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DOC-EXEC-21-09-07
Procurement Policy for adoption
                                      Document for adoption
Purpose of this item
EDF needed to have a procurement policy in place last year as a donor requirement and this was greed quickly with the sub-group in our Board working on Finance- the President, Treasurer and Vice President Pat Clarke. This is the formally review and approve the policy, which reflects our existing practices. 

Questions for the executive Committee 

· Do you have any questions or comments on the Procurement Policy? 

· Do you adopt the procurement policy?

Procurement Policy 

Draft for review and adoption at the EDF executive committee meeting September 17th 
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Introduction

This document outlines the basic parameters which the European Disability Forum (EDF) applies in procurement. They are defined by EDF’s statutes, the procurement rules applied by our donors and are in line with the Belgian Law. The principles of transparency and accountability, accessibility and professionalism underpin EDF’s approach.  For EDF, procurement is the process of finding and agreeing to terms, and acquiring goods and services from external suppliers. 

Tasks, roles and responsibilities 
1. Preparation and approval of the annual budget

As outlined in the EDF statutes; the Annual General Assembly, also referred to as AGA, (which meets in May or June every year) approves the budget for the following year. This annual budget is prepared by the secretariat (led by the Finance Manager), with input from the whole team. The budget is approved for presentation to the AGA by the Director. Once the AGA approves the budget, it is then used for the work-planning and financial planning of the following year. 

2. Operational costs of the secretariat (rent, salaries, services such as insurances, publications and the running of governing body meetings)

For the management of the Secretariat, the President or the Treasurer shall give a mandate to the Director to oversee the operational costs of the Secretariat. The Director ensures that all operational costs are in line with the approved budget. 

EDF’s purchasing and procurement are centralised and in line with the EC procurement guidelines presented in Annex 1. EDF purchases services and products which are as accessible as possible to persons with disabilities and therefore simple price offers with level of costs are sometimes not enough to decide. EDF must ensure that accessibility is consider as an award criterion. This means not only price, but price combined with accessibility will define purchasing decisions. Other elements can also be taken into consideration such as environmental or social aspects.
All purchases are agreed by the Finance Manager and Director. Contracts are reviewed in detail by the Finance Manager and then reviewed and signed by the Director. Invoices are reviewed by the Finance Manager and signed for payment approval by the Director. 

If there are any expenses planned of greater than 5.000 euro, which have not been approved in the budget, these need to be approved by the Board. 

For all purchases of over 5.000 euro, competitive price offers will be sought based on 

· an open call on the EDF website (such as for an external evaluator or consultant), or;

· via a request for quotes from a minimum of 3 suppliers, such as for publications, or hiring of facilities for Board or AGA meetings. 

Selection of consultants:

When EDF contracts any external consultants the following steps are followed: 

· Definition of the terms of reference for the consultancy

· Clarifying the budget with the Finance Manager- seeking approval when consultant has not been budgeted for 

· Post the call for consultants on the EDF website and disseminate (Board mailing, Twitter, LinkedIn, etc.)

· Assess and quantitatively score all applications based on criteria derived from the terms of reference; this scoring is documented. The scoring is done in an anonymised way in the case of possible conflicts of interest- such as when an member applies for the consultancy

· The decision is taken based on the quality of the application, the financial feasibility and timeframe set for the consultancy 

EDF conducts regular review of prices for services, each 3 years at a minimum, to ensure we are getting the best value for money.  These services include interpretation, translation and administrative support and IT and technical support contracts. 

Agreement on contracts is based on the best price, and provision of accessibility for persons with disabilities; contracts are signed by the Director or the Finance Manager.

EDF manages all purchases via the bank and does not operate petty cash.  Payments for travel and regular subscriptions may be managed with the credit card which is held by the Finance Manager.  Both the Director and Finance Manager have access to the EDF Bank account, whereas the EDF President is the legal representative for the EDF account.  

For our international work, sometimes we welcome guests from outside the EU who do not have EU bank accounts, in which case we can operate with petty cash exceptionally. 

