
Preparing an Invitation to Tender
A set of Model Documents for ITT – RFQ, RFP, RFO*
• Invitation letter
• Instructions on submission
• Time schedule – PE
• Specifications or Terms of Reference – PE
• Evaluation criteria and model – PE

o Technical Evaluation form – PE
o Financial Evaluation form (not always) – PE

• Draft Contract
• Certificate of Compliance form

* RFO is not all above ɬonly invitation & contract
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Public Procurement Procedures

Main procedures for MVP/HVP

•Standard procedures
o Open Competitive Procedure

o …with (or without) Prequalification

•Exceptional procedures
o Limited Competitive Procedure

o Single-Source Procedure
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Types of Contracts or Agreements
Contract or Framework Agreement

• Contract signed = scope defined

• FWA = maximum scope defined & 
subsequent contracts (Sub-Orders)

• Purchase Order = simplified contract

Standard Contract templates

• SCC – Specific Contract Conditions
o To be completed

• GCC – General Contract Conditions
o Fixed standard terms & conditions
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Standard Contract templates
SCC & GCC are slightly different for:
• Standard Goods
• Specified Goods
• Standard Services
• Consulting Services

o Firms
• Time-based
• Lump sum

o Individuals

• Works
• Framework Agreements

o Standard Goods
o Standard Services
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Specific Terms & Conditions
• Socially responsible and 

environmentally safe practice
o The UN Supplier Code of Conduct
o Link in the Certificate of Compliance form as earlier 

described ɬrememberĄ

• Currency & payment
o E.g. advance payment/payment schedule
o Securities & guarantees

• Only one Tender per Tenderer
• Subcontracting
• Provision of materials from the PE, etc.
• Delivery terms
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Securities & guarantees
• Tender security – exceptionally
• Advance payment guarantee –

mandatory
• Contract performance security – to be 

considered
• Warranty security – exceptionally
• Letter of Credit for payment by GoK 

(can be used as a security both ways as 
above) – try to avoid

• Instruments: Bank guarantee, LoC, etc.
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Delivery terms – Incoterms 2020
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Rules for any transport mode
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Alternative – only for sea – CIF

Where the Economic Operator has direct access to the vessel for loading, e.g. 
bulk cargos or non-containerised Goods
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Publication & communication

•The Public Procurement legal 
framework

•MVP/HVP
o Annual Procurement Plans

o Market consultations & RFI

o Invitation to Tenders – Open Procedures

o Signed Contracts & Framework Agreements

o Cancelled Contracts & Framework Agreements
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