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 (For KGs’ reference)

[bookmark: _Toc210029659]Checklist on Procurement Procedures in KGs

This checklist sets out the points to note and the procedures in relation to procurement in KGs to faciliate proper implementation of the relevant work and avoidance of omission and negligence.

Prior to or in the course of procurement activities, KGs should check whether the established practice on the following items and procedures have been followed.  Responsible staff should also pay attention to the relevant parts in the Guidelines on Procurement Procedures in KGs.

	Items/Procedures
	Followed
	Remarks

	Prior to the Commencement of Each School Year / Procurement Activities in KGs
	
	

	1.	Declaration of Conflict of Interest
	
	

	· School personnel should be briefed on the requirements for declaration of interest in each school year to ensure School Managers and staff involved understand and comply with the relevant arrangement.
	
	

	· School Managers and staff responsible for procurement and supply of goods or services should be required to sign an undertaking that they will declare in writing to the SMCs as soon as possible any close connection they or their family have, or will have, with any supplier.
	
	

	· Any declarations and decisions made by involving parties should be recorded and filed for reference.
	
	

	· Persons who have declared a conflict of interest should refrain from processing the related quotation/tender.
	
	

	(Paragraph 8 of the Guidelines)
	
	

	2.	Segregation of Duties
	
	

	· Different staff should be assigned for different tasks in the procurement process.
	
	

	(Paragraph 9 of the Guidelines)
	
	

	3.	Security of Information
	
	

	· Quotation and tender information should be kept confidential with restricted access on a need-to-know basis.
	
	

	· School personnel should be briefed on the requirements for security of information in each school year to ensure School Managers and staff involved understand and comply with the relevant arrangement.
	
	

	· School Managers and staff involved in procurement should be required to sign an undertaking that they will not make any unauthorised disclosure of quotation/tender information.
	
	

	(Paragraphs 13 and 14 of the Guidelines)
	
	

	4.	Tender Box
	
	

	· A tender box should be installed at a fixed location and kept under double lock with the keys to each lock in the custody of different school staff while one of them should be kept by the Principal/School Supervisor.
	
	

	· A spare set of keys is to be held by the Principal.
	
	

	(Paragraphs 39 to 43 of the Guidelines)
	
	

	In the Course of Procurement Activities in KGs
	
	

	Procurement Procedures
	
	

	1.	Points to note
	
	

	· Repeated procurement of the same items within 12 months may only be made by oral quotations and written quotations if the cumulative value of the procurement does not exceed $50,000 and $200,000 respectively.
	
	

	· Items of goods or services of the same category should be grouped in the same schedule to quotation/tender before inviting suppliers to bid.
	
	

	· Different suppliers should be invited to bid by rotation and the last successful supplier should be invited to bid as far as practicable, subject to the satisfactory performance of the services provided.
	
	

	· All suppliers invited should be provided with sufficient and equal information.
	
	

	· There should be at least three weeks between the invitation date and the closing date for a written quotation/tender.
	
	

	· In urgent situations, the written quotation/tender invitation period may be shortened to a reasonable period after obtaining approval from the Principal with justifications recorded.
	
	

	· All suppliers and contractors should be informed in writing (e.g. order forms or terms of quotations/tenders) that it is an offence to offer KG managers or staff any advantage in relation to the official duties of KG managers and staff.
	
	

	· Selection of suppliers and contractors must not be influenced by them in any form of advantages, including donations.
	
	

	(Paragraphs 4, 10, 11, 12, 19 and 20 of the Guidelines)
	
	

	2.	For Each Procurement at an Estimated Cost of $5,000 or below
	
	

	· It should be ensure that the procurement is essential and the price is fair and reasonable.
	
	

	· Procuring staff should obtain approval from the Principal before placing orders.
	
	

	· A proper record of the procured items and relevant information should be kept in an appropriate manner for audit purposes.
	
	

	(Paragraphs 21 to 23 of the Guidelines)
	
	

	3.	For Each Procurement at an Estimated Cost above $5,000 to $50,000
	
	

	· Oral quotations should be invited from at least two suppliers by phone/fax/email, etc. advising on the deadlines (i.e. closing date and time) and the mode of return for the oral quotations.
	
	

	· If it is not possible to invite/receive the minimum number of oral quotations, an explanatory note should be made on the Purchase-by-Oral Quotation Form with an endorsement by a teacher.
	
	

	· A comparison should be made between the quotations offered by the suppliers and the market prices and the Purchase-by-Oral Quotation form should be completed with recommendations and submitted together with quotation information, if any, to the Principal for approval.  If the lowest price quotation is not selected in the end, the reason should be recorded.
	
	

	· Relevant documents should be kept for three calander years for audit purposes.
	
	

	(Paragraphs 24 to 28 of the Guidelines)
	
	

	4.	For Each Procurement at an Estimated Cost above $50,000
	
	

	Preparation of Written Quotation/Tender Documents
	
	

	· Procurement procedures for written quotations and tenders should be adopted.
	
	

	· Own independent legal advice and, where necessary, advice from own technical advisers, should be sought on the terms and conditions to be adopted in the invitation letters and written quotation/tender documents.
	
	

	· A copy of the written quotation/tender form and a copy of specifications of the required goods or services of the KG should be provided for the suppliers invited.
	
	

	· The pre-determined evaluation criteria and marking scheme (if any) as well as the closing date and time should be clearly specified in the invitation to written quotation/tender.
	
	

	(Paragraphs 30 and 31 of the Guidelines)
	
	

	Invitation to Written Quotation/Tender
	
	

	· At least five suppliers should be invited to submit written quotations (for procurement above $50,000 to $200,000) /tenders (for procurement above $200,000).
	
	

	· If it is not possible to invite a sufficient number of suppliers, approval from the SMC should be obtained before sending invitation letters, and the circumstances shall be recorded.
	
	

	· It is advisable to provide suppliers with return envelopes or envelop covers marked with the reference number, closing date and time of the written quotation/tender and addressed to the Principal by post title without stating his/her name. 
	
	

	· Suppliers should be informed that they should not identify themselves on the written quotation/tender cover.
	
	

	· All written quotation/tender documents can be sent to the invited suppliers by registered mail, fax or email.
	
	

	· If quotation/tender invitations are sent by email, the documents should be made “read-only” to prevent modification.
	
	

	· Records of despatch and receipt of invitations should be maintained for audit purposes.
	
	

	(Paragraphs 32 to 34 of the Guidelines)
	
	

	Submission of Written Quotation/Tender Documents
	
	

	· Suppliers should return written quotations/tenders in duplicate to KGs by mail or by hand and they are responsible to ensure that their quotations/tenders have been duly served on KGs.
	
	

	· Suppliers should be informed that even if there is no intention to submit written quotations/tenders, they should also return the written quotation/tender forms stating “No Offer” to KGs.
	
	

	(Paragraphs 35 and 37 of the Guidelines)
	
	

	Storage of Written Quotations/Tenders Received
	
	

	· Written quotations received should be kept under lock with the keys in the custody of KG staff of appropriate ranks and the tenders should be placed into the tender box immediately upon receipt.
	
	

	(Paragraphs 36 and 38 of the Guidelines)
	
	

	Opening and Vetting of Written Quotation/Tender
	
	

	· The Principal should appoint two appropriate school staff members for opening and vetting written quotations, and referring written quotations to the Principal (if quotation would be approved by the School Supervisor)/Vice Principal/Senior Teacher/Teacher for assessment and recommendation.  Written quotations will be finally considered and approved by the School Supervisor or the Principal.
	
	

	· The Principal should appoint the Tender Opening and Vetting Committee (TOVC) at least three working days before the tender opening date to process the relevant matters.
	
