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[bookmark: _Toc122163545][bookmark: _Toc123547960][bookmark: _Toc124353132][bookmark: _Toc124519789][bookmark: _Hlk117278325]INVITATION TO TENDER
Name and Contact Addresses of Procuring Entity  Click or tap here to enter text.
Procuring Entity Name:  Click or tap here to enter text.
Contact Name:  Click or tap here to enter text.
Contact Address:  Click or tap here to enter text.
Contact Email Address:  Click or tap here to enter text.
Invitation to Tender (ITT) No.:  Click or tap here to enter text.
Tender Name:  Click or tap here to enter text.
[bookmark: _TOC_250057][bookmark: _Toc115967877]Invitation to Tender
1. The Enter name of Procuring Entity invites sealed tenders for the supply of Enter brief description of goods, services, works, technology, or other products required, delivery timing and delivery location, lots, etc..
2. Tendering will be conducted under the open competitive method Enter either “National” or “International” using a standardized Tender Document. Tendering is open to all qualiﬁed and interested Tenderers.
3. If Tender is subject to a Reservation, specify the Group eligible to tender, insert e.g., “Tendering is open to all Small and Medium Enterprises registered appropriately with ___”. In case the tender is subject to multiple contracts/lots, insert “Tenderers will be allowed to tender for one or more lots”.
4. Qualiﬁed and interested Tenderers may obtain further information and inspect the Tender Documents during ofﬁce hours:  Insert ofﬁce hours if applicable, i.e., 0900 to 1500 hours, at the address given below.
5. A complete set of Tender Documents may be purchased or obtained by interested Tenderers upon payment of non-refundable fees of Enter amount in Nigeria Nairas in both words and parenthetically in digits, e.g., one (1) in cash or Banker's Cheque and payable to the address given below. Tender Documents may be obtained electronically from the website Enter website url.  Tender Documents obtained electronically will be free of charge.
6. Tender Documents may be viewed and downloaded for free from the website Enter website url.  Tenderers who download the Tender Document must forward their particulars immediately to Enter email address, telephone, and postal address to facilitate any further clariﬁcation or addendum.
7. All Tenders must be accompanied by a Enter “Tender Security” or “Tender-Securing Declaration,” as appropriate of Enter amount in Nigeria Nairas, in both words and parenthetical digits, e.g., one (1), in case of a Tender Security.
8. The Tenderer shall paginate the submitted Tender Documents.
9. Completed Tender Documents must be delivered to the address below on or before Enter time and date. 
10. Electronic Tenders Enter “will” or “will not” be permitted.
11. Tenders will be opened immediately after the deadline date and time speciﬁed above or any deadline date and time speciﬁed later. Tenders will be publicly opened in the presence of the Tenderers' designated representatives who choose to attend at the address below.
12. Late Tenders will be rejected.
13. The addresses referenced above are:
Address for obtaining further information for Tender Documents
· Enter Name of Procuring Entity
· Enter Physical Address for an office or tender box (city, state name, building, floor number, and room
· Enter Postal Address
· Enter Telephone Number and Email Address of the officer to be contacted
Address for submission of Tenders.
· Enter Name of Procuring Entity
· Enter Physical Address for an office or tender box (city, state name, building, floor number, and room
· Enter Postal Address
· Enter Telephone Number and Email Address of the officer to be contacted
Address for opening of Tenders.
· Enter Name of Procuring Entity
· Enter Physical Address for an office or tender box (city, state name, building, floor number, and room
· Enter Postal Address
· Enter Telephone Number and Email Address of the officer to be contacted
Authorized ofﬁcial (name, designation, signature, and date)
Enter Name
Enter Designation
Signature
_________________________
Enter Date of Signature



[bookmark: _Toc116641811][bookmark: _Toc124353133][bookmark: _Toc124519790]PART 1 - PROCEDURES


[bookmark: Page_10][bookmark: _Toc116641812][bookmark: _Toc122762852][bookmark: _Toc122763648][bookmark: _Toc124353134][bookmark: _Toc124519791]SECTION I:  INSTRUCTIONS TO TENDERERS
1. [bookmark: _TOC_250026][bookmark: _Toc116641813][bookmark: _Toc122762853][bookmark: _Toc122763649][bookmark: _Toc124353135]Eligible Tenderers
1.1 This Invitation for Tenders is open to all Tenderers eligible as described in the Appendix to instructions to Tenderers.
