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Introduction and background.
This manual provides background to the procurement procedures as agreed contractually between GDF and its Procurement Agents and proposes guidelines for using GDF's Order Management System (OMS) that is directly linked to various specific supply-related processes and to the overall Procurement Management between the parties; countries, designees, donors, GDF, Procurement Agents, and their providers, such as suppliers, quality control laboratories, freight forwarding agents, etc.
1. Purpose of the Order Management System (OMS)

1.1. Contractual background.

As agreed contractually, Procurement Agents must use GDF's Order Management System -OMS- often referred to as GDF's web-based tracking system, to diligently inform, notify, and monitor all actors and steps of the supply process. This system is defined as a central link between the parties to allow real time assessment of the status of orders and deliveries as well as to manage and control each specific operational step between Clients, their Designees, Donors,  GDF, Procurement Agents and their providers. 
GDF is responsible for selecting the information relevant to each party and for assigning a maximum lead time allowed for each relevant operation respectively to various quality objectives.

Providers are expected to follow GDF guidelines to expedite and monitor the procurement processes by inputting relevant information in an efficient fashion.

More specifically, the OMS is used to warn and notify partners of the status of current orders i.e. order placement, receipt of payment, expected delivery dates, date of pre-shipment inspection, results of inspection, sampling process, dispatching dates, expected arrival dates, confirmation of arrival, etc.

The OMS is also the repository to centrally store all critical documents linked to a specific transaction i.e. agreements and contract, quality control documents, shipping documents, necessary documentation, etc.

The Order Management System is also a performance evaluation tool as per GDF Quality Objectives and KPIs e.g. lead time, quality and cost of services performed by GDF Providers. 
Finally the OMS allows systemic customer feedback to identify promptly any deviation or deficiency. 
Each provider has a specific role in the OMS and these roles are constantly being widened to capture more information relevant to the overall performance of GDF services. It is crucial that all actors are aware and trained in order to use the system and contribute efficiently to documenting the various steps required.
1.2. Four types of Procurement SERVICES: Grant, Direct Procurement, Special Grant, WHO Direct Procurement 

In the summary tab when the order is being created:

Four type of OMS Management Processes for 4 types of orders.

The orders for products fall under one of 4 categories depending on the funding source of the order, defined as follows:

1.2.1 Grant Procurement:

For contracting, procurement, supply and delivery of Products for use in TB Programmes which are funded by donors directly through WHO/GDF. 
These orders are invoiced to WHO/GDF. 

1.2.2 Direct Procurement / updated by FIN to External Direct Procurement (Aug 09):
For  contracting, procurement, supply and delivery of Products for use in TB Programmes which are funded directly from sources other  than WHO/GDF (normally by Institutions from recipient governments).  
Direct Procurement orders are supplied under the same contractual arrangements as Grant orders, except that payment for such orders is made directly to Procurement Agents as agreed between Procurement Agents and Institutions.
1.2.3 Special Grant:
The "special grant" is an answer to donation grants such as "Sandoz Novartis".

Because these funds are not necessarily set and because GDF doesn't keep those funds, the process is the following:
Novartis wants to donate $ X to a country (Tanzania generally). We set up a grant agreement with the chosen country. 
The Portfolio Officer creates the order using "special grant". Drugs + freight and PSI are valued in the OPR (therefore GDF can report on these), and the invoice is paid directly by Novartis to GTZ. 

1.2.4 WHO Direct Procurement:

WHO Direct Procurement orders are orders initiated generally by WHO regions for one of their Member States. The country or the respective WHO Region partner involved pay directly GDF which is a different process than traditional DP. There is generally an exclusive Procurement Officer dealing with this type of service. Ms Elena Mochinova is currently in charge.
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Figure 1 - Draft order summary tab for Order preparation by the Portfolio Officer
1.3. LINES of products: FLD, MDR, Diagnostics, NA, (and others)
The Procurement Officer and/or Portfolio Officer will qualify the order as per one of this criteria. For reporting purposes, please use one order per line of product if there is more that one product line requested by the client.
As per Dec 1st 2008 please specify the line of products: FLD, MDR, or New DIAGnostics or NA (for orders prior to the date implementation). Specific Products categories such as Diagnostics, Consumables, Prophylaxis, etc are defined at the level of the products selected, each product being assigned a product category.
1.4. PA Reference #.

This field is accessible after the first phase of the order creation in the "edit" mode to input any specific Procurement Agent reference number (Invoice, etc).
1.5. Final Customer i.e. "Patient Target"
To define if order address adults, paediatrics, both (mixed) or NA.

Chose the type of final customer accordingly from " Adults", "Paed"(iatrics), Mixte (Both adults and Paed), or NA (When the data is missing).
1.6. "Types" of orders: "Emergency", "Urgent", "Accelerated", "Regular", "Not Specified" (Regular before 2009)
This classification has been made to establish delivery objectives as per the needs of the clients. Although GDF promotes long term planning situations may require very fast treatment of an order to reduce lead times for delivery of the goods.

Lead times associated with each order types are defined by GDF Key Priority Objectives. These objectives are reviewed twice a year. As of Feb. 09, they have been set as followed:

Emergency: 0-7 days from "Pending quote" (request for a quote sent by the Procurement Officer to the Procurement Agent) to the last shipment delivery date. Note that "emergency" orders are linked to the goods available from stockpile.
Urgent: 8-30 days from "Pending quote" (request for a quote sent by the Procurement Officer to the Procurement Agent) to the last shipment delivery date. Note that "Urgent" orders are linked to the goods available from stockpile.

Accelerated: 31-90 days from Pending quote (request for a quote sent by the Procurement Officer to the Procurement Agent) to the last shipment delivery date.

Regular: From 91 days and beyond from Pending quote. Procurement Officers and Portfolio Officers will set the number of days to target delivery date of the last shipment after agreement between parties. This order type is to be used to promote the forecast of long term delivery orders. Absence of delivery target date mess up internal lead time calculation and warning to PFO, POs and PAs.
Not specified: This option is available to prepare draft orders prior to setting up the type of order as defined above. No order must be processed with this type as lead time and delivery objectives need to be set and agreed upon.
In order to minimize overall lead times it might be justified to split orders so that a first part can be treated as an emergency and delivered rapidly while another part will be treated as standard. 
By setting up this Lead Time objective GDF staff initiate a number days to last delivery ("Days allowed for delivery"- see below) and a count down to delivery ("Projected delivery status"- see below) when order status switch to "pending quote". This indicators are calculated automatically and are displayed in the summary tab of the order for information and reminder.
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Figure 2 - Summary Tab Lead Time information
1.7. Procurement Agent

Each Line of product is linked to a specific Procurement Agent. FLD = GTZ; MDR = IDA, Diagnostics = GTZ
1.8. Ceilings - Funding sources
Ceilings are being determined by the nature of the orders and a choice of "finance" ceilings are available. 
The funding source is input by GDF staff to precise what is the origin of the fund used to pay for the order.

1.9. Preferred port of delivery and delivery dates.

These data are collected from the client and the respective signed agreement that needs to be uploaded in the summary tab of each order, for reference.
They allow GDF to identify differences between client's preferred harbour, type of transport and dates of delivery and effectives values.
1.10 Stock out

Portfolio Officers are to indicate if the respective order addresses a programme stock out by selecting "Yes" or "No".
1.11 Migrated order
Procurement Officers are to indicate if the respective order is a migrated order by selecting "Yes" or "No".
1.12 Client contribution

Portfolio Officers are to indicate if a client financial contribution is expected for the respective order by selecting "Yes" or "No"
1.13 Client contribution target

If a financial "client contribution" is expected Portfolio Officers are to indicate the amount of the expected contribution. If no contribution is expected the Portfolio Officers will input NA.
1.14 Pending Effective Client contribution amount

If a financial client contribution is expected, the Portfolio Officer will input the amount effectively contributed by the client. 

This item has not yet been implemented but is scheduled.

1.15 Request quote for all freight options
The Portfolio Officer indicates if all freight options are to be quoted by selecting "Yes" or "No".

1.16 Add an agreement to the summary tab of an order. (good practice updated May 22, 2010)

If an order requires a signed agreement it must be attached in the Order Management System before it can be submitted for financial approval.
To add the Agreement select Add an agreement to this order and the upload the agreement.
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Figure 3 - Add an Agreement to an order

Then indicate if the agreement is signed in the Agreement. see below.
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Figure 4 - Indicate than an agreement uploaded is signed 
1.17 LOA upload for WHO DP orders and orders were a signed LOA is made mandatory prior to be submitted for Financial approval (Change made by FIN May 22, 2010).

All WHO DP orders must have an LOA attached before they can be submitted for financial approval. Therefore the new field WHO DP LOA: has been created, see below.
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Figure 5 - Upload mandatory LOA for WHO PD Orders - 1 -
To upload the LOA, POs will have to edit the summary TAB in the OMS and select Add an LOA to this order - See below - then select the document and upload it to the Order as per other documents.
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Figure 6 - Upload mandatory LOA for WHO PD Orders - 2 -
2. Order Process Sequence
Note that texts in red describes the Procurement Agent's actions in the OMS
2.1 Order Process for Grant  Procurement orders.