	

	· KG staff should take turns to serve as TOVC members.
	
	

	· The Principal should maintain a record of appointments of the TOVC.
	
	

	· Staff opening written quotations/tenders should:
	
	

	· open the tender box at the specified time on the tender closing date. (Note: Staff opening written quotations should take corresponding actions.)
	
	

	· sort all written quotations/tenders in a locked room.
	
	

	· initial late written quotations/tenders and then pass them to the approving authority to decide their validity.
	
	

	· initial and date stamp written quotations/tenders upon opening and check each of them.
	
	

	· enter relevant information of all written quotations/tenders received in the Written Quotation Summary and Approval Record or the Tender Summary and Approval Record.
	
	

	· pass the original set of written quotations/tenders to the responsible teaching staff member for assessment and recommendation, and put the duplicate set under lock and key.
	
	

	· before making recommendations, make a comparison between the quoted prices and quality offered by suppliers and those available on the market.
	
	

	· pass the record and the written quotation/tender documents to the approving authority for consideration and approval.
	
	

	(Paragraphs 44 to 54 of the Guidelines)
	
	

	Approving Written Quotation/Tender
	
	

	· The approving authority of written quotations rests with the School Supervisor/the Principal.
	
	

	· The approving authority of tenders rests with the Tender Approving Committee (TAC).
	
	

	· Before considering the recommendation, the approving authority should randomly check the originals against the duplicates.
	
	

	· The approving authority should select the lowest price offer to specifications, otherwise the reasons for rejecting such offer should be recorded.
	
	

	· If a marking scheme is adopted, the written quotation/tender attained with the highest overall score should be recommended for acceptance, otherwise the reasons for rejecting such written quotation/tender should be recorded.
	
	

	· If written quotation/tender documents are not in order, the approving authority may give instruction to re-invite written quotation / re-tender and the decision together with justifications should be recorded.
	
	

	· The approving authority should ensure the availability of funds before approving the recommended written quotations/tenders.
	
	

	· Unsuccessful suppliers should be informed of the outcome after the contract was awarded.
	
	

	· Orders should be placed before the expiry of the written quotation/tender validity period.
	
	

	· Before making payments, it should ensure that the goods or services have been received or are due for advance payment, as well as the quality and quantity of goods or services to the school’s satisfaction has been certified.
	
	

	· Relevant written quotation/tender documents should be kept for three calander years for audit purposes.
	
	

	(Paragraphs 55 to 62 of the Guidelines)
	
	

	5.	Single Quotation/Tendering
	
	

	· It should be justified.
· Prior approval from the relevant authority should be obtained and the decisions together with justifications should be properly recorded.


· The same procurement procedures applicable to competitive bidding for quotations/tenders should be followed.
(Paragraphs 63 to 65 of the Guidelines)
	








	

	
	
	

	6.	Involvement of School Sponsoring Bodies (SSBs)/Operators in KGs’ Procurement Activities
	
	

	Acquiring Goods and Services through SSBs/Operators
	
	

	· SSBs/Operators should follow the procurement procedures substantially the same as those applicable to KGs.
	
	

	· Prior approval must be obtained from the SMCs and such records should be properly filed.
	
	

	· SSBs/Operators should maintain all relevant procurement records for audit purposes.
	
	

	(Paragraphs 66 to 68 of the Guidelines)
	
	

	Acquiring Goods and Services from SSBs/Operators
	
	

	· SSBs/operators should be regarded as one of the bidders, being treated equally and fairly, and shall be subject to competitive bidding and the same selection procedures.
	
	

	· The SMCs should pay special attention to declaration of conflict of interest.
	
	

	(Paragraphs 69 and 70 of the Guidelines)
	
	

	Acquiring Goods and Services from SSBs/Operators by Single Quotation/Tendering
	
	

	· It should be justified and prior approval must be obtained from the SMCs.
	
	

	· SSBs/Operators should submit price quotations with cost breakdowns for the SMCs to determine whether to accept such offers or not.
	
	

	· The decision of the SMCs and the justifications shall be properly filed.
	
	

	(Paragraphs 71 to 73 of the Guidelines)
	
	

	7.	Sub-contracting
	
	

	· Careful consideration should be made on whether to accept contractors’ sub‑contracting of service/procurement/contract to a third party.
	
	

	· Items set out in paragraph 74 of the Guidelines may be included in the written quotation/tender invitation as appropriate.
	
	

	(Paragraph 74 of the Guidelines)
	
	

	Supervisory Check
	
	

	· KGs should conduct random supervisory checks of oral quotations and written quotations/tender documents to confirm the authenticity of the information.
	
	

	(Paragraphs 28, 52 and 57 of the Guidelines)
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[bookmark: Annex1]Annex 1
[bookmark: _Toc210029660]Exception Report on
[bookmark: _Toc210029661]Procurement Activities for Kindergartens
Name of Kindergarten:		
School year:		

I	Procurement activities not in compliance with the requirements set out in the Education Bureau’s (EDB) Guidelines on Procurement Procedures in Kindergartens (KGs)

1. Procurement valued above $200,000 without any tender exercise:
	Date of procurement
	Goods/Services
	Total amount/
Contract price
	Reason(s) for
not conducting any
tender exercise

	
	
	
	

	
	
	
	



2. Procurement valued above $200,000 by invitation of quotations only without any tender exercise:
	Date of procurement
	Goods/Services
	Total amount/
Contract price
	No. of quotations invited
(Please specify oral or written quotations.)
	Reason(s) for
not conducting any
tender exercise

	
	
	
	
	

	
	
	
	
	



3. Procurement valued above $50,000 to $200,000 without invitation of written quotations:
	Date of procurement
	Goods/Services
	Total amount/
Contract price
	Reason(s) for
not inviting
written quotations

	
	
	
	

	
	
	
	



4. Procurement valued above $5,000 to $50,000 without invitation of oral quotations:
	Date of procurement
	Goods/Services
	Total amount/
Contract price
	Reason(s) for
not inviting
oral quotations
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5. Insufficient number of quotations invited / suppliers invited for tenders Note :
	Date of procurement
	Goods/Services
	Total amount/
Contract price
	No. of oral or written quotations invited / suppliers invited for tenders
	Reason(s) for
not inviting a
sufficient no. of quotations /
suppliers for tenders

	
	
	
	
	

	
	
	
	
	


	
Note	Procurement arrangements stipulated in the EDB’s Guidelines on Procurement Procedures in KGs:
	Financial limits
	Procurement arrangements

	Above $5,000 to $50,000
	Invite oral quotations from at least 2 suppliers

	Above $50,000 to $200,000
	Invite written quotations from at least 5 suppliers

	Above $200,000
	Invite tenders from at least 5 suppliers



6. In the invitation to written quotation/tender, a reference had been made to a particular trademark or firm, patent, copyright, design, type, place of origin, manufacturer or unique feature of a certain brand in the specifications of the required goods or services:
	Date of procurement
	Goods/Services
	Total amount/
Contract price
	Details of the specifications with such reference
	Reason(s) for
allowing specifications making such reference

	
	
	
	
	

	
	
	
	
	



7. Adoption of single quotation/tender procedures:
	Date of procurement
	Name of the invited supplier and the goods/services procured
	Total amount/
Contract price
	Details of adopting single quotation/ tender procedures
	Reason(s) for
allowing adoption of single quotation/ tender procedures

	
	
	
	
	

	
	
	
	
	



8. Procurement not accepting the lowest offer:
	Date of
procurement
	Name of the selected supplier and the goods/
services procured
	Accepted price/
Contract price
	Name of the supplier of the lowest offer and its offered price 
	Reason(s) for
not accepting the lowest offer

	
	
