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FOREWORD
Procurement is a controversial issue in 
many organizations and TOCH is not 
different. TOCH receives both financial 
and non-financial support from a 
number of its development partners, 
both within and out of the country, it 
is of great importance that the financial 
resources received are managed well so 
as to achieve the desired targets of the 
organization and the community that 
we serve. It is for this reason that we 
have invested resources in developing 
this policy to guide all procurements 
and disposal of assets.

The key objective of this procurement policy, among others is to set and sustain best 
practice when it comes to procurement of TOCH goods and services to meet both 
our and the development partners’ expectations and close all loopholes through 
which TOCH resources could be abused.
We would wish to give special thanks to all our partners and staff who have given us 
the supportthrough the process of developing this procurement policy. With effective 
and robust procurement system, TOCH will cause the desired change it dreams 
about.
We would wish to encourage all our partners and staff especially in the different 
projects both at head office and in the field to adhere to the principles outlined in this 
policy for the good of the organization and the vulnerable community whose rights 
we stand for.

MARKO MADUT | Executive Director, Toch
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LIST OF ABBRIVIATIONS

ADC    Asset Disposal Committee

BOT    Board of Trustees

EC    Evaluation Committee

ED    Executive Director

FAM    Finance Administration Manager

HR    Human Resource

IS    Induction Schedule

M&E    Monitoring and Evaluation

NGO    Non-Government Organization

PC    Procurement Committee

PO    Purchase Order

SMT    Senior Management Team

SSP    South Sudan Pounds

SSRRC    South  Sudan  Relief and Rehabilitation 

    Commission

TOCH    The Organization for Children Harmony

USD    United States Dollars

VAT    Value Added Tax

VFM    Value for Money
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DEFINITION OF KEY TERMS
Conflict of Interest. A situation where an Employee has a substantial personal interest 

in a transaction by TOCH that might reasonably affect his/her judgement to exercise 

his/her obligation on behalf of the organization.

Consultancy is where a person, organization or group of persons is engaged to provide 

intellectual or knowledge-based services needed by the Organization

Consultant. Shall be any person who is not TOCH employee but provides a service to 

the Organization and he/she is remunerated in exchange as agreed.

Emergency. Means unforeseen circumstances in which quick actions are required.

Employee: Any person who has a part-time, full-time, intermittent, continuous, or fixed-

term employment relationship with TOCH as evidenced by a written and signed contract.

Pre-qualification. This is the examination process designed to ensure that invitations to 

bid are confined to capable service providers

Procurement Committee. Committee that is responsible for procuring or acquiring 

goods and services for proper execution of TOCH activities.

Procurement This is the process ofpurchasing goods, services and works as needed 

by the Organization.

Purchase requisition. A document generated to notify the procurement department/

person of items to be ordered. The purchase requisition shall include the quantity, time 

frame and budget line from which payments shall be done.

Record. Document that relates to any stage of a procurement or disposal process

Request for quote. This shall be primarily used for goods and services that are 

standardized and typically commercially available on the market.

Service provider. An Individual or company that provides organizations with consulting, 

legal, real estate, education, communications, storage, processing and many other 

services
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Specifications: Descriptions of a commodity or service required or desired by TOCH. It 

shall be the basis of bids, Purchase Order (PO) or contract.

Terms of Reference. Document prepared by TOCH procurement committee or 

Management defining the requirements for an assignment and means to be made 

available, concerns to be taken into account and the expected results.

Vendor/supplier. This shall be any independent third party with whom TOCH shall enter 

into a contract for purposes of providing goods or services.In this manual the two words 

shall be used interchangeably
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1. INTRODUCTION
The Organisation for Children Harmony (TOCH) is a South Sudanese National child 

focus NGO   established   in   2008.   The Organisation is legally registered   with ministry   

of Justice under this number (1115) and with South Sudan Relief and Rehabilitation 

Commission (SSRRC) under this number (1,086-2017/2018). All the certificates are 

renewed annually as required by government regulation, In compliance with government 

policy. TOCH has registered with the ministry of finance to operate in any county and 

any Payam in the country.

TOCH can therefore operate in the whole Country.

TOCH Vision Statement. TOCH is committed to working towards a just and peaceful 

society which respects all of the rights of children. And its guiding vision is “Envisioning 

just, prosperous and peaceful Communities”.

TOCH Mission. Empowering grassroots communities to protect mitigate and resolve 

conflicts in a peaceful and sustainable manner. 

