





[Procuring and Disposing Entity Logo] [Name of Procuring and Disposing Entity]


THE REPUBLIC OF UGANDA



STANDARD BIDDING DOCUMENT FOR THE PROCUREMENTS RESERVED FOR REGISTERED ASSOCIATIONS OF WOMEN, YOUTH AND PERSONS WITH DISABILITIES





Subject of Procurement: Procurement Reference Number: Date of Issue:



PREFACE
This Standard Bidding Document (SBD) for the Procurements reserved for Women, Youth and Persons with Disabilities (PWDs) has been prepared by the Public Procurement and Disposal of Assets Authority (PPDA) for use by Procuring and Disposing Entities (PDEs) for the procurements reserved for Women, Youth and Persons with Disabilities using the Quotation bidding method.

The procedures and practices presented in this SBD have been developed in accordance with the Public Procurement and Disposal of Public Assets Act Cap 205, the Regulations thereunder and best international procurement practices as adopted from development partner documents.

A user guide has been prepared to provide guidance to public officials in the correct use of the SBD as a model for preparing individual bidding documents before they are issued for bidding.

The Public Procurement and Disposal of Assets Authority welcomes any feedback on this SBD that would support its improvement. Feedback can be addressed to info@ppda.go.ug or at the contact below:

The Executive Director
Public Procurement and Disposal of Assets Authority
PPDA - URF Towers Plot 39 Nakasero Road
P.O. Box 3925 Kampala.
[image: ]Website: www.ppda.go.ug @PPDAUganda
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STANDARD INVITATION TO BIDDERS
[Use PDE Letterhead] [Date]
[Name and Address of Shortlisted Bidder]

[Brief Description of the Procurement] - [Procurement Reference number]
1. The [Insert name of Procuring and Disposing Entity] has allocated funds to be used for the acquisition of [Insert description of procurement].

2. The Entity invites your bid for provision of the procurement described above.

3. This procurement process will be conducted in accordance with the procedures contained in the Public Procurement and Disposal of Public Assets Act, Regulations, and the bidding procedures described in Part 1.

4. Bidding is reserved for Women, Youth and PWDs or their registered owned associations as described in the PPDA Guidelines on reservation schemes to promote participation of registered associations of Women, Youth and PWDs. Associations may take the following forms:

a. Women, Youth or Persons with Disabilities owned enterprises incorporated as companies and registered by Uganda Registration Services Bureau under the Companies Act, except Single Member Companies;
b. Women, Youth or Persons with Disabilities owned enterprises recognized as a firm by the Uganda Registration Services Bureau and as a business name under the Business Names Registration Act;
c. Women, Youth or Persons with Disabilities owned enterprises registered by Uganda Registration Services Bureau as a partnership under the Partnership Act;
d. Women, Youth or Persons with Disabilities owned enterprises registered as savings and co-operative societies under the Cooperative Societies Act; and
e. Women, Youth or Persons with Disabilities owned Community Based Organisations registered at Districts or Cities under the Non-Governmental Organisations Act.

5. The Procurement is described in detail in Part 2: Statement of Requirements.

6. There	(shall/ shall not) be a pre – bid meeting/site visit at [Insert address and time] on
the dates indicated in the proposed schedule in this notice.] The pre-bid meeting/site visit….. (shall/shall not) be mandatory. [PDE should Delete what is not applicable].

7. Bids must be delivered to the address below at 8(c) at or before…	[Insert
time and date]. All bids must be accompanied by a Bid Securing Declaration which must be valid until [Insert day, month and year]. Late bids shall be rejected. Bids will be opened in the presence of the bidders’ representatives who choose to attend at the address below at 8(d) at .....................
.	[Insert time and date]


8. a.	Documents may be inspected at	[Insert address and contact details]
b. Documents will be issued from:	[Insert address and contact details]
c. Quotations must be delivered to:	[Insert address and contact details]
d. Address of Bid Opening:	[Insert address and contact details]

9. Any resulting contract shall be subject to the terms and conditions detailed in Part 3: Contract.

10. The planned procurement schedule (subject to changes) is as follows:

	Activity
	Date

	a.	Issue Invitation to bid
	[Insert Expected date of issue of invitation to bid)

	b.	Pre-bid meeting/ Site visit where applicable
	[Insert a date within the first 5 working days of the bidding period]

	c.	Bid closing date
	[Insert expected bid closing date]

	d.	Evaluation process
	[Insert Expected date of evaluation within 15 working days from bid closing date]

	e.	Display and communication of best evaluated bidder
	[Within5workingdaysfrom Contracts Committee award)]

	f.	Contract Signature
	[Maintain this text or insert a date after expiry of at least 10 working days from display of the best evaluated bidder notice and Attorney General’s approval]]


11. Any queries should be addressed to at the address given above.

12. Please prepare and submit your bid in accordance with the Instruction to Bidders in Part 1 or inform the undersigned if you will not be submitting a quotation.



Signature: ................................................................................................................

Name: .......................................................................................................................

Position of Authorised Official: .............................................................................
[Insert Accounting Officer/position of another authorised officer]

SECTION 1: BIDDING PROCEDURES

Procurement Reference Number:

1. Preparation of Bids
You are requested to quote for the Procurement by completing, signing and returning the following:
a. The Bid Submission Sheet in this Part;
b. the Bid Securing Declaration;
c. The Beneficial ownership form;
d. Technical specifications;
e. The Activity Schedule/ Bills of Quantities in Part 2; or
f. The List of Supplies and Price Schedule in Part 2; or
g. The Specification and Compliance Sheet in Part 2;
h. The documents evidencing your eligibility, as listed below under Clause 12;
i. Any other relevant documentation
2. Electronic Bidding
Electronic bidding ………….. (shall/shall not) be allowed. Where electronic procedures are allowed, bids shall be submitted to the following address before the deadline of bid submission. (Insert electronic bid submission procedures). Where an electronic or digital version of the bidding document is issued by the PDE through the eGP system or any other electronic means, the electronic or digital version of the bidding document is the original version.
3. Bid Validity
The bid must remain valid until and including(Insert day,month and year).
4. Submission of Bids
Bids should be submitted to the address below, no later than the date and time of the deadline below. Late Bids shall be rejected.

