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Christ’s College Taipei Procurement Regulations
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& B General Provisions
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To improve procurement performance, all purchases and custom orders of property
(including equipment and books) made by Taipei Christian College (hereinafter
referred to as “the College”) shall be processed in accordance with these

Procurement Regulations (hereinafter referred to as “the Regulations™).
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The term “procurement” as used in the Regulations refers to construction works, the
purchase or custom ordering of property, leasing, and commissioned or hired
services.
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The term “construction works” refers to activities such as new construction,
additions, renovations, repairs, demolition, and alterations to natural environments,
including architectural, civil, hydraulic, landscaping, electrical, or other works

’

recognized by the competent authority. The term “property” refers to all items
(excluding fresh agricultural and fishery products), materials, equipment, machinery,
and other tangible or intangible assets, including real estate and rights, as recognized
by the competent authority. The term “services” refers to professional, technical, IT,
R&D, operational management, maintenance, training, labor, or other services
recognized by the competent authority. If a procurement involves more than one
nature (e.g., construction, property, or services) and is difficult to classify, it shall be
classified according to the category with the highest budget share. All monetary
amounts mentioned in the Regulations are in New Taiwan Dollars (NTD).
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Procurement Commlttee. Responsible for reviewing procurement cases of
NTD 300,000 or more.
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Requisition Units: Responsible for planning, applying, assisting in execution,
acceptance, and property management.
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Co-signing Units: Professional units responsible for reviewing procurement
proposals for efficiency and regulatory compliance.
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Procurement Unit: The General Affairs Office executes procurement tasks
college-wide and provides price references to the Procurement Committee.

T EMAEE GRAREVEIFTHELAAEFAI BRI AFTLAER

E B
Supervisory Unit: The Accounting Office is responsible for budget planning,
review, procurement verification, and acceptance.
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Requisition units must complete a requisition form to request procurement. If
funding comes from two budget categories, the request must not be split, ensuring
the requested and received property values match. Requisitions requiring
professional review must be co-signed by relevant units.

oo M BRAFCRM - S FR s oy TR IELRE A& Eé #PR
M PR AL 02 £ ‘H—L;ﬁ » R TR LR T 7} EIA L= .
BHR o RE LT AR KR ARSI

For procurements subsidized by government agencies, public schools, or public
enterprises where the subsidy accounts for more than half of the total amount and
exceeds the public announcement threshold, the Government Procurement Act and
related laws shall apply. All other procurements shall be handled per these
Regulations, unless otherwise specified by law.

B BMEIRIRYEFLLRE  BMEFREPLL  HER] -
If there is a need to reallocate the budget after procurement, approval from the
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College President must be obtained.
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Procurements involving identical or similar items or supplied by the same vendor
shall be consolidated and not divided into smaller amounts. Priority should be given
to joint supply contracts, energy-saving and eco-friendly products, and items
produced by welfare organizations or sheltered workshops for the disabled.
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If a vendor’s fulfillment involves intellectual property rights (e.g., patents,
trademarks, copyrights, layout-design rights, trade secrets, plant variety rights), the
requisition unit must specify such rights in the solicitation documents
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For procurements subject to occupational safety and health regulations where
hazardous working environments must be disclosed, requisition units shall submit a
hazard disclosure document and technical specifications during the quotation process.
The winning vendor must submit a hazard acknowledgment form before
implementation.
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For purchases and custom orders within the budget, a requisition form must first
be completed and submitted for approval according to the procurement
procedures. For amounts under NTD 5,000: approval by office or department
heads. For amounts over NTD 5,000: approval by the Vice President. For
amounts over NTD 10,000: approval by the President.
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For requisition budgets: Under NTD 50,000: at least one vendor quotation
required.NTD 50,000 or more: at least two vendor quotations required.
NTD 100,000 or more: at least three vendor quotations required.Quotations must
be gathered by both the requisition unit and the General Affairs Section; the
requisition unit must submit at least one vendor quotation.
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If the requisition has special requirements, a formal justification should be
submitted along with a Procurement Specification Sheet, which includes
the requisitioning unit, date, funding source, item name, specifications,
quantity, estimated unit price, total price, and vendor quotation.
Procurement may proceed only after approval.
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For projects with budgets of NTD 300,000 or more, three quotations must be
obtained and reviewed by the Procurement Committee before being submitted to
the President for approval.lf the final contract price exceeds NTD 500,000, a
contract must be signed with the vendor within one week of the award to ensure
quality and timely delivery (or completion).
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If necessary, the College may commission professional units (or personnel) to
assist in procurement planning and design. A two-stage process involving
planning and implementation may be adopted, with appropriate design fees.
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If a floor price is set, the contract is awarded to the lowest bidder
who complies with the specifications and offers a price within the
floor price.
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If no floor price is set (e.g., due to lack of market prices or
comparable data), the contract is awarded to the lowest compliant
bidder whose price is reasonable and within budget.
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When using a most advantageous bid system, the contract is
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awarded to the most compliant and advantageous vendor.
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If a bidder offers an unusually low or unreasonably priced bid that may
risk quality or performance, they may be required to submit an
explanation or guarantee. Failure to respond adequately allows the
College to reject the bid and consider the next-lowest bidder.
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For Ministry of Education—subsidized equipment and requisitions over
NTD 500,000, a public notice must be posted online for one week.
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For procurements over NTD 1,000,000, public tender announcements must be posted
online for two weeks. Bidders must attend the procurement committee meeting for
inquiries and submit a bid deposit equal to 5% of the total budget. This may be converted
into a performance bond for the winning vendor. The deposit will be refunded without
interest upon successful completion.
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For open bidding, if no bids or valid bids are received, the College will
generally conduct a second round of bidding one week later.
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For procurements requiring warranty, the tender conditions must clearly state the
required warranty period and warranty deposit (generally 2% of the contract amount).
The deposit will be refunded without interest after the warranty period if obligations are
fulfilled.
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Requisitions approved by the Procurement Committee must be reviewed
by the General Affairs Office, submitted to the President for final approval,
and then the procurement unit must notify the winning vendor to deliver
or execute the contract. The procurement unit must also track the quality
and progress of delivery or execution.
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For special procurement needs, a Restricted Tender Application Form must be
completed and submitted to the President for approval. (See attached
restricted tender form.)
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If the item is exclusively supplied by one vendor, or a specific brand or
product is designated, or items are transferred from another institution
with no basis for price comparison, price negotiation (on-site or via phone) is
allowed. If the total cost exceeds NTD 30,000, a Sole Source Procurement

