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Preface

The Standard Bidding Document (SBD) for the Procweet of Goods is based on the World
Bank format of January 1995, as subsequently nemtifind updated. Updating includes
appropriate modifications to conform with World Ba@uidelines - May 2004.

To simplify the practical routine use of the BidgliDocument, only the most commonly used
shipping terms of CIF, CIP and EXW are retainechimithe SBD with alternative text to be
substituted for other shipping terms explainecia User Guide.

The wording for alternative options in the Instiaos to Bidders (ITB) and the General
Conditions of Contract (GCC) is now contained wittithis User Guide rather than the
Bidding Document itself to ensure that the ITB &@C Sections are simple, complete and
can be used without any modification of the tex&ll additional information, alternative
options and modifications to the ITB and GCC caly @ introduced in the Bid Data Sheet
(BDS) and the Special Conditions of Contract (SCC).

The wording contained in Section Il, Instructioms Bidders, and in Section IV, General
Conditions of Contract must be used unchangedailgdtinformation and wording specific
to each procurement and contract should be inclid&sction Il - Bid Data Sheet; Section
V - Special Conditions of Contract; Section VI h8dule of Requirements; and Section VII -
Technical Specifications. The standard forms toiged are provided in Section | - Invitation
for Bids, and in Section VIII - Sample Forms.

The relevance of the wording in the Bidding Docummemust be checked against the
requirements of the specific goods to be procuréte following general directions should
be observed when using the Bidding Document.

(@ Specific details, such as the “name of the Ifager” and “address for bid
submission,” must be completed in the Sectionnvitation for Bids, in Section Il -
Bid Data Sheet, and in Section V - Special Condgimf Contract. The final
documents should contain neither blank spaces ptarcs.

(b) Amendments, if any, to the Instructions to Bickland to the General Conditions of
Contract must only be made through the Bid DateeBaed the Special Conditions of
Contract, respectively.

(c) Notes in italics included in the Invitation fBids, Bid Data Sheet, Special Conditions
of Contract, and in the Schedule of Requiremen¢srent part of the text of the
document, although they contain instructions thatRurchaser should strictly follow.
The final document should contain no footnotesepkén Section VIII where these
are for the guidance of the Bidder or Supplier.

(d) The criteria for bid evaluation and the varioosethods of evaluation in the
Instructions to Bidders (Clauses 26.4 and 26.5peetsvely) should be carefully
reviewed. Only the selected criteria should bedused expanded in the Bid Data



(e)

(f)

Sheet or in the Technical Specifications, as appt® Any criteria that are not
applicable should be deleted from the Bid Data Shee

Clauses included in the User Guide for the Bp&onditions of Contract are given as
examples only to illustrate the conditions thatudtidoe drafted specifically for each
procurement.

The Sample Forms provided in Section VIII anebe completed by the Bidder or the
Supplier. The footnotes in these forms should fte $ece they contain instructions
for the Bidder or the Supplier to follow.



Section I. Invitation for Bids

Notes on the Invitation for Bids
The Invitation for Bids (IFB) shall be issued:

1) For Open Competitive Bidding as an advertisenrer@iccordance with the Law, the
Regulations and the guidance as given in the P&obicurement Manual,

2) For Restricted Bidding (Shopping), as a direntitation to a shortlist of bidders,
when there are adequately justified grounds fag@adure from Open Bidding.

The Invitation for Bids provides information to daa potential bidders to decide whether to
participate in the bidding. Apart from the essanitiems listed in the Standard Bidding
Documents (SBD), the Invitation for Bids shouldcaladicate any important bid evaluation
criteria, or qualification requirements (for exaeph requirement for a minimum level of
experience in manufacturing or supplying a sinyae of goods).

A copy of the Invitation for Bids may be includedthe bidding documents. The information
contained in the Invitation for Bids must conformthe bidding documents and in particular
to the relevant information in the Bid Data Sheet.

Step-by-Step Preparation of the Invitation for Bids

The draft format in the Standard Bidding Documeaw only provide an outline basis for
preparation of an appropriate Invitation, and igegi to illustrate the general format of an
invitation and the major features to be included:

U Name of Procuring Entity: Insert the full name of the Procuring Entity;

O Title/Name of Bid: Insert the title or Subject of Procurement (¢Brocurement of
Pumps and Irrigation Equipment,

O Procurement Number: Insert the standard identifying number for thisqurement;

O Source of Funds:Use the wording dllocated fundsif the funding is directly from the
Government recurrent or development budget oromi finternally generated revenues in
the case of commercial Procuring Entities. If sjieegrant or loan funding will be used
to pay for the procurement, useeteived fundsand identify the organisation providing
the funds;

U Brief Summary of the Required Goods: Including details of any separation of the
procurement into individual lots;

U Background Information: Insert additional background information and/ortHer
specifications (for exampleall goods offered must conform to ISO specificatiand be
in accordance with samples available for inspecaon.........");



QO Eligibility: List all required criteria (for example: previougperience of the bidder,
annual turnover, manufacturer’s authorisation, iserworkshops located in Sierra Leone,
etc.);

U Hours for Inspection of the Bidding Documents:Insert times when the Bidding
Documents may be inspected and/or purchased afftbes of the Procuring Entity;

U Cost of Bidding Documents:State the fee required to purchase the bidding rdeats,
the method of payment, and any further details @n the documents may be purchased
by written application and delivered to bidders vawonot collect in person;

O Date and Time for Submission of Bids:Insert the approved time and date for bid
closing;

O Bid Security: Insert a fixed amount between of 2 - 5% of thénested value of the
Contract;

O Other Required Documents and Samplest.ist all other documents and samples to be
provided by bidders;

O Address: Complete with full contact information as appropeia If different addresses
are used for the sale of bid documents, submissfobids or the bid opening, these
additional addresses should be clearly specified.

