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AAbboouutt  FFiijjiiaann  EElleeccttiioonnss  OOffffiiccee  

The Fijian Elections Office [FEO], is a statutory organisation established under the Electoral Act 2014. 
The Fijian Elections Office's core business activity is delivery of fair and credible elections in Fiji. 
  

IInnttrroodduuccttiioonn  

The Fijian Elections Office wishes to appoint a reputable company as its preferred supplier for Printing, 

Packing and Delivery of Ballot Papers for the upcoming 2026/2027 General Election and therefore 

invites reputable and qualified vendors to submit proposals for the tender for Printing of Ballot Papers. 
  

PPuurrppoossee  

The Fijian Elections Office is releasing this Request for Tender (RFT) to invite reputable companies to 

submit tender for Printing of Ballot Papers for upcoming 2026/2027 General Elections.   
  

OObbjjeeccttiivveess    

An accepted proposal should provide the following: 

•! Ensure timely delivery of goods and services 

•! Promotes innovation and continuous improvement 

•! Achieve value for money in expenditure of public funds 

•! Legal Compliance 
  

TTeennddeerr  CCoooorrddiinnaattoorr   

Upon release of this Request for Tender, all Bidder communications concerning this Tender must be 
directed to the Secretariat, Tender Board as listed below. 
  

PPrraammnneesshh  RRoohhiitteesshh  CChhaanndd  

MMaannaaggeerr  WWaarreehhoouussee,,  LLooggiissttiiccss  &&  FFlleeeett  MMaannaaggeemmeenntt  

FFiijjiiaann  EElleeccttiioonnss  OOffffiiccee  

5599  --6633  HHiigghh  SSttrreeeett,,  TToooorraakk,,  

SSuuvvaa  

EEmmaaiill::  pprraammnneesshh..cchhaanndd@@ffeeoo..oorrgg..ffjj  

  

Please use the RRFFTT  RReeffeerreennccee  NNuummbbeerr  aanndd  TTiittllee  iinn  aallll  ccoommmmuunniiccaattiioonnss  wwiitthh  tthhee  RRFFTT  CCoooorrddiinnaattoorr.. 
Unauthorized communication regarding this request with Fijian Elections Office employees or 

representative may result in disqualification. 

 

Any oral communications will be considered unofficial and non-bidding on Fijian Elections Office.  
 

�



Bidders should rely only on written statements issued by the RFT Coordinator. All communications and 

information to be provided electronically. 
 
EEnnssuurriinngg  tthhee  SSuucccceessss  ooff  tthhee  LLoonngg--TTeerrmm  PPaarrttnneerriinngg  RReellaattiioonnsshhiipp  

Executive and Management level commitments between tenderer and the FEO need to be in place to 
provide the framework for a long-term partnership. Partnering principles will be clearly articulated in 

the contract document and tenderer’s alignment with the principles will be an important part of the 

evaluation process. The partnering principles include: 

•! Direct executive oversight and involvement; 

•! Competitive pricing and predictability of on-going costs and expenses; 

•! Committing empowered executives to support the partnership; 

•! Ensuring proper alignment of accountability and responsibility for the relationship; 

•! Committing quality resources to support the partnership; and 

•! Protecting the FEO's long term investment in the solution. 
  

VVeennddoorr  IInnssttrruuccttiioonnss    

Proposal Responses: The FEO must receive responses to this RFT no later than the date specified in the 

advertisement. Proposals received after the due date will not be accepted. No additional time will be 

granted to any vendor unless by addendum to this RFT. Vendors must address their tender submissions 
to the following address:  

 
““RRFFTT  ––  TTeennddeerr  0077//22002266  ––  PPrriinnttiinngg  ooff  BBaalllloott  PPaappeerrss  ““    

TThhee  TTeennddeerr  BBooaarrdd,,  

FFiijjiiaann  EElleeccttiioonnss  OOffffiiccee..  

 

Tender submission should only be emailed to tteennddeerrss@@ffeeoo..oorrgg..ffjj.. Hardcopies of tender submissions 
WWIILLLL  NNOOTT be accepted. 

 

Once the RFT is closed, bidders may be required to provide further information related to the 

specifications. All communications and information are to be provided electronically.  
 
