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Part 2: Section 6. Statement of Requirements

Section 1.
A

General

1.

Scope of Bid
•

•
•

•

Instructions to Bidders

The EAC invites bids for the provision of Goods or Services as specified in
Section 6, Statement of Requirements. Bids are invited for an
estimated quantity of Goods or Services as specified in Section 6,
Statement of Requirements, under a framework contract arrangement.
The Instructions to Bidders should be read in conjunction with the
BDS. The subject and procurement reference number, and number of
lots of this Bidding Document are provided in the BDS.
The Secretariat wishes to invite tenders for various services/supplies as
indicated in the tender document for the financial year 2018/19 for a
period of two years and renewable once upon agreement of both
parties and satisfactory performance.
The subject of the tender is the delivery by the Contractor of the following
items as in:

Services: Annex 1
•
•

Lot

1: Air Travel Management and Ticketing with a local presence in
Tanzania;
Lot 2: Prequalification for Provision of Transport Services for the EALA -

The goods must comply fully with the specifications set out in the tender document and
conform in all respects with the instructions.
1.2

2.

Throughout these Bidding Documents:
(a)

the term “in writing” means communicated in written form with proof of
receipt;

(b)

if the context so requires, singular means plural and vice versa; and

(c)

“day” means working day.

Source of Funds

2.1

The EAC has an approved budget towards the cost of the procurement named in the
BDS. The EAC intends to use these funds to place a contract for which these
Bidding Documents are issued.

2.2

Payments will be made directly by the EAC for each call-off order and will be
subject in all respects to the terms and conditions of the resulting contract.

3.
3.1

Corrupt Practices
EAC requires all bidders and providers to observe the highest standards of ethics
during procurement and the execution of contracts. In this regard, EAC
(a)

defines, for the purposes of this provision, the terms set forth below as
4
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follows:
(i)

“corrupt practice” includes 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

(ii)

“fraudulent practice” includes a misrepresentation of facts in order to
influence a procurement process or the execution of a contract to the
detriment of the EAC, and includes collusive practices among Bidders
prior to or after bid submission designed to establish bid prices at
artificial, non competitive levels and to deprive the EAC of the benefits
of free and open competition;

(b)

will reject a recommendation for award if it determines that the bidder
recommended for award has engaged in corrupt or fraudulent practices in
competing for the contract;

(c)

will suspend a Provider from engaging in any procurement proceedings for a
stated period of time, if it at any time determines that the Provider has
engaged in corrupt or fraudulent practices in competing for, or in executing, a
public contract in any of the Partner States.

3.2

Furthermore, Bidders shall be aware of the provision stated in Sub-Clause 3.2 and
Sub-Clause 35.1 (a) (iii) of the General Conditions of Contract.

3.3

In pursuit of the policy defined in Sub-Clause 3.1, the EAC may terminate a
contract for Goods or Services if it at any time determines that corrupt or fraudulent
practices were engaged in by representatives of the EAC or of a Bidder or Provider
during the procurement or the execution of that contract, without the EAC having
taken timely and appropriate action to remedy the situation.

3.4

In pursuit of the policy defined in Sub-clause 3.1, the EAC requires representatives of
both the EAC and of Bidders and Providers to adhere to the relevant codes of ethical
conduct. The Code of Ethical Conduct in Procurement is available at the EAC and
Bidders are required to indicate their acceptance of this Code through the declarations
in the Bid Submission Sheet.

3.5

Any communications between a Bidder and the EAC related to matters of alleged fraud
or corruption must be made in writing and addressed to the Secretary General of the
EAC.

4.
4.1

Eligible Bidders
A Bidder, and all parties constituting the Bidder, shall meet the following criteria
to be eligible to participate in public procurement:
(a)

the bidder has the legal capacity to enter into a contract;

(b)

the bidder is not:

(c)

(i)

insolvent;

(ii)

in receivership;

(iii)

bankrupt; or

(iv)

being wound up

the bidder’s business activities have not been suspended in any of the
5
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Partner States;
(d)

the bidder is not the subject of legal proceedings for any of the
circumstances in (b); and

(e)

the bidder has fulfilled his or her obligations to pay taxes and social
security contributions in the respective Partner State.

4.2

A Bidder may be a natural person, private entity, government-owned entity, subject
to ITB Sub-Clause 4.6, 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 BDS, all parties shall be jointly and
severally liable.

4.3

A Bidder, and all parties constituting the Bidder including sub-contractors, shall
have the nationality of an eligible country, in accordance with Section 5, Eligible
Countries. 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. This criterion shall also
apply to the determination of the nationality of proposed subcontractors for any part
of the Contract including related services.

4.4

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)

have controlling shareholders in common; or

(b)

receive or have received any direct or indirect subsidy from any of them; or

(c)

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

(d)

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 EAC regarding
this bidding process; or

(e)

submit more than one bid in this bidding process, except for alternative offers
permitted under ITB Clause 13. However, this does not limit the participation
of subcontractors in more than one bid, or as Bidders and subcontractors
simultaneously; or

(f)

participated as a contractor or consultant in the preparation of the design or
technical specifications of the Goods or services that are the subject of the bid.

4.5

A firm that is under a declaration of suspension by any of the public procurement
regulatory authorities in any one of the Partner States in accordance with ITB
Clause 3.1 (c), at the date of the deadline for bid submission or thereafter, shall be
disqualified.

4.6

Government-owned enterprises shall be eligible only if they can establish that they
are legally and financially autonomous and operate under commercial law.

4.7

Bidders shall provide such evidence of their continued eligibility satisfactory to the
EAC, as the EAC shall reasonably request.
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5.

Eligible Goods or Services

5.1

All Goods or Services to be supplied under the Contract shall have as their country
of origin an eligible country in accordance with Section 5, Eligible Countries.

5.2

For purposes of this Clause, the term “Goods” 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 services incidental to the provision of such Goods where the value of such
services does not exceed the value of the Goods.

5.3

The term “country of origin” means the country where the Goods 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.

5.4

The nationality of the Provider that produces, assembles, distributes, or sells the
Goods shall not determine their origin.

5.5

If so required in the BDS, the Bidder shall demonstrate that it has been duly authorised
by the Manufacturer of the Goods to supply, in the East African region/Partner
States, the Goods indicated in its bid.

B.
6.
6.1

Bidding Document
Contents of Bidding Document
The Bidding Document consists of Parts 1, 2, and 3, which include all the Sections
indicated below, and should be read in conjunction with any addenda issued in
accordance with ITB Clause 8.
PART 1

Bidding Procedures

• Section 1. Instructions to Bidders (ITB)
• Section 2. Bid Data Sheet (BDS)
• Section 3. Evaluation Methodology and Criteria
• Section 4. Bidding Forms
• Section 5. Eligible Countries
PART 2 Statement of Requirements
• Section 6. Statement of Requirements
PART 3 Contract
•
•
•

Section 7. General Conditions of Contract (GCC) for the Procurement of
Goods or Services
Section 8. Special Conditions of Contract (SCC)
Section 9. Contract Forms

6.2

The Bid Notice or any Pre-qualification Notice is not part of the Bidding Document.

6.3

Bidders who did not obtain the Bidding Document directly from the EAC will be
rejected during evaluation. Where a Bidding Document is obtained from the EAC
on a Bidder’s behalf, the Bidder’s name must be registered with the EAC at the time
of sale and issue.
7
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6.4

7.
7.1

8.

The Bidder is expected to examine all instructions, forms, terms, and specifications
in the Bidding Document. Failure to furnish all information or documentation
required by the Bidding Document may result in the rejection of the bid.
Clarification of Bidding Document
A prospective Bidder requiring any clarification of the Bidding Document shall
contact the EAC in writing at the EAC’s address indicated in the BDS. The EAC
will respond in writing to any request for clarification, provided that such request is
received no later than the number of days prior to the deadline for submission of
bids indicated in the BDS. The EAC shall forward copies of its response to all
Bidders who have acquired the Bidding Document directly from it, including a
description of the inquiry but without identifying its source. Should the EAC deem
it necessary to amend the Bidding Document as a result of a clarification, it shall do
so following the procedure under ITB Clause 8 and Sub-Clause 24.2.
Amendment of Bidding Document

8.1

At any time prior to the deadline for submission of bids, the EAC may amend the
Bidding Document by issuing addenda.

8.2

Any addendum issued shall be part of the Bidding Document and shall be
communicated in writing to all who have obtained the Bidding Document directly
from the EAC.

8.3

To give prospective Bidders reasonable time in which to take an addendum into
account in preparing their bids, the EAC may, at its discretion, extend the deadline
for the submission of bids, pursuant to ITB Sub-Clause 24.2.

C.
9.
9.1

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

10. Language of Bid and Communications
10.1 The medium of communication shall be in writing unless otherwise specified in the
BDS.
10.2 The bid, as well as all correspondence and documents relating to the bid exchanged
by the Bidder and the EAC, shall be written in English unless otherwise specified in
the BDS.
10.3 Supporting documents and printed literature that are part of the bid may be in
another language provided they are accompanied by an accurate translation of the
relevant passages in English, in which case, for purposes of interpretation of the bid,
such translation shall govern.
11. Documents Comprising the Bid
11.1 The bid shall comprise the following:
(a)

the Bid Submission Sheet and the applicable Price Schedules, in accordance
with ITB Clauses 12, 14, and 15;
8
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(b)

a Bid Security, in accordance with ITB Clause 21;

(c)

written confirmation authorising the signatory of the bid to commit the
Bidder, in accordance with ITB Clause 22;

(d)

documentary evidence in accordance with ITB Clause 16 establishing the
Bidder’s eligibility to bid;

(e)

documentary evidence in accordance with ITB Clause 17 establishing that
the Goods or Services to be supplied by the Bidder are of eligible origin;

(f)

documentary evidence in accordance with ITB Clauses 18 and 30, that the
Goods or Services conform to the Bidding Documents;

(g)

documentary evidence in accordance with ITB Clause 19 establishing the
Bidder’s qualifications to perform the contract if its bid is accepted; and

(h)

any other document(s) required in the BDS.

12. Bid Submission Sheet and Price Schedules
12.1 The Bidder shall submit the Bid Submission Sheet using the form provided in
Section 4, Bidding Forms. This form must be completed without any alterations to
its format, and no substitutes shall be accepted. All blank spaces shall be filled in
with the information requested, which includes:
(a)

the reference of the Bidding Document and the number of each addenda
received;

(b)

a brief description of the Goods or Services offered;

(c)

the total bid price, based on the estimated quantities specified in Section 6,
Statement of Requirements;

(d)

any discounts offered and the methodology for their application;

(e)

the period of validity of the bid ;

(f)

a commitment to submit any Performance Security required and the amount;

(g)

a declaration of nationality of the Bidder;

(h)

a commitment to adhere to the Code of Ethical Conduct in Procurement;

(i)

a declaration that the Bidder, including all parties comprising the Bidder, is
not participating, as a Bidder, in more than one bid in this bidding process;
except for alternative bids in accordance with ITB Clause 13;

(j)

confirmation that the Bidder has not been suspended by the Authority;

(k)

a declaration on gratuities and commissions; and

(l)

an authorised signature.

12.2 The Bidder shall submit the Price Schedule for Goods or Services, using the format
provided in Section 4, Bidding Forms. The Price Schedule shall include, as
appropriate:
(a)

the item number;

(b)

a brief description of the Goods or Services to be supplied;
9
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(c)

their country of origin and percentage of local content;

(d)

the quantity, which shall be the estimated quantity specified in Section 6,
Statement of Requirements;

(e)

the unit prices;

(f)

customs duties and all taxes paid or payable in any of the Partner States;

(NB. The EAC is tax exempt).
(g)

the total price per item;

(h)

subtotals and totals per Price Schedule; and

(i)

an authorised signature.

