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TENDER FOR THE PROVISION OF AIR TRAVEL SERVICES 

 FRAMEWORK CONTRACTS  

SADC/AIR/FWK-05 /2014

Invitation for Bids (IFB)

Date: 8th July 2014.

Dear

1. The Southern African Community (SADC) has set aside funds for the operation of the Secretariat during the financial year 2014/15. It is intended that part of the proceeds of the fund will be used to cover eligible payment under the contract for the Management of Air Travel.
2. The SADC Secretariat now invites sealed bids from eligible and reputable Travel Agents to manage official travel as per the following Lots:

Lot 1: Provision of Air Tickets to SADC Secretariat Executive Management 

Lot 2: Provision of Air Tickets to General SADC Secretariat Staff and member states
These official travels include, but not limited, to the following:

a) Official missions, meetings and various national, regional and international events;

b) Interviews of applicants/Candidates for employment;

c) Appointment and repatriation of staff and family members;

d) Home leaves / passage, emergency travels and educational leaves; and

e) Visits to project sites, by either SADC staff or counterparts, or other entities involved in execution of various SADC undertakings.

3. Bidding will be conducted through the National Open Bidding procedures specified in the SADC Procurement Policy, August 2011 revised in February 2014 and are open to all eligible Bidders as defined in the Policy and Regulations.
4. A complete set of Bidding Document(s) in English is available for download at the SADC Secretary’s website : http://www.sadc.int/procurement/
5. Interested Bidders may obtain further information in writing from the Head - Procurement Unit, SADC Headquarters, Private Bag 0095, Fax +267 3972848 / 3181070,  Gaborone, Botswana, E-mail: smmadi@sadc.int ggwaza@sadc.int, copy to  at the latest 2 weeks before the deadline of submission of the bids
6. All bids must be accompanied by a bid securing declaration in the format provided in the bidding documents.

7. All bids in one original plus three (3) copies, properly filled  and enclosed in plain envelopes must be delivered to the address below:
Tender Box

Southern African Development Community (SADC) Secretariat

CBD Plot 54385

Private Bag 0095

Gaborone

Botswana

at or before 8th  August 2014, 15:00 hrs local time. 

8.
Bids will be opened promptly thereafter in public and in the presence of Bidders’ representatives who choose to attend the opening at  the SADC Secretary’s HQ, CBD Plot 54385,  Ground Floor, Room DGP49, Gaborone, Botswana, on  Friday 8th August 2014 at 15:00hrs local time 

9. Late bids, portion of bids, electronic bids, bids not received, bids not opened and not read out in public at the bid opening ceremony shall not be accepted for evaluation irrespective of the circumstances.

Snowden Mmadi MCIPS
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	Section I.  Instructions to Bidders



	
	Definitions

	Definitions
	(a)
“BD” means the Bidding Documents to be prepared by the Procuring Entity for the selection of Contractor, based on the SADC Secretariat Standard Template.

(b)
“Bidder” means company or joint venture/consortium invited to summit technical and financial proposal for this contract.

(c)
“Procuring Entity” means the procurement entity with which the selected Consultant signs the Contract for the Goods.

(d)
“Contractor” means any entity or person that may provide or provides the Services to the Client under the Contract.

(e)
“Contract” means the Contract signed by the Parties and all the attached documents listed in its Clause 1, that are the General Conditions (GC), the Special Conditions (SC), and the Appendices.

(f)
“Bid Data Sheet (BDS)” means such part of the Instructions to Bidders used to reflect specific country and assignment conditions.

(g)
“Day” means calendar day.

(h)
“Evaluation Committee” it is a panel of experts appointed by the Procuring Entity and assigned to evaluate the bids. The Evaluation Committee consist in a Chairperson and a Secretary , with no voting rights and an odd number of voting members. 

(i)
“Instructions to Bidders” (Section 2 of the BD) means the document which provides shortlisted Bidders with all information needed to prepare their Proposals.

(j)
“LOI” (Section 1 of the BD) means the Letter of Invitation being sent by the Procuring Entity to the shortlisted Bidders.

(k)
“Proposal” means the Technical Proposal and the Financial Proposal.

(l)
“Services” means the consulting services or the work to be performed by the Contractor pursuant to the Contract.

(m)
“Subcontractor” means any person or entity with whom the Bidder or Contractors intends to subcontracts any part of the Services.

(n)
“Technical Specifications” means the document included in the BD as Section VI which provides the minimum technical characteristics and the quantities of general services need by the Procuring Entity from the Contractor.

.



	
	A. General

	1. Scope of Bid
	1.1 The Procuring Entity indicated in the Bidding Data Sheet (BDS), issues these Bidding Documents for the supply of General Services and Related Goods incidental thereto as specified in Section VI, Schedule of Requirements. The name and identification number of the contract for this procurement are specified in the BDS. The name, identification, and number of lots of are provided in the BDS.
1.2 The procurement method used for acquisition of the general services specified in Section VI, Schedule of Requirements of Invitation, is as indicated in the Bidding Data Sheet, method detailed in the edition of the Guidelines indicated in the Bidding Data Sheet.

1.3 The Bidders are invited to submit a Technical Proposal and a Financial Proposal for the general services specified in Section VI, Schedule of Requirements. 

1.4 Unless otherwise specified in the BDS, when the Contract is divided into lots, Bidders may bid for one, more or for all lots as they wish. However, the quantity of general services indicated under each individual lot shall be indivisible. Bids for only part of the General Services and Related Goods indicated under each lot shall be considered incomplete and automatically disqualified. 

	2. Fraud and Corruption
	2.1
It is the SADC Secretariat policy to require that Procuring Entity as well as bidders, suppliers, and contractors and their subcontractors under SADC Secretariat-financed contracts, observe the highest standard of ethics during the procurement and execution of such contracts.
 In pursuance of this policy, the SADC Secretariat:

(a)
defines, for the purposes of this provision, the terms set forth below as follows:

(i)
“corrupt practice”
 is the offering, giving, receiving or soliciting, directly or indirectly, of anything of value to influence improperly the actions of another party;

(ii) 
“fraudulent practice”
 is any act or omission, including a misrepresentation, that knowingly or recklessly misleads, or attempts to mislead, a party to obtain a financial or other benefit or to avoid an obligation;

(iii)
“collusive practice”
 is an arrangement between two or more parties designed to achieve an improper purpose, including to influence improperly the actions of another party;

(iv)
“coercive practice”
 is impairing or harming, or threatening to impair or harm, directly or indirectly, any party or the property of the party to influence improperly the actions of a party;

(v)
“obstructive practice” is

(aa)
deliberately destroying, falsifying, altering or concealing material evidence to the investigation or making false statements to investigators in order to materially impede a SADC Secretariat, or a governmental or independent investigation into allegations of a corrupt, fraudulent, coercive, or collusive practice; and/or threatening, harassing, or intimidating any party to prevent it from disclosing its knowledge of matters relevant to the investigation or from pursuing the investigation, or

(bb)
acts intended to materially impede the exercise of the SADC Secretariat or governmental or inspection and audit rights. 

(b) It will take the following measures against the bidder recommended for award who has, directly or through an agent, engaged in corrupt, fraudulent, collusive, coercive, or obstructive practices in competing for the contract in question;

(i) will reject the bid for award;

(ii) will declare the bidder/the contractor, including its affiliates, ineligible, either indefinitely or for a stated period of time, to become a SADC Secretariat contractor; 

(iii) will cancel or terminate any ongoing contract with the bidder /the contractor;

(iv) will request a the relevant national authorities to conduct a joint investigation with SADC Secretariat to inspect or carry out audits of the bidder /the contractor’ accounting records and financial statements in connection with the contract in question for which it was found guilty of engaging in corrupt, fraudulent, collusive, coercive, or obstructive practices;

(v) will forfeit the bid or performance securities of the bidder /the contractor; 

(vi) will suspend any payments due to the bidder/ contractor, under the contract in question or any other contract the bidder/contractor might have with the organization, until the extent of damage caused by the its engagement in corrupt, fraudulent, collusive, coercive or obstructive practices in competing for the SADC Secretariat’s contract are determined and recovered, and 

(vii) will sue the bidder /contractor to recover the damages caused by its engagement in corrupt, fraudulent, collusive, coercive or obstructive practices in competing for the contract in question, if they are not fully recovered by the securities and the payments otherwise due to the bidder/contractor

	
	

	3. One Bid per Bidder
	3.1     Each Bidder shall submit only one Bid, either individually or as a partner in a joint venture/consortium.  A Bidder who submits or participates in more than one Bid (other than as a subcontractor or in cases of alternatives that have been permitted or requested) will cause all the proposals with the Bidder’s participation to be disqualified.



	
	B. Contents of Bidding Documents

	4. Sections of Bidding Documents


	4.1    The Bidding Documents consist of Parts 1, 2, and 3, which include all the Sections indicated below, and should be read in conjunction with any Addendum issued in accordance with ITB Clause 7.

PART 1    Bidding Procedures

· Section I. Instructions to Bidders (ITB)

· Section II. Bidding Data Sheet (BDS)

· Section III. Evaluation and Qualification Criteria

· Section IV. Bidding Forms

	
	PART 2   Supply Requirements

· Section VI. Schedule of Requirements

PART 3   Contract

· Section VII. Contract Forms 

· Section VIII. Special Conditions of Contract (SCC)
· Section IX. General Conditions of Contract (GCC)

	
	4.2 The Invitation for Bids issued by the Procuring Entity is not part of the Bidding Documents.

4.3 The Procuring Entity is not responsible for the completeness of the Bidding Documents and their addendum, if they were not obtained directly from the Procuring Entity.