RRFFTT  AAmmeennddmmeennttss – The FEO reserves the right to request clarification on any proposal or to ask 

bidders to supply any additional material deemed necessary to assist in the evaluation of the proposal. 
The FEO also reserves the right to change the RFT schedule or issue amendments to the RFT at any time 

and reserves the right to cancel or reissue the RFT. 
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RReejjeeccttiioonn  ooff  PPrrooppoossaallss – The FEO reserves the right to reject any or all proposals, to waive any minor 

informalities or irregularities contained in any proposal, and to accept any proposal deemed to be in 
the best interests of the FEO.  

 
PPrrooppoossaall  VVaalliiddiittyy  PPeerriioodd - Submission of a proposal will signify the vendor’s agreement that its 
proposal and the contents thereof are valid for 90 days following the submission deadline and will 

become part of the contract that is negotiated between the FEO and the successful vendor.  

 
DDiissccllaaiimmeerr – The FEO reserves the right to consult with external experts on any submissions and 
accompanying documentation.  

 
NNoonn--OObblliiggaattiioonn – Receipt of submissions in response to this RFT does not obligate the FEO in any 
way. The right to accept or reject any submission shall be exercised solely by the FEO. The FEO shall 

retain the right to abandon the Tender process at any time prior to the actual execution of a contract 

with a successful bidder, and the FEO shall bear no financial or other responsibility in the event of such 

abandonment. 
  

SSPPEECCIIFFIICCAATTIIOONNSS  FFOORR  BBAALLLLOOTT  PPAAPPEERR  PPRRIINNTTIINNGG  AANNDD  PPRROODDUUCCTTIIOONN  

  

11..  PPrriinntt  QQuuaannttiittyy  

The quantity of ballot papers to be printed must be determined based on the number of registered 

voters recorded in the Register of Voters at the time of the issue of the Writ for the Election, together 

with an approved contingency. The total quantity required is not expected to exceed 887700,,000000  bbaalllloott  

ppaappeerrss, except in the case of a Force Majeure Event. 
  

22..  SSiizzee  ooff  BBaalllloott  PPaappeerr  

The final size of the ballot paper will be determined by factors including the number of candidates, the 

dimensions of the candidate sections/squares, font size, candidate information, graphics, and other 

approved ballot paper design requirements. 

 
For tendering purposes, the indicative ballot paper size is AA22, incorporating a ccoouunntteerrffooiill//ssttuubb  ooff  aatt  

lleeaasstt  3300  mmmm  aalloonngg  oonnee  eeddggee.. 

 
Tenderers must clearly state the mmaaxxiimmuumm  ppaappeerr  ssiizzee  tthhaatt  tthheeiirr  pprriinnttiinngg  eeqquuiippmmeenntt  iiss  ccaappaabbllee  ooff  

pprriinnttiinngg  aanndd  pprroocceessssiinngg..  
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The final font style, font size, layout, graphics and other design specifications will be determined in 

consultation with the successful tenderer and must be subject to the approval of the SSuuppeerrvviissoorr  ooff  

EElleeccttiioonnss.. 
  

33..  CCoouunntteerrffooiill//SSttuubb  

Each ballot paper will incorporate a ccoouunntteerrffooiill//ssttuubb  ooff  aa  mmiinniimmuumm  wwiiddtthh  ooff  3300  mmmm along one edge. 

Ballot papers must be assembled into books containing 5500  bbaalllloott  ppaappeerrss, together with a front and 

back cover. 

 
The counterfoils/stubs within each Ballot Book must be numbered sequentially from 11  ttoo  5500, as 

determined by the FEO. 

 
Each cover page will bear a bbaarrccooddee  ccoonnttaaiinniinngg  tthhee  ccoorrrreessppoonnddiinngg  BBaalllloott  BBooookk  sseerriiaall  nnuummbbeerr  

rraannggee.  
FFoorr  eexxaammppllee::  

SSttaarrtt  ––  00000000000011  ––  00000000005500  

EEnndd      ––  00886699995500  ––  00887700000000    

The counterfoil/stub must be perforated to enable each ballot paper to be cleanly detached from the 

Ballot Book without damaging the ballot paper, counterfoil/stub, or remaining ballot papers. 
  

