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E M S E

CHPS ploicy strategy is the vehicle/platform on which all services at the CHPS zones of the Sub-districts
are delivered to the communities close to their doorsteps. The implementation of the CHPS strategy in the
right manner therefore, is so critical. It demands a systematic, joint planing and execution by the
DHMT, the SDHMT and the community leader as well as the citizenry at large. Table 1 outlines the fifteen (15)
step-by-step activity sequence and the six (6) milestones that each series of step should achieve. In practice,
the steps are carried out as needed and not necessarily in order to improve the the implementation process.
The Sub-Distict Health Teams (SDHTs) must familiarise themselves with the CHPS Policy and the 
CHPS Implementation Guidelines.













sickling test















and  efficiently utilized in achieving improved service delivery.
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Coaching and mentorship for personal growth and development
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SIX LEADERSHIP STYLES
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Teamwork at the Sub-District Level
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Agree together on how you will handle the situation in future



50



51



52



53



5
4



55



56



57



58



59



60



61



62



63



64



N
O

.
A

C
T

IV
IT

IE
S

S
T

E
P

S
 

D
E

S
C

R
IP

T
IO

N
 

 
3
.

S
e
le

c
ti

o
n
 o

f 
su

p
p
li

e
rs

·

 

L
ia

is
e
 w

it
h
 D

H
D

 t
o
 c

re
a
te

 s
u
p
p
li

e
rs

’ 

d
a
ta

b
a
se

 

·

 

H
a
v
e
 a

 l
is

t 
o
f 

p
re

-q
u
a
li

fi
e
d
 s

u
p
p
li

e
rs

 

S
u
b
 –

 

D
is

tr
ic

t 
H

e
a
d

 

4
.

P
ro

c
u
re

m
e
n
t 

P
ro

c
e
d
u
re

s

 

·

 

R
e
q
u
e
st

 f
o
r 

q
u
o
ta

ti
o
n
s 

fr
o
m

 a
t 

le
a
st

 3
 

su
p
p
li

e
rs

 f
ro

m
 t

h
e
 s

u
p
p
li

e
rs

’ 
d
a
ta

b
a
se

 

(t
h
e
 l

e
tt

e
r

 

sh
o
u
ld

 s
ta

te
 t

h
e
 d

e
ta

il
e
d
 

sp
e
c
ifi

c
a
ti

o
n
 o

f 
it

e
m

s 
re

q
u
e
st

e
d
).

 

 

·

 

C
o
m

p
a
re

 o
ff

e
rs

 f
o
r 

q
u
a
li

ty
 a

n
d
 p

ri
c
in

g
 

a
n
d
 r

a
n
k
 t

h
e
m

. 

 

·

 

S
e
le

c
t 

th
e
 b

e
st

 e
v
a
lu

a
te

d
 o
ff

e
r 

(c
o
n
si

d
e
ri

n
g
 b

o
th

 c
o
st

 a
n
d
 q

u
a
li

ty
).

 

·

 

W
ri

te
 l

e
tt

e
rs

 

in
d
e
p
e
n
d
e
n
tl

y
 a

sk
in

g
 

fo
r 

q
u
o
ta

ti
o
n
s 

fr
o
m

 r
e
g
is

te
re

d
 

su
p

p
li

e
rs

 w
it

h
 t

h
e
 S

u
b

-d
is

tr
ic

ts
 

in
d
ic

a
ti

n
g
 t

h
e
 f

o
ll

o
w

in
g
:

 

  

-

  

D
a
te

 a
n
d
 t

im
e
 o

f 
su

b
m

is
si

o
n

 

  

-

 

P
la

c
e
 o

f 
su

b
m

is
si

o
n
 (

p
la

c
e
d
 i

n
 a

 

te
n
d
e
r 

b
o
x
).

 

·

 

O
p
e
n
 t

e
n
d
e
r 

b
o
x
 i

m
m

e
d
ia

te
ly

 a
ft

e
r 

th
e
 c

lo
se

 o
f 

te
n
d
e
rs

.

 

·

 

A
ft

e
r

 

te
n
d
e
r 

o
p
e
n
in

g
, 
p

ro
-f

o
rm

a
 

in
v
o
ic

e
s 

a
re

 c
o
m

p
a
re

d
 f

o
r 

q
u
a
li

ty
 

a
n
d
 p

ri
c
in

g
 t

o
 r

a
n
k
 o
ff

e
rs

.