	
	
	

	
	
	
	
	



9. Where a marking scheme is adopted, procurement not accepting the offer with the highest overall score:
	Date of
procurement
	Name of the selected supplier and the goods/services procured
	Overall score accepted / Contract overall score
	Name of the supplier with the highest overall score and its overall score
	Reason(s) for
not accepting the offer with the highest overall score

	
	
	
	
	

	
	
	
	
	



10. Re-invitation of oral or written quotations / re-tendering:
	Date of
procurement
	Goods/Services
procured
	Details of re-invitation of oral or written quotations/ re-tendering
	Reason(s) for
allowing re-invitation of oral or written quotations/ re-tendering

	
	
	
	

	
	
	
	



11. Sub-contracting of services/procurement by the contractor to a third party:
	Date of
procurement
	Name of the selected supplier and the goods/services procured
	Details of sub-contracting
	Reason(s) for allowing sub-contracting

	
	
	
	

	
	
	
	



12. Others (please specify):




II.	Certification by School Principal

This is to certify that apart from the procurement mentioned above, all the other procurement activities have been conducted in strict accordance with the procedures promulgated in the EDB’s Guidelines on Procurement Procedures in KGs during the reporting period.

Signature:			Name: 	
[bookmark: A2]Date:		

[bookmark: Annex2]Annex 2

(For kindergartens’ reference only)
[bookmark: _Toc210029662]Sample of Undertaking by School Manager/ Staff Member
Involved in Procurement
Ref./Quotation No.: 	

1. I undertake to hold in strict confidence all quotation/tender information that I have access to through my involvement in the procurement process, which includes details of quotations/tenders received and any other sensitive, restricted or confidential information relating to a quotation/tender.
2. I undertake not to make any unauthorised disclosure or take advantage of any quotation/tender information referred to in paragraph 1 above whether or not for personal gain.
3. I undertake to declare any actual or potential conflict of interest with my procurement duties immediately when I become aware of any such conflict.
4. I undertake to take steps to avoid any conflict of interest with any potential suppliers or suppliers by not putting myself in a position of obligation towards any of them; for example, by not accepting any favour or lavish or excessive entertainment, and not over-socialising with any of them.

	Signature:
	

	Name (in block letters): 
	

	Post:
	

	Name of Kindergarten:
	

	Date:
	



	All school manager and staff member responsible for preparing quotation/tender document/specifications, selecting the supplier/contractor for the quotation/tender, inviting quotation/tender, opening and assessing the written quotation/tender or accepting the quotation/tender should sign the undertaking irrespective of the value of the procurement.
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[bookmark: A3a][bookmark: Annex3a]Annex 3a
(For kindergartens’ reference only)

[bookmark: _Toc210029663]Sample of Declaration of Conflict of Interest by
School Manager/Staff Member Discharging Procurement Duties

Part A - Declaration of Interest (to be completed by the Declaring *School Manager/Principal/ Staff Member)
To:	*School Management Committee/Principal
I declare the following *existing/potential conflict of interest situation arising from the discharge of my duties concerning the procurement of goods and services for the school:
	Persons/companies with whom/which I have official dealings

	

	My relationship with the above persons/companies (e.g. relatives)

	

	Relationship between the above persons/companies and the kindergarten (e.g. supplier) 

	

	Brief description of my duties which involved the above persons/companies (e.g. handling tender matters)

	



	Signature:
Name and Post of Declaring *School Manager/ Staff Member:
Date:
	

	
	

	
	




Part B – Reply Slip (to be completed by *the School Management Committee/Principal)
To:	Declaring *School Manager/Principal/ Staff Member
Acknowledgement of Declaration of Conflict of Interest by
School Manager/Staff Member Discharging Procurement Duties
I acknowledge receipt of your declaration of conflict of interest dated (date).  It has been decided that:
· You are no longer required to perform or take part in the work as described in Part A which may give rise to a conflict of interest.
· You are no longer required to perform or take part in the work as described in Part A and shall divest yourself of your investment in the company concerned as which constitutes a serious conflict of interest with your work at the kindergarten.
· You may continue to handle the work as described in Part A, provided that there is no change in the information declared above.
· Others (please specify): 		
	 
	
Signature:
	

	
	 
	(*School Management Committee/Principal)[footnoteRef:1] [1: 	For declarations made by kindergarten staff (excluding the Principal) in respect of the procurement of goods and services, the School Management Committee may delegate the approving authority to the Principal. ] 


	*Please delete as appropriate
	Date:
	



[bookmark: A3b][bookmark: Annex3b]Annex 3b
(For kindergartens’ reference only)

[bookmark: _Toc210029664]Sample of Declaration of Conflict of Interest by
[bookmark: _Toc210029665]School Manager Involved in Discussion of Procurement Matters

Part A - Declaration (to be completed by the Declaring School Manager)
To:	School Management Committee
I declare the *existing/potential conflict of interest situation in relation to the discussion of the procurement matter below: 
	(i) Procurement matter to be discussed by the School Management Committee 

	


	(ii) Brief description of my connection with the procurement matter in (i) above (e.g. directorship of a tenderer which is connected with the procurement matter)

	




	
	Signature:
	

	
	Name of Declaring School Manager:
	

	
	Date:
	



Part B – Reply Slip (to be completed by the School Management Committee)
To:	Declaring School Manager
Acknowledgement of Declaration of Conflict of Interest by
School Manager Involved in Discussion of Procurement Matters
I acknowledge receipt of your declaration of conflict of interest dated (date).  It has been decided that: 
· You may continue to speak and vote on the matter as described in Part A, provided that there is no change in the information declared above. 
· You may continue to speak but should not vote on the matter as described in Part A, provided that there is no change in the information declared above. 
· You may remain in the meeting as an observer on the matter as described in Part A, provided that there is no change in the information declared above. 
· You shall withdraw from the meeting and immediately return any documents regarding the matter sent to you earlier. 
· Others (please specify): 	
	
	


Signature:
	




	
	
	(School Management Committee)

	
*Please delete as appropriate
	
Date:
	


[bookmark: A4][bookmark: A6]

[bookmark: Annex4]Annex 4
(For kindergartens’ reference only)

[bookmark: _Toc210029666]Record of Procurement not exceeding HK$5,000 (Note)

Name of Kindergarten: 		School Ref. No.: 	

	Item No.
	Date of Procurement
	Brief Description of Good/Service
	Amount (HK$)
	Source of Funding
(“Kindergarten Scheme Funds”/ “School Funds”/ One-off Start-up Grant)
	Procuring Officer
	Approving Officer
	Remarks

	
	
	
	
	
	Name/Initial
	Date
	Name/Initial
	Date
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	Total
	
	
	
	
	
	
	



Reviewing Officer (if applicable):
	School Supervisor/ Principal
Signature:
	
	Name
(In block letters):
	
	Date:
	



Note: Kindergartens may also maintain a record of procurement not exceeding HK$5,000 by other means as appropriate.  Please attach or keep the bills, invoices and/or receipts as well as other relevant supporting document(s) in relation to the above procurement item(s) for inspection.
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[bookmark: A5][bookmark: Annex5]Annex 5
(For kindergartens’ reference only)
School Ref. No.:
To: *Principal/Vice Principal
[bookmark: _Toc210029667]Purchase-by-Oral Quotation Form
	I have invited the following oral quotations (above $5,000 to $50,000) for supply of goods or services.  After comparing the prices and quality of the goods or services offered by the suppliers and those available on the market, I wish to recommend acceptance of the *lower/higher offer from ____________________________.  The reasons for not accepting the lowest offer are as follows: _______________________________________________________ (if applicable).