44..  BBaalllloott  PPaappeerr  BBooookkss  

Each Ballot Book will contain 5500  bbaalllloott  ppaappeerrss and must: 

•! be tightly stitched;  
•! have a unique Ballot Book number;  

•! contain a front and back cover; and 

•! include information prescribed by the FEO concerning the use, handling and security of ballot 
papers.  

 

The font style, font size, graphics and other information to appear on the Ballot Book cover will be 

finalized in consultation with the successful tenderer and approved by the FEO. 
  

PPoossttaall  BBaalllloott  PPaappeerrss  

Postal ballot papers will be mmaacchhiinnee--ffoollddeedd  iinnttoo  bbuunnddlleess  ooff  5500  bbaalllloott  ppaappeerrss and wrapped using the 
approved front cover bearing the applicable unique identification number. 

The final folding, bundling, labelling and packaging requirements for Postal Ballot Papers will be 

confirmed by the FEO prior to production. 
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55..  PPrriinntt  MMaatteerriiaallss  

The following minimum material specifications will apply: 
 

CCoommppoonneenntt  SSppeecciiffiiccaattiioonn  

Ballot Paper 80 gsm offset paper, White background 

Front Cover 180 gsm card 

Back Cover 300 gsm card 

Cover Colour To be determined by the FEO 

 

Any proposed alternative material must be clearly identified by the tenderer and will be subject to prior 

approval by the FEO. 
  

66..  BBaalllloott  PPaappeerr  SSeeccuurriittyy  FFeeaattuurreess  

Each ballot paper must incorporate a mmiinniimmuumm  ooff  tthhrreeee  ((33))  sseeccuurriittyy  ffeeaattuurreess. 
Security features may include, but are not limited to: 

•! Special Paper 

•! trade or bespoke watermarks;  

•! ultraviolet (UV) sensitive paper or coating;  
•! micro-printed security codes or text;  

•! colour-shifting print or ink;  

•! light-sensitive ink;  
•! ultraviolet markers;  

•! security-related paper specifications or dimensions; and  

•! other suitable security printing technologies proposed by the tenderer.  

Tenderers will provide details of the security features they are capable of incorporating into the ballot 
paper with their price submission.  

 

The final security features will be determined by the FEO in consultation with the successful tenderer. 
  

77..  TTyyppeesseettttiinngg  aanndd  FFiinnaall  AArrttwwoorrkk  

Typesetting of the ballot paper, Ballot Book cover and associated printed materials will be undertaken 

in consultation with the FEO. 
 

The successful tenderer will provide proofs for review and approval prior to commencement of final 

production. 
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NNoo  bbaalllloott  ppaappeerr  wwiillll  pprroocceeeedd  ttoo  ffiinnaall  pprroodduuccttiioonn  wwiitthhoouutt  tthhee  ffoorrmmaall  aapppprroovvaall  ooff  tthhee  SSuuppeerrvviissoorr  ooff  

EElleeccttiioonnss;;  tthheerree  sshhoouulldd  nnoott  bbee  aannyy  aalltteerraattiioonn  ttoo  aarrttwwoorrkk  wwiitthhoouutt  pprriioorr  aapppprroovvaall  ffrroomm  SSuuppeerrvviissoorr  ooff  

EElleeccttiioonnss..  

  

88..  PPrriinnttiinngg  LLooccaattiioonn  

The preferred location for the printing and production of ballot papers is Suva. 

 

Tender submissions proposing printing facilities outside the Suva area, but within Fiji, may be 

considered where the tenderer can demonstrate its ability to meet all production, security, quality 
assurance, delivery and timeframe requirements specified by the FEO. 

 

Ballot papers will nnoott  bbee  pprriinntteedd  oouuttssiiddee  FFiijjii. 
  

99..  PPrriinnttiinngg  TTiimmeettaabbllee  aanndd  PPrroodduuccttiioonn  CCaappaacciittyy  

The ballot paper printing timetable will be determined by the WWrriitt  ffoorr  EElleeccttiioonn, together with the 

finalization of any objections or appeals relating to candidate nominations and other applicable 
electoral requirements. 