Note that for direct issue of the ITB under Restrited Bidding (Shopping), a complete
set of the bidding documents will be sent to eachhart-listed bidder with the ITB.



Section Il. Instructions to Bidders

Notes on the Instructions to Bidders

The Instructions to Bidders give the informatiorcessary for bidders to prepare bids which
are responsive the requirements of the PurchaBetailed information is provided on bid
preparation, bid submission, bid opening, the b@weation procedures to be used, and on the
process of contract award.

Note that the Instructions to Bidders will not fopart of any eventual contract.

The text of Section Il must be used unchanged. S&m lll, the Bid Data Sheet, allows
all necessary adjustments specific to each procuramt to supplement, amend, or
remove the standard provisions stated Section Il.The text in the Instructions to Bidders
must be therefore be issued exactly as it is amdltered in any way except through the Bid
Data Sheet.

Agreement governing the performance of the Suppleyments under the contract, or
affecting the risks, rights, and obligations of tparties under the contract is normally
included in Section IV, General Conditions of Cawty and/or Section V, Special Conditions
of Contract. Care should be taken to avoid anyradictions between the wording of clauses
dealing with the same matter in different Sectiohthe Bidding Document.

It is important that all persons involved in theeparation of bidding documents are fully

aware of the provisions and wording of the Insinng To Bidders so that any necessary
modifications to the ITB Clauses, and the entryhaf additional information required in the

Bid Data Sheet, can be completed quickly for eackyrement.



Section Ill. Bid Data Sheet

Notes on the Bid Data Sheet

The Bid Data Sheet provides detailed informatiod avodifications specifically related to
the individual Clauses of the Instructions to Bidd@ Section Il.

The Purchaser must specify in the Bid Data Shdeteglired information regarding the
Purchaser, the processing of the procurement, pipdicable rules for the bid price and
currency, and the bid evaluation criteria that a&plply to the bids. In preparing Section llI,
the following should be recorded in the BDS:

(@) required information that specifies and commeta the provisions of Section II.

(b) amendments and/or supplements to any provisibr&ection Il as are necessary
for the specific procurement.

Step-by-Step Preparation of the Bid Data Sheet

Each clause of the Invitation to Bid should be &leelcto ensure that the required data is
entered in the Bid Data Sheet, and that the teap@opriate for the specific procurement.
Where the text of the ITB needs to be expanded,ifreddor even deleted, this can only be
done through the BDS.

The wording of the Clauses in the ITB indicates samhthe data and additional information
required in the BDS. Where additional detail tpgement or modify the clauses of the ITB
is required, this should be added to the BDS. n¥f @lause or Sub-Clause in the ITB is not
required, this may be removed by entry of the ITRBuUSe or Sub-Clause number and the
words“Not Applicable” in the BDS.

Any text in square brackets [ ] in this User Guide,in the Standard Bidding Document,
indicates an instruction to enter the appropriatermation.

Action:

ITB Clause 1.1:Insert in the Bid Data Sheet the name of the Ras®h the Procurement
Number and the Project Title or Name of Contracteparate lines.

ITB Clause 6.1:Insert the address and contact details for bidiersquest any clarifications
on the bidding documents.

ITB Clause 6.1: If the deadline for clarifications to be requesteg a bidder is to be
increased or decreased from the stated 21 dayeehtéi® deadline for submission of bids, this
modification should be entered ‘d$B Clause 6.1: Clarifications of the Bidding Doaents
may be requested by a bidderupto __ days b#ierdeadline for submission of bitds



ITB Clause 8.1:Insert“ITB Clause 8.1: The Language of the Bid is Engligtr another
language if deemed appropriate for internationds$)i

ITB Clause 10.2: If bids for alternative specifications that ast@ehe required purpose of
for the specified goods are to be permitted, insethe Bid Data SheetiTB Clause 10.2:
Alternative Bids will be considered.”

ITB Clause 11.2:There are a number of features to be insertethfsrclause to clarify the
requirements of the Purchaser in the bid pricebeosubmitted. There are separate sub-
clauses for local supply (a) and for supply fromoald (b).

The information to be added in the Bid Data Sha#itdepend mainly on the Incoterm used
to specify the shipping/delivery requirements.

For goods offered from within the Republic of Siera Leone:

Note that ITB Clauses 11.2(a)(iii) and (iv) areiops which will not applyunless specified in
the Bid Data Sheet. If the options are not regllido not insert any reference to these
Clauses in the Bid Data Sheet.