Date of deadline:	(Insert day, month and year).
Time of deadline:	(Insert local time).
Address: .........................................................................................................................................
.........................................................................................................................................................
5. Withdrawal and replacement of bids
You may in writing withdraw or replace your bid after it has been submitted at any time before the deadline for submission of bids.
6. Opening of Bids
Bids will be opened by the PDE in the presence of bidders’ representatives who choose to attend the opening. A record of the opening will be posted on the PDE’s Notice Board within one working day of the opening.
Part 1: Instructions to Bidders
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7. Evaluation of Bid
The evaluation of Bids will use the Technical Compliance Selection methodology to determine eligibility and administrative compliance, commercial and technical responsiveness, and a financial comparison to determine the evaluated price of Bids and subsequently determine the best evaluated bid.
8. Lots
Where the requirements are divided into lots Bidders have the option to Bid for any one or more lots according to the following rules:
a. Bidders must bid for complete lots only. Bids for partial lots shall be rejected.
b. Bids shall be evaluated lot-wise, taking into account discounts offered, if any, after considering all possible combinations of lots, the contract(s) shall be awarded to the Bidder or Bidders offering the lowest evaluated cost to the PDE for combined lots, subject to the selected Bidder(s) meeting the required qualification criteria for a lot or combination of lots as the case may be.
c. Where there is a limit on the number of lots to be awarded to each bidder, the PDE shall award the lots to the bidder offering the lowest cost for the higher values of the lots.
9. Eligibility Criteria
You are required to meet the following criteria to be eligible toparticipate in public procurement:
a. Have the legal capacity to enter into a contract;
b. Not be insolvent, in receivership, bankrupt or being wound up or subject to legal proceedings for any of these circumstances;
c. Not have had your business activities suspended;
d. Have fulfilled your obligations to pay taxes and social security contributions;
e. Have the nationality of an eligible country;
f. Not have a conflict of interest in relation to this procurement requirement; and
g. Not subject to suspension by the Public Procurement and Disposal of Public Assets Authority or not debarred from the procurement processes by an international agency of which Uganda is a member.
10. Documents Evidencing Eligibility
Bidders shall submit the following documents:
a. a certificate of registration issued by the Authority for bidders currently registered with the Authority or a copy of the Bidder’s Trading license or equivalent and a copy of the Bidder’s Certificate of Incorporation/Registration or equivalent for bidders not currently registered with the Authority;
b. Evidence of fulfilment of obligations to pay taxes and social security contributions in Uganda where applicable;
c. Documents demonstrating majority shareholders of the company as women, youth or PWDs such as the Memorandum of Association or Constitution of the Registered Association, Certificate of Registration;
d. Any other relevant documentation.

11. Technical Requirements
The Bidder shall furnish a technical bid in sufficient detail to demonstrate the adequacy of the Bid to meet the procurement’s requirements and the completion time.
12. Bid Prices and currency
The whole cost of performing the contract shall be included in the items stated and the cost of any incidental works/services/supplies shall be deemed to be included in the prices quoted and shall be in Uganda Shillings.
13. Best Evaluated Bid
The best evaluated bid shall be the lowest priced bid, which is eligible and substantially responsive to the commercial and technical requirements of the PDE and shall be recommended for award of contract.
14. Formation of contract
Formation of a contract shall be by placement of a Purchase Order in accordance with Part 3: Contract.
15. Right to Reject
The Procuring and Disposing Entity reserves the right to reject any bid or to cancel the bidding process and reject all bids at any time prior to contract signing.
16. Performance Securing Declaration
The successful Bidder shall where applicable, furnish to the PDE a Performance Securing Declaration and, if required, the Environmental, Social, Health and Safety (ESHS) Performance Security in the format included in the contract forms.
17. Right to Administrative Review
Bidders may seek an Administrative Review in accordance with the Public Procurement and Disposal of Public Assets Act if they are aggrieved with the decision of the PDE.

SECTION 2: BIDDING FORMS
[This Bid Submission Sheet should be on the letterhead of the Bidder and should be signed by a person withthe proper authority to sign documents that are binding on the Bidder]
BID SUBMISSION SHEET
[Complete this form with all the requested details and submit it as the first page of your quotation, with the documents requested above attached. Ensure that your quotation is authorised in the signature block below. A signature and authorisation on this form will confirm that the terms and conditions of this document shall prevail over any attachments. If your bid is not authorised, it may be rejected.]

	Bid: Addressed to (Procuring and Disposing Entity):
	

	Date of Bid:
	

	Procurement Reference Number:
	

	Subject of Procurement:
	


We, the undersigned, declare that:

a. We offer to provide the Services/Supplies/Works detailed in the Statement of Requirements, in accordance with the terms and conditions stated in your procurement referenced above.

b. We confirm that we are eligible to participate in public procurement and meet the eligibility criteria specified in Part 1: Bidding Procedures.

c. The total price of our Bid, excluding any discounts offered, is: [Insert the total bid price in words and figures, indicating the various amounts].

d. We, including any subcontractors or providers for any part of the contract resulting from this procurement process, are eligible to participate in public procurement.

e. We undertake to abide by the Code of Ethical Conduct for Bidders and Providers during the procurement process and the execution of any resulting contract;

f. Our bid shall be valid until [Insert date, month and year] and it shall remain binding upon us and may be accepted at any time before or on that date;

g. We confirm that the prices quoted in the Activity Schedule/Bill of quantities/Price Schedule are fixed and firm for the duration of the validity period and will not be subject to revision or variation.


