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adjust the estimated amounts.

1 Purpose

To provide general guidelines on how a selection committee will be set up.

2  Scope

The Selection Committee is mainly assessing procurement through public tender and

written consultation; and if appropriate, for direct consultation.

3 General Rules of Composition of the Selection Committee

3.1 The Selection Committee may comprise at least 3 members (preferably an odd

number).

3.2 For purchase with estimated cost exceeding MOP1,000,000, the Selection
Committee should comprise at least 5 members.

3.3 Members of a selection committee shall not be involved in other stages of the
procurement process especially quotation/tender opening process to ensure that
the procurement process is not “controlled” by the same personnel. Hence, the

influence of “human factor” will be minimized.

4 Composition

4.1 For purchase with estimated cost of MOP1,000,000 or below, the Selection

Committee shall comprise 1 chairperson and 2 members.
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5

4.2

4.3

4.4

4.5

4.6

For purchase with estimated cost exceeding MOP1,000,000, the Selection
Committee shall at least comprise 1 chairperson and 4 members.

For purchase with estimated cost of MOP15 million or above, the Chairperson

shall be an independent Vice Rector.

For purchase with estimated cost below MOP15 million, the Chairperson shall be
a Principal Officer.! The Chairperson may not come from the requesting or user

unit.

For purchase with estimated cost of MOP 1,000,000 or below, members shall have
representatives from any two of the categories from (a) to (f) as stated below.
For purchase with estimated cost exceeding MOP 1,000,000, members shall have
representatives from each of the categories from (a) to (d) as stated below. In
case the above proposed composition of selection committee members is not
applicable due to conflict of roles, the remaining number of members shall be

drawn from category (g) as stated below:
(a) requesting units;
(b) user units;

(c) technical support units (applicable for purchase of IT equipment, AV

equipment, dangerous goods, etc.);
(d) other related units with similar nature;
() administrative units;
(f) academic support units;
(g) arandom list of staff members at Administrative Officer level or above.

The Secretary shall be the staff member from the requesting or user unit.

Roles and Responsibilities

5.1

Chairperson (Chair and voting member) — to coordinate the selection process and

1 Article 58 of “The Personnel Statute of the University of Macau’ (p.30)



https://www.umac.mo/docs/PS_eng_full%20version_pdf.pdf
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ensure it a proper one.
5.2 Members (voting member) — to exercise due care in the selection process.

5.3 Secretary (non-voting member) — to provide secretariat support to the Selection

Committee.
5.4 The following persons can be invited as consultant when necessary:
e  Alegally qualified person

e  Specialist as required

Proportion of Members Composition
6.1 Each user unit can appoint only ONE representative as committee member.

6.2 Large scale selection meeting could exclude the above restriction. The proportion
of member can be adjusted when endorsement is obtained from Rector / Vice

Rector.

Obligation

7.1  Prior to acceptance of appointment, selection committee members should ensure

their work schedules can fulfill the future selection work.

7.2 Selection committee membership is approved by relevant authority and hence
members have the responsibility to fulfill the assigned job. They should attend
the meeting and participate in the selection process except for absence with

justified reasons, such as sick leave, maternity leave, or official trip.

Substitution Mechanism

8.1 For substitution, any absence from the Selection Committee will be replaced

directly by the respective supplementary members as approved by the relevant
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authority.

8.2 For special circumstances, member shall be nominated by Rector / Vice Rector

from other units.

9 Recusal System

9.1 Members must declare to the Chairperson of the Selection Committee any

possibility of conflict of interest prior to the selection process.

9.2 Members are advised to read the following relevant documents:
e Item I of Article 46 of “Code of Administrative Procedure”
e  Article 279 of “Status of Civil Servants in Macao”

° Internal Guidelines for Personal Integrity Conduct (Document code:
ADMO-HRS.10/201603/515)

e  Working Guidelines for Selection Committee (please refer to the Appendix)

10 Regular Training

10.1 Procurement Section of Office of Administration organizes trainings and review

meetings on the selection procedure regularly.

10.2 The relevant guidelines and documents can be accessed via ADMO website.

10.3 Any questions from the members of the Selection Committee can be directed to

the Procurement Section at pct.enquiry@um.edu.mo.


https://webdocs.um.edu.mo/sites/governance/All%20documents/Internal%20Guidelines%20for%20Personal%20Integrity%20Conduct.pdf
https://webdocs.um.edu.mo/sites/governance/All%20documents/Internal%20Guidelines%20for%20Personal%20Integrity%20Conduct.pdf
http://www.umac.mo/admo/
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Appendix

Working Guidelines for Selection Committee

All tenders shall be assessed under the principles of fairness, impartiality, objectiveness

and confidentiality.

