INSTRUCTION TO THE BIDDER (ITB)

[bookmark: _GoBack]Ref: BBL/Proc/RFQ/Y19/190

Dated: December 5, 2019 

Subject: Request for Quotation for Design, Photography and Printing of Annual Report 2019 for BRAC Bank.

BRAC Bank Limited invites Technical and financial proposals for Design, Photography and Printing of Annual Report 2019 in the RFQ. 

General Terms and Conditions:
1. Purchaser’s Right: The Purchaser reserves the right to accept/ cancel/ reject any or all offers/cancel the whole bidding process without assigning any reason. The Purchaser is not obliged to purchase the lowest offer or any offer at all. The Purchaser reserves the right to share the Bidder’s response to this RFQ with its advisors and Purchaser Business Units. Purchaser reserves the right to: conduct negotiations with one or more Bidder and/or accept/reject the Bid without any negotiations. Purchaser shall also possess the right of cancelling the bid at any point based on internal management decision.

2. Bid Submission/ Closing Date: The bidder will submit the offers by 15 December, 2019, 06:00 PM by email to the below mentioned address: tender@bracbank.com. Bidders Commercial Offer mentioning the below subject: “Commercial Offer for Design, Photography and Printing of Annual Report 2019 for BRAC Bank”

3. Manipulation or any kind of unusual approach or failure to submit the proposal/offer within stipulated time frame will be treated as “Disqualification” to attend in the bidding.

4. Point of Contact: 
i. For spec and job clarification please communicate with Md. Abdur Rahim Shohel, cell: 01730704702, email: mabdur.rahim@bracbank.com (Communications team)
ii. For Commercial Issues please communicate with Md. Ariful Haque, Cell: 01713350233, email: a.haque@bracbank.com (Procurement team)
Evaluation Criteria

Technical Evaluation
The bidders will be evaluated technically based on responses to below questions. Allotment of marks, within the overall indicated marks for each parameter, is the sole discretion of the evaluation committee.

Note: Bidders have to submit the answers to below questionnaire-
· Number of annual reports of banks designed and printed by the company previously.
· Number of employees in creative/visualizer team for design development.
· Do the company have capacity of theme design development and provide photography service?
· Number of annual reports produced by the company winning ICAB, ICMAB and SAFA Awards.
· Name of banks, the company worked with for annual report design and production.
· Years of experience in annual report designing and printing.
· Do the company itself own a printing house?
To select the bidder to award the contract, techno-commercial scoring method will be used.

Commercial Bid 
The Bidder has to submit the indicative Commercial Bid as per the format given in price annexure. The score for the Commercial evaluation will be awarded as under:
The shortlisted bidder per unit whose quote is the lowest will be awarded maximum score of 100 for that unit. Other bidders will be awarded scores in inverse proportion of their quotes to the lowest quote as per the formula
Commercial Score (CS) = Lowest Price (LP) / Bidder’s Price (BP) x 100, where
· CS stands for Commercial Score with a maximum score of 100
· LP stands for the Lowest Price among all the short-listed bidders
· BP stands for Bidder’s Price
Techno-Commercial Evaluation and Scoring
The final selection will be done by the Technical & Price Negotiation Committee on the basis of combined Techno-commercial scoring as under:
The total score will be arrived at by integrating the Technical Scores and Commercial Scores (separately for each unit) assigning 70% weightage to Technical & Functional Score and 30% weightage to Commercial Score.
The proposals will be ranked in terms of Total Scores arrived at as above. The proposal with the highest Total Score (H1) will be the selected bidder and the price quoted by him will be taken as the bid winning price and will be considered first for award of contract.

Commercial Terms and Conditions:
1. Price and VAT and Tax: The quoted price should include applicable withholding Tax and VAT.  The rate of VAT should be mentioned in the quotation.
2. Delivery Place: The Bidder will deliver the job to the Purchaser at Anik Tower, on the Agreed Date of Delivery, unless otherwise mentioned in the Purchase Order. 
3. Work Completion Timeline/Delivery Timeline: Work Completion timeline must be mentioned in the commercial offer. 
4. Offer Validity: The submitted offer must be valid for 60 days from the date of offer submission. However, on selection the price will be locked for 6 months from the date of awarding.
5. Liquidated Damages for Delay:   The Bidder has to complete the entire work within the stipulated period, in failure 1% of total contract value will be deducted for each Week delay but Penalty will be considered pro-rata basis. Bank will not consider any delay in delivery unless due to force majeure.
6. Payment Terms: Payment will be made after successful completion of delivery of ordered job & upon submission of the bill with work order & original job acceptance/completion certificate which is duly signed by authorized personnel of BRAC Bank Limited (Person’s Sign, Name, PIN, if available). Payment will be made through Bank Account only.
7. Documentation: Selected Vendor/vendors will have to submit Customs bill of entry during delivery of each consignment.

For participation of unlisted vendors, below documents are necessary:
· Company profile
· IRC
· Importers VAT registration certificate
· TIN
· All relevant certification
· Proof of supply in similar organizations
· Other documents as mentioned

