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PROCUREMENT OF SERVICES BY S5FB METHOD
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Procurement Processing and Approval Procedure for Goods or Works

PROCURING ENTITY AND DESCRIPTION OF PROCUREMENT

Ministry / Division

Agency

Procuring Entity

Name of the Project
(if applicable)

Source of Funds Government Development Revenue
ick rel Xes . .
(tick relevant boxes) Project Aid
Own Funds
Brief Description of
Goods or Warks
PROCUREMENT
METHOD
. SCHEDULE OF, ACTIVITIES ®
Sl Activily Plarned Actual If any Delay
No | (if not applicable indicate N/A) Date (asper | Date | indicate No. of
flow chart) days

A PRE-QUALIFICATION
Al Date of Advertisement of Invitation
A2 Date of Submission of Applications
A3 Date of Pre-Qualification meeting {if

any)
Ad Date of Submissicen of Evaluation

Report with Recommended List
A5 Date of Approval of List
B TENDER FOR GOODS OR

WORKS
B1 Date of Advertisement of Invitation

for Tenders
B2 Date of Issue of Tender Document

(if different from B1 above)
B3 Date of Pre-Tender meeting
B4 [ate of submission of Tenders
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Lhe

BS

Date of Opening of Tenders (if
different from B4)

B5

Date of Submission of Technical

Sub-Committee Report, where
applicable

B6

Date of Submission of Evaluation
Report

a7

Date of Approvalfor Award of

Contract

SCHEDULE OF ACTIVITIES IN PPPAP PROCESS . .

Date of submission of Tender
Evaluation Report to the
approving authority

Pianned Date {as per flow

chart)

Aciual

Date

Delay
(in days)

Project Directer
Project Manager

Received

Approved/ Reviewed

Authorised Officer Forwarded
Head of Department / Received
Direclorate -
Head / Chief Executive of a Approved/ Reviewed
- Corperation Forwarded
- Autenomous Body
- Semi-Autonomous Body
Received
Board of Directors Approved/ Reviewed
Forwarded
Received
Ministry / Division Approved! Reviewed
Forwarded
Received
CCGP Approved! Reviewed
Forwarded

Date of [ssue of the Nclification
of Award {NOA) for Goeds or
Works

Signature of Chairperson of
Tender Evaluation Committee
(TEC)

Name and Designation of
Chairperson of Tender
Evaluation Commitlee {TEC )
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Procurement Processing and Approval Procedure for Services (Firms)

PROCURING ENTITY-AND DESCRIPTION OF PRQ‘C!JREMENTl .

Ministry / Division

Agency

Procuring Entity

Name of the Project
(if applicable)

Source of Funds Government Development n Revenue
tick relevant b T
{tick relevant boxes) Project Aid
Qwn Funds
Brief Description of
Services
PROCUREMENT
METHGD
L SCHEDULE OF ACTIVITIES . .
b)) Activity Planned Date Aclual If any Delay
No {if not applicable indicate N/A) (as per flow Date indicate No. of
chart) days
c EXPRESSION OF INTEREST
(FIRMS)
i1 Date of Advertisement of request
for EQI
c2 Date of Receipt of EQls
C3 Date of Submission of
Recommended Short-listed Firms
C4 Date of Approval of Recommended
Short-listed Firms
c5 Date of Issue of (RFP)
C6 Date of Submission of Proposals
c7 Date of Submission of Evaluaticn
Report for Technical Proposals
c8 Date of Approval of Evaluation of
Technical Proposals
ot} Dale of Opening of Financial
Proposals
C10 Oate of Complelion of Combined
Evaluation
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C11 Date of Submission of combined
Evaluation Repor
ct2 Date of completion of Negotiations
C13 Date of Approval for Award of
Contract
: - N N —
' SCHEDULE QF ACTIVITIES IN PPPAF PROCESS -
Date of submission of Proposal Pilanned Date {as per flow Actual Delay W
Evaluation Report to the chart} Dale (in
approving authority days)

Project Girector Received

Project Manager

Authorised Officer Approved/ Revigwed

Forwarded

Head of Department / Directorate | Received

Head / Chief Executive of a Approved/ Reviewed

- Gorporalion Forwarded
- Autenomous Body

- Semi-Autonomaus Body

Received

Board of Directors -
Approved/ Reviewed

Forwarded

Received

Ministry f Division
Sy e Approved/ Reviewed

Forwarded

Received

CCGP Approved/ Reviewed

Forwarded

Date of Issue of the Notification of
Award {NOA)

Signature of Chairperson of
Tender Evaluation Committes

Name and Designation of
Chairperson of Tender Evaluation
Comimnittee
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Procurement Processing and Approval Procedure for Services (Individuals)

PROCURING ENTITY AND DESCRIPTION OF PROCUREMENT: . . "= .

Ministry / Division

Agency

Procuring Entity

Name of the Project
{if applicable}

Source of Funds Government Development Revenue
(tick relevant boxes) Project Aid
Own Funds
Brief Description of
Services
PROCUREMENT
METHQD
-+ SCHEDULE OFACTIVTIES . - = '’ +!

Sl Activity Planned Date (as Actua} If any Delay Indicate
No (if not applicable indicate per flow chart) Date No. of days

NIA)
] EXPRESSION OF INTEREST

{INDIVIDUAL)
D1 Date of Advertisement

of request for EOI
D2 Date of Receiptof ECI
D3 Date of Evaluation of

EQI
D4 Date of Interview of

Selected Individuals
D5 Date of Evaluation of

Final Selection List
(8] Date of Submission of

Evaluation Report
D7 Date of Approval of

Consultants
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- SCHEDULE OF ACTIVITIES IN PPPAP PROCESS ,
Date of submissicn of Plarned Date (as per flow chart) Aclual Delay
Proposal Evaluation Report to Date | (in days)

the approving autherity

Project Director
Project Manager
Authorised Officer

Received

Approved/ Reviewed

Forwarded
Head of Department / Received
Direclorate
Head / Chief Executive of a Appraved/ Reviewed
- Carporation
- Autonomous Body Forwarded
- Semi-Autonomous Body

Received

Board of Directors

Approved/ Reviewed

Forwarded

Minislry / Division

Received

Approved/ Reviewad

Forwarded

CCGP

Received

Approved/ Reviewed

Forwarded

Date of Issue of the Natification
of Award (NOA)

Signature of Chairperson of
Tender Evaluation Committee

Name and Designation of
Chairperson of Tender
Evaluation Committee
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Steps for Opening Tenders

(1) Check and confirm the deadline for submission and opening of Tenders;

{2) Collect all Tenders received in accordance with the procedures set in the Invitation
for Tender {IFT);

(3) Make sure that Tender Opening Commitiee (TOC) members are present;

(4) Check presence of inlending participating Tenderers or their authorized
representatives;

(5)  Open the Tender box/sealed containers whatsaever on the date and time declared
in the IFT; .

(6) Sort-out the Tenders in accordance with the IFT and Group/Package;

{7) Enter the names of Tenderers (Tender-wise and Group/Package-wise) in the
Tender Opening Sheet {TOS) maintained by the office opening the Tenders;

(8) During the process under Step (7) above mark Tender Serial Numbers (TSN) and
encircle TSN with red-ink on the sealed cover of the Tender;

{8) Open envelopes marked "WITHDRAWAL" and read out and the corresponding
tender shall not be opened, but returned to Tenderer, If the withdrawal envelope
does not contain a copy of the power of attorney or a letter of authorised
confirming the signature of the person duly authorised to sign on bebalf of the
Tenderer, the corresponding tender wili be opened;

{(10)  Information relevant to withdrawals or modifications by the Tenderers may be
clearly noted under ‘Remarks’ in col. 7 of the TOS;

(11} Next open envetopes marked "SUBSTITUTION" and read out the letter and
exchange the substituted tender with the corresponding tender being substituted.
The substituted tender shall not be opened, bui returned to Tenderer. No Tender
substitution shall be permitted unless the corresponding substitution notice
contains a valid authorisation to request the substitution and is read out at Tender

opening.

