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SBD for Procurement of General 
Services 

Summary  

PART 1 – BIDDING PROCEDURES 
 

Section I: Instructions to Bidders (ITB) 

This Section provides relevant information to help Bidders prepare 
their bids. Information is also provided on the submission, 
opening, and evaluation of bids and on the award of Contracts.  
Section I contains provisions that are to be used without 
modification. However, the following clauses may be modified 
according to the nature of the  procurement: 

ITB Clause Reference 

1. Scope of Bid 

4. Eligible Bidders 

10. Clarification of Bidding Documents 

13. Alternative Bids 

14. Bid Prices and Discounts 

15. Currencies of Bid 

16. Documents Establishing the Eligibility of the Bidder 

17. Documents Establishing the Conformity of the Goods and     
      Related Services 

21. Bid Security 

34. Conversion to Single Currency 

36. Evaluation of Bids 

44. Performance Security 

 

Section II. Bidding Data Sheet (BDS) 



2 Section I.  Instructions to Bidders 

This Section consists of provisions that are specific to each 
procurement and that supplement the information or 
requirements included in Section I, Instructions to Bidders.   

Section III: Bidding Forms 

This Section contains the forms which are to be completed by the 
Bidder and submitted as part of his Bid. 

 

PART 2 – ACTIVITY SCHEDULE 

Section IV.  Activity Schedule 

This Section contains the activity schedule. 

 

PART 3 – CONDITIONS OF CONTRACT AND CONTRACT FORMS 

Section V. General Conditions of Contract (GCC) 

This Section contains the general clauses to be applied in all 
contracts.  The text of the clauses in this Section shall not be 
modified.   

 

Section VI. Special Conditions of Contract (SCC) 

The contents of this Section supplement the General Conditions of 
Contract and shall be prepared by the Procuring Entity. 

 



Section I.  Instructions to Bidders  3 

Section VII. Performance Specifications and Drawings 

This section contains Specifications that are intended only as 
information for the Procuring Entity or the person drafting the 
bidding documents.  They should not be included in the final 
documents. 

 

Section VIII: Contract Forms 

This Section contains forms which, once completed, will form part 
of the Contract. The forms for Performance Security and 
Advance Payment Security, when required, shall only be 
completed by the successful Bidder after contract award. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4 Section I.  Instructions to Bidders 

 
 

Part I – Bidding Procedures 



 5 

Section I.  Instructions to Bidders 
Table of Clauses 

A.  General ..................................................................................... 6 
1. Scope of Bid .................................................................... 6 
2. Source of Funds ................................................................ 6 
4. Eligible Bidders ................................................................ 7 
5. Qualification of the Bidder ................................................... 8 
6. One Bid per Bidder .......................................................... 11 
7. Cost of Bidding ............................................................... 11 
8. Site Visit ...................................................................... 11 

B.  Bidding Documents ..................................................................... 11 
9. Content of Bidding Documents ............................................ 11 
10. Clarification of Bidding Documents ....................................... 11 
11. Amendment of Bidding Documents ....................................... 12 

C.  Preparation of Bids ..................................................................... 12 
12. Language of Bid .............................................................. 12 
13. Documents Comprising the Bid ............................................ 12 
14. Bid Prices ..................................................................... 13 
15. Currencies of Bid and Payment ............................................ 13 
16. Bid Validity ................................................................... 14 
17. Bid Security ................................................................... 14 
18. Alternative Proposals by Bidders .......................................... 15 
19. Format and Signing of Bid .................................................. 16 

D.  Submission of Bids ...................................................................... 16 
20. Sealing and Marking of Bids ................................................ 16 
21. Deadline for Submission of Bids ........................................... 17 
22. Late Bids ...................................................................... 17 
23. Modification and Withdrawal of Bids ..................................... 17 

E.  Bid Opening and Evaluation .......................................................... 17 
24. Bid Opening................................................................... 18 
25. Process to Be Confidential ................................................. 18 
26. Clarification of Bids ......................................................... 18 
27. Examination of Bids and Determination of Responsiveness ........... 19 
28. Correction of Errors ......................................................... 19 
29. Currency for Bid Evaluation ................................................ 20 
30. Evaluation and Comparison of Bids ....................................... 20 
31. Preference for Domestic Bidders .......................................... 21 

F.  Award of Contract ...................................................................... 21 
32. Award Criteria ............................................................... 21 
33. Procuring Entity’s Right to Accept any Bid and to Reject any 

or all Bids ..................................................................... 21 
34. Notification of Award and Signing of Agreement ....................... 22 
35. Performance Security ....................................................... 22 
36. Advance Payment and Security ............................................ 23 



6 Section I.  Instructions to Bidders 

Instructions to Bidders (ITB) 
 

A.  General 
 
1. Scope of Bid 1.1 The Procuring Entity indicated in the Bidding Data 

Sheet (BDS), issues these Bidding Documents. The name 
and identification number are specified in the BDS. 

1.2 The successful Bidder will be expected to complete the 
performance of the Services by the Intended Completion 
Date provided in the BDS. 

2. Source of 
Funds 

2.1 The Procuring Entity specified in the BDS has allocated 
funds toward the cost of the project named in the BDS.  
The Procuring Entity intends to apply a portion of the 
funds to eligible payments under the contract for which 
these Bidding Documents are issued. 

3.Corrupt or 
Fraudulent 
Practices 

Government of Jamaica requires that Bidders, Suppliers, 
Contractors, and Consultants, observe the highest standard of 
ethics during the procurement and execution of such 
contracts.  In pursuit of this policy, GOJ: 
 

a. defines, for the purposes of this provision, the terms 
set forth below as follows: 

“corrupt practice” means the offering, giving, 
receiving, or soliciting, directly or indirectly, of 
anything of value to influence the action of a 
public official in the procurement process or in 
contract execution;  

“fraudulent practice” means a misrepresentation 
or omission of facts in order to influence a 
procurement process or the execution of a 
contract, to the detriment of Government of 
Jamaica and includes collusive practice among 
bidders (prior to or after bid submission) designed 
to establish bid prices at artificial non-competitive 
levels and to deprive Government of the benefits 
of free and open competition;  

“collusive practice” means a scheme or 
arrangement between two or more bidders, with or 
without the knowledge of the Procuring Entity, 
designed to establish bid prices at artificial non-
competitive levels or to influence the action of any 
party in the procurement process or the execution 
of a contract; and 

“coercive practice” means harming or threatening 
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to harm, directly or indirectly, persons or their 
property to influence their participation in the 
procurement process or affect the execution of a 
contract; 

 
b. will reject a proposal for award if it determines that 

the Bidder recommended for award has, directly or 
through an agent, engaged in corrupt, fraudulent, 
collusive or coercive practices in competing for the 
Contract in question; 

 
c. will sanction a firm or individual, including declaring 

them ineligible, either indefinitely or for a stated 
period of time, to be awarded a GOJ-financed contract 
if it at any time determines that they have, directly or 
through an agent, engaged, in corrupt, fraudulent, 
collusive or coercive practices in competing for, or in 
executing, a GOJ-financed contract; and 

 
d. will have the right to require that a provision be 

included in Bidding Documents and in contracts 
financed by a GOJ, requiring bidders, suppliers, 
contractors and consultants to permit GOJ to inspect 
their accounts and records and other documents 
relating to the Bid submission and contract 
performance and to have them audited by auditors 
appointed by the GOJ. 

 3.2 Furthermore, Bidders shall be aware of the provision 
stated in Sub-Clauses 1.7 and 2.6.1 of the General 
Conditions of Contract. 

4. Eligible 
Bidders 

4.1 A Bidder, and all parties constituting the Bidder, may have 
the nationality of any country.  A Bidder shall be deemed 
to have the nationality of a country if the Bidder is a 
citizen or is constituted, incorporated, or registered and 
operates in conformity with the provisions of the laws of 
that country.  This criterion shall also apply to the 
determination of the nationality of proposed 
subcontractors or suppliers for any part of the Contract 
including Related Services.  

4.2 All bidders shall provide in Section III, Bidding Forms, a 
statement that the Bidder (including all members of a 
joint venture and subcontractors) is not associated, nor 
has been associated in the past, directly or indirectly, 
with the consultant or any other entity that has prepared 
the design, specifications, and other documents for the 
Project or being proposed as Project Manager for the 
Contract.  A firm that has been engaged by the Procuring 
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Entity to provide Consultant Services for the preparation 
or supervision of the Services, and any of its affiliates, 
shall not be eligible to bid. 

4.3 In accordance with the Government of Jamaica Handbook 
of Public Sector Procurement Procedures November, 2008 
(http://www.mof.gov.jm) the Bidder shall have to 
demonstrate that they have paid such taxes, duties, fees 
and other impositions as may be levied in Jamaica.  

4.4    At the time of the contract award overseas bidder shall 
present to the Procuring Entity a valid Tax Compliance 
Certificate .Local bidders shall submit their Tax 
Compliance Certificate at the time of bid submission 

4.5 Where deemed necessary, the bidders should be 
registered with the National Contracts Commission 
“Registry of Public Sector Contractors” 
(http://www.ncc.gov.jm).  

