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GUYANA ENERGY AGENCY 
Provision of Support and Maintenance Services for ICT Equipment (Desktops, Laptops, Printers, Servers & Routers) 
November 10, 2022
REQUEST FOR QUOTATIONS - GOODS AND RELATED SERVICES
(VALUE BELOW G$3Million)

Introduction
This Bidding Document for Procurement of Goods and Related Services for contracts valued less than G$3 million has been prepared by the National Procurement and Tender Administration Board, for use in Guyana.

The procedures and methods presented in this document have been developed on the basis of practical experience and are mandatory for procurement in accordance with the provisions of the Procurement Act 2003, Cap 73:05 and Regulations.
Request for additional information can be forwarded to: 
Guyana Energy Agency

295 Quamina Street, South Cummingsburg

Georgetown

Tel Numbers: 225-8569 ext. 203 or 241

E-mail: gea@gea.gov.gy 

Website: www.gea.gov.gy
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CHECKLIST

· Business Registration

· Valid NIS compliance certificate
· Valid GRA compliance certificate
· Supplier’s bid form completed and signed

· Price schedule completed and signed

· Bid securing declaration form completed and signed

· Documentary evidence of experience in similar services in the past five years
· Qualifications of firm along with CVs of technical staff who would be involved in the contract. 
· Reference of at least three Clients that bidder has/is currently offering a similar service.
INVITATION FOR QUOTATIONS 

Dear Sir/Madam,

Sub: 
PROVISION OF SUPPORT AND MAINTENANCE SERVICES FOR ICT EQUIPMENT (DESKTOPS, LAPTOPS, PRINTERS, SERVERS & ROUTERS) 
1. The Guyana Energy Agency has in excess of 38 desktops computers, 16 laptop computers and 10 printers 

across the Agency. There is also a wired and a wireless network configuration that allows the systems to connect for the purposes of network printing, photocopying, file sharing and software applications. The Agency also has a wi-fi network for internet access.  It is therefore important for these systems to be maintained and repaired in order to keep them in working condition and maintain optimum performance.  
2. You are invited to submit your most competitive quotation for the following services:

	Brief Description

of the Services 
	Duration


	Delivery Period
	Place of Delivery



	PROVISION OF SUPPORT & MAINTENANCE SERVICES FOR ICT EQUIPMENT (DESKTOPS, LAPTOPS, PRINTERS, SERVERS & ROUTERS) at the GEA head office for a period of 12 months. 
	12 months
	Service will be provided as per GEA’s request 

	Guyana Energy Agency,

295 Quamina Street, South Cummingsburg, Georgetown




3. The services must be performed in accordance with the Technical Specifications as detailed on page 7
      The contract shall be performed on a single responsibility basis.    
4.
Funds have been provided by the Government of Guyana. 

INSTRUCTIONS TO BIDDERS

1.
Bid Price 

a) Corrections, if any, shall be made by crossing out, initialing, dating and re writing. The prices inserted shall be in indelible ink. The use of correction fluid (white -out) is strictly prohibited.
b) Prices shall be quoted including all taxes (including Value Added Tax), duties, and other levies paid or payable for delivery of goods to the place of delivery indicated above. 
c) The prices quoted by the bidder shall be fixed for the duration of the contract and shall not be subject to adjustment on any account.

d) The Prices should be quoted in Guyana Dollars only. 

2.
Bid Securing Declaration


A signed Bid Securing Declaration in accordance with Form B page 11 is required.
3.
Each bidder shall submit only one (1) price quotation. Quotations shall be submitted as specified in Form A, placed in sealed envelopes and addressed to: The Chairman, Ministerial Tender Board, Office of the Prime Minister, Colgrain House, Lot 205 Camp Street, Georgetown no later than 09:00 hrs. on the 30th   of November, 2022. The envelopes shall bear the name of the Invitation for Bids (IFB) title Provision of Support and Maintenance Services for ICT Equipment (Desktops, Laptops, Printers, Servers & Routers) for the Guyana Energy Agency.   
To arrange a site review call (592)- 226-0394 ext. 203 or gea@gea.gov.gy. Site reviews will be conducted during the week of the period November 17-18, 2022  from 9:00- 15:30 hours  by appointment only. 