(12)  Open Envelopes marked "MODIFICATION® and read out the letter. No Tender
modification shall be permitted unless it contains a valid ~ythorisation;
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(18)

(19)

(20)

{21}

(22)

(23)

Tear-open the sealed Tenders one by one (lender-wise and Group/ Package-
wise) and again mark and encircle TSN with red-ink on the Tender (original and
copies) with full dated signature of the Chairperson and other members of the
Tender Cpening Commitiee;

Immediately after tear-opening the Tenders, put TSN chronologically on. the
document duly encircled by red-ink as earlier done in Step (8) above;

Read-aloud the tender prices quoted by the Tenderer,

Discounts offered by any tenderer in accordance with the Tender Document shall
be read out and recorded under ‘Remarks’ in Col. 7 of the TOS;

Check the requisite documents, requirements etc., and the Tender Security, in
particular. Write the amount of Tender Security in cclumn-3 of the Tender
Opening Sheet (TOS);

Put the TSN on the Tender Security (Bank Guaraniee/Pay Order/Bank Draft} with
red-ink duly encircled and initialled by the Chairperson of the Tender Openring
Committes (TOC);

Record the missing documents or any incompieleness and major or minor
deviations in the appropriate location/pages of the Tender Document as a whole;

If there is no correction in a particular page, write comment at the bottom of that
page that "no correction in this page” or so, as appropriate;

If there is any correction or overwriting in a particular page and duly initialled by
the tenderer, encircle and initial that particular correction with red-ink. If there is
more than one such carrection and initial by the tenderer, repeat the procedures.
And at the botlom of that particutar page write commaent that “one correction in this
page with initial", "two corrections in this page with initials” and so on, as
appropriate;

if there is correction in a particular page but not duly initialled by the tenderer,
encircle and initial that particular correction with red-ink. And at the bottom of that
particular page write comment that "one correction in this page without initial” "two

corrections in this page without initial” and so on, as approgriate;

All red-ink encircled figures and words of the corresponding items and rates must
be initialled by the Chairperson and other members of the TOC;
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(25)

(26)

if there is any ilem in the Bill of Quantities against which the lenderer has not
guoted any rate ang/or amount i.e. kepl blank, put question mark in that blank
space and at the bottom of the page write comment that "Na rate and/or amount
quoted foritemno........... in this page”;

Obtain signalure of the Tenderers and/or their autharized representatives in the
TOS;

Make sure after opening of the Tenders that ali the members and the
Chairperson of the TOC including the Tenderers or their authorized
representatives who altended the Tender Qpening have signed the TOS;

TOS must be faxed or mailed or sent out to the appropriate authority immediately
upon completicn of Tender Opening.
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Total Procurement Plan for Development Project { Programme

This part identifies the packages for Goods, Works and Services that are
required under the development project/programme. It identifies each
Procurement package, giving it a unique code and considers the expected cost
of the package {as perthe DPP/TPP), as well as the anticipated dates when the
Procurement package will be supplied.

A separate Schedule, completed as shown below, should be provided for Goods,
Works and Services.

Col Activity Note
No
1 Package Number In ascending numerical order.
(e.g. GD1, GD2, GD3; WO1, WD2, WD3; or SD1,
§D2, SD3 ete)
2 Description of Brief description of the Procurement package,
Procurement Package expressed in quantifiable terms. {as per DPP/TPP)
34 Unit/ Quantity The unit of supply. {e.g. 1, set, sgm, lump sum}
The guantity of the unit required {e.g. 1,2,3 etc; or
1,500 etc)
5 Procurement Method Procurement Method (e.g. OTM (NCT}, LTM
& Type (NCT), DP, etc.)
6 Contract Approving State here the approving authority that gave
Autharity approval to the Tender / Proposal Evaluaticn
Report.
7 Source of Funds Source of Funds (GoB or Own) or
Development Partners (IDA, ADB, EU etc)
8 Estimated cost Express the anticipated cost in Taka miilion as per
in Tk miflion the DPP/TPP.
&.g. 50 Lakh would be 5 million, 1 Crore 50 Lakh
10 thousand would be 150 million 10 thousand
Indicative Dates These are the three key dates of any Procurement
aclivity, the date at which the Procuring Entity
invites Tenders, the date at which a Contract is
expected to be signed and the expected date of
compietion of the Contracl.
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Col Activity Note
No
9 Pre-Qualification/ Not generally used in Goods, so this shaded
Expression of Interest column is left blank
Pre-Qualification (if applicable) may be used in
Warks. EQl is used in Services
10 Invitation for Tender / State the anticipated date when the Advertisement
will be placed and when the Tender Document will
Proposat .
be ready for issue.
For Services this is the issue date of the RFP
1 Signing of Centract State the anticipated date when the Contract wiil
be signed.,
12 Completion of Contract State the anticipated date when the Confract will

be completed, excluding any warranty period or
defects liability period.
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Annual Procurement Plan for Development & Revenue Budgets

Time bound Procurement assists a Procuring Entity to effectively ptan its Procurement
requirements and is an imporlant and useful tool used to monitor the progress of
Procurement (a) to ensure that it does not go astray; {b) to ensure that early problems with
slippage can be dealt with promptly; and {c) can form a useful Annual Plan for
Procurement.

A separate Schedule, completed as follows, should be provided for Goeds, Works and
Services. Also a separate schedule should be used for Development or Revenue Budget.

Col Activity Note

No.

1 Package Number

2 Description of To be copied from the Tolal Procurement Plan for

Procurement ltem Development
3/4 | Unit & Quantity Project / Programme for those packages required in
5 Procurement Method this financia! year.
& Type
6 Contract Approving
Authority In the case of Procurement using funds from the
Source of Funds Revenue Budget the Columns shall be completed
based upon information in the Revenue Budget.
Estimated Cost
In Tk. Million
9 Time Code for In the first row on each form examples have been
Process given to assist the Proguring Entity in completion of the
Forms
10 Not Used {Goods) Column 10 does not apply for Goods Procurement
10 Pre-Qualification If Pre-Qualification is used then enter the anticipated
(Works) process time in the “Planned Days" Column 1. Include
time for Advertising, Responding to Advert, Evaluaticn
and Approval {this may be as high as 80—90 days in
some cases).

10 | Advertise EOI Determine the time it will lake from issue of EQI,
receiving responses, evaiuation and approval to Issue
of RFP date and enter the number of days in the
*Planned Days" box in Celumn 11.




oY eI (e | Sfelde, s sy, Yoot
Col Activity None
No.
11 |Advertising Tender Always show "0" in the “Planned Days" box in Column 11.
11 | Advertising Tender Always show "0" in the “Planned Days” box in Column 11.
11 |lssue RFP Always show "0" in the “Planned Days” box in Column 10.
12 | Opening of Tender/
Proposal
13 |Evaluation of Tender / | The date for each activity will automatically be calculated
Proposal and appear in the "Planned Dates” box.
14 | Approval of Award
15 | Notification of Award
16 [ Signing of Contract Now determine the number of days it is expected that
' each aclivity will {ake place and enter the time for that
activity in {he relevant "Planned Days" box. Use the Public
Procurement Processing & Approval Procedures (PPPAP)
to determine the minimum dates applicable to each
Procurement package method.
17 | Completion of Planned Dates & Planned Days :

Contract For each Procurement package, consider the Date on
which the Goods, Works or Services are reguired fo be
completed and enter the date in Planned Dates (Column
17).

