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Abstract 
This Procurement Policy and Procedures Manual establish a transparent, fair, and 
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with donor requirements, legal standards, and the principles of value for money, 
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CHAPTER I 
GENERAL PROVISIONS 
 

Ar�cle 1 

Purpose 

The purpose of this Procurement Policy is to establish transparent, fair, efficient and accountable 
procurement procedures governing the acquisi�on of goods, services, consultancy services and 
works implemented by the Balkan Ins�tute for Regional Coopera�on (BIRC). 

This Policy aims to ensure that all procurement ac�vi�es: 

• comply with donor requirements; 

• ensure value for money; 

• guarantee equal treatment of all suppliers; 

• promote compe��on; 

• prevent fraud and corrup�on; 

• safeguard the reputa�on and integrity of BIRC. 

 

Ar�cle 2 

Scope 

This Policy applies to: 

• ins�tu�onal funds; 

• grants; 

• dona�ons; 

• contracts; 

• co-financed projects; 

implemented by BIRC. 

The Policy covers procurement of: 

• goods; 

• services; 

• consultancy services; 

• expert assignments; 

• research services; 



• media produc�on; 

• communica�on services; 

• event organiza�on; 

• travel services; 

• IT services; 

• publica�ons; 

• prin�ng; 

• so�ware; 

• equipment; 

• subcontrac�ng. 

 

Ar�cle 3 

Applicable Rules 

This Policy applies unless donor rules prescribe stricter procedures. 

Whenever procurement is financed by: 

• European Union 

• USAID 

• Swiss Agency for Development and Coopera�on 

• GIZ 

• UNDP 

• Council of Europe 

• Western Balkan Fund 

• Journalismfund Europe 

• Na�onal Endowment for Democracy 

or another donor, 

their procurement rules shall prevail over this Policy. 

 

Ar�cle 4 

Defini�ons 

For purposes of this Policy: 

Procurement means the acquisi�on of goods, services or works. 



Supplier means any legal or natural person offering goods or services. 

Bidder means an applicant par�cipa�ng in a procurement procedure. 

Consultant means an individual or legal en�ty providing intellectual services. 

Expert means an individual contracted to provide specialized knowledge. 

Value for Money means obtaining the op�mal combina�on of quality, cost and sustainability. 

Conflict of Interest means any situa�on where personal, financial or professional interests may 
influence impar�al decision-making. 

 

CHAPTER II 

PROCUREMENT PRINCIPLES 
 

Ar�cle 5 

Transparency 

All procurement procedures shall be conducted openly and transparently. 

Informa�on regarding procurement opportuni�es, evalua�on criteria and contract awards shall be 
documented and available for audit. 

 

Ar�cle 6 

Equal Treatment 

All economic operators shall receive equal access to procurement opportuni�es. 

No supplier shall receive preferen�al treatment. 

 

Ar�cle 7 

Compe��on 

BIRC shall encourage fair compe��on. 

Whenever possible, procurement shall involve mul�ple offers. 

Ar�ficial restric�on of compe��on is prohibited. 

 

Ar�cle 8 

Economy 

Procurement decisions shall ensure prudent spending of financial resources. 



 

Ar�cle 9 

Efficiency 

Procurement procedures shall be completed within reasonable �meframes while maintaining quality 
and transparency. 

 

Ar�cle 10 

Effec�veness 

Procurement shall support successful implementa�on of project objec�ves. 

 

Ar�cle 11 

Best Value for Money 

Selec�on shall not necessarily be based on the lowest price. 

Evalua�on shall consider: 

• quality; 

• experience; 

• methodology; 

• sustainability; 

• delivery capacity; 

• total lifecycle cost. 

 

Ar�cle 12 

Accountability 

Every procurement decision must be documented. 

Each decision shall iden�fy: 

• who made the decision; 

• why the decision was made; 

• suppor�ng documenta�on. 

 



CHAPTER III 
GOVERNANCE AND RESPONSIBILITIES 
Ar�cle 13 

Board of Directors 

The Board shall: 

• approve this Procurement Policy; 

• supervise its implementa�on; 

• review amendments. 

