                                                           Instructions for Bidders

Date: 09/06/2023 							
Reference Number: TR04-001-2023
[bookmark: _Hlk497816389]Caritas Czech Republic (CCR) is a non-governmental organization working in the field of emergency response and development in a number of countries around the world, namely Iraq, Moldova, Mongolia, Georgia, Ukraine, Cambodia and others. To run its operation, Caritas Czech Republic is supported by funds from different donors which give it high obligation to take accountability and openness as one of the main priority. 	

Content Summary:
	[bookmark: _Hlk508293855]List
	Description
	Estimated QTY
	Delivery locations

	1
	Hygiene kit
	600
	Malatya Province in 2 Locations 



Timeline of the Tender Process 
	Activity
	Date

	Announce the Tender
	09 June 2023 

	Deadline for Q/A Sessions
	16 June 2023 

	Closing the tender
	26 June 2023 



[bookmark: _Hlk497816439]All works need to be completed prior to July 15th, 2023.
[bookmark: _Hlk490132120]The bidding documents (in English) can be found attached to this tender announcement. 

[bookmark: _Hlk501035034][bookmark: _Hlk508293706]Offers must be submitted no later than 17:00 (Turkish time) on the 26th  of June, 2023 via the email: sekretariat@charita.cz 

The offers must be submitted along with all necessary supporting documents (as explained below) to CCR  

a. Techncial Offer: as shown below, the technical offer documents should be submitted in separate PDF file. The file should be named with the tender reference + “Technical Offer” + bidder’s initials (e.g. CR).
b. Financial Offer: as shown below, the financial offer should be submitted as one separate PDF file. The file should be named with the tender reference + “Financial Offer” + bidder’s initials 
Late offers will be automatically rejected  
· [bookmark: _Hlk501035062]A pre-tender information session will be organized online on 16/06/2023 at 14:00 pm Turkish time. Participation of interested bidders in the information session is preferable but not compulsory. Interested bidders are kindly requested to approach CCR via sekretariat@charita.cz by 9th of June 2023.
· CCR will not be responsible for any costs or expenses incurred by the Bidders in connection with the preparation and submission of their bids to CCR.
· For all inquiries regarding this tender, please contact CCR’s email, not later than the above mentioned submittion deadline by E-mail at sekretariat@charita.cz

Responsibilities of the bidder
Bidders must complete required documentation in full. Late offers will not be considered. 
Technical Offer (File 1 out of 2) must be clearly named “The tender reference + “Technical Offer” + bidder’s initials (e.g. CR).", and includes:  
1. Signed and stamped ‘Instructions for bidders IFB’ (initials on each pages and stamp).
2. Signed and stamped technical specifications (Annex A)
3. Valid company registration certificates (copies)
4. Valid company tax certificate (copies)
5. Company profile (copies of at least 3 previous contracts, POs or certificate of completion - Annex B)
6. References (a minimum of three business references from previous clients) (Annex B)
7. Work plan (Annex E)

All supporting documents must be collected in one rar file titled: tender reference + “Technical Offer” + bidder’s initials (e.g. CR)

Financial Offer (File 2 out of 2) must be clearly named “tender reference + Financial Offer + bidder’s initials ", and includes: 
1. Signed and stamped financial offer (Annex C)
2. Signed and stamped Decleration (Annex D)

· Offer validity; it should be for a minimum of 1 month.
· Terms of payment; the payment will be proceed after the completion of activities requested in the IFB. Regarding advanced payments, if the bidders’ request such a payment, they must provide a valid unconditional bank guarantee made payable to CCR for the same amount as the requested advance payment. No advance payments will be made without a bank guarantee.
All supporting documents must be collected in one rar file titled: tender reference + “Financial Offer” + bidder’s initials (e.g. CR)

Yours faithfully,
Tender Committee
Caritas Czech Republic



Terms of Reference (ToR)

Distribution of HygieneKits 

Introduction/Background
Caritas Czech Republic (CCR) is working on improving livings conditions for Internally Displaced Persons (IDPs) who might be suffering from substandard living conditions. Within the framework of CCR’s shelter programme in Malatya province, that is funded by the Caritas Czech Republic, CCR will increase hosting/accommodation capacity for internally displaced persons through the distribution of 600 hygienekits in Malatya province.
Scope of Service
Within the framework of this tender, the supplier will complete the the distribution of 600 hygienekits in Malatya province. Selected supplier is expected to achive the by the following BOQ: 