Then show the expected duration of the Contract (in Days)
in Planned Days immediately under the above Date
(Column 17).

18 | Total Time (in Days) | This is automatically calculated by adding together all the
pre-determined number of “Planned Days", it will change if
any of the Planned Days are changed.
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NOTIFICATION OF AWARD
(Goods or Works)

Contract No: Date:

To:

[Name of Contractor]

This is to notify you that your Tender dated finsert dafe] for the execution of the Works/ for
the supply of Goods and related Services fdelete as appropriate] for fname of project /

Contract] for the Contract Price of TK. [state amount in figures and in words] as corrected
and modified in accordance with the Instructions to Tenderers, has been approved by
{name of Procuring Entity).

You are thus requested to take following actions:

accept in writing the Notification of Award within seven (7) days of its
issuance pursuant to [TT Sub-ciause XX,

furnish & Performance Security in the specified format and in the amount of Tk
[state amount in figures and words], within fourteen (14} days of issuance of
this letter but not later than (specify date), in accordance with ITT Clause XX.

sign the Contract within twenty eight (28 ) days of issuance of this letter but rot
later than fspecify date), in accordance with ITT Clause XX,

You may proceed with the execution of the Works/ supply of Goods and related Setvices
[delete as appropriate] only upon completion of the above tasks. You may alse please note that

this Nofification of Award shall constitute the formation of this Contract which shall bacome
binding upon you.

We aftach the draft Contract and all other documents for your perusal and signature.

NOTE:

Signed

Duly authorised to sign for and on
behalf of fname of Procuring Entity]

Date:

Tender Vaiidity Date is critical to Notification of Award and fulfilment of
subsequent obligations
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Records of Procurement to be Maintained by a Procuring Entity

The records of Procurement of Goods, Warks and Services made through each
contract shall be maintained separately.

In case of more than one contract falling under a particular package, the files or
records shall be systematically maintained on each contract basis and arranged or
grouped together on the basis of each package. For example, if one package of
goods consists of 3 Iots and for each lot a separate contract has been concluded,
then there should be three files for 3 contracts and papers relating {o each contract
shall be maintained in the relevant contract files, All the three contract files relating
to the particular package shall be maintained together as a group or package. If in a
gocds package, say Package No. G1 there are 3 contracts then the contract files
shall indicate as G1: Contract -1 (3), G1: Contract 2 (3), G1: Contract 3 (3}. All the 3
confracts shall be serially maintained under one package. The file number may
include ---/-—-/Procurement/ G1: Cont-1 (3)/2004-06. The indicated years are the file
opening and closing years.

The file should be opened indicating the year when it is opened and the year when it
should be closed. In other words it should include year of commencement and year
of compietion of contractual obligaticns.

A particular Confract file may have maore than one Part file. Part fie shall be
indicated in the file number as Part-1, Part-2 say for example; —--/-——-/G1: Cont.1
{3) Part-1/2004 -06.

The checklist of records format shall be placed at the top of every file whether it is a
part file or not. The format of the checklist should be filled in stating the records
maintained in a particular file. Where part file is opened, some of the columns of the
checklist of records will remain blank concerning the records not maintained in a
particular part file.

The concerned officer of the Procuring Entity should indicate in writing in the format
in which part flle or main file the recards appearing biank are available.

If relevant papers relating to a particular Procurement are maintained by more than
one branch of the Procuring Entity, the relevant branch shall transfer the records to
the main Procurement file.

If it is not possible to transfer the records and documents, the concerned
department(s) shail maintain the documents/records relating to the Procurement for
the period stated in the Regulations and the Procedures. The concerned
Procurement Officer shall ensure the relevant branch is complying with the
requirement and the Procedures of the Regulation 9. This situation may arise in
case of documents/records maintained by the Accounts Branch who may retain the
original documents for audit or other purposes.

The pages of the fiie shall be numbered serially. The entire file should be preserved
in & manner so that nc page should miss. The pages in the file shouki be bounded if
possible,
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The attached format and the records mentioned therein shall be placed as part of
the records on top of the papers of each file.

The file shall be given a number and maintained systematically so that it can be
located immediately whenever required.

The file shall have a title page. The title shall mention the project name object of
Procurement Package Number elc. An example of a tile page of a file is
attached,

File No: ..., fo { G1: Cont. 1(3) Part 1/2004-6

Date of opening : 2004
Date of closing : 2006

Subject ;. Procurement of Goods under Public Procurement Reform Project

Package No : Gt

Contract No : G1: Cont.(1)(3)
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Recerds and Documents to be maintained

Description (object
of Procurement)
Package No.
Contract No.

State briefly Reference of file
NS(! Minimum Recerds and documents to be maintained app:::';:'rair:te o | PP9° "ﬂfad file
. state yes or No Refer; Col-3
Refer: Col-2,
1 2 3 4

01 | Brief description of Goods and related Services/
Works and Physical Services, intsllectual and
Professional Services.

02 | Method of Procurement used (Stale #f Open
Tendering Method, Limited Tendering Method,
Direct  Procurement Method, Two Stage
Tendering Method, Request for  Quotations
Method etc).

03 | Justification for choosing a method other than
open tendering with the level of approval obtained
{State method adopted/authority approving the
method or sub-method).

04 | Aninvitation for pre-qualification, if any.

05 | Coples of the published advertisements for pre-
qualification, if any,

08 | A copy of pre-qualffication document or request
for EQI or other solicitation documents,

07 | Records of selection of pre-qualified persons/
firms, if any or short listed Applicants,

08 | Invitation for Tender/Letter of Invitation with copy
of Advertisement notice in newspapers, if any.

09 | Documents regarding sale of tender.

10 | Clarification issued, if any, and fto whom
addressed.

11 | Addendum issued

12 | Names and addresses of the Tenderers/
Consuitants that submitted Tenders/
quotations/proposals.

13 | List of persons present during tender opening,
date and place of opening.

14 | Minutes of the tender opening.




IR (NTHE, TGS, ST 2, Qo0

q9¢

1 2 3

15 [ Tender, Quotation or Proposall  documents
submitted by each Tenderer/Consultant.

16| Evaluation criteria stipulated and applied.

17 | Report on Tender, Proposal or Quotation
evaluation including comparison sheet.

18 | Records of approval of the TEC/PEC
recommendations.

19 | Name and address of the Tenderer to whom the
contract was awarded.

20 | Notification of Award

21 | The amount of contract price

22 | Contract documents

23 | Copy of perfermance guarantee document with
Date and Nao.

24 | Delivery/acceplance documents/reports for goods,

25 | Completion repart of Works and Services Number
of lels delivered/ assignmeants completed.

26 | Location of delivery of goods/completion of Works

27 | Information en any decision to suspend or cancel
proceedings after initiation.

28 | Documents in respect of any complaints to
administralive authority with decision of the
appropriate Authority/Secretary.

289 | Appeal to Review Panel
Appeal petition to Review Panel

30 | Payment of registration fee for appeal

31 | Gonstitution of Review Panel by the CPTU

32 | Decision of the Review Panel with report

33 | Cempliance of the decision of the Review Panel,
if any,

34 | Records of payment against bills/invoices

35 | Bill of quantities for Works/measurement book
submitted.

