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A Modular Approach to Procurement
A flexible ToolKit for creating tender documents for any meteorological, hydrological, or oceanographic system. Instead of a single, rigid template, the following modules can be combined to build a tender that is suited to specific needs.
Follow these three steps to create your tender:
1. Master Template: Edit the Master Template to customise the tender. This includes general items, evaluation criteria, and submission rules and guidelines for tenderers.
2. Annex A – Terms of Reference: Select parameters that define the system you are procuring (e.g., Automatic Weather Station, Marine Buoy). This will also include the project background, objectives, scope of work, etc. 
3. Annex B – Technical Specifications: Choose the Tier that matches the required performance level (Tier 1, 2, or 3) for your system. This will inform dictate the sensors suitable for the system. This section which will also cover other technical requirements such as data transmission, siting of the system, compatibility, training, etc. 
4. Assemble Your Tender: Combine the Master Template with your chosen Annex A and Annex B. 
Master Template
· General Items
· Evaluation Criteria
· Submission Rules
Annex A – Terms of Reference
· Define objective, outcomes, system with parameters, scope of work, tenderer requirements, and tender specific logistics
Annex B – Technical Specifications
· Performance Tier for system which will dictate the sensor requirements 
· Other requirements such as data transmission, power supply, compatibility, etc. 
Customised, Fit-For-Purpose Tender Document




Master Template
	· Review and edit the yellow highlighted square bracket.


REQUEST FOR TENDERS
RFT: [NMHS/REF/YYYY/AWS01]
Date: [Date]
To: Interested Suppliers
From: [Name of Tender Writer, Name of National Hydro-Meteorological Service or similar Department]
Subject: Request for Tender (RFT): Supply, Installation, and Commissioning of [Description] 
1. Background
1.1 The [Name of NMHS] is the national authority responsible for providing critical weather, climate, water, and oceanographic services to the government and people of [Name of Country]. Our mission is to protect lives, property, and livelihoods through the delivery of accurate and timely forecasts and warnings.
1.2 To enhance observational capabilities and fulfil national and international obligations, including contributions to the WMO Global Basic Observing Network (GBON) and Regional Basic Observing Network (RBON), the [NMHS] seeks to procure robust and reliable environmental monitoring systems.
2. Specification: statement of requirement 
2.1 This Request for Tender (RFT) invites proposals for the supply, delivery, installation, commissioning, and support of [Number] complete [System Type]. 
2.2 The System Module outlining the specified parameters, unique installation requirements, and specialised technologies is outlined in Annex A. 
2.3 The Tier Performance of the system, outlining the technical specifications of the sensors to be included, is set out in Annex B. 
2.4 The successful tenderer will be required to provide a performance security (bank guarantee) equivalent to 10% of the contract value. The bank guarantee shall be valid from its issuance until 30 days after the warranty liability period.
2.5 The core objective is to obtain systems that are interoperable, sustainable, and specifically designed to perform reliably in the harsh environmental conditions of the Pacific Islands, including high humidity, salt spray, cyclone-force winds, and intense ultraviolet radiation.
3. Conditions: information for applicants
0.  To be considered for this tender, interested Companies must meet the following conditions:
0. All bidders are required to submit a comprehensive Company Profile as part of their tender application. The Company Profile should include, but is not limited to, the following:
0. Company Background: Provide a brief history of the company, including its establishment, mission, and core values.
0. Experience and Expertise: Highlight relevant experience and expertise in supplying, installing, and maintaining [System] especially in the Pacific region or similar geographic location
0. Previous Projects: Include details of previous projects related to the supply of [System] or similar equipment, including client references.
0. Financial Stability: Provide evidence of the company's financial stability (such as audited financial statements or similar documents) for the last 2 years.
0. Certifications and Compliance: List any certifications, industry standards, or compliance with environmental and safety regulations relevant to the procurement of [System].
0. Technical Capabilities and Personnel: Include information about the technical capabilities of the company and the qualifications of key personnel who will be involved in the project.
0. Provide three referees relevant to this tender submission, including the most recent work completed.
0. Complete the tender application form provided (Please note you are required to complete in full all areas requested in the Form, particularly the Statements to demonstrate you meet the selection criteria – DO NOT refer us to your Company Profile. Failure to do this will mean your application will not be considered). Provide examples of past related work outputs. For the Technical and Financial proposals, you may attach these separately.
0. Must provide Business License.
3.2 Tenderers must declare any areas that may constitute conflict of interest related to this tender and sign the conflict-of-interest form provided.
3.3 Tenderer is deemed ineligible due to association with exclusion criteria, including bankruptcy, insolvency or winding up procedures, breach of obligations relating to the payment of taxes or social security contributions, fraudulent or negligent practice, violation of intellectual property rights, under a judgment by the court, grave professional misconduct including misrepresentation, corruption, participation in a criminal organisation, money laundering or terrorist financing, child labor and other trafficking in human beings, deficiency in capability in complying main obligations, creating a shell company, and being a shell company.
3.4 Tenderer must sign a declaration of honor form together with their application, certifying that they do not fall into any of the exclusion situations cited in 3.3 above and where applicable, that they have taken adequate measures to remedy the situation.


