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CONFIDENTIAL

[INSERT DATE]

[INSERT MINISTRY DEPARTMENT]	
[INSERT ADDRESS]
[INSERT ADDRESS]
[INSERT ADDRESS]
[bookmark: _GoBack][INSERT ADDRESS]

ATTENTION OF: [INSERT NAME & TITLE]

Subject: 	[INSERT INVITATION TO TENDER TITLE]
		Contract Number: [INSERT NUMBER]
		Recommendation to Award

Approval is requested to award the subject contract to [INSERT SUCCESSFUL TENDERER NAME] to undertake the [INSERT TITLE] for the amount of SAR [INSERT VALUE] (IN WORDS Saudi Arabian Riyals).
Section I. Scope of Works 
The scope of works pertaining to this Contract includes [INSERT DESCRIPTION].
This Contract is scheduled to commence on [INSERT DATE] for a duration of [INSERT MONTHS] and conclude with Initial Acceptance on [INSERT DATE].
Section II. Budget Allocation
The approved budget for this contract is SAR [INSERT VALUE] (INSERT VALUE IN WORDS).
Section III. Prequalification Period
The prequalification process (PQQ) for this ITT was undertaken in accordance with the following timeline:
	PQQ Phase
	Description
	No. of Companies
	Date

	1
	Advertisement for Expressions of Interest
	N/A
	[INSERT DATE]

	2
	Prequalification Questionnaires Issued
	[INSERT NO.]
	[INSERT DATE]

	3
	Prequalification Submissions Received
	[INSERT NO.]
	[INSERT DATE]

	4
	Prequalification Evaluation Completed
	[INSERT NO.]
	[INSERT DATE]

	5
	Recommendation of Tenderers Issued
	[INSERT NO.]
	[INSERT DATE]

	6
	Prequalified Tenderers List Approved
	[INSERT NO.]
	[INSERT DATE]



Section IV. Tenderer Participation
Following the completion of the [Prequalification Process / Advertisement for Public Tender The following local companies were [invited / purchased] [insert date when issued to tender] the Invitation to Tender Documentation:
	Tender
	Company Name 
	Date Issued / Purchased

	1
	[INSERT COMPANY NAME]
	[INSERT DATE]

	2
	[INSERT COMPANY NAME]
	[INSERT DATE]

	3
	[INSERT COMPANY NAME]
	[INSERT DATE]

	4
	[INSERT COMPANY NAME]
	[INSERT DATE]



Section V. Tender Period
The following section summarizes the actions and management of the Tender Process relative to the Invitation to Tender Documents.
5.1 Pre-Tender Meeting/Jobsite
A Pre-Tender Meeting followed by a Jobsite visit took place on [                  ] in which the following Tenderers participated: 

5.2 Addenda Issued during Tender Period
During the Tender Period, the following Addenda were formally issued to the Tenderers relative to the ITT Documents
	Addendum
	Description 
	Date Issued

	1
	[INSERT SUMMARY DESCRIPTION]
	[INSERT DATE]

	2
	[INSERT SUMMARY DESCRIPTION]
	[INSERT DATE]

	3
	[INSERT SUMMARY DESCRIPTION]
	[INSERT DATE]

	        
	[INSERT SUMMARY DESCRIPTION]
	[INSERT DATE]



5.3 Tender Clarifications during Tender Period
During period of the Tender, Tenderers raised [INSERT NUMBER] clarification questions before the last date permitted in the ITT Documents and the Entity responded to [INSERT NUMBER].
5.4 Tenderers who Withdrew or Failed to Submit a Tender
The following Tenderers who [were Prequalified / purchased the ITT Documents] subsequently withdrew from participation and/or failed to submit a formal Tender for the reasons stated below:
	Tenderer
	Withdrew or Failed to Submit 
	Reason Stated

	[INSERT TENDERER NAME]
	[INSERT DATE or DID NOT SUBMIT]
	[summarize Reason]

	[INSERT TENDERER NAME]
	[INSERT DATE or DID NOT SUBMIT]
	[summarize Reason]

	[INSERT TENDERER NAME]
	[INSERT DATE or DID NOT SUBMIT]
	[summarize Reason]

	[INSERT TENDERER NAME]
	[INSERT DATE or DID NOT SUBMIT]
	[summarize Reason]


5.5 Late Tender Submissions
The following Tenderers Submissions were received after the Tender closing time stated in the ITT Documents and were therefore returned with the acknowledgement that the Tenders were late and accordingly not eligible for consideration by the Entity:
	Tenderer
	Date Received
	Time Received

	[INSERT TENDERER NAME]
	
	

	[INSERT TENDERER NAME]
	
	



Section VI. Tender Opening
Tenders in response to this ITT were received at [INSERT LOCATION] on the [INSERT DATE] and opened in the presence of the Tender Opening Committee chaired by [INSERT NAME].