13. Alternative Bids
13.1 Alternative bids shall not be considered unless otherwise indicated in the BDS.
13.2 Where permitted, alternative bids do not need to conform precisely to the Statement
of Requirements, but must (a) meet the objectives and/or performance requirements prescribed in the
Statement of Requirements;
(b) be substantially within any delivery or completion schedule, budget or other
performance parameters stated in the solicitation document; and
(c) clearly state the benefits of the alternative bid over any solution which
conforms precisely to the Statement of Requirements, in terms of technical
performance, price, operating costs or any other benefit.
13.3 A bidder may submit both a main bid which conforms precisely to the Statement of
Requirements and an alternative bid.
13.4 Where a bidder submits more than one bid, each bid shall be submitted as a
completely separate bid and shall conform to the instructions for preparation and
submission of bids in its own right, without any reliance on any other bid. In
particular, each bid shall be separately signed, authorised, sealed, labelled and
submitted in accordance with the instructions for submission of bids and shall be
accompanied by a separate Bid Security, if so required. Such bids shall be labelled
“Main Bid” and “Alternative Bid”.
13.5 The evaluation of alternative bids shall use the same methodology, criteria and
weights as the evaluation of main bids, except that the detailed technical evaluation
shall take into account only the objectives and/or performance requirements
prescribed in the Statement of Requirements.
14. Bid Prices and Discounts
14.1 The prices and discounts quoted by the Bidder in the Bid Submission Sheet and in
the Price Schedules shall conform to the requirements specified below.
14.2 All items in the Schedule of Supply must be listed and priced separately in the Price
Schedules. Items not listed in the Price Schedule shall be assumed to be not
included in the bid, and provided that the bid is substantially responsive, the
corresponding adjustment shall be applied in accordance with ITB Sub-Clause 31.3.
14.3 The price to be quoted in the Bid Submission Sheet, in accordance with ITB SubClause 12.1(c), shall be the total price of the bid, based on the estimated quantities
specified, excluding any discounts offered.
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14.4 The Bidder shall quote any unconditional and conditional discounts and the
methodology for their application in the Bid Submission Sheet, in accordance with
ITB Sub-Clause 12.1(d) and ITB Sub-Clause 14.8 respectively.
14.5 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 BDS.
14.6

Prices quoted on the Price Schedule for Goods or Services, shall be disaggregated,
when appropriate as indicated in this sub-clause. This disaggregation shall be
solely for the purpose of facilitating the comparison of bids by the EAC. This shall
not in any way limit the EAC’s right to contract on any of the terms offered:
(a) for Goods;
(i)

the price of the Goods, quoted CIP or other Incoterm as specified in the
BDS;

(ii)

all custom duties, sales tax, and other taxes applicable in any of the
Partner States, paid or payable, on the Goods 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 Services;
(i)

the price of the Services;

(ii)

all custom duties, sales tax, and other taxes applicable in any of the
Partner States, paid or payable, on the Services, if the Contract is
awarded to the Bidder; and

(iii) the total price for the item.
14.7 Prices quoted by the Bidder shall be fixed during the Bidder’s performance of the
Contract and not subject to variation on any account, unless otherwise specified in
the BDS. A bid submitted with an adjustable price quotation shall be treated as nonresponsive and shall be rejected, pursuant to ITB Clause 30. However, if in
accordance with the BDS, prices quoted by the Bidder shall be subject to adjustment
during the performance of the Contract, a bid submitted with a fixed price quotation
shall not be rejected, but the price adjustment shall be treated as zero.
14.8 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 14.4, provided the bids for all lots are submitted and opened at
the same time.
15. Currencies of Bid
15.1 Bid prices shall be quoted in US dollars unless otherwise specified in the BDS.
15.2 Alternatively, the EAC may request that prices quoted be expressed in the currency
specified in the BDS. If the Bidder wishes to be paid in a currency or a combination
of currencies different from the one in which it was requested to express its
11
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quotation, it shall as part of its offer:
(a)

indicate its requirement to be paid in other currencies, including the
amount in each currency or the percentage of the quoted price
corresponding to each currency;

(b)

justify, to the EAC’s satisfaction, the requirement to be paid in the
currencies requested; and

(c)

utilise the rate of exchange specified by the EAC to express its offer in the
currency required by the EAC. The source, date, and type of exchange rate
to be used is indicated in the BDS, in accordance with ITB Clause 34, and
shall not precede the bid submission deadline by less than twenty (20) days.

16. Documents Establishing the Eligibility of the Bidder
16.1 To establish their eligibility in accordance with ITB Clause 4, Bidders shall
complete the eligibility declarations in the Bid Submission Sheet, included in
Section 4, Bidding Forms and submit the documents required in Section 3
Evaluation Methodology and Criteria.
17. Documents Establishing the Eligibility of Goods or Services
17.1 To establish the eligibility of the Goods or Services, in accordance with ITB Clause
5, Bidders shall complete the country of origin declarations in the Price Schedule
included in Section 4, Bidding Forms.
18. Documents Establishing the Conformity of the Goods or Services
18.1 To establish the conformity of the Goods or Services to the Bidding Documents, the
Bidder shall provide as part of its bid the documentary evidence specified in Section
6, Statement of Requirements.
18.2 The documentary evidence may be in the form of literature, drawings or data, and
shall consist of a detailed description of the essential technical and performance
characteristics of the Goods or Services, demonstrating substantial responsiveness
of the Goods or Services to those requirements, and if applicable, a statement of
deviations and exceptions to the provisions of the Statement of Requirements.
18.3 Standards for workmanship, process, material, and equipment, as well as references to
brand names or catalogue numbers specified by the EAC in the Statement of
Requirement, are intended to be descriptive only and not restrictive. The Bidder may
offer other standards of quality, brand names, and/or catalogue numbers, provided that
it demonstrates, to the EAC’s satisfaction, that the substitutions ensure substantial
equivalence or are superior to those specified in the Statement of Requirement.
19. Documents Establishing the Qualifications of the Bidder
19.1 To establish its qualifications to perform the Contract, the Bidder shall submit the
evidence indicated for each qualification criteria specified in Section 3, Evaluation
Methodology and Criteria.
20. Period of Validity of Bids
20.1 Bids shall remain valid for the period specified in the BDS after the date of the bid
submission deadline prescribed by the EAC. A bid valid for a shorter period shall
12
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be rejected by the EAC as non-compliant.
20.2 In exceptional circumstances, prior to the expiration of the bid validity period, the EAC
may request Bidders to extend the period of validity of their bids. The request and the
responses shall be made in writing. If a Bid Security is requested in accordance with
ITB Clause 21, it shall also be extended for a corresponding period. A Bidder may
refuse the request without forfeiting its Bid Security. A Bidder granting the request
shall not be required or permitted to modify its bid.
21. Bid Security
21.1 Unless otherwise specified in the BDS, the Bidder shall furnish as part of its bid, a
Bid Security in original form and in the amount and currency specified in the BDS.
21.2 The Bid Security shall be, at the Bidder’s option, in any of the following forms:
(a)

a demand guarantee;

(b)

an irrevocable letter of credit;

(c)

a cashier’s or certified cheque; or

(d)

another security indicated in the BDS,

from a reputable source from an eligible country. The Bid Security shall be
submitted either using the Bid Security Form included in Section 4, Bidding Forms,
or in another substantially similar format. In either case, the form must include the
complete name of the Bidder. The Bid Security shall be valid for thirty days beyond
the end of the validity period of the bid. This shall also apply if the period for bid
validity is extended.
21.3 Any bid not accompanied by a substantially responsive Bid Security, if one is
required in accordance with ITB Sub-Clause 21.1 shall be rejected by the EAC as
non-compliant.
21.4 The Bid Security of all Bidders shall be returned as promptly as possible once the
successful Bidder has signed the Contract and provided any required Performance
Security.
21.5 The Bid Security may be forfeited:
(a)

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

(b)

if the successful Bidder fails to:
(i)

sign the Contract in accordance with ITB Clause 43;

(ii)
or

furnish any Performance Security in accordance with ITB Clause 44;

(iii) accept the correction of its bid price pursuant to ITB Sub-Clause 31.5.
22. Format and Signing of Bid
22.1 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 BDS and
13
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clearly mark each of them “COPY.” In the event of any discrepancy between the
original and the copies, the original shall prevail.
22.2 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 BDS 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.
22.3 Any interlineations, erasures, or overwriting shall be valid only if they are signed or
initialled by the person signing the bid.

D

Submission and Opening of Bids

23 Sealing and Marking of Bids
23.1 The Bidder shall enclose the original and each copy of the bid, in separate sealed
envelopes, duly marking the envelopes as “ORIGINAL” and “COPY.” These
envelopes containing the original and the copies shall then be enclosed in one single
plain envelope securely sealed in such a manner that opening and resealing cannot
be achieved undetected.
23.2 The inner and outer envelopes shall:
(a)

bear the name and address of the Bidder;

(b)

be addressed to the EAC in accordance with ITB Sub-Clause 24.1;

(c)

bear the Procurement Reference number of this bidding process; and

(d)

bear a warning not to open before the time and date for bid opening, in
accordance with ITB Sub-Clause 27.1.

23.3 If all envelopes are not sealed and marked as required, the EAC will assume no
responsibility for the misplacement or premature opening of the bid.
24 Deadline for Submission of Bids
24.1 Bids must be received by the EAC at the address and no later than the date and time
indicated in the BDS.
24.2 The EAC may, at its discretion, extend the deadline for the submission of bids by
amending the Bidding Documents in accordance with ITB Clause 8, in which case
all rights and obligations of the EAC and Bidders previously subject to the deadline
shall thereafter be subject to the deadline as extended.
25 Late Bids
25.1 The EAC shall not consider any bid that arrives after the deadline for submission of
bids, in accordance with ITB Clause 24. Any bid received by the EAC after the
deadline for submission of bids shall be declared late, rejected, and returned
unopened to the Bidder.
26. Withdrawal and Replacement of Bids
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26.1 A Bidder may withdraw or replace its bid after it has been submitted at any time
before the deadline for submission of bids by sending a written notice, duly signed
by an authorised representative, which shall include a copy of the authorisation in
accordance with ITB Sub-Clause 22.2. Any corresponding replacement of the bid
must accompany the respective written notice. All notices must be:
(a) submitted in accordance with ITB Clauses 22 and 23 (except that withdrawals
notices do not require copies), and in addition, the respective envelopes shall be
clearly marked “WITHDRAWAL,” or “REPLACEMENT,” and
(b) received by the EAC prior to the deadline prescribed for submission of bids, in
accordance with ITB Clause 24.
26.2 Bids requested to be withdrawn in accordance with ITB Sub-Clause 26.1 shall be
returned unopened to the Bidder.
26.3 No bid may be withdrawn or replaced in the interval between the deadline for
submission of bids and the expiration of the period of bid validity specified by the
Bidder on the Bid Submission Sheet or any extension thereof.
26.4 Bids may only be modified by withdrawal of the original bid and submission of a
replacement bid in accordance with ITB Sub-Clause 26.1. Modifications submitted
in any other way shall not be taken into account in the evaluation of bids.
27. Bid Opening
27.1 The EAC shall conduct the bid opening in the presence of Bidders` designated
representatives who choose to attend, at the address, date and time specified in the
BDS.
27.2 First, envelopes marked “WITHDRAWAL” shall be opened and read out and the
envelope with the corresponding bid shall not be opened, but returned to the Bidder.
No bid withdrawal shall be permitted unless the corresponding withdrawal notice
contains a valid authorisation to request the withdrawal and is read out at the bid
opening.
All other envelopes including those marked “REPLACEMENT” shall be opened
and the relevant details read out. Replacement bids shall be recorded as such on the
record of the bid opening.
Only envelopes that are opened and read out at the bid opening shall be considered
further.
27.3 All other envelopes shall be opened one at a time, reading out: the name of the
Bidder; the bid price, per lot where applicable, including any discounts; the
presence of a Bid Security, if required; and any other details that the EAC may
consider appropriate. Only discounts and alternative offers read out at the bid
opening shall be considered for evaluation. No bid shall be rejected at the bid
opening except for late bids, in accordance with ITB Sub-Clause 25.1.
27.4

The EAC shall prepare a record of the bid opening that shall include, as a
minimum: the name of the Bidder and whether there is a withdrawal and/or
replacement; the bid price, per lot if applicable, including any discounts; and the
presence or absence of a Bid Security, if one was required. 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 effect of
15
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the record. A copy of the record shall be distributed to Bidders and displayed on
the EAC website within one working day from the date of the bid opening.

E.

Evaluation of Bids

28. Confidentiality
28.1 Information relating to the examination, evaluation, comparison, and postqualification of bids, and recommendation of contract award, shall not be disclosed
to bidders or any other persons not officially concerned with such process until
information detailing the Best Evaluated Bidder is communicated to all Bidders.
28.2 Any effort by a Bidder to influence the EAC in the examination, evaluation,
comparison, and post-qualification of the bids or contract award decisions may
result in the rejection of its bid.
28.3 Notwithstanding ITB Sub-Clause 28.2, from the time of bid opening to the time of
Contract award, if any Bidder wishes to contact the EAC on any matter related to
the bidding process, it should do so in writing.
29. Clarification of Bids
29.1 To assist in the examination, evaluation, comparison and post-qualification of the
bids, the EAC may, at its discretion, ask any Bidder for a clarification of its bid.
Any clarification submitted by a Bidder that is not in response to a request by the
EAC shall not be considered. The EAC’s request for clarification and the response
shall be in writing. No change in the prices or substance of the bid shall be sought,
offered, or permitted, except to confirm the correction of arithmetic errors
discovered by the EAC in the evaluation of the bids, in accordance with ITB Clause
31.4.
30. Compliance and Responsiveness of Bids
30.1 The EAC’s determination of a bid’s compliance and responsiveness is to be based
on the contents of the bid itself.
30.2 A substantially compliant and responsive bid is one that conforms to all the terms,
conditions, and specifications of the Bidding Documents without material deviation,
reservation, or omission. A material deviation, reservation, or omission is one that:
(a)

affects in any substantial way the scope, quality, or performance of the Goods
or Services specified in the Contract; or

(b)

limits in any substantial way, inconsistent with the Bidding Document, the
EAC’s rights or the Bidder’s obligations under the Contract; or

(c)

if rectified would unfairly affect the competitive position of other Bidders
presenting substantially compliant and responsive bids.

