Training on Public Procurement

By PO Ruteta Tetabo

Coverage
1. Annual Procurement Plan templates

2. Invitation to Tender (ITT Templates)
3. Tender Summary Form templates



1. Annual Procurement Plan

® Procuring Entities shall prepare an Annual Procurement Plan (APP) forecast for each
Medium and High Value Public Procurement of Goods, Services and Works needed in the
fiscal year

® The forecast template shall include at the minimum the following info:

o Responsible PE

A brief description of Goods, Works and Services

Cost estimates

In case of Goods, number of Goods

Time schedules

Identification of source of funding

° APP shall be submitted to the Central Procurement Unit as integrated part of the budget
planning procedure and in advance of new fiscal year
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‘Annual Procurement Plan template

Procurement Forecast 2022 - GOODS

| Procurem | Procuring Entity Goods (Description) Number | Budget Approved Estimated Cost | International or | Procurement |Funding Source Schedule for each Procurement Activity

ent Code ofitems | Code Budget 2022 (AUD) Local Supplier | method (RFP, | (Donor/GoK)
RFQ, SSP) Post of Notice of |Contract
RFP/RFQ  [Open of bids |Award  [signing

. Goods ‘ Consulting Services | Standard Services | Works | ©) | | -




Consulting serivces

Procurement Forecast 2022 - Consulting SERVICES

Procurement Procuring
Code [will be Entity
defined by CPU)

Description of service

Firmor
Individual

International or
Local Consultant

Budget
Code

Approved
Budget 2022

Estimated contract
amount [AUD)

Funding Procurement

Source

method {RFP, RFO,

{Donor/Go 55¢)

K]

Schedule for each Procurement Activity

Post of
RFR/RFQ

Maotice of
Openofbids  |Award

Contract
signing
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| Goods | Consulting Services | Standard Services | Works | ()
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Standard service

1 Procurement Forecast 2022 - Standard SERVICES
[ Procurement Procuring Description of service International ()| Budget | Approved Estimated Funding | Procurem Schedule for each Procurement Activity
Code (will be Entity or Local Service| Code |Budget 2022 | contract amount | Source ent
2 | defined by CPU) Provider (L) {AuD} (Donor/Go| method
K) OR |(RFP, RFQ,
(D/G) 55P) Post of Open of bids Notice of Contract
3 RFP/RFQ Award signing
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| Goods | Consulting Services | Standard Services | Works | @ 4] | ]




Works

Procurement Code | Procuring Entity |  Construction {Description) Project Site | Budget | Approved Budget |Estimated Cost|Internation | Procurement |Funding Source Schedule for each Procurement Activity
2 | [will be defined by Code 2022 {AUD) al{ljor | method (RFP, |{Donor/GoK)or
CPUj Local RFQ, 55P) (D/8)

Supplier (L)

Post of Open of bids Motice of Contra
RFP/RFQ Award signing
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. Model documents (ITT Templates)

Invitation letter
Instructions on how to submit the tender
Time schedule

Specification/TOR

Evaluation criteria and method

Specific contract conditions

General contract conditions

Certificate of compliance form
Availability of financial resources
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2.1. Invitation letter

eProcuring Entity, date & number
*Closing date

UA”_ FUH PHUPUSALS |s eSubject of the procurement

eList of documents included

olnstructions on how to submit the Tender

oTime Schedule for the procurement process

oWhat to be provided — Specification or Terms of Reference (TOR)
oEvaluation Criteria and Method

oForms to use in the Proposal — Technical Forms (narrative,
allocation), Financial Form

oSpecific Contract Conditions
oGeneral Contract Conditions
oCertificate of Compliance Form



2.2. Instructions on tender submission

eMinimum required contents of Tenders
eDeadline and the rules therefore
eMethod, format and documents for submission

‘Mandatory requirements
oReference to a Certificate of Compliance form

eQuestions & Answers and clarifications
eMinimum validity time of Tenders
eThe Award procedure



2.3 Time Schedule
(a).Minimum Tender period

RFO-15 calendar days
RFPQ-20 calendar days
RFQ-25 calendar days
RFP-45 calendar days.



2.3. Time Schedule

Event Responsible Party | Date and time, KST*
*The whole Public Procurement procedure | 1, Launchand publication of RFQ Procuring Entity
eDeadline for Tender submission 2, Last date for questions about .RFQ Tender'er ‘ (16:00)
«Deadline for the Procuring Entities to 3 tL;sat::::]edf;)i:‘:lIF;T:r(,'lerstoquestlonsamdlor Procuring Entity
receive possible questions — ‘
- o 4, Last date for submission of Quotation | Tenderer (16:00)
e|ndication of the date, timing and place for — —
: . 5. Evaluation finalized Procuring Entity
oTender opening sessions ——
. 6. Award of Contract Procuring Entity
oEvaluation
oAward 7. Contract Terms and Conditions ProFuring
oSigning of Contract or Framework Agreement Enhty/Tenderer
oStart date of Contract or Framework Agreement 8. Contract signing Procuring
Entity/Tenderer
9, Contract/Project start date Tenderer




2.4. Specification/TOR

eDetailed 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.

eReplaced in the Contract or Framework

Agreement, with

oResponse of compliance and solutions in the Tender
oA proprietary document provided by the Tenderer

eThe basis for the Technical Evaluation
oReflected in the Evaluation Criteria

Marketing Spec.

Will it sell2

Performance Spec)

Can it be made?

Specification

Conformance Spec.
Is it safe and legal?

Technical Spec.
Will it work?




2.5. Evaluation criteria and method

eDescribes the criteria and weighting that will be
evaluated

eDefines the evaluation model

eDefines the weight between the technical and
financial components

*May disclose the maximum budget available

Major Criteria

oTo avoid receiving Tenders that exceed the budget, leading to cancellation

oRisk: 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 ;f'

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

Details & Sub-Criteria

Total Possible Technical Score




2.6. Specific Contract Conditions (SCC)

*Will be finalised when the Award is concluded (Word format)

e|nformation to be included in the Contract, e.g.:
olnformation on the parties, including formal addresses and contact details

oPayment terms
oEffectiveness and duration of the Contract

eThree 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)



2.7. General Contract Conditions (GCC)

eStandardised terms and conditions for Contracts with the
Government of Kiribati

eShould not be modified
eModification has to be approved by the OAG
eRegulated in the SCC



2.8. Certificate of compliance with ITT

eFulfils the financial viability requirements

eNot subject to corruption or criminal activities

eSocially and environmentally responsible

eAccepts the terms and conditions in Tender document

*No cost for Tender preparation is charged

eAccepts that a summary of the evaluation result is publicly released
eVerify that all information submitted is correct



2.9. Availability of financial resources form

® This form has to be completed by the tenderer for the following reasons;
® Reflect the financial situation of the Tenderer, exclusive of parent or sister
organisation

® Shows the tenderer’s capacity financially.



3. Tender summary form (designed for LVP, MVP and HVP)

Procuring Entity must provide the tender summary form in which summarizes
the whole procurement process/actions used/taken.

The tender summary form consists of

e Method of procurement
Costing

Requirement

Procurement actions taken
The recommended supplier

Most importantly, the form is where CAC/CCAB members signatures are
secured.



Tender Form (LVP)

Low Value Procurement — AUD 1,000-9,999

s
-
Microsoft Word
Document



Tender Form (MVP)

Medium Value Procurement — AUD 10,000-49,999.
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Microsoft Word
Document



Tender Form (HVP)

High Value Procurement — AUD 50,000>

iR

Microsoft Word
Document