	Step
	Action
	Who takes action
	Order Status becomes
	OMS Notifies who
	Notification Type

	1
	Portfolio officer (PO) creates draft order
	GDF/ GLC
	Draft
	
	NONE

	2
	Portfolio officer submits order for review by Procurement team
	GDF/ GLC
	Draft submitted to procurement
	At GDF PRS
sarquellam@who.int;

mochinovae@who.int
shirzada@who.int
kasinsubugaa@who.int
avchyani@who.int
garciamontesa@who.int

	1

	3
	Procurement officer submits order to  PROCUREMENT AGENTS for quote
	PRS 
	Pending quote
	Contacts for the Procurement Agent

	1

	4
	 PROCUREMENT AGENTS uploads quote(s) in the OMS + email quote to programme
	 PROCUREMENT AGENT
	Pending quote
	PRS
	1

	5
	Procurement officer selects quote
	PRS
	Draft with quote
	The Portfolio Officer who created the Draft Order
	1

	6
	Procurement officer submits order for financial approval
	PRS
	Pending financial approval
	FIN - GDF Finance Dept.
	1

	7
	Financial officer approves order
	FIN
	Pending GDF approval
	PRS and Portfolio officer who submitted the order
	1

	8
	GDF manager/delegate approves order
	PRS
	Pending release to PA
	
	NONE

	9
	Procurement officer releases order to  Procurement Agent
	PRS
	Final confirmed order
	 PROCUREMENT AGENTS and Portfolio officer who submitted the order
	1

	10
	Procurement Agent submits order to suppliers and updates the OMS
	PROCUREMENT AGENT 
	Order placed with supplier(s)
	PRS
	1

	
	 PROCUREMENT AGENTS creates shipments in the order tracking system, and updates them with information as available, until all shipments have been delivered.
	On shipment deliveries:  Consignee and "Authority or person responsible for tracking drug shipments" and PO  and PRS
	2

	11
	GDF indicates order completed
	PRS
	Completed
	 Procurement agent and PO
	1

	12
	After order is delivered an automatic survey is sent to key actors
	ARM/ PROCUREMENT AGENTS
	Survey pending
	Programme + Thierry Cordier Lassalle + PO
	1




Figure 3 - Order Process for Grant Procurement orders.
2.2 Order Process for DP (except WHO DP) Procurement orders.

	Step
	Action
	Who takes action
	Order Status becomes
	OMS Notifies who
	Notification Type

	1
	Portfolio officer creates draft order
	GLC/

GDF
	Draft
	
	NONE

	2
	Portfolio officer submits order for review by Procurement team
	GLC/

GDF
	Draft submitted to procurement
	At GDF PRS
sarquellam@who.int;

mochinovae@who.int
shirzada@who.int
kasinsubugaa@who.int
avchyani@who.int
garciamontesa@who.int
	1

	3
	Procurement officer submits order to  Procurement for quote
	PRS
	Pending quote
	At  Procurement Agents

	1

	4
	Procurement Agent uploads quote(s) in the OMS + email quote to programme
	 PROCUREMENT AGENTS
	Pending quote
	PRS
	1

	5
	Procurement officer selects quote
	PRS
	Draft with quote
	The Portfolio Officer who created the Draft Order
	1

	6
	Procurement officer submits order for GDF approval
	PRS
	Pending GDF approval
	
	NONE

	7
	GDF manager/ delegate approves order
	PRS
	Pending release to procurement agent
	
	NONE

	8
	Procurement officer releases order to  Procurement Agent
	PRS
	Pending client approval
	Procurement Agent and Portfolio Officer who created the Draft Order
	1

	9
	Procurement Agent sends contract to customer and updates the OMS
	 PROCUREMENT AGENTS
	Pending client approval
	
	NONE

	10
	Procurement Agent receives signed contract and updates the OMS
	 PROCUREMENT AGENTS
	Pending advance payment
	PRS
	1

	11
	Procurement Agent receives advance payment (or indicates waived) and updates the OMS
	 PROCUREMENT AGENTS
	Final confirmed order
	PRS and Portfolio Officer who created the Draft Order
	1

	12
	Procurement Agent submits order to suppliers and updates the OMS
	 PROCUREMENT AGENTS
	Order placed with supplier(s)
	PRS
	1

	
	 PROCUREMENT AGENTS creates shipment information in the OMS, and updates with information as available, until all shipments have been delivered.
	On shipment deliveries: Consignee and "Authority or person responsible for tracking drug shipments" and PO  and PRS
	2

	13
	GDF indicates order completed
	PRS
	Completed
	 PROCUREMENT AGENTS and PO
	1

	14
	After order is delivered an automatic survey is sent to key actors
	ARM/ PROCUREMENT AGENTS
	Survey pending
	Programme + Thierry Cordier Lassalle + PO
	1




Figure 4 - Order Process for DP (except WHO DP) Procurement orders
2.3 Notifications types 
These emails are sent automatically based upon the status of the order.

Please check in the right column of the tables above to identify the type of notification per process.
2.3.1 Template #1 for notification email : Any status change

Subject: Notification about GDF drug order for [Country]: [Serial Number]
Body:

[Serial Number]

The [OrderType] drug order for [Country] has been updated. On [DateOfStatusChange], the drug order's status was changed to [NewStatus]. 

To find out more information about the drug order, visit the GDF Order Management System at www.stoptb.org/gdf/oms or contact the GDF portfolio officer for this order, [PortfolioOfficerTitle] [PortfolioOfficerFullName], by email at [PortfolioOfficerEmail].

Kind regards,

GDF
Figure 5 - Email notification template #1: Any status change
2.3.2 Template #2 for notification email: Notification of shipment arrival

Subject: Notification about GDF drug order for [Country]: [Serial Number]
Body:

[Serial Number]

The [OrderType] drug order for [Country] has been updated. On [DateOfShipmentActualDeliveryDate], a shipment of GDF drugs is scheduled to arrive in [Country]. 

To find out more information about the drug order, visit the GDF Order Management System at www.stoptb.org/gdf/oms or contact the GDF portfolio officer for this order, [PortfolioOfficerTitle] [PortfolioOfficerFullName], by email at [PortfolioOfficerEmail].

Kind regards,

GDF

Figure 6 - Email notification template #2: News of shipment arrival
3. Accessing the OMS

To access the GDF OMS, you need access to the Internet.

3.1 Connecting to the OMS

Once connected to the Internet, type the following address in your browser or click the link below. 



Figure 7 - OMS URL

3.2 Logging in to the GDF/STOPTB OMS

Once on the welcome page of the GDF OMS you need to enter your login; i.e. your username and password.
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Figure 8 - OMS Log in Screen

3.2.1 Without a login ID and password

If you do not have yet a login please make a request by following this link.
Or you can also send your request by e-mail to:

Raegan Boler bolerr@who.int
Thierry Cordier-Lassalle cordierlassallet@who.int
Please outline the reason for your request for access to the GDF OMS.

Eligible users will be sent a login id and password.

3.2.2 With a login ID (Username) and password

Once you have received your login ID and password from GDF by e-mail, type in your login ID in the field “Username” and your password in the field just below.
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Figure 9 - Login to the OMS

Please note that usernames and passwords are case sensitive therefore login id and password must be in the exact same format as those received via e-mail from GDF.

An easy way is to copy and paste them from the e-mail into their respective fields.
Passwords can be changed at any time by each user by signing in and then by clicking on "my account" in the top right corner.  

3.2.3 If you have lost your password

Click the link “Forgot your password” – see below.

An email will be sent to GDF. You will receive your password shortly after.
[image: image11.jpg]



Figure 10 - Lost Password
4. Inside the OMS

Once you have entered Username and Password information, click on the ‘Login’ button, and you will be taken to the main page of the OMS, as shown below:
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Figure 11 - OMS Order list view
4.1 Inside an order

To view an order just click on the serial number of the order you wish to open.
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Figure 12 - Opening an order
4.1.1 The Summary tab
Once opened, you enter the Summary tab of the order, as shown below 
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Figure 13 - Order summary view

All this information is entered by GDF Portfolio Officers and Procurement Officers when the draft is being created
.

4.1.2 The Customer Requirements tab

Again, information entered in this tab is managed by GDF and Country programmes.

Note that some of these requirements impact the effective delivery and the documentations. It is crucial that they are well known and understood by THE PROCUREMENT AGENTS for each order.
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Figure 14 - Customer requirements tab
4.1.3 The Contacts tab
The Information present in this tab is managed by GDF and the Programmes.

Please make sure that email addresses present of the contact are properly input to ensure proper reception of notifications. Note that in case of multiple e-mail addresses for one contact follow strictly the format : Email address1; Email address2 i.e separate the two email addresses by a semicolon and a space. 
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Figure 15 - Contacts tab

4.1.4  The Products and costs tab
The Information present in this tab is managed by GDF and the Programmes

[image: image18.jpg]Order AND/DP/08/329 detail information - Products and Costs

 summary | customer Roqursmens [ contacts EECRRUTTECY snpmers orsr ity | commers

‘There are no quotes available.

