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1.
Objective
This procedure is to provide guidelines for purchasing/acquisition of good/and service.

2.
Scope

This procedure is applicable for purchasing/acquisition of goods/services at the NREB Headquarters only.

3.
Definition
AUTHORISED OFFICER is an officer who has the authority to sign or approve the supply/service order. The authorized officers are CEQ, DC, SAO and AO.
COMMON ITEMS are the items listed in the State Financial Secretary’s List of Common Items.

DIRECT PURCHASE is for purchase of goods/services which cost below RM10,000.
QUOTATION is for purchase of goods/services which cost RM10,000 and above but less than RM50,000.
TENDER is for purchase of goods/services which cost RM50,000 and above.

RELEVANT OFFICER is an officer who is involved in the particular process of tender and quotation.
REQUEST OFFICER is an officer requesting for the supply of goods or services.
SERVICE ORDER is a confirmation for the vendor to supply goods or services.
DEPARTMENTAL TENDER COMMITTEE is a committee chaired by DC with relevant officers as members. The committee is responsible to recommend to CEQ/TFIC on the successful quoter/tenderer based on the recommendation of QEC/TEC. 

QUOTATION EVALUATION COMMITTEE is a committee to evaluate the quotations received. The Chairman and committee members are to be appointed by the Departmental Tender Committee. 
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TENDER EVALUATION COMMITTEE is a committee to evaluate the tenders received. The Chairman and committee members are to be appointed by the Departmental Tender Committee.
SECRETARY is an officer responsible to ensure notice and minutes of meeting of such committee are prepared accordingly.

TENDER, FINANCE AND INVESTMENT COMMITTEE is a committee chaired by the Permanent Secretary of Ministry of Resource Planning and Environment with Controller of Environmental Quality as a Secretary and three committee members who are responsible on matters related to tender, finance and investment of the Board.
4.
Abbreviation
i. AA (F)
- Administrative Assistant (Finance)

ii. AA (C/O)
- Administrative Assistant (Clerk/Operation)

iii. AAO (F)
- Assistant Administrative Officer (Finance)

iv. AAO (Admin)
- Assistant Administrative Officer (Administration)

v. CEQ
- Controller of Environmental Quality

vi. DC
- Deputy Controller

vii. DTC
- Departmental Tender Committee

viii. FAS
- Financial Accounting System
ix. JPT
- Jawatankuasa Perolehan Terus
x. NREB
- Natural Resources and Environment Board
xi. OS
- Office Secretary
xii. PRO
- Primary Responsible Officer

xiii. QEC
- Quotation Evaluation Committee

xiv. SAO
- Senior Administrative Officer
xv. SFS
- State Financial Secretary
xvi. SRO
- Secondary Responsible Officer

xvii. TFIC
- Tender, Finance and Investment Committee

xviii. TEC
- Tender Evaluation Committee
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5.
Details of Procedure
A.I
Direct Purchase of Goods and Services
	No.
	Action

	Responsibility

	a.
	Fill in the Service/Goods Requisition Form (SGRF) (Appendix II), attached with quotation and forward to PRO/SRO for approval.

*Service/Goods Requisition Form must be filled for all direct purchase except for items stated in the List of Accounts (Appendix III).

	Request Officer

	b.
	Approval of request: 

 If approved, go to step (c). 
 If not approved, inform the request officer.


	PRO/SRO

 

	c.
	Issue service order (Appendix IV) and forward to Authorized Officer to verify and confirm in Financial Accounting System (FAS) for approval. 


	AA (F)

	d.
	Inform the vendor and proceed with the purchasing
	AA (F)



	e.
	Check the goods upon receipt or certify the service upon completion:-

 If satisfactory, acknowledge the receipt. 

 If not satisfactory, fill in the Vendor Corrective Action Request Form (Appendix V) and request the vendor to fill in Part 2 of the Form.

*Refer to PK-NREB-004(MA) – 5.A1 for details procedure.


	Request Officer/Section Head


	f.
	 If the goods is Asset or Inventory, register the goods according to the Asset Procedure. 
 If it is office supplies, the goods will be classified as office stationeries and etc. 

