CT 2063/98 Contracts Circular N° 23/2000
Department of Contracts

Notre Dame Ravelin

Floriana

To Heads of Department 19" May 2000
and Parastatal Bodies

Preparation of Tender Documents

The Department of Contracts is legally obligediswege that tender documents
are prepared in such a way as to ensure propegriagdy bidders as well as a
smooth adjudication process. Both factors are ¢emgntary.

However, it must be pointed out that my Departneeofficers are not to be
expected to draw up the tender document. It i®ingrg the habit with some
procurement officers to practically expect Consagfficials to do their work.

This practice has to stop immediately. Procureroéiiters are responsible to
draw up the basic document in line with their reguients and after taking
cognizance of the instructions in various circuléssued over the years.
Therefore, while Contracts officers are preparetidip in case of difficulties,

they should not be expected to assume the functmhdDepartmental

procurement officers.

In order to ensure a smoother process, Procure@#iters are henceforth
requested to submit two (2) copies of the tendeudent together with:

(1) a letter authorising the Director of Contradts publish the call for
tender;

(i)  the commitment form duly completed; and

(i)  the originator’s form.

Whenever tender documents are prepared by consyltasth from within and
also from outside Government service, full detalsng with the above, are to
be provided. When private consultants are invglvBdocurement officers are
to obtain from them a declaration to the effectt ey have no conflict of
interest, direct or indirect, in the implementatafrthe project concerned.
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It must be emphasized that Procurement Officerg @vive up to their name -
they are responsible for procuring supplies, wodks services for their

Department. The Contracts Department is there tsurenfairness in the
tendering and the adjudication stages and to asssstlving any problems that
may arise. To ensure that delays are reducedetaninimum Procurement
officers should commence preparation of tender oherus at the opportune
time, thus obviating any undue pressure on thisaiegent’s officials, which

fact is becoming the rule rather than the exception

Full responsibility forany delays in the issue of calls for tenders and the award
of contracts resulting from either non-observancine contents of this circular
or the submission of incorrectly drawn-up tendecutnents will have to be
assumed by the Procurement officers concerned.

Your kind co-operation would, therefore, be appats.

J V Spiteri
Director General (Contracts)

/sb



