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AUDIT PROGRAM

TENDERING PROCEDURES AND AWARD OF TENDER

A. AUDIT OBJECTIVES AND SCOPES

Audit Objectives:-

1. To evaluate the effectiveness and the efficiency of the tender exercises

2. To ensure that tender documents are properly prepared

Audit Scopes:-

1. Tendering procedure manual

2. Systematic procedures and formal evaluation for pre-qualification of contractors before shortlisting in the registration lists

3. Procedures prior to calling the tenders

4. List of tender invitation

5. Tender documents prepared based on approved architects and structural drawings, approved cost budget, organized tender program and tally to Quantity Surveyor’s estimates

6. Tender box availability for the safety of tender documents

7. Existence of proper control on the issuing tender documents to contractors, submission of filled-in tender by contractors

8. Invitation of tender notice contain relevant information

9. Acknowledgement and witnesses the opening of tender

10. Criteria of awarding of tender

11. Tender Evaluation Report

12. Arrangement of site visit is made to facilitate contractors before submission of tender for better understanding of the work involved

13. List of price revision

14. Timing of approval and awarding of tender

B. AUDIT PROGRAM

	Key Control Reviewed / Audit Program
	Satisfactory
	Remarks

	A
	Operation Manual
	
	

	1
	Approved
	
	

	
	Extract minutes of BOD meeting from Secretarial Department
	
	

	2
	Adopted and implemented
	
	

	
	Select sample and perform walkthrough test on its manual for adoption and implementation
	
	

	3
	Letter of Appointment to Tender Board and Committee issued
	
	

	
	Select sample on letter of appointment to tender Board and Committee Peruse that all tender committee received the letter of appointment
	
	

	4
	Completeness of manual
	
	

	
	Access the completeness of manual in term of content coverage
	
	

	B
	Tender Pre-qualification
	
	

	1
	Company profiles available
	
	

	
	Obtain company profile available for the project review
	
	

	
	Perform analysis based on financial capability, credit facilities, technology used, plant, machinery and equipment owned, hired or leased, past work experience and current project under construction)
	
	

	2
	Registered with CIDB / PK
	
	

	
	Determine its registration status on its expiration time period and contractor classification
	
	

	3
	Evaluation on financial status
	
	

	
	Random sampling companies include in the approved contractors for the project review for its financial status 
	
	

	4
	List regularly updated
	
	

	
	Compare list of approved contractor (registered contractor with the company) with the latest list of contractor available for the project review
	
	

	C
	Pre Tender Stage
	
	

	1
	Layout plan, sales price, design brief, submission to authorities, architects drawings, structural drawing, earthworks and infrastructure:-
	
	

	
	· Review
	
	

	
	· Approved
	
	

	
	· Determine whether the authority approves it
	
	

	
	· Discussions minuted
	
	

	
	· Peruse that all the discussions has been minuted
	
	

	
	· Amendment documented
	
	

	
	· Obtain information on any amendment to the layout plan after getting approval from the authority Obtain the amendment documentation from the Quantity Surveyor (QS) 
	
	

	D
	Tender Documents
	
	

	1
	Prepared based on architects drawings, approved cost budget, tender program
	
	

	
	Obtain the approved architect drawings and approved cost budget from the Quantity Surveyor and Finance Department respectively
	
	

	
	Ensure that the tender documents based on the approved architects and structural drawings, approved cost budget, organized tender program
	
	

	2
	Tender documents based on QS estimates
	
	

	
	Obtain who prepares the tender documents
	
	

	
	Obtain reconciliation if any differences occur between QS and tender documents
	
	

	3
	Documentation fee collected for all tender issued
	
	

	
	Obtain list of Tender Bond or Bank Guarantee Control from Finance Department (Focus on uncollected tender fees)
	
	

	
	Select sample and trace documentation fees to the receipt of tender fees
	
	

	E
	Tender Invitation
	
	

	1
	Reasonably large number of contractor invited
	
	

	
	Peruse through the list of approved contractor for a reasonable large number of contractor invited
	
	

	2
	Documentation for easy reference retained on tender handled by consultants
	
	

	
	Obtain proposal of the suitable candidate for award prepared by consultant
	
	

	
	Enquiry whether there is representative from the company during the tender interviews conducted at consultant’s premises to ensure that they carried out in accordance with company’s requirement
	
	

	3
	List of tenderers to be invited approved by Tender Board or Chairman
	
	

	
	Check Tender Board or Committee approves proposed list of tenderers
	
	

	
	Obtain date of approval if available
	
	

	4
	For those invited, copy of invitation available
	
	

	
	Select sample and sight evidence of invitations sent out to all approved tenderers
	
	

	5
	Tender closing date per invitation letter
	
	

	
	Peruse that invitation letter include tender closing date, time, place, documentation fees, earnest money payable and validity period
	
	

	
	Compare date as per Letter of Invitation with the date as per Management paper and Summary of Tender form
	
	

	F
	Tender Submission
	
	

	1
	Tender document kept under safe custody
	
	

	
	Obtain information regarding placing submission of tender documents (normally tender box is available at the designated place)
	
	

	
	If tender box not available, enquiry method of collecting tender documents
	
	

