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Procurement Policies and Guidelines for 

 Sailing Federation of Hong Kong, China 

(Effective from   11 November 2024) 

 

Procurement Policies and Principles 

1.  The following principles should be adhered to in the procurement of goods and 

services: 

(a) Fair Competition 

Sailing Federation of Hong Kong, China (the Federation) should treat all 

bidders with fairness and ensure that they are given the same level of 

information when preparing quotations or tenders. 

(b) Conflict of Interest 

Situations of conflict of interest with the business of the Federation should 

be declared to the designated approving authority in accordance with the 

code of conduct of the Federation. 

(c) Cost-effectiveness 

Quotations and tenders should be evaluated not only on competitiveness in 

pricing but also factors such as the quality of the products/services and 

track records of the bidders. 

(d) Transparency 

To ensure transparency, tender documents should provide all the necessary 

information to facilitate submission of appropriate and competitive 

tenders. 

(e) Public Accountability 

The Federation shall be held accountable to the Leisure and Cultural 

Services Department and the public for any procurement involving the use 

of public fund. 

 

Authorisation and Approval 

2. Written authorisation or approval should be sought from the following 

designated approving authority (a) for procurement before inviting suppliers to submit 

tender/quotations and/or selecting suppliers for tendering/seeking quotations; and (b) for 

acceptance of offer of tender/quotation: 

 

Values of the Materials or  

Services to be Procured 

Procurement 

Authorized by  

Tender/Quotation 

Approved by  

e.g. HK$200,001 or above 
Honorary 

Treasurer/President 

Council/EC/Board of 

Directors 

e.g. HK$50,001 to HK$200,000 Honorary Treasurer President 



e.g. HK$20,001 to HK$50,000 SSE 
Honorary 

Treasurer/President 

e.g. HK$5,001 to HK$20,000 SE SSE 

e.g. HK$5,000 or below  SE SSE  

 

3. In case the standard procedures are not followed, the reasons should be 

recorded and an authorised person at a more senior level should be designated for giving 

special approval with justifications in writing. 

  

Types of Procurement 

4. The requesting officers should provide specifications and requirements for the 

procurement to the procurement officer.  The request should then be submitted to the 

designated approving authority as stated in paragraph 2 above for approval to procure 

and confirmation of funds.  For replacement of goods, the requesting officers should 

make sure the goods to be replaced are beyond economical repair before making the 

request for procurement.   The types of procurement to be adopted should be in 

accordance with the amounts and nature of the procurement of goods or services: 

(a) Open Tendering (applicable to procurements of value exceeding 

_HK$200,000__ 

Notice of tender invitations should be advertised in the press for free 

response by all interested suppliers or service providers.  Tender 

evaluation report (sample at Appendix 1) should be submitted to the 

Council/Executive Committee for approval of tender (i.e. award of 

contract). 

(b) Restricted or Single Tendering (applicable to procurements of value 

exceeding ___HK$200,000____________with only a limited number of 

suppliers available) 

This type of tendering is applicable to procurements of goods or services 

that can only be provided by a limited number of suppliers or suppliers 

who are sole agents or patented distributors.  Therefore, only one or 

several suppliers or service providers will be invited to submit written 

tenders.  Sufficient justification should be made for prior approval by the 

Council/Executive Committee before proceeding the tendering exercise.  

The above information should be clearly recorded in the tender evaluation 

report (Appendix I) for examination and approval by the 

Council/Executive Committee.   

 

(c) General Procurement (applicable to procurements of value 

___HK$200,000_____________or below  

 



(d) Written Quotation (applicable to procurements of value above  

__HK$50,000_____________ up to _HK$200,000_____________)  

should be sought from at least five (5) suppliers, including the successful 

bidder in the last procurement exercise (whose goods or services meeting 

the requirements).   

(i) Written Quotation (applicable to procurements of value above  

__HK$20,000_____________ up to __HK$50,000____________)  

should be sought from at least two (2) suppliers, including the 

successful bidder in the last procurement exercise (whose goods or 

services meeting the requirements) 

(ii) The management and invitation to bid for (i) and (ii) above should 

follow the procedures as set out in Paragraphs 9 and 10.  The 

procurement officer must make a written record of the quotations 

invited and responses.  The lowest quotation meeting the 

requirements should be accepted unless there are other factors such as 

the quality of products/services or track records of the bidders that 

will affect the offer of the quotation.  Should the lowest quotation 

not be accepted, sufficient justifications should be submitted for 

endorsement by the designated approving authority. 

