
PTT WORKFLOW (PROCUREMENT OF GOODS AND SERVICES) 

 

 
Approved Req + Supporting 

documents forwarded to 

procurement unit through PTT by 

the requesting unit (RU) 

Service Representative (Jenny or Daniel) in Procurement 

Unit receives a notification; takes ownership of the 

request by becoming the service representative, then 

assigns the request to one of the procurement staff. 

The assignee (also known as the Buyer) receives a notification then logs in 

to the intranet to complete their assigned tasks, checks if all required 

documents have been submitted and decide on which action to take as 

per the procurement stages on the PTT. Example; the assignee requires to 

circulate a bid as per the request. He/she develops an RFP/RFQ/ITB 

The assignee circulates 

TOR/RFP/RFQ/ITB to vendors & After 

the Bid closes, he/she performs a 

technical evaluation 

If the submission is less than 

30,000 USD. The evaluation 

is signed internally by the 

head of PU & a PO or TOR is 

developed  

If the submission is more 

than 30,000 USD. The 

evaluation is submitted to 

LCAP  

If the submission is more 

than 300,000 USD. The 

evaluation is submitted to 

RSCP/ACP 

 

Once the approval is done, the 

assignee creates PO/contract 

If the request was for a 

service, a notification is sent 

to the RU and the RU submits 

a certification of payment to 

PU 

If the request was for goods, a 

notification is sent to the Asset 

focal point, ICT (for ICT related 

equipments) and to the 

programmes for technical 

evaluation 

 
After the technical evaluation 

is done, PU notifies the user; 

the user receives the goods 

in ATLAS and submits a 

certification of payment to 

PU 

After receiving the 

Certification of payment, 

the PU sends the PO and 

the supporting 

documents to finance for 

payment. 

A notification is sent to the requesting 

person (RU) to notify them on the 

person handling their procurement.  


