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TENDER FOR THE SUPPLY OF GENERAL OFFICE SUPPLIES USING 

 FRAMEWORK CONTRACTS  

REFERENCE NO: SADC/ADMIN/01/2014

INVITATION FOR BIDS

Date: 28th April 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 Supply of General Office Supplies.
2. The SADC Secretariat now invites sealed bids from eligible Suppliers of General Office Supplies.

3. Bidding will be conducted through the Local Open Bidding procedures specified in the SADC Procurement Policy, August 2011. Participation is however is open to all eligible Bidders from the SADC region 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/office-supplies-2014. 
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 @sadc.int at the latest 2 weeks before the deadline of submission of the bids..
, copy to tluka
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 30th May 2014, 15:00 hrs local time. 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 Monday, 30th  May 2014,at 15:15 hrs local time 
8. 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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HEAD – PROCUREMENT UNIT

SECTION II:  INSTRUCTIONS TO BIDDERS
A. Introduction

	1. Scope of Bid
	1.1
	The Procuring Entity indicated in the Bid Data Sheet (TDS) invites bids for the provision of Supplies and Related Services as specified in the Bid Data Sheet and Section VII, Technical Specification. Bids are invited for an estimated quantity of Supplies, as specified in Bid Data Sheet, under a framework contract arrangement. 



	
	1.2
	The successful Bidder will be expected to supply the supplies and services during the required period specified in the Bid Data Sheet.


	2. Source of Funds
	2.1
	The SADC Secretariat has Botswana set aside sufficient funds for the operations of the Procuring Entity named in the Bid Data Sheet during the Financial Year indicated in the Bid Data Sheet.  It is intended that part of the proceeds of the funds will be applied to cover eligible payments under the contract for the supply of related goods and or services as described in the Bid Data Sheet.



	
	
	. 


	A Bidder may be a natural person, private entity, and government-owned entity, subject to ITB Sub-Clause 3.4, any combination of them with a formal intent to enter into an agreement or under an existing agreement in the form of a joint venture, consortium, or association.  In the case of a joint venture, consortium, or association, unless otherwise specified in the Bid Data Sheet, all parties shall be jointly and severally liable.

	
	3.2
	The invitation for bids is open to all suppliers as defined in the SADC Procurement Regulations, 2011. 



	
	3.3
	National Bidders shall satisfy all relevant licensing and/or registration requirements with the appropriate statutory bodies, Foreign Bidders are exempted from this requirement but where selected as having submitted the lowest evaluated bid the successful Bidder shall register with the appropriate statutory body and shall be required to submit evidence of registration as an approved supplier in Botswana before signing the Contract.


	
	3.4
	A Bidder shall not have a conflict of interest. All Bidders found to be in conflict of interest shall be disqualified. A Bidder may be considered to have a conflict of interest with one or more parties in this bidding process, if they:

a) Are associated or have been associated in the past, directly or indirectly with a firm or any of its affiliates which have been engaged by the Procuring entity to provide consulting services for the preparation of the design, specifications and other documents to be used for the procurement of the supplies and services to be purchased under this Invitation for Bids; or

b) have the same legal representative for purposes of this bid; or

c) have a relationship with each other, directly or through common third parties, that puts them in a position to have access to information about or influence on the bid of another Bidder, or influence the decisions of the Procuring entity regarding this bidding process; or

d) submit more than one bid in this bidding process, However, this does not limit the participation of subcontractors in more than one bid, or as Bidders and subcontractors simultaneously; or

e) participated as a consultant in the preparation of the design or technical specifications of the supplies and services and related services that are the subject of the bid.



	
	3.5
	Bidders shall not be under a declaration of ineligibility for corrupt and fraudulent practices issued by the SADC Secretariat or any of its Member States in accordance with  ITB Sub-Clause 45.1


	
	3.6
	Government-owned enterprises shall be eligible only if they can establish that they are legally and financially autonomous, operate under commercial law, they are not a dependent agency of the Government and are registered by the relevant registration boards or authorities.



	
	3.7
	Bidders shall provide such evidence of their continued eligibility satisfactory to the Procuring Entity, as the Procuring Entity shall reasonably request.



	4. Eligible Supplies and Related Services
	4.1
	All Supplies and Related Services to be supplied under the Contract shall have as their country of origin an eligible country in accordance with the SADC Procurement Regulations, 2011. For purposes of this Bid, ineligible countries are stated in the Bid Data Sheet.



	
	4.2
	For purposes of this Clause, the term “Supplies” means goods, raw materials, products, equipment or objects of any kind and description in solid, liquid or gaseous form, or in the form of electricity, or intellectual and proprietary rights as well as works or services incidental to the provision of such supplies where the value of such works or services does not exceed the value of the supplies. 



	
	4.3
	The term “country of origin” means the country where the Supplies have been mined, grown, cultivated, produced, manufactured, or processed, or through manufacture, processing, or assembly, another commercially recognised article results that differs substantially in its basic characteristics from its imported components or  the place from which the related services are supplied.



	
	4.4
	The nationality of the firm that produces, assembles, distributes, or sells the Supplies shall not determine their origin.



	
	4.5
	If so required in the Bid Data Sheet, the Bidder shall demonstrate that it has been duly authorised by the Manufacturer of the Supplies to supply, in Botswana  the Supplies indicated in its Bid. 



	
	4.6
	To establish the eligibility of the Supplies and Related Services, Bidders shall fill the country of origin declarations in the Price Schedule included in the Forms of Bid.



	5. One Bid per Bidder
	5.1
	A firm shall submit only one bid, in the same bidding process, either individually as a Bidder or as a partner in a joint venture. 



	
	5.2
	No firm can be a subcontractor while submitting a bid individually or as a partner of a joint venture in the same bidding process.



	
	5.3
	A firm, if acting in the capacity of subcontractor in any bid, may participate in more than one bid but only in that capacity.



	
	5.4
	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 bids in which the Bidder has participated to be disqualified.



	6. Cost of Bidding
	6.1
	The Bidder shall bear all costs associated with the preparation and submission of its bid, and the Procuring Entity will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the bidding process. 

	B. Bid Documents



	7. Content of Bidding Documents
	7.1
	The supplies and services required, bidding procedures, and contract terms are prescribed in the Bidding Documents.  Bidding Documents which should be read in conjunction with any addenda issued in accordance with ITB sub-Clause 9.2 include:

Section II: 
Instructions to Bidders (ITB)

Section III: 
Bid Data Sheet (TDS)

Section IV:
General Conditions of Contract 




(GCC)

Section V:
Special Conditions of Contract 




(SCC)

Section VI:
Schedule of Requirements

Section VII:
Technical Specifications

Section VIII:
Forms - Bid


Form of Bid


Price Schedule for Supplies and Related Services 


Form of Qualification Information

Section IX      Forms- Security



Bid 
Securing Declaration)



Letter of Acceptance 



Form of Contract


Performance Security Form


Bank Guarantee for Advance Payment Form 


Manufacturer’s Authorization Form



	
	7.2
	The number of copies to be completed and returned with the Bid is specified in the Bid Data Sheet


	
	7.3
	The “Invitation for Bids” (Section I) issued by the Procuring Entity does not form part of the Bidding Documents and is included as a reference only. In case of discrepancies between the Invitation for Bid and the Bidding Documents listed in Sub-Clause 7.1 above, the said Bidding Documents will take precedence.



	
	7.4
	The Procuring Entity is not responsible for the completeness of the Bidding Documents and their addenda, if they were not obtained directly from the appropriate Tender Board.



	
	7.5
	The Bidder is expected to examine all instructions, forms, terms and specifications in the Bidding Documents. Failure to furnish all information required by the Bidding Documents or to submit a Bid substantially responsive to the Bidding Documents in every respect will be at the Bidder’s risk and may result in the rejection of its Bid.


	8. Clarification of Bidding Documents
	8.1
	A prospective Bidder requiring any clarification of the Bidding Documents may notify the Procuring Entity in writing or electronic mail, telex or  facsimile at the Procuring Entity's address indicated in the Bid Data Sheet prior to the deadline for the submission of Bids prescribed in sub-Clause 22.1.



	
	8.2
	The Procuring Entity will within the period stated in the Bid Data Sheet, respond in writing to any request for clarification provided that such request is received no later than the period indicated in the Bid Data Sheet prior to the deadline for the submission of Bids prescribed in sub-Clause 22.1.



	
	8.3
	Copies of the procuring Entity's response will be forwarded to all bidders who requested the  bidding documents, including a description of the inquiry, but without identifying its source.



	
	8.4
	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 9.



	9. Amendment of Bidding Documents
	9.1
	Before the deadline for submission of Bids, the Procuring Entity, for any reason, whether at its own initiative or in response to a clarification requested by a prospective Bidder, may modify the Bidding documents by issuing addenda.



	
	9.2
	Any addendum issued shall be part of the Bid documents pursuant to sub-Clause 7.1 and shall be communicated in writing or electronic mail, telex or facsimile to all who have obtained the Bidding documents directly from the Procuring Entity. Prospective Bidders shall acknowledge receipt of each addendum by in writing or electronic mail, telex or facsimile to the Procuring Entity.



	
	9.3
	In order to allow prospective Bidders reasonable time in which to take an addendum into account in preparing their Bids, the Procuring Entity, at its discretion, may extend the deadline for the submission of Bids, pursuant to ITB sub-Clause 22.2.

	C.       Preparation of Bids


	10. Language of Bid
	10.1
	The Bid prepared by the Bidder, 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 specified in the Bid Data Sheet. Supporting documents and printed literature furnished by the Bidders may be in another language provided they are accompanied by an accurate translation of the relevant passages in the language specified in the Bid Data Sheet, in which case, for purposes of interpretation of the Bid, the translation shall govern.



	11. Documents Constituting the Bid
	11.1
	The bid prepared by the Bidder shall constitute the following components:

a) Form of Bid and a Price Schedule completed in accordance with ITB Clauses 14 and 15;

b) Documentary evidence established in accordance with ITB Clause 13 that the Bidder is eligible to Bid and is qualified to perform the contract if its Bid is accepted;

c) Documentary evidence established in accordance with ITB sub-Clause 13.3(a) that the Bid has been authorized by the manufacturer to supply the related goods and or services into the Republic of Botswana where required and where the supplier is not the manufacturer of those related goods and or services.

d) Documentary evidence established in accordance with ITB Clause 12 that the supplies and ancillary services to be supplied by the Bidder are eligible and services and conform to the Bidding documents; 

e) Bid security or bid securing declaration furnished in accordance with ITB Clause 18;

f) Written power of attorney authorizing the signatory of the Bid to commit the Bidder, in accordance with ITB sub-Clause 20.2;

g) Any other document required in the Bid Data Sheet.



	12. Documents Establishing Eligibility of Supplies and Related Services and Conformity to Bidding Documents
	12.1
	Pursuant to ITB Clause 11, the Bidder shall furnish, as part of its Bid, documents establishing the eligibility and conformity to the Bidding documents of all supplies and/or related services which the Bidder proposes to supply under the contract.



	
	12.2
	The documentary evidence of the eligibility of the supplies and related services shall consist of a statement in the Price Schedule of the country of origin of the supplies and services offered which shall be confirmed by a certificate of origin issued at the time of shipment.

	
	12.3
	The documentary evidence of conformity of the supplies and related services to the Bidding Documents may be in the form of literature, drawings, and data, and shall consist of:
a) a detailed description of the essential technical and performance characteristics of the supplies; 

b) an item-by-item commentary on the Procuring Entity’s Technical Specifications demonstrating substantial responsiveness of the supplies and Services to those specifications, or a statement of deviations and exceptions to the provisions of the Technical Specifications;

c) other procurement specific documentation requirement as stated in the Bid Data Sheet.



	
	12.4
	For purposes of the commentary to be furnished pursuant to sub-Clause 12.3(c) above, the Bidder shall note that standards for workmanship, material, and equipment, as well as references to brand names or catalogue numbers designated by the Procuring Entity in its Technical Specifications, are intended to be descriptive only and not restrictive.  The Bidder may substitute alternative standards, brand names, and/or catalogue numbers in its Bid, provided that it demonstrates to the Procuring Entity’s satisfaction that the substitutions ensure substantial equivalence to those designated in the Technical Specifications.



	
	12.5
	The required documents and other accompanying documents must be typewritten in English. In case any other language than English is used the pertinent translation into English shall be attached to the original version.



	13. Documents Establishing Eligibility and Qualifications of the Bidder
	13.1
	Pursuant to ITB Clause 11, the Bidder shall furnish, as part of its Bid, documents establishing the Bidder’s eligibility to Bid and its qualifications to perform the contract if its Bid is accepted. 



	
	13.2
	The documentary evidence of the Bidder’s eligibility to Bid shall establish to the Procuring Entity’s satisfaction that the Bidder, at the time of submission of its Bid, is from an eligible country as defined under ITB Clause 4.



	
	13.3
	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:



	
	
	a) that, in the case of a Bidder offering to supply items under the contract which the Bidder did not manufacture or otherwise produce, the Bidder has been duly authorized by the supplies’ Manufacturer or producer to supply the related goods and or services in the Republic of Botswana



	
	
	b)
the Bidder has the financial, technical, and production capability necessary to perform the Contract, meets the qualification criteria specified in the Bid Data Sheet, and has a successful performance history in accordance with criteria specified in the Bid Data Sheet.  If a pre-qualification process has been undertaken for the Contract, the Bidder shall, as part of its bid, update any information submitted with its pre-qualification;



	
	
	c)
That the Bidder meets the qualification criteria listed in the Bid Data Sheet



	
	13.4
	When bidding for more than one Contract under the slice and package arrangements, the Bidder must provide evidence that it meets or exceeds the sum of all the individual requirements for the slices or lots being applied for in regard to:-

a) average annual turnover; 

b) particular experience including key production rates;

c) financial means, etc; 

d) personnel capabilities; and 

e) equipment capabilities. 

In case the Bidder fails to fully meet any of these criteria, it may be qualified only for those slices for which the Bidder meets the above requirement.



	14. Form of Bid 


	14.1
	The Bidder shall fill the Form of Bid furnished in the Bidding Documents. The Bid Form must be completed without any alterations to its format and no substitute shall be accepted.



	15. Bid Prices 
	15.1
	The prices and discounts quoted by the Bidder in the Form of Bid and in the Price Schedules shall conform to the requirements specified below. 



	
	15.2
	All items in the Schedule of Requirements must be listed and priced separately in the Price Schedules. If a Price Schedule shows items listed but not priced, the Bid will be rejected as being substantially non-responsive. Items not listed in the Price Schedule shall be assumed to be not included in the Bid and the Bid will be rejected as being substantially non-responsive.



	
	15.3
	The price to be quoted in the Form of Bid, in accordance with ITB Sub-Clause 14.1 shall be the total price of the bid, based on the estimated quantities specified, excluding any discounts offered. 



	
	15.4
	The Bidder shall quote any unconditional and conditional discounts and the methodology for their application in the Bid Form, in accordance with ITB Sub-Clause 15.8



	
	15.5
	The terms EXW, CIF, CIP, and other similar terms shall be governed by the rules prescribed in the edition of Incoterms, published by the International Chamber of Commerce, as specified in the Bid Data Sheet.



	
	15.6
	Prices quoted on the Price Schedule for Supplies and Related Services, shall be disaggregated, when appropriate as indicated in this sub-clause. This dis-aggregation shall be solely for the purpose of facilitating the comparison of bid by the Procuring Entity.  This shall not in any way limit the Procuring Entity’s right to contract on any of the terms offered:

a) for Supplies;

i)
the price of the Supplies, quoted CIP or other Incoterm as specified in the Bid Data Sheet; 

ii)
all custom duties, sales tax, and other taxes applicable in the Botswana, paid or payable, on the Supplies or on the components and raw materials used in their manufacture or assembly, if the Contract is awarded to the Bidder; and 
iii)
the total price for the item.
b)
for Related Services;

i)
the price of the Related Services; 

ii)
all custom duties, sales tax, and other taxes applicable in the Botswana , paid or payable, on the Related Services, if the Contract is awarded to the Bidder; and

iii) the total price for the item.



	
	15.7
	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 Bid Data Sheet.  A bid submitted with an adjustable price quotation shall be treated as non responsive and shall be rejected, pursuant to ITB Clause 28.  However, if in accordance with the Bid Data Sheet, 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.



	
	15.8
	If so indicated in ITB Sub-Clause 1.1, bids are being invited for individual contracts (lots) or for any combination of contracts (packages).  Bidders wishing to offer any price reduction for the award of more than one Contract shall specify in their bid the price reductions applicable to each package, or alternatively, to individual Contracts within the package.  Price reductions or discounts shall be submitted in accordance with ITB Sub-Clause 15.4, provided the bids for all lots are submitted and opened at the same time.



	16. Bid Currencies
	16.1
	Prices shall be quoted in the following currencies:

a) For goods and services that the Bidder will supply from within Botswana, the prices shall be quoted in Pula unless otherwise specified in the Bid Data Sheet. 

b) For goods and related services that the Bid will supply from outside the Botswana, or for imported parts or components of goods and related services originating outside the Botswana, the Bid prices shall be quoted in any freely convertible currency of another country. If the Bidder wishes to be paid in a combination of amounts in different currencies, it may quote its price accordingly but use no more than three foreign currencies.