ITB Clause 11.2 (a) (iii): If inland transportation to the final destinatioithe goods is
required, insertITB Clause 11.2 (a) (iii): A separate price for inlamcinsportation,
insurance and other local costs incidental to dafyof the goods to
[insert final destination] is required

ITB Clause 11.2 (a) (iv):Specify any other incidental services to be inetlith the bid
price. “ITB Clause 11.2 (a) (iv): Other incidental servicéo be separately identified
and included in the bid price are [give list of required services]

For goods offered from abroad:

ITB Clauses 11.2 (b)(i), (ii) and (iii) are altetives and the BDS must make it clear which
shipping terms are to be used. Insert in the BD8 ‘Clause 11.2 (b): The price of the goods
shall be quoted on (CIF/CIP/FOB/FCA/CFR/CPT) [ irtséhe required shipping term ]
terms.

ITB Clause 11.2 (b) (i): If CIF or CIP shipping terms are required, add filiowing
wording in the Bid Data SheetTB Clause 11.2 (b) (i): The port (or point) of
destination is "

ITB Clause 11.2 (b)(ii): If FOB or FCA shipping terms are required, addftiilowing
wording in the Bid Data She&fTB Clause 11.2 (b) (ii): the price of the goodsaied
FOB (or FCA as the case may be) port of shipment.”

ITB Clause 11.2 (b)(iii): If CFR or CPT shipping terms are required, addfétlewing
wording in the Bid Data She&{TB Clause 11.2 (b) (i): the price of the goodsoted
CFR (or CPT) to [named port (acp) of destination]




ITB Clauses 11.2 (b)(iv) and (v):
Note that ITB Clauses 11.2 (b)(iv) and (v) are opsi which will not applyinless specified in
the Bid Data Sheet:

ITB Clause 11.2 (b) (iv):If inland transportation to the final destinatioihthe goods is
required, insert in the Bid Data Shé€fB Clause 11.2 (b)(iv): A separate price for
inland transportation, insurance and other localst® incidental to delivery of the
goods to [state final destmdtis required:

ITB Clause 11.2 (b) (v):Specify any other incidental services which arbdancluded
in the bid price. ITB Clause 11.2 (b) (v): Other incidental servidesbe separately
identified and included in the bid price are [give list of
required services]

ITB Clause 11.5: An entry for this clause is only required in th& BData Sheet if the
contract sum may be subject to price adjustmeningduhe performance of the contract. If
variations in the price are to be permitted, ingethe Bid Data SheelTB Clause 11.5: The
prices quoted shall be variable during the perfonoa of any contract based on the
following: [insert details of criteria for price gdstment].”

ITB Clause 12.1 (a):If goods and services to be supplied from witlhi@ Republic of Sierra
Leone are to be quoted in a currency other thamégoinsert in the Bid Data ShediB
Clause 12.1 (a): For goods and related servicegpieag from within the Republic of Sierra
Leone, the currency(ies) of the bid shall be

ITB Clause 12.1 (b): If goods and services supplied from outside theuRic of Sierra
Leone are to be restricted to a specific currerrcguorencies, insert in the Bid Data Sheet:
“ITB Clause 12.1 (b): For goods and related sergicipplied from outside the Republic of
Sierra Leone, the currency(ies) of the bid shall be

ITB Clause 13.3 (d):Insert a list of the specific documentary evideneguired to show
conformity of the bidder with the required qual#imon criteria. “ITB Clause 13.3 (d):
Required documentary evidence to be submittedéopitider to confirm its eligibility to bid
is as follows: . _The required evidence of
gualification will include, for example, auditedcaints for the last financial year, a valid tax
clearance certificate, Manufacturer's Authorisatiosigned statements of the bidder’s
experience in manufacturing or supplying similarod® or supplying Government
organisations in Sierra Leone, etc.

ITB Clause 14.3 (b):If applicable, enter the period required for thaikbility of spare parts
and special tools for the continued operation efgbods:ITB Clause 14.3 (b): Evidence is
required of the availability of spare parts and sqaétools etc for the continued operation of
the goods for a period of

ITB Clause 15.1: Insert a fixed amount between 2 - 5% of the edeohavalue of the
Contract;[“ITB Clause 15.1: The amount of Bid Security shHagl not less than]



ITB Clause 16.1:Insert the period of bid validity required ensagrihat a sufficient period is
allowed to complete the evaluation and approvaiegss.'ITB Clause 16.1: The period of
bid validity shall be days from the datesubmission of bids.”

ITB Clause 17.1:Insert the number of copies of the bid requiredéosubmitted: “ITB
Clause 17.1: In addition to the original of the pttle number of copies required is .