30.3 If a bid is not substantially compliant and responsive to the Bidding Document, it
shall be rejected by the EAC and may not subsequently be made compliant and
responsive by the Bidder by correction of the material deviation, reservation, or
omission.
31. Nonconformities, Errors, and Omissions
31.1 Provided that a bid is substantially compliant and responsive, the EAC may waive
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any non-conformity or omissions in the bid that does not constitute a material
deviation.
31.2 Provided that a bid is substantially compliant and responsive, the EAC may request
that the Bidder submit the necessary information or documentation, within a
reasonable period of time, to rectify nonmaterial nonconformities or omissions in
the bid related to documentation requirements. Such omission shall not be related
to any aspect of the price of the bid. Failure of the Bidder to comply with the
request may result in the rejection of its bid.
31.3 Provided that a bid is substantially compliant and responsive, the EAC shall rectify
nonmaterial nonconformities or omissions. To this effect, the bid price shall be
adjusted, for comparison purposes only, to reflect the price of the missing or nonconforming item or component. The cost of any missing items will be added to the
bid price using the highest price from other Bids submitted.
31.4 Provided that the bid is substantially compliant and responsive, the EAC shall
correct arithmetic errors on the following basis:
(a)

if there is a discrepancy between the unit price 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 EAC there is
an obvious misplacement of the decimal point in the unit price, in which case
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)

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

31.5 If the Bidder that submitted the best evaluated bid does not accept the correction of
errors, its bid shall be rejected and its Bid Security may be forfeited.
32. Preliminary Examination of Bids – Eligibility and Administrative Compliance
32.1 The EAC shall examine the legal documentation and other information submitted by
Bidders to verify the eligibility of Bidders and Goods or services in accordance with
ITB Clauses 4 and 5.
32.2 If after the examination of eligibility, the EAC determines that the Bidder’s Goods
or Services are not eligible, it shall reject the bid.
32.3 The EAC shall examine the bids to confirm that all documents and technical
documentation requested in ITB Clause 11 have been provided, and to determine
the completeness of each document submitted.
32.4 The EAC shall confirm that the following documents and information have been
provided in the bid. If any of these documents or information is missing, the offer
shall be rejected.
(a)

the Bid Submission Sheet, including:
(i)

a brief description of the Goods or Services offered;

(ii)

the price of the bid; and
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(iii)

the period of validity of the bid;

(b)

the Price Schedule;

(c)

written confirmation of authorisation to commit the Bidder; and

(d)

a Bid Security, if applicable.

33. Detailed Commercial and Technical Evaluation
33.1 The EAC shall examine the bid to confirm that all terms and conditions specified in
the GCC and the SCC have been accepted by the Bidder without any material
deviation or reservation.
33.2 If, after the examination of the terms and conditions, the EAC determines that the
bid is not substantially responsive in accordance with ITB Clause 30, it shall reject
the bid.
33.3 The EAC shall evaluate the technical aspects of the bid submitted in accordance
with ITB Clause 18, to confirm that all requirements specified in Section 6,
Statement of Requirements of the Bidding Document have been met without any
material deviation or reservation.
33.4 If, after the technical evaluation, the EAC determines that the bid is not substantially
compliant in accordance with ITB Clause 30, it shall reject the bid.
34 Conversion to Single Currency
34.1 For evaluation and comparison purposes, the EAC shall convert all bid prices
expressed in amounts in various currencies into a single currency, using the selling
exchange rate established by the source and on the date specified in the BDS.
35. Margin of Preference
35.1 Unless otherwise specified in the BDS, a margin of preference shall not apply.
Where a Margin of Preference applies, its application and detail shall be specified in
Section 3, Evaluation Methodology and Criteria.
36. Financial Comparison of Bids
36.1 The EAC shall financially evaluate each bid that has been determined, up to this
stage of the evaluation, to be substantially compliant and responsive.
36.2 To financially evaluate a bid, the EAC shall only use the criteria and methodologies
defined in this Clause and in Section 3, Evaluation Methodology and Criteria. No
other criteria or methodology shall be permitted.
36.3 The EAC’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
14. These factors may be related to the characteristics, performance, and terms and
conditions of purchase of the Goods or Services. The factors selected, if any, shall
be expressed in monetary terms to facilitate comparison of bids, unless otherwise
specified in Section 3, Evaluation Methodology and Criteria. The factors to be used
and the methodology of application shall be indicated of Section 3, Evaluation
Methodology and Criteria.
36.4 To financially compare bids, the EAC shall:
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(a)

determine the bid price, taking into account the costs listed of Section 3,
Evaluation Methodology and Criteria;

(b)

correct any arithmetic errors in accordance with ITB Sub-Clause 31.4;

(c)

apply any unconditional discounts offered in accordance with ITB Sub-Clause
12.1(d);

(d)

make adjustments for any nonmaterial nonconformities and omissions in
accordance with ITB Sub-Clause 31.3;

(e)

apply any non-cost factors in accordance with ITB Sub-Clause 36.3;

(f)

convert all bids to a single currency in accordance with ITB Clause 34;

(g)

apply any margin of preference in accordance with ITB Clause 35;

(h)

determine the total evaluated price of each bid.

37. Determination of Best Evaluated Bid(s)
37.1 The EAC shall compare all substantially compliant and responsive bids to determine
the best evaluated bid or bids, in accordance with Section 3, Evaluation
Methodology and Criteria.
38. Post-qualification of the Bidder
38.1 The EAC shall determine to its satisfaction whether the Bidder that is selected as
having submitted the best evaluated bid is qualified to perform the Contract
satisfactorily.
38.2 The determination shall be based upon an examination of the documentary evidence
of the Bidder’s qualifications submitted by the Bidder, pursuant to ITB Clause 19,
to clarifications in accordance with ITB Clause 29 and the qualification criteria
indicated in Section 3, Evaluation Methodology and Criteria. Factors not included
in Section 3 shall not be used in the evaluation of the Bidder’s qualification.
38.3 An affirmative determination shall be a prerequisite for award of the Contract to the
Bidder. A negative determination shall result in disqualification of the bid, in which
event the EAC shall proceed to the next best evaluated bid to make a similar
determination of that Bidder’s capabilities to perform satisfactorily.
38.4 If pre-qualification has been conducted, no post-qualification will be conducted but
pre-qualification information shall be verified.
39. EAC’s Right to Accept or Reject Any or All Bids
39.1 The EAC reserves the right to accept or reject any bid, and to annul the bidding process
and reject all bids at any time prior to contract award, without thereby incurring any
liability to Bidders.

F. Award of Contract
40. Award Procedure
40.1 The Procuring Entity shall issue a Notice of Best Evaluated Bidder, place such
Notice on public display for a prescribed period and copy the Notice to all Bidders
prior to proceeding with contract award.
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40.2 The EAC shall award the Contract to the Bidder whose offer has been determined to
be the best evaluated bid, provided that the Bidder is determined to be qualified to
perform the Contract satisfactorily.
40.3 The Contract shall be a Framework Contract and shall not be obliged to purchase
the quantities specified, with the exception of any contract value specified as a
minimum. Goods or Services shall be purchased through call-off orders, in
accordance with the Contract.
41. EAC’s Right to Vary Quantities at Time of Award
41.1 At the time the Contract is awarded, the EAC reserves the right to increase or
decrease the estimated quantity or minimum value of Goods or Services originally
specified in Section 6, Statement of Requirements, provided this does not exceed
the percentages indicated in the BDS, and without any change in the unit prices or
other terms and conditions of the bid and the Bidding Document.
42. Notification of Award and Letter of Bid Acceptance
42.1 Prior to the expiration of the period of bid validity, the EAC shall notify the
successful Bidder, in writing, that its bid has been accepted by issue of a Letter of
Bid Acceptance.
42.2

Until a formal contract is prepared and executed, the Letter of Bid
Acceptance/Notification of award shall constitute a binding Contract.

43. Signing of Contract
43.1 Promptly after notification of contract award by the issue of a Letter of Bid
Acceptance, the EAC shall send the successful Bidder the Agreement and the
Special Conditions of Contract.
43.2 Within fifteen (15) days of receipt of the Agreement, the successful Bidder shall
sign, date, and return it to the EAC.
44. Performance Security
44.1 Within thirty (30) days of the receipt of the Letter of Bid Acceptance from the EAC,
the successful Bidder shall furnish any Performance Security required in accordance
with the GCC, using for that purpose the Performance Security Form included in
Section 9, Contract Forms, or another form acceptable to the EAC.
44.2 Failure of the successful Bidder to submit the above-mentioned Performance
Security or sign the Contract shall constitute sufficient grounds for the annulment of
the contract award and forfeiture of the Bid Security. In that event, the EAC may
award the Contract to the next best evaluated Bidder who is determined by the EAC
to be qualified to perform the Contract satisfactorily.
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Section 2 Bid Data Sheet
Instructions to
Bidders
Reference

Data relevant to the ITB

A. General
ITB 1.1

EAC is the procuring entity.

ITB 1.1

The subject of procurement is a framework contract for: Good and
Service for a period of 2018/2019.

ITB 1.1

The Reference number of the Bidding Document is :
EAC/FW/2018/2019

ITB 1.1

The number and identification of lots comprising this Bidding Document
is:
The proportion of each Lot that a Bidder may bid for is:
The minimum and maximum number of Lots a Bidder may bid for is:

ITB 5.5

The Bidder is required to include with its Bid, documentation from the
Manufacturer of the Goods, that it has been duly authorised to supply, in
East Africa/Partner State, the Goods indicated in its bid by submitting the
Manufacturers Authorisation Form in Section 4 Bidding Forms.

B. Bidding Document
ITB 7.1

For clarification purposes only, the EAC’s address is:
Attention:
The Secretary Procurement Committee
Street Address:
East African community, EAC Close, Ground
Floor,

Floor/Room number:
Town/City:
PO Box No:
Country:
Facsimile number:
Tel:

Email:
ITB 7.1

Secretariat Wing, EAC Complex

Ground Floor, Room G113
Arusha
1096
Tanzania
+255 27 2162190
+255 27 2162100

eacprocurement@eachq.org

The EAC will respond to any request for clarification provided that such
request is received no later than 15 days prior to the deadline for
submission of Bids.

C. Preparation of Bids
ITB 10.1

The medium of communications shall be in writing.
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Instructions to
Bidders
Reference

Data relevant to the ITB

ITB 10.2

The language for the bid is English.

ITB 11.1(h)

The Bidder shall submit with its bid the following additional documents:
(h) mandatory requirements

ITB 13.1

Alternative Bids _shall not________________ be permitted.

ITB 14.5

The Incoterms edition is:

ITB 14.6(a)(i)

For Goods, the Bidder shall quote prices using the following Incoterms:
CIP ARUSHA EACHQ STORES

ITB 14.7

The prices quoted by the Bidder shall be in US dollars

ITB 20.1

The bid validity period shall be 90 working days.

ITB 21.1

A Bid Security
SHALL NOT
be required.
Where a Bid Security is required, the amount and currency of the Bid
Security shall be

ITB 21.2 (d)

Other types of acceptable securities are: N/A

ITB 22.1

In addition to the original of the Bid, the number of copies required is:
TWO

ITB 22.2

The written confirmation of authorisation to sign on behalf of the Bidder
shall consist of:
POWERS OF ATTORNEY

2000

D. Submission and Opening of Bids
ITB 24.1

For bid submission purposes only, the EAC’s address is :
Attention:
The Secretary, Procurement Committee
Street Address:
EAC Close
Floor/Room number:
EAC Registry, Ground Floor, EACJ Wing
Town/City:
Arusha
Country:
Tanzania
The deadline for bid submission is:
Date: 14thth June 2019
Time (local time): 11.00 am

ITB 27.1

The bid opening shall take place at:
Attention:
The Secretary, Procurement Committee
Street Address:
EAC Close
Floor/Room number:
EAC Registry, Ground Floor, EACJ Wing
Town/City:
Arusha
Country:
Tanzania
Date:
14th June 2019
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Instructions to
Bidders
Reference

Data relevant to the ITB
Time:

11.15 am

E. Evaluation of Bids
ITB 34.1

The currency that shall be used for financial comparison purposes to
convert all bid prices expressed in various currencies into a single
currency is:
The source of exchange rate shall be:
BOT
The date for the exchange rate shall be:

ITB 35.1

A margin of preference shall not apply.
If a margin of preference applies, the application methodology and the
level of margin shall be as stated in Section 3 Evaluation Methodology
and Criteria.

F. Award of Contract
ITB 41.1

The percentage by which the estimated quantity or minimum value may
be increased is:
25%
The percentage by which the estimated quantity or minimum value may
be decreased is:
25%
Quantities given are not guaranteed.

23

Part 2: Section 6. Statement of Requirements

Section 3. Evaluation Methodology and Criteria
Procurement Reference Number:
A

Evaluation Methodology

1

Methodology Used

1.1

2
2.1

2.2

2.3

2.4

The evaluation methodology to be used for the evaluation of bids received shall be
according to the type of procurement namely; Technical Compliance Selection for
Goods and Non-Consultancy Services and Quality and Cost Based Selection for
Consultancy Services.
Summary of Methodology
The Technical Compliance Selection methodology recommends the lowest priced
bid, which is eligible, compliant and substantially responsive to the technical and
commercial requirements of the Bidding Document, provided that the Bidder is
determined to be qualified to perform the contract satisfactorily.
The Quality and Cost Based Selection methodology recommends the highest scoring
bid, which is eligible and substantially responsive to the technical and commercial
requirements of the Bidding Document, provided that the Bidder is determined to be
qualified to perform the contract satisfactorily.
The evaluation shall be conducted in three sequential stages –
(a)
a preliminary examination to determine the eligibility of bidders and the
administrative compliance of bids received;
(b)
a detailed evaluation to determine the commercial and technical
responsiveness of the eligible and compliant bids; and
(c)
a financial comparison to compare costs of the eligible, compliant,
responsive bids received and determine the best evaluated bid.
Failure of a bid at any stage of the evaluation shall prevent further consideration at
the next stage of evaluation. Substantial responsiveness shall be considered a pass.