4 Instruction to Tenderers & Submission Guidelines
4.1 All queries and requests for clarification regarding this RFT must be submitted in writing via email to the designated contact person below. Verbal inquiries will not be responded to. The [NMHS or relevant agency] will compile responses and circulate them to all registered tenderers without identifying the source of the question.

Contact: [Name]
Title: [Title]
Email: [Email Address]

4.2 Tenderers should identify in their question what, if any, information in the question the Tenderer considers is confidential.
4.3 If a Tenderer believes they have found a discrepancy, error, ambiguity, inconsistency or omission in this RFT or any other information given or made available by [NMHS or relevant agency], the Tenderer should promptly notify the Procurement Officer setting out the error in sufficient detail so that [NMHS or relevant agency] may take the corrective action, if any, it considers appropriate.
4.4 Tenderers must submit a complete proposal comprising the following sections in a single PDF file, in the order listed:
a) Completed Tender Application Form.
b) Honor form
c) Company Profile 
d) Technical Proposal fully addressing the System-Specific Module and Tier-Based Performance Annex, including a completed Technical Compliance Table (Annex A-3).
e) Financial Proposal providing a detailed Total Cost of Ownership (TCO) breakdown in [USD, or other currency specified], inclusive of all costs for a 5-year period (equipment, shipping, installation, training, warranty support, etc.).
f) Where relevant provide a business registration/license (For Entities/ Individual consultant’s as per relevant national legislations)
g) Provide three referees relevant to this tender submission, including the most recent work completed.
h) Signed Declarations for Conflict of Interest and Code of Conduct (See Annex A-2).

4.5 Failure to submit all required documents, or to complete all forms in full, will result in the tender being deemed non-compliant and excluded from further evaluation.
4.6 Tenderers/bidders shall bear all costs associated with preparing and submitting a proposal, including cost relating to contract award; [NMHS or relevant agency] will, in no case, be responsible or liable for those costs, regardless of the conduct or outcome of the bidding process.
4.7 The tenderer/bidder might be requested to provide additional information relating to their submitted proposal, if the Tender Evaluation Committee requests further information for the purposes of tender evaluation. [NMHS or relevant agency] may shortlist one or more Tenderers and seek further information from them.
4.8 The submitted tender proposal must be for the entirety of the Terms of Reference and not divided into portions which a potential tenderer/bidder can provide services for.
4.9 Tenders must remain valid and open for acceptance for a period of 120 days from the Tender Closing Date.
4.10 Tenderers must insist on an acknowledgement of receipt of tender.
5 General Terms and Conditions
5.1 The [NMHS] is not bound to accept the lowest-priced tender and reserves the right to accept any tender in whole or in part. The award will be made to the tenderer whose offer is judged to be the best value for money, considering both technical and financial proposals with a focus on interoperable, sustainable, and specifically designed to perform reliably in the harsh environmental conditions of the Pacific Islands.
5.2 The successful tenderer will be required to provide an unconditional bank guarantee for 10% of the total contract value prior to the signing of the contract. This security shall be held for the duration of the warranty period.
5.3 The successful tenderer must hold and provide evidence of a current Public Liability Insurance policy with a minimum coverage of [e.g., USD 2,000,000] for any single occurrence.
5.4 The successful tenderer shall comply with all applicable national laws and regulations of [Country Name where tendered work is located], including but not limited to tax, labour, and environmental protection laws.
5.5 Tenderers must declare any potential conflicts of interest. Bribery, collusion, or any other form of corrupt practice will lead to immediate disqualification and may result in legal action.
5.6 All information provided by the [NMHS or relevant agency] in this RFT and all tender responses shall be treated as confidential.