36 | Bill passing orders

37 | Bill payment records

38 | Mode of payment : cheque, cash etc,

3¢ | Acknowledgement of receipt of payment by
Tenderer/Consuttant

40 | All correspondences with Tenderers

{Important correspondences)
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(Consultant Conflicts of Interest: Range of Possible Cases)
Category of Example Is the Risk for Client: Mitigation of Risk
Consultant Consujtant Consuitant may
Conflicts allowed to

take part

Supply of Equipment, No Favor its Disqualification
goods and computers associates of consultant
works whose and affiliates
specifications
were
prepared by
the
consultants
Continuation | Detailed design Yes Influence TOR, TOR of
assighments | after feasibility bigs feasibility- continuation

study study drafted by third

recommendations | party who
validates
feasibility

Cenflicting Environmental No Apply partiality in Disqualify the
assignments | audit of assessing its own | consultant

consultants’ designs

project design

by the same

consultants
Related Restruciured Yes Unduly influence Have third parly
assignment study of a {permissible | TOR 6&f related draft TOR, or
other than public asset upon assignment disquatify the
continuation | afler preparing | conditions) - cansultant

privatization

plan
Related Study of a No Advice to client(s) | Disqualify the
assignment project (permissible | may be biased consultant, or
for competing- with | upon both clients
competing another client's | conditions) agree on scope
clients project of work
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Category of Example Is the Risk for Client: Mitigation of Risk

Consultant Consultant Consultant may

Conflicts allowed to

take part

Related Study of No “Featherbedding” * | Disqualify the

unnecessary | superfluous consultant

assignments | alternatives

Unrelated Study of future Yes n.a n.a.

useful projects

assignments

Conflicting A consultant's No Be unduly favored | Exclude the

relationships | staff hasa (permissible | in the proposat client's staff
family upen evaluation process | from the
relationship conditions) ‘ selection
with a client's process, or
staff involved in disqualify the
the selection cansultant
process

Confiicting The consultant | No Be unduly favored | The consultant

relationships | includesa {oermissible | in the proposal shall attach to
client employee | upon evaluation process | its proposala
in its technical 1 conditions) client’s
proposal certification

stating that the
involved client's
employee is on
leave without
pay

* Featherbedding is the practice of requiring an

needed to handle a job

employer to hire more workers than
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9T ¥ s General Considerations for the Employment of Consultants

Appaintment of Consultants, local or international, at times is a crucial element in
the project cycle. Depending on the nature of a project, combination of both local
and International Consultants in implementing any project or activity can be more
useful and effective. A project may not be ready for financing without Consuitant's
Services. An aid agreement may not be effective till a Consultant is in place. A
tender document may not be issued or even prepared without a Consultant. A
system may not be introduced or reformed without the Services of Consultant. At
the conceplual- or project preparation stage it is to be thoroughly scrutinized to
identify the areas where the Services of the Consultant is necessary if the
technology involved is complex and nat locally available and the concerned agency
has no experience. Therefore, where it is considerad expedient that the service of a
Consultant is required, appointment of local or tnternational Consultants should be
considered. However, the Procuring Entities should be selective in appointment of
Consultants. International Consultants may be appointed when local expertise is nat
available. While using International Consultants arrangemenis should be made to
ensure a mechanism for transfer of technology or expertise. Human resources
development should form an integral part of any technical assistance programme.

Consultants are generally appointed for the following purpases:

{a) Pre-investmen! Studies: These comprise the investigations that normally
precede decisions to go forward with specific projects. These studies
delermine the investment needs and the type of interventions needed to attain
the desired goal. These include identification of priority area of investment,
need for policy adjustment, feasibility studies for project or programme,
impravement of existing management practices etc.

(b} Preparation Services: These comprise the technical, economic or other
assignment required to fully define a project and prepare it for impiementation,
These Services normally inchide the preparation of a project, collection of
relevant Documents, information and data, setting objectives, identifying
activities for attaining objectives, requirement of physical and financial
rescurces, preparation of Procurement Documents.

(c) Implementation Services: These relate o actual implementation of the
activities using resources already identified during preparation phase,
Implementation shall follow the fime.chari already worked out and revised
from time to time. Implementation may be of the nature of construction of a
compiex road. building or a bridge, procurement and installation of goods and
equipment. It may be of the nature of reforming a system in order to improve
efficiency and ensure better performance. This involves supervision,
management, inspaclion and providing necessary technical Services.

(d) Technical Assistance: These comprise a wide range of intellectual and
professional Services along with other support service, such as development
and secfor planning and institulion building, including organization and
management (O&M) studies, slaffing requirement and training needs and
assistance in the implementation of study recommendations,
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Technical Assistance Projects have a clearly stated policy to build local capacity in
course of execution of the projects. The objective is to facilitate transfer of
knowledge and technolegy through the interaction between international and Local
Consultants during the implementation of the project.

For each position created in consulting service appropriate attention should be
made to compatible international/ local positions. International Consullants can be
of any national of eligitle countries including Bangladesh.

Association of Consultants with International & Local Consulting Firms:

For development projects implemented in Bangladesh by the GOB with the support
of development pariners, may reguire the engagement of international consulting
firms. Each internaticnal consulting firm is encouraged to seek participation and
obtain full range of expertise by associating with focal consulting firm(s) or entities in
a joint venture ar sub-consultancy, as appropriate.

International consulling firms may include national Consultants in their payroll and
are entitled to apply thefr Fees/Charges for the Local Consultants provided they are
recruited as their team.

The local cansulting firms will have Local Consultants in their payroll and are entifled
to apply their Fees/Charges on the Lacal Consuitants working for them.

If a Bangladeshi firm is short-listed 1o compete with international firms, it may use
the Services of bolh international and local Consultants and is entitled to apply
Fees/Charges for both categories of Consuitants.

in a joint participation of international and local consuiting firms member firms will
mutually decide the payrall arrangements.

Billing Rates and Modus Operandi:

Billing rates shall be caiculated on staff-month basis. The billing rales of cansulting
firms usually consist of staff remuneration, social charges, overhead charges, and
the Consultant's fee.

The biling rate will vary depending on the nature of the consulting firm., As
guidance, an example of typical billing rate calculation is provided below:

Item Component International/ National Firm
1 Staff Remuneration
2 Social Charges 40% of Remuneration
3 Overhead 60-—100% of Remuneration
4 Consultant's Fee 10—15% of (1+2+3}
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General Considerations for Employment of Bangladeshi Nationals as

Individual Consultants in Aided Projects

1. Employment of Bangladeshi Nationals as Consullants in Foreign Aided Projects: All

Ministries, Divisions and Government agencies including local authorities shall,
subject to agreement with the development partners employ qualified Bangladeshi
nationals as Censultanis, if available, in foreign aided projects under their execution.

Eligibility for applving for the posts of Consultants:

(a)

Any Bangladeshi national including persons in the service of the Republic or
the local autherities/corporations (See Schedule M) may, if he/she is qualified
for any past of Consultant, apply for the post,

No person who has been convicled by any Court of Law or dismissed from
Setvices for misconduct shall be eligible for consideration for appointment to a
post.

3. Educational qualifications and experience:

(a)

{0)

Broadly, the Bangladeshi Consultants shall be divided into three main groups,

namely;
{i Junior Consultant;
(i)  Consuitant;

(i}  Senior Consultant.

