Africa LPSCM – Procurement Guideline
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IFRC Financial Services (FSP) Procurement Process Requirements 

To quickly build or refresh your skills we have a new online course will guide you through the steps to procuring financial services for the cash assistance projects 
This course is aimed at program staff implementing cash assistance through financial service providers (FSPs) and it is also useful for those of you working in Logistics, Procurement and Finance.  It covers topics such as cash feasibility, setting the service requirements, evaluating, selecting and contracting an FSP, and supplier performance management.

	

	
	Go to course
	 


It is strongly recommended that you:
☐	Familiarize yourself with the revised  IFRC Cash SOPs (2018 working draft) and Section 3.6 Procurement of Cash Related Services of the 2018 IFRC Procurement Manual and the Cash in Emergencies Toolkit
☐	Initiate a kick off meeting with Logistics and Finance (potentially ICT and Legal) prior to beginning any procurement process to discuss: the process; contract value (and hence procurement process); FSP mapping and identification; and financial service requirements 
Important:
☐	Allow 8-12 weeks for the full procurement process.  Defining requirements clearly and completely takes time.  Allow at least 2 weeks for bid responses.  Allow at least 2 weeks for contracting.
☐	Find a balance on mandatory and preferred requirements so that you are comprehensive but realistic in the service required and to avoid a failed tender (use the CiE toolkit checklists)
☐	Defining requirements is a collaborative process, other departments may contribute e.g. Finance on financial health, ICT for hardware security, Legal for data protection etc.
☐	The contract value guides the procurement process.  Contract values for cash and vouchers are calculated as follows:
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☐	For low or no fee services, contact the RLU to discuss how the procurement process should be conducted. 
To comply with IFRC regulations the following documents are required to be submitted to IFRC:
☐	Cover page of the logistics requisition (LR) (mandatory unless less than 1000 CHF)
☐	Scope of Work (SoW) document which outlines the programme objectives and provided the FSPs information of what we are expecting of them 
☐	RFP Response Sheet detailing the service requirements (mandatory and preferred) that we will be requesting from and evaluating FSPs against
☐	RFP (Request for Proposal) and the list of suppliers targeted
☐	Minutes of the opening ceremony (if applicable) 
☐	Bids or proposals from suppliers
☐	CBA (Comparative Bid Analysis) for Financial Service Providers (FSPs) with technical evaluation (financial health and appropriateness of services) and pricing.
☐	Purchase orders (PO), purchase contracts and any related correspondence
☐	Pro forma invoices
☐	Service Delivery Note (SDN)
☐	Copies of any supplier correspondence, including e-mails
☐	Copies of letters to unsuccessful bidders
☐	Claim reports (cash transfers) (if applicable)
☐	Supplier or service provider’s performance evaluation (if applicable)
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PAL must be observed always by PA responsible for managing CASH procurement
activities as describes hereafter.

Procurement quality assurance for CASH

Procurement quality assurance for CASH shall be based on the following:

Type of CASH Trigger
Commodity Value of goods and fees to be charged by
vouchers Suppliers
Value vouchers Service fees to be charged by Suppliers

Service fees to be charged by Suppliers, however
Third party cash
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