6 Evaluation Criteria and Methodology
6.1 Tenders will be evaluated by a multi-disciplinary evaluation panel from the [NMHS or relevant agency] and relevant government ministries. The evaluation will be conducted in two stages:
1. Stage 1: Technical Compliance. Tenders will be assessed against the mandatory technical requirements. Tenders failing to meet any mandatory requirement will be deemed non-compliant and will not proceed to Stage 2.
2. Stage 2: Scoring and Weighting. Compliant tenders will be scored against the weighted criteria below. A minimum technical score of [NMHS to enter]% is required for a tender to be considered for award.
6.2 A weighting between technical and financial proposal will be set at [NMHS to enter]% and [NMHS to enter]%, respectively. 
0. [bookmark: I._Technical_Score_–_80%]Technical Compliance – 90%
	1) Technical Compliance & Data Integration
	· The technical proposal must address all elements outlined in the technical specifications, including:
a. Compliance with sensor accuracy, calibration, installation, and data transmission requirements.
b. Durability and suitability of equipment for the Pacific’s tropical climate.
c. A detailed installation plan, including provisions for maintenance, solar power systems, and data acquisition units.
d. A comprehensive data management and integration plan ensuring compatibility with existing systems.
e. A maintenance and support plan including a 2-year warranty, spare parts, and technical support.
· All documentation must be provided in English and include user manuals, maintenance schedules, and calibration procedures.
	


[NMHS to enter]%

	2) Supplier Qualification & Experience
	· The supplier must demonstrate the ability to meet the requirements and have a proven track record, including:
· Evidence of financial stability and necessary certifications.
· ISO 17025 accredited calibration certificates.
· References from previous clients in similar environments (min. three).
	

[NMHS to enter ]%

	3) Pacific Suitability & Resilience
	· Evidence and description of features that ensure longevity in Pacific conditions, including:

· Successful deployments in tropical, marine, cyclone-prone environments.
· Use of corrosion-resistant, UV-stable, and cyclone-resilient materials.
	[NMHS to enter ]%

	4) Sustainability & Lifecycle Support
	· Comprehensiveness of the warranty (minimum 3 years preferred), spare parts strategy, and technical support plan (including remote diagnostics). 
· Clarity and completeness of the Total Cost of Ownership (TCO) analysis.
	[NMHS to enter ]%

	5) Training & Capacity Building
	· Practicality and comprehensiveness of the proposed training program for NMHS staff.
· Provision of training programs covering operation, maintenance, calibration, and data management.
	[NMHS to enter ]%

	6) Financial Proposal (TCO)
	· Overall cost-effectiveness and value for money over a 5-year lifecycle, as detailed in the itemised TCO breakdown.
	[NMHS to enter ]%



0. Financial Score – [NMHS to enter ]%
The following formula shall be used to calculate the financial score for ONLY the proposals which score [NMHS to enter ]% or more in the technical criteria:

Where:
a = maximum number of points allocated for the Financial Score
b = Lowest bid amount
c = Total bidding amount of the proposal