	
	16.2
	The rates of exchange to be used by the Bidder in arriving at the local currency equivalent and the proportions mentioned in sub-Clause.16.1 above shall be the selling rates for similar transactions established by the authority specified in the Bid Data Sheet prevailing on the date 28 days prior to the latest deadline for submission of bids. These exchange rates shall apply for all payments so that no exchange risk will be borne by the Bidder. If the Bidder uses other rates of exchange, the provisions of sub-Clause 31.1 shall apply. In any case, payments will be computed using the rates quoted in the bid.



	
	16.3
	Bidders shall indicate details of their expected foreign currency requirements in the bid.



	
	16.4
	Bidders may be required by the Procuring Entity to clarify their foreign currency requirements and to substantiate that the amounts included in Lump Sum and in the Special Conditions of Contract are reasonable and responsive to sub-Clause 16.1.



	17. Bid Validity Period 
	17.1
	Bids shall remain valid for the period specified in the Bid Data Sheet after the date of the bid submission deadline prescribed by the Procuring Entity pursuant to ITB Clause 22.  A bid valid for a shorter period shall be rejected by the Procuring Entity as non-responsive.



	
	17.2
	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 for a specified additional period. The request and the Bidders responses shall be made in writing or by electronic mail, telex or facsimile.  A bidder may refuse the request without forfeiting its Bid Security or causing to be executed its Bid Securing Declaration. .  A Bidder agreeing the request will not be required nor permitted to modify its Bid, but will be required to extend the validity of its Bid Security or Bid Securing Declaration for the period of the extension, and in compliance with ITB Clause 18 in all respects.
 

	
	17.3
	In the case of fixed price contracts, if the award is delayed by a period exceeding sixty (60) days beyond the expiry of the initial Tender validity period, the contract price will be increased by a factor specified in the request for extension. The Tender evaluation shall be based on the Tender price without taking into consideration on the above correction.


	18. Bid Security or

Bid Securing Declaration
	18.1
	Pursuant to ITB Clause 11, unless otherwise specified in the Bid Data Sheet, the Bidder shall furnish as part of its bid, a bid Security in original form and in the amount and currency specified in the Bid Data Sheet or Bid Securing Declaration as specified in the Bid Data Sheet in the formal specified Section VIII



	
	18.2
	The Bid security or bid securing declaration is required to protect the Procuring Entity against the risk of Bidder’s conduct which would warrant the security’s forfeiture, pursuant to sub-Clause 18.9.



	
	18.3
	The Bid Security shall be denominated in the currency of the Bid or in another freely convertible currency, and shall be in one of the following forms:

a) a bank guarantee, an irrevocable letter of credit issued by a reputable bank, or an insurance bond issued by a reputable insurance firm located in the United Botswana or abroad, in the form provided in the Bidding documents or another form acceptable to the Procuring Entity and valid for thirty (30) days beyond the end of the validity of the Bid. This shall also apply if the period for Bid validity is extended. In either case, the form must include the complete name of the Bidder; or,

b) a cashier’s or certified cheque.

c) another security if indicated in the Bid Data Sheet


	
	18.4
	The Bid security or Bid Securing Declaration shall be in accordance with the Form of the Bid Security or Bid Securing Declaration included in Section VIII or another form approved by the Procuring Entity prior to the Bid submission.



	
	18.5
	The Bid security shall be payable promptly upon written demand by the Procuring Entity in case any of the conditions listed in sub-Clause 18.9 are invoked.



	
	18.6
	Any Bid not accompanied by a Bid Security or Bid Securing Declaration in accordance with sub-Clauses 18.1 or 18.3 shall be rejected by the Procuring Entity as non-responsive, pursuant to ITB Clause 29.



	
	18.7
	Unsuccessful Bidders’ Bid security will be discharged or returned as promptly as possible but not later than thirty (30) days after the expiration of the period of Bid Validity prescribed by the Procuring Entity pursuant to ITB Clause 18.



	
	18.8
	The successful Bidder’s Bid security will be discharged upon the Bidder signing the contract, pursuant to ITB Clause 41, and furnishing the performance security, pursuant to ITB Clause 42.



	
	18.9
	The Bid security may be forfeited or the bid securing declaration executed:

a)  if a Bidder 

i) withdraws its Bid during the period of Bid validity specified by the Bidder on the Bid Form except as provided for in sub-clause 17.2; or 

ii) does not accept the correction of errors pursuant to sub-clause 30.3; or

b) in the case of a successful Bidder, if the Bidder fails:

i) to sign the contract in accordance with ITB Clause 41;  or
ii) to furnish performance security in accordance with ITB Clause 42.



	
	18.10
	The Bid Security or Bid Securing Declaration of a joint venture must be in the name of the joint venture submitting the Bid.



	
	18.11
	A Bidder shall be suspended from being eligible for bidding in any contract with the Procuring Entity for the period of time indicated in the Bid Security or Bid Securing Declaration:

(a)
if the Bidder withdraws its bid, except as provided in sub-Clauses 17.2 and 30.2; or

(b)
in the case of a successful Bidder, if the Bidder fails within the specified time limit to:

(i)
sign the contract, or

(ii)
furnish the required performance security



	19. Alternative Bids by Bidders
	19.1
	Bidders shall submit offers that comply with the requirements of the bidding documents, including the basic Bidder’s technical design as indicated in the specifications and Schedule of Requirements. Alternatives will not be considered, unless specifically allowed for in the Bid Data Sheet. If so allowed, sub-Clause 19.2 shall prevail.



	
	19.2
	If so allowed in the Bid Data Sheet, Bidders wishing to offer technical alternatives to the requirements of the bidding documents must also submit a bid that complies with the requirements of the bidding documents, including the basic technical design as indicated in the specifications. In addition to submitting the basic bid, the Bidder shall provide all information necessary for a complete evaluation of the alternative by the Procuring Entity, including technical specifications, breakdown of prices, and other relevant details. Only the technical alternatives, if any, of the lowest evaluated Bidder conforming to the basic technical requirements shall be considered by the Procuring Entity.



	20. Format and Signing of Bid
	20.1
	The Bidder shall prepare one original of the documents comprising the bid as described in ITB Clause 11 and clearly mark it “ORIGINAL.”  In addition, the Bidder shall submit copies of the bid, in the number specified in the Bid Data Sheet and clearly mark each of them “COPY.”  In the event of any discrepancy between the original and the copies, the original shall prevail.



	
	20.2
	The original and all copies of the bid shall be typed or written in indelible ink and shall be signed by a person duly authorised to sign on behalf of the Bidder.  This authorisation shall consist of a written confirmation as specified in the Bid Data Sheet and shall be attached to the bid.  The name and position held by each person signing the authorisation must be typed or printed below the signature.  All pages of the bid, except for un-amended printed literature, shall be signed or initialled by the person signing the Bid.



	
	20.3
	Any interlineations, erasures, or overwriting shall be valid only if they are signed or initialed by the person signing the Bid.



	
	20.4
	The Bidder shall furnish information as described in the Form of Bid on commissions or gratuities, if any, paid or to be paid to agents relating to this Bid and to contract execution if the Bidder is awarded the contract.



	D.     Submission of Bids



	21. Sealing and Marking of Bids
	21.1
	The Bidder shall enclose the original and each copy of the bid, in separate sealed envelopes, duly marking the envelopes as “ORIGINAL” and “COPY.”  The envelopes shall then be sealed in an outer envelope securely sealed in such a manner that opening and resealing cannot be achieved undetected.



	
	21.2
	The inner and outer envelopes shall:

a)
be addressed to the Procuring Entity at the address given in the Bid Data Sheet; and
b)
bear the name indicated in the Bid Data Sheet, the Invitation for Bids (IFB) title and number indicated in the Bid Data Sheet, and a statement:  “DO NOT OPEN BEFORE,” to be completed with the time and the date specified in the Bid Data Sheet, pursuant to sub-Clause 22.1.


	
	21.3
	In addition to the Sub-Clause 21.2, the inner envelopes shall also indicate the name and address of the Bidder to enable the Bid to be returned unopened in case it is declared “late” pursuant to ITB Clause 23 and for matching purpose under ITB Clause 24.



	
	21.4
	If all envelopes are not sealed and marked as required by sub-Clause 21.2, the Procuring Entity will assume no responsibility for the misplacement or premature opening of the bid.



	
	21.5
	In addition to the identification required in sub-Clause 22.2, the inner envelopes shall indicate the name and address of the Bidder to enable the bid to be returned unopened in case it is declared late, pursuant to Clause 23, and for matching purposes under Clause 24.



	
	21.6
	If the outer envelope discloses the Bidder's identity, the Procuring entity will not guarantee the anonymity of the bid submission, but this shall not constitute grounds for rejection of the bid



	22. Deadline for Submission of Bids
	22.1
	Bids shall be received by the Procuring Entity at the address specified under sub-Clause 21.2 and no later than the date and time indicated in the Bid Data Sheet. 



	
	22.2
	The Procuring Entity may, in exceptional circumstances and at its discretion, extend the deadline for the submission of Bids by amending the Bidding documents in accordance with ITB Clause 9, in which case all rights and obligations of the Procuring Entity and Bidders previously subject to the deadline will thereafter be subject to the new deadline. 



	
	22.3
	The extension of the deadline for submission of Bids shall not be made later than the period specified in the Bid Data Sheet before the expiry of the original deadline.



	23. Late Bids
	23.1
	The Procuring Entity shall not consider for evaluation any bid that arrives after the deadline for submission of bids, in accordance with ITB Clause 22.  



	
	24.2
	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.



	24. Modification, Substitution or  Withdrawal of Bids
	24.1
	A Bidder may modify, substitute or withdraw its Bid after it has been submitted, provided that written notice of the modification, substitution or withdrawal notice of the Bid, is received by the Procuring Entity prior to the deadline for submission of Bids.



	
	24.2
	The Bidder’s modification, substitution or withdrawal notice shall be prepared, sealed, marked, and dispatched in accordance with the provisions of ITB Clauses 21 and 22 with outer and inner envelops additionally marked “MODIFICATION, SUBSTITUTION OR WITHDRAWAL”. The notice may also be sent by electronic mail, telex or facsimile but followed by a signed confirmation copy, postmarked not later than the deadline for submission of Bids.



	
	24.3
	Bids may only be modified by withdrawal of the original bid and submission of a replacement bid in accordance with sub-Clause 24.1. Modifications submitted in any other way shall not be taken into account in the evaluation of bids.



	
	24.4
	Bidders may only offer discounts to or otherwise modify the prices of their Bids by substituting Bid modifications in accordance with this Clause or included in the original Bid submission.



	
	24.5
	No Bid may be withdrawn, replaced 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 Form of Bid. Withdrawal of a Bid during this interval may result in the Bidder’s forfeiture of its Bid security, or execution of Bid Securing Declaration pursuant to the sub-Clause 18.9.



	E.   Opening and Evaluation of Bids


	25. Opening of Bids
	25.1
	The Procuring Entity will open all Bids including modifications, substitutions or withdrawal notices made pursuant to ITB Clause 24, in public in the presence of Bidders’ representatives who choose to attend and other parties with legitimate interest in the bid proceedings, at the place, on the date, and at the time specified in the Bid Data Sheet. The Bidders’ representatives present shall sign a register as proof of their attendance.



	
	25.2
	Envelopes marked “WITHDRAWAL” shall be opened and read out first. Bids for which an acceptable notice of withdrawal has been submitted pursuant to ITB Clause 24 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. Subsequently, all envelopes marked "MODIFICATION" shall be opened and the submissions therein read out in appropriate detail. Thereafter all envelopes marked "SUBSTITUTION" shall be opened and the submissions therein read out in appropriate detail.



	
	25.3
	All other envelopes shall be opened one at a time. The Bidders' names, the bid prices, the total amount of each bid and of any alternative bid (if alternatives have been requested or permitted), any discounts, the presence or absence of bid security or bid securing declaration pursuant to ITB clause 18.6 and such other details as the appropriate tender board may consider appropriate, will be announced by the secretary of the Tender Board or his delegate at the opening. 


	
	25.4
	Bids or modifications that are not opened and not read out at bid opening shall not be considered further for evaluation, irrespective of the circumstances. In particular, any discount offered by a Bidder which is not read out at bid opening shall not be considered further. 



	
	25.5
	Bidders are advised to send in a representative with the knowledge of the content of the bid who shall verify the information read out from the submitted documents. Failure to send a representative or to point out any un-read information by the sent Bidder’s representative shall indemnify the Procuring Entity against any claim or failure to read out the correct information contained in the Bidders bid



	
	25.6
	No bid will be rejected at bid opening except for late bids which will be returned unopened to the Bidder, pursuant to ITB Clause 23. 



	
	25.7
	The Secretary of the Tender Board shall prepare minutes of the bid opening. The record of the bid opening shall include, as a minimum: the name of the Bidder and whether or not there is a withdrawal, substitution or modification, the bid price per Lot if applicable, including any discounts and alternative offers and the presence or absence of a Bid security or Bid Securing Declaration. 



	
	25.8
	The Bidders’ representatives who are present shall be requested to sign the record. The omission of a Bidder’s signature on the record shall not invalidate the contents and affect the record. A copy of the record shall be distributed to all the Bidders.



	
	25.9
	A copy of the minutes of the bid opening shall be furnished to individual Bidders upon request.



	26. Confidentiality
	26.1
	Information relating to the examination, evaluation, comparison, Bids and recommendation of contract award shall not be disclosed to Bidders or any other persons not officially concerned with such process until the award to the successful bidder has been announced.



	
	26.2
	Any effort by a Bidder to influence the Procuring entities processing of bids or award decisions may result in the rejection of its Bid.



	
	26.3
	Notwithstanding ITB sub-Clause 26.2, 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.



	27. Clarification of Bids
	27.1
	To assist in the examination, evaluation, and comparison of bids and post-qualification of Bidders, the Procuring Entity may, at its discretion, ask any Bidder for clarification of its bid, including breakdowns of prices. Any clarification submitted by a Bidder that is not in response to a request by the Procuring Entity shall not be considered.



	
	27.2
	The request for clarification and the response shall be in writing or by cable, telex, or facsimile, but no change in the price or substance of the bid shall be sought, offered, or permitted except as required to confirm the correction of arithmetic errors discovered by the evaluation committee in the evaluation of the bids in accordance with ITB Clause 30.



	
	27.3
	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 bid it should do so in writing.



	28. Preliminary Examination of Bids
	28.1
	Prior to the detailed evaluation of bids, the Procuring Entity will determine whether each bid 

(a) meets the eligibility criteria defined in ITB Clause 3 and 4; 

(b) has been properly signed; 

(c) is accompanied by the required securities; and 

(d) is substantially responsive to the requirements of the bidding documents. 

The Procuring Entity's determination of a bid's responsiveness will be based on the contents of the bid itself.



	
	28.2
	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 that:

a) affects in any substantial way the scope, quality, or delivery of related goods and or services; 

b) 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) if rectified, would affect unfairly the competitive position of other Bidders presenting substantially responsive bids.



	
	28.3
	The Procuring Entity will confirm that the documents and information specified under ITB Clause 11, 12 and 13 have been provided in the Bid. If any of these documents or information is missing, or is not provided in accordance with the Instructions to Bidders, the Bid shall be rejected.



	
	28.4
	The Procuring Entity may waive any minor informality, nonconformity, or irregularity in a Bid which does not constitute a material deviation, provided such waiver does not prejudice or affect the relative ranking of any Bidder.



	
	28.5
	If a Bid is not substantially responsive, it will be rejected by the Procuring Entity and may not subsequently be made responsive by the Bidder by correction of the nonconformity.



	29. Examination of Terms and Condition; Technical Evaluation
	29.1
	The Procuring Entity shall examine the bid to confirm that all terms and conditions specified in the General Conditions of Contract and the Special Conditions of Contract 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 12 and ITB Clause 13, to confirm that all requirements specified in Section VI – Schedule of Requirements of the Bidding documents and Section VII – Technical Specifications have been met without 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 28, it shall reject the Bid.



	30. Correction of Errors
	30.1
	Bids determined to be substantially responsive will be checked by the Employer for any arithmetic errors.  Errors will be corrected as follows:-

a) if there is a discrepancy between unit prices and the total price that is obtained by multiplying the unit price and quantity, the unit price shall prevail, and the total price 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 the total price 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) where there is a discrepancy between the amounts in figures and in words, the amount in words will govern.



	
	30.2
	The amount stated in the bid will, be adjusted by the Procuring Entity in accordance with the above procedure for the correction of errors and, with, the concurrence of the Bidder, shall be considered as binding upon the Bidder. If the Bidder does not accept the corrected amount, its Bid will then be rejected, and the bid security may be forfeited or the bid securing declaration may be executed in accordance with sub-Clause 18.9.



