relative weight to be given to each criterion and the way they 

are to be applied in the evaluation of proposals. The criteria shall be de f ined  in the request 

for proposals document and may only be applicable to the following: 

 

i. The relevant experience and managerial and organizational capabilities of the 

candidates for the assignment. 

ii. The qualifications and experience of the personnel to be involved in providing 

the services. 

iii. The responsiveness and quality of the technical approach, methodology and work 

plan of the proposal to the requirements of TRANSCO CLSG, as indicated in 

the Terms of Reference. 

iv. The scope and respective weight of the technical proposal and the financial proposal.  

v. The extent of required participation by local staff. 

vi. Any other requirements, for instance in relation to training and transfer of 

knowledge. 

 

4. A firm and any of its affiliates that has been engaged by TRANSCO CLSG to provide 

goods, works or services other than consulting services for a project, shall be disqualified 

from providing subsequent consulting services related to those goods, works or services. 

Conversely, a firm and any of its affiliates hired to provide consulting services for the 

preparation or implementation of a project, shall be disqualified from subsequently providing 

goods or works or services other than consulting services resulting from or directly related 

to the consulting services provided by that firm or any of its affiliates. For such preparations 

or implementation, for the purpose of this paragraph, services other than consulting services 

are defined as those leading to a measurable physical output, for example surveys, 

exploratory drilling, aerial photography and satellite imagery. 

 

Article 43: Methods of Selection 
 

The following methods for the selection of consulting firms shall be considered by the 

Procurement Unit and the Annex A of the Procurement Manual shall provide guidance on their 

respective applicability:  

 

a) Selection based on quality and cost: this selection method shall be considered in 

priority to other methods. The selection of the successful firm considers the 

quality of the proposal and the cost of the services. The minimum score for the 

technical proposals shall not be lower than 75 points. The relative weight of the 

financial proposal shall not be higher than 30 percent. 
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b) Selection based on a fixed budget: the selection will be based on the best technical 

proposal for a cost that shall not exceed a fixed budget. This method is appropriate for 

services that can be precisely defined with a cost that can reasonably be estimated.  

 

c) Selection based on quality: this method of selection shall be applied for complex or 

highly specialized assignments, for which TRANSCO CLSG is expecting the candidate 

firms to demonstrate innovation in their proposals. Candidate firms shall submit only 

technical proposals. The firm with the highest-ranked technical proposal is then invited 

to submit a financial proposal for negotiations.  

 

d) Selection based on the qualifications of consulting firms: this method is appropriate 

for small assignments or emergency situations for which the request of competitive 

proposals is not justified. At least three qualified firms shall be requested to provide 

information about their relevant experience and qualifications.  TRANSCO CLSG 

will select the firm with the best qualifications and relevant experience and invite 

it to submit its technical and financial proposals for negotiations. 

 

Article 44: Direct selection 

 

1. Direct selection of consulting services can be considered under the following 

cases:  

 

i. extension of an existing contract when additional services are of a similar nature, 

no advantage may be obtained by competition and the firm is performing 

satisfactorily under its ongoing contract. 

 

ii. for tasks that represent a natural continuation of previous work carried out 

satisfactorily by a consultant during the last two years. 

 

iii. when the estimated cost of the contract is lower than USD 100,000. 

 

iv. in response to emergency situations, or, 

 

v. when only one firm is qualified or has experience of a unique nature or of exceptional 

worth for the assignment. 

 

2. In all instances of direct selection, TRANSCO CLSG shall ensure fairness and 

equity,  and shall have in place procedures, as specified in this Manual, to ensure that the 

prices  are  reasonable  and  consistent with  the  market rates  for  services of  a similar  

nature and that the required consulting services are not split into smaller-size 

procurements to avoid a competitive process. 

 

Article 45: Selection procedures 
 

1. The opening of technical proposals shall take place on the working day immediately 

after the deadline for bid submission. The opening and evaluation of proposals are executed 

in two stages where, in the first stage, technical proposals are only evaluated according to 

the method above described, and in the second stage, only financial proposals of the 
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consultants who meet the minimum qualification criteria and the technical requirements  are 

opened; other financial proposals  are returned to the non-qualified consultants unopened. 

The opening of the financial proposals is a public opening and the qualified consultants, 

whose proposals passed the technical evaluation, are invited to be present if they choose to 

do so. 

 

2. Contracts are awarded to the best evaluated proposal based on a combination of the 

technical and financial criteria according to the method of evaluation chosen by the 

Procurement Unit and specified in the request for proposals. TRANSCO CLSG will then 

invite the successful firm or consultant for negotiations. 

 

3. Negotiations shall include discussions of the organization and timing of intervention 

of the consultant. TRANSCO CLSG's inputs shall not alter the original terms of reference 

or the terms of the contract, nor the unit price proposed by the consultant. 

 

4. When negotiations are concluded and the contract duly signed, the other qualified 

consultants are informed that their bids were unsuccessful. 

 

5. If negotiations with the best evaluated firm are unsuccessful, TRANSCO CLSG will 

consider inviting the second-best evaluated firm to negotiations. 

 

Article 46: Individual consultants 
 

1. Individual consultants are selected, either directly or through a consulting firm, 

for assignments for which: 
 

a) a team of experts is not required. 
 

b) no additional professional support is required; and 
 

c) the experience and qualifications of the individual consultant are of paramount 

requirement. 
 
2. In all cases, individual consultants selected by TRANSCO CLSG shall be the most 

experienced and best qualified among the candidates and shall be fully capable of carrying 

out the assignment.  The evaluation shall be based on the relevant qualifications and 

experience of the individual consultant. 

 

3. If TRANSCO CLSG does not have knowledge of experienced and qualified 

individuals, or if the services to be procured are complex, TRANSCO CLSG will publish 

a request for expressions of interest from individual consultants. 

 

4. When T R A N S C O  C L S G  has knowledge of experienced and qualified 

individuals, it may inv i t e  d i rec t ly  those individual consultants to express their interest 

in providing the required consulting services. The terms of reference for the consulting 

services shall be sent with the invitation.  
 
5. Individual consultants may be selected directly under the following 

circumstances: 
 

i. tasks that are a continuation of previous work that the individual consultant has 

carried out after being selected competitively. 
 

ii. assignments with a total expected duration of less than six months. 
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iii. emergency situations; or 

 
iv. when an individual consultant has relevant experience and qualifications of 

exceptional worth to the assignment. 
 

 

Section VIII: Electronic Communications 
 

Article 47: Electronic Communication Procedures 
 

Communications with candidate firms or consultants, as required by the Tender Code, may 

be conducted by electronic means in accordance with the guidelines set forth below: 

 

i. The bidding documents or request for proposals may be communicated to bidders 

by electronic means. 

ii. Unless it is otherwise provided for in the notice of invitation, the bids, proposals or 

quotations may be submitted by electronic means according to the provisions 

specified in this Procurement Manual. 

iii. The provisions of the Tender Code referring to the methods of written 

communication do not preclude the use of electronic communication. 

 

Chapter III: Bidding Documents and Security Requirements 
 

Section 1: Bidding Documents 
 

Article 48: List of Bidding Documents 
 

The list of the documents required in the invitation to bid, with or without prequalification, 

and the table of contents of the bidding documents themselves, are specified in the 

bidding documents. TRANSCO CLSG will use standard bidding documents for each type of 

procurement process, which will be attached to this Procurement manual and published on 

TRANSCO CLSG Website. 

 

Article 49: Availability of Bidding Documents 
 

TRANSCO CLSG shall provide bidding documents, including a form of the contract, 

immediately after first publication of the bid notice to all suppliers, contractors or 

service providers who may respond to the invitation to bid, upon payment of a non-

refundable fee for which a receipt shall be given. 

 

Section II: Bid Security 
 

Article 50: Conditions Related to Bid Security 
 

1. TRANSCO CLSG should include in the bidding documents a condition that bids 

must be accompanied by a bid security in the form of an irrevocable letter of credit, 

certified cheque, bond or bank guarantee which should be issued by a reputable bank 

acceptable to T R A N S C O  C L S G . This bid security is mandatory for estimated 

contract amounts above a threshold stipulated in this Procurement Manual. Such bid security 
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is not required for the contracting of consulting services. 

 

2. A bid security issued by a reputable foreign bank shall not be rejected by the 

procuring entity, if the bid security and the issuer otherwise conform to requirements set 

forth in the bidding documents. 

 

3. Bidding documents should specify the amount of the bid security. The amount of 

such security shall be between one and two percent of the contract cost estimate and shall 

remain valid for 45 days following the expiry of the bid validity. 

 

4. Bid security will be forfeited if a bidder withdraws its bid after submission and within 

the validity period or, in the case of a successful bidder, if the bidder fails to sign the contract 

or to furnish a performance security, if so required by TRANSCO CLSG. 

 

Article 51: Return of Bid Security 
 

TRANSCO CLSG shall have no claim on the bid security, other than in the cases listed in 

Article 50, and shall promptly return the bid security original document, after the occurrence 

of any of the following events: 

 

i. The expiry of the bid security. 

ii. The entry into force of a contract with the selected bidder, including the provision 

of a performance bond, if such security is required in the bidding documents. 

iii. The cancellation of the bidding process. 

iv. The withdrawal of the bid prior to the deadline for the submission of bids. 

 

Chapter IV: Evaluation of Bids 
 

Article 52: Evaluation Process 
 

1. A quorum for a meeting of the Procurement Committee requires the presence of a 

majority of its members, one of whom shall be the chairperson of the Procurement 

Committee or his/her representative, and the Director of the procuring department or his/her 

representative. The evaluation sub-committee work requires the participation of all its members 

in the evaluation tasks and in the subcommittee meetings.    

 

2. At the meetings and for the preparation of the proceedings of the Procurement 

Committee, the Chairperson shall ensure compliance with the provisions of this manual. The 

deliberations and recommendations of the Procurement Committee and its evaluation 

subcommittee shall be treated as fully confidential. 

 

3. TRANSCO CLSG may ask bidders in writing for clarifications on their bids, if they 

are necessary for the fair evaluation of bids. No change in the substance of the bid, including 

changes in price, or changes aimed at making an unresponsive bid responsive, shall be 

sought, offered or permitted. 

 

 

 

Article 53: Conformity to Requirements 
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1. Subject to the provisions of Articles 13 to 17 of this manual, TRANSCO CLSG shall 

retain any bid that conforms to the requirements set forth in the bidding documents. 

 

2. Bidders may also submit a bid including an option, if such an option has been expressly 

authorized in the bidding documents. However, bid evaluation shall only consider the base 

bid, without the option. Only the option of the lowest conform base bid can be considered. 

 

Article 54: Evaluation Criteria and Report 
 

1. The Evaluation Subcommittee shall evaluate responsive bids to determine the best 

evaluated bid, in accordance with the provisions of Article 25 of this manual. 

 

2. The evaluation criteria shall be objective and quantifiable and shall be stipulated in the 

bidding documents or request for proposals.  

 

3. The Evaluation Subcommittee shall prepare a detailed report on the evaluation of bids 

and the recommendation for the award. The format and contents of the evaluation report are 

specified in this Procurement Manual (see Article 31).  

