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Action for Humanitarian Support and Recovery

The Action for Humanitarian Support and Recovery (AHSR) is a South Sudanese local
organization that mobilizes the active and Professional Local Society in the local community to
collect ideas and information of the citizens who are in need of humanitarian support and are also
seeking for Opportunity to come out of the situation through economic, social and political
recovery. It is a Citizen driven initiatives found in January 20", 2023. It was founded to promote
Humanitarian support to the displaced citizen, Returnees, and those due to the situation of war
were not able to provide food and social services to their families, and also to help the
communities to recover from their situation they are in and be able to live their lives.

Action for Humanitarian Support and Recovery known as AHSR will provide humanitarian
support in terms of food items, shelters, education to girl child, Health care, Protection and non-
food items to the needy through identification preparation of the identified person. We also work
to focus on the long term need of the citizen as some need to be resettled to their places of origin
while others would like to endeavor some social economic activities where they need to be
supported, in this case we will offer them small support for them to start living their lives. We
support small skill famers in their settlement to Alleviate hunger as one measure to recovery.
AHSR through training, “one on one” mentorship will work with the displaced and the young
people to empower them to work on Gender Mainstreaming Education of Girl child, Civic
Education, Advocacy programmes and Good governance, Rule of Law, Transparence and
Accountability. In the reality of post independent South Sudanese, who’s development is
hampered by increasing public debt and fiercely competitive international markets, it has
emerged as providing humanitarian support to improver Recovery of the communities is the ‘felt
needs’ approach and emphasized on Providing Justices and Accountability for survivors of
CRSV

PROCUREMENT OF GOODS
PURPOSE OF PROCUREMENT

The overall purpose of procurement regulations is to ensure that Action for Humanitarian
Support and Recovery (AHSR)] gets the highest quality of desired goods and services at the best
price possible. Further, the regulations are aimed at streamlining the process of procurement
while maintaining adequate controls. These procurement procedures apply to all staff involved in
the procurement process and to all types of procurement.

THE PROCUREMENT COMMITTEE

Action for Humanitarian Support and Recovery (AHSR) procurement committee shall be
composed of three committee members which will include board, finance, and program
representative where the logistic/procurement person will be as their secretary.

The committee shall meet when there is need to deliberate on issues pertaining to procurement.



The key terms of reference for the committee shall be to:

i) Award tenders

i) Approve orders

iii) Award contracts

iv) Approve variation of contracts conditions

SEPERATION OF DUTIES

There shall be proper separation of duties between:

i) The person who orders a particular purchase from a vendor.
ii) The person who satisfies that the goods supplied are satisfactory.
iii) The person who accepts goods into store.

iv) The person who authorizes payment.

PROCUREMENT PLANNING

Procurement planning is part of the annual budgeting process. Each departmental head is
responsible for planning his/her project’s estimated procurement needs on an annual basis
through the use of the annual procurement plan (APP), which indicates the items to be bought in
the various quarters of the year. The procurement officer will use the APP to plan form
requisitions. It is crucial that the procurement committee discuss the APP at the beginning of
each year and as need may arise within the year. The APP will also require the final approval of
the project coordinator, who will share it with the executive director for comments before
approval.
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Procurement Plan format for Services
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PROCUREMENT REQUISITION (PR)
Each specific procurement procedure process shall be initiated by procurement requisitions to the

procurement officer from the requesting department and should show detailed specifications and
requirements for the item(s) being requested. They should also indicate that the item is budgeted
for. The PRs allows the departments flexibility within the overall annual plans regarding
specifications, exact quantities, delivery dates, etc. They are also used to cater for un-planned or
emergency procurement.

The PR form will show the following:

i) Items required.

i) Quantities.

iii) Delivery dates and locations.

iv) Accounting information.

V) Whether procurement is within APP/budget or emergency or unplanned.
vi) Signature of the preparing person.

vii) The departmental head.
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Payment Request Form NO
Payee: For Finance Use
Address: Check No.
Date of Issue:
Date Requested:
Amount of Check:
Requested Amount:
Requested by
Date Description Amount
TOTAL $

Please attach ORIGINAL receipts, LPO, PR, Quotations, Request for Quotation, bid analysis depending
on the level of amount for all expenses (No reimbursement without a receipt or a completed Missing

supporting documentation or Payment Request Form).

Approved by:

Finance officer/Manager (print name) Signature Date




Some donors do prescribe some conditions or restrictions required to be observed in the course
of procurement pertaining to the project they fund. It is the responsibility of the procurement
committee to ensure that such donor requirements and restrictions are observed in the
procurement of goods and services but within the framework of AHSR procurement guidelines.

All requisitions must be signed by the departmental heads or designate, who should ensure that
the item(s) are in APP or should seek authority to procure as per policy. Any persons designated
to authorize requisitions in acting capacity must have the authority given in writing clearly
stating the period authorized.