Bid Authorised By:

Signature: ..................................................... Position: ..........................................................................

Authorised for and on behalf of:

Name: ...............................................................................................................................................

Date:	(DD/MM/YY)

Company: ...............................................................................................................................................

Address: ..................................................................................................................................................

BID SECURING DECLARATION
[The Bidder shall fill in this Form in accordance with the instructions indicated. If the Bidder is a Joint Venture, the Bid Securing Declaration must be in the names of all partners as named in the Joint Venture Agreement]

Date: [Insert date (as day, month and year) of Quotation Submission]
Procurement Reference No.: [Insert reference number of selection process]

To: [Insert complete name of Procuring and Disposing Entity]

I/We, the undersigned, declare that:

1. I/We understand that, according to your conditions, quotations must be supported by a Bid Securing Declaration.

2. I/We accept that I/we may be suspended for three years by the Authority from being eligible for bidding in any contract with the Government of Uganda, if we are in breach of our obligation(s) under the Request for Quotations conditions, because we:
a. Have withdrawn our quotation during the period of its validity specified by us in the Technical Bid Submission Sheet, except as provided in the Instructions to Bidders; or
b. Having been notified of the acceptance of our Quotation by the Procuring and Disposing Entity, during the period of Quotation validity, fail or refuse to:
i. Sign the Contract in accordance with the bidding document;
ii. Furnish the Performance Security, in accordance with the bidding document; or

3. I/We understand this Bid Securing Declaration shall expire on [Insert date as per the bidding document].

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 Quotation for and on behalf of: ..............................................................
.	[Insert complete name of Bidder]

Dated on ...................... day of ...................... ,	[Insert date of signing]

TECHNICAL BIDDING FORMS (ENTITY SHOULD DELETE THOSE THAT ARE NOT APPLICABLE)
Site Organization [Insert Site Organization information] Method Statement [Insert Method Statement] Mobilization Schedule [Insert Mobilization Schedule] Construction Schedule [Insert Construction Schedule]

FORMS FOR KEY PERSONNEL
Form – 1: Proposed Personnel
Bidders should provide the names of suitably qualified personnel to meet the specified requirements for each of the positions listed in Clause 15: Technical requirements. The data on their experience should be supplied using the Form below for each candidate.

	Title of position:

	Name:

	Duration of commitment for this position:

	Title of position:

	Name:

	Duration of commitment for this position:

	Title of position:

	Name:

	Duration of commitment for this position:

	Title of position:

	Name:

	Duration of commitment for this position:

	Title of position:

	Name:

	Duration of commitment for this position:

	Title of position:

	Name:

	Duration of commitment for this position:

	Title of position:

	Name:

	Duration of commitment for this position:



Form – 2: CV of Proposed Personnel
The bidder shall provide all the information requested below.

	Position

	Personnel Information
	Name:
	Date of birth:

	
	Professional qualifications:

	
	Academic qualifications:

	Present Employment
	Name of Employer:

	
	Address of Employer:

	
	Telephone:
	Contact (manager/personnel officer):

	
	Fax:
	E-mail:

	
	Job title:
	Years with present Employer:


Summarize professional experience in reverse chronological order. Indicate particular technical and managerial experience relevant to the project.

	From
	To
	Project
	Role
	Duration in Involvement
	Relevance Experience

	[Date, Month and Year]
	[Date, Month and Year]
	[Main project details]
	[Role and responsibilities on the project]
	[Time in role i.e., Months and Years]
	[Describe the experience relevant to this position]

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Declaration
I, the undersigned [Insert name of “Key Personnel”], certify that to the best of my knowledge and belief, the information in reference to my data contained in the Forms for Key Personnel correctly describes myself, my qualifications and my experience.


I confirm that I am available as certified in the following table and throughout the expected time schedule for this position as provided in the bid:

	Commitment
	Details

	Commitment to the duration of the contract:
	[Insert period (start and end dates) for which this Contractor’s Key Personnel is available to work on this contract]


I understand that any misrepresentation or omission in this Form may:
· Be taken into consideration during bid evaluation;
· Result in my disqualification from participating in the procurement process.

Name of Key Personnel:	[Insert name]

Signature: ..........................................................................................

Date:	(DD/MM/YY)

Countersignature of an authorized representative of the Bidder: Signature: ..........................................................................................
Date:	(DD/MM/YY)

PART 2: STATEMENT OF REQUIREMENTS

Scope of Works/Specifications/Terms of Reference
Procurement Reference Number: ..........................................................

Section 3: Brief Description of Procurement

Section 4: Location

Section 5: Schedule of Procurement

Section 6: Technical Specifications and Drawings (where applicable)

The Works are to be performed in accordance with the following attached Technical Specifications and Drawings:

1. ....................................................................................................................................................

2. ....................................................................................................................................................

3. ....................................................................................................................................................

4. ....................................................................................................................................................

5. ....................................................................................................................................................
Part 2: Statement Of Requirements
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Activity Schedule/ Bill of Quantities (Applicable for Works)

Procurement Reference Number: ..........................................................

[Complete the unit and total prices for each item listed below. Authorise the prices quoted in the signature block below.]

The quantities shown below are approximate and subject to re-measurement for paymentpurposes.

Currency of Bid: .............................
	Item No.:
	Description of Works
	Quantity
	Unit of Measure
	Unit Price
	Total Price

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	


Enter 0% VAT rate if VAT exempt.
	Other additional costs
	

	
	Subtotal
	

	
	VAT @%
	

	
	Total
	



Activity Schedule/Bills of Quantities (delete as appropriate)
Authorised By:
Signature: ....................................................... Name: .............................................................................

Position: .................................................................................................................................................