 

The successful tenderer will demonstrate the capacity and capability to produce and deliver up to 
887700,,000000  bbaalllloott  ppaappeerrss  wwiitthhiinn  ttwweellvvee  ((1122))  ddaayyss, based on a 2244--hhoouurr  pprroodduuccttiioonn operation where 

required. 

 

Following the issue of the Writ, the successful tenderer will be advised of: 
•! the earliest date on which printing may commence;  

•! the latest date by which printing must commence;  

•! the required production schedule; and  
•! the final date and location(s) for delivery of the completed ballot papers.  

 

The successful tenderer will ensure that sufficient equipment, personnel, consumables and contingency 

arrangements are available to meet the required production timeframe. 
 
1100..  PPrrooooff  ooff  CCoonncceepptt  

Prior to final production, the successful tenderer will be required to produce ssaammppllee  BBaalllloott  BBooookkss for 
the FEO. 

 

The Proof of Concept must demonstrate the tenderer's ability to meet the required specifications, 

including printing quality, size, paper, security features, perforation, stitching, numbering, barcoding, 
folding, assembly and other production requirements specified by the FEO. 
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Approval of the Proof of Concept will not relieve the successful tenderer of its obligation to meet all 
requirements of the contract during final production. 
  

1111..  AAccccoouunnttiinngg  aanndd  CCoonnttrrooll  ooff  PPrriinnttiinngg  MMaatteerriiaallss  

All materials associated with ballot paper production will be subject to strict accountability and 

reconciliation requirements. 

 

The successful tenderer must demonstrate a documented process for accounting for all materials used 
during production, including: 

•! approved ballot papers;  

•! make-ready sheets;  
•! test prints;  

•! rejected ballot papers;  

•! printing spoils;  

•! waste paper;  
•! offcuts;  

•! unused paper stock; and  

•! any other material containing ballot paper artwork or information.  
 

All waste, offcuts, rejected papers and printing spoils must be securely controlled and accounted for 

throughout the production process. 

 
The successful tenderer will facilitate the sseeccuurree  ddeessttrruuccttiioonn  ooff  aallll  ssuucchh  mmaatteerriiaallss  iinn  tthhee  pprreesseennccee  ooff  

aauutthhoorriisseedd  FFEEOO  ppeerrssoonnnneell.. 

 
A designated and secure area must be provided within the printing premises to accommodate a 2200--

ffoooott  ccoonnttaaiinneerr  for the storage of shredded waste generated during ballot paper production. 
  

1122..  OOtthheerr  PPrriinnttiinngg  aatt  tthhee  PPrreemmiisseess  

During the ballot paper make-ready, printing, production and associated processing period, nnoo  

pprriinnttiinngg  oorr  pprroodduuccttiioonn  wwoorrkk  rreellaattiinngg  ttoo  aannyy  ppoolliittiiccaall  ppaarrttyy  oorr  ccaannddiiddaattee  mmuusstt  bbee  uunnddeerrttaakkeenn  aatt  tthhee  

pprreemmiisseess  wwhheerree  bbaalllloott  ppaappeerrss  aarree  bbeeiinngg  pprroodduucceedd. 
 

The successful tenderer will ensure compliance with this requirement for the entire period specified by 

the FEO. 
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1133..  SSeeccuurriittyy  ooff  PPrriinnttiinngg  PPrreemmiisseess  

Tenderers must provide details of the security arrangements at the proposed printing facility. 
 

 

The security plan must include, at a minimum: 
•! security personnel;  

•! CCTV and/or alarm systems, where available;  

•! staff and visitor identification procedures;  

•! access passes;  
•! entry and exit controls;  

•! restricted areas;  

•! procedures for granting and denying access;  
•! visitor and personnel registers; and  

•! arrangements for protecting ballot paper materials, equipment and production areas.  

 

During the designated ballot paper production period, public access and movement within the relevant 
production areas must be strictly restricted. 

 

Access will be limited to aauutthhoorriisseedd  ppeerrssoonnnneell  oonnllyy. 
 

To support the security and integrity of the ballot paper production process, the FFiijjii  PPoolliiccee  FFoorrccee  wwiillll  

ssttaattiioonn  ppeerrssoonnnneell  aatt  tthhee  pprriinnttiinngg  vveennuuee  oonn  aa  2244--hhoouurr  bbaassiiss throughout the designated printing period. 
  