	31. Conversion to Single Currency
	31.1
	To facilitate evaluation and comparison, the Procuring entity will convert all bid prices expressed in the various currencies in which they are payable to either: 

a) in Botswana Pula  at the selling exchange rate established for similar transactions by the Bank of Botswana  or a commercial bank in Botswana. 

or 

b) in a currency widely used in international trade, such as U.S. dollars, at the selling rate of exchange published in the international press for the amount payable in foreign currency; and at the selling exchange rate established for similar transactions by the Bank of Botswana  for the amount payable in Botswana Pula 



	
	31.2
	The currency selected for converting bid prices to a common base for the purpose of evaluation, along with the source and date of the exchange rate, are specified in the Bid Data Sheet.



	32. Commercial Evaluation of Bids
	32.1
	The Procuring Entity shall evaluate and compare only the Bids determined to be substantially responsive, pursuant to ITB Clause 29.



	
	32.2
	To financially evaluate a bid, the Procuring Entity shall only use the criteria and methodologies defined in this Clause. No other criteria or methodology shall be permitted.



	
	32.3
	The Procuring Entity’s financial comparison of bids may require the consideration of factors other than costs, in addition to the bid price quoted in accordance with ITB Clause 16.  These factors may be related to the characteristics, performance, and terms and conditions of purchase of the Supplies and Related Services.  The factors selected, if any, shall be expressed in monetary terms to facilitate comparison of bids.  



	
	32.4
	To financially compare bids, the Procuring Entity shall:

a)
correct any arithmetic errors in accordance with ITB Sub-Clause 30.1;

b)
apply any unconditional discounts offered in accordance with ITB Sub-Clause 15.1;

c)
make adjustments for any nonmaterial nonconformities and omissions in accordance with ITB Sub-Clause 28.2 and 29.2 respectively;

d)
convert all bids to a single currency in accordance with ITB Clause 31;

e)
apply any margin of preference in accordance with ITB Clause 33;

f)
determine the total evaluated price of each bid.



	33. National Preference

	33.1
	If the Bid Data Sheet so specifies, the Procuring Entity will grant a margin of preference to supplies manufactured in Botswana  for the purpose of Bid comparison, in accordance with the procedures outlined in subsequent paragraphs, provided the Bidder shall have established to the satisfaction of the Procuring Entity that its Bid complies with the criteria specified in sub-Clause 13.3.



	
	33.2
	The Procuring Entity will first review the Bids to confirm the appropriateness of, and to modify as necessary, the Bid group classification to which Bidders assigned their Bids in preparing their Forms of Bid and Price Schedules, pursuant to ITB Clauses 14 and 15.



	
	33.3
	For the purpose of granting a margin of domestic preference, Bids will be classified in one of three groups, as follows:
a) Group A: Bids offering supplies manufactured within Botswana, for which: 

(i)
labor, raw materials, and components from the  Botswana account for more than thirty (30) percent of the EXW price of the related goods and or services offered; and 

(ii)
the production facility in which they will be manufactured, assembled or processed has been engaged in manufacturing, assembling or processing such goods at least since the time of Bid submission.

b) Group B: All other Bids offering supplies from within SADC Region

c) Group C: Bids offering supplies from overseas which are to be directly imported.



	
	33.4
	All evaluated Bids in each group will then be compared among themselves to determine the lowest evaluated Bid of each group.  The lowest evaluated Bid of each group will next be compared with the lowest evaluated Bids of the other groups.  If this comparison results in a Bid from Group A or Group B being the lowest, it will be selected for contract award.



	
	33.5
	If, as a result of the preceding comparison, the lowest evaluated Bid is from Group C, all Group C Bids will then be further compared with the lowest evaluated Bid from Group A, after adding to the evaluated Bid price of the imported supplies offered in each Group C Bid, for the purpose of this further comparison only:

a)
the amount of customs duties and other import taxes that a nonexempt importer would have to pay for the importation of supplies offered in each Group C Bid;

or
b)
fifteen (15) percent of the CIF (or CIP border point or CIP named place of destination, as the case may be) Bid price of such supplies, if the customs duties and taxes exceed fifteen (15) percent of the CIF (or CIP border point or CIP place of destination) price of such supplies.



	
	33.6
	If the Group A Bid in the further comparison is the lowest, it will be selected for award.  If not, the lowest evaluated Bid from Group C, as determined from the comparison under sub-Clause 33.5 above, will be selected for award.



	34. Determination of the Lowest Evaluated Bid
	34.1
	The bid with the lowest evaluated price from among those which are eligible, compliant and substantially responsive shall be the lowest evaluated Bid. 



	35. Post-qualification of Bidder
	35.1
	If specified in the Bid Data Sheet, post-qualification shall be undertaken. 



	
	35.1
	The Procuring Entity will determine to its satisfaction whether the Bidder that is selected as having submitted the lowest evaluated responsive Bid is qualified to perform the contract satisfactorily, in accordance with the criteria listed in sub-Clause 13.3.



	
	35.2
	The determination will evaluate the Bidder's financial, technical, and other relevant capabilities. It will be based on an examination of the documentary evidence of the Bidder's qualifications submitted by the Bidder, pursuant to ITB Clause 13, as well as other information the Procuring entity deems necessary and appropriate. Factors not included in these Bidding documents shall not be used in the evaluation of the Bidders’ qualifications.



	
	35.3
	An affirmative post-qualification determination will be a prerequisite for award of the contract to the lowest evaluated Bidder. A negative determination will result in rejection of the Bidder's bid, in which event the Procuring entity will proceed to the next-lowest evaluated Bidder to make a similar determination of that Bidder's capabilities to perform satisfactorily.



	F.   Award of Contract



	36. Criteria of Award
	36.1
	Subject to ITB Clause 35 and 37, the Procuring Entity will award the Contract to the Bidder whose bid has been determined to be substantially responsive to the bidding documents and who has offered the lowest Evaluated Bid Price, provided that such Bidder has been determined to (a) have supplies that are eligible pursuant to ITB Clause 3 and (b) be eligible in accordance with the provisions of ITB Clause 4, and (c) is determined to be qualified to perform the Contract satisfactorily (d) successful negotiations have been concluded, if any.



	
	36.2
	If, pursuant to sub-Clause 13.4, this Contract is being let on a slice and package” basis, the lowest evaluated bid price will be determined when evaluating this Contract in conjunction with other Contracts to be awarded concurrently, taking into account any discounts offered by the Bidders for award of more than one Contract.



	37. Negotiations
	37.1
	Negotiations may be undertaken with the lowest evaluated bid relating to the following areas:

(a) a minor alteration to the technical details of the specifications;

(b) reduction of quantities for budgetary reasons, where the reduction is in excess of any provided for in the solicitation documents;

(c) a minor amendment to the Special Conditions of Contract;

(d) finalizing payment arrangements;

(e) delivery arrangements;

(f) the methodology; or

(g) clarifying details that were not apparent or could not be finalized at the time of bidding.



	
	37.2
	Where negotiation fails to result into an agreement, the Procuring Entity may invite the next ranked Bidder for negotiations. Where negotiations are commenced with the next ranked Bidder, the Procuring Entity shall not reopen earlier negotiations.



	38. Procuring Entity’s Right to Accept Any Bid and to Reject Any or All Bids
	38.1
	Notwithstanding award criteria ITB Clause 36, 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 award of contract, without thereby incurring any liability to the affected Bidder or Bidders or any obligation to inform the affected Bidder or Bidders of the grounds for the Procuring Entity’s action.



	
	38.2
	Notice of the rejection of all bids shall be given promptly to all suppliers that have submitted bids.



	
	38.3
	The Procuring Entity shall upon request communicate to any Bidder the grounds for its rejection of its bids, but is not required to justify those grounds.



	39. Procuring Entity’s Right to Vary Quantities at the Time of Award
	39.1
	The Procuring entity reserves the right at the time of Contract award to increase or decrease, by the percentage indicated in the Bid Data Sheet, the quantity of goods and services beyond that originally specified in the Schedule of Requirements without any change in unit price or other terms and conditions.



	40. Notification of Award
	40.1
	The Bidder whose bid has been accepted will be notified of the award by the Procuring Entity prior to expiration of the bid validity period by cable, telex, or facsimile confirmed by registered letter. This letter (hereinafter and in the Conditions of Contract called the "Letter of Acceptance") will state the sum that the Procuring Entity will pay the Service provider in consideration of the provision and maintenance of the Service(s) as prescribed by the Contract (hereinafter and in the Contract called the "Contract Price).



	
	40.2
	The notification of award will constitute the formation of the Contract, subject to the Bidder furnishing the Performance Security in accordance with ITB Clause 42 and signing the Contract in accordance with Sub-Clause 41.



	
	40.3
	Upon the successful Bidder’s furnishing of the performance security pursuant to ITB Clause 42, the Procuring Entity will promptly notify unsuccessful Bidder, the name of the successful Bidder and the Contract amount and will discharge the bid security or bid securing declaration of the both the Bidder pursuant to ITB Clause 18.7.



	
	40.4
	If, after notification of award, a Bidder wishes to ascertain the grounds on which its bid was not selected, it should address its request to the Secretary of the appropriate bid board that authorized the award of Contract. The Secretary will promptly respond in writing to the unsuccessful Bidder citing grounds for rejection of its bid without disclosing information about other Bidders.



	41. Signing of Contract
	41.1
	Promptly after notification, Procuring Entity shall send the successful Bidder the Form of Contract and Special Conditions of Contract, incorporating all agreements between the parties obtained as a result of Contract negotiations.



	
	41.2
	Within twenty eight (28) days of receipt of the Form of Contract, the successful Bidder shall sign and date the Contract and return it to the Procuring Entity.



	42. Performance Security
	42.1
	Within twenty eight (28) days after receipt of the Letter of Acceptance, the successful Bidder shall deliver to the Procuring Entity a Performance Security in the amount and in the form stipulated in the Bid Data Sheet and the Special Conditions of Contract, denominated in the type and proportions of currencies in the Letter of Acceptance and in accordance with the Conditions of Contract.


	
	42.2
	If the Performance Security is provided by the successful Bidder in the form of a Bank Guarantee or Insurance Bond, it shall be issued either:

a) at the Bidders option, by a bank or insurance firm located in Botswana, or a foreign bank or insurance firm through a correspondent bank or insurance firm located in  Botswana, 

OR 

with the consent of the Procuring Entity, directly by a foreign bank acceptable to the Procuring Entity.



	
	42.3
	Failure of the successful Bidder to comply with the requirements of sub-Clause 42.1 shall constitute sufficient grounds for cancellation of the award and forfeiture of the bid security or execution of the bid securing declaration and any other remedy the Procuring Entity may take under the Contract and the Procuring Entity may resort to awarding the Contract to the next ranked Bidder.



	43. Advance Payment


	43.1
	The Procuring Entity will provide an Advance Payment on the Contract Price as stipulated in the General Conditions of Contract, subject to a maximum amount, as stated in the Bid Data Sheet.



	
	43.2
	The Advance Payment request shall be accompanied by an Advance Payment Security (Guarantee) in the form provided in Section IX. For the purpose of receiving the Advance Payment, the bidder shall make an estimate of, and include in its bid, the expenses that will be incurred in order to commence delivery of supplies.  These expenses will relate to the purchase of equipment and supplies on the engagement of labour during the first months beginning with the date of the Procuring Entity’s “Notice to Commence” as specified in the Special Conditions of Contract.



	44. Adjudicator
	44.1
	The Procuring Entity proposes the person named in the Bid Data Sheet to be appointed as Adjudicator under the Contract, at an hourly fee specified in the Bid Data Sheet, plus reimbursable expenses.   If the Bidder disagrees with this proposal, the Bidder should so state in the Bid. If, in the Letter of Acceptance, the Employer has not agreed on the appointment of the Adjudicator, the Adjudicator shall be appointed by the Appointing Authority designated in the Special Conditions of Contract at the request of either party.



	45. Fraud and Corruption
	45.1
	The Government requires that Procuring entities (including beneficiaries of Government funded projects and procurement) as well as Bidders/Suppliers/Contractors under Government financed contracts, observe the highest standard of ethics during the procurement and execution of such contracts.  In pursuance of this policy, the Government.

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

i)
“Corrupt practice” means the offering, giving, receiving or soliciting of anything of value to influence the action of public official in the procurement process or in contract execution; and 

ii)
“fraudulent practice” means a misrepresentation of facts in order to influence a procurement process or the execution of contract to the detriment of the Government, and includes collusive practice among Bidders (prior to or after Bid submission) designed to establish Bid prices at artificial non- competitive levels and to deprive the Government of the benefit of free and open competition:

b)
Will reject a proposal for award if it determines that the Bidder recommended for award has engaged in corrupt or fraudulent practices in competing for the contract;

c) In pursuit of the policy defined in sub-Clause 45.1 Procuring Entity  will  

Declare a firm ineligible for a period stated in Procurement Regulation , to be awarded a SADC financed contract if it at any time it determines that the firm has engaged in corrupt or fraudulent practices in competing for, or in executing, a public – financed contract



	
	45.2
	The Procuring Entity reserves the right, where a firm has been found by a foreign country, international organization or other foreign organization to have engaged in corrupt or fraudulent practice, to declare that such a firm is ineligible, for a period stated in its Procurement regulation to be awarded a contract.

	
	45.3
	Any communications between a Bidder and the Procuring Entity related to matters of alleged fraud or corruption must be made in writing.



	G. Review of Procurement Decisions



	46. Right to Review
	46.1
	A Bidder who claims to have suffered or that may suffer any loss or injury as a result of breach of a duty imposed on a Procuring Entity or an approving authority in the course of these procurement proceedings may seek a review in accordance with the procedure set out under this Section.



	47. Time Limit on Review
	47.1
	The Bidder shall submit an application for review within fourteen (14) days of him becoming or should have become aware of the circumstances giving rise to the complaint or dispute.



	48. Submission of Application for Review
	48.1
	Any application for administrative review shall be submitted in writing to the head of a Procuring Entity at the address shown in the Bid Data Sheet.


	
	48.2
	The application for administrative review shall include:

a) details of the procurement requirements to which the complaint relates;

b) details of the provisions of the  Regulation or provision that has been breached or omitted;

c) an explanation of how the provisions of the Regulation or provision has been breached or omitted, including the dates and name of the responsible  officer, where known;

d) documentary or other evidence supporting the complaint where available; 

e) Remedies sought; and 

f) any other information relevant to the complaint. 



	
	48.3
	The head of a Procuring Entity or of the approving authority shall not entertain a complaint or dispute or continue to do so after the procurement  contract has entered into force.



	49. Decision by the Head of Procuring Entity
	49.1
	The head of a Procuring Entity  shall, within thirty  (30) days after receipt of the complaint or dispute, deliver a written decision which shall indicate:

a) whether the application is upheld in whole, in part or rejected;

b) the reasons for the decision; and

c) any corrective measures to be taken;



	
	49.2
	Where the head of a Procuring Entity does not issue a decision within the time specified in 49.1, the Bidder submitting the complaint or dispute or the procuring entity shall be entitled immediately thereafter to complain to the appeals committee, of the Procuring entity



	51. Review by the Procurement Appeals Committee
	51.1
	A Bidder not satisfied with the decision of the Head of the Procuring Entity  or whose complaint cannot be entertained by the Head of the Procuring Entity or shall appeal to the Procurement Appeals Committee 

	
	
	


SECTION III: BID DATA SHEET

Bid Data Sheet

The following specific data for the supplies 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.

	ITB Clause #
	Amendments of, and Supplements to, Clauses in the Instruction to Bidders

	A. Introduction

	1.1
	Name of Procuring Entity: Southern African Development Community (SADC) Secretariat.

The subject of the procurement is: Supply and Delivery of Office supplies under framework contract. 



	1.2
	Period for supplies: twelve (12) months starting from the date of contract signature.


	2.1
	Financial year for the operations of the Procuring Entity: 2014/15 
Name and identification number of the Contract:  Procurement of office supplies under framework contract; SADC/ADMIN/01/2014




	3.3
	Foreign Bidders where selected as having submitted the lowest evaluated bid the successful Bidder shall register with the appropriate statutory body and shall be required to submit evidence of registration as an approved supplier in Botswana before signing the Contract. Yes
 

	4.1
	Ineligible countries are:

All Countries  sanctioned by an act of compliance with a decision of the United Nations Security Council taken under Chapter VII of the Charter of the United Nations, 
.

	4.5
	Demonstration of authorization by the manufacturer is Not required 

	5.1
	Bidders will submit only one bid. They can bid for one or more lots in the same bid though.

	B. Bidding Documents

	7.2
	The number of copies to be submitted in addition to the original  is three (3)


	8.1
	The address for clarification of bidding documents is 

The Head of the Procurement Unit

Southern African Development Community (SADC) Secretariat

CBD Plot 54385

Private Bag 0095

Gaborone

Botswana

E-mail:smmadi@sadc.int  
with copy to TLuka@sadc.int
   Fax: +2673972848 or +2673181070

	8.2
	Period to respond to requests for clarification  is maximum Five (5) days
Period prior to deadline for submission of bids for the Bidders to request clarifications is minimum  fourteen  (14)  days

	8.3
	Only bidders who notified the Procuring Entity in writing that they will participate, can be copied in the responses. All questions and answers will also be published on the Secretariat’s website though. http://www.sadc.int/procurement/office-supplies-2014.