5. Qualification 
of the Bidder 

5.1 All bidders shall provide in Section III, Bidding Forms, a 
preliminary description of the proposed work method and 
schedule, including drawings and charts, as necessary. 

5.2 In the event that prequalification of potential bidders 
has been undertaken as stated in the BDS, only bids 
from pre-qualified bidders shall be considered for award 
of Contract, in which case the provisions of sub-clauses 
5.3 to 5.6 hereafter shall not apply.  These qualified 
bidders should submit with their bids any information 
updating their original prequalification applications or, 
alternatively, confirm in their bids that the originally 
submitted prequalification information remains 
essentially correct as of the date of bid submission.  The 
update or confirmation should be provided in Section IV. 

5.3 If the Purchase has not undertaken prequalification of 
potential bidders, all bidders shall include the following 
information and documents with their bids, unless 
otherwise stated in the BDS: 

(a) copies of original documents defining the 
constitution or legal status, place of registration, 
and principal place of business; written power of 
attorney of the signatory of the Bid to commit the 
Bidder; 

(b) total monetary value of Services performed for each 
of the last three years; 

(c) experience in Services of a similar nature and size 
for each of the last five years, and details of 
Services under way or contractually committed; and 

http://www.mof.gov.jm/
http://www.ncc.gov.jm/
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names and address of Procuring Entities who may be 
contacted for further information on those 
contracts; 

(d) list of major items of equipment proposed to carry 
out the Contract; 

(e) qualifications and experience of key site 
management and technical personnel proposed for 
the Contract; 

(f) reports on the financial standing of the Bidder, such 
as profit and loss statements and auditor’s reports 
for the past three years; 

(g) evidence of adequacy of working capital for this 
Contract (access to line(s) of credit and availability 
of other financial resources); 

(h) authority to the Procuring Entity to seek references 
from the Bidder’s bankers; 

(i) information regarding any litigation, current or 
during the last five years, in which the Bidder is 
involved, the parties concerned, and disputed 
amount. [N.B. The Procuring Entity reserves the right 

not to award a contract to any party with whom it is  

currently in litigation or with whom it has been 

previously involved  in litigation]; and 

(j) proposals for subcontracting components of the 
Services amounting to more than 10 percent of the 
Contract Price. 

5.4 Bids submitted by a joint venture of two or more firms as 
partners shall comply with the following requirements, 
unless otherwise stated in the BDS: 

(a) the Bid shall include all the information listed in ITB 
Sub-Clause 5.3 above for each joint venture 
partner; 

(b) the Bid shall be signed so as to be legally binding on 
all partners; 

(c) the Bid shall include a copy of the agreement 
entered into by the joint venture partners defining 
the division of assignments to each partner and 
establishing that all partners shall be jointly and 
severally liable for the execution of the Contract in 
accordance with the Contract terms; alternatively, 
a Letter of Intent to execute a joint venture 
agreement in the event of a successful bid shall be 
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signed by all partners and submitted with the bid, 
together with a copy of the proposed agreement; 

(d) one of the partners shall be nominated as being in 
charge, authorized to incur liabilities, and receive 
instructions for and on behalf of any and all 
partners of the joint venture; and 

(e) the execution of the entire Contract, including 
payment, shall be done exclusively with the partner 
in charge. 

5.5 To qualify for award of the Contract, bidders shall meet 
the following minimum qualifying criteria: 

(a) annual volume of Services of at least the amount 
specified in the BDS; 

(b) experience as prime contractor in the provision of 
at least two service contracts of a nature and 
complexity equivalent to the Services over the last 
3 years (to comply with this requirement, Services 
contracts cited should be at least 70 percent 
complete) as specified in the BDS; 

(c) proposals for the timely acquisition (own, lease, 
hire, etc.) of the essential equipment listed in the 
BDS; 

(d) a Contract Manager with five years’ experience in 
Services of an equivalent nature and volume, 
including no less than three years as Manager; and 

(e) liquid assets and/or credit facilities, net of other 
contractual commitments and exclusive of any 
advance payments which may be made under the 
Contract, of no less than the amount specified in 
the BDS. 

 A consistent history of litigation or arbitration awards 
against the Applicant or any partner of a Joint Venture 
may result in disqualification. 

5.6 The figures for each of the partners of a joint venture 
shall be added together to determine the Bidder’s 
compliance with the minimum qualifying criteria of ITB 
Sub-Clause 4.4(a), (b) and (e); however, for a joint 
venture to qualify the partner in charge must meet at 
least 40 percent of those minimum criteria for an 
individual Bidder and other partners at least 25% of the 
criteria.  Failure to comply with this requirement will 
result in rejection of the joint venture’s Bid.  
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Subcontractors’ experience and resources will not be 
taken into account in determining the Bidder’s 
compliance with the qualifying criteria, unless otherwise 
stated in the BDS. 

6. One Bid per 
Bidder 

6.1 Each Bidder shall submit only one Bid, either individually 
or as a partner in a joint venture.  A Bidder who submits 
or participates in more than one Bid (other than as a 
subcontractor or in cases of alternatives that have been 
permitted or requested) will cause all the proposals with 
the Bidder’s participation to be disqualified. 

7. Cost of 
Bidding 

7.1 The Bidder shall bear all costs associated with the 
preparation and submission of his Bid, and the Procuring 
Entity will in no case be responsible or liable for those 
costs. 

8. Site Visit 8.1 The Bidder, at the Bidder’s own responsibility and risk, is 
encouraged to visit and examine the Site of required 
Services and its surroundings and obtain all information 
that may be necessary for preparing the Bid and entering 
into a contract for the Services.  The costs of visiting the 
Site shall be at the Bidder’s own expense. 

B.  Bidding Documents 
 
9. Content of 

Bidding 
Documents 

9.1 The set of bidding documents comprises the documents 
listed in the table below and addenda issued in 
accordance with ITB Clause 11: 

Section I Instructions to Bidders 

Section II Bidding Data Sheet 

Section III Bidding Forms 

Section IV Activity Schedule 

Section V General Conditions of Contract 

Section VI Special Conditions of Contract 

Section VII Performance Specifications and Drawings (if 
Applicable) 

Section VIII Contract Forms  

9.2 The Bidder is expected to examine all instructions, 
forms, terms, and specifications in the bidding 
documents.  Failure to furnish all information required 
by the bidding documents or to submit a bid not 
substantially responsive to the bidding documents in 
every respect will be at the Bidder’s risk and may result 
in the rejection of its bid.  

10.Clarification 10.1 A prospective Bidder requiring any clarification of the 
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of Bidding 
Documents 

bidding documents may notify the Procuring Entity in 
writing or by cable (“cable” includes telex and facsimile) 
at the Procuring Entity’s address indicated in the 
invitation to bid.  The Procuring Entity will respond to 
any request for clarification received earlier than 14 
days prior to the deadline for submission of bids.  Copies 
of the Procuring Entity’s response including a description 
of the inquiry will be forwarded, to all bidders but 
without identifying its source. 

11.Amendment 
of Bidding 
Documents 

11.1 Before the deadline for submission of bids, the Procuring 
Entity may modify the bidding documents by issuing 
addenda. 

11.2 Any addendum thus issued shall be part of the bidding 
documents and shall be communicated in writing to all 
bidders.  Bidders shall acknowledge receipt of each 
addendum in writing to the Procuring Entity. 

11.3 To give prospective bidders reasonable time in which to 
take an addendum into account in preparing their bids, 
the Procuring Entity shall extend, as necessary, the 
deadline for submission of bids, in accordance with ITB 
Sub-Clause 21.2 below. 

 

C.  Preparation of Bids 
 
12.Language of 

Bid 
12.1 The bid prepared by the Bidder, as well as all 

correspondence and documents relating to the bid 
exchanged by the Bidder and the Procuring Entity shall 
be written in the language specified in the BDS.  
Supporting documents and printed literature furnished by 
the Bidder may be in another language provided they are 
accompanied by an accurate translation of the relevant 
passages in the language specified in the Bidding Data 
Sheet, in which case, for purposes of interpretation of 
the Bid, the translation shall govern. 

13.Documents 
Comprising 
the Bid 

13.1 The Bid submitted by the Bidder shall comprise the 
following: 

(a) The Form of Bid (in the format indicated in Section 
III); 

(b) Bid Security; 

(c) Priced Activity Schedule; 

(d) Qualification Information Form and Documents; 

(e) Alternative offers where invited; 



Section I. Instruction to Bidders 13 

 and any other materials required to be completed and 
submitted by bidders, as specified in the BDS. 

13.2 Bidders bidding for this contract together with other 
contracts stated in the IFB to form a package will so 
indicate in the bid together with any discounts offered 
for the award of more than one contract 

14. Bid Prices 14.1 The Contract shall be for the Services, as described in 
Appendix A to the contract and in the Specifications, 
Section VII, based on the priced Activity Schedule, 
Section IV, submitted by the Bidder. 