Core Values
 1. We Care for Children and advocate for their Rights

 2. We uphold Practice of Transparency and Accountability

 3. We back Gender Equity and value girls and women in our programming

 4. We Promote Non-violence approach to Issues

 5. We are Responsive

TOCH has a humanitarian mandate to respond to any emergency and step into 

developmental activities. We do not support any political party and our aim is to reach 

the most vulnerable communities and those in needs, together with communities that 

are unreached, to build their capacity to be self-reliance.
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2. PURPOSE OF THE POLICY/MANUAL
Introduction
In an effort to ensure that TOCH operates in a transparent and accountable manner, 

the Procurement policy/Manual has been developed to guide TOCH staff and its 

Development Partners (DP), including the Donors and its beneficiaries.  

This document is designed to ensure a common approach across all TOCH Departments 

in the procurement of products, equipment and services. The policies and principles 

set out herein are to ensure that all TOCH’s Departments will comply with the very best 

practices while acquiring services and products not only for the organization but also 

those of the Republic of South Sudan as a whole. Implementation of these policies and 

principles will ensure TOCH complies with both the Donor and Government Guidelines, 

gets best value for money and ensures that in general, a competitive process is carried 

out in an open, objective and transparent manner to achieve best value for money in 

public procurement.

It is very important that the public procurement function is discharged honestly, fairly 

and in a manner that secures best value for public money. All TOCH department/

Projects shall be cost effective and efficient in the use of resources while upholding 

the highest standards of honesty and integrity in TOCH operations.

The policy shall further be used for the following;

1. Provide detailed guidance and best practice to TOCH staff, volunteers 
and partners, both local and international on managing organizational 
procurements. 

2. Create uniformity and order in the procurement processes among the different 
TOCH stakeholders and clear understanding to avoid mistakes in the process 
of acquiring goods and services within the Organization.
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3. APPLICATION OF THE MANUAL
The contents of this manual shall apply to the procurement of all goods, works and 

services that may include (consultancy and non-consultancy services) for TOCH, 

including procurement requirements for all the Organizational Projects and Programs.

This policy is supreme as far as procurement of goods and services is concerned, 

however in cases where a TOCH partner or Donor has something different a discussion 

shall be held between the management of the Organization and the donor to find a 

middle ground to enable continued provision of service to the community for which 

TOCH intends to serve.
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4. PROCUREMENT PRINCIPLES
With the guidance of this policy, TOCH shall procure goods and services in a manner 

that maximizes the value of resources available for the benefit of its donors and 

beneficiary community, thus contributing to the TOCH’s strategic objectives for which 

it was founded. All procurements are to be carried out in accordance to the general 

country procurement policies and procedures, donor requirements and procurement 

applicable laws. 

Throughout the procurement process, TOCH intends to provide value to all its Projects 

and Programs through fair, competitive and open procedures.

Policy Rule and Application:
TOCH procurement processes shall be based on the following principles:

0.1. Transparency. TOCH shall ensure access to information which will help to 
ensure that all deviations from fair and equal treatment are detected as early 
as possible, and shall make such deviations less likely to occur. Through this, 
protection of the interest of TOCH as an organization, stakeholders, and the 
public shall be ensured.

0.2. Accountability. All TOCH Employees involved in the procurement process 
shall be required to take responsibility for their actions and decisions, and 
ensure that they are compliant with this procurement policy and relevant 
TOCH donor procurement regulations.   

0.3. Value for money (VFM). This shall help to ensure that every procurement is 
economical, efficient, and effective. VFM does not mean that the Organization 
shall procure the cheapest items, but that it shall be able to procure the best 
quality of items at the lowest cost available on the market.  

0.4. Timeliness: All TOCH employees shall ensure they conduct procurement in a 
timely manner to ensure efficiency in all its Projects and Programs.  

2.5 Purposes of the procurement principles at TOCH 
Policy Rule and Application:

These shall include the following; 

a) Deliver high quality programs within required timelines as spelt out by the 
different Projects and Programs
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b) Is accountable to TOCH beneficiaries and compliant with donor and 
government policies and regulations

c)  Mitigates the risks relating to fraud and corruption during the procurement 
process

d) Maintains the Organization good reputation and achieves its mission in line 
with its values.
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5. PROCUREMENT PLANNING
Policy Rule and Application:
The TOCH team shall ensure that all procurement shall be carried out in a very 

systematic manner and this shall call for proper planning on the side of all department 

heads and Project and Program managers, this shall enable the Organization to carry 

out procurement procedures as laid out in this manual.

5.1 The procurement plan shall help TOCH staff to ensure goods and services are 
obtained on time and at a reasonable cost that really gives the organization 
Value for Money (VFM), this shall be one sure way of avoiding poorly planned 
last minute procurements that always result into acquisition of undesirable 
goods and services.

