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1.0.    About TMF: 
 

Trailblazers Mentoring Foundation (TMF) is a registered non-governmental 
organization (NGO) in Uganda founded by two former child mothers who turned their 
negative experiences into a positive action.  TMF programs draw lessons from real 
life experiences to challenge and inspire adolescent girls and young women to 
embrace responsibility for their education, health and development of their 
community. 
 
The Organization’s mandate  is to provide holistic programs that address critical 
needs of adolescents especially  girls and young women  while putting greater 
emphasis on ending teenage pregnancy, child marriages and empowering girls and 
young women to complete school and rise to their full potential. 
 
Vision: A generation where all girls are in school, empowered and enjoying their 
childhood. 
 
Mission:  To contribute towards increased retention of girl children in schools 
through ending teenage pregnancy and child marriages in Uganda. 
 

1. PROCUREMENT POLICY AND PROCEDURES 

 
1.1 Objectives of the Procurement Policy  

(i) Enable management control purchases by procuring the right quantities of the right 

quality at the least cost possible and at the right time. 

(ii) Facilitate processing of legitimate invoices and provide cash control and Minimize 

purchasing and accounts payable errors 

(iii) Provide sense of responsibility and accountability within the Organization. 

1.2 Procurement committee 

There shall be constituted a procurement committee every after two financial years 

comprising of Accounts Assistants and Representatives from Programs, M&E 

Officer and IT Officer .The Procurement Committee shall be charged with managing 

the procurement function of the organization, but may be guided by the ED and the 

BODs when procurement of huge capital expenditure of Ushs.10M and above, as 

and when they deem it necessary. 

1.3 Pre-qualification / Listing of Suppliers 

Every year, the procurement committee shall undertake to compile / update the list 

of suppliers for known consumables often used by the organization, which list shall 

be used to call for quotation whenever the organization wishes to do some 

purchases. 

 



1.4 The Tender Box 

1.4.1 There shall be a lockable tender box placed at a visible place at the reception 

area. The tender box shall bear two locks, with the key tone of the locks kept by 

the secretary to the procurement committee, and the key to the other lock kept 

by the ED. 

1.4.2 Every time tenders or quotations are invited, they shall be required to be dropped 

in the tender box. 

1.4.3 Opening of the tender box shall always be done in the presence of the two 

holders of the different keys or their representatives. 

1.4.4 In the event that one of the keys gets lost, then all the locks shall have to be 

replaced. 

1.5 Conflict of Interest 

If any of the members of the procurement or Tender committee has interest in any 

of the entities called to bid, such interest MUST be declared and the member shall 

so disqualify him/her from handling the said procurement. The member shall be 

replaced by another member as appropriate. 

1.6 Bid requirements 

1.6.1 An advertisement shall be put in the newspapers calling on suppliers wising to 

be pre-qualified to apply within a given time. The tender committee shall set the 

conditions for prequalification and shall proceed to select suitable suppliers per 

the set conditions. 

1.6.2 Additions to the list may be done as and when the organization becomes aware 

of a new competent supplier on the market for any service or consumables 

normally used by the organization. 

1.7 Recurrent Expenditure on Services and Consumables 

Budgetary control measures will be exercised indiscriminately to ensure that the 

Organization receives value for money. Hence detailed procurement procedures 

have been provided below. 

1.8 Purchase Requisition (Non-Capital) 

Heads of Departments or authorized personnel will submit their requirements to the 

FAM by raising a purchase requisition order (PRO).This document should explicitly 

describe item(s) required and quantity and the account code to be charged. On 

receipt for the same, the FAM will rationalize the Organizations needs for these 

items or the project activity needs for these items and make reference to the total 

budget commitment to-date. 



1.9 Seeking Quotations 

1.9.1 In compliance with guidelines in (8.10) below, the procurement committee shall 

always select at least three suppliers of any particular item to be procured. 

1.9.2 The committee secretary shall contact the selected suppliers for quotations, 

giving them adequate information in writing to enable them give their best 

quotations. 

1.9.3 He/she will then obtain quotations which will be reviewed by the procurement 

committee, taking into account reliability of supplier, background (especially 

financial ability and previous supply history)and of course price per item. 

1.9.4 Based on this criterion, the names of the best suppliers will be submitted by the 

Procurement Committee to the ED through their secretary. (refer to  authorization 

level of expenditure in Finance Manual ).Every member of the procurement 

committee must sign on the submission / Evaluation form to the ED for 

concurrency to the decision taken. 