	Item No.
	Brief Description of Goods
	Quantity
Required
	Name and Tel. No. of Supplier
	Unit Price
(HK$)
	Total
Amount
(HK$)
	Offer Accepted “”

	
	
	
	(1)
	
	
	

	
	
	
	(2)
	
	
	



If less than two quotations are invited/received, please elaborate in the box below:
	Less than two quotations are invited/received because 	.
Endorsed by: __________________ (Name ________/ Post _________)


	
	The goods are provided for use by ________________________.  If approved, I will request the supplier to deliver the goods on or before __________________________.  Payment may be effected on ________________________ after satisfactory receipt of the goods.
	I confirm that the above goods are procured as a single procurement instead of a part of a large consignment procured by instalment.

	Quotation invited by:
	
	
	Signature:
	

	Post:
	
	
	Date:
	


----------------------------------------------------------------------------------------------------------------------------------------

*	I certify that oral quotation procedures are in order and approve the above recommendation; or
* I consider that re-inviting oral quotations is necessary because 		 ; or
* I disapprove the above recommendation because 		.

	Signature:
	

	
	*Principal/Vice Principal

	Date:
	


*Please delete as appropriate
	

[bookmark: Annex6]Annex 6
(For kindergartens’ reference only)

[bookmark: _Toc210029668]Points to Note on Preparation of Marking Scheme 
[bookmark: _Toc210029669]for Evaluating Written Quotation/Tender

Kindergartens (KGs) adopting a marking scheme in the evaluation of written quotations/tenders should pay attention to the following:

(a)	A marking scheme should be adopted if the quality of the goods or services to be purchased is of vital importance, requiring due consideration in the evaluation of written quotations/tenders.

(b)	In adopting a marking scheme, the evaluation of written quotations/tenders comprises two parts, namely quality assessment and price assessment.

(c)	Before inviting written quotations/tenders, KGs should clearly set the weightings between quality and price assessments, the assessment criteria and their relative weightings, the passing mark or minimum score (where appropriate) required for each item, and the formula for calculating the quality and price scores, and submit all the above to the respective approving authorities, including the School Supervisor/Principal or the Tender Approving Committee for approval.  The setting of mandatory requirements and passing marks for relevant items can ensure that only capable contractors with quality proposals will be considered for the award of contract.

(d)	When setting the relative weightings for quality and price assessments, KGs should normally adopt a 30%-40% weighting for the quality score, as against a weighting of 60%-70% for the price score.

(e)	The marking scheme and the outline of the criteria for evaluating written quotations/tenders should be set out in the written quotation/tender invitation documents.

(f)	The written quotation/tender invitations shall require bidders/tenderers to submit quality and price information in separate sealed plain envelopes with the word “Quality” or “Price” clearly marked on the respective covers.

(g)	When opening tenders, the Tender Opening and Vetting Committee (TOVC) should first open quality proposals only, date stamp and initial the tenders received, while price proposals should not be opened at this stage.  The TOVC should then complete a record sheet in duplicate for all tenders received, logging the full names of the tenderers.  Upon opening tenders, the TOVC shall put quality proposals together with the tender record sheet for quality proposals in a sealed envelope clearly marked with “Tender ref. XXX – Quality Proposals”.  The TOVC shall also put all price proposals (already sealed in plain envelopes) together with the (duplicate) tender record sheet in another sealed envelope clearly marked with “Tender ref. XXX – Price Proposals” and sign on it.  The TOVC shall only pass quality proposals and the original copy of the tender record sheet to the Vice Principal/Senior Teacher/Teacher for evaluation.  The envelope containing price proposals will be opened only after the completion of quality assessment, and the price proposals will then be passed to the Vice Principal/Senior Teacher/Teacher.  Staff responsible for opening, vetting and approving the written quotations are also required to take action in line with the above arrangements.

(h)	In written quotation/tender evaluation, price proposals shall only be opened and assessed after completion of the quality assessment.  The written quotation/tender with the highest total score will normally be recommended for acceptance.

(i)	A proposed marking scheme format is provided in Annex 6a for KGs’ reference in preparing a marking scheme that meets their service requirements.  The proposed format and the outline of the evaluation criteria shall be set out in the invitation to written quotation/tender. 



[bookmark: A6a][bookmark: Annex6a]Annex 6a
(Proposed marking scheme format – for reference only)
[bookmark: _Toc210029670]Marking Scheme for Written Quotation/Tender Evaluation and 
[bookmark: _Toc210029671]Mandatory Requirements (Sample)

Kindergartens (KGs) may use this marking scheme for assessment of written quotations/tenders.  Quality assessment and price assessment are assigned with different weightings (e.g. 40% and 60% respectively).  The marking scheme involves the following four stages:

Section A
(1) Stage I – Evaluation of Mandatory Requirements
In Stage I, written quotations/tenders will be assessed by KGs on whether they have complied with all the Mandatory Requirements set out below.  Written quotations/tenders will be disqualified and not be allowed to enter into the next stage if they fail to meet any of these Mandatory Requirements.

(2) Stage II – Evaluation of Quality
In Stage II, written quotations/tenders having passed the Mandatory Requirements in Stage I will be assessed on the quality based on the quality and experience of the tenderers.  The maximum quality mark is (for example, 36) and a written quotation/tender must achieve the overall passing mark of (for example, 16) and the passing mark for each of the quality aspects set out below.  Written quotations/tenders failing to obtain the overall passing mark or the passing mark for any individual aspects will not be considered further.  For those written quotations/tenders attaining all passing marks, their quality scores will be calculated using the following formula:

	Stage II Score
	= 40 X
	Overall quality score of individual written quotation/tender 
having passed Stage II assessment

	
	
	Highest overall quality score among all written quotations/tenders 
having passed Stage II assessment



(3) Stage III – Evaluation of Price
In Stage III, assessment will be made on the price proposals of the written quotations/tenders which have passed Stage II assessment.  A maximum price score (for example, 60) will be given to the written quotation/tender that offers the lowest price.  The price score of each written quotation/tender will be calculated using the following formula:

	Stage III Score
	= 60 X
	Lowest price among all written quotations/tenders 
having passed Stage II assessment

	
	
	Price of individual written quotation/tender 
having passed Stage II assessment




(4) Stage IV – Combined Quality and Price Score
In Stage IV, based on the quality and price assessments in Stages II and III, the total score of a written quotation/tender will be calculated as follows:

Total Score	=	Stage II Score	+	Stage III Score

The written quotation/tender with the highest total score in Stage IV will normally be recommended for acceptance.  In the event that two or more written quotations/tenders attain the same total scores in Stage IV, the KG will further assess them based on their scores in Stage III and the one with the highest score in Stage III will normally be recommended for acceptance.

Section B

Details of written quotation/tender assessments in Stage I and Stage II are as follows:

Stage I – Evaluation of Mandatory Requirements

Bidders/tenderers must comply with all the following Mandatory Requirements:

(a) 	Bidders/tenderers must …...
(b) 	Bidders/tenderers must provide …... 

Stage II – Evaluation of Quality

Bidders/tenderers who have fully complied with the Mandatory Requirements will be further evaluated against the following criteria.  Scores will be given to written quotations/tenders based on the information provided by the bidders/tenderers and in accordance with each of the evaluation criteria.

[bookmark: A7]
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[bookmark: Annex7]Annex 7
(For kindergartens’ reference only)

[bookmark: _Toc210029672]Points to Note on Invitation to Written Quotation/Tender

Points to Note on Preparation of Invitation to Written Quotation (above $50,000 to $200,000)/ Tender (above $200,000) (Annex 7a)

Company Name and Address	-	Company name of the supplier and its address.

Kindergarten Ref. No.	-	According to the kindergarten’s filing series.