Proforma involce.
242576 20080220165945840.pf

[Product Quantity Supplier
50 $1463) $73150

Al products: $731.50
Insurance (rate = 0.6%): 5439
‘The GDF will not pay G and PS costs fo this order
Quality control: 5000
Pre-shipment inspection: 5000
Freight 51000
Agentfees (fee = 7%): 5000
Note: The 7% agent fee is not indicated here as ititincluded in the costof the products.
Costfluctuation buffer: 5000
Total costs: $745.89

Cancel this order Print this order Back




Figure 16 - Product and costs tab
4.1.5 The Shipments tab
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Figure 17 - Shipments tab
Step 10 of Grant and Step 12 of DP of the order management process implies Procurement Agent involvement in the actualization and the update of the shipment information
4.1.6 The Order history tab.
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Figure 18 - Order History 

Most dates present in the order history are automatically calculated except for the date of the signed contract reception and the date of the final delivery of the order which is entered by GDF upon reception of the Programme's notification.
4.1.7 The Comments tab
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Figure 19 - Comments tab

Update this section with any comments you want to share with other parties except the programmes. Countries do not see the comment tab in their display.
4.2 General Functionalities
Depending on the type of account (Procurement agent, Portfolio, Procurement Officer, Freight, Programme, Administrator, etc. different functionalities are proposed:

4.2.1 "View orders"
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Figure 20 - Order view
4.2.2 "Save this view of the orders"

To save a standard default view of the orders click this link and the preferences will be kept for the subsequent login. To change the viewing preference just modify the view and click "save this view of the orders" again. 

4.2.3 "Open orders"

To sort by open orders only just click the bock "open orders"
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Figure 21 - Open orders sorting
4.2.4 "Tenders" 

To select only orders identified as part of a Tender click on the box "tenders". 
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Figure 22 - Sorting by tender
4.2.5" Toggle order filters"
The toggle order filter allows multi-criteria display and sorting of orders.

Select a filter from a drop box and click "go" to launch the sorting based on this criteria.

[image: image26.jpg]‘View the st o orders

[ S T— L L e p—

e W e ]

- ] (=





Figure 23 - Toggle order filters
4.2.6 "View accounts"
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Figure 24 -View accounts

Click on the link "view accounts" to get information about one of the OMS account holders.

4.2.7 "My account"
The link "My Account" allows you to change the parameters of your account, including your password and user name.
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Figure 25 - My account view

4.2.8 To log out.
To log out of the system click the link "logout". Note that  you will be logged out  automatically after a determined period of time of inactivity (currently set at 5 minutes).
4.3 THE PROCUREMENT AGENTS -  Processes study 

4.3.1 Uploading a quote to the OMS. 

Process step 42 of DP and Grant OMS.
How to upload a quote while in the "pending quote" status. 

Select your order and  click the "products and Costs tab". 
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Figure 26 - Uploading a quote part1

Then click on "Add quote" and browse to attach the document and upload it to the system. Note that an image version, PDF or JPEG, of the document is required. Note that the process of the case above is exactly similar for all Procurement Agents.
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Figure 27 - Attach a quote part 1
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Figure 28 - Attach a quote part 2

Once the quote is uploaded make sure that the document is visible in the "Products and Costs" tab.
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Figure 29 - Quote uploaded

When a quote is uploaded, the status of the order is updated from "Pending quote" to "Draft with a quote". For both Grants and DP orders, The Procurement Agent needs to make sure that these quotes are sent to the country programme on the same day the quote is uploaded. Note that once approved by GDF the uploaded quote will become the proforma of the order. Procurement Agents should therefore ensure that all references codes linked to the shipment match those of the uploaded quote (later becoming the proforma).
4.3.2 "The Procurement Agent sends contract to customer and updates the OMS".

This information must be entered manually by the procurement Agent when the contract is sent to the customer. Once entered this date cannot be changed. This input is done right after the Procurement Agent sends the contract by e-mail to the customer.

To enter the date,

Click on the order,

Then select the tab Order History

At the bottom of the tab Order History, select the link "Edit this order"
Input the date contract was sent

Click on submit changes

You will then notice that the Order history has been updated as follows.
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Figure 30 - Input date contract sent

When the contract is sent back, the Procurement Agent must update the OMS manually with this date.
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Figure 31 - Input date contract received
Once Advance payment has been received by the Procurement Agent, again the Procurement Agent must update the OMS manually to input the date of the reception of the advance payment following the process previously described. 

Once all dates are entered by the Procurement Agent, the status of the order is automatically updated to "final confirmed order".

Please note that updating these fields at the right moment is crucial to evaluate lead times, potential deviations and early detections of bottlenecks which could compromise a timely delivery of the order, in line with agreed objectives.

At this time the Procurement Agent must "submit order to supplier" and update the OMS.

4.3.3  " the Procurement Agent submits order to suppliers and updates the OMS"
Step #12 SLD DP and step #10 SLD Grant OMS.
4.3.3.1 Confirmation of order placed with supplier, change of status and Customer notification
When the Procurement Agent (Sales) has formally placed the orders with the suppliers, the Procurement Agent will manually need to change the status of the orders from "final confirmed order" to "order placed with the supplier". 

To change the status of the order to order placed with supplier, the Procurement Agent needs to click on the link "final confirmed order" of the order concerned.
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Figure 32 - Change status to Order place with suppliers

The following screen comes up.
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Figure 33 - Place order with suppliers part2.

Then click the link "here" to update the status.

To send an e-mail to the Consignee and other contacts of the Contacts list to explain that the shipment is now available for tracking and also to give technical information about how to access the OMS the Procurement Agent must click on the link below the shipment information. In addition an automatic email are sent to the GDF team.
[image: image37.jpg](T—— products and costs [ERUUNN

[Remarks to the customer:

Serial number  Order type Destination country ~Status Agreement
KGZIDPINAIES  Direct Procurement  Kyrgyzstan Order placed with supplier(s)  Not available
Product Quantityon order  Quantity allocated  Quantity remai

IMDR K 1 9r Vial 50 box 110 Boxtes) 0Box(es) 110 Box(es)

MDR Crm (&) 1grvial 45140 Box(es) 0Box(es) 49140 Box(es)

MOR Pto 250 mg Tab 100 Jar 1638 Pack(s) 0Pack(s) 1638 Pack(s)

IMDR 0% 200 mg Tab 100 2184 Pack(s) 0 Pack(s) 2184 Pack(s)

MDR PAS Acid 4 or 30 Sac 3640 Pack(s) 0Pack(s) 3640 Pack(s)

MOR Cs 250 mg Cap 100-5 1638 Pack(s) 0 Pack(s) 1638 Pack(s)

[Procurement agent: Adu, ir vitalis

Inspection Departure

Shipment cods: 568 tis estimated that the[The estimated date of tis estimated thatthe
inspection will be  [departure from Amsterdarn, |shipmentwill arrive at

[The orderwas placed on 24 |completed on 1 June [amsterdam, Netherlands is [Bishkek, Bishkek,

lJune 2008 17:28 with the (2008, 15 June 2008, Kyrayzstan on 15 June

[inal destination of Bishkek, l2008.

Bishkek, Kyrayzstan

‘Send "Order placed with suppliers" email notification to the consianee and allthe order contacts

Edit this order information ~Cancelthis order Print this order Back




Figure 34 - Sending an automatic notification to Customers

The following email is sent to the contacts in the customer tab in English (French notification coming soon) . The user names and passwords are those entered by the Portfolio Officer and the signature of the email is the Procurement Agent Staff logged in who selects the link.

"Dear All, 
We have now received the Official Purchase Request (OPR) from GDF and have placed the orders with the suppliers. 

The consignments will be delivered in due course to our forwarder and then dispatched to you. Someone from our forwarder will contact you to obtain your authorization for shipment. 

You can always keep yourself informed on the status of your order via the GDF Order Management System which you can locate under http://www.stoptb.org/gdf/oms/ 

Your username for the Order Management System is "XXXXX" 
Your password for the Order Management System is "YYYYYY" 
Your order is registered under no. IND/GR/08/347/657 

In the Order Management System you can also download documents that you might require. 
You are able to change the password but if you do so please inform the other people involved with this order (as addressed in this email) as otherwise they will not be able to log on. 

If you have any queries concerning the processing of your order, please do not hesitate to contact us. 

Best regards
XXXXXXXXX"
At this point the Procurement Agent comes into play to update the required information about the shipment.
4.3.3.2 Updating shipment information 
To update shipment information go in the standard view order

Click on the serial number of the order

Then Click on the "Shipment" tab.

The following screen comes up.
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Figure 35 - Updating shipment information  part 1
In order to enter shipment information it is necessary first to create a shipment for the order.
4.3.3.2.1 Create a new shipment for an order 
In each shipment created for a specific order the quantity allocated to the shipment is checked against the "quantity on order". If only one shipment is scheduled, then these 2 quantities are equal and the "Quantity remaining" will be "0". There is therefore a constant balance made by the system and an order with remaining quantities can not be closed until all quantities in the order have being allocated to a shipment.

It is of course possible to create several shipments.
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Figure 36 - Adding a shipment to an order part 1
To add a shipment 

go in the order view

Click on the shipment tab

Then in the shipment view, click the link "add a new shipment". The following screen comes up.
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Figure 37 - Add a shipment to an order part 2
"Shipment Code" is the PA ref. Information for this shipment.

"IncoTerms" is the specific incoterms for this shipment.

"Freight Agent" and "Storage Agent" are not to be used yet. These items are pending implementation.
"PSI Applies" refers to specific MDR drug orders for which PSI do not apply - PSI being performed by the Procurement agents earlier. In this case Procurement Agent/Officer must indicate that PSI do not apply by selected "No". Otherwise and by default "PSI applies" must be checked as "Yes".

Estimated dates: All estimated dates must be entered by the PA. 

