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13 Oct. 22
INVITATION TO BID (ITB)
Supply of stationery Items for Transitional Puntland electoral commission (TPEC)
ITB Ref No: 002_ITB_TPEC_OCT-13-2022

	

	

	


Section I. Invitation letter
Subject: Supply of Stationery Items for TPEC in Puntland, Somalia


Dear Sir/Madam,

The Transitional Puntland electoral commission (hereinafter referred to as TPEC) is pleased to invite prospective bidders to submit a quotation for the provision of goods/services in accordance with the TPEC General Conditions of Contract and the Schedule of Requirements as set out in this Invitation To Bid (ITB).

The ITB consists of the following: 
Section I. ITB Invitation Letter
Section II. ITB Particulars
Section III. Instructions to Bidders
Annex1 Schedule of Requirements
Annex2 Price Schedule Form
Annex3 Previous Experience Form

If you are interested in submitting a quotation in response to this ITB, please prepare your quotation in accordance with the requirements and process as set out in this ITB and submit it to TPEC by the deadline for quotation submission set out in the Section I: ITB Particulars


We look forward to receiving your quotation.

Approved by:

______________________

Abdirizak Ahmed Said 
TPEC Chair 

Section II. ITB Particulars
[bookmark: _GoBack]ITB Ref No: 001_ITB_TPEC_OCT-13-2022	

	Scope of Quotation
	This ITB refers to the provision of Stationery Items in Puntland, Garowe Somalia as further described in Section III: Schedule of Requirements.


	Contact person for correspondence, notifications, and requests for clarifications

	All correspondence, notifications, and requests for clarifications in relation to this ITB shall be sent to:

TPEC Procurement@tpec.pl.so

	Bidder Eligibility
	No nationalities are excluded from submitting a bid.


	Clarifications 

	Requests for clarification from bidders will not be accepted by any later than [16.10.2022]

Responses to requests for clarification will be communicated: procurement@tpec.pl.so 


	Quotation validity period
	Quotations shall remain valid for acceptance by TPEC for 60 days from the Deadline for Quotation Submission.


	Quotation Currencies)
	Quotations shall be quoted in USD.

	Duties and Taxes 
	All quotations shall be submitted net of any direct taxes.



	Language of quotations
	All quotations, information, documents, and correspondence exchanged between TPEC and the Bidders in relation to this ITB process shall be in English and Somali



	Deadline for Quotation Submission
	All quotations must be submitted by [19.10.2022]

	Quotation submission
	Quotations must be submitted as follows:
By email: Procurement@tpec.pl.so
Or by hand delivery at Tpec HQ Office Garowe Opposite PDRC

	Evaluation method and criteria
	Quotations shall be evaluated to determine the lowest price most technically acceptable offer. Evaluation shall be conducted as follows: 
1. Preliminary Examination. The following eligibility and formal criteria will be reviewed for compliance: 
1. Bidder is eligible as defined in Instructions to Bidders, 
1. Completeness of the Quotation. All Returnable Bidding Forms and other documentation requested have been provided and are complete
1. Bidder accepts TPEC General Conditions of Contract 
1. Technical compliance of the offered goods/services. The following technical criteria will be reviewed for compliance compared to TPEC requirements: 
· Goods/services offered in the quotation are compliant compared to the requirements in Annex1 (Schedule of Requirements).
1. Financial evaluation. Quotations that are found to be technically acceptable shall be evaluated based on price and TPEC will award the contract as per the lowest priced, most technically acceptable offer evaluation methodology. 
At any time during the evaluation process TPEC may request clarification or further information in writing from Bidders. The Bidder’s responses shall not contain any changes regarding the substance, including the technical and financial part of their quotation. TPEC may use such information in interpreting and evaluating the relevant quotation.


	Partial quotations
	Partial quotations shall not be allowed. Bidders must quote prices for the total goods and/or services for the total requirement requested under Section III: Schedule of Requirements. Evaluation will be done for the total requirement.

 

	Alternative quotations
	Alternative quotations are not accepted.



