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GUIDELINES FOR SUBMITTING APPEAL COMPLAINTS
PLEASE READ THESE GUIDELINES CAREFULLY BEFORE COMPLETING THE COMPLAINT FORM

To be eligible to submit a complaint form, your company should have participated in a public procurement process with a Procuring Entity (PE) in Zambia. Your submission should contain the following information:

1. The supplier’s name (name of the company), name and title (e.g. Chief Executive Officer, Manager, Legal Counsel, etc.) of the person representing the company, postal and e-mail addresses, telephone and fax number;

2. The name of the PE to which the application relates;
3. Details of the procurement requirement to which the complaint or application relates including any reference number (e.g. ZPPA/ORD/007/15 – Tender for the supply and delivery of twenty desk top computers: Zambia Public Procurement Authority;
4. A detailed statement  including: 

(i) Facts; 

(ii) Grounds (reasons why your company   disagrees  with the award  including explanation of how your company  was prejudiced or affected and the part of the law that has been violated; and
(iii) Relief/remedy/action sought;

5. Copies of relevant documents supporting the supplier’s statement (e.g. copy of complaint submitted to the PE, copy of the regret letter or letter of rejection/disqualification), or equivalent notification by fax or email);

6. A declaration establishing that the supplier is an interested party for the purpose of filing a procurement challenge. (proof of submission of a bid or offer, etc.); and
7. All information establishing the timeliness of the procurement challenge (date of Notification and date of debrief, etc.). 

Instructions for submission:

1. Please quote but do NOT attach the documents already submitted to the PE in response to  Invitation for Bids or Request for Proposals; 

2. All the supporting documents should be sent to ZPPA once only and submitted together with the complaint form;
3. The duly completed form should be accompanied by a non-refundable fee of One Thousand Kwacha (K1, 000.00).

The complaint form, together with the supporting documents, should be sent to ZPPA within ten (10) days of notification of the decision by the PE, through one of the following means only: 

(a) Online submissions should be made to: info@zppa.org.zm and payments in any of the following ZPPA bank accounts; Standard Chartered Bank, North end Branch, Account No. 0100122103700, Lusaka or Zambia National Commercial Bank Plc, Cairo Road Business Centre, Account No. 0579595300177, Lusaka.

(b) Fax #: +260 (211) 250 633; 

(c) Postal Address: Zambia Public Procurement Authority, P.O. Box 31009, Lusaka, ZAMBIA. 

Notes: 

1. Suppliers/bidder should channel their complaints to the respective procuring entity first and only appeal to ZPPA if the complaint has not been adequately resolved by the PE.

2. For Procurements funded by Zambia’s Cooperating Partners (CPs), Suppliers/Bidders are encouraged to copy the respective cooperating partners, as they wish, on their complaints to ZPPA. This move enhances further transparency and accountability of Zambia’s procurement system

3. Complaints should point to specific alleged wrongs under the Public Procurement Act and the Regulations, otherwise the PE and/or ZPPA may not be able to adjudicate over the complaint and would be forced to dismiss the complaint.

4. Complaints should point to specific alleged wrongs under the Public Procurement Act and the Regulations, otherwise the PE and/or ZPPA may not be able to adjudicate over the complaint and would be forced to dismiss the complaint.

5.  Any incomplete complaint form submitted to ZPPA will not be processed.

6. All information will be treated in confidence.

DEBRIEFING AND PROCUREMENT CHALLENGES FAQS
ZPPA is offering all bidders who participated in high value procurements, an opportunity to obtain additional information on   their unsuccessful proposals or bids from the respective procuring entities (PE’s). This shall apply to bids submitted in response to Invitation for Bids. 

1. What is a debriefing?

The debrief is not an adversarial proceeding; rather, it is a collaborative learning opportunity for unsuccessful bidders to obtain additional information during a meeting on the reason(s) why the bid failed. The debrief may also provide valuable information for future use to the PE. 
2. What questions/documents can be asked?

The purpose of the debrief is to discuss the unsuccessful bidder’s submission and the applicable evaluation process and procedure.  It is not a forum to discuss the submissions of other bidders or other issues or complaints which the bidder should raise with a more appropriate office, such as the Anti-Corruption Commission, Drug Enforcement Commission, and Zambia Police Service etc.

3. When and to whom can a request be made?

An unsuccessful bidder may request for a debrief in writing after receiving Notice of Best evaluated bidder. Upon timely receipt, the PE will notify the bidder of the scope of the debrief, as well as the date, time and place for the debrief, which normally will be conducted in person. (See also time table in Paragraph 6 below).
Bidders are encouraged to request for debrief within the ten (10) days working days from the Notice of Best evaluated bidder.
4. How often can this option be exercised?

This is a one time event. Bidders will receive only one debrief and no follow-up debriefs will take place.

5. How and where is a debrief conducted?

The debrief is a meeting generally conducted in person but can also be held via telephone.  The debrief will be conducted in English.

6. What steps should be followed?
Step 1:
The Notice of Best evaluated bidder is issued within 7 working days of the issuance of an award.

Step 2:
Unsuccessful bidders may request a debriefing in writing after receipt of the Notice of Best evaluated bidder.
Step 3:
The PE shall inform the unsuccessful bidder of the logistical details for the debrief.

Step 4:
Bidders who have been formally debriefed and remain unsatisfied can file a procurement challenge to the ZPPA within 10 business days of the Notice of the best evaluated bidder.
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