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(Excerpt of “Training: 

Construction contracts”

by Kateryna Zwarg)

Process „Construction contracts”
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Step 1: Expression of interest

Step 2: Approval by Construction Unit

Step 3: Approval of award procedure by Contracts Department

Step 4: Tender

Step 5: Approval of documentation of award by Contracts Department

Step 6: Signing the contract

Step 7: Contract amendment

Overview: Process „Construction contracts” 
(Architects without Step 5)

Construction contracts30/05/2018
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Project team

• Send the text 
for EoI (incl. 
criteria, dates) 
to contract 
manager in the 
country office

• Evaluate the 
applications 
and issue the 
short list

Contract manager
at country office

• Check the text 
and send to HQ 
for approval

• Publish the text 
after approval

• Open the 
applications 
and send them 
to the project 
team

• Check and 
send the 
evaluation + 
short list for 
approval to HQ

Contracts
department at HQ

• Approval of EoI
text

• Approval of 
evaluation 
results and 
short list

Step 1: Expression of interest (EoI)
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- Keep it short and simple for companies (A12 could be used, but 

not a must), no discriminating criteria

- Set criteria as high as needed but as low as possible to get 

enough replies (possible/not recommended to limit the number to 

e.g. 5 - 8, but define the exact criteria)

- Choose realistic deadline for submission (at least 10 calendar 

days)

- Choose appropriate media (TV, radio, newspaper, website, 

facebook…)

- Prepare evaluation scheme for internal use only

Step 1: Expression of interest (EoI)
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- Is not a must, but needed if not enough knowledge about the 

market/contractors or if they require transparency

- Project team could alternatively select the companies on their 

own

- The recommendation from E240 and Compliance team to use 

the EoI in order to minimize the manipulations risks

- EoI could be conducted also in the neighboring countries (if 

domestic market too small/not competent etc.)

- It is allowed to make the known companies aware of started EoI, 

but no (!) additional information

- If after evaluation e.g. 20 companies are qualified, all of them 

should be invited to tender

Step 1: Expression of interest (EoI)
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- Could be done for several tenders (so called Longlist), but gives 

more possibilities for manipulation and is less transparent (how 

exactly will the companies be chosen for each tender?)

Step 1: Expression of interest (EoI)
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Project team

• Send the filled 
release approved + 
all relevant technical 
documents (priced 
BoQs, drawings, 
specifications, 
shortlist etc.) to 
contact person in 
Construction Unit 
G230 at HQ

• Keep the received 
approval for tender 
files

Construction Unit at HQ

•Approval 

(Release 

approval for 

construction 

measures) also 

called NOC 

(non-objection-

certificate)

Step 2: Approval by Construction Unit



Page 8Construction contracts30/05/2018

Approval needed

if construction

related costs

(architects + 

construction) are

over 100,000€ 

in the whole

project (also 

relevant for the

procurement of

goods and

financing

contract e.g. 

Cash for work)

Step 2: Approval by Construction Unit
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Why do we need it?

• Construction measures abroad using German public funds are 

sovereign tasks and need a permission of the German Federal 

Ministry of Environment and Construction (BMUB)

• GIZ has a special authorization by BMUB for independent 

construction measures abroad

• G230 holds due to the construction-specific know-how the 

mandatory and supervisory function in GIZ (Construction in 

International Cooperation, also called Construction Unit)

Step 2: Approval by Construction Unit
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Project team

• Send the 
documents to 
contract manager 
in the country 
office:

1) Shortlist

2) Priced BoQs

3) Approval from 
Construction 
Unit G230

4) Tender docs or

5) needed info

• Sign the award 
procedure 

Contract manager
at country office

• Check the 
documents 

• Prepare the award 
procedure and 
send for signature 
to AV

• Enter shortlisted 
companies in 
CoSoft (sanctions 
check)

• Send award 
procedure + 1) – 3) 
to HQ for approval

at HQ Contracts
department

• Approval of 
award 
procedure

• Consultancy for 
special cases / 
problems

Step 3: Approval of award procedure by Contracts Department
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Approval needed if

design/construction costs are

over 50,000€ 

for one tender

Step 3: Approval of award procedure by Contracts Department
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Types of award procedures