Justification form must be submitted and approved.
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All procured items must be brand new and reviewed by both the unit

supervisor and a first-level supervisor.

If the Procurement Committee identifies another brand with equivalent

performance at a lower price, it may recommend a change. The President

must approve such a change.
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The General Affairs Section may also enter into contracts with vendors
based on overall school demand to secure wholesale or preferential prices,
in accordance with the above regulations.
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The General Affairs Office must collect repair requests from all units before
each new academic year and submit them to the President for approval.
Approved projects should be included in the annual repair plan and
coordinated with the budget.
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Upon completion of repair work, the responsible unit must inspect it
together with personnel from the Accounting Office.

If materials do not match specifications, payment shall be withheld, and
the contractor must correct or redo the work.

If the contractor disputes this, a third-party expert may be invited for
evaluation. If dismantling is required for inspection, the contractor must
cooperate and restore the site at no cost after acceptance.

I

> FEBEAM=F ~ HoWRd [ SR RENEE= N Bl A s S
#a %.a:ﬁ‘}*"k’%‘iiﬂ? Ef* xR EFEE o

Minor repairs costing under NTD 30,000 may be requested by the user
unit and carried out through price negotiation after quotation.

Material standards and acceptance procedures shall follow the same as
stated above.

= ® 5z Acceptance
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acceptance:
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Invoice or receipt (must be the original; photocopies are not acceptable).
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Approved requisition form and quotation(s). If applicable, also attach
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approval documents, Procurement Committee meeting minutes, and
contract.
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property acceptance, the following documents should be provided as
appropriate'
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Factory certlflcatlon or warranty document.
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Performance test report or legal certifications (e.g., interior
renovation compliance, flame-retardant certification, acoustic test
report, quarantine certificate, etc.).
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Any other delivery or performance documents specified in the
contract.
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After goods are delivered, the requisition (user) unit must complete
a Property Inspection Form, submit it with the goods and relevant
documents, and have the inspection conducted by the user,
procurement unit, Accounting Office, and the Dean of General Affairs.
Acceptance should be completed within one month.
Upon approval, the inspection staff shall sign the inspection form.
If the item is classified as a fixed asset, the requisition unit must
complete a Property Addition Form and submit it, along with the
requisition form, quotation, invoice, and inspection form, to the
General Affairs Section for property registration.
Only after these steps are completed can the Accounting Office
proceed with payment processing.
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The user unit is responsible for inspecting product quality. Warranty
cards, insurance certificates, and other quality assurance documents
must be retained by the user unit for future reference.
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For interior renovation projects, appropriate certifications—such as
fire safety, energy efficiency, interior design compliance, and fire
inspection—must be obtained and submitted to the General Affairs
Section.
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If partial delivery is allowed, the requisition unit must specify the
quantity delivered and remaining on the requisition form.
If discrepancies exist between the invoice/receipt and the quoted unit
or total price, or if some items are acceptable but deviate from
specifications, the General Affairs Section must notify the vendor for
correction.
If the vendor cannot fulfill the order as requested, and a price
reduction is proposed, the change must be approved by the
authorized signatory before acceptance.
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If the awarded vendor fails to complete the delivery or execution
according to the requisition, or if the quality is substandard or
defective, the College has the right to pursue legal liability.
The requisition unit must refuse acceptance and request re-delivery
or rework, or deduct penalties according to the agreement or
contract.

*& B'] Supplementary Provisions
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For maintenance contracts involving machinery, instruments, or other
equipment, each unit must submit a project proposal for approval.
The original contract should be submitted to the Accounting Office,
and a copy to the General Affairs Office.
To safeguard the College's interests, maintenance fees specified in
vendor contracts must not be paid in full at signing.
Payments should be made in installments based on service
performance using one of the following methods:
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Monthly Payment: Paid at the end of each month upon completion of
maintenance work.

> > #p £ i ¢ Installment Payment:
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If the annual maintenance cost is NTD 100,000 or more: payments
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should be made quarterly.
() saggr RELF A wP? () ~PRrRAZSAH -
If the annual cost is less than NTD 100,000: payments should be made
twice per year—midterm and year-end.
E I 3 Bf%—; PR T GrMEE R S T EAR A R MY G XA Bf?%?i d
FEBREAEVRY SRR LT RS F T L5 1F o
For emergency repair procurements, the requisition unit must follow
the procedures in Article 5 and explain the emergency circumstances.
The General Affairs Section will first conduct price comparison or
negotiation, and upon approval from the Dean of General Affairs and
the Accounting Director, execution may proceed immediately.
NPEE q_f’fﬁigpinaﬁ’]’ﬁpj‘fv. PRt RN BT o
These Regulations shall take effect after being passed by the
Administrative Meeting and approved by the College President.
Amendments shall follow the same procedure.
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= e F ¢ 344 Restricted Tender Application Form
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