THE MINISTRY OF FOREIGN AND EUROPEAN AFFAIRS
Pursuant to Article 12 paragraph 2 of the Public Procurement Act (Official 90/2011) I hereby issue the
ORDINANCE ON PUBLIC PROCUREMENT 
IN DIPLOMATIC MISSIONS AND CONSULAR OFFICES OF THE

REPUBLIC OF CROATIA ABROAD
Article 1

(1) This Ordinance regulates the conditions and procedures for the award of public contracts and the issuing of purchase requests (hereinafter referred to as: contract award procedure) for public procurement of services, goods and works in diplomatic missions and consular offices of the Republic of Croatia abroad, whose estimated value does not exceed HRK 900,000.00.

(2) The following Annexes form an integral part of this Ordinance: 
Annex I – Internal decision on initiation of the public contract award procedure;
Annex II – Invitation to Tender;
Annex III – Minutes on the opening, examination and evaluation of tenders; 
Annex IV – Award Decision;

Annex V – Cancellation Decision;

Annex VI – Purchase Request.

(3) Within thirty days from the day of entry into force of this Ordinance, the Minister shall issue instructions on the application of this Ordinance, which shall be published on the web site of the Ministry. 
BASIC PUBLIC PROCUREMENT PRINCIPLES FOR DIPLOMATIC MISSIONS AND CONSULAR OFFICES OF THE REPUBLIC OF CROATIA ABROAD
Article 2

Taking due account of the particularities of individual host countries, differences in business conventions and applicable legislation, the contract award conditions and procedures set out in this Ordinance are based on the following basic principles:  
– principle of rational and cost-effective spending of budgetary funds; 
– principle of efficiency; 
– principle of freedom of movement of goods and services; 
– principle of freedom of establishment;

– principle of equal treatment;

– principle of transparency;

– principle of non-discrimination;

– principle of competition and 
– principle of mutual recognition.

Article 3

This Ordinance shall not apply to the award of: 
– employment contracts and temporary employment contracts pertaining to day-to-day operations and activities in diplomatic missions and consular offices of the Republic of Croatia abroad (hereinafter referred to as: DM/COs);

– contracts on acquisition, rent or lease of existing buildings, other immovable property, land or related rights, regardless of the method of financing and of other contractual obligations undertaken pursuant to the aforementioned contracts; 
– contracts on radio and television broadcasting time slots, 
– contracts on education and schooling of children of DM/CO Chiefs and of civil servants and employees on service in DM/CO;
– healthcare services agreements up to the amount prescribed by Article 6 paragraph 4 of this Ordinance; contracts which are designated as classified under Croatian legislation and for the execution of which the laws or other regulations of the Republic of Croatia require application of information security measures;   
– agreements on attorney and notary public services. 
Article 4

The DM/CO conducts the contract award procedure through direct contracting, without publication of an invitation to tender, in the following cases:

– extreme urgency, brought about by events which the DM/CO could not foresee nor influence and when the deadlines for implementation of procedures from this Ordinance cannot be applied; 
– when it is not possible to collect tenders on the local market for services, goods and works (hereinafter referred to as: subject-matter of procurement) connected with a particular company which is the only one able to deliver the required subject-matter of procurement (for so-called technical or artistic reasons or reasons related to protection of certain special or exclusive rights);

– when it is necessary to contract additional works or services contracted under the original contract and works or services which have not been contracted under the original contract but are necessary for the completion of the project. The total value of additionally contracted works or services must not exceed 25% of the value of the original contract. 
CONDITIONS FOR IMPLEMENTING CONTRACT AWARD PROCEDURES IN DM/CO 
Article 5

