
Model Documents
Instructions for use

Sven Erik Hargeskog ADB TA 2021-04-09 1



General instructions for use
1. Write in the area within the square brackets

2. Always delete square brackets and highlighting's for fields to be filled in

3. For update of internal links/references, mark the link and press F9

4. Adjust page-breaks

5. Eliminate colour markings

6. Save the new versions with a proper file name, e.g. the Procurement number

7. Even though some documents may look alike, they are adjusted in accordance with 
each type of procurement, whereas the Model Documents of each relevant package 
should be used

8. Never re-use previous Invitations to Tender – always download the latest version 
from the Public Procurement Web Portal (there may be updates!)
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Letter of Invitation
1. Insert name and address of the Procuring Entity (Ministry, SOE or Statutory Corporation) in the 

allocated field, top right
2. Mark the field ‘Ministry of [insert name]’ and click F9 for update
3. Insert the abbreviation of the Procuring Entity, 3-5 letters, replacing ‘MXXX’, e.g.:

o MFED, MISE, MOE, MFMRD, KPA, KHC, PVU, KSEC, KOIL, PUB, KIT, MTC, AKL, KCDL, KPF, KIC, etc.

4. Receive a Procurement number from the CPU and replace ‘000’
5. Double-click on the header, mark the procurement number text and click F9 to update
6. Insert the month and day for issue and closing date (e.g. 08-14 and 09-30 [replacing ‘insert date’])
7. Insert a brief description of the subject of procurement, e.g. the project title
8. Check that the listed documents are relevant
9. Insert the name and title of the authorised Procuring Officer and have it signed
10. Save the new version
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Letter of Invitation; list of documents
• Instructions on how to submit a Quotation/Proposal
• Time Schedule for the RFQ/RFP/procurement process
• Specification of Standard Goods or Services/Specified Goods/Works
• Terms of Reference (TOR) for Consulting Services
• Evaluation Criteria and Method (not for Individual Consultants)
• Forms to use in the Proposal for Consulting Services from Firms (optional)

o Technical Forms
• Narrative – detailed description of how the Consulting Services are to be provided
• Allocation – of resources to each type of expense; fees, travel, communication, printing, 

interpretation, etc. – no pricing information! (for technical evaluation)
o Financial Form – the same as the ‘Allocation’ in the Technical Forms, with pricing

• Special Contract Conditions – to be completed with awardee information
• General Conditions of Contract – GoK standard, not to be amended (pdf)
• Certificate of Compliance Form – to be signed by all Tenderers

o UN Supplier Code of Conduct (attachment)
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Instructions on how to submit a Tender

1. Complete the Procurement number and update the header

2. This document should otherwise not need to be updated

3. However, check if anything may not be relevant for the actual procurement

4. If you made changes, update the Index: right-click on the Index, press F9 
and select ‘update the whole table’

5. Save the new version
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Time Schedule
1. Complete the Procurement number and update the header
2. Select the proper alternative in the first paragraph

a) Posted on the Web Portal (normal), or
b) Sent directly to the Tenderers (exceptional, e.g. for Limited Competitive Procurement)

• Then delete the text not relevant

3. Consider deleting Events number 2 and/or 6, since they are exceptional, only to be 
used for very complex procurement, e.g. sometimes Consulting Services or Works
o If deleted, update the note in the first paragraph, to only refer to the events below the thick underlining, and delete 

the relevant references ** and/or *** at the end

4. Insert the dates in the relevant column – do not use too short time limits!
o Note that in two fields the time is already set at default and should be kept

5. Save the new version
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Specification
Standard Goods or Services/Specified Goods/Works
1. Complete the Procurement number and update the header
2. Provide background information on the Procuring Entity, relevant for the Tenderer 

to understand the concept of the procurement
3. List and describe any specific requirements relevant, e.g. supporting 

documents/manuals, packing requirements, spare parts, etc.*
4. Specify related services, e.g. installation, service & maintenance, if relevant*
5. Specify the requested delivery time(s)*
6. Describe the subject of the procurement*
7. This document may be partly replaced with an annex, to better describe the subject 

of procurement
8. Save the new version

* For Works, this could be quite comprehensive
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Specified Terms of Reference (4)
1. Complete the Procurement number and update the header

2. Provide background information on the Procuring Entity, relevant for the Tenderer 
to understand the concept of the procurement

3. Describe the requirements in detail (or refer to an annex)
1. Requirements

2. Methodology

3. Required competences and allocation, if possible

4. Specify environmental and social considerations relevant for the consulting services

4. Define the required timetable for deliverables, including reporting arrangements
o This is suitably connected to a payment schedule

5. Update the Index

6. Save the new version
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Terms of Reference – narrative 

response (4 a)

• Complete the Procurement number and update the header

• Save the new version

• The Tenderer is to verify the TOR requirements specified by the Procuring Entity in 
4 in the response templates 4 a-c

• 4 a is to verify the criteria specified in 4, i.e. a narrative description on which 
methods are used to comply with the criteria specified in 4
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Terms of Reference – allocation of 

resources (4 b)

• Complete the Procurement number and update the header

• Save the new version

• The Tenderer is to verify the TOR requirements specified by the Procuring Entity in 
4 in the response templates 4 a-c

• 4 b is to allocate the resources they will assign to the project – without any pricing 
information (it is actually more or less identical with 4 c)
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Terms of Reference – financial 

quote (4 c)

• Complete the Procurement number and update the header

• Save the new version

• 4 c is to quote the prices, as detailed in 4 b, which will only be used in the financial 
evaluation
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Evaluation Criteria & Method
1. Complete the Procurement number and update the header

2. Select a proper, well thought-through allocation between the technical and financial 
components – default is 70% vs 30 points, but should be adjusted accordingly. This 
is very crucial!