14.2 The Bidder shall fill in rates and prices for all items of 
the Services described in the in Specifications (or Terms 
of Reference), Section VII and listed in the Activity 
Schedule, Section IV. Items for which no rate or price is 
entered by the Bidder will not be paid for by the 
Procuring Entity when executed and shall be deemed 
covered by the other rates and prices in the Activity 
Schedule. 

14.3 All duties, taxes, and other levies payable by the Service 
Provider under the Contract, or for any other cause, as 
of the date 28 days prior to the deadline for submission 
of bids, shall be included in the total Bid price submitted 
by the Bidder. 

14.4 If provided for in the BDS, the rates and prices quoted 
by the Bidder shall be subject to adjustment during the 
performance of the Contract in accordance with and the 
provisions of Clause 6.6 of the General Conditions of 
Contract and/or Special Conditions of Contract.  The 
Bidder shall submit with the Bid all the information 
required under the Special Conditions of Contract and of 
the General Conditions of Contract. 

14.5 For the purpose of determining the remuneration due for 
additional Services, a breakdown of the lump-sum price 
shall be provided by the Bidder in the form of 
Appendices D and E to the Contract 

15.Currencies of 
Bid and 
Payment 

15.1 The lump sum price shall be quoted by the Bidder 
separately in the following currencies: 

(a)   for those inputs to the Services which the Bidder 
expects to provide from within the Jamaica, the 
prices shall be quoted in Jamaican Dollars, unless 
otherwise specified in the BDS; and 

(b)   for those inputs to the Services which the Bidder 
expects to provide from outside Jamaica, the prices 
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shall be quoted in freely convertible currency. 

15.2 Bidders shall indicate details of their expected foreign 
currency requirements in the Bid. 

15.3 Bidders may be required by the Procuring Entity to 
justify their foreign currency requirements and to 
substantiate that the amounts included in the Lump Sum 
are reasonable and responsive to ITB Sub-Clause 15.1. 

16.Bid Validity 16.1 Bids shall remain valid for the period specified in the 
BDS. 

16.2 In exceptional circumstances, the Procuring Entity may 
request that the bidders extend the period of validity for a 
specified additional period.  The request and the bidders’ 
responses shall be made in writing.  A Bidder may refuse 
the request without forfeiting the Bid Security.  A Bidder 
agreeing to the request will not be required or permitted 
to otherwise modify the Bid, but will be required to extend 
the validity of Bid Security for the period of the extension, 
and in compliance with ITB Clause 17 in all respects.  

17.Bid Security 17.1 The Bidder shall furnish, as part of the Bid, a Bid 
Security, if required, as specified in the BDS. 

17.2 The Bid Security shall be in the amount specified in the 
BDS and denominated in Jamaican Dollars and shall: 

(a) at the bidder’s option, be in the form of either a 
letter of credit, or a bank guarantee from a 
banking institution, or a bond issued by a surety;  

(b) be issued by a reputable institution selected by the 
bidder. If the institution issuing the bond is located 
outside Jamaica, it shall have a correspondent 
financial institution located in Jamaica to make it 
enforceable. 

(c) be substantially in accordance with one of the 
forms of Bid Security  included in Section III, 
Bidding Forms, or other form approved by the  
Procuring Entity prior to bid submission; 

(d) be payable promptly upon written demand by the 
Procuring Entity in case the conditions listed in ITB 
Sub-Clause 17.5 are invoked; 

(e) be submitted in its original form; copies will not be 
accepted; 

17.3 If a Bid Security is required in accordance with ITB Sub-
Clause 17.1, any bid not accompanied by a substantially 
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responsive Bid Security in accordance with ITB Sub-
Clause 17.1, shall be rejected by the Procuring Entity as 
non-responsive. 

17.4 The Bid Security of unsuccessful Bidders shall be 
returned as promptly as possible upon the successful 
Bidder’s furnishing of the Performance Security pursuant 
to ITB Clause 35. 

17.5 The Bid Security may be forfeited: 

(a) if a Bidder withdraws its bid during the period of 
bid validity specified by the Bidder on the Bid 
Submission Form, except as provided in ITB Sub-
Clause 16.2; or 

(b) if the successful Bidder fails to:  

(i) sign the Contract in accordance with ITB 
Clause 34;  

(ii) furnish a Performance Security in accordance 
with ITB Clause 35. 

17.6 The Bid Security of a JV must be in the name of the JV 
that submits the bid. If the JV has not been legally 
constituted at the time of bidding, the Bid Security or 
Bid-Securing Declaration shall be in the names of all 
future partners as named in the letter of intent to 
constitute the JV. 

18.Alternative 
Proposals by 
Bidders 

18.1 Unless otherwise indicated in the BDS, alternative bids 
shall not be considered. 

18.2 When alternative times for completion are explicitly 
invited, a statement to that effect will be included in 
the BDS, as will the method of evaluating different times 
for completion.  

18.3 Except as provided under ITB Sub-Clause 18.4 below, 
bidders wishing to offer technical alternatives to the 
requirements of the bidding documents must first submit 
a Bid that complies with the requirements of the bidding 
documents, including the scope, basic technical data, 
graphical documents and specifications.  In addition to 
submitting the basic Bid, the Bidder shall provide all 
information necessary for a complete evaluation of the 
alternative by the Procuring Entity, including 
calculations, technical specifications, breakdown of 
prices, proposed work methods and other relevant 
details.  Only the technical alternatives, if any, of the 
lowest evaluated Bidder conforming to the basic 
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technical requirements shall be considered by the 
Procuring Entity. Alternatives to the specified 
performance levels shall not be accepted. 

18.4 When bidders are permitted in the BDS to submit 
alternative technical solutions for specified parts of the 
Services, such parts shall be described in the 
Specifications (or Terms of Reference) and Drawings, 
Section VII. In such case, the method for evaluating such 
alternatives will be as indicated in the BDS. 

19.Format and 
Signing of Bid 

19.1 The Bidder shall prepare one original of the documents 
comprising the Bid as described in ITB Clause 11 of these 
Instructions to Bidders, bound with the volume 
containing the Form of Bid, and clearly marked 
“ORIGINAL.”  In addition, the Bidder shall submit copies of 
the Bid, in the number specified in the BDS, and clearly 
marked as “COPIES.”  In the event of discrepancy between 
them, the original shall prevail. 

19.2 The original and all copies of the Bid shall be typed or 
written in indelible ink and shall be signed by a person or 
persons duly authorized to sign on behalf of the Bidder, 
pursuant to Sub-Clauses 5.3(a) or 5.4(b), as the case may 
be.  All pages of the Bid where entries or amendments 
have been made shall be initialed by the person or 
persons signing the Bid. 

19.3 The Bid shall contain no alterations or additions, except 
those to comply with instructions issued by the Procuring 
Entity, or as necessary to correct errors made by the 
Bidder, in which case such corrections shall be  initialed 
by the person or persons signing the Bid. 

 

D.  Submission of Bids 
 
20.Sealing and 

Marking of 
Bids 

20.1 The Bidder shall seal the original and all copies of the Bid 
in two inner envelopes and one outer envelope, duly 
marking the inner envelopes as “ORIGINAL” and “COPIES”. 

20.2 The inner and outer envelopes shall 

(a) be addressed to the Procuring Entity at the address 
provided in the BDS; 

(b) bear the name and identification number of the 
Contract as defined in the BDS and  Special 
Conditions of Contract; and 

(c) provide a warning not to open before the specified 
time and date for Bid opening as defined in the 
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BDS. 

20.3 In addition to the identification required in ITB Sub-
Clause 20.2, the inner envelopes shall indicate the name 
and address of the Bidder to enable the Bid to be 
returned unopened in case it is declared late, pursuant 
to ITB Clause 22. 

20.4 If the outer envelope is not sealed and marked as above, 
the Procuring Entity will assume no responsibility for the 
misplacement or premature opening of the Bid. 

21.Deadline for 
Submission of 
Bids 

21.1 Bids shall be delivered to the Procuring Entity at the 
address specified above no later than the time and date 
specified in the BDS. 

21.2 The Procuring Entity may extend the deadline for 
submission of bids by issuing an amendment in 
accordance with ITB Clause 11, in which case all rights 
and obligations of the Procuring Entity and the bidders 
previously subject to the original deadline will then be 
subject to the new deadline. 

22.Late Bids 22.1 Any Bid received by the Procuring Entity after the 
deadline prescribed in ITB Clause 21 will be returned 
unopened to the Bidder. 

23.Modification 
and 
Withdrawal of 
Bids 

23.1 Bidders may modify or withdraw their bids by giving 
notice in writing before the deadline prescribed in ITB 
Clause 21. 

23.2 Each Bidder’s modification or withdrawal notice shall be 
prepared, sealed, marked, and delivered in accordance 
with ITB Clauses 19 and 20, with the outer and inner 
envelopes additionally marked “MODIFICATION” or 
“WITHDRAWAL,” as appropriate. 

23.3 No Bid may be modified after the deadline for submission 
of Bids. 

23.4 Withdrawal of a Bid between the deadline for submission 
of bids and the expiration of the period of Bid validity 
specified in the BDS or as extended pursuant to ITB Sub-
Clause 16.2 may result in the forfeiture of the Bid 
Security pursuant to ITB Clause 17. 