(1) In accordance with secured budgetary funds, the Chief of DM/CO or a person substituting on their behalf, shall adopt a DM/CO Procurement Plan and deliver it, in signed electronic form, to the competent service of the Ministry of Foreign and European Affairs (hereinafter referred to as: MFEA). The final and approved version of the DM/CO Procurement Plan shall be incorporated into the MFEA Procurement Plan adopted by the head of MFEA.
(2) The DM/CO contract award procedure may be initiated only after funds have been planned and secured and after the subject-matter of procurement has been included in the Procurement Plan for the year in question. 
(3) The subject-matter of procurement are goods, services or works of the same kind, in the quantities planned to be procured in the course of one budgetary year.  
(4) Goods, services or works of the same kind are those having the same intended use and technical characteristics and representing a technological and technical or functional unit. 
(5) Procurement of services connected with official trips (accommodation, airline tickets etc.), relocation and procurement of energy-generating products is defined as a separate (distinct) subject-matter of procurement. 
(6) The planned procurement value is the value of the subject-matter of procurement which must include all accompanying costs (of delivery, assembly, taxes etc.). 
Article 6
(1) The DM/CO shall not be obligated to apply this Ordinance if the estimated procurement value is under HRK 40,000.00. In cases of procurement of services and goods listed in Article 11 paragraph 1 of this Ordinance, the DM/CO must request a prior opinion from the competent services. 
(2) For estimated procurement value equal to or greater than HRK 40,000.00, but less than HRK 150,000.00, the DM/CO shall be obligated to collect at least three written tenders.  

(3) For estimated procurement value equal to or greater than HRK 150,000.00, but less than HRK 900,000, the DM/CO shall be obligated to collect at least three written tenders while at the same time publishing the tender invitation on its web site. 
(4) Estimated procurement value which is equal to or greater than HRK 900,000.00 shall not be subject to application of this Ordinance but the pertaining procedures shall be conducted under the competence of MFEA’s expert services, by application of the Public Procurement Act (OG 90/2011).

Article 7

(1) The value thresholds referred to in Article 6 of this Ordinance shall be converted to the currency of the host country according to the medium exchange rate of the Croatian National Bank valid on the conversion date, and shall be expressed without VAT (that is, without the corresponding tax duties of the host country). 
(2) The estimated procurement value is the value of the subject-matter of procurement, reduced by the amount of tax duties and other contributions from the payment of which the DM/CO is exempt or for which it is subsequently refunded, depending on the particularities of the host country concerned.  
Article 8

(1) In order for the DM/CO contract award procedure referred to in Article 6 paragraph 3 of this Ordinance to be carried out, a three member commission composed of MFEA civil servants or employees must be appointed. One commission member may be appointed from among locally engaged staff.  
(2) By way of exception, the commission may have less than three members in the case that due to objective circumstances the total number of civil servants and employees is less than three.

(3) The commission shall be managed by the chairman of the commission. 
Article 9

The person responsible for implementing contract award procedures in DM/COs shall be the DM/CO Chief or the person authorised in writing for substituting for the DM/CO Chief (hereinafter referred to as: Responsible person).

PUBLIC CONTRACT AWARD PROCEDURES 

IN DM/COs 
Article 10

(1) The contract award procedure referred to in Article 6 paragraph 2 of this Ordinance shall be initiated by dispatch of the invitation to tender to potential tenderers. 
(2) The contract award procedure referred to in Article 6 paragraph 3 of this Ordinance shall be initiated by the adoption of the Internal decision on initiation of the public contract award procedure (hereinafter referred to as: Internal decision, Annex I to this Ordinance), which is adopted by the Responsible person. 
(3) In the cases referred to in Article 4 indents 1 and 2 of this Ordinance, the DM/CO contract award procedure shall also begin with the adoption of the Internal decision, with referral to the legal basis for selection of the procedure and a short explanation of the application thereof. 
(4) The Internal decision shall as a minimum contain the following data: DM/CO name and address, description of subject-matter of procurement, estimated value of subject-matter of procurement (without corresponding taxes), basis for implementation of the procedure (Article of this Ordinance), budgetary activity and position on which the procurement is planned, list of chairman and members of the commission, name and surname and signature of Responsible person. 
(5) The Internal decision shall be delivered to all appointed members of the commission, one copy shall be filed in the records, and one copy shall be delivered via email to the competent MFEA service. 
Article 11

(1) The DM/CO shall request in writing a prior opinion from the competent services, for the purpose of compliance with internal MFEA standards pertaining to: 
– procurement and maintenance of safety and security equipment; 
– procurement and maintenance of communication equipment;
– procurement and maintenance of IT equipment; 
– procurement of official vehicles; 
– procurement of furniture and equipment for fitting out DM/COs, residences and apartments; 
– procurement and restoration of works of art;

– investment maintenance of facilities in ownership or under lease; 
– additional investment into construction works in ownership or under lease; 
(2) The contract award procedure may be continued only upon receipt of a favourable written opinion from the competent services. 
Article 12