1.9.5 The remaining two unsuccessful quotations shall be attached to the submission 

form, with reasons for their elimination clearly indicated. 

1.9.6 For items of UGX 500,000/= and above, the ED may choose to participate in 

selecting the suppliers and opening of the quotations. 

1.9.7 In all requirements, the Procurement Committee will take into account budget 

limits, cash flow constraint and the Organization’s ability to pay. 

1.10 Local Purchase Order/Receipt Voucher 

To reduce the cost of printing and provide quick reference, these two documents 

have been set on one but brief document .Local Purchase Order; this is a 

legal/official document binding the Organization. Hence its safety and control must 

be assured all times. It is the responsibility of the FAM to exercise this control 

accordingly. The LPO which will be pre-printed with five pre-numbered copies, each 

in a different color and shall be distributed as follows: Vendors Copy (white); this 

copy is mailed/delivered to the vendor. Accounts copy (blue); this will be retained 

by the Finance and Admin Officer. It will be held by the section until goods or 

services specified in the LPO have been received by the section which initiated the 

purchase requisition. Finance & Administration Manager will effect payment on 

receipt of this copy and confirmation of documents (invoices, delivery note, and 

receipt vouchers) attached thereto from receiving sections Stores Copy (yellow); 

it is the responsibility of the Accounts Assitant or anyone delegated to authenticate 

receipt of goods or services and to ensure that any discrepancies such as weight 



difference, case quantity differences, damaged goods, etc. on the bill of lading/pack 

slip are reported and indicated on the store receipt voucher. Purchasing Copy 

(green); this copy shall be retained by the section originating the purchase 

requisition. Book / Archive Copy (pink); this copy shall remain in the book for 

archive purposes. Once the PLO book is used fully, the FAM shall withdraw it and 

keep it under lock and key as appropriate. 

1.11 Capital Expenditure  

1.11.1 These are items of non-current nature, normally not stocked or purchased every 

year and therefore, have no historical record of consumption. 

1.11.2 Expenditure of this nature will be for approved Budget programmes. 

1.11.3 Heads of departments will provide technical specifications of their requirements 

and where the subject item is extremely technical, recommend source of 

procurement. 

1.11.4 Requisitions and LPOs will be treated in a similar way as explained in this manual 

above 

1.12 Authorization Level of Expenditure 

In light of the price fluctuations and the existence of global inflation, the following 

level of expenditure will serve as guidelines in making purchases of the 

Organization’s requirements. 

1.12.1 All items whose estimated cost is between UGX 1/= and UGX500,000 may be 

bought by obtaining quotations, and approved by the procurement Committee 

and the FAM provided that expenditure on any one item will not be repeated 

within 3 months without prior reference to the ED. 

1.12.2 The Procurement Committee shall approve all the purchases within these limits 

of expenditure subject to Section 8.6, & 8.7 of this manual. 

1.12.3 Monthly summary of procurements made in this manner shall be submitted to the 

management for discussion in their monthly meeting. 

1.12.4 All items tendered for the estimated cost of which is between UGX500, 000/= and 

below UGX 20m/= shall be approved by the ED 

1.12.5 All items tendered for the estimated cost of which is UGX 20m/=and above shall 

be approved by the BOD who may constitute themselves into a Tender Board 

Committee for this purpose. 

 

 

 



1.13 Obtaining quotations 

The FAM will obtain at least three quotations from approved competent suppliers, 

provided that not more than two consecutive purchases are made from one Firm 

and/or for the same item, except upon the approval of the Procurement Committee. 

1.14 Inviting Tenders Outside the Suppliers’ List 

1.14.1 The FAM and head of user departments will draft and fill in the invitation to tender 

with technical specifications of items required to be procured. 

1.14.2 The Procurement or Tenders Committee shall approve the invitation to tender 

document (Appendix v) by signing thereon. Where the secretary of the committee 

approves on behalf of the others, then evidence of the other members approval 

shall be attached in form of (executive Communication memo) EXCOM or 

minutes duly signed by all members of the committee. 

1.14.3 The invitation to tender shall be submitted to the ED for final authorization to be 

published. 

1.14.4 After approval of the tender advert, the FAM will contact selected competent 

Newspapers to publish it, giving a time limit within which potential suppliers’ 

responses should reach the Organization tender box. 