	AAO (Admin)



	g.
	Enter particulars of the invoice received in FAS 
	AA (F)


	h.
	Make payment.


	AA (F)
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A.II
Registration of Vendor
	No.
	Action

	Responsibility

	a.
	Receive application to become vendor to supply goods or services.
	AAO(F)



	b.
	Request the vendor to fill in the Vendor Application Form (VAF) (Appendix VI).


	AAO(F)



	c.
	Receive VAF and forward to Accountant

	AA (F)



	d.
	Verify and recommend on the application. Forward to Section Head (AHRF).


	Accountant

	e.
	Decide on the application:-
 If approved, inform AAO (F) to update approved vendor list and inform the vendor.
 If not approved, instruct AAO (F) to inform the vendor.

	Section Head (AHRF)


Note: Vendor Application Form is not applicable for the services as per List in Appendix VII.
A.III
Evaluation of Vendor
	No.
	Action

	Responsibility

	a.
	Evaluate the approved vendor.


	Accountant

	b.
	Fill in the Evaluation Vendor Form (Appendix VII) and forward to Section Head (AHRF) for decision. 


	Accountant

	c.
	Decide on the evaluation and forward to Accountant for follow up action.


	Section Head (AHRF)


	d.
	Follow up on the decision and prepare statistical data as per PK-NREB-010 (MA).

	Accountant


Note:  The evaluation is only made once a year for the vendors that have supplied more than 5 times in a year to the NREB.
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B.
Quotation
B.I
Preparation for Quotation
	No.
	Action

	Responsibility

	a.
	Prepare Quotation Document and Treasury Instruction Form 170 (Appendix VIII) and forward to CEQ for signing.


	Relevant Officer


	b.
	Sign the Document.

	CEQ

	c.
	Prepare and send the invitation letter to at least 5 suppliers. 

	 AA (F)

	d.
	Receive payment from suppliers who purchase the Quotation Document. Request the suppliers to fill in the Quotation Registration Form (Appendix IX).

	AA (F)

	e.
	Issue Official Receipt to acknowledge payment for Quotation Document.


	AA (F)

	f.
	Receive the Quotation Document from the supplier and request them to complete the Quotation Registration Form and place the Quotation Document in the Quotation/Tender Box.


	AA (F)


B.II
Opening of Quotation 
	No.
	Action

	Responsibility

	a.
	Open the Quotation/Tender Box and take actions on the following: 
 Open and number the quotations.

 Fill in the Schedule of Quotation Received Form (Appendix XI) and sign the form.

 Record the date and time on the quotation documents.

 Sign the quotations received.

 Compile and forward to Head of AHRF Section to call for DTC Meeting. 

	Relevant Officer
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B.III
 Appointment of Quotation Evaluation Committee
	No
	Action


	Responsibility

	a.
	Decide on the members for Quotation Evaluation Committee (QEC)

	DTC Members

	b
	Prepare appointment letter for QEC member and minutes of DTC meeting.

	Secretary


B.IV
Evaluation of Quotation By Quotation Evaluation Committee 
	No.
	Action

	Responsibility

	a.
	Analyze and make recommendation on the quotations submitted by the suppliers and forward to DTC.

	QEC Members

	b.
	Prepare minutes of QEC meeting and forward to DTC.


	Secretary


B.V
Decision of Quotation by Departmental Tender Committee
	No.
	Action

	Responsibility

	a.
	Decide on the recommendations made by the Quotation Evaluation Committee. 


	DTC Members

	b.
	Prepare minutes of meeting and forward to CEQ for approval together with the cover letter.


	Secretary

	c.
	Decide on the recommendation made by DTC and forward the decision to DTC members.


	CEQ

	d.
	Follow up on the decision and issue offer letter to the successful quoter.


	Secretary

	e.
	Receive reply from the successful quoter and forward the letter to CEQ/DC for next course of action. 