Changing an estimated date: To change any estimated dates PAs enter new dates. NEVERTHELESS ANY CHANGES made to an ESTIMATED must be documented in the Comment screen that follows the change of the dates. 

To change an actual date: In case of roll back orders or migrated orders it can be necessary to change actual dates. These dates are critical as they allow to measure the performance of PAs. Such request of change of actual dates must be made to GDF Quality Manager.

Once all information is known/estimated and entered, click on the tab "add the shipment" to confirm the shipment. 
The following screen illustrates the creation of a new shipment for POs.
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Figure 38 - Add a shipment to an order part 3
Note that text in green implies that dates entered are estimated.
Text in Black implies that dates entered are confirmed
Text in red alerts that dates are overdue (difference between estimated and current date).
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Figure 39 - Add a shipment to an order part 4
4.3.3.2.2 Update Shipment Documents, dates & other information

To update Shipment information, change estimated dates to confirmed dates and upload documents at the bottom of the order click on the link "Edit this order information"
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Figure 40 - Edit Shipment information
Once clicked "Edit this order information", it is then possible to upload documents, by clicking in the "Select document to add" as we will see below.
To edit shipment information, such as dates, Incoterms click on "Edit" on the top right corner of the screen.
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Figure 41 - Select a document to upload part 1

You can check the details of the products and quantities by clicking on "Products", 

You can check the details of the Procurement agents by clicking on the "Procurement agent" 

The cancel function :
ATTENTION You can DELETE an entire shipment by clicking on  "Cancel"

You can delete one single document by clicking the link "(cancel)" next to each uploaded document.
4.3.3.2.3 To modify/edit Shipment information
Click on "Edit" on the top right corner of the previous screen. The screen below comes up
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Figure 42 - Edit shipment information
In case of any change made to the above information the Procurement Agent must insert a comment explain the reason of the change.

4.3.3.2.3  To upload new shipping documents

Click on "Edit"

Click on the "select a document to add" and choose from the drop box the type of document you wish to add. Then click the "add" button.
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Figure 43 -  Select a document to upload part 2

The next screen allows the uploading of the document by opening a browser's window.
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Figure 44 -  Select a document to upload part 3

Once your document is selected, click on upload. The document will then be available within the respective shipment section of the order.
4.3.4. "Procurement Officer/Procurement Agent add/edit products for each shipment.
The responsibility of the choice of the products to be shipped is shared.

Portfolio Officers define products.

Procurement Agents confirm products to be shipped by shipment and decide if products will be from stockpiles or from production depending on availability, Lead time objectives and stockpile management policies.
This process is discussed later under "Stockpile management".
4.3.5 "Procurement Agent sends the request for Customer Feedback (Order Survey)"
In order to collect information about our performance, GDF has implemented a Customer Feedback process. For each order delivered, upon manual selection of the proper link, a notification is sent to the Consignee to invite her/him to complete a survey.
WHO?
Procurement Agents are responsible to send the initial survey although the process is available for all users, including Portfolio Officers and Procurement Agents. PFOs are responsible to make sure that at least one survey is received by order and will need to send surveys again if no survey has been completed by the clients.
WHEN?
Procurement Agents must send the survey ONLY when a shipment has been EFFECTIVELY DELIVERED, that is within five days -5- at the latest after products have arrived in the port of the country of the consignee. The process starts on the first shipment delivered. If the survey has not been completed, the PFO is responsible to send another survey. If no answer has been received after 2 attempts (PFOs and Quality Managers are copied on completed surveys), and if another shipment for the order is scheduled, the PA will send the new survey for the next shipment. When no other shipment is scheduled for the order and when no answer to the survey has been received, it is the responsibility of the PFO to initiate ad hoc a new notification and to contact the customer in order to get at least one survey back per order. 
When a survey has been received, PA will send as scheduled a survey for any following shipment delivered. Nevertheless, PFOs will avoid to send new notifications for the same shipment, unless it is justified by the circumstances.

For consistency we advise to send the survey notification the day the first shipment is delivered. Because the Freight Agent is aware of this date it can be easily done by one of its representatives or by the Procurement Agent. An additional benefit is that this survey notification will contribute to warn Consignees of the arrival of a shipment, as will do the delivery notification (see 4.3.5).
It is understood that the notification will be addressed while the order is still in "order placed with suppliers" and/or after the last delivery of the shipment (status Order delivered).

Portfolio Officers will receive a copy of the notification sent to the consignee. They also will receive a notification when a order survey has been completed, as does the quality manager.
4.3.5 1 The Survey - Sending the survey
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Figure 45 -English Customer feedback survey
HOW?
The survey link is accessible via the shipment Tab of the order only when the status is "order placed with suppliers" and on. Both English and French versions of the survey notification and of the survey itself are available. The PA and then the PFO will send the appropriate notification in English or in French depending on the region of the country (AFRO Francophone or not). As a general French speaking countries are in Helene Castel Portfolio. 
Users with order editing privileges can then click on the link at the bottom of the respective shipment information table in the "Shipments" tab or the order. 

Look for the following menu in respective shipment table [image: image50.png]Send survey (ENG, FRE)




Note that when a survey is sent a SS icon appears next to the serial of the order in the order view. In addition the date of the first survey sent, the date of the last survey sent and the number of survey sent per order, including if and when the survey was completed are displayed in the survey management menu.

Surveys can also be sent out from the survey management menu accessible by the generic survey menu. There all current order are compiled and show if surveys have been sent, how many times, and if surveys has been answered and when.
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Figure 46-Survey management module

Several criteria allow to identify when a survey has been answered:

1. The icon SC  (survey completed) appears next to the serial number in the order view.

2. The survey management module input a date of completion for the survey. Order can be sorted based on any of the criteria presented.

3. An e-mail message is sent to the Portfolio Officer when a survey for an order in the portfolio of the officer is completed.
If a consignee doesn't answer a survey after ONE week, after that the survey has been sent by the PA as explained previously the PFO is then responsible to make sure that a second and last notification is being sent per shipment.

As soon as a survey is answered for an order, only one request per next shipment is necessary. It is therefore managed only by the PA. 
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Figure 47 - Link for sending Survey (shipment tab)
If no answer to the survey has been received before the last delivery despite having sent 2 survey notifications per shipment delivered, the quality manager needs to be informed by the PFO. 

The survey management module allows to check the status of surveys sent and received and to send notifications in bulk by selecting the surveys to send in order to facilitate management surveys by PFOs. The notification sent will always concern the most recent shipment of the order. Note that both French and English surveys can be sent from the survey management menu. All orders selected will be sent the survey in the language selected French OR English.
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Figure 48 - Survey Management module
4.3.5.2 Survey notifications
The following (ENG) notification in English is sent to the consignee and the Portfolio Officer of the country concerned if the link ENG is chosen when sending the notification Ref. previous paragraph.
" Dear valued GDF customer 

A shipment of your Direct Procurement drug order serial # [XXXXXXXX] for Oman has been delivered on [XXXX] (date). 

In order to continually improve our services, GDF would highly appreciate to receive your feedback on our performance in handling your order for the TB medicines you recently received. Your feedback will be used to better meet your needs in the future. 

Please take a few moments to complete this form: 
http://www.stoptb.org/gdf/oms/surveyForm.asp?STID=1&OID=284. 

If you have any questions please contact the GDF portfolio officer for this order, [PFO name], by email at [PFO email] or by phone at [PFO phone]. 

Kind regards, "

The French notification (FRE) is sent to the consignee and the Portfolio Officer of the country concerned if the link FRE is chosen when sending the notification Ref. previous paragraph.

"Cher client, 

Une livraison de votre commande Direct Procurement numéro de série [XXXXXXXX] - [Country] a été livrée le 10/23/2008. 

Afin d'améliorer continuellement la qualité de nos services, nous vous serions reconnaissants de bien vouloir nous informer de la manière dont vous juger notre performance suite à votre récente livraison de produits par le GDF. Ces informations seront utilisées pour améliorer nos services.

Nous vous remercions donc de bien vouloir prendre quelque minutes pour remplir le questionnaire accessible par le lien ci-dessous:
http://www.stoptb.org/gdf/oms/surveyForm.asp?STID=8&OID=284


Si vous avez des questions ou des commentaires nous vous remercions de bien vouloir contacter, [PFO name], l'Officier en charge pour votre commande par courriel à [PFO email] ou par téléphone au [PFO phone].


Nous vous remercions d'avoir choisi le GDF,
et vous présentons nos salutations distinguées. 

Thierry Cordier Lassalle 
GDF Principal Officer"
4.3.5.3 Survey results and reporting
Procurement Agents are informed of the results of the surveys in 2 ways.

A "Customer Order Quality Ratio" is assigned to each order after completion of each respective survey. This ratio is the weighted average grade given by the customer.

This ratio is displayed in the summary tab of a given order or in the view survey menu from the survey main menu. Detailed results of each survey is accessible through the view survey menu.

In addition and if necessary in case of a complain and immediate required action, Procurement Agent will be informed in real time by the GDF Quality Manager.

4.3.6 "Procurement Agent sends a delivery Notification
As a shipment is deemed delivered, the PA/FA will notify the Consignee of the arrival of the shipment in question. To do so the PA or the Freight Agent will click the link ENG or FRE in the respective shipment box by "Notify Consignee". By doing so an automatic notification is sent by email to the consignee, to the PFO and to the PA in the chosen language English for ENG and French for FRE.
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Figure 49 - The PA or FA notifies the Consignee of the arrival of a shipment
We will implement later a pick up deadline that will be input by the FA agreement with storage/customs agents holding the shipment.

