
 
Flow 

Responsibility/ 
Authority 

 
Reference 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Tender 
 
 
 
 
 
Tender 
QA 
Finance 
 
 
 
 
Tender 
Operation 
Procurement 
Finance 
 
 
 
 
 
Tender 
Procurement 
 
 
 
 
 
 
 
 
Operation 
QA/Safety 
HR 
 
 
 
 
 
Tender 
Procurement 
 

 
 
 
Tender Documents 
- Pre-Qualification 
- Receipt 
 
 
 

 
Initial Evaluation Form 

 
 
 

1. Master Filing Index 
2. Document Retention 

Form 
 
 
Interview Evaluation Form 

 
 
 
 
 
 

1.Appointment Letter 
2.Contract Agreement 
3. Master Filing Index 
4. Document Retention 

Form 
 
 

 
 
1. Meeting minutes 
2. Induction List 
3. Quality & Safety Plans 
4. Work Instruction 
5. Method Statement 
6. Records 
7. Client Procedure 
 
1. Master Filing Index 
2. Document Retention  

Form 
 

 
 

NO 

YES 

Start 

Identificaton through 
various forms of medias or 

by internal recommendation 
or by Open Tender 

Invitation 

Initial Evaluation based 
on details submitted 

• Tender doc. fee 
• Financial Guarantee w/a 
• Track Record 
• Resources – Personnel, 

Plant/ Equipment/ 
Machinery etc. 

• Regulatory requirements 
• Certification by 3rd Party  
• Financial Capability  
 

Shortlisting and call for 
final Interview 

Qualified 
Reject and keep for future 

reference/tender 

Appoint 

Appointment Letter and 
Contract Signing 

Vendor Briefing 
and/or Clients 

Briefing 

Ensure adequacy  and 
compliance  of all legal 
requirements 

File 

• Tool-Box Meeting and Induction 
• Quality and Safety Requirements 
• Vendor’s Work Instructions, 

Method Statements, Records 
• Client Requirements 

A 
File 

NO 

YES 

NO 

YES 
Amendment 
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Flow 
Responsibility/ 

Authority  
 

Reference 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Operation 
 
 
Procurement 
 
 
 
 
Vendor 
QA 
Logistic 
 
QA 
 
 
 
Logistic 
Vendor 
Operation 
QA 
 
 
 
 
Finance 
 
 
 
Tender 
Operation  
QA 
 
 
 
 
Tender 
Procurement 
 
 
Operation 
QA 
Finance 
Vendor 

 
1. Mobilization Checklist 
2. Logistics Form 
 
 
1. Procument Plan 
2. Purchase Requisition 
3. Purchase Order 
4. Approval Limit Table 
 
 
1. Delivery Order 
2. Permit to entry 
 
Receiving Inspection 
Checklist 
GRN/DN/CN 
 
1. Inventory/Stock Take 
2. Installation Instruction 
3. Inspection Checklist 
4. CAR/NCR 
5. Meeting minutes 
 
 
 
Payment Cert 
 
 
1. Vendor Performance 
Evaluation Form 
* 2. Criterion – Pls refer to 
next page 
 
 
 
Contract Amendment 
Record Sheet 
 
 
1. Master Filing Index 
2. Document Retention  

Form 
3. Inspection Checklist 

 

No 

Yes 

Yes 

A If applicable, vendor’s mobilization to 
Client’s Premise and setup facilities in 

vendor’s office 
 

Delivery of 
Product/Services 

 

Procurement Needs 

Receiving Inspection 
 

Raise Order 

Requirements 
• Product/Procedures/ 

Process 
• Specification/Price 
• Special Instruction e.g. 

Handling/Delivery/Location 
• Manufacturer Instruction 
• Demo w/a 

Accept 

W.I.P. Storage & 
Installation 

 

Receive Invoice and 
Payment 

 

VO 
Amend Contract 

Testing/Commissioning, Final 
Inspection, Project Handover & 
Liability Period, Archiving, FA 

 

B 

END 

C 

Vendor Evaluation OK? 

Terminate, Jurisdiction, Compensation, 
Request for Improvement, Suspension, LAD 

 

• In Process Inspection 
• Non-Conformance/ 

Corrective Action 
• Improvement 
• Progress Meeting 

No 

Yes 

File 

No 
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Flow 
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Authority  
 

Reference 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
HR/Training 
QA/Safety 
Operation 
Vendor 
 
 
 
 
 
 
 
 
 
 
 
 
Management 
Vendor 
 
 
 
 
 
 
 
Management 
Vendor 

 
 
 
1. Training Need Analysis 
2. Training Notification 
3. Training Feedback 
4. Training Evaluation   
 
 
 
 
 
 
 
 
 
 
 
 
1. Analysis of Vendor’s 
Performance 
2. Continual Improvement 
Plan 
 
 
 
 
 
 
Relevant Document e.g. 
Business Plan  

 

*Also Applies to Vendor 
Performance  Evaluation Criterion 

B 

Vendor Periodical Training 
and Development 

Programme 
 

• Current Performance* 
• Areas of Improvement* 
• Customer Complaints* 
• Effectiveness of Corrective 

Action* 
• New Knowledge and 

Technology  
• Legal Requirements* 
• Safety/Quality 

Requirements* 
• Contractual Requirements* 

Joint Management Review 
 

• Analysis of overall 
performance 

• Award & Recognition 
• Recommendations 
• Improvements 

C 

Smart Partnership and 
Strategic Alliances 

 

• Future Prospects  
• Future Joint Tendering 

Prospects 
• Joint Programme 
• Vast Business Network 
• Investments 
• Profit/Financial/Equity  


