
SET UP OF PROCURING ENTITIES AND ROLES AND 
RESPONSIBILITIES IN THE PROCUREMENT CYCLE

Chapter III, Section 23 of the Public Procurement and Disposal of Assets Act  2028 provides that each 
Procuring Entity must have an Accounting Officer, a Procurement Committee, a Verification and Acceptance 
Committee and a Procurement Unit.  In addition, each Procuring Entity shall convene, on an ad hoc basis, an 
Evaluation Committee.

The following slides provides, pictorially the Set up of PEs in accordance with relevant Sections of PPDAA Act 
2018, and Regulations 2024. They also show role and responsibilities of the Accounting Officer, Procurement 
Committee, Procurement Unit, User Department and Evaluation Committee in the procurement process.
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SET UP OF PROCURING ENTITIES [Sec. 23 & 24]

ACCOUNTING OFFICER [sec. 25]

PROCUREMENT COMMITTEE (PC) [sec.26, 27&28 + Reg.10 to 15]

Evaluation 
Committees (ad hoc)

[sec. 33 & Reg 67]

PC submits to AO approved
bidder for notification of award 

User Departments [sec.32]

PROCUREMENT UNIT (PU) [sec. 29, 30& 31 + Reg. 16]

initiate Requirements, provides inputs to 
specifications and in the evaluation

VERIFICATION AND 
ACCEPTANCE COMMITTEE [sec. 25(3)]

Evaluation Report and 
Award Recommendations

to PC for Approval

As per Public Procurement and 
Disposal of Assets Act 2018



1.
PREPARATION OF 

BUDGET AND  
PR0CUREMENT PLAN 

2.
APPROVAL OF 

PROCUREMENT PLAN 

User Department + 
Procurement Unit Management Team

3.
PROCUREMENT 

REQUISITIONS AND 
INPUTS TO SPECS AND 

TOR
User Department

4.
CONFIRMATION OF 

AVAILABILITY OF 
FUNDS

Accounting Officer

5.
PREPARATION AND 

REVIEW OF BIDDING 
DOCUMENTS

Procurement Unit

6. 
APPROVAL OF 

BIDDING 
DOCUMENTS

Procurement Committee



7.
ADVERTISING AND 

INVITATION OF BIDS

8. 
GIVING 

CLARIFICATIONS TO 
BIDDERS IF ANY 

Procurement Unit Procurement Unit

9. 
RECEIPT AND 

OPENING OF BIDS

Procurement Unit

10.
EVALUATION OF 

BIDS

Evaluation Committee

11. 
APPROVAL OF AWARD 
RECOMMENDATIONS

Procurement Committee

12.
CONDUCT 

NEGOTIATIONS IF ANY

Negotiation Team



Accounting Officer Accounting Officer Accounting Officer

User Department

13.
ISSUE NOTICE OF 

INTENTION TO 
AWARD A CONTRACT

14.
HANDLING 

COMPLAINTS IF ANY

15. 
AWARD OF 
CONTRACT 

16.
CONTRACT 

MANAGEMENT AND 
MONITORING

17.
PERFORMANCE 

EVALUATION

User Department