Before the selection process, members of the Selection Committee are obliged to go
through and fully understand the law and regulations of the avoidance system® and
obligation of confidentiality *> , and then sign the respective declaration of
acknowledgement.

Committee members shall not have personal contact with, nor receive any property or
benefits from any bidders or people who have direct or indirect interests with the

bidding result.

Committee members should actively avoid conflict of interest. Should there be
circumstances which may lead to reasonable doubt about one’s impartiality and
integrity, the committee member should report to the Chairperson, who will decide

whether avoidance is necessary.

All matters and documents related to the tenders should be kept confidential, especially

during the tender process.

The Chairperson of the Selection Committee is responsible for the coordination and
organization of the evaluation of tenders, with support from the secretary, who usually

comes from the requesting unit.

2 Law and regulations related to avoidance system:

a) Item I of Article 46 of “Code of Administrative Procedure”

b) Internal Guidelines for Personal Integrity Conduct (p.18-22)

3 Law and regulations related to obligation of confidentiality:

a) Article 279 of “Status of Civil Servants in Macao”

b) Internal Guidelines for Personal Integrity Conduct (p.23-25)
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10.

1.

12.

Committee members shall follow strictly the requirements stated in tender dossier and
legal regulations, and conduct the tender evaluation in a manner that is objective, fair
and accountable.

The Selection Committee shall examine seriously the tender’s dossiers and the
documents received during the process of bidding, special attention is required for the

following contents:
8.1. The subject matter of the tendering;

8.2. The nature and scope of the tender items, the written records of the tender

opening, clarifications, explanations and Q & A booklets;

8.3. The principal technical requirements, remarkable matters and standards set out

in the tender’s dossiers;

8.4. The criteria and methods of evaluation, the purpose and essentials of the

tendering, as well as the relevant consideration in the evaluation process.

Prior to opening a tender, the Selection Committee shall formulate the method of
calculation for each item, in accordance with the agreed criteria of evaluation, and

record it in writing.

During the tender evaluation process, the Selection Committee shall report any
incomplete tenders to the Procurement Section of Office of Administration, which is

responsible for the tendering, and record the fact accordingly.

The Selection Committee shall progress systematic evaluation and comparison in
accordance with the criteria of selection in the tender dossiers, as well as the method
of calculation, which is formulated under the Working Guidelines no.9. Any evaluation
criteria that are not included in the tender dossiers should not be taken as the basis of

evaluation.

The Selection Committee shall adopt consistent and coherent criteria and methods for

the evaluation of all tender items.
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13.

14.

15.

16.

17.

18.

If any dispute arises during the evaluation process, the Selection Committee can
request assistance from relevant departments of expertise according to actual

circumstances, to obtain necessary professional advice.
The Selection Committee shall clarify all unclear issues before making a final result.

The decision of the Selection Committee is made via voting by simple majority. No
abstention is allowed.

If there is any suspected illegal or rule-breaking behaviour, the Committee shall record
it in the tender evaluation report in detail with evidence, and inform the Procurement
Section of Office of Administration immediately. PCT shall report the case to the

University Management.

The tender evaluation report, which is written by the Chairperson of the Selection
Committee or any member assigned by the Chairperson, should be a factual account
of the following items:

17.1. Basic information and data sheets;

17.2. Member list of the Selection Committee;

17.3.  Checklist of all qualified tender documents;

17.4.  Detailed explanations for disqualified tenders;

17.5. Checklist of the evaluation criteria and methods;

17.6.  Comparative Table of the scores of the tenders;

17.7.  Justification for exceptionally low / “0” marks given;

17.8.  The evaluation result sorted by ranking;

17.9.  Preferred tenderer and awarded amount;

17.10. Summary of clarifications, illustrations and amendments of issues.

The tender evaluation report has to be signed by all committee members. Committee
members who oppose the decision of the evaluation can state their ideas and reasons

in writing, and attach them together with the tender evaluation report. For members
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19.

who refuse to sign on the assessment report without stating their opinions and

reasoning, the Selection Committee shall explain and record it in writing.

A check list for selection process with explanatory notes has been attached as a
practical guide and reference for the selection committee (please refer to ADMO

website for the Check list for selection process).


http://www.umac.mo/admo/
http://www.umac.mo/admo/
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