B

Preliminary Examination Criteria

3

Eligibility Criteria

3.1

The eligibility requirements shall be determined for:(a)
Eligible Bidders in accordance with ITB Clause 4; and
(b)
Eligible Goods or Services in accordance with ITB Clause 5.

3.2

The documentation required to provide evidence of eligibility shall be:(a)
a copy of the Bidder’s Trading licence or equivalent;
(b)
a copy of the Bidder’s Certificate of Registration or equivalent;
(c)
a copy of the Bidder’s income tax clearance certificate or equivalent;
(d)
a copy of the Bidders VAT registration or equivalent;
(e)
a statement in the Bid Submission Sheet that the bidder meets the
eligibility criteria stated in ITB 4.1;
(f)
a declaration in the Bid Submission Sheet of nationality of the Bidder;
(g)
a completed Price Schedule. This should contain the declaration of the
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(h)
(i)

4
4.1

origin of the Goods for Goods;
a statement in the Bid Submission Sheet that the Bidder has no conflict of
interest;
a declaration in the Bid Submission Sheet that the Bidder is not under
suspension by any of the public procurement regulatory authority in any
of the Partner States.

Administrative Compliance Criteria
The evaluation of Administrative Compliance shall be conducted in accordance
with ITB Sub-Clauses 32.3 and 32.4. or case by case for services.

C

Detailed Evaluation Criteria

5.

Commercial Criteria

5.1

6

The commercial responsiveness of bids shall be evaluated in accordance with ITB
Clause 33. The criteria shall be:
(a)
acceptance of the conditions of the proposed contract;
(b)
acceptable response time to call-off orders;
Technical Criteria

This will be based on technical specifications for goods and point rated for services.

D

Financial Comparison Criteria

7.

Costs to be included in Bid Price

7.1

The financial comparison shall be conducted in accordance with ITB Clause 36.
The costs to be included in the bid price bid are:
(a) for Goods; the unit and total delivered price based on the delivery terms
requested and the estimated quantity specified. The bid with the lowest
evaluated price, from among those which are eligible, compliant and
substantially responsive shall be the best evaluated bid.
(b) for services, fees; reimbursables and miscellaneous costs, for each activity.
The bid achieving the highest combined technical and financial score shall
be the Best Evaluated Bid.
(c) taxes, duties and levies;

8

Non-cost Factors to be included in Evaluated Price

8.1

The non-cost factors to be included in the evaluated price are:
(a)

9

Margin of Preference N/A

10

Determination of Best Evaluated Bid or Bids
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10.1

(a)

(b)

for Goods; the bid with the lowest evaluated price, from among those which
are eligible, compliant and substantially responsive shall be the best
evaluated bid.
for services, the bid achieving the highest combined technical and financial
score shall be the Best Evaluated Bid.

10.2

Notwithstanding paragraph 10.1, if this Bidding Document allows Bidders to quote
different prices for single lots and for the award to a single Bidder of multiple lots,
the EAC shall conduct a further financial comparison to apply any conditional
discounts. The bid or bids offering the lowest priced combination of all the lots
shall be the best evaluated bid or bids.

E

Post-qualification Criteria
Post-qualification” means a formal procedure applied after tenders have evaluated
prior to award of contract, to determine whether or not the lowest evaluated
tenderer … has the experience, capability and resources to carry out the contract
effectively.
A team of Procurement Unit and User depts. might be called upon to carry out the
necessary post qualification where necessary. This is may take:
1. Physical (site/inspection visits) and
2. Verification/validation of the submitted documents (check the veracity of
the documents and confirmation from the third party).
3. Assessment of experience of the bidder in the same area or equivalent
4. Capability and adequate resources accordingly required to carry out the
contract effectively
5. Monitoring the contractor/supplier’s performance. The supplier’s
compliance with the terms and conditions of the contract should be
recorded, with emphasis on timely delivery, quantities delivered as
ordered.
6. Any other as deemed necessary
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(This Bid Submission Sheet should be on the letterhead of the Bidder and should be signed by a person with
the proper authority to sign documents that are binding on the Bidder)

Bid Submission Sheet
Date: (insert date (as day, month and year) of bid submission)
Procurement Reference No: (insert Procurement Reference
number)
To: East African Community
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 conform with the Bidding Document and in accordance with the response
times specified in the Statement of Requirements, Bills of Quantities or Terms of
Reference the following Goods or Services under a framework contract arrangement
(insert a brief description of the Goods or Services. Amend wording and attach
relevant details if alternative response times are is proposed);
(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 Goods or
Services with the exception of any guaranteed minimum value;
(d) The total price of our Bid, excluding any discounts offered in item (d) below, is:
(insert the total bid price in words and figures, indicating the various amounts and
the respective currencies);
(e) The discounts offered and the methodologies for their application are:
Unconditional discounts. If our bid is accepted, the following discounts shall apply.
(Specify in detail each discount offered (eg amount/percentage) and the specific item
of the Statement of Requirements to which it applies.)
Methodology of application of the unconditional discounts. The discounts shall be
applied using the following method: (Specify precisely the method that shall be used
to apply the discounts);
Conditional discounts. If our bids for more than one lot are accepted, the following
discounts shall apply. (Specify precisely each discount offered (eg
amount/percentage) and the conditions of the discount.)
Methodology of application of the conditional discounts. The discounts shall be
applied using the following method: (Specify in detail the method that shall be used
to apply the discounts);
(f) Our bid shall be valid for a period of (specify the number of calendar days) calendar
days from the date fixed for the bid submission deadline 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;
(g) We, including any subcontractors or providers for any part of the contract resulting
from this procurement process, are eligible to participate in public procurement in
accordance with ITB Clause 4.1
(h) If our bid is accepted, we commit to obtain a Performance Security in accordance
with the Bidding Document in the amount of (insert amount and currency in words
and figures of the performance security) for the due performance of the Contract;
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(i)

We, including any subcontractors or Providers for any part of the contract, have
nationals from the following eligible countries (insert the nationality of the Bidder,
including that of all parties that comprise the Bidder, if the Bidder is a Joint Venture
consortium or association, and the nationality of each subcontractor);
(j) We undertake to abide by the Code of Ethical Conduct in Procurement during the
procurement process and the execution of any resulting contract;
(k) 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;
(l) We do not have any conflict of interest and have not participated in the preparation of
the original Statement of Requirements for the EAC;
(m) We, our affiliates or subsidiaries, including any subcontractors or Providers for any
part of the contract, have not been suspended by any of the public procurement
regulatory authority in any of the Partner States.
(n) The following commissions, gratuities, or fees have been paid or are to be paid with
respect to the bidding process or execution of the Contract: (insert complete name of
each Recipient, their full address, the reason for which each commission or gratuity
was paid and the amount and currency of each such commission or gratuity. If none
has been paid or is to be paid, indicate “none.”) )
Name of Recipient

Address

Reason

Amount &
Currency

(l)

We understand that this bid, together with your written acceptance thereof included
in your Letter of Bid Acceptance, shall not 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)
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(This Price Schedule should be signed by a person with the proper authority to sign documents for the
Bidder. It should be included by the Bidder in its bid. The Bidder may reproduce this in landscape format but
is responsible for its accurate reproduction).

Price Schedule for Goods or 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)

1

2

3

4

5

6

7

8

Item No.

Goods or
Services

Country
of origin

Percent of
East
African
origin 1

Estimated
Quantity
(No. of
units)

Unit price 2

Import
Duties,
Sales and
other
taxes per
unit 2

Total
Price

(insert number
of item
corresponding
to Statement of
Requirements)

(insert
brief
description
name of
Goods or
Services)

(insert
country
of origin
of the
item)

(if the
margin of
preference
applies,
insert
percentage
of East
African
origin for
this item)

(insert
estimated
number of
units of this
item to be
purchased)

(insert the unit
price of this
item, including
delivery in
accordance with
the delivery
terms
(Incoterms)
stated, but
excluding all
import duties
and taxes, paid
or payable (if
applicable)

(insert all
import
duties,
taxes paid
or payable
in East
Africa/Tan
zania on
this item)

(insert
the total
price for
this
item,
which
should
equate
to
columns
5x(6+7)

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)
(This Bid Security should be on the letterhead of the issuing Financial Institution and should be signed by a
person with the proper authority to sign the Bid Security. It should be included by the Bidder in its bid, if so
indicated in the BDS).

1
2

In accordance with margin of preference ITB Clause 35, if applicable
In accordance with ITB Clauses 14 and 15
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Bid Security
Date: (insert date (as day, month and year) of bid submission)
Procurement Reference No.: (insert Procurement Reference
number)
To: The East African Community
Whereas (insert complete name of Bidder) (hereinafter “the Bidder”) has submitted its bid
dated (insert date (as day, month and year) of bid submission) for Procurement Reference
number (insert Procurement Reference number) for the supply of (insert brief description
of the Goods or Services), hereinafter called “the bid.”
KNOW ALL PEOPLE by these presents that WE (insert complete name of institution
issuing the Bid Security), of (insert city of domicile and country of nationality) having our
registered office at (insert full address of the issuing institution) (hereinafter “the
Guarantor”), are bound unto the East African Community (hereinafter “the EAC”) in the
sum of (specify in words and figures the amount and currency of the bid security, for
which payment well and truly to be made to the aforementioned EAC, the Guarantor binds
itself, its successors or assignees by these presents. Sealed with the Common Seal of
this Guarantor this (insert day in numbers) day of (insert month), (insert year).
THE CONDITIONS of this obligation are the following:
1.
If the Bidder withdraws its bid during the period of bid validity specified by the
Bidder in the Bid Submission Sheet, except as provided in ITB Sub-Clause 20.2; or
2.
If the Bidder, having been notified of the acceptance of its bid by the EAC, during
the period of bid validity, fails or refuses to:
(a)
sign the Contract in accordance with ITB Clause 43; or
(b)
furnish the Performance Security, in accordance with the ITB Clause 44; or
(c)
accept the correction of its bid by the EAC, pursuant to ITB Clause 31;
we undertake to pay the EAC up to the above amount upon receipt of its first
written demand, without the EAC having to substantiate its demand, provided that
in its demand the EAC states that the amount claimed by it is due to it, owing to the
occurrence of one or more of the above conditions, specifying the occurred
conditions.
3. This security shall remain in force up to and including thirty (30) days after the period
of bid validity, and any demand in respect thereof should be received by the Guarantor
no later than the above date.
This guarantee is subject to the Uniform Rules for Demand Guarantees, ICC Publication
No. 458.
Signed: (insert signature of person whose name and capacity are shown below)
Name: (insert complete name of person signing the Security) In the capacity of (insert
legal capacity of person signing the Security)
Duly authorised to sign the Security
for and on behalf of: (insert complete name of the Financial Institution)
Dated on ______ day of _____________, _______ (insert date of signing)
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(This Authorisation should be on the letterhead of the Manufacturer and should be signed
by a person with the proper authority to sign such an Authorisation. It should be included
by the Bidder in its bid, if so indicated in the BDS).

Manufacturer’s Authorisation
Date: (insert date (as day, month and year) of bid submission)
Procurement Reference No.: (insert Procurement Reference
Number)
To: The East African Community
WHEREAS (insert complete name of Manufacturer), who are official manufacturers of
(insert type of Goods manufactured), having factories at (insert full address of
Manufacturer), do hereby authorise (insert complete name of Bidder) to submit a bid in
relation to the Bidding Document indicated above, the purpose of which is to provide the
following Goods, manufactured by us (insert name or brief description of the Goods), and
to subsequently negotiate and sign the Contract.
We hereby extend our full guarantee and warranty in accordance with Clause 28 of the
General Conditions of Contract, with respect to the Goods offered by the above firm in
reply to the Invitation for Bids.

Signed: (signature of person whose name and capacity are shown below)
Name: (insert complete name of person signing the Manufacturer’s Authorisation)
In the capacity of (insert legal capacity of person signing the Manufacturer’s
Authorisation)
Duly authorised to sign the Manufacturer’s Authorisation for and on behalf of: (insert
complete name of Manufacturer)
Dated on ____________ day of __________________, _______ (insert date of signing)
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Section 5 Eligible Countries
Procurement Reference Number:
All countries are eligible except countries subject to the following provisions.
A country shall not be eligible if:
(a) as a matter of law or official regulation, the EAC prohibits commercial relations
with that country, provided that the EAC is satisfied that such exclusion does not
preclude effective competition for the provision of Goods or services required; or
(b) 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, the EAC prohibits
any import of Goods or Services from that country or any payments to persons or
entities in that country.
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1. List of Goods or Services
Procurement Reference Number: ____________________
The quantity shown below is the estimated quantity which will be purchased under the
contract. Goods or Services will be purchased by call-off orders in accordance with the
contract.
The EAC shall purchase
____________________.
Item
number

Goods

or

Services

Brief Description
of Goods or Services

with

a

minimum

Estimated
Quantity

value

of:

Unit of
Measure

The attached commodity specific conditions will form an integral part of any resulting
contract.
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2. Delivery and Completion Schedule
Procurement Reference Number: ____________________
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 during a period of: ____________________.
Item
number

Brief Description
of Goods or Services

Response Time
(days/wks/mths)
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3. Terms of Reference and Technical Specifications
Procurement Reference Number:
Column b states the minimum terms of reference and technical specifications of the item(s)
required by the EAC.
The Bidder is to complete column c with the terms of reference and technical specification
of the item(s) offered and to state “comply” or “not comply” and give details of the areas
of non-compliance.
Item
No.