	C. Preparation of Bids

	10.1
	The Language of all correspondences and documents related to the bid is: English

	11.1 (c)
	Not Applicable

	11.1 (g)
	In addition to the documents stated in ITB Clause 11, the following documents must be included with the Bid 
· Copy of the Certificate of Incorporation  / registration
· Tax Clearance Certificate
· Bid Securing declaration 

	12.3 (a) and (b)
	Bidders will state deviations, if any, from the Technical Specifications in the specification and Compliance Sheet  section  VI

	12.3 (c)
	Other procurement specific information required from Bidders in ITB Clause 12.3(c) is as follows:   “none”. 

	13.3 (a)
	Not Applicable

	13.3 (b)
	The post-qualification criteria are the following:

i) Proof of registration in the Bidder’s country of residence as a supplier of the Goods for which a bid is submitted.

ii) The above document must also prove that the Bidder has been in business for more than 5 years.

iii) The bidder must provide at least 5 references of clients from the last 3 years where he has supplied similar goods for a value of at least 50% of the total bid price indicated in the Bid Form. The references will state the name of the Company or Institution, its full address and the name, telephone number and e-mail address of a contact per

	13.3 (c)
	Not Applicable

	13.4
	See 13.3.(b).iii

	15.5
	The rules governing the terms are prescribed in the latest Edition of Incoterms



	15.6 (a)& (b)


	The price quoted shall be DDP, SADC Secretariat, Gaborone

Prices do not need to be disaggregated and only total price, including all taxes will be stated

	15.7
	The prices shall be fixed for the duration of the contract (12 months)



	15.8
	Bidders shall indicate conditional discounts if they are awarded:

a) More than 1/3 of the total value of all lots but less than 2/3.

b) More than 2/3 of the total value of all lots.



	16.1 
	The currency of the Bid shall be Botswana Pula


	16.2 to 16.4
	Not Applicable


	17.1
	The Bid validity period shall be One Hundred and Twenty (120) days.



	18.1


	A Bid Securing Declaration form shall be filled by the Bidder.



	18.3 (c)
	Other forms of security None



	19.1
	Alternative bids to the requirements of the bidding documents will not be permitted 



	20.1
	The number of copies of the bid to be completed and returned shall be three (3).



	20.2
	No separate authorization is required apart from the declaration in the bid form.
 

	
	D. Submission of Bids



	21.2 (a)
	For Bid submission purposes only, the Procuring Entity’s address is: 

TENDER BOX 

Southern African Development Community (SADC) Secretariat

CBD Plot 54385

Private Bag 0095

Gaborone

Botswana
Ground floor


	21.2 (b)
	Contract name:  Procurement of office supplies under framework contracts.

IFB title and number: SADC/ADMIN/01/2014
Time and date for submission 30th May 2014, 15:00hrs 



	22.1
	The deadline for Bid submission is

Friday, 30th May  2014 at  15:00Hrs local time


	22.3
	Extension of the deadline for submission of Bids shall not be announced later than ten (10) days before the original deadline for submission.



	
	E. Opening and Evaluation of Bids



	25.1
	The Bid opening shall take place at 

The SADC Secretariat HQ

Plot No. CBD Plot 54385

Floor/Room No: Ground Floor, Room DGP49
City/Town: Gaborone
Country: Botswana
Day: Friday 
Date : 30th May 2014

Time 15:15 Hrs Local Time 



	31.1
	Not Applicable

	32.4
	Contracts will be awarded by lot to the bidder(s) who submitted a substantially responsive bid with the lowest price for that lot.

Conditional discounts will be applied as stipulated in BDS 15.8


	33
	Domestic preference is not applicable.



	35.1
	Post- qualification will be undertaken according to the criteria specified in BDS 13.3 (b) 



	F. Contract Award

	36.1 (d)
	No negotiations shall take place


	36.2
	Conditional discounts will be applied as stipulated in BDS 15.8


	39.1
	Percentage for quantity increase or decrease is  ± 25%


	42.1
	The Performance Security shall be ten (10) percent of the Contract Price 



	43.1
	There will be NO advance payment. 



	44.1
	The Adjudicator proposed by the Procuring Entity is 
Parties will apply to the International Court of Arbitration for a list of not less than five nominees and, on receipt of such list, the Parties shall alternately strike names there from, and the last remaining nominee on the list shall be the sole arbitrator for the matter in dispute.  If the last remaining nominee has not been determined in this manner within sixty (60) days of the date of the list, the International Court of Arbitration shall appoint, upon the request of either Party and from such list or otherwise, a sole arbitrator for the matter in dispute.

The hourly fee for this proposed adjudicator shall be as per the prevailing fee in the law

	
	G. Review of Procurement Decisions



	48.1

50.1
	The address to submit complaints is:

   Executive Secretary,

SADC Secretariat

CBD Plot 54385

Private Bag 0095

Gaborone

Botswana

Phone: +2673951863

Fax: +2673972848/3181070

   Email: sadcregistry@sadc.int


	50.3
	The fee for administrative review shall be ten thousand Pula.



	52.2
	The address for Appeal :

The Secretary,

SADC Procurement Appeals Committee,

SADC Secretariat

Private Bag 0095

Gaborone 

Botswana

Phone: +2673951863

Fax: +2673972848/3181070

Email: sadcregistry@sadc.int
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General Conditions of Contract

	1. Definitions
	1.1
	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 Supplier, as recorded in the Contract Form signed by the parties, including all attachments and appendices thereto and all documents incorporated by reference therein.



	
	
	(b)
	“Completion” means the fulfillment of the related services by the Supplier in accordance with the terms and conditions set forth in the contract



	
	
	(c)
	“The Contract Price” means the price payable to the Supplier as specified under the Contract, subject to such additions and adjustment here to or deduction there from as may be made pursuant t the contract for the full and proper performance of its contractual obligations.



	
	
	(d)
	“Delivery” means the transfer of the goods from the supplier equipment, machinery, and /or other materials which the Supplier is required to supply to the Procuring Entity under Contract.



	
	
	(f)
	“The Related Services” means those services ancillary to the supply of the Goods, such as transportation and insurance, and any other incidental services, such as installation, commissioning, provision of technical assistance, training, initial maintenance and other such obligations of the Supplier covered under the Contract.



	
	
	(g)
	“GCC” means the General Conditions of Contract contained in this section.



	
	
	(h)
	“SCC” means the Special Conditions of Contract.



	
	
	(i)
	“The Procuring Entity” means the entity purchasing the Goods and related service, as named in SCC.


	
	
	(j)
	“The Supplier” means the individual private or government entity or a combination of the above whose bid to perform the contract has been accepted by the Procuring Entity and is named as such in the Contract Agreement, ad includes the legal successors or permitted assigns of the supplier.



	
	
	(k)
	“The Project Site” where applicable, means the place or places named in SCC.


	
	
	(l)
	“Supplies” means goods, raw materials, products, equipment or objects of any kind and description in solid, liquid or gaseous form, or in the form of electricity, or, intellectual and proprietary rights as well as works or services incidental to the provision of such supplies where the value of such works or services does not exceed the value of the supplies



	
	
	(m)
	“Call-Off Order” is a particular order within a Framework Agreement indicating the quantity and timing of supplies to be supplied by the Supplier to the Procuring Entity.



	
	
	(n)
	“The Framework Agreement” is the agreement with suppliers, the purpose of which is to establish the terms governing contracts to be awarded during a given period, in particular with regard to price and quantity; this agreement sets out terms and conditions under which specific purchases (call –offs) can be made throughout the term of the Agreement.



	
	
	(o)
	“Standing Offer” means the Supplier agrees to provide the Goods from time to time and when authorised by the Procuring Entity by the issue of Call –off order. The Supplier agrees that the Procuring Entity is not obliged to order a specific number of, or any, Goods during the term of the Contract



	
	
	(p)
	“Day” means calendar day.



	2. Application
	2.1
	These General Conditions shall apply to the extent that they are not superseded by provisions of other parts of the Contract.



	
	2.2
	These General Conditions shall apply and govern each of the call-off orders made by the Procuring Entity throughout the period of the Contract.



	3. Nature and Period of Contract
	3.1
	The type of Contract is a Standing Offer Agreement

	
	3.2
	The Contract is a Framework Contract, the Period of the Contract is Stated in the SCC. The Contract shall Commence in accordance with the nomination in the SCC, being either a specific date or the Date of acceptance



	4. Governing Language
	4.1
	The Contract as well as all correspondence and documents relating to the contract exchanged by the Supplier and the Procuring Entity, shall be written in the language specified in SCC. Subject to GCC Clause 32. The version of the Contract written in the specified language shall govern its interpretation.



	5. Applicable Law
	5.1
	The contract shall be governed and interpreted in accordance with the laws of the of Botswana , unless otherwise specified in SCC.



	6. Country of Origin
	6.1
	The origin of Goods and Services are distinct from the nationality of the Supplier.



	7. Standards
	7.1
	The Goods supplied under this Contract shall conform to the standards mentioned in the Technical Specifications, and, when no applicable standard is mentioned, to the authoritative standards appropriate to the Goods’ country of origin. Such standards shall be the latest issued by the concerned institution.



	8. Use of Contract Documents and Information; Inspection and Audit by the Procuring Entity 
	8.1
	The Supplier shall not, without the Procuring Entity’s prior written consent, disclose the Contract, or any provision thereof, or any specification, plan, drawing, pattern, sample, or information furnished by or on behalf of the Procuring Entity in connection therewith, to any person other than a person employed by the Supplier in the performance of the Contract. Disclosure to any such employed person shall be made in confidence and shall extend only so far as may be necessary for purposes of such performance.



	
	8.2
	The Supplier shall not, without the Procuring Entity’s prior written consent, make use of any document or information enumerated in GCC Clause 6.1 except for purposes of performing the Contract.



	
	8.3
	Any document, other than the Contract itself, enumerated in GCC Clause 6.1 shall remain the property of the Procuring Entity and shall be returned (all copies) to the Procuring Entity on completion of the Supplier’s performance under the Contract if so required by the Procuring Entity.



	
	8.4
	The Supplier shall permit the SADC Secretariat or / and donor agencies involved in financing the Secretariat  to inspect the Supplier’s accounts and records relating to the performance of the Supplier and to have them audited by auditors appointed by the SADC Secretariat  or / and the appropriate donor agencies, if so required by the SADC Secretariat / and the appropriate donor agencies.



	9. Patent and Copy Rights
	8.1
	The Supplier shall indemnify the Procuring Entity against all third-party claims of infringement of patent, trademark, or industrial design rights arising from use of the Goods or any part thereof in Botswana



	
	9.2
	The patent right in all drawings, documents, and other materials containing data and information furnished to the Procuring Entity by the Supplier herein shall remain vested in the supplier, or, if they are furnished to the Procuring Entity directly, or through the Supplier by any third party, including suppliers of materials, the patent right in such materials shall remain vested in such third party.



	10. Performance Security 
	10.1
	Within thirty (30) days of receipt of the notification of Contract award, the successful Bidder shall furnish to the Procuring Entity the performance security in the amount specified in SCC.



	
	10.2
	The proceeds of the performance security shall be payable to the Procuring Entity as compensation for any loss resulting from the Supplier’s failure to complete its obligations under the Contract.



	
	10.3
	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 one of the following forms:



	
	
	(a)
	A bank guarantee or an irrevocable letter of credit issued by a reputable bank located in the  Republic of Botswana or abroad, acceptable to the Procuring Entity, in the form provided in the bidding documents or another form acceptable to the Procuring Entity; or



	
	
	(b)
	A cashier’s or certified check.



	
	10.4
	The performance security will be discharged by the Procuring Entity and returned to the Supplier not later than thirty (30) days following the date of completion of the Supplier’s performance obligations under the Contract, including any warranty obligations, unless otherwise specified in SCC.



	11. Review Meetings, Reports, Inspections and Tests
	11.1
	The Procuring Entity or its representative shall have the right to inspect and /or to test the Goods to confirm their conformity to the Contract specifications at no extra cost to the Procuring Entity. The SCC and the Technical Specifications shall specify what inspections and tests will be done and the Procuring Entity shall notify the Supplier in writing, in a timely manner, of the identity of any representatives retained for these purposes.



	
	11.2
	The inspections and tests may be conducted on the premises of the Supplier or its subcontractor(s), at point of delivery, and/or at the Goods’ final destination. If conducted on the premises of the Supplier 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.



	
	11.3
	Should any inspected or tested goods fail to conform to the Specifications, the Procuring Entity may reject the Goods, and the Supplier shall replace the rejected Goods to meet specification requirements free of cost to the Procuring Entity.



	
	11.4
	The Supplier and the Procuring Entity shall meet at the discretion of the Procuring Entity to review the progress of the Call-off orders made under this Contract



	
	11.5
	Within two weeks after the end of each three months, the Supplier shall supply to the Procuring Entity a report giving details of all outstanding call-off orders under the Contract. The Supplier shall produce an analysis of invoiced Supplies, broken down by item and by authorised parties.



	
	11.6
	The Procuring Entity’s right to inspect, test and, where necessary, reject Goods after the Goods’ arrival in the Procuring Entity’s country shall in no way be limited or eared by reason of the Goods having previously been inspected, tested, and passed by the Procuring Entity or its representative prior to the Goods’ shipment from the country of origin.



	
	11.7
	Nothing in GCC Clause 9 shall in any way release the supplier from any warranty or other obligations under this Contract.



	12. Packing 
	12.1
	The supplier shall provide such packing of the Goods as is required to prevent their damage or deterioration during transit to their final destination, as indicated in the Contract. The packing shall be sufficient to withstand, without limitation, rough handling during transit and exposure to extreme temperatures, salt and precipitation during transit, and open storage. Packing case size and weights shall take into consideration, where appropriate, the remoteness of the Goods final destination and the absence of heavy handling facilities at all points in transit.



	
	12.2
	The packing, marking, and documentation within and outside the packages shall comply strictly with such special requirements as shall be expressly provided for in the Contract, including additional requirements, if any, specified in SCC, and in any subsequent instructions ordered by the Procuring Entity.



	13. Delivery and Documents
	13.1
	The Supplier shall fulfill all Call-off Orders for Goods by the Procuring Entity during the currency of the Contract



	
	13.2
	The Supplier shall deliver the Goods to place or places and within the time or response times stated in the Call-Off Orders and shall obtain a receipt of their delivery. Titles in the Goods shall pass to the Procuring Entity upon Satisfactory delivery of the Goods by the Supplier in accordance with the Contract. Delivery and receipt of the Goods shall not be an acceptance of the Goods by the Procuring Entity. The Procuring Entity may reject Goods, which are not in accordance with the Contract.



	
	13.3
	Receipt of delivery, acceptance or payment shall not prejudice the right of the Procuring Entity to maintain an action for breach of condition or warranty should the Goods prove to be of inferior quality or in any respect contrary to the requirements of the Contract.



	
	13.4
	Delivery of the Goods shall be made by the Supplier in accordance with the terms specified in the Schedule of Requirements. The details of shipping and / or other documents to be furnished by the Supplier are specified in SCC.



	
	13.5
	For purposes of the Contract, “EXW”  “FOB” “FCA”, “CIF”, “CIP,” and other trade terms used to describe the obligations of the parties shall have the meanings assigned to them by the current edition of Incoterms published by the International Chamber of Commerce, Paris.



	
	13.6
	Documents to be submitted by the Supplier are specified in SCC.



	14. Insurance
	14.1
	The Goods supplied under the Contract shall be fully insured in a freely convertible currency against loss or damage incidental to manufacture or acquisition, transportation, storage, and delivery in the manner specified in the SCC.



	15. Transportation
	15.1
	Where the Supplier is required under Contract to deliver the Goods FOB, transport of the Goods, up to and including the point of putting the Goods on board the vessel at the specified port of loading, shall be arranged and paid for by the Supplier, and the cost thereof shall be included in the Contract Price. Where the Supplier is required under the Contract to deliver the Goods FCA, transport of the Goods and delivery into the custody of the carrier at the place named by the Procuring Entity or other agreed point shall be arranged and paid for by the Supplier, and the cost thereof shall be included in the Contract Price.



	
	15.2
	Where the Supplier is required under Contract to deliver the Goods CIF or CIP, transport of the Goods to the port of destination or such other named place of destination in the Republic of Botswana, as shall be specified in the Contract, shall be arranged and paid for by the Supplier, and the cost thereof shall be included in the Contract Price.



	
	15.3
	Where the Supplier is required under the Contract to transport the Goods to a specified place of destination within the Republic of Botswana, defined as the Project Site, transport to such place of destination in the  Republic of Botswana , including insurance and storage, as shall be specified in the Contract, shall be arranged by the Supplier, and related costs shall be included in the Contract Price.



	16. Incidental Services
	16.1
	The Supplier may be required to provide any or all of the following services, including additional services, if any, specified in SCC:

	
	
	(a)
	Performance or supervision of on-site assembly and / or start-up of the supplied Goods;

	
	
	(b)
	Furnishing of tools required for assembly and /or maintenance of the supplied Goods;



	
	
	(c )
	Furnishing  of a detailed operations and maintenance manual for each appropriate unit of the supplied Goods;



	
	
	(d)
	Performance or supervision or maintenance and / or repair of the supplied Goods, for a period of time agreed by the parties, provided that this service shall not relieve the Supplier of any warranty obligations under this Contract; and



	
	
	(e)
	Training of the Procuring Entity’s personnel, at the Supplier’s plant and/ or on-site, in assembly, start-up, operation, maintenance, and / or repair of the supplied Goods.