Date	-	The date of sending invitation by registered mail, fax or email.

Para. 2	-	Specify the category of goods to be supplied or the services to be undertaken.

	e.g.	(i)	“Written quotation/Tender for the supply of equipment for gross motor activity”

		(ii)	“Written quotation/Tender for the repair of kindergarten furniture”

	Do not use one invitation for two categories of goods or services.

	......	written quotations/tenders should be addressed to the Principal at the specified postal address of the kindergarten in full 

	......	“noon on (date)” refers to the written quotation/tender closing date which has been set, e.g. 18 December 2023.

		It is preferable to set the closing date on Monday because there will be four and a half consecutive working days for completion of the Written Quotation Summary and Approval Record at Annex 9 or Tender Summary and Approval Record at Annex 10.  At least three weeks should be given to suppliers before written quotation/tender closes.

Points to Note on Preparation of the Schedule to Written Quotation/Tender (attached at Annex 7a)

· The kindergarten may use larger sheets or continuation sheets to prepare the schedule to written quotations/tenders, with page number inserted at the top right hand corner as well as the format being the same as illustrated.

· Wider spacing should be provided between each item.

Points to Note on Preparation of Written Quotation/Tender Form for Goods (Annex 7b)

	The heading
	
	-	Written Quotation/Tender form for the supply of (Insert the category of goods required.)

	Kindergarten Ref. No.
	)
	

	Quotation/Tender Closing date and time
	)
)
	-	Identical to those as specified in the written quotation/tender invitation.

	PART II
	
	· To be checked by the kindergarten for ensuring the completion of this part by the supplier.



Points to Note on Preparation of Written Quotation/Tender Form for Services (Annex 7c)

The points to note mentioned above are also applicable to this part except that the category of services to be provided should be inserted in the heading.

	e.g. ...... FOR THE SERVICE OF REPAIRING FURNITURE ......


[bookmark: Annex7a]Annex 7a
(For kindergartens’ reference only)

[bookmark: _Toc210029673]Invitation to Written Quotation/Tender (Sample)

(Suppliers should be reminded not to identify themselves on the envelopes)
___________________________________________________________________________

	Kindergarten Ref. No.:
		Date:

	
	

	Company name and address:
	By Registered Mail





Dear Sirs,
INVITATION TO WRITTEN QUOTATION/TENDER
FOR THE SUPPLY OF
(please specify the category of goods or services)


You are invited to quote/tender for the supply of the goods or services referred to in the attached schedule to written quotation/tender.  If you are not prepared to accept a partial order, please state this clearly on the schedule.

2.	The written quotation/tender form completed in duplicate and enclosed in a sealed envelope clearly marked:

Written Quotation/Tender for ____________________________________________

[bookmark: OLE_LINK1]and addressed to 	 , must be served on the above address before 12:00 noon on (date) ____________.  Late submissions will not be accepted.  Your written quotation/tender shall remain open for 90 days from the closing date.  If you do not receive any order within these 90 days, you may assume your written quotation/tender has not been accepted.  Please note that written quotation/tender form with incomplete Part II will not be considered.

3.	If you are unable or do not wish to quote/tender, please return the written quotation/tender form with reasons to the above address at your earliest convenience.

4.	Written Quotations/Tenders for the scheduled goods or services will be considered for acceptance on an * ‘overall’/ ‘group’/ ‘itemised’ basis.
	

Yours sincerely,


	(		)

* Please delete as appropriate



Schedule to Written Quotation/Tender (Sample)
(to be completed in duplicate)

(Columns 4, 5 and 6 to be completed by Supplier)

	(1)
Item No.
	(2)
Description/Specification of Goods
	(3)
Quantity Required
	(4) 
Unit Rate
(HK$)
	(5)
Total Amount (HK$)
	(6)
Delivery to be Offered


	
	

Delivery required

	
	
	
	








	We/I understand that if we/I fail to supply the goods or services as stated in our/my written quotation/tender upon receipt of the kindergarten’s order, we/I shall be liable to compensate the kindergarten for the price difference of the goods or services obtained from others.

	




	
	Company Chop

	
	

	
	

	Name of Supplier: 	
(Name and signature of the representative authorised to sign the written quotation/tender)

	

	Name (in block letters): _________________________
	Signature: ____________________

	Date: ___________________________________
	




[bookmark: Annex7b]Annex 7b
(For kindergartens’ reference only)

[bookmark: _Toc210029674]Written Quotation/Tender Form for Goods (Sample)

WRITTEN QUOTATION/TENDER FORM FOR THE SUPPLY OF
(specify the category of goods)


Name and Address of Kindergarten: 	
	
Kindergarten Ref. No. (to be filled in by 
kindergarten):		
Written Quotation/Tender Closing Date 
and Time (to be filled in by kindergarten):		


PART I

The undersigned hereby offers to supply all or any part of the items described in the attached Schedule to Written quotation/Tender by the delivery deadline stated on the official order placed by the kindergarten at the price or prices quoted in the Schedule free of all other charges and in accordance with any drawings and/or specifications provided by the kindergarten.  The undersigned acknowledges that all items not otherwise specified shall be in accordance with the British Standard specifications where such exist; written quotation/tender shall remain open for 90 days after the closing date; and the kindergarten is not bound to accept the lowest price written quotation/tender or any written quotation/tender and reserves the right to accept all or any part of any written quotation/tender within the period during which the written quotation/tender remains open.  The undersigned also warrants that his Company’s Business Registration and Employees’ Compensation Insurance Policy are currently in force and that the items which his Company offers to supply do not to his knowledge infringe any patents.


PART II

Reconfirmation of Written Quotation/Tender Validity

With reference to Part I of this written quotation/tender form, it is reconfirmed that the validity of written quotation/tender offered by this company remains open for 90 days from 	.

The undersigned also agrees that once the validity of written quotation/tender is reconfirmed, the pre-printed clause specified in the Company’s written quotation/tender form in regard to this nature shall not apply.

PART III

Safeguarding National Security

The undersigned acknowledges that notwithstanding anything to the contrary in the quotation/tender documents, the kindergarten reserves the right to disqualify this company on the grounds that this company has engaged, is engaging, or is reasonably believed to have engaged or be engaging in acts or activities that are likely to cause or constitute the occurrence of offences endangering national security or otherwise the exclusion is necessary in the interest of national security, or is necessary to protect the public interest of Hong Kong, public morals, public order or public safety.

The undersigned also acknowledges that the kindergarten may immediately terminate the contract upon the occurrence of any of the following events: 

(i)	this company has engaged or is engaging in acts or activities that are likely to constitute or cause the occurrence of offences endangering national security or which would otherwise be contrary to the interest of national security;

(ii)	the continued engagement of this company or the continued performance of the contract is contrary to the interest of national security; or

(iii)	the kindergarten reasonably believes that any of the events mentioned above is about to occur. 

Dated this 	 day of 	 20	.

Name (in block letters): 	

Signature:		

Post Title:		 (please state official position, e.g. Director, Manager, Secretary)

Duly authorised to sign written quotations/tenders for and on behalf of: -

	

whose registered office is situated at 	

	 Hong Kong.