CONTROLS ON PROCUREMENT

Goods and services will only be procured within approved budgets except in case of
emergencies, which has to be approved by the executive director. Thus, in addition to being
responsible for preparing the APP/budget, the departmental heads should ensure that actual
procurement throughout the year remains within the budget. Each requisition should reference
the APP line bearing the item or requisition and if need, be attached to the page of the APP
where such line is contained.

The financial officer shall assist the procurement officer in conducting periodic checks on
procurement activities to ensure that they conform to APPs, donor procurement requirements,
and AHSR policies and procedures.

It is the responsibility of the person who signs the local purchase order (LPO) to verify that the
following have been, done whether or not he/she actually collects the goods concerned.

(i) That the correct quantity has been received and signed.

(i) That the quality and price of goods is as agreed.

(iii) That all goods delivered have been securely and inventory records appropriately

updated.

(iv) That the delivery note is checked, signed, and forwarded to the financial officer to await
the invoice.

Purchases under petty cash must not exceed the maximum amount established and documented
by the financial officer.

Procurement staff and all members of the procurement committee will be required to sign a
‘conflict of interest” document stating that they will not purchase goods or services from a
company they have a vested interest.



THE PROCUREMENT PROCESS REPORT

Upon receipt of requisitions, the procurement officer will first verify that the requisition is
properly approved according to the signing authority. He/she will then enter the requisition
details into the procurement report worksheet. After this, he/she will begin the process of
sourcing for the goods.

The procurement report worksheet is updated to reflect requisition as they are received. It also

includes information on status of each procurement requisition, complete with expected delivery
date. This is to be submitted to projects department on a monthly analysis.

The procurement officer is required to present a monthly financial and narrative report on
procurement to the executive director, through the administrative assistant and a copy forwarded
to the financial officer.



AHSR Approval

Area of Authorization

Limits Applied in USD

Person/Position allowed

Legal document(where not covered
below)

Internal
External

Executive Director
Treasury/Chairperson

Lease on property & Equipment

Un-restricted

Chair

Current account cheque approval

Up to 10,000 $
Over 10,000%

Any two bank Signatories
Any signatory including chairperson

Bank account transfers approval Up to 10,000 $ Any two signatories
Over 10,000 $ Any two signatories including Chairman
Staff Advance approval Up to 5,000% Executive Director
Over 5,000 Executive Director/Chairperson
Staff Expenses approval Up to 10,000% Executive Director
Over 10,000$ Chairperson/designated
Staff travels approval Local Travel Executive Director/Program

International Travel

manager/Supervisors
Chairperson/designated

Purchase of supplies approval Up to 5,000 $ Executive director
Over 5,000 $ Chairperson
Purchase of Equipment Up to 2,000 $ Executive director
Over 2,000 $ Chairperson
Program activities approval Up to 2,000 $ Program Manager/designated

Over 2,000 $ to 10,000 $

Executive Director/designated

Over 10,000 $ Chairperson/designated
Program materials Up to 2,000 $ Program manager
Over 2,000$ to 5,000 $ Executive Director
Over 5,000 $ Chairperson
Employee Time sheet approval All Supervisors
Board of members expenses approval Up to 2,000 $ Executive Director
Over 2,000 $ Chairperson
Order of Goods & services approval Up to 2,000 $ Program manager
Up to 5,000 Executive Director
Over 5,000 $ Chairperson/designated
Field operation cost Up to 2,000 $ Program manager
Over 2,000 $ Executive Direction
Petty cash expenses approval All Program manager/executive Director
Staff Advance review Up to 2,000 $ Finance & Admin Officer
Up to 10,000 $ Finance and Admin Manager
Over 10,000 $ Treasury
Staff expenses review Up to 2,000 $ Finance & Admin officer
Un limited Finance & Admin manager

Staff Travels review

Local Travels

International Travels

Finance & Admin Officer/manager
Treasury

Purchase of supplies review

Up to 2,000%
Up to 10,000
Over 10,000$

Finance & Admin officer
Finance & Admin Manager
Treasury




VENDOR SELECTION

Careful selection of vendors should be done to ensure that best possible price, quality and
delivery time available within the markets is obtained. A list of suitable vendors (the list of pre-
qualified vendors), for each type of goods and services based on letters of introduction and past
performance shall be maintained. This will make the process of vendor identification much
faster. The vendor list shall be reviewed and updated periodically to ensure that current known
factors are taken into consideration.

Once the previous year’s list of vendors has been updated and approved by the procurement

committee, procurement of goods, and services can be effected. Vendor selection for inclusion
on the list of pre-qualified vendors will take place once per year and will be done by the
procurement committee.