	AA (C/O)
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	No.
	Action

	Responsibility

	f.
	Follow up on the letter:
· If accepted, liaise with the successful quoter on the following:

i. delivery date of the goods; or

ii. actual date to perform the required service 

· If accepted with conditions, seek for approval from CEQ. Liaise with the successful quoter on the following:

i. delivery date of the goods; or

ii. actual date to perform the required service 

· If not accepted because of the goods are not according to the specification or obsolete, seek approval from CEQ for selection of next supplier based on the decision made during the DTC Meeting and prepare offer letter to the selected vendor. Repeat steps (d) to (e).


	DTC

	g.
	Upon receiving of goods/completion of services:-

· Refer step 5.A.I(e) 


	Relevant Officer

	h.
	Record the goods received in the Fixed Asset Register.

· Refer step 5.A.I (f)


	AAO (Admin)

	i.
	Enter the particulars of the invoice received in FAS.
	AA (F)

	j.
	Make payment. 


	AA (F)
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C.
Tender

C.I
Preparation of Tender

	No.
	Action

	Responsibility

	a.
	Prepare the following documents:-
i. Treasury Instruction Form 170 (Appendix VIII) with the details on the goods/services require.
ii. Details of the general conditions and specifications of the required goods/services.
iii. Formal contract for the work to be undertaken by the vendor (if relevant).
iv. Cover letter for tender notice 
v. Notice of advertisement in one of the local newspaper and for international tender it should be advertised in one of the Malay and English newspapers. In any particular case, where the recognized vendors for a line of goods/services are limited and known, public advertisement would not be necessary.
vi. Invitation to the known vendors to be issued (if necessary). 


	Relevant Officer



	b.
	Check the documents:
 If in order, print final copies of the documents.

 If not in order, amend the documents before printing.


	Section Head 


	c.
	Forward the Tender document and cover letter of the advertisement to CEQ for his signature.


	Relevant Officer

	d.
	Sign the documents.

	CEQ

	e.
	Fax and dispatch the cover letter 

	AA (F)


	Department:

Natural Resources and Environment Board
	Title of Procedure:

Purchasing/Acquisition of Goods and Services

	Revision No: 00



	
	Procedure Number:

PK-NREB-003(MA)


	


	No.
	Action

	Responsibility

	f.
	Receive payment from the suppliers who purchase the Tender Document. Request the suppliers to fill in the Tender Registration Form (Appendix IX).

	AA (F)

	g.
	Issue Official Receipt to acknowledge payment for Tender Document.


	AA (F)

	h.
	Receive the Tender Document from the supplier, and request them to complete the Tender Registration Form and place the Tender Document in the Quotation/Tender Box.

	AA (F)


C.II
Opening of Tender 

	No.
	Action

	Responsibility

	a.
	Open the Quotation/Tender Box and take actions on the following: 

 Open and number the Tender.

 Fill in the Schedule of Tender Received Form (Appendix IX) and sign the form.

 Record the date and time on the tender documents.

 Sign the tenders received.

 Compile and forward to Head of AHRF Section to call for DTC Meeting. 


	Relevant Officer


C.III
 Appointment of Tender Evaluation Committee

	No
	Action


	Responsibility

	a.
	Decide on the members for Tender Evaluation Committee (TEC)


	DTC Members

	b
	Prepare appointment letter and minutes of DTC meeting


	Secretary
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C.IV
Evaluation of tender By Tender Evaluation Committee 
	No.
	Action

	Responsibility

	a.
	Analyze and make recommendation on the tenders submitted by the suppliers.


	QEC Members

	b
	Prepare minutes of TEC meeting and forward to DTC.

	Secretary


C.V
Decision of Tender By Departmental Tender Committee
	No.
	Action

	Responsibility

	a.
	Decide on the recommendations made by the Tender Evaluation Committee. 


	DTC Members

	b.
	Prepare minutes of meeting and forward to CEQ to call TFIC Meeting in order to decide on the tender. 

Inform the officer’s concerned to prepare the tender documents for discussion in TFIC Meeting.


	Secretary

	c.
	Issue notice and agenda of the meeting to the TFIC members.

Forward to CEQ for his signature.


	Secretary

	d.
	Circulate to the TFIC members.


