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To formulate criteria during a procurement is important and extensive work. It is recommended to start formulating the criteria for the goods or services from the perspective of the needs we have and the results of the market research as soon as possible. 

Specification document
The specification document shows the bidders what is expected of them, the goods/service and on which grounds their offers are to be evaluated. Please note that only the criteria in the specification document shall be used for evaluation.

The specification document has many parts among others a requirement specification and a contract template. Specific (technical) requirements on the goods/services are provided by the institution/equivalent and shall stem from the institution’s needs. The purchasing department can help with the requirements for example and insures that the purchase follows the rules. The requirements on the bidders and commercial criteria such as delivery times and payment dates are the purchasing department’s responsibility.

The specification document contains mandatory requirements (skall-krav) and non-mandatory requirements (bör-krav). It is mandatory for the bidders to fulfill the mandatory requirements otherwise their bid will be rejected. The objective with mandatory requirements is to present what is most important e.g. performance, capacity, access, skills and execution. Keep in mind that if the mandatory requirements are too difficult we risk losing the benefits of competition. Non-mandatory requirements can be used for characteristics that are desirable (wish-list items) and provide value. All requirements must be clear and possible to evaluate. There shouldn’t be any doubt to where the line is for a requirement to be fulfilled or not. Avoid requirements that are unclear and unmeasurable e.g. “the resolution should be as good as possible” or “the instrument should be user friendly”.


Examples of technical MANDATORY (must) and non-mandatory (should) requirements 

	1.
	Quantifying xxxx MUST be possible 

	2.
	Measuring xxxx MUST be possible in the range of at least 300 - 399.

	3.
	Measuring xxxx should (non-mandatory) be possible in the range of at least 400 - 499.

	4.
	The sensitivity of the measurements MUST be at least 0.3 x.

	5.
	An xxxx MUST be included.

	6.
	An xxxx should be included.




Examples on mandatory and non-mandatory requirements for a service

	1.
	The following moments MUST be included in the service

	
	a.

	
	b.

	
	

	2.
	The consultant MUST have the following competences

	
	a.

	
	b.

	3
	The consultant should have the following competences

	
	a.

	
	b.

	4
	The service MUST run in the period from 201x to 201x.

	5
	The following MUST be included in the final price: trips a, b, b

	6
	The following documentation MUST be included: x, y, z

	7
	The accounting SHALL be done upon completion of the service
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