 

S
u
b
-d

is
tr

ic
t 

 H
e
a
d

 

·

 

N
o
ti

fy
 t

h
e
 b

e
st

-e
v
a
lu

a
te

d

 

su
p
p
li

e
rs

 o
f 

th
e
ir

 s
u
c
c
e
ss

 a
n
d
 d

o
 i

t 
fo

r 
u
n
su

c
c
e
ss

fu
l 

su
p
p
li

e
rs

. 

 ·

 

If
 o
ff

e
r 

is
 a

c
c
e
p
te

d
, 

a
w

a
rd

 c
o
n
tr

a
c
t 

a
n
d
 

is
su

e
 a

 P
u
rc

h
a
se

 O
rd

e
r 

(P
O

).

 

·

 

If
 o
ff

e
r 

is
 r

e
je

c
te

d
, 
c
o
n
si

d
e
r 

th
e
 n

e
x
t

 

in
 

ra
n
k
in

g
 a

n
d
 r

e
p
e
a
t 

th
e
 a

b
o
v
e
 s

te
p

 

·
M

o
n
it

o
r 

c
o
n
tr

a
c
t 

fo
r 

p
ro

m
p
t 

d
e
li

v
e
ry

·

 

W
ri

te
 t

o
 n

o
ti

fy
 t

h
e
 s

e
le

c
te

d
 s

u
p
p
li

e
rs

 

a
n
d
 g

iv
e
 t

h
e
m

 t
im

e
 t

o
 a

c
c
e
p
t 

o
r 

re
je

c
t 

th
e
 o
ff

e
r.

 N
o
ti

fy
 t

h
e
 

u
n
su

c
c
e
ss

fu
l 

b
id

d
e
rs

.

 

·

 

If
 o
ff

e
r 

is
 a

c
c
e
p
te

d
,

 

a
w

a
rd

 c
o
n
tr

a
c
t 

a
n
d
 i

n
d
ic

a
te

 t
h
e
 c

o
n
tr

a
c
t 

c
o
n
d
it

io
n
s 

i.
e
.

 

-
D

e
li

v
e
ry

 d
a
te

-
T

ra
in

in
g
 (

if
 a

p
p
li

c
a
b
le

)

-
A

ft
e
r 

sa
le

s 
se

rv
ic

e
 (

if
 a

p
p
li

c
a
b
le

)

-W
a
rr

a
n
ty

 (
if

 a
p
p
li

c
a
b
le

)

-
P

a
y
m

e
n
t 

te
rm

s.

·
Is

su
e
 P

O
 i

n
d
ic

a
ti

n
g
 t

h
e
 i

te
m

, 

S
u
b
 –

 

D
is

tr
ic

t 
H

e
a
d

 

65



N
O

.
A

C
T

IV
IT

IE
S

 
S

T
E

P
S

 
D

E
S

C
R

IP
T

IO
N

 
P

E
R

S
O

N
S  

R
E

S
P

O
N

S
IB

L
E  

de
sc

ri
pt

io
n,

 q
u

an
ti

ty
 o

n
 t

en
d

er
, u

n
it

 

an
d 

to
ta

l 
pr

ic
es

 (
n

o
te

: 
a 

p
u

rc
h

as
e 

or
de

r 
ca

nn
o

t 
b

e 
su

b
st

it
u

te
d

 f
o

r 
a 

co
nt

ra
ct

 a
s 

it
 i

s 
o

n
ly

 a
n

 i
n

d
ic

at
io

n
 o

f 

av
ai

la
bi

li
ty

 o
f 

fu
n

d
s 

fo
r 

th
e 

pr
oc

ur
em

en
t)

. 
 

·
 

If
 t

he
 s

el
ec

te
d

 s
u

p
p

li
er

 r
ej

ec
ts

 o
ff

er
, 

co
nt

ac
t 

th
e 

2
n

d
 i

n
 t

h
e 

ra
n

k
in

g
 a

n
d

 

re
pe

at
 t

he
 a

b
o

v
e 

st
ep

.

 
·

 

L
ia

is
e 

w
it

h

 

th
e 

su
p

p
li

er
s 

to
 e

n
su

re
 

pr
om

pt
 d

el
iv

er
y.

 

 

5.
 

R
ec

ei
pt

 o
f 

it
em

s 

(S
up

pl
ie

s)
 

·
 

R
ec

ei
ve

 it
em

s 
at

 r
ec

ei
vi

ng
 b

ay
.