This notification will be automated later to allow the Consignee to enter a scheduled date of pick up and/or a confirmation of reception date. For now the sender and the date of notification is printed at the bottom of the shipment tab under the paragraph: "Notifications Sent"
Examples of delivery notification in English

Dear Dr Mohammad Akhtar,

This notification is to inform you that the shipment reference: 673 c of the order serial # NPL/DP/08/351/673 has been delivered on 11/16/2008 to Kathmandu, Tribhuwan International Airport of Kathmandu, Tribhuwan International Airport in NPL. 

Please collect immediately your shipment to safeguard the quality of these products. Note that if the products are not received officially and collected from the pick-up location indicated further below, before the contractually agreed upon date you will be solely responsible for any additional administrative and/or storage fees that this extended delay would incur. 

As soon as you have collected the goods, please notify us as quickly as possible by having the Consignee (Legal Recipient) for the order log in to the order management system (OMS) at http://www.stoptb.org/gdf/oms and complete the shipment reception confirmation form.

Follow this link for specific information about this process:
http://www.stoptb.org/gdf/oms/assets/documents/Eng-StaticTextconfirmationofreceiptV3.3.doc

To further enquire about your shipment please contact the Procurement Agent:
phil.whitmore@gtz.de; sandra.luttert@gtz.de; grischka.schmitz-ohl@gtz.de; Olaf.Gawron@gtz.de; Florian.Hohmann@gtz.de

We thank you for choosing the Global Drug Facility. Please do not hesitate to contact me with any further questions.

Kind Regards,

Ms Nigor Mouzafarova
MouzafarovaN@searo.who.int
Example of Notification In French.

A l'attention de: Dr Mohammad Akhtar, 

Nous vous confirmons que la livraison référence: 673 c de votre commande numéro de série NPL/DP/08/351/673 a bien été livrée le 11/16/2008 à Kathmandu, Tribhuwan International Airport de Kathmandu, Tribhuwan International Airport, NPL. 

Nous vous prions donc de bien vouloir retirer votre livraison dans les plus brefs délais afin de sauvegarder la qualité de vos produits. Veuillez noter que si les produits ne sont pas réceptionnés officiellement et retirés du lieu de stockage au port indiqué avant la date limite d'enlèvement/de réception comme convenu contractuellement, le Programme sera seul responsable de tout frais supplémentaire inhérent au stockage ou à tout autre aspect lié à l'importation de ces produits. 

Dès que la livraison aura été retirée, le "Consignee" (le Destinataire Légal de la commande) devra se connecter au système de gestion et de suivi des commandes "OMS" à http://www.stoptb.org/gdf/oms pour remplir dans les plus brefs délais le formulaire de réception de la livraison. 

Suivez ce lien pour des informations complètes sur ce processus:
http://www.stoptb.org/gdf/oms/assets/documents/FR-StaticTextconfirmationofreceiptV3.3.doc 

Pour plus d'information à propos de votre livraison veuillez contacter au plus vite votre Agent de Procurement: 
phil.whitmore@gtz.de; sandra.luttert@gtz.de; grischka.schmitz-ohl@gtz.de; Olaf.Gawron@gtz.de; Florian.Hohmann@gtz.de 

Nous vous remercions d'avoir choisi le GDF. N'hésitez pas à nous contacter si vous avez des questions. 

Sincèrement, 

Ms Nigor Mouzafarova 
MouzafarovaN@searo.who.int 

Although the PA is responsible to send the delivery notification for an order, the PFO must make sure that this notification has been sent effectively(PA, QM, and PFO are copied). In case of absence of an answer or contact from the Consignee, the PFO will send again this notification every 2 days (until the process is automated).
Confirmation of Reception.

Upon collect of the shipment in question the Consignee needs to connect to the OMS to enter a reception date for each shipment (ENTER DATE RECEIVED) See below.
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Figure 50 - The consignee enters a date of reception for each shipment

It is the responsibility of the PFO to send the notification of delivery until this reception date is entered by the consignee (until the process is automated if so wished by ARM). A notification will be sent to the PFO, the PA and the FA upon confirmation of this reception date. If Consignee provide PFOs with other form of receipt confirmation, they can themselves update the information. Reference to confirmation documents provided by the consignee can be made in the comments tab of the order.
4.3.7. GDF Stockpile Management System
Allows to manage simply multi-location stockpiles levels, requests and communication between supply chain actors. Based on GDF PRS stockpile policies and agreements for stockpile product target levels, stockpile rotation, allocation and replenishment this process based system allows for real time reporting capacities of stockpile levels and needs. This permits GDF and its partners Procurement Agents to provide GDF clients with fast and efficient response to urgent needs.

4.3.7.1. Stockpile batch request Standard Operational Procedure (SOP)
	Step
	Action
	Who takes action
	System action
	OMS Notifies who
	Notification Type

	1
	GDF creates stockpile management SOP, for products, targets, replenishing schemes.

GDF Creates agreement with PA for Stockpile management.
	PRS
	NA
	NA
	NONE

	2
	PO creates stockpile list as per GDF stockpile agreement
	PO
	System saves products, stockpile targets (1)
	NA
	NONE

	3
	PA creates new stockpile batch entry
	PA
	Saves quantities available, balance, remaining shelf life of products in stocks
	PA group + CC PO Group
	Notification for approval of new batch entry
PA notifies (E-mail) PO in case of shelf life discrepancy

	4
	PO revise batch entry + verify shelf life coherence 
	PO
	NA
	NA
	PO notifies GDF Pharmacist in case of shelf life discrepancy

	5
	GDF Pharmacist review shelf life discrepancy, communicate with PA to implement needed changes, agrees on Shelf Life modifier if necessary. 
	GDF Pharmacist
	NA
	NA
	NONE

	6
	If discrepancy exist, PO edit Batch entry, input shelf life modifier as requested by Pharmacist PO approves Batch entry 
	PO
	System adds product quantities to stockpile balance and availability. Product quantities are available for booking.
	PA group + CC PO Group
	Notification of Batch entry approval

	7
	Automated real time Shelf life + level of stock reporting
	OMS SYSTEM
	Calculates live products balance + remaining shelf life.

Notifies actors as per automated notification rules vs. minimal remaining shelf life % + minimal % of stock levels available/targets
	PA group + CC PO group
	Notification for low shelf life %
Notification for low level of stocks

	8
	PA verifies shelf life, stocks levels + product information

Sends replenishment orders to suppliers to reach scheduled target levels
	PA
	NA
	PA group + CC PO Group
	Email to suppliers 

CC GDF POs

	9
	PA creates shipments
	PO
	System allocates products as per PA input
	NA
	NONE

	10
	PO Create stockpile request
By editing shipments and editing "Product origin" (non stockpile or stockpile). Default (non stockpile)
	PO
	System proposes batch available for product if (non stockpile) is selected

System "books" quantities for products requested and send notification to PA for approval of Request.

Quantities available are decreased by booked quantities. 

Balance unchanged
	PO Group + CC PA Group
	Notification for approval of stockpile request

	11
	PA approves Stockpile request and inform Stock manager to move products away from the Stock areas
	PA
	System resets booked products, decreases booked products from product balance & availability.
	PO Group + CC PA Group
	Notification of stockpile request approved+ Email from PA to Stock manager + CC POs

	12
	Stock Manager move physically products from stock area to dispatch/consolidation area within 24 hours or the stockpile request approval
	Warehouse stock manager
	NA
	NA
	Email from Stock Manager to PA + CC POs to confirm move


Figure 51 - Stockpile request/approval SOP
(1) stockpile targets (1) : As described page 6 of GDF Unitaid Inception Report June 09, 2009
4.3.7.2. GDF Stockpile principals
GDF stockpile management module is accessible from the main menu in the order view.

Click on "Stockpile" to access the module. The following screen comes up.
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Figure 52-Stockpile module menu

The "Master Stockpile list", presents a summarized view of the availability of the products in the stockpile (see below). PO view shows Cancel, PA view doesn't allow for Cancel.
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Figure 53 - Stockpile Master List of stockpiled products

The selection and targets ceiling of stocks for stockpiled products are input by GDF Procurement Officers based on Stockpiles Policies and agreements (see next page).
Each stockpiled product is associated with:

· A "category" i.e. Second line, first line

· A "product code": i.e. MDR Cm (A) 1gr vial
· A "country" where the Products are stocked

· A "location" within the country were the Products are stocked

· A Procurement "Agent"
· A quantity "target" per product,  i.e. the expected level of the stockpile. 
· A supplier, price, shelf life generic, production date, shelf life remaining, (not displayed in the view above - Info accessible via the product or supplier view).
· A batch number (not displayed in the view above Info accessible via batch view).
· The "balance" is the quantity of products available for this specific product by location, and supplier after deduction of all approved stockpile requests."

· "Booked" quantities are the number of products requested through stockpile requests not yet confirmed by the PA.

· Number of product "Available", is the balance of product available for stockpile requests after deduction of non yet approved "booked" products from stockpile requests.

By selecting a product link (i.e. MDR Cm (A) 1gr vial) Procurement Officers and Procurement agents have access to supplier and batch information. 