• Open procedure: everyone can submit an offer, no negotiations

possible

• Restriced procedure: restricted list of bidders, either identified by

an Expression of interest or by the project, no negotiations

possible

• Negotiated procedure (direct award with tender): restricted list of

bidders, either identified by an Expression of interest or by the

project, negotiations possible

• Direct award, negotiations possible

Step 3: Approval of award procedure by Contracts Department
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Annex to award procedure – A13 Short list

Construction contracts30/05/2018

Step 3: Approval of award procedure by Contracts Department

In case no EoI

done:

Ideal are 5-8 

companies 

with good 

references, 

sufficient 

turnover and 

enough 

personnel
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Annex to award procedure – priced Bill of Quantities (BoQ)

Construction contracts30/05/2018

Step 3: Approval of award procedure by Contracts Department

- No alternative 

prices,

- cost calculation

for each position

according to the

market situation,

- with VAT if

project not 

exempted,

- add summary if

several BoQs

and check the

total sum
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Annex to award procedure – Justification

Construction contracts30/05/2018

Step 3: Approval of award procedure by Contracts Department

Do once for all 

construction

tenders in this

project
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The same procedure for 

design works if costs are 

over 50.000€ 

for one tender

BUT:

Technical evaluation 

scheme is needed (A12b or 

A12a if no EoI done before)

Step 3: Approval of award procedure by Contracts Department
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Project team

• Prepare the
answers to the
technical
questions and
forward them to
the contract
manager

• No direct
contact to
bidders

Contract manager
at country office

• Prepare and send out 
the tender 
documents to the 
bidders

• Forward the technical 
questions to the 
project team

• Prepare the answers 
to the commercial 
questions

• Answer all questions 
as Circular letter

• Organize the opening

• Prolong if needed the 
submission date 

Contracts
department at HQ

• Consultancy for
commercial
questions and
special cases / 
problems

Step 4: Tender
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- From neutral e-mail to all bidders as BCC or as single e-mails (because 

of junk problem), till 5 – 10 MB or file-transfer or pick-up at reception

- Invitation to tender (A1 form) to use, if needed ask for CD/USB with 

offer

- Annexes consisting of BoQ, technical documents (drawings, 

specifications, descriptions etc.) and commercial (A2/A3 Contract draft 

with annexes, A4 Tender conditions, A5 Letter of tender)

- All documents as PDF-files, exception long BoQ could be sent as Excel 

with locked cells, just unit prices are open

- Print out in contract folder (A29 Construction contract folder), electronic 

copy in DMS

Step 4: Tender



Page 19

A1 Invitation to tender

Construction contracts30/05/2018

Step 4: Tender

Important:

- Make clear what documents need 

to be submitted (point 5)

- Add site visits if necessary (e.g. for 

renovation works) 

- For short term tenders with few 

bidders please control if all of 

them confirmed that they will 

submit (e.g. 3 days after start)
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Annex to tender - A2 or A3 Contract

Construction contracts30/05/2018

Step 4: Tender

A2 as 

standard.

A3 if BoQ

has 10-20 

positions 

and no 

amendment 

needed. 

A23 contract 

for architects
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Annex to tender - A4 Tender conditions

Construction contracts30/05/2018

Step 4: Tender

- Modifications of BoQ

- Unit prices without VAT

- Ambiguities

- Prohibited agreements

- Joint venture declaration

- Opening
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Annex to tender – A5 Letter of tender

Construction contracts30/05/2018

Step 4: Tender

- Please add the tender details and 

days in clause 4, should 

correspond to clause 6 in A1 

Invitation.

- Should be signed by bidders
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Annexes to tender – A6-A8 Bank guarantees

Construction contracts30/05/2018

Step 4: Tender

- Are required only if 

bidder needs pre-

payment or does 

not want to have 

retentions from his 

invoices

- At the tender stage 

the letter of intent 

is enough from the 

bank, the official 

bank guarantee 

needed when 

signing the 

contract
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Project team

• Evaluation, 
clarification
meetings (incl. 
minutes) with 2-3 
bidders

• Send the documents
to the contract
manager:

1) Price comparison
sheet (excel or A3)

2) A16 Proposal of
award

• Sign the
documentation of
award

Contract manager
at country office

• Send the scanned
offers to the
project team

• Check and prepare
the documentation
of award and send 
for signature to AV

• Send the A15 
documentation of
award + 1) + 2) + 
minutes of opening
+ scan of winner to
HQ for approval