Terms of Reference and Technical
Specifications required
including applicable standards

Compliance of Terms of Reference and
specifications
offered

a
1

b

c

2

3

4

5

6

7

The detailed technical evaluation will examine the terms of reference and technical
specification of the items offered in column c and determine whether this meets the
minimum specifications or terms of reference in column b. Bidders must complete column
c or the bid will be rejected. For Goods, bidders are required to include technical
literature to support the details provided in column c.
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4. Drawings
Procurement Reference Number:

List of related Drawings
Drawing number

Drawing name

38
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5. Inspections and Tests
Procurement Reference Number:

List of Inspections and Tests
Items subject to Inspection and
Tests;
Type of inspection or tests and the
standards to be met;
Location of the inspection or tests;
Inspection agency;
Timing of the inspection;
Notifications or documentation
required from the provider;
Provision of any samples for
inspection;
Cost of the inspection;
Arrangements and costs for any reinspection required;
Any other relevant details.
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Section 8. Special Conditions of Contract
The following Special Conditions of Contract (SCC) shall supplement the General
Conditions of Contract (GCC). Whenever there is a conflict, the provisions herein shall
prevail over those in the GCC.
GCC clause
reference

Special Conditions
The Procurement Reference Number is: EAC/FW/2018/2019/00001

GCC 1.1(i)

The procuring entity is. EAC

GCC 1.1 (g)

The Eligible Countries are those listed in Section 5 of the Bidding Document.

GCC 1.1 (o)

The Site(s) is/are: EAC

GCC 1.1

In addition to the definitions in GCC 1.1, the following words and expressions
shall have the meanings hereby assigned to them:
(p) “Framework Contract” means a contract arrangement for an
estimated quantity or minimum value of Goods or Services at fixed
rates, where actual quantities are purchased by means of call-off
orders and payment is made for the actual quantities delivered.
(q) “Call-Off Order” means an order issued by the EAC for the
purchase of specified quantities of the Goods or Services under a
framework contract.
(r) “Response Time” means the period for delivery of the Goods or
Services, calculated from the date of a call-off order.

GCC 2.1(g)

The other documents forming part of the Contract are the call-off orders issued
under the Contract.

GCC 4.2 (b)

The version of Incoterms shall be: 2000

GCC 5.1

The language shall be: English.

GCC 6.1

The individuals or firms in a joint venture, consortium or association be jointly
and severally liable.

GCC 8.1

For notices, and the issue of call-off orders, the EAC’s address shall be:
Attention:
The Secretary Procurement Committee
Street Address:
East African community, EAC Close, Ground Floor,
Secretariat Wing, EAC Complex

Floor/Room number:
Town/City:
PO Box No:
Country:
Facsimile number:
Tel:

Email:

Ground Floor, Room G113
Arusha
1096
Tanzania
+255 27 2162190
+255 27 2162100

eacprocurement@eachq.org
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GCC clause
reference

Special Conditions
For notices, including call-off orders, the Provider’s address shall be:
Attention:
The Secretary Procurement Committee
Street Address:
East African community, EAC Close, Ground Floor,
Secretariat Wing, EAC Complex

Floor/Room number:
Town/City:
PO Box No:
Country:
Facsimile number:
Tel:

Email:

Ground Floor, Room G113
Arusha
1096
Tanzania
+255 27 2162190
+255 27 2162100

eacprocurement@eachq.org

GCC 9.1

The Governing law shall be the law of Tanzania.

GCC 10.2

The formal mechanism for the resolution of disputes shall be: by amicable
settlement or otherwise as per the provisions of the East African Court of
Justice

GCC 11.1

Notwithstanding the provisions of GCC 11.1, the quantities specified in the
Statement of Requirements are estimated and are not purchased by this
contract. The quantity of Goods or Services to be provided shall be as specified
in call-off orders.

GCC 12.1

The Delivery of the Goods and Services shall be in accordance with each calloff order. Delivery and Completion shall be within the response times specified
in the Bills of Quantities and Delivery and Completion Schedule specified in
the Statement of Requirements, calculated from the date of each call-off order.
The shipping and other documents to be furnished by the Provider for each calloff order are:

GCC 15.1

Notwithstanding the provisions of GCC 15.1 and GCC 1.1(d), the Contract
Price specified in the Agreement shall be the estimated price payable to the
Provider and the actual price payable to the Provider shall be calculated on the
basis of the unit prices specified in the Price Schedule and the quantities
specified in call-off orders, subject to any minimum value specified in the
Statement of Requirements.

GCC 15.2

The price adjustment shall be: N/A

GCC 16.1

Payment shall be made in full for each call-off order following delivery of the
Goods or Services specified in the call-off order and submission of an invoice
and the documents listed in clause 12.1.

GCC 16.3

The payment period shall be: 30 working days after delivery and
certification of the invoice

GCC 16.4

The currency(ies) for payments shall be: USD

GCC 17.1

The Provider shall be responsible for all taxes, import duties and levies imposed
on the Provider except for the following:

GCC 17.2

The EAC shall be responsible for all taxes, import duties and levies imposed by law in
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GCC clause
reference

Special Conditions
Tanzania on the Goods or Services except for the following:

GCC 18.1

A Performance Security SHALL NOT be required.
The amount of the Performance Security shall be: N/A
The currency shall be:

GCC 18.3

The forms of acceptable Performance Securities are: N/A

GCC 18.4

Discharge of the Performance Security shall take place not later than twenty-eight (28)
days following the date of completion of the Provider’s performance obligations under
the Contract.
The Performance Security shall be reduced in value following completion of the
Provider’s obligations under each call-off order, by an amount proportionate to the
value of the contract price represented by the call-off order.

GCC 23.2

The packing, marking and documentation within and outside the packages shall be:
The Secretary Procurement Committee
East African community, EAC Close, Ground Floor, Secretariat Wing, EAC
Complex

GCC 24.1

The insurance coverage shall be: Comprehensive – CIP EAHQ STORES ARUSHA

GCC 25.1

The INCOTERM shall be: 2000

GCC 26.2

The location for conducting inspections and tests shall be: EAC STORES
ARUSHA

GCC 27.1

Liquidated damages shall not apply if the provider fails to deliver any or all of
the goods and services specified in any call-off order within the response times
specified in the statement of requirements.
Notwithstanding the provisions of GCC 27.1, the amount of liquidated damages
shall be calculated as a percentage of the value of the call-off order and shall
apply only to the call-off order under which the provider has failed to deliver
the goods or perform the services. The liquidated damage shall be: ...............%
of the value of the call-off order per week.
The maximum amount of liquidated damages shall be: ……. % of the value of
the call-off order.

GCC 28.3

The period of validity of the Warranty shall be: 90 working days

GCC 28.5

The period within which the Provider shall repair or replace defective Goods or
Services shall be:

GCC 30.1

The amount of aggregate liability shall be: the contract amount
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Agreement
For a Framework Contract
Procurement Reference No:
THIS AGREEMENT made the ________ day of _______________________, _____,
between

_________________________________of

__________________________

(hereinafter “the EAC”), of the one part, and _______________________ of
______________________________ (hereinafter “the Provider”), of the other part:
WHEREAS the EAC invited bids for certain Goods and Related Services, viz.,
_________________________________________________________________ and has
accepted a Bid by the Provider for the provision of those Goods 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 EAC to the Provider as indicated
in this Agreement, the Provider hereby covenants with the EAC to provide the Goods
and Related Services and to remedy defects therein in conformity in all respects with
the provisions of the Contract.

3.

The EAC hereby covenants to pay the Provider in consideration of the provision of the
Goods and Related Services and the remedying of defects therein, the Contract Price
or such other sum as may become payable under the provisions of the Contract at the
times and in the manner prescribed by the Contract.

4.

The quantities of Goods specified in the Statement 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 EAC shall order from the Provider all the Goods specified in the contract that are
required to be purchased by the EAC during the period stated below, unless any Goods
are urgently required in an emergency situation and the Provider is unable to deliver
such Goods within the period required by the EAC.

6.

The EAC guarantees to order at least the value of Goods specified as the minimum
value in the Statement of Requirements.

7.

Any Goods to be provided under this contract shall be ordered by the issue of call-off
orders, which shall be issued by the EAC as Notices in accordance with GCC Clause
8, using the format attached to this Agreement. The authorised signatory for call-off
orders shall be the official named in SCC Clause 8.

8.

Call-off orders may be issued at any time during a period of one year from the date of
contract indicated above. Any call-off order issued, but not completed, during this
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period, shall be governed by the Contract in the same way as if it had been completed
during that period.
9.

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
Provider is not obliged to provide the Goods, provided that the Provider gives the
EAC a notice, within three working days of the date of the call-off order, stating
its intention not to provide the Goods;
(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 Provider shall not
be bound by the response times specified in the Statement of Requirements,
provided that the Provider gives the EAC a notice, within three working days of
the date of the call-off order, stating its inability to deliver the Goods 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 EAC)
Name:_____________________________ Position:__________________________
Signed by _____________________________ (for the Provider)
Name:_____________________________ Position:___________________________
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Call-Off Order
Under a Framework Contract
Procurement Reference No:

________________________________________

Call-Off Order Reference No:

________________________________________

Provider:

________________________________________

Date of Call-Off Order:

________________________________________

The EAC 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 Goods detailed on the attached List of Goods 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 Goods, in accordance with the terms and conditions of the contract.
Authorised by:
Signature:
Name:
Position:
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List of Goods and Price Schedule
Procurement Reference No:

EAC/FW/2018-2019/00001

Call-Off Order Reference No:

________________________________________

Item
No

Description of Goods

Quantity

Unit of
Measure

Unit Price

Other additional costs
Subtotal
VAT @
Total Price
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(The Performance Security should be on the letterhead of the issuing Financial Institution and
should be signed by a person with the proper authority to sign documents that are binding on the
Financial Institution)

Performance Security
Date: (insert date (as day, month, and year) of Performance Security)
Procurement Reference No: (insert Procurement Reference Number)
To: the East African Community
WHEREAS (insert name complete of Provider) (hereinafter “the Provider”) has
undertaken, pursuant to Contract No. (insert number) dated (insert day, month and year) to
supply (brief description of the Goods and Related Services) (hereinafter “the Contract”).
AND WHEREAS it has been stipulated by you in the aforementioned Contract that the
Provider shall furnish you with a security (insert type of security) issued by a reputable
guarantor for the sum specified therein as security for compliance with the Provider’s
performance obligations in accordance with the Contract.
AND WHEREAS the undersigned (insert complete name of Guarantor), legally domiciled
in (insert complete address of Guarantor), (hereinafter the “Guarantor”), have agreed to
give the Provider a security:
THEREFORE WE hereby affirm that we are Guarantors and responsible to you, on behalf
of the Provider, up to a total of (insert currency and amount of guarantee in words and
figures) and we undertake to pay you, upon your first written demand declaring the
Provider to be in default under the Contract, without cavil or argument, any sum or sums
within the limits of (insert currency and amount of guarantee in words and figures) as
aforesaid, without your needing to prove or to show grounds or reasons for your demand or
the sum specified therein.
This security is valid until the (insert number) day of (insert month), (insert year).
This guarantee is subject to the Uniform Rules for Demand Guarantees, ICC Publication
No. 458, except that subparagraph (ii) of Sub-article 20(a) is hereby excluded.
Name: (insert complete name of person signing the Performance Security)
In the capacity of (insert legal capacity of person signing the Performance Security)
Signed: (signature of person whose name and capacity are shown above)
Duly authorised to sign the Performance Security for and on behalf of: (insert complete
name of Financial Institution)
Dated on _______ day of __________________, _______ (insert date of signing)
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(The Advance Payment Security should be on the letterhead of the issuing Financial Institution and
should be signed by a person with the proper authority to sign documents that are binding on the
Financial Institution)

