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Guidance Notes on the use of

Th-e-R"eqqe"stf o-r.-Qq-p--t-atipnDssu*msnf

These guidance notes have been prepared by the CPTU to assist a Procuring Entity in the preparation of
Quotation document, using the Standard Request for Quotation, SRFQ, for the procurement of low value
simple, off-the-self, low value Goods and related services. All concerned are advised to refer to the Public
Procurement Rules, 2008 issued to supplement the Public Procurement Act, 2006; available on CPTU's
website: http://www.cptu.gov.bd/. Guidance notes are provided for both the Procuring Entity and the
Quotationer.

The procurement under Request for QuotationMethod (RFQMI shall follow the provisions pursuant to Rules 69
to 73 of the Public Procurement Rules, 2008 in accordance with Section 32 of the Public Procurement Act,
2006.SRFQ is based upon best national practices that have been adapted to suit the particular needs 0f
procurement.

The use of SRFQ (PG1) applies when a Procuring Entity intends to select a Quotationer (a Supplier) for the
Procurement of Goods and related services under RFQ Method (RFQM)pursuant to Rule 69(3) of the Public
Procurement Rules, 2008.

..
Pursuant to Rule 71[1J and Rule 71(2) of the Public Procurement Rules, 2008, RFQ shall be invited through
letter, Fax and e-mail. RFQ shall not be required to be advertised in the daily newspapers but for the minimum
circulation the Procuring Entity shall publish that advertisement in its website (if any), including posting in the
Notice Board and,. shall send with request for publication to the administrative wing of some other Procuring
Entities nearby.
Pursuant to Rule 71[3) of the Public Procurement Rules, 2008, RFQ Document shall be issued or made available
to potential Quotationers'free-of-cost'.

The time-limit for Request for Quotation shall in no case exceed ten (10) days pursuant to Rule 71 (4) of the
Public Procurement Rules, 2008.

No Securities such as Quotation Security [i.e. the traditionally termed Earnest Money, Tender SecurityJ and
Performance Security shall be required pursuant to Rule 70[6] of the Public Procurement Rules, 2008.

8. Submission, Opening and Evaluation of the Quotations shall respectively be dealt with pursuant to Rule 7Z(l),
Rule 72[2) and Rule73[1) of the Public Procurement Rules, 2008 as specified in RFQ,

9. The criteria for evaluation, pursuant to Rule 70(4) of the Public Procurement Rules, 2008, shall be pre-
disclosed.
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Pursuant to Rule 69(5) of the Public Procurement Rules, 2008 the Quotation for standard offthe-shelf low
value readily available Goods and related services shall usually be on 'Unit-Rate' basis.

The specifications of Goods and related services shall be framed pursuant to Rule 29 of the public
Procurement Rules, 2008.

Splitting the object of Procurement is not permissible pursuant to Rule 69(4) (ka)of the Public Procurement
Rules, 2008. ,

The Procuring Entityshall issue tn]prr"nrre Order,pursuant to Rule 73(5) of the Public procurement Rules,
2008, to the successful Quotationer following recommendations'of the Evaluation Committee and approval
thereupon of the Approving Authority.

The Warranty Period shall usually remain between 3 and 6 months; where applicable.

The Procuring Entity shall further be required to maintain the record of procurement proieedings pursuant to
Rule 43 of thePublic Procurement Rules,'2008.
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REQUEST FOR QUOTAiloN GrQ)
for

Date: o8/oh \olc

f'v,ooo (qfbEMtT) sPf frBwR1fq1ET 1fumfcrff wfru,1
RFQ No: utfum/o8l\oqa_qs

To
r

The [ulsl ffiTm e-fiw x{l'J has been allocated pubric funds and intends to appry a portion of the .eligibre payments under the contract for which this Quotation Document is issued.
3"",1?5i.;',?'J'';,?lg:, ?# r,'":.,rut*fx*#j[ii,,",*"^1*G:.?q.^and rerated services shaon allworkinn;r;. ' v' r'lrs t-ru(jurrng Entity for inspection by the potentiai ou;L,;;;Hr";;,NJtnS?._-.:

3' Quotation sha, be prepared and submitted using the,Quotation Document,.4 
01,.?l3ti"il"'lrl*"#[T:5:"rH,',iff'#illJJfTe*daredeach page by the authorized sisnatory and subrr,::=:
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$"r,1i;,i,f:T,iff,g,:ilffil iTx":1"ffi,"?.,lzl:!,rffi,,il;;.,respectively v rut sUUlrlsslon of the Quotation and deli