4.4 The Bidder is expected to examine all instructions, forms, terms, and specifications in the Bidding Documents. Failure to furnish all information or documentation required by the Bidding Documents may result in the rejection of the bid.

	5 Clarification of Bidding Documents
	5.1 A prospective Bidder requiring any clarification of the Bidding Documents shall contact the Procuring Entity in writing at the Procuring Entity’s address specified in the BDS.  The Procuring Entity will respond in writing to any request for clarification, provided that such request is received no later than twenty-one (21) days prior to the deadline for submission of bids. The Procuring Entity shall forward copies of its response to all those who have acquired the Bidding Documents directly from it, including a description of the inquiry but without identifying its source.  Should the Procuring Entity deem it necessary to amend the Bidding Documents as a result of a clarification, it shall do so following the procedure under ITB Clause 7 and ITB Sub-Clause 23.2. 

	6 Amendment of Bidding Documents
	6.1 At any time prior to the deadline for submission of bids, the Procuring Entity may amend the Bidding Documents by issuing addendum.

6.2 Any addendum issued shall be part of the Bidding Documents and shall be communicated in writing to all who have obtained the Bidding Documents directly from the Procuring Entity.

6.3 To give Bidders reasonable time in which to take an addendum into account in preparing their bids, the Procuring Entity may, at its discretion, extend the deadline for the submission of bids, pursuant to ITB Sub-Clause 23.2

	
	C. Preparation of Bids

	7 Cost of Bidding
	7.1 The Bidder shall bear all costs associated with the preparation and submission of its bid, and the Procuring Entity shall not be responsible or liable for those costs, regardless of the conduct or outcome of the bidding process.

	8 Language of Bid
	8.1 The Bid, as well as all correspondence and documents relating to the bid exchanged by the Bidder and the Procuring Entity, shall be written in the language indicated in the BDS. Supporting documents and printed literature that are part of the Bid may be in another language provided they are accompanied by an accurate translation of the relevant passages into the official language of the bidding process, in which case, for purposes of interpretation of the Bid, such translation shall govern.

	9 Documents Comprising the Bid
	9.1 The Bid shall comprise the following:

(a) Bid Submission Form, Technical Offer Form and the applicable Price Schedules, in accordance with ITB Clauses 11, 13, and 14;

(b) Bid Security, in accordance with ITB Clause 18, if required;

(c) written confirmation authorizing the signatory of the Bid to commit the Bidder, in accordance with ITB Clause 19;

(d) documentary evidence in accordance with ITB Clauses 15 and 27, that the General Services and Related Goods conform to the Bidding Documents;

(e) documentary evidence in accordance with ITB Clause 16 establishing the Bidder’s qualifications to perform the contract if its bid is accepted; and

(f) any other document required in the BDS.



	10 Bid Submission Form, Technical Offer Form and Price Schedules 
	10.1 The Bidder shall submit the Bid Submission Form using the form furnished in Section IV, Bidding Forms.  This form must be completed without any alterations to its format, and no substitutes shall be accepted.  All blank spaces shall be filled in with the information requested.

10.2 The Bidder shall submit the Technical Offer Form using the form furnished in Section IV, Bidding Forms.  This form must be completed without any alterations to its format, and no substitutes shall be accepted. All blank spaces shall be filled in with the information requested.
10.3 The Bidder shall submit the Price Schedules General Services and Related Goods using the forms furnished in Section IV, Bidding Forms.

	11 Alternative Bids
	11.1 Unless otherwise specified in the BDS, alternative bids shall not be considered.

	12 Bid Prices and Discounts
	12.1 The prices and discounts quoted by the Bidder in the Bid Submission Form and in the Price Schedules shall conform to the requirements specified below. 
12.2 All lots and items must be listed and priced separately in the Price Schedules. 
12.3 The price to be quoted in the Bid Submission Form shall be the total price of the bid, excluding any discounts offered.
12.4 The Bidder shall quote any unconditional discounts and indicate the method for their application in the Bid Submission Form.
12.5 Unless otherwise specified in the BDS, no duties, taxes, and other levies payable by the Service Provider in the Procuring Entity’s Country shall be included in the total Bid price submitted by the Bidder.

12.6 The Bidder shall fill in rates and prices for all items of the General Services and Related Goods described in the in Schedule of Requirements, Section VI.. Items for which no rate or price is entered by the Bidder will not be paid for by the Procuring Entity when executed and shall be deemed covered by the other rates and prices in the Price and Completion Schedule.
12.7 Prices quoted by the Bidder shall be fixed during the Bidder’s performance of the Contract and not subject to variation on any account, unless otherwise specified in the BDS.  A Bid submitted with an adjustable price quotation shall be treated as non responsive and shall be rejected, pursuant to ITB Clause 29.  However, if in accordance with the BDS, prices quoted by the Bidder shall be subject to adjustment during the performance of the Contract, a bid submitted with a fixed price quotation shall not be rejected, but the price adjustment shall be treated as zero.
12.8 If so indicated in ITB Sub-Clause 1.3, bids are being invited for individual contracts (lots) or for any combination of contracts (packages). Bidders wishing to offer any price reduction (discount) for the award of more than one Contract shall specify the applicable price reduction in accordance with ITB Sub-Clause 13.4 provided the bids for all lots are submitted and opened at the same time.



	13 Currencies of Bid
	13.1 The Bidder shall quote in Botswana Pula. Bids express in any other currency will be automatically rejected. 
13.2 The bidders shall bear all the associated cost and risk deriving from currency exchange from Botswana PUla into their normal currency of trade.

	14 Documents Establishing the Conformity of the General Services
	14.1 To establish the conformity of the General Services and Related Goods to the Bidding Documents, the Bidder shall furnish as part of its Bid the documentary evidence that the General Services and Related Goods conform to the technical specifications and standards specified in Section VI, Schedule of Requirements.

14.2 The documentary evidence may be in the form of literature, drawings or data, and shall consist of a detailed item by item description of the essential technical and performance characteristics of the General Services and Related Goods, demonstrating substantial responsiveness of the General Services and Related Goods to the Schedule of Requirements and if applicable, a statement of deviations and exceptions to the provisions of the Schedule of Requirements.

14.3 The Bidder may offer other standards of quality, brand names, and/or catalogue numbers, provided that it demonstrates, to the Procuring Entity’s satisfaction, that the substitutions ensure substantial equivalence or are superior to those specified in the Schedule of Requirements.

	15 Documents Establishing the Qualifications of the Bidder
	15.1 The documentary evidence of the Bidder’s qualifications to perform the contract if its bid is accepted shall establish to the Procuring Entity’s satisfaction: 

15.1.1 that, if required in the BDS, in case of a Bidder not doing business within the Procuring Entity’s Country, the Bidder is or will be (if awarded the contract) represented by an Agent in the country equipped and able to carry out the services support obligations prescribed in the Conditions of Contract and/or Schedule of Requirements; and
15.1.2 that the Bidder meets each of the qualification criterion specified in Section III, Evaluation and Qualification Criteria.

	16 Period of Validity of Bids
	16.1 Bids shall remain valid for the period specified in the BDS after the bid submission deadline date prescribed by the Procuring Entity.  A bid valid for a shorter period shall be rejected by the Procuring Entity as non responsive.

16.2 In exceptional circumstances, prior to the expiration of the bid validity period, the Procuring Entity may request bidders to extend the period of validity of their bids. The request and the responses shall be made in writing. If a Bid Security is requested in accordance with ITB Clause 18, it shall also be extended for a corresponding period. A Bidder may refuse the request without forfeiting its Bid Security. A Bidder granting the request shall not be required or permitted to modify its bid, except as provided in ITB Sub-Clause 18.3.

16.3 In the case of fixed price contracts, if the award is delayed by a period exceeding fifty-six (56) days beyond the expiry of the initial bid validity, the Contract price shall be adjusted as specified in the request for extension. Bid evaluation shall be based on the Bid Price without taking into consideration the above correction.

	17 Bid Security
	17.1 The Bidder shall furnish as part of its bid, a Bid, if required, as specified in the BDS. 

17.2 The Bid Security shall be in the amount specified in the BDS and denominated in US Dollars, and shall:

(a) at the bidder’s option, be in the form of either a letter of credit, or a bank guarantee from a banking institution; 

(b) be issued by a reputable banking institution selected by the bidder and located in any eligible country as specified in BDS. If the institution issuing the bond is located outside the Procuring Entity’s Country, it shall have a correspondent financial institution located in the Procuring Entity’s Country to make it enforceable.

(c) be substantially in accordance with the form of Bid Security included in Section IV, Bidding Forms, or other form approved by the Procuring Entity prior to bid submission;

(d) be payable promptly upon written demand by the Procuring Entity in case the conditions listed in ITB Clause 18.5 are invoked;

(e) be submitted in its original form; copies will not be accepted;

(f) remain valid for a period of 27 days beyond the validity period of the bids, as extended, if applicable, in accordance with ITB Clause 17.2;  

17.3 If a Bid Security is required in accordance with ITB Sub-Clause 18.1, any bid not accompanied by a substantially responsive Bid Security in accordance with ITB Sub-Clause 18.1, shall be rejected by the Procuring Entity as non-responsive.