23.5 Bidders may only offer discounts to, or otherwise modify 
the prices of their bids by submitting Bid modifications in 
accordance with this clause, or included in the original 
Bid submission. 

 

E.  Bid Opening and Evaluation 
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24.Bid Opening 24.1 The Procuring Entity will open the bids, including 

modifications made pursuant to ITB Clause 23, in the 
presence of the bidders’ representatives who choose to 
attend at the time and in the place specified in the BDS. 

24.2 Envelopes marked “WITHDRAWAL” shall be opened and 
read out first.  Bids for which an acceptable notice of 
withdrawal has been submitted pursuant to ITB Clause 23 
shall not be opened. 

24.3 The bidders’ names, the Bid prices, the total amount of 
each Bid and of any alternative Bid (if alternatives have 
been requested or permitted), any discounts, Bid 
modifications and withdrawals, the presence or absence 
of Bid Security, and such other details as the Procuring 
Entity may consider appropriate, will be announced by 
the Procuring Entity at the opening. No bid shall be 
rejected at bid opening except for the late bids pursuant 
to ITB Clause 22; Bids, and modifications, sent pursuant 
to ITB Clause 23 that are not opened and read out at bid 
opening will not be considered for further evaluation 
regardless of the circumstances. Late and withdrawn bids 
will be returned unopened to the bidders.  

24.4 The Procuring Entity will prepare minutes of the Bid 
opening, including the information disclosed to those 
present in accordance with ITB Sub-Clause 24.3. 

25.Process to Be 
Confidential 

25.1 Information relating to the examination, clarification, 
evaluation, and comparison of bids and recommendations 
for the award of a contract shall not be disclosed to 
bidders or any other persons not officially concerned 
with such process until the award to the successful 
Bidder is notified of the award.  Any effort by a Bidder to 
influence the Procuring Entity’s processing of bids or 
award decisions may result in the rejection of his Bid. 

25.2 If, after notification of award, a bidder wishes to 
ascertain the grounds on which its bid was not selected, 
it should address its request to the Procuring Entity, who 
will provide written explanation.  Any request for 
explanation from one bidder should relate only to its own 
bid; information about the bid of competitors will not be 
addressed. 

26.Clarification 
of Bids 

26.1 To assist in the examination, evaluation, and comparison 
of bids, the Procuring Entity may, at the Procuring Entity’s 
discretion, ask any Bidder for clarification of the Bidder’s 
Bid, including breakdowns of the prices in the Activity 
Schedule, and other information that the Procuring Entity 
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may require. The request for clarification and the response 
shall be in writing or by cable, telex, or facsimile, but no 
change in the price or substance of the Bid shall be sought, 
offered, or permitted except as required to confirm the 
correction of arithmetic errors discovered by the Procuring 
Entity in the evaluation of the bids in accordance with ITB 
Clause 28. 

26.2 Subject to ITB Sub-Clause 26.1, no Bidder shall contact 
the Procuring Entity on any matter relating to its bid 
from the time of the bid opening to the time the 
contract is awarded. If the Bidder wishes to bring 
additional information to the notice of the Procuring 
Entity, he should do so in writing. 

26.3 Any effort by the Bidder to influence the Procuring Entity 
in the Procuring Entity’s bid evaluation or contract 
award decisions may result in the rejection of the 
Bidder’s bid. 

27.Examination 
of Bids and 
Determination 
of 
Responsiveness 

27.1 Prior to the detailed evaluation of bids, the Procuring 
Entity will determine whether each Bid (a) meets the 
eligibility criteria defined in ITB Clause 4; (b) has been 
properly signed; (c) is accompanied by the required 
securities; and (d) is substantially responsive to the 
requirements of the bidding documents. 

27.2 A substantially responsive Bid is one which conforms to 
all the terms, conditions, and specifications of the 
bidding documents, without material deviation or 
reservation.  A material deviation or reservation is one 
(a) which affects in any substantial way the scope, 
quality, or performance of the Services; (b) which limits 
in any substantial way, inconsistent with the bidding 
documents, the Procuring Entity’s rights or the Bidder’s 
obligations under the Contract; or (c) whose rectification 
would affect unfairly the competitive position of other 
bidders presenting substantially responsive bids. 

27.3 If a Bid is not substantially responsive, it will be rejected 
by the Procuring Entity, and may not subsequently be 
made responsive by correction or withdrawal of the 
nonconforming deviation or reservation. 

28.Correction of 
Errors 

28.1 Bids determined to be substantially responsive will be 
checked by the Procuring Entity for any arithmetic 
errors.  Arithmetical errors will be rectified by the 
Procuring Entity on the following basis:  if there is a 
discrepancy between unit prices and the total price that 
is obtained by multiplying the unit price and quantity, 
the unit price shall prevail, and the total price shall be 
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corrected; if there is an error in a total corresponding to 
the addition or subtraction of subtotals, the subtotals 
shall prevail and the total shall be corrected; if there is a 
discrepancy between the amounts in figures and in 
words, the amount in words will prevail. 

28.2 The amount stated in the Bid will be adjusted by the 
Procuring Entity in accordance with the above procedure 
for the correction of errors and, with the concurrence of 
the Bidder, shall be considered as binding upon the 
Bidder.  If the Bidder does not accept the corrected 
amount, the Bid will be rejected, and the Bid Security 
may be forfeited in accordance with ITB Sub-Clause 
17.5(b). 

29.Currency for 
Bid 
Evaluation 

29.1 The Procuring Entity will convert the amounts in various 
currencies in which the Bid Price, corrected pursuant to 
ITB Clause 28, is payable (excluding Provisional Sums but 
including Daywork where priced competitively) to either: 

(a) the currency of Jamaica at the selling rates 
established for similar transactions by the authority 
specified in the BDS on the date stipulated in the 
BDS; 

or 
(b) a currency widely used in international trade, such as 

the U.S. dollar, stipulated in the BDS, at the selling 
rate of exchange published in the international press 
as stipulated in the BDS on the date stipulated in the 
BDS, for the amounts payable in foreign currency; 
and, at the selling exchange rate established for 
similar transactions by the same authority specified in 
ITB Sub-Clause 29.1 (a) above on the date specified in 
the BDS for the amount payable Jamaican Dollars. 

30.Evaluation 
and 
Comparison 
of Bids 

30.1 The Procuring Entity will evaluate and compare only the 
bids determined to be substantially responsive in 
accordance with ITB Clause 27. 

30.2 In evaluating the bids, the Procuring Entity will 
determine for each Bid the evaluated Bid price by 
adjusting the Bid price as follows: 

(a) making any correction for errors pursuant to ITB 
Clause 28; 

(b) excluding provisional sums and the provision, if any, 
for contingencies in the Activity Schedule, Section 
IV, but including Day work, when requested in the 
Specifications (or Terms of Reference) Section VII; 

(c) making an appropriate adjustment for any other 
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acceptable variations, deviations, or alternative 
offers submitted in accordance with ITB Clause 18; 
and 

(d) making appropriate adjustments to reflect discounts 
or other price modifications offered in accordance 
with ITB Sub-Clause 23.5. 

30.3 The Procuring Entity reserves the right to accept or 
reject any variation, deviation, or alternative offer.  
Variations, deviations, and alternative offers and other 
factors, which are in excess of the requirements of the 
bidding documents or otherwise result in unsolicited 
benefits for the Procuring Entity will not be taken into 
account in Bid evaluation. 

30.4 The estimated effect of any price adjustment conditions 
under Sub-Clause 7.6 of the General Conditions of 
Contract, during the period of implementation of the 
Contract, will not be taken into account in Bid 
evaluation. 

31.Preference 
for Domestic 
Bidders 

31.1 Domestic bidders shall not be eligible for any margin of 
preference in Bid evaluation. 

 

F.  Award of Contract 
 
32.Award 

Criteria 
32.1 Subject to ITB Clause 33, the Procuring Entity will award 

the Contract to the Bidder whose Bid has been 
determined to be substantially responsive to the bidding 
documents and who has offered the lowest evaluated Bid 
price, provided that such Bidder has been determined to 
be (a) eligible in accordance with the provisions of ITB 
Clause 4, and (b) qualified in accordance with the 
provisions of ITB Clause 5. 

32.2 If, pursuant to ITB Sub-Clause 13.2 this contract is being 
let on a “slice and package” basis, the lowest evaluated 
Bid Price will be determined when evaluating this 
contract in conjunction with other contracts to be 
awarded concurrently. Taking into account any discounts 
offered by the bidders for the award of more than one 
contract. 

33.Procuring 
Entity’s Right 
to Accept any 
Bid and to 
Reject any or 
all Bids 

33.1 Notwithstanding ITB Clause 32, the Procuring Entity 
reserves the right to accept or reject any Bid, and to 
cancel the bidding process and reject all bids, at any 
time prior to the award of Contract, without thereby 
incurring any liability to the affected Bidder or bidders or 
any obligation to inform the affected Bidder or bidders 
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of the grounds for the Procuring Entity’s action. 