VENDOR SELECTION CRITERIA

The following set of criteria is essential for deciding on choice of vendors:
i) Price

i1) Quality of goods/services. Such a justification must be verifiable.

iii) Availability of goods/services within the required delivery time.

iv) After sale services, including availability of parts/supplies.

v) Bidder’s previous records of performance and service

vi) Ability of bidder to render satisfactory service in this instance.

vii) Financial stability of the vendor.

viii) Availability of bidder’s representatives to call upon and consult with
iX) Payment terms

x) Warranty offered.

xi) Ability to provide samples

PROCEDURE FOR TENDER

The procurement office and the heads of the various departments may recommend potential
vendors but the selection of those invited will be left to the discretion of the procurement
committee. The procurement officer will send an invitation to tender to each supplier listed to be
invited. The vendors will pick up tender documents at [Action for Humanitarian Support and
Recovery (AHSR)] offices specifying the goods and details or any relevant information needed
to get accurate bids. All suppliers must receive the same information.



USE OF DEALERS AND SOLE SUPPLIERS

In the interest of ensuring quality, reliability and timeliness, the procurement officer may
establish purchase agreements or contracts with main dealers of regularly purchased goods.
Where possible due to other factors, the procurement office will negotiate rates and discounts
with the supplier or a method to determine price for invoice justification. These agreements and
prices (net of discounts) should be reviewed annually to ensure that they are competitive.

LOCAL PURCHASE ORDERS (LPO) WITH VENDORS

The LPO is a contract with vendors should include all information regarding the goods and
services being procured as well as standard terms of delivery, payment and arbitration in case of
dispute. If contracts are precise and clear, possibilities of disputes will be reduced and [Action
for Humanitarian Support and Recovery (AHSR)] will stand far greater chance of receiving the
goods and services as expected. Upon selection of a vendor, a legally binding contract or work
order should be drawn-up for the goods and services in question and signed by both parties prior
to procurement. Detailed specifications; quantities, unit prices, delivery deadlines, locations, and
payment schedules must be specified in such contracts.
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PURCHASE ORDER FORM

JUBA MODORIA, SOUTH SUDAN

NAME
ADDRESS

PURCHASE ORDER
DATE

NAME

OTHER COMMENTS OR SOCIAL INSTRUCTION

Please email to us back and we shall confirm payment

ORDER FOR RECURRING REQUISITION

AUTHORIZED BY:

SUB-TOTAL

TOTAL

DATE



Procurement of a recurrent nature, i.e. where the same goods and services may be issued several
times a year, one vendor may be selected for a period of up to one year. In some cases,
particularly for services, contracts for the goods or services can be drawn up once, which may
then be reference every time those goods or services are required without requiring separate
quotations and contracts on each occasion. In other cases, particularly for regularly purchased
goods, vendors can be selected once, but separate contracts drawn-up on each occasion the
vendors are used.

CERTIFYING DELIVERY OF GOODS AND SERVICES
The procurement process cannot be completed without certification that the goods and services

procured have been received entirely to [Action for Humanitarian Support and Recovery
(AHSR)] satisfaction, in particular, to the satisfaction of the requisition. The procedure for
receiving goods and services is therefore important in ensuring that vendors have entirely met
their obligations. Once [Action for Humanitarian Support and Recovery (AHSR)] has certified
that goods and services have been received to their satisfaction, it has little further resources to
complain about a vendor’s performance; and payment can then be made.

In all cases, the certification of receipts of goods and services is pre-requisite to AHSR and the
following guidelines are essential for that purpose.

i. The procurement office should ensure that goods and services are checked against contracts,
waybills, invoices, or delivery notes.

ii. Requisition department at the time of delivery will facilitate the receiving and checking of
goods and services whereby the receiving person will have to sign the delivery notes or any other

documents during delivery.

iii. Physical checking should be done by the requisitioning department and not by the
procurement office.

iv. In some cases, receiving of goods and physical checking of goods or services may be
delegated to other [Action for Humanitarian Support and Recovery (AHSR)] officers who are so
authorized by the procurement officer. Such might include cases where goods of services are
delivered directly to a project field location; or where specialist’s technical certification is
required.

v. Any differences between documents done physical checks should be noted and reported to the
procurement officer for action.
PAYMENT-PROCESSING PROCEDURE

The recipient department is responsible for preparing payment requisition which then it forwards
to the procurement office for checking and certifying. The document is then sent to the finance
department for further checking and necessary approval and authority to pay. All payments must



be made in accordance to the contractual terms between the vendor and [Action for
Humanitarian Support and Recovery (AHSR)] and in reference to the financial policies
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Payment Request Form NO
Payee: For Finance Use
Address: Check No.
Date of Issue:
Date Requested:
Amount of Check:
Requested Amount:
Requested by
Date Description Amount
TOTAL $

Please attach ORIGINAL receipts, LPO, PR, Quotations, Request for Quotation, bid analysis depending
on the level of amount for all expenses (No reimbursement without a receipt or a completed Missing

supporting documentation or Payment Request Form).