5.2 All Project/Program Managers shall submit their procurement plans to the 
ED through their heads of department at the beginning of the year or at the 
beginning of any newly approved Project/Program 

5.3 Importance of a Procurement Plan  

All TOCH Projects and Programs shall have a procurement plan because of the 

following benefits;

a)  Ensures forecasting of the best quality of goods and services in their right 
amounts, hence reducing the delays and time spent in the procurement 
process.

b) Gives time to the user departments and Projects to identify important gaps 
related to the target product.

c) Encourages transparency since there is enough time to identify the required 
goods and services from all possible sources since the expected consuming time 
are made very clear in the plans. 

d) Gives time to the procurement Officer to move around shopping for possible 
service providers

e) Serves as the execution and an M&E tool for procurement of goods and 
services
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5.4 Contents of the Procurement plans.  
The Departments and Project procurement plans shall as much as possible ensure 

their drawn procurement plans have the following details;

i. Items, goods or services to be procured with very clear descriptions

ii. Clear time and specific dates on which the items are to be used by the 
Department or Project and the place where they will be used, if they are items 
for distribution, mention the place where they will be distributed

iii. Description of the technical quality and quantity of goods and services 
needed.

iv. Name of the contact person for each of the items that will be required.

v. Details of the other logistical requirements needed, these may include transport, 
storage, labour to off load, storage costs among others.

vi. As much as possible the budget line from which the item is to be procured

Policy Guidelines
All procurement procedures and processes shall be carried out in a manner that will 

ensure timely and cost effective acquisition of products and services needed for the 

effective running of programs, while also making sure appropriate business processes 

are followed and the organization gets value for money at all times. 

Rule and Application:
This policy shall not cover purchases of routine nature and less than one hundred 

(USD) Dollars. Such purchases shall be authorized by the FAM/Executive Director at the 

Head Office or the Project/Program Manager at Field Office based on an oral or single 

written quotation. 
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6. VENDER SELECTION
1.  All bidders shall be treated with fairness and ensure that they are given the 

same level of information

2.  Conflict of Interest must have been declared in accordance with the conflict of 
interest policy as elaborated in the HR policy

3. Quotes and bids shall be evaluated not on only competitiveness on prices 
but also factors such as competence to deliver, terms of payment, timing 
convenience to TOCH, the quality of the products/services and the track 
records of the vendors.

4. Vendors must be socially responsible and accountable, thus compliant to the 
laws of the land, not known to be or in support of any terrorist group and 
mindful of the environment
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7. AUTHORIZATION
All procurements shall be in accordance with the approved budgets and shall follow the 

proper authorization procedures 

5. Quotes and Bids

i. All TOCH Procurement activities shall be conducted with competent, reputable 
suppliers of goods and services both at local and international level.

ii. Quotes for Administration and Project procurements shall be required 
according to the following thresholds unless there is a contradiction with 
specific donor requirement;

 Number of bids/quotations
Procurement Value Number of Quotes/bids
USD or equivalent  (3,000) Discretion of the ED/DOF
USD or equivalent  (500) One
USD or equivalent  (400-1,000) Two
USD or equivalent  (1,100) upward Three

iii. All quotes/bids shall be in response to a detailed specification of the goods or 
services required by the relevant Officer. A specification may be developed by 
the requisitioning officer as advised by a technically competent TOCH staff or 
approved external consultant. The specification also may be a standard agreed 
on by TOCH or its specific Donor as the minimum quality and specification of 
a particular good or service ordinarily used or consumed by TOCH.

iv. All quotes/bids shall be summarized on a Quote/Bids Comparison form and 
submitted for approval to the appropriate person or committee in place. 

v. All quotes/bids shall include a brief description and quantity of the goods or 
services with each estimated price and the contact information where further 
specifications or purchases may be obtained. 

vi. At the discretion of the FAM/ED additional quotes may be called for from 
sources other than those already provided. 

vii. Price analysis shall be done per the above table except where there is only 
one supplier available, the certification of purchase formmust be completed by 
marking the sole source provision option. 
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viii. In cases where no written quotations are available, TOCH’s own quotation 
form may be used. It must, however, be signed by the supplier and preferably 
marked by the supplier’s official stamp. The TOCH quotation form will only 
be used where the supplier cannot issue quotation on own stationery such 
a supplier must fill in the Exhibit form. Prior to using TOCH’s available 
forms, all efforts shall be made to identify suppliers who can provide proper 
documentation. 

ix. For supplies used on a regular basis throughout the whole financial year or 
in situations where suppliers that meet the TOCH criteria above are hard to 
come by, a sole distributor agreement shall be encouraged. The procurement 
committee shall determine whether such conditions as would warrant a sole 
distributor exist and recommend to the SMT for such agreement to be entered 
into. 

x. Where a sole distributor agreement/contract exists, the process of acquiring the 
appropriate quotes should have been performed before agreement/contract has 
been signed. Once the sole distributor agreement has been signed, it’s no longer 
necessary to acquire quotes for each subsequent supplies and payment. 