34.Notification 
of Award and 
Signing of 
Agreement 

34.1 The Bidder whose Bid has been accepted will be notified of 
the award by the Procuring Entity prior to expiration of the 
Bid validity period by cable, telex, or facsimile confirmed 
by registered letter from the Procuring Entity. This letter 
(hereinafter and in the Conditions of Contract called the 
“Letter of Acceptance”) will state the sum that the 
Procuring Entity will pay the Service provider in 
consideration of the execution, completion, and 
maintenance of the Services by the Service provider as 
prescribed by the Contract (hereinafter and in the Contract 
called the “Contract Price”). 

34.2 The notification of award will constitute the formation of 
the Contract. 

34.3 The Contract, in the form provided in the bidding 
documents, will incorporate all agreements between the 
Procuring Entity and the successful Bidder.  It will be 
signed by the Procuring Entity and sent to the successful 
Bidder along with the Letter of Acceptance.  Within 21 
days of receipt of the Contract, the successful bidder 
shall sign the Contract and return it to the Procuring 
Entity, together with the required performance security 
pursuant to Clause 35.  

34.4 Upon fulfillment of ITB Sub-Clause 34.3, the Procuring 
Entity will promptly notify the unsuccessful Bidders the 
name of the winning Bidder and that their bid security 
will be returned as promptly as possible. 

34.5 If, after notification of award, a bidder wishes to 
ascertain the grounds on which its bid was not selected, 
it should address its request to the Procuring Entity.  The 
Procuring Entity will promptly respond in writing to the 
unsuccessful Bidder. 

35.Performance 
Security 

35.1 Within 21 days after receipt of the Letter of Acceptance, 
the successful Bidder shall deliver to the Procuring Entity 
a Performance Security in the amount and in the form 
(Bank Guarantee and/or Performance Bond) stipulated 
in the BDS, denominated in the type and proportions of 
currencies in the Letter of Acceptance and in accordance 
with the General Conditions of Contract. 

35.2 If the Performance Security is provided by the successful 
Bidder in the form of a Bank Guarantee, it shall be issued 
either (a) at the Bidder’s option, by a bank located in 
Jamaica or a foreign bank through a correspondent bank 
located in Jamaica, or (b) with the agreement of the 
Procuring Entity directly by a foreign bank acceptable to 
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the Procuring Entity. 

35.3 If the Performance Security is to be provided by the 
successful Bidder in the form of a Bond, it shall be issued 
by a surety which the Bidder has determined to be 
acceptable to the Procuring Entity. 

35.4 Failure of the successful Bidder to comply with the 
requirements of ITB Sub-Clause 35.1 shall constitute 
sufficient grounds for cancellation of the award and 
forfeiture of the Bid Security. 

36.Advance 
Payment and 
Security 

36.1 The Procuring Entity will provide an Advance Payment on 
the Contract Price as stipulated in the Conditions of 
Contract, subject to the amount stated in the BDS. 
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Section II. Bidding Data Sheet 
 

Instructions to 
Bidders Clause 
Reference 

A. General 

1.1 The Procuring Entity is: The Jamaica Civil Aviation Authority 

The name and identification number of the Contract is: The Provision 
of Canteen Concessionaire RFP#2019/JCAA/08 

1.2 The Intended Completion Date is: June 2020 

2.1 The Project is: Provision of Canteen Concessionaire Services to the 
Jamaica Civil Aviation Authority 

4.4 At the time of tender, if indicated herein in ITB 4.6 below, the bidder 
must be registered with the National Contracts Commission “Register 
of Public Sector Contractors”. 

Under the National Contracts Commission “Register of Public Sector 
Contractors”, the required registration category is: Catering  

For more information visit:  http://www.ocg.gov.jm 

5.2 Prequalification has not been undertaken. 

5.3 The Qualification Information and Bidding forms to be submitted are as 
follows:   

(i) Minimum criteria : details in appendix H 

(ii) Specific minimum requirements for components of the 
contract: appendix A and H 

(iii) In accordance with the Government of Jamaica Handbook 
of Public Sector Procurement Procedures 
(http://www.mof.gov.jm) the Bidder shall have to 
demonstrate that they have paid such taxes, duties, fees 
and other impositions as may be levied in Jamaica. 

5.4 The information needed for Bids submitted by joint ventures is as 
follows: Not applicable 

5.5(a) The minimum required annual volume of Services for the successful 
Bidder shall be: Not applicable 

5.5(b) The experience required to be demonstrated by the Bidder should 
include as a minimum that he has executed during the last 3 years the 
following: The Provision of similar services to a corporate entity 

095.5(c) The essential equipment to be made available for the Contract by the 
successful Bidder shall be: All Cooking and serving utensils such as 
pots, pans, knives, forks, spoons, plates etc. and Gas 

http://www.ocg.gov.jm/
http://www.mof.gov.jm/
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N.B. The canteen will be fully fitted with appliances such as 
Stoves, Refrigerators, Chillers, microwaves, Cooking Gas, Storage 
Area, Lockers, Washroom etc. 

5.5(e) The required number of years Audited Financial Statements to be 
submitted shall be: Not applicable 

5.5 Subcontractors’ experience Shall be taken into account. 

8 Venue, time, and date of the optional  site visit meeting to view the 
canteen facilities: 
 
Jamaica Civil Aviation Authority 
4 Winchester Road, Kingston 10 
3:00 pm, April 16, 2019 
 

B. Bidding Data 

9.2 and 

19.1 

The number of identical copies of the Bid to be completed and 
returned shall be: One (1) Original, Four (4) Copies 

C. Preparation of Bids 

12.1 Language of the bid is: English 

13.1 The additional materials required to be completed and submitted are: 
I. Food Handlers Permits of all staff expected to work on 

premises, (If same is not available due to the fact that you will 
need to employ staff, send the documents of the team that will 
be starting up) 

II. Three (3) current Letters of References, that contract has been 
signed within the last 3 years  

III. Copy of license from Ministry of Health for Food Handling 
establishment for the current locations 
 

14.4 The Contract NOT subject to price adjustment in accordance with 
Clause 6.6 of the Conditions of Contract. 

15.1 Local inputs shall be quoted in: Jamaican Dollars 

16.1 The period of Bid validity shall be Sixty (60) days after the deadline 
for Bid submission specified in the BDS. 

17.1 The Bidder shall provide a Bid Security: N/A. 

17.2 The amount of Bid Security shall be N/A or an equivalent amount in a 
freely-convertible currency. 

18.1 Alternative bids are NOT permitted. 

18.2 Alternative times for completion N/A permitted. If permitted, the 
range of acceptable completion time is: N/A. 

If alternative times for completion are permitted, the evaluation 
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method will be as follows: N/A. 

18.4 Alternative technical solutions shall be permitted for the following 
parts of the Services: N/A. 

If alternative technical solutions are permitted, the evaluation method 
will be as follows: N/A. 

D. Submission of Bids 

20.2 
 

The Procuring Entity’s address for the purpose of Bid submission and 
*clarification is:  

 
Attention: Jacene Richards Harris,  
Procurement Manager,  
Jamaica Civil Aviation Authority 
4 Winchester Road, Kingston 10, Jamaica 
Tel: (876) 960-3948/4108 
Fax: (876) 920-8910  
E-mail: procurement@jcaa.gov.jm 

 
For identification of the bid the envelopes should indicate: 

Contract: The Provision of Canteen Concessionaire  
Bid/Contract Number: RFP#2019/JCAA/08 

 
Bids MUST be deposited in the Tender Box located:  

The Lobby /Receptionist Area 
Jamaica Civil Aviation Authority 
4 Winchester Road, Kingston 10, Jamaica 
 
Request for clarification shall be forwarded to the following 

email address: procurement@jcaa.gov.jm.  all 
responses will be posted on the JCAA’s website 
www.jcaa.gov.jm 

 

21.1 The deadline for submission of bids shall be: 3:00 p.m. April 25, 2019 

The time on the clock displayed in the Lobby /Receptionist Area of 
the Jamaica Civil Aviation Authority, 4 Winchester Road, Kingston 
10, Jamaica will be used.  

E.  Bid Opening and Evaluation 

24.1 
Bids will be opened at 3:15p.m. on the day of April 25, 2019 at the 
following address 4 Winchester Road, Kingston 10.   

29.1 Currency chosen for the purpose of converting to a common currency: 

Jamaican Dollars (JA$). 

Source of exchange rate: The Bank of Jamaica. 

Exchange rate date: N/A 

mailto:procurement@jcaa.gov.jm
mailto:procurement@jcaa.gov.jm
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F.  Award of Contract 

35.0 

The Performance Security acceptable to the Procuring Entity shall be 
the in the Standard Form of ? 
N/A________________________________. 

36.1 The Advance Payment shall not be applicable. 
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28 Section I.  Instructions to Bidders 

Service Provider's Bid 
 

[date] 
 
To:  [name and address of Procuring Entity] 
 
Having examined the bidding documents including addenda No …….., we offer 
to execute the [name and identification number of Contract] in accordance 
with the Conditions of Contract, specifications, drawings and activity schedule 
accompanying this Bid for the Contract Price of [amount in numbers], [amount 
in words] [names of currencies]. 
 