 

Article 55: Preference 
 

1. Candidates and bidders residing in an ECOWAS Member State may enjoy a 

preference in public procurement processes conducted by TRANSCO CLSG. Any 

preference shall be expressed as a percentage of the price of the bid and shall not exceed 

ten percent of the offered price for works and five percent for goods and services 

including consultancy services. No preference can be invoked if it is not so provided in 

the bidding documents. 

 

2. Citizens of ECOWAS and legal persons incorporated in ECOWAS Member States 

may be granted a margin of preference as provided for in paragraph 1 above only if 

they meet the following criteria: 

 

a) if they are ECOWAS member State citizens and tax residents in one of these 

States; and 

b) for legal persons, 

i. if they are incorporated or registered in an ECOWAS member State and 

are tax resident in that State. 

ii. if at least fifty-one percent of the authorized capital of the company is 

owned by ECOWAS M ember State nationals, and its board of directors 

is controlled by nationals of these States. 

c) for both natural and legal persons if, 

i. for contractors, at least fifty percent of inputs from ECOWAS are being used 

and seventy percent of their technical executive and staff on the construction 

site are ECOWAS member State nationals. 

ii. for suppliers, at least fifty percent of the total value of the goods are made 

or manufactured in an ECOWAS member State. 

iii. for service providers, at least fifty percent of their services are provided 

by ECOWAS member State nationals. 

iv. if they do not subcontract more than twenty percent of the contract, 

excluding advance payments, to foreign suppliers, con t ractors or service 
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providers. 

v. if there is no arrangement whereby more than thirty percent of the net 

profits or other tangible benefits of the ECOWAS member State company 

will accrue or be paid to person s that are not nationals of that state or to 

entities which would not be eligible under this Article. 

d) In case of a partnership or joint venture agreement with a foreign partner, 

the preference shall be granted to the bidder where the minimum domestic 

content is not, in total, less than the one applicable in the case of a single 

contractor, and is provided by a national of an ECOWAS State, in compliance 

with paragraphs b and c of the present Article. 

 

Article 56: Unsuccessful Bids and Cancellation of Contracting Process 
 

1. An invitation for bids shall be declared unsuccessful and the contracting process 

should be cancelled in the following cases: 

 

i. where no bid is received. 

ii. where there is insufficient competition; however, even when only one bid or 

proposal is received, the process may be considered valid if the procurement was 

satisfactorily advertised, the qualification criteria were not unduly restrictive, and 

the prices of the bid or proposal are reasonable in comparison to market values.  

iii. where no bid is deemed acceptable after evaluation. 

iv. where all the bids are for an amount substantially higher than the estimated cost or 

available budget for the contract to be procured; however, in this case, 

TRANSCO CLSG may negotiate with the best evaluated bidder a reduction in the 

scope of the contract, provided said reduction is not substantial. 

 

2. In the case of an abnormally low or unbalanced bid or proposal, which raises concerns 

about the bidder’s capability to perform the contract for the offered price, TRANSCO CLSG 

shall seek clarifications from the bidder and conduct price analyses; if on that basis, TRANSCO 

CLSG determines that the bidder has failed to demonstrate its capability to deliver the contract 

for the offered price, TRANSCO CLSG shall reject the bid. 

 

3. When a contracting process is cancelled, the bidders shall be informed accordingly, 

and their bid security returned to them. 

 

4. Thereafter, TRANSCO CLSG shall review the causes justifying the cancellation of the 

contracting process and make appropriate adjustments in the bidding documents before 

requesting new bids.   

 

5. The conditions for cancellation of the contracting process and for proceeding with a 

new invitation to bid shall be specified in the bidding documents. 

 

Chapter V: Approval and Notification of Award, Entry into 

force of the Contract 
 

Article 57: Approval of Award 
 

1. The Procurement Committee shall propose the award of contracts based on the 
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recommendations of the evaluation subcommittee referred to under Article 7 of this manual. 

The evaluation report submitted by the evaluation subcommittee to the Procurement 

Committee for approval of award recommendations shall be reviewed within ten ( 1 0 )  

working days of its submission. The Procurement Committee may either: 

 

a) approve the recommendation and award the contract in the form specified in 

the bidding documents or request for proposals or quotations; or 

b) refuse such approval and refer the evaluation back to the evaluation subcommittee with 

specific comments or instructions, based on the provisions of this manual. 

 

2. The said comments or instructions by the Procurement Committee shall either provide the 

evaluation subcommittee with new information or specify the factual or legal grounds 

supporting a different interpretation to be made of the terms and conditions of invitation, 

the analysis of the responsive bids, proposals or quotations, or the recommendation for 

award. The evaluation subcommittee will revise the evaluation report not later than 5 days after 

receiving the comments or instructions of the Procurement Committee. 

 

3. The General Manager shall endorse, and sign contracts awarded by the Procurement   

Committee within ten working days of the submission of the recommendation report from the 

Procurement Committee. 

 

4. No TRANSCO CLSG contract shall enter into force before the process specified in this 

Article is followed and completed. 

 

Article 58: Notification of Award 
 

1. Where the award is in accordance with Article 57 of this manual, the successful 

bidder shall be notified and upon acceptance, will be bound to the terms and conditions of 

the award. 

 

2. The General Manager shall communicate the award to the successful bidder not later 

than five days after the approval referred to in Article 57 of this manual. 

 

Article 59: Signature and Entry into Force of the Contract 
 

1. Subject to the approval prescribed in Article 57 of this manual, where a bid, 

proposal or quotation has been accepted, TRANSCO CLSG and the person whose bid, 

proposal or quotation has been accepted shall enter a formal contract for the supply of 

goods, or the undertaking of works or services, as the case may be. 

 

2. The contract shall be in such form and shall contain such terms, conditions and 

provisions as contained in the bidding documents or request for proposals or quotations. 

 

3. Bidders shall not be requested to modify their bids as a condition for award, nor to 

undertake responsibilities not stipulated in the bidding documents, nor to change their prices. 

 

4. Except in the case of consulting services, direct or single source contracting, optional 

bid is allowed, no negotiations shall take place between TRANSCO CLSG and a contractor, 

supplier or service provider, with respect to a submitted bid or proposal.  
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5. Contracts shall be signed by the authorized representative of the successful bidder within 

the time frame prescribed under Article 34 of this manual. 

 
6. The contract shall enter into force either upon signature by both parties and upon the 

subsequent occurrence of events specified in the contract.  

 

7. After notification, the contractor, supplier or service provider, where required, shall 

register the contract with the re levant  authority in the country where the contract is to be 

executed, as needed. 

 

8. Contracts which are not approved and signed in accordance with the provisions of 

this chapter shall be null and void and of no effect. 

 

TITLE III: Contract Execution 
 

Chapter I: General Provisions 
 

Article 60: Form of Con tracts 
 

1. The contract consists of all the documents which are referred to in the contract 

agreement and the General and Special Conditions of Contract referred to in Article 69 

hereinafter. The contract must be duly approved and signed in accordance with the provisions 

of Chapter V, Title II of this manual, prior to the commencement of execution of the contract. 

 

2. Contracts shall at least include the following essential information: 

 

a. the names, designation and addresses of the contracting parties. 

b. the scope of supply, works or services. 

c. reference to the Articles of this manual under which the contract is concluded, 

and the listing by order of priority of contract documents as prescribed in the 

bidding documents. 

d. the sources of funds and language of the contract. 

e. the contract price with its terms of payment; the provisions for payment in 

foreign currency with respect to the inputs from non-domestic sources. 

f. the period of execution of the works and services or the date of delivery of the 

goods. 

g. the conditions of acceptance or deli very of the goods, works or services. 

h. the conditions of payment and, where the contract value should be revised, the 

terms of the review and the conditions for its application. 

i. the amount of guarantee required. 

j. the insurance coverage to be provided by the successful bidder. 

k. where necessary, the regulatory provisions governing international transit and 

transport operations. 

l. the provisions governing contract termination. 

m. the date of contract notification. 

n. the bank account where payments shall be made; and, 

o. the applicable law and competent jurisdiction in case of conflict arising out of 

the execution of the contract. 

 



TRANSCO CLSG Procurement Manual 
 

40 
 

Article 61: Types of Contracts 
 

Contracts can be classified into different categories according to the provisions governing 

the modalities for their execution and payments as contained in this Procurement 

Manual. These include lump sum contracts; performance-based contracts; time-based 

contracts; reimbursable-cost contracts; contracts based on unit prices; and framework 

agreements. 

 

Article 62: Lump sum contracts 
 

Under a lump-sum contract, the contractor agrees to perform the scope of services for a 

fixed contract amount.   Payment percentages or amounts may be linked to the completion 

of contractual milestones or determined as a percentage of the value of the work to be 

done. TRANSCO CLSG should use this type of contract when the scope and duration of works, 

supply of goods or consulting services are well defined. 

 

Article 63: Performance-based contracts 
 

Under a performance-based contract, the payments are not made for inputs but for 

measured outputs that aim at satisfying functional needs in terms of quality, quantity, and 

reliability. Performance-based contracts should be applied to the operations and 

maintenance of TRANSCO CLSG infrastructure facilities. 

 

Article 64: Time-based contracts 
 

Under time-based contracts, the payment is made based on agreed rates and time spent, 

plus reasonable incurred reimbursable expenses. TRANSCO CLSG should use this type of 

contractual arrangements for i) emergency situations, and repairs and maintenance work; 

or ii) consulting services, when it is difficult to define the scope and duration of the 

services - for instance complex studies, supervision of works, and advisory services. 

 

Article 65: Reimbursable-cost Contracts 
 
Under reimbursable-cost contracts, payments cover all actual costs, plus an agreed fee 

to cover overhead and profit. TRANSCO CLSG should consider using this type of 

contract for circumstances such as emergency repairs and maintenance work.  To 

minimize risk to TRANSCO CLSG, the Procurement Manual defined appropriate 

contractual incentives to limit costs, and the contractors should make all records and 

accounts available for inspection by TRANSCO CLSG.  

 

Article 66: Contracts based on Unit Prices 
 
Contracts based on unit prices include estimated quantities of items and contractual unit 

prices for each of these items, with payments as per the actual quantities of items delivered 

or installed, with contractual unit prices. TRANSCO CLSG should consider using this type 

of contract for: i) works, when the nature of the work is well defined, but   the   quantities 

cannot   be determined with   reasonable   accuracy in   advance    of construction; and ii) 

goods, when the required quantities are known and unit prices are sought from bidders. 
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Article 67: Framework Agreements 
 

1. A Framework Agreement (FA) is a contractual arrangement with one or several 

firms for t h e  d e l i v e r y  o f  fixed or variable volumes of products or services provided 

over a fixed period.  The  firms should be capable of delivering the specified products 

or services and agree, in advance, on the applicable terms and conditions for such 

deliveries.  The applicable terms and conditions should include the fees, charge rate or 

pricing mechanism. The period of application to a framework agreement should not 

exceed three years. Firms selected under a FA will subsequently compete to be awarded 

call-off contracts for the actual supply of products or services along the duration of the FA.  