xi. Sole distributor agreement/contract shall be reviewed every six months to 
insure that value for money is still attained. 

xii. The Quote/bids Comparison form and, when applicable, a copy of the action 
taken by the SMT or Board of Trustee shall be attached to the payment 
voucher.

xiii. Quote/bid for items likely to be less than 5,000 (Five thousand United States 
Dollar only) shall be solicited by the purchasing officer or project manager in 
case of purchases allowed at field level. 

xiv. Quotes/bids for items likely to cost more than 5,000 USD but less than 10,000 
USD, a selective invitation for bids shall be issued and the list of firms to be 
invited shall be approved by the SMT. 

xv. For quotes/bids for items likely to cost over 10,000 USD, bids shall be solicited 
through public media.
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Policy Rules and Application:

a) Goods and services shall be in accordance with budgets as approved by the 
Board of Trustees and have appropriate authorization as spelt out in the 
Organizational Financial Manual. 

b) Authorization to start the process of bids/ quotation invitation shall rest with 
the FAM
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8.  PROCUREMENT STRUCTURES POSITIONS AND 
    RESPONSIBILITIES
8.1 Composition of Stakeholders. The procurement structures at TOCH shall be 

composed of the following stakeholders; 

- The Board of Trustees (BOT)

- The Executive Director (ED)

- The Procurement Committee (PC)

- The Senior Management Team (SMT)

- The Evaluation Committee (EC)

- The User Departments/Projects

- Consultant

- Procurement Officer (PO)

- Finance and Administrative Manager (FAM)

8.2 Roles of the different Stakeholders 
The Board of Trustees. The BOT shall play an advisory role by providing guidance and 

advice to TOCH SMT pertaining to compliance to this manual as well as application of 

procurement best practices in regards to big procurements as guided by the thresholds. 

It shall also responsible for approval of any updates and/or amendments to this manual. 

All major procurement decisions that cannot be conclusively resolved by the SMT shall 

be referred to the Board for guidance and advice. 

The Executive Director.  The ED will be responsible for the overall execution of the 

procurement process at TOCH. The roles of the ED shall include the following: 

a) Committing TOCH funds to support the procurement or disposal activities; 

b) Signing contracts for procurement on behalf of the Organization; 

c) Ensure that the implementation of the awarded contract is in accordance with 
the terms and conditions of the contract award as agreed by the Organization 
and service provider.

d) Appointing of members of the Asset Disposal Committee from among the 
Staff. 
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The Procurement Committee 

a) The members of the Procurement Committee shall be appointed by the SMT.  

b) The tenure of the members of the Procurement Committee shall be one (1) year 
but the SMT shall have a discretion of re-appointing a member for as many 
terms as possible. 

c) Members of the Procurement Committee shall be appointed with regard to their 
technical competence, experience and skills required for the execution of the 
roles and responsibilities of the Procurement Committee. 

d) The Procurement Committee may co-opt external adviser within the 
Organization or outside depending on the nature and complexity of the subject 
of procurement. 

Operations of the Procurement Committee

a) The Procurement Committee’s main role shall be to sit and procure goods and 
services for the different TOCH Projects and Programs as need may arise from 
time to time.

b) The committee shall also make recommendations to the SMT regarding 
procurements of goods and services for the threshold beyond their mandate.

c) All decisions made by the Procurement Committee shall be communicated to the 
SMT team through sharing the committee minutes not later than one day after 
the meeting in which procurement decisions are taken.

d) The procurement committee shall make sure all decisions made/awards given 
are in compliance with the manual.

e) Membership on the Procurement Committee of all TOCH staff shall be a role 
added to the member appointed, therefore members shall not expect any 
additional benefits to the appointed member of staff on the committee. 

f) External advisors/consultants engaged in the activities of the committee shall be 
compensated by the organization for their time and skills at the agreed rates 
between them and the Management of TOCH.
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Senior Management Team (SMT)
The SMT shall be responsible for the following

a) Constituting the Procurement committee on an annual basis

b) Constituting the EC on an ad-hoc basis and give it roles and responsibilities 

c) Supervise the Procurement committee and guide its operations for effective 
procurement processes

d) Recommend items for procurement of a greater magnitude to the BOT after 
due diligence

e) Supervise and oversee the execution of the signed contracts between vendors 
and TOCH

The Evaluation Committee (EC)
In cases where TOCH is to evaluate bids for any services or goods to be procured by 

the Organization an Evaluation committee shall be formed on the following conditions;

a) The SMT shall beef up the Procurement committee with other technical TOCH 
staff in the area where the procurement is being made, any staff member may 
be appointed to this committee on and ad-hoc arrangement by the SMT and 
this committee shall be dissolved after the evaluation exercise for which it has 
been formed.