	
	16.2
	Prices charged by the Supplier for incidental services, if not included in the Contract Price for the Goods, shall be agreed upon in advance by the parties and shall not exceed the prevailing rates charged to other parties by the Supplier for similar services.



	17. Spare Parts
	17.1
	As specified in SCC, the Supplier may be required to provide any or all of the following materials, notifications, and information pertaining to spare parts manufactured or distributed by the Supplier:



	
	
	(a)
	Such spare parts as the Procuring Entity may elect to purchase from the Supplier, provided that this election shall not relieve the Supplier of any warranty obligations under the Contract; and



	
	
	(b)
	In the event of termination of production of the spare parts:

	
	
	
	(i) advance notification to the Procuring Entity of the pending termination, in sufficient time to permit the Procuring Entity to procure needed requirements; and

(ii) following such termination, furnishing at no cost to the Procuring Entity, the blueprints, drawings, and specifications of the spare parts, if requested.



	18. Warranty
	18.1
	The Supplier warrants that the Goods supplied under the Contract are new, unused, of the most recent or current models, and that they incorporate all recent improvements in design and materials unless provided otherwise in the Contract. The Supplier further warrants that all Goods supplied under this Contract shall have no defect, arising from design, materials, or workmanship (except when the design and / or material is required by the Procuring Entity, specifications) or from any act or omission of the Supplier, that may develop under normal use of the supplied Goods in the conditions prevailing in the Republic of Botswana.



	
	18.2
	This warranty shall remain valid for twelve (12) months after the Goods, or any portion thereof as the case may be, have been delivered to and accepted at the final destination indicated in the Contract, or for eighteen (18) months after the date of shipment form the port or place of loading in the source country, whichever period concludes earlier, unless specified otherwise in SCC.



	
	18.3
	The Procuring Entity shall promptly notify the Supplier in writing of any claims arising under this warranty.



	
	18.4
	Upon receipt of such notice, the Supplier shall, within the period specified in SCC and with all reasonable speed, repair or replace the defective Goods or parts thereof, without costs to the Procuring Entity other than, where applicable, the cost of inland delivery of the repaired or replaced Goods or parts from EXW or the port or place of entry to entry to the final destination.



	
	18.5
	If the Supplier, having been notified, fails to remedy the defect(s) within the period specified in SCC, the Procuring Entity may proceed to take such remedial action as may be necessary, at the Supplier’s risk and expense and without prejudice to any other rights which the Procuring Entity may have against the Supplier under the Contract.



	19. Payment
	19.1
	The method and conditions of payment to be made to the Supplier under this Contract shall be specified in SCC. But in any case the Supplier shall be paid on a Schedule of Rates basis. The sum payable shall be calculated by multiplying the Unit Rate for the specific Goods by the number of units delivered and accepted in accordance with the Contract.



	
	19.2
	The Supplier’s request(s) for payment shall be made to the Procuring Entity in writing, accompanied by an invoice describing, as appropriate, the Goods delivered and Services performed, and by documents submitted pursuant to GCC Clause 10, and upon fulfillment of other obligations stipulated in the Contract.



	
	19.3
	Payments shall be made promptly by the Procuring Entity, within sixty (60) days after submission of an invoice or claim by the Supplier. If the Procuring Entity makes a late payment, the Supplier shall be paid interest on the late payment.  Interest shall be calculated from the date by which the payment should have been made up to the date when the late payment is made at a rate specified in the SCC.

	
	19.4
	The currency or currencies in which payment is made to the Supplier under this Contract shall be  as specified in SCC subject to the following general principle: payment will be made in the currency or currencies in which the payment has been requested in the Supplier’s bid.



	
	19.5
	All payments shall be made in the currency or currencies specified in the SCC pursuant to GCC 17.4



	20. Prices
	20.1
	The contract price shall be as specified in the Contract Agreement Subject to any additions and adjustments thereto or deductions there from, as may be made pursuant to the Contract.



	
	20.2
	Prices charged by the Supplier for Goods delivered and Services performed under the Contract shall not vary from the prices quoted by the Supplier in its bid, with the exception of any price adjustments authorized in SCC or in the Procuring Entity’s request for bid validity extension, as the case may be.



	21. Estimated Quantities and Change Orders
	21.1
	The estimated quantities required are shown in the schedule of requirements. Although every endeavour has been made to prepare an accurate estimate of requirements during the period of the Contract, the Procuring Entity does not bind itself to take the quantities stated, but reserves the right to order greater or lesser of quantities according to the limits set in the Bid Data Sheet .



	
	21.2
	The Procuring Entity may at any time, by a written order given to the Supplier pursuant to GCC Clause 22 make changes within the general scope of the Contract in any one or more of the following:



	
	
	(a)
	Drawings, designs, or specifications, where Goods to be furnished under the Contract are to be specifically manufactured for the Procuring Entity;



	
	
	(b)
	The method of shipment or packing;



	
	
	(c)
	The place of delivery; and / or



	
	
	(d)
	The Services to be provided by the Supplier.



	
	21.3
	If any such change causes an increase or decrease in the cost of, or the time required for, the Supplier’s performance of any provisions under the Contract, an equitable adjustment shall be made in the Contract Price or delivery schedule, or both, and the Contract shall accordingly be amended. Any claims by the Supplier for adjustment under this clause must be asserted within thirty (30) days from the date of the Supplier’s receipt of the Procuring Entity’s change order.



	
	21.4
	Prices to be charged by the supplier for any related services that might be needed but which were not included in the Contract shall be agreed upon in advance by the Parties and shall not exceed the prevailing rates charged to other parties by the Supplier for similar services.



	22. Contract Amendments
	22.1
	Subject to GCC Clause 18, no variation in or modification of the terms of the Contract shall be made except by written amendment signed by the parties.



	23. Assignment
	23.1
	Neither the Procuring Entity nor the Supplier shall assign, in whole or in part, obligations under this Contract, except with the prior written consent of the other party.



	24. Subcontracts
	24.1
	The Supplier shall notify the Procuring Entity in writing of all subcontracts awarded under this contract if not already specified in the bid. Such notification, in the original bid or later, shall not relieve the Supplier from any liability or obligation under the contract.



	
	24.2
	Subcontracts must comply with the provision of GCC Clause 3.



	25. Delays in the Supplier’s Performance
	25.1
	Delivery of the Goods and performance of Services shall be made by the Supplier in accordance with the time schedule prescribed by the Procuring Entity in the Schedule of Requirements.



	
	25.2
	If at any time during performance of the Contract, the Supplier or its subcontractor(s) should encounter conditions impeding timely delivery of the Goods and performance of Services, the Supplier shall promptly notify the Procuring Entity in writing of the fact of the delay, its likely duration and its cause(s). As soon as practicable after receipt of the Supplier’s notice, the Procuring Entity shall evaluate the situation and may at its discretion extend the Supplier’s time for performance, with or without liquidated damages, in which case the extension shall be ratified by the parties by amendment of Contract.



	
	25.3
	Except as provided under GCC Clause 28 a delay by the Supplier in the performance of its delivery obligations shall render the Supplier liable to the imposition of liquidated damages pursuant to GCC Clause 26, unless an extension of time is agreed upon pursuant to GCC Clause 25.2 without the application of liquidated damages.



	26. Liquidated Damages
	26.1
	Subject to GCC Clause 28, if the Supplier fails to deliver any or all of the Goods or to perform the Services within the period(s) specified in the Contract, the Procuring Entity shall, without prejudice to its other remedies under the Contract, deduct from the Contract Price, as liquidated damages, a sum equivalent to the percentage specified in SCC of the delivered price of the delayed Goods or unperformed Services for each week or part thereof of delay until actual delivery or performance, up to a maximum deduction of the percentage specified in SCC. Once the maximum is reached, the Procuring Entity may consider termination of the Contract pursuant to GCC Clause 27.



	27. Termination for Default
	27.1
	The Procuring Entity or the Supplier, without prejudice to any other remedy for breach of Contract, by written notice of default sent to the concerned party may terminate the Contract if the other party causes a fundamental breach of the Contract.

	
	27.2
	Fundamental breaches of Contract shall include, but shall not be limited to the following:

	
	
	a)
	the Supplier fails to deliver any or all of the Goods within the period(s) specified in the Contract, or within any extension thereof granted by the Procuring Entity pursuant to GCC Clause 25; or

	
	
	b)
	The Supplier fails to perform any other obligation(s) under the Contract;

	
	
	c)
	The supplier has abandoned or repudiated the contract.

	
	
	d)
	The Procuring Entity or the Supplier is made bankrupt or goes into liquidation other than for a reconstruction or amalgamation;

	
	
	e)
	A payment is not paid by the Procuring Entity to the Supplier within 90 days of the due date for payment; 

	
	
	f)
	The Procuring Entity gives Notice that goods delivered with a defect is a fundamental breach of Contract and the Supplier fails to correct it within a reasonable period of time determined by the Procuring Entity; and

	
	
	g)
	the supplier, in the judgment of the Procuring Entity, has engaged in corrupt or fraudulent practices in competing for or in exacting the Contract.

	
	
	For the purpose of this clause:

“corrupt practice” means the offering, giving, receiving, or soliciting of anything of value to influence the action of a public official in the procurement process or in contract execution and includes, inter alia, bribery and extortion or coercion which involves threats of injury to person, property or reputation, and



	
	
	“fraudulent practice” means a misrepresentation of facts in order to influence a procurement process or the execution of a contract to the detriment of the procuring entity, and includes collusive practices among Bidders (prior to or after bid submission)



	
	27.2
	In the event the Procuring Entity terminates the Contract in whole or in part, pursuant to GCC Clause 27.1, the Procuring Entity may procure, upon such terms and in such manner as it deems appropriate, Goods or Services similar to those undelivered, and the Supplier shall be liable to the Procuring Entity for any excess costs for such similar Goods or Services. However, the Supplier shall continue performance of the Contract to the extent not terminated.



	Force Majeure
	28.1
	Notwithstanding the provisions of GCC Clauses 25, 26, and 27, the Supplier shall not be liable for forfeiture of its performance security, liquidated damages, or termination for default if and to the extent that its delay in performance or other failure to perform its obligations under the Contract is the result of an event of Force Majeure.



	
	28.2
	For purposes of this clause, “Force Majeure” means an event or situation beyond the control of the Supplier and not involving the Supplier’s fault or negligence and not foreseeable, is unavoidable, and is not due to negligence or lack of care on the part of the Supplier. Such events may include, but are not restricted to, acts of the Procuring Entity in its sovereign capacity, wars or revolutions, fires, floods, epidemics, quarantine, restrictions, acts of terrorists and freight embargoes.



	
	28.3
	If a Force Majeure situation arises, the Supplier shall promptly notify the Procuring Entity in writing of such condition and the cause thereof. Unless otherwise directed by the Procuring Entity in writing, the Supplier shall continue to perform its obligations under the Contract as far as is reasonably practical, and shall seek all reasonable alternative means for performance not prevented by the Force Majeure event.



	Termination for Insolvency
	29.1
	The Procuring Entity may at any time terminate the Contract by giving written notice to the Supplier if the Supplier becomes bankrupt or otherwise insolvent. In this event, termination will be without compensation to the Supplier, provided that such termination will not prejudice or affect any right of action or remedy which has accrued or will accrue thereafter to the Procuring Entity.



	Termination for Convenience
	30.1
	The Procuring Entity, by written notice sent to the Supplier, may terminate the contract, in whole or in part, at any time for its convenience. The notice of termination shall specify that termination is for the Procuring Entity’s convenience, the Contract is terminated, and the date upon which such termination becomes effective.



	
	30.2
	The Goods that are complete and ready for shipment within thirty (30) days after the Supplier’s receipt of notice of termination shall be accepted by the Procuring Entity at the Contract terms and price. For the remaining Goods, the Procuring Entity may elect:

	
	
	(a) To have any portion completed and delivered at the Contract terms and prices; and / or

(b) To cancel the remainder and pay to the Supplier an agreed amount for partially completed Goods and Services and for materials and parts previously procured by the Supplier.



	Disputes
	31.1

	If any dispute or difference of any kind whatsoever shall arise between the Procuring Entity and the Supplier in connection with or arising out of the Contract, the parties shall make every effort to resolve amicably such dispute or difference by mutual consultation.



	
	31.2
	If after thirty days, the parties have failed to resolve their dispute or difference by such mutual consultation, then either the Procuring Entity or the Supplier may give notice for adjudication.



	
	31.3

	If the either party believes that a decision taken by the other was wrongly taken, the decision shall be referred to the Adjudicator within 14 days of the notification of the decision.



	Procedure for Disputes
	32.1

	The Adjudicator stated in the SCC shall give a decision in writing within 28 days of receipt of a notification of a dispute.

	
	32.2
	The Adjudicator shall be paid by the hour at the rate specified in the SCC, together with reimbursable expenses of the types specified in the SCC, and the cost shall be divided equally between the Procuring Entity and the Supplier, whatever decision is reached by the Adjudicator.  Either party may refer a decision of the Adjudicator to an Arbitrator within 28 days of the Adjudicator’s written decision.  If neither party refers the dispute to arbitration within the above 28 days, the Adjudicator’s decision will be final and binding.



	
	32.3
	The arbitration shall be conducted in accordance with the arbitration procedure published by the institution named and in the place shown in the SCC.



	Replacement of Adjudicator
	33.1
	Should the Adjudicator resign or die, or should the Procuring Entity and the Supplier agree that the Adjudicator is not functioning in accordance with the provisions of the Contract, a new Adjudicator will be jointly appointed by the Procuring Entity and the Supplier.  In case of disagreement between the Procuring Entity and the Supplier, within 30 days, the Adjudicator shall be designated by the Appointing Authority designated in the SCC at the request of either party, within 14 days of receipt of such request.

	Limitation of Liability
	34.1
	Except in cases of criminal negligence or willful is conduct, and in the case of infringement pursuant to Clause 9,



	
	
	(a) The Supplier shall not be liable to the Procuring Entity, whether in contract, tort, or otherwise, for any indirect or consequential loss or damage, loss of use, loss of production, or loss of profits or interest costs, provided that this exclusion shall not apply to any obligation of the Supplier to pay liquidated damages to the Procuring Entity; and
(b) The aggregate liability of the Supplier to the Procuring Entity, whether under the Contract, in tort or otherwise, shall not exceed the total Contract Price, provided that this limitation shall not apply to the cost of repairing or replacing defective equipment or to any obligation of the Supplier to indemnify the Procuring Entity with respect to patent infringement


	Notices
	35.1
	Any notice given by one party to the other pursuant to this Contract shall be sent to the other party in writing or by cable, telex, or facsimile and confirmed in writing or by cable, telex, or facsimile and confirmed in writing to the other party’s address specified in SCC. The term “in writing” means communicated in written form with proof of receipt.



	
	34.2
	A notice shall be effective when delivered or on the notice’s effective date, whichever is later.



	Taxes and Duties
	36.1
	A foreign Supplier shall be entirely responsible for all taxes, stamp duties, license fees, and other such levies imposed outside the Botswana.



	
	36.2
	If any tax exemptions, reductions, allowances or privileges may be available to the Supplier in the Botswana the Procuring Entity shall use its best efforts to enable the Supplier to benefit from any such tax savings to the maximum allowable The Procuring Entity shall use its best efforts to enable the Supplier to benefit from any such tax savings to the maximum allowable extent.



	
	36.3
	A local Supplier shall be entirely responsible for all taxes, duties, license fees, etc., incurred until delivery of the contracted Goods to the Procuring Entity.


SECTION V: SPECIAL CONDITIONS OF CONTRACT
Special Conditions of Contract

The following Special Conditions of Contract shall supplement the General Conditions of Contract.  Whenever there is a conflict, the provisions herein shall prevail over those in the General Conditions of Contract.  The corresponding clause number of the GCC is indicated in parentheses.

	GCC Clause Number 
	Amendments of, and Supplements to, Clauses in the General Conditions of Contract

	Definitions (GCC Clause 1)



	1.1(i)
	The Procuring Entity is: the SADC Secretariat



	1.1(j)
	The Supplier is: [ Will be revealed after the evaluation s]



	1.1(k)
	The Project Site is:  Not Applicable 



	Nature of Contract and Governing Language (GCC Clause 3 and 4)



	3.2
	The Framework Contract period is Twelve (12) Months from the date of signature.


	4.1
	The Governing Language shall be: English


	Applicable Law (GCC Clause 5)



	5.1
	The Applicable Law shall be: Laws of the Republic of Botswana

	Country of Origin (GCC Clause 6)



	6.1
	Country of Origin must Specified

	Performance Security (GCC Clause 10)



	10.1
	The amount of performance security, as a percentage of the Contract Price, shall be Ten (10) percent of the Contract Price


	Review Meetings, Reports, Inspections and Tests (GCC Clause 11)



	11.1
	Inspection and tests prior to shipment of Goods and at final acceptance are as follows:

Control of quality and quantity upon reception of the goods.