4.
Validity of Quotation


Quotations shall remain valid for a period not less than 60 days after the deadline date specified for submission.  

5.
Evaluation of Quotations 


The Procuring Entity shall evaluate and compare quotations, using only the Evaluation Criteria and qualifications, as specified in the Request for Quotation page 12.
6. 
The Quotation would be evaluated on a single responsibility basis.
7. 
Award of Contract


The Procuring Entity will award the contract to the bidder whose quotation has been determined to be the most substantially responsive i.e. having met all the terms and conditions, specifications /requirements and who has offered the lowest evaluated price for item/lot.
7.1
Notwithstanding the above, the Procuring Entity reserves the right to accept or reject any quotations and to cancel the bidding process and reject all quotations at any time prior to the award of contract.
7.2       The bidder whose bid is accepted will be notified of the award of contract by the Procuring Entity prior to expiration of the quotation validity period.

7.3 
The successful bidder will be required to enter into a contract with the Procuring Entity in the form and manner specified in the Request for Quotation. 

8.
Payment shall be made within seven (7) working days after delivery of the goods and related services.
9.
Normal commercial warranty as provided by manufacturer shall be applicable to all the supplied goods 
            (where applicable)
10.     You are requested to submit the completed Request for Quotation document on or before 30th  of November, 2022 to the: The Chairman, Ministerial Tender Board, Office of the Prime Minister, Colgrain House, Lot 205 Camp Street, Georgetown.
11.
Quotations will be opened in the presence of bidders or their representatives who wish to attend at the time, on the date and at the address specified. 
Your quotation must be addressed to: The Chairman, Ministerial Tender Board, Office of the Prime Minister, Colgrain House, Lot 205 Camp Street, Georgetown on or before 09:00 hrs. on 30th  of November, 2022.  All late bids will be rejected and returned unopened to the bidders. 
12. Liquidated Damages


Applicable rate: 0.05% per week for untimely execution of order.



Maximum deduction: 10% of the delayed delivery.

13. Settlement of Disputes

 
Disputes arising out of or in connection with the Contract shall be settled in accordance with the Laws of Guyana.

14.
Retention
14.1
No retention shall be applied on consumables, but normal commercial warranties /guarantees by manufacturer shall be applicable to all the supplied services.
15.
Penalty
15.1
A Penalty for slow performance or non-performance will be imposed at the rate prescribed for liquidated damages. Slow or non-performance will be assessed against the service provided and will commence from the first quarter of the service contract life.

After 10% of the contract sum is deducted for penalties, the Procuring Entity has the right to cancel the contract and demand all form of damages.

 TECHNICAL SPECIFICATIONS

1. General 
The tender calling for quotations is dedicated to identifying and contracting a Service Provider for the following: 
1.1 Provide support and maintenance services for desktops, laptops, printers, servers & routers at the GEA’s office. The service shall ensure that the GEA receives both preventative and curative maintenance of all IT hardware assets.
1.2 The scope of the services includes but are not limited to:

a) Network configuration to enable printing, scanning and access to network shares and applications.

b) Configure, troubleshoot and maintain wi-fi network.

c) Backing up and reloading systems with authentic software.

d) Reconfigure systems and reload with authentic software.

e) Installing authentic software.

f) Diagnosis and repairs of all IT hardware. 

g) Repair and upgrade to hardware and software, as required.

h) Replace damaged parts. New (branded & genuine) replacement components shall be provided.

i) Cleaning systems to ensure optimum performance.

j) Building new systems.