ITBClause 18.2 (a):Insert the full address of the Purchaser for th@rission of bids!ITB
Clause 18.2 (a): The address for submission of isids

ITB Clause 18.2 (b):Insert the IFB Title and the Procurement NumBErB Clause 18.2
(b): IFB title and Procurement Number:

ITB Clause 19.1:Insert the time and date of the deadline for subimis of bids:“ITB
Clause 19.1: The deadline for submission of bids is  hours on (date)”

ITB Clause 22.1:Insert the full address for the bid openifigB Clause 22.1: The opening
of bids shall take place at hours on [ date] at
[insert full address]”

ITB Clause 25.2:Insert the name of the currency to be used for edimg bids to a common
base for evaluation purposes, the source of theersion rates, and the date applicable. For
exampleXITB Clause 25.2: The common currency for evaluatpurposes is Leones and all
bids in other currencies will be converted to Lepa the selling exchange rate quoted by
the Central Bank of Sierra Leone on the date ofiigedline for submission of bids”.

ITB Clause 26: This clause in the Instructions to Bidders hasnberitten for the standard

methods of award of contract to either (Optiontl lowest priced bid, or (Option 2), the
best-evaluated bid after adjusting the bid prigesfrecified deviations from the original terms
of the Bidding Documents.

If the third option of a merit-point evaluation 3% is used, ITB Clause 25.6 must be
substituted through the Bid Data Sheet by the gesdn below under “Option 3 - Alternative
for merit-point evaluation methods”

NOTE: A merit point evaluation system should only bedis goods procurement when the
physical characteristics or performance requiremeintthe goods are impossible to specify
with sufficient precision to ensure comparabilitgtiween bids, or the Purchaser has only
limited knowledge of what may be available in tharket. Merit point evaluation takes
longer to complete, and may result in higher spetifind more expensive goods being
procured than are necessary for the purpose. Theegs is not as transparent as other
evaluation methods, and bidders often suspect mkmipn of the scores in favour of a
preferred bidder. A comprehensive written juséifion for the use of a merit-point system
must be approved by the Procurement Committeeflanddvice of the Public Procurement
Authority sought before proceeding with the procueat.

OPTION 1 - Lowest price standard evaluation method:

When the only evaluation criterion is the actuadl Ipirice of responsive bids, no
reference to ITB Clause 26 should be entered iBttidata Sheet.
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OPTION 2 - Best-evaluated price (after including spcified adjustments) standard
evaluation method:

ITB Clause 26.4:Insert in the Bid Data Sheet the appropriate factorbe taken into
account from the list provided in the ITB which Mak used in the evaluation process to
adjust the bid price for evaluation purposes only.

NOTE: Do not include factors unless there is a valid aaa®r using them and the
adjustment penalty can be calculated at a reahsticpe. Once the factors have been
named in the Bid Data Sheet they must be appliedth® evaluation and
recommendation for contract award.

Insert in the Bid Data Sheet:
“ITB Clause 26.4: In addition to the bid price tiedowing factors will be taken into
account in determining the best-evaluated bid. (&ample:)
(a) Cost of inland transportation, insurance andhert costs within the Republic of
Sierra Leone incidental to delivery of goods tartfieal destination;
(b) Delivery schedule offered in the bid;
(g) The performance and productivity of the equipinoéfered”

ITB Clause 26.5:For each factor listed in the Bid Data Sheet flmu€e 26.4, an explanation
of how the factor will be evaluated is given in tinstructions to Bidders. For each factor
selected and listed in Clause 26.4 of the Bid Citaet, insert the appropriate ITB Sub-
Clause reference number from Clause 26.5 and prdiiel additional information required to
be stated by that clause. Using the example almv€lause 26.4:

“ITB Clause 26.5: The methods indicated in the WiB be used to quantify the factors
selected in Clause 26.4 above:

ITB Clause 26.5 (a): The Project site is

ITB Clause 26.5 (b) (iii): The adjustment for vdrams in deliveries from the
specified delivery schedule will be _ % ( perrent of the bid price per week
of variation.

ITB Clause 26.5 (g): For each drop in performanceetiiciency below the specified
requirements, an adjustment of willdeted to the bid price.”

OPTION 3 - Alternative for merit-point evaluation methods:

Replace ITB Clause 26.5 through the Bid Data Sivebt an explanation of the method and
weightings to be used for selection of the bestemtad bid. Note that the weighting for
price should never be less than 70% of the total mié points.

ITB Clause 26.5:Insert in the Bid Data SheétTB Clause 26.5: A merit point scoring
system will be applied to assess the best-evalustedn the following basis:
" [see @ramelow]:

11



Simple merit point example for guidance only:

“The evaluation will score each responsive bid adaog to the following factors:
Maximum Points
Technical Evaluation

(a) Capacity 30
(b) Efficiency 30
(c) Operating Costs 20
(d) Service Intervals 5
(e) Availability of Spares and Service Facilities irei$a Leone 10
(H Standardisation 5
Total Technical Points 100

Bids scoring less than 70 points on the technesalluation will not be considered for
financial evaluation or an award of contract.

Financial Evaluation
(g) The Total Bid Price of each bid will be scoetording to the following formula:

Financial Score = Lowest Bid Price x 100
Price of the Bid being considered (maximum 100)

Total Score
The Technical and Financial Scores will be com8ifer each bid using a weighting
factor of 20% for Technical scores and 80% for Fioial scores.

The bid receiving the highest number of pointd i recommended for award of
contract, subject to ITB Clause 29.”