3. Accounting and financial reporting

The secretariat manages EDF accounting with the support of an external accountant and under the supervision of the Treasurer. Every year there is also an external audit and an internal audit.

Accounts are presented to the Board twice per year for approval (at the Spring and Autumn Board meetings). The audited annual accounts are presented to the AGA each year for approval and are published on our website. 

The Executive Committee meets 5 times per year and at each meeting, the Treasurer gives the Executive Committee an update on Finance ensuring a continuous oversight.

Following approval by the AGA, the audited EDF financial report is published on its website. 

The financial year runs from January 1st to December 31st each year. 

4. Continuous improvement financial policies and procedures 
The Finance Committee, which meets twice per year provides oversight to the financial management of EDF and gives input on membership fees, and financial rules. An extract from the statutes describing the finance committee is presented in Annex 2.
5. Sources of Income 

EDF’s income includes membership fees, donations, grants, subsidies and legacies awarded to support either the general aims, or a specific goal, which does not run counter to EDF’s aims and tasks. EDF can also engage in Corporate Sponsorship, following the Corporate Sponsorships Guidelines adopted by the AGA 2018. The AGA has the authority to approve membership fees levels, with advice from the Finance Committee. 
6. Management of conflict of interests

If EDF members, staff, or elected officials stand to personally benefit from procurement decisions or EDF contracts, they must make this known to the EDF director; if the EDF director stands to benefit from a procurement or EDF contract, they must inform the president and treasurer. 

The EDF Director must ensure that all procedures for procurement are followed at all times. It is positive if DPOs including EDF members are paid fairly for work they do for EDF. It should just be closely monitored to ensure that the correct procurement procedures are followed at all times to ensure good stewardship of EDF financial resources. 
Annex 1 Endorsement of EC rules on procurement
These rules arise from Directives 2014/24/EU of the European Parliament and of the Council of 26 February 2014 on public procurement and repealing Directive 2004/18/EC and 2014/25/EU of the European Parliament and of the Council of 26 February 2014 on procurement by entities operating in the water, energy, transport and postal services sectors and repealing Directive 2004/17/EC.
The Financial Regulation of the EU applicable at the European Disability Forum lays down the principles that should govern the conclusion of external contracts necessary to implement the work programme. EDF must award the contract to the tender offering the best value for money, i.e. the best price-quality ratio, or, as appropriate, to the tender offering the lowest price. In doing so, the beneficiary shall take care to avoid any conflict of interests.

In addition, EDF shall ensure that the conditions applicable to itself under the articles of the General Conditions to the Grant Agreement and under its statutes related to liability, conflict of interests, confidentiality, ownership and use of results (including intellectual and industrial property rights), checks, audits and evaluation are also applicable to the contractors. 

The European Disability Forum undertakes the necessary arrangements to ensure that the contractors and related partners waive all rights in respect of all donors. 

EDF organises the award of contracts according to EU Directives on public procurement procedures and in accordance with the applicable Belgian rules on public procurement.

If specific conditions are imposed, these will be indicated in the text of the call document for each specific call and will be considered conditions for the eligibility of costs and will, therefore, be inserted in the contract. At the time of the final payment the respect of the rules may be checked in order to guarantee the eligibility of costs.

Annex 2 Role of the Finance Committee (by-laws Article 14)

· The role of the Finance Committee includes:

a) monitoring the financial management of the Association;

b) making proposals to the Executive Committee on financial issues, including membership fees and guidelines on reimbursement of expenses.
· The Finance Committee shall have five members, including the Treasurer, who shall chair the Committee. The four remaining posts will be allocated as follows: (i) two members shall come from the National Councils of Disabled People; (ii) two members shall come from the European Non-Governmental Organisations Full Members. 
· Its term of office will be four years and will coincide with the term of office of the Board. The members will be elected by the General Assembly that will have also have elected the new Board. If a person withdraws, for whatever reason, from the Finance Committee, the vacancy will be covered at the next General Assembly meeting.
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