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Guideline Subject: Reference Numbers for Procurement and
Disposal Transactions

In accordance with Regulation 3(3) of the Public Procurement and Disposal of Public
Assets (Rules and Methods for Procurement of Supplies, Works and Non- consultancy
Services) Regulations, 2014, Regulation 3(3) of the Public Procurement and Disposal of
Public Assets (Procurement of Consultancy Services) Regulations, 2014 and Regulation 5
(a) of the Public Procurement and Disposal of Public Assets (Disposal of Public Assets)
Regulations, 2014, Procuring and Disposing Entities shall use the following guidance in
assigning reference numbers to procurement and disposal requirements.

The reference numbers shall be used in the identification, tracking, monitoring and
auditing of procurement and disposal activities.

1. Institutional arrangements

1.1. To enable the system described below to function effectively, the Head of the
Procurement and Disposal Unit (HPDU) shall be responsible for allocating
the reference numbers.

1.2. The HPDU shall maintain a register of the reference numbers allocated to
procurement and disposal requirements of the Entity. Where a
department/project or person is delegated a procurement or disposal function,
all procurements or disposal requirements shall be allocated reference
numbers in accordance with this guideline.

1.3. A reference numbers shall be allocated to procurement. or disposal
requirements after the approval of the requisition by the Accounting Officer.

2. Reference Numbers

2.1. There shall be two types of Reference Numbers: one for procurement and the
other for disposal requirements. The format and content of each shall be as
detailed below.

3. Reference Numbers for procurement requirement

3.1. The procurement reference number shall be allocated when a procurement
requisition has been approved by the Accounting officer and used on all
correspondence and records related to the procurement requirement.

3.2. A procurement reference number shall not be reused where a procurement
requirement is cancelled.

3.3. The basic procurement reference number shall consist of four parts:

(a) A predetermined code for the Procuring and Disposing Entity. A list of
codes is provided under Attachment A;
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Attachment A

Procuring and Disposing Entity Codes for Procurement and Disposal Reference
Numbers
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(b) An abbreviation of up to 5 letters, identifying the type of the procurement
requirement. For instance 'Supls' for supplies; 'Wrks" for works; 'NCons'
for non consultancy services and 'Srvcs' for consultancy services;

(c) The FinanciallBudget Year. For instance '13/14' for FY 2013/14, '14/15'
for FY 2014/2015;

(d) ,A five-digit unique number allocated sequentially from QOOOI onwards;
and

(e) Where a single requisition is divided into separate lots, a separate number
shall be added following the four digit number e.g. lot 0 I, 02, 03 etc.

4. Reference Numbers for disposal transactions

4.1. The disposal reference number shall be allocated when a disposal requisition
is approved by the Accounting Officer to proceed and shall be used on all
correspondence and records related to the disposal requirement.

4.2. A disposal reference number shall not be reused where a disposal requirement
is cancelled.

4.3. The basic disposal reference number shall consist of four parts:
(a) A predetermined code for the Procuring and Disposing Entity given

under Attachment A;
(b) The FinanciallBudget Year. For instance '13/14' for FY 2013/14,

'14/15' for FY 2014/2015; and
(c) A five-digit number allocated sequentially from 00001 onwards.

Examples of procurement! Disposal Reference numbering are provided under
Attachment B.

Signed:

~ ~
••••• , ••• " •••••••••••••••••••••••••••••• ,t",... 11 •••••• " •••••••••••••••••••••••••••••••••••••••

Chairman of the Board of Directors Executive Director

Attachments to this Guideline

Attachment A - List of Procuring and Disposing Entity Codes
Attachment B - Examples of Procurement 1 Disposal Reference Numbering
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148. Uganda Mission at the United Nations, New York UM-UN
149. Uganda High Commission in the United Kingdom UHC-UK
150. Uganda High Commission in Canada UHC-CND
151. Uganda High Commission in India UHC-1ND
152. Uganda High Commission in Egypt UHC-EGT
153. Uganda High Commission in Kenya UHC-KEN
154. Uganda High Commission in Tanzania UHC- T2
155. Uganda High Commission in Nigeria UHC-NIG
156. Uganda High Commission in South Africa UHC-2A
157. Uganda Embassy in ited States of America VE-USA
158. Uganda Embassy in Ethiopia UE-ETH