 

·
 

In
sp

ec
t f

or
 q

ua
nt

it
y 

an
d 

qu
al

it
y 

us
in

g 

co
nt

ra
ct

, P
O

 a
nd

 w
ay

 b
il

l.
 

·
 

If
 it

em
s 

de
li

ve
re

d 
m

ee
t

 
th

e 
or

de
rs

, a
cc

ep
t 

th
e 

su
pp

li
es

 in
to

 s
to

re
s;

 if
 a

t v
ar

ia
nc

e 

re
je

ct
 a

nd
 o
ffi

ci
al

ly
 in

fo
rm

 s
up

pl
ie

r 
of

 

re
je

ct
io

n.
 

 

·
 

If
 a

cc
ep

te
d,

 r
ec

or
d 

th
e 

re
ce

ip
ts

 in
 th

e 

st
or

es
   

le
dg

er
 a

nd
 o

n 
ta

ll
y 

or
 b

in
 c

ar
ds

.
 

·
 

P
re

pa
re

 S
R

A
 

·
 

S
ub

m
it

 S
R

A
 to

 a
cc

ou
nt

s 
offi

ce
r 

to
 

in
it

ia
te

 p
ay

m
en

t.
 

·
 

Id
en

ti
fy

 a
 p

la
ce

 o
th

er
 th

an
 th

e 
st

or
e 

fo
r 

th
e 

re
ce

ip
t o

f 
th

e 
it

em
 (

cr
ea

te
 a

 

re
ce

iv
in

g 
ba

y)
.

 

·
 

If
 it

em
s 

ar
e 

no
t i

n 
la

rg
e 

qu
an

ti
ti

es
, 

do
 p

hy
si

ca
l c

ou
nt

 to
 c

on
fi

rm
 

qu
an

ti
ti

es
. I

f 
in

 la
rg

er
 q

ua
nt

it
ie

s,
 

sa
m

pl
e 

ch
ec

k 
fr

om
 th

e 
pa

ck
ag

es
.

 

·
 

P
hy

si
ca

ll
y 

ch
ec

k 
fo

r 
an

y 
de

fe
ct

, 

ex
pi

ry
 d

at
es

 a
nd

 p
ac

ka
gi

ng
 to

 

en
su

re
 th

at
 th

e 
it

em
s 

de
li

ve
re

d 
m

ee
t 

th
e 

re
qu

ir
ed

 s
pe

ci
fi

ca
ti

on
 p

er
 th

e 

co
nt

ra
ct

.
 

S
to

re
ke

ep
er

/ 

In
de

pe
nd

en
t V

er
ifi

er
 

66



 
 

 
 

 

e.
g
. m

ed
ic

in
es

, 
no

n
-m

ed
ic

in
e 

co
n
su

m
ab

le
s,

 l
iq

ui
ds

, f
oo

d 
it

em
s,

 c
ol

d 

st
o
ra

g
e 

su
p
pl

ie
s,

 d
an

ge
ro

us
 m

ed
ic

in
es

 

et
c.

 
 
·

 
O

n
 r

ec
ei

pt
 o

f 
su

pp
li

es
, 

st
or

e 
ac

co
rd

in
g 

to
 

th
e 

st
ep

 a
bo

v
e.

 

ve
nt

il
at

io
n.

 
-

 
P

al
le

ts
 a

nd
 r

ac
ks

.
 

-
 

A
cc

es
si

bl
e 

to
 v

eh
ic

le
s 

fo
r 

ea
sy

 

de
li

ve
ry

.
 

-
 

A
de

qu
at

e 
se

cu
ri

ty
 (

un
de

r 
lo

ck
 

an
d 

ke
y,

 n
ig

ht
 w

at
ch

m
an

,
 

se
cu

ri
ty

 l
ig

ht
in

g)
.

 
-

 
W

el
l-

la
be

ll
ed

 s
to

ck
s

 

N
O

.
A

C
T

IV
IT

IE
S

 
S

T
E

P
S

 
D

E
S

C
R

IP
T

IO
N

 

6.
P

ay
m

en
t 

(w
he

re
 

ap
pl

ic
ab

le
)

 

O
n 

re
ce

ip
t 

of
 a

ll
 n

ec
es

sa
ry

 d
oc

um
en

ta
ti

on
s 

i.
e.

 
 

co
nt

ra
ct

, P
O

, S
R

A
:

 
·

 
P

re
pa

re
 a

nd
 s

ig
n 

P
ay

m
en

t 
V

ou
ch

er
.

