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Tender References: ACTED-13ATB-AMN-2012-28DRAD-230112
PRO-05


g/CALL FOR TENDER ACTED JORDAN
PART A – INSTRUCTIONS TO BIDDERS
Date:


23 January 2012
Tender reference:
ACTED-13ATB-AMN-2012-28DRAD-230112


Closing Date:

2 February 2012
Subject of Tender:
60 radio announcements
ACTED is currently implementing its project in Jordan on Promotion of Sexual & Reproductive Health Rights (SRHR) among youth. This project is funded by the European Union. With this tender ACTED is requesting a company to provide detailed written offers for the following services / products.
A. Product specifications:

· 60 radio announcements: 

1. production / montage (voice-over)

2. placement / broadcast on National Radio Stations
Details:

1. The announcements will consist of concise messages about four topics: reproductive health, family planning, sexually transmitted infections (STIs) and domestic violence

2. The length of each announcement will range from 30 to 60 seconds

3. The announcements should be broadcasted over a period of 6 months

B. Responsibilities of the Bidder:

Terms of delivery:



1. The bidder can submit an offer for both or only one service requested

2. We kindly request interested companies to specify each cost individually (for production & broadcast)

3. The bidder should mention the Name of the Radio Station where they propose to make the broadcast

4. Validity of the Bidder’s offer:
Minimum ONE MONTH 

5. All prices should include tax

C. General conditions:

1. The deadline for the submission of offers is fixed to  02 February 2012 at 17:00 h Jordan time
2. Offers must be submitted in a sealed envelope using the ACTED standard bidding documents to the following ACTED office in Amman:
	Offers delivery address

	ACTED office Amman – 25 Ahmad Shawqi St (opposite from Terra Sancta Kindergarden), Jabal Al Lweibdeih, Amman, Jordan


3. Bidders are requested to fill in, sign, stamp and return the Offer Form according to ACTED’s format. Bidders will sign and return all pages of the Product Specifications for which they apply. For receiving the bidding forms or/and enquiries, please use the following e-mail address: amman.tender@acted.org 
4. Bidders must attach a copy of Company registration certificate and/or license
5. The offers must be submitted to the ACTED logistics department in a sealed envelope with the mention “not to be opened before  02 February” and the Tender reference (see above).

6. Late offers will not be considered and automatically rejected 

7. ACTED will not be responsible for any costs or expenses incurred by the Bidders in connection with the preparation and submission of the bids to ACTED. 
8. To obtain more information regarding the technical specifications required for service/ product requested and to download the full version of the bidding documents, please visit ACTED website www.acted.org/category/tenders/
9. For all other enquiries, please use the following e-mail address: amman.tender@acted.org 
D:
Instruction For Tender Submission:

1. Prepare ONE OFFER FORM and tick the box(es) which apply(ies) to the Location where you agree to deliver. 

2. If you are not able to provide offers for both services (1. &  2.), only fill in the table for the service for which you wish to submit an offer.

3. Please fill all required information in the Offer Form (Part B) for each of the service for which you apply.

4. Put all required documents in the Company Profile Form  (Part C - Call for Tender, Offer Forms, Copy of company registration/license, technical brochures etc.) signed and stamped into an envelope and seal & sign it. 

5. Write the tender reference at the back of envelop as indicated above (section C-5)

6. Send it to the address as mentioned above (section C-2).

7. If you are not in a position to send your offer(s) by mail (postal service), you can send your offer(s) over e-mail  to ACTED by respecting the instructions below:

a. Scan your offer(s) after it is signed and stamped;

b. Make sure your scan copy is clear and readable;

c. Send it to amman.tender@acted.org with a delivery confirmation request

d. In the subject line, mention the tender reference (see above, 1st page)

8. Suppliers sending their offer by E-mail will be requested to submit original offers at a later stage if their offer is pre-selected.

E:
Required documents to be submitted to ACTED:
1. PART A – Instructions to Bidders must be attached, filled, signed and stamped by the supplier (compulsory)
2. PART B – Offer Form must be attached, filled, signed and stamped by the supplier. The bid prices shall be in JOD and all columns of items applied to have been filled (compulsory) 
3. PART C – Company Profile Form must be attached, filled, signed and stamped by the supplier (compulsory)
4. ANNEXES – Proofs of past performances in a similar field of activity 
5. ANNEXES – Application Letter on Company Template,

6. ANNEXES – A Copy of Company registration documents and license 

7. An original and one copy of the bid must be provided

8. All bidding documents must be filled in English
Note:
a. Bidders may provide offers only for 1 batch or item. However, filling all information regarding every batch / item in the Offer Form (e.g. unit prices) is compulsory; any missing information may lead to rejection of your offer(s),

b. Bidders should consult the ACTED website regularly for possible modifications to this call for bids,

c. Quantity can be changed, in that case ACTED will considere unit price as reference during the offers’ selection.

d. The submission of offer(s) to this call for tender may not result in the award of a contract,

e. ACTED will not be responsible for any costs or expenses incurred by the Bidders in connection with the preparation and submission of the bids to ACTED,

f. Sample provided to ACTED by all unsuccessful bidders will be returned. The samples provided by the tender winner will remain ACTED property  
g. Only shortlisted suppliers will be further contacted. Should you not receive confirmation from ACTED within 7 days, please consider your offer as not pre-selected,
h. Documents sent without signature and / or stamp on every pages will not be accepted as valid offers.
For Bidder’s Use

I undersigned, the Bidder, agree with the instructions and general conditions of this Call for Tender.