1144..  FFiijjiiaann  EElleeccttiioonnss  OOffffiiccee  SSttaaffff  DDeeppllooyymmeenntt  

The FEO will deploy authorised staff to the printing premises throughout the ballot paper production 

process. 
 

The successful tenderer must provide the following facilities: 

•! a designated secure area for FEO staff to store personal cabinets supplied by the FEO;  

•! a designated area for staff meal and refreshment breaks;  
•! appropriate staff changing rooms;  

•! a designated area within or adjacent to the production line for Quality Assurance (QA) 

inspections during printing and packing;  
•! industrial shredder for shredding offcuts, rejected and damaged Ballot Papers; 

•! secure storage for rejected and spoiled ballot papers pending reconciliation and destruction;  

•! 2 x 20-footer shipping container storage space for storing of shredded Ballot Papers; 

•! a designated area for Quality Assurance of completed Ballot Books, fully protected from 
adverse weather conditions; and  
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•! a designated secure dispatch area for completed Ballot Books, fully protected from adverse 

weather conditions and providing suitable truck access and loading facilities; 
•! a assigned secure transport for daily delivery of Ballot Paper to the FEO Warehouse. 

 

The facilities must be adequate to accommodate approximately 10 FEO staff per shift under a 24-hour 
operational arrangement. 

 

A total of approximately 3300  FFEEOO  ssttaaffff may be engaged across the ballot paper printing process, 

excluding accredited media personnel, observers and polling agents. 
 

FEO staff deployed to the printing facility must at all times have appropriate access to designated 

senior FEO officials responsible for the ballot paper production process. 
  

1155..  OObbsseerrvveerrss  aanndd  AAccccrreeddiitteedd  MMeeddiiaa  

The electoral process is subject to observation and transparency requirements. 

 
The Supervisor of Elections may authorise accredited observers, media representatives, polling agents 

and other authorised persons to visit and observe designated aspects of the ballot paper printing 

process. 
 

The successful tenderer will make reasonable provision for such visits within its security and access-

control arrangements. 

 
All visitors must comply with the security, safety and access requirements applicable to the printing 

facility. 
  

1166..  PPrriinnttiinngg  QQuuaalliittyy  aanndd  VVaarriiaattiioonn  

The successful tenderer will maintain a ccoonnssiisstteenntt  aanndd  aacccceeppttaabbllee  ssttaannddaarrdd  ooff  pprriinnttiinngg  qquuaalliittyy  aaccrroossss  

aallll  bbaalllloott  ppaappeerrss  pprroodduucceedd. 

 
Ballot papers displaying defects, including but not limited to: 

•! faded printing;  

•! discoloration;  
•! smudging;  

•! misalignment;  

•! incomplete printing;  

•! incorrect cutting;  
•! defective perforation;  
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•! incorrect numbering or barcoding; or  

•! any other defect affecting the integrity, appearance or usability of the ballot paper, will be 
treated as rejected ballot papers and must be accounted for in accordance with the approved 

reconciliation and destruction process. 

 
The successful tenderer will be responsible for rectifying production defects attributable to its printing 

or production processes. 
  

1177..  PPaacckkaaggiinngg  

Completed Ballot Books must be packed in sseeqquueennttiiaall  oorrddeerr. 

Each carton must contain 3300  ccoommpplleetteedd  BBaalllloott  BBooookkss, unless otherwise directed by the FEO. 

 
Each carton will: 

•! clearly identify its contents;  

•! show the unique serial number range of the Ballot Books contained within;  

•! be securely sealed; and  
•! be individually shrink-wrapped in transparent plastic.  

The packaging method must ensure that the finished product is protected against wwaatteerr,,  mmooiissttuurree,,  

ccoonnttaammiinnaattiioonn  aanndd  ddaammaaggee  dduurriinngg  hhaannddlliinngg  aanndd  ttrraannssppoorrttaattiioonn. 
 

Completed cartons will be securely arranged on pallets. Each pallet must be shrink-wrapped and 

appropriately labelled to identify the number of cartons and other information required by the FEO. 
  