 

(iv) Verbal Quotation (applicable to procurements of value above  

___HK$5,001____________ upto _HK$20,000_____________)   

 To enhance administrative efficiency, verbal quotations from not less 

than two (2) suppliers or service providers may be used for 

procurement of miscellaneous item or service.  The responsible 

officer must make a written record of the verbal quotations for 

verification and approval.  The responsible officer should also state 

the reasons in case the lowest offer is not accepted. 

(v) Quotations may be dispensed with (applicable to procurements of 

value _____HK$5,000________________ or below) 

  

(vi) Exemption 

All procurements must follow and comply with the above procedures.  

Only in acceptable circumstances should exemption from the above 

procedures be granted with special approval from the designated 

approving authority/person holding a higher office.  Any exemption 

should be supported by full justifications and properly documented on 

the procurement records. 

 

5. As far as possible, the officer responsible for seeking quotations from the 



suppliers/service providers should NOT be the approving officer for the acceptance of 

quotations in the same procurement exercise. 

 

6. The total cost of a purchase of stores or services of similar nature but not the 

unit price of a product should be used for determining the appropriate procurement 

method. 

 

7. Supervisors of procurement officers should randomly verify the quotations 

obtained, for instance, by confirming with the bidders. 

 

8. All staff members and board/Council/Executive Committee members of the 

Federation involved in the procurement process should declare any actual, potential or 

perceived conflict of interest for all types of procurement.  Any declaration and the 

corresponding action to mitigate the declared conflict should also be properly 

documented. 

 

Sourcing of Suppliers and Service Providers 

9. Procurement officers should compile suppliers/service providers lists (e.g. 

based on the size of their companies and experience), and categorizing them by the types 

of goods/services they provide and/or their geographical locations.  The lists should be 

approved by a designated officer for the purpose of sourcing of suppliers/service 

providers for goods and services frequently required or of high values.  

Tenders/Quotations should be invited according to the required number of suitable 

suppliers/service providers on the respective lists to bid on a fair-share basis (e.g. by 

rotation).  The requesting officer may add other suppliers with justification of their 

nominations. 

 

10. In the absence of approved list, the procurement officer may source suitable 

suppliers/service providers for invitation to bid, taking into account their company size, 

experience and past performance record if any, through searching on the Internet, 

recommendation from requesting officer/user and inclusion of the current 

suppliers/service providers with satisfactory performance as appropriate. 

 

Tendering Procedures 

11. There should be stringent tendering procedures to be followed for open 

tendering as stipulated in the following paragraphs. 

 

Tender documents 

12. Procurement officers should prepare the tender documents and provide all the 

required information in the documents to facilitate bidding from tenderers.  The 



information should include tender specifications and requirements, conditions of contract, 

required quantity of items and service and timing of provision, assessment criteria, tender 

closing date and time, the place for depositing the tender, the contact person, the officer 

to whom enquiries may be made, and a warning against corrupt offers to the officers of 

Federation and the consequence that the Federation may terminate the contract and claim 

damages if the contract is obtained through bribery or collusion with other bidders.  A 

sample of the warning is at Appendix 2. 

 

Submission of Tenders and Opening of Tenders 

13. Unless in exceptional circumstance of urgency, tenderers should be allowed 

sufficient time to submit their tenders.  Tenderers must submit their tenders before the 

tender closing date and time specified in the tender documents.  Any tenders received 

after the tender closing time shall not be considered. 

 

14. Tenders should be deposited in the tender box by tenderers in person.  For 

confidentiality, the tender box should be properly locked with two individual padlocks, 

and the respective keys should be separately kept by two authorized persons.  To ensure 

fairness of the procedures, the tenders should be taken out of the tender box immediately 

after the tender closing time.  All tenders received after the tender closing time will not 

be processed.  At least two (2) officers shall open the tenders simultaneously and shall 

each initial beside each quotation figures as confirmation. 

 

Tender Evaluation 

15. In general, tender evaluation should be carried out by an assessment panel 

consisting of at least two (2) members.  Evaluation of bids of small amounts may be 

carried out by one staff member.  ALL the assessment panel members should be 

required to make undertakings and declarations as specified in Appendix 3 before 

conducting the tender evaluation.  If there is any declared conflict of interest, a 

designated authority should review the situation and decide whether the concerned panel 

member should be refrained from the panel.  The decision of the designated authority 

should also be properly documented.   