k) Knowledge of SAGE and Microsoft suite would be an asset.
1.3 The support and maintenance services are required for the duration of one (1) year renewable on satisfactory performance.
1.4
The following MUST be included with your submission: 
a. Hourly Rates for services outside the contract terms
b. A minimum of three references with contact name and phone number of similar clients
c. Specific experience of 5 years as it relates to similar assignments
d. Fixed cost associated with: 
· Installation of authentic software (Microsoft Office, Anti-Virus) for existing and new devices

· Installing and configuring computer hardware, software, systems, networks, printers, and scanners

· Support, repair and management of approximately 18 desktop computers not inclusive of Hardware [parts] or Software [new or additional]
· Monitor and maintain the ICT systems and network on a monthly basis.
PRICE SCHEDULE
	
	Description of Services
	
	Unit Rate (G$)
	VAT 

(G$)
	Total Price (G$)

	1
	Software Backup & system reload
	Windows and Office
	
	
	

	2
	Install Authentic Office Software

	
	
	
	

	3
	Install Authentic 

Anti-virus software
	
	
	
	

	4
	Software Maintenance
	Optimize system for optimal performance, threats, virus and malicious software removal
	
	
	

	5
	Hardware Maintenance
	Physical cleaning of system - case, fans, hard drives, network cards, memory slots, motherboards, optical drives, power supplies, screens & keyboards on laptops

	
	
	

	6
	New Hardware Installation (Labour cost only)
	Computer case

Fan
Graphics /Network/Sound Card

Hard drive
Memory
Motherboard
Power supply

Processor

	
	
	

	7
	Network and internet diagnosis and resolution of issues (labour only)
	
	
	
	

	8
	Router Installation and Setup
	Installing router, password protect, connect internet ready devices, provide use and troubleshoot instructions
	
	
	

	9
	Network Cable installation
	Cost per metre.
	
	
	

	10
	Printer Setup
	Setup wireless printer, configure printer device software, connect to network, test and verify
	
	
	

	11
	Build/Assemble new systems (Labour cost only)
	
	
	
	

	12
	Hourly Rate for services outside the contract terms
	
	
	
	


I agree to supply the above goods and or related services in accordance with the requirements of the Request 
for Quotation as detailed above.

 …………………………………... 

 Date
 …………………………………..                                                                ………………………………
 Signature of Supplier                                                                                                Seal/Stamp
FORM A
SUPPLIER’S BID
TO:  GUYANA ENERGY AGENCY
Dear Sir / Madam,

Having examined the bidding documents, including the Annexes and Addenda No __________ [specify number], the receipt of which is hereby acknowledged, we, the undersigned, offer to Provide Support and Maintenance Services for ICT Equipment (desktops, laptops, printers, servers & routers) to the Guyana Energy Agency in accordance and conformity with the said bid document and in particular the rates quoted under the Price Schedule attached separately.

We, including all subcontractors, regarding any part of the Contract, in accordance with the bidding documents, have not been declared by the authorized State body on procurement to be ineligible, or are not ineligible, in accordance with the legislation of Guyana on procurement.

We hereby confirm that this bid shall be valid during ______________ days starting from the date established for bid opening, and it shall be binding until the expiry of the indicated period.

Prior to the preparation and execution of a formal Contract, this Bid together with your written confirmation of its acceptance shall form a binding Contract on the parties.

We understand that you are not bound to accept the lowest or any bid you receive.

Dated the______ day of ___________________ 202__.