Authorised for and on behalf of:

Date:	(DD/MM/YY)

Company: ...............................................................................................................................................
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List of Supplies/Services and Price Schedule (Applicable for Supplies and Services)
Procurement Reference Number: ................................................................
Purchase Order Serial Number: ................................................................

[Purchase Order Serial Number to be completed in the event of award of contract only]

[COMPLETE THE CURRENCY OF YOUR BID. COMPLETE THE UNIT AND TOTAL PRICES FOR EACH ITEM LISTED BELOW. AUTHORISE THE PRICES QUOTED IN THE SIGNATURE BLOCK BELOW.]

CURRENCY OF QUOTATION: .................................
	Item No.:
	Description of Supplies/Services
	Quantity
	Unit of Measure
	Unit Price
	Total Price

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	

Enter 0% VAT rate if VAT exempt.
	Other additional costs
	

	
	Subtotal
	

	
	VAT @%
	

	
	Total
	


The Delivery and Completion Schedule shall be as specified in the Special Conditions of Contract.

List of Supplies/Services and Price Schedule
Authorised By:
Signature: ....................................................... Name: .............................................................................

Position: .................................................................................................................................................

Authorised for and on behalf of:

Date:	(DD/MM/YY)

Company: ...............................................................................................................................................
Part 2: Statement Of Requirements
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Specification and Compliance Sheet (Applicable for Supplies/ Services)
Procurement Reference Number: ................................................................
Purchase Order Serial Number: ................................................................

[Purchase Order Serial Number to be completed in the event of award of contract only]

Complete column c with the specification of the supplies offered. Also, state “comply” or “not comply” and give details of any non-compliances to the specification required. Attach detailed technical literature if required. Authorise the specification offered in the signature block below.

	Item No.:
	Technical Specification Required
	Compliance of Specification Offered
	Technical literature on specification offered in column c

	a
	b
	c
	d

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Specification and Compliance Sheet
Authorised By:
Signature: ....................................................... Name: .............................................................................

Position: .................................................................................................................................................

Authorised for and on behalf of:

Date:	(DD/MM/YY)

Company: ...............................................................................................................................................

PART 3: CONTRACT
SECTION 3: TERMS AND CONDITIONS OF THE CONTRACT
Any resulting contract shall be placed by means of a Government of Uganda Purchase Order and shall be subject to the Terms and Conditions below.

Procurement Reference Number: ............................................................................
Purchase Order Serial Number: : ............................................................................
[Purchase Order Serial Number to be completed in the event of award of contract only]

	Site
	The Site for delivery of the Works, Services or Supplies is ............................
.......................................................................................................................

	Notices
	Any notice shall be sent to the following addresses:
For the Procuring and Disposing Entity, the address shall be as given onthe first page of this Purchase Order and the contact name shall be
For the Provider, the address and contact name shall be as given on thefirst page of this Purchase Order.

	Dispute Settlement
	The Procuring and Disposing Entity and the Provider shall make every effort to resolve amicably by direct informal negotiation any disagreement or dispute arising between them under or in connection with the Contract.
If the parties fail to resolve such a dispute or difference by mutual consultation within twenty-eight (28) days from the commencement of such consultation, either party may refer the dispute to for resolution by the courts of judicature through litigation.

	Delivery and Documents
	The supplies/Works/Services are to be delivered/performed/completed within days/weeks/months from the date of purchase order.
The following documents to be required to support invoices requesting payments: .......................................................................................................
............................................

	Terms of Payment
	The structure of payments shall be:

	
	Payments shall be made within…	after receipt of an invoice and the
relevant documents and their certification by the Procuring and Disposing Entity.


Part 3: Contract
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	Liquidated Damages
	Liquidated Damages	(shall/shall not apply) [Insert what is
applicable]
The liquidated damages for the whole of the Works are 	 per day.
The maximum amount of liquidated damages for the whole of the Works is
	 Percent of the final Contract Price.

	Warranty/Defects Liability Period
	The period of the warranty/Defects Liability shall be ……………...

	Performance Securing Declaration
	A Performance Securing Declaration	(shall/shall not) be required.

	Termination
	Either party may terminate the Contract if the other party causes a fundamental breach of the Contract or for convenience.



SECTION 8: CONTRACT FORMS
Purchase Order Agreement ....................................................................................................................
[Name of Procuring and Disposing Entity] ..........................................................................................
[Address of Procuring and Disposing Entity] ..........................................................................................
Serial No.	[pre-printed]

To: ..........................................................................................

................................................................................................

The PDE indicated above accepts your bid referenced below.

This agreement is a lumpsum agreement and is subject to the attached Terms and Conditions of the Contract. All attached documents listed below shall form part of the Purchase Order.

You are requested to complete the contract detailed in the attached Statement of Requirements in accordance with the terms and conditions contained in this Purchase Order.

	Date and Reference Number of Procurement:
	

	Correspondence amending Procurement:
	

	Procurement Reference Number:
	

	Subject of Procurement:
	

	Date of Purchase Order:
	

	Contract Price:
	

	Attached Documents:
	


Please confirm your receipt of this Purchase Order and that you are proceeding with performance of the contract, in accordance with the terms and conditions of the Purchase Order.

Authorised by:

Signature: ..........................................................................................

Name: ................................................................................................

Position: ............................................................................................


(Use Provider’s Letterhead) (Name of Provider)
(Physical Address of Provider)

PERFORMANCE SECURING DECLARATION
Date:	(Insert day, month, and year)

Subject of procurement and Ref number.: (Insert subject and reference number of procurement)


To: The Accounting Officer,
(Insert complete name of Procuring and Disposing Entity)

I/We*, the undersigned, declare as follows:

1. I/We* understand that, according to the conditions of the Contract, I/We* must submit a Performance Securing Declaration valid until issuance of the final Completion Certificate at the end of the Defects Liability Period.