(1) The commission shall prepare and draft a detailed description of the subject-matter of procurement, including all the necessary specifications pertaining to the subject-matter of procurement, which is appropriate for sending the invitation to tender.   
(2) The subject-matter of procurement shall be described clearly, fully and neutrally, in a way which ensures fair competition among the potential tenderers and the comparability of tenders in terms of the conditions and requirements laid down by the DM/CO.
(3) Use of registered names (trademarks) in the description of the subject-matter of procurement as a rule shall not be permitted, except in cases where there is no other possible way of precisely describing the subject-matter of procurement. In those cases, in the description of the subject-matter of procurement the registered name must be accompanied by the words “or equivalent”.   
Article 13

(1) For the procurement values stated in Article 6 paragraph 2 of this Ordinance, the DM/CO shall prepare the text of the Invitation to tender (hereinafter referred to as: Invitation, Annex II to this Ordinance) which will be sent to potential tenderers in a provable way.
(2) For the procurement values stated in Article 6 paragraph 3 of this Ordinance, the commission shall prepare the text of the Invitation to tender which will be sent to potential tenderers, while at the same time being published on the web site of the DM/CO.  
(3) The Invitation shall as a minimum contain: the name of DM/CO, name and address of potential tenderer, short description of the subject-matter of procurement, deadline for submission of tenders (date and time), conditions and requirements to be met by the tenderers, method of delivery of tenders, address where additional documents may be picked up if required, address for delivery of tenders, name and surname, telephone number and email address of contact person.
(4) The commission shall simultaneously send the Invitation in written form to at least three potential tenderers. The Invitation shall be sent in such a way that receipt on the part of the potential tenderer can be proven (by note of delivery, return receipt, copy of fax delivery receipt, printed email message read receipt etc.). 
(5) Other tenders, received further to the Invitation announced on the DM/CO web site, shall be taken into consideration under the same conditions as the tenders received further to the Invitation sent to potential tenderers.  

Article 14

(1) In the event that the collection of tenders pursuant to Article 13 paragraph 2 of this Ordinance does not result in a single tender, that is, in a single acceptable tender, the commission shall publish the Invitation in the daily or specialized press or national bulletin of the host country, or in some other appropriate manner, and shall keep the published notice in the file, in the original form or as a copy, as evidence of publication, while at the same time publishing the Invitation on the web site of the DM/CO. 
(2) If after the Invitation is published in the daily press not a single tender, that is, not a single acceptable tender is received, the DM/CO shall secure the procurement of the required subject-matter by sending the Invitation to a tenderer who is able to deliver the required subject-matter of procurement.   
Article 15

(1) When setting the deadlines for submission of tenders the DM/CO shall especially take into account the complexity of the subject-matter of procurement and the time required for preparing tenders. 
(2) The deadline for submission of tenders in the cases referred to in Article 6 paragraph 3 of this Ordinance shall not be shorter than ten days from the day of confirmed receipt of the Invitation by the potential tenderer.
Article 16

(1) In the procedure referred to in Article 6 paragraph 2 of this Ordinance, upon expiry of the deadline fixed in the Invitation for submission of tenders, the DM/CO shall verify their contents, compare specifications of the offered subject-matter of procurement and establish all the essential terms of the tender (deadlines, prices etc.).
(2) Only a tender submitted by a tenderer who has fulfilled all the requirements set out in the Invitation and in supplementary documents if existing, whose offered price is the lowest but at the same time inside the limits of the planned procurement value, can be selected as the best tender.
(3) In the event that the price offered in the best tender exceeds the amount of budgetary funds secured for the specific subject-matter of procurement, the DM/CO shall not be able to accept such a tender.   
(4) In the cases referred to in Article 11 of this Ordinance, the DM/CO shall submit a copy of the best tender as well as its unofficial translation for the purpose of obtaining the final opinion of the competent MFEA services; the competent service shall deliver its final opinion in written form. 
Article 17

(1) In the procedure referred to in Article 6 paragraph 3 of this Ordinance, upon expiry of the deadline set for submission of tenders, the commission shall open the received tenders, verify their contents, compare specifications of the offered subject-matter of procurement and establish all the essential terms of the tender (deadlines, prices etc.).
(2) The process of opening and evaluating tenders shall be recorded in the Minutes on the opening and evaluation of tenders (hereinafter referred to as: Minutes, Annex III of this Ordinance).
(3) The Minutes shall include as a minimum: information on tenderers (name, address, contact), statement that the tender complies with the description of the subject-matter of procurement or a list of all the elements in which the tender deviates from the required specifications, the price of each tender, deadlines and other essential terms stated in the tender, in addition to the selected tenderer and the underlying reasons for the award or the cancellation of the procedure.
(4) Only a tender submitted by a tenderer who has fulfilled all the requirements set out in the Invitation and in supplementary documents if existing, whose offered price is the lowest but at the same time inside the limits of the planned procurement value fixed in the Internal decision, can be selected as the best tender.
(5) In the event that the price offered in the best tender exceeds the amount of budgetary funds secured for the specific subject-matter of procurement, the commission shall cancel the procedure.