	Documents comprising the Quotation
	Bidders shall include the following documents in their quotation:
· Schedule of Requirements Form
· Price Schedule Form
· Previous Experience Form
· Latest and relevant Business Registration Certificate
· Latest Internal Revenue Certificate / Tax Clearance
· Evidence of previous experience provided for clients (Contracts/POs)

	Type of Contract to be awarded

	TPEC will sign the following contract with the awarded Bidder(s): Long Term Agreement (LTA)
The document that will trigger the call-off is Purchase Order (PO)

	Signing of Contract
	TPEC plans to award the Contract by [23.10.2022]



Section III. Instructions to Bidders
ITB Ref No: 002_ITB_TPEC_OCT-13-2022

1. SCOPE OF QUOTATION

Bidders are invited to submit a quotation for the goods and/or services specified in Section IV: Schedule of Requirements, in accordance with this ITB.
2. BIDDER ELIGIBILITY

Bidders may be a private, public, or government-owned legal entity or any association with legal capacity to enter into a binding Contract with TPEC. 
A Bidder, and all parties constituting the bidder, may have the nationality of any country with the exception of the nationalities, if any, listed in ITB Particulars. A Bidder shall be deemed to have the nationality of a country if the Bidder is a citizen or is constituted, incorporated, or registered and operates in conformity with the provisions of the laws of that country.
A Bidder shall not have a conflict of interest. A bidder shall be considered to have a conflict of interest if:
· A Bidder has a close business or family relationship with a TPEC personnel who: (i) are directly or indirectly involved in the preparation of the bidding documents or specifications of the contract, and/or the bid evaluation process of such contract; or (ii) would be involved in the implementation or supervision of such contract;
· A Bidder is associated, or has been associated in the past, directly or indirectly, with a firm or any of its affiliates which have been engaged by TPEC to provide consulting services for the preparation of the design, specifications, and other documents to be used for the procurement of the goods, services or works required in the present procurement process;
· A Bidder has an interest in other bidders, including when they have common ownership and/or management. Bidders shall not submit more than one bid, except for alternative offers, if permitted. This will result in the disqualification of all bids in which the Bidder is involved. This includes situations where a firm is the Bidder in one bid and a sub-contractor on another; however, this does not limit the inclusion of a firm as a sub-contractor in more than one bid.
Bidders must disclose any actual or potential conflict of interest in the Price Schedule Form (Annex2) and they shall be deemed ineligible for this procurement process unless such conflict of interest is resolved in a manner acceptable to TPEC. Failure to disclose any actual or potential conflict of interest may lead to the Bidder being sanctioned further to TPEC policy on vendor sanctions.
3. CLARIFICATION OF THE ITB

Bidders may request clarification in relation to the ITB by submitting a written request to the contact stated in the ITB Particulars, until the time stated in ITB Particulars. Explanations or interpretations provided by personnel other than the named contact person will not be considered binding or official.
4. REMUNERATION FOR AND COSTS OF QUOTATIONS

Bidders shall not be entitled to any remuneration or compensation for the preparation and submission of their quotation.
 
5. QUOTATION CURRENC(IES) 

The quotation shall be made in the currency stated in ITB Particulars. If applicable, for comparison and evaluation purposes, 
TPEC reserves the right not to reject any quotation submitted in a currency other than the mandatory bidding currency. TPEC may accept quotation s submitted in another currency than stated above if the Bidder confirms during clarification of quotations in writing that it will accept a Contract issued in the mandatory quotation currency and that for conversion the official United Nations operational rate of exchange of the day of ITB deadline as stated in ITB Particulars shall apply. Regardless of the currency of quotations received, the Contract will always be issued, and subsequent payments will be made in the mandatory bidding currency above.
Rates in quotations shall be fixed. Quotations with adjustable rates shall be disqualified. 


6. PAYMENT TERMS

TPEC will ordinarily effect payment within 30 days after receipt of the goods/services and on submission of payment documentation. Time in connection with discounts offered for accelerated payment will be computed from the date of receipt of payment documents by TPEC. Payment discounts will not be considered in the financial evaluation.