1.15 Tender Committee 

 This committee would oversee the management and documentation of the 

procurement and contracting process for goods and services including: 

 Sourcing of suppliers 

 Preparation of tenders 

 Advertising or inviting bids 

 Receipt and safe custody of tender documents 

 Designing the evaluation criteria 

 The evaluation of bids 

 Selection and notification of winning bidders 

 Negotiation and award of contracts 

1.16 Consideration and Award of Tenders 

1.16.1 Any criteria to be followed when awarding tenders shall combine a number of 

factors which are unique to every situation. These shall be outlined by the Tender 

Committee before calling for the tender bids 

1.16.2 All tenders shall bear or be accompanied by the Organization’s terms and 

conditions of purchase, and the criteria for evaluation of the tenders. 



1.16.3 A condition that the organization shall not be bound by the lowest or any tender 

shall be inscribed to the invitation to tender documents at all times. 

1.16.4 Any tender may be awarded to one or more suppliers, depending on the 

circumstances of a particular bid. 

1.16.5 A tender shall be awarded to the most reasonable and not necessarily cheapest 

bidder and it shall not be taken for granted that the cheapest is always the best. 

Price is only one factor to be considered before a decision is taken to award any 

tender. 

1.16.6 The tender conditions shall be made known to the suppliers invited at the time of 

invitation to tender. 

1.16.7 If a decision is made to award a tender, or part thereof, other than the cheapest, 

the process leading to such a decision shall be clearly documented and filed for 

reference and also recorded in the minutes of the Tender Committee meeting at 

which such an award was made. 

1.16.8 The terms and conditions of purchase shall be stated in the invitation to tender 

to safeguard the BODS against possible suppliers’ claims later. 

1.16.9 The successful bidder shall be informed in writing by the Secretary to the 

Procurement or Tender Committee within the shortest possible time, in any case 

within 7 days after the decision to award the tender has been made. 

1.16.10 Unsuccessful bidders shall be notified in writing by the Secretary to the 

Procurement or Tender Committee, after the successful bidder has confirmed his 

ability to supply or has supplied the goods for which he/she won the tender in 

question 

1.17 Writing of Local Purchase Orders- 

1.17.1 Local Purchase Order Books shall be kept under lock and key by the FAM. LPOs 

shall always be written by the Accounts Assistant. 

1.17.2 All local Purchase Orders shall be signed by the FAM and approved by the ED. 

1.17.3 The authority to award the tender of supply either by the Procurement Committee 

or the Tender Committee must be appended to the LPO before submission for 

signing. 

1.18 Singing of Local Purchase Orders 

All signed Local Purchase Orders will be stamped with the Organization’s specific 

official stamp kept by the ED. The stamp will bear the Organization’s logo and the 

words “TRAILBLAZERS MENTORING FOUNDATION: 

                     LOCAL PURCHASE ORDER”. 



1.19 Expediting Orders 

The supplier shall be given a specific time by the FAM in writing, within which to 

fulfill the order. This time shall depend on the nature of goods or services to be 

supplied at any one time and shall be decided at the time of Calling for invitations 

to tender as one of the tendering conditions. 

1.20 Receipt of Materials 

All materials shall be delivered to and received by the Finance and Admin Officer, 

who shall certify the delivery note, the receipt of goods and the condition in which 

they were so received. 

1.21 Inspection of Materials 

1.21.1 The Heads of the user department or their representative and the designated 

Accounts Assistant shall inspect and certify the quality and quantity of all 

materials received in the presence of supplier before they are taken on store’s 

charge. 

1.21.2 If the materials are of technical or specialized nature, they shall be inspected by 

the said officials in the presence of a technical person from the User Section and 

certified accordingly. 

1.21.3 Any shortage or damage which may be discovered during the inspection in the 

presence of the supplier shall be notified to the supplier there and then, and such 

goods may be rejected by the Organization’s inspecting officers without 

reference to the ED. 

1.21.4 In case goods supplied do not conform to the specifications in the order they will 

be rejected, and the FAM or Stores Officer shall so notify the supplier in writing 

immediately. 

1.21.5 All goods which shall be accepted after appropriate inspection and certification 

shall immediately be entered in the stock records. 

1.21.6 A goods received note (GRN) shall be issued for all goods accepted to be taken 

into the stores. This shall be done by the stores Officer and approved by the FAM. 