 

16. A ‘two-envelope system’ should be used for procurement involving the 

technical aspects and service quality.  Tenderers should be required to submit price 

information and technical information in separate envelopes.  Appropriate weights 

should also be given to the two areas.  It is normal practice for the assessment panel 

firstly to evaluate and award an assessment score on technical aspects of the proposals 

before opening the price envelope to evaluate the price information. 

 

17. The assessment panel should conduct a preliminary evaluation of the tenders 



based on the required information and documents stipulated in the tender documents.  

This will ascertain full compliance with the stipulated conditions and requirements. 

 

18. The assessment panel should select the most competitive and cost-effective 

tender among the eligible tenders by evaluation according to the pre-set assessment 

criteria.  For contracts involving higher construction costs or requiring higher standards 

in technology and service areas, a scoring system should be adopted for giving scores in 

terms of tender price, tenderer’s reputation, track records and management quality, as 

well as the professional and technical standard of staff for implementation of the 

project/service. 

 

19. The assessment panel shall prepare a tender evaluation report (Appendix 1) to 

state clearly its recommendations and the justifications.  Where a scoring system has not 

been adopted and the successful tenderer is not the lowest bidder, full and sufficient 

justifications must be stated in the evaluation report. 

 

Acceptance of Tender 

20. The assessment panel should submit the tender evaluation report to the 

Council/Executive Committee for approval in accordance with the guideline.  After 

endorsement and approval of the selection result, the successful tenderer should be 

officially notified by post and be invited to enter into a contract with the Federation.  

For protection of commercial secrets, it should be ensured that disclosure of the details 

shall not lead to revelation of any tender information provided in confidence by other 

tenderers. 

 

21. Should none of the tenders received can fulfill the required specifications and 

conditions, the tendering exercise should be cancelled.  The original specifications and 

conditions should be amended as necessary for purpose of re-tendering. 

 

Procedure of Handling Complaints 

22. The Federation should be committed to maintaining a fair and open 

procurement system.  Tenderers who consider themselves being treated unfairly can 

lodge a complaint with the Federation.  

 

 

Receipt of Goods 

23. The Federation should assign a staff member as the goods checking officer, 

preferably one not participating in selecting the supplier (if resources allow), to inspect 

the goods delivered against the purchase order to ensure that there is no short delivery or 

substandard goods.  For high-value purchases, a supervisor should monitor and 



counter-sign the receipt of goods.  The Federation should require the staff to certify 

acceptance of goods within a reasonable time limit upon delivery and ensure the supplier 

makes good any shortfall without delay.  Testing, if any, of the goods delivered should 

be undertaken by competent staff (e.g. for specialised sports equipment) before 

acceptance.  The lists of assets (if any) should also be updated where appropriate. 

 

Purchases made by Petty Cash 

24.  The Federation should lay down the procedures for maintaining a Petty 

Cash Account for small amount purchases.  Original invoices or receipts should be 

produced upon claims of payment.  For the essential procedures and the approving 

authority for replenishment of the petty cash, please refer to the Accounting Procedures 

and Guidelines.  

 

Procurement Records 

25. The Federation should keep proper procurement records for all transactions 

including but not limited to requests for purchases, verbal and written quotations, 

tender/quotation assessment records, justifications and authorization sought for cases 

deviated from standard procurement procedures.  Council/Executive Committee/Board 

members and staff members of the Federation should ensure, to their best knowledge, 

that any purchase records they submit to the Federation give a true representation of the 

events or transactions reported in the document.  Intentional use of documents 

containing false information to deceive or mislead the Federation may constitute an 

offence under the Prevention of Bribery Ordinance. 

 

Monitoring Performance of Suppliers/Service Providers 

26. Users or goods checking officer as mentioned in Paragraph 23 should inform 

the procurement officer in writing in case there is adverse performance of the suppliers’ 

or service providers with details of adverse performance such as sub-standard quality of 

goods/services, delay in goods delivery without reasonable excuse, and unsatisfactory 

after-sale service.  The aforesaid adverse performance record will be taken into account 

in deciding whether the supplier/service provider is invited to bid in the next round of 

invitation as mentioned in Paragraphs 9 and 10.  Suppliers/service providers with 

persistent adverse performance should be suspended from bidding as appropriate with 

proper approval. 