6 
,l|Jil;:J"1'"1'f""1"".:'rl;!:ir:r"1,:,il:::lirerecrronic mair sha, be submitted to rhe orrice or i.ecrea rry m a rked,, e u ota ti o n r",^ i iffim Fk r ;,a; ; hH 

I# 
tr: ;,::: EglWr,+ilg :,, *X *ctll*r ))"x h.c" ry au 1#rr .*k*,, Nli[ _ so htrqrw.flrpb 6epry5gg (Etng_e **i qrE _ **r xTe) ,

il{eTr rr+ -<rsn lfr ffilq;; .t- {-ii'flq ano oo *o, ora* before [TEC meeting on 1i.08.202s on or
before 12'00 noonJ'Quotations 

'"""i*o later than tn" tir" .p"cified herein shail not be accepted.7' Quotations received by fax or through,erectronic mair shail be seared-enverooedr:[:ffi:iliffi i 
j,:fi ;*mg*:irfl#:,f ,#L?1";:?j,,:r,,beseni",rrff ,::ffi[s:,,il1,,,I"..ijr

8. The procurinn Enl,]V^.Tay, extend the deadtrne for submission of euotations on iustifiably
durv recorded subject to inresnojo';;;, rrol orv, priJIj,i, to Rure 71 (4)of tie pubric

acceptable grounds
Procurement Rules,9. All euotations must be varid for a period of areast [e0 davs] from the crosing date of the Quotation.

'10 No pubric opening of Quotations received by the crosing date sha, be
11. Quotationer,s rates*ol?l"q: shall be inclusive of profit and overheadand other charges to o, prii ;ffi:i,"rd hppricabre Law, ir thJcontract
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il:#lJ:yr of taxes, duties, fees, tevies,
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12. Rates shall be quoted and, subsequent payments under this Contract shall be made in 'Iaka
currency. The price offered by the Quotationer, if accepted shall remain fixed for the duration of the
Contract.

13. Quotationer shall have legal capacity to enter into Contract. Quotationer, in support of its qualif reation
shall be required to submit certified photocopies of latest documents related to valid Trade Lflr;emse,
Tax ldeertificatiora idunnber (TlN], VAT' Registration Nulnnher, NIE and FEmancia[ SoFvemey
Gentifieate from any scheduled Bank: without which the Quotation may be considerecl non-
responsive"

14. Quotations shall be evaluated based
Quotations, by the Evaluation Committee
required to determine the lowest evaluated

.r

on information and documents submitted wiih the
and, at least three (3) responsive Quotations \,yill be
responsive Quotations for award of the Contract.

ln case of anomalies between unit rates or prices and the total amount quoted, the unit r;rtes or
prices shall prevail. ln case of discrepancy between words and figures'the former will goirern.
Quotationer shall remain bound to accept the arithmetic corrections made by the Evaiuation
Committee.

The supply of Goods and related services shall be completed within 6so1 days from the ciate of
issuing the Purchase Order.

17. The Purchase Order that constitutes the Contract binding upon the Supplier and the procuring Entity
shall be issued within [to1 days of receipt of approvalfrornthe Approving Authority.

18. The Procuring Entity reserves the right to reject all the Quotations or annul the procuiement
proceedings.

Sig natu re the official
Name - (u. ulRs:q-iqs)
Designation - q{rlels, <t(ffRq{ e "tfro'mo (slTql$), ufotfr,Xfrn"t+* ef$FHIcRqt, UslffiryHT, El-(F[_,,,ooo
oate-BS.ohnqolC

Address: eqb ;R T'S', eTEc1t, utqtfr{fu3ffin ef$Fl-{tC\qt ,yffifrqftqrm, !1$[ _]ooo;
Fhone No- 966'1900. Ext: 41 10.

Distribution:

5, Office File
6, Website: https://www.du.ac.bd
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Qxaotmtiwn Swbmfssfon Letter
[Use Letter- Head padJ

RFQ No,

T"o.

Date.

