
Model Document overview
Various suitable packages
• Very Low-Value
• Low-Value
• Medium- & High-Value

o Goods
• Standard
• Specified

o Services
• Standard
• Consulting Services

o Firms
o Individuals

o Works

• Framework Agreements
o Standard Goods or Services
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Very Low-Value & Low-Value

VLVP

• Purchase Order (PO)
o Goods – 1 signs

o Goods – 2 signs

o Services – 1 signs

o Services – 2 signs

LVP

• Request for Offers (RFO)
o Goods

o Services

• Contract
o Goods

o Services
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Medium-Value & High-Value
RFQ or RFP, including for FWA
• Invitation letter
• Instructions on how to submit a Tender
• Time schedule
• TOR or Specification
• Evaluation Criteria and Method
• Technical Evaluation form

o for Consulting Services – narrative & allocation of resources

• Financial Evaluation form - optional
• Specific Contract Conditions
• General Contract Conditions

o For Consulting Services – Time-based or Lump sum*

• Certificate of Compliance form
RFPQ
• Letter of Invitation for Prequalification
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Consulting Firm Contracts
Time-Based
• Difficult to define or fix

o The scope of the TOR
o Objectives difficult to assess beforehand
o The duration of the Contract

• An initial period of analysis, during which the 
final scope may be agreed

• Remuneration determined on time actually spent 
and approved

Lump Sum
• Scope, output and duration can be clearly defined
• Payments in instalments linked to outputs 

(deliverables)
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Framework Agreements (FWA)
• Commonly procured Goods, Services (or 

Works) for
o The whole government

o Some Procuring Entities’ with similar needs

o One Procuring Entity, with unique but frequent needs

• With one or many Economic Operators

• Scope, terms and conditions for 
subsequent deliveries defined in the FWA

• Not more than 2 years + option 1 year

• One Economic Operator – Suborder

• More than one – Sub-tender & Suborder
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Multiple supplier FWA

• New simplified competition

• Only parties to the FWA – but to all

• Within the terms and conditions of 
the FWA, including procedures and 
timelines

• Best Value for Money
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Model Documents
For MVP & HVP
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Invitation to Tender
• Procuring Entity, date & number
• Closing date
• Subject of the procurement
• List of documents included

o Instructions on how to submit the Tender
o Time Schedule for the procurement process
o What to be provided – Specification or Terms of 

Reference (TOR)
o Evaluation Criteria and Method
o Forms to use in the Proposal – Technical Forms 

(narrative, allocation), Financial Form
o Specific Contract Conditions
o General Contract Conditions
o Certificate of Compliance Form
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Instructions on submission
• Minimum required contents of Tenders
• Deadline and the rules therefore
• Method, format and documents for 

submission
• Mandatory requirements

o Reference to a Certificate of Compliance form

• Questions & Answers and 
clarifications

• Minimum validity time of Tenders
• The Award procedure
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Time schedule
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• The whole Public Procurement 
procedure

• Deadline for Tender submission
• Deadline for the Procuring Entities to 

receive possible questions
• Indication of the date, timing and place 

for
o Tender opening sessions
o Evaluation
o Award
o Signing of Contract or Framework Agreement
o Start date of Contract or Framework Agreement

Event Responsible Party Date and time,
KST*

1. Launch and publication of RFP [Procuring Entity]

1. TOR presentation** Tenderer

1. Last date for questions about RFP Tenderer (17:00)

1. Last date for answers to questions a
nd/or to amend the RFP

[Procuring Entity]

1. Last date for submission of Proposa
ls

Tenderer
(17:00)

1. Proposal presentation*** Tenderer

1. Evaluation finalized [Procuring Entity]

1. Award of Contract [Procuring Entity]

1. Contract Terms and Conditions [Procuring
Entity]/Tenderer

1. Contract signing [Procuring
Entity]/Tenderer

1. Contract/Project start date Tenderer



Specification/TOR
• Detailed description of the necessary 

technical requirements of the object of 
the Public Procurement, including e.g. 
delivery time and other related goods 
or services to be provided.