	OS



C.VI
Tender, Finance and Investment Committee

	No.
	Action

	Responsibility

	a.
	Decide on the recommendation made by the TEC and make decision on the successful vendor.


	TFIC Members

	b.
	Prepare minutes of meeting and take action based on the decision made by the TFIC.
	Secretary
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C.VII
Follow-up on Decision Made by TFIC

	No.
	Action

	Responsibility

	a.
	Follow up on the decision and issue offer letter to the successful tenderer.
	Relevant Officer/ Secretary



	b.
	Receive reply from the vendor and forward the letter to CEQ/DC for action. 


	AA (C/O)

	c.
	Take note on the letter and forward to relevant officer for follow-up action.


	CEQ

	d.
	Follow up on the letter:
· If accepted, liaise with the vendor on the following:

i. delivery date of the goods; or

ii. actual date to perform the required service 

· If not accepted, select the next vendor based on the decision made during the TFIC Meeting and inform the TFIC Members. Prepare offer letter to the selected vendor. Repeat steps (d) to (g).

	Relevant officer

	e.
	· Check the goods upon receive and repeat step 5.A.I (e); or

· Upon completion of the required service, request the officer concerned to certify the service. Repeat step 5.A.I (e).


	Relevant Officer

	f.
	Record the goods received in the Fixed Asset Register. Refer step 5.A.I (f).

	AAO (Admin)

	g.
	Enter the particulars of the invoice received in FAS.

	AA (F)

	h.
	Make payment. 


	AA (F)
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D.
Waiver for Quotation and Tender

D.I 
Waiver for Quotation and Tender to the State Financial Secretary’s Office

	No.
	Action

	Responsibility

	a.
	Receive proposal from the relevant officer to waive the quotation or tender to purchase/acquire goods/services.
Note:
This procedure is applicable for purchase of items which are not in the List of Common Items (Appendix XII) as per SFS Office Circular.

	Section Head/ Accountant

	b.
	Discuss on the proposal with CEQ or DC.

 If agreed, proceed to step c for preparation of waiver.

 If not agreed, follow the normal procedure for quotation or tender. Refer to Procedure B – Quotation and C- Tender.


	Section Head



	c.
	Fill in the Borang Permohonan Untuk Pengecualian Prosedur Sebutharag/Tender (Appendix XIII) and submit to SFS for approval.

 If approved, proceed to Step 5.A.I. for purchasing of goods or acquisition of services.

 If not approved, follow the normal procedure for quotation or tender.


	Section Head/ Accountant
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D.II
Waiver for Quotation and Tender to the Jawatankuasa Perolehan Terus (JPT) for Amount above RM10,000.00 and up to RM500,000.00
	No.
	Action


	Responsibility

	a.
	Receive application form i.e. Borang Permohonan Untuk Perolehan Secara Terus Bekalan/Perkhidmatan Untuk Common Items as per Appendix XIV from relevant officer.

Note:

This is only applicable for purchase of items listed in the List of Common Items as per SFS Office circular (Appendix XII).

	Section Head/ Accountant

	b.
	Discuss the application with the officer concerned. Refer to List of Common items as per SFS Office Circular in Appendix XII.
· If agreed, proceed to Step D.II (c ).
· If not agreed, follow the normal procedure for quotation or tender. 

	Section Head/Relevant Officer

	c.
	Issue appointment letter for Jawatankuasa Perolehan Terus to be signed by Controller or DC.

	JPT Secretary


D.III 
Evaluation Waiver by JPT
	No.
	Action


	Responsibility

	a.
	Analyze and decide on the waiver submitted by the officer


	JPT Members

	b.
	Prepare minutes of JPT meeting (Appendix XV) and forward to Finance Unit for follow up action.


	JPT Secretary
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D.IV 
Follow up on Decision Made by JPT

	No.
	Action


	Responsibility

	a.
	Follow up on the decision and liaise with the relevant office.

	AAO (F)/AA(F)

	b.
	Fill the Service/Goods Requisition Form (SGRF) (Appendix II), attach all the supporting document and forward to Finance Unit for follow up action.