A guideline for educational quaiifications and experiences of the Local
Consultants is provided below, however, educational qualifications and
experience will vary according to the nature and scope of assignment and a
Procuring Enlity, taking this into account, will specify the requirements.
Preference should be given to a person with intellectual and professicnal
knowledge and skill for the required service:

(i Jurnior Consultant: (i) Bachelor/ Masters degree or an equivalent
{mention one depending on the type of assignment} for the following
fields-medical/ engineering/ agriculiure: and (i) Masters degree or
equivalent for other fields, with at least five {5) years of professional
experience in the relevant field of assignment,
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4.  Fee:

()

{iit)

Consultant: (i} Bachelor/ Masters degree or an equivalent (mention one
depending on the type of assignment) for the foliowing fields: medical /
engineeriﬁg / agriculture; and (i) Masters degree or equivalent for other
fields, with at least ten (10) years experience in the relevant field of
assignment with comprehensive intellectual and professional knowledge

and skill.

Senior Consultant: (i) Bachelor/ Masters degree or an equivalent
(mention one depending on the type of assignment} for the following
fields- medical! engineering/ agriculture; and (i) Masters degree or
equivalent for other fields, with at least fifteen {15} years experience in
the relevant field of assignment with high level of intellectual and
professional knowledge and skill Experience may be relaxed in the case

of highly qualified person depending on the field of assignment.

For an assignment, the Local Consultants' payments will be in commensurate with
the qualification and expertise depending on the field of assignment. Guidance for
fees is provided below at the current market price, which may require updating from
time to time depending on the type of expertise required and competitors in the

labour market:

Grade/ Group Monthly- Minimum Monthly- Maximum Entry
Entry Fee (Tk.) Fee {Tk.)

Junior Consultant 60,000 75,000

Consultant 75,000 150,000

Senior Consultant 120,000 400,000

5. Advertisement procedura:

(a)

Advertisement shall be made in accordance with Regulation 21 of the Public
Procurement Reguiations 2003 stating clearly the name of the post, brief job
description, tenure of employment, required educational qualifications,
experience, age limit (or refaxation, if any) and time for receiving Applications.
Hawever, for hiring individual Local Consultant the time for the submission of
Applications may be reduced to two weeks.

Persons who are already in employmeant shall send Application through proper
channel, otherwise they shall not be considered for appeintment,



SEN EICA (s, SISl Siaifd 2, Joob
w79 3[R 392 (3) 73 )

Terms and Conditions of Employment of Government Servants and
Employees of Statutory Bodies, Local Authorities, Etc.

(1} The following terms and conditions of employment as Local Consultants shall apply
to Government officials and civil servants including persons of autonomous bodies
or corparations, namely,—

{a)  The person () will be on leave of absence without pay; (ii) is not being hired
by the agency if hefshe was working for immediately befcre going on feave:
and (iif) hisfher employment will not give rise to any conflicl of interest,

{b)  On completion of histher service on lien he/she shall be allowed seven day's
time to join the post from which he/she was sent on lien and for these seven
days, he/she shall be allowed histher usual salaries and allowances of the
post hefshe joins. After assuming duties of the post of a Consultant, he/she
shall inform in writing his/her parent Ministry, Division, or Government agency,

(¢} Al expenses in connection with hisfher joining as Consultant fo any
organization / project and hisfher return to join his/her parent department /
organisation on completion of histher lien period shall be borne by the
Procuring Enfity (organization using the Services as Consultant).

{d}  During the period of this deputation the Consultant:

(iy  shall be entitied to get histher fees and allowance, leave, medical
benefits, etc. from the Procuring Entity that employs him/her as Local
Consultant as per its terms and conditions of employment;

(iy  shall nat be entitled to an salary, leave salary, special pay, technical
Yy
pay or any other allowances from his/ner original Preeuring Entity
(Government of Bangladesh parent organization);

(i) shall be liable ta pay to his/her original Procuring Entity {Government of
Bangladesh parent organization) in time all histher debts and dues,
such as, subscription or contributions to provident and pension funds,
house huitding advances, car advances, subscription to benevolent fund
and group insurance;

{iv) shall not be entitled to any medical allowance or olher facilities for any
member of hisiher family from his/her original Prociring Entity ;

(v)  shall be allowed to reside in the Government accommodation, if allotled
to him/her for a period nat exceeding one year and, for that period,
he/she shall be liable to pay siandard rent fixed by original Procuring
Entity and pay all utility and other charges in accordance with standing
ruies, orders and instructions of the original Procuring Enlity.
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{vi)

(vil)

(viii)

{ix)

{xi)

provided that, hefshe resides in a Government accommodation, he/she
may reside there for such further period as the Government may allow
and hefshe shall be liable to pay besides the standard rent all other

dues in accordance with the rules of the Government;

shall bear subject to Government rules ail charges in cannection with
the telephone, if any provided to him/her by his/her original Procuring
Entity;

shall not be entitied to any transport facility, if any, provided to him/her
by hisfher original Procuring Entity;

shall obtain prior approval with respect to any change in the terms and
conditions of histher service which effect any provisions of this
paragraph from the Minfstry of Establishment and the concerned
Ministry, Division or Government agency from where hefshe went on

lien;

shall not join in any other project other than the one to which he/she has
been seni on fien without the prior permission of histher head of the

organisation;

shall be liable to pay the amount of VAT deducted at source for

consultancy service as per VAT Act and Rules.

The period of lien if necessary, may be extended with the permission of the

appropriate authority following standing rules and orders Government! other

organisation.

The conditions mentioned in sub-paragraph (1) shall apply mutatls mutandis to an

employee of a local authority.

Permission:

Subject to standing rules and orders concerned Ministry, Division or Government

Agency may accord permission to an employee.
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Procuring Enlity Nama
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<
FATAL R,
< select >
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= select »
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thod

AV A v, i ok
10 I Budget and Source of Funds < selecl >
11, + Development Parlners (if applicable)
QLT R T PV o b v i i e S T
12 I Projeet / Programme Code (if applicable) | < use MOF code »
13 Project/ Prograneme Name (if applicable) | <use MOF name >
. EDA gt
18 | Application Closing Date and Time < select »
19 Namo & Address of he office{s)
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acuring enlity will only have 1o select the correct
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- Selling Tender Documen! {Prncipal) < typein name >
. - Selling Tender Documant {Others) < lype in name >
- Receiving Tender Document < typez in name >
- Qpening Tender Documnent < lype n parmne >

21 1 Place / Date f Time of F < lype i e >
: Pre-Tender Meeting (Opticnal) :

HEE%! AAHIONEORIENIEIERETR

22 Eligibilty of Tenderer < {wpe i in name >

23 ! Brief Description of Goods or Works < iype in name >

24 Briel Description of Relaled Services < {ype in name >

1258 1 Preeof Vender Document{Tkl | <iypeinprice> I
Ctat f tdentificabon of Lot I Lagaben ! Tender Secuzm Completion Time in
No_| A1 | Amount {Tk} Weeks / Months

26 i <typen nama > < lype n name > <type in> <lype in>
27 v 2 =lypeinnamer < lype in name > <lype in> <iype in>
g 3 < typeinrame > 1< type in name > <lype in> <fype in>
20 | 4 | <typeinnae | <1 type i pe in>

L 30 Name ¢! Official Inviting Tender
31 Designalion of Cfficial inwting Tender
32 ¢ Address of Official tnviting Tencler
33! Conlact details of Official Inviting Tendgor