b) Related to the above therefore the procurement committee shall be beefed up to 
form the Evaluation committee.

c) As much as possible external personal/consultants shall be called to this 
committee on the basis of their expertize. For external members/consultants to 
be called to this committee, they shall be recommended by any staff butmust 
approved by the SMT.

d) Whereas TOCH employees on the Evaluation committee shall carry out this 
obligation as part of any other duty assigned to them, the External consultants 
shall be remunerated as per agreement between the consultant and TOCH 
management.

e) The formed committee shall be responsible for evaluating the bid received by 
TOCH procurement Officer or his designee.
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f) The secretary to the Procurement Committee shall be the secretary to this 
special committee and this person shall ensure that one (1) week after the 
exercise the minutes of what transpired or a report dully signed by all the 
committee members shall be delivered to the ED for discussion by the SMT.

g) All members of the committee shall declare conflict of interest before the 
committee commences its work.

h) Special skills shall be considered by the SMT while considering appointment of 
members to the Evaluation committee and among others the following shall be 
the skills;

 i. Procurement skills and experience in the organization

 ii. Financial management skills

 iii. Technical skills that are relevant to the procurement in question

 iv. Legal expertise.

The User Departments/Project 
The User Department or Project shall prepare annual procurement plans at the 

beginning of the year based on the donor and TOCH management approved budgets. 

These plans shall be submitted to the FAM who shall follow up to ensure they are 

executed.

A member of the user Department/Project shall not be a member of the Procurement 

committee, however where needed a representative of the user Department/Project 

shall be present to present details and give guidance to the committee.

The user Department/Project shall have the following responsibilities;

a) Make the procurement plans at the beginning of the year and have it submitted 
to the FAM

b) Initiate the procurement through a written requisition with clear specifications 
of the goods or services required.

c) Follow up and guide in the process of procuring the desired goods and 
services
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d) Manage contracts in accordance with the terms and conditions therein.

e) Participate in verification of delivered goods and or services or works 
executed.

f) Do verification of invoices and other documents for payment of the service 
providers based on satisfactory verification reports

Consultants   
TOCH shall hire individuals, organizations or even firms as consultants to provide 

technical services where needed especially in areas where TOCH staff do not have 

the required skills or when they are committed to other responsibilities. The role of the 

consultants among others shall include;

a) Provide specialized services, knowledge or expertise that is not available 
among the TOCH available team. 

b) Guide the procurement or evaluation committee in technical areas so the 
TOCH gets value for money in all its procurements.

Policy Rules and Application:

I. The consultants shall not be considered employees of TOCH and they shall be 
brought on board for specialized assignments.

II. They shall be guided in the policies of the Organization by the assigned TOCH 
staff.

III. Their services shall be procured in a competitive manner and this shall be done 
under the supervision of the TOCH SMT.

TOCH shall ensure to keep a list of updated prequalified consultants and consultant 

firms for purposes of service provision at short notice.

Procurement Officer   
The procurement officer is the pivotal point of all procurements in the Organization and 

shall have the following responsibilities;

a) Manage and coordinate all aspects of procurement for TOCH Projects and 
Programs in all departments.
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9. THE PROCUREMENT PROCESS
Policy Rules and Application:

9.1 Depending on the magnitude and threshold as spelt out in this manual, all 
procurements shall go through the detailed process of acquiring goods and 
services.

9.2 An exemption of extremely urgent procurements shall be done in cases where 
TOCH is involved in projects or activities of an emergency response nature, 
however these projects shall be determined by the SMT and procurements 
contained within shall be directly handled by the SMT

9.3 All procurement requests shall be made in writing and shall include item 
requested, amount, full specifications, budgeted line, appropriate supervisor 
authorization and timeframe. 

9.4 The Purchase Requisitions shall be channeled to the FAM to authorize start of 
process. 

9.5 Quotes/bids shall be obtained as per the above quotation requirements. 

9.6 The Purchase Requisition, Quotes, Quote Comparison form, and certification 
of purchase form (where required) shall be forwarded to the procurement 
Officer or appropriate authority. 

9.7 When it becomes necessary to enter into a contract for the procurement of goods 
or services, the procurement instrument to be used (e.g., fixed price contracts, 
cost reimbursable contracts, purchase orders, etc.) shall be determined by the 
person approved to authorize the procurement. The determination will be 
based on the instrument appropriate for the particular procurement and for 
promoting the best interests of the TOCH office. 

9.8 Once authorized, purchases order where relevant shall be sent to the selected 
supplier with the terms of payment. 

9.9 When the goods are delivered to the office, the employee receiving the goods 
shall count all items, inspect all items for damage and reconcile all items 
against the purchase requisition. 
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9.10 An Invoice where relevant will be submitted by the supplier and all 
documentation shall be submitted to finances for payment. Payment will 
be released upon receiving the confirmation (receipt of goods) from logistics 
department. 

