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Amount of the purchase (EUR or 
equivalents)  

Required Documentation  Recommended minimum number of 
invited suppliers  

400 < 9,000  RFQ  3 

9,000 < 120,000  ITB or RFP  8 

120,000 < 800,000  
(for a single purchase or for several 
purchases) 

ITB or RFP  12 

> 800,000  
(for a single purchase or for several 
purchases)   

ITB or RFP  20  
In case of procurement procedures for a 
very high amount (over EUR 800,000,) it 
is recommended to consult with the 
donor 
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5.5 Exceptions / Derogations 

In case in some contexts and/or for some specific works, goods or services it is not 

possible to invite the above recommended number of vendors, it must be duly 

justified and documented the reason why the RFQ/ITB or RFP are addressed to a 

reduced number of potential vendors.  

Notwithstanding the need to comply with the regulations issued by donors and third 

countries it is possible, on grounds of urgency or other specific needs, to request an 

exception (waiver) to the requirement of formal competitive bidding.  In this case 

the Requestor or the Procurement Unit may ask approval for derogation to the CISP 

Country Rep (Committee on Contracts) who – if approves - will ask to CISP 

Headquarters in Rome the authorization to operate in derogation to the procedures 

mentioned in this Procurement Manual.  Such request must provide valid 

justification and must be submitted from the Country Representative to the 

Geographical Area Manager who, following a consultation with the Director and the 

Administrative Office Manager, will answer quickly (approximately within 48 hours.) 

Exceptions to the requirement to conduct a formal competitive bidding process, 

which must be kept to an absolute minimum, are allowed only when:  

a) Prices are fixed according to national legislation or by regulatory bodies;  

b) The proposed contract relates to procurement from a sole supply source of 

goods or services (e.g. sole authorized vendor) or to procurement of a 

proprietary product or service;  

c) Offers for identical products or services have been obtained competitively 

within a reasonable prior period, and prices and conditions remain 

competitive;  

d) The formal solicitation (Invitation to Bid or Request for Proposals) will not 

give satisfactory results, or when a formal solicitation done within a 

reasonable prior period has been unsuccessful, not  giving satisfactory results 

(no qualitatively and/or financially worthwhile offer received); 

e) The procurement contract relates to services that cannot be evaluated 

objectively;  

f) Exigencies of service do not permit any delay due to waiting for the result of 

a formal solicitation. This applies to circumstances where goods or services 

are required immediately to prevent harm to life, health or well-being of 

persons of concern in situations of true emergency such as refugees and or 

others.  

 

In the framework of UNHCR contracts, it is compulsory to obtain the prior approval by 

UNHCR on waivers of competitive bidding. 
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Technical Evaluation Committee -
- TEC 

Procurement Unit (PU)

Chart of CISP’s Procurement Procedure

(for amounts > EUR 400 or equivalents)

1. 

Committee on Contracts - CC
Country Representative by him/herself or with other 
expressly designated – HQ representatives may also 

be members of it

1. RQ prepares RFQ, ITB RFP (including a 

draft purchase contract) and sends it to PU 

for review & approval

2.1  PU launches the tender

2.2. PU receives quotations

2.3. PU instates the Committee 

opening the tenders

2.4. PU sends tenders to RQ for 

technical evaluation

2. 

3. RQ prepares the technical evaluation by 

itself (< EUR 9,000 or equivalents) or by 

effecting a TEC. It then sends the technical 
evaluation and a selection of quotations to 

the PU

Requestor - RQ
Coordinatore di progetto

4. PU prepares the 

economic evaluation, merges 

scores (technical and 
economic,) recommends the 

quotation to be selected and 
sends the whole dossier to 

CC for final approval, 
including a draft purchase 

contract 4. 

3. 

5. CC approves or refuses the decision of 

the PU
5. 
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SEE ANNEXES: L, M, N 
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