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Department of Financial Administration
Office of the Bursar

15th February, 2009

To: Vice Chancellor,
Deputy Vice Chancellor,
Registrar,

Deans of Faculties,

All Heads of Departments,
DB's, SAB's, AB's

ADOPTION OF THE GOVERNMENT PROCUREMENT GUIDELINES AND MANUAL

| am pleased to submit a copy of the Registered Suppliers List for the year 2010 for use at your Faculty /
Department. Please ensure to follow the Procurement Regulations when calling for quotations,

opening tenders and taking decisions in accordance with the Procurement Guidelines 2006 &
Procurement Manual 2006.

In respect of the effect of VAT on purchase, please refer letters of Secretary to the Treasury dated 27/08/2004,
Department of Public Finance letter dated 16/12/2004 and Deputy Commissioner/VAT dated 07/01/2005
Department of Inland Revenue.

Please make sure when payments are made to suppliers that the VAT can be paid only for the suppliers who
have given their VAT Registration Numbers or registered with the University as VAT Registered Suppliers.

And the suppliers who have submitted a letter obtained from Inland Revenue Department Certifying that

they are not VAT holders and registered with the University as registered suppliers are not eligible to claim VAT.

Please ensure to follow the requirements of the Government Procurement Guidelines & Manuals at all times.

M D GANTHUNE M D S M RODRIGO
Bursar Assistant Bursar, Local Supplies

Cc. 1) Sup. of Audit
2) Internal Audit
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GUIDELINES FOR PROCESSING OF INDENTS

When calling quotations for goods and services, the quotations should be called from not less than 5 registered
suppliers under sealed quotations. These sealed quotations should be mailed to the registered suppliers under
registered cover and the mail list supporting the fact that the letters are properly sent documents with the official
seal of the mail section of the University or stamp of the Post Office should be submitted along with the

tender documents.

Quotations could be called from other suppliers other than the registered suppliers, when the items required
are not available with registered suppliers of the University.

Give a serial number for quotations called and give atleast 21 days/ 14 days/ 07 days which is applicable in
terms of Item 6.2.2 of Government Procurement Guidelines.

Method of Procurement Tender Open period
International Competitive Bidding/ 42 days (more for Complex
Limited International Bidding Procurement)

National Competitive Bidding/

Limited National Bidding 21 days

Restricted competitive bidding under

District/Divisional level Construction 14 days

Contracts

Shopping

For emergency Procurement under 7 days minimum
Guidelines 3.20 & 3.21 The above periods may be

reduced with the approval of th
Vice-Chancellor/Dean

\1%

Provide all relevant details of item/items to be purchased to enable the suppliers to understand what you a
ctually require. The quantity of items intend to be purchased also should be indicated.

Request the suppliers to send their quotations by registered post or put the Tender Box indicating the serial
number given for the particular quotation on the top left hand corner of the envelope.

Open the quotations received in the presence of the Bid Opening Committee (2 Staff Officers approved by
the Procurement Committee)

Place the date stamp on all quotations including the envelope received and number the pages.

Request the Bid Opening Committee members to initial on the date stamp placed on the envelope as well as
the quotation letters at the time of opening.

Schedule the quotations and place before the Technical Evaluation Committee where applicable and then
with the recommendation of the Technical Evaluation Committee to the Faculty Procurement Committee

and write the Procurement Committee recommendation clearly on the schedule. When tender value exceeds
Rs. 500,000/= the approval of the University Procurement Committee should be obtained for which the
Technical Evaluation Committee recommendation is essential. At all instances avoid making alterations and
on such an event the members of the Procurement Committee should initial such alterations made.

Indicate the name of the successful Tenderer and the unit price with relevant details of the items recommended
by the Procurement Committee.

When the Technical Evaluation Committee advice is sought by a Procurement Committee the Technical
Evaluation Committee should be appointed by the Vice-Chancellor.

The Technical Evaluation Committee report should be signed by all members of the Technical Evaluation
Committee.
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Prepare the Indents according to the decision taken by the Procurement Committee giving all relevant details
of the items. It is necessary to state all specifications of the items ordered in the Indent to avoid the supplier
deliver same items with different model, capacity, speed, country of origin etc.,

Kindly, ensure to prepare separate indents for separate items, such as Chemicals, Stationery, Equipments etc.,

After satisfying the above requirements, the Accounts Section of the Faculty will take necessary action to get

the signature of the Head of the Department and approval of the Dean of the Faculty. After satisfying the a

bove requirements the signature for the indents will be placed by the Asst. Bursar/Senior Asst. Bul

to the Accounts Division. (use second copy to obtai
placed using Re-habilitation Vote or any other expenditure Vote that were not decentralized to Faculties, s

hould be forwarded to the Local Supplies Section of the Main Accounts Branch for further action.

Ensure to attach all connected documents to the indent viz. mail list, office copy of letters calling for quotations,
Bid Opening Committee Report, the envelopes in which the quotations were sent by the suppliers and Tender
Schedule along with the recommendation/decision.

Ensure to keep the 1st copy of the Indent intact without placing date stamp or any minutes on it as it has
to be sent to the supplier.

PAYMENT OF ADVANCES

AS ONE OF OUR CONDITION FOR REGISTRATION AS A SUPPLIER OF THIS UNIVERSITY
WAS TO SUPPLY GOODS ON A 30 DAYS CREDIT BASIS. PLEASE MAKE EVERY EFFORT
AT ALL OCCASIONS TO PURCHASE YOUR REQUIREMENTS ON CREDIT AND AVOID
REQUESTING FOR PAYMENT TO BE MADE IN ADVANCE EXCEPT ON VERY SPECIAL
INSTANCES.

HOWEVER, EVEN ON SUCH INSTANCES, THE OFFICER RECOMMENDING THE ADVANCE
PAYMENT WILL BE LIABLE TO ANSWER THE AUDIT QUERIES, AS OUTSTANDING
ADVANCES ARE REPEATEDLY BEING QUERIED BY THE AUDIT.
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To : All Secretaries of Ministries Ql/ Q‘-

Chief Secretaries of Provincial Councils
Heads of Departments and Statutory Boards
Chairman of Corporations, Boards and
Government Owned Companies

Impact of Valee Added Tax (VAT) on the Tender Process

Ydur attentior. is drawn to the Public Finance Circular 364(3) dated 30 09 2002

Paragraph (2) 1i) and (1) of the Public Finance Circular No 364(3) of 30 09 2002 15 amended by
substituting the tollowing .

(02) The tenderers, when submitting tenders

;i'; If they are registered for the purpose of VAT, they should indicate the amount of VAT

laimed separately in the bid documents, in addition to the net value of the tender, along with the
\ \T registration number Declaration of VAT registration number is a mandatory requirement
for determination of tenders and any tenderer who do not declare his/her VAT registrauon
number will be liable for rejection of the tender

(ii). If any tenderer is not registered for VAT, he/she should indicate the net value of the tender
Under this category tenderers should obtain a letter from the Commissioner of Inland Revenue
Department, certifying that the Company has not been registered for VAT should be attached to
the tender.  When tenders are invited the above requirement should be included under the
instructions to bidders in the tender document.

N
o 2{7 \/\}4

S.B. Divaratne

Acting Secretary to the Treasury

Copies . 1. Commissioner General of Inland Revenue
2. Auditor General