 
·

 
P

re
pa

re
 a

nd
 s

ig
n 

C
he

qu
e.

 
·

 
Is

su
e 

ch
eq

ue
 t

o 
su

pp
li

er
.

 
·

 
C

ol
le

ct
 r

el
ev

an
t 

re
ce

ip
t 

fr
om

 s
up

pl
ie

r 

an
d 

at
ta

ch
 t

o 
P

ay
m

en
t 

V
ou

ch
er

.
 

·

 
F

il
e 

ap
pr

op
ri

at
el

y 
al

l 
th

e 
P

ay
m

en
t 

V
ou

ch
er

s 
an

d 
ot

he
r 

at
ta

ch
m

en
ts

.

 
·

 
 

E
ns

ur
e 

th
at

 t
he

 s
ta

tu
to

ry
 d

ed
uc

ti
o

ns
 a

re
 

m
ad

e 
(e

.g
. V

A
T

, 
N

H
IL

).

 

·
 

T
he

 fi
na

nc
e 

offi
ce

 o
n 

re
ce

ip
t 

o
f 

S
R

A
 a

nd
 o

th
er

 d
oc

um
en

ts
 w

il
l 

pr
ep

ar
e 

th
e 

pa
ym

en
t 

vo
uc

he
r 

fo
r 

th
e 

ap
pr

ov
al

 o
f 

th
e 

he
ad

 o
f 

th
e 

S
u

b-

di
st

ri
ct

.
 

·
 

O
n 

ap
pr

ov
al

, t
he

 c
he

qu
e 

is
 s

ig
n

ed
 

an
d 

de
li

ve
re

d 
to

 t
he

 s
up

pl
ie

r 
w

h
o

 

sh
al

l 
is

su
e 

a 
re

ce
ip

t 
co

nfi
rm

in
g

 

pa
ym

en
t.

 
·

 

E
ns

ur
e 

pa
ym

en
t

 

do
cu

m
en

ts
 a

re
 fi

le
d

 

to
 m

ai
nt

ai
n 

th
e 

au
di

t 
tr

ai
l.

 

F
in

an
ce

 o
ffi

ce
r 

an
d

 

S
u

b-  
D

is
tr

ic
t 

H
ea

d
  

7.
S

to
ra

ge

 

·

 

E
ns

ur
e 

th
at

 p
ro

pe
r 

st
or

ag
e 

fa
ci

li
ti

es
 a

re
 

av
ai

la
bl

e.

 
·

 

C
re

at
e 

th
e 

va
ri

ou
s 

se
ct

io
ns

 o
f 

th
e 

st
or

e 
to

 

re
fl

ec
t 

th
e 

ca
te

go
ri

es
 o

f 
it

em
s 

pr
oc

ur
ed

 

A
 s

ta
nd

ar
d 

st
or

e 
sh

ou
ld

 h
av

e
:

 
-

 

C
ol

d 
ro

om
 o

r 
fr

id
ge

s/
 d

ee
p

 

fr
ee

ze
rs

 a
nd

 v
ac

ci
ne

s 
ca

rr
ie

rs
.

 
-

 

A
de

qu
at

e 
li

gh
ti

ng
 a

nd
 

S
to

re
k

ee
p

er
/S

u
b

-  
D

is
tr

ic
t 

H
ea

d  

67



N
O

.
A

C
T

IV
IT

IE
S

S
T

E
P

S
 

D
E

S
C

R
IP

T
IO

N
 

 
8

.
R

e
q
u

is
it

io
n

 a
n

d
 I

ss
u

e
s

 
·

 
R

e
v

ie
w

 i
te

m
s 

re
g

u
la

rl
y

 

(m
o

n
th

ly
/q

u
a
rt

e
rl

y
/a

n
n

u
a
ll

y
) 

to
 c

o
n

fi
rm

 

st
o

c
k

 l
e
v

e
ls

.

 ·

 

S
u

b
m

it
 r

e
q

u
is

it
io

n
 t

o
 h

e
a
d

 o
f 

fa
c
il

it
y

 

/s
u

b
-

 

d
is

tr
ic

t 
fo

r 
v

e
tt

in
g

 a
n

d
 a

p
p

ro
v

a
l.

 
·

 

S
u

b
m

it
 a

p
p

ro
v

e
d

 r
e
q

u
is

it
io

n
s 

to
 s

to
re

s.
 