- lype in name >
< lype in name >
< lype in name >
<Tel.No.> | <FaxNo.> | <e-mail>
. ] - deleled-- reject all Tenders
“sgiect> : thase fields arg “pop-up” Nields and the procuning entity will only have o select the currect name,
address ur daie inarder to complate ihe lorm
<type In name> ; these felds are lo be compleled by typing in the relevant data.
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Reguest for Expressions of interest (Firm)

This is tho website formal and as used for published advertisement.
ilis included in this document for information onfy]

< selpct >
< solect >
< type in name >

M:nlslry Division

‘l Agency

: Procuring Entily Name

1 Procunng Entity Code

Frocuring Entity Distriet

Exprassion of (nlerest for Selection of
EDI Ref No

< select »
< type in name >
< type in name »

< selmt >

Al ~ D n oo by o §

Budgel and Source n[ Funts
Developmem Partners (if applicable)
! Ri o 1, RN O RN R AN R 2 ik
12 | Project ] Programime Code (if appl Lable) < use MOF code >
13 | Project/ Bragramme Name {if applicahle} | < use MOF name >

14 EQI Closing Dale and Time

S A A AT

< type in details >
< iypein details >
< type in details >

16 Brnef Desuphon aof Ass:gnment
17 Expericnce, Resources and Delivery Capacity Reg'd
18 Other Delails [it applicabie)

19 | Association wiih foreign firms is < select > '
No lartDate | Complelion
Date

20 |57 | <typeinname » < type in >

Ref | Phasing of Services ’ Location indicative ! Indicalive
" <typeinname > | <lypein >
!
i
)

52 | < complete as required > = lype in name > < lype in > <typein >
< complete as reguired > < type |n name > <lypein > < type in >
< compisto & remred > < bype in > i

Name of OFicial ipviting Expressxons of

21 < type Hl name >
Interest

22 | Designation of Ofticial lnviting Bxpressions <1ypein hame >
of Interest . .

23 | Address of Official Inviling Expressions of < type in name >’ :
Interest .

24 Contacl details of Official Inviling Tel. No. > < Fax No. » < a-mail >

Expressions of Interest
25} The procuring entity reserves the right 1o —deleted- reject all EOl's

< select > : these fields are “pop-up” fields and the procuring entity will anly have to selecl the correat
name, address or date in order ta complete the form.

< type in name > : these fields are to be cempleted by typing in the relevanl data.

’
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Request for Expressions of Interest {Firm)

This letter will be self generated from the webpage Advertisement

1

2

3

5

Request for Expression of Interest (Firm})
For Selection of [ 6 ]

EO! Ref No: | 7 ] Date:{ 8 ]
The [ 3 ] has been allocated public funds from the Government of the Peoples

Republic of Bangladesh {GoB) toward the cost of the [ 13 ]anditintends to apply part
of the proceeds of these funds te payments under the contract for the provision of
consultancy Services fer the project by a Consulting Firm (National).

The Services include | i6 ]
The Experience, Resources ard Delivery Capacity reguired are [ 17 1
The [ 3 ] now invites eligible Applicants to indicate their interest in providing

the Services. Interested Consultants are invited to provide infarmation indicating that they
are qualified to perform the Services {brochures, description of similar assignments,
experience in similar operating conditions, availability of appropriate professional
gualification and experience among staff, etc.).

An Applicant may assoclate with other Consuitant(s) to enhance their gualifications.
Association with foreign firms is | 19 1. however this is not mandatory.

A Consultant wili be selested using the selection sub-method in accordance with the
Public Procurement Regulations 2003 and Public Procurement Procedures issued by the
GoB. It is expected that the Services will be commenced on [ 20 (3) Jat[ 20(2) ]
and shall be completedon[  20(4) Jal| 21(2) 1.

Interested Applicanis may obtain further information by applying to the address below
during normal office hours.

Expressions of Interest shail be submitted by | 142) Jon[ 14(1) ], in sealed
envelope delivered to [ 21 ], and be clearly marked “Request for Expressions of
interest for Selectionof[ 6 .

[ 23
[ 24
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Tender Submission Form

( this form shail be completed and signed by the Authorised Signatory preferably on the
Letter-Head pad of the Tenderer].

Date:
To:
{Contact Person]
[Name of Purchaser]
[Address of Purchaser]
Invitation for Tender No: findicate IFT No}
Tender Package No: [indicate Package Noj
Lot No: findicate number of Lots]

We, the undersigned, offer to supply in conforrity with the Tender Document the
following Goods and related Services:

In accordance with ITT Clauses XX, the following prices and discounts apply to
our Tender:

The Tender Price is: [indicate currency and state amount
{ITT Suk-Clause XX) in figures and in words]

The unconditionat discount for being [indicate currency and state amount
awarded more than one lot in this in figures and in words]

package is:

(ITT Sub-Clause XX}

The methodology for Application of [state the methodology]
the discount is:

The advance payment is: [state the amount based on
(GCC Sub-Clause XX) percentage of the Tender Price]

and we shall accordingly submit an Advance Payment Guarantee in the
format shown in Form XX.

In signing this letier, and in submitting our Tender, we also confirm that;

(a) our Tender shall be valid for the period stated in the Tender Data Sheet
{(ITT Sub-Clause XX) and it shall remain binding upon us and may be
accepted at any time before the expiration of that period;
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a Tender Security is attached in the form of a [pay order / bank draft / bank
guarantee]in the amount stated in the Tender Data Sheet ({TT Sub-Clause
XX) and valid for a period of 28 days beyend the Tender validity date;

if our Tender is accepted, we commit to furnishing a Performance Security
in the amaunt siated in the Tender Data Sheet (ITT Sub-Clause XX} in the
format shown in Form XX and valid for a pericd of 28 days beyond the date
of completion of our performance obligations;

we have examined and have no reservations to the Tender Document,
issued by you on finsert date];

including Amendment(s) No(s) [state numbers] issued in accordance with
the Instructions fo Tenderers (ITT Clause XX). finsert the number and
issuing date of each amendment or delete this sentence if no
Amendments have been issued]; -

we, including as applicable, any JVCA partner or specialist subcontractor
for any part of the contract resulting from this Tender process, have
nationalities from eligible countries, in accordance with ITT Sub-Clause XX;

we are submitting this Tender as a scle Tenderer
or

we are submilling this Tender as the partner-in-charge of a JVCA,
comprising the following other partners, in accordance with [TT Sub-
Clause XX;

{delete one of the ahove as appropriate)

Name of Partner Address of Partner
1
2
3
4
we are nota Government owned entity as defined in ITT Sub-Clause XX

ar

we are a Government owned entity, and we meet the requirements of ITT
Sub-Clause XX];

(delete one of the above as appropriate)

we, including as applicable any JVCA partner, declare that we are not
associated, nor have been associated in the past, directly or indirectly, with
a consultant or any other entity that has prepared the design, specifications
and other documents, in accordance with ITT Sub-Clause XX;

we, including as applicable any JVCA partner or specialist subcontractor
for any part of the contract resulting from this Tender process, have not
been declared ineligible by the Government of Bangladesh on charges of
engaging in corrupt, fraudulent, coliusive or coercive practices, in
accordance with ITT Sub-Clause XX;

furthermore, we are aware of ITT Clause X concerning such practices and
pledge not to indulge in such practices in competing for or in execufing the
Contract;
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{x) we intend to subcontract an actlivity or part of the Works, in accordance
with ITT Sub-Clause XX to the following Specialist Subcontractor(s});

Nalure of the Supply or related Name and address of Specialist
service Subcontractor

(I}  We, including as applicable any JVCA partner, confirm that we do not have
a record of poor performance, such as abandoning the Works, not properiy
completing contracts, inordinate delays, or financial failure as stated in ITT
Sub-Clause XX, and that we do not have, or have had, any litigation
against us, other than that stated in the Tenderer Information (Form XX);

(m) We are not participating as Tenderers in more than one Tender in this
Tendering process. We understand that your written Notification of Award
shall become a hinding Contract between us, until a formal Contract is
prepared and executed;

{n} we understand that you reserve the right to accept or reject any Tender, ta
cancel the Tender proceedings, or to reject all Tenders, without incurring
any liability to Tenderers, in accordance with ITT Clause XX.