Advance Payment Security
Date: (insert date (as day, month, and year) of Payment Security)
Procurement Reference No.: (insert Procurement Reference Number)
To:
the East African Community
In accordance with the payment provision included in the Contract, in relation to advance
payments, (insert complete name of Provider) (hereinafter called “the Provider”) shall
deposit with the EAC a security consisting of (indicate type of security), to guarantee its
proper and faithful performance of the obligations imposed by said Clause of the Contract,
in the amount of (insert currency and amount of guarantee in words and figures).
We, the undersigned (insert complete name of Guarantor), legally domiciled in (insert full
address of Guarantor) (hereinafter “the Guarantor”), as instructed by the Provider, agree
unconditionally and irrevocably to guarantee as primary obligor and not as surety merely,
the payment to the EAC on its first demand without whatsoever right of objection on our
part and without its first claim to the Provider, in the amount not exceeding (insert
currency and amount of guarantee in words and figures).
This security shall remain valid and in full effect from the date of the advance payment
received by the Provider under the Contract until (insert day, month and year).
Name: (insert complete name of person signing the Payment Security)
In the capacity of (insert legal capacity of person signing the Payment Security)
This guarantee is subject to the Uniform Rules for Demand Guarantees, ICC Publication
No. 458, except that subparagraph (ii) of Sub-article 20(a) is hereby excluded.
Signed: (signature of person whose name and capacity are shown above)
Duly authorised to sign the Payment Security for and on behalf of: (insert complete name
of the Financial Institution)
Dated on _______ day of __________________, _______ (insert date of signing)
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a. Services: Annex 1
Lot 1: PROVISION OF AIR TRAVEL AND RELATED SERVICES FOR THE EAST
AFRICAN COMMUNITY HEADQUARTERS IN ARUSHA, TANZANIA. (with a local
presence in Tanzania).
EAC invites sealed bids from reputable suppliers to derive a list of firms from whom it can enter
into contract to provide Travel and related services in accordance with the tender requirements to
undertake the assignment as described herein.
a) Introduction
1. EAC intends to procure professional services of the highest standards from experienced
and professional travel agencies (operating within EAC Partner States) for air travel and
related services for members and staff within and outside the region. The services of the
travel agent will be accessible by EAC staff within and outside the EAC headquarters
2. EAC does not guarantee exclusive procurement from the Travel Agent nor any minimum
order or quantity of services. The Travel Agent is expected to win over the market share
through provision of quality services and competitive prices.
b) Objective
1. The proposed contract with the Travel Agent will cover airline ticketing and incidental
services such as issuance/delivery, revalidation, re-routing, re-issuance, reconfirmation,
processing refunds and cancellations, and preparation of suitable itineraries (including
alternative routings, departures and arrivals) at most direct and lowest cost for EAC staff
(for purposes of official and non-official/personal travels) and consultants, delegates and
participants attending meetings or on official business for EAC.
2. The Successful bidder (“the Travel Agent”) will be required to sign a contract with EAC to
perform travel services specified under Terms of Reference and agreeing to clearly
identified service levels. The contract shall be for two (2) years subject to bi-annual
performance evaluation. The collective annual volume of tickets procured during the year
2017/2018 by EAC was in excess of US $ 2,695,186 and is expected to remain at
comparatively similar levels or above in the next two years.
c) EAC Travel policy
1. The Travel agent shall be given copies of EAC travel policies and procedures and shall be
fully familiar and comply with these policies and procedures for all official travel.
2. The Travel Agent is required to take into consideration the most direct and economical
routing and least costly fares and to research alternate itineraries in order to provide the
lowest appropriate fares. Business class tickets are limited to only Executives while staffs
are to travel on economy tickets. The Travel Agent must be knowledgeable of and be
prepared to offer special fares, restricted fares, discount fares, and bulk fares for use
whenever appropriate and be able to negotiate for discounted rates with airlines. Fares
which entail restrictive conditions shall only be booked with the express approval of EAC.
d) Scope of Services
The following are the scope of services requirement for EAC:
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1. The Travel Agent shall appoint dedicated personnel(s) to be responsible for EAC air
ticketing and related services
2. The Travel agent shall provide travel services for 24 Hours during working days. In
addition the Travel Agent shall provide an emergency 24 hour contact number, which shall
be manned by an experienced travel consultant, for 24 hour emergency services, weekends
and official holidays where required.
3. For every EAC duly approved travel request, the Agent shall immediately make
reservations and prepare appropriate itineraries and quotations based on the lowest fare and
the most direct routing with one free change where possible.
4. In the event that the required travel arrangements cannot be confirmed, the Travel Agent
shall notify the requesting party of the problem and for these waitlisted bookings, the
Travel Agent shall provide regular feedbacks on status of flight and present alternative
routings/quotations for consideration
5. The Travel Agent shall issue accurate tickets and detailed itineraries, showing the accurate
status of the airline on all segments of the journey, where necessary tickets and billing shall
be modified or issued to reflect changes affecting travel and make appropriate adjustments
for any change(s).The Travel Agent shall only send itineraries to EAC Travel Office and
not communicate directly with delegates.
6. The Travel agent shall issue and deliver tickets or e-tickets, based upon proper authority
from EAC in the case of official travel. Tickets shall routinely be provided as per travel
policy unless required otherwise.
7. The Travel Agent shall accurately advise EAC of ticketing deadlines and other relevant
information every time reservations are made, in order to avoid cancellation of bookings.
8. The Travel Agent shall provide an information service to notify EAC and the traveller of
such events as airport closings, cancelled or delayed flights and strike situations as well as
of political or safety conditions, which may affect travel to any particular destination.
9. The Travel Agent shall provide official travellers with last seat availability, advance seat
assignments and advance booking passes on all airlines for which the Travel Agent can
offer these services.
10. The Travel agent shall provide reconfirmation and revalidation of airline tickets, re-issued
tickets which are returned as a result of changed routing, or fare structures and printed
itineraries showing complete information on status of reservations on all carriers.
11. The Travel Agent shall provide the EAC Travel Office a complete electronic ticket for
each traveller which includes the following: Flight number(s) and seat assignment(s) (if
any); confirmed upgrade (if applicable); Departure and Arrival times for each segment of
the trip; intermediate stops; Airport and other taxes; Visa required or not required; and any
other information such as change in international date lines.
12. The Travel Agent shall carry out investigations on any complaints from travellers and
follow ups
13. The Travel Agent may, as an ancillary service, provide personal travel services to EAC
Members and Staff provided that this service does not in any way interfere with the
efficient processing of official travel requirements. Settlement of personal travel and
related expenses shall be made directly between the parties concerned and the Travel Agent
without involvement of EAC. EAC assumes no financial liability for such services.
14. The Travel Agent shall maintain computerized profiles of all frequent travellers, as
designated or defined from time to time by EAC, setting forth the traveller’s preferences
regarding airlines, seating and meal requirements, passport and credit card information, and
such other information as is useful to facilitate such travellers travel arrangements.
e) Management reports
1. The Travel Agent shall provide EAC with management information reports consisting of
sales activity showing detailed analysis of the number of trips, destinations, carriers used,
savings achieved from the carrier’s lowest fare.
2. The Travel Agent shall hold Quarterly meetings with EAC Travel services personnel at
intervals to be agreed upon, to address any issues or problems which may arise.
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3. EAC shall be reimbursed by the Travel Agent for partly of fully unused tickets and a Credit
Note issued, subject to applicable regulations.
f) Service Standards
1. The Travel Agent shall provide the necessary Personnel to provide prompt, courteous and
efficient service to EAC. The number of assigned or dedicated personnel shall be sufficient
to meet all services requirements under this Terms of Reference.
2. The minimum travel experience for the dedicated Travel Agent personnel assigned to this
account shall be 3 years. Pre-employment screening may be requested by EAC to test
language proficiency and professional skills and pleasant personality of the assigned
personnel.
3. The Travel Agent is responsible for providing replacement personnel in case of
absenteeism, vacation, sick days off etc of the regular personnel assigned.
4. The Travel Agent must be fully equipped with a fully automated accounting system
interfaced with computer reservation system to cater for EAC requirements.
5. The Travel Agent shall not favour any particular carrier when making reservations. The
Travel Agent shall maintain excellent relations with all carriers for the benefit of EAC
6. The Travel Agent shall provide a weekly sales report, a monthly sales report and every end
of financial year a summarized monthly sales report.
g)

Bidder requirements

1. Travel Agencies intending to submit a proposal should have organizational and technical
capacity, experience and professionalism to provide the services requirements outlined in
the Terms of Reference. Proposers should be able to show proof of past and/present
experience in similar projects, demonstrate financial soundness and resources available to
carry out the services requirements, and have the integrity and proven reliability to ensure
good faith performance. Proposers should be able to demonstrate an understanding of EAC
requirements and come up with an appropriate work plan and overall approach on how to
meet these requirements.
2. The Travel Agent should have the following:
i.
Accreditation with the International Air Transportation Association (IATA)
ii.
Maintains a good track record in serving international organizations, embassies and
multi-national corporations; list of corporate clients must be provided.
iii.
Employs competent and experienced travel consultants, especially in ticketing and
fare computations, as evidenced by their track record in their Curriculum Vitae.
iv.
Financially stable- Annual reports or audited financial statements for the last 3
years and prove of payment of taxes to be provided.
v.
Maintains facilities of on-line booking/airline reservations, domestic and
international ticketing and basic office equipment, telecommunications equipment
and online booking tool.
vi.
Ability to buy tickets in cash in a timely manner for those airlines not on the online
system.
vii.
Willing and able to guarantee the delivery of products and services in accordance
with the performance standards required by this Terms of Reference.
viii.
Have in its current office all the necessary equipments and facilities and sufficient
number of experienced and professionally trained travel experts and staff to handle
EAC requirements
ix.
Experience in air travel industry (Minimum 3years)
x.
Branch network ( Availability of branches in partner states capital cities)
xi.
Proposed Service Fee charges and related terms and conditions:
a) Within East African region (economy and business class)
b) The rest of African (economy and business class)
c) Outside Africa (economy and business class)
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Xviii

d) In Tanzania including Zanzibar.
Proposed Cost saving measures and improved handling mechanisms for refunds on
unutilised or cancelled tickets.
Proposed Handling of refunds for unused tickets, change of bookings and any
other customer complaints
Provision of Visa Processing services on request
Provision of Hotel Booking Services (outside the East African region) on request
Provision of airport transfer services on request
Operating license issued by the country of operation
IATA certificate approving authorization to operate a travel agency in the
Country of operations
List of affiliated local, national or international travel agencies;

Xix

List of major customers and description of type of services provided

xi.
xii.
xiii.
xiv.
xv.
Xvi
Xvii

The award of the contract will be based on the best value for money that being the best
outcome for EAC as a whole considering price, economic, environmental and social
benefits (if applicable), in addition to the requirements of EAC and past performance.
3. The Travel Agent shall prepare two copies of proposal, clearly marking each “original
proposal” and “Copy of proposal” as appropriate. In the event of any discrepancy between
them, the original shall govern.
4. All quotations shall be in US dollars for International Flights and in Local Currency for
Tickets issued within a host country.
5. EAC shall effect payments to the Travel Agent 30 days after submission and verification of
the invoices submitted by the Travel Agent.
h) Opening and evaluation of proposals
1. EAC will inform all bidders the date of opening of bids. The bids will be opened
publically and an evaluation team will be established to evaluate the bids a report
of which shall be presented before the EAC Procurement Committee.
2. To assist in the examination, evaluation and comparison of proposals, EAC may at
its discretion, ask a bidder for clarification of her proposal. The request for
clarification and the responses shall be in writing and no change in price or
substance of the proposal shall be sought, offered or permitted
3. Prior to the detailed evaluation, EAC shall determine the substantial
responsiveness of each proposal to this invitation. For purposes of this clause, a
substantially responsive proposal is one which conforms to all terms and
conditions of this invitation without material deviation.
i)

Award criteria, award of contract
1. EAC reserves the right to accept or reject any proposal and to annul the solicitation
process and reject all proposals at any time prior to award of contract without
thereby incurring any liability to the affected tenderer or any obligation to inform
the affected tenderer of the grounds for her action.
2. Within 30 days of receipt of the contract, the successful Travel Agent shall sign
and date the contract and return it to EAC
NOTE:
The Travel Agent selected may be required to provide its travel services through a
dedicated “Service Station” (Implant) to be set up within the premises of EAC
headquarters at EAC Complex, in Arusha Tanzania. If this may be the case, EAC shall
provide floor space and an internal telephone for making calls to the extensions of EAC
personnel within the building. The Travel agent shall provide dedicated personnel who
will be familiar with EAC’s policies and requirements to man the service station (Implant).
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The Travel Agent shall subscribe to external communication (telephone, fax and internet
lines), Furniture, computers/terminals to log to reservation system, ticketing printer and
office supplies.

ADMINISTRATIVE/ MANDATORY COMPLIANCE GRID
Mandatory requirement ( Compliant or
Eligibility criteria)
NonCompliant
(C;NC)
Documents that must be
submitted with the Proposal
are:
• Company Profile
• Certificate of
registration
• Business License
• Dealership or agency
license
• Tax Compliance
Certificate with Tax
identification
references/ Numbers
• Updated Tax
Clearance Certificate
from TRA and other
countries if
applicable.
• Audited financial
statement for the last
three years
• Consortium
agreement and
authorisation letter
(Only if relevant)
• Evidence of payment
of the tender fee
(receipt, TT, Cheque)
• Properly signed bid
with power of
attorney
• Completed due
diligence form

Travel Agents
A

B

C

D

Please note that failure to submit documents indicated above will lead to outright
disqualification
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Points
A
1.

2.

REPUTATION OF TRAVEL
AGENCIES:
Reliability (References, and letters
of recommendations)
• Minimum 3
recommendations
• Recommendation from
International
Organization(s)
• Recommendation from E.
African Organization(s
• Recommendation from
other organisations (NGOs,
Donors)
• Updated IATA
Accreditation
• Recommendation from
IATA Air Carrier
PROFESSIONAL
EXPERIENCE:
A- Years of establishment
between 2-5 (Two years
minimum requirement)
• More than 5
B- Years of IATA membership
•

between 2-5 (Two years
minimum requirement)
• More than 5
C- Years of experience with EAC
and/or other major organizations
• between 2-5 (Two years
minimum requirement)
• more than 5 year
TRAVEL
AGENCIES
CAPABILITY:
A-Size of Agency (branch offices,
number of employees)
• Branch office(s) in the
region
• 1- 4 travel consultants
(minimum requirement)
• More than 4 travel
consultants
B-Personnel Competence (average
experience of managers, average
experience
of
travel
staff
members)
• 5-10 years of experience
for managers (5 years
minimum requirement)
• More than 10 years of
experience for managers 5*
• 3-5 years of experience for
travel staff members (3
years minimum
•

3.