 

Ar�cle 14 

Execu�ve Director 

The Execu�ve Director shall: 

• authorize procurement; 

• appoint evalua�on commitees; 

• approve procurement reports; 

• sign contracts; 

• ensure compliance with donor requirements. 

 

Ar�cle 15 

Project Manager 

The Project Manager shall: 

• prepare procurement requests; 

• dra� Terms of Reference; 

• verify project budgets; 

• supervise contract implementa�on; 

• cer�fy deliverables. 

 

Ar�cle 16 

Finance Officer 

The Finance Officer shall: 



• verify budget availability; 

• confirm eligibility of expenditure; 

• verify payments; 

• maintain procurement records. 

 

Ar�cle 17 

Procurement Commitee 

The Procurement Commitee shall: 

• evaluate bids; 

• assess technical and financial offers; 

• prepare evalua�on reports; 

• recommend contract awards. 

Commitee members shall remain independent and impar�al throughout the evalua�on process. 

 

 

 

 

 

 

 

CHAPTER IV 

PROCUREMENT PLANNING 
Ar�cle 18 

Procurement Planning 

All procurement ac�vi�es shall be planned before implementa�on of a project. 

Each project shall prepare a Procurement Plan based on: 

• approved project budget; 

• work plan; 

• implementa�on schedule; 

• donor procurement requirements. 



The Procurement Plan shall be approved by the Execu�ve Director before procurement ac�vi�es 
commence. 

 

Ar�cle 19 

Procurement Request 

Every procurement procedure shall begin with a writen Procurement Request prepared by the 
Project Manager. 

The Procurement Request shall include: 

• project �tle; 

• budget line; 

• procurement subject; 

• jus�fica�on; 

• es�mated value; 

• proposed procurement method; 

• expected delivery date. 

No procurement may commence without an approved Procurement Request. 

 

Ar�cle 20 

Budget Verifica�on 

Before ini�a�ng procurement, the Finance Officer shall verify: 

• availability of funds; 

• eligibility of expenditure; 

• consistency with the approved project budget; 

• donor eligibility rules. 

 

Ar�cle 21 

Procurement File 

A Procurement File shall be opened for every procurement exceeding EUR 500 or whenever required 
by donor rules. 

Each file shall contain: 

• Procurement Request; 

• Budget Verifica�on; 



• Terms of Reference or Technical Specifica�ons; 

• Procurement No�ce or Request for Quota�ons; 

• Received Offers; 

• Evalua�on Report; 

• Award Decision; 

• Contract; 

• Deliverables; 

• Invoice; 

• Proof of Payment. 

 

CHAPTER V 
PROCUREMENT METHODS 
Ar�cle 22 

General Rule 

BIRC shall select the procurement method according to: 

• es�mated contract value; 

• complexity; 

• market condi�ons; 

• donor rules. 

The chosen procedure shall ensure propor�onality. 

 

Ar�cle 23 

Direct Procurement 

Direct procurement may be used when: 

• contract value is below the threshold established by this Policy; 

• only one supplier exists; 

• emergency situa�ons jus�fy immediate procurement; 

• compa�bility with exis�ng equipment requires a specific supplier. 

The Procurement Request shall contain writen jus�fica�on. 

 



Ar�cle 24 

Request for Quota�ons (RFQ) 

Request for Quota�ons shall normally be used for medium-value procurement. 

At least three qualified suppliers shall be invited whenever possible. 

The invita�on shall contain: 

• descrip�on of goods or services; 

• technical specifica�ons; 

• deadline; 

• evalua�on criteria; 

• contract condi�ons. 

If fewer than three quota�ons are received, the Procurement Commitee shall document the reasons 
before con�nuing the evalua�on. 

 

Ar�cle 25 

Public Call 

Public Call shall be used whenever: 

• procurement exceeds the established threshold; 

• donor rules require open compe��on; 

• the market is sufficiently compe��ve. 

The Public Call shall be published through appropriate communica�on channels, including the BIRC 
website or other publicly accessible pla�orms. 