 

2. The firms entering into a FA with TRANSCO CLSG should be selected 

competitively by issuing a request for bids, which should include as a minimum the 

description and total volume of the products or services that the FA is intended to 

cover, the bidders’ qualification and evaluation criteria, the main terms and conditions 

of the call-off contracts, and the procurement method to be used for the call-off 

contracts (either competitive quotes or direct selection). 

 

Article 68: Contract Price 
 

1. The contract price shall cover all the expenses resulting directly and indirectly 

from the execution of the works, supply of goods or provision of services, and all 

applicable taxes, fees, and duties unless such taxes, fees, and duties have been specifically 

excluded from the contract price, if so, specified in the bidding documents and contract 

form. 

 

2. Contract prices can be fixed or adjustable in the following circumstances: 

 

a. The Contract price is fixed when it cannot be modified during the 

execution of the contract because of a change in economic circumstances. 

Fixed-price contracts are only concluded when the foreseeable changes in 

the economy do not expose the parties to unpredictable risks. 

 

b. Price adjustment provisions shall be included in contracts which extend 

beyond eighteen months and are usually not necessary in simple contracts 

involving delivery of goods or completion of works within eighteen (18) 

months.  Prices will be adjusted by use of a prescribed formula which breaks 

down the total price into components that are adjusted based on price indexes 

that are verifiable from official sources defined in the contract. 

 

c. Conditions under which prices may be reviewed shall be determined for 

each type of contract in the general administrative provisions applicable to 

contracts and detailed in the special administrative provisions applicable to 

each contract, with particular emphasis on the review formula, the start-off 

threshold, the neutralization margin and any other special condition. 

 

d. Advances shall not be subject to adjustments. Where advances are deducted 

from the sums payable as progress payments or balances to the contractor, the 

price review clause shall apply only to the amount outstanding from the initial 

cost after deduction of all advances. 
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Article 69: General and Special Conditions of Contract 
 

1. Conditions of Contract govern the execution of the contract and include General 

and Special Conditions, which shall follow the standard forms applicable to each type of 

contract and are published on TRANSCO CLSG Website, as stipulated in Article 48 of 

this manual. 

 

a) General Conditions of Contract include administrative and technical provisions 

applicable to every contract of the same nature. 

 

b) Special Conditions of Contract include administrative and technical provisions 

specific to each contract. The Special Conditions of Contract identify the General 

Conditions of Contract that they supplement or amend. 

 

2. The   conditions of the contract shall provide an appropriate allocation of rights, 

obligations and liabilities of the parties to the contract. 

 

3. The Conditions of Contract shall include a provision requiring that the supplier, 

contractor or service provider and their sub-contractors must comply with regulatory 

provisions governing environmental, social, health and safety aspects, which are 

mandatory in the country of the contract’s execution or as per TRANSCO CLSG 

requirements. 

 

 

 

Chapter II: Contract Securities 
 

Article 70: Performance Securities 
 

1. Contractors, suppliers or service providers, either from the public or the private 

sectors, must provide performance security to guarantee the proper execution of their 

contract. Consultants are not subject to this requirement. 

 

2. The amount of the security shall be specified in the special conditions of the contract. 

Such an amount shall not exceed ten (10) percent of the initial contract price, subject to any 

further increase or decrease that may occur during contract execution if the contract amount 

is amended. 

3. Performance security shall be provided within twenty ( 2 0 )  calendar days after 

notification of the contract award. Submission of a performance security acceptable to TRANSCO 

CLSG as per the format included in the bidding documents should be a condition for effectiveness 

of the contract.  

 

4. The performance security should be returned within one (1) month after the expiry 

of the warranty period or, if such period is not stipulated in the contract, immediately 

following the acceptance of the goods, works or services, according to the modalities 

determined in the conditions of contract. 

 

Article 71: Form of Securities 
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1. Securities are submitted in the form of a first demand bank guarantee or a surety 

bond. A security issued by a reputable foreign financial institution located outside the country 

of TRANSCO CLSG headquarters shall not be rejected by TRANSCO CLSG if it otherwise 

conforms to the requirement set forth in the bidding documents.  

 

2. The performance securities may be replaced by guarantees provided by a joint and 

several guarantors whereby a third party undertakes to pay to TRANSCO CLSG any 

sums owed by the supplier, contractor or service provider in respect of the contract up to 

the amount posted as guarantee. 

 

3. The joint and several guarantors shall be chosen from approved banks, mutual guarantee 

institutions guaranteeing their members if any, and recognized insurance companies. 

 

4. The joint and several guarantees shall be in a format specified by TRANSCO CLSG. 

The form shall contain an undertaking to pay on first demand, any amount owed by the 

contractor up to the amount guaranteed. 

 

Article 72: Other Securities 
 

1. Where the contract provides for advance payment, the supplier, contractor or 

service provider shall provide a security for the repayment of the advance payments 

exceeding 30%.  

 

2. If the contractor receives advance payments on materials or goods, the ownership 

of these materials is transferred to the procuring entity. The contractor shall be legally 

responsible for the care of these materials. 

 

3. Where the contract specifies a warranty period, a portion of each payment shall be 

retained by TRANSCO CLSG as retention guarantee to secure the full compliance with the 

contract obligations. The sum retained by the procuring entity, which may be replaced by 

a joint and several guarantees, should not exceed ten ( 1 0 )  percent of the total amount 

of the payments and shall be specified in the conditions of contract. At least half of the 

retention guarantee shall be returned at the time of provisional acceptance of the works, 

supplies, or services by the procuring entity. The duration of the guarantee period shall be 

established in the technical specifications in accordance with the nature of the contract. 

 

4. The technical specifications shall determine, where necessary, any guarantees 

other than those stipulated above which may, under special circumstances, be required 

of the supplier or contractor to ensure the discharge of their obligations. The technical 

specifications shall define the rights of TRANSCO CLSG in relation to such guarantees. 

 

Chapter III: Modifications During the Execution of the 

Contract 
 

Article 73: Modification in the Contract Quantities or Price 
 

1. Any variations to the initial contract shall be embodied in an amendment to the 

contract except in the cases specified below: 
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a) Variations in the execution of contracts for works, supplies or services not exceeding 

15 percent of the total value of the contract shall be verified and approved by an order 

issued by the General Manager, after validation by the Director in charge of finances. 

 

b) For works, where the totality of the variation in the quantity exceeds 40 percent 

of the contract value calculated based on initial costing, a new contract shall be drawn 

up; 

c) For Goods and non-consulting services, where the totality of the variation in the 

quantity exceeds 35 percent of the contract value calculated based on initial costing, 

a new contract shall be drawn up; 

d) For Consulting services, where the totality of the variation exceeds 30 percent of 

the contract value calculated based on initial costing, a new contract shall be drawn up. 

 

2. The application of price adjustments in compliance with contractual terms 

shall not require amendments to the contract. 

 

3. Where the variation in the quantity of the works, supplies or services exceeds 

15 percent but is less than or equal to the percentage of the basic contract value 

mentioned above (point.1-b), c) & d)) for each category of acquisition, such variation 

shall be the subject of an amendment to the contract. 

 

Article 74: Penalty for Delayed Completion 
 

1. Where a contractor fails to complete the works or services or deliver the goods 

within the agreed time for completion, it should be liable for the payment of a penalty 

for a maximum amount defined in the contract, which shall not be higher than ten (10) 

percent of the contract price. This provision does not apply to consulting services. 

 

2. This penalty, when applicable, shall be deducted from the last payment due to the 

contractor.   

 

Chapter IV: Payments under contracts 
 

Article 75: Advance Payments, Progress Payments, Delays in Payments 

and Final Payments 
 

Suppliers, contractors and service providers are entitled to advance payments and progress 

payments in accordance with the provisions set forth below. Each contract shall specify 

the administrative and technical conditions governing the payment of the advances or 

progress payments referred to in this chapter. 

 

Article 76: Advance Payments 
 

1. Advance payments may be made under contracts for works, goods or services. 

The total amount of these advance payments may not, in any case, exceed Thirty (30) 

percent of the initial price of the contracts. For consulting services, advance payments 

shall not exceed Twenty (20) percent. 

 

2. Advance payments and their terms of payment must be specified in the bidding 
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documents or request for proposals. Advance payments should be fully secured by a bank 

guarantee, or a joint or several guarantees.  

 

3. Advance payments are reimbursed according to a fixed rate specified in the contract, 

by deduction from the sums du e to the supplier, contractor or service provider, and in any 

event before the end of the contract. In the case of a total or partial termination of the contract, 

TRANSCO CLSG has the right, without prejudice to other outstanding payments, to 

demand an immediate refund of outstanding advances. 

 

Article 77: Progress Payments 
 

1. Payments for contracts are made through progress payments except for contracts 

of less than three months’ duration, in which case progress payments are optional. 

 

2. The amount of progress payments should not exceed the value of the goods, works 

or services for which they are made, less repayment of the advance payments, if any, and 

subject to deduction of the amount retained as guarantee, under the terms of Article 70 of 

this manual. 

 

3. When progress payments are made against predetermined execution phases and not 

against physical completion, the contract may determine, in the form of a percentage of 

the initial price, the amount of each progress payment. 

 

4. General Conditions of Contract specify for each type of contract the periods or 

the technical phases of contract execution at which progress payments shall be made. 

 

5. A supplier, contractor or service provider may not use the supplies for which the 

advance or progress payments have been made for any works or services other than those 

specified in the contract. Breach of this provision may lead to termination of the contract 

by TRANSCO CLSG. 

 

6. In the event of a disagreement as to the amount to be disbursed as progress payment, the 

amount shall be calculated on the temporary basis of the payment approved by TRANSCO CLSG 

for the execution of the contract. Where progress payment is less than the final amount due 

to the contractor, supplier or service provider, the latter shall not be entitled to interest in 

respect of the outstanding difference. Progress payment may not be considered as final 

payment. TRANSCO CLSG shall be deemed indebted in outstanding amount until 

settlement of the balance of the contract amount. 

 

Article 78: Delays in Payments 
 

When payments have not been made within the period set forth in the General and Special 

Conditions of the contract, the contractor, supplier or service provider is entitled to the 

payment of interest starting on the day after the expiration of the period for payment. The 

interest rate shall be specified in the Special Conditions of Contract and should be based 

on the discount rate adopted by BCEAO or equivalent public institution in the country 

where the contract is being executed, increased by a maximum of one point. 

 

Article 79:  Final Payment 
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Final payment occurs when the contractor, supplier or service provider is paid the amounts due 

in respect of the execution of the contract, including the additional payment due to the sums 

retained as guarantee in accordance with the provisions of Articles 70 and 72 of this manual, 

and after deduction of all advances or amounts due which have not been recovered by 

TRANSCO CLSG. 

 

Article 80: Methods of Payment 
 

1. Payment can be made by means of cheque or bank transfer in accordance with the 

provision of TRANSCO CLSG Financial Regulations. 

 

2. The General Manager must approve all progress and final payments and arrange for 

payments to be made within a period not exceeding sixty (60)  days starting from the 

date of the submission of an invoice. 