Annex1
Schedule of Requirements

ITB Ref No: 002_ITB_TPEC_OCT-13-2022


Technical specifications for Goods and Comparative Data Table:

	Item No
	TPEC minimum technical requirements
	Unit
	Is quotation compliant? Bidder to complete and yes Or No

	1
	2-hole punch
	Pcs
	

	2
	2-hole punch, heavy duty
	Pcs
	

	3
	A4 Certificate Paper Assorted colors
	Box
	

	4
	A4 Note pads. Lines
	Pcs
	

	5
	A4 printing paper
	Box
	

	6
	A5 Note pads, Lines
	Pcs
	

	7
	AA batteries
	Pcs
	

	8
	AAA batteries
	Pcs
	

	9
	Archive box
	Bundles
	

	10
	Ballpoint pen, black
	Box
	

	11
	Ballpoint pen, blue
	Box
	

	12
	Ballpoint pen, red
	Box
	

	13
	Blue tack
	Pkt
	

	14
	C batteries
	Pcs
	

	15
	Cardboard Boxes (16x16x16inches)
	Pcs
	

	16
	Cardboard Boxes (31x23x28inches)
	Pcs
	

	17
	D batteries
	Pcs
	

	18
	Desk tray
	Pcs
	

	19
	Divider 1-10
	Set
	

	20
	Divider, 1-20
	Set
	

	21
	Divider, 1-31
	Set
	

	22
	Envelope C4
	Pkt
	

	23
	Envelopes A3
	Pkt
	

	24
	Envelopes A4 size
	Pkt
	

	25
	Envelopes C5
	Pkt
	

	26
	File Folders
	Box
	

	27
	Flip chart paper
	Pcs
	

	28
	Flip chart stand
	Pcs
	

	29
	Fluorescent Torch
	Pcs
	

	30
	Glue stick
	Box
	

	31
	Guillotine paper cutter
	Pcs
	

	32
	Highlighter 4 colors
	Box
	

	33
	Index stick notes, post-it 4 colors
	Pkt
	

	34
	Invisible Ink
	Pcs
	

	35
	Lanyards
	Bundles
	

	36
	Magnetic dry wipe eraser
	Pcs
	

	37
	Magnetic pen holder (for white board)
	Pcs
	

	38
	Measure tape 5m (retractable)
	Pcs
	

	39
	Paper baskets
	Pcs
	

	40
	Paper clips 25mm
	Box
	

	41
	Paper clips 50mm
	Box
	

	42
	Paper self-adhesive labels
	Pkt
	

	43
	Pen holder
	Pcs
	

	44
	Permanent Marker Pens
	Box
	

	45
	Photo paper
	Box
	

	46
	Plastic sleeves (L-shaped), transparent
	Pkt
	

	47
	Polling Station Stamp (Self-inking)
	Pcs
	

	48
	Portable Battery Lamp
	Pcs
	

	49
	Portable Rechargeable Lamp
	Pcs
	

	50
	PP plastic punched pockets, transparent
	Pkt
	

	51
	Presentation folder
	Pcs
	

	52
	quick tab post its Neon color
	Pkt
	

	53
	Retractable knife
	Pcs
	

	54
	Ring binder file 40-50mm, 2 holes
	Pcs
	

	55
	Ring binder file 70-80mm, 2 holes
	Pcs
	

	56
	Rubber Bands
	Box
	

	57
	Ruler
	Box
	

	58
	Scissors
	Pcs
	

	59
	Spiralbiner machine
	Pcs
	

	60
	Spirals for the spiral biner of various sizes
	Box
	

	61
	Stamp Ink
	Pcs
	

	62
	Stamp Pad
	Pcs
	

	63
	Staple gun, heavy duty
	Pcs
	

	64
	staple remover
	Pcs
	

	65
	Stapler
	Pcs
	

	66
	stapler, heavy duty
	Pcs
	

	67
	Staples 23/13
	Box
	

	68
	Staples 23/17
	Box
	

	69
	Staples 23/6
	Box
	

	70
	Staples 24/4
	Box
	

	71
	Staples for stapler gun
	Box
	

	72
	Super glue
	Set
	

	73
	Table calculator
	Pcs
	

	74
	tape dispenser (for narrow cello tape)
	Pcs
	

	75
	Uniball pen blue
	Pkt
	

	76
	Uniball pen red
	Pkt
	

	77
	Uniball pen, black
	Pkt
	

	78
	White board eraser
	Pcs
	

	79
	White board magnets
	Pkt
	

	80
	Whiteboard
	Pcs
	

	81
	whiteboard cleaner 250ml bottles
	Pcs
	

	82
	Whiteboard markers (various colours)
	Box
	

	
	
	
	



Delivery requirements and Comparative Data Table:

	TPEC Requirements
	Is quotation compliant? Bidder to complete state yes or no
	Details
Bidder to complete

	Delivery time
	Bidder shall provide number of weeks to deliver the goods after Contract signature.
	
	

	Delivery place
	 TPEC Puntland, Garowe Office 

	
	

	Consignee details
	TPEC Puntland, Garowe Office 
Contact:procurement@tpec.pl.so

	
	



(This Form must be submitted only using the Supplier’s Official Letterhead/Stationery)

Annex2
Price Schedule Form
ITB Ref No: 002 _ITB_TPEC_OCT-13-2022

Bidders shall fill in this Price Schedule Form in accordance with the instructions indicated. 

	Currency
	United States Dollar (USD)