 

·

 

V
e
t 

re
q

u
is

it
io

n
 a

n
d

 i
ss

u
e
 i

te
m

s.

 

·

 

U
p

d
a
te

 s
to

re
s 

le
d

g
e
rs

 a
n

d
 t

a
ll

y
/b

in
 c

a
rd

s 

a
p

p
ro

p
ri

a
te

ly
 a

ft
e
r 

is
su

e
.

 

·

 
C

o
u

n
t 

u
sa

b
le

 s
to

c
k

 o
n

 h
a
n

d
 i

f 
b

e
lo

w
 

re
-o

rd
e
r 

le
v

e
l,

 p
re

p
a
re

 r
e
q

u
is

it
io

n
 t

o
 

re
p

le
n

is
h

 s
to

c
k

. 

 
·

 

If
 e

q
u

a
l 

to
 o

r 
m

o
re

 t
h

a
n

 t
h

e
 r

e
-o

rd
e
r 

q
u

a
n

ti
ty

 –

 

n
o

 a
c
ti

o
n

 i
s 

ta
k

e
n

 o
n

 

re
q

u
is

it
io

n
.

 

·

 

W
ri

te
 r

e
q

u
is

it
io

n
 i

n
d

ic
a
ti

n
g

 s
to

c
k

 

b
a
la

n
c
e
 a

n
d

 q
u

a
n

ti
ty

 b
e
in

g
 

re
q

u
e
st

e
d

 f
o

r 
a
n

d
 s

u
b

m
it

 t
o

 u
n

it
 

h
e
a
d

 f
o

r 
v

e
tt

in
g

 a
n

d
 a

p
p

ro
v

a
l.

 

·

 

C
h

e
c
k

 r
e
q

u
is

it
io

n
 t

o
 e

n
su

re
 

ju
d

ic
io

u
s 

u
se

 o
f 

su
p

p
li

e
s.

 C
h

e
c
k

 t
h

e
 

a
v

a
il

a
b

il
it

y
 o

f 
su

p
p

li
e
s 

a
n

d
 i

ss
u

e
s 

a
s 

a
p

p
ro

p
ri

a
te

.

 

·

 

W
ri

te
 a

 m
e
m

o
 t

o
 t

h
e
 h

e
a
d

 o
f 

fa
c
il

it
y

 

in
fo

rm
in

g
 h

im
/h

e
r 

o
f 

th
e
 s

to
c
k

 

st
a
tu

s 
fo

r 
a
c
ti

o
n

 t
o

 b
e
 i

n
it

ia
te

d
 t

o
 

p
ro

c
u

re
.

 ·

 

R
e
c
o

rd
 t

h
e
 i

ss
u

e
s 

in
 t

h
e
 s

to
re

s 

le
d

g
e
rs

 a
n

d
 o

n
 b

in
 c

a
rd

s 
to

 

d
e
te

rm
in

e
 a

n
d

 r
e
c
o

rd
 s

to
c
k

 b
a
la

n
c
e
.

 

S
u

p
p

ly
 O
ffi

c
e
r/

H
e
a
d

 

o
f 

fa
c
il

it
y

 

  

9
.

D
is

p
o

sa
l 

o
f 

A
ss

e
ts

/S
to

c
k

s 
in

c
lu

d
in

g

 

m
e
d

ic
in

e
s 

a
n

d
 

c
o

n
su

m
a
b

le
s

·

 

R
e
p

o
rt

 u
n

se
rv

ic
e
a
b

le
, 

e
x

p
ir

e
d

 o
r 

o
b

so
le

sc
e
n

c
e
 t

o
 h

e
a
d

 o
f 

fa
c
il

it
y.

 

·

 

C
o

m
p

il
e
 l

is
t 

o
f 

o
b

so
le

te
, 
u

n
se

rv
ic

e
a
b

le
 

o
r 

e
x

p
ir

e
d

 i
te

m
s 

a
n

d
 s

u
b

m
it

 t
o

 t
h

e
 D

H
D

·
F

o
ll

o
w

 u
p

 a
t 

D
H

D
 t

o
 i

n
it

ia
te

 d
is

p
o

sa
l 

p
ro

c
e
d

u
re

s.