 

Ar�cle 26 

Restricted Procedure 

BIRC may invite a limited number of qualified suppliers when: 

• specialized exper�se is required; 

• the market is limited; 

• donor rules permit restricted compe��on. 

The reasons shall be documented. 

 

Ar�cle 27 

Single Source Procurement 



Single Source Procurement may only be used when: 

• intellectual property rights prevent compe��on; 

• only one supplier possesses the required exper�se; 

• con�nua�on of previous work requires the same contractor; 

• donor approval has been obtained where required. 

The Execu�ve Director shall approve the jus�fica�on in wri�ng. 

 

 

 

 

 

 

CHAPTER VI 
PROCUREMENT THRESHOLDS 
 

Ar�cle 28 

Procurement Thresholds 

Unless donor rules prescribe otherwise, the following thresholds shall apply: 

Es�mated Contract Value Procurement Method 

Up to EUR 500 Direct Procurement 

EUR 501 – 5,000 Request for at least three quota�ons 

EUR 5,001 – 20,000 Public Call / Compe��ve Procedure 

Above EUR 20,000 Open Compe��ve Procedure 

These thresholds may be revised by decision of the Board. 



 

Ar�cle 29 

Ar�ficial Spli�ng 

Procurement requirements shall not be ar�ficially divided into several smaller contracts for the 
purpose of avoiding compe��ve procedures. 

The Procurement Commitee shall assess whether related purchases cons�tute a single 
procurement. 

 

Ar�cle 30 

Framework Agreements 

BIRC may conclude Framework Agreements for frequently purchased goods or services. 

Framework Agreements shall normally not exceed four years unless jus�fied. 

 

CHAPTER VII 
PROCUREMENT OF GOODS 
 

Ar�cle 31 

General Provisions 

Goods shall be procured through fair and compe��ve procedures. 

Typical goods include: 

• computers; 

• servers; 

• cameras; 

• audio and video equipment; 

• office furniture; 

• so�ware; 

• printers; 

• promo�onal materials; 

• office supplies. 

 

Ar�cle 32 



Technical Specifica�ons 

Technical specifica�ons shall: 

• describe performance requirements; 

• avoid references to specific brands unless jus�fied; 

• permit equivalent products; 

• ensure fair compe��on. 

 

Ar�cle 33 

Receipt of Goods 

Goods shall be inspected upon delivery. 

The responsible staff member shall verify: 

• quan�ty; 

• quality; 

• technical compliance; 

• absence of damage. 

A Goods Acceptance Cer�ficate shall be signed before payment. 

 

Ar�cle 34 

Asset Registra�on 

Equipment purchased through donor funds shall be recorded in the BIRC Asset Register. 

The register shall contain: 

• inventory number; 

• descrip�on; 

• serial number; 

• purchase value; 

• funding source; 

• loca�on; 

• responsible staff member. 

 

Ar�cle 35 

Warranty 



Warranty documents shall be archived together with the Procurement File. 

Where possible, suppliers shall provide a�er-sales support and maintenance. 

 

 

 

 

 

CHAPTER VIII 
PROCUREMENT OF SERVICES 
 

Ar�cle 36 

General Principles 

Services shall be procured through procedures ensuring transparency, equal treatment and best 
value for money. 

Services include, but are not limited to: 

• consultancy; 

• research; 

• policy papers; 

• legal services; 

• financial services; 

• transla�on; 

• interpreta�on; 

• graphic design; 

• web development; 

• so�ware development; 

• media produc�on; 

• communica�on services; 

• photography; 

• video produc�on; 

• event organiza�on; 



• catering; 

• accommoda�on; 

• transporta�on; 

• audi�ng. 

 

 

 

 

Ar�cle 37 

Terms of Reference (ToR) 

Before commencing any procurement of consultancy or professional services, a Terms of Reference 
(ToR) shall be prepared. 

The ToR shall include: 

• background; 

• objec�ve; 

• scope of work; 

• methodology (where applicable); 

• expected deliverables; 

• implementa�on period; 

• repor�ng requirements; 

• qualifica�on requirements; 

• evalua�on criteria; 

• es�mated budget. 