The Contract shall be paid in the following currencies: 
 

Currency Amount payable in 
currency 

Inputs for which foreign currency 
is required 

(a) 
 
(b) 

  

 
 
This Bid and your written acceptance of it shall constitute a binding Contract 
between us.  We understand that you are not bound to accept the lowest or any 
Bid you receive. 
 
We hereby confirm that this Bid complies with the Bid validity and Bid Security 
required by the bidding documents and specified in the Bidding Data Sheet. 
 
 
Authorized Signature:    
Name and Title of Signatory:    
Name of Bidder:    
Address:    
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Qualification Information 
 
1. Individual 

Bidders or 
Individual 
Members of 
Joint 
Ventures 

1.1 Constitution or legal status of Bidder:  [attach copy] 

Place of registration:  [insert] 
Principal place of business:  [insert] 
Power of attorney of signatory of Bid:  [attach] 

1.2 Total annual volume of Services performed in five years:  
[insert] 

1.3 Services performed as prime Service Provider on the 
provision of Services of a similar nature and volume over 
the last five years.  The values should be indicated in the 
same currency used for Item 1.2 above.  Also list details 
of work under way or committed, including expected 
completion date. 

 

Project name and 
country 

Name of 
Procuring Entity 

and contact 
person 

Type of Services 
provided and year of 

completion 

Value of contract 

(a) 
 
(b) 

   

 
 
 1.4 Major items of Service Provider's Equipment proposed for 

carrying out the Services.  List all information requested 
below.  Refer also to ITB Sub-Clause 5.4(c). 

 

Item of 
equipment 

Description, 
make, and age 

(years) 

Condition (new, 
good, poor) and 

number available 

Owned, leased (from 
whom?), or to be purchased 

(from whom?) 

(a) 
 
(b) 

   

 
 
 1.5 Qualifications and experience of key personnel proposed 

for administration and execution of the Contract. Attach 
biographical data.  Refer also to ITB Sub-Clause 5.4(e) 
and GCC Clause 9.1. 

  

Position Name Years of 
experience 
(general) 

Years of 
experience in 

proposed position 
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(a) 
 
(b) 

   

 
 
 1.6 Proposed subcontracts and firms involved. Refer to GCC 

Clause 7. 

 

Sections of the 
Services 

Value of 
subcontract 

Subcontractor 
(name and address) 

Experience in providing 
similar Services 

(a) 
 
(b) 

   

 
 
 1.7 Financial reports for the last five years:  balance sheets, 

profit and loss statements, auditors’ reports, etc.  List 
below and attach copies. 

1.8 Evidence of access to financial resources to meet the 
qualification requirements:  cash in hand, lines of credit, 
etc.  List below and attach copies of support documents. 
We certify/confirm that we comply with eligibility 
requirements as per ITB Clause 4. 

1.9 Name, address, and telephone, telex, and facsimile 
numbers of banks that may provide references if 
contacted by the Procuring Entity. 

1.10 Information regarding any litigation, current or within 
the last five years, in which the Bidder is or has been 
involved.* 

 
 

     Other party(ies) Cause of dispute Details of 
litigation award 

Amount 
involved 

(a) 
 
(b) 

   

 
 
 1.11 Statement of compliance with the requirements of ITB 

Sub-Clause 4.2. 

1.12 Proposed Program (service work method and schedule).  
Descriptions, drawings, and charts, as necessary, to 

                                                 
* [N.B. The Procuring Entity reserves the right not to award a contract to any party with whom it is  

currently in litigation or with whom it has been previously involved  in litigation] 
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comply with the requirements of the bidding documents. 

2. Joint 
Ventures 

2.1 The information listed in 1.1 - 1.11 above shall be 
provided for each partner of the joint venture. 

2.2 The information in 1.12 above shall be provided for the 
joint venture. 

2.3 Attach the power of attorney of the signatory(ies) of the 
Bid authorizing signature of the Bid on behalf of the joint 
venture. 

2.4 Attach the Agreement among all partners of the joint 
venture (and which is legally binding on all partners), 
which shows that 

(a) all partners shall be jointly and severally liable for 
the execution of the Contract in accordance with 
the Contract terms; 

(b) one of the partners will be nominated as being in 
charge, authorized to incur liabilities, and receive 
instructions for and on behalf of any and all 
partners of the joint venture; and 

(c) the execution of the entire Contract, including 
payment, shall be done exclusively with the partner 
in charge. 

3. Additional 
Requirements 

3.1 Bidders should provide any additional information 
required in the BDS and to fulfill the requirements of ITB 
Sub-Clause 5.1, if applicable. 
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Letter of Acceptance 
[Letter head paper of the Procuring Entity] 

 
[date] 

 

To:  [name and address of the Service provider] 
 
This is to notify you that your Bid dated [date] for execution of the [name of 
the Contract and identification number, as given in the Special Conditions of 
Contract] for the Contract Price of the equivalent of [amount in words and 
numbers] [name of currency], as corrected and modified in accordance with 
the Instructions to Bidders is hereby accepted by our Agency. 
 
You are hereby instructed to proceed with the execution of the said contract 
for the provision of Services in accordance with the Contract documents. 
 
Please return the attached Contract dully signed 
 
Authorized Signature:    
Name and Title of Signatory:    
Name of Agency:    
 
Attachment:  Contract 



Section I. Instruction to Bidders 33 

Form of Contract 
[letterhead paper of the Procuring Entity] 

 
LUMP-SUM REMUNERATION 

This CONTRACT (hereinafter called the “Contract”) is made the [day] day of 
the month of [month], [year], between, on the one hand, [name of Procuring 
Entity] (hereinafter called the “Procuring Entity”) and, on the other hand, 
[name of Service Provider] (hereinafter called the “Service Provider”). 

[Note: In the text below text in brackets is optional; all notes should be 
deleted in final text. If the Service Provider consist of more than one entity, 
the above should be partially amended to read as follows:  “…(hereinafter 
called the “Procuring Entity”) and, on the other hand, a joint venture 
consisting of the following entities, each of which will be jointly and severally 
liable to the Procuring Entity for all the Service Provider’s obligations under 
this Contract, namely, [name of Service Provider] and [name of Service 
Provider] (hereinafter called the “Service Provider”).]  

WHEREAS 

(a) the Procuring Entity has requested the Service Provider to provide 
certain Services as defined in the General Conditions of Contract 
attached to this Contract (hereinafter called the “Services”); 

(b) the Service Provider, having represented to the Procuring Entity 
that they have the required professional skills, and personnel and 
technical resources, have agreed to provide the Services on the 
terms and conditions set forth in this Contract at a contract price 
of……………………; 

(c) The Procuring Entity has committed funds toward the cost of the 
project and intends to apply a portion of the funds to eligible 
payments under the contract; 

NOW THEREFORE the parties hereto hereby agree as follows: 

1. The following documents shall be deemed to form and be read and 
construed as part of this Agreement, and the priority of the documents shall be 
as follows: 

(a) the Letter of Acceptance; 

(b) the Service Provider’s Bid  

(c) the Special Conditions of Contract; 

(d) the General Conditions of Contract; 

(e) the Specifications; 

(f) the Priced Activity Schedule; and 

(g) The following Appendices:  [Note:  If any of these Appendices are not 
used, the words “Not Used” should be inserted below next to the title 
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of the Appendix and on the sheet attached hereto carrying the title of 
that Appendix.]  

Appendix A:  Description of the Services 

Appendix B:  Schedule of Payments 

Appendix C:  Key Personnel and Subcontractors 

Appendix D:  Breakdown of Contract Price in Foreign Currency 

Appendix E:  Breakdown of Contract Price in Local Currency 

Appendix F:  Services and Facilities Provided by the Procuring 
Entity 

Appendix G:  Performance Incentive Compensation 

Appendix H:   Bid Evaluation Criteria 

2. The mutual rights and obligations of the Procuring Entity and the Service 
Provider shall be as set forth in the Contract, in particular: 

(a) the Service Provider shall carry out the Services in accordance 
with the provisions of the Contract; and 

(b) the Procuring Entity shall make payments to the Service Provider 
in accordance with the provisions of the Contract. 

IN WITNESS WHEREOF, the Parties hereto have caused this Contract to be 
signed in their respective names as of the day and year first above written. 

For and on behalf of [name of Procuring Entity] 

  
[Authorized Representative] 

For and on behalf of [name of Service Provider] 

  
[Authorized Representative] 

[Note:  If the Service Provider consists of more than one entity, all these 
entities should appear as signatories, e.g., in the following manner:] 

For and on behalf of each of the Members of the Service Provider 

  
 [name of member] 

  
[Authorized Representative] 

  
 [name of member] 

  
[Authorized Representative] 
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Bid Security (Bank Guarantee)  
 

[The Bank shall fill in this Bank Guarantee Form in accordance with the 
instructions indicated.] 

________________________________ 
 

Beneficiary: ___________________  

Date: ________________ 

BID GUARANTEE No.: _________________ 

We have been informed that ___________ (hereinafter called "the Bidder") has 
submitted to you its bid dated (hereinafter called "the Bid") for the execution 
of __________ under Invitation for Bids No. __________ (“the IFB”).  