(6) In the event that not all the commission members are present at the opening and evaluation of tenders, or if there is a difference in opinion, a record of these circumstances must be made in the Minutes, and the tender shall be deemed to be awarded to the tender that is supported by the majority vote of the total number of present commission members.  

(7) The Minutes shall be signed by all the present commission members, and shall be certified by signature by the Responsible person. The Minutes shall be drawn up in two copies and both shall be kept in the file. 

(8) In the cases referred to in Article 11 of this Ordinance, the commission shall dispatch a copy of the Minutes along with a Tender analysis table, the selected best tender and its unofficial translation for the final opinion of the competent MFEA services.   
(9) The competent MFEA service shall issue its opinion in writing at the latest within ten days from the day of delivery of the documents referred to in paragraph 8 of this Article, bearing in mind the deadline for delivery of the Award Decision or Cancellation Decision. 
Article 18
(1) At the same time, the DM/CO shall notify all the tenderers who submitted tenders on the results of the tender evaluation, by delivery of the Award Decision or the Cancellation Decision (hereinafter referred to as: Decision, Annex IV and Annex V to this Ordinance).

(2) The Decision shall contain as a minimum: name and address of the selected tenderer and the total value of the selected tender, or the underlying reasons for cancellation and an instruction on legal remedy.
(3) The Decision shall be dispatched to the tenderers at the latest within ten days from the day of opening of tenders, i.e. within twenty days from the day of opening of tenders in the case of contract award procedures in which the obtaining of the opinion of the competent services is mandatory.   
(4) The Decision shall be delivered in such a way that receipt on the part of the tenderers can be proven (by note of delivery, return receipt, copy of fax delivery receipt, printed email message read receipt etc.). 
LEGAL REMEDIES
Article 19

(1) All tenderers must be ensured the right to within 15 days from the day of receipt of the Decision file their objections to the DM/CO in writing, to the same address as for submission of tenders. 
(2) Tenderers who failed to file their objections within the deadline fixed in paragraph 1 of this Article shall forfeit their right to file an appeal in further proceedings. 
(3) The DM/CO must review each written objection and deliver a response as soon as possible and no later than five days from the day of receipt of the objection, to the tenderer who filed his objection within the prescribed deadline. The response shall be delivered in the manner described in Article 18 paragraph 4 of this Ordinance.

(4) The tenderer who is not satisfied with the DM/CO’s response to his objection is entitled to further legal remedy in the form of filing an appeal with the MFEA. 
(5) The appeal shall be filed with the MFEA in written form, at the latest within eight days from the day of receipt of the response to the objection, in a provable manner (by post or courier service receipt).
(6) A copy of the appeal filed with the MFEA must also be delivered to the DM/CO. 
(7) A decision on the appeal shall be issued by the MFEA’s standing committee appointed by the Minister.  

(8) The MFEA shall deliver a written conclusion or a decision on the appeal within 15 days from the day of receipt of the appeal in the MFEA registry office. The conclusion and the decision on appeal shall be drawn up only in Croatian. 
(9) The tenderer who is not satisfied with the MFEA’s decision is entitled to further legal remedy in the form of filing an administrative dispute before the competent administrative court of the Republic of Croatia.   

Article 20

(1) In the case referred to in Article 6 paragraph 2 of this Ordinance, after selection of the best tender the DM/CO shall issue a written purchase request for the procurement of services or goods or works (Annex VI to this Ordinance).

(2) In the case referred to in Article 6 paragraph 3 of this Ordinance, the DM/CO shall sign a contract or issue a purchase request for the procurement of services or goods or works, after expiry of 15 days from the day of delivery of the Decision. 
(3) In the case of receipt of objections from the tenderers, the deadline fixed in paragraph 2 of this Article shall be extended by eight days from the day of delivery of the response to the objection, pursuant to Article 19 paragraph 5 of this Ordinance.