Company Name:





_________________________

Authorized Representative Name:



_________________________
Signature:





_________________________
PART B – OFFER FORM ACTED JORDAN
Date:




Tender Reference:


To be filled by Bidder (Compulsory)

Details of Bidding Company:

1. Company Name:





______________________________

2. Company Authorized Representative Name:

______________________________

3. Company Registration No:



______________________________

     No/Country/Ministry

4. Company Specialisation:




______________________________

5. Mailing Address:


___________________________________________________

             Country/Governate/City/St Name/Shop Office No

6. Contact Numbers:

    Land line:_________________ / Mobile: ________________

7. E-mail Address:





______________________________

I undersigned, _______________________, the Bidder, agree to provide ACTED, non-profit NGO, with items answering the following specifications, according to the general conditions and responsibilities that I engage myself to follow.

Please fill in the following information and table below:

Delivery period guaranteed from contract’s signature:,
................................................. Days  for 50% of the service
................................................. Days  for 100% of the service
Validity of Offer:

................................................. Weeks (recommended: 2 months)
Other specifications:

.........................................................................................................................................................................................
.........................................................................................................................................................................................
.........................................................................................................................................................................................
Price list and specifications:
	
	Item N°
	Description
	Additional Information
	Unit
	Total Quantity
	Unit Price/Inclusive of  tax
	Total Price

	
	
	
	
	
	
	
	

	
	Radio Announcements

	
	1
	
	
	
	
	
	

	
	2
	
	
	
	
	
	

	
	3
	
	 
	
	
	
	

	
	4
	
	
	
	
	
	

	
	5
	
	
	
	
	
	

	
	6
	
	
	
	
	
	

	
	7
	
	
	
	
	
	

	
	8
	
	
	
	
	
	

	
	9
	
	
	
	
	
	

	
	10
	
	
	
	
	
	

	
	11
	
	
	
	
	
	

	
	12
	
	
	
	
	
	

	
	13
	
	
	
	
	
	

	
	14
	
	
	
	
	
	

	
	15
	
	
	
	
	
	

	
	16
	
	
	
	
	
	

	
	17
	
	
	
	
	
	

	
	18
	
	
	
	
	
	

	Total Cost of Material Inclusive of tax
	
	
	

	Total Cost of Transportation Inclusive of Taxes
	
	
	

	16% GST Tax If Applicable 
	
	
	

	Grand Total Cost 
	
	
	


Authorized Singature and Stamp 

PART C – Company Profile
Note: This Company Profile must be filled in by Company Owner / Legal Representative.

	A. Company Name:


	B. Company Owner(s) / Partners full names:

1

2

3

4
	C. Company Legal Autorized Representative for this Tender:

Complete Name:                                ______________________________

Position in the Company:                  ______________________________
Signature:                                          ______________________________


	D. Additional Information about the Contractor:

1 Official Date of Registration:                                                               ______________________________

2 Company Type / Profession as per Registration:                                 ______________________________

3 Full Name of the Three contractor Representatives:

Name

Position

Location

Mobile Number

4 Total number of full time employees:

5 Telephone Number:

6 Fax Number:

7 Email Address:

8 Have you worked before with NGOs? If Yes, please list them with detailed information:

	9 Have you worked before with the same type of projects? If Yes, please list them below with detailed information               (if needed please provide separate list):
10 Bank Account Details:

(Please use yes or no only)




	E. Past Performances:

1 Contract Award History
Please the last supply contracts awarded by your company since 2009 up to now

No

Project Description

Location

Partner Name

Duration

Project Cost (USD)

1

2

3

4

5

2 Company Assets as of April 1st 2011:
Please list your Company main assets (machine, equipment, premises & warehouses, trucks & heavy machines, production center, etc)

No

Description

Location/Address

Quantity

1

2

3

4

5




I undersigned, certify that I am the designated legal representative of this Company, that the information provided above is correct and I am aware of the fact that I will be held responsible for providing false information.

I declare and certify that the information above is true and accurate to the best of my knowledge. I understand and accept any false or inaccurate information may result in the cancellation of any offer made by the Bidder, even if discovered later.

Name


_______________________

Position:

_______________________

Signature & Stamp:
_______________________

Date:

_______________________
BIDDER’S CHECK LIST - ACTED JORDAN







(For ACTED use only)
Date:

24/Nov/2011



Supplier Code:

____________

	Before sending your BIDDING DOCUMENTS, please check that each of the following componentS IS complete and respectS the following criteria :
	To be filled in by Bidder
	To be filled in by Opening Committee

(For ACTED use only)
	Comments

(For ACTED use only)

	
	Yes
	No
	Yes
	No
	

	1.An original and one copy of the bid have been provided
	
	
	
	
	

	2. PART A – Instructions to Bidders is attached, filled, signed and stamped by the supplier.
	
	
	
	
	

	3. PART B – Offer Form is attached, filled, signed and stamped by the supplier.
	
	
	
	
	

	4. The bid prices are in PKR and at least all columns of items applied to have been filled (except for Supplier’s specification, Country of Origin and Brand Name, not compulsory)
	
	
	
	
	

	5. PART C – Company Profile Form is attached, filled, signed and stamped by the supplier.
	
	
	
	
	

	6. The Bidding documents are filled in English.
	
	
	
	
	

	7. ANNEXES – Proofs of past performances in a similar field of activity (e.g. past similar items deliveries in Pakistan) are provided
	
	
	
	
	

	8. ANNEXES – Application Letter on Company Template
	
	
	
	
	

	9. ANNEXES – A Copy of Company registration documents and license are included
	
	
	
	
	

	10. ANNEXES – Color pictures (or samples) of item(s) are included
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