 

Disposal of Assets 

27. If the assets are identified to be surplus, obsolete or unserviceable, they can be 

disposed by means of trade-in or sales quotation/tender.  The Federation should ensure 

that such items are disposed of in the most cost effective and timely manner.  The 

disposal of assets and the means of disposal must be authorised by the designated 



approving officer approved by the Council/Executive Committee.  The means of 

disposal and the approval authority should depend on the expected saleable values.  The 

sales proceeds received should be properly accounted for in the ledgers.  Besides, for 

fixed assets disposed, the disposal should also be reported on the ‘Fixed Assets Register’. 

 

National Security 

28.  The Federation shall manage their procurement to the extent that it can 

disqualify a tenderer/terminate a contract upon the occurrence of any of the following 

events: 

 

➢ the Tenderer/Contractor has engaged or is engaging in acts or activities that are 

likely to constitute or cause the occurrence of offences endangering national 

security or which would otherwise be contrary to the interest of national 

security; 

 

➢ the continued engagement of the Contractor or the continued performance of 

the Contract is contrary to the interest of national security; or 

 

➢ the Federation reasonably believes that any of the events mentioned above is 

about to occur.  

 



Appendix 1 

 

TENDER EVALUATION REPORT  

 

Sailing Federation of Hong Kong, China 

 

Reference : TER – 001/2013 

Subject : Provision of XXX 

Brief Description of Contract 

____________________________________________________ 

[Give a brief description of the goods/services required] 

 

Details of Invitation 

Tender invitation method: *Open tender / *restricted tender   

Invitations issued to :____________ *suppliers / *service providers 

Tender invitation date: _________________________________ 

Tender closing date: ___________________________________ 

Tender validity period: __________ days from ______________ 

Composition of Assessment Panel : ____________(Chairperson of the Panel) 

 ____________(Member of the Panel) 

 

Tenders Received 

Number of tenders received: ___________________________ 

Details of tenders received: 

Name of tenderers/suppliers/service providers Tendered Sums (lowest first) 

  

  

  

  

  

  

  

 

*Details of non-returning tenderers/suppliers/service providers: 

Name of tenderers/suppliers/service providers Reasons, if known 

  

  

  



Compliance with Tender Specifications 

Name of tenderers/suppliers/service providers 

(in ascending order of tendered sum) 

Compliance with 

specifications 

Details of any non-compliance 

 *Yes / *No  

 *Yes / *No  

 *Yes / *No  

 *Yes / *No  

 *Yes / *No  

 *Yes / *No  

 *Yes / *No  

 

Note:  The Assessment Panel should require the tenderers to withdraw their tender qualifications, or seek 

legal advice, if in doubt.  If the Assessment Panel recommends accepting the tender qualifications 

which would have material changes to the tender specifications, the Federation may consider 

putting up the contract for re-tendering. 

 

Performance Records of Lowest Three Tenderers/Supplier/Service Providers 

 Name of Tenderers 

 [Tenderer A] [Tenderer B] [Tenderer C] 

 Lowest Bid 2nd Lowest Bid 3rd Lowest Bid 

(a) Previous dealings 

with the Federation 
*Yes / *No *Yes / *No *Yes / *No 

(b) 
Previous  

Performance  

*Satisfactory / 

*Unsatisfactory, details: 

____________________ 

____________________ 

*Satisfactory / 

*Unsatisfactory, details: 

____________________ 

____________________ 

*Satisfactory / 

*Unsatisfactory, details: 

_____________________ 

_____________________ 

(c) 
Recommendations of 

Assessment Panel 

*Suitable / *Not suitable 

for contract award 

*Suitable / *Not suitable 

for contract award 

*Suitable / *Not suitable 

for contract award 

 

Recommendations 

* The lowest tender/*The ______ lowest tender submitted by ______________ [Name] is recommended 

for contract award.  Reasons:  ___________________________________________________ 

 ____________________________________________ [Mandatory if the lowest tender is not 

recommended]. 

 

* To negotiate with the tenderer submitting the lowest conforming tender for a better price with a view for 

tender award.  Other items to be negotiated: 

_________________________________________________________. 

 

* Other recommendations and reasons: 



___________________________________________________________ 

____________________________________________________________________________________

_____ 

(* Delete as appropriate) 

 

Declaration of Conflict of Interest 

I hereby declare that there is no conflict of interest, whether actual, potential or perceived, between my 

official duties to the Federation in relation to the captioned tender exercise, including without limitation 

those in relation to the preparation of the tender documentation (including tender specifications and 

marking schemes) and the assessment of tenders, and my financial, professional, commercial, personal or 

other interests. 