The ToR shall be approved by the Project Manager and the Execu�ve Director. 

 

Ar�cle 38 

Service Contracts 

Every consultancy assignment shall be regulated by a writen contract specifying: 

• scope of services; 

• dura�on; 

• deliverables; 



• repor�ng obliga�ons; 

• payment condi�ons; 

• intellectual property rights; 

• confiden�ality; 

• termina�on provisions. 

 

Ar�cle 39 

Acceptance of Services 

Services shall be considered completed only a�er: 

• verifica�on of deliverables; 

• writen acceptance by the Project Manager; 

• approval by the Execu�ve Director. 

Payment shall not be made before acceptance. 

 

CHAPTER IX 
PROCUREMENT OF EXPERTS AND CONSULTANTS 
 

Ar�cle 40 

General Rule 

Experts shall be selected through an open, transparent and compe��ve procedure unless donor 
rules permit otherwise. 

Selec�on shall be based on professional qualifica�ons, experience, methodology and financial offer. 

 

Ar�cle 41 

Types of Experts 

BIRC may engage: 

• Researchers 

• Policy Experts 

• Trainers 

• Journalists 



• Inves�ga�ve Journalists 

• Editors 

• Media Experts 

• Elec�on Experts 

• Human Rights Experts 

• Financial Experts 

• Legal Experts 

• IT Experts 

• Communica�on Experts 

• Graphic Designers 

• Video Producers 

• Evaluators 

• External Auditors 

 

Ar�cle 42 

Procurement Procedure 

The standard procedure shall include: 

1. Procurement Request 

2. Terms of Reference 

3. Public Call or Request for Quota�ons 

4. Submission of Applica�ons 

5. Administra�ve Check 

6. Technical Evalua�on 

7. Financial Evalua�on 

8. Evalua�on Report 

9. Award Decision 

10. Contract Signature 

 

Ar�cle 43 

Public Call 

Whenever possible, experts shall be selected through a Public Call. 



The announcement shall include: 

• �tle; 

• background; 

• objec�ves; 

• qualifica�on requirements; 

• required documenta�on; 

• evalua�on criteria; 

• deadline; 

• submission address. 

 

Ar�cle 44 

Request for Quota�ons 

When donor rules permit, BIRC may invite at least three qualified experts to submit offers. 

The invita�on shall contain iden�cal informa�on for all invited experts. 

 

Ar�cle 45 

Required Documenta�on 

Applicants shall normally submit: 

• Curriculum Vitae; 

• Technical Proposal; 

• Financial Offer; 

• Declara�on of No Conflict of Interest; 

• References; 

• Examples of previous work (where applicable). 

 

Ar�cle 46 

Evalua�on Criteria 

Typical evalua�on criteria include: 

Criterion Maximum Points 

Educa�on 15 



Criterion Maximum Points 

Professional Experience 30 

Relevant Assignments 25 

Methodology 20 

Financial Offer 10 

Total: 100 points 

The Evalua�on Commitee may modify the criteria according to the specific assignment. 

 

 

Ar�cle 47 

Financial Evalua�on 

Financial evalua�on shall normally consider: 

• total contract price; 

• taxes; 

• reimbursable costs; 

• value for money. 

The lowest price shall not automa�cally win the procedure. 

 

Ar�cle 48 

Interviews 

For highly specialized assignments, shortlisted candidates may be invited for interviews. 

Interview scores shall form part of the overall evalua�on. 

 

Ar�cle 49 

Award Decision 

Following evalua�on, the Procurement Commitee shall prepare an Evalua�on Report recommending 
the successful candidate. 

The Execu�ve Director shall issue the Award Decision. 

 

Ar�cle 50 

No�fica�on 



All applicants may be informed of the outcome of the procedure. 

Upon request, unsuccessful applicants may receive a brief explana�on of the evalua�on results. 

 

Ar�cle 51 

Framework Roster of Experts 

BIRC may establish and maintain a roster of pre-qualified experts. 

Registra�on in the roster shall not guarantee future contracts. 

Experts shall s�ll be selected through compe��ve procedures whenever required. 