3. Decide whether or not the budget should be disclosed (next slide)

4. Define major technical criteria, including sub-criteria, to be evaluated and their 
related scoring allocation (separate training on this is available)
o The Specification or TOR forms the basis for this, i.e. the criteria should be selected from these

o Note that no new criteria may be added in the evaluation and that all must be evaluated in accordance with this 
document

5. Update the links on page 3, by marking and F9

6. Save the new version
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Budget disclosed?
• Disclosing the maximum budget available require an analysis of the pros and 

cons

• A reason for disclosing
o To avoid receiving Tenders that exceed the budget

• Whereas the Public Procurement may have to be cancelled and reopened with new prerequisites, i.e. a 
revised budget or a reduced scope, or

• A request for increased budget, which will take time and may not be successful – and Tenders may expire

• A possible disadvantage:
o Tenderers consider the maximum budget a target – most of the Tenders will be at or close to the maximum

o To minimise the risk of this it should be clarified that also the financial component will have a value in the 
evaluation (such a draft text is included in the Model Document)
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Specific Contract Conditions (SCC)

• This document does not need to be updated at this stage

• The purpose is to inform the Tenderers of the information required at the 
finalisation of the Contract

• Once a Tenderer has been selected, the SCC should be updated accordingly, 
in line with the following (next slide):
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SCC finalisation
• Insert the Procurement title & Contract number on the cover page
• Insert the name of the Procuring Entity and the name of the successful Tenderer on page 2
• If additional annexes are to be added, add and provide a short title  under 1.1
• Insert the total contract price un the field in 3.1, format e.g. 25.000,00

o If exceptionally another currency is agreed, change from AU$ to the relevant currency

• Adjust 3.2 to either lump sum or payment schedule in the table and delete the not relevant choice in the text
• Fill in the table in 4 with all details (only one authorise representative)
• Define the duration of the Contract in the table in 7 (if only one or if consecutive deliveries, adjust the table as 

relevant)
• In case additional terms and conditions or deviations of the GCC, approved by the OAG, have been agreed, 

describe the added clauses or changes to the relevant clauses, with clear references, of the GCC under Article 
8 (the GCC should be kept in its original version)

• Insert the names of the persons authorised to sign the Contract within the brackets
• Continue to the annexes

Sven Erik Hargeskog ADB TA 2021-04-09 15



SCC Annex A
1. A brief summary description of the Goods, Services or Works under the Contract, further 

described under Annex B
2. Delivery date or Execution period(s) should be clearly described here
3. The place of delivery and delivery terms (Incoterms) or the execution (site) to be specified 

here
4. Important reports, warranties, manuals, instructions, technical descriptions, etc. to be 

provided, should be listed here
5. Packing instructions for Goods or materials to be specified here, unless sufficient in Clause 

28 of the GCC

In case of other conditions, specific to the Contract and not part of the GCC, such should be 
detailed here
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SCC Annex B

• This is where the detailed specification or TOR are to be described

• Normally, this means to include the agreed Specification/TOR, based on the 
ITT Model Document no. 4 – Specification or Terms of Reference

• The Specification or TOR submitted in the Tender could sometimes be used, 
providing it has been carefully checked and agreed on all details and is in 
compliance with the version in the ITT
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SCC Annex C

• This blank page should be completely replaced with the GCC in pdf format

• The page is to symbolise and highlight the structure of the Contract to the 
Tenderers, to understand where the GCC are included

• Again, the GCC should not be amended

• Any changes on the General Contract Conditions shall
o Be approved in writing by the OAG

o Be specified under Article 8 of the SCC
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General Contract Conditions (GCC)
• These are the standard terms & conditions for Procurement Contracts with the 

Government of Kiribati

• They have been approved by the OAG for use

• They are similar, albeit adjusted in accordance with the type of procurement –
Goods, Services, Consulting Services & Works

• They are not to be modified, unless in exceptional situations, whereas such changes 
shall be provided to the CPO and have to be approved by the OAG

• The documents are in pdf format, whereas any approved modifications shall be 
reflected in a specially prepared Article in the Specific Contract Conditions, where 
the replaced and the replacing clause of the GCC shall be inserted
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Certificate of Compliance
The Tenderer must accept and sign off on the following:

• Conflict of Interest

• Financial viability

• Validity of facts

• Anti-corruption and criminal activities

• Socially responsible and environmentally safe practice
o UN Supplier Code of Conduct

• Public release of marks for successful Tenderer

• Costs for Tender preparation

• Terms and Conditions in Tender Document
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