 

I undertake to – 

(a)  hold in strict confidence all tender information that I have access to through my official duties to 

[name of NSA] in relation to the preparation of the tender documentation (including tender 

specifications and marking schemes) and the assessment of tenders.  Tender information includes 

details of tenders received and any other sensitive, restricted or confidential information relating to a 

tender; 

(b)  refrain from making any unauthorized disclosure or taking advantage of any tender information 

referred to in paragraph (a) above whether or not for personal gain; 

(c) declare any actual, potential or perceived conflict of interest with my official duties to [name of NSA] 

in relation to the captioned tender exercise, including without limitation those in relation to the 

preparation of the tender documentation (including tender specifications and marking schemes) and 

the assessment of tenders immediately when I become aware of any such conflict; and  

(d) take steps to avoid any conflict of interest with any prospective supplier/service provider or supplier/ 

service provider by not putting myself in a position of obligation towards any of them; for example, 

by not accepting any favour or lavish or excessive entertainment, and not over-socialising with any of 

them. 

 

The undertaking in paragraphs (a) and (b) above shall not apply – 

(a) if and when the disclosure and information therein referred to becomes a matter of public knowledge 

(other than by reason of a breach of paragraphs (a) and (b) above); or 

(b) to any communications or disclosures caused or permitted by me to fellows in [name of NSA] who 

are or are expected to be involved in the course of their official duties in the captioned tender exercise 

or parts thereof. 

 

I understand that I may be subject to disciplinary action and liable to any loss or penalty borne by the 

Federation should I make a false declaration or fail to observe any of my above undertaking. 

 

 



Signature:   Signature :   

Name and Post of 

Panel Chairman: 

  Name and Post of 

Panel Member : 

  

Date:   Date :   

 



 

 

Warning Clauses in Tender Invitation Documents 

 

1. The tenderer shall not and shall ensure that his agents and employees shall not 

give or offer any advantages as defined under the Prevention of Bribery Ordinance to any 

agent or employee of Sailing Federation of Hong Kong, China.  The tenderer is also 

prohibited from colluding with other bidders in this tendering exercise in whatever forms 

(e.g. price rigging).  Any breach of or non-compliance with these clauses by the 

tenderer shall, without affecting the tenderer’s liability for such breach or 

non-compliance, invalidate his tender. 

 

2. If the supplier/contractor or any employee or agent of the supplier/contractor 

shall be found to have committed an offence under the Prevention of Bribery Ordinance 

in relation to the tender or the contract, the Federation may terminate the contract without 

entitling the supplier/contractor to any compensation therefore, and the 

supplier/contractor shall be liable for all losses and expenses necessarily incurred by the 

Federation as the result of such termination of the contract. 

 

 

  

 

Appendix 2 



Appendix 3 

 

Undertakings by Chairperson/Members of 

The meeting of assessment panel of tender held on XX (Date) 

 

1 .  I  undertake  

(a)   to  hold in  s t r ict  confidence al l  informat ion that  I  have access  

to  through my posi t ion as  a   Chairperson/Member of  the  

above panel  meet ing ;  

(b)  not to make any unauthorized disclosure or take advantage of any 

information whether or  not for personal gain. 

(c) to declare immediately any actual or perceived conflict of interest with 

my official duty as  a Chairperson/Member of the assessment panel of 

tender when I become aware of any such  conflict. 

(d)  to take steps to avoid any conflict of interest with any prospective 

tenderer or tenderer by  not putting myself in a position of obligation 

towards any of them. 

 

2.  I  understand  that  I  may be subject  to  d iscipl inary act ion and l iable 

to  any loss  or  penal ty borne by the Sai l ing Federat ion of  Hong Kong,  

China should I fai l  to  observe any of  my above undertakings.  

 

Chairperson  :    

 Signature (Name and Post) 

Members  :    

 Signature (Name and Post) 

    

 Signature (Name and Post) 

    

 Signature (Name and Post) 

    



 Signature (Name and Post) 

    

  Signature (Name and Post)  

  

Secretary :    

 Signature (Name and Post) 

 