	Item No
	TPEC minimum technical requirements
	Unit
	Qty
	Price

	1
	2-hole punch
	Pcs
	1
	

	2
	2-hole punch, heavy duty
	Pcs
	1
	

	3
	A4 Certificate Paper Assorted colors
	Box
	1
	

	4
	A4 Note pads. Lines
	Pcs
	1
	

	5
	A4 printing paper
	Box
	1
	

	6
	A5 Note pads, Lines
	Pcs
	1
	

	7
	AA batteries
	Pcs
	1
	

	8
	AAA batteries
	Pcs
	1
	

	9
	Archive box
	Bundles
	1
	

	10
	Ballpoint pen, black
	Box
	1
	

	11
	Ballpoint pen, blue
	Box
	1
	

	12
	Ballpoint pen, red
	Box
	1
	

	13
	Blue tack
	Pkt
	1
	

	14
	C batteries
	Pcs
	1
	

	15
	Cardboard Boxes (16x16x16inches)
	Pcs
	1
	

	16
	Cardboard Boxes (31x23x28inches)
	Pcs
	1
	

	17
	D batteries
	Pcs
	1
	

	18
	Desk tray
	Pcs
	1
	

	19
	Divider 1-10
	Set
	1
	

	20
	Divider, 1-20
	Set
	1
	

	21
	Divider, 1-31
	Set
	1
	

	22
	Envelope C4
	Pkt
	1
	

	23
	Envelopes A3
	Pkt
	1
	

	24
	Envelopes A4 size
	Pkt
	1
	

	25
	Envelopes C5
	Pkt
	1
	

	26
	File Folders
	Box
	1
	

	27
	Flip chart paper
	Pcs
	1
	

	28
	Flip chart stand
	Pcs
	1
	

	29
	Fluorescent Torch
	Pcs
	1
	

	30
	Glue stick
	Box
	1
	

	31
	Guillotine paper cutter
	Pcs
	1
	

	32
	Highlighter 4 colors
	Box
	1
	

	33
	Index stick notes, post-it 4 colors
	Pkt
	1
	

	34
	Invisible Ink
	Pcs
	1
	

	35
	Lanyards
	Bundles
	1
	

	36
	Magnetic dry wipe eraser
	Pcs
	1
	

	37
	Magnetic pen holder (for white board)
	Pcs
	1
	

	38
	Measure tape 5m (retractable)
	Pcs
	1
	

	39
	Paper baskets
	Pcs
	1
	

	40
	Paper clips 25mm
	Box
	1
	

	41
	Paper clips 50mm
	Box
	1
	

	42
	Paper self-adhesive labels
	Pkt
	1
	

	43
	Pen holder
	Pcs
	1
	

	44
	Permanent Marker Pens
	Box
	1
	

	45
	Photo paper
	Box
	1
	

	46
	Plastic sleeves (L-shaped), transparent
	Pkt
	1
	

	47
	Polling Station Stamp (Self-inking)
	Pcs
	1
	

	48
	Portable Battery Lamp
	Pcs
	1
	

	49
	Portable Rechargeable Lamp
	Pcs
	1
	

	50
	PP plastic punched pockets, transparent
	Pkt
	1
	

	51
	Presentation folder
	Pcs
	1
	

	52
	quick tab post its Neon color
	Pkt
	1
	

	53
	Retractable knife
	Pcs
	1
	

	54
	Ring binder file 40-50mm, 2 holes
	Pcs
	1
	

	55
	Ring binder file 70-80mm, 2 holes
	Pcs
	1
	

	56
	Rubber Bands
	Box
	1
	

	57
	Ruler
	Box
	1
	

	58
	Scissors
	Pcs
	1
	

	59
	Spiralbiner machine
	Pcs
	1
	

	60
	Spirals for the spiral biner of various sizes
	Box
	1
	

	61
	Stamp Ink
	Pcs
	1
	

	62
	Stamp Pad
	Pcs
	1
	

	63
	Staple gun, heavy duty
	Pcs
	1
	

	64
	staple remover
	Pcs
	1
	

	65
	Stapler
	Pcs
	1
	

	66
	stapler, heavy duty
	Pcs
	1
	

	67
