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These Guidelines apply to the entire Olof Palme International Center and to partners who 
have contracts with and funds from the Palme Center, including funds from Sida. However, if 
purchases are made with funds from the European Commision or other donors, other rules 
may apply.  
 
NB: That if the national laws call for stricter procurement regulations, these should apply for 
local offices and/or partners.    

1. Why procurement?  

All development cooperation activities shall be characterised by efficient use of resources, the 
promotion of good administrative practices, transparency in the management of funds, the 
hindrance of corruption, and to the greatest extent possible consider social responsibility and 
the environment. The organisation always has the responsibility for procurements made by 
themselves or by their partners.   
  
This means that the organisation, when purchasing goods and services, shall observe good 
business practice in their procurements. Where competition exists, it must be used. Tenders 
and bidders shall be treated equally to achieve competition on equal terms.   
  
2. When to make a procurement?   

• For services and goods for the amount of SEK 75 000 or above, a written price 
comparison shall be made.   

• For services and goods for the amount of SEK 284 000 or above shall be procured 
in competition.   

  
These price levels run over a 12-month period which means that you have to plan ahead. If a 
service provider/company will be used several times over a 12-month period, and each 
individual payment is below the price level, but the total exceeds the price level, a price 
comparison or procurement must be made.   
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Another scenario might be that when purchasing a service for the second time of the same 
company, you discover that it will exceed the levels for procurement/price comparison. In this 
case, a price comparison or procurement must be made.   
  
A third scenario might be that a colleague has already used the service of the same company, 
and that in combination with your purchase, the total sum exceeds the level for procurement 
or price comparison. In this case a price comparison or procurement must be made. It is the 
responsibility of the person purchasing the service to check whether it is necessary to make 
a price comparison or procurement.  

It is not allowed to divide a purchase into smaller parts to avoid a procurement.   
  
If you are using an agency that books hotels, conference venues, tickets etc. this agency must 
be procured if the sum charged by the agency exceeds the price level. If the agency only 
charges you for their fee, which goes below the price level, whereas hotels etc. are paid 
directly by the organisation, a procurement does not have to take place. NOTE that the agency 
has to be aware of our procurement guidelines, so they in turn can obey to the correct rules.  
  
A framework agreement follows the routines stated below, see 4. The difference is that in the 
terms of reference it must be stated that it is a framework agreement. The framework 
agreement must be reviewed every second year.   
      
3. Price comparison versus procurement in competition  

A price comparison means that Terms of Reference (ToR) are drafted. Based on these ToR, 
the person in charge for the price comparison selects at least three options and makes a price 
comparison. The three options do not have to be from the same country.  An invitation to 
tender does not have to be prepared; the options may for example be identified through an 
online search, etc. The terms of reference, the evaluation record along with the decision shall 
be documented in line with the procurement in competition, see paragraph 4.  
  
A procurement in competition means that the Terms of Reference (ToR) are drafted.  An 
invitation to tender must also be sent to at least three parties or advertised on a publicly 
accessible forum. This is the difference between a full procurement and a price comparison. 
     
4. How to make a procurement in competition?  

a. The terms of reference together with commercial conditions1 shall be 
included in invitations to tender. It is important that the specifications are 
neutral. Where reference to a certain brand or trade name is necessary, “or 
similar” shall be added.   

 
b. Invitations to tender shall be sent to at least three parties or advertised in 

a publicly accessible forum so that effective competition can be 
achieved. Participation in tender procedures is open on equal terms to all 
natural and legal persons. If not all the three parties answer the invitation 
to tender the procurement is still valid and you can continue with the tenders 
that you have received.    

 

 
1 The commercial conditions specify your requirements in terms of contract duration/delivery time, 
delivery terms, warranties, penalties, payment terms, billing etc.  
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c. Tenders may not be invited merely for purposes of comparison. A company 
that is invited to submit a tender shall also be able to expect that it is being 
seriously considered as a supplier.  

 
d. The make-up of the group of companies invited to tender should not remain 

permanently the same but should be varied from time to time.  
 

e. Deadlines for submitting tender applications and tenders must be 
determined regarding how complicated the procurement is and how long 
the suppliers might need to prepare the tender applications or tenders. The 
tenders received after the specified deadline will be rejected. 

 
f. Tenders shall be handled by at least three persons from the organisation.  

 
g. The evaluation of tenders must be documented. The tender accepted shall 

be the one that is considered most advantageous when all the criteria are 
taken into consideration. At least three persons from the organisation shall 
sign the evaluation of tenders.  

 
h. In all procurements, the acceptance of a tender and the reasons for its 

acceptance shall be specified in a special procurement decision, which 
shall be signed by at least three persons from the organisation.  

 
i. The successful bidder shall be informed in writing as soon as the decision 

is made. Unsuccessful bidders shall also be informed in writing as soon as 
possible. 

 
5. Environmental and social consideration of procurements  

The Palme Center’s policy on environment and climate applies to all activities, both in 
Sweden and internationally. The organisation ensures that procurements meet requirements 
for environmentally sustainable development and give due consideration to the basic human 
rights expressed in the ILO’s core conventions. 
 
Procurements shall consider consultants' and suppliers' social and sustainable 
responsibility, such as using suppliers that use collective agreements, Fair Trade products 
and respect trade union rights. 
 
The following are not requirements for member and partner organisations but encouraged 
when possible. Things to consider before purchasing a product or service: 

• Consider whether the purchase is necessary. As an organisation, we strive to 
minimise our consumption and reuse as much as possible. 
 