 

Chapter V: Contract Management 
 

The specific nature and extent of contract management varies from contract to contract.  It 

can range from the minimum acceptance of a delivery and payment to the contractor to extensive 

involvement by program, audit and procurement officials throughout  the contract term. Factors 

influencing the degree of contract management include the nature of the work, the type of 

contract, and the experience and commitment of the personnel involved. Contract management 

starts with developing clear, concise SOWs (performance-based to the extent possible) , and 

preparing a contract management /administration plan that measures the  contractor's performance 

and provides documentation to pay according to the deliverables specified in the contract. 

 

 

Article 81: Inspection, monitoring and auditing of contracts 
 

1. All contracts concluded by TRANSCO CLSG shall be subject to technical 

inspections, performance monitoring, and audits. 

 

2. These functions of inspection, monitoring and auditing shall be conducted directly 

by the competent departments of TRANSCO CLSG or by private entities contracted  

by TRANSCO CLSG for such a purpose. 

 

3. The conditions and modalities for technical inspection and monitoring shall be 

established in the technical specifications for each category of contract. 

 

4. Without prejudice to audits performed by the departments of TRANSCO CLSG, 

independent auditing of procurement processes shall be conducted on a periodic basis. 

 

Chapter VI: Termination and Suspension of Contracts 
 

Article 82: Termination 
 

1. Contracts may be terminated in whole or in part by TRANSCO CLSG in the following 

cases: 
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a) the supplier, contractor or service provider's failure to perform its obligations. 

 

b) its liquidation, or if it is forbidden by a court decision to pursue its activity, 

its bankruptcy, unless TRANSCO CLSG accepts an offer made by its creditors. 

 

c) its death, civil or physical incapacitation, except where T R A N S C O  C L S G  

agrees that the contract be completed by its successors, or any person designated by 

a court of law; or 

 

d) for convenience of TRANSCO CLSG. 

 

2. Contracts may be terminated by the supplier, contractor or service provider in the 

following cases: 

 

a) in case of delayed payments, in accordance with the contractual terms; or 

 

b) in the event of suspension of the contract for reasons not attributable to the contractor 

and during a period longer than sixty (60) days. 

 

3. Any contract may be terminated if its execution becomes impossible due to "force 

majeure" events. 

 

4. Notwithstanding the reasons for the termination of the contract, TRANSCO CLSG 

shall make an inventory of works or services performed and of supplies received with a 

view to effecting thereafter the corresponding payments due to the contractor. 

 

 

Article 83: Suspension 
 

1. TRANSCO CLSG may suspend the execution of the contract in the following cases: 

 

a) failure of the supplier, contractor or service provider in carrying out its obligations. 

 

b) in case of a temporary event of force majeure preventing the continuation of 

works or services. 

 
c) for the convenience of TRANSCO CLSG. 

 

2. Where the duration of the suspension exceeds ninety (90) days within the overall 

execution period of the contract, the supplier, contractor or service provider is entitled to 

terminate the contract.  

 

3. When the suspension is not due to failure by the contractor in complying with its 

obligations as per the contract, the suspension entitles the contractor to the payment of 

any additional costs and the extension of the delay for contract completion, which are 

caused by the suspension and as specified in the general and special conditions of the 

contract. 

 

TITLE IV:  Review 
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Chapter 1: Contract Award Review 
 

Article 84: Amicable Settlement and Administrative Review 
 

1. Any disagreement between the supplier or contractor and TRANSCO CLSG 

arising out of the implementation or interpretation of this manual may be settled 

amicably. The parties shall make every effort to reach an amicable settlement of the matter. 

 

2. However, any supplier or contractor that claims to have suffered, or that may suffer 

loss or injury due to a breach of duty imposed on TRANSCO CLSG by this manual may 

seek review in accordance with the provisions of Articles 84 to 86 of this manual. 

 

3. The following however shall not be subject to the review provided for under 

paragraph 1 of this Article: 

 

a) the selection of a procurement method pursuant to Article 22, and Articles 38 to 41 

of this manual. 

 

b) the choice of a selection procedure pursuant to Articles 25 and Articles 43 to 45. 

 

c) a decision by T R A N S C O  C L S G  to reject all bids and cancel the procurement 

process pursuant to Article 56. 

 

d) the choice by TRANSCO CLSG of a shortlist for the procurement of consulting 

services pursuant to Article 42 of this manual. 

 

4. Any complaint shall be sent to the G e n e r a l  M a n a g e r  within ten ( 1 0 )  working 

days following the publication of the decisions that are being contested. The General 

Manager  shall, with the assistance of the relevant services within the company review the 

complaint. 

 

5. After the submission of a complaint , the General Manager shall notify all other 

bidders about i t. 

 

 

Article 85: Review by the Dispute Resolution Committee 
 

1. If within ten (10) working days of submission of the complaint to the General 

Manager, the matter remains unresolved, the General Manager shall refer the matter to the 

Dispute Resolution Committee established under Article 9 of this manual, for its review 

and decision, and shall inform the bidders accordingly. The rules of procedures for the 

Dispute Resolution Committee is specified in this Manual. 

 

2. Within ten (10) working days of the request submitted by the General Manager, the 

Dispute Resolution Committee shall issue a written decision, stating the reasons, and, if the 

complaint is upheld, indicating the corrective measures to be taken. All bidders shall be 

notified of the decision, which shall also be published on TRANSCO CLSG Website. 

 

3. The Dispute Resolution Committee, unless it dismisses the complaint, may order 

TRANSCO CLSG to proceed in a manner conforming to the Tender Code and/or 
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t h i s  Procurement Manual, and suspend, in whole or in part, an unlawful act or 

decision made by the procuring entity, including the decision to award or conclude a 

contract. However, the Committee has no jurisdiction for awarding a contract in lieu 

of TRANSCO CLSG, or to substitute another bidder for the one selected by the 

Procurement Committee. 

 

4. The Dispute Resolution Committee shall, before taking any decision regarding a 

request for review, notify all parties in the procurement process and shall consider the 

information and arguments received from such parties and from the procuring entity of 

TRANSCO CLSG. 

 

5. The Dispute Resolution Committee may also exercise the same powers over the 

procurement process in case it receives any substantiated information, even from a third 

party to the process, on any irregularity or violation of the provisions of this manual 

committed during a procurement process. 

 

 

Chapter II: Contract Disputes 
 

Article 86: Dispute Resolution 
 

If the complaint is not resolved through the application of Articles 84 and 85 of this 

manual the complaint may be settled in the following manner: 

 

a) arbitration in accordance with the provisions of the contract; or 

b) referral to the ECOWAS Court of Justice. 

 

TITLE V:  Provisions Related to Ethics and Sanctions 
 

Article 87: Ethics Infringements and Sanctions of TRANSCO CLSG Staff 

and Officials 
 

1. Staff of TRANSCO CLSG shall act according to the highest standards of conduct, ethics, 

integrity and must adhere to the  "Standards of Conduct" as prescribed in Annex  B. 

TRANSCO CLSG will be fair, objective, and business-like in its dealings with the supplier 

community, ensuring that business decisions are driven by business considerations. 

 

2. Any TRANSCO CLSG staff or official shall declare any interest that he/she may have 

in any supplier, contractor or service provider, and shall take no part in, nor seek to 

influence in any way, the procurement processes in which that supplier, contractor or 

service provider is involved or liable to become involved in. 

 

3. Any TRANSCO CLSG staff or official having participated directly or indirectly in 

a procurement process or in the contract execution in violation of the provisions of 

this manual shall incur the sanctions provided for such violation in TRANSCO CLSG 

Staff Regulations and Financial Regulations and shall in any event be prohibited from 

participating in any further procurement process. 

 

Article 88: Infringements by candidates and bidders 
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1. Where TRANSCO CLSG has established after appropriate investigations that a 

person or firm has provided false information or falsified documents contained in its bid or 

proposal, or has engaged in corrupt or fraudulent practices in competing for a contract, 

the General Manager shall: 

 

a) reject the proposal for qualification or award of such a contract; and 

 

b) apply the sanctions referred to in Article 10 of this manual.  

 
 

2. The procedures for applying sanctions should be the following: 

 

a) declaring the related person or firm ineligible to be awarded a TRANSCO CLSG 

contract for a maximum period of ten (10) years. 

 

b) pronouncing the termination of the awarded contract, and canceling any 

registration or certificate of qualification that were granted to the said person or 

firm. 

 

c) imposing a fine on the said person or firm to a level of Twenty (20) percent of the 

contract price. 

 

d) in case the investigations conducted revealed any criminal offence committed 

during the procurement process, referring the matter to the appropriate competent 

authorities. 

 

3. The sanctions approved by TRANSCO CLSG  Board  shall be immediately binding 

and published without prejudice to any recourse before competent authorities or courts. 

 

4. TRANSCO CLSG shall keep and update continuously the record of the persons and 

firms barred from participating in TRANSCO CLSG contracting processes. 

 

 

TITLE VI: Final Provisions 
 

Article 89: Procurement Manual 
 

This current Procurement Manual is consistent with the guidelines and provisions of 

TRANSCO CLSG Tender Code. TRANSCO CLSG Procurement Manual shall be approved 

by the General Manager and submitted to TRANSCO CLSG Board for final approval. 

 

Article 90: Adoption of the Tender Code 
 

TRANSCO CLSG Board of Directors issued on December 16, 2019, a Resolution adopting 

the Tender Code, which has been posted on TRANSCO CLSG Website. 

 

Article 91: Amendments 
 

The provisions of this Procurement Manual may be updated/amended from time to 
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time and as needed, subject to approval by TRANSCO CLSG General Manager. 

 

Article 92: Transitional Provisions and Entry into force 
 

The present manual shall govern the implementation of the procurement of goods, 

works and services, as of its effectiveness upon approval by TRANSCO CLSG General 

Manager. As of the effectiveness of this manual, all other procedures or rules relating to 

public procurement by TRANSCO CLSG using its own funds, shall cease to have any 

effect, power, function, authority or duty in relation to any procurement process of goods, 

works or services within TRANSCO CLSG. 

  



TRANSCO CLSG Procurement Manual 
 

52 
 

ANNEX A: DETAILED PROCEDURES 

 

The procedures described below relate to: 

  

- formulation and updating of the Procurement Plan. 

- preparation of bidding documents. 

- examination of bids/proposals and selection of suppliers. 

- direct purchase.  
 

Each procedure indicates the precise role of actors, the supporting documents used and 

a detailed description of all the tasks involved. 
 

In any event, the following general principles must be observed: 
 

- the goods, services and works identified must consistently meet the needs of 

the requesting department. 

- the requesting entity shall elaborate the contract specifications (technical 

specifications, TORs, specifying the quality, quantity, duration of 

assignment, cost estimate, number of man/day level of effort, etc.) prior to 

the launching of the procurement process. 

- no purchases shall be made if the needs are not expressed in the Procurement 

Plan of the relevant year. 

- in accordance with Article 16 of the Shareholders Agreement of TRANSCO 

CLSG, the General Manager shall request prior approval of the Board of 

Directors for contracts whose value exceeds three hundred thousand USD 

(300,000$US) . 
 