9.11 Upon payment to the supplier, a receipt shall be collected. 

9.12 The employee or department responsible for maintaining the equipment and 
inventory lists shall receive copies of invoices, delivery receipts and any other 
documentation needed to add items to the equipment register or inventory 
list. 

9.13 Statutory Provisions
 Before awarding a contract, due diligence shall be done to ensure that tenderers 

have regard to statutory provisions relating to minimum pay, legally binding 
industrial or sectorial agreements and relevant health and safety issues as 
required by the laws of the Republic of South Sudan.

9.14 Criminal Convictions
 Candidates or tenderers who have been convicted of involvement in organized 

crime, fraud, corruption or money laundering shall be excluded from being 
awarded and later on performing a contract for TOCH.

9.15 All contracts between TOCH suppliers or service providers shall be written in 
a language that is used by TOCH as an Organization and they shall be dully 
signed by the service provider and an authorized TOCH representative who 
for this case may be the Manager or Coordinator or any other designee.
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10. TERMS OF PAYMENT
Rules and Application: 

10.1 All procurement payments/disbursements shall be made according to the 
disbursement policies stated above. 

10.2 The preferable method of payment for goods/services shall be bank transfers 
and cheques. 

10.3 As far as possible, goods and services shall be procured from vendors willing 
and able to deliver in advance of payment. 

10.4 Any shortages, damage, partial shipments of the goods and/or services shall be 
followed up by Logistics and finance or responsible office

Levels of Authorization

Position Authorization at Admin 
Level

Authorization at Project 
Level

Office Team Leader 200 USD or its equivalent 
in SSP without involvement 
IPC

$500 or its equivalent 
in SSP without the 
involvement of the IPC

Finance and 
Administrative Manager; 
He/she can only approve 
when there is another 
finance office available

300 USD or its equivalent 
in USD without involving 
the Procurement 
Committee

$1,000 or its equivalent in 
SSP without involvement 
of the IPC

Program Manager 2,000 USD or its 
equivalent in SSP without 
the involvement of the 
Procurement Committee

$5,000 or equivalent 
in SSP).without the 
involvement of the IPC

Senior Management Team 5,000 USD or its 
equivalent in SSP After 
due process by the IPC

$10,000 or equivalent in 
SSP After due process by 
the IPC

Executive Director 10,000 USD or its 
equivalent in SSP After 
due process by the IPC

$20,000 or equivalent in 
SSP After due process by 
the IPC
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Board of Trustee Over 10,000 USD or 
its equivalent in SSP 
After due process of 
the IPC and positive 
recommendation by the 
BOT

Over $20,000 or 
equivalent in SSP 
After due process 
by the procurement 
committee and positive 
recommendation from 
Senior Management 
Team.
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11. ASSET AND EQUIPMENT MANAGEMENT
Asset Management and Safeguarding
All TOCH assets and equipment shall be properly managed and safeguarded. 

Rules and Application: 

11.1 All necessary permits, licenses, and other legal documentation necessary to 
legally own and operate resources in South Sudan shall be obtained. 

11.2 The responsibility for maintaining and safeguarding the resources of TOCH is 
assigned to the DOF for Administration and Project Manager for projects. 

11.3 A fixed asset register list with the required information on all capital assets 
(vehicles, major equipment, and property resources) shall be maintained. 

11.4 Assets shall be properly labeled in order to link the asset with the appropriate 
register and accounting documents. 

11.5 A minimum of a yearly physical inventory of capital and significant assets 
shall be performed which shall include the recording of location and condition. 
As much as possible the inventory shall be performed by a person not having 
direct responsibility for the equipment. 

11.6 Proper storage systems shall be set up to track major supplies, their use and 
distribution. 

11.7 Vehicles and equipment shall be maintained in a condition sufficient to 
efficiently perform their necessary functions. 
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12. INSURENCE
TOCH shall have adequate insurance covers.

Policy Rules and Application: 

12.1 Insurance coverage shall be acquired from reputable international or local 
providers within South Sudan. 

12.2 Insurance such as medical and AD&D/workman’s compensation shall be 
obtained for all personnel (National, expatriate, contract, IDE, volunteers, 
casuals who use Organization property). 

12.3 Insurance shall be in place for all property and contents (vehicles, equipment, 
cash used for procurement). 

12.4 Insurance coverage shall be in place for liability contingences. 

13. DISPOSAL OF TOCH ASSETS
TOCH shall keep an asset register which shall be maintained on an annual basis.

Policy Rules and Application:

13.1  The FAM shall be the responsible for ensuring that the asset register is 
professionally updated and well kept.

13.2 At the beginning of every fiscal year (January to December) an audit of 
the asset register shall be carried out to establish the asset status of the 
Organization. This audit internally motivated shall be carried out by Staff 
under the supervision of the FAM in January in the first month of the year. 
This shall be done for purposes of establishing the status of the assets at the 
start of the year.

