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TERMS OF REFERENCE 

TLTB Head office Roof Repairs 

TENDER #: 001/2024 

BACKGROUND: 
 
The iTaukei Land Trust Board (TLTB) invites qualified and experienced contractors to express their interest in 
carrying out repair works to the TLTB Head Office roofing, located at Victoria Parade, Suva. This document 
outlines the technical scope of works specifically related to Roof Plumbing and Waterproofing. Contractors 
interested in this project are requested to submit their expression of interest (EOI) in accordance with the 
following terms of reference. 

 
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 not be accepted. 
 

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. 
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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. 
 

1.3  

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. 

1.4 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). 

1.5 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. 

 
 

1.6 Currency 

All currency in the proposal shall be quoted in Fiji Dollars and prices shall be VAT Inclusive. 
 
 

1.7 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; 
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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 c 

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; and 

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

1.8 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 covered under Public Liability Insurance 
 

d. Be able to demonstrate that it will be able to meet its financial obligations under this tender, with 
submission of financial records to 

 
 

1.9 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. 

 
1.10 Enquiries 

 
All questions and enquiries regarding this tender are to be made in writing via email 
tvora@tltb.com.fj 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. 
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2.0 TECHNICAL SCOPE 
2.1 Scope of Works: Bidders, are to submit their costing using the tender summary below : 

 

No. Scope of Work 
Amount 

(VEP) 
1 Preliminary and General  

2 Mobilization on site  

3 Surface Preparation 
-Remove loose debris from waterproofing areas only 
-Remove & dispose existing failed waterproofing membrane system from plant room area 
-Remove & dispose existing deteriorated substrate from designated internal box guttering 
areas, inclusive of all fixings and adhesives 
-Remove & dispose existing designated flashings that have failed. 

 

4 Install new 17mm H3 treated ply to be mechanically fixed with 10g x 50mm stainless steel 
countersunk screws at specified intervals (Internal Box Guttering Areas Only). 

 

5 Panning up of existing roofing sheets at the head end and panning down at the eve end.  

6 Installation of Proof scuppers & Rain Head, to replace existing noncompliant systems on the 
exterior of the pump room area. 

 

7 Surface prep and Chase flashing installation for exterior walls to pump room  

8 Existing waterproofing of internal box guttering, plant room floor and wall areas. 
Supply and install the following application : 
Apply AlphaGuard Bio System for waterproofing of internal box guttering and plant room 
floor areas. 
Apply Tremco 2-part epoxy primer to existing waterproofing areas. 
Apply AlphaGuard bio polyurethane membrane basecoat to substrate. 
Apply Perm A Fab reinforcement (polyester fabric) into basecoat. 
Apply AlphaGuard bio polyurethane membrane topcoat (1st coat). 
Apply local aggregate to be cast onto topcoat. 
Apply AlphaGuard bio polyurethane membrane topcoat (2nd coat) to complete the 
AlphaGuard bio fluid applied liquid membrane system as per manufacturer specifications. 
Apply 
existing substrate cracks and applying Vulkem H2 Plus to prepped cement substrate. 
Apply  TLTB 

 

9 Supply and Install Colorbond Ultra .55 BMT G300 for all flashing accessories to 
waterproofing area (cap flashings, apron flashings, and chase with flashings), include of all 
required Tremco premium sealants and fixings as per manufacturer specifications. 

 

10 Alucobond Cladding Glazing System (Tops Only): 
Remove & Dispose of Existing Glazing from Alucobond Cladding 
Clean & Dry Area for Application of New Window Glazing 
Supply and install Tremco Window Glazing Sealant 

 

11 Clean & clear site in preparation of final inspection & site handover  

 Total VEP  

 Total VAT (15%)  
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 Total VIP  

 
2.1 Location 

 
Works to be done on the TLTB Head office roof, Victoria Parade, Suva 

2.2 Deliverables 

The successful contractor awarded the Roof Repair Tender is expected to adhere to the following deliverables to 
ensure the efficient and effective completion of the project: 

 
Comprehensive Project Plan with work methodology: 

 Provide a detailed project plan outlining the sequence of activities, timelines, and milestones for the 
roof repair project. This plan should be submitted within [5] working days after the contract award. 

Compliance with Safety Regulations: 
 Implement and adhere to all relevant safety regulations and standards throughout the duration of the 

project. This includes ensuring the safety of personnel, the public, and property at the project site. 
Submission of a 

Quality Workmanship: 
 Execute all repair works with a high level of workmanship to ensure the longevity and effectiveness of 

the repairs. All work must meet industry best practices and standards. 
Materials and Equipment: 

 Procure and utilize high-quality materials and equipment that are suitable for the scope of work. Provide 
documentation, i.e. specification of the materials and equipment used, if what is used is an alternative 
to what is being specified, 

Weather Contingency Plan: 
 Develop and implement a weather contingency plan to address adverse weather conditions that may 

impact the project schedule. This plan should outline procedures for securing the work site during 
inclement weather. 

Progress Reports: 
 Submit regular progress reports to TLTB detailing the work completed, work remaining, and any 

deviations from the original project plan. Progress reports should be submitted on a [frequency] basis. 
Communication Protocol: 

 Establish and maintain effective communication channels with TLTB throughout the project. Ensure 
timely response to inquiries and concerns. 

Evidence of Past Experience: 
 Provide evidence of past experience in similar roofing repair projects, showcasing successful completion, 

client satisfaction, and adherence to timelines. 
Client Satisfaction: 

 Ensure the client's satisfaction by addressing any concerns promptly and professionally, and by seeking 
feedback on the quality of work and project management. 

Warranty and Maintenance Plan: 
 Warranty for the completed repair work, for materials and workmanship, specifying the duration and 

coverage. Additionally, provide a maintenance plan that outlines recommended ongoing maintenance 
activities to extend the life of the repaired roof. 

Final Documentation: 
 Submit all necessary documentation, including as-built drawings, certification of completion, and any 

other relevant records, upon project conclusion. 

Compliance with Legal Requirements: 
 Ensure compliance with all legal and regulatory requirements, including permits and licenses, and 

provide evidence of such compliance as required by local authorities. 
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2.3 Payment Schedule 
 

Payments will be processed after inspection and issuance of progress certificate by Senior Property 
Officer. 

2.3 Language 
 

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; 

 tampering with TLTB assets or property; 

 Idle talk with other personnel, staff or visitors; 

 Abusive language; 

 sleeping whilst on duty; and 

 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; and 

 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 Construction works at their premises. 

 
Bidders can liaise with our Administration Officer on 999 7069 should they to conduct their inspection 
of the proposed reinforcement area before submission of their Bid. 

 
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. 
 
All Tender bids to be received no later than 4pm of 26th January 2024. 