 

  



TRANSCO CLSG Procurement Manual 
 

53 
 

A.1 FORMULATION AND UPDATE OF THE ANNUAL 

PROCUREMENT PLAN 

 

TRANSCO CLSG 

Procedures manual 

FORMULATION OF THE ANNUAL 

PROCUREMENT PLAN  
REFERENC

E 

4.2 

 

Date revised : 

 

 

 

Page : 1 

 

PURPOSE OF THE PROCEDURE 

 

The purpose of the procedure is to formalize the various stages in the formulation of the 

annual Procurement Plan. Contracts to be awarded shall be scheduled following the 

approval of the annual Procurement Plan of TRANSCO CLSG approved the Board. 

 

The steps involved shall be as follows:  

 

✓ preparing the list of procurements of goods, services, works for the year N+1, 

✓ determining the appropriate procurement methods, 

✓ fixing the procurement dates, sequences and schedules, 

✓ scheduling the review of procurement processes.  

 

The detailed procedures that make it possible to determine the respective responsibilities 

of stakeholders in each one of these tasks are described below. 

 

APPLICABLE RULES  

 

The various departments of TRANSCO CLSG shall participate in the preparation of the 

annual work programme and associated budget, based on the CLSG implementation 

plan. Needs that require a procurement process shall be included in the Procurement 

Plan in accordance with the following rules: 

 

• needs assessment and their estimated cost. 

• classification of needs by category of goods, works and services. 

• grouping as much as possible, all the common needs of the departments of 

TRANSCO CLSG, to achieve economies of scale and reduce the contract 

costs. 

• integrating procurement-related costs into the annual budget. 

• determining the appropriate methods to be adopted for the procurement 

process.  

 

Under no circumstances shall any given quantity of goods, works or services be split 

into batches with the intent of circumventing the appropriate procurement 

procedures. 
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Each Procurement Plan shall provide the minimum information below: 

 

i. the reference number. 

ii. the title (designation), 

iii. the method of procurement. 

iv. the estimated cost. 

v. the type of review (a priori or a posteriori). 

vi. the date fixed for the preparation of the tender document. 

vii. the date fixed for issuance of bid solicitation (publication of the solicitation. 

tender call, request for quotation, request for proposals, etc.). 

viii. the expected date for the submission of bids/proposals. 

ix. the expected validation dates (when required). 

x. the expected contract signature date. 

xi. the expected completion date of the implementation. 

 

The Procurement Specialist shall be responsible for implementing the procurement 

procedures. To this effect, Procurement Specialist shall oversee their implementation 

and monitoring. 

 

The Procurement Plan shall be reviewed by the Procurement Committee and approved 

by the General Manager. It can be revised annually or as needed. Any modification or 

updating of the Procurement Plan shall be approved. 

 

SUPPORTING DOCUMENTS 

 

- Annual Procurement Plan: framework document that enables the Management to 

schedule its procurement needs. 

- Procurement implementation status (yearly): allows to identify the processing state of 

each contract.  

 

DESCRIPTION OF THE PROCEDURE 

 

The procedure consists of two tasks: 

- formulation of Procurement Plan. 

- review and approval of the Procurement Plan.  
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Task: 

Formulation of the Procurement Plan: 

 

Page : 2 

 

Stage  Operations 

 

 

 

 

1 

 

 

 

 

 

2 

 

3 

 

 

 

4 

 

 

5 

 

 

6 

7 

8 

9 

 

 

 

 

 

 

 

 

Before the end of the fiscal year N, the Directors of the respective 

departments of TRANSCO CLSG shall: 

 

- When preparing the annual work program and budget for their 

department, will meet with their staff team to formulate the 

expression of their needs for the upcoming year, comprising for 

each activity: i) a guidance notes, ii) the description of services 

required (studies, work, supplies), iii) the estimated costs, iv) the 

objectives and v) the expected results. 

- Prepare the draft work programme and budget clearly showing the 

list of their procurement needs, 

- Send the document to the Procurement Specialist 

 

The Procurement Specialist shall: 

 

- At the beginning of TRANSCO CLSG fiscal year, from the 

various Annual Work Programme from the Departments, extract 

all the procurements needs to include them in the Procurement 

Plan, 

- Transcribe the said procurements needs into a spreadsheet 

indicating the nature, quality, quantity, method of procurement, 

the contract implementation schedule, the concerned Department, 

etc., 

- Group together similar procurements to achieve economies of 

scale, 

- apportion complex procurements, 

- harmonize all the information in the spreadsheet, 

- submit the Procurement Plan to the Procurement Committee for 

consideration. 
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PROCUREMENT PLANNING REFERENCE 

4.2. 

 

Date revised: 

 

Task: 

Validation and approval of the Plan 

 

Page: 3 

 

Stage  Operations 

  

The Procurement Committee shall: 

 

- meet and examines the proposed plan. 

- make any necessary corrections. 

- validate the plan and submit it to the General Manager for approval. 

 

The General Manager shall: 

 

- receive the validated plan. 

- approve the plan and send it back to the Procurement Committee and 

a copy to the Procurement Specialist. 

 

or 

- disapprove the plan, instruct on the next line of actions.  

 

The Procurement Specialist shall: 

- receive the Procurement Plan approved by the General Manager. 

- Implement the Procurement Plan. 
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ANNUAL PROCUREMENT PLAN TEMPLATE 
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ANNUAL PROCUREMENT PLAN TEMPLATE – WORKS AND GOODS  
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ANNUAL PROCUREMENT PLAN TEMPLATE – CONSULTING SERVICES 
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A.2 PREPARATION OF BID SOLICITATION DOCUMENTS 

 

TRANSCO CLSG 

 

Procedures manual 

PREPARATION OF BID SOLICITATION 

DOCUMENTS (COMPETITIVE 

PROCEDURE: BD, Shopping, Selection of 

Consultants by QCBS, LCS, CQS methods, 

etc.) 

REFERENCE 

4.3. 

 

Date revised: 

 

 

 
 

Page: 1 

 

PURPOSE OF THE PROCEDURE 
 

The purpose of this procedure is to formalize the stages involved in the preparation of 

bidding documents and to define the role each stakeholder in the process. 

 

The bid solicitation phase involves the identification of potential bidders, the preparation 

of the bidders’ mailing list, the distribution of bidding documents and receipt of 

tenders/proposals. 
 

APPLICABLE RULES 

 

The preparation of bidding documents requires strict compliance with several rules by 

the Procurement Specialist and all the people involved in the process, including i) 

compliance with the thresholds for competition, ii) compliance with the authorized 

thresholds for contract award and iii) documentation and approval of contracts that are 

exceptionally not subject to competition such as the single tender contract or single 

source contract. 

 

SUPPORTING DOCUMENTS 

 

- Procurement plan.  

- Statement of work. 

- Terms of reference or Technical Description. 

- Budget. 

 

DESCRIPTION OF THE STAGES INVOLVED IN THE PROCEDURE 

 

The procedure consists of the following tasks: 

1) preparation of bidding documents. 

2) announcement of bidding. 
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PREPARATION OF BID SOLICITATION 

DOCUMENTS 
REFERENCE 

4.3. 

Date revised: 

 

Task 1: 

Preparation of bid solicitation documents 

Page: 2 

 

Stage   Operations 

 

 

 

 

1 

 

2 

 

 

3 

4 

 

 

 

5 

6 

 

7 

 

 

7 Bis 

 

 

 

 

8 

 

9 

 

10 

 

 

 

 

 

11 

 

12 

13 

 

 

In accordance with the procurement methods adopted and the 

schedule prescribed in the Procurement Plan,  

 

The Procurement Specialist shall: 

- draw up a list of the constituent elements of the bidding 

document and objective of the bid solicitation. 

- request from the beneficiary entity and/or required 

departments/Divisions, the list of constituent elements that 

they should provide to the procurement office (approved 

statement of work, approved terms of reference or 

technical description, budget estimate, desired 

implementation schedule, etc.. 

- prepare the solicitation documents. 

- forward the bid solicitation documents to the requesting 

department for review and comments. 

 

The Head of the requesting department shall: 

- receive the bid solicitation documents. 

- review consistency and completeness of the terms of 

reference or technical description and desired 

implementation schedule of the expected goods and/or 

services contained in the bid solicitation documents, and 

send it back to Procurement Specialist. 

or 

- complete the information in the bidding document (in track 

change mode) and send it back to the Procurement 

Specialist for finalization. 

 

The Procurement Specialist shall: 

 

- receive the bid solicitation documents reviewed by the 

Head of the requesting department. 

- prepare the tender notices and all associated documents,  

- submit the final bid solicitation documents, tender notices 

and letters to the Chairperson of the Procurement 

Committee for approval and to launch the tender call. 
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DOCUMENTS 

REFERENCE 

4.3. 

 

Date revised: 

Task 2: 

Transmission of bid solicitation documents 

 

Page : 3 

 

Stage  Operations 

   

 

1 

 

2 

3 

 

 

4 

5 

6 

  

 

 

7 

8 

 

9 

 

 

 

10 

11 

12 

13 

14 

 

 

 

15 

 

 

 

 

The General Manager shall: 

- receive the bidding document, the tender notices and letters. 

- sign the tender notices and associated letters. 

- forward them to the Procurement Unit. 

 

The Procurement Assistant shall: 

- make necessary copies of the signed letters. 

- forward a copy to the Procurement Specialist. 

- forward the original copies and attachments to the Head of 

Administration and Services. 

- proceed with the publication of the tender notice.  

- proceeds with the publication of the tender notice on the website 

of TRANSCO CLSG and in another widely distributed national 

newspaper (of the CLSG country where the tender is done for). 

-  depending on the threshold, it may also be published in an 

international website or newspaper. 

 

NB: The call for tenders must allow sufficient time for bidders' 

responses. The minimum period to be respected is 30 working days or 

six (6) weeks; it may be extended for up to twelve (12) weeks 

depending on the complexity of the market. 
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A.3 BID EXAMINATION AND SUPPLIER SELECTION 

 

TRANSCO CLSG 

 

Procedures manual 

BID EXAMINATION AND SUPPLIER 

SELECTION 

REFERENCE 

4.4. 

 

Date revised : 

 

 

 
 

Page : 1 

 

PURPOSE OF THE PROCEDURE 
 

The purpose of this procedure is to formalize the stages involved in the bid examination 

and supplier selection process. It also defines the roles of respective people involved in 

the process. 

 

This phase involves the receipt of proposals from bidders, opening and evaluation of 

bids and notification of contract award. 
 

APPLICABLE RULES 

 

The bidders’ proposals shall be received by the Procurement Specialist through the 

incoming mail procedures.  

 

They shall be opened by the Procurement Committee in the presence of the bidders or 

their representative. A bid opening report shall be prepared and signed by the Chairman 

and the Secretary of the Procurement Committee. A copy of this document shall be 

submitted to all suppliers who submitted bids or their representatives, along with the 

lists of participants. The Committee shall set up a technical subcommittee to examine 

the bids received. This sub-committee shall be composed of the Administration and 

Finance Manager (Chairman) and at least two (2) other experts from TRANSCO CLSG 

who shall be specialised in the field of the goods, services or works to be procured and 

one (1) staff from the Procurement unit (as secretary).  

 

The bid examination subcommittee shall present its technical and financial proposals 

examination report to the Procurement Committee within a maximum period of 15 days 

from the date of bids opening. 

 

After a detailed bids examination, a proposal for contract award to the lowest responsive 

bid shall be made and submitted to the Contracting Authority (the General Manager) for 

signature.  