Furthermore, we understand that, according to your conditions, bids must be 
supported by a bid guarantee. 

At the request of the Bidder, we __________ hereby irrevocably undertake to 
pay you any sum or sums not exceeding in total an amount of _________ 
(_________) upon receipt by us of your first demand in writing accompanied by 
a written statement stating that the Bidder is in breach of its obligation(s) 
under the bid conditions, because the Bidder: 

(a)  has withdrawn its Bid during the period of bid validity specified by the 
Bidder in the Form of Bid; or 

(b)  having been notified of the acceptance of its Bid by the Procuring Entity 
during the period of bid validity, (i) fails or refuses to execute the 
Contract Form; or (ii) fails or refuses to furnish the performance security, 
if required, in accordance with the Instructions  to Bidders. 

 
This guarantee will expire: (a) if the Bidder is the successful bidder, upon our 
receipt of copies of the contract signed by the Bidder and the performance 
security issued to you upon the instruction of the Bidder; or (b) if the Bidder is 
not the successful bidder, upon the earlier of (i) our receipt of a copy of your 
notification to the Bidder of the name of the successful bidder; or (ii) twenty-
eight days after the expiration of the Bidder’s Bid. 
 
Consequently, any demand for payment under this guarantee must be received 
by us at the office on or before that date. 
 
This guarantee is subject to the Uniform Rules for Demand Guarantees, 
International Chamber of Commerce Publication No. 458. 
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_____________________________ 
[signature(s)] 
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Bid Security (Bid Bond) 
 
[The Surety shall fill in this Bid Bond Form in accordance with the instructions 
indicated.] 

 
BOND NO. ______________________ 

BY THIS BOND ____________ as Principal (hereinafter called “the Principal”), 
and ___________________, authorized to transact business in 
____________________, as Surety (hereinafter called “the Surety”), are held 
and firmly bound unto ________________as Obligee (hereinafter called “the 
Procuring Entity”) in the sum of ___________† _____________, for the payment 
of which sum, well and truly to be made, we, the said Principal and Surety, 
bind ourselves, our successors and assigns, jointly and severally, firmly by these 
presents. 

WHEREAS the Principal has submitted a written Bid to the Procuring Entity 
dated the _____ day of ______, 20__, for the construction of 
____________(hereinafter called the “Bid”). 

 

NOW, THEREFORE, THE CONDITION OF THIS OBLIGATION is such that if the 
Principal: 

(a) withdraws its Bid during the period of bid validity specified in the Form of 
Bid; or 

(b) having been notified of the acceptance of its Bid by the Procuring Entity 
during the period of Bid validity; (i) fails or refuses to execute the 
Contract Form; or (ii) fails or refuses to furnish the Performance Security, 
if required,  in accordance with the Instructions to Bidders.  

then the Surety undertakes to immediately pay to the Procuring Entity up to 
the above amount upon receipt of the Procuring Entity’s first written demand, 
without the Procuring Entity having to substantiate its demand, provided that 
in its demand the Procuring Entity shall state that the demand arises from the 
occurrence of any of the above events, specifying which event(s) has occurred.  

The Surety hereby agrees that its obligation will remain in full force and effect 
up to the date of expiration of the Bid validity as stated in the Invitation to Bid 
or extended by the Procuring Entity at any time prior to this date, notice of 
which extension(s) to the Surety being hereby waived. 

 

IN TESTIMONY WHEREOF, the Principal and the Surety have caused these 
presents to be executed in their respective names this ____ day of 
____________ 20__. 

                                                 
†  The amount of the Bond shall be denominated in the currency of the Procuring Entity’s country or the 

equivalent amount in a freely convertible currency. 
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Principal: _______________________ Surety: ___________________________ 
 Corporate Seal (where appropriate) 

_______________________________ __________________________________ 
(Signature) (Signature) 
(Printed name and title) (Printed name and title) 
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Part II – Activity Schedule 
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Section IV.  Activity Schedule 
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Section VII. Performance Specifications and 
Drawings 

 
(Describe Outputs and Performances, rather than Inputs, wherever possible) 
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Performance Bank Guarantee (Conditional) 

 
This Agreement is made on the _______ day of _______, _______ between 
______________ of ______________ (hereinafter called “the Guarantor”) of the 
one part and ______________ of ______________ (hereinafter called “the 
Procuring Entity”) of the other part. 

Whereas 
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(1) This Agreement is supplemental to a contract (hereinafter called the 
Contract) made between ______________ of ______________ (hereinafter 
called the Service Provider) of the one part and the Procuring Entity of the 
other part whereby the Service Provider agreed and undertook to execute the 
Services of ____________________________ for the sum of ______________ 
being the Contract Price; and 

(2) The Guarantor has agreed to guarantee the due performance of the 
Contract in the manner hereinafter appearing. 

Now therefore the Guarantor hereby agrees with the Procuring Entity that upon 
receipt of 

(1) a written notice to the Guarantor from the Service Provider, or 

(2) a written notice to the Guarantor from the Adjudicator, or 

(3) a binding arbitration or Court award confirming that the amount of the 
Guarantee is payable to the Procuring Entity, 

the Guarantor will indemnify and pay the Procuring Entity the sum of _______, 
_______ such sum being payable in the types and proportions of currencies in 
which the Contract Price is payable, provided that the Procuring Entity or his 
authorized representative has notified the Guarantor to that effect and has 
made a claim against the Guarantor not later than the date of issue of the 
Defects Liability Certificate. 

The Guarantor shall not be discharged or released from his Guarantee by an 
arrangement between the Service Provider and the Procuring Entity, with or 
without the consent of the Guarantor, or by any alteration in the obligations 
undertaken by the Service Provider, or by any forbearance on the part of the 
Service Provider, whether as to the payment, time, performance or otherwise, 
and any notice to the Guarantor of any such arrangement, alteration, or 
forbearance is hereby expressly waived. 

Given under our hand on the date first mentioned above. 

Signed by   
for and on behalf of the Guarantor in the presence of   
 
Signed by   
for and on behalf of the Procuring Entity in the presence of   
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Performance Bank Guarantee (Unconditional) 

 
 
To:  _____________________ 
 
Whereas ________________ (hereinafter called “the Service Provider”) has 
undertaken, in pursuance of Contract No. ________ dated ________ to execute 
________________________ (hereinafter called “the Contract”); 
 
And whereas it has been stipulated by you in the said Contract that the Service 
Provider shall furnish you with a Bank Guarantee by a recognized bank for the 
sum specified therein as security for compliance with his obligations in 
accordance with the Contract; 
 
And whereas we have agreed to give the Service Provider such a Bank 
Guarantee; 
 
Now therefore we hereby affirm that we are the Guarantor and responsible to 
you, on behalf of the Service Provider, up to a total of ________, ________, 
such sum being payable in the types and proportions of currencies in which the 
Contract Price is payable, and we undertake to pay you, upon your first written 
demand and without cavil or argument, any sum or sums within the limits of 
________________] as aforesaid without your needing to prove or to show 
grounds or reasons for your demand for the sum specified therein. 
 
We hereby waive the necessity of your demanding the said debt from the 
Service Provider before presenting us with the demand. 
 
We further agree that no change or addition to or other modification of the 
terms of the Contract or of the Services to be performed there under or of any 
of the Contract documents which may be made between you and the Service 
Provider shall in any way release us from any liability under this Guarantee, and 
we hereby waive notice of any such change, addition, or modification. 
 
This Guarantee shall be valid until a date 28 days from the date of issue of the 
Certificate of Completion. 
 
Signature and seal of the Guarantor   
 
Name of Bank   
Address   
Date   
 



46 Section VIII. Contract Forms 

Performance Bond 

 
By this Bond, _______ as Principal (hereinafter called “the Service Provider”) 
and ________________________ as Surety (hereinafter called “the Surety”), 
are held and firmly bound unto ____________ as Obligee (hereinafter called 
“the Procuring Entity”) in the amount of ____________ ____________] for the 
payment of which sum well and truly to be made in the types and proportions 
of currencies in which the Contract Price is payable, the Service Provider and 
the Surety bind themselves, their heirs, executors, administrators, successors, 
and assigns, jointly and severally, firmly by these presents. 
 
Whereas the Service Provider has entered into a Contract with the Procuring 
Entity dated the ______day of ______, ______ for ____________ in accordance 
with the documents, plans, specifications, and amendments thereto, which to 
the extent herein provided for, are by reference made part hereof and are 
hereinafter referred to as the Contract. 
 