 

CHAPTER X 
PROCUREMENT COMMITTEE 
 

Ar�cle 52 

Appointment 

The Execu�ve Director shall appoint a Procurement Commitee for each procurement procedure. 

 

Ar�cle 53 

Composi�on 

The Commitee shall consist of at least three members. 

Whenever possible, members shall possess exper�se relevant to the subject mater. 

 

Ar�cle 54 

Du�es 

The Commitee shall: 

• open applica�ons; 

• verify eligibility; 

• evaluate technical offers; 

• evaluate financial offers; 

• prepare the Evalua�on Report; 

• recommend contract award. 



 

Ar�cle 55 

Confiden�ality 

Commitee members shall not disclose any informa�on obtained during the procurement procedure. 

All documenta�on shall remain confiden�al un�l comple�on of the procedure. 

 

Ar�cle 56 

Conflict of Interest 

Before commencing evalua�on, each Commitee member shall sign a Declara�on of No Conflict of 
Interest. 

A member who has a conflict shall immediately withdraw from the procedure. 

 

 

CHAPTER XI 
EVALUATION PROCEDURES 
 

Ar�cle 57 

Opening of Applica�ons 

Upon expira�on of the submission deadline, the Procurement Commitee shall formally open all 
received applica�ons. 

An Opening Record shall be prepared containing: 

• procurement reference number; 

• procurement �tle; 

• date and �me of opening; 

• names of commitee members; 

• list of received applica�ons; 

• confirma�on of submission deadline compliance. 

Late applica�ons shall not be considered unless otherwise permited by donor rules. 

 

Ar�cle 58 

Administra�ve Compliance Check 



Before technical evalua�on, the Commitee shall verify whether each applica�on contains all 
mandatory documents. 

The following documents shall normally be checked: 

• Applica�on Form; 

• Curriculum Vitae; 

• Technical Proposal; 

• Financial Offer; 

• Declara�on of No Conflict of Interest; 

• Suppor�ng documents required by the Terms of Reference. 

Applica�ons that do not sa�sfy mandatory administra�ve requirements may be declared non-
compliant. 

 

Ar�cle 59 

Technical Evalua�on 

Only administra�vely compliant applica�ons shall proceed to technical evalua�on. 

Each commitee member shall independently evaluate applica�ons using the approved Evalua�on 
Matrix. 

The evalua�on shall consider: 

• educa�onal background; 

• professional experience; 

• relevant assignments; 

• methodology; 

• understanding of the assignment; 

• quality of previous work. 

Each evaluator shall sign an Individual Evalua�on Sheet. 

 

Ar�cle 60 

Consensus Mee�ng 

Following individual evalua�on, the Commitee shall hold a consensus mee�ng. 

The Commitee shall: 

• compare individual scores; 

• discuss significant differences; 



• agree on final technical scores; 

• prepare the Consensus Evalua�on Report. 

The report shall be signed by all commitee members. 

 

Ar�cle 61 

Financial Evalua�on 

Financial Offers shall be opened only a�er comple�on of the technical evalua�on unless donor rules 
prescribe another procedure. 

Financial evalua�on shall consider: 

• total contract value; 

• completeness of the financial proposal; 

• compliance with the Terms of Reference; 

• cost-effec�veness. 

Where appropriate, BIRC may apply the principle of the Most Economically Advantageous Offer 
(MEAO) rather than selec�ng solely the lowest price. 

 

Ar�cle 62 

Clarifica�ons 

The Procurement Commitee may request writen clarifica�on from applicants. 

Clarifica�ons shall not: 

• alter the substance of the proposal; 

• introduce new qualifica�ons; 

• modify financial offers. 

All clarifica�ons shall be documented in wri�ng. 

 

Ar�cle 63 

Nego�a�on 

Nego�a�ons may only be conducted when: 

• permited by donor rules; 

• clearly jus�fied; 

• equally applied where appropriate. 

Nego�a�ons shall not distort compe��on. 