1.2 Tenderers shall be under a declaration of eligibility for corrupt or fraudulent practices.  
1.3 Code of Ethical Conduct: We undertake to adhere to the Code of Ethical Conduct for Suppliers, Contractors, and Service Providers during the procurement process and the execution of any resulting Contract.
1.4 The Procuring Entity's employees, committee members, board members, and their spouses, children, parents, brothers, or sisters. A child, parent, brother, or sister of a spouse is not eligible to participate in the tender unless where speciﬁcally allowed under the Act.
1.5 A Nigerian Tenderer shall provide evidence of having fulﬁlled his/her tax obligations by producing a valid tax compliance certiﬁcate or tax exemption certiﬁcate issued by the Federal Inland Revenue Service (FIRS).
2. [bookmark: _TOC_250025][bookmark: _Toc116641814][bookmark: _Toc122762854][bookmark: _Toc122763650][bookmark: _Toc124353136]Cost of Tendering
2.1 The Tenderer shall bear all costs associated with the preparation and submission of its tender, and the Procuring Entity, will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the tendering process.
2.2 The Procuring Entity shall allow the Tenderer to review the tender document and the goods to be sold free of charge before tendering.
3. [bookmark: _TOC_250024][bookmark: _Toc116641815][bookmark: _Toc122762855][bookmark: _Toc122763651][bookmark: _Toc124353137]The Tender Document
3.1 The tender document comprises the documents listed below and any addenda issued per clause 2.5 of these instructions to Tenderers.
i) Invitation to tender,
ii) Instructions to Tenderers,
iii) Schedule of items and prices,
iv) Conditions of Tender,
v) Form of tender,
vi) Conﬁdential Business Questionnaire Form,
vii) Tender Commitment Declaration Form.
The Tenderer is expected to examine all instructions, forms, terms, and speciﬁcations in the tender documents. Failure to meet all the requirements of the tender will beat the Tenderer's risk and may result in the rejection of its tender.
4. [bookmark: _TOC_250023][bookmark: _Toc116641816][bookmark: _Toc122762856][bookmark: _Toc122763652][bookmark: _Toc124353138]Clariﬁcation of Documents
4.1 A prospective Tenderer requiring any clariﬁcation of the tender document may notify the Procuring Entity in writing or by post at the entity's address indicated in the Invitation for tenders. The Procuring Entity will respond in writing to any request for clariﬁcation of the tender documents, which it receives no later than twenty-one (21) days before the deadline for the submission of tenders, prescribed by the Procuring Entity. Written copies of the Procuring entities' response (including an explanation of the query but without identifying the source of inquiry) will be sent to all prospective Tenderers that have received the tender document.
4.2 Clariﬁcation of tenders shall be requested by the Tenderer to be received by the Procuring Entity no later than 15 days before the deadline for submission of tenders.
4.3 The Procuring Entity shall reply to any clariﬁcations sought by the Tenderer within 5 days of receiving the request to enable the Tenderer to make timely submission of its tender.
5. [bookmark: Page_11][bookmark: _TOC_250022][bookmark: _Toc116641817][bookmark: _Toc122762857][bookmark: _Toc122763653][bookmark: _Toc124353139]Amendment of Documents
5.1. At any time before the deadline for submission of tenders, the Procuring Entity, may for any reason, whether at its initiative or in response to a clariﬁcation requested by a prospective Tenderer, modify the tender documents by amendment
5.2. All prospective candidates that have received the tender documents will be notiﬁed of the amendment in writing or by post and will be binding on them.
5.3. To allow prospective Tenderers reasonable time in which to take the amendment into account in preparing their tenders, the Procuring Entity, at its discretion, may extend the deadline for the submission of tenders.
6. [bookmark: _TOC_250021][bookmark: _Toc116641818][bookmark: _Toc122762858][bookmark: _Toc122763654][bookmark: _Toc124353140]Tender Prices and Currencies
6.1. [bookmark: _Toc116641593][bookmark: _Toc116641819][bookmark: _Toc122762859][bookmark: _Toc122763655][bookmark: _Toc124353141]The Tenderer shall indicate on the appropriate Price Schedule the unit prices and total tender price of the items it proposes to purchase under the contract.