Refer to PK-NREB-003(MA) – 5.A1 for details procedure.


	Relevant Officer


6.
Quality Record

	No.
	Name of Record
	Retention Time
	Location



	a.
b.

c.

d.

e.

f.

g

h.

i.

j.


	List of Account

Service/Goods Requisition Form

Service Order

Vendor Corrective Action Request Form

New Vendor Application Form

Evaluation of Vendor Form

Approved Vendor List

Details of general conditions and specification for the required goods/services for quotation

Treasury Instruction Form 170 for Quotation/Tender

Notice of Quotation/Tender


	(7 years or until completion of project/services)
	20th Floor (Administration, Human Resource & Finance Section
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	No.
	Name of Record
	Retention Time
	Location



	k.

l.

m

n.

o.

p.

q.

r.

s.

t.

u.

v.

w
	Cover letter of advertisement for Tender.
Advertisement in the newspaper for Tender
Schedule of Tender/Quotation Received Form

Minutes of Tender, Finance and Investment Committee

Bills/Invoices
Receipt.
Fixed Asset Register

Inventory Register

Office Supplies Register

Borang Permohonan Untuk Perolehan Secara Terus Bekalan/Perkhidmatan Untuk Commom Items

List of Common Items

Appointment Letter of JPT

Minutes of JPT Meeting

	(7 years or until completion of project/services)
	20th Floor (Administration, Human Resource & Finance Section
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7.
Appendices
i. Appendix IA
-
Flow Chart for Direct Purchase of Goods and Services.

ii. Appendix IB
-
Flow Chart for Registration of Vendor. 

iii. Appendix IC
-
Flow Chart for Evaluation of Approved vendor.

iv. Appendix ID
-
Flow Chart for the Preparation for Quotation.

v. Appendix IE
-
Flow Chart for Opening of Quotation by Departmental Tender 



Committee.

vi. Appendix IF
-
Flow Chart for Appointment of Quotation Evaluation Committee
vii. Appendix IG
-
Flow Chart for Quotation Evaluation Committee 
viii. Appendix IH
-
Flow Chart for Departmental Tender Committee  -Quotation
ix. Appendix I(I)
-
Flow Chart for Preparation for Tender
x. Appendix IJ
-
Flow Chart for Opening Tender 

xi. Appendix IK
-
Flow Chart for Appointment of Tender Evaluation Committee 
xii. Appendix IL
-
Flow Chart for Tender Evaluation Committee
xiii. Appendix IM
-
Flow Chart for Departmental Tender Committee -Tender 
xiv. Appendix IN
-
Flow Chart for Tender, Finance and Investment Committee 
xv. Appendix IO
-
Flow Chart for Follow Up on Decision by TFIC

xvi. Appendix IP
-
Flow Chart for Waiver for Quotation and Tender to the State Financial secretary’s Office
xvii. Appendix IQ
-
Flow Chart for Waiver for Quotation and Tender to the JPT for amount above RM10,000.000 and up to RM500,000.00

xviii. Appendix IR
-
Flow Chart for Evaluation Waiver of by JPT

xix. Appendix IS
-
Flow Chart for Follow up on Decision Made by JPT
xx. Appendix II

-
Services/Goods Requisition Form

xxi. Appendix III
-
List of Accounts
xxii. Appendix IV
-
Service Order
xxiii. Appendix V
-
Vendor Corrective Action Request Form.

xxiv. Appendix VI
-
New Vendor Application Form

xxv. Appendix VII
-
Evaluation Vendor Form
xxvi. Appendix VIII
-
Treasury Instruction Form 170
xxvii. Appendix IX
-
Tender/Quotation Registration Form

xxviii. Appendix X
-
Schedule of Tender/Quotation Received Form
xxix. Appendix XI
-
Approved Vendor List
xxx. Appendix XII
-
“Borang Permohonan Untuk Pengecualian Prosedur Sebutharga/Tender”
xxxi. Appendix XIII
-
List of Common Items

xxxii. Appendix XIV
-
Borang Permohonan Untuk Perolehan Secara Terus Bekalan/Perkhidmatan Untuk Common Items
16