6.1 Tender Opening Summary
The Tenders were opened at the above location and time by the Tender Opening Committee chaired by [INSERT NAME]. The resultant as opened prices (unevaluated) are summarized below:
	Tenderer
	Opening Price (SAR) 
	Other Currency (USD)

	[INSERT TENDERER NAME]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[INSERT PRICE]
	[INSERT PRICE]



Section VII. Initial Evaluation of Tenders
Following the opening of the Tender Submissions, the Tender Evaluation Committee were issued the Tenderers’ Submissions on [INSERT DATE] to commence with the Initial Evaluation of the Tenders against the Tender Evaluation Criteria approved on [INSERT DATE OF APPROVAL].
7.1 Initial Evaluation Rankings
The Tender Examination Committee performed its initial evaluation of the Tenders received in accordance with the approved Criteria and resulted in the following rankings:
	Tenderer
	Initial Rating (Key Criteria)
	Unevaluated Tender Price
	Initial Evaluated Tender Price

	
	Commercial
	Technical
	
	

	[INSERT TENDERER NAME]
	[PASS /FAIL]
	[PASS /FAIL]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[PASS /FAIL]
	[PASS /FAIL]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[PASS /FAIL]
	[PASS /FAIL]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[PASS /FAIL]
	[PASS /FAIL]
	[INSERT PRICE]
	[INSERT PRICE]






7.2 Shortlisted Tenderers for Detailed Evaluation
Based on the above, the Tender Evaluation Committee recommended to the Tender Opening Committee that the following Tenderers be shortlisted for detailed evaluation in order to identify the technically responsive and competitively priced tenders:
	Tenderer
	Opening Price (SAR) 
	Initial Evaluated Price

	[INSERT TENDERER NAME]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[INSERT PRICE]
	[INSERT PRICE]


Section VIII. Detailed Tender Evaluation
Approval of the Tender Opening Committee was obtained to proceed with the detailed evaluation and negotiation of the Tenders listed in Section 7.02 above.
8.1 Evaluation Process
The detailed evaluation commenced on [INSERT DATE] and evaluations were completed against each of the tender forms included in the ITT Documents 
Following completion of the above, the Tender Evaluation Committee prepared the necessary clarifications for each of the Tenderers to address the Forms rated as “UN” or “U” to form the basis of the clarifications and negotiations with the Tenderers.
8.2 Clarifications and Meetings with Tenderers
Clarification Questions prepared by the Evaluation Team for deficiencies or further information relative to the Evaluation Forms rated as UN or U were issued to the Tenderers and responses were received on [INSERT DATE]
Clarification and negotiations were then held in formal meetings with each of the Tenderers at [INSERT LOCATION] on following times:
	Tenderer
	Meeting Date

	[INSERT TENDERER NAME]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[INSERT PRICE]




8.3 Detailed Evaluation Results:
The Tender Submissions for the following Tenderers were evaluated in accordance with the approved evaluation criteria and resulted in the final scores and ranking:
	Tenderer
	Evaluation Ratings
	Original Tender Price
	Final Tender Price

	
	Commercial
	Technical
	
	

	[INSERT TENDERER NAME]
	[S / N]
	[S / N]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[S / N]
	[S / N]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[S / N]
	[S / N]
	[INSERT PRICE]
	[INSERT PRICE]

	[INSERT TENDERER NAME]
	[S / N]
	[S / N]
	[INSERT PRICE]
	[INSERT PRICE]



8.4 Reconciliation with Approved Budget
The final evaluated tenders are [within / outside] the Budget for the Scope of Works
[IF the pricing is outside of the Budget then include here description of the actions taken to reconcile the scope to the budget or necessary steps to obtain approval to award.]
Section IX. Recommendation
Based on the detailed evaluation of the Tenders received the Tender Examination Committee recommends award of this contract to [INSERT SUCCESSFUL TENDERER NAME] to undertake the [INSERT TITLE] for the amount of SAR [INSERT VALUE] (IN WORDS Saudi Arabian Riyals).
	Prepared by:
	
	Technical Concurrence by

	

	
	

	[NAME]
	
	[NAME]

	Contracts Specialist
	
	Tender Opening Committee Chairperson

	Concurrence to Award:
	
	Approval to Award:

	

	
	

	[NAME]
	
	[NAME]

	Contracts Manager

	
	Director Contracts Management Department


Section X. Approval to Award

[bookmark: Check6]I, the undersigned duly authorized representative of [INSERT MINISTRY NAME] approve  |_| reject / cancel / postpone |_| the award of the subject Contract (reasons for non-award are stated below and shall be addressed by the Tender Examination Committee where practical and resubmitted for approval.
	Signed by:
	

	

	

	[INSERT NAME]
	

	[INSERT TITLE]
DATE:
	



This award is rejected / cancelled / postponed [STRIKE OUT ONE] pending resolution of the following:






Attachments to this Recommendation to Award: [LIST HERE]
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