17.4 The Bid Security of unsuccessful Bidders shall be returned as promptly as possible upon the successful Bidder’s furnishing of the Performance Security pursuant to ITB Clause 38.

17.5 The Bid Security may be forfeited or the Bid Securing Declaration executed:

(a) if a Bidder withdraws its bid during the period of bid validity specified by the Bidder on the Bid Submission Form, except as provided in ITB Sub-Clause 17.2; or

(b) if the successful Bidder fails to: 

(i) sign the Contract in accordance with ITB Clause 37; 

(ii) furnish a Performance Security in accordance with ITB Clause 38.

17.6 The Bid Security of a JV must be in the name of the JV that submits the bid. If the JV has not been legally constituted at the time of bidding, the Bid Security shall be in the names of all future partners as named in the letter of intent mentioned in Section IV “Bidding Forms,” Bidder Information Form Item 7.

17.7
If a bid security is not required in the BDS, and

(a) if a Bidder withdraws its bid during the period of bid validity specified by the Bidder on the Letter of Bid Form, except as provided in ITB 18.2, or

(b) if the successful Bidder fails to: sign the Contract in accordance with ITB 38; or furnish a performance security in accordance with ITB 39;

the Procuring Entity may, if provided for in the BDS, declare the Bidder disqualified to be awarded a contract by the SADC Secretariat for a period of time as stated in the BDS.

	18 Format and Signing of Bid


	18.1 The Bidder shall prepare one original of the documents comprising the bid as described in ITB Clause 10 and clearly mark it “Original.”  In addition, the Bidder shall submit copies of the bid, in the number specified in the BDS and clearly mark them “Copy.”  In the event of any discrepancy between the original and the copies, the original shall prevail.   

18.2 The original and all copies of the bid shall be typed or written in indelible ink and shall be signed by a person duly authorized to sign on behalf of the Bidder.

18.3 Any interlineation, erasures, or overwriting shall be valid only if they are signed or initialed by the person signing the Bid.

	
	D. Submission and Opening of Bids

	19 Submission, Sealing and Marking of Bids
	19.1 Bidders may always submit their bids by mail or by hand. When so specified in the BDS, bidders shall have the option of submitting their bids electronically. 

(a) Bidders submitting bids by mail or by hand, shall enclose the original and each copy of the Bid, including alternative bids, if permitted in accordance with ITB Clause 12, in separate sealed envelopes, duly marking the envelopes as “Original” and “Copy.”  These envelopes containing the original and the copies shall then be enclosed in one single envelope. The rest of the procedure shall be in accordance with ITB sub-Clauses 20.2 and 20.3.

(b) Bidders submitting bids electronically shall follow the electronic bid submission procedures specified in the BDS.   

19.2 The inner and outer envelopes shall:

(a) Bear the name and address of the Bidder;

(b) be addressed to the Procuring Entity in accordance with ITB Sub-Clause 20.1;

(c) bear the specific identification of this bidding process indicated in ITB 1.1 and any additional identification marks as specified in the BDS; and

(d) bear a warning not to open before the time and date for bid opening, in accordance with ITB Sub-Clause 24.1.

19.3
If all envelopes are not sealed and marked as required, the Procuring Entity will assume no responsibility for the misplacement or premature opening of the bid.

	20 Deadline for Submission of Bids
	20.1 Bids must be received by the Procuring Entity at the address and no later than the date and time specified in the BDS.
20.2 The Procuring Entity may, at its discretion, extend the deadline for the submission of bids by amending the Bidding Documents in accordance with ITB Clause 7, in which case all rights and obligations of the Procuring Entity and Bidders previously subject to the deadline shall thereafter be subject to the deadline as extended.

	21 Late Bids
	21.1 The Procuring Entity shall not consider any bid that arrives after the deadline for submission of bids, in accordance with ITB Clause 21.  Any bid received by the Procuring Entity after the deadline for submission of bids shall be declared late, rejected, and returned unopened to the Bidder.

	22 Withdrawal, Substitution, and Modification of Bids 
	22.1 A Bidder may withdraw, substitute, or modify its Bid after it has been submitted by sending a written notice in accordance with ITB Clause 21, duly signed by an authorized representative, and shall include a copy of the authorization (the power of attorney) in accordance with ITB Sub-Clause 19.2, (except that no copies of the withdrawal notice are required). The corresponding substitution or modification of the bid must accompany the respective written notice.  All notices must be:

(a) submitted in accordance with ITB Clauses 19 and 20 (except that withdrawal notices do not require copies), and in addition, the respective envelopes shall be clearly marked “Withdrawal,” “Substitution,” or “Modification;” and

(b) received by the Procuring Entity prior to the deadline prescribed for submission of bids, in accordance with ITB Clause 21.

22.2 Bids requested to be withdrawn in accordance with ITB Sub-Clause 23.1 shall be returned unopened to the Bidders.

22.3 No bid may be withdrawn, substituted, or modified in the interval between the deadline for submission of bids and the expiration of the period of bid validity specified by the Bidder on the Bid Submission Form or any extension thereof. 

	23 Bid Opening
	23.1 The Procuring Entity shall conduct the bid opening in public at the address, date and time specified in the BDS. Any specific electronic bid opening procedures required if electronic bidding is permitted in accordance with ITB Sub-Clause 20.1, shall be as specified in the BDS. 

23.2 First, envelopes marked “Withdrawal” shall be opened and read out and the envelope with the corresponding bid shall not be opened, but returned to the Bidder. If the withdrawal envelope does not contain a copy of the “power of attorney” confirming the signature as a person duly authorized to sign on behalf of the Bidder, the corresponding bid will be opened. No bid withdrawal shall be permitted unless the corresponding withdrawal notice contains a valid authorization to request the withdrawal and is read out at bid opening. Next, envelopes marked “Substitution” shall be opened and read out and exchanged with the corresponding Bid being substituted, and the substituted Bid shall not be opened, but returned to the Bidder. No Bid substitution shall be permitted unless the corresponding substitution notice contains a valid authorization to request the substitution and is read out at bid opening. Envelopes marked “Modification” shall be opened and read out with the corresponding Bid. No Bid modification shall be permitted unless the corresponding modification notice contains a valid authorization to request the modification and is read out at Bid opening. Only envelopes that are opened and read out at Bid opening shall be considered further.

23.3 All other envelopes shall be opened one at a time, reading out: the name of the Bidder and whether there is a modification; the Bid Prices, including any discounts and alternative offers; the presence of a Bid Security or Bid-Securing Declaration, if required; and any other details as the Procuring Entity may consider appropriate.  Only discounts and alternative offers read out at Bid opening shall be considered for evaluation. No Bid shall be rejected at Bid opening except for late bids, in accordance with ITB Sub-Clause 22.1.

23.4 The Procuring Entity shall prepare a record of the Bid opening that shall include, as a minimum: the name of the Bidder and whether there is a withdrawal, substitution, or modification; the Bid Price, per lot if applicable, including any discounts, and alternative offers if they were permitted; and the presence or absence of a Bid Security or Bid-Securing Declaration, if one was required. The Bidders’ representatives who are present shall be requested to sign the attendance sheet.  A copy of the record shall be distributed to all Bidders who submitted bids in time, and posted online when electronic bidding is permitted.

	
	E. Evaluation and Comparison of Bids

	24 Confidentiality
	24.1 Information relating to the examination, evaluation, comparison, and qualification of bids, and recommendation of contract award, shall not be disclosed to bidders or any other persons not officially concerned with such process until publication of the Contract Award.

24.2 Any effort by a Bidder to influence the Procuring Entity in the examination, evaluation, and comparison, of the bids or contract award decisions may result in the rejection of its Bid.

24.3 Notwithstanding ITB Sub-Clause 25.2, from the time of bid opening to the time of Contract Award, if any Bidder wishes to contact the Procuring Entity on any matter related to the bidding process, it should do so in writing.

	25 Clarification of Bids
	25.1 To assist in the examination, evaluation, and comparison of the bids, the Procuring Entity may, at its discretion, ask any Bidder for a clarification of its Bid. Any clarification submitted by a Bidder in respect to its Bid and that is not in response to a request by the Procuring Entity shall not be considered.  The Procuring Entity’s request for clarification and the response shall be in writing. No change in the prices or substance of the Bid shall be sought, offered, or permitted, except to confirm the correction of arithmetic errors discovered by the Procuring Entity in the evaluation of the bids, in accordance with ITB Clause 28.

	26 Responsiveness of Bids
	26.1 A substantially responsive Bid is one which conforms to all the terms, conditions, and specifications of the bidding documents, without material deviation or reservation.  A material deviation or reservation is one (a) which affects in any substantial way the scope, quality, or performance of the Services; (b) which limits in any substantial way, inconsistent with the bidding documents, the Procuring Entity’s rights or the Bidder’s obligations under the Contract; or (c) whose rectification would affect unfairly the competitive position of other bidders presenting substantially responsive bids.

26.2 If a Bid is not substantially responsive, it will be rejected by the Procuring Entity, and may not subsequently be made responsive by correction or withdrawal of the nonconforming deviation or reservation.