6.2. [bookmark: _Toc116641594][bookmark: _Toc116641820][bookmark: _Toc122762860][bookmark: _Toc122763656][bookmark: _Toc124353142]Prices quoted by the Tenderer shall be ﬁxed during the tender validity period and not subject to variation on any account. A tender submitted with an adjustable price quotation will be treated as non-responsive and will be rejected.
6.3. [bookmark: _Toc116641595][bookmark: _Toc116641821][bookmark: _Toc122762861][bookmark: _Toc122763657][bookmark: _Toc124353143]The Price quoted shall be in Naira.
7. [bookmark: _TOC_250020][bookmark: _Toc116641822][bookmark: _Toc122762862][bookmark: _Toc122763658][bookmark: _Toc124353144]Tender deposit
7.1. The Tenderer shall put a deposit for every item tendered for in the amount indicated in the schedule of items and prices, to the Bank account indicated in Section III - Schedule of Items and Prices
7.2. Failure to put the required deposit for any item tendered will lead to disqualiﬁcation of the tender for the item.
7.3. The unsuccessful Tenderer's tender deposit will be discharged or returned as promptly as possible but not later than seven (7) days after the expiration of the period of tender validity prescribed by the Procuring Entity.
7.4. The successful Tenderer's tender deposit will be credited to his tender price so that it forms part of the amount of the tender and the tender will be required to pay the tender price less the deposit security.
7.5. The tender deposit shall be forfeited:
a) If a Tenderer withdraws its tender during the period of tender validity speciﬁed by the Procuring Entity.
b) In the case of a successful Tenderer, if the Tenderer fails to pay the balance of the tender price.
[bookmark: _TOC_250019][bookmark: _Toc116641823][bookmark: _Toc122762863][bookmark: _Toc122763659][bookmark: _Toc124353145]8. Validity of Tenders
8.1 Tenders shall remain valid for 60 days or as speciﬁed in the appendix to instruction to Tenderers after the date of tender opening prescribed by the Procuring Entity, under paragraph 2.10. Tenders valid for a shorter period shall be rejected by the Procuring Entity as non-responsive.
8.2 In exceptional circumstances, the Procuring Entity may solicit the Tenderer's consent to an extension of the period of validity. The request and the responses thereto shall be made in writing. The tender deposit provided under paragraph 2.7 shall also be suitably extended. A Tenderer may refuse the request without forfeiting its tender deposit. A Tenderer granting the request will not be required nor permitted to modify its tender.
[bookmark: _TOC_250018][bookmark: _Toc116641824][bookmark: _Toc122762864][bookmark: _Toc122763660][bookmark: _Toc124353146]9. Viewing of Tender Items
9.1	Prospective tenders are advised to view the items to be sold before tendering. This will enable them to arrive at the most reasonable and competitive tenders. Tenders are based on “AS WHERE IT IS AND THE CONDITION IT IS IN” and the conditions of the items are not guaranteed or warranted by the seller.
[bookmark: Page_12][bookmark: _Toc116641825][bookmark: _Toc122762865][bookmark: _Toc122763661][bookmark: _Toc124353147]10. Sealing and Marking of Tenders
10.1	The Tenderer shall deliver the Tender in a single, sealed envelope bearing the name and Reference number of the Tender, addressed to the Procuring Entity, and a warning not to open before the time and date for the Tender opening date. Within the single outer envelope, the Tenderer shall place another sealed envelope containing the list of and prices of the items tendered for and addressed as follows.
a) Bear the name and address (including telephone number and email) of the Tenderer;
b) Bear the name and Reference number of the Tender;
c) Bear the name and address of the Procuring Entity; and
d) Attach a payment slip or certiﬁed banking details from a bank, warranting the deposit payment made for the items tender for.
10.2	If all envelopes are not sealed and marked as required, the Procuring Entity will assume no responsibility for the misplacement or premature opening of the Tender, or failure to contact the Tenderer or advise on the status of the tender or refund of the deposit. Tenders that are misplaced or opened prematurely will not be accepted.