Contracts
department at HQ

• Approval of
documentation
of award

• Consultancy for
special cases / 
problems

Step 5: Approval of documentation of award by Contracts Department



Page 25

A15 Documentation of award

Construction contracts30/05/2018

Step 5: Approval of documentation of award by Contracts Department

- The tender details should 

correspond to award 

procedure (changed should be 

documented in A16 Proposal 

of award)

- All 4 annexes are required for 

approval

- Not needed for architects’ 

contracts
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Annex to documentation of award – A18 Minutes of tender opening

Construction contracts30/05/2018

Step 5: Approval of documentation of award by Contracts Department

- Opening to be 

organized by contract 

manager, but done with 

2 neutral persons (no 

project members) 

prompt after the 

deadline

- Check also the seals 

and dates on envelops

- Fill in hand-written

- Offers should be kept 

under lock before and 

after
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Annex to documentation of award – Price comparison sheet

Construction contracts30/05/2018

Step 5: Approval of documentation of award by Contracts Department

- For all 

bidders and 

all positions, 

% deviation 

to cost 

calculation

- In Excel
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Annex to documentation of award – A16 Proposal of award

Construction contracts30/05/2018

Step 5: Approval of documentation of award by Contracts Department

- The format is not obligatory to 

use, architects could add their 

logo, but all questions should 

be answered

- Normally the cheapest bidder 

gets an award (100% price, not 

70 technical and 30% like in 

consulting), technical 

evaluation is “yes / no”.

- If bidders are excluded exact 

reasons should be specified
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Project team

• Send all 
contract
relevant 
information to
the contract
manager

• Final check of
the draft
contract incl. all 
annexes

Contract manager
at country office

• Prepare and send the
draft to project team
for check (incl. all 
annexes A6-A9, 
priced BoQ, 
drawings, 
specifications etc.)

• Get the approved
contract signed

• Enter the results in 
CoSoft

• Prepare the contract
folder in paper and in 
DMS

Contracts
department at HQ

• Consultancy for
special cases / 
problems

Step 6: Signing the contract
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A28 Construction contract folder

Construction contracts30/05/2018

Step 6: Signing the contract

- Not obligatory, the recommendation

- Not all documents exists in each 

project
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Project team

• Inform the contract 
manager and HQ before 
the extra works done that 
the amendment is 
needed

• Send the documents to 
the contract manager:

1) Technical justification

2) Amended BoQ

3) Approval from 
Construction unit 
(>10% or new works)

• Evaluate the quotation of 
amendment and sign the 
documentation of 
amendment

Contract manager
at country office

• Check all documents

• Request the quotation for 
amendment from the 
contractor (per E-Mail) 
and send to the project 
team

• Check and prepare the 
documentation of 
amendment and send for 
signature to AV

• Send the signed 
documentation of 
amendment and 1) - 3) and 
price evaluation and 
scanned amendment 
quotation to the HQ for 
approval

Contracts
department at HQ

• Approval of 
documentation 
of amendment

• Consultancy for 
special cases / 
problems

Step 7: Approval of Contract Amendment
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A17 Documentation of amendment

Construction contracts30/05/2018

Step 7: Approval of Contract Amendment

Needed if:

- single amendment over 50,000€

- sum of two or more amendments 

over 50,000€

- contract + amendment over 50,000€

Important:

- All 5 annexes are required for 

approval

- Also needed for architects’ 

contracts



Page 33

The following principles apply to all procurement by GIZ:

Construction contracts30/05/2018

• Economic efficiency and suitability 

• Competition 

• Equal treatment of tenderers

• Transparency

• Social and environmental compatibility
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Time schedule

Construction contracts30/05/2018

Activity weeks

Enter into a contract with an architect 3-4

Planning and preparing BoQ 6-8

Step 1: Expression of interest for construction 2-3

Step 2: Approval by Construction Unit 1-2

Step 3: Approval of award procedure by Contracts 

Department

1

Step 4: Tender 2-6

Evaluation and negotiations (if needed) 1-4

Step 5: Approval of documentation of award by Contracts 

Department

1

Step 6: Signing the contract 1-2

Total 18-33

Step 7: Contract amendment 2-4