	27  Nonconformi​ties, Errors, and Omissions
	27.1 Provided that a Bid is substantially responsive, the Procuring Entity may waive any non-conformities or omissions in the Bid that do not constitute a material deviation. 
27.2 Provided that a bid is substantially responsive, the Procuring Entity may request that the Bidder submit the necessary information or documentation, within a reasonable period of time, to rectify nonmaterial nonconformities or omissions in the bid related to documentation requirements.  Such omission shall not be related to any aspect of the price of the Bid.  Failure of the Bidder to comply with the request may result in the rejection of its Bid.

27.3 Provided that the Bid is substantially responsive, the Procuring Entity shall correct arithmetical errors on the following basis:

(a) if there is a discrepancy between the unit price and the line item total that is obtained by multiplying the unit price by the quantity, the unit price shall prevail and the line item total shall be corrected, unless in the opinion of the Procuring Entity there is an obvious misplacement of the decimal point in the unit price, in which case the line item total as quoted shall govern and the unit price shall be corrected;

(b) if there is an error in a total corresponding to the addition or subtraction of subtotals, the subtotals shall prevail and the total shall be corrected; and

(c) if there is a discrepancy between words and figures, the amount in words shall prevail, unless the amount expressed in words is related to an arithmetic error, in which case the amount in figures shall prevail subject to (a) and (b) above.

27.4 If the Bidder that submitted the lowest evaluated Bid does not accept the correction of errors, its Bid shall be rejected.

	28 Responsiveness of Bids
	28.1 The Procuring Entity shall examine the bids to confirm that all documents and technical documentation requested in ITB Clause 10 have been provided, and to determine the completeness of each document submitted.

28.2 The Procuring Entity shall confirm that the following documents and information have been provided in the Bid.  If any of these documents or information is missing, the offer shall be rejected.

(a) Bid Submission Form, in accordance with ITB Sub-Clause 11.1;

(b) Technical Offer Form, in accordance with ITB Sub-Clause 11.2;

(c) Price Schedules, in accordance with ITB Sub-Clause 11.3;

(d) Bid Security, in accordance with ITB Clause 18, if applicable. 

	29 Examination of Terms and Conditions; Technical Evaluation
	29.1 The Procuring Entity shall examine the Bid to confirm that all terms and conditions specified in the GCC and the SCC have been accepted by the Bidder without any material deviation or reservation.

29.2 The Procuring Entity shall evaluate the technical aspects of the Bid submitted in accordance with ITB Clause 15, to confirm that all requirements specified in Section VI, Schedule of Requirements of the Bidding Documents have been met without any material deviation or reservation.

29.3 If, after the examination of the terms and conditions and the technical evaluation, the Procuring Entity determines that the Bid is not substantially responsive in accordance with ITB Clause 27, it shall reject the Bid.

	30 Regional Preference
	30.1 If so specified in the BDS, The Procuring Entity shall grant a margin of preference in the evaluation of bids offering General Services and Related Goods manufactured in the SADC countries, when compared to bids offering General Services and Related Goods works manufactured elsewhere.
30.2 The margin of preference shall be calculated as a fifteen percent (15%) discount to the evaluated total price. 
30.3 To qualify for the regional preference, the bids shall offer General Services and Related Goods of at least fifty percent (50%) in contract value of SADC origin.

	31 Evaluation of Bids
	31.1 The Procuring Entity shall evaluate each bid that has been determined, up to this stage of the evaluation, to be substantially responsive.

31.2 To evaluate a Bid, the Procuring Entity shall only use all the factors, methodologies and criteria defined in this ITB. No other criteria or methodology shall be permitted.

31.3 To evaluate a Bid, the Procuring Entity shall consider the following:

(a) evaluation will be done for Items or Lots, as specified in the BDS; and  the Bid Price as quoted in accordance with clause 14;

(b) price adjustment for correction of arithmetic errors in accordance with ITB Sub-Clause 28.3;

(c) price adjustment due to discounts offered in accordance with ITB Sub-Clause 13.4; and

(d) adjustments due to the application of the evaluation criteria specified in the BDS from amongst those set out in Section III, Evaluation and Qualification Criteria.

(e) price adjustments due to exclusion of ineligible expense such as sales and other similar taxes, which will be payable on services if a contract is awarded to the Bidder, in accordance with ITB Sub-Clause 13.5, if included by the Bidder in the price.

(f) adjustments due to the application of a regional  preference, in accordance with ITB Clause 31. 
31.4 The Procuring Entity’s evaluation of a bid may require the consideration of other factors, in addition to the Bid Price quoted in accordance with ITB Clause 13.  These factors may be related to the characteristics, performance, and terms and conditions of purchase of the General Services.  The effect of the factors selected, if any, shall be expressed in monetary terms to facilitate comparison of bids, unless otherwise specified in Section III, Evaluation and Qualification Criteria.  The factors, methodologies and criteria to be used shall be as specified in ITB 32.3 (d).

31.5 If so specified in the BDS, these Bidding Documents shall allow Bidders to quote separate prices for one or more lots, and shall allow the Procuring Entity to award one or multiple lots to more than one Bidder. The methodology of evaluation to determine the lowest-evaluated lot combinations, is specified in Section III, Evaluation and Qualification Criteria.

	32 Comparison of Bids
	32.1 The Procuring Entity shall compare all substantially responsive bids to determine the lowest-evaluated bid, in accordance with ITB Clause 32. 

	33 Procuring Entity’s Right to Accept Any Bid, and to Reject Any or All Bids
	33.1 The Procuring Entity reserves the right to accept or reject any bid, and to annul the bidding process and reject all bids at any time prior to contract award, without thereby incurring any liability to Bidders.

	
	F. Award of Contract

	34 Award Criteria
	34.1 The Procuring Entity shall award the Contract to the Bidder whose offer has been determined to be the lowest evaluated bid and is substantially responsive to the Bidding Documents, provided further that the Bidder is determined to be qualified to perform the Contract satisfactorily, against the qualification criteria specified in Section III, Evaluation and Qualification Criteria.

	35 Procuring Entity’s Right to Vary Quantities at Time of Award 
	35.1 At the time the Contract is awarded, the Procuring Entity reserves the right to increase or decrease the quantity of General Services originally specified in Section VI, Schedule of Requirements, provided this does not exceed the percentages specified in the BDS, and without any change in the unit prices or other terms and conditions of the bid and the Bidding Documents.

	36 Notification of Award
	36.1 Prior to the expiration of the period of bid validity, the Procuring Entity shall notify the successful Bidder, in writing, that its Bid has been accepted.   

36.2 Until a formal Contract is prepared and executed, the notification of award shall constitute a binding Contract.

36.3 The Procuring Entity shall publish a Contract Award Notice on SADC Secretariat website and in UNDB online and in the dgMarket the results of the evaluation, and notify in writing both the successful and unsuccessful bidder. After publication of the Contract Award Notice, within maximum ten (10) working days unsuccessful bidders may appeal in writing to the Procuring Entity decision in accordance with the relevant clause of SADC Secretariat Procurement Guidelines specified in the BDS. 

36.4 In case of an appeal, the Procuring Entity my suspend the signature of the contract with the successful bidder until a appeal procedures are completed and a final decision it’s taken by the SADC Secretariat. All bidders will be informed in writing about the suspension of the award of the contract and might be requested to extend the validity of their offers in accordance with ITB Clause 17.

36.5 Upon the successful Bidder’s furnishing of the signed Contract Form and performance security pursuant to ITB Clause 39, the Procuring Entity will promptly discharge the bid security of each unsuccessful Bidder, pursuant to ITB Clause 18.4.

	37 Signing of Contract
	37.1 Promptly after notification, the Procuring Entity shall send the successful Bidder the Agreement and the Special Conditions of Contract. 

37.2 Within twenty-eight (28) days of receipt of the Agreement, the successful Bidder shall sign, date, and return it to the Procuring Entity.

37.3 Notwithstanding ITB 38.2 above, in case signing of the Contract Agreement is prevented by any export restrictions attributable to the Procuring Entity, to the country of the Procuring Entity, or to the use of the products/goods, systems or services to be supplied, where such export restrictions arise from trade regulations from a country supplying those products, systems or services, the Bidder shall not be bound by its bid, always provided, always provided, however, that the Bidder can demonstrate to the satisfaction of the Procuring Entity and of the SADC Secretariat  that signing of the Contact Agreement has not been prevented by any lack of diligence on the part of the Bidder in completing any formalities, including applying for permits, authorizations and licenses necessary for the export of the products, systems or services under the terms of the Contract.

	38 Performance Security
	38.1 Within twenty eight (28) days of the receipt of notification of award from the Procuring Entity, the successful Bidder, if required, shall furnish the Performance Security in accordance with the GCC, using for that purpose the Performance Security Form included in Section IX Contract forms, or another Form acceptable to the Procuring Entity. The Procuring Entity shall promptly notify the name of the winning Bidder to each unsuccessful Bidder and discharge the Bid Securities of the unsuccessful bidders pursuant to ITB Sub-Clause 18.4.

38.2 Failure of the successful Bidder to submit the above-mentioned Performance Security or sign the Contract shall constitute sufficient grounds for the annulment of the award and forfeiture of the Bid Security.  In that event the Procuring Entity may award the Contract to the next lowest evaluated Bidder, whose offer is substantially responsive and is determined by the Procuring Entity to be qualified to perform the Contract satisfactorily.  