2. I/We* accept that we shall be suspended by the Authority from being eligible for bidding in any public procurement or disposal process of Government for a period of three years if I/We*:
i. Have failed to perform contractual obligations under this contract; or
ii. Upon occurrence of any of the events and circumstances under the conditions of contract for which the contract is terminated arising from our default under this contract.

3. This Performance Securing Declaration shall cease to be valid upon issuance of the Completion Certificate, on the earlier of:
i. Having completed all the obligations under the contract and made good all snags by the end of the Defects Liability Period; or
ii. Issuance of the Completion Certificate for all the works at the end of the Defects Liability Period.

Signed: (Insert authorized signature)

In the capacity of (Insert designation of person signing the Performance Securing Declaration)

Name: (Insert complete name of person signing the Performance Securing Declaration)

Duly authorized to sign the contract for and on behalf of: (Insert complete name of Provider)

Dated on ...................day of	(month),	(year) (Insert date of signing)
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THE REPUBLIC OF UGANDA



USER GUIDE FOR STANDARD BIDDING DOCUMENT FOR PROCUREMENTS RESERVED FOR REGISTERED ASSOCIATIONS OF WOMEN, YOUTH AND PERSONS WITH DISABILITIES



September 2025







PREFACE
This User Guide is intended to facilitate the use of the SBD for procurements reserved for registered associations of Women, Youth and Persons with Disabilities that was issued by PPDA in 2025.

Any general or specific comments on the user guide by users, which will assist in improving this document, or correcting any errors, should be forwarded to the PPDA to ensure that amendments are included in subsequent revisions to this document.

The Executive Director
Public Procurement and Disposal of Assets Authority
PPDA - URF Towers Plot 39 Nakasero Road
P.O. Box 3925 Kampala.
Website: www.ppda.go.ug [image: ] @PPDAUganda
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GUIDANCE NOTES ON THE USE OF THE BIDDING DOCUMENT AND USER GUIDE

[bookmark: _TOC_250012]Purpose of the Standard Bidding Document

The purpose of the Standard Bidding Document (SBD) is to provide the Procuring and Disposing Entities (PDEs) with one common standard draft containing basic contractual provisions and safeguards which are required by the Government of Uganda (GOU) in the execution of public procurement and the use of public funds.

The SBD for the Procurements reserved for registered associations of Women, Youth and PWDs has been designed to:
i. Simplify the drafting of a specific bidding document for Procurements reserved by the Procurement and Disposal Units (PDUs);
ii. Minimise the time required by the Contracts Committee (CC) to approve Bidding Documents prior to release.
iii. Reduce Bidders’ time and effort in the preparation of Bids; and
iv. Facilitate and simplify the evaluation and comparison of bids and Contract award by the PDE.

The key feature of the SBD is that it can be used with minimum changes, as it does not contain explanations, footnotes or examples that should not form part of the Bidding Document. The SBDs contain completion notes only for Bidders; these are primarily in the Bidding Forms. This User Guide contains all the explanations and notes necessary for PDEs to use the SBDs.

[bookmark: _TOC_250011]Purpose of the User Guide
This User Guide has been prepared to provide guidance to public officials in the correct use of the SBD for procurements reserved for registered associations of women, youth and PWDs as a model for preparing an individual Bidding Document.

Users should ensure that the correct User Guide is referred to. Different User Guides have been produced for each SBD including those for the Procurement of other categories. Users should refer to the header and footer of each page of the User Guide to ascertain this.

The User Guide is not legally binding but PDEs must comply at all times with the PPDA Act, PPDA Regulations and Guidelines.

Guidance notes intended for Bidders are included in the SBD itself mainly in Sections 2 and 8. All such notes are found between square brackets in italics e.g. [Insert name of …..]. These guidance notes should not be deleted from the Bidding Document when drafting.
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This User Guide contains guidance notes for PDEs in the use of the SBD and how to complete and issue the SBDs. Such notes are shown between square brackets in bold; e.g. [Insert general description of Services]. Where recommended or suggested wording or text is provided this is shown between inverted commas e.g., “Documentation requirements are:	”

The User Guide is not intended for issue with the Bidding Document. The User Guide is not part of the Bidding Document.

When to Use the Standard Bidding Document for Procurements reserved for registered associations of Women, Youth and PWDs.
Procurement Method
This SBD for the Procurements reserved for registered associations of Women, Youth and PWDs is suitable for use under the Quotation procurement method and is designed for simpler, lower value works, services and supplies procurements.

The SBD may also be used for procurement under the direct procurement method with appropriate modifications to the documents.

Scope and Type of Contracts
The SBD is suitable for any scope of intended contract where the works, supplies or services are pre- defined and the period of the works, supplies or services is fixed enabling a total lump sum amount to be calculated representing the total amount payable under the Contract. This document is also suitable for works, services where time-based contracts can normally be appropriate for the works or services required. This is appropriate where the scope of the intended works is pre-defined and the fee rates for the input time can be determined but the period that will be taken to render the works or services will be dependent or contingent upon other circumstances and hence cannot be accurately estimated in advance to enable both the PDE and the Contractor to determine the total amount payable for the services to be rendered under the Contract.