/sqv "R 
s?F, eT Eqr, rrot frqRmEff ew.m q(q[ 

, uror frqRq.rms, ElrF[ _]oool

'ry",. 
the undersigned, offer to supply-in conformity with the Terms and conditions for delivery ofthe

Goods and related services named rfttftfitqcs{ 6ryppa1ftsffib {16[, hpoo f"-A-qr*i 
"ft 

;; fr*r.
fiBq c't'trm !)"x b-c" qftw bs lfiT (oum <lBu;, v,qir - ao &qqgq wlTb crHm &t wa IF,t qgT - TFIyRlE), tffiqrffi sn -qsf{ "{6I ffiE :Ert e wn q-qlrnt The totat price of my/our euotation is BDT r

Myl0ur Quotation shall remain valid for the period
upon us and, may be accepted at any time prior to

.*

IAA/e declare that l/we have the legal capacity to enter into a contract with you, and have not beendeclared ineligible by the Govemment of Barigladesh on charges of engaging in corrupt, fraudulent,
collusive or coercive practices. Furthermore, l/we amlare aware of:para zt(u-)tor the Terms and Conditionsand pledge not to indulge in such practices in competing for or completion of delivery of Goods.

I/We am/are not sulomittingmore than one Quotation
name or in different names.lAfl/e understand that the
contraet and will be binding upon me/us.

stated in the RFQ Document and it shall remain binding
the expiration of its validity period.

in this RFQ process in mylour own name or other
Purchase Order issued by you shall constitute the

lM/e have examined and have no reseryations to the RFe Document issued
lM/e understand that youreserve the right to reject ail the euotations
proceedingswithout incuning any liability to me/us.

by you on lz*.ol.zoastr

or annul the Brocurement

$ignature of Quotationdr vvith $eal

Date:
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Tota! Amount for Supply of Goods and
(inclusive of VAT and all applicable taxes;

related services
see Note 2 belowl

ln figure

ln words

Total Amount in
Taka (in words)

Delivery Offered om date of issuing the Purchase O rderl

ffiWarranty Provided [NONE weeks/months from date
applicablel

["""'--'- :::.::.-. number] number corrections made by me_/us have been duly initialed in this kice Schedule.ity/Our Oftr is mlid until
-----l@ l2O2+25 IOU LU2oZS euotatiotr Validity datel.

Nanre of Quotationer

col' 1, 2, 3, 4, 5 and 9 to be filled in by the procuring Entity and col,5, 7& g by the euotationer.l Rates or Prices shall include profit and overhead ana, ilt kinds ofiaxes, duties, fees, levies, and other charges earlier paid or to bepaid under the Applicable Law. if the contract is awarded; including transportation, insurarce etc. whatsoever up to the point ofdelivery of Goods and related seryices in all respects to the satisfacti6n of the procuring ingty.- 
er vP rv ' 
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fr/L,jl:r L, i v

Gccds
! r-r :: a r, r P,^"
ii.i !.rJUjEv in wcrCs ln fiqure

ln words

\rueus re IJe suppileq to

t..'.'. . weeks/days frr

Date:

Signature of Quotationer with Seal

N ote:
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Rate or Prtoe
Tota{ Arnount

-**r*'*. - 3 ,,,, ,, 'tr

uro(}o

(qF
EHlr)
FFT

fuFtrq,qfqsFffiBffi bs

go &.q'{,qr FIW^ caPffc ))'x b.c'
atQrq{ bs tTn (wt< $eE) ffirE
qt\of (ffimfc{lwFrs)

frffiB?flsl
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ffircaIlwRE)

lAl/e declare to supply Goods and related services offered by me/us fully in compliance with the Technical

Specifications and Standards mentioned hereinabove

Signature of Quotationer with Seal \AaA
l,l
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hiEFr"t I Crf rQUClatiO^en

\r lii ' Co, I2 3&-1 :c!€'ec -lr::a]-::----c:-::':-cC3 5&5)r:€rQ-;=::-€'
2, Specificatjons are to De fillec rn o'7 i.he P'ocurrng Entrby, A set of preos€ an6 eear specfca:o-s s 3 p-€-'€€- s.:: ":'

Quotations to respond realistcaliy and competitively to the requirements of the Procunng Entsty, In dre context of
competitive Quotations, the specifications shall be prepared to permit the widest possible competition and, at the same
time. present a clear statement of the required standards of workmanshap, materials, and performance of the Goods and
related services to be procured. The specifications should require that all items, materials and accessories to be included
or incorporated in the Goods be new, unused and of most recent or current models, and that they include or incorporate
all recent improvements in design and materials

3. Technical Specifications of the Goods and related services shall be in compliance with the requirements of the Procuring
Entity specified in this document. Quotationer is required to mention make / model (as applicable) of the Goods offered
and must attach the appropriate original printed (if not available copied) literature / brochures fbr the listed items.
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