	Section II.  Bidding Data Sheet (BDS)

The following specific data for the goods to be procured shall complement, supplement, or amend the provisions in the Instructions to Bidders (ITB).  Whenever there is a conflict, the provisions herein shall prevail over those in ITB.

[Instructions for completing the Bid Data Sheet are provided, as needed, in the notes in italics mentioned for the relevant ITB Clauses.]



	ITB Clause Reference
	A. General

	ITB 1.1
	The Procuring Entity is: SADC Secretariat

	ITB 1.1
	The name and identification number of the Contract is: 
Name: Air Travel Management
Identification number: SADC/AIR/FWK-05 /2014
The number, identification and names of the lots comprising this Contract are: 
Lot 1: Provision of Air Tickets to SADC Secretariat Executive Management 

Lot 2: Provision of Air Tickets to General SADC Secretariat Staff and member states

	ITB 1.2
	The procurement method is: National Competitive Bidding
The Procurement Guidelines edition is :  SADC Procurement  Policy dated August  2012 revised February 2014

	ITB 1.3 
	Bidders are required to bid for one or both lots. Bidders are required to bid for all items under the lot they are bidding for. Those not bidding for all items in the Lot shall be disqualified as non responsive.

	ITB 2.1
	A list of firms debarred from participating in SADC Secretariat financed projects is available at http://www.sadc.int. Please currently note that presently such a list may not exist but shall be available on this site.

	
	B. Contents of Bidding Documents

	ITB 5.1
	For Clarification of bid purposes only, bidders are free to make requests. For this purpose, request for clarifications shall be made 10 days before tender closing. 
Please take note that a Pre-Bid Meeting will be held on Tuesday, 22nd July 2014 at the SADC Secretariat in Gaborone, Botswana, at 14.30 hours, for those bidders who wish to attend, at their own will and cost. The Pre-Bid meeting will take place in the Conference Room DGP 48 & 49 on the Ground Floor, SADC Secretariat, Western Commercial Road (near Lobatse and Siboni Roads), CBD Plot 54385, Gaborone, Botswana.

The Purpose of the Pre-bid meeting is to enable bidders seeking clarifications to do so, but it is not mandatory for any bidder to attend and attendance of this meeting shall not be part of the evaluation criteria.

Minutes of this meeting shall be circulated to all bidders who shall express interest to bid on this tender.

The Procuring Entity’s address where to make requests for clarifications  is:

 The Head of Procurement & Secretary to the SADC Internal Tender Committee 

Address: Southern African Development Community (SADC) Secretariat

CBD Plot 54385.
Room DGP11 on Ground Floor

City:  Gaborone 
Country:   Botswana

Phone: +2673951863 
Fax: +2673972848 or +2673181070

Attention: Mr. Snowden Mmadi

Email: smmadi@sadc.int

	
	C. Preparation of Bids

	ITB 8
	The official language of the bidding process is: English

	ITB 11.1
	Alternative Bids shall be considered.  

A bidder may submit an alternative bid with or without a bid for the base case. The Procuring Entity shall consider bids offered for alternatives as specified in the Technical Specifications of Section VI, Schedule of Requirements   All bids received, for the base case, as well as alternative bids meeting the specified requirements, shall be evaluated on their own merits in accordance with the same procedures, as specified in the ITB 33.

	ITB 12.5
	The Bidders shall include in the bid price the following taxes: None   

	ITB 12.7
	The prices quoted by the Bidder shall not  be adjustable. 

	ITB 17.1


	Bid shall include a Bid Securing Declaration in the form specified in Section IV Bidding Forms.

	ITB 18.1
	In addition to the original of the bid, the number of copies is: 2

	
	D. Submission and Opening of Bids

	ITB 19.1
	Bidders shall not have the option of submitting their bids electronically. 

	ITB 19.2 (c)
	The inner and outer envelopes shall bear the following additional identification marks: “Tender for Framework Agreement for the Provision of Travel Management Services to the SADC Secretariat”

	ITB 20.1 
	For bid submission purposes, the Procuring Entity’s address is:

Attention: The Secretary 

SADC Internal Tender Committee

Address: Tender Box Located at the Main Reception

Ground Floor,

SADC Secretariat, 

CBD Plot 54385.

Western Commercial Road (near Lobatse and Siboni Roads)

City:  Gaborone
Country:  Botswana
The deadline for the submission of bids is:  

Date: 8th August 2014 

Time: 15:00 hrs
Note: Bidders are responsible for placement of Bid Documents in the Tender Box. 

	ITB 23.1
	The bid opening shall take place at: The Conference Room in DGP 45 on the Ground Floor
SADC Secretariat, 

CBD Plot 54385.

Western Commercial Road (near Lobatse and Siboni Roads)

Floor/ Room number:   Ground Floor Room DGP 45
City:  Gaborone 
Country:   Botswana
Date:    8th August 2014 

Time:  15:00 hrs

	
	E. Evaluation and Comparison of Bids

	ITB 30.1
	The Procuring Entity shall not grant Regional Preference for the purpose of the evaluation of this Contract. 

	ITB 31.3(a)
	Evaluation will be done per Lot and award of contract will be per Lot.
Note: Bids will be evaluated item by item. If a Price Schedule shows items listed but not priced, their prices shall be assumed to be included in the prices of other items.   An item not listed in the Price Schedule shall be assumed to be not included in the bid, and provided that the bid is substantially responsive, the highest price of the item quoted by substantially responsive bidders will be added to the bid price and the equivalent total cost of the bid so determined will be used for price comparison.

	ITB 31.3(d)
	The adjustments shall be determined using the following criteria, from amongst those set out in Section III, Evaluation and Qualification Criteria:  [refer to Schedule III, Evaluation and Qualification Criteria; insert complementary details if necessary] 

(a) Deviation in Delivery schedule: [insert Yes or No. If yes insert the adjustment factor]
(b) Deviation in payment schedule: [insert Yes or No.  If yes insert the adjustment factor]
(c) the availability in the Procuring Entity’s Country of after-sales services for the services offered in the bid [insert Yes  or No, If yes, insert the Methodology and criteria]
(d)  [insert any other specific criteria]

	ITB 31.5
	Bidders shall not be allowed to quote separate prices for one or more lots. 

	
	F. Award of Contract

	ITB 35.1
	The maximum percentage by which quantities may be increased is: 30%
The maximum percentage by which quantities may be decreased is: 30%

	ITB 35.3
	The Contract Award Notice will be published on the SADC Secretariat website SADC only. Appeals will be made in accordance with Article 36 of the SADC Secretariat Procurement Guidelines August 2011


Section III.  Evaluation and Qualification Criteria 
Contents

1. Evaluation Criteria (ITB 31.3 (d))

2. Qualification Criteria (ITB 34)

The Procuring Entity’s evaluation of a bid may take into account, among others, in accordance with ITB Clause 31.3 (d) one or more of the following factors as specified in ITB Clause 34 using the following criteria and methodologies. 

3.1
ADMINISTRATIVE REQUIREMENTS FOR BOTH LOTS

	Subject
	Requirement
	Responsive or Non Responsive

	Mandatory administrative requirements
	· Must submit a copy of Certificate of Registration/Incorporation

· Must submit a copy of valid Tax Compliance Certificate

· Must fill the Price Schedule in the format provided

· Must submit copy of IATA Registration/Licence

· Must submit copy of Tourism License

· Must submit copy of Ticketing and Refund Policy

· Must fill and submit the Form of Tender in the format provided

· Must submit a duly filled up Confidential Business Questionnaire in format provided
	

	Financial Resources
	Provide audited accounts for the last three (3) years

Provide bank statement for the last 12 months up to 31st May 2014
	Must meet the requirement

	Personnel Resources:
	Provide profile of a Minimum of three (3) directors and/or Management with copies of their relevant certificates attached
Provide names and profiles of at least three Travel consultants who will be handling SADC account with the following attachments:
- Copies of their relevant certification
- Certified copies of Identity Cards for all Botswana - Citizens’ Consultants

- Certified valid work permits for non Botswana - Citizen Consultants
	Must meet the requirement

	Submission of the above is MANDATORY and any tender deemed non responsive at this stage will not be considered further  


3.2
TECHNICAL REQUIREMENTS FOR BOTH LOTS

This is the Third stage of evaluation and will carry a total of 70%. Only bidders who will score above 70 % under Technical evaluation will be subjected to Financial Evaluation. Those who will score below 70% will be eliminated from the evaluation process and will not be considered further

	Subject
	Requirement
	Score

	Experience in implementing similar contracts


	· Minimum of 5 years in Air Travel and Ticketing Industry. This will be supported by the copy of certificate of registration/incorporation

· Provide a minimum of 10 clients and references to which the company has offered similar services in the last 3 years


	10

10

	Reservation and Ticketing
	
	10

	Travel Documentation
	
	5

	Airfares and Airline Routings/Itineraries
	
	10

	Travel Information/Advisories
	
	10

	Car Rental and Airfares
	
	10

	Billing and Invoicing
	
	10

	Flight Cancellation/Rebooking and Refunds
	
	10

	Feedback and reporting
	
	5

	Availability of other products and Services
	
	10

	TOTAL
	100


3.3
FINANCIAL EVALUATION

This is the Third stage of evaluation and will carry a total of 30 %. Only bidders who score above 70 % under Technical evaluation will be considered under this stage

The financial submissions for each of the required services i.e. air ticketing for domestic air travel; air ticketing for regional air travel; and air ticketing for international air travel, will be divided by the lowest financial quote to determine the financial score of each service. 
Thereafter the average financial sore will be computed and will be used in the formula below to compute the combined technical and financial scores i.e. the average financial score will be considered as the final Financial Score (F.S.).