Telephone No.:		

Fax No.:		


[bookmark: Annex7c]Annex 7c
(For kindergartens’ reference only)

[bookmark: _Toc210029675]Written Quotation/Tender Form for Service (Sample)

WRITTEN QUOTATION/TENDER FORM FOR THE SERVICE OF
(specify the category of service)


Name and Address of Kindergarten: 	
	
Kindergarten Ref. No. (to be filled in by 
kindergarten):		
Written Quotation/Tender Closing Date 
and Time (to be filled in by kindergarten):		


PART I

The undersigned hereby offers to provide the service described in the attached Schedule to Written quotation/Tender within the period of time specified in the official order placed by the kindergarten at the price or prices quoted in the Schedule including labour, materials, all other charges and in accordance with details provided by the kindergarten.  The undersigned acknowledges that all items not otherwise specified shall be provided in accordance with such details; written quotation/tender shall remain open for 90 days after the closing date; and the kindergarten is not bound to accept the lowest price written quotation/tender or any written quotation/tender and reserves the right to accept all or any part of any written quotation/tender within the period during which the written quotation/tender remains open.  The undersigned also warrants that his Company’s Business Registration and Employees’ Compensation Insurance Policy are currently in force and that the service which his Company offers to provide will not cause any damage to the kindergarten’s premises.


PART II

Reconfirmation of Written Quotation/Tender Validity

With reference to Part I of this written quotation/tender form, it is reconfirmed that the validity of written quotation/tender offered by this company remains open for 90 days from 	.

The undersigned also agrees that once the validity of written quotation/tender is reconfirmed, the pre-printed clause specified in the Company’s written quotation/tender form in regard to this nature shall not apply.

PART III

Safeguarding National Security

The undersigned acknowledges that notwithstanding anything to the contrary in the quotation/tender documents, the kindergarten reserves the right to disqualify this company on the grounds that this company has engaged, is engaging, or is reasonably believed to have engaged or be engaging in acts or activities that are likely to cause or constitute the occurrence of offences endangering national security or otherwise the exclusion is necessary in the interest of national security, or is necessary to protect the public interest of Hong Kong, public morals, public order or public safety.

The undersigned also acknowledges that the kindergarten may immediately terminate the contract upon the occurrence of any of the following events: 

(i)	this company has engaged or is engaging in acts or activities that are likely to constitute or cause the occurrence of offences endangering national security or which would otherwise be contrary to the interest of national security;

(ii)	the continued engagement of this company or the continued performance of the contract is contrary to the interest of national security; or

(iii)	the kindergarten reasonably believes that any of the events mentioned above is about to occur. 

Dated this 	 day of 	 20	.

Name (in block letters): 	

Signature:		

Post Title:		 (please state official position, e.g. Director, Manager, Secretary)

Duly authorised to sign written quotations/tenders for and on behalf of: -

	

whose registered office is situated at 	

	 Hong Kong.

Telephone No.:		

Fax No.:		


[bookmark: A8][bookmark: Annex8]Annex 8

[bookmark: _Toc210029676]Major Items for Inclusion in Invitation to Written Quotation/Tender 
for Trading Operations
	KGs should note that:
· The list of major items is for REFERENCE ONLY and is not exhaustive.  In the course of preparation of their own quotation/tender documents, KGs shall modify, add and/or delete items therein according to their individual circumstances and any special items/services involved; 
· SMCs have the responsibilities to comply with the prevailing regulations and requirements;
· KGs shall seek technical and legal advice as appropriate; and
· the EDB shall not be held responsible for any inadequacy in this set of reference material. 



(1) Objective of Inviting Written Quotations/Tenders and Services to be Provided
KGs shall specify the trading operations/services required in the first paragraph of invitation to written quotation/tender and define the scope of services.

(2) Contract Period
The contract period should preferably not exceed 3 years. (If the services are required to be maintained, sufficient time shall be allowed for the preparation of quotations/tenders for a new contract before the expiry of the current contract.)
e.g. The contract period is from 1 September 2026 to 31 August 2028.

(3) Quotation/Tender Closing Date and Submission Method
KGs shall clearly specify the quotation/tender closing date and time, method and address/place for submission of quotations/tenders, as well as location of the tender box.  Adequate time should be provided to allow bidders/tenderers to prepare and submit quotations/tenders.  In normal circumstances, there should be at least 3 weeks between the quotation/tender invitation date and closing date.
e.g. The quotation/tender shall be prepared in duplicate and shall be served before 12:00 noon on (date) 	.  Late submissions will not be accepted.  If the Red/Black Rainstorm Warning Signal or Tropical Cyclone Warning Signal No. 3 or above is issued between 9:00 a.m. and 12:00 noon on the closing day, the closing time will be extended to 12:00 noon on the next working day (i.e. except Saturday, Sunday and public holidays).

(4) Identification of Bidders/Tenderers
KGs shall specify in the invitation to written quotation/tender that bidders/tenderers shall not identify themselves on the quotation/tender envelope.
It shall be clearly stated in the quotation/tender document that, if bidders/tenderers are allowed to amend their quotations/tenders after submission but before the closing time, the amended versions shall be submitted in the same manner as for submitting quotations/tenders.

(5) Written Quotation/Tender Specifications
Written quotation/tender specifications shall be provided in clear and detailed terms.  KGs shall ensure that specifications are drawn up in a manner which meets the procurement principle of maintaining open and fair competition.  In addition, specifications shall not be prepared, adopted or applied with a view to or with the effect of creating obstacles to competition amongst bidders/tenderers.
e.g. [for the supply of school uniform] Samples (if possible) and a standard clothing size chart of school uniform shall be provided for compliance by potential suppliers; and the materials/fabrics and colours shall also be specified (with samples of the materials provided as far as possible).
(6) Mandatory Requirements
Mandatory requirements shall be specified in the invitation to written quotation/tender as appropriate and a clear reminder shall be given to bidders/tenderers that quotations/tenders failing to meet the mandatory requirements will be invalid and will not be considered further.
e.g. [for the supply of school uniform] Quotations/tenders will only be considered if the bidders/tenderers signed and agreed to supply school uniform as specified in the mandatory requirements.  Failure to comply with these requirements will render a quotation/tender invalid and the quotation/tender will not be considered further.

(7) Evaluation Criteria of Quotations/Tenders 
Evaluation criteria of quotations/tenders should be determined before inviting written quotations/tenders and an outline of the evaluation criteria should be included in the invitation to written quotation/tender to assist potential bidders/tenderers in preparing their quotations/tenders.  There are two main approaches to conducting quotation/tender evaluation – with or without a marking scheme.
(a)	Evaluation without a marking Scheme
The pre-determined evaluation criteria (i.e. the mandatory requirements and any other requirements for determining the suitability of quotations/tenders) should be specified in the invitation to written quotation/tender.  As the mandatory requirements are the minimum requirements the bidders/tenderers shall meet, kindergartens should not impose unfair, extra-demanding or undue technical burdens upon the bidders/tenderers.  Kindergartens should ensure the mandatory requirements are fair and reasonable or not too stringent based on the market situation, trade practice and experience of similar quotation/tender exercises.  To encourage fair and open competition among all potential bidders/tenderers, kindergartens should periodically review whether any of the mandatory requirements should be relaxed.  Selection should be based on price only once the bidders/tenderers have met all stipulated requirements.
(b)	Evaluation with a marking Scheme
A marking scheme should be adopted for contracts where the quality of services or products is of vital importance.  It should also be pre-determined and included in the invitation to written quotation/tender to facilitate preparation of quotations/tenders by potential bidders/tenderers.  Kindergartens can make reference to the Points to Note on Preparation of Marking Scheme for Evaluating Written Quotation/Tender (Annex 6).

(8) Prevention of Bribery Clause
The prevention of bribery clause should be included in the invitation to written quotation/tender: 
“The bidder, its employees and agents shall not offer any advantage (as defined in the Prevention of Bribery Ordinance, Cap. 201) to kindergarten employees, SMC members, or any persons (including parent representatives) responsible for considering any matters in relation to this contract.  Any such offer made by the bidder or its employees or agents may constitute an offence under the Prevention of Bribery Ordinance and may render the contract null and void.  The kindergarten may also cancel the contract awarded and hold the bidder liable for any loss or damage the kindergarten may sustain.”