[bookmark: _TOC_250010]Structure of the Standard Bidding Document
The SBD is divided into eight separate Sections and a Preface. PDEs are required to use all Sections of the SBD to produce an individual Bidding Document for issue to Bidders. The SBD comprises:

· Letter of Request for Quotations
· Part 1: Instructions to Bidders
· Section 1: Bidding Procedures
· Section 2: Bidding Forms
· Part 2: Statement of Requirements
· Section 3: Brief Description of Requirements
· Section 4: Location of Requirements
· Section 5: Schedule of Requirements
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· Section 6: Technical Specifications, Terms of Reference Drawings and Bills of Quantities
· Part 3: Contract
· Section 7: Terms and Conditions of Contract
· Section 8: Contract Forms

[bookmark: _TOC_250009]Customising Standard Bidding Documents
The PPDA makes available SBDs to all PDEs. On receipt of these SBDs, the PDE is permitted to customise the SBDs for use by each PDE. The areas that require customisation by the PDE are shown in square brackets e.g. [Insert name and logo of PDE]. This customization should be a one-off function to enter on the master SBD the following details prior to general issue and use within the PDE;
a. The entry of the PDE’s contact details [e.g., name, address, telephone and fax numbers, email address etc.] that will not change;
b. The addition of any official logo or any other form of identification of the PDE.

When customising documents, a PDE shall not alter or amend the content or substance of the standard documentation, including the style and format of the documents, without the prior written approval of the Authority.

The customised standard documents shall be approved by the Contracts Committee (CC) for use by the PDE.

The customised standard documents should be available from the PDU.

The customised standard documents shall be used by the PDEs for drafting documents for individual procurement or disposal requirements.

For clarity and the avoidance of doubt-
· Customisation is the process of completing identification details in the standard documentation issued by the Authority to make it suitable for drafting by the PDE;
· Drafting is the process of modifying customised standard documentation to make it suitable for a particular procurement or disposal requirement.

[bookmark: _TOC_250008]How to Draft an individual Bidding Document
It is important that PDEs always use the original customised SBD to commence drafting a new Bidding Document for each new procurement requirement. Therefore, following customisation, the original SBD should not be amended in any way.

[bookmark: _TOC_250007]Rules for drafting Bidding Documents
The SBDs have been designed to require the minimum of input or changes to the document so that a final Bidding Document can be produced with minimum time and effort.
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Any data or information that Sections 1 and 7 require is to be included respectively in
· Section 1 “Bidding procedures” and
· Section 7 “Terms and Conditions of the Contract.”

Data and information contained in the remaining Sections should be modified as follows:
Section 2 “Bidding Forms” The Forms in this section are to be completed by the Bidder. No changes to the standard forms should be made by the PDE.

Part 2 “Statement of Requirement” This Section should be completed with details of the requirement by the PDE.

Section 8“Contract Forms” PDEs are required to include the Contract Form in the Bidding Document. Details do not need to be completed until the contract award stage.

This User Guide contains a section corresponding to each section of the SBD. It also includes an initial section on how to prepare the letter of request for quotations.
In drafting Bidding Documents using the SBDs, Users should not:
a. Make any changes to the headers of the SBD,
b. Make any changes to the footers of the SBD.

Guidance Notes on the Preface Section
This Section of the SBD comprises two pages of which the first page is the cover sheet to the Bidding Document. Only the first page of the Preface requires any inputs or text changes as illustrated below.


Page 7 of 20
Standard Bidding Document for Disposal of Public Assets by Sale to Public Officers



[Procuring and Disposing Entity Logo] [Name of Procuring and Disposing Entity]
The Republic of Uganda
[Ensure the Coat of Arms is in the extreme left upper corner of the cover page and the Entity logo is in the extreme right upper corner of the cover page]

Standard Bidding Document for the Procurements Reserved for Registered Associations of Women, Youth and Persons with Disabilities
Subject of Procurement: The provision of [Insert general description of Works required].

Procurement Reference Number: [Insert the Procurement Reference number for this Procurement]

Date of Issue: [Insert official release date of the Bidding Document to Providers]


[bookmark: _TOC_250006]Guidance Notes for the preparation of Letter of Invitation to Bid
Invitation to Bid
Invitations to bid must be sent to shortlisted registered associations of Women, Youth and PWDs and are designed to invite specific bidders who are felt to have the prerequisite skills, capacity or qualifications to fulfil a requirement. The registered associations of Women, Youth and PWDs may be identified by pre-qualification or from the list of those registered by the Authority.

It should be noted that the Invitation to bid should be addressed to all bidders that have either pre- qualified or have been selected from the Authority’s register so that each letter indicates the names of all bidders that have been invited to bid.

Additional information such as the intention to hold a pre bid meeting should also be included as appropriate.

The Invitation to bid is only for purposes of inviting potential bidders and is not a part of the Bidding Document.
Page 8 of 20


Standard Bidding Document for Disposal of Public Assets by Sale to Public Officers

[Use PDE Letterhead]

Standard Invitation to Bidders
[Date]
[Name and Address of Shortlisted Bidder]

[Brief Description of Procurement]-[Procurement Reference Number]

1. The [Insert name of Procuring and Disposing Entity] has allocated funds to be used for the acquisition of [Insert description of procurement].
2. The Entity invites your bid for provision of the procurement described above.
3. This procurement process will be conducted in accordance with the procedures Public Procurement and Disposal of Public Assets Act, Regulations, and the bidding procedures described in Part 1.
4. Bidding is reserved for Women, Youth and PWDs or their registered owned associations as described in the PPDA Guidelines on reservation schemes to promote participation of registered associations of Women, Youth and PWDs. Associations may take the following forms:
a. Women, Youth or Persons with Disabilities owned enterprises incorporated as companies and registered by Uganda Registration Services Bureau under the Companies Act, except Single Member Companies;
b. Women, Youth or Persons with Disabilities owned enterprises recognized as a firm by the Uganda Registration Services Bureau and as a business name under the Business Registration Act;
c. Women, Youth or Persons with Disabilities owned enterprises registered by Uganda Registration Services Bureau as a partnership under the Partnership Act;
d. Women, Youth or Persons with Disabilities owned enterprises registered as savings and co-operative societies under the Cooperative Societies Act; and
e. Women, Youth or Persons with Disabilities owned Community Based Organisations registered at Districts or Cities under the Non-Governmental Organisations Act.