• If the purchase is deemed necessary, Environmental and social sustainability 
factors must be considered. The organisation must always prioritise goods and 
services with environmental and/or fair trade labelling, as well as companies with 
collective agreements and preferably environmental management systems. If it is 
possible to buy second-hand goods, this must be done. 

 
• Only vegetarian or vegan food may be served at meetings and other gatherings 

arranged by the Palme Center. If possible, organic and Fair-Trade products should 
be chosen. When member and partner organisations arrange their own events that 
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are funded through the Palme Center, this is not a requirement but is encouraged 
where possible. 

 
• Disposable items may not be purchased, and in cases where they are deemed 

necessary by the Palme Center, the manager must first approve the purchase. 
Member and partner organisations are not required to do this, but they are 
encouraged to avoid disposable items as far as possible.  

 
• Coordinate the transport of goods. To limit the number of transports to and from the 

office, try to coordinate orders, for example, regarding printed matter and office 
supplies that the landlord does not order. Opt for digital signatures on contracts 
rather than shipping with DHL or other courier companies where possible. Choose 
eco-labelled goods transport as far as possible. 

 
• Remember that these guidelines also apply to booking hotels, conference facilities, 

and restaurants. Therefore, choose eco-labelled facilities with collective 
agreements or conditions similar to collective agreements. The Palme Center’s 
travel agency, Tranås, can help you with this. For more information, see the Palme 
Center’s travel and meeting guidelines on the webpage: 
https://www.palmecenter.se/eng/about-palme-center/steering-documents/.  

 
 
6. Procurement of capital goods  

Procurement of capital goods (products for permanent use) must be approved by the Palme 
Center in advance. If the initial cost of a capital good exceeds SEK 10 000, the cost of the 
good shall be spread over several years according to the depreciation regulations in the 
country where the capital good has been purchased and accounted for. If any value on a 
capital good remains in the end of the Project period, a new agreement shall be established 
to regulate the ownership of the capital good.  
  
7. Procurement of inventories   

In procurement of inventories (equipment, vehicles and accessories) to a value of 22 000 
SEK or more, an agreement between the Palme Center and the partner organisation should 
be written, if it is decided that the inventories shall be owned by the partner organisation. 
This is to confirm that the inventories belong to the organisation even at the end of the 
project and that they do not accrue to the Palme Center or persons associated with the 
project.  

8. Documentation of the procurement  

All relevant documentation relating to procurements shall be kept for seven years. The 
document must include the Terms of Reference, the invitation to tender, tenderers’ offers, the 
tender evaluation record and the decision.  
  
Donors have the right to follow up and examine procurements made in projects where they 
finance all or part of the activities. All procurements must therefore be systematic and well 
documented. Donors have the right to inspect all documentation relating to these types of 
procurements.   
   
9. Exceptions  

https://www.palmecenter.se/eng/about-palme-center/steering-documents/
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In exceptional circumstances the organisation may considers itself obliged to make deviations 
from the rules for competitive procurements. Deviations from the rules shall be justified and 
documented. Such exceptions must be approved in advance by the Palme Center.   

Examples of exceptions  
  

• An organisation that acts through an international alliance or network that, in turn, 
has documented procurement rules may choose to follow the established rules by 
that party. This shall be regulated through an agreement between the organisation 
and the party concerned or in a documented approach to procurements by the 
organisation. The same applies to cooperation with the EU.  

 
• Restrictions with respect to good business practice can be justified by participation 

in a trade blockade recommended by the UN.  
 

• The Palme Center can deny a minimum acceptable tender if the tenderer has 
breached good business practice and hiring could damage the organisation's 
relationship with its members and donors. 

 
10. Anti-Corruption 

The Palme Center’s anti-corruption policy and code of conduct applies in all operations and 
must be adhered to by all individuals and organisations that in, any form, enter into 
agreements with the Palme Center. This means that in all cases, one must behave and act 
in accordance with the code of conduct and anti-corruption policy and act to reduce the risk 
of violations.  
 
11. Third party screening against EU sanctions list  

Palme Center must ensure to not award third parties who are included in the EU's combined 
list of persons, groups and entities subject to financial sanctions (the EU's sanctions list), 
which is available at www.sanctionsmap.eu. The Palme Center shall take all appropriate 
precautions and necessary procedures to prevent any part of the Contribution from being 
used in the manner specified above. A screening should made and documented in 
accordance with the instruction in Palme Center’s Instructions for screening third parties 
against the EU sanction list (see Program management handbook) before signing the 
contract with the supplier.  
  
12. Exclusion from award of contracts   

Contracts may not be awarded to candidates or tenderers which, during the procurement 
procedure:   
 

• are subject to a conflict of interests.   
 

• are subject to financial sanction in accordance with the EU sanctions list. 
 

• are guilty of misrepresentation in supplying the information required by the 
Cooperation partner as a condition of participation in the contract procedure or fail 
to supply this information.   
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13. Ownership and follow-up 

The Deputy Secretary General is responsible for ensuring that the Palme Center's staff knows 
the guidelines and that they are followed in its operations and for ensuring compliance is 
followed up systematically. Deviations from these guidelines are addressed in the Palme 
Center's system for deviation management and in the annual environmental review carried 
out as part of the internal improvement work for the environment and climate within the 
framework of the environmental management system. 
 

 

 