20
10
3

3
4

30
10
4
6
10
4
6
10
4
6

50
10
2
4
6
20

3
7
4
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requirement
More than 5 years of
experience for travel staff
members
C- E-ticketing service provision
D- Reservation Booking Systems
•

6
10
10

TOTAL
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LOT: 2: PROVISION OF TRANSPORT SERVICES FOR THE EAST AFRICAN
LEGISLATIVE ASSEMBLY
The East African Legislative Assembly is headquartered at Arusha Tanzania. Under the
principal of rotation, the Assembly holds some of its plenary and Committee meetings in
the Partner States (Burundi, Kenya, Rwanda, South Sudan, Tanzania and Rwanda) Capitals
and cities. The Assembly will require transport services at its headquarter and Partner
States capitals and cities while holding sessions in the Partner States. The Sessions ran for
a period of 2 to 3 weeks for plenary and 5 to 7 days for Committee meetings. The
Assembly has 54 elected Members, and 8 ex-official Members (6 ministers, 1 Secretary
General of EAC and 1 Counsel to the Community). The Staff of the Assembly are 45.
1. Services
The Assembly wish to engage service providers to provide transport services for
the Members and staff in Arusha and/or anywhere else within the Partner states for
a period of one year 2019/2020 renewable subject to further negotiations and
performance. The quotations will have 2 segments i.e. Plenary and Committees as
per the scope of work in no.2 below.
2. Scope of Work
i.

PLENARY

The Service provider shall be expected to provide transport as follows
a.
Pick up and drop off of Members and staff from airport at the beginning and
at the end of the session using luxury minibuses. Here travel is by group
depending on itinerary (Successful bidder will be required to avail transport
at the airport on a 24 hour basis for the arrival and departure dates in order
to provide for unexpected arrivals and departures)
b.
Pick up and drop off of Ministers responsible for EAC Affairs, Speaker and
SG-EAC from airports at the beginning and end of the Sessions and to
attend to the minister until the minister releases the car. Each minister has a
right to individual car and enjoys the same right of chauffer driven wet
motor vehicle.
c.
Daily transport Members and staff from their hotels to the meeting venues
and back
Using luxury 3 minibuses (Meetings start early morning running up to late
evening and or night)
d.
e.
f.

Daily transport to the Ministers to attend meetings/Sessions
Visiting of government institutions and other stakeholders within a radius of
100kms from the capital.
Any other emergency transport including hospital visits requirement that
may arise from time to time.

II. Committee Meetings
The Service provider shall be expected to provide transport as follows:
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a) Pick up and drop of 18 Members and 4 staff from airports depending on
itinerary (Successful bidder will be required to avail transport at the airport
on a 24 hour basis for the arrival and departure dates in order to provide for
unexpected arrivals and departures)
b) Daily transport for Members to attend the committee meetings from
07.00hours to 18.00 hours or thereabout using 1 (one) mini-bus of 25-30
passengers
3.0 Projection description
3.1. The following vehicles will be required for the assignment
3.1.1. Six (6) Wet Chauffer driven category of Mercedes Benz E300 or above, S300 or
above,
Toyota Land cruiser VX, V8, 200 or 300 series (Not Toyota Land Cruiser Prado), Land
Rover Discovery 4, Range Rover, Range Rover Classic or Range Rover Sports not more
than 8 years old.
3.1.2. Four (4) Luxury 25-30 Seater Minibuses wet chauffer driven not more than 8 years
(Enclosed trailers may be required when transporting large groups to and from airports).
3.2. Bidder(s) will carry fuel costs
3.3. In case of breakdown, the vehicle(s) must be replaced with the same model within one
(1) hour after receipt of the report
3.4. Two (2) Contact persons of the successful bidder(s) must be availed at all times (24
hours) for all eventualities. The contact details must be submitted with the proposal
3.5. Before Session Starts, the successful bidder(s) must produce the valid driver’s license
of all drivers, Public drivers Permit (where applicable), Comprehensive insurance of the
vehicles, roadworthy certificate and the vehicles for inspection and selection by the
Assembly
3.6. A minimum kilometer limit of 250kms per day will be placed on all vehicles
transporting Members and Ministers
3.7. The Successful bidder(s) will be required to conclude contract as well as a service
level agreement with the East African Community and is expected to render the required
services at very short notice (which could be less than 24 hour notice.
3.8. The Assembly wish to emphasize that it will not pay for any unauthorized transport
and any unauthorized transportation must be claimed from the MPs/EALA officials
themselves.
3.9. In order to monitor, the drivers of each vehicle will be required to keep a log book of
all trips and kilometers undertaken per day, these will be checked periodically/daily by the
Assembly designated transport officer and need to be submitted to the Assembly along
with the invoice(s) for payment at the end of the Session.
4. Transport Requirements
4.1.
Chauffer Driven Transport
Requirement

Comply
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After appointment the successful bidder will liaise closely with the
EALA
transport
coordinator
for
plenary/Meetings/Conferences/special events
Provision of 6 Luxury Cars as per 3.1.1. above for the transportation
of Ministers, Speaker and SG-EAC. Sample of colored pictures of at
least 4 (four) vehicles and their registration book copies enclosed
Provision of four (4) luxury high quality buses of 25-30 seating
capacity collective transport for MPS and staff driven by chauffeurs
provided by the successful bidder. Sample of colored pictures of at
least 2 buses and their registration book copies enclosed
All vehicle models should not be older than 8 years in good condition
and with complete service record. The vehicles should be roadworthy
, in good running condition, the vehicles are equipped with necessary
safety items, seat-belt restraints in the front and rear of the vehicle,
spare tire, mechanical jack and basic hand tools; The vehicles have a
comprehensive insurance; The vehicles should have a wellmaintained Log Book; the vehicles are clean inside and out, and free
from any unpleasant odor; and
the vehicles have good tires
The drivers have minimum 7 years' work experience as a driver; a
safe and clean driving record; knowledge of driving rules and
regulations and Basic Mechanic skills; good communication skills,
Speaks English and Kiswahili languages, trained in defensible
driving, familiar with town and routes; officially and smartly
dressed, does not consume alcohol, smoke or chew while on duty,
observes all traffic laws and regulations and courteous at all times to
authority, passengers, fellow motorist and pedestrians. Provide at
least 5 CVs and professional certificates of the chauffeurs.
Accommodation and meals, overtime and subsistence allowances for
the company staff will be the responsibility of the successful bidder
The Successful bidder must ensure that chauffeurs comply with the
country traffic laws and regulations.
The successful bidder must include in their original cost estimate all
applicable additional costs e.g. delivery and collection of vehicles,
VAT, estimated fuel costs, toll fees, insurance, airport fees, signage
etc. and will not be separate invoiced.
The successful bidder’s chauffeurs and vehicles must be accredited to
all major venues and have proper access to these premises to ensure
swift pick-up and drop-off of passengers (e.g. Major airports,
government installations)
Provide own transport for company staff for own account
Two (2) Contact persons of the successful bidder(s) must be availed
at all times (24 hours) for all eventualities. The contact details must
be submitted with proposal
Chauffeurs provided/ equipped with charged mobile phone with
airtime for communication. The Telephone numbers must be
submitted to the Assembly beforehand. These expenses will be for
the successful bidder’s own account
Provide information desk for transport at all major pick-up and drop
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off venues for the successful bidder’s own account
The Successful bidder must provide additional transport on standby
for ad hoc and emergency requests for transport during an event for
the duration of the event. These vehicles will only be accounted for
when utilized on official request from the Assembly
Transport of vehicles between the premises of the successful bidder
and where the service will be required will be for bidder’s own
account. This includes toll fees, fuel expenses and others.
The successful bidder must provide for each vehicle deployed a cash
advance for utilization for fuel, toll fees and cleaning of the vehicle
for the duration of the event.
Management
reportsTransaction
fees
must
include
delivery/collection of documentation (including logbooks) and
vehicles as well as providing management reports.
No show fees-Fees will not be charged for not travelling or use of
rented vehicles.
Management fees-No management fees will be charged apart from
the quoted price
Service Cost- All costs are firm for the duration of contract period
Replacement- any damaged vehicles should be replaced within 1 hour
of report being made
Ø
-

In your quotation please reflect:
Your agreement with the above set conditions;
Price in USD;
Application can be done either for one or several capital cities of the Partner States
Any other information that you believe is important.

4.2.

Application Process

Interested service providers should submit their applications indicating
• Charges for airport pick up and drop off for Partner States International airports
• Daily rate for transport of Speaker, Ministers, and SG-EAC for the Luxury
Vehicles within the Capitals or municipalities of the Partner States
• The type of vehicles and the age of the vehicles (attach clear photos and copies of
logbooks/registration book for each car
• Proof of Comprehensive insurance of the vehicles
• List of qualified drivers of the vehicles (attach copies of technical certificates and
CVs)
4.3.

Requirement of the Bidders:

a) Minimum experience of four (4) years in provision of vehicle hire service;
b) Proof of working with Parliament, Government Ministries/Departments, or
international organizations
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c) List of number and types of vehicles owned by the bidder with registration
numbers, make and model with proof of ownership of not more than 8 years old
d) Proposed plan for implementation of transport services
e) Infrastructure- offices where the bidder operates and vehicle tracking system
f) All drivers to have same uniform for the duration of the session. All drivers should
wear ties/scarf regardless of weather. Phot sample uniforms
g) Staff component to be assigned to the service
h) Assignment of dedicated contact person who will manage vehicle hiring requests;
i)

Respond to vehicle request with one day advance notice

j) Fuel should be provided by the Bidder;
k) Maintenance and replacement of break down vehicles to be carried out by the
Bidder;
l) Facilitation for the driver during field travel should be borne by the bidder;
m) The vehicle should be compliant with applicable insurance, safety or other motor
vehicle requirements;
n) Registered for operation during the period of Contract with registration
documentation in the vehicle and registration/number plates affixed to the vehicle
as required by law.
SUBMISSION OF PROPOSALS:
a.
b.

Technical Proposal in one original and two copies

Financial Proposal in one original and two copies

Note that the bidding will be a one stage two envelopes. Where the financial proposal
will be in a separate envelope with the technical proposal.
5.

EVALUATION CRITERIA

5.1 ADMINISTRATIVE/ MANDATORY EVALUATION
Name of Bidders
NO Mandatory Requirements
1
Certificate of Registration/
Incorporation
2
Current Business License
3
Tax Identification Numbers
4
Valid
current
Tax
Compliance Certificate
5
VAT Certificate
6
Bid
Document
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8
9
10
11
12

Completeness
Bid Validity
Power of attorney (where
applicable)
Comprehensive Insurance of
the Vehicles
Company profile with a list
all the Directors
Completed due diligence
form
C/NC

KEY: C=Compliant

NC= Non- Compliant

This
eligibility
criteria
has
eliminated……….
…………………………………………

(name)

because

of

5.2. FUNCTIONALITY/ TECHNICAL EVALUATION
Technical evaluation criteria will be based on the evaluation grid indicated below. Bidders
who score less than 70% out of 100 points in respect of functionality will be regarded as
submitting a non-responsive bid and will be disqualified
No.
1.

2.

3.

4.

5.
6

Criteria
List of current and previous assignments indicating preferably
government Ministries/ departments, Parliaments, Military,
Parastatals and universities; and International organizations- Name
of client, Period and duration of the contract Attach Proof) a
minimum of three-five contracts attached and the contact persons.
Matrix: 3 contactable references 2 points, 4 contactable references=
3 points; 5+ contactable references =5 points
Work plan and methodology detailing how you intend proceed with
the work as per the terms of reference. Please provide detailed plan
entailing personnel, excess kilometres, replacements of broken cars,
possible e-toll charges, traffic fines etc. an information desk at the
airport will be advantageous
Experience and qualification of the personnel expected to carry out
the work. Attach Certified relevant CV. Leading Manager with
relevant qualifications and experience of 5 years in transport
management.

Score (%)
15

15

15

Matrix: 5 Personnel = 3 points; 5-8 Personnel = 4 points; 8+
Personnel = 5 points
Experience of the firm in the field of transport management of not 15
less than 4 years.
Matrix: 4 years = 2 points, 5 years = 3 points, 5+ years= 5
Evidence of application of information technology and innovations 10
List of number and type of vehicles owned by the bidder with 10
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registration numbers, make and
model (provide proof of
ownership by means of registration papers for vehicles
indicated in TOR)
All drivers to have uniforms for duration of Session/conference.
Photo sample uniform
Vehicles per category required and condition of vehicle the models
must not be older than 2010
Infrastructure- Offices and capability e.g., office of managers,
receptionist and the general staff
Total Score

7
8
9.

5
10
5
100

Values: 1=Poor, 2 Fair, 3=Good, 4= Very good and 5=Excellent
5.3. FINANCIAL EVALUATION
1

The formula for determining the financial scores is the following:
Sf = 100 x Fm / F, in which Sf is the financial score, Fm is the lowest price and
F the price of the proposal under consideration.