(4) In the event that one or more tenderers submit an appeal to the MFEA, the procedure shall be stayed until the MFEA issues its decision. 
(5) Initiation of an administrative dispute does not postpone the conclusion of a contract or the issuing of a purchase request to the selected tenderer.  
Article 21

(1) The DM/CO shall keep the file consisting of all the documents created as part of the contract award procedure referred to in Article 6 paragraph 2 of this Ordinance, in its archives for two years, and shall deliver the file to the MFEA at the request of the competent services. 
(2) The DM/CO shall keep the file consisting of all the documents created as part of the contract award procedure referred to in Article 6 paragraph 3 of this Ordinance, in its archives for five years, and shall deliver the file to the MFEA at the request of the competent services. 
(3) A DM/CO employee employed full time and in charge of archiving, financial operations or similar administrative and technical tasks shall be responsible for archiving and safekeeping the file for the prescribed period of time.   
(4) The chairman of the commission shall be responsible for the completeness of the file at the moment of archiving. The commission’s work is complete once the file is handed over for archiving. 
Article 22

(1) All documents intended for publication or delivery to potential or selected tenderers, purchase requests and contracts shall as a rule be composed in the official language of the host country or in one of the majority languages dominantly spoken in the host country. 
(2) All documents drawn up in a foreign language must be translated into Croatian (unofficial translation is permitted), which translation shall be filed along with the original, and shall be submitted to the competent MFEA service upon request.  
TRANSITIONAL AND FINAL PROVISIONS
Article 23

Supervision over the implementation of this Ordinance shall be performed by the MFEA organisational units competent for internal supervision procedures, internal audit activities, property management activities, Foreign Service support services and procurement operations. 
Article 24

This Ordinance shall enter into force on the day of publication in the Official Gazette. 
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Reg. No: 521-X-03-12-1

Zagreb, 26 January 2012







The Minister
Vesna Pusić, m.p.
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In place of this text – Insert name and address of DM/CO (header) 

Class:

Reg. No:

Place
 Date
INTERNAL DECISION ON INITIATION OF
THE PUBLIC CONTRACT AWARD PROCEDURE
No ___ / ______

1. Contracting authority:   _________________________________________________________

_________________________________________________________

_________________________________________________________

2. Subject-matter and registry number of procurement:
- subject-matter of procurement: _____________________________________________.

- registry number of procurement: ___________________ / _______.

3. Estimated procurement value: ___________________ (amount without taxes).

4. Source – method of planned sources:

Planned sources have been secured from the State Budget of the Republic of Croatia for the year ____________ – activity____________, position _______ in the amount of  _____________ (including host country taxes), of which the procurement at hand amounts to ________________ (all taxes included).
5. The legal basis for implementing the contract award procedure: 
Article 5 paragraph 2, Article 6 paragraph 3 of the Ordinance on public procurement in DM/COs of the Republic of Croatia abroad (Official Gazette No ____/12)
6. Selected contract award procedure:

Based on the estimated procurement value referred to in item 3 of this Decision, the contract award procedure has been selected pursuant to Article 6 paragraph 3 of the Ordinance.
7. Members of the commission for implementing contract award procedures:
1. _______________ - _____________________;

2. _______________ - _____________________;

3. _______________ - _____________________.
8. Responsible person in the contracting authority:
_________________________, diplomatic status of the responsible person 
9. This Decision shall enter into force on the day of its adoption.
The commission members are responsible to the responsible person and their duties include as follows: 
- coordinating the preparation and implementation of the contract award procedure, 
- establishing requirements related to eligibility of tenderers, opening tenders, and participating in the examination and evaluation of tenders, 
- other tasks connected with the contract award procedure.

Diplomatic status of responsible person 
L.S.

Name and surname of responsible person 
To be delivered to:

- commission members
- MFEA, Sector for financial and material operations 
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Class:

Reg. No:

Place
 Date

INVITATION TO TENDER
for
_________________________________________________________

(name of subject-matter of procurement)

Dear Sirs,

We would like to request that you submit your tender for:

Name of subject-matter of procurement: __________________________________________

Description of subject-matter of procurement:


Tender option at least thirty days from the day fixed for submission of tenders.
Deadline for delivery of subject-matter of procurement in line with our request, maximum of ______ days from delivery of written request for purchase:  

Please accompany your tender with the following documents: 
1. Confirmation of business registration 
2. _________________________________________________________

3. _________________________________________________________

4. _________________________________________________________

5. _________________________________________________________

Please submit your tender at the latest by:__________________ by ___________ o’clock.