• Replaced in the Contract or 
Framework Agreement, with
o Response of compliance and solutions in the Tender

o A proprietary document provided by the Tenderer

• The basis for the Technical Evaluation
o Reflected in the Evaluation Criteria
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Evaluation criteria and method
Major Criteria Details & Sub-Criteria

Possible 
Score

Firm/consortium’s
experience and 
reputation in similar 
assignments

• Technical Tender and supporting 
documentation showing relevant experience in 
…

• Track record showing understanding of …
•

00

Methodology

• Proposed methodology is of high quality, 
technically and logistically feasible, and 
responsive to the ToR.

• Methodology shows a sound understanding 
of…

•

00

Team composition 
and qualifications of 
proposed personnel

• Proposed personnel together have the requisite 
skills and experience to carry out the 
assignment based on stated competence 
requirements

• Personnel have the skills needed to execute the 
methodology

•

00

Other criteria • 00
Other criteria • 00

Total Possible Technical Score 100

• Describes the criteria and weighting that will 
be evaluated

• Defines the evaluation model
• Defines the weight between the technical and 

financial components
• May disclose the maximum budget available

o To avoid receiving Tenders that exceed the budget, leading to 
cancellation

o Risk: Tenderers consider the maximum budget as a target – the 
weight between technical and financial to be emphasized:

• Please, note that we do not recommend this maximum 
amount as a ‘target’ for your Tender. The evaluation is a 
result of a combination of technical soundness and cost 
effectiveness of the Tenders, i.e. the evaluation of the 
financial component will be added to the evaluation result 
of the technical component, in accordance with the 
principles and weights set out in this document.
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Technical & Financial Evaluation Forms

• May be used if feasible and useful when it is expected that the Tenders may 
look very different in structure, to ascertain that all requirements are 
included and to make it easier and more efficient to evaluate

• Tenderers shall use to specify their technical proposal for specified Goods, 
Services or Works

• For Consultancy Services – two documents
o one for a narrative description of how the Tender complies and fulfils the TOR

o one which requires an allocation of resources for the provision of the services
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Specific Contract Conditions (SCC)
• Will be finalised when the Award is 

concluded (Word format)
• Information to be included in the Contract, 

e.g.:
o Information on the parties, including formal addresses 

and contact details
o Contract value
o Payment terms
o Effectiveness and duration of the Contract

• Three Annexes
a) Conditions for the delivery of Goods or Works, or 

provision of Services
b) Specification or Terms of Reference
c) General Contract Conditions (pdf format)
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General Contract Conditions (GCC)

• Standardised terms and conditions 
for Contracts with the Government 
of Kiribati

• Should not be modified

• Modification has to be approved by 
the OAG

• Regulated in the SCC
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Certificate of compliance with ITT
I, a duly authorized representative of the Tenderer [and a member of 
the consortium, joint venture or other type of association with 
[state members], hereby certify that I have read and understood the 
above, and that [name of corporation] fully comply with all the 
requirements described in this form. I understand that failure to 
comply with any of the requirements will result in the rejection of 
the Proposal: 
_______________________________________
Name of association (if other than Corporation)
_______________________ _______________________

_______________________
Name of Corporation Name of Authorized Signatory Title of 
Signatory
_______________________ ___________________
Signature Date of signature
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• No Conflict of Interest
• Fulfils the financial viability requirements
• Not subject to corruption or criminal activities
• Socially and environmentally responsible

o undertaking to follow the UN Supplier Code of 
Conduct

• Accepts the terms and conditions of the 
Contract or Framework Agreement

• No cost for Tender preparation is charged
• Accepts that a summary of the evaluation result 

is publicly released
• Verify that all information submitted is correct



Prequalification
• Information on the Procuring Entity
• When, how and where to the Application for 

Prequalification (AFPQ) should be sent
• Guidance on which criteria must be met to qualify and 

receive an Invitation to Tender; minimum
i. technical capacity
ii. financial capacity
iii. request for references for equivalent Contracts or Framework Agreements 

performed

• Clearance of criminal convictions
• Fulfilment of payment of social contributions, tax/VAT 

etc.
• That the firm is duly registered
• The Certificate of Compliance form could be included at 

this stage, as an annex
• The RFPQ may also require a commitment on 

confidentiality, for specific circumstances
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By Frankie Fouganthin – own work, CC BY-SA 4.0, 
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