1. Variation or Termination of the Request for Tender
1. [NMHS or relevant agency] may amend, suspend or terminate the RFT process at any time.
1. If [NMHS or relevant agency] amends the RFT or the conditions of tender, it will inform potential Tenderers using the [NMHS or relevant agency] Tenders page [enter webpage where tender is advertised].
1. Tenderers are responsible to regularly check the [NMHS or relevant agency] Tenders page for any updates and downloading the relevant RFT documentation and addendum for the RFT if it is interested in providing a Tender Response.
1. If the [NMHS or relevant agency] determines that none of the Tenders submitted represents value for money, that it is otherwise in the public interest or the [NMHS or relevant agency] interest to do so, the [NMHS or relevant agency] may terminate this RFT process at any time. In such cases the [NMHS or relevant agency] will issue a cancellation notice and inform unsuccessful tenderers accordingly.

1. Deadline and Schedule 
2. Tendering Schedule
	Activity
	Date & Time

	RFT Issued to Market
	[Date]

	Deadline for Clarification Questions
	[Date, 5 working days before closing]

	Response to Clarification Questions
	[Date, 2 working days before closing]

	Tender Closing Date & Time
	[Date], [Time] Local Time

	Evaluation Period
	Approximately [e.g., 4] weeks

	Notification of Award
	On or about [Date]



8.2 Tenders received after the stipulated closing date and time will not be considered.
8.3 Tenders must be submitted electronically as a single PDF file to [Email Address] with the subject line: “Tender Response: [RFT Number] - [Tenderer Name]”.

Alternatively, a sealed physical copy may be delivered to:
[Physical Address]
Attention: [Name], [Title]
8.4 [NMHS or relevant agency] reserves the right to reject any or all tenders and the lowest or any tender will not necessarily be accepted.
8.5 [NMHS or relevant agency] reserves the right to enter negotiation with respect to one or more proposals prior to the award of a contract, split an award(s) and to consider localised award(s) between any tenderers in any combination, as it may deem appropriate without prior written acceptance of the tenderers.
8.6 A binding contract is in effect, once signed by both [NMHS or relevant agency] and the successful tenderer. Any contractual discussion/work carried out/goods supplied prior to a contract being signed does not constitute a binding contract.
1. Application & Declaration forms

Tender Submission Form
To: [Name of Tender Writer, NMHS or similar Department]
We, the undersigned, hereby offer to supply, deliver, install, and commission the goods and services required under RFT [RFT Number] in accordance with the attached tender documents.
We acknowledge that this tender will be binding upon us for a period of 120 days from the tender closing date.
We understand that you are not bound to accept any tender you receive.
Company Name: _________________________
Address: _________________________
Authorised Signatory: _________________________
Name (Printed): _________________________
Title: _________________________
Date: _________________________
Seal/Stamp:
Declaration Forms
Conflict of Interest Declaration
We hereby declare that, to the best of our knowledge, no conflict of interest exists, or could be perceived to exist, between our company, its personnel, and the [Name of Tender Writer, NMHS or similar Department] or its employees that could influence the outcome of this tender process.
Signature: _________________________ Date: _________________________

Code of Conduct and Anti-Collusion Declaration
We hereby declare that this tender is made in good faith, that we have not colluded with any other party in the preparation of our tender, and that we have not engaged in any corrupt or fraudulent practices.
Signature: _________________________ Date: _________________________



Annex A - Terms of Reference
	· Review and edit the yellow highlighted square bracket.
· Specify the earth observation system you are wanting to procure and specify the parameters of interest that the system will measure. 
· Where there is a blue-highlighted box, these are examples for demonstration purposes only.