If no batch information has been entered for a product in the system no quantities are displayed in the master list. When the Product link for a product without batch information is selected the typical screen below is displayed.
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Figure 54 - Getting Batch information
ATTENTION - To cancel a product entry in the Master Stockpile list, the PO will only need to click "Cancel" next to the line item.
To create an entry in the master stockpile list the PO must select the "Master Stockpile list" link from the stockpile menu. Then the PO must select "Create a new entry". The following screen comes up.
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Figure 55 - Adding a entry with stockpile target to the stockpile master list

PO enters data for products, country and location of the stockpile, target details and PA.

Once a stock target is entered for a product, this ceiling can only be modified by an OMS Administrator by clicking on the target link itself in the Master stockpile list.
4.3.7.3. Create a stockpile batch entry.
It is the responsibility of Procurement Agents to input batch information at the very moment a new batch is received in the warehouse and identified as part of GDF Stocks.
To add a new batch to the stockpile the Procurement Agent click on a product in the "Master Stockpile list" (see Figure 52). Then the PA click on "Add a new batch" for the product selected (see Figure 53).
The following screen comes up.

[image: image60.png]Create a new stockpile batch

Batch
Supplier [EliLily at § 3.21 with a shef lfe of 24 months ¥
Quanty I
Production date:  [11 ] [May =] [2009 =]
SL Modifier [

warehoused date: [11 ] [May =] [2009 =]

Expiry date: 11 7] [May =] [2009 =]
Notes:





Figure 56 - Input Batch information (PO view)
Supplier information (supplier, shelf life generic, price) is concatenated from data present in the "product" view". 
For each batch,  Procurement Agent must input all data requested:

· "Batch" reference number, 

· "Supplier" (link to shelf life + price). The system will propose several options if the product is available from different suppliers/prices. The PA will select the product and the respective selling price (customer price) for the product.
· "Quantity" 

· "SL" i.e. a shelf life modifier. This entry is only to be used by the PO (ONLY IN CASE OF Major SHELF LIFE DISCREPENCY) if necessary and in agreement with GDF Pharmacist. In this case PA will use the comment box to explain the reason of shelf life discrepancy. Ref. below shelf life discrepancy.
· "Production date" of the batch

· "Warehoused date" at the selected location,

· "Expiry date" present on official Supplier's documents and Product packages

· "Note" for any additional comments necessary

For the procurement agent it is critical to input and verify shelf life information:
For each product a "generic shelf life" has been input by Procurement Officers in the product information. The current system allows to verify that this information will match Expiry Dates presented by Suppliers on official documents and packages. 
Based on the product "generic shelf life", a remaining shelf life is calculated in % of the "generic shelf life" and a date of expiry is calculated i.e. "Expires (Calc)"(see below).
For each product of the stockpile an "Expiry date" has been input for each product batch by the Procurement Agent. This information is present on the Product package and supplier's production documents. From the "Expiry date" input the remaining shelf life vs the current date is generated and displayed; i.e. "Expires (Input)" in % of the "generic shelf life" entered by product.

It is CRITICAL that the Expiry date and % calculated (calc), the Expiry date input (Input) and estimated remaining Shelf life in % ALL match.
Both values are displayed in the batch view and must be controlled by the Procurement Agent (see below in case of discrepancy between values).
The acceptable discrepancy between values is when the "Expires (Input)" remaining shelf life in % is less than no more than 1 point of the "Expires (Calc)" shelf life in %. Indeed shelf life indicated by suppliers are in general lower (to the end/beginning of the month prior to actual expiry date) than calculated shelf life. The list of batches below are all within the acceptable limits.
[image: image61.png]Batch

Produced

Warehoused Expires (Calc) Expires (inpu) Quantity Approved
4562230C EliLilly 4 November2008 §May2009 4 November2010:6822% 31 October2010:68.04% 1601  Yes  Cancel

45646130 EiLilly 14 November 2008 §May2009 14 November 2010: 59.59% 31 October 2010:68.99% 6745 Yes  Cancel
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46030434 EliLily 27 February 2009 25May2009 27 February 2011:8397% 31 January2011:83.36% 19551 Yes  Cancel

AB03044A ENLily 3 March 2008 22June 20093 March 2011: 84.52% 28February 2011:8446% 8555  Yes  Cancel





Figure 57 - Batch view and shelf life control

· In case of shelf life discrepancy beyond acceptable limits : 
1. Any discrepancy beyond acceptable limits described above must be immediately commented in the comment field available for that purpose in the batch view.
2. The discrepancy must be signalled immediately to GDF Procurement Officer, to GDF Pharmacist and GDF Quality Manager by e-mail.
3. The discrepancy must be followed up by the Procurement Agent and an investigation must be launched with the supplier to identify the nature of the discrepancy.
4. The procurement Agent must inform the Procurement Officer of any updates regarding shelf life discrepancies.

5. The Shelf Life Modifier is used by the PO after consultation with GDF Pharmacist. PA can't edit this value.
The decision concerning the Shelf life remaining will be taken by GDF Drug Pharmacist and the proper Shelf life Modifier ("SL Modifier") value will be input by GDF Procurement Officer at her/his express request only.

If shelf life data match within acceptable limits and when the Procurement Agent confirm the new stockpile batch entry, an automatic notification is sent to POs (copy to PAs for their records), see below.

[image: image62.png]From: gdfprs@wha.int [mailto:gdfprs@who.int]
Sent: 02 May 2008 16:11

To: Ad, Kwadwo Vitalis; Sarquella, Maria; Kasi Nsubuga, Aonetts Nazziwa; Shirzad, Anahitta; vsegovia@idafoundation.crg; rvbork@idafoundation.crg;
agarcia@idafoundation.rg

Subject: A niew batch has been created for MDR Ofi 200 g Tab 100 in IDA warshouse, Netherlands

Batch reference Test 4 has been entered and is awaiting approval It contains 1350 units of MDR Ofic 200 mg Tab 100 supplied by McLeods at $3.49.




Figure 58 - New stockpile batch entry notification

Updated notification Sept. 08, 2009 :

"Batch reference [Ref] has been entered in the OMS and is awaiting Approval. 

It contains [Nb of package] units of [Product ID] manufactured by [Manufacturer] sold to customers at [price per unit] per unit."

To approve this stockpile batch entry the PO must log to the stockpile module in the OMS select the Master Stockpile List and then clicks on the product described in the email (i.e. MDR Cm (A) 1 gr Vial-R) (see figures 51 and 52). The following typical screen comes up.
[image: image63.png]View the list of batches
Add anew batch

Batch Supplier Produced  Warehoused  Expires (Calc Expires (inpu) Quantty  Approved
Testz EiLily  3Apii2009  10May2008 3 April2011:04.66%  3Aprl 2011 94.66% 3000 No cancel





Figure 59 - PO approves a new batch entry by the PA

ATTENTION. Note that to cancel a batch POs (ONLY PO) must select "Cancel" on the right of the batch description.
Prior to approval of the new batch entry by the PO, we can notice that the stockpile master list does make available the quantities present in the non approved new batch entry. See below.

[image: image64.png]Click the code of a product to view the stock pile entries.

ate anew entry.

Category Code Country Location Agent Target Balance Booked Available
2nd Line Drugs _ MDR Crn (4) Tarvial Netherlands IDAwarehouse DA 378000 2000 500 1500 Cancel
2nd Line Drugs_ MDR Cm (4) 1arviakR Netherlands DA warehouse DA 162000 0 0 0 cancel

2nd Line Drugs  MDR Cs 250 mg Cap 100-5 Netherlands IDAwarshouse IDA 18900 [ [ 0 Cancal





Figure 60 - No modification of the master stockpile list until PO approves PA's new batch entry

After checking that Shelf life data, supplier and quantities and batch information are correct (by clicking on the Batch link i.e. Test2, Supplier info by clicking on Eli Lilly), the PO can approve the addition of the new batch in the stockpile by clicking on the "No" link below "Approved".
After clicking on the "No", the "No" changes to "Yes" on the next screen see below. 

NOTE THERE IS NO CONFIRMATION such as "Are you sure?".
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Figure 61 - After confirmation of Batch entry by PO
Quantities "available" and "balance" of the products entered in the stockpile are updated in the Master Stockpile List, see below.
[image: image66.png]View the list of products
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Category Country Agent Target Balance Booked Available
2nd Line Drugs _ MDR Crn (4) Tarvial Netherlands IDAwarehouse DA 378000 2000 500 1500 Cancel
2nd Line Drugs_ MDR Cm (4) 1arviakR Netherlands IDAwarehouse DA 162000 3000 0 3000 Cancel

2nd Line Drugs  MDR Cs 250 mg Cap 100-5 Netherlands IDAwarshouse IDA 18900 [ [ 0 Cancal





Figure 62 - Quantities are modified in the Master Stockpile List after POs approval of Stockpile batch entry
At this point, quantities become immediately available and can be selected for shipments and orders.
4.3.7.4. Selecting Products from Stockpile in a shipment. Making a Stockpile request.
As described previously at the initiation of an order, GDF staff select type of drugs, chose suppliers. PAs then organize selected products per shipments. 
After the organization of shipments by the PA,  Procurement Officers can choose if products will be selected "from stockpile" or for production "Non-stockpile".
To do so Procurement Officers go in the order shipment tab and select then "Edit this order information". The following typical screen comes up.
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Agreement
CHNIDPI0B/581  Direct Procurement  China

Order placed with supplier(s) ~ Not Available
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Figure 63 - Selecting products from Stockpile from the shipment tab
By default all products selected are "Non-Stockpile", i.e. not from stockpile, i.e. from production.