(9) Enquiries
[bookmark: A9]Kindergartens should ensure that all bidders/tenderers are given the same quotation/tender information to prepare their quotations/tenders.



	

[bookmark: Annex9]Annex 9
(For kindergartens’ reference only)

[bookmark: _Toc210029677]Written Quotation Summary and Approval Record of
Written Quotation Ref. _______
for the Supply of _________________________(Goods or Services)

	Name of Kindergarten:
	

	Written Quotation Reference:
	
	

	Date of Issue:
	
	Date of Closing:
	

	Date of Approval:
	
	Validity of Written Quotation up to:
	



	[bookmark: _Hlk207640146]Supplier’s Name
	Offer
	No 
Offer
	Received Late
	No 
Reply
	Description of *Goods/Services
	
	
	
	Recommendation

	
	
	
	
	
	Quantity Required
	
	
	
	

	
	
	
	
	
	Total Cost
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
We certify that we have vetted, date stamped and initialled on every written quotation
	
Signature of Teacher/Non-teaching staff: 	
Name (in block letters): 	

Signature of Teacher/Non-teaching staff: 	
Name (in block letters): 	


	
I recommend the written quotation as indicated above
	
Signature of the Principal/ Vice Principal/Senior Teacher/Teacher: 	
Name (in block letters): 	


	*   I certify that the written quotation vetting procedures are in order and approve the above recommendation
OR
*   I recommend to re‑invite written quotation because 	
	
OR
*   I disapprove the written quotation recommended above because 	
	

	Signature of the School Supervisor/Principal: 	
Name (in block letters): 	




(*Please delete as appropriate)


[bookmark: Annex10]Annex 10
(For kindergartens’ reference only)

[bookmark: _Toc210029678]Tender Summary and Approval Record of
Tender Ref. _______
for the Supply of _________________________(Goods or Services)

	Name of Kindergarten:
	

	Tender Reference:
	
	

	Date of Issue:
	
	Date of Closing:
	

	Date of Approval:
	
	Validity of Tender up to:
	



	Supplier’s Name
	Offer
	No 
Offer
	Received Late
	No 
Reply
	Description of *Goods/Services
	
	
	
	Recommendation

	
	
	
	
	
	Quantity Required
	
	
	
	

	
	
	
	
	
	Total Cost
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
We certify that we have vetted, date stamped and initialled on every tender
	
Signature of Tender Opening and Vetting Committee (TOVC) Member: 	
Name (in block letters): 	

Signature of TOVC Member: 	
Name (in block letters): 	


	
I recommend the tender as indicated above
	
Signature of Vice Principal/Senior Teacher/Teacher: 	
Name (in block letters): 	


	*   We certify that the tender vetting procedures are in order and approve the above recommendation
OR
*   We recommend to re‑invite tender because 	
	
	
OR
*   We disapprove the tender recommended above because 	
	

	Signature of the Tender Approving Committee (TAC) Chairperson: 	
Name (in block letters): 	

Signature of the TAC Member: 	
Name (in block letters): 	

(If the TAC comprises more than two members, the following information is required.)

Signature of the TAC Member: 	
Name (in block letters): 	

Signature of the TAC Member: 	
Name (in block letters): 	




(*Please delete as appropriate)

[bookmark: Annex11]Annex 11
(For kindergartens’ reference only)

[bookmark: _Toc210029679]Tender Box Design
TENDER BOX
投  標  箱
10”
12”
18”
1”














Size:	12-inch (W) x 18-inch (H) x 10-inch (D) with an opening of 1 x 12-inch at the front for inserting envelopes.

Material:	Plywood with a thickness of 5/8-inch.

Design:	A box with 2 locks and a concave door handle, bearing the wording “Tender Box” at the front.



[bookmark: Annex12]Annex 12
[bookmark: _Toc210029680]Checklist for Using and Vetting of Single Quotation/Tender 
for Supply of Goods or Services by School Sponsoring Body/Operator

	1.
	Using single quotation/tender
	

	1.1
	Is the procurement by single quotation/tender fully justified?  Single quotation/tender procedures should only be adopted in circumstances when open competitive quotation/tender exercise would not be an effective means of obtaining the required goods or services.
	Yes/No

	1.2
	Whether prior approval has been sought from the School Management Committee (SMC) to adopt single quotation/tender procedures?  The following information should be provided to the SMC for consideration when seeking its approval –
(a) describe the goods and services to be procured;
(b) state the estimated cost; and
(c)	explain why single quotation/tender is used.
	Yes/No

	1.3
	Have officers involved in preparing quotation/tender documents and vetting quotations/tenders declared their interest according to paragraph 8 of the Guidelines?
	Yes/No

	1.4
	Whether justifications and SMC’s approval for adopting single quotation/tender procedures have been properly recorded for audit purpose?
	Yes/No

	1.5
	Has the School Sponsoring Body (SSB)/operator (being invited to submit quotation/tender under the single quotation/tender arrangement) submitted quotation/tender in the same manner as stipulated in paragraphs 35 to 43 of the Guidelines?
	Yes/No

	2.
	Vetting of quotation/tender received from SSB/operator
	

	2.1
	Has the quotation/tender been opened and vetted by the KG’s quotation/tender opening and vetting authority in accordance with paragraphs 44 to 54 of the Guidelines?
	Yes/No

	2.2
	Whether breakdown of the quoted/tendered price by type of goods and services and by major component or item has been given by the SSB/operator?
(Suggested templates for breakdown of the quotation/tender price for provision of administration services, information systems and training services are at Annexes 13 a, b and c for reference).
	Yes/No

	2.3
	Whether the price of the quotation/tender offer is considered fair and reasonable by the SMC?  The SMC should substantiate its conclusion by –
(a) comparing the offer of the SSB/operator against the quotation/tender documents to ensure that the offer of the SSB/operator conforms with the specifications and terms and conditions laid down in the quotation/tender documents;
(b) comparing the quoted/tendered price and the relevant cost breakdown against the market price of the same or similar products or services, if available, to ensure that they are comparable; and
(c)	comparing the quoted/tendered price against the estimated cost submitted to the SMC for consideration when seeking its approval for adopting single quotation/tender procedures, to ensure that they are comparable. 
[Remark: If the answer to this question is “No” (i.e. the quotation/tender received does not comply with the specifications, price unreasonably high or not comparable to market price, terms unacceptable), KGs should consider to cancel the quotation/tender exercise and re-invite quotation/re-tender with revised specifications, terms and conditions.  Where applicable, competitive bidding should be considered.]
	Yes/No

	2.4
	Whether the SMC’s assessment and acceptance of the quotation/tender offered by the SSB/operator have been properly recorded for audit purpose?
	Yes/No
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[bookmark: Annex13a]Annex 13a
(For reference only)

[bookmark: _Toc210029681]Template for Breakdown of Quotation/Tender Price for
Provision of Administrative Service to Kindergarten by
School Sponsoring Body/Operator (Note)

	Item
	Daily Rate
(HK$)
	No. of Man-days/ Working Days
	Total Amount
(HK$)

	(A)	Service A (e.g. Financial Management) 

	1)
	Staff Costs
	
	
	

	-
	Senior Professional/Senior Manager
	
	
	

	-
	Professional/Manager
	
	
	

	-
	Administrative Assistant
	
	
	

	-
	Others (please specify)
	
	
	

	2)
	Reimbursement Charges
	
	
	

	-
	Travelling
	
	
	

	-
	Photocopying
	
	
	

	-
	Others (please specify)
	
	
	

	3)
	Other Costs (please specify)
	
	
	

	
	