	Packing (GCC Clause 12)



	12.2
	The following SCC shall supplement GCC Clause 11.2:

The Goods shall be packed properly in accordance with standard export packing specified by the Procuring Entity in the Technical Specification.

	Delivery and Documents (GCC Clause 13)



	13.2
	All goods will be delivered to the SADC Secretariat’s HQ in Gaborone


	13.4, 13.6
	F

	
	Upon delivery of the Goods the supplier will submit:

(i.) one original plus four copies of the Supplier’s invoice showing Goods’ description, quantity, unit price, and total amount;

(ii.) delivery note, railway receipt, or truck receipt;

(iii.) Manufacturer’s or Supplier’s warranty certificate if applicable;



	Insurance (GCC Clause 14)



	14.1
	The Insurance shall be in an amount equal to 110 percent of the CIF or CIP value of the Goods from “warehouse” to “warehouse” on “All Risks” basis, including War Risks and Strikes.

	Transportation (GCC Clause 15)


	15
	Goods are to be delivered DDP SADC HQ in Gaborone. Article 15.3 applies.

	Incidental Services (GCC Clause 16)



	16.1
	Incidental services to be provided are:

· Loading and Offloading of goods 


	16.2
	The price quoted in the Bid shall include the cost for the incidental services.



	17.1
	NOT APPLICABLE 

	Warranty (GCC Clause 18)



	18.2
	GCC 18.2—In partial modification of the provisions, the warranty period shall be 12 months from date of acceptance of the Goods.  If, for reasons attributable to the Supplier, these guarantees are not attained in whole or in part, the Supplier shall, at its discretion, either:

(a)
make such changes, modifications, and/or additions to the Goods or any part thereof as may be necessary in order to attain the contractual guarantees specified in the Contract at its own cost and expense 

or
(b)
pay liquidated damages to the Procuring Entity with respect to the failure to meet the contractual guarantees.  The rate of these liquidated damages shall be 0.20 per cent per day of undelivered materials/goods value up to the sum equivalent to the amount of ten percent of the contract value.



	18.4& 18.5
	The period for correction of defects in the warranty period is: four (4) weeks



	Payment (GCC Clause 19)


	19
	The method and conditions of payment to be made to the Supplier under this Contract shall be as follows:

Payment will be made in the currency of the bid as stipulated in BDS 16.1 
Payment shall be made within thirty (30) days of presentation of claim supported by a certificate from the Procuring Entity declaring that the Goods have been delivered and that all other contracted Services have been performed.

Payment will only be made for goods ordered and delivered (call-offs) and not for the total quantity or value of the contract.



	
	

	19.3
	Rate to be used for paying the Supplier interest on late payments by Purchaser shall be 9 % on year basis.


	Prices (GCC Clause 20)



	20.2
	There will be no price adjustments.


	Liquidated Damages (GCC Clause 26)



	26.1
	Applicable rate:  1 per cent of undelivered materials/good’s value per started week of delay.

Maximum deduction is equal to the performance security

	Procedures for Disputes (GCC Clause 32)



	32.1
	The Adjudicator shall be to be identified by the parties


	32.2
	Rate of the Adjudicator fees shall be shall be as per the prevailing fee in the law


	32.3
	The Arbitration institution shall be International Court of Arbitration 
The Place for carrying out Arbitration shall be ; Gaborone Botswana

	33.1
	The Appointing Authority for the Adjudicator is: Contracting parties 



	Notices (GCC Clause 35)



	35.1
	The Procuring Entity’s address for notice purposes is:

 Executive Secretary,

SADC Secretariat

CBD Plot 54385

Private Bag 0095

Gaborone

Botswana

Phone: +2673951863

Fax: +2673972848/3181070

   Email: sadcregistry@sadc.int
The Supplier’s address for notice purposes is:

to be identified after evaluations


SECTION VI: SCHEDULE OF REQUIREMENTS

Content

1. List of Supplies.
2. Delivery and Completion Schedule
3. Specification and Compliance Sheet

4. Drawings

1.   List of Supplies and description. 
Procurement Reference Number: SADC/ADMIN/01/2014

The quantity shown below is the estimated total quantity which will be purchased under the contract. Supplies will be purchased by call-off orders in accordance with the contract. 

Note: Pictures are only indicative
Lot 1: Paper and related items

	Item number


	Brief Description of Supplies and Related Services
	Unit of Measure
	Estimated Quantity


	1. 
	Photocopy and laser printer paper.

Color: White

Size: A4

Quality: 80 gsm 

Packaging: Carton box containg 5 reams
	Ream
	12,635

	2. 
	Photocopy and laser printer paper

Color: Soft Yellow

Size : A4

Quality: 80 gsm

Packaging: Carton box containing 5 reams
	Ream
	442

	3. 
	Photocopy and laser printer paper

Color: Soft Pink

Size : A4

Quality: 80 gsm

Packaging: Carton box containing 5 reams
	Ream
	442

	4. 
	Photocopy and laser printer paper

Color: Soft Blue

Size : A4

Quality: 80 gsm

Packaging: Carton box containing 5 reams
	Ream
	442

	5. 
	Paper

Color: White 

Size: A4

Quality: 240 gsm
	Ream
	20

	6. 
	Envelopes

Colour: White

Size: A4

Self sealing

Packaging: in boxes of at least 100 envelopes
	1 envelope 
	5000

	7. 
	Envelopes

Colour: White

Size: A3

Self sealing

Packaging: in boxes of at least 100 envelopes
	1 envelope
	100

	8. 
	Removable adhesive stickers (Post-it or similar)

Colour: Light blue or light green

Size: 127 x 76 mm approx.

Individualy wrapped and Packed in boxes or wrapped per 10 at least.
	Pad of 100 stickers
	200

	9. 
	Removable adhesive stickers (Post-it or similar)

Colour: Light blue or light green

Size: 76 x 76 mm approx.

Individualy wrapped and packed in boxes or wrapped per 10 at least.
	Pad of 100
stickers
	200

	10. 
	‘Non Confidential Files’

Size: Full Width = 590 mm approx. H = 345 mm approx.

The full width will have several plies in the middle to allow for thicker documents.

The right side will have a flap of approx. 80 mm with several plies to allow for thicker documents.

(See Annex 1)
Material: paper

Quality: 260 gsm 

Color: Light blue

Layout: See Annex 1
A round hole should be punched in the front page at approx. 2 cm from the left side and 2 cm from the top
	1 file
	4000

	11. 
	‘Confidential Files’

Size: Full Width = 590 mm approx. H = 345 mm approx.

The full width will have several plies in the middle to allow for thicker documents.

The right side will have a flap of approx. 80 mm with several plies to allow for thicker documents.

(See annex 1)
Material: paper

Quality: 260 gsm 

Color: ’Gold’

Layout: See Annex 1 

A round hole should be punched in the front page at approx. 2 cm from the left side and 2 cm from the top.
	1 file
	3000

	12. 
	‘Secret Files’

Size: Full Width = 590 mm approx. H = 345 mm approx.

The full width will have several plies in the middle to allow for thicker documents.

The right side will have a flap of approx. 80 mm with several plies to allow for thicker documents.

(See annex 1)
Material: paper

Quality: 260 gsm 

Color: Bright Orange

Layout: See Annex 1
A round hole should be punched in the front page at approx. 2 cm from the left side and 2 cm from the top.

	1 file
	1000

	13. 
	‘Top Secret Files’

Size: Full Width = 590 mm approx. H = 345 mm approx.

The full width will have several plies in the middle to allow for thicker documents.

The right side will have a flap of approx. 80 mm with several plies to allow for thicker documents.

(See annex 1)

Material: paper

Quality: 260 gsm 

Color: Red

Layout: See Annex 1
A round hole should be punched in the front page at approx. 2 cm from the left side and 2 cm from the top.

	1 file
	1000

	14. 
	Shorthand notebook

Size: A5

Lined

Paper color: white

Paper quality: 70 gsm

Spirals on top of pages 
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N° of pages: 100
	Each
	1400

	15. 
	Examination pad

Size: A4

Paper color: white

Paper quality: 70 gsm

Glued on top of pages

Lined with left margin

2 punched holes left 

N° of pages: 100 

[image: image4.png]



	Each
	1200

	16. 
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Flat folders 
Size: A4

Color: Blue/Yellow/Green
	Set of 100
	500

	17. 
	Binding cover

Material: Paper 150 gsm 
Color: White

Size: A4


	Set of 100
	200

	18. 
	Binding cover

Material: Clear plastic
Thickness: 200 Micron 
Size: A4

	Set of 100
	200

	19. 
	Flip chart paper

Size: 27" x 34"
Number of pages: 50

	1 set of 50 pages
	100

	20. 
	“Minute book” 
SR166/63
Size : 300mm x 215mm

	Each 
	30


Lot 2: - Lever Arch Files and Ringbinders

	Item number

	Brief Description of Supplies and Related Services
	Unit of Measure
	Estimated Quantity

	1. 
	[image: image6.png]


Lever Arch Files

Size: for A4 documents

Spine Width: 70 mm 

Colour: Green
· Plasticized

· 2 rings

· Clear plastic cover pocket on spine.

· Round opening on spine as in picture. 

Packaging: in boxes of minimum 10 files.


	1 file
	150

	2. 
	Lever Arch Files

Size: for A4 documents

Spine Width: 70 mm 

Colour: Blue
· Plasticized

· 2 rings

· Clear plastic cover pocket on spine as in picture.

· Round opening on spine as in picture.

Packaging: in boxes of minimum 10 files.


	1 file
	350

	3. 
	Lever Arch Files

Size: for A4 documents

Spine Width: 70 mm 

Colour: Red
· Plasticized

· 2 rings

· Clear plastic cover pocket on spine as in picture.

· Round opening on spine as in picture.

Packaging: in boxes of minimum 10 files.


	1 file
	500

	4. 
	Lever Arch Files

Size: for A4 documents

Spine Width: 80 mm 

Colour: Green
· Plasticized

· 2 rings

· Clear plastic cover pocket on spine as in picture.

· Round opening on spine as in picture.

Packaging: in boxes of minimum 10 files.


	1 file
	750

	5. 
	Lever Arch Files

Size: for A4 documents

Spine Width: 80 mm 

Colour: Blue
· Plasticized

· 2 rings

· Clear plastic cover pocket on spine as in picture.

· Round opening on spine as in picture.

Packaging: in boxes of minimum 10 files.


	1 file
	500

	6. 
	Lever Arch Files 

Size: for A4 documents

Spine Width: 80 mm 

Colour: Red
· Plasticized

· 2 rings

· Clear plastic cover pocket on spine as in picture.

· Round opening on spine as in picture.

Packaging: in boxes of minimum 10 files.


	1 file
	500

	7. 
	Lever Arch Files

Size: for A4 documents

Spine Width: 50 mm 

Colour: Green
· Plasticized

· 2 rings

· Clear plastic cover pocket on spine as in picture.

· Round opening on spine as in picture.

Packaging: in boxes of minimum 10 files.


	1 file
	1000

	8. 
	Lever Arch Files

Size: for A4 documents

Spine Width: 50 mm 

Colour: Blue
· Plasticized

· 2 rings

· Clear plastic cover pocket on spine as in picture.

· Round opening on spine as in picture.

Packaging: in boxes of minimum 10 files.


	1 file
	1000

	9. 
	Lever Arch Files

Size: for A4 documents

Spine Width: 50 mm 

Colour: Red
· Plasticized

· 2 rings

· Clear plastic cover pocket on spine as in picture.

· Round opening on spine as in picture.

Packaging: in boxes of minimum 10 files.


	1 file
	1000

	10. 
	Suspension files (vertical)
Size: 315mm x 238mm
Colour: Grass Green/Cobalt Blue/Red (800 each)
Supplied with tabs and inserts, box gusset with file fastener slots. Encapsulated metal rod. 
Packaging: 25 files per box approx. 
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	1 file
	1800

	11. 
	Accessible files 

Material: Paper

Size: A4
Color: assorted, Blue, Black, Green, Red
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Packaging: boxes


	1 file
	3000

	12. 
	PVC Transparant files (Pockets)
Size: A4

Material: Clear plastic (not frosted) 
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	Box of 100
	100


Lot 3 – Storage Devices 

	Item number


	Brief Description of Supplies and Related Services
	Unit of Measure
	Estimated Quantity

	1
	CD-R
· Each CD packed in a plastic box

· Packed in a box or wrap of 10 CDs


	1 CD
	500

	2
	CD-RW

· Each CD packed in a plastic box

· Packed in a box or wrap of 10 CDs


	1 CD
	200

	3
	DVD-R

· Each DVD packed in a plastic box

· Packed in a box or wrap of 10 DVDs


	1 DVD
	100

	4
	USB Memory sticks
Size: 4 Gb minimum
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With cap or retractable 
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	Each
	510

	5
	External Harddrive

Size: 500GB minimum

USB 3.0 Powered
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	Each
	20


Lot 4 – Writting Material

	Item number
	Brief Description of Supplies and Related Services
	Unit of Measure
	Estimated Quantity

	
	Ballpoint pen

Type: German Ink

Ink Colour: Black
Size: medium ball

With cap  

Packaging: per 10 minimum
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Smooth writing, non leaking


	1 pen
	100

	1. 
	Ballpoint pen

Type: German Ink

Ink Colour: Blue
Size: medium ball

With cap  

Packaging: per 10 minimum
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Smooth writing, non leaking


	1 pen
	100

	2. 
	Ballp Ballpoint pen

Type: German Ink

Ink Colour: Red
Size: medium ball

With cap  

Packaging: per 10 minimum
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Smooth writing, non leaking


	1 pen
	100

	3. 
	Hybrid roller pen

(Pentel K106 or equivalent)

Black gel ink

Thickness: 0.6 mm approx. 
With cap

Packaging: per 10 minimum
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Smooth writing, non leaking
	1 pen
	100

	4. 
	Hybrid roller pen

(Pentel K106 or equivalent)

Blue gel ink

Thickness: 0.6 mm approx. 
With cap
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Packaging: per 10 minimum

Smooth writing, non leaking


	1 pen
	100

	5. 
	Pencil 

HB Lead

Packaging per Box 10 minimum


	1 pencil
	400

	6. 
	Pencil 

2H Lead

Packaging per 10 minimum


	1 pencil
	200

	7. 
	Pencil Pen (Clutch Pencil) 
Leads: 0.5 mm
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Mechanism: Mechanical

Material of Mechanism:  Metal
Material of barrel: Plastic

	1 pencil
	200

	8. 
	Leads for pencil pen

0.5 mm HB

Packed in plastic containerof at least 30 leads
	Container of 30 leads
	150

	9. 
	Markers for white boards

· Colour: Blue
· Medium Bullet point
· Non permanent
· Total length = 140 mm approx.
Packed in boxes of 10
	1 marker
	100

	10. 
	Markers for white boards

· Colour: Black
· -Medium bullet point
· Non permanent
· Total length = 140 mm approx.
Packed in boxes of 10
	1 marker
	50

	11. 
	Markers for white boards

· Colour: Green
· -Medium bullet point
· Non permanent
· Total length = 140 mm approx.
Packed in boxes of 10
	1 marker
	50

	12. 
	Markers for white boards

· Colour: Red
· -Medium bullet point
· Non permanent
· Total length = 140 mm approx.
Packed in boxes of 10
	1 marker
	50

	13. 
	Permanent markers

· Colour: Black
· Medium Chisel point
· Total length = 140 mm approx.
Packed in boxes of 10
	1 marker
	200

	14. 
	Permanent markers

· Colour: Blue
· Medium Chisel point
· Total length = 140 mm approx.
Packed in boxes of 10
	1 marker
	200

	15. 
	Permanent markers

· Colour: Green
· Medium Chisel point
· Total length = 140 mm approx.
Packed in boxes of 10
	1 marker
	200

	16. 
	Permanent markers

· Colour: Red
· Medium Chisel point
· Total length = 140 mm approx.
Packed in boxes of 10
	1 marker
	200

	17. 
	Highlighter 

Colour: Yellow
Chisel point 
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Total length = 110 mm approx.
	1 marker
	200

	18. 
	[image: image20.jpg]


Highlighter 

Colour: Orange 
Chisel point
Total length = 110 mm approx.
	1 marker
	200

	19. 
	White board cleaning liquid

Non Toxic
	Bottle of 250 ml
	50

	20. 
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Whiteboard eraser 

7 x 8 “ minimum


	Each
	50


Lot 5 
Office Accessories

	Item number


	Brief Description of Supplies and Related Services
	Unit of Measure
	Estimated Quantity

	1. 
	Small stapler

Size: approx 16 cm long 

For staples 24/6 and 26/6
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With destapler at the back or at the side 
	Each
	120

	2. 
	Staples for small stapler

Size: 24/6
	Box of 5000
	120

	3. 
	Heavy Duty Stapler
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Accepting different sizes of staples from 8 mm to 20 mm
	1
	20

	4. 
	Staples for heavy duty stapler

Size: 8 mm
	Box of 5000
	20

	5. 
	Staples for heavy duty stapler

Size: 12 mm
	Box of 5000
	24

	6. 
	Staples for heavy duty stapler

Size: 15 mm
	Box of 5000
	24

	7. 
	Staples for heavy duty stapler

Size: 20 mm
	Box of 5000
	24

	8. 
	Sheet punch small

For 30 sheet of 80 gsm approx. 