Uganda Embassy in China UE-CRN
160. Uganda Embassy in Rwanda UE-RWD
161. Uganda Embassy in Geneva UE-GNV
162. Uganda Embassy in Japan UE-JPN
163. Uganda Embassy in Libya UE-LIB
164. Uganda Embassy in Riyadh UE-RYD
165. Uganda Embassy in Denmark UE-DMK
166. Uganda Embassy in Belgium UE-BLG
167. Uganda Embassy in Italy UE-ITA
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168. Uganda Embassy in Democratic Republic of Congo UE-DRC
169. Uganda Embassy in Sudan UE-SDN
170. Uganda Embassy in France UE-FRC
171. Uganda Embassy in Germany UE-GEM
172. Uganda Embassy in Iran UE-IRN
173. Uganda Embassy in Russia UE-RUS
174. Uganda Embassy in Australia UE-AUS
175. Uganda Embassy in Juba UE-IDA

Note
Exclusion from this list does not indicate that the Public Procurement and Disposal of
Public Assets Act, 2003 does not apply to an Entity. Any dispute or queries as to the
application of the Act should be submitted to the Authority in accordance with
Section 2 (2) of the PPDA Act, 2003.
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Attachment B

Examples of Procurement Reference Numbering
To assist in the provision of Procurement Reference Numbers the grid shown below
indicates the format of the complete Reference Number. This Grid appears on all
draft forms as a prompt for the Reference Number to be included.

PROCUREMENT REFERENCE NUMBER

Code of Procuring and WrksJSrvcslSupls Financial Year Sequence Number
Disposing Entity

In creating a Procurement Reference Number the following process is followed by the
person nominated to assign the reference numbers:

(a) The Procuring and Disposing Entity Code as provided in Attachment A;
(b) The abbreviation for Works '(Wrks), Non Consultancy Services (NCons),

Consultancy Services (Cons) or Supplies (Supls);
(c) The Financial Year in which the procurement requirement is initiated;
(d) The five-digit sequence number allocated for this requirement. Please note

that the number starts with 0000 1 for the first supply requisition in a
financial year, 0000 I for the first works requisition in a financial year etc;

Illustration:
The Uganda Law reform Commission has requisitioned for printing of the blue
volume of the laws of Uganda. The procurement reference number would be stated as
follows:

PROCUREMENT REFERENCE NUMBER

Code of Procuring and WrksJSrvcs/SupJs Financial Year Sequence Number
Disposing Entity

ULRC NColls 13/14 bOO01

If within the same Entity, another user department requisitions for consultancy
services for reviewing the mandate of the Commission, then the procurement
reference number would be stated as follows:

PROCUREMENT REFERENCE NUMBER

Code of Procuring and WrksJSrvcslSupls Financial Year Sequence Number
Disposing Entity

ULRC Cons 13/14 ~OOOI
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Examples ofDisposal Reference Numbering
To assist in. the provision of Disposal Reference NUipbers the grid. shown below
indicates the format of the complete Reference Number. This Grid appears on all
draft forms as a prompt for the Reference Number to be included.

PROCUREMENT REFERENCE NUMBER

Code of Procuring and Disposing Entity Financial Year Sequence Number

ULRC 13/14 POOOI

In creating a Procurement Reference Number the following process is followed by the
person nominated to assign the reference numbers:

(a) The Procuring and Disposing Entity Code as provided in Attachment A;
(b) The Budget Year in which the disposal requirement is to be

undertaken;
(c) The five-digit sequence number allocated for this

requirement. Please note that the number 'starts with 00001 for the first
disposal requisition in a financial year; and

(d) The lot number where the disposal requirement is lotted for
the various items.

Illustration:
Uganda Law reform Commission has planned to dispose of the following assets:

1. Three motorvehicles which are divided into three lots i.e. Lot 1: Double Cabin
Pick up; Lot 2: Station Wagon; Lot 3: Saloon vehicle

2. Office furniture which is also provided in 4 lots of various categories of
furniture as below:

Lot 1: 3 tables; Lot 2: 2 Swivel Chairs; Lot 3: I file cabinet; Lot 4: 1 book shelf

The disposal references will be allocated as follows:

Asset Disposal Reference Number
PDE Code Financial Year Sequence Lot

Number Number
Double Cabin Pick up ULRC 13/14 00001 1
Station Wagon ULRC 13/14 00001 2
Saloon vehicle ULRC 13114 00001 3
Tables ULRC 13/14 00002 1
Swivel Chairs ULRC 13114 00002 2
File cabinet ULRC 13/14 00002 3
Book shelf ULRC 13114 00002 4
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