CIRCULAR

Rel. No. IICSI/685/1/24

Office of the Head of the Civil
Civil Service of the Federation,
The Presidency,

Federal Secretariat Complex
Phase 11,

Shehu Shagan Way,

Abuja.

4% Tebruary, 2005

Chi@f of Staffto the President

Deputy Chief of Staif to the Vice President

 All Honourable Ministers -

Secretary to the Government of the Federation

- Special Advicers/Senior Special Assistants

Service Chiefs/Inspector-General of Police

Govemnor, Central Bank of Nigeria

Chairman, Federal Civil Service Commission

Chairman, Police Service Comimission

Chairman, Revenue Mobilixaﬁion; Allocatibﬂ and
- Fiscal Commission

Chairman, Code of Conduct Bureau

- Chairman, Independent National Electoral Commission

Chairman, National Population Commission

. -
- Chairman, Independent Corrupt Practices and Other
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7" Related Offences Commission
_ ‘ “hairman, Economic and Financial Crimes Commission

Clerk of the National Assembly , =
All Permanent Secretaries

Secretary, National Judicial Council

Accountant-General of the Federation

Auditor—General of the Federalion

- - Directors-General/Chiefl Executives of Parastatals

3

}

Agencies and Govimment-Owned Companies.

CREATION OF PROCUREMENT OFFICER CADRE

Further to Circular Ref. No. SGF/OP/AS.3/VIA58 of 28"
Yanuary, 2005, 01 the Use aud Desirability of Consultants/
Pﬁrocm"ement O ficers in the Public Séctors a cadre to be known as
the Procurement Officer Cadre is hereby created in t‘né Federal Public
Service.

DUTIES_ANI} IESPONSIBILITIES:

2. Officers in the cadre shall perform the foliowing duties:

(1) Ensuring due process in the procurement of goods and
- -servises and the award of ali contracts in the ministry/
depai timent/agency to which they are deployed (due
process here refers to open and compelitive tendering
- systein which includes, but not limited to, open
advertisement of proposals for supplies and contract
awards, pre-qualification of suppliers/contractors
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where appropriate, submission and open evaluation

@

| of bills, efc);
;f,/ ' .
' : (i) Maintenance of a register of suppliers/contractors for
~ the ministry/denartment/agency and the payment
of appropriate fees for tendering purposes;
Maintenance of a periodically up-dated price database as

(i11)
may be provicied by the Central Procurement Agency
for public sector procurementand contract awards;

(iv) Superintending strict adherence to all extant
regulations anc' procedures on procurement and
contract award s; and

Liaison with tf e Budget Monitoring and Price
Intelligence Unit (BMPIU) of the Presidency, or any
other Crganisztion/Agency on matters relating to contract

sl

awards

DUALIFICATION: g

3. To qualify for appointment to the cadre. interested candidates

shall possess at least a B achelor’s Degree, or equivalent qualification,
Economics, Business

in any of the follovwing disciplines:
.ccountancy/ Law, Insurance, Banking and Fipance,

oot

r_other . refated disciplines.

Admmisﬁation,@
Lo

Marketing, Quantity [urvey, Engineering, Computer Science
1

Statistics, Purchasing a1d Supplies o
Proficiency in ICT will be: an added advantage. Procurement officers

would run a career starting from Grade Level 08 to 17 with career

progression applicable in the civil service. Additional incentives in
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/ ‘“Ohn'o-f special allowances are being worked out in order to attract
i . ; : ! . -

.4 . and retain qualified and dedicated officers.

- TRANSITIONAL ARRANGEMENTS:

4. Pending the enactment of an Act by the Mational Assembly for
the establishment of a Central Procurement Agency, the following
transitional arrangements shall apply: .

(i)  All consultants serving or rendering service
ministries/depariments/agencies, including those
serving with the BMPIU, but excluding donor

- , Junded consultanis, shall disengage or be
' " disengaged not later than 28" February, 2005;

p',‘

L (i1) There shall be deployed mmmediately to BMPIU

' as may be required relevant officers from the public
F service to perforn the duties hitherto performed by
ko consultants; |

In exceptional cases the engagement of the services
0f contract stafl, to perfomm shoit term, non
conimuous duties for periods not exceeding three
months at a time and with the specific approval of
Mr. President, may be allowed;
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(iv) Ministries/departments/agencies should immediately,
but not later than Friday, February 11, 2005 send 1o
the Head of the Civil Service of the Federation a list of
three (3) officers that will start off their procurement
i units.  Ministries/departments/agencies must observe the
qualifications specified in paragraph 3 above in the
selection  of - their nominees. - Where a
ministry/department/agency is unable to find such number ;)
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of GTCGYS n s establishment . 1t should infonn the Head

of Servlce accoldmgly so that quch officers could be so
pmwc%ed £ 28

wv) There\ will be a three-day or:enmtwn course for
all the selected procuretment officers in the “Obasanjo
“Hal .of the Office of the Head of the Civil Service
| ofthé Federation starting af 10. 09 a.m. on Tuesday,
- F ebn(ary 15,2005. Registration for the course is

from 2.00 p.m. on Monday, February 14, 2005. All
rmms% ies/departinents/agencies must ensure that their

representatives mandatorily attend the course;
(V1) A briefing session for all Permanent Secretaries,
and H ead of Extra-Ministerial Departments and
agencies on the I‘EtathHShlp of the Procurement Units
with pther depariments in the ministries/extra-
ministerial departments as well as with the BMPIU.

will take place af 11.00 a.m. on Thursday, F ebruary
10, 2005 at the Office of the Head of the Civil

Service of the Federation. Attendance is mandatory;

(vii) Any|procurement/contract curréntly requiring -

clearance with BMPIU shall continue {o be 5o

cleaﬂ"ed'but only once i.¢. at the end-of all processing

in the ministry/department/agency just before
forwarding, it to the final approving authority. The
- BMPIU shall accordingly review, signify its concurrence

and return same to the ministry/department/agency
concerned;

(viii) 'qu;uests to the approving awhority {or final approval
~ of the procurement/contract, as well as to the
Accountant-General of the Federation for payment, shall
- be accompanied with ev1dence of its clearance with. _
BMRIU
|

addin -
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including its organogram shortly.

6. Consultants who are presently carrying out procurement dulies

and who wish to join the civil service in-the new cadre may apply -
. through the hez}}d-s of their existing agencies to the Head of the Civil

Service of the Federation for onward processing to the Federal Civil

Service Commission in accordance wilh the existing regulations and

‘:guidelines. Other serving officers who wish to convert/transfer to the
;n-ew‘ ca,dre.may 150 apply to do 50 accordingly.

7 Copi;s of |this Circuiar must be made available 1o all senior
ofﬁééfs Sino@ m'in_istry{departtﬁér}t/age!llC_Y for  immediate

: i.mmementation d compliance.

) Yﬁyaie'Abmed';Cl*‘R T -
- - Head-ef4he Civil Service of the Federation.
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