Background
[Option to provide background information on the project through which the earth observation system is being supported]
Objective
The objective of this tender is to procure, deliver, install, commission and support [Number of stations] complete [System, e.g. Automatic Weather Station]. The [System] must be capable of measuring the following parameters as a minimum:
	EXAMPLE
Atmosphere (Near Surface): 
a) Air temperature
b) Daily maximum and minimum air temperature
c) Air relative humidity 
d) Air pressure
e) Accumulated precipitation 
Land: 
a) Soil moisture
b) Ground (earth) temperature 



The [System] must be robust, reliable, and suitable for operation in tropical environments.
Expected Outcomes
[List the expected outcomes of procuring this earth observation system. E.g., Enhanced climate monitoring capacity, improved early warning systems, etc.]
Scope of Work
The scope of work includes the following key tasks:
· Supply and Delivery: The contractor shall supply [Number] of [System], including all necessary sensors, data acquisition units, power systems (solar panels), masts, and enclosures, to the designated locations in [Location of Installation].
· Installation and Commissioning: Staff members from [NMHS or relevant agency] will handle the installation's groundwork once they have successfully completed the hands-on training delivered by the contractor. The contractor shall continue to provide backup support, including guiding the installation and commissioning of the [System] at designated sites. Installation must comply with the technical specifications (provided in Annex B) and must ensure integration with existing systems, including but not limited to, existing telemetry and database systems [specify these systems here, e.g., CliDE, NEON].
· Calibration and Certification: All sensors and instruments must be delivered with valid calibration certificates traceable to ISO17025 accredited laboratories. Calibration must be conducted in accordance with international standards.
· Data Transmission and Integration: The [System] must transmit real-time data via GPRS or satellite communication [or other means], as appropriate, and integrate seamlessly with [NMHS or relevant agency] data management systems. Data must be transmitted in WMO- compliant formats [or other relevant formats]. Data transmission must be successful into existing data management systems to ensure sustainability.
· Maintenance and Support: The contractor shall provide a [number of years] warranty and offer remote and on-site support for system maintenance and troubleshooting. A full set of spare parts must be supplied along with a field calibration kit.
· Warranty Service Level Agreement (SLA): Support includes 24/7 remote monitoring with guaranteed response times:
· < 2 hours for critical system failure acknowledgment.	Comment by Shane O'Neill: New suggested addition based on other examples I could find online - suitable?
· < 24 hours for remote resolution attempt.
· < 4 weeks for replacement part delivery.
· Training: The contractor shall provide [Number] training sessions for [NMHS or relevant agency] staff. The training should cover [System] operation, maintenance, data extraction, and troubleshooting. The second session will include installation of at least one [System] to provide hands-on training. Training will also include any relevant software and applications included in the system, such as data viewing software.
· Training Effectiveness: The contractor shall develop and administer pre- and post-training assessments to demonstrate competency transfer to NMHS staff.
· Documentation: Comprehensive technical documentation, including user manuals, maintenance schedules, calibration procedures, and installation guidelines, must be provided in both digital and hard copy.
· Project Management: The contractor shall assign a dedicated project manager and provide monthly progress reports including milestones achieved, risks, and upcoming activities. A detailed project plan must be submitted and approved before work commences.
· Acceptance Testing Protocol: The contractor shall develop and execute a comprehensive Factory Acceptance Test (FAT) and Site Acceptance Test (SAT) protocol, to be approved by [NMHS], demonstrating that all systems meet the performance specifications in Annex B for a continuous 30-day period.
· Environmental & Safety Compliance: All work must comply with [Country]'s environmental and workplace safety regulations. The contractor must provide a site-specific safety plan and environmental risk assessment before commencement of work.

Qualifications and Requirements
· Qualifications:
· The supplier must demonstrate the ability to meet the technical and operational requirements for supplying [System] suitable for tropical environments.
· All proposed sensors and equipment must be compliant with international standards, including ISO17025 accreditation for calibration certificates.
· The supplier must provide evidence of financial stability, necessary certifications, and compliance with environmental and safety regulations.
· Demonstrate experience managing similar complex installations in remote locations.
· Provide evidence of a strong workplace safety record.
· Experience:
· The supplier must have a proven track record in supplying and installing [System], with a preference for experience in similar geographic locations, such as tropical or island environments.
· References from previous clients, preferably meteorological services or similar institutions, must be provided.
· The supplier must demonstrate successful integration of [System] data into existing systems such as [Insert systems relevant to NMHS or relevant agency, e.g., CliDE] or equivalent platforms.
· Technical Proposal: 
· Compliance with sensor accuracy, calibration, installation, and data transmission requirements as determined by the Tier of system and compliant with Section 4.2 of Guidance Document: Standardisation, Optimisation and Maintenance of Meteorological Equipment in the Pacific Islands.
· Durability and suitability of equipment for the Pacific’s tropical climate.
· A detailed installation plan, including provisions for maintenance, solar power systems, and data acquisition units.
· A comprehensive data management and integration plan ensuring compatibility with existing [insert systems if applicable, e.g., CliDE].
· A maintenance and support plan including a [number of years] warranty, spare parts, and technical support.
· Training programs covering [System] operation, maintenance, calibration, and data management.