2

The weights given to the Technical and Financial Proposals are:
T = 0.70 and
P = 0.30
The assignments are expected to commence in 1st July, 2019

3

6. GENERAL BID CONDITIONS
The bidder will detail the number, condition and type of vehicles in the quote
A bidder may not change its composition or control without written approval of the
Assembly.
6.3. The Community (Assembly) will enter into formal agreement with the successful
bidder which will be supplemented with a service level agreement. This agreement
will inter alia, detail the project deliverables, service standards, project delivery
dates and provide remedies for under/poor performance and non-compliance with
the terms and conditions of the agreement .
6.4. This Terms of Reference shall form an Integral part of the Service level agreement.
6.5. The Assembly reserves the right to appoint more than one service provider from a
Partner States or across Partner States. The Assembly also reserves the right not to
appoint any service provider in a Partner State.
6.6. The bid evaluation will only be done on the basis of information that was
requested and provided. The Assembly reserves the right to request the bidders
meeting the responsiveness criteria to do a presentation as part of the evaluation
process.
6.7. The evaluation process does not oblige the Assembly to make use of any of the
proposed services. Acceptance of any proposal shall only indicate a willingness to
6.1.
6.2.
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commence negotiations and shall not place any obligations on the Assembly. The
Assembly shall have no obligation to furnish any formal acceptance or nonacceptance of any information presented.
6.8. All information and data submitted by a Bidder shall become the sole property of
the Assembly, with exception of copyrighted material, trade secrets or other
proprietary information clearly identified as such by the Bidder.
6.9. The Assembly reserves the right and full discretion to:
o
o
o

Withdraw from the process and provisions of the bid at any time
Cancel this bid at any time and all subsequent proposals may be rejected in whole or in
part;
Change the dates of submission and adjudication

6.10 The Community’s decision will be final and no correspondence will be entered
into from the closing dates of the bid until after the selection process has been
completed
6.11. A bid proposal will only be deemed accepted once a written notice is given by the
Community to the successful Bidder and a formal agreement has been entered into
between the parties.
6.12. Receipt of this proposal neither commits the Community to award the bid to any
entity, even if all requirements stated in this TOR has been met, nor does it limit the
Community’s right to negotiate in its best interest.
6.13. It will be accepted that the bidder, on submitting a bid response, has read,
understood and accepted all the terms and conditions of this TOR. It shall therefore be
presumed by the Community that the submissions of the bid proposal by any Bidder
confirms its complete acceptance of the terms and conditions of this document.
6.14. The Assembly reserves the right to invite bidders to present or otherwise
demonstrate their proposed solution to clarify aspects that are required as part of the
evaluation process, at their bidders’ own cost.
6.15. The bidder shall bear all costs associated with the preparations and submissions
of the proposal. The Community will not be liable for any costs, loses or expenses
incurred regardless of the outcome of the proposal.
6.16. All information and pricing will be treated strictly confidential and be used for
evaluation purposes only.
6.17. Shortlisted bidders will be required to undergo a security screening. The
successful bidder will be required to sign Confidentiality Agreements with the
Community.
6.18. Its compulsory for the persons employed or in any way contracted by the
successful bidder to undergo security vetting. The Community reserves the right to
require the replacement of any person assigned to this project, should they not receive a
successful security clearance at the commencement of the contract.
7. CONTACT PERSONS AND
7.1. All inquiries may be directed to:

SUBMISSIONS

East African Community Procurement Unit
Box 1096 Arusha, Tanzania.
Tel + 255 272162121-9
Email: eacprocurement@eachq.org
7.2. Bidders should submit their proposals in a sealed envelope with details of the
specific bid on the outside of the envelope to:
The Secretary General
Attention. Secretary to Procurement Committee
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P.O. Box 1096,
Arusha-Tanzania
7.3.
Submission of proposals should by hand or courier. E-mailed and faxed
submissions will not be accepted.
7.4.
Bids must be received on or before 4.00pm on______________
7.5.
Any bid received after the due date will not be considered.
NOTE THAT EAC IS A CORRUPTION FREE ENVIRONMENT. ANY
INTERFERENCE OR COLLUSION IN THE PROCESS AT ANY LEVEL OF THIS
PROCUREMENT PROCESS IS CULPABLE
Ø In your quotation please reflect:
- Your agreement with the above set conditions;
- Price in USD;
- Any other information that you believe is important.
SUBMISSION OF PROPOSALS:
a) Technical Proposal in one original and two copies
b) Financial Proposal in one original and two copies
Note that the bidding will be a one stage two envelopes. Where the financial proposal will be
in a separate envelope with the technical proposal.

EVALUATION
EVALUATION

CRITERIA

FOR

PLEMININARY

AND

Name of Bidders
NO
1
2
3
4
5
6
8
9
10
11
12

Mandatory Requirements
Certificate
of Registration/
Incorporation
Current Business Licence
Tax Identification Numbers
Tax Compliance Certificate
VAT Certificate
Bid Document Completeness
Bid Validity
Power of attorney (where
applicable)
Comprehensive Insurance of
the cars
Company profile with a list all
the Directors
Completed due diligence form
C/NC

KEY: C=Compliant

NC= Non- Compliant

This eligibility criteria has eliminated………. (number) because of
…………………………………………
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TECHNICAL EVALUATION
Technical evaluation criteria will be based on the evaluation grid indicated below:
No.
1.

2.
3.

4.
5.

6.

Criteria
Score (%)
List of current and previous assignments indicating- Name of client,
15
Period and duration of the contract a minimum of three-five contracts
attached.
Work plan and methodology detailing how you intend proceed with the
15
work as per the terms of reference
Experience and qualification of the personnel expected to carry out the
30
work. Attach relevant CV. Leading Manager with relevant qualifications
and experience of 5 years in transport management.
Experience of the firm in the field of transport management of not less
30
than 5 years
Evidence of application of information technology and innovations
10
Total Score
100

The formula for determining the financial scores is the following:
Sf = 100 x Fm / F, in which Sf is the financial score, Fm is the lowest price and F the
price of the proposal under consideration.

7.

The weights given to the Technical and Financial Proposals are:
T = 0.70 and
P = 0.30

8.

The address for contract negotiations is:
New EAC Hqtrs Complex, Secretariat Wing, 3rd Floor
P.O. Box 1096, Arusha, Tanzania

9.

The assignments are expected to commence in 1st July, 2019

NOTE THAT EAC IS A CORRUPTION FREE ENVIRONMENT. ANY INTERFERENCE OR
COLLUSION IN THE PROCESS AT ANY LEVEL OF THIS PROCUREMENT PROCESS IS
CULPABLE
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ANNEX II: TERMS OF REFERENCE AND BID DATA SHEET
Please note that where applicable:

ADMINISTRATIVE/ MANDATORY COMPLIANCE GRID
Mandatory requirement ( Eligibility criteria)

Compliant
or
Non-Compliant

Documents that must be submitted with the Proposal are:
•

Audited Financial statement for the last three years

•

Company Profile

•

Business Licence

•

Tax identification references/ Numbers

•

Tax Compliance Certificate

•

Consortium agreement and authorisation letter( Only if
relevant)

•

Certificate of registration

•

Number of copies submitted

•

Properly signed bid

•

Site visit where applicable

•

Duly filled Bidder Due Diligence Form

•

At least three letters of reference

•

Completed due diligence form

Please note that failure to submit documents indicated above will lead to outright
disqualification.
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INSTRUCTIONS TO EVALUATORS
Each evaluator must make an initial assessment of the technical offers and award scores on each sub-criterion
according to his/her assessment.
Each evaluator should be able to justify his/her assessment and scores in a meeting of the Evaluation Committee.
The justifications must relate to the description of the project needs in the terms of reference and, for the key
experts, to the profile descriptions included in it. Evaluators must therefore make comments in the strengths and
weaknesses boxes.
The assessments made will be discussed in the evaluation meeting(s) and each evaluator may make adjustments
to the initial assessments after this discussion.
If interviews are held, each evaluator may revise his/her assessment of individual key experts on the basis of
these but the justification for any such adjustment must be given to the Evaluation Committee.
Note: Only tenders with average scores of at least 70 points qualify for consideration.

USD
1.
2.
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Rank

Evaluated
total

Converted
Total

Exchange
Rate

Corrected
Amount

Adjustment
s made

Discounts

Corrections
made

Bid Total

Bid
Currency

Name of
Bidder

No

SUMMARY OF FINANCIAL EVALUATION/COMPARISON/PRICE:
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SITE VISIT CERTIFICATE
THIS IS TO CERTIFY that:
I, ___________________________________________________ (name of bidder or his
representative) of the _____________________________________________________ (name of the
firm) in the company of ________________________________________________ (name of EAC
Official) visited the site in connection with the Bid No. _______________________ for the
______________________________________________________________
(name
of
the
Lot……………..)
Having examined the bid documents, I certify that I have acquainted with the nature, geographical
and exact location of the requirement; the general conditions of execution; the neighbourhood and other
constraints that might affect the delivery of services; the obligation not to obstruct other amenities
where accordingly/requested, or the flow of any water; the physical conditions specific to the sites; the
climatic conditions; local conditions; means of communication and transport; the possibility of
supplying water, electricity and fuel; the availability of labour sufficient in number and quantity; all
constraints and obligations resulting from social, tax and customs legislation; and all conditions and
circumstances which might influence the execution or price of the services.
I further certify that I am satisfied with the description of the services and the EAC’s official
explanations and that I understand perfectly the deliverables to be undertaken as specified and implied
in the execution of the Contract.

______________________________________________
(Name and Signature of Bidder or his Representative)
Date: ______________________

_________________________________________________________
(Name and Signature of the accompanying EAC Official)
Date: ______________________
EAC Stamp
Note 1:
Note 2:

This form shall be completed at the time of the visit to the site where the deliverables are to be carried out.
If the bidder has visited the site, this site visit certificate will be stamped.
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Form to be filled by the bidder on submission of the bid and if will be asked at the time of award

BIDDER DUE DILIGENCE FORM
EAST AFRICAN COMMUNIITY
P. O. BOX 1096 ARUSHA
………………………………………..
………………………………………..
………………………………………….
INSTRUCTIONS:
1. Complete all sections and return with applicable support documentation to the above address. All the sections of
the form and all support documentation shall be submitted in English only. If the documentation is in language other
than English or French, it should be accompanied by a certified translation.
2.

Incomplete submissions will not be processed.

Section 1: Company Details and General Information
1. Name of Company:

2. Street Address (physical location of the registered headquarters):

3. City:

4. State/Postal Code:

5. Country:

6. P.O Box:

7. Telephone Number:

8. Fax Number:

9. Company Email Address:

10. Company WWW Address:

11. Contact Name/Title/Address
(if different):

12. Telephone Number

13. Contact Email Address:

14. Type of Business (Mark one only):
Corporation:

Partnership:

Sole Proprietorship:

Government Agency:

Other (Specify): ______________________________________________________________________________________
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15. Year
Established:

16. State/Province/Country
where registered:

17. Business registration/license
number:

18. Number of fulltime employees:

Section 2: Financial Information
1.Gross Annual Turnover for the last …………… years (please state currency)
(indicates the applicable number of years and turnover respectively)

3. Bank Name:

4. Bank Account No.:

5. Address of Bank (City/State/Region/Postal Code):

6. Country:

7. Swift Code or ABA Bank or National Clearing
Number:

8. Branch

Main Office:

9. Intermediary Bank (Alternate payee), if required:
10. Bank Name:

11. Bank Account Number:

12. Address of Bank (City/State/Region/Postal Code):

13. Country:

14. Swift Code or ABA Bank Number:

Section 3: Technical Capability and Information on Goods/Services Offered:

1. Has your company ever filed or petitioned for bankruptcy or re-organisation?

Yes

No

Yes

No

(If yes, please attach a detailed explanation, filing date and current status)
2. Has your company ever been terminated for contract non-performance?

(If yes, please attach a detailed explanation)
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3. Has your company ever been debarred from Government contracts, ADB, or other International Multilateral/Financial
Institution Procurement or project contracts?
Yes

No

(if yes, please attach a detailed explanation)
4. Has your company changed name(s) within the last 5 years?

Yes

No

(If yes, please list former name(s)

Section 4: Goods/Services Classification
1. Indicate your company’s primary line of business:

Manufacturing

Distributor

Retailer

Service

Consulting

Works

Leasing

Wholesaler

Maintenance

Other (please specify)____________________________________________________________________________

2. Provide a description of your company’s primary products/services, in order of competence:

3. Company literature attached:

Catalogue

Brochure

Other (specify) _________________________________________________

I, the undersigned, hereby attest that the information provided herein is complete and correct.
The information provided herein including attachments shall become representations under any
resulting Contract.
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Name (please print):

Signature:

Date

Functional Title (please print):

Attachments:
q

q
q
q
q

Annual Reports or audited financial reports for last 3 years/tax filings for last
year
Copy of your company’s environmental policy, if applicable
Explanation of labour disputes, if any
Company literature (catalogues, brochures, etc.)
Any other relevant documents.

Failure to submit the requested support documentation/information (where applicable)
may invalidate your application
Send completed application to: eacprocurement@eachq.org
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