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ITAUKEI LAND TRUST BOARD

431 Victoria Parade, GPO Box 116, Suva, Fiji Islands 

Tel: (679) 3312733 Fax: (679) 331 2014 Email: info@tltb.com.fj 

Web: www.tltb.com.fj



TERMS OF REFERENCE

General Terms & Condition of Security Services @ TLTB Head Office
TENDER #: 006/2020
GENERAL TERMS & CONDITIONS 
Following general terms and conditions will apply. 
1.1 Format of Response 
Each bidder must provide a formal letter of transmittal that must: 

a. Be signed by an authorized representative of the organization and must state that the signing official is authorized to legally bind the organization; 

b. Include the names, titles, office addresses and office telephone numbers of the persons authorized by the organization to conduct negotiations on the Proposal, including their expected roles in negotiations; and 

c. Provide a contact name, address, facsimile number and email address which iTaukei Land Trust Board will use in serving notices to the bidder. 
1.2 Late Submissions 
Submissions received within Five minutes of the closing time will be accepted. Five minutes is allowed as variation for any timing difference. 

1.3 Applicants to Inform Themselves 
Each applicant should: 

a. Examine this Specifications Document; and any documents referred to within; and any other information made available by TLTB to the applicants; 

b. Obtain any further information about the facts, risks and other circumstances relevant to the tender by making all lawful inquiries; 

c. Ensure that the submission, and all information on which its proposal is based, is true, accurate and complete. 

By submitting their proposal, applicants will be deemed to have: 

a. Examined the tender specifications and any other information made available in writing by TLTB to the applicants. 
b. Examined all information relevant to the risks, contingencies, and other circumstances having an effect on their proposal and which is obtainable by the making of reasonable inquiries. 

1.4 Bidder’s Risk 
TLTB accepts no responsibility, liability, or obligation whatsoever for costs incurred by or on behalf of any bidder in connection with the EOI or any participation in the tender process. 
1.5 Selection of Preferred Applicant 
No proposal will necessarily be selected by TLTB as the preferred solutions. The TLTB Evaluation Committee may decide not to accept any proposal or reject all proposals at any time. TLTB reserves the right to cancel this tender and pursue an alternative course of action at any time. 

Selection of Preferred Applicant will not be acceptance of the proposal and no binding relationship will exist between the preferred applicant(s) and TLTB until a written agreement acceptable by TLTB is executed by an authorized officer of TLTB and the successful applicant(s). 
1.6 Conduct of Applicants 
Conduct of Applicants or any of their consortium members, may affect the outcome of their tender responses, including non-consideration of the proposal. Applicants warrant to TLTB that they (and their consortium members) have not and will not engage in any of the following activities in relation to this tender process: 

a. Lobbying of or discussions with any politician or political groups during this tender process; 

b. Attempts to contact or discuss the tender process with officers, any member or staff or contractor currently working in TLTB or any agent of this Department; Exception to Evaluation Committee members. 

c. Provision of gifts or future promise of gifts of any sort to the previously mentioned personnel; 

d. Accepting or providing secret commissions; 

e. Seeking to influence any decisions of TLTB by an improper means; or otherwise acting in bad faith, fraudulently or improperly. 

1.7 Currency 
All currency in the proposal shall be quoted in Fiji Dollars and prices shall be VAT Inclusive. 
1.8 Corporate Information 
Each applicant must provide the following information: 

a. Details of the corporate and ownership structure, including identification of any holding company or companies and parent companies; 

b. Profiles of the company and any parent entity. If the company is a subsidiary, the applicant must provide full details of the legal and financial relationship between the subsidiary and parent. The names of all directors and officers of the company; 

c. A full description of current operations of the company including the most recent audited financial statement; 

d. A copy of the company’s Certificate of Incorporation; 

e. Confirmation that the company has the capacity to bid for the Services and that there is no restriction under any relevant law to prevent it from bidding; 

f. Provision of details of any legal proceedings that are being done against the company. 

1.9 Qualifications and Capability 
Each Applicant must: 

a. Be Tax and Customs compliant. Tax Identification Number (TIN) must be quoted in the proposal. Bidders can apply for their Tax Compliance Certificate by filling in the Application Form (can be downloaded from the Tenders link) and submitting to the Tax office. Similarly, bidders need to visit the FNPF office to obtain their FNPF Compliance Certificate. 

b. Be compliant with the revised National Minimum Wage rates applicable to the security services industry. 

c. Be able to demonstrate that it will be able to meet its financial obligations under this tender. 

1.10 Mergers, Acquisitions, Sales of Applicant 
Where such information is publicly accessible, the Applicant must indicate whether any mergers, acquisitions or sales are planned presently or during the year following the submission of the proposal. 
1.11 Enquiries 
 All questions and enquiries regarding this tender are to be made in writing via email or official letter. 

 All questions and inquiries will be responded to in writing by email. 

 Verbal responses will not have any binding on either party. 

2. 0 TECHNICAL SCOPE 

The scope of services may change depending on the following circumstances: 

 Change in the number of Security Guards at any location. 

 Expanding services to new locations. 

2.1 Location 
Security guards are required at the following premises: 

a) TLTB Head Office – Victoria Parade, Suva

2.2 Duty Roster and Deliverables
	No.
	Location
	Service
	No. of Guards
	Specification

	1
	TLTB Head Office, Suva
	24 hours
	2 Guards
	Working hours

	
	
	
	2 Guards
	After hours/night

	
	
	
	2 Guards
	weekends


TLTB anticipates high efficiency & effectiveness of security services. Tenders must clearly demonstrate this by disclosing the following information: 

 Security processes followed whilst on duty 

 Additional monitoring/backup services 

 Standard Tools of Trade issued to guards e.g. radio equipment, batons, uniforms, rain coat, umbrella, torch, etc. 

 Evidence of multi-tasking; 

· Part of this service includes managing the car park & traffic, enforcing smoking restrictions to smoking zones only, assisting 

with emergency procedures, managing staff access during weekend & preparation of daily or special reports 

2.3 Language 
Security guards must be able to speak, read and write in English. 

2.4 Integrity 
TLTB expects high standards of integrity from its officers and this extends to contracted services. Behavior that we consider unsuitable includes: 

 Chewing gum, smoking or eating food whilst on duty 

 being late for duty 

 Evidence of alcohol or drug abuse 

 vacating his/her post without authority 

 tampering with TLTB assets or property 

 Idle talk with other security personnel, staff or visitors 

 Abusive language 

 sleeping whilst on duty 

 selling food or engaging in other fundraising activities 

Behaviors that we encourage & welcome include: 

 Addressing visitors & staff in a professional manner 

 Demonstrating honesty at all times 

 consistently complying with agreed processes & procedures 
· Following of the standard operation procedure (SOP) in place
2.5 Other Information 
Bidders are to submit the list of contacts from clients who have been engaged within the last five years for the provision of security services & the profiles of guards who will be rostered to operate at our premises. 

Bidders are encouraged to fully comply with information disclosure requirements laid out in Part 1 & 2 of this Document as bids may potentially be disqualified from further evaluation.

Tender closes at 4.00pm on Friday 11th of December, 2020.
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