Approved by:

Finance officer/Manager (print name) Signature Date




PROCUREMENT OF SERVICES

APPOINTING AND PAYING CONSULTANTS

Consultants’ services shall be sought for:

1) A job for which the required technical expertise does not exist in-house at [name of
organization].

ii) A job that is not ongoing and hence does not require full time staff.

iii) A job that does not require more than 6-months continuous engagement.

The following procedure shall be observed for engaging he services of a consultant at [name of
organization].

1) The decision to hire the services of a consultants shall be taken by the

executive director in liaison with the heads of the various departments in consultation

with the board of directors.

ii) The executive director shall send invitation to specific appropriate consultant(s)
requesting for proposal for the consultancy by a stated date.

iii) The proposals received shall be reviewed by a panel composed of the various heads of
department and the ensuing recommended name shall be submitted to the executive
director who shall discuss with the [Action for Humanitarian Support and Recovery (AHSR)]
executive committee.

iv) The terms of reference for the consultancy shall be mutually agreed upon and the
financial officer shall be involved in the negotiation of financial aspects of the terms.

v) The contract agreement shall be signed by both parties before commencement of the
consultancy assignment.

vi) Payment is conditional on satisfactory completion of the whole job unless the agreement
provides for installments at completion of specifically agreed components/tasks.

APPOINTING AND PAYING TEMPORARY STAFF

Temporary staff include locum, short-term project staff engaged for on-off tasks. The following
procedure shall be observed for engaging the services of temporary staff;

1) The temporary staff is engaged by the executive director in liaison with the department

in need of the staff and the financial officer.

ii) The letter of engagement is issued by the executive director stating the temporary

status of the employment and the agreed terms.

iii) A temporary staff is expected to comply with all the policies of AHSR

while in the service of AHSR.

iv) Payment shall be made at the end of the month along with the payroll of the regular

staff.



APPOINTING AND PAYING CASUAL WORKERS

Casual workers will be those engaged in project work especially manual work, for one to several
days.

The following procedure shall be observed for engaging the services of casual workers:

i) The casual workers are engaged by the heads of departments upon the approval of the
executive director.

ii) A list of casual workers (name and identity numbers) shall be maintained by the head of
department stating the terms of reference for the casual worker.

iii) The letter of authority for engagement of casual workers shall be issued by the executive
director to the head of department, stating the terms of reference for the casual workers.

iv) Casual workers are expected to comply with all the policies of Action for Humanitarian
Support and Recovery (AHSR) while at their service.

v) Payment shall be made on a daily or weekly basis.
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Action for Humanitarian Support and Recovery Tel:
0923833483/9R23R50005/9260LF06F

GOOD RECEIVIED NOTE

RECEIVED NOTE NO. DATE

LOCATION RECEIVED AT RELATED TO PO NO.
PERSON/ORGANIZATION RECEIVED TOTAL NO. PACKAGES
MATERIAL NO. TOTALVOLUME
DELIVERY METHOD TOTAL WEIGHT

REMARKS

NAME OF PERSON RECEIVING SIGNATURE OF PERSON RECEIVING

NAME OF PERSON DELIVERYING SIGNATURE OF PERSON DELIVERYING






Action for Humanitarian Support ano Recovery Tel: 0923233423
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Pay to PV no

Paid by Date

Bank Account no. Cheque no._
Prepared by Signature Date

Position

Reviewed by Signature Date

Position

Approved by Signature Date

Position




PURCHASE REQUEST FORM

® @
Actlon for Humanlitarian Support and Recovery Tel
09228334 83/923R50005/92608F06F

1. ADDRESS 2. REQUEST NO.
PURCHASE REQUEST TELEPHON NO. 3. DATE
ITEMS BEING REQUESTED
EST UNIT ESTIMATED
4. ITEM NNDESCRIPTION OF ITEM/SERVICES |QUANTITY UNITS PRICE AMOUNT
SUB-TOTAL
5.REQUEST DELIVERY DATE 6. DELIVERTO SOURCE JUSTIFICATION ATT

8. REQUESTOR SIGNATURE, PRINT NAME

9. REVIEW BY SIGNATURE PRINT NAME

10. FUND ARE AVIALABLE IN AMOUNT $

11.ACCOUNTING DATA

12. REMARKS

13. APPROVED BY SIGNATURE, PRINT NA
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PURCHASE ORDER
PURCHASE ORDER FORM DATE

JUBA MODORIA, SOUTH SUDAN

NAME NAME
ADDRESS

SUB-TOTAL
OTHER COMMENTS OR SOCIAL INSTRUCTION

Please email to us back and we shall confirm payment TOTAL

AUTHORIZED BY:
DATE