 

Ar�cle 64 

Evalua�on Report 

The Commitee shall prepare an Evalua�on Report containing: 

• procurement reference number; 

• procurement �tle; 

• list of applicants; 

• administra�ve compliance results; 

• technical scores; 

• financial evalua�on; 

• ranking; 

• recommenda�on for contract award; 

• signatures of commitee members. 

The Evalua�on Report becomes part of the Procurement File. 

 

CHAPTER XII 

CONTRACT MANAGEMENT 

Ar�cle 65 

Contract Signature 

No work shall commence before the contract has been signed by both par�es, unless explicitly 
authorised under donor rules. 

Contracts shall include at least: 

• contract �tle; 

• par�es; 

• scope of work; 

• implementa�on period; 

• deliverables; 

• repor�ng obliga�ons; 

• payment schedule; 

• intellectual property provisions; 

• confiden�ality; 



• termina�on clauses. 

 

Ar�cle 66 

Contract Monitoring 

The Project Manager shall monitor contract implementa�on. 

Monitoring shall include: 

• progress against the work plan; 

• quality of deliverables; 

• compliance with deadlines; 

• communica�on with the contractor. 

 

Ar�cle 67 

Amendments 

Any amendment to a contract shall: 

• be jus�fied in wri�ng; 

• be approved before implementa�on; 

• not substan�ally alter the original scope unless donor approval has been obtained. 

Contract amendments shall be signed by both par�es. 

 

Ar�cle 68 

Deliverables 

Each deliverable shall be reviewed by the Project Manager. 

Deliverables may include: 

• analy�cal reports; 

• policy papers; 

• research studies; 

• manuals; 

• training materials; 

• publica�ons; 

• datasets; 

• communica�on products. 



Deliverables shall only be accepted when mee�ng the quality standards defined in the Terms of 
Reference. 

 

Ar�cle 69 

Acceptance Cer�ficate 

Acceptance of services shall be documented through an Acceptance Cer�ficate signed by: 

• Project Manager; 

• Execu�ve Director (where required). 

No payment shall be processed without an Acceptance Cer�ficate unless otherwise approved. 

 

CHAPTER XIII 
PAYMENTS 
 

Ar�cle 70 

General Rule 

Payments shall only be made a�er: 

• sa�sfactory comple�on of contractual obliga�ons; 

• approval of deliverables; 

• receipt of invoice or payment request; 

• verifica�on by the Finance Officer. 

 

Ar�cle 71 

Payment Schedule 

Contracts may include: 

• advance payment; 

• interim payments; 

• final payment. 

The payment schedule shall correspond to project implementa�on and donor rules. 

 

Ar�cle 72 



Taxes 

Payments shall comply with applicable tax legisla�on. 

Where applicable, BIRC shall: 

• withhold taxes; 

• declare payments to competent authori�es; 

• issue payment confirma�ons. 

 

Ar�cle 73 

Currency 

Contracts may be concluded in: 

• Macedonian Denars (MKD); 

• Euro (EUR); 

• other currencies permited by the donor. 

Exchange rates shall follow donor financial rules where applicable. 

 

CHAPTER XIV 

RECORD KEEPING 
 

Ar�cle 74 

Procurement Files 

A complete Procurement File shall be maintained for every procurement. 

The file shall include: 

• Procurement Request; 

• Procurement Plan reference; 

• Budget Verifica�on; 

• Terms of Reference; 

• Technical Specifica�ons; 

• Procurement No�ce; 

• Offers; 

• Opening Record; 



• Evalua�on Sheets; 

• Evalua�on Report; 

• Award Decision; 

• Signed Contract; 

• Amendments; 

• Deliverables; 

• Acceptance Cer�ficate; 

• Invoice; 

• Payment Proof. 

 

Ar�cle 75 

Electronic Archive 

All procurement documenta�on shall be stored electronically in the official BIRC document 
management system. 

Electronic copies shall be protected against unauthorized modifica�on. 

 

Ar�cle 76 

Reten�on Period 

Procurement documenta�on shall be retained: 

• for a minimum of seven (7) years a�er project closure; or 

• for a longer period if required by donor agreements or applicable legisla�on. 

Documenta�on shall be made available to authorised auditors, donors and competent public 
authori�es upon request. 
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