ITB Clause 26.6: If bids have been invited for individual lots, damward of multiple
contracts to an individual bidder is permitted,eiisthe evaluation methodology and the
application of any cross-discounts to determineatliard of contracts. ExampléTB Clause
26.6: Cross-discounts shall be applied to deteartine lowest total evaluated cost of all
combinations of contracts to be awarded.”

ITB Clause 27.1: Do not insert any reference to this Clause in tite Bata Sheet unless a
margin of domestic preference for local bidder®ibe used in the evaluation of bids.

ITB Clause 31.1: Insert in the Bid Data Sheet the percentagen) &or possible increases
or decreases in the quantity of goods as origirsdBcified in the Schedule of Requirements:
“ITB Clause 31.1: The percentage of increase orrdase in the quantities specified in the
Schedule of Requirementsis ___ percent.”

12



Section IV. General Conditions of Contract

Notes on the General Conditions of Contract

The General Conditions of Contract in Section I€ad in conjunction with the Special
Conditions of Contract in Section V and other doeuis listed therein, should be a complete
document expressing all the rights and obligatmfrthie parties to the contract.

The General Conditions of Contract must not be alteed. Any changes and
complementary information, which may be needed, shiabe introduced only through
the Special Conditions of Contract in Section V.

It is important that all persons involved in theeparation of bidding documents are fully
aware of the provisions and wording of the Gen&ahditions of Contract so that any
necessary modifications to the clauses in the Gé¢@onditions of Contract and the entry of
the additional information required in the Spedainditions of Contract can be completed
quickly for each procurement.

13



Section V. Special Conditions of Contract

Notes on the Special Conditions of Contract

Similar to the Bid Data Sheet in Section lll, tHeuses in this Section V are intended to assist
the Purchaser in providing contract-specific infatimn in relation to corresponding clauses
in the General Conditions of Contract.

The provisions of Section V complement the Gen€ahditions of Contract in Section IV,
specifying contractual requirements linked to thecgal circumstances of the Purchaser, the
Republic of Sierra Leone, the sector, and the Gguashased. In preparing Section V, the
following aspects should be checked:

(8) Required information that complements provisioof Section IV must be
incorporated.

(b) Amendments and/or supplements to provisionSextion IV, as necessitated by
the circumstances of the specific purchase, masetla¢ incorporated.

Step-by-Step Preparation of the Special Conditionsf Contract

The Special Conditions of Contract must be prepaedar as possible before issue of the
bidding documents to ensure that Bidders are awfiterms and conditions on which they
are bidding.

Each clause of the General Conditions of Contracull be checked to ensure that data
required in the Special Conditions of Contractdsarded and that the text is appropriate to
the specific procurement. Where the text of theCG@eds to be expanded, modified or even
deleted, this can only be done through the SCC.

The text of the clauses in the GCC indicates somihe data and additional information

required in the SCC. Where additional detail tpement or modify the clauses of the
GCC is required, this should be added in the S€&ny Clause or Sub-Clause in the GCC is
not required, this may be removed by entry of t&03Clause number and the words “Not
Applicable” in the SCC.

Text in square brackets [ ] indicates further gnmaor an instruction to be completed with
the appropriate information.

Action:
GCC Clause 1.1 (g): Insert the full name of the Purchaser in the S@LC Clause 1.1

(9): The Purchaser is [insert name of
Purchaser].”

14



GCC Clause 1.1 (i): The name of the Supplier can only be insertechduinalisation of the
Contract for the winning bidder and should be fnk during initial preparation of the
Bidding Documents. The following text will then beserted in the SCCGCC Clause 1.1
(): The Supplier is [insert name of
winning bidder].”

GCC Clause 1.1 (j): If goods are to be delivered to a specific progg, insert the location
of the project site in the SCCGCC Clause 1.1 (j): The Project Site is

GCC Clause 3.1: Insert details of eligible and ineligible couesiaccording to the current
polices of the Government of Sierra Leone. Exami@C Clause 3.1: All countries and
territories which are member states of the Unitedidhs are eligible.”

GCC Clause 7.1: Specify the amount of performance security requiegpressed as a
percentage of the Contract Price in the SGRCC Clause 7.1: The amount of performance
security as a percentage of the Contract Priceldb@la minimum of percént.

GCC Clause 7.4: Specify any additional conditions relating to tdescharge of the
performance security. If the amount of the perfarogasecurity is to be reduced during any
warranty period, insert in the SCGCC Clause 7.4: “After delivery and acceptancetiog
Goods, the performance security shall be reduced to % of the Contract Price to cover
the Supplier's warranty obligations in accordancehwGCC Clause 15.2.”