5. The Procurement is described in detail in Part 2: Statement of Requirements.
6. There	(shall/ shall not) [Insert what is applicable] be a pre – bid meeting/ site visit at
[Insert address and time] on the dates indicated in the proposed schedule in this notice. The pre- bid meeting/site visit… (shall/shall not) be mandatory. [Delete what is not applicable].
7. Bids must be delivered to the address below at 8(c) at or before [Insert time and date]. All bids must be accompanied by a Bid securing declaration which must be valid until [Insert day, month and year]. Late bids shall be rejected. Bids will be opened in the presence of the bidders’ representatives who choose to attend at the address below at 8(d) at [Insert time and date].

8. a.	Documents may be inspected at:	[Insert address and contact details]
b. Documents will be issued from:	[Insert address and contact details]
c. Quotations must be delivered to:	[Insert address and contact details]
d. Address of Bid Opening:	[Insert address and contact details]

9. Any resulting contract shall be subject to the terms and conditions detailed in Part 3: Contract.
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10. The planned procurement schedule (subject to changes) is as follows:

	Activity
	Date

	
a.	Issue of Invitation to bid
	[Insert Expected date of issue of Invitation to bid)

	b.	Pre-bid meeting/ Site visit
	[Insert a date within the first 5 working days of the bidding period]

	c.	Bid closing date
	[Insert expected bid closing date]

	d.	Evaluation process
	[Insert Expected date of evaluation within 15 working days from bid closing date]

	e.	Display and communication of best evaluated bidder
	[Within5workingdaysfrom Contracts Committee award)]

	f.	Contract Signature
	[Maintain this text or insert a date after expiry of at least 10 working days from display of the best evaluated bidder notice and Attorney General’s approval]]



11. Any queries should be addressed to the address given above. [Insert official to whom queries should be addressed]

12. Please prepare and submit your bid in accordance with the Instruction to Bidders in Part 1 or inform the undersigned if you will not be submitting a bid.

Signature: ................................................................................................................

Name: .......................................................................................................................

Position of Authorised Official: .............................................................................
[Insert Accounting Officer/position of another authorised officer]


Page 10 of 25
User Guide for Standard Bidding Document for Procurements Reserved for Registered Associations of Women, Youth and Persons with Disabilities

[bookmark: _TOC_250005]Guidance Notes on Section 1: Bidding Procedures
The Bidding Procedures inform Bidders of the procedures that regulate the bidding process. The Bidding Procedures clearly identify the provisions that may normally need to be specified for a particular bidding process and require that such details be introduced as indicated.

Conventionally the Bidding Procedures contain information and data relating to the procedure for bidding and evaluation up to the point of contract award. Matters that will govern the performance of the Provider, payment under any resulting contract or each member’s rights and obligations under any resulting contract are contained in Sections 7 and 8, the Terms and Conditions of Contract and the Contract Forms. If duplication of a subject is inevitable in the different Sections of the document, care must be exercised to avoid contradiction between clauses dealing with the same matter.

The Bidding procedures are not a Contract document and, therefore, are not a part of the Contract. Input of information to be completed by the Procuring and Disposing Entity Procurement Reference Number:	[Insert Procurement Reference Number]
1. Preparation of Bids
You are requested to quote for the Procurement by completing, signing andreturning the following:
a. The Bid Submission Sheet in this Part;
b. The Bid Securing Declaration;
c. The Beneficial ownership form;
d. Technical specifications;
e. The Activity Schedule/ Bills of Quantities in Part 2; or
f. The List of Supplies and Price Schedule in Part 2; or
g. The Specification and Compliance Sheet in Part 2;
h. The documents evidencing your eligibility, as listed below under Clause 12;
i. Any other relevant documentation. [List any additional documents which are required with the bid. E.g., a summary of the bidder’s previous experience in this type of contract or details of staff and equipment that the bidder has available for the contract. Delete any documents, which are not required].
2. Electronic Bidding
Electronic bidding …………..(shall/shall not) [Delete what is not applicable] be allowed. Where electronic procedures are allowed, bids shall be submitted to the following address before the deadline of bid submission. [Insert electronic bid submission procedures]. Where an electronic or digital version of the bidding document is issued by the PDE through the eGP system or any other electronic means, the electronic or digital version of the bidding document is the original version.

This may be submission on the EGP system which requires:
i. Bidder registration
ii. Online bid submission with encryption and secure authentication and automated stamping of bid submissions
iii. Electronic templates for bidders to fill out
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iv. Electronic bid opening
v. Automated bid evaluation
vi. Where an electronic or digital version of the bidding document is issued by the PDE through the eGP system or any other electronic means, the electronic or digital version of the bidding document is the original version.
3. Bid Validity
The bid must remain valid until and including [Insert day,month and year].

4. Submission of Bids
Bids should be submitted to the address below, no later than the date and time of the deadline below. Late Bids shall be rejected.

Date of deadline:	[Insert day, month and year e.g., 30th June 2025].
Time of deadline: ....................................... [Insert local time and identify a.m. or p.m. e.g., 11: 00 a.m.]
Address:	[Insert address and contact details. The address should be
a physical address, not a PO Box address, as the PDE must be able to verify whether bids were received on time and reject late bids]

5. Withdrawal and replacement of bids
You may in writing withdraw or replace your bid after it has been submitted at any time before the deadline for submission of bids.

6. Opening of Bids
Bids will be opened by the Procuring and Disposing Entity in the presence of bidders’ representatives who choose to attend the opening. A record of the opening will be posted on the Procuring and Disposing Entity’s Notice Board within one working day of the opening.

7. Evaluation of Bids
The evaluation of Bids will use the Technical Compliance Selection methodology to determine eligibility and administrative compliance, commercial and technical responsiveness, and a financial comparison to determine the evaluated price of Bids and subsequently determine the best evaluated bid.