[bookmark: _TOC_250017][bookmark: _Toc116641826][bookmark: _Toc122762866][bookmark: _Toc122763662][bookmark: _Toc124353148]11. Deadline for Submission of Tenders
Tenders must be received by the Procuring Entity at the address speciﬁed not later than:  (day, date, and time).
The Procuring Entity may, at its discretion, extend this deadline for the submission of tenders by amending the tender documents per paragraph 2.5, in which case all rights and obligations of the Procuring Entity and Tenderers previously subject to the deadline will thereafter be subject to the deadline as extended.
[bookmark: _Toc116641827][bookmark: _Toc122762867][bookmark: _Toc122763663][bookmark: _Toc124353149]12. Modiﬁcation of tenders
12.1 The Tenderer may modify or withdraw its tender after the tender's submission, provided that written notice of the modiﬁcation, including substitution or withdrawal of the tenders, is received by the Procuring Entity before the deadline prescribed for submission of tenders.
12.2 	The Tenderer's modiﬁcation or withdrawal notice shall be prepared, sealed, marked, and dispatched per the provisions of paragraph 2.9.1. A withdrawal notice may also be sent by fax or email but followed by a signed conﬁrmation copy, postmarked no later than the deadline for submission of tenders.
12.2   No tender may be modiﬁed after the deadline for submission of tenders.
[bookmark: _TOC_250016][bookmark: _Toc116641828][bookmark: _Toc122762868][bookmark: _Toc122763664][bookmark: _Toc124353150]13. Withdrawals and tenders
13.1 	No tender may be withdrawn in the interval between the deadline for submission of tenders and the expiration of the period of tender validity speciﬁed by the Tenderer. Withdrawal of a tender during this interval may result in the Tenderer's forfeiture of its tender deposit, under paragraph 2.7.5
[bookmark: _TOC_250015][bookmark: _Toc116641829][bookmark: _Toc122762869][bookmark: _Toc122763665][bookmark: _Toc124353151]14. Opening of Tenders
14.1	The Procuring Entity will open all tenders in the presence of Tenderers' representatives who choose to attend at:  (Time, Day, and Date) and in the location speciﬁed in the invitation to tender. The Tenderers or representatives who are present shall sign a register evidencing their attendance.
14.2	The Tenderers' names, tender modiﬁcations or withdrawals, tender prices, and the presence or absence of requisite tender deposit and such other details as the Procuring Entity, at its discretion, may consider appropriate, will be announced at the opening.
14.3 The Procuring Entity will prepare minutes of the tender opening.
[bookmark: Page_13][bookmark: _TOC_250014][bookmark: _Toc116641830][bookmark: _Toc122762870][bookmark: _Toc122763666][bookmark: _Toc124353152]15. Clariﬁcation of tenders
15.1 To assist in the examination, evaluation, and comparison of tenders the Procuring Entity may, at its discretion, ask the Tenderer for a clariﬁcation of its tender. The request for clariﬁcation and the response shall be in writing, and no change in the prices or substance of the tender shall be sought, offered, or permitted.
15.2 Any effort by the Tenderer to inﬂuence the Procuring Entity in the Procuring Entity's tender evaluation, tender comparison, or contract award decisions may result in the rejection of the Tenderer's tender.
[bookmark: _TOC_250013][bookmark: _Toc116641831][bookmark: _Toc122762871][bookmark: _Toc122763667][bookmark: _Toc124353153]16. Evaluation and Comparison of Tenders
16.1	The Procuring Entity will examine the tenders to determine whether they are complete, whether the Tenderer has fulﬁlled the eligibility criteria, whether any computation errors have been made, whether required deposits have been furnished, whether documents have been properly signed, and whether the tenders are generally in order. After examination, a tender that will be determined to be substantially non-responsive will be rejected by the Procuring Entity.
16.2	Provided that the Tender is substantially responsive, the Procuring Entity shall handle errors on the following basis:
a) Any error detected if considered a major deviation that affects the substance of the tender, shall lead to disqualiﬁcation of the tender as non-responsive.
b) Any errors in the submitted tender arising from a miscalculation of unit price, quantity, subtotal, and total bid price shall be considered as a major deviation that affects the substance of the tender and shall lead to disqualiﬁcation of the tender as non-responsive .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.