Address for submission of tenders is: ____________________________________________

_________________________________________________________________________ .

For all additional questions and explanations, please contact: _________________________ _____________________________________________________________________________________________________________ ______________________________________

phone number: ____________________________, fax number: _______________________ or email: __________________________________________.

The contracting authority shall conclude with the selected tenderer a Contract on __________________________ with term of validity up to 12 months or until the financial execution of the contract.  Payment shall be made within 30 days from the day of issue of invoice for the delivered_________________________________. The price must be fixed for the whole duration of the contract. 
We look forward to your tender. Respectfully, 
Diplomatic status of responsible person 

L.S.

Name and surname of responsible person
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In place of this text – Insert name and address of DM/CO (header) 

Class:

Reg. No:

Place
 Date

MINUTES ON OPENING, EXAMINATION AND EVALUATION OF TENDERS 
from the meeting of the members of the commission for implementing the contract award procedure for _________________________________________________________ pursuant to ______________ of the Ordinance on public procurement in DM/COs of the Republic of Croatia abroad, held on the premises of the contracting authority on ___________ beginning at ________ o’clock.

Data on contracting authority:
__________________________________________________________________________

__________________________________________________________________________

Subject-matter of procurement: __________________________________________________________________

Type of procedure: pursuant to Article 6 paragraph 3 of the Ordinance on public procurement in DM/COs of the Republic of Croatia abroad.
Procurement registry number: ______ / ____

Amount of planned procurement funds: ___________________ (including taxes)

Estimated procurement value: ____________________ (amount without taxes)

Invitation to tender has been dispatched in written form on __________________ to:

1. __________________________________________

2. __________________________________________

3. __________________________________________

4. __________________________________________

By the final deadline for submission of tenders, on _________________ by _________ o’clock, tenders were received from the following tenderers:
1. __________________________________________

2. __________________________________________

3. __________________________________________

4. __________________________________________

Tender analysis table is attached to these Minutes and represents an integral part thereof. 
A) Reasons for adoption of the Award Decision:

Tenderer _________________________________________________________________

__________________________________________________________________________

has submitted an acceptable tender which fully meets the requirements set out in the Invitation to tender and it is hereby proposed that this tenderer be selected for conclusion of a contract on  _________________________________________________________________.

B) Reasons for adoption of the Cancellation Decision:

a) Tenderer ___________________________________________________________ did not submit an acceptable tender since the price offered is higher than the planned and secured budgetary funds. 
b) Not one tender in compliance with the established tendering requirements has been received. 
c) Not one tender has been received.

Signatures of commission members:

1. _____________________ – __________________________

______________________________________

2. _____________________ – ________________________________

______________________________________

3. _____________________ – ________________________________

______________________________________

Completed at _________________ o’clock, in _____________________, on ____________ 
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TENDER ANALYSIS TABLE
	DATA FROM TENDERS
	Name of tenderer 1
	Name of tenderer 2
	Name of tenderer 3
	Name of tenderer 4
	Name of tenderer 5
	Name of tenderer 6
	Name of tenderer 7

	Number and date from tender form
	Tender No 1 Insert tender receipt date
	Tender No 2 Insert tender receipt date
	Tender No 3 Insert tender receipt date
	Tender No 4 Insert tender receipt date
	Tender No 5 Insert tender receipt date
	Tender No 6 Insert tender receipt date
	Tender No 7 Insert tender receipt date

	Price in tender without taxes
	Amount and currency
	Amount and currency
	Amount and currency
	Amount and currency
	Amount and currency
	Amount and currency
	Amount and currency

	Certified and signed
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO

	Tender form
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO

	Tender table
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO

	Evidence of legal and business capacity:

- Document on registration in business, court (trade), trade&craft or other appropriate register
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO

	Currency: _____
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO

	Term of validity of tender: 30 days
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO

	Delivery deadline:______ from receipt of written request for purchase
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO

	Payment deadline: 30 days
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO

	Acceptable/unacceptable
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO
	YES/NO

	
	
	
	
	
	
	
	


Signatures of commission members:

1. ____________________________________

2. ____________________________________

3. ____________________________________
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In place of this text – Insert name and address of DM/CO (header) 

