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Ref. no.      


Date      
Agreement to conduct procurement  OF_____________________________ 
The School of  __________ and the Procurement department at the University Administration hereby enter  into this agreement to conduct the procurement of ....
Prior to conducting the procurement, a project group consisting of those who are the recipients of the product/service and a procurement officer from the Procurement department is to be established. Together, they prepare documents such as qualification criteria/procurement description, requirements for the tenderer, commercial requirements and any other appendices. The group also completes the evaluation of the tender and writes the procurement report. 
The School is responsible to ensure that the qualification criteria/procurement description meets the technical requirements/the requirements of the procurement. 
The procurement officer is responsible for the administrative work within the procurement ( i.e. the contract documents, publication of contract notice, receive tenders, open tenders, archive tenders etc.).
The time plan and delegations in this agreement are considered to be implemented and agreed upon  once this agreement has been signed. 
If delays occur as a result of the School being unable to follow the time plan, the Procurement department cannot guarantee the point in time at which the procurement will be carried out. 
It is the responsibility of the School in question to ensure that:
· the acquisition is in accordance with the activities, needs and aims of the School
· if the Employment (Co-Determination in the Workplace) Act so requires, information can be submitted to the relevant liaison group.
· personnel resources are to be allocated from the School so the procurement can be conducted in accordance with the time plan.
· the acquisition is within the established budget
· delivery inspection is conducted
· invoice follow-up
· that any applicable service agreement is signed
The procurement manager assumes the responsibility to ensure that:
· the procurement is conducted in accordance with current regulations
· personnel resources are allocated from the procurement department
Choice of procurement procedure 
The procurement will be conducted as a/an ___________ procurement in accordance with the Public Procurement Act (LOU), (SFS 2007:1091)
Reasons for procurement and the project to be debited and intended max. sum
Time plan for procurement procedure
The time plan below is a guideline for how the work should be conducted. The Dean of School or the person delegated by the Dean is responsible that those within the school who are involved are given the sufficient amount of time so that the time plan can be complied with. At the initial meeting, the participants set a detailed time plan for when the meetings will take place.
	
	Start of procurement – first meeting

	
	Contract documents drawn up

	
	Publication of contract notice

	
	Publication period

	
	Final day for tenders

	
	Tenders opened

	
	Evaluation period

	
	Notification of award decisions

	
	Duration of the standstill period (11 days)

	
	The agreement is signed with the chosen contractor

	
	The agreement enters into force


Who is to participate in the procurement
The procurement is conducted by
Delegations and decision for the procurement 
Contract documents signed by.
Opening of tenders and drawing up of opening procedure conducted by.
Evaluation report written by.
Award decisions consist of.
Agreement with the proposed contractors signed by KTH page of
	School of
Administrative Manager
	Procurement department
Madeleine Axberg
Head of procurement
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