 

The bid evaluation report shall be first approved by the General Manager. Within three 

(3) working days from the approval of the evaluation report, the successful bidder shall 

be informed of the acceptance of his/her bid and the other bidders of their unsuccessful 

bids.  
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SUPPORTING DOCUMENTS 

 

- Bidders’ proposals, 

- Bid opening report, 

- Bid examination report, 

- Contract award report, 

- Award notification and information of unsuccessful bidders 

- Contract. 

 

DESCRIPTION OF THE STAGES INVOLVED IN THE PROCEDURE 

 

The procedure consists of the following tasks: 

 

1) receipt and opening of bids. 

2) bid examination and supplier selection. 

3) notification and signing of contract award. 
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BID EXAMINATION AND SUPPLIER 

SELECTION 
REFERENCE 

4.4. 

 

Date revised: 

 

Task 1: 

Receipt and opening of bids. 

 

 

Page: 2 

  

Stage Operations 

 

 

 

 

 

1 

 

2 

 

 

3 

 

 

 

 

 

 

 

 

 

 

 

4 

5 

 

 

6 

78 

 

 

 

 

9 

 

 

10 

 

11 

 

 

RECEIPT OF BIDS 

 

The Procurement Assistant in collaboration with the Administrative 

Assistant shall: 

- receive the sealed envelopes and stamp the date and time of 

arrival on each envelope. 

- provides the bidder with a duly signed receipt including the 

subject of the call for tenders, the order of arrival and the time of 

receipt of the envelope. 

- record receipt of packages in the Procurement Specialist office 

and deliver the sealed envelopes to him/her. 

 

The Procurement Specialist shall: 

 

- file the documents pending the date of bids opening. 

 

OPENING AND COUNTING OF BIDS 

 

On the date specified in the bid solicitation documents, the 

Procurement Committee shall: 

- meet. 

- proceeds with the examination of the offers from the point of view 

of the physical presence of the documents requested in the Tender 

Document. 

- no offer will be rejected during the bid opening session.  

- a list of presence will be signed by all participants at the opening 

of the bids.  

- the amounts of each bid and the bid guarantee, the discounts 

offered as well as any other details deemed relevant in the bidding 

documents must be read aloud and recorded in a minute of the 

bids opening dated and signed by the Chairperson and the 

Secretary of the Procurement Committee. 

- the originals of the bid (submission) guarantees are removed from 

the bids and are kept in a secure location by the Finance & 

Administration Manager. 

- request the Procurement Assistant to prepare the bid opening 

minutes. 

- set up a Technical Sub-Committee to evaluate the bids. 
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12 

 

 

13 

 

 

 

 

 

 

The Procurement Assistant shall: 

- circulate the bid opening minutes to all bidders who have 

submitted a bid without delay. In any case no later than 72 hours 

after the bid opening session. 

- file it appropriately. 
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Task 2 : 

Bid examination and supplier selection 

 

 

Page : 3 

  

Stage Operations 

   

 

1 

2 

 

3 

4 

 

 

5 

 

6 

 

 

 

 

 

 

7 

 

8 

9 

10 

 

11 

 

 

 

 

The Technical sub-committee shall: 

 

- meet, 

- verifies the completeness and compliance of the offers with the 

specifications of the Tender Document; 

- carry out the analysis and evaluation of offers; 

- establishes a detailed tender evaluation report specifying the exact 

reasons for the recommendation for award of the contract or 

rejection of an offer; 

- all members of the procurement committee should initial and sign 

the bid evaluation report; 

- proceed with the briefing the Contracting Authority (by memo or 

through a meeting); 

 

 

 

The Contracting Authority , shall: 

 

- consider the evaluation report submitted by the Procurement 

Committee, 

- adopt or reject the report ; 

- in case of approval, sign the evaluation report;  

- in case of comments or need for further clarification, return back 

the report to the procurement committee for revision. 

- assign its processing to the Procurement Specialist for the next 

steps. 
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Task 3 : 

Notification and signing of contract award 

 

Page : 4 

 

Stage  Operations 

   

 

1 

2 

3 

 

4 

 

 

 

 

 

 

 

 

 

5 

 

6 

7 

8 

 

 

 

 

9 

 

10 

 

11 

 

 

 

 

 

12 

 

1314 

 

15 

 

16 

 

The Procurement Specialist shall: 

- receive the approved evaluation report,  

- prepare notifications of intention to award the contract. 

- submits the notification letters of intention to award the contract 

for the signature of the General Manager. 

- once signed, transmits the notifications of intention to award the 

contract to each bidder who submitted an offer. 

 

For contract of 300,000 USD or above, a waiting period (standstill 

period) applies for at least ten (10) calendar days from the 

transmission of the Notification of intention to award, to give Bidders 

the time to review the Notification of Intent to Award a Contract.  

 

 

The Procurement Specialist shall: 

- prepare the letter of award notification and invitation to sign the 

contract. 

- prepare the public notice of contract award. 

- prepare the draft contract. 

- submit the award notification letter and the notice of publication 

for the signature of the General Manager. 

 

 

The General Manager shall: 

- sign the award notification letter and the public award notice. 

- transmit to the successful bidder the notification letter through its 

Secretariat. 

- instruct the Procurement Specialist to proceed with publication of 

the award notice through the same channels as the Procurement 

notice of the solicitation stage. 

 

 

The Procurement Specialist will: 

- prepare the draft contract in consultation with the successful 

bidder. 

- initial all pages of the draft contract. 

- transmit the initialled contract for the signature of the successful 

bidder. 

- receive the contract signed by the successful bidder and 
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17 

 

 

x 

1819 

 

20 

21 

 

22 

 

23 

24 

 

 

 

25 

 

 

 

 

 

 

 

 

- in case of contract of less than 300,000 USD, prepare a 

contract submission form and submit it to the signature of the 

General Manager; 

- for contract of more than 300,000 USD, prepare a technical 

note for submission to the next Board Meeting for approval. 

 

 

Once the contract is signed, the Procurement Assistant shall: 

- send One (1) signed original copy to the successful bidder,  

- file a copy of the contract in the contract file for follow-up action. 

- register the contract in the procurement software.  

- update the completion dates of the process in the Procurement 

Plan. 

- save the contract in the contracts register. 

 

 

The Procurement Specialist and Contract Manager shall: 

- Monitor the execution of the contract. 

- In collaboration with the Services Superintendent and the 

concerned technical services, participate in the provisional and 

final receptions of goods and services and the establishment of 

reception/delivery reports for this purpose. 

- Prepare, as part of the Quarterly Reporting, a report on 

procurement presenting the progress on the execution of the 

procurement plan. 

 

 

The Head of Finances shall: 

- Ensure compliance with contract payment terms and will 

immediately transmit a copy of proof of payment, including a 

copy of invoices, to the Procurement Specialist for records.  

 

 

FILING OF PROCUREMENT DOCUMENTS 

 

Procurement documents will be filed in a file specific to each contract. 

This file will include all documents and correspondence issued or 

received, including complaints, proof of payment, and documents 

justifying the execution of the contract. 

 

For each contract, the documents must be filed in archive boxes or 

strap folders inside which folders or under folders will be used to 

classify the documents following the main stages of the procurement 

process, from the oldest stage to the most recent. 
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Date revised: 

REQUESTS FOR DEBRIEFING, OR  

POSSIBLE COMPLAINTS 

 

Page:  

 
Stage  Operations 

   

 

 

 

1 

 

 

 

 

 

2 

 

 

 

 

 

 

 

REQUESTS FOR DEBRIEFING, OR POSSIBLE 

COMPLAINTS 

 

Any unsuccessful bidder has three (3) working days to request a 

debriefing, by written request addressed to the General Manager of 

TRANSCO CLSG. 

TRANSCO CLSG must provide a debriefing to any unsuccessful 

bidder who requests one within this time frame. 

 

Any bidder contesting the conditions of the tender documents or any 

other TRANSCO CLSG document calling for an offer has the 

possibility to file a complaint. Complaints must be submitted at least 

ten (10) working days before the deadline for bids submission and 

TRANSCO CLSG should respond within a maximum of seven (7) 

working days from the date of receipt of the complaint. 

 

 

 

 



TRANSCO CLSG Procurement Manual 
 

71 
 

 

A.4 SINGLE SOURCING 

 

TRANSCO CLSG 

Procedures manual 

 

SINGLE SOURCING 
REFERENCE 

4.5 

Date revised: 

 

 

 
 

Page: 1 

 

PURPOSE OF THE PROCEDURE 
 

This section shall outline to the procurement decision process (for placing of orders) in 

accordance with the single sourcing procedure, by which the supplier or service provider 

is selected directly without resort to a competitive bidding process. 
 

APPLICABLE RULES 

 

The single sourcing procedure is a procedure adopted in exceptional 

circumstances, without resort to the standard competitive bidding. This procedure 

shall be applicable to the procurement of project goods and services for which 

competitive bidding is unnecessary or ineffective, notably: 

 

1. when there is an urgent need for the TRANSCO CLSG to replace a defaulting 

supplier. 

 

2. in cases of extreme urgency, provided that the circumstances giving rise to such 

urgency were neither foreseeable by the TRANSCO CLSG, nor was the result of 

delaying tactics dilatory on its part. 

 

3. when a firm is the only one with the requisite qualifications or proves to have an 

experience of exceptional worth for the assignment.  

 

In accordance with this principle and based on list of suppliers recognized by 

TRANSCO CLSG, certain specifically designated products and services may be subject 

to this procedure. In any event, however, the Procurement Specialist shall ensure, based 

on the evolution of market conditions, that the offer does not warrant a bid solicitation 

process and price renegotiation.  

 

Purchase orders issued through the single sourcing procedure shall be signed by the 

General Manager. 

 

SUPPORTING DOCUMENTS 

 

- Purchase order (goods). 

- Service delivery order. 
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- Register of open purchase and service orders. 

- Register of open contracts and purchase orders (goods & equipment 

purchase orders). 

 

 

 

DESCRIPTION OF THE STAGES INVOLVED IN THE PROCEDURE 

 

The procedure consists of the following tasks: 

1. bid evaluation and supplier selection. 

2. placing of an order. 
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TRANSCO CLSG 

Procedures manual 

 

SINGLE SOURCING 
REFERENCE 

4.5. 

Date revised: 

 

Task 1: 

Bid examination and supplier selection 

Page: 2 

 

Stage   Operations 

 

 

 

1 

 

 

 

2 

 

3 

4 

5 

 

6 

 

7 

 

 

 

 

 

 

 

The Procurement Specialist shall: 

 

- receive a purchase requisition from the beneficiary entity, 

which specifies the order specifications and propose the single 

sourcing procedure to TRANSCO CLSG when the 

circumstances suggest it, 

- obtain the approval of the Procurement Committee for the 

single sourcing. 

- consult his/her suppliers’ file and select a supplier, 

- request a quote/proposal from the select supplier. 

- assess the proposal and submit it to the Procurement 

Committee for approval, 

- prepare the purchase order, the service order, or the contract. 

- submit it to the GM for approval. 