GCC Clause 8.1: Specify in the SCC the inspections and tests reduefore shipment and
final acceptance of the Good&CC Clause 8.1: “Inspections and tests prior tapghent of
Goods and at final acceptance are as follows:
[insert a list of the inspections and tests reqd]ré

GCC Clause 9.2: Specify in the SCC any additional packing, markamgl documentation
within and outside the packages, as required fer gshipment: “GCC Clause 9.2: The
additional packing, marking and documentation siallas follows:
. " [list the precise packing andrkirag instructions]

GCC Clause 10.3: Specify in the SCC the documents to be submittedhe Supplier
depending on the Incoterm used. The following éxamples are given for guidance:

Example for Goods supplied from abroad under CIF tems:

“GCC Clause 10.3: Upon shipment, the Supplier shadtify the Purchaser and the
Insurance Company with the full details of the skept, including Contract number,
description of Goods, quantity, the vessel, thiedbilading number and date, port of loading,
date of shipment, port of discharge, etc. The Bepghall forward the following documents
to the Purchaser, with a copy to the Insurance Camyp

(i) copies of the Supplier’'s invoice showing GoodisScription, quantity, unit price,
and total amount;

(i) originaland____ copies of the negotiable, clean, on-board billaafing marked
“freight prepaid” and___ copies of non-negotiable bill of lading;

(i) copies of the packing list identifying conterf each package;
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(iv) insurance certificate;

(v) Manufacturer’'s or Supplier’'s warranty certifiteg

(vi) inspection certificate, issued by the nomidatspection agency, and the
Supplier’s factory inspection report; and

(vii) certificate of origin.

[List any other documents required, depending ughenincoterm specified.

The above documents shall be received by the Psecta least one week before arrival of
the Goods at the port or place of arrival and, dt meceived, the Supplier will be responsible
for any consequent expenses.”

Example for Goods supplied from within the Republicof Sierra Leone on EXW terms:
“GCC Clause 10.3: Upon delivery of the Goods to ttamsporter, the Supplier shall notify
the Purchaser and forward the following documeatthe Purchaser:

(i) copies of the Supplier’'s invoice showing GoodisScription, quantity, unit price,
and total amount;

(i) delivery note, or truck receipt;

(i) Manufacturer’s or Supplier's warranty certdate;

(iv) inspection certificate issued by the nominatedpection agency, and the
Supplier’s factory inspection report; and

(v) certificate of origin.

The above documents shall be received by the Psechmefore arrival of the Goods and, if
not received, the Supplier will be responsiblegny consequent expenses.”

GCC Clause 11.1: Insert the required insurance cover for the defive the SCC. The

following example is given for CIF or CIP shipmet@®CC Clause 11.1: The Insurance shall
be in an amount equal to 110 percent of the CIFGIP value of the Goods from
“warehouse” to “warehouse” on an “All Risks” basisncluding War Risks and Strikes.”

GCC Clause 13.1: Specify in the SCC details of all required incit# services e.g.

assembly, commissioning, training, etc. which amuded in the Contract Prick5CC
Clause 13.1: Incidental services to be provideet ar
[itemise services from the Schedule of Requirerhénts

GCC Clause 14.1:Specify in the SCC any additional requirementsteeldo spare parts
which are not specifically covered by the SchedfilRequirements. The following is given
as an example only:GCC Clause 14.1: The Supplier shall carry suffrdienventories to
ensure ex-stock supply of consumable spares fdetinels. Other spare parts and
components shall be supplied within a maximumrekti3) months of placing an order.”

GCC Clause 15.2: Specify in the SCC any detailed requirements f& warranty and
penalties for failure of the Supplier to meet harsanty obligations. The following is given
as an example only:*GCC Clause 15.2: In partial modification of theqwisions, the
warranty period shall be hours of operation o months from date of acceptance
of the Goods or months from the date of shipnwhichever occurs earlier. The
Supplier shall, in addition, comply with the perfance and/or consumption guarantees
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specified under the Contract. If, for reasonsihtitable to the Supplier, these guarantees
are not attained in whole or in part, the Supplstll, at its discretion, either:

(@ make such changes, modifications, and/or amlastito the Goods or any part
thereof as may be necessary in order to attain t¢batractual guarantees
specified in the Contract at its own cost and egpeand to carry out further
performance tests in accordance with SCC 4,

or

(b) pay liquidated damages to the Purchaser withpeet to the failure to meet the
contractual guarantees. The rate of these liguedatiamages shall be
[state rates and conditions to be applied].

GCC Clause 15.4:Insert in the SCC the period allowed to the Supghe correction of
defects during the warranty peric@CC Clause 15.4: The period for correction of defe
in the warranty period is days.”

GCC Clause 15.5:Insert in the SCC the period allowed to the Supghe correction of
defects during the warranty peric@CC Clause 15.5: The period for correction of dsfe
in the warranty period is days.”

GCC Clause 16.1insert in the SCC the payment schedule and coamditof payment under
the contract. In most cases this information is campleted until final agreement of the
payment schedule with the successful bidder prorcantract signature. The following
examples are provided for guidance onfCC Clause 16.1: The method and conditions of
payment to be made to the Supplier under this @ohshall be:

Example: Payment for Goods supplied from abroad:
Payment of the foreign currency portion shall bedman [state currency] as
follows:

(i) Advance Payment: Ten (10) percent of the Contract Price shall bedpaithin
forty-five (45) days of signing of the Contractdampon submission of an invoice
and a bank guarantee for equivalent amount valitll she Goods are delivered.
The Bank Guarantee shall be in the form providetha bidding documents or
another form acceptable to the Purchaser.