Duly authorized to sign the Bid for and on behalf of 

_______________________________________________________________________________

(Name of Bidder)

__________________________                      ______________________________             _______________________

          (Full name)                                              (Title)                                         (Signature and seal)
FORM B
BID-SECURING DECLARATION 
[The Bidder shall fill in this Form, if applicable pursuant to BDS.]
	Date of Bid Submission (day/month/ year):

	RTB, MTB Reference No. (number of bidding process):

	Alternative No. (insert identification No. if this is a Bid for an alternative):


To: …………………………………………………………………………………………… [insert complete name of Procuring Entity]
We, the undersigned, declare that: 




1.
We understand that, according to your conditions, bids must be supported by a Bid-Securing Declaration.

2.
We accept that we will automatically be suspended from being eligible for bidding in any contract with the Procuring for the period of time of two (2) years starting from the date of award of contract, if we are in breach of our obligation(s) under the bid conditions, because we:

(a) 
Have withdrawn our Bid during the period of bid validity specified by us in the Bidding Data Sheet; or

(b) 
Having been notified of the acceptance of our Bid by the Procuring Entity during the period of bid validity, (i) fail or refuse to execute the Contract, if required, or (ii) fail or refuse to furnish the Performance Security, in accordance with the ITB.

3.
We understand this Bid Securing Declaration shall expire if we are not the successful Bidder, upon the earlier of (i) our receipt of a copy of your notification of the name of the successful Bidder; or (ii) twenty-eight days (28) after the expiration of our Bid.
Signed: ………………………………………[insert signature of person whose name and capacity are shown] 
In the capacity of ………………………………………………………….……………………………………. (Insert legal capacity of person signing the Bid Securing Declaration] 

 Name: …………………………………………………...……………………………………………………….. (insert complete name of person signing the Bid Securing Declaration)
Duly authorized to sign the bid for and on behalf of: …………………………………………………………… [insert complete name of Bidder]
Dated on ____________ day of __________________, __________________insert date of signing]
 Annex No.1
EVALUATION AND QUALIFICATION CRITERIA

	No.
	Descriptions
	Responses

	
	
	Yes
	No

	1
	Submission of a valid business registration or certificate of incorporation that is clearly legible.
	 
	 

	2
	Submission of a valid NIS compliance certificate in the name of the business as per business registration. Document must be clearly legible, OR copy of NIS registration for businesses registered in the last year
	 
	 

	3
	Submission of a valid GRA compliance certificate in the name of the business as per business registration. Document must be clearly legible. Or copy of TIN certificate for businesses registered in the last year.
	
	

	4
	Completed and signed bid submission form/ supplier's bid page 10.
	 
	 

	5
	Completed and signed Bid Securing Declaration Form page 11
	 
	 

	6
	Bidders who are registered with the Small Business Bureau in conformity with the Small Business Act are eligible for a margin of preference of 5% in their bid price. Registration MUST be in force and certificate of registration must be enclosed in the Bid.
	 
	 

	7
	Written confirmation of authorizing signatory must be provided.

For the incorporated company this must be in the form of a Power of Attorney endorsed by a Commissioner of Oaths or Justice of Peace.

For a registered business that has appointed an employee to sign the bid, a letter of authorizing signatory must be provided.
	
	

	
	Technical Requirements 
	
	

	8
	a. Specific experience of 5 years as it relates to similar contracts.
b. Submission of formal qualification in the area of networking, troubleshooting and diagnosis, repairs and maintenance of PCs, printers and servers/routers.
c. List of permanent employees proposed for the assignment with detailed CVs.
d. Reference of at least three Clients that bidder has/is currently offering a similar service. List name of client, address and contact information. 
e. Provide a proposed methodology for preventative and curative maintenance.
	
	


1. All responsive bids must be checked for arithmetic errors show corrected and original sum.
2. Successful bidder must obtain all passes (YES) as listed in the evaluation criteria above to be considered for financial assessment.

3. The Contract shall be awarded to the bidder whose bid is determined to be substantially responsive (that is, meeting all the technical/functional specification/requirements as request by the 
quotation) and who has offered the lowest price.
4.   A penalty of immediate rejection of a bid or termination of contract will be applied upon discovery of misrepresentation of information. 
STANDARD BID SOLICITATION DOCUMENT





GOVERNMENT OF GUYANA
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