2 hole system
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With metal centering arm adjustable up to A4
	Each
	100

	9. 
	Sheet punch heavy duty

2 hole system

Punches up to 60 sheets of 80 gsm
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With metal centering arm adjustable up to A3
	Each
	14

	10. 
	Ruler

Size: 300 mm

Material: Clear plastic
	Each
	40

	11. 
	 Glue stick 

Solid adhesives in twist or push-up tubes

	Each
	300

	12. 
	‘Invisible’ Adhesive tape

Width: 15 mm approx.
	1 roll
	100

	13. 
	Pencil eraser

Material: Vinyl

Packaging: in boxes
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	Each
	218

	14. 
	Drawing pins (Thum btacks)
	Box of 100
	50

	15. 
	Scissors

Size: medium (approx 165 mm)
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Plastic handle
	Each
	100

	16. 
	Urgent stickers

Material: Paper

Size: 40 mm x 15 mm approx.

White or black text on red background
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Self adhesive
	Roll of 120
	200

	17. 
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“Confidential” stickers

Material: Paper

Size: 50 mm x 15 mm approx.

[image: image30.jpg]


White or black text on red background or similar
Self adhesive 
	Roll of 100
	100

	18. 
	“Sign Here” stickers
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Self adhesive but removeable

Material: Plastic

Assorted colours in a dispenser package
	Set of 150
	200

	19. 
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Bulldog clips

· Foldback type

· Size: W = 30 mm approx.

Packaging: in boxes of around 10


	1 clip
	1000

	20. 
	Bulldog clips

· Foldback type

· Size: W =  40 mm approx.

Packaging: in boxes of around 10


	1 clip
	1000

	21. 
	Bulldog clips

· Foldback type

· Size W = 60 mm approx.

Packaging: in boxes of around 10


	1 clip
	1000

	22. 
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Paper clips

Size: 33mm approx  
	Box of 100

	200

	23. 
	Paper clips

Size: 50 mm approx. [image: image35.jpg]



	Box of 100

	150

	24. 
	Paper clips
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Size: 75 mm approx. 
“Wavy”
	Box of 100

	100

	25. 
	File dividers

Type: A-Z

Material: Plastic

Size: A4 
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	1 set
	1000

	26. 
	File dividers

Type: 12 divisions numbered 1 - 12

Material: Plastic 
Size: A4[image: image38.png]



	1 set
	1000

	27. 
	Laminating sheets

Size: A4 
Thickness: 2 x 100 µm
For low temperature hot laminating

Packed per 50 at least

	1 sheet
	50

	28. 
	Name tags

Size: W = 90, H = 60 mm approx.

Clear plastic

With clip as well as safety pin
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Packed in boxes of at least 50
	1 tag
	5000

	29. 
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Binding combs 

Size: A4 x 10 mm
Color: black

Packed in boxes

	1 comb
	200

	30. 
	Binding combs 

Size: A4 x 16 mm
Color: black

Packed in boxes

	1 comb
	200

	31. 
	Binding combs 

Size: A4 x 25 mm
Color: black

Packed in boxes

	1 comb
	200

	32. 
	Binding combs 

Size: A4 x 38 mm
Packed in boxes

	1 comb
	200

	33. 
	Binding combs 

Size: A4 x 50 mm
Packed in boxes

	1 comb
	200

	34. 
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Desk organizer

Moulded plastic.
Organises small office accessories. 
Approx. 7 compartments Colour: Assorted, Blue, Green, Black

  
	1
	50

	35. 
	Letter trays

Size: A4

Material: Plastic 


Colors: Blue/Green/Red

Stackable


	1 tray
	300

	36. 
	Packaging Tape

Size: 50 mm x 50 m approx
	1 roll
	100

	37. 
	Self adhesive tape

Clear

Size: 50 mm x 50 m
	1 roll
	100

	38. 
	Pencil ,sharpener small

Material: metal 


	1
	60

	39. 
	Rubber bands

Size: large

Packed in a bag or box 


	Per 100
	50

	40. 
	Rubber bands small

Packed in bag or box

 
	Per 1000
	50


Lot 6 
Toner for Brother Printers
	Item number


	Brief Description of Supplies and Related Services
	Unit of Measure
	Estimated Quantity

	1. 
	Brother MFC8460 N
	Each
	12

	2. 
	Brother TN 04 Black
	Each
	3

	3. 
	Brother TN 04 Cyan
	Each
	2

	4. 
	Brother TN 04 Magenta
	Each
	2

	5. 
	Brother TN 04 Yellow
	Each
	4

	6. 
	Brother TN 213 Black
	Each
	12

	7. 
	Brother TN 213 Cyan
	Each
	12

	8. 
	Brother TN 213 Yellow
	Each
	12

	9. 
	Brother TN 213 Magenta
	Each
	12

	10. 
	Brother TN 2000
	Each
	15

	11. 
	Brother TN 3185
	Each
	15

	12. 
	Drum DR3215
	Each
	20

	13. 
	Drum DR3115
	Each
	10

	14. 
	Drum DR2000
	Each
	10

	15. 
	Brother TN3290
	Each
	10


Lot 7
Toner HP
	Item number


	Brief Description of Supplies and Related Services
	Unit of Measure
	Estimated Quantity

	1. 
	HP 8061 X
	Each
	8

	2. 
	HP C9733A
	Each
	6

	3. 
	HP C9732A
	Each
	6

	4. 
	HP C9731A
	Each
	6

	5. 
	HP C9703A
	Each
	6

	6. 
	HP C9702A
	Each
	6

	7. 
	HP C6061X
	Each
	6

	8. 
	HP C 9730
	Each
	5

	9. 
	HP C 9700
	Each
	10

	10. 
	HP CB 436 A
	Each
	6

	11. 
	HP CB 540 A
	Each
	110

	12. 
	HP CB 541 A
	Each
	20

	13. 
	HP CB 542 A
	Each
	20

	14. 
	HP CB 543 A
	Each
	20

	15. 
	HP CC 364 A
	Each
	30

	16. 
	HP CC 530 A
	Each
	10

	17. 
	HP CC 531 A
	Each
	10

	18. 
	HP CC 532 A
	Each
	10

	19. 
	HP CC 533 A
	Each
	10

	20. 
	HP CE 250 A
	Each
	10

	21. 
	HP CE 251 A
	Each
	20

	22. 
	HP CE 252 A
	Each
	20

	23. 
	HP CE 253 A
	Each
	20

	24. 
	HP CE 255 A
	Each
	5

	25. 
	HP CE 320 A
	Each
	10

	26. 
	HP CE 321 A
	Each
	10

	27. 
	HP CE 322 A
	Each
	10

	28. 
	HP CE 323 A
	Each
	10

	29. 
	HP CF 280 A
	Each
	5

	30. 
	HP 507A Black
	Each
	26

	31. 
	HP 507A Magenta
	Each
	16

	32. 
	HP 507A MCyan
	Each
	16

	33. 
	HP 507A Yellow
	Each
	16

	34. 
	HP Q 2612 A
	Each
	15

	35. 
	HP Q 2613 A
	Each
	5

	36. 
	HP Q 4127 X
	Each
	2

	37. 
	HP Q 5942 A
	Each
	85

	38. 
	HP Q 5949 A
	Each
	4

	39. 
	HP Q 6000
	Each
	5

	40. 
	HP Q 7551 A
	Each
	16

	41. 
	HP Q 7553 A
	Each
	85

	42. 
	HP Q1338A
	Each
	70

	43. 
	HP Q3464A
	Each
	6

	44. 
	HP Q3603A
	Each
	5

	45. 
	HP Q3964A
	Each
	4

	46. 
	HP Q4127A
	Each
	7

	47. 
	HP Q4129X
	Each
	5

	48. 
	HP Q6000A
	Each
	20

	49. 
	HP Q6001A
	Each
	20

	50. 
	HP Q6002A
	Each
	20

	51. 
	HP Q6003A
	Each
	20

	52. 
	HP Q6470A
	Each
	10

	53. 
	HP Q6471A
	Each
	10

	54. 
	HP Q6472A
	Each
	10

	55. 
	HP Q6473A
	Each
	10

	56. 
	HP Q7516A
	Each
	6

	57. 
	HP Q80A
	Each
	4

	58. 
	HP NO.22
	Each
	6

	59. 
	HP. NO.27
	Each
	4


Lot 8
Toner for Lexmark Printers 

	#
	Description
	Unit
	Qty

	1. 
	Lexmark 34
	Each
	22

	2. 
	Lexmark 35
	Each
	17

	3. 
	Lexmark 651 A 11 E
	Each
	1

	4. 
	Lexmark X 644 AA 11 E
	Each
	5

	5. 
	Lexmark X 646 E
	Each
	12


Lot 9
Toner for Konica/Minolta
	#
	Description
	Unit
	Qty

	1. 
	Minolta TN 114
	Each
	12

	2. 
	Minolta TN 211
	Each
	12

	3. 
	Minolta TN 511
	Each
	12

	4. 
	Toner TN 213 Magenta
	Each
	12

	5. 
	Toner TN213 Black
	Each
	12

	6. 
	Toner TN213 Cyan
	Each
	12

	7. 
	Toner TN213 Yellow
	Each
	12

	8. 
	Toner Konica 7085
	Each
	80

	9. 
	Toner 507
	Each
	5


Lot 10.. CANON 

	#
	Description
	Unit
	Qty

	1. 
	Toner Canon 703
	Each
	12

	2. 
	Toner Canon FX7
	Each
	20

	3. 
	Toner Canon 34
	Each
	12

	4. 
	Toner Canon 37
	Each
	6

	5. 
	Toner Canon 38
	Each
	12

	6. 
	Toner Cartridge CF280A
	Each
	5


The attached commodity specific conditions will form an integral part of any resulting contract.

1. Delivery and Completion Schedule
Procurement Reference Number: SADC/ADMIN/01/2014

The response time shall commence from the date of each call-off order. The Provider shall meet the response times for any call-off order, subject to the limitations in the contract. Call-off orders may be issued at any time but will in principle be limited to maximum 6 call-offs for the duration of the contract.
	Lot No.
	Brief Description
of Supplies or Related Services 
	Response Time

(days/wks/mths)
	Delivery Point/
Site

	
	Paper and related items

	4 wks
	SADC HQ

	
	Lever Arch Files and Ringbinders


	4 wks
	SADC HQ

	
	Storage Devices 


	4wks
	SADC HQ

	
	Writting Materials

	4wks
	SADC HQ

	
	Office Accessories
	4wks
	SADC HQ

	
	Toner for Brother Printers

	2wks
	SADC HQ

	
	Toner for HP Printers

	2wks
	SADC HQ

	
	Toner for Lexmark Printers 


	2wks
	SADC HQ

	1. 
	Toner for Konica/Minolta


	2wks
	SADC HQ

	2. 
	Canon Toner and Cartridge
	2 wks 
	SADC HQ



3.
Specification and Compliance Sheet
By signing the Bid Form, the bidder declares that the goods offered in his bid are compliant with the descriptions in the lists of supplies. Non-compliant goods will be refused.
4.
Drawings

The layout of the confidential files is attached as a separate file. (Annex 1)

SECTION VIII:  BID FORMS  

Table of Forms 

Sec. VIII

1.
Form of Bid

2.
Price schedule for Supplies and Related Services

3.
Form of Qualification Information
4.
Letter of Acceptance 

5.
Sample Agreement

1. Form of Bid

Date: [insert date (as day, month and year) of bid submission]
Procurement Reference No: SADC / ADMIN / 01 / 2014
To:  the SADC Secretariat
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 with the response times specified in the Schedule of Requirements the following Supplies under a framework contract arrangement: Office Supplies. 
(c) We understand that any resulting contract will be a framework contract, with estimated quantities, and that you will not be bound to purchase any Supplies, with the exception of any guaranteed minimum value;

(d) The total price of our Bid, excluding any discounts offered in item (d) below, is: 

Lot 1:

Lot 2:

Lot 3:

Lot 4:

Lot 5:

Lot 6: 

Lot 7:

Lot 8:

Lot 9:

Lot 10:

[insert the total bid price in words and figures, indicating the various amounts and the respective currencies];

The discounts offered and the methodologies for their application are: 

Conditional discounts: If our bids for more than one lot are accepted, the following discounts shall apply: 
· Contract for a value of more than 1/3 of the total value of our bid but less than 2/3:  ……… %

· Contract value for more than 2/3 of the total value of our bid:  ……  %

The discounts shall be applied using the following method: 

The discounts will be deducted from the invoice(s), the moment the total invoiced reaches the above mentioned thresholds. The discounts will be calculated on the total values invoiced for the duration of the contract. 
(e) 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;

(f) 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 ITB Clause 3.1

(g) If our bid is accepted, we commit to obtain a Performance Security in accordance with the Bidding Document in the amount of 10 % of the total contract value  for the due performance of the Contract;

(h) 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;

(i) 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;

(j) 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;

(k) 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]
2. Price Schedule for Supplies and Related Services

Date: [insert date (as day, month and year) of bid submission]
Procurement Reference No: [insert Procurement Reference number] 

Name of Bidder: 
[Insert the name of the Bidder]

Important Notice:

Bidders are requested to quote the price per unit as indicated in the Schedule of Requirements (SOR). If bidders will supply other quantities per unit (e.g. a box of 120 instead of a box of 100 indicated in the SOR), that is allowed but they are requested to recalculate their price to 100 per unit to allow correct comparison between bidders.

Lot 1: Paper and related items

	Item number


	Brief Description of Supplies and Related Services
	Country of Origin
	Unit of Measure
	Estimated Quantity
(Units)


	Unit Price
	Total Price DDP

	1. 
	Photocopy and laser printer paper.


	
	Ream
	12,635
	
	

	2. 
	Photocopy and laser printer paper


	
	Ream
	442
	
	

	3. 
	Photocopy and laser printer paper


	
	Ream
	442
	
	

	4. 
	Photocopy and laser printer paper


	
	Ream
	442
	
	

	5. 
	Paper


	
	Ream
	20
	
	

	6. 
	Envelopes


	
	Each 
	5000
	
	

	7. 
	Envelopes


	
	Each 
	100
	
	

	8. 
	Removable adhesive stickers 
	
	Pad of 100 stickers
	200
	
	

	9. 
	Removable adhesive stickers 
	
	Pad of 100
stickers
	200
	
	

	10. 
	‘Non Confidential Files’


	
	Each
	4000
	
	

	11. 
	‘Confidential Files’


	
	Each
	3000
	
	

	12. 
	‘Secret Files’


	
	Each
	1000
	
	

	13. 
	‘Top Secret Files’


	
	Each
	1000
	
	

	14. 
	Shorthand notebook


	
	Each
	1400
	
	

	15. 
	Examination pad


	
	Each
	1200
	
	

	16. 
	Flat folders 
Blue/Yellow/Green
	
	Set of 100
	500
	
	

	17. 
	Binding cover


	
	Set of 100
	200
	
	

	18. 
	Binding cover


	
	Set of 100
	200
	
	

	19. 
	Flip chart paper


	
	1 set of 50 pages
	100
	
	

	20. 
	“Minute book” 
	
	50 Pages 
	30
	
	

	Total for Lot 1 – Taken to form of Bid
	


Lot 2: - Lever Arch Files and Ringbinders

	Item number

	Brief Description of Supplies and Related Services
	Country of Origin
	Unit of Measure
	Estimated Quantity
	Unit Price
	Total Price DDP

	1. 
	Lever Arch Files Green 70 mm

	
	Each
	150
	
	

	2. 
	Lever Arch Files Blue 70 mm

	
	Each
	350
	
	

	3. 
	Lever Arch Files Red 70 mm

	
	Each
	500
	
	

	4. 
	Lever Arch Files Green 80 mm
	
	Each
	750
	
	

	5. 
	Lever Arch Files Blue 80 mm

	
	Each
	500
	
	

	6. 
	Lever Arch Files Red 80 mm

	
	Each
	500
	
	

	7. 
	Lever Arch Files Green 50 mm

	
	Each
	1000
	
	

	8. 
	Lever Arch Files Blue 50 mm

	
	Each
	1000
	
	

	9. 
	Lever Arch Files Red 50 mm

	
	Each
	1000
	
	

	10. 
	Suspension files (vertical)

	
	Each
	1800
	
	

	11. 
	Accessible files 


	
	Each
	3000
	
	

	12. 
	PVC Transparant files (Pockets)

	
	Box of 100
	100
	
	

	Total for Lot 2 Taken to form of Bid

	


Lot 3 – Storage Devices 

	Item number


	Brief Description of Supplies and Related Services
	Country of Origin
	Unit of Measure
	Estimated Quantity
	Unit Price 
	Total Price DDP

	1
	CD-R
· 
	
	Each
	500
	
	

	2
	CD-RW

· 
	
	Each
	200
	
	

	3
	DVD-R

· 
	
	Each
	100
	
	

	4
	USB Memory sticks

	
	Each
	510
	
	

	5
	External Harddrive


	
	Each
	20
	
	

	Total for Lot3 -  Taken to form of Bid

	