	2
	Earnest fee is paid upon tender submission
	
	

	
	Select sample from list of contractor and check for the earnest fee paid by them Obtain records on Refunding Earnest Fund from Finance Department
	
	

	3
	Documented upon receiving
	
	

	
	Obtain Tender Register Book from the Operation Department
	
	

	
	Peruse that the Tender Register Book maintained the details of number received, time received, date received and received by whom to ensure the completeness of bids submitted and none are misplaced by recipient
	
	

	G
	Tender Opening
	
	

	1
	Tender opening form signed by all tender openers
	
	

	
	Select sample for the Tender Opening Form to ensure the completeness of Tender Opening Form signed by all tender openers
	
	

	2
	Witnessed by independent party
	
	

	
	Peruse through the members invited to the tender opening events to ensure the existence of the independent party 
	
	

	3
	Cancellation of superseded Summary of Tender
	
	

	
	Ensure that all superseded form to be crossed out as “cancelled” in order to avoid confusion
	
	

	
	Inquiry whether log book is maintained to record the superseded form, which include reason for cancellation
	
	

	H
	Evidence on Site Visit
	
	

	
	Peruse through the Letter of Invitation for the arrangement made on site visit or project brief to the interested contractors
	
	

	
	Obtain Site Visit book for evidence if applicable
	
	

	I
	Short listing of tenderers
	
	

	1
	Pre determined criteria set on number to be selected
	
	

	
	Determine on guidelines availability to set pre-determined criteria to on the number of contractors to be short listed to ensure the objectivity of selection process
	
	

	2
	Timing of closing date and tender opening
	
	

	
	Trace sample on date of opening and closing tender for its period gap Ensure that the tender opening date to be as close as possible with the tender closing date (preferably on the same day) so as to avoid lost or damaged of the documents as results of the prolonged documents
	
	

	J
	Tender Evaluation
	
	

	1
	Copy of invitation to attend tender interview available
	
	

	
	Peruse through the copy of invitation to attend tender interview
	
	

	
	Does the management approve the list?
	
	

	2
	Matter discussed similar
	
	

	
	Obtain pre-printed checklist or questionnaires used in the interview so as to ensure matter discussed with all interviewees are similar
	
	

	
	Is the chairman of Tender committee sign off the minutes as an evidence of confirmation of its content?
	
	

	3
	Formal tender clarification
	
	

	
	Obtain the Tender Committee Meeting attendance sheet regarding tender clarification Peruse whether all contractors related to the project review are invited
	
	

	
	Determine whether formal tender clarification is done to seek further understanding on the project
	
	

	4
	Explanation for difference
	
	

	
	Select sample and do comparison between successful contract agreement and bid contract for differences Noted reason for differences if any
	
	

	
	For example difference in successful contractor’s bid and eventual agreed contract sum
	
	

	5
	Late submission
	
	

	
	Compare list of contractor submitted their tender to the list of contractor awarded through BOD resolution and list of approved contractor for the tender opened
	
	

	
	Obtain reason if differences noted
	
	

	6
	Methods of selecting interviewees consistent (low bid)
	
	

	
	Review for the consistency in ranking the contractors for interview / clarification in ensure the objectivity of the decision reached
	
	

	7
	Tender interview / clarification minuted
	
	

	
	Obtain minutes on tender interview and peruse that minutes meeting is signed
	
	

	8
	Tender Evaluation Report relevant, adequate and completeness
	
	

	
	Review that the Tender Evaluation Report do the analysis of bid as follows:-
	
	

	
	i. Method of accessing bid assess on same basis
	
	

	
	ii. Quoted price adequate to cover specific work
	
	

	
	iii. Complies with company constraints
	
	

	
	iv. Cash flow satisfactory
	
	

	
	v. Proposed construction methods and equipment suitable
	
	

	
	vi. Reliability of performance from past work
	
	

	
	vii. Conformity of products and bids with requirements
	
	

	
	viii. Tender policies follow government practice
	
	

	
	ix. Company accept most feasible, not necessarily lowest


	
	

	9
	Joint and unanimous approval on decision reached
	
	

	
	Determine decision is made in the Tender Committee meeting which all the members attend the meeting
	
	

	K
	Award of Tender
	
	

	1
	Selection made strictly adhered to contractor proposed by Tender Committee
	
	

	
	Compare the list of contractor proposed by Tender Committee with the list of awarded contractor (final)
	
	

	
	Obtain reasons for any differences noted
	
	

	2
	Letter of Acceptance to reflect decision reached
	
	

	
	Select sample on Letter of Acceptance to ensure that correspondence sent out reflect the decision reached by the management
	
	

	3
	Formal contract documents signed promptly after Letter of Acceptance
	
	

	
	Select sample and obtain that all contractor receive Letter of Acceptance sign formal contract documents
	
	

	L
	All Award of Tenders Undergo tendering
	
	

	
	Check list of awarded contractor for the project review to the list of bid contractor
	
	

	M
	Cost Budget Reviewed and Approved
	
	

	
	Obtain budget or feasibility studies work paper prepared related to the project review
	
	

	N
	Profitability Reviewed
	
	

	
	· Obtain feasibility studies on summary of profit accrued from Finance Department
	
	