	Total 
	

	(B)	Service B (e.g. Computer Technical Support Services)

	1)
	Staff Costs
	
	
	

	-
	Senior Professional/Senior Manager
	
	
	

	-
	Professional/Manager
	
	
	

	-
	Administrative Assistant
	
	
	

	-
	Others (please specify)
	
	
	

	2)
	Reimbursement Charges
	
	
	

	-
	Travelling
	
	
	

	-
	Photocopying
	
	
	

	-
	Others (please specify)
	
	
	

	3)
	Other Costs (please specify)
	
	
	

	
	
	Total
	



Note:	If the total cost incurred by the School Sponsoring Body (SSB)/operator is shared among a number of Kindergartens (KGs) under the same SSB/operator, such SSB/operator is required to provide information on the apportionment basis (e.g. based on the number of classes/students of respective KGs) as well as the sharing ratios of individual KGs.  The sum of the sharing ratios of the KGs concerned should not exceed 100%.
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[bookmark: Annex13b]Annex 13b
(For reference only)

[bookmark: _Toc210029682]Template for Breakdown of Quotation/Tender Price for
Provision of Information Systems to Kindergarten by
School Sponsoring Body/Operator(Note)

	(A) Hardware
	
	
	
	
	

	Name/Feature of System
	Description
	Model
No.
	Quantity
	Unit Rate
(HK$)
	Total Amount
(HK$)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	Sub-total
	

	(B) Software
	
	
	
	

	Name/Feature of System
	Description
	Model
No.
	Quantity
	Unit Rate
(HK$)
	Total Amount
(HK$)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	Sub-total
	

	(C) Development Costs
	
	
	
	

	Item
	Daily Rate
(HK$)
	No. of Man-days/ Working Days
	Total Amount 
(HK$)

	1)
	Staff costs
	
	
	

	-
	Senior Consultant/Senior Manager
	
	
	

	-
	Consultant/Manager
	
	
	

	-
	System Analyst
	
	
	

	-
	Programmer
	
	
	

	-
	Others (please specify)
	
	
	

	2)
	Other Costs (please specify)
	
	
	

	
	
	Sub-total
	

	(D) On-going Maintenance and Support
	
	
	

	Item
	Description
	Total Amount
(HK$)

	Hardware
	Annual Maintenance Fee
	

	Software
	Annual Licence Fee
	

	
	Annual Maintenance Fee
	

	
	Sub-total
	

	
	Grand Total (A + B + C + D)
	



Note: If the total cost incurred by the School Sponsoring Body (SSB)/operator is shared among a number of Kindergartens (KGs) under the same SSB/operator, such SSB/operator is required to provide information on the apportionment basis (e.g. based on the number of classes/students of respective KGs) as well as the sharing ratios of individual KGs.  The sum of the sharing ratios of the KGs concerned should not exceed 100%.

[bookmark: Annex13c]Annex 13c
(For reference only)

[bookmark: _Toc210029683]Template for Breakdown of Quotation/Tender Price for 
Provision of Training Services to Kindergarten by
School Sponsoring Body/Operator (Note)

	
	Item
	Price
(HK$)
	No. of Classes Offered
	Total Amount
(HK$)

	(A)
	Cost of Each Class for
Learning Area A 
	
	
	

	
	- Training Staff Cost
	
	
	

	
	- Training Material Cost
	
	
	

	
	- Other Overheads (please specify)
	
	
	

	
	
	
	Sub-total
	

	(B)
	Cost of Each Class for
Learning Area B 
	
	
	

	
	- Training Staff Cost
	
	
	

	
	- Training Material Cost
	
	
	

	
	- Other Overheads (please specify)
	
	
	

	
	
	
	Sub-total
	

	
	
Total (A+ B)

	



Note:	If the total cost incurred by the School Sponsoring Body (SSB)/operator is shared among a number of Kindergartens (KGs) under the same SSB/operator, such SSB/operator is required to provide information on the apportionment basis (e.g. based on the number of classes/students of respective KGs) as well as the sharing ratios of individual KGs.  The sum of the sharing ratios of the KGs concerned should not exceed 100%.

[bookmark: Annex14]Annex 14

[bookmark: _Toc210029684]Arrangements Relating to the Employment of Non-Skilled Workers
Under Government Service Contracts

Subsequent to the package of improvement measures introduced by the Government on 1 April 2019 to enhance the labour benefits of non-skilled workers under government outsourced service contracts, the Chief Executive announced in his 2022 Policy Address that the Government would further review the arrangement relating to the employment of non-skilled workers under government service contracts, including the remuneration of the workers, as well as the relevant monitoring mechanism.

2.	A review has been completed by the Financial Services and Treasury Bureau in conjunction with the Labour and Welfare Bureau and relevant departments.  The key findings and new measures were reported to the joint meeting of the Panel on Financial Affairs and the Panel on Manpower of the Legislative Council in May 2023[footnoteRef:2]. [2:  Discussion Paper: https://www.legco.gov.hk/yr2023/english/panels/fa/papers/famp20230508cb1-426-1-e.pdf] 


[bookmark: _Hlk186811084]3.	The Government has led by example in enhancing the protection of the labour benefits for non-skilled workers employed under the government outsourced service contracts.  We encourage KGs joining the Kindergarten Education Scheme to adopt the new measures as far as practicable.  The new measures are summarised as follows – 

Enhancement measures

Enhancement in gratuity entitlement

4.	Non-skilled workers with less than one year of continuous service with the government service contractors (GSCs) would be entitled to a gratuity payment at 6% of the total wages earned, provided that the employment contracts have been terminated because the service requirements procured by the Government are no longer necessary or because of the unsatisfactory performance of the GSCs (whereas under the prevailing arrangement, non-skilled workers whose employment contracts end within one year after commencement are not entitled to gratuity payment).  Besides, entitlement to gratuity has also been extended to the supervisory staff of non-skilled workers as they directly monitor the delivery of services by non-skilled workers and play a key role in ensuring the effective implementation of public services by the GSCs.

Enhancing technical assessment of measures on improvement to environmental protection, social responsibility and governance

5.	To make the government procurement regime more conducive to environmental protection, social responsibility or governance (ESG), at least 5% weighting would be assigned to ESG proposals (notably the employment of people with disabilities and/or rehabilitated persons) from the existing 20% weighting for innovative suggestions under the technical assessments.  Accordingly, at least 15% weighting from the innovative suggestions would be assigned to proposals that incorporate technological means/arrangements/work process/ solutions/equipment to enhance efficiency, effectiveness and productivity of the service outcome of which the contributions should be visible and preferably be quantifiable and measurable.

Enhancing protection of occupational safety and health

6. 	To safeguard the occupational safety and health of non-skilled workers, it is an essential requirement that all tenderers must submit a Heat Stroke Prevention Work Plan in bidding government service contracts that involve non-skilled workers performing duties outdoors, in indoor work environments without air-conditioning and/or in the vicinity of heat sources.  The Demerit Point System under the government procurement regime has also been expanded to cover non-compliance with the Heat Stroke Prevention Work Plan, ensuring the effective implementation of the Work Plan.  Besides, a mandatory assessment of the tenderer’s adverse record in respect of the demerit point(s) accrued in the past three years has been included in the tender assessment process.

Strengthening monitoring framework

7.	To strengthen the control and monitoring of the employment of non-skilled workers under government service contracts, a more standardised and consistent approach has been introduced for Departments to achieve two objectives, namely (a) service outcome monitoring to ensure public services are delivered effectively by the contractors in meeting the service standards and requirements of the relevant service contracts; and (b) labour protection to ensure that measures to protect non-skilled workers’ wages and other labour benefits are properly implemented by the contractors.