	No
	Description
	Estimated QTY

	1
	Hygiene kit
	600



Duration
Supplier should complete and deliver all works, specified herein, within 30 calendar days from the date of signing the Agreement. The last date of completion of all works is on the 28th  of July, 2023. Priority will be given to bids from bidders offering a shorter time frame/work plan (Annex E)
Delay fines
Penalties for late payment will be considered as 3% for each unjustified day of delay. The delay period can be justified if the delay is due to compelling circumstances out of the contractor's and management's control. This is to be applied when the reasons for the delay are stated in a written letter signed by the supplierand approved with CCR’s representative.
Submission of Samples
Failure to submit the requested samples of the items may result in the invalidation of your Bid. Each sample provided should be clearly labeled with the corresponding item number used on the Annex A. The packaging of the samples must include the tender number as well as the Bidder's name. The samples should be shipped in high-quality packaging and in accordance with the relevant Turkish Standards. The supplier is expected to supply the hygienematerials detailed in the Annex A in one package/ one kit.     
Validity of Period
Bids must remain valid for a minimum duration as stated in the IFB, starting from the date of Bid closure
Other Terms
Caritas Czech Republic reserves the right to increase or decrease the contractual quantities of the works specified in the TOR and BOQ under the framework of a contract amendment if the organization finds it necessary. 
Upon completion of each milestones, CCR’s represеntative will conduct measurement and a join report will be submitted to CCR with completed quantities of work. CCR will pay only for completed work based on the contractual prices per item. 
Note: All terms of the TOR are contractual and the suppliermust comply with them once the offer and the contract are signed, the organization is not responsible for changes in prices of materials (diesel, hygieneitems, and all project components) during the implementation period as the offer validity should be for a minimum of 1 month.
Bid’s Evaluation Criteria
Scores will be calculated proportionally (the maximum number of scores will be awarded to a bidder providing the most of documents mentioned below with all required information. All other bidders will be scored proportionally).
Bids submitted will undergo a thorough assessment to ensure they meet the essential requirements outlined in the IFB. A compliant Bid must fulfill all specified conditions, procedures, and specifications. Failure to meet these requirements will result in prompt rejection without any chance to rectify or withdraw deviations or restrictions. The Evaluation Committee will review the technical specifications provided in each Bid and categorize them as either technically compliant or non-compliant. The evaluation process takes into account the Bid's proposed approach for completing the tasks in the IFB, the Bidder's professional capabilities, and other factors outlined in the IFB, such as best value for money, price, quality, compliance with international standards, delivery timelines, and the Bidder's experience in similar contracts.
The supplier should provide all requested documents mentioned in the “Responsibilities of the bidder” section above
Duration:
The supplier shall submit a workplan (Annex E) showing the sequence of time of work for each line with its overlaps, indicating the quantities to be implemented during the period. And the percentage of completion. All work must be completed by the 28th of July, 2023.

Name of Bidder’s Authorized Representative	____________________________

Authorized signature and stamp			____________________________

Date 						_____________________________
[image: ]	Caritas Czech Republic
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Annex A – Technical Specifications
· Technical proposal MUST be submitted in a separate file from the financial proposal. 
· Please note all scores will be calculated proportionally (the best offer will get the maximum score and others will be scored comparing to the best offer) 
	No
	Item 
	CCR Specifications 
	Supplier Specifications  

	1
	Wet wipes pack
	each pack has 90 Leafs No alcohol, >90 % water based, expire date should be written on the packing
	

	2
	Toothbrush - Children 
	Soft hardness with multilevel rounded edges
It must be enclosed in a package
	

	3
	Toothbrush - Adult
	Medium hardness with multilevel rounded edges. It must be enclosed in a package
	

	4
	Toothpaste 
	75 ml, Fluoride free, Harmless if swallowed
No artificial coloring, Gluten-free, Sugar-free, no animal source ingredients. Expire date should be written on the packing.

