
Annex B - Preliminary Concept Note / Indicative Scope Summary
This annex summarises the preliminary concept for the proposed assignment. It is provided only to support market engagement and may be revised before any future procurement process.
A. Preliminary Assessment and Benchmarking
Review and assess the existing OPPM, including all volumes, annexes and templates.
Assess structure, content quality, completeness, clarity, coherence, continued relevance, alignment with CDB's operating model and usability.
Benchmark the OPPM against procedures, policies and digital manuals used by comparable MDBs and institutions.
Map special fund requirements and operational obligations against the OPPM to identify alignment, divergence and procedural pathways.
Identify gaps in digital readiness, workflow logic, roles, accountabilities, usability and enterprise system alignment.
B. Stakeholder Engagement and Gap Analysis
Consult relevant departments and business units to capture operational gaps, training needs, inefficiencies, bottlenecks, user expectations and opportunities for digital features and integration.
Perform gap analysis covering policies, procedures, templates, workflows, cross-department dependencies, system interfaces and decision-making/accountability arrangements.
Distinguish among policy-level deficiencies, procedural inconsistencies and system/workflow limitations, and map each gap to corrective actions.
Propose workflow improvements, including streamlining, role clarity, logical flow, harmonisation of cross-department workflows and accurate critical paths.
Propose a unified taxonomy for procedures and tools to reduce duplication and improve cross-referencing.
C. Updating and Digitalising the OPPM
Propose a unified, modern architecture for a single integrated, digital and searchable operational manual.
Ensure alignment with institutional structure, Strategic Plan, business model, operational policies, Board-approved policies and Bank-wide processes.
Ensure that source-of-truth documents are consistently referenced and linked throughout procedural content.
Identify content, systems and digital connectivity requirements, including interoperability with OP365, SharePoint, finance tools, document management systems, intranet and staff portals.
Develop a systems architecture concept describing how OPPM content interacts with digital workflows, repositories and automated approval paths.
Support user-centric features such as rich search, hyperlinks, interactive prompts, multimedia content, templates, process maps, role-based assignments, printable content and PDF export.
Support AI-friendly structuring of content to facilitate future interpretation and interrogation by language models, as appropriate.
D. Governance, Validation and Implementation Support
Propose a governance model for OPPM maintenance, including roles, workflows, update triggers, quality assurance, version control, change logs and editing rights.
Present the proposed OPPM design and implementation plan to CDB staff for validation and refinement.
Prepare a roadmap for development and implementation, including sequencing, milestones, governance arrangements, resourcing assumptions and projected timelines.
Develop a test plan and support testing with a pilot group.
Support digitalisation, introduction and operationalisation of the updated OPPM.
E. Change Management, Communications and Training
Design the architecture to support onboarding, training modules and operational learning.
Embed or propose quick reference guides, videos and learning resources.
Define change management objectives and support operationalisation of the approved governance framework.
Provide information and communication approaches for different audiences within the Bank.
Support a two-way feedback loop, progress tracking and training options.