1188..  DDeelliivveerryy  

The successful tenderer must securely deliver the completed cartons and pallets of Ballot Books to the: 
FFiijjiiaann  EElleeccttiioonnss  OOffffiiccee,,  WWaarreehhoouussee,,  LLaauuccaallaa  BBeeaacchh  SSuuvvaa. 
 

or to any other secure location designated by the SSuuppeerrvviissoorr  ooff  EElleeccttiioonnss. 

 

Delivery will be undertaken in accordance with the timetable, security arrangements, chain-of-custody 
requirements and other instructions issued by the FEO. 
  

1199..  DDeessttrruuccttiioonn  aanndd  HHaannddoovveerr  ooff  MMaatteerriiaallss  

Upon completion of printing, packaging and delivery, and following confirmation of receipt of the 

ballot papers by the Supervisor of Elections, the successful tenderer must: 

•! hand over all printing plates used for ballot paper production to the MMaannaaggeerr  SSppeecciiaall  

PPrroojjeeccttss;  
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•! permanently delete or destroy all ballot paper artwork and associated electronic files held by 

the tenderer;  
•! surrender, account for or securely destroy all remaining ballot paper-related paper stock as 

directed by the FEO;  

•! account for and securely destroy all printing spoils, rejected ballot papers, make-ready sheets, 
offcuts and other ballot paper-related waste; and  

•! provide any required reconciliation or destruction records to the FEO.  

 

All destruction activities must be conducted under the supervision of authorised FEO personnel. 
 

The 2200--ffoooott  ccoonnttaaiinneerr  ccoonnttaaiinniinngg  sshhrreeddddeedd  bbaalllloott  ppaappeerr  wwaassttee  aanndd  aassssoocciiaatteedd  pprroodduuccttiioonn  wwaassttee  

mmuusstt  bbee  rreemmoovveedd  ffrroomm  tthhee  pprriinntteerr''ss  pprreemmiisseess  bbyy  tthhee  FFiijjiiaann  EElleeccttiioonnss  OOffffiiccee following completion of 
the required reconciliation and destruction processes. 
  

FFiinnaall  CCoommpplliiaannccee  RReeqquuiirreemmeenntt  

The successful tenderer must comply with all specifications, security requirements, production controls, 
quality assurance processes, reconciliation procedures and lawful directions issued by the Supervisor 

of Elections or authorized FEO officials in relation to the printing, production, packaging, storage, 

dispatch and delivery of ballot papers. 
 
RReeqquuiirreemmeennttss  ffrroomm  TThhee  BBiiddddeerrss  

Bidders are to fill and provide the following with their tender submissions: 

1.! Appendix 1-FEO Tender Administrative Checklist; & 
2.! Appendix 2-Price Bid Form. 

Vendors that do not submit the required above MMAANNDDAATTOORRYY  DDOOCCUUMMEENNTTSS may be deemed as an 

incomplete tender submission and may or may not be considered further.  
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AAPPPPEENNDDIIXX  11--  FFEEOO  TTEENNDDEERR  AADDMMIINNIISSTTRRAATTIIVVEE  CCHHEECCKKLLIISSTT  

Vendors to fill this checklist and submit all required documentation as part of tender submission. 

# COMPANY INFORMATION Full Compliance FULLY 
COMPLY/PAR

TIAL 

COMPLY/NO
T COMPLY 

1 Organization Name (Full legal Entity 

name) & Address of Main Office and 
other established offices in country or 

abroad 

Full legal description written and 

addresses of all locations in 
operations in country or abroad 

stated explicitly 

 

2 PPrrooffiillee  ooff  CCoommppaannyy  wwhhiicchh  sshhoouulldd  

iinncclluuddee; 

1.! Name of Directors 

2.! Structure of Ownership of 

Company 
3.! Full details of Legal and 

Financial relationship 

between   Subsidiary and 
Parent company 

4.! Summary of Total 

employees & established 

employees that will be 
dedicated to this Project, 

Delivery of Good/Service 

5.! Brief Background to show 
evidence of Principle Activities 

Full Details as stated from # 1-5 to 
be 

stated 

 