13.3  At the end of the exercise the FAM shall present a report to the SMT which 
shall approve the report before it is presented to the BOT by the ED.

 Whereas TOCH shall acquire assets through the various means that have 
already been put in place as detailed in the TOCH Finance Policy, the items 
shall be used for a specified time as may be determined from time to time. The 
following procedure shall be followed in the process of disposing off the used 
items;

Rehema Bavuma Namaganda
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13.4 Compilation of list of items for Disposal, on an annual basis the FAM in 
consultation with the SMT shall constitute a committee known as Asset 
Disposal Committee (ADC), its composition shall be comprised of at least 
three (3) of staff members.

The following shall be the roles and responsibilities of the asset Disposal committee;

a) Compiling a list of all the items that are obsolete, unusable/unserviceable, 
surplus stock or equipment or items that have exhausted their useful life. 

b) The committee shall group all items in lots in a manner that shall attract 
maximum completion from both within TOCH staff and members of the 
public.

c) Shall come up or develop a system to give value at present to all identified 
assets

d) Shall name all the assets assembled for bidding and give them value according 
to the present market rate.

e) Shall present a list of all identified items to the SMT for approval. This list shall 
be signed by the ED who is the Chairman of the TOCH SMT

Methods of Disposal 

Policy Rules and Application:

TOCH management in disposing off its assets the following shall be observed:

i. Advertisement of all the identified items shall be done either on the public 
notice board or in a newspaper, this shall be determined by the SMT.

ii. Where the bids received from the staff are below the reserve price, or where the 
staff have not expressed any interest in purchasing the items, the items shall be 
sold by public bidding. 

iii. Where the items for disposal are not of very high value as may be determined 
by the SMT, The Asset Disposal Committee (ADC) shall publish a non-public 
invitation notice on all TOCH notice boards whether at head office or field for 
all its Staff and volunteers to see, however other means of communication like 
staff email and phone calls. 
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iv. The notice shall indicate the list of items for disposal and their respective 
location and condition. The notice shall indicate that the items shall be sold as 
is, where is. Therefore, TOCH shall not incur any costs related to disposing off 
assets unless otherwise decided by the SMT under special considerations. The 
following shall be the process through which items shall be disposed off;

 Policy Rules and Application:

a) The ADC shall request for written sealed bids from interested staff and this shall 
take only five (5) working days after the expiry date of the advertisement.

b) Members of the Asset Disposal Committee shall not be permitted to participate 
in the disposal process as a bidder. 

c) All the sealed bids shall be deposited in the bid box situated at head office before 
the deadline of submission determined by the Asset Disposal Committee. Bids 
delivered after the set date shall be rejected.

d) The bids shall be opened by the ADC, and details of the bidder, the items bided 
for and amounted quoted recorded. 

e) Evaluation of bids shall be done in an open and transparent manner by the 
ADC and shall be based on only the quoted price. 

f) The ADC shall make the award decision and communicate to all staff who 
participated in the bidding. 

g) All the Staff that shall have won the bid process shall pay for the items within 
one (1) working week, five (5) working days from the date of issuance of the 
award notice.   Payment will be made by cash to the Office of the FAM or his/
her designee and a receipt shall be issued as proof of payment. 

h) In cases where the first bidder does not pay in the prescribed time, the second 
best evaluated bidder as per the evaluation records shall be awarded unless 
his/her bid does not fall within the category established by the committee. 

i) The awarded staff shall collect the bid item upon payment and presentation of 
evidence of payment within the next 5 working days.
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14. TAXES
TOCH shall be in compliance with tax laws that affect personnel and operations. 

Policy Rules and Application: 

14.1 TOCH shall ensure compliance with various tax laws that affect personnel and 
operations unless otherwise exempted by the Government of South Sudan. 

14.2 Personnel taxes shall be reported as required by law. 

14.3 VAT taxes shall be paid on the purchase of goods or services unless it is 
exempted through an agreement between the government of the Republic of 
South Sudan and TOCH or any of its development partner. 

14.4 Taxes and government fees shall all be receipted, documented and kept 
securely for availability in case there is need in future. 
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15. CODE OF CONDUCT IN PROCUREMENT PROCESSES
Conflict of Interest
No TOCH employee shall participate in the procurement of goods and services where 

the vendor or the vendors’ representative is, to the knowledge of the TOCH employee, 

a member of the employee’s immediate family, or has any financial interest with the 

employee or members of his/her household.