·
A

ft
e
r 

d
is

p
o

sa
l,

u
p

d
a
te

 t
h

e
 f

a
c
il

it
y

 

in
v

e
n

to
ry

 w
it

h
 c

e
rt

ifi
c
a
te

 o
f 

d
is

p
o

sa
l 

·

 

C
h

e
c
k

 f
o

r 
p

e
rf

o
rm

a
n

c
e
 o

f 

e
q

u
ip

m
e
n

t,
 e

x
p

ir
y

 o
f 

st
o

c
k

s 
a
n

d
 

a
v

a
il

a
b

il
it

y
 o

f 
sp

a
re

 

p
a
rt

s/
c
o

n
su

m
a
b

le
s 

to
 d

e
te

rm
in

e
 

u
n

se
rv

ic
e
a
b

il
it

y,
 e

x
p

ir
y

 a
n

d
 

o
b

so
le

sc
e
n

c
e
.

·
C

o
m

p
il

e
 l

is
t 

o
f 

st
o

c
k

s/
e
q

u
ip

m
e
n

t 

in
d

ic
a
ti

n
g

 e
x

p
ir

y,
o

b
so

le
sc

e
n

c
e
, 

a
n

d
 

S
u

p
p

ly
 O
ffi

c
e
r/

 

H
e
a
d

 

o
f 

F
a
c
il

it
y

 

68



N
O

.
A

C
T

IV
IT

IE
S

 
S

T
E

P
S

 
D

E
S

C
R

IP
T

IO
N

 

fr
om

 t
he

 D
H

D
.

 
un

se
rv

ic
ea

b
il

it
y
 a

n
d
 p

ro
v
id

e 

ju
st

ifi
ca

ti
on

 f
o
r 

d
is

p
o
sa

l.
 

·
 

L
ia

is
e 

w
it

h 
D

H
D

 f
o
r 

th
e 

fo
rm

at
io

n
 

of
 B

oa
rd

 o
f 

S
u
rv

ey
 t

o
 i

n
sp

ec
t 

an
d
 

co
nfi

rm
 u

ns
er

v
ic

ea
b
il

it
y,

 

ob
so

le
sc

en
ce

 a
n
d
 e

x
p
ir

y
 o

f 

eq
ui

pm
en

t/
st

o
ck

s.

 
·

 

R
em

ov
e 

th
e 

li
st

 o
f 

al
l 

eq
ui

pm
en

t/
st

o
ck

s 
d
is

p
o
se

d-
off

 f
ro

m
 

th
e 

fa
ci

li
ty

 a
ss

et
 r

eg
is

te
r.

 
10

.
C

on
du

ct
 s

up
pl

ie
rs

' 

 
fo

ru
m

.

 

L
ia

is
e 

w
it

h 
D

H
D

 t
o 

u
nd

er
ta

ke
 t

he
 f

ol
lo

w
in

g:

 
·

 

In
vi

te
 s

up
pl

ie
rs

 o
n 

yo
ur

 d
at

ab
as

e 
fo

r 
a 

m
ee

ti
ng

.

 
·

 

D
is

cu
ss

 p
ro

cu
re

m
en

t 
pr

oc
ed

ur
es

.

 
·

 

G
iv

e 
th

em
 f

ee
db

ac
k 

on
 t

he
ir

 

pe
rf

or
m

an
ce

.

 
·

 

O
bt

ai
n 

co
m

m
en

ts
 f

ro
m

 s
up

pl
ie

rs
.

 
·

 

G
iv

e 
ce

rt
ifi

ca
te

 o
f 

pa
rt

ic
ip

at
io

n.

 

L
ia

is
e 

w
it

h 
D

H
D

 t
o
 o

rg
an

iz
e 

a 
m

ee
ti

n
g
 

w
it

h 
th

e 
su

pp
li

er
s 

at
 l

ea
st

 o
n
ce

 a
 y

ea
r 

to
:

 
·

 

ta
ke

 t
he

m
 t

h
ro

u
g
h
 t

h
e 

em
er

g
in

g
 

pr
oc

ur
em

en
t 

is
su

es
.

 
·

 

re
vi

ew
 p

er
fo

rm
an

ce
 o

f 
su

p
p
li

er
s

 
an

d 
th

e 
S

u
b

-d
is

tr
ic

t 
in

 t
h
e 

ar
ea

 

of
 p

ro
cu

re
m

en
t.

 

S
u
b
 –  

D
is

tr
ic

t 
H

ea
d  

69



70



71



72

sub-district



73



74

If the facilities under the Sub-district are not fully automated, the Sub-district office should ensure that 
facilities have adequate secured space for storage of documents. All reporting forms must be filed by type 
chronologically and stored in secured place. 
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