To change this default value and choose a product from stockpile the Procurement Officer must select the "(Non-Stockpile)" link at the end of the product line.

If the product selected is not available in the stockpile, the typical following screen is displayed.

[image: image68.png]Create a new stockpile request - Step 1
The selected product is not avallatle inthe stock pile or the that suppler.

Back




Figure 64 - Product not available from stockpile

If the product selected is available in the stockpile, the typical screen below will be displayed (in this case only one batch is available).

[image: image69.png]Create a new stockpile request - Step 1

Category Code Country Location Available
2nd Line Drugs DR Cm (&) 1grvial Netherlands IDAwarehouse 2000





Figure 65 - Select products from a batch 1
Generally, Procurement Officers can choose from different batches in the stockpile to request the quantities needed. Selection from different batch must follow stock management policies. One of the key criteria for selection is the remaining shelf life of product. In absence of written policies unless specified otherwise First In First Out policy (FIFO) will apply.

To select products from a batch, the Procurement Officer will click the link "Select" on the left side of the product category. When the link is selected the following typical screen will be displayed. 

[image: image70.png]Create a new stockpile request - Step 2
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Figure 66 - Select products from a batch 2

POs will input the number of packaged (secondary packages) of the products (and not the number of individual items) requested from the batch for the stockpile request (see below).

When the stockpile request is completed a notification is sent to the PA (copy to POs for their records) to inform them that this request has been made and is awaiting confirmation (see below).
[image: image71.png]From: gelfprs@who. int [mailto:gdfprs@who.int]
Sent: 02 April 2009 21.:35

To: vsegovia@idafoundation,org; rvbork@idafoundation,org; agarcia@idafoundation.org; Adu, Kwadwo Vitals; Sarquella, Maria; Kasi Nsubuga, Arnette. Nazziwa; Shirzad,
Anahitta

Subject: an allocation request from the stackpile is awaiting your approval

For shipment $82445-A-B on order UZB/GRI08/534: An allocation request for 300 units of MDR O 200 mg Tab 100 supplied by McLeods at §3.49 from
batch Test 4 in the stockpile is awaiting your approval.




Figure 67 - Notification of Stockpile request to Procurement Agent
4.3.7.5. Approving a Stockpile request - PAs responsibilities

Because stocks are managed by Procurement Agent, it is the responsibility of PAs to confirm/approve all stockpile requests. When approving a stockpile request, the PA confirms that the respective products have been effectively taken from the stockpile.
When the Procurement Agent confirms a stockpile request, the managers of each stockpiled products location must be informed by e-mail by the Procurement Agent to physically move the approved goods away from the stockpile area to the shipment area, within 4 hours of the approval of the goods by the PA.

The manager of the location have then  20 hours after this email notification to physically move the products from the current stock area to the consolidation/dispatch area.

GDF will perform random control to monitor stocks. Any discrepancy between calculated amounts of products in stocks at their respective stock location and effective controlled amounts will lead to a formal enquiry at the cost of the manager of the stock location. 

Procurement Agent are expected to report on physical existing quantities of stocks quarterly.
WARNING
Prior to PA approval of a stockpile request, the quantities requested are marked as "booked". The system only allows new requests from stockpile against the number of products "available" i.e. the balance of products in the stockpile (-) MINUS the products booked i.e. for which a stockpile request has been made.
This allows last minute changes in the allocation of the stocks. By cancelling a stockpile request the PA "frees" products that were booked and make them available for other stockpile requests.

Therefore it is critical that PA approve stockpile requests from the POs ONLY when the products are physically ready to be moved to the consolidation area just prior to shipment.

Although a system is in place to cancel approved stockpile request, this process will be used only exceptionally by POs only. POs will notify the PA of such cancellation.
To approve a stockpile request the PA will log in the Stockpile master list and will identify the product described in the notification whose "Booked" quantities match the request; e.g. 500 unit of MDR CM (A) 1 gr Vial by Elli lily of the notification match the 500 units booked below.

[image: image72.png]View the list of products

Clickthe code of a product to view the stock pile entries. ate a new entry

Category Country Agent Target Balance Booked Available
2nd Line Drugs _ MDR Crn (4) Tarvial Netherlands IDAwarehouse DA 378000 2000 500 1500 Cancel
2nd Line Drugs_ MDR Cm (4) 1arviakR Netherlands IDAwarehouse DA 162000 3000 0 3000 Cancel

2nd Line Drugs  MDR Cs 250 mg Cap 100-5 Netherlands IDAwarshouse IDA 18900 [ [ 0 Cancal





Figure 68 - PA Selects the stockpile request matching notification
To approve the stockpile request the PA must click on the product that match the request, i.e. MDR Cm (A) 1 gr vial. The Following typical screen comes up.
[image: image73.png]Order

Product
DR Cm (&) 1grvial

Manage stockpile requests

Batch  Requestedon
11 May 2009 18:49

Quantity
500

Anprove





Figure 69 -PA verifies Stockpile request prior to approval

To verify the stockpile prior to approval, the PA follow the link to the order and to the batch information. If all information is correct the PA approves the stockpile request by clicking on the link "Approve". 
After approval of a stockpile request a notification is sent to the PO's (copy to PA) to inform of the approval, see below.

[image: image74.png][mailto:gefprs@who.int]

To: Adu, Kwadwo Vitalis; Sarauella, Maria; Kasi Neubuga, Annette Nazziwa; Shirzad, Anahitta; vsegovia@idafoundation.org; rvbork@idafoundation.org;
agarcia@idafoundation.org

Subject: an allocation request from the stackpile has been approved

For shipment $82445-A-B on order UZB/GRI08/534: The allocation request for 300 units of MDR O 200 mg Tab 100 supplied by McLeods at §3.49 from
batch Test 4 in the stockpile has been approved.




Figure 70 -Notification after Stockpile approval by the PA

For the POs when checking and editing the shipment tab for the respective order we can notice that the link next to a product for which a stockpile request has been approved by the PA  has been changed from "(Non stockpile)" to "Stockpile Current (300), New request", see below. This implies that 300 Jars of Ofx 200 mg Tab 100 supplied by Mc Leods will be supplied by the stockpile. The rest will be supplied from production.
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Figure 71 - Edited shipment Tab for POs after stockpile request approval
If the PO needs to add more quantities from stockpile for a product of a different batch, the PO will click the link New Request at the product line level.

If the PO wish to cancel the current stockpile allocation of 300 jars of Ofx 200 mg Tab 100 supplied by Mc Leods, the PO will select "Current (300)". The following screen comes up.
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Figure 72 -PO cancels an approved stockpile allocation

To cancel the approved allocation from stockpile the PO (and only the PO) will select "Cancel".

The Edited shipment tab for PAs doesn't allow the editing (see below).
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Figure 73 - Edited shipment Tab for PAs after stockpile request approval

After confirmation of the stockpile request the PAs is led back to the screen of current Stockpile requests left to be approved. When there is no more stockpile requests  to approve, the following screen comes up.
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Figure 74 - No more Stockpile request to approve
If the request is approved no further communication is expected. A notification will be sent automatically to the Pos. 
In case of issues preventing the PA to confirm a pending request the matter needs to be discussed formally by e-mail to the POs within 24 hours of the request.
When the allocation of the requested quantities ("booked") to the shipment are confirmed by the PA, the system will automatically modify the amounts available, booked, and the balance of the products by the quantities requested and approved.
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Figure 75 - create a stockpile request 1 
4.3.7.6. Automated notification for low shelf life

When shelf life of a batch becomes less than "X"% of the generic shelf life of a respective product, a notification is sent to PAs, copy to POs. 

This "X" is editable at the product level by the PO as being the "Stockpile shelf life % minima"

Subject: LOW SHELF LIFE ALERT FOR ---- (product)
The batch ---- (Batch ref)  of (product) ------ supplied by (supplier)------ at $--- (price) per unit with has only ---- (shelf life remaining) months of shelf life remaining i.e. "X"% of the product shelf life.

Please allocate this batch as quickly as possible to shipments.

This is an automated notification by GDF

Figure 76 - Low shelf life alert notification

This notification must prompt allocation of the batch to shipment as soon as possible.

4.3.7.7. Automated Notification for low stock level

When quantities of a product becomes less than "Y"% of the stockpile target for a product, a notification is sent to PAs, copy to POs. 

This "Y" is editable at the product level by the PO as being the " Stockpile Product quantity minima"

This notification must prompt replenishment order by PA to respective suppliers within 48 hours of the notification.

POs need to be copied on all suppliers replenishment orders.

Subject: LOW STOCK LEVEL ALERT FOR ---- (product)

There is only ---- (balance) units of ----- of (product) ------ supplied by (supplier)------ at $--- (price) available for stockpile allocation i.e. "Y"% of the stockpile target for this product.

Please send a replenishment order to suppliers within 48 hours of this notification.

Please confirmed with respective GDF PO within 48 when order to supplier was send and what are the quantities of product ordered and the ETA of newly requested batches. 
This is an automated notification by GDF
Figure 77 - Low Quantity alert notification
5. Print an order/document

To print an order go to the standard order view

Click on the serial number of the corresponding order

At the bottom of the window, Click "Print this order".