Policy Rules and Application: 

15.1  No employee shall solicit nor accept gratuities, favors, or anything of monetary 
value from vendors or suppliers of goods or services. 

15.2  TOCH Board of Trustee members shall sign conflict of interest statements on 
a financial yearly (or at the beginning of the staff ’s contract) basis and declare 
any potential conflict of interest 

15.3  TOCH employees with any fiduciary responsibilities shall sign a conflict of 
interest statement on a financial yearly basis and declare any potential conflict 
of interest on addition to the one they sign at recruitment.
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16. ETHICAL STANDARDS IN PROCUREMENT
Policy Rules and Application:
As an Organization which was started to impact the lives of those oppressed in society 

TOCH shall through its mission and vision exercise high moral standards. 

16.1  TOCH’ SMT together with the Board shall have the responsibility to ensure 
that all procurements are carried out with transparency and integrity and that 
all employees and volunteers of TOCH shall adopt to the highest standard of 
ethics. 

16.2  TOCH shall strictly observe integrity procedures that maximizes Value for 
Money (VFM). Procurement integrity shall form an integral part of the TOCH 
procurement process. TOCH shall achieve this through mitigating against 
conflict of interest by having a signed conflict of interest form by all TOCH 
Staff and Volunteers.

16.3  TOCH procurement process shall not be influenced by any vendor who may be 
politically connected, sensing any such moves will lead to direct disqualification 
of such a vendor.

16.4  All selected vendors shall be subjected to a due diligence process, however 
this shall only be done with the permission of the vendor by signing forms, a 
vendor who does not cooperate with TOCH to carry out due diligence shall be 
disqualified.

16.5 Any vendor who requests for special arrangements with any of TOCH staff or 
Volunteer for payment or delivery shall be evaluated as potential fraud and 
corrupt.

16.6  Corruption. TOCH Staff shall not get involved with any vendor by accepting 
gifts including entertainment and meals. If any vendor suggests such moves to 
TOCH Staff directly involved in a procurement, they shall be considered to be 
corrupt and this will lead to disqualification of the said vendor.

16.7 Confidentiality. TOCH staff shall not disclose any non-public information 
related to procurement plans. Such information shall be considered confidential 
and any TOCH Staff found guilty of giving out such information shall be 
subjected to disciplinary measures as spelt out in the HR manual.
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17. WHISTLE BLOWER
All TOCH Procurement policy shall listen to any voice that comes both from within and 

out of the organization for purposes of transparency in all its operations as spelt out 

also in the TOCH Human Resource manual.

Rule and Application:

17.1 All TOCH employees shall observe high standards of business and work ethics 
in all their operations and they shall abide by this policy

17.2  All TOCH employee shall have a right to report in confidence to the appropriate 
authority within the Organization any violation or suspected violations of this 
procurement policy. This act shall be regarded as an act of good faith and well-
wishing and therefore shall be handled in confidence.

17.3  All members of the SMT shall practice an open door policy to encourage 
employees to share their concerns and complaints with in the TOCH 
procurement process as conducted. In cases where violations are reported, an 
independent investigation shall be conducted by the appropriate authority 
within the organization and where applicable the complaining staff shall be 
given feedback after the investigation.

17.4  The Employee who reports any violation as mentioned above in sections b 
and c shall not be protected from any harassment or any adverse employment 
consequences that may result from reporting any suspected misconduct. In 
case a reported Staff is found guilty of trying to retaliate to the staff who made 
the report, a disciplinary action shall be taken as stated in the HR manual.
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18. MONITORING AND EVALUATION OF THE POLICY
Policy statement
This policy shall be enforced by the SMT and all TOCH Staff shall follow the rules as 

set out in the policy. The SMT shall monitor the implementation and compliance of all 

TOCH employees to this manual and the policies therein. The SMT shall every after 

one year initiate a review of the manual to ensure flexibility and that the manual is 

acceptable in consistence with the professional standards both with in South Sudan 

and outside.

Policy Rules and Application:

18.1 The SMT under the supervision of the Board of Trustees shall on an annual 
basis set up a committee referred to as the Procurement committee which shall 
be consisted of members of TOCH mainly Admin staff to sit whenever there is 
a need to procure any item by any of the TOCH departments.

 The SMT shall evaluate the operation of this policy and shall ensure that all 
staff adhere to the rules set out herein.

18.2 The Executive Director with the help of the FAM shall make a report at the end 
of the year detailing all major procurements and present it to the Chairman 
Board of Trustees.

18.3 In case any contracted organization/firm/supplier violates any of the terms 
or conditions of its award, then TOCH’s responsible party shall notify the ED 
immediately. The ED shall be responsible for taking an appropriate action as 
may be detailed in the signed contract with the vendor.

Conclusion
This policy is to be used in close consultation with the Financial manual which is 

referred to a number of times.
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