Data Management and Sovereignty
· All data generated by the system is the sole property of the [NMHS or relevant agency]. This ownership is perpetual, irrevocable, and extends to all raw and processed data.
· The supplier shall have no rights to access, use, commercialise, or restrict access to the data generated by the system. The [NMHS] must have always unfettered and direct access to all data, without requiring intermediary software or services from the supplier.
· The proposed system must be capable of transmitting data in open, non-proprietary formats (e.g., CSV, JSON, WMO BUFR) directly to a designated [NMHS] server or API endpoint without dependency on the supplier's proprietary central software or cloud platform.
· Where operational software is provided (e.g., for data logging, station configuration, or visualisation), the license must be perpetual for the duration of the system's operational life, with no ongoing fees that would create a financial barrier to continued use.
· If the supplier proposes software with a subscription model (e.g., for advanced features, updates, or a central dashboard), this must be clearly stated as an optional component. The core functionality of data access, transmission, and basic configuration must not be tied to a recurring payment. All subscription costs for a minimum of 5 years must be explicitly detailed in the Total Cost of Ownership (TCO).
· The [NMHS] must be granted all necessary rights and passwords to fully operate, maintain, and troubleshoot the system without the supplier's intervention for routine operations.
· Full data interoperability with specified systems [insert systems if applicable, e.g., CliDE, WIS 2.0] must be demonstrated during the acceptance testing phase. The system must not "lock in" data in a proprietary format that prevents its use in national and international systems.

Deliverables and Payment
The payments will be structured according to: 
	Deliverables
	Percentage of contract
	Payment Terms

	Project Management Plan
	[NMHS to enter ]%
	Upon submission and approval of a detailed project plan, including timeline, risk register, and communication protocol.

	Initial deposit/ Advance payment
	
[NMHS to enter ]%
	The release must occur once performance security is submitted within 5 working days after signing the contract to ensure the necessary conditions are met for the supplier to initiate the procurement and manufacturing process of the [System] components.

	Factory Acceptance and Testing
	[NMHS to enter ]%
	Following a satisfactory conclusion to the Factory Acceptance Test, during which the [System] equipment is verified to conform to the prearranged technical specifications and undergo calibration and testing at the supplier's site.

	Training and Installation Assistance
	
[NMHS to enter ]%
	After the supplier has provided any necessary on-site training, or any remote technical assistance during the installation phase, the training or assistance has been completed.

	Delivery of equipment
	
[NMHS to enter ]%
	After successful delivery of all [System] equipment to the customer's designated location. It is necessary to confirm that all components are present, and essential documentation, like manuals and calibration certificates, is given.

	Final Acceptance and Testing
	[NMHS to enter ]%
	Upon completion of the [System] installation, its operation, and the customer's final acceptance tests, the system will operate at full capacity and adhere to the desired performance levels.

	Retention Payment
	
[NMHS to enter ]%
	The system is kept in operation for a six-month period post-installation as performance assurance during the warranty term. Compensation is disbursed upon confirmation of the system's flawless functionality and absence of defects or performance concerns.

	Total
	100%
	



Duration of the assignment
The consultancy will commence as soon as practicable, with all deliverables successfully completed by [insert expected end date, month and year].

 





Annex A - Terms of Reference
Develop and amend this section using the procurement toolkits. 
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