	Staples 23/13
	Box
	1
	

	68
	Staples 23/17
	Box
	1
	

	69
	Staples 23/6
	Box
	1
	

	70
	Staples 24/4
	Box
	1
	

	71
	Staples for stapler gun
	Box
	1
	

	72
	Super glue
	Set
	1
	

	73
	Table calculator
	Pcs
	1
	

	74
	tape dispenser (for narrow cellotape)
	Pcs
	1
	

	75
	Uniball pen blue
	Pkt
	1
	

	76
	Uniball pen red
	Pkt
	1
	

	77
	Uniball pen, black
	Pkt
	1
	

	78
	White board eraser
	Pcs
	1
	

	79
	White board magnets
	Pkt
	1
	

	80
	Whiteboard
	Pcs
	1
	

	81
	whiteboard cleaner 250ml bottles
	Pcs
	1
	

	82
	Whiteboard markers (various colours)
	Box
	1
	

	
	
	
	
	




Payment terms 30 days accepted: ☐ Yes

List of subcontractors or suppliers

Bidder must identify the names of all subcontractors/suppliers who will be providing good/services under this Contract and the type of work being subcontracted, if applicable.

(A) [Full legal name and address of subcontractors] ___________

(B) _________________________________________________

(C) _________________________________________________


Declaration of Conflict of Interest
(Please refer to Conflict of Interest in Section III. Instructions to Bidders)

[If any…….]_________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________  


I, the undersigned, certify that I am duly authorized by [insert full name of Bidder] to sign this quotation and bind [insert full name of Bidder] should TPEC accept this quotation: 

Name	: _____________________________________________________________

Title	: _____________________________________________________________

Date	: _____________________________________________________________

Signature	: _____________________________________________________________
(This Form must be submitted only using the Supplier’s Official Letterhead/Stationery)
Annex3
Previous Experience Form

ITB Ref No: 002_ITB_TPEC_OCT-13-2022

Name of Bidder: Supply Stationery


	SN
	Description of services/goods provided
	Country,State
	Total amount of Contract
	Contact details of Client
(Name, Address, telephone, email)
	Year of the project activities

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	




Name	: _____________________________________________________________

Title	: _____________________________________________________________

Date	: _____________________________________________________________

Signature	: _____________________________________________________________
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