	

	5
	Shampoo 
	750 ml, From a well-known brand of origin and licensed for use in Turkey, the expiration date written
	

	6
	Sanitary pad pack
	Each pack has 20 pcs, Each pad shall be individually packed in a sealed plastic bag
	

	7
	Toilet paper pack
	Each pack has 6 rolls 
	

	8
	Nail Clippers
	Medium size. Stainless steel 5.6 cm length x 1.3 cm wide.
	

	9
	Underwear pack
	just for woman usage, each pack has 3 pcs
(3 pc M size, 3 pc L size, 3 pc XL size)
	

	10
	Soap pack for general usage 
	Each pack has 4 pcs, Bar - 175/150 gr
From a well-known brand of origin and licensed for use in Turkey
With the expiration date written
	

	11
	liquid soap 
	1500 ml 
	

	12
	Washing powder
	one pack 5 kilo suitable for wash machine
	

	13
	Pail
	 Plastic with a capacity of 10 lt 
	

	14
	Towel pack
	Each pack has 2 pcs (Large and small size) 
2x 50 x 90 cm + 1x 90 x 160 cm 
	



Name of Bidder’s Authorized Representative	____________________________

Authorized signature and stamp			____________________________

Date 						_____________________________


Annex B – Company Profile AND References
Summary of the previous completed project by the contractor. Please list construction contracts implemnted by your company (if needed please provide separate list and documentation). And provide registration certificates.
	Project Description

	Location


	Duration

	Project Cost 

	Client


	References Contact Details (Name, phone, email) at least provide phone number 


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	







Business References
	Name of Organization
	Contact Person
	Email / Telephone
	Comment

	
	
	
	

	
	
	
	

	
	
	
	





Name of Bidder’s Authorized Representative	____________________________

Authorized signature and stamp			____________________________

Date 						_____________________________
Annex C – Financial Offer
· Financial offer MUST be submitted in a separate file from the technical proposal. 
· Please note all scores will be calculated proportionally (the cheapest offer will get the maximum score and others will be scored comparing to the cheapest offer)  
	Item Number
	Item
	Item Unit
	QTY per Kit
	Total QTY
	Unit Price 
USD
	Total Price
USD

	1
	Wet wipes pack
	Piece
	1
	600
	
	

	2
	Toothbrush - Children 
	Piece
	2
	1,200
	
	

	3
	Toothbrush - Adult
	Piece
	1
	600
	
	

	4
	Toothpaste 
	Piece
	2
	1,200
	
	

	5
	Shampoo 
	Piece
	2
	1,200
	
	

	6
	Sanitary pad pack
	Piece
	2
	1,200
	
	

	7
	Toilet paper pack
	Piece
	2
	1,200
	
	

	8
	Nail Clippers
	Piece
	1
	600
	
	

	9
	Underwear pack
	Piece
	3
	1,800
	
	

	10
	Soap pack for general usage 
	Piece
	2
	1,200
	
	

	11
	liquid soap 
	Piece
	1
	600
	
	

	12
	Washing powder

	kilo
	1
	600
	
	

	13
	Pail
	Piece
	1
	600
	
	

	14
	Towel pack
	Piece
	1
	600
	
	

	Total
	

	Total price per kit in USD
	

	Delivery Fees as should include handling at destination in USD
	

	Total price including the delivery fees in USD
	




Name of Bidder’s Authorized Representative	____________________________

Authorized signature and stamp			____________________________

Date 						_____________________________

Annex D – Declaration
We, the undersigned, hereby verify our compliance with all applicable laws and regulations, as well as the ethical standards outlined in the provided Annexes. Upon signing this Bid, our authorized representative, and upon your written acceptance, a legally binding contract will be formed between our respective parties.
We understand that you are not bound to accept the lowest or any bid received.
	Registered company name
	Tax registration number

	
	

	Company registration number
	Name of Signatory

	
	

	Title of Signatory
	Date of Signing

	
	

	Email
	Mobile

	
	

	Signature & stamp:
	Address:




Annex E – Work Plan
· (included quantities and Completion rate), The supplier shall submit a time schedule showing the sequence of time of work for each sub-activity (GANTT CHART is recommended) with its overlaps and indicating the quantities to be executed during the period and the percentage of completion
· Quality of materials, certifications. Supplier should provide detailed information about the brand of materials and country of origin in addition to the photos of materials.
** A TABLE SHOULD BE ADDED BY THE SUPPLIER EXPLAINING THE DURATION OF THE IMPLEMENTATION
	#
	Activity Type 
	Timeline in days 

	
	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30

	1
	Preparation of Hygiene kits
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	2
	Shipment of Hygiene kits
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	3
	Arrival of Hygiene kits at destination
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	4
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	5
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	





Name of Bidder’s Authorized Representative	____________________________

Authorized signature and stamp			____________________________

Date 						_____________________________
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