 

 

In case that the single source selection is not approved, the 

Procurement committee will request for a competition bidding 

process. 
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TRANSCO CLSG 

Procedures manual 
SINGLE SOURCING REFERENCE 

4.5. 

 

Date revised: 

Task 2: 

Placing of an order 

 

Page: 3 

 

Stage  Operations 

   

 

 

1 

1 bis 

 

 

2 

 

 

3 

 

4 

5 

 

 

6 

 

 

 

The Procurement Specialist shall: 

 

- receive the approved choice of supplier, 

- fill the appropriate information in a purchase order or service 

delivery order (2 copies), in the case of a simple order, 

 

- or draw up the contract using the technical specifications as 

provided by the beneficiary entity and transmit it to the FAD for 

verification of budget availability and endorsement. 

- then obtain the signature of the General Manager or his/her 

Representative, 

- transmit the order to the supplier, 

- forward a copy of the signed order or contract to the FAD for 

recording. 

 

- post entries in the monitoring logbook and keep track of the order 

issued and monitor the supply. 
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PURCHASE ORDER TEMPLATE 
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Cocody 2 Plateaux, 7e Tranche, 28 BP 633 Abidjan 28, Republic of Côte d'Ivoire 

 

Venue & Date 

#: 001/MM/YYYY

Name : Name :

Phone : Phone : 

E-mail : E-mail :

Qty Unit Price
Total Price 

(US$)

-$               

Signature Date

Mohammed M. SHERIF

General Manager

Signature  Date 

225.27.22.50.34.80

 TOTAL 

Purchase Order
Supplier Customer

TRANSCO CLSG

Delivery Mode 

Supplier

Approved by

Payment Conditions

Description

Delivery Conditions

Delivery Date
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ANNEX B: STANDARDS OF CONDUCT 
 

General 
 

TRANSCO CLSG procurement activities must be conducted in a manner above reproach, 

with complete impartiality and with no preferential treatment. Transactions relating to the 

commitment of TRANSCO CLSG funds require the highest degree of public trust and an 

impeccable standard of conduct. 
 

TRANSCO CLSG Staff Rules and Regulations sets forth provisions governing conflicts of 

interest, external financial and other interests of staff members, outside employment, and 

related obligations of staff members. The special standards set forth below provide additional 

guidance to staff involved in the procurement process.  Failure to observe these additional 

regulations or the provisions of TRANSCO CLSG S t a f f  Rules  and  Regulations  constitutes  

misconduct  and may lead to disciplinary action under the Staff Rules and Regulations. 
 

Protecting the Integrity of the Procurement Process 
 

TRANSCO CLSG procurement process must allow vendors to compete for TRANSCO 

CLSG business on a fair, equal, and transparent basis. TRANSCO CLSG staff associated 

with the procurement process (herein after referred to as ¨staff¨ have   a responsibility to 

protect the integrity of the procurement process and to maintain fairness in TRANSCO CLSG 

treatment of all vendors. This means that: 

 
a) during the pre-solicitation phase, staff must not allow vendor(s) access to 

information-whether technical, financial, or of any other nature--concerning a  

particular acquisition before such information is available to the business community 

at large. 

b) it is unethical and may be unlawful for staff to present false competitive information to 

induce a vendor to meet a non-existent competitive position. 

c) Staff should treat all vendor proprietary information, including prices, as confidential 

information; and 

d) unless an exception to competition has been approved in accordance with the guidelines 

outlined in Chapter 5, "Solicitation", staff may not write or use an unnecessarily 

restrictive specification or Statements of Work that would effectively exclude the 

acceptable products or services of one vendor or increase the prospects of award to 

one vendor. 

 
TRANSCO CLSG may exclude suppliers, contractors, and consultants from bidding on a 

TRANSCO CLSG procurement opportunity if they or their affiliates provided consulting 

services for the preparation and implementation of a project that is related to that 

procurement opportunity. Consultants involved in the procurement process are equally 

bound by these Standards of Conduct. 
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Acceptance of Gratuities, Benefits, or Employment 
 

The following provisions apply in addition to the regulations set forth in TRANSCO CLSG 

Tender Code and TRANSCO CLSG Staff Rules and Regulations: 

 
1. Staff shall not  solicit or accept, directly  or  indirectly,  any  cash,  gratuity, gift, 

gift certificate, favor, entertainment, loan, rebate, or anything of monetary value 

from anyone who (1) has or is seeking to obtain TRANSCO CLSG business.  

2. (2) is a current TRANSCO CLSG vendor. 

3.  or (3) has interests that may be substantially affected by TRANSCO CLSG 

procurement awards. 

During the conduct of any TRANSCO CLSG procurement activity, staff shall not accept, directly 

or indirectly, any promise of future employment or favors from, or engage, directly or indirectly, 

in any discussion of future employment or favors with any officer, employee, representative, 

agent, or consultant of a competing vendor. 

 

Conflict of Interest 
 

The general rule is to strictly avoid any real or apparent conflict of interest in TRANSCO CLSG 

vendor relationships. 

 

Staff having a financial interest in (1) bidder(s) responding to a TRANSCO CLSG solicitation or 

(2) vendors receiving a TRANSCO CLSG contract award are prohibited from any involvement 

in the procurement process. The same restriction applies to staff whose close relatives have a 

financial interest in bidder(s) responding to a TRANSCO CLSG solicitation. Financial interest 

means anything of monetary value including, but not limited to: 

 

An interest in a business consisting of any stock, stock option, or similar ownership interest in 

such business, but excluding any interest arising solely by reason of investment in such business 

by a mutual, pension, or other institutional investment fund over which the staff member does 

not exercise control; or 

Receipt of, or the right or expectation to receive, any income in one or more of the following 

forms: a consulting fee, honoraria, salary, allowance, forbearance, forgiveness, interest in real or 

personal property, dividend, rent, capital gain, or royalty derived from the licensing of technology 

or other processes or products. 

 

Staff having personal or professional interests with direct or indirect influence in (1) a bidder 

responding to a TRANSCO CLSG solicitation or (2) vendors receiving a TRANSCO CLSG 

contract award are prohibited from any involvement in the procurement process. Personal or 

professional interests include but are not limited to: (i) Any organization or enterprise over which 

the staff member, alone or together with a close relative, exercises a controlling interest; or (ii) 

Any executive position or membership on the bidder's or vendor's board regardless of  

compensation; or (iii) Any position that includes responsibilities for a significant segment of the 

bidder's or vendor's operation or management of a business; or (iv) Any organization or enterprise 

that employs a staff member's close relative. 

Staff that discover that they have a real or apparent conflict of interest with respect to a vendor 

relationship or any procurement matter have a duty to disclose this to the Procurement Committee 

and to their manager and to disqualify themselves from any involvement in the selection process 

or management of those vendor contracts. 
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Former TRANSCO CLSG staff, regardless of the type of appointment they held, are ineligible 

to be TRANSCO CLSG vendors and/or receive TRANSCO CLSG contract awards, whether as 

sole proprietors or as independent contractors, for a period of 12 months from the termination 

date of their TRANSCO CLSG appointment. This limitation also applies to entities in which a 

former TRANCO CLSG staff member is an owner, principal, director, or officer or holds a 

financial interest and to entities with which close relatives have such connections. 
 

Disclosure/Protection of Proprietary and Source Selection 

Information 
 

During the solicitation process, TRANSCO CLSG staff outside of the Procurement Unit 

Officer may not communicate directly with prospective bidders/bidders regarding the 

solicitation. All communications related to the solicitation are directed through the 

Procurement Unit Officer. 

 
All proprietary and source-selection information must be protected from unauthorized 

disclosure. Accordingly, staff shall not disclose such  information  as  defined  below,  directly  

or indirectly , to any person other than a person authorized to receive such information: 
 

a) Proprietary information, including information contained in an offer or otherwise 

submitted to TRANSCO CLSG by a prospective contractor in response to a 

particular TRANSCO CLSG procurement or in an unsolicited proposal. 

b) Source selection information, including data stored in electronic, magnetic, audio, 
or video formats, which is prepared or developed for use by TRANSCO CLSG 
to conduct a particular procurement and the disclosure of which to a competing 
contractor would jeopardize the integrity or the successful completion of the 
procurement. Source selection information includes: 

i. technical and financial proposals. 

ii. bid prices submitted in response to the TRANSCO CLSG solicitation 

for sealed bids, or lists of those bid prices prior to public bid opening. 

iii. proposed  costs or prices submitted in response to the TRANSCO 

CLSG solicitation (for other than sealed bids), or lists of those proposed 

costs or prices; 

iv. Source selection plans. 

v. Technical/operational evaluations; 

vi.  Cost or price evaluations. 

vii. Competitive range determinations that identify proposals with a 

reasonable chance of being selected for contract award. 

viii. Rankings of bids, proposals, or competitors. 

ix. Reports and evaluations of source selection panels, boards, or advisory 

councils; and 

x. The contract, including all annexes. 
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ANNEX C: TRANSCO CLSG VENDOR ELIGIBILITY 

POLICY 
 

Vendor Eligibility 
 

c) The following prescribes policies, standards and procedures for determining whether 

a vendor is excluded, either permanently or for a specified period, from receiving 

future contract awards from TRANSCO CLSG based on a findings and 

recommendations by the Head of Procurement Unit to the Procurement Committee 

that the vendor falls under Article 13 of the Tender Code. 

d) Only vendors found to be responsible are eligible to be awarded TRANSCO CLSG 

contracts and to bid on TRANSCO CLSG solicitations. Pursuant to this Manual, 

Responsibility Determinations are made by the Procurement Committee prior to the 

contract award. 

e) Nothing in these policies, standards, and procedures and nothing shared, exchanged, 

transmitted or otherwise produced during proceedings, will be considered to alter, 

abrogate or waive the privileges and immunities set forth in provisions of national 

law and international conventions, and in the governing documents of TRANSCO 

CLSG. 

f) Definitions 

g)  

h) The following definitions apply: 

i) Administrative Agreement. Means an agreement between TRANSCO CLSG and a 

vendor prescribing conditions   and   obligations that the   vendor   must   meet   to   

be   considered   conditionally responsible. 

j) Affiliate. An entity is an affiliate of another entity if: 

k) Either entity controls or has the power to control the other; or 

l) A third party controls or has the power to control both entities. Indications of control 

include, but are not limited to, interlocking management or ownership, identity of 

interests among family members, shared facilities and equipment, common use of 

employees, or a business entity organized following the suspension or determination 

of non-responsibility of a vendor that has the same or similar management, 

ownership, or principal employees as the vendor that was suspended or deemed non-

responsible. 

m) Collusive practice.   Means an arrangement between two or more parties designed to 

achieve an improper purpose, including to influence improperly the actions of 

another party. 

n) Coercive practice. Means impairing or harming, or threatening to impair or harm, 

directly or indirectly, any party or the property of the party to influence improperly 

the actions of a party. 

o) Conviction. Means a conviction of a criminal offense by any court of competent 

jurisdiction, whether entered upon a verdict or a plea, and includes a conviction 

entered upon a plea of no contest. 

p) Conditional Responsibility Determination. Means a decision by the Procurement 

Committee allowing a Vendor to be eligible to receive TRANSCO CLSG contract 

awards and to bid on TRANSCO CLSG solicitations, provided that conditions and 

obligations prescribed by TRANSCO CLSG in an administrative agreement are met. 

