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Procurement Plan Template

What is Procurement Plan Template?

A Procurement Plan Template is a document that outlines the steps and processes involved in
procuring goods, services, or works from external providers. It is often used by organizations,
project managers, and procurement professionals to ensure a structured and efficient
approach to procurement.

The template typically includes sections that cover:

1. Project Overview: A summary of the project's objectives, scope, timeline, and budget.

2. Procurement Objectives: The specific goals and requirements for the procurement
process, such as price, quality, and delivery dates.

3. Scope of Work: A detailed description of the goods, services, or works to be procured,
including any specific requirements or standards.

4. Procurement Methodology: The approach to be used for the procurement process, such
as competitive bidding, sole source, or negotiation.

5. Schedule of Activities: A timeline outlining key milestones and deadlines for the
procurement process, including bid submission dates, evaluation periods, and award
dates.

6. Budget and Funding: Information on the budget allocated for the procurement and any
funding sources or restrictions.

7. Procurement Team: The names and roles of the team members responsible for managing
the procurement process, including procurement officers, project managers, and subject
matter experts.

8. Risks and Assumptions: Identification of potential risks and assumptions related to the
procurement process, along with mitigation strategies or contingency plans.

9. Evaluation Criteria: The factors that will be used to evaluate bids, such as price, quality,
experience, and compliance with specifications.

10. Contract Terms and Conditions: The standard terms and conditions that will apply to the
contract, including payment schedules, warranties, and dispute resolution mechanisms.

By using a Procurement Plan Template, organizations can ensure that their procurement
processes are consistent, transparent, and compliant with relevant regulations and policies.
This can help to reduce the risk of errors or disputes, improve communication with suppliers,
and ultimately deliver better outcomes for the project or organization.

Here is an example of what a Procurement Plan Template might look like:
Procurement Plan Template
Project Overview

e Project Title: [Insert project title]
¢ Objective: [Insert objective]

e Scope: [Insert scope]

e Timeline: [Insert timeline]

¢ Budget: [Insert budget]
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Procurement Objectives

e Price: [Insert price range or target]
e Quality: [Insert quality standards or requirements]
e Delivery Dates: [Insert delivery dates or timelines]

Scope of Work

e Goods/Services/Works to be Procured: [Insert description]
¢ Specific Requirements/Standards: [Insert specific requirements or standards]

Procurement Methodology
e Competitive Bidding: Yes/No
* Sole Source: Yes/No
¢ Negotiation: Yes/No

Schedule of Activities

¢ Bid Submission Date: [Insert date]
e Evaluation Period: [Insert period]
e Award Date: [Insert date]

Budget and Funding

e Budget Allocation: [Insert budget allocation]
e Funding Sources: [Insert funding sources or restrictions]

Procurement Team

e Procurement Officer: [Insert name]
e Project Manager: [Insert name]
e Subject Matter Expert: [Insert name]

Risks and Assumptions

e Risks: [Insert potential risks]
e Assumptions: [Insert assumptions]
¢ Mitigation Strategies/Contingency Plans: [Insert strategies or plans]

Evaluation Criteria

e Price: [Insert weightage or criteria]

¢ Quality: [Insert weightage or criteria]

e Experience: [Insert weightage or criterial

e Compliance with Specifications: [Insert weightage or criteria]

Contract Terms and Conditions

e Payment Schedule: [Insert payment schedule]
e Warranties: [Insert warranties]
¢ Dispute Resolution Mechanism: [Insert mechanism]
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This is just an example, and the actual content and structure of a Procurement Plan Template
may vary depending on the organization, project, or specific requirements.

acquisition, funding, procurement, project, scope, procurement, methodology, evaluation, criteria,
contract, terms

Procurement Plan

Executive Summary

Provide a brief description of the procurement requirements and the objectives of this
plan.

Procurement Team

e Lead: Name
e Members: Name 1, Name 2,

Project Information
e Project Name: Enter Project Name
e Project Manager: Enter Manager's Name

o Start Date: YYYY-MM-DD
e End Date: YYYY-MM-DD

Procurement Requirements

e Item 1: Description, quantity, and specifications.
e Item 2: Description, quantity, and specifications.

Supplier Selection Criteria

e Criterion 1: Description.
e Criterion 2: Description.

Procurement Process
e Solicitation Process: Steps for soliciting bids or proposals.

e Evaluation Process: How suppliers will be evaluated.
e Selection Process: Criteria for selecting the final supplier.

Budget

o Estimated Costs: Breakdown of estimated costs.
e Funding Source: Description of the funding source.
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e Risk 1: Description and mitigation strategy.
e Risk 2: Description and mitigation strategy.

Timeline

e Milestone 1: Task - Due Date
e Milestone 2: Task - Due Date

Contracts Management

e Contract Type: Fixed-price, cost-reimbursable, etc.
e Payment Terms: Milestone payments, lump sum, etc.
e Performance Metrics: How supplier performance will be measured.

Monitoring and Reporting

e Monitoring Plan: How procurement activities will be monitored.
e Reporting Schedule: Frequency and format of procurement reports.

Approval

* Prepared By: Name
e Reviewed By: Name
e Approved By: Name
e Date: YYYY-MM-DD

This procurement plan is a guiding document and should be reviewed and updated as
necessary throughout the project.

Export as PDF

Related:

e Project management

External links:

e Top 3 Effective Project Procurement Plan Templates - PMITOOLS —pmitools.net
o Find Project Procurement Plan Templates to streamline your procurement process.
Enhance efficiency and ensure successful project delivery.
e Procurement Management Plan Template [Free Download] | ProjectPractical.com
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