3 PPrriiccee  BBiidd  FFoorrmm  This Sheet to be filled in Fully, 
stamped and Signed 
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4 LLeetttteerr  ooff  TTrraannssmmiittttaall  

Each Tenderer must provide a letter of 

transmittal that 

should be signed and stamped by an 
authorized representative of the 

organization and must state that the 

signing official is authorized to legally 
to bind the organization 

This Sheet to be filled in Fully, 

stamped and Signed on the Official 

Company 

Letterhead 

 

 STATUTORY OBLIGATION   

5 Valid Tax Compliance letter from Fiji 

Revenue and Customs services 

This Letter to be valid till the closing 

of the tender date, stamped and 

signed by the designated authority 

 

6 Valid Superannuation compliance letter 
from Fiji National Provident Fund Letter 

This Letter to be valid till the 
closing of the tender date, 

stamped and signed by the 

designated authority 
 

 

 

7 Company Registration Certificate from 

Registrar of Companies 

This Letter to be valid till the 

closing of the tender date, 
stamped and signed by the 

designated authority 

 

 SUPPLIER EXPERIENCE, DELIVERY & 

SUPPORT 
  

8 Two (2) to Three (3) recent Cliental 

letter of Proposed product/Service 
that outlines the type, Total amount, 

performance, Completion with 

reference to same/similar 
supply 

At least 2 or maximum of 3 

cliental Letters which is to be on 
Clients Letterhead which are 

signed 

and submitted to show previous 
supplied product or delivery of 

service of same  

nature. 

 

9 Years of Experience in same industry in 

Local or Overseas dealing with similar 

product or service 

Stated explicitly with evidence of 

such 

experience either through proof 

of association with long 
associated clients in similar good 

or service 
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10 Proof of Ownership in terms of 

Distributing rights of Product/Service such 

as Authorization Letter from 

Owner/Reseller/Service Centre 
Agreement to show # of years of 

Established relationship 

This letter to be filled in Fully, 

stamped 

and Signed by the Manufacturer 

or Wholesaler/Retailer that your 
company is authorized to sell this 

product in Fiji 

or the Pacific regions 

 

11 Delivery Timelines-Provide evidence of 

Gantt Chart or Delivery Schedule that 
depicts the total time (Working 

Days) taken to deliver the goods or 

services to the relevant Ministry. 

Provide Gantt Chart or timelines 

showing Delivery Schedule from 
Delivery 

 

 FINANCIAL INFORMATION   

12 Audited Statement of Financial 

Performance (Past 3 Years) 

Fully Audited, Stamped and Signed  

13 Audited Statement of Income Statement 

(Past 3 Years) 

Fully Audited, Stamped and Signed  

14 Audited Statement of Cash Flow 

Statement (Past 3 Years) 

Fully Audited, Stamped and Signed  

               PRICE INFORMATION 

15 Price Validity (90 days Minimum) Explicitly State Requirements of 
90-day validity 

 

16 Total Final Price should be Quoted in VIP 

(DDP- Delivery Duty Paid, CIF-Cost, 

Insurance, Freight, VAT) to Destination. 
 

 

Total Price should be inclusive of all 

costs including support, 

maintenance and Service Level 
Agreement 

 

 

17 Payment Terms (30 Days Account or After 

Delivery) 
 

Explicitly State Requirements of 30 

days Payment 

 

 

The above “administrative checklist” should be filled with attached relevant documents and should 

form part of the tender submission 
 

 

��



AAPPPPEENNDDIIXX  22  ––  PPRRIICCEE  BBIIDD  FFOORRMM  

Vendors to fill in the price bid form as part of their tender submission. Prices to be valid for a period of 
three (3) months after the closing date of this tender. 

Note: Ballot papers must be assembled into books containing 50 ballot papers, together with a front 

and back cover as one unit based on the specifications provided. 
 

#  Ballot Paper Booklets Qty Unit Price (VIP) in 

Fijian Dollars (Unit 

Cost per Booklet) 

Total Price 

in Fijian 

Dollars 

1  17,400   

2  17,400   

3  17,400   

 

 

Name of Authorized Representative: …………………………………………………. 
Position: …………………………………………………… 

Signature: ……………………………………………………. 

Date: …………………………………………………………... 
 

Company Stamp: 

 

 
 

��
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