(i)  On Shipment: Eighty (80) percent of the Contract Price of theo@® shipped
shall be paid through irrevocable confirmed lettdrcredit opened in favour of
the Supplier in a bank in its country, upon submis®f documents specified in
GCC Clause 10.

(iii) On Acceptance: Ten (10) percent of the Contract Price of Goodsied shall
be paid within forty-five (45) days of receipt bEtGoods upon submission of a
claim supported by the acceptance certificate idduethe Purchaser.

Payment of local currency portion shall be madd.@ones within ninety (90) days of

presentation of a claim supported by a certificiten the Purchaser declaring that the

Goods have been delivered and that all other catéich Services have been performed.
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Example: Payment for Goods and Services supplied from within the Republic of Sierra
Leone:

Payment for Goods and Services supplied from witienRepublic of Sierra Leone shall

be made in [currency], as follows:

(i) Advance Payment: Ten (10) percent of the Contract Price shall bedpaithin
forty-five (45) days of signing of the Contract aggh a simple receipt and a bank
guarantee for the equivalent amount and in the fgmovided in the bidding
documents or another form acceptable to the Purehas

(i)  On Delivery: Eighty (80) percent of the Contract Price shallgzed on receipt of
the Goods and upon submission of the documentgisdan GCC Clause 10.

(iii) On Acceptance: The remaining ten (10) percent of the Contract €réhall be
paid to the Supplier within forty-five (45) dayseafthe date of the acceptance
certificate for the respective delivery issued iy Purchaser.”

GCC Clause 17.1:If the Contract Price is subject to price adjusitrduring performance of
the contract (other than as specified in Articleél bf the Regulations), insert in the SCC a
clause describing the price adjustment mechanisanreference to an attachment to the SCC
describing the mechanismfGCC Clause 17.1: Prices shall be adjusted in actaorce with
the following provisions: [lidetailed methodology for price
adjustments]”

GCC Clause 23.1: Insert in the SCC the applicable rate and the mani percentage to be

deducted for liquidated damagesGCC Clause 23.1: The rate for liquidated damagss i
percent per week or part thereof. The maxirdeduction for liquidated damages is
percent.”

GCC Clause 28.2.2:Specify in the SCC the rules of arbitration to loioived for the
settlement of disputes. For international congddNCITRAL arbitration rules are the most
commonly used, and for local contracts an apprdiedra Leone arbitration service should
be specified. Example clauses:

For contractswith a foreign supplier:

“GCC Clause 28.2.2: Any dispute, controversy orimlarising out of or relating to this
Contract, or breach, termination or invalidity tremf, shall be settled by arbitration in
accordance with the UNCITRAL Arbitration Rules apr@sent in force.”

For contractswith a local supplier:

“GCC Clause 28.2.2: Any dispute, controversy orimlarising out of or relating to this
Contract, or breach, termination or invalidity tremf, shall be settled by arbitration in
accordance with the arbitration rules at presenfance.”

GCC Clause 30.1:Insert in the SCC the language of the Contracormally English but
may be another appropriate language for largernat®mnal bids. “GCC Clause 30.1: The
Governing Language of the Contract shall be English

GCC Clause 31.1:If the applicable law is agreed to be other thenlaw of the Republic of
Sierra Leone, insert in the SC@GCC Clause 31.1: The Applicable Law shall be ther lof
[insert name of Country or otherse of law].”
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GCC Clause 32.1: Insert in the SCC the addresses for both the Bserhand the Supplier.
This information is normally entered in the SCCidgrfinalisation of the contract with the
successful bidder prior to signaturé&lause GCC 32.1: The Purchaser’s address for retic

purposes is [insert Puratmaddress].
The Supplier's address for notice purposes is [insert Supplier's
address].”
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Section VI. Schedule of Requirements

Notes for Preparing the Schedule of Requirements

The Schedule of Requirements must be includedarbitiding documents by the Purchaser,
and include as a minimum, a description of the goaxd services to be supplied and the
delivery schedule.

The purpose of the Schedule of Requirements igduige sufficient information to enable
bidders to prepare their bids efficiently and aately, in particular, the Price Schedule, for
which a form is provided in Section VIII. In addin, the Schedule of Requirements, together
with the Price Schedule, will serve as a basisafor quantity variations at the time of award
of contract pursuant to ITB Clause 31.

The date or period for delivery must be carefuigafied, taking into account:

(a) the implications of the Incoterms specified in thetructions to Bidders. Note that
under CIF, CIP, FOB, or FCA termé&delivery” takes place when goods are
delivered to the carriers. The date or period specified must thereforateeto this
“delivery” to the carriers and not to the date eripd that the Goods are required to
be received by the Purchaser.

(b) the date or period prescribed for delivery will pyebmmence when the Purchaser’s
delivery obligations are specified to start — ewgthe date of contract award, the date
of contract signature, the date of opening or cordtion of a letter of credit.

Step-by-Step Preparation of the Schedule of Requingents

Insert in the Schedule of Requirements the Item bemnDescription, and Quantity for each
individual item.