{o) Commissions or gratuities, if any, paid or to be paid by us to agents
relating to this Tender, and te confract execution if we are awarded the
contract, are listed below:

Name and Amount and Purpose of Commission
address of agent Currency or gratuity

(if none, state "none")

Signature: finsert signature of authorised
representative of the Tenderer]

Name: {finsert full name of signatory}

in the capacity of; finsert designation of signatory]

Duly authorised to sign the Tender for and on behalf of the Tenderer

[if there is more than one (1) signalory add other boxes and sign
accordingly].

Attachment 1: Written confirmation authorising the above signatory(ies) to commit the
Tenderer, in accordance with ITT Sub-Clause XX:

Attachment 2:  Copy ofthe JVCA Agreement, in accordance with ITA Sub-Clause XX
{if applicable].
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Tender Submissien Form

{This letter shouid be completed and signed by the Authorised Signatory
preferably on the Lelter-Head pad of the Tenderer].

Date:
To:
[Contact Person]
Name of Procuring Enfily |
[Address of Procuring Entity ]
Invitation for Tender No: [indicate IFT NoJ
Tender Package No: [indicate Package No]

This Package is divided into the following Number of Lots findicate number of Lots]

We, the undersigred, offer to execute in conformity with the Gonditicns of
Contract and associated Contract documents, the follewing Works and Refated Services:

In accordance with ITT Ciauses 23 and 24, the following prices and discounts
agply to our Tender:

The Tender Price is: lindicate currency and state amount in
{ITT Sub-Clause XX} figures and in words |

The uncanditional discount for being findicate currency and stalte amount in
awarded more than one lot in this figures and in words |

package is:

(ITT Sub-Clause XX}

The methodology for Application of [state the methodology].
the discount is:

The advance payment is: [state the amount based on
(GCC Sub-Clause XX) percentage of the Tender Price],

and we shall accordingly submit an Advance Payment Guarantee in the format
shown in Form PW3A-XX,
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In signing this letter, and in submilling cur Tender, we also confirm that:

{0} our Tender shall be valid for the period stated in the Tender Data Sheet
(IFT Sub-Clause XX} and it shail remain binding upon us and may be
accepted at any time before the expiration of that period;

(p) a Tender Security is attached in the form of a [ pay order / bank draft /
bank guarantee] in the amount stated in the Tender Data Sheet (ITT
Sub-Clause XX} and valid for a period of 28 days beycnd the Tender
validity date;

{q) if our Tender is accepted, we commit to furnishing a Performance
Security in the amount stated in the Tender Data Sheet {ITT Sub-
Clause XX} in the format shown in Form (PW3A-XX) and valid for a
period of 28 days beyond the date of issue of the Certificate of
Completion of the Works;

(n we have examined and have no reservations to the Tender Document,
issued by you on finsert date];
including Amendment(s) No(s) [state numbers] , issued in accordance
with the Instructions to Tenderers (ITT Clause XX). finserf the number
and issuing date of each amendment; or delele this sentence if no
Amendments have heen issued];

(s) we, including as applicable, any JVCA partner or specialist
subcontracter for any part of the contract resulting from this Tender
process, have nationalities from eligible countries, in accordance with
ITT Sub-Clause XX;

(1) we are submitting this Tender as a sole Tenderer
or

we are submitting this Tender as the partner-in-chargs of a JVCA,
comprising the following other partners, in accordance with ITT Sub-
Clause XX;

(delete one of the above as appropriate)

Name of Partner Address of Partner

w0 | =
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(W)

(v}

{v)

we are not a Government owned entily as defined in ITT Sub-Clause
XX

or

we are a Government owned entity, and we meet the requirements of
ITA Sub- Clause XX;
{delete one of the above as appropriate)

we, including as applicable any JVCA partner, declare that we are not
assccialed, nor have been associated in the past, directly or indirectly,
with & consultant or any other entity that has prepared the design,
specifications and other documents, in accordance with [TT Sub-Clause
XX

we, including as applicable any JVCA partner or specialist subcantractor
for any part of the contract resulting from this Tender precess, have not
been declared ineligible by the Government of Bangladesh on charges
of engaging in corrupt, fraudulent, collusive or coercive practices, in
accordance with ITT Sub-Clause XX;

furthermore, we are aware of ITT Clause XX concerning such practices
and pledge not to indulge in such practices in competing for or in
executing the Contract,

we intend to subconlract an activity or part of the Works, in accordance
with ITT Sub-Clause XX, to the following Specialist Subcontractor(s);

Activity or part of the Works Name and address of Specialist
Subcontractor

We, including as applicable any JVCA parner, confirm that we do not
have a record of poor performance, such as abandoning the Werks, not
praperly completing conlracts, inordinate delays, or financial failure as
stated in ITT Sub-Clause XX, and that we do not have, or have had, any
litigation against us, other than that stated in the Tenderer Information
{Form PW3A-XX);
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(aa)

{bb)

Attachment 1:

Attachment 2:

We are not participating as Tenderers in mare than ona Tender in this
Tendering process. We understand that your written Notification of
Award shall become a binding Contract between us, until a formal
Contract is prepared and executed;

we understand that you reserve the right to accept or reject any Tender,
lo cancel the Tender proceedings, or to reject all Tenders, without
Incurring any liability fc Tenderers, in accordance with ITA Clause XX,

Signature:

Name:

In the capacity of:

[insert signature of authorised
representative of the Tenderer]

finsert full name of signatory]

finsert designation of signatory]

Duly autharised to sign the Tender for and on behalf of the Tenderer

{If there is more than one (1) signatory add other boxes and sign

accordingly].

Written confirmation authorising the above signatory(ies) 1o
commit the Tenderer, in accordance with ITT Sub-Clause XX;

Copy of the JVCA Agreement in accordance with ITA Sub-
Clause XX (if applicable)
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Financial Proposal Submission Form

[Location, Date]

To: [Name and address of Client)

Dear Sirs:

We, the undersigned, offer to provide the consulting Services for [Insert title of
assignmen] in accordance with your Request for Propasal dated {insert date] and our
Technical Propasal. Our attached Financial Proposal is for the sum of [insert amount in
words and figures). This amount is exclusive of local taxes, which we have estimated at
finsert amount in words and figures].

Qur Financial Proposal shall be binding upon us subject to the modifications
resulting from Contracl negotiations, up to expiration of the validity period of the Proposa!,
i.e. before the date indicated in Clause XX of the Proposal Data Sheet.

Commissions and gratuities, if any, paid or to be paid by us to agenis relating to this
Proposal and Contract execution, if we are awarded the Contract, are listed as foliows:

Name and Address of Agents Amount Purpose of commission or
gratuity

We alsc declare thal the Government of Bangladesh has not declared us or any
Subconsultants for any part of the Coniract, ineligible on charges of engaging in corrupt,
fraudulent, collusive, or coercive practices. We furthermore, pledge not to indulge in such
practices in competing for ar in executing the Contract, and are aware of the relevant
provisions of the Proposal Document (ITC Clause XX).