1.22 Payment of Suppliers Invoices 

1.22.1 The Stores Officer shall close the purchasing process by recording the invoice 

number, amount and the date when the final payment was made against the 

respective orders (invoices) in the suppliers’ payment register. 

1.22.2 All invoices are to be forwarded to the FAM, who will sign for them in the 

suppliers’ payment register, for final approval, payment and filing. 



1.22.3 A supplier will be paid only after he/she has completed his/her obligation of the 

tender to the satisfaction of the Procurement or Tender Committee and ED and 

shall be paid with minimum delay, in any case within 30 days after supply. 

1.23 Procurement Records Management 

Up-to-date records shall be kept at every stage from the initiation of an order up to 

the final payment against the suppliers invoice(s) the stores records shall be 

updated by the stores officer immediately after receipt of the goods. These records 

are outlined in 9.2, 9, 3& 9.4below. 

2. STORES PRACTICES 

2.1 Objectives 

(i) Safeguard the organization stocks of consumables in the stores by following 

acceptable stores practice. 

(ii) Ensure efficient and effective use of organization materials on organization relevant 

activities. 

2.2 Basic Stores Routine (General) 

The FAM is ultimately responsible for ensuring that stocks are safe through the line 

staff member responsible is the Designated Stores Officer. In order to achieve the 

above, they shall make sure that;- 

2.2.1 Commodities and stocks shall be stored in a store secured against unauthorized 

entry 

2.2.2 Supplies shall be issued out using the First-In-First-Out principle, and on the 

basis of expiry dates to avoid reaching the expiration dates of the goods while 

they are still in the stores 

2.2.3 Where the expiry date is not relevant the principle of First in First out (FIFO) shall 

be applied. 

2.3 Stock coding 

Each item in the stores shall be allocated a stores code to identify it from the other 

items of similar nature in the stores. 

This coding shall be prescribed by the FAM and documented accordingly. All stores 

documents should bear the code reference of the specific items mentioned therein. 

2.4 Stores Organization 

2.4.1 It is incumbent upon the stores Officer to organize the stores to allow easy 

movement of both goods and people. 

2.4.2 Where possible racks may be bought to store delicate goods, although their 

absence shall not be an excuse for a disorganized store. 



2.4.3 Items of similar nature shall be kept near one another, and heavier items shall be 

kept below the light ones. 

2.4.4 The stock cards shall be kept visibly displayed on top of the goods they refer to. 

2.5 Receipt of Supplies into Stores 

On receipt of goods, Heads of the user department or their representative and the 

Stores Officer shall check the supplier’s delivery against the copy of the Purchase 

Order. 

2.5.1 The Goods Received Note (GRN) 

Goods Received Note (Appendix) shall be prepared in quadruplicate and 

distributed as follows. 

The original copy (white) of the GRN shall be attached to the Purchase Order 

together with the supplier’s Delivery Note. These three documents shall be 

matched with the suppliers invoice and forwarded to accounts to be used to 

process supplier payment. A duplicate copy (pink) shall be retained in the stores 

for filing and the triplicate copy (Blue) shall be given to the supplier the 

quadruplicate copy (Yellow) shall be retained in the GRN book 

The GRN shall have the following details: 

 Date of receipt of goods 

 Details of supplier of goods 

 Quantities, units and specifications / Condition of the goods 

 Name and signature of Stores Officer acknowledging receipt of goods 

 Reference LPO 

 Signature of Supplier 

2.6 Storage Records 

2.6.1 Stock Cards shall be updated on a daily basis to ensure that they reflect the 

physical stock held. The stock card shall have the following details: 

 Name of item 

 Stock card number 

 Transaction Dates 

 Reference number to Goods Received Note (GRN) or Stores Requisition and Issue 

Voucher (SRIV) 

 Quantities received in and issued out 

 Balance of stock held 

 Purchase price 

 Re-order level 



2.6.2 Goods received in Stores Register, showing all goods received in the stores per 

day and time, with particulars of the suppliers. 

2.6.3 The supplier will sign in the Goods received Register to confirm the entries 

therein. 

2.7 Requisition and Issuing Supplies from Stores 

2.7.1 The Stores Requisition and Issue Voucher (SRIV) will be used to issue out 

supplies. The SRIV (Appendix - shall serve a dual purpose. The requisition to 

take supplies out of the store as well as the actual issuing shall be done on this 

same document. 