The print out is the succession of tabs (views) available for one specific order.

[image: image80.jpg]



Figure 78 - Print a document/order
For any document.

Go in the standard order view

Click on the serial number of the corresponding order

Click on "Edit this order information"

Select the document. It will open in your default PDF editor.

Print as you would any other document

6. Questions, suggestions for improvement, reporting problems.

For any suggestions, comments, questions and problem reporting, follow this link or please address an email to :
Thierry Cordier-Lassalle cordierlassallet@who.int
Annex 1  Glossary

Airway bill

Document prepared by the shipper that provides details about the contents of the shipment, the route and carrier, and the shipping charges.

Batch

A defined quantity of any drug product processed in a single process or series of processes that can reasonably be expected to be uniform in character and quality.

Batch number

A distinctive combination of numbers/and or letters that specifically identifies a batch on labels, batch records, the Certificate of Analysis, etc.

Bill of Lading

Document certifying that the goods are in the charge of the carrying vessel. The document is issued by the shipper and signed by the master of the vessel.  

Certificate of Analysis

Certificate provided by the manufacturer giving the test results from a particular batch. The batch number, manufacturing and expiry dates, and all test results that are part of the release specification should be included in this Certificate of Analysis.

Certificate of Insurance

Certificate proving that the shipment has been insured.

Certificate of Origin

Document stating that the product in question has been produced by the manufacturer in the country concerned.

Certificate of Pharmaceutical Product

Certificate issued by the drug regulatory authorities in the country of origin that indicates whether the product has a marketing authorization (registration) in the country of origin and certifies that the manufacturer complies with the WHO-GMP guidelines and is regularly inspected (with indication of frequency). 

DOTS

The internationally recommended strategy for TB control.

DOTS-Plus

A case management strategy under development, designed to manage MDR-TB using second-line drugs within the DOTS strategy in low- and middle-income countries.

Expiry date
Designates the date up to and including which the product is expected to remain within specifications if stored correctly.  The expiry date for every batch is established by adding the shelf-life to the manufacturing date.

Free Gift Certificate

Certificate declaring that the shipment is a gift from an organization in another country.

GcLP: Good control Laboratory Practice 

The part of quality assurance which ensures that control laboratory standards comply with the requirements of the marketing authorization (registration). 

GDF

The Global Drug Facility. The Secretariat is housed at WHO and coordinates the procurement of Second Line TB Drugs for GLC approved projects.

GDP: Good Distribution Practice 

That part of quality assurance which ensures that products are consistently stored, transported and handled under suitable conditions as required by the marketing authorization  (registration) or product specification.

Generic product

A pharmaceutical product, usually intended to be interchangeable with the innovator product, generally manufactured without a license from the innovator company and marketed after the expiry of the patent or other exclusivity rights relating to the innovator product.  A generic product may be marketed either under the approved non-proprietary name or under a new brand (proprietary) name.

GLC

Green Light Committee. GLC is a subgroup of the Stop TB Working Group on DOTS-Plus for MDR-TB.  It has been established to review applications from potential DOTS-Plus pilot projects and determine whether they are in compliance with WHO’s Guidelines for establishing DOTS-Plus pilot projects for the management of MDR-TB (WHO/CDS/TB/2000.279).  Projects that are approved will benefit fromSecond-Line anti-TB drugs at concessional prices and from technical assistance from the GLC.

More information on GLC can be found at: http://www.who.int/tb/challenges/mdr/greenlightcommittee/en/
GLC Secretariat

The function housed at WHO that assists with GLC operations and coordinates drug procurement by DOTS-Plus pilot projects.

GMP: Good Manufacturing Practice 

An industry term for technical procedures undertaken under recognized standards to ensure that products are consistently produced and controlled and that these products are appropriate for their intended use and product specification or are as required by the Marketing Authorization.
FA

Freight Agent in general GEIS for a specific order. The FA contracts with a Freight Forwarder FF to have the shipment delivered according to the Incoterms selected.

FF

Freight Forwarder is in charge of transporting the shipment according to Incoterms
IDA

International Dispensary Association

Incoterms

Standard trade definitions most commonly used in international sales contracts; devised and published by the International Chamber of Commerce.  See web site www.iccwbo.org.

The most commonly used terms are:

CFR – Cost and Freight (… named port of destination) – means that the seller delivers when the goods pass the ship’s rail in the port of shipment.  The seller must pay the costs and freight necessary to bring the goods to the named port of destination but the risk of loss of or damage to the goods, as well as any additional costs due to events occurring after the time of delivery, are transferred from the seller to the buyer.  In this case, THE PROCUREMENT AGENT calculates freight charges to the port of destination. 

CIF – Cost, Insurance and Freight (… named port of destination) – means that the seller delivers the goods to the carrier nominated by him but the seller must in addition pay the cost of carriage necessary to bring the goods to the named port of destination.  

The seller must pay the costs and freight necessary to bring the goods to the named port of destination.  In this case, THE PROCUREMENT AGENT calculates freight charges to the port of destination, including a freight insurance of 0.6% of the total value of the goods.

CIP – Carriage and Insurance Paid to (… named place of destination) – means that the seller delivers the goods to the carrier selected by him but the seller must in addition pay the cost of carriage necessary to bring the goods to the named place of destination.  The buyer bears all risks and any additional costs occurring after the goods have been so delivered.  In this case, THE PROCUREMENT AGENT calculates freight charges to the port of destination, including a freight insurance of 0.6% of the total value of the goods.

CPT – Carriage Paid To (… named place of destination) means that the seller delivers the goods to the carrier selected by him but the seller must additionally pay the cost of carriage necessary to bring the goods to the named place of destination.  The buyer bears all risks and any other costs occurring after the goods have been so delivered.  In this case, THE PROCUREMENT AGENT calculates freight charges to the port of destination.

EXW – Ex Works – means that the seller delivers when the goods are placed at the disposal of the buyer at the seller’s premises or another named place (work, factory, warehouse, etc.) not cleared for export and not loaded on any collecting vehicle.

FCA – Free Carrier (… named place) – means that the seller delivers the goods, cleared for export, to the carrier nominated by the buyer at the named place.  THE PROCUREMENT AGENT does not calculate extra freight charges or insurance to ship the goods to any port in the Netherlands or Belgium or to any airport in the Netherlands.

Innovator pharmaceutical product

The first product authorized for marketing (normally as a patent drug) on the basis of documented efficacy, safety and quality.

Invoice

Final documentation giving the exact amount to be paid, which is sent to the buyer once the goods have been packed.

Letter of credit

An inter-bank document, issued by the buyer’s bank, stating that a certain sum of money is available for the seller to claim from the bank as soon as the consignment is shipped and the required documents, as specified in the letter of credit, are presented.

MDR-TB

Multidrug-Resistant Tuberculosis – a specific form of TB caused by a bacillus resistant to at least Isoniazid and Rifampicin, the two most powerful anti-TB drugs.
PA

Procurement Agent of GDF in charge for a specific order
Packing List

List of the contents of the order, including weight, volume, number of boxes and expiry dates, drawn up after the goods have been packed.

Patent

A title granted by public authorities that confers a temporary monopoly for the exploitation of an invention upon the person who reveals it, furnishes a sufficiently clear, full description of it, and claims this monopoly. 
PFO

Portfolio Officers. Refers in general to GDF Officer for a specific country/order in charge of monitoring application and agreements with a country for a specific order or project.
PO

Procurement Officer from GDF in charge of monitoring  the order with the Procurement Agent 
Proforma Invoice

Includes such information as the price of the products, shipping and insurance charges (if applicable), total value, detailed description of the products offered and terms of payment. The proforma invoice is sent by the supplier to the buyer to confirm the purchase order.
Quotation
Offer made by the supplier to the prospective buyer; it includes prices, quantities, payment conditions and delivery conditions. It does not imply any obligation to the supplier on the part of the prospective buyer.

Registration (or marketing authorization)

A process enabling a state to control which products are going to be commercialized in its territory and which are not, selecting them on the basis of need and of the safety of a given active ingredient, and also selecting the dosage form, strength, manufacturer and quality of the final product.  The competent drug regulatory authority issues an official document.

Shelf-life

The period of time during which a drug product is expected, if stored correctly, to remain within specifications as determined by stability studies on a number of batches of the product. The shelf life is used to establish the expiry date of each batch.
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WHO/GDF:


Mr John Loeber (Diagnostics and First Line Anti-TB Medicines Procurement Team Manager) (� HYPERLINK "mailto:loeberj@who.int" ��loeberj@who.int�) 


Ms Annette Nazziwa Kasi Nsubuga (FLD Technical Officer) (� HYPERLINK "mailto:kasinsubugaa@who.int" ��kasinsubugaa@who.int�) 


Ms Elena Mochinova (FLD Technical Officer) (� HYPERLINK "mailto:mochinovae@who.int" ��mochinovae@who.int�) 


Ms Maria Sarquella (SLD Procurement Officer) (� HYPERLINK "mailto:sarquellam@who.int" ��sarquellam@who.int�) 


Mr Argimiro Garcia Montes (SLD Procurement Officer) (� HYPERLINK "mailto:garciamontesa@who.int" ��garciamontesa@who.int�) 


Tel:     +41 22 791 25 08 (direct line) 


Fax:    +41 22 791 42 68 
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