COMBINED TECHNICAL AND FINANCIAL SCORES

The following formula shall be used

T.S (70%) + F.S (30 %) = T.T.L (100%)

· T.S = Technical Score = (Technical Evaluation ) as evaluated against the technical criteria,

· F.S = Financial Score (computed as below)

FSL / FSC = FS

FSC = Financial submission of the tender under consideration.

FSL = Financial score for the lowest tender.

FS = Computed financial score for each tenderer.

T.T.L = Total Score

The table below summarises the overall evaluation process and the proposed weighting of each stage.

	Area
	Rating / Scores



	Technical Specifications 
	70



	Financial Evaluation
	30



	TOTAL
	100




	Section IV.  Standard Bidding Forms


Notes on the standard Forms

Form of Tender The form of Tender must be completed by the tenderer and submitted with the tender documents. It must also be duly signed by duly authorized representatives of the tenderer.

Price Schedule Form The price schedule form must similarly be completed and submitted with the tender.

Contract Form - The contract form shall not be completed by the tenderer at the time of submitting the tender. The contract form shall be completed after contract award and should incorporate the accepted contract price.

Bid Securing Declaration - The tenderer shall provide the tender security either in the form included hereinafter.
Performance Security Form – The form to be used for submission of performance security
Call off Order Form – This becomes relevant when contract has been signed with the successful bidder. The Procuring Entity use this form to communicate its existing needs. The tenderer should not fill this form at the time of submitting the tender
FORM 1

Form of Tender
Date: [insert date (as day, month and year) of bid submission]
Procurement Reference No: SADC/AIR/FWK-05 /2014

To:
The SADC Secretariat


Private Bag 0095


Gaborone


Botswana
Dear:

We, the undersigned, declare that: 

(a) We have examined and have no reservations to the Bidding Document, including Addenda No.: [insert the number and issue date of each Addenda]; 

(b) We offer to supply in conformity with the Bidding Document and in accordance the Schedule of Requirements specified in the schedule of requirements. 

(c) We understand that any resulting contract will be a framework contract, with estimated quantities, and that you will not be bound to request any services , with the exception of any guaranteed minimum value;

(d) Our bid shall be valid for a period of 120  calendar days from the date of the deadline for bid submission in accordance with the Bidding Document, and it shall remain binding upon us and may be accepted at any time before the expiration of that period;

(e) We, including any subcontractors or suppliers for any part of the contract resulting from this procurement process, are eligible to participate in public procurement in accordance with SADC Regulations. 

(f) We undertake to abide by the Code of Ethical Conduct for Bidders and Suppliers during the procurement process and the execution of any resulting contract;

(g) We are not participating, as Bidders, in more than one bid in this bidding process, other than alternative bids in accordance with the Bidding Document;

(h) We do not have any conflict of interest and have not participated in the preparation of the original Schedule of Requirements for the Procuring Entity;

(i) We, our affiliates or subsidiaries, including any subcontractors or Suppliers for any part of the contract, have not been suspended by the Public Procurement Regulatory Authority in Botswana and any SADC Member State from participating in public procurement;

 (l)
We understand that this bid, together with your written acceptance thereof included in your Letter of Bid Acceptance, shall constitute a binding contract between us, until a formal contract is prepared and executed;

(m)
We understand that you are not bound to accept the lowest bid or any other bid that you may receive.

Signed: [signature of person whose name and capacity are shown below]
Name: [insert complete name of person signing the bid]
In the capacity of [insert legal capacity of person signing the bid]

Duly authorised to sign the bid for and on behalf of: [insert complete name of Bidder]
Dated on ____________ day of __________________, _______ [insert date of signing]
FORM 11

PRICE SCHEDULE FORM
[Insert date (as day, month and year) of bid submission]
Procurement Reference No: [insert Procurement Reference umber]
Name of Bidder: 
[Insert the name of the Bidder]

The Travel agent should indicate the cost that is necessary to meet the requirements of SADC. The price quotations shall include all applicable taxes.

	No
	Services Required
	Services Charge
	Remarks



	1. 
	Airticketing Services for Domestic air travel
	
	

	2. 
	Airticketing Services for  Regional air travel
	
	

	3. 
	Air Ticketing Services for  Continental Travel (Africa)
	
	

	4. 
	Air Ticketing Services for International air travel
	
	


NB:

· The servuces will be rendered on need basis

· Payments shall be made within 30 days upon receipt of invoice(s)

Signed: [signature of person whose name and capacity are shown below ]
Name: [insert complete name of person signing the bid]
In the capacity of [insert legal capacity of person signing the bid]
Duly authorised to sign the bid for and on behalf of: [insert complete name of Bidder]

Dated on ____________ day of __________________, _______ [insert date of signing]
FORM 111

Framework Contract Agreement Form
Procurement Reference No: 
THIS AGREEMENT made the ________ day of _______________________, _____, between _________________________________of __________________________ (hereinafter “the Procuring Entity”), of the one part, and _______________________ of ______________________________ (hereinafter “the Agent”), of the other part:

WHEREAS the Procuring Entity invited bids for certain Services , viz., _________________________________________________________________ and has accepted a Bid by the Agent for the provision of those Services in the sum of _________________________________________ (hereinafter “the Contract Price”).

NOW THIS AGREEMENT WITNESSETH AS FOLLOWS:

1.
In this Agreement words and expressions shall have the same meanings as are respectively assigned to them in the Contract referred to.

2.
In consideration of the payments to be made by the Procuring Entity to the Supplier as indicated in this Agreement, the Supplier hereby covenants with the Procuring Entity to provide the Services and to remedy defects therein in conformity in all respects with the provisions of the Contract.

3.
The Procuring Entity hereby covenants to pay the Supplier in consideration of the provision of the Services, the Contract Price at the times and in the manner prescribed by the Contract.

4.
The quantities of Services specified in the Schedule of Requirements are estimated quantities only and are not purchased by this contract. If the call-off orders under this contract do not result in total orders of the quantities described as estimates, that fact shall not constitute the basis for an equitable adjustment. 

5.
The Procuring Entity shall order from the Supplier all the Services specified in the contract that are required to be purchased by the Procuring Entity during the period stated below, unless any Services are urgently required in an emergency situation and the Supplier is unable to deliver such Services within the period required by the Procuring Entity. .
 

6.
Any Services to be provided under this contract shall be ordered by the issue of call-off orders, which shall be issued by the Procuring Entity, using the format attached to this Agreement.

7.
Call-off orders may be issued at any time during a period of one year from the date of contract indicated above but will in principle not be issued in periods shorter than 2 months. 

IN WITNESS whereof the parties hereto have caused this Agreement to be executed in accordance with the law specified in the Special Conditions of Contract on the day, month and year indicated above.

Signed by ___________________________ (for the Procuring Entity)

Name:_____________________________ Position:__________________________

Signed by _____________________________ (for the Supplier)

Name:_____________________________ Position:___________________________

FORM IV

Bid-Securing Declaration Form
[The Bidder shall fill in this Form in accordance with the instructions indicated .]

Date: [insert date (as day, month and year)]
Bid No.: [insert number of bidding process]
Alternative No.: [insert identification No if this is a Bid for an alternative]
To: [insert complete name of Procuring Entity]
We, the undersigned, declare that: 




We understand that, according to your conditions, bids must be supported by a Bid-Securing Declaration.

We accept that we will automatically be suspended from being eligible for bidding in any contract with the Procuring Entity for the period of time of Two (2)  years, if we are in breach of our obligation(s) under the bid conditions, because we:

(a) 
have withdrawn our Bid during the period of bid validity specified in the Form of Bid; or

(b) 
having been notified of the acceptance of our Bid by the Procuring Entity during the period of bid validity, (i) fail or refuse to execute the Contract, if required, or (ii) fail or refuse to furnish the Performance Security, in accordance with the ITB.

We understand this Bid Securing Declaration shall expire if we are not the successful Bidder, upon the earlier of (i) our receipt of your notification to us of the name of the successful Bidder; or (ii) twenty-eight days after the expiration of our Bid.

Signed: [insert signature of person whose name and capacity are shown] In the capacity of [insert legal capacity of person signing the Bid Securing Declaration] 

Name: [insert complete name of person signing the Bid Securing Declaration]
Duly authorized to sign the bid for and on behalf of: [insert complete name of Bidder]
Dated on ____________ day of __________________, _______ [insert date of signing]
Corporate Seal (where appropriate)

[Note: In case of a Joint Venture, the Bid Securing Declaration must be in the name of all partners to the Joint Venture that submits the bid.]

FORM V

 Performance Security Form

To: 
[name of Employer]
WHEREAS [name of Supplier] (hereinafter called “the Supplier”) has undertaken, in pursuance of Contract No.  [reference number of the contract] dated ____________ 19_____ to supply [description of goods and services] (hereinafter called “the Contract”).

AND WHEREAS it has been stipulated by you in the said Contract that the Supplier shall furnish you with a bank guarantee by a reputable bank for the sum specified therein as security for compliance with the Supplier’s performance obligations in accordance with the Contract.