q) Corrupt practice. Means the offering, giving, receiving or soliciting, directly or 
indirectly, of anything of value to influence improperly the actions of another party. 
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g) Fraudulent practice. Means any act or omission, including a misrepresentation , that 

knowingly or recklessly misleads, or attempts to mislead a party to obtain a financial or 

other benefit or to avoid an obligation. 
h) Non-responsibility Determination.  Means a decision by the Procurement Committee 

to exclude a vendor from eligibility to receive TRANSCO CLSG contract awards and to 
bid on TRANSCO CLSG solicitations for a specified or indefinite period of time. 

j) Obstructive practice.  Means: 

1. deliberately destroying, falsifying, altering or concealing evidence material to 

the investigation or making false statements to investigators in order to  materially 
impede a TRANSCO CLSG investigation into allegations of a corrupt, fraudulent, 

coercive or collusive practice; and/or threatening, harassing or intimidating any 
party to prevent it from disclosing its knowledge of matters relevant to the 

investigation or from pursuing the investigation; or 

2. acts intended to materially  impede the exercise of TRANSCO CLSG 

inspection and audit rights provided under its contract with a TRANSCO CLSG 
vendor. 

k) Responsibility Determination. Means a decision by TRANSCO CLSG that a vendor 
is eligible to receive TRANSCO CLSG contract awards and to bid on TRANSCO CLSG 
solicitations. 

l) Suspension. Means an action taken by TRANSCO CLSG to temporarily exclude a 
vendor from TRANSCO CLSG procurement pending a determination whether the 
vendor is responsible. 

m) Vendor. Means any legal entity, including its affiliates, that directly or indirectly (for 

example, through an affiliate, prime contractor, or subcontractor) submits offers for or 

reasonably may be expected to submit offers for a TRANSCO CLSG  contract  or  is 

awarded  a TRANSCO CLSG contract. 

 

General Standards 
 

To be deemed a responsible vendor with whom TRANSCO CLSG will conduct business, a 

vendor: 

 
a) must have adequate financial resources to perform the contract (or the ability to 

obtain those resources). 

b) must be able to comply with the required or proposed delivery or performance 
schedule, taking into consideration all existing commercial and other business 
commitments. 

c) must have a satisfactory performance record. 

d) must have the necessary organization, experience, accounting, and operational 
controls, appropriate insurance and technical skills (including, as appropriate, 
such elements as production control procedures, property control systems, quality 
assurance measures, and safety programs applicable to materials to be produced or 
services to be performed by the vendor). 

e) must have the necessary technical experience, equipment, and facilities. 
f) must not have committed any act or offense indicating a lack of integrity or honesty that 

seriously and directly affects the present responsibility of a vendor, including fraudulent, 
corrupt, collusive, coercive, or obstructive practices as deemed above. 

g) must not have been debarred by TRANSCO CLSG in connection with the vendor's 
involvement in operational work. 

h) must not have been identified on any  Anti-Money  Laundering/Combating  the 



TRANSCO CLSG Procurement Manual 
 

82 
 

Financing of Terrorists sanctions lists monitored by TRANSCO CLSG, including but 
not limited to the United Nations  1267 sanctions list (member states list earlier stated);  

i) must not have violated the terms of a TRANSCO CLSG contract in a manner so serious 

in nature as to justify a determination of non-responsibility, such as: 
1. willful failure to perform in accordance with the terms of one or more TRANSCO 

CLSG contracts, and/or 
2. a history o f  failure to  perform, or unsatisfactory p e r f o r m a n c e   on  one  or  

more TRANSCO CLSG contracts. 
j) must not have refused to cooperate with any TRANSCO CLSG review, audit, or 

investigation, and/or. 
k) must not have undertaken any other action that in the sole discretion of TRANSCO 

CLSG is so serious or compelling in nature that it 

1. affects t h e  p r e s e n t    responsibility o f  t h e  v e n d o r , including but  not  limited  
to attempting to influence a TRANSCO CLSG procurement  decision, or  

2. could result in harm to TRANSCO CLSG reputation or image. 
 

TRANSCO CLSG may also consider a vendor to be non-responsible if it has been 

suspended, debarred, or otherwise identified as ineligible by any TRANSCO CLSG 

shareholder or international organizations. 

 
Should it come to the attention of TRANSCO CLSG that  a vendor may no longer be a 

responsible vendor with whom TRANSCO CLSG will conduct business, the Procurement 

Committee may make a determination whether a vendor is responsible, conditionally 

responsible, or non-responsible. 

 

Suspension of Vendors Prior to Responsibility Determination 
 

The Procurement Committee may suspend a vendor pending a final Responsibility 

Determination, whenever the Procurement Committee determines that there is a reasonable 

likelihood that further investigation will lead to a finding of non-responsibility. When a vendor 

and any specifically named affiliates are suspended, they shall be advised in writing by the 

Procurement Committee: 

 
a) that they have been suspended . 

b) of the cause(s) relied upon and reasons for imposing suspension; 
c) of the effect of the suspension. 

d) that the suspension is for a temporary period pending the completion of 
proceedings that may ensue. 

e) that within the time period specified in the notice, the vendor may submit, in 
writing, information showing that the vendor is responsible, including any additional 
specific information that raises a genuine dispute over the material facts, as well 
as any evidence of remedial measures taken or proposed by the vendor, or mitigating 
factors, and 

f) that  suspension  may  lead  to a determination  of non-responsibility  or conditional 

responsibility. 

 
A vendor suspended pending a Responsibility Determination (a) is not eligible to 

receive TRANSCO CLSG contract awards and/or to bid on TRANSCO CLSG 

solicitations; (b) is excluded from conducting new business with TRANSCO CLSG as 
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agents or representatives of other vendors; and (c) is precluded from having discussions 

with TRANSCO CLSG concerning the award of new contracts. A suspension applies to 

all affiliates of the vendor, unless the suspension decision is limited by its terms to specific 

divisions, organizational elements or commodities. 

 
Responsibility Determinations of Vendors 

 

The Procurement Committee will make the determination whether a vendor is responsible, 

conditionally responsible, or non-responsible based on all relevant information reasonably 

available, including any information submitted by the vendor to TRANSCO CLSG. This 

determination is final and without appeal. 

 

Vendors found to be responsible are eligible to bid on TRANSCO CLSG solicitations 

and receive TRANSCO CLSG contract awards, subject to the vendors continuing to 

satisfy the requirements necessary to be considered responsible. 

 

Vendors found to be conditionally responsible are required to meet the conditions 

and obligations prescribed by the Procurement Committee in an administrative 

agreement prior to being eligible to receive TRANSCO CLSG contract awards or to bid 

on TRANSCO CLSG solicitations. 

 

Vendors found to be non-responsible are, for a period of time determined by the 

Procurement Committee(a) ineligible to receive TRANSCO CLSG contract awards 

or to bid on TRANSCO CLSG solicitations, (b)excluded from conducting business 

with TRANSCO CLSG as agents or representatives of other vendors, and (c) 

precluded from having discussions with TRANSCO CLSG concerning the 

awarding of contracts. A Non-responsibility Determination applies to all affiliates 

of the vendor, unless the decision provides otherwise. 

 

In any action in which the determination of non-responsibility is not based upon a 

conviction, the Non-responsibility Determination must be established based on evidence 

that it is more likely than not that the vendor is not a responsible vendor. "More likely 

than not" means that upon consideration of all the relevant evidence, a preponderance 

of the evidence supports a finding that the vendor is not a responsible vendor. 

 

Notice of Decision on Responsibility 

 

A notice to the vendor of a Responsibility Determination will: 

 

a) Refer to the notice of suspension, if applicable. 

b) Indicate whether the vendor has been determined to be responsible, conditionally 

responsible, or non-responsible. 

c) In the case of a Non-responsibility Determination, specify the reason(s) for no 

responsibility and the period of non-responsibility, including effective dates, and 

identify all affiliates, if any, of the vendor responsible.  non-responsible; 

d) ln the case of conditional responsibility, specify the reason(s) for the Conditional 

Responsibility Determination and include an administrative agreement as an 

attachment to the notice indicating the conditions with which the vendor is required 

to comply, prior to being eligible to receive TRANSCO CLSG contracts and to bid 

on TRANSCO CLSG solicitations. 
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The ineligibility of a vendor due to non-responsibility shall be for a period commensurate 

with the seriousness of the cause(s). 

 

The Procurement Committee may extend the ineligibility period for an additional period, 

if it determines that an extension is necessary to protect TRANSCO CLSG interests. The 

Procurement Committee may, upon a vendor's written request, reduce or eliminate the 

period or extent of ineligibility for reasons such as: 

 

1. newly discovered material information. 

2. reversal of the conviction upon which the Non-responsibility Determination was 

based. 

3. bona fide change in ownership or management. 

4. measures taken by the vendor to become responsible; or 

5. other reasons the Procurement Committee deems appropriate. 

 

A copy of all notices of Non-responsibility Determinations will be sent to the Chairman 

of TRANCO CLSG Executive Board. TRANSCO CLSG shall post publicly the names 

of no responsible vendors with the basis in the policy for that determination. This pol 

icy can be amended with the approval of the Chairman. 
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ANNEX D: RECORDS RETENTION AND DISPOSITION 
 

Procurement Records 

 

The disposition of TRANSCO CLSG procurement records shall be as herein detailed  following  

an appraisal of the evidential and informational  value  of  the  records  and  an  assessment  

of their potential historical value. The retention periods specified shall generally reflect the 

information needs of the relevant organizational units; the disposition instructions reflect 

TRANSCO CLSG wider, long-term information requirements. 

 

TRANSCO CLSG Contracts for goods, works and services. 

 

Used to maintain a record of contracts issued  by TRANSCO CLSG for the procurement  of 

goods and services. This series consists of file folders containing originals and copies 

of signed contractual agreements between TRANSCO CLSG and various vendors 

providing goods, works and services to TRANSCO CLSG. Includes relevant supporting 

documentation such as Statement of Works (SOW), winning bid documents, contracts 

status and administration, requisitions, local purchase orders, and related correspondence. 

 

For signed TRANSCO CLSG contracts and amendments, originals and/or copies, 

including relevant supporting documentation should be: 

 

• retained in office for six (6) months from contract expiration, then 

• transferred to electronic archives for seven (7) years. 

 

TRANSCO CLSG Purchase Orders for goods, works and services. 

 

Used to maintain a record of local purchase orders issued by TRANSCO CLSG. This series 

consists of file folders containing originals and copies of purchase orders, including Blanket 

Purchase Orders/Master Agreements. Also included is the relevant supporting documentation, 

such as vendor acknowledgements or acceptance of purchase orders, requisitions, delivery 

receipts, and related correspondence. 

 

Copy of delivery docket files should be sent by the Receiving Unit to the Procurement 

Unit immediately after the delivery for their records. 

 

Purchase orders, originals and/or copies, including relevant supporting documentation 

should be: 

 

• retained in office for six (6) months from the end of the fiscal year in which the 

local purchase order expired, then, 

• transferred to electronic archives for seven (7) years. 

 

 