Lot 4 – Writting Material

	Item number
	Brief Description of Supplies and Related Services
	Country Of Origin 
	Unit of Measure
	Estimated Quantity
	Unit Pricd
	Total Price DDP

	
	Ballpoint pen Black

	
	each
	400
	
	

	1. 
	Ballpoint pen Blue

	
	Each
	400
	
	

	2. 
	Ballp Ballpoint pen Red

	
	Each
	400
	
	

	3. 
	Hybrid roller pen Black

	
	Each
	400
	
	

	4. 
	Hybrid roller pen Blue

	
	Each
	400
	
	

	5. 
	Pencil 


	
	Each
	400
	
	

	6. 
	Pencil 


	
	Each
	200
	
	

	7. 
	Pencil Pen (Clutch Pencil) 

	
	Each
	200
	
	

	8. 
	Leads for pencil pen


	
	Container of 30 leads
	150
	
	

	9. 
	Markers for white boards Blue

	
	Each
	100
	
	

	10. 
	Markers for white boards Black

	
	Each
	50
	
	

	11. 
	Markers for white boards Green

	
	Each
	50
	
	

	12. 
	Markers for white boards Red

	
	Each
	50
	
	

	13. 
	Permanent markers Black

	
	Each
	200
	
	

	14. 
	Permanent markers Blue

	
	Each
	200
	
	

	15. 
	Permanent markers Green

	
	Each
	200
	
	

	16. 
	Permanent markers Red

	
	Each
	200
	
	

	17. 
	Highlighter Yellow

	
	Each
	200
	
	

	18. 
	Highlighter Orange

	
	Each
	200
	
	

	19. 
	White board cleaning liquid

Non Toxic
	
	Bottle of 250 ml
	50
	
	

	20. 
	Whiteboard eraser 


	
	Each
	50
	
	

	Total for Lot 4 - Taken to form of Bid
	


Lot 5 
Office Accessories

	Item number


	Brief Description of Supplies and Related Services
	Country of Origin
	Unit of Measure
	Estimated Quantity
	Unit Price
	Total Price DDP

	1. 
	Small stapler

 
	
	Each
	120
	
	

	2. 
	Staples for small stapler


	
	Box of 5000
	120
	
	

	3. 
	Heavy Duty Stapler


	
	1
	20
	
	

	4. 
	Staples for heavy duty stapler 8 mm

	
	Box of 5000
	20
	
	

	5. 
	Staples for heavy duty stapler 12 mm

	
	Box of 5000
	24
	
	

	6. 
	Staples for heavy duty stapler 15 mm

	
	Box of 5000
	24
	
	

	7. 
	Staples for heavy duty stapler 20 mm

	
	Box of 5000
	24
	
	

	8. 
	Sheet punch small


	
	Each
	100
	
	

	9. 
	Sheet punch heavy duty


	
	Each
	14
	
	

	10. 
	Ruler


	
	Each
	40
	
	

	11. 
	 Glue stick 


	
	Each
	300
	
	

	12. 
	‘Invisible’ Adhesive tape


	
	1 roll
	100
	
	

	13. 
	Pencil eraser


	
	Each
	218
	
	

	14. 
	Drawing pins (Thum btacks)
	
	Box of 100
	50
	
	

	15. 
	Scissors


	
	Each
	100
	
	

	16. 
	Urgent stickers


	
	Roll of 120
	200
	
	

	17. 
	“Confidential” stickers

 
	
	Roll of 100
	100
	
	

	18. 
	“Sign Here” stickers


	
	Set of 150
	200
	
	

	19. 
	Bulldog clips
30 mm

	
	Each
	1000
	
	

	20. 
	Bulldog clips 40 mm

	
	Each
	1000
	
	

	21. 
	Bulldog clips 60 mm

	
	Each
	1000
	
	

	22. 
	Paper clips 33 mm

	
	Box of 100

	200
	
	

	23. 
	Paper clips 50 mm

	
	Box of 100

	150
	
	

	24. 
	Paper clips 75 mm

	
	Box of 100

	100
	
	

	25. 
	File dividers AZ

	
	1 set
	1000
	
	

	26. 
	File dividers 1-12

	
	1 set
	1000
	
	

	27. 
	Laminating sheets


	
	1 sheet
	50
	
	

	28. 
	Name tags


	
	1 tag
	5000
	
	

	29. 
	Binding combs 10 mm

	
	1 comb
	200
	
	

	30. 
	Binding combs 16 mm

	
	1 comb
	200
	
	

	31. 
	Binding combs 25 mm

	
	1 comb
	200
	
	

	32. 
	Binding combs 38 mm

	
	1 comb
	200
	
	

	33. 
	Binding combs  50 mm

	
	1 comb
	200
	
	

	34. 
	Desk organizer

  
	
	1
	200
	
	

	35. 
	Letter trays


	
	1 tray
	300
	
	

	36. 
	Packaging Tape


	
	1 roll
	100
	
	

	37. 
	Self adhesive tape


	
	1 roll
	100
	
	

	38. 
	Pencil ,sharpener small


	
	1
	60
	
	

	39. 
	Rubber bands


	
	Per 100
	50
	
	

	40. 
	Rubber bands small

Packed in bag or box

 
	
	Per 1000
	50
	
	

	Total for Lot 5 - Taken to form of Bid
	


Lot 6 
Toner for Brother Printers
	Item number


	Brief Description of Supplies and Related Services
	Country of Origin
	Unit of Measure
	Estimated Quantity
	Unit Price
	Total Amount DDP

	1. 
	Brother MFC8460 N
	
	Each
	12
	
	

	2. 
	Brother TN 04 Black
	
	Each
	3
	
	

	3. 
	Brother TN 04 Cyan
	
	Each
	2
	
	

	4. 
	Brother TN 04 Magenta
	
	Each
	2
	
	

	5. 
	Brother TN 04 Yellow
	
	Each
	4
	
	

	6. 
	Brother TN 213 Black
	
	Each
	12
	
	

	7. 
	Brother TN 213 Cyan
	
	Each
	12
	
	

	8. 
	Brother TN 213 Yellow
	
	Each
	12
	
	

	9. 
	Brother TN 213 Magenta
	
	Each
	12
	
	

	10. 
	Brother TN 2000
	
	Each
	15
	
	

	11. 
	Brother TN 3185
	
	Each
	15
	
	

	12. 
	Drum DR3215
	
	Each
	20
	
	

	13. 
	Drum DR3115
	
	Each
	10
	
	

	14. 
	Drum DR2000
	
	Each
	10
	
	

	15. 
	Brother TN3290
	
	Each
	10
	
	

	Total for Lot 6  - Taken to form of Bid
	


Lot 7
Toner HP
	Item number


	Brief Description of Supplies and Related Services
	Country of Origin
	Unit of Measure
	Estimated Quantity
	Unit Price
	Total Price DDP

	1. 
	HP 8061 X
	
	Each
	8
	
	

	2. 
	HP C9733A
	
	Each
	6
	
	

	3. 
	HP C9732A
	
	Each
	6
	
	

	4. 
	HP C9731A
	
	Each
	6
	
	

	5. 
	HP C9703A
	
	Each
	6
	
	

	6. 
	HP C9702A
	
	Each
	6
	
	

	7. 
	HP C6061X
	
	Each
	6
	
	

	8. 
	HP C 9730
	
	Each
	5
	
	

	9. 
	HP C 9700
	
	Each
	10
	
	

	10. 
	HP CB 436 A
	
	Each
	6
	
	

	11. 
	HP CB 540 A
	
	Each
	110
	
	

	12. 
	HP CB 541 A
	
	Each
	20
	
	

	13. 
	HP CB 542 A
	
	Each
	20
	
	

	14. 
	HP CB 543 A
	
	Each
	20
	
	

	15. 
	HP CC 364 A
	
	Each
	30
	
	

	16. 
	HP CC 530 A
	
	Each
	10
	
	

	17. 
	HP CC 531 A
	
	Each
	10
	
	

	18. 
	HP CC 532 A
	
	Each
	10
	
	

	19. 
	HP CC 533 A
	
	Each
	10
	
	

	20. 
	HP CE 250 A
	
	Each
	10
	
	

	21. 
	HP CE 251 A
	
	Each
	20
	
	

	22. 
	HP CE 252 A
	
	Each
	20
	
	

	23. 
	HP CE 253 A
	
	Each
	20
	
	

	24. 
	HP CE 255 A
	
	Each
	5
	
	

	25. 
	HP CE 320 A
	
	Each
	10
	
	

	26. 
	HP CE 321 A
	
	Each
	10
	
	

	27. 
	HP CE 322 A
	
	Each
	10
	
	

	28. 
	HP CE 323 A
	
	Each
	10
	
	

	29. 
	HP CF 280 A
	
	Each
	5
	
	

	30. 
	HP 507A Black
	
	Each
	26
	
	

	31. 
	HP 507A Magenta
	
	Each
	16
	
	

	32. 
	HP 507A MCyan
	
	Each
	16
	
	

	33. 
	HP 507A Yellow
	
	Each
	16
	
	

	34. 
	HP Q 2612 A
	
	Each
	15
	
	

	35. 
	HP Q 2613 A
	
	Each
	5
	
	

	36. 
	HP Q 4127 X
	
	Each
	2
	
	

	37. 
	HP Q 5942 A
	
	Each
	85
	
	

	38. 
	HP Q 5949 A
	
	Each
	4
	
	

	39. 
	HP Q 6000
	
	Each
	5
	
	

	40. 
	HP Q 7551 A
	
	Each
	16
	
	

	41. 
	HP Q 7553 A
	
	Each
	85
	
	

	42. 
	HP Q1338A
	
	Each
	70
	
	

	43. 
	HP Q3464A
	
	Each
	6
	
	

	44. 
	HP Q3603A
	
	Each
	5
	
	

	45. 
	HP Q3964A
	
	Each
	4
	
	

	46. 
	HP Q4127A
	
	Each
	7
	
	

	47. 
	HP Q4129X
	
	Each
	5
	
	

	48. 
	HP Q6000A
	
	Each
	20
	
	

	49. 
	HP Q6001A
	
	Each
	20
	
	

	50. 
	HP Q6002A
	
	Each
	20
	
	

	51. 
	HP Q6003A
	
	Each
	20
	
	

	52. 
	HP Q6470A
	
	Each
	10
	
	

	53. 
	HP Q6471A
	
	Each
	10
	
	

	54. 
	HP Q6472A
	
	Each
	10
	
	

	55. 
	HP Q6473A
	
	Each
	10
	
	

	56. 
	HP Q7516A
	
	Each
	6
	
	

	57. 
	HP Q80A
	
	Each
	4
	
	

	58. 
	HP NO.22
	
	Each
	6
	
	

	59. 
	HP. NO.27
	
	Each
	4
	
	

	Total for Lot 7 - Taken to form of Bid
	


Lot 8
 Toner for Lexmark Printers 

	#
	Description

	Country of Origin
	Unit of Measure
	Estimated Quantity
	Unit Price
	Total Amount DDP

	1. 
	Lexmark 34
	
	Each
	22
	
	

	2. 
	Lexmark 35
	
	Each
	17
	
	

	3. 
	Lexmark 651 A 11 E
	
	Each
	1
	
	

	4. 
	Lexmark X 644 AA 11 E
	
	Each
	5
	
	

	5. 
	Lexmark X 646 E
	
	Each
	12
	
	

	Total for Lot 8 - Taken to form of Bid

	


Lot 9 
Toner for Konica/Minolta
	#
	Description

	Country of Origin
	Unit of Measure
	Estimated Quantity
	Unit Price
	Total Amount DDP

	1. 
	Minolta TN 114
	
	Each
	12
	
	

	2. 
	Minolta TN 211
	
	Each
	12
	
	

	3. 
	Minolta TN 511
	
	Each
	12
	
	

	4. 
	Toner TN 213 Magenta
	
	Each
	12
	
	

	5. 
	Toner TN213 Black
	
	Each
	12
	
	

	6. 
	Toner TN213 Cyan
	
	Each
	12
	
	

	7. 
	Toner TN213 Yellow
	
	Each
	12
	
	

	8. 
	Toner Konica 7085
	
	Each
	80
	
	

	9. 
	Toner 507
	
	Each
	5
	
	

	Total for Lot 9 - Taken to form of Bid

	


Lot 10.. CANON 

	#
	Description
	Country of Origin
	Unit of Measure
	Estimated Quantity
	Unit Price
	Total Amount DDP

	1. 
	Toner Canon 703
	
	Each
	12
	
	

	2. 
	Toner Canon FX7
	
	Each
	20
	
	

	3. 
	Toner Canon 34
	
	Each
	12
	
	

	4. 
	Toner Canon 37
	
	Each
	6
	
	

	5. 
	Toner Canon 38
	
	Each
	12
	
	

	6. 
	Toner Cartridge CF280A
	
	Each
	5
	
	

	Total for Lot 10 - Taken to form of Bid

	


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]
3. Form of Qualification Information
	1.
Individual Bidders or Individual Members of Joint Ventures
	1.1
Constitution or legal status of Bidder:  [attach copy]

Place of registration:  [insert]
Principal place of business:  [insert]

1.2
Services performed as prime Supplier on the provision of Services of a similar nature and volume over the last three (3) years. 


	Name of Procuring Entity and contact person details
	Type of Services provided and year of completion
	Value of Contract

	
	
	


	
	1.7
1.8


1.9
1.10


	
	
	
	

	
	
	
	


	
	

	2. Statement of Compliance
	We declare NOT to be in any of the following situations:
a) be associated or have been associated in the past, directly or indirectly with a firm or any of its affiliates which have been engaged by the Procuring entity to provide consulting services for the preparation of the design, specifications and other documents to be used for the procurement of the supplies and services to be purchased under this Invitation for Bids; or

b) have the same legal representative for purposes of this bid; or

c) have a relationship with each other, directly or through common third parties, that puts them in a position to have access to information about or influence on the bid of another Bidder, or influence the decisions of the Procuring entity regarding this bidding process; or

d) submit more than one bid in this bidding process, However, this does not limit the participation of subcontractors in more than one bid, or as Bidders and subcontractors simultaneously; or

e) participated as a consultant in the preparation of the design or technical specifications of the supplies and services and related services that are the subject of the bid.



	3.
Additional Requirements
	3.1
Bidders should provide any additional information required in the Bid Data Sheet.


We, the undersigned declare that

(a) The information contained in and attached to this form is true and accurate as of the date of bid submission

Authorized Signature:









Name and Title of Signatory: 








Name of Bidder: 










Address: 











5. Statement of Compliance

4. 4. Letter of Acceptance

[letterhead paper of the Employer]

 [date]

Letter of Acceptance

To:  ADVANCE \D 1.90[name and address of the Service provider]

This is to notify you that your Bid dated [date] for execution of the [name of the Contract and identification number, as given in the Special Conditions of Contract] for the Contract Price of the equivalent of [amount in numbers and words] [name of currency], as corrected and modified in accordance with the Instructions to Bidders is hereby accepted by us.

We confirm that [ insert name proposed by Procuring Entity in the Bid Data Sheet],

be appointed as the Adjudicator

You are hereby instructed to proceed with the execution of the said Contract for the provision of Services in accordance with the Contract documents.

Please return the attached Contract dully signed

Authorized Signature:

Name and Title of Signatory:

Name of Agency:

Attachment:  Contract

5. Agreement

For a Framework Contract

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

WHEREAS the Procuring Entity invited bids for certain Supplies and Related Services, viz., _________________________________________________________________ and has accepted a Bid by the Supplier for the provision of those Supplies and Related 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 Supplies 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 Supplies, the Contract Price at the times and in the manner prescribed by the Contract.

4.
The quantities of Supplies 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 Supplies specified in the contract that are required to be purchased by the Procuring Entity during the period stated below, unless any Supplies are urgently required in an emergency situation and the Supplier is unable to deliver such Supplies within the period required by the Procuring Entity. .
 

6.
Any Supplies to be provided under this contract shall be ordered by the issue of call-off orders, which shall be issued by the Procuring Entity as Notices in accordance with GCC Clause 16, 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. 
8.
Call-off orders are subject to the following limitations and exceptions:

(a)
where the value of a call-off order is less than 2½% of the contract price, the Supplier is not obliged to provide the Supplies, provided that the Supplier gives the Procuring Entity a notice, within three working days of the date of the call-off order, stating its intention not to provide the Supplies;

(b)
where the value of a call-off order, or the total value of all call-off orders within a period of one month, is more than 25% of the contract price, the Supplier shall not be bound by the response times specified in the Schedule of Requirements, provided that the Supplier gives the Procuring Entity a notice, within three working days of the date of the call-off order, stating its inability to deliver the Supplies within the response time and specifying the delivery period which will apply. 

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:___________________________

SECTION IX:  FORMS - SECURITY

1. Bid-Securing Declaration 

[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.]

2.  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]
3. Call-Off Order

Under a Framework Contract

Procurement Reference No: 
________________________________________

Call-Off Order Reference No:
________________________________________

Procuring Entity:
________________________________________

Supplier:
________________________________________

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 Supplies detailed on the attached List of Supplies 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 Supplies, in accordance with the terms and conditions of the contract. 

Authorized by:

	Signature:
	

	Name:
	

	Position:
	