AND WHEREAS we have agreed to give the Supplier a guarantee:

THEREFORE WE hereby affirm that we are Guarantors and responsible to you, on behalf of the Supplier, up to a total of [amount of the guarantee in words and figures], and we undertake to pay you, upon your first written demand declaring the Supplier to be in default under the Contract and without cavil or argument, any sum or sums within the limits of [amount of guar​antee] as aforesaid, without your needing to prove or to show grounds or reasons for your demand or the sum specified therein.

This guarantee is valid until the _____ day of __________20_____.

Signature and seal of the Guarantors

_____________________________________________________________________

[name of bank or financial institution]
_________________________________________________________________________

[address]
__________________________________________________________________________

[date]
FORM VI

 Call-Off Order

Under a Framework Contract

Procurement Reference No: 
________________________________________

Call-Off Order Reference No:
________________________________________

Procuring Entity:
________________________________________

Agent
________________________________________

Date of Call-Off Order:
________________________________________

The Procuring Entity indicated above issues this call-off order under the framework contract referenced above. 

This call-off order is subject to the terms and conditions of the framework contract referenced above. In the event of a conflict, between this call-off order and the contract, the contract shall prevail. 

Please proceed with delivery of the Services detailed on the attached List of Services and Price Schedule, in accordance with the response times specified in the contract. 

The total value of this call-off order is ____________________. 

Please confirm your receipt of this call-off order and that you are proceeding with delivery of the Services, in accordance with the terms and conditions of the contract. 

Authorized by:

	Signature:
	

	Name:
	

	Position:
	


PART 2 – General Service Requirements

	Section VI.  Schedule of Requirements


Contents

1.
List of General Services and Related Goods and Completion Schedule


The SADC Secretariat intends to outsource air travel ticketing services for the period ending 31st March 2015. SADC requires that air travel arrangements in respect of its officials and non-SADC officials requiring air transport in the interest of SADC be made by the travel company with due consideration of the following:

1.1
MINIMUM PRODUCTS AND SERVICES REQUIRED BY SADC

The successful travel agent(s) shall provide full, prompt, accurate and expert international and domestic travel products and services to SADC Staff, their dependents and other travelers authorized / accredited by the SADC Secretariat, in accordance with the SADC policies, procedures and guidelines. 

The products and services required by SADC include, but not limited to, the following:

1.1.1 Reservation and Ticketing

a) For every duly approved SADC Travel Authorization, travel agency shall immediately make bookings on the three (3) main airlines operating the route and prepare appropriate itineraries and formal quotations based on the lowest fare and the most direct and convenient routing;

b) In the event that required travel arrangements cannot be confirmed, travel agency shall notify the requesting party of the problem and present three (3) alternative routings/quotations for consideration;

c) For wait-listed bookings, travel agency shall provide regular daily feedback on status of the flight;

d) Travel agency shall promptly issue and deliver accurately printed tickets and detailed itineraries, (in printed and electronic format) showing the accurate status of the airline and hotel reservations on all segments of the journey; and

e) Travel agency shall accurately advise SADC of ticketing deadlines and other relevant information every time reservations are made, in order to avoid cancellations of bookings.

1.1.2. Travel Documentation

Travel agency shall --

a) Provide services for the timely application for and release of visas, etc.;

b) Immediately replace tickets and other travel documents in the event of their loss.

1.1.3. Airfares and Airline Routings/Itineraries

Travel agency shall --

a) propose fares/airline routings and guarantee that it shall obtain the lowest available airfare for the journey concerned. Such journeys shall be the most direct and economical routing, unless travel time exceeds 9 hours in duration with a maximum 4 hours break between flight segments;

b) ensure that tickets issued are in accordance with entitlements prescribed in the Travel Authorization;

c) assist SADC in negotiating with airlines on preferred carrier fares for SADC, (and load such fares in the travel agency’s Computerized Reservation System for use in auto-ticketing);

d) assist SADC in negotiating with airlines preferred fare conditions for SADC, such as ticketing deadlines to be as flexible as possible (i.e. until the date of commencement of particular travel); and

e) advise market practices and trends that could result in further savings for SADC, including the use of corporate travel booking tools with automated travel policy compliance and enforcement, and travel management reporting.

1.1.4. Travel Information / Advisories

Travel agent shall --

a) Inform SADC staff, upon booking confirmation, of flight/ticket restrictions, involuntary stop-overs, hidden stops, and other possible inconveniences of the itinerary and provide required documentation for travels;

b) Provide SADC staff with online and offline relevant information on official destinations, i.e., visa requirements, security advisories, airport transfers / land transportation facilities, local points of interest, currency restrictions / regulations, health advisories, weather conditions, etc.;

c) Endeavor to notify SADC staff of airport closures delayed or canceled flights, security procedures, health precautions, as well as other changes that will affect or will require preparations from the travelers, sufficiently before departure time; and

d) Quick reference for requested destination.

1.1.5. Car Rental and Transfers

Travel agency shall --

a) Provide rent-a-car services (medium level vehicles) including or excluding a driver upon request from SADC

b) Arrange and organize mini-bus/ bus transfers for group travels including a driver.

c) Organize reservation/ purchase of train/ bus/ ship tickets, as may be necessary.

1.1.6. Billing and Invoicing

Travel agency must --

a) Be financially capable to bill / invoice SADC on a monthly basis for the expenses incurred during the previous month. However, SADC will attempt to regularly disburse payments every month for the services rendered during the previous period.

1.1.7. Flight Cancellations / Rebooking and Refunds

Travel agency shall --

a) Process duly authorized flight changes/ cancellations when and as required and taking care that in such cases, cancellation fees and charges imposed by the airlines are avoided.

b) Immediately process airline refunds for cancelled travel requirements/ unutilized pre-paid tickets and credit these to SADC as expeditiously as possible;

c) Refund tickets within three (3) months only (shorter period than 3 months offered will be an advantage)

d) Limit refund charges at airline rates only, i.e., no additional charges will accrue to the travel agency

e) Absorb all cancellation and / or change reservation date charges which are due to no fault of SADC or the Traveler, and

f) Report back to SADC on the status of ticket refunds.

1.1.8. Management Reporting System

Travel Agency shall submit to SADC the following reports/documents on a monthly basis, immediately or at anytime upon request by SADC:

a) Weekly / Monthly production statistics) with comparative figures if applicable (month to month, year on year)

b) Weekly / Monthly Carrier – Route – Fare Analysis and Production / Volume of business

c) Changes and Updates on Airline Rates, promotions, policy changes, etc., immediately upon the Travel Agency’s receipt of the advise

d) Complaint Analysis for SADC

e) Monthly reports on the status of ticket refunds to SADC.

1.1.9. Availability of Other Products and Services As May Be Requested

Travel agency, where applicable and upon request of the travelers, shall provide other services including, but not limited to, the following:

a) Preferred Seating Arrangements / Upgrades

b) Privileged Check-in Services / Use of Airline Lounges Facilities

c) Hotel reservations / Accommodations

d) Excess Baggage / Lost Baggage / Baggage Insurance

e) Ground Transportation (bus / train reservations and tickets)

f) Meet & Greet Services / Airport transportation - Provide Meet & Greet Services, as and when requested by SADC to welcome delegates and participants invited to conferences and meetings, and arrange related hotel accommodation and transport / transfers. These services shall include, but not necessarily be limited to:

·  Welcome VIP’s at  Sir Seretse Khama VIP Lounge

·  Provide transport to their respective hotels

·  Arrange transport to/ from SADC premises

·  Provide pre- and post-conference excursion tours for interested parties

·  This Meet & Greet Services package shall be offered directly to the delegates and participants, and shall be charged to them directly by the Service Provider.

g) Emergency Services, i.e., sickness, injury, etc.

h) Travel Insurance

i) Travel Assistance / Support to Conferences / Special Events

 Arrange, prepare and assist in the organisation of travel plans and implementation for conferences and other special events as required by SADC, and provide additional, qualified, reliable and competent staff and transport facilities to SADC offices to meet the specific requirements; Ability to work in conjunction with third-party suppliers (such as production companies) to achieve a successful conference outcome; and
j) Open book policy - To have access to the Service Provider’s commission rates, overrides, rebates, etc. to determine/ audit the return of commissions to the Company

2.0
Performance Standards and Service Level Guarantee

The contracted travel agent shall perform its services and deliver its products in accordance with the herein prescribed minimum performance standards set by SADC:
	Product / Service
	Performance Attribute
	Definition
	Standard / Service Level

	1. Airline Reservation
	· Agency Accuracy
	· Ability to perform task completely and without error
	· Zero-error in passenger records/airline bookings, fare computation and routing

	· 
	· Speed and Efficiency
	· Ability to deliver product or service promptly and with the use of resources
	· For confirmed bookings via itinerary within two hour’s time of request For wait listed bookings via regular updates every two days.

