
THE PROCESS FLOW OF THE BID EVALUATION/ADJUDICATION IN TERMS OF PART 7 OF SCM POLICY 
 
 
  
 
 
 
 
 
           
 
 
 
 
  
 
 

 
  
 
 
 
 
  

 
 
  
  

USER DIRECTORATES 
 
2. Prepare and compile the bid    
       document 
17. Make copies available to all 

role players including the 
Finance Directorate 

20. Ensure that the service 
providers comply with the 
provisions of the contract 

SCM UNIT 
 
1. Prepares a standard checklist 

that defines the process 
2. Assist the directorates with  
       the preparation and     
       compilation of bid document 
5. Submit the specification to 

the accounting officer 
7. Calls for tenders or 

quotations where applicable 
18. File duplicates of all 

procurement contracts 
20. Ensure that the service 

providers comply with the 
provisions of the contract 

ACCOUNTING OFFICER 
 
6. Approves the bid 

specification prior to 
publication of the invitation 
for bids  

11. Approves the minutes of the 
adjudication committee 

12. Approves the final 
recommendation 

LEGAL SERVICES 
 
14. Draft a suitable contract in 

the event that it has not been 
included in the bid 
documentation 

20. Oversee contract 
management for SCM Unit 

USER DIRECTORATE  
 
15. Responsible for informing the 

successful bidders in writing 
of the decisions taken. Provide 
copies to SCM Unit and Legal 
Services. Further contact 
Legal Services drafting of the 
contract 

BID SPECIFICATION 
 
3. Finalize and approves the bid  
       document prior to advertising 
4. Submit a copy of the 

minutes of the meetings and 
the specification document 
to the SCM Unit 

RECORD UNIT 
 
18. File originally signed 

copy and act as custodian 
of all procurement 
contracts of the 
municipality (successful 
and unsuccessful) 

COMMITTEE SERVICES 
 
8. Prepare the minutes for 

the bid evaluation 
committee 

14. Submit a copy of the 
minutes of the bid 
adjudication after 
approval to the CFO 

16. Administration of 
execution letters 

BID EVALUATION 
 
8. Evaluates all bids received in 

accordance with the criteria 
specified in the bid 
specifications 

9. Submit a report, 
recommendation and a copy 
of the minutes after approval 
to the Adjudication 
Committee  

BID ADJUDICATION 
 
10. Consider the reports and 

recommendation of the bid 
evaluation 

11. Minutes to be submitted to 
the Accounting Officer for 
approval 

12. Makes the final 
recommendation to the 
Accounting Officer for 
approval 

13. Recommendation to be 
recorded 

SUCCESSFUL 
BIDDER 
 
17. Must contact the 

responsible 
directorate for 
the conclusion 
of a contract 

19. Performance can 
only commence 
after the issuing 
of official order 
by SCM Unit  