2.7.2 The Stores Officer shall not issue any goods out of the store without a duly 

approved and signed Stores Requisition and Issue Voucher 

2.7.3 The SRIV shall be raised by the user through the supervisor and approved by 

the FAM. 

2.7.4 The following details shall be entered on the SRIV 

 Date 

 Name of requisitioner /applicant and user department 

 Quantities and units of items required 

 Specification/particulars of items required 

 Name and signature of requisitioning officer 

 Name and signature of approving officer of the request 

 Name and signature of the person receiving 

2.7.5 The distribution of the Stores Requisition and Issue Vouchers shall be as follows 

The original copy shall be returned to the store and forwarded to accounts with 

the stores report. A duplicate copy shall be retained by the recipient/user 

department the triplicate copy shall be retained in the book 

2.7.6 The book copy in the stores section is used to update the stores record card and 

for audit purposes. 

2.7.7 The Stores Officer shall always make sure that no supplies shall be issued out of 

the store without a duly approved and signed SRIV 

2.7.8 The SRIV book shall have pre-numbered vouchers and shall be kept under lock 

and key in the FAM’s Office. 

2.8 Returns from the Field 

2.8.1 Where goods are returned from the field for nonuse, then a Stores return Note 

(SRN) shall be issued to the person returning the goods and recorded in the stock 



record. The SRN is similar to the GRN in nature and purpose, and the same 

document shall be used for both transactions (Appendix ) 

2.8.2 If the goods are returned for being defective, they shall be received on a GRN, 

but will be recorded separately on a defective goods card and separated from 

the good ones while awaiting disposal. 

2.9 Stock Taking 

2.9.1 General physical stock counts shall be carried out by Stores Officer under the 

supervision of the FAM at least once a month for all items in the store. 

2.9.2 Spot checks for specific items may be done to ascertain the quantities in the 

stores as and when the user department requests, or the FAM or the ED. Any 

stock count shall be witnessed by the FAM or his/her representative and any 

other person from an interested user department. 

2.9.3 There shall always be a stock count at the end of the financial year and shall be 

observed and verified by the external Auditors in as far as possible. The FAM 

shall always coordinate this exercise. 

2.9.4 All stock counts should be done using stock count sheets which should be kept 

on file in the accounts department. 

2.9.5 After any stock count, a report shall be prepared by Stores Officer detailing the 

physical stocks counted and the balances shown on the stock cards for approval 

by the FAM and the ED. 

2.9.6 Any variances shall be explained by the Stores Officer and the explanations shall 

be incorporated in the report 

2.9.7 The ED shall review and sign the report and investigate the variances and any 

discrepancies. 

2.9.8 The ED shall have the mandate to write off stocks after approval by the BOD 

2.10 Defective goods 

2.10.1 Defects may arise out of expiry of goods, factory defects not identified at time of 

receipts; damage in transit to the center of user any other reason which cannot 

be blamed on the supplier. 

2.10.2 Any defective goods identified in the stores shall be kept separately from the 

good ones of similar nature. A section shall be created in the stores area for this 

purpose and clearly labeled. 

  



3. Appendix (i) Local Purchase Order 
 

 

LOCAL PURCHASE ORDER 

DONOR LOGO AND PROGRAMME LOGO/CODE 

 

 

LPO No.                                                      Date: …………………….. 

 

To: _____________________________________________________________________ 

 

Please supply the following and charge to our account as per your invoice 

BUDGET 

CODE DESCRIPTION  QUANTITY UNIT PRICE TOTAL (USHS) 

         

          

         

          

         

          

          

      TOTAL   

TERMS OF PAYMENT.     

………………………………………………………………………………………………………… 

………………………………………………………………………………………………………… 

Name: Title: Signature: 

Prepared by:   

Approved by:   

 

 

 

 

 



Appendix (ii) Goods Received Note 

 

GOODS RECEIVED NOTE 

DONOR /PROGRAMME CODE 

 

No.    

SUPPLIER: …………………………………….                           Date: …………………………. 

     

LPO No. DELIVERY NOTE No. Invoice /Cash Sale No. 

ITEM QUANTITY DESCRIPTION 

      

      

      

      

      

      

      

      

      

      

      

      

      

The above goods are in accordance with the terms of the order.  

Name: Title: Signature: 

Received by:   

Delivered by:   

 



 