· 

	2. Airline Tickets
	· Agent Accuracy
	· Ability to perform task completely and without error
	· Zero-error in the printed ticket/aborted travel due to incomplete travel documents

	· 
	· Timeliness of delivery
	· Ability to deliver product or service on or before promised date
	· 3 working days before departure date

	3. Travel Documentation
	· Accuracy
	· Ability to ascertain requirements for various destinations/nationalities
	· Zero-incident of complaint/aborted travel due  to incomplete travel documents

	· 
	· Clarity
	· Ability to deliver product or service on or before promised date
	· 10 Working days before departure

	4. Billing
	· Accuracy
	· Ability to generate billing statements without errors
	· Zero-Error or no discrepancy between invoices and attachments

	· 
	· Clarity
	· Ability to generate bills that are transparent or easy to understand
	· Zero-Returns for clarification/explanation

	5. Rates/Pricing
	· Fairness
	· Reasonable charges for services offered
	· At same or rates lower than market standards

	· 
	· Company concern about fares
	· Ability to quote competitive fare
	· At levels same or lower than airline preferred rates. Guarantee that one quotation is the lowest obtainable fare

	· 
	· Good value indicated by price
	· Competitive of fares quoted vs. restrictions or lack/absence thereof
	· At the same terms or better than quoted by airlines

	· 
	· Willingness to assist SADC negotiate with airlines regarding preferred rates and concessions
	· Voluntarily offering to assist/represent SADC in dealings with airlines
	· Semiannual meetings to obtain competitive rates in the market and preferable fare conditions (i.e. ticketing, deadlines, etc.)


	· 6. Service Quality
	· Accessibility
	· Ability to access or approach travel agency
	· Telephone: 3 rings

· Emergency: 24 hours

· Email: available

· Website: available

	· 
	· Responsiveness
	· Willingness to go out of one’s way to help the traveler
	· Regular coordination meetings with SADC Travel Management Office for Performance Reviews twice a year

	· 
	· 
	· Willingness to go out of one’s way to help the traveler
	· No. of personal travels booked with travel agents

	7. Problem Solving
	· Refunds
	· Ability to process and obtain ticket refunds on a timely basis
	· 100% within one month from date of cancellation

	· 
	· Complaint Handling
	· Ability to resolve complaints
	· Timeliness: one (1) week

· Manner of resolution: Satisfactory score

	8.Travel Consultants
	· Competence
	· Knowledge of destinations

· Knowledge of airline practices, fare levels and shortest routes and connections

· Knowledge of SADC policies
	· Proficiency rating of not less than 75%

	9. Communications
	· Awareness Level of Travelers regarding Travel Agency Product and Services
	· Services and policies are communicated to travelers.

· Travelers are well informed bout matters concern them
	· Frequency of communications: Monthly

	10. Office premises and Hours of Services
	· Readiness to do business
	· Senior Travel Expert  to commence business 
	· Eight hours/days 07:30 – 4:30 of work as SADC Monday – Friday; accommodation of calls during off-hours

· Zero complaints that no one was around to answer calls


PART 3 – Framework Agreement
GENERAL CONDITIONS OF CONTRACT

1.1. Definitions
In this contract the following terms shall be interpreted as indicated:
a)  “The contract” means the agreement entered into between the Procuring entity and the tenderer as recorded in the Contract Form signed by the parties, including all attachments and appendices thereto and all documents incorporated by reference therein.
b) “The Contract Price” means the price payable to the tenderer under the Contract for the full and proper performance of its contractual obligations.
c)  “The services” means services to be provided by the contractor including materials and incidentals which the tenderer is required to provide to the Procuring entity under the Contract.
d) “The Procuring entity” means the organization sourcing for the services under this Contract.
e) “The contractor means the individual or firm providing the services under this Contract.
f) “GCC” means general conditions of contract contained in this section
g) “SCC” means the special conditions of contract
h) “Day” means calendar day
1.2. Application
1.2.1. These General Conditions shall apply to the extent that they are not superseded by provisions of other part of contract.
1.3. Standards
1.3.1. The services provided under this Contract shall conform to the 7 standards mentioned in the Schedule of requirements
1.4. Patent Right’s
1.4.1. The tenderer shall indemnify the Procuring entity against all third-party claims of infringement of patent, trademark, or industrial design rights arising from use of the services under the contract or any part thereof.
1.5. Performance Security
1.5.1. Within twenty eight (28) days of receipt of the notification of Contract award, the successful tenderer shall furnish to the Procuring entity the performance security where applicable in the amount specified in Special Conditions of Contract.
1.5.2. The proceeds of the performance security shall be payable to the Procuring entity as compensation for any loss resulting from the Tenderer’s failure to complete its obligations under the Contract.
1.5.3. The performance security shall be denominated in the currency of the Contract, or in a freely convertible currency acceptable to the Procuring entity and shall be in the form of :
a) Cash.
b) A bank guarantee.
c)  Such insurance guarantee approved by the Authority.
d) Letter of credit.
1.5.4. The performance security will be discharged by the procuring entity and returned to the candidate not later than thirty (30) days following the date of completion of the tenderer’s performance of obligations under the contract, including any warranty obligations under the contract.
1.6. Inspections and Tests
1.6.1. The Procuring entity or its representative shall have the right to inspect and/or to test the services to confirm their conformity to the Contract specifications. The Procuring entity shall notify the tenderer in writing, in a timely manner, of the identity of any representatives retained for these purposes.
1.6.2. The inspections and tests may be conducted on the premises of the tenderer or its subcontractor(s). If conducted on the premises of the tenderer or its subcontractor(s), all reasonable facilities and assistance, including access to drawings and production data, shall be furnished to the inspectors at no charge to the Procuring entity.
1.6.3. Should any inspected or tested services fail to conform to the Specifications, the Procuring entity may reject the services, and the tenderer shall either replace the rejected services or make alterations necessary to meet specification requirements free of cost to the Procuring entity.
1.6.4. Nothing in paragraph 3.7 shall in any way release the tenderer from any warranty or other obligations under this Contract.
1.7. Payment
1.7.1. The method and conditions of payment to be made to the tenderer under this Contract shall be specified in SCC.

1.8. Prices
1.8.1. Prices charged by the contractor for services performed under the Contract shall not, with the exception of any Price adjustments authorized in SCC, vary from the prices by the tenderer in its tender or in the procuring entity’s request for tender validity extension as the case may be. No variation in or modification to the terms of the contract shall be made except by written amendment signed by the parties.
1.9. Assignment
1.9.1. The tenderer shall not assign, in whole or in part, its obligations to perform under this contract, except with the procuring entity’s prior written consent.
1.10. Termination for Default
1.10.1. The Procuring entity may, without prejudice to any other remedy for breach of Contract, by written notice of default sent to the tenderer, terminate this Contract in whole or in part:
a) If the tenderer fails to provide any or all of the services within the period(s) specified in the Contract, or within any extension thereof granted by the Procuring entity.
b) If the tenderer fails to perform any other obligation(s) under the Contract.
c) If the tenderer, in the judgment of the Procuring entity has engaged in corrupt or fraudulent practices in competing for or in executing the Contract.

1.10.2. In the event the Procuring entity terminates the Contract in whole or in part, it may procure, upon such terms and in such manner as it deems appropriate, services similar to those undelivered, and the tenderer shall be liable to the Procuring entity for any excess costs for such similar services.
1.11. Termination of insolvency
1.11.1. The procuring entity may at anytime terminate the contract by giving written notice to the contractor if the contractor becomes bankrupt or otherwise insolvent. In this event, termination will be without compensation to the contractor, provided that such termination will not produce or affect any right of action or remedy, which has accrued or will accrue thereafter to the procuring entity.
1.12. Termination for convenience
1.12.1. The procuring entity may by written notice sent to the contractor terminate the contract in whole or in part, at any time for its convenience. The notice of termination shall specify that the termination is for the procuring entity convenience, the extent to which performance of the contractor of the contract is terminated and the date on which such termination becomes effective.
1.12.2. For the remaining part of the contract after termination the procuring entity may elect to cancel the services and pay to the contractor on agreed amount for partially completed services.
1.13. Resolution of disputes
1.13.1. The procuring entity’s and the contractor shall make every effort to resolve amicably by direct informal negotiations any disagreement or dispute arising between them under or in connection with the contract.
1.13.2. If after thirty (30) days from the commencement of such informal negotiations both parties have been unable to resolve amicably a contract dispute either party may require that the dispute be referred for resolution to the formal mechanisms specified in the SCC.
1.14. Governing Language
1.14.1. The contract shall be written in the English language. All correspondence and other documents pertaining to the contract, which are exchanged by the parties, shall be written in the same language.
1.15. Force Majeure
1.15.1. The contractor shall not be liable for forfeiture of its performance security, or termination for default if and to the extent that it’s delay in performance or other failure to perform its obligations under the Contract is the result of an event of Force Majeure.
1.16. Applicable Law
1.16.1. The contract shall be interpreted in accordance with the laws of Botswana unless otherwise specified in the SCC.

1.17. Notices
1.17.1. Any notices given by one party to the other pursuant to this contract shall be sent to the other party by post or by fax or E-mail and confirmed in writing to the other party’s address specified in the SCC 
1.17.2. A notice shall be effective when delivered or on the notices effective date, whichever is later.
� 	In this context, any action taken by a bidder, supplier, contractor, or a sub-contractor to influence the procurement process or contract execution for undue advantage is improper.


� 	“another party” refers to a public official acting in relation to the procurement process or contract execution].  In this context, “public official” includes SADC Secretariat staff and employees of other organizations taking or reviewing procurement decisions.


� 	a “party” refers to a public official; the terms “benefit” and “obligation” relate to the procurement process or contract execution; and the “act or omission” is intended to influence the procurement process or contract execution.


� 	“parties” refers to participants in the procurement process (including public officials) attempting to establish bid prices at artificial, non competitive levels.


� 	a “party” refers to a participant in the procurement process or contract execution.