Complete the required Delivery Schedule for indisatlitems, groups of items, or the total
shipment in weeks or months. The starting poiomfrwhich the delivery schedule will
commence must be entered. Examples of possihténgtgoints which could be specified
are:

the date of contract award,;

the date of contract signature;

the date of issue of an advance payment;

the date of receipt of an advance payment;

the date of opening of the Letter of Credit; or

the date of confirmation of the Letter of Credit.

An example wording for the Delivery Schedule i®elivery is required in a single shipment
within six weeks following the date of Contracinsiyre.”
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Section VII. Technical Specifications

Notes for Preparing the Technical Specifications

Precise specifications are essential for bidderegpond realistically and competitively to the
requirements of the Purchaser without qualifyingritivids. Specifications must be drafted to
permit the widest possible competition and, atséuee time, provide a clear statement of the
required standards of workmanship, materials, artbpnance of the goods and services to
be procured. This is essential for the objectisésconomy, efficiency, and fairness in
procurement to be realised, the responsivenesglsfit be ensured, and the subsequent task
of bid evaluation facilitated. The specificatiagtsuld require that all goods and materials to
be incorporated in the goods be new, unused, anleofost recent or current models, and
that they incorporate all recent improvements isigle and materials unless otherwise
specified in the contract.

Samples of specifications from previous similargur@ments in the Republic of Sierra Leone
are useful in this respect. Depending on the dexity of the goods and the repetitiveness
of the type of procurement, it may be possible tandardise the General Technical
Specifications and incorporate them in a separatesextion. The General Technical
Specifications should cover all classes of workrhgnsmnaterials, and equipment commonly
involved in manufacturing similar goods, althought necessarily to be used in a particular
procurement. Deletions or addenda could then ati@pGeneral Technical Specifications to
the particular procurement.

Care must be taken in drafting specifications teuems that they are not restrictive. In the
specification of standards for equipment, materiagsxd workmanship, recognised
international standards should be used wherevesilges If other standards are specified,
whether national standards of the Republic of &ieeone or other recognised standards, the
specifications should state that equipment, mdseriand workmanship that meet other
authoritative standards, and ensure at least atasuladly equal quality to the specified
standards, will also be acceptable. The followalguse may be inserted in the Special
Conditions of Contract or the Technical Specificas.

Sample Clause: Equivalency of Standards and Codes

“Wherever reference is made in the Technical Sjatibns to specific standards
and codes to be met by the goods and materialse tlutmished or tested, the
provisions of the latest current edition or revisiof the relevant shall apply,
unless otherwise expressly stated in the Contratthere such standards and
codes are national or relate to a particular coyntr region, other authoritative
standards that ensure substantial equivalence t® $tandards and codes
specified will be acceptable.”

Reference to brand names and catalogue numberkidi®avoided as far as possible. Where
these are unavoidable they should always be follideyethe words “or at least equivalent.”
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Where appropriate, drawings, including site plasmiseguired, may be issued by the Purchaser
with the bidding documents, and sample goods madiahle for inspection by the bidder.
Similarly, the Bidder may be required to providewings, certificates of conformity with

inspected samples, or samples either with itsdridor prior review by the Purchaser during
contract execution.
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Section VIIl. Sample Forms

Notes on the Sample Forms

The Bidder is required to complete and submit with bid the Bid Form and Price
Schedulespursuant to ITB Clause 9 and in accordance wighréguirements included in the
bidding documents.

When requested in the Bid Data Sheet, the Biddeuldrprovide theBid Security, either in
the form included hereafter or in another form atakle to the Purchaser, pursuant to ITB
Clause 15.3.

The Contract Form, when it is finalised at the time of contract agawill incorporate any
corrections or modifications to the accepted bglling from price corrections pursuant to
ITB Clause 16.3 and GCC Clause 17, acceptable til@vsa(e.g., payment schedule pursuant
to ITB Clause 26.5 (c)), spare parts pursuant ® Olause 26.3 (d), or quantity variations
pursuant to ITB Clause 31. The Price ScheduleSattedule of Requirements which form
part of the contract will be modified accordingly.

The Performance Security Form and Bank Guarantee Form for Advance Payment
should not be completed by the bidders at the tohéheir bid preparation. Only the
successful Bidder will be required to provide parfance security and bank guarantee for
advance payment in accordance with one of the fomdigated herein or in another form
acceptable to the Purchaser and pursuant to GOG€d&.3 and 16.1, respectively.

The Manufacturer's Authorisation form should be completed by the Manufacturer, as
appropriate, pursuant to ITB Clause 13.3 (a) atngited by the Bidder with his bid.

Action:

No action is required by the Purchaser on any efsdmple forms at the initial stage of issue
of the Bidding Documents, but the Contract Form néled to be completed by the Purchaser
before signature by both parties to the contract.

Following completion of the bidding and contractaad processes, complete the Contract
Form and the Special Conditions of Contract toeatflall agreements between the Supplier
and the Purchaser.

Assemble all required documents which form a patihe Agreement as listed in the Contract
Form, and prepare four sets of all documents tyagure by both parties to the contract.
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