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TENDER DOCUMENTS CHECKLIST 
(Submission to FPO)
All papers seeking Boards consideration should ensure that the followings are satisfied. All Officers to ensure ticks are places on the respective columns once necessary checks are done.
	
	REQUIREMENTS
	
	Please tick 

	
	
	
	
	box provided

	
	GENERAL
	
	YES
	NO

	1
	Tax Clearance from FRCS
	
	 
	 

	2
	FNPF Compliance Letter from FNPF
	
	
	

	3
	PM's initiated purchase(s) / project(s)
	
	 
	 

	4
	Company/Business  Registration
	
	
	

	
	
	
	
	
	

	
	CATEGORY A - FOR ADVERTISED TENDERS
	
	
	

	1
	Tender Advertised by FPO
	
	 
	 

	2
	Bid(s) evaluated by Tender Evaluation Committee 
	
	 
	 

	
	Complete submission to  FPO should include the following 
	
	
	

	3
	Endorsed Evaluation Template showing
	
	 
	 

	
	(i)
	Administrative Compliance Sheet
	
	 
	 

	
	(ii)
	Technical Compliance Sheet
	
	 
	 

	
	(iii)
	Price Comparison Sheet
	
	 
	 

	4
	Recorded Minutes of the Tender Evaluation Meetings to highlight the following requirements
	
	 
	 

	
	(i)
	Brief background of the purchase
	
	 
	 

	
	(ii)
	Budget allocated/Confirmation of availability of funds, Engineers Estimate 
	
	 
	 

	
	(iii)
	Show discussion on the three stages of Evaluation (Administrative, Technical and Costing) 
	
	 
	 

	
	(iv)
	Justification(s) on the elimination of bid(s)
	
	 
	 

	
	(v)
	Recommendation with justifications provided
	
	 
	 

	
	(vi)
	Other important issues that will assist in decision making (Previous performance of the recommended company
	
	 
	 

	5
	A covering memo from the ministry signed by PS or HOD to accompany the Tender Evaluation Report/Minutes
	
	 
	 

	6
	Original Tender Bid(s) from the Company(s)
	
	 
	 

	7
	Comprehensive Due diligence results
	
	
	

	
	
	
	
	
	

	
	CATEGORY B - DIRECT SUBMISSION ON SOLE SUPPLIER BASIS
	
	
	

	1
   2
	Memo from the line Ministry signed by the PS or HOD on such request
Memo submitted to include the following:
	
	 
 
	 
 

	
	(ii)
	Purpose of the purchase
	
	 
	 

	
	(ii)
	Budget allocated
	
	 
	 

	
	(iii)
	Reason(s) for not following the normal tender process in line with FPO Regulations 2010/Standing Orders
	
	 
	 

	3
	Complete submission to FPO should include the following
	
	
	

	
	(i)
	Signed Quotation from the supplier 
	
	 
	 

	
	(ii)
	Endorsed letter (preferable letterhead) from the manufacturer certifying that the supplier is their sole distributor in Fiji or in the Pacific Region
	
	 
	 

	
	(iii)
	If the supply is to be acquired from the manufacturer, it should be clearly indicated
	
	 
	 

	
	(iv)
	Confirmation of compatibility (if applicable)
	
	 
	 

	
	
	The above is in addition to sect 48 of PR2010.
	
	
	

	
	
	
	
	 
	 

	
	CATEGORY C - PRICE INCREASE 
	
	
	

	1
	Memo from the line Ministry signed by the PS or HOD on such request
	
	 
	 

	2
	Memo submitted to includes the following
	
	
	

	
	(i)
	Signed Request from the Company
	
	 
	 

	
	(ii)
	Justification on increase/variation with documentary evidence from ‘source’,e.g. Manufacturer
	
	 
	 

	
	(iii)
	Documents from the supplier's source showing price variation and justification such as:-
	
	
	

	
	
	Copy of Bill of Lading
	
	 
	 

	
	
	Invoice from supplier's source
	
	 
	 

	
	
	Custom Clearance documents
	
	 
	 

	3
	Price Confirmation from other conforming bidder on the same tender
	
	 
	 

	4
	Price analysis comparing the revised price requested and other conforming bids prices
	
	 
	 

	5
	Recommendation from such authority if so (in-terms of quality and standard)
	
	 
	 

	
	CATEGORY    
	D  - PRICE VARIATION  IN CONSTRUCTION & CIVIL WORKS
	
	

	      
	   Memo from the line agency signed by the PS or HOD on such request                      
1. Memo submitted  to includes  the following,
(i) Signed request  from the Company (quotation)
(ii) Engineer/ consultant  to provide  thourough  engineering assesement  report  to prove that the variation work is necessary, estimated  cost  of variation  & variation order 
(iii) Funding Confirmation

CATEGORY E - EXTENSION OF CONTRACT(S) / ADDITIONAL PURCHASE
	
	

	
	2. 
	
	

	
	3. 
	
	
	

	
	4. 
	
	
	

	
	5. 
	
	
	

	
	6. 
	
	
	

	
	7. 
	
	
	

	
	8. 
	
	
	

	1
	Memo from the line Ministry signed by the PS or HOD on such request
	
	 
	 

	2
	Justification on the request
	
	 
	 

	3
	Price confirmation letter from the current contractor(s) / supplier(s) 
	
	 
	 

	
	
	
	
	
	

	
	CATEGORY FE - WITHDRAWAL OF TENDER/CONTRACT
	
	
	

	1
	Memo from the line Ministry signed by the PS or HOD on such request
	
	 
	 

	2
	Justification on the request
	
	 
	 

	3
	Legal Opinion from SGs Office for the existing contract
	
	 
	 

	Checked By
	 
	
	
	

	Signed
	 
	
	
	

	Date
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