We understand you are not bound to accept any Proposal you receive.

Signed
In the capacity of:
Duly authorised to sign the proposal on behalf of the

Applicant,
Date:
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Technical Proposal Submission Form

[Location, Date]
To: [Name and address of Client]
Dear Sirs:

We, the undersigned, offer to provide the consulting Services for [insert title of
assignmeni] in accordance with your Request for Proposal dated [insert date] and our
Proposal. We are hereby submitling our Proposal, which includes the Technical Propasal,
and the Financial Proposal sealed in two separate envelopes.

We are submitting our Proposal in association with: [inser a list with full name
and address of each assocviated Consultant, also specify, whether they are in joint venture
or as sub consultants].

If negotiations are held during the period of validity of the Proposal, i.e., before
the date indicated in Clause XX of the Proposal Data Sheet, we undertake o negotiate on
the basis of the proposed staff. Our Proposal is binding upon us and subject o the
medifications resulting from Contract negotiations.

........................ We undertake, if our Proposal is accepted, to initiate the consulting
services related to the assignment not later than the date indicated in Clause XX of
the Proposal Data Sheet.

We also confirm that the Government of Bangladesh has nat declared us, or any
sub consultants for any parl of the Contract, ineligible on charges of engaging in corrupt,
fraudulent, collusive or coercive practices. We furlhermore, pledge not to induige in such
practices in competing for or in executing the Contract, and we are aware of the relevant
provisions of the Proposal Document (ITC Clause XX).

We understand you are not bound to accept any Proposal you receive.,
We remain,

Yours sincerely,

Autherised Signature
fin full and initiais)
Name and
designation of
Signatory

Name of Firm
Address
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The Code of Ethics for Public Procurement

Short title and commencement. —This code may be called the Code of Ethics for
Public Procurement, 2007,

Application. — (1) This Code shall apply ta all Persons, whether they are directly or
indirectly involved in public procurement activities.

{(2) This Code shall be considered as the basis for best practices of ethical
behaviour for Persons engaged in public procurement within Bangladesh.

Definitions.—In this Code, unless there is anything repugnant in the subject or

context—

{a) "Competent Authority" means the Government or other authority to wham the
relevany powers may be delegated by the Government;

{b) “public servant” means a public servant as defired in Section 21 of the Pénal
Code, 1860 (Act XLV of 1860), and includes officers and staff of all
Procuring Entities;

General explanation—{1) Where the public servant is a female, reference to *he",
*him®, *his”, “himsell" in this Code shall ba construed as reference to “she”, “her” or
“herself",

{2) Where a Person is an individual then the references shown in {1) above shall
apply to that Person. Where a Person is a body of individuals, a firm or 2 company,
an assaciation or an organisation whether incorporated or not, reference to "he”,

“him", “his" or “himse!f" shall be construed as reference o “it", *its" or “itself” as the
case may be,

General principles, — (1) A Person shall always act professionally and selflgssly,
seeking o assist in enhancing efficiency, competition, transparency and
accountability in public procurement in Bangladesh by—
{a) complying with —

(i) the Act, Rules, guidelines, orders or other documents concerning public

procurement in Bangladesh; and

(i) any contractual obligations established between the Procuring Entity
and a Person;
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{c) maintaining the highest possible standard of integrity in all their dealings with
public servants both within and outside the Procuring Entity;

{c) encouraging and developing the highest possible standards of professional
competence amongst Persons, and those who work under their supervision
and for whom they are responsible;

(d) enhancing the proficiency and reputation of public pracurement by acquiring
and maintaining current technical knowledge, following best procurement
practices and establishing the highest standarg of ethical behaviour,

{e) optimising the use of resources under their control and supervision to
provide the minimum benefit to the Procuring Entity and the nation.

{(2) A Person shali not allow himself to be deflected from the principles mentioned
in this Code.

Gifts.— (1} Save as otherwise provided in this Code, no Person shall offer to any
public servant, or any member of his family, any gift the receipt of which will place
him under any form of official obligation to the donor of the gift,

{2). A Person may give to a public servant a gift of small intrinsic value such as
business diaries, calendars, key rings or a ballpoint with the Persen's company
symbol provided that the value of such individual item does not exceed Tk. 500/-.

Hosnpitality. — (1) A Person shall not influence or put a public servant under any
obligation by offering hospitality to influence the making of a procurement decisian
by that public servant as a consequence of accepling hospitality from a Person or
any other private individual,

(2) A Person shall not encourage any meelings or entertainment to be held, the
main purpose of whish shall be to honour or praise a public servant,

Unacceptable activities—{1) The following activities shall be considered
unacceptable activities under this Code:

(2) A Person shall not offer 1o or secure for, or promise to secure for a public servant
any foreign award, tille or decoration.

{3) A Perseon shall not approach any public servant to secure for that public servant
an invitation to visit a foreign country or for training abroad, unless such training has
been formally approved in any procurement document or aid i -eement,
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10.

11.

(4) A Person shall not lend money to, or borrow money from, or place himself under
any pecuniary chligations to any public servant with whom he has any procurement
dealings.

(5) A Person shall not encourage a public servant to construct a building whether
intended to be used for residential or commercial purpose, nor encourage a public
servant in the buying or selling of valuable property, moveable and immovable, nor
enceurage a public servant to speculate in invesiments.

{6) A Person shall not encourage a public servant, or a member of his family, to
engage in any trade in the area over which such public servant has jurisdiction, nor
to undertake any employment of work, other than his official duties.

Communication of official documents or information.—(1) Save as provided
otherwise in this Code, a Person shall not disclose directly or indirectly to any other
Person, or any public servant, or a private individual, or io the press, other than
these 1o whom he is authorised to communicate it, the contents of any document or
information which has been entrusted in confidence to him by a public servant, or to
which he had access owing to his involvement in the procurement proceedings or
the content of the document.

(2} A Person shall disclose the contents of any official document or communicate
any information which has come into his possession to another official only if so
provided for, or as may be reasonably expected, during the performance of the
procurement proceedings or contract in force at that time.

Conflict of Interest—A Persen finding a personal interest arising such that it may
affect his impartiality in any matter relevant to his obligations at the point in time
should eensider ihis as a conflict of interest and shall therefore declare ihis personai
interast immediately upon being aware of such interest to the publiic servant with
whom he is deating al that time.

{2) A conflict of interest may also be considered to exist if a Persan is in any way
closely related to, efther as a friend or a relation or has a finangial investment in a
business with any public servant with whom he is dealing af that time.

Ouligations of a Person. — A Persen has an obligation to a Procuring Entity that in
performing his obligations under any procurement activity or contract, he will comply
with the Act, Rules, or other documents published by the Competent Authority,

{2) No Person shall indulge in corrupt, fraudulent, collusive or coercive practices, the
nature of which is defined in Rule 127.
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12. Contravention of this Code. — Contravention of this Code shall be construed as
misconduct and may result in that Person being debarred from partaking in any
future public procurement either indefinitely or for any period of time as determined
by a Procuring Entily,

13.  Decisions and advice. — Should a Person be unclear as to what is and what is not
acceptable he should seek advice from the Head of the Procuring Entity, or as
appropriate, the Competent Authaority.

14. This Code not to be in derogation of any law etc. — Nothing in this Code shall
derogale from the provisions of any law, or of any order of any competent authority,
far the time being in force, relating to the conduct of a Person.
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