Now, therefore, the Condition of this Obligation is such that, if the Service 
Provider shall promptly and faithfully perform the said Contract (including any 
amendments thereto), then this obligation shall be null and void; otherwise it 
shall remain in full force and effect.  Whenever the Service Provider shall be, 
and declared by the Procuring Entity to be, in default under the Contract, the 
Procuring Entity having performed the Procuring Entity’s obligations there 
under, the Surety may promptly remedy the default, or shall promptly: 
 

(1) complete the Contract in accordance with its terms and conditions; 
or 

 
(2) obtain a Bid or bids from qualified bidders for submission to the 

Procuring Entity for completing the Contract in accordance with its 
terms and conditions, and upon determination by the Procuring Entity 
and the Surety of the lowest responsive Bidder, arrange for a 
Contract between such Bidder and Procuring Entity and make 
available as work progresses (even though there should be a default 
or a succession of defaults under the Contract or Contracts of 
completion arranged under this paragraph) sufficient funds to pay the 
cost of completion less the balance of the Contract Price; but not 
exceeding, including other costs and damages for which the Surety 
may be liable hereunder, the amount set forth in the first paragraph 
hereof.  The term “Balance of the Contract Price,” as used in this 
paragraph, shall mean the total amount payable by the Procuring 
Entity to the Service Provider under the Contract, less the amount 
properly paid by the Procuring Entity to the Service Provider; or 

 
(3) pay the Procuring Entity the amount required by the Procuring Entity 

to complete the Contract in accordance with its terms and conditions 
up to a total not exceeding the amount of this Bond. 
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The Surety shall not be liable for a greater sum than the specified penalty of 
this Bond. 
 
Any suit under this Bond must be instituted before the expiration of one year 
from the date of issuance of the Certificate of Completion. 
 
No right of action shall accrue on this Bond to or for the use of any person or 
corporation other than the Procuring Entity named herein or the heirs, 
executors, administrators, successors, and assigns of the Procuring Entity. 
 
In testimony whereof, the Service Provider has hereunto set its hand and 
affixed its seal, and the Surety has caused these presents to be sealed with its 
corporate seal duly attested by the signature of its legal representative, this 
______ day of ______, ______. 
 
 
 
Signed by   
on behalf of 
____________________________________________________________ 
Iin the capacity of   
In the presence of   
Date   
 
 
 
Signed by   
on behalf of 
____________________________________________________________ 
In the capacity of   
In the presence of   
Date   
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Bank Guarantee for Advance Payment 

 
To: ______ 
 
 
Gentlemen: 
 
In accordance with the provisions of the Conditions of Contract, Sub-Clause 6.4 
(“Terms and Conditions of Payment”) of the above-mentioned Contract, 
__________ (hereinafter called “the Service Provider”) shall deposit with 
_________ a Bank Guarantee to guarantee his proper and faithful performance 
under the said Clause of the Contract in an amount of _________ _________ 
 
We, the __________________, as instructed by the Service Provider, agree 
unconditionally and irrevocably to guarantee as primary obligator and not as 
Surety merely, the payment to __________________ on his first demand 
without whatsoever right of objection on our part and without his first claim to 
the Service Provider, in the amount not exceeding _________ _________ 
 
We further agree that no change or addition to or other modification of the 
terms of the Contract or of Services to be performed there under or of any of 
the Contract documents which may be made between __________________ and 
the Service Provider, shall in any way release us from any liability under this 
Guarantee, and we hereby waive notice of any such change, addition, or 
modification. 
 
This Guarantee shall remain valid and in full effect from the date of the 
advance payment under the Contract until __________________ receives full 
repayment of the same amount from the Service Provider. 
 
Yours truly, 
 
Signature and seal:    
 
Name of Bank/Financial Institution:    
Address:    
Date:    
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Appendices 
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Appendix A – Description of Services 
 

TERMS OF REFERENCE- CANTEEN CONCESSIONNAIRE 
 
 

i. Background and Objective 

 
The Jamaica Civil Aviation Authority (JCAA) has building space for its 
Canteen located at 4 Winchester Road, Kingston 10. The Canteen will 
cater to the needs of its employees and their visitors/guest for meals 
and snacks. 

 
The JCAA now invites bid tenders who are willing to operate the Canteen 
and offer its services. 

 
  ii.     Selection Guidelines 
   

The bidder shall be subject to the determination of eligibility screening 
based on the requirement as set forth in the invitation to bid. 
 
1. The Bidder shall be subjected to the determination of eligibility 

screening based on the requirement set forth in the invitation to bid. 
 

2. The JCAA shall shortlist the eligible bidders based on the following 
consideration: 

 
a. Facilities and operations staff (chef, waiters etc.) to be deployed 

to the JCAA’s Canteen  
b. Taste/Quality of Food 
c. Variety and Nutritional value of food served 
d. Quantity and affordability of food 
e. Track record/Experience in the food business 
f. Sanitation 

 
3. Each selected bidder will be required to present, serve and 

demonstrate its menu for a day at the JCAA’s Canteen showcasing 
their culinary expertise on a rotational basis. During the 
demonstration, bidders shall be required to present and deliver 
variety of local menus on special and regular dishes. 
 

4. The JCAA’s evaluating team shall rate/evaluate the bidders each day 
during the demo of each bidder under the supervision of the Human 
Resource Department (HRD) in co-ordination with the evaluation 
team. The criteria for evaluation are the following: 

 
a. Variety of Menu 
b. Sanitation 
c. Reasonableness of Price/Quality of food served 
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d. Quality of Service 
e. Taste/Quality of Food 

 
5. The bidder gaining the most number of votes shall be declared the 

winning bidder. 
 

 iii.    Eligibility Requirement 
 

     a. Food Handlers Permits of all staff expected to work on premises.  
     b. Three (3) current Letters of References, that contract has been 

signed within the last three (3) years.  
               c. Tax Compliance Certificate (TCC). 
               d. National Contracts Commission Registration.           

d. At least three (3) years’ experience operating a canteen and 
catering.   

    business, including any other function for at least 100 persons. 
Copy of  
    license from Ministry of Health for food handling establishment for  

                   current location. 
 

iv. Cost Responsibility  
 
 Concessionaire  
 

1. Purchase of raw material to prepare meals 
2. Labour and all labour costs (if any) 
3. Taxes and Licenses 
4. Kitchen Supplies, waiter services and supplies for canteen store room 
5. Table napkin/tissue paper supplies 
6. Office Supplies 
7. Other Canteen and Kitchen supplies 
8. Fuel for cooking 
9. Laundry 
10. Any repair of canteen premises, replacement of equipment, furniture 

and facilities and on redecorating and repainting occasioned or 
rendered necessary by CONCESSIONNAIRE or its agent and/or as a 
result of employee’s deliberate act or through their negligence or 
lack of care 

11. Redecorating 
12. Daily removal of trash and garbage from the JCAA’s Canteen premises 
13. Janitorial Services 
14. Comprehensive liability Insurance 

 
JCAA 

 
1. Electricity and Water 
2. Routine Maintenance and repair due to wear and tear 
3. Painting 
4. Fire Insurance for JCAA’s property only 
5. Replacement of worn dining equipment 
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6. Electrical and Plumbing Services 
7. Security Services 
8. Telephone  
9. Improvement of Ventilation 
10. Kitchen 
11. Dining areas 
12. Tables and Chairs 
13. Cabinet and Food counters 
14. Cabinet and food counter 
15. Pest Control Treatment 
 

v. DURATION OF CONTRACT 
 

The contract will be for one (1) year-.  
 
vi.   OPENING HOURS 
 
 7:30 a.m. – 4:00 p.m. (Monday – Thursday) 

7:30 a.m. – 3:00 p.m. (Friday) 
 
vii. OTHER CONSIDERATIONS 
 

Variety – Pricing consideration should be given to employees who may 
require the following: 

 

• One dish 

• Vegetarian meal 

• Dietary/Special meals 
 

Employees should not be charged an additional amount should they 
choose to take out lunches. 
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Appendix B – Schedule of Payments and Reporting 
Requirements 
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Appendix C – Key Personnel and Subcontractors 
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Appendix D – Breakdown of Contract Price in Local 
Currency 
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Appendix E – Breakdown of Contract Price in Local 
Currency 
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Appendix F – Services and Facilities Provided by 
the Procuring Entity 
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Appendix G – Performance Incentive Compensation 
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Appendix H – Bid Evaluation Criteria 
 

Criteria and Associated Weightings 

 Criteria Weight 

1. 
 
a. 
b. 
c. 
d. 

Company Information  
 

• Background (3 points) 

• Registration and Incorporation Details (3 points) 

• Directors Information (2 point) 

• Company’s Structure/Consortium Information ( 2 
point) 

 
 

10 Points 
 

 
2. 
 
a. 
b. 
c. 

 
Track Record and Experience 
 

• At least three (3) years of prior experience (5 
points) 

• Provision of written references from three (3) 
clients that similar services were provided to in 
the past three (3) years (5 points) 

 
 

10 points 

 
3. 
 
a. 
b. 
c. 
d. 
e. 
 
 

 
Validity of Proposal 
 
Market Assessment (5points) 
Service Description and Roll out plans (10points) 
Customer Service Standard (5 points) 
Resumes (5 points) 
Employment Plan (5 points) 

 
 

30 points 

5. Tasting 50 points 

   

   

 TOTAL 100 points 

Minimum overall score that is required to be invited to prepare 
tasting is 40 points. 
 
The minimum overall score that will be considered is 80 points.  
Thereafter the contract will be awarded to the bidder with the 
lowest proposed cost. 