16.3	The Procuring Entity will evaluate and compare the tenders, which have been determined to be substantially responsive.
16.4	The tender evaluation committee shall evaluate the tender within 30 days of the validity period from the date of opening the tender.
[bookmark: _TOC_250012][bookmark: _Toc116641832][bookmark: _Toc122762872][bookmark: _Toc122763668][bookmark: _Toc124353154]17. Award Criteria
 17.1	The Procuring Entity will award the contract to the successful Tenderer(s) whose tender has been determined to be substantially responsive and has been determined to be the highest tendered price, subject to the reserve price.
[bookmark: _Toc116641833][bookmark: _Toc122762873][bookmark: _Toc122763669][bookmark: _Toc124353155]18. Notiﬁcation of Intention to enter into a Contract/Notiﬁcation of Award
18.1. Before the expiration of the period of tender validity, the Procuring Entity will notify the successful Tenderer in writing that its tender has been accepted.
18.2. Simultaneously the other Tenderers shall be notiﬁed that their tenders have been unsuccessful.
[bookmark: _Toc116641834][bookmark: _Toc122762874][bookmark: _Toc122763670][bookmark: _Toc124353156]19. Canvassing/Contacting the Procuring Entity
No Tenderer shall contact the Procuring Entity on any matter relating to its tender, from the time of the tender opening to the time the contract is awarded.  Any effort by a Tenderer to inﬂuence the Procuring Entity in its decisions on tender evaluation, tender comparison, or contract award may result in the rejection of the Tenderer's tender.
[bookmark: _Toc116641835][bookmark: _Toc122762875][bookmark: _Toc122763671][bookmark: _Toc124353157]20. Foreign Companies 
 20.1 Foreign companies and companies owned wholly or partly by foreign governments are not eligible for the purchase of public assets in Nigeria except with an exemption granted by the BPP. 
[bookmark: _Toc116641836]

[bookmark: _Toc122762876][bookmark: _Toc122763672][bookmark: _Toc124353158][bookmark: _Toc124519792]SECTION II:  CONDITIONS OF TENDER

1.1 A Tenderer may tender for each item or each lot and may tender for as many items or lots as she/she wishes.
1.2 A Tenderer will deposit in advance in a designated bank Account of the Procuring entity or submit a BANKER’S cheque (draft) deposited before the closing date of the submission for each item or lot tendered as indicated in the schedule of items and prices.
1.3 Tenderers who will be awarded contracts will be required to pay for the items after fourteen (14) days and not later than twenty-one (21) days. Failure to which the contract award will be canceled, and the deposit forfeited. If there is an administrative review, the review procedures shall be followed.
1.4 Tenderers who will not be awarded contracts will be refunded the deposits or given back their bankers cheque within fourteen (14) days after notiﬁcation of the communication of the contract awards.
1.5 Tenderers will be required to collect the items they have paid for within fourteen (14) days after making the payment, failure to which storage charges will be charged as indicated in the appendix to Conditions of Tender.
1.6 The Procuring Entity will retain conﬁdential reserve prices for all the items. Items tendered for below the reserve price will be retained by the Procuring Entity.



[bookmark: _Toc124431637][bookmark: _Toc124519793]TENDERING FORMS

[bookmark: _Hlk123545506]Tenderer is expected to complete and include the following tendering forms as part of their tender.  These documents are located in the attached Forms appendix to this Bid package.
· FORM:  FORM OF TENDER	
· FORM:  CONFIDENTIAL BUSINESS QUESTIONNAIRE	
· FORM:  TENDER DEPOSIT COMMITMENT DECLARATION	
· FORM:  SD1	
· FORM:  SD2	
· FORM:  DECLARATION AND COMMITMENT TO THE CODE OF ETHICS	
· FORM:  LETTER OF NOTIFICATION OF AWARD – ASSET DISPOSAL	
· FORM:  NOTIFICATION OF AWARD – LETTER OF ACCEPTANCE - ASSET DISPOSAL
· FORM:  TENDER SECURITY FOR ASSET DISPOSAL	
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