Class:

Reg. No:

Place
 Date

Pursuant to Article 18 paragraph 1 of the Ordinance on public procurement in DM/COs of the Republic of Croatia abroad  (OG ___/12) (hereinafter referred to as: the Ordinance) and based on the examination and evaluation of timely submitted tenders in the contract award procedure implemented pursuant to Article 6 paragraph 3 of the Ordinance, procurement registry number _________, _______________________________________________ adopts the following 
AWARD DECISION
No ___ / ____

I

In the contract award procedure implemented pursuant to Article 6 paragraph 3 of the Ordinance for the procurement of __________________________________________ , procurement registry number  ______________, the tender submitted by tenderer  ___________________ is hereby selected as the best tender, offering a price of __________________ without tax, that is, offering an overall tender price of _____________.

II

The contracting authority shall deliver to the selected tenderer a written request for purchase for ______________________________________________________________________ that is, shall conclude with the selected tenderer a public procurement contract.
III

The tenderers who participated in this procedure shall be notified of the selection of the best tenderer in writing, by delivery of this Decision. 
IV

Pursuant to Article 19 paragraph ___ of the Ordinance, the tenderer is entitled to file a written objection within ______ days at the following address:____________________________________________________________.

Diplomatic status of responsible person

L.S.
Name and surname of responsible person
Decision shall be delivered to:

- Selected tenderer: ________________________________________________

- Other tenderers: 
1. ________________________________________________

2. ________________________________________________

3. ________________________________________________

- MFEA, Sector for financial and material operations
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In place of this text – Insert name and address of DM/CO (header) 

Class:

Reg. No:

Place
 Date

Pursuant to Article 18 paragraph 1 of the Ordinance on public procurement in DM/COs of the Republic of Croatia abroad  (OG ___/12) (hereinafter referred to as: the Ordinance) and based on the examination and evaluation of timely submitted tenders in the contract award procedure implemented pursuant to Article 6 paragraph 3 of the Ordinance, procurement registry number _________, _______________________________________________ adopts the following 

CANCELLATION DECISION

No ___ / ____

I

The contract award procedure for procurement of ________________________________________________

_____________________________________________________________________________ is hereby cancelled.

II

After having implemented the contract award procedure, upon examination and evaluation of the tenders, the commission has found that: 
a) not a single received tender meets the requirements set out in the Invitation 
b) the price in the best tender (including all taxes) is higher than the planned procurement funds 
c) not a single tender has been received. 
III

The tenderers who participated in this procedure shall be notified of the cancellation of the procedure in writing, by delivery of this Decision. 

IV

Pursuant to Article 19 paragraph ___ of the Ordinance, the tenderer is entitled to submit a written objection within ____ days to the address ___________________________________________________________________________________.

Diplomatic status of responsible person

L.S.

Name and surname of responsible person
Decision shall be delivered to:

- Selected tenderer: ________________________________________________

- Other tenderers: 
1. ________________________________________________

2. ________________________________________________

3. ________________________________________________

- MFEA, Sector for financial and material operations
Ordinance on public procurement in DM/COs of the Republic of Croatia abroad  Annex V – Request for purchase  


In place of this text – Insert name and address of DM/CO (header) 

Class:

Reg. No:

Place
 Date


REQUEST FOR PURCHASE
No _____ / ___

Dear Sirs,

pursuant to __tender/contract ______________ No ___ / ____ of ________ we are ordering as follows:
1. ____________________________________________________ - pieces ___ ;

2. ____________________________________________________ - pieces ___ ;

3. ____________________________________________________ - pieces ___ ;

4. ____________________________________________________ - pieces ___ .

The deadline for delivery of items ordered, pursuant to the terms set out in the accepted tender/contract shall equal_______________________ days.

Payment shall be made via bank order within ________ days from the day of issue of invoice, after successful delivery. 
Respectfully,

Diplomatic status of responsible person

L.S.

Name and surname of responsible person
To be delivered to:

- MFEA, Sector for financial and material operations
In place of this text – insert name and address of potential tenderer 





In place of this text – provide clear, complete and neutral description of subject-matter of procurement





Attachments: (List all attachments set out in the description of the subject-matter of procurement; if there are none, this part should be deleted)


1. ______________________________________


2. ______________________________________


3. ______________________________________


4. ______________________________________





In place of this text – insert name and address of selected tenderer/contracted supplier 