8. Lots
Where the requirements are divided into lots Bidders have the option to Bid for any one or more lots according to the following rules:
a. Bidders must bid for complete lots only. Bids for partial lots shall be rejected.
b. Bids shall be evaluated lot-wise, taking into account discounts offered, if any, after considering all possible combinations of lots, the contract(s) shall be awarded to the Bidder or Bidders offering the lowest evaluated cost to the PDE for combined lots, subject to the selected Bidder(s) meeting the required qualification criteria for a lot or combination of lots as the case may be.
c. Where there is a limit on the number of lots to be awarded to each bidder, the PDE shall award the lots to the bidder offering the lowest cost for the higher values of the lots.
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9. Eligibility Criteria
You are required to meet the following criteria to be eligible toparticipate in public procurement:
a. Have the legal capacity to enter into a contract;
b. Not be insolvent, in receivership, bankrupt or being wound up or subject to legalproceedings for any of these circumstances;
c. Not have had your business activities suspended;
d. Have fulfilled your obligations to pay taxes and social security contributions;
e. Have the nationality of an eligible country;
f. Not have a conflict of interest in relation to this procurement requirement; and
g. Not subject to suspension by the Public Procurement and Disposal of Public Assets Authority or not debarred from the procurement processes by an international agency of which Uganda is a member.
10. Documents Evidencing Eligibility:
Bidders shall submit the following documents:
a. A certificate of registration issued by the Authority for bidders currently registered with the Authority or a copy of the Bidder’s Trading license or equivalent and a copy of the Bidder’s Certificate of Incorporation/Registration or equivalent for bidders not currently registered with the Authority;
b. Evidence of fulfilment of obligations to pay taxes and social security contributions in Uganda where applicable;
c. Documents demonstrating majority shareholders of the company as women, youth or PWDs such as the Memorandum of Association or Constitution of the Registered Association.
d. Any other relevant documentation. [List any additional documents which are required as evidence of eligibility. If eligibility documents have already been checked, the clause may be amended to read “No documents are required as evidence of eligibility. However, bidders must advise the PDE of any change in respect to their eligibility status and submit updated documents where necessary.”]
11. Technical Requirements
The Bidder shall furnish a technical bid including a statement of work methods, equipment, personnel, schedule and any other information as stipulated in Part 2, in sufficient detail to demonstrate the adequacy of the Bid to meet the procurement’s requirements and the completion time.

12. Bid Prices and currency
The whole cost of performing the contract shall be included in the items stated and the cost of any incidental works/services/supplies shall be deemed to be included in the prices quoted and shall be in Uganda Shillings.

13. Best Evaluated Bid
The best evaluated bid shall be the lowest priced bid, which is eligible and substantially responsive to the commercial and technical requirements of the PDE and shall be recommended for award of contract.

14. Formation of contract
Formation of a contract shall be by placement of a Purchase Order in accordance with Part 3: Contract.
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15. Right to Reject
The Procuring and Disposing Entity reserves the right to reject any bid or to cancel the bidding process and reject all bids at any time prior to contract signing.

16. Performance Securing Declaration and ESHS Performance Security
The successful Bidder shall where applicable, furnish to the PDE a Performance Securing Declaration and, if required, the Environmental, Social, Health and Safety (ESHS) Performance Security in the format included in the contract forms.

17. Right to Administrative Review
Bidders may seek an Administrative Review in accordance with the Public Procurement and Disposal of Public Assets Act if they are aggrieved with the decision of the Procuring and Disposing Entity.

Guidance Notes on Section 2: Bidding Forms
The PDE shall include in the Bidding Document all bidding forms that the Bidder shall fill out/sign and include in its bid. As specified in Section 2 of the Bidding Document, the forms are:
a. Bid Submission Sheet.
b. Activity Schedule
c. Bills of Quantities
d. Bid-Securing Declaration
e. Technical Bidding forms.

As the Bidder is required to complete these Forms, guidance notes are included in the forms in italics between square brackets in the SBD and these should therefore not be deleted by the PDE prior to the issue of the Bidding Document. The PDE is not required to input or change any information in Section 2:

This User Guide is not intended for Bidders as all information that the Bidder is required to provide should be detailed by the PDE in the Bidding Document.

The Section 2 Forms complete with guidance notes is not therefore included in this User Guide.

[bookmark: _TOC_250004]Guidance Notes on Part 2: Statement of Requirements
Input of Information to be completed by Procuring and Disposing Entity
The Statement of Requirements should provide sufficient information to enable bidders to understand the requirements of the PDE and to therefore be able to accurately prepare bids that are realistic and competitive. The Statement of Requirements is a Contract document and will be a part of the Contract. The PDE must prepare the SORs and include it as a part of the Bidding Document.
For Works, the SOR normally consists of Scope of Works (SOW), technical specifications, drawings, activity schedules, bills of quantities and completion schedule for the works required. For Services, the SOR normally consists of Terms of Reference (TOR) for the assignment. While for supplies, the SOR
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normally consists of the specifications. The SOW, TOR or specifications should be prepared by the User Department, with guidance from the PDU as required.

It is important that the recipient or manager of the procurement is involved in drafting or checking the SOW, TOR or specifications, as these must reflect the requirements of the intended contract. Technical or specialised support may be sought from professionals while drafting the SOW, TOR or specifications.

The SOR should be complete, precise and clear. Incomplete, imprecise or unclear SOR may prompt bidders to request clarifications from the PDE or to submit conditional bids or bids that may be based on different understandings of the PDE’s requirements. Depending on the nature of the clarifications, the PDE may need to amend the bidding document and eventually to extend the bid submission deadline. Conditional bids may have to be rejected. Bids that are not comparable cannot be evaluated.

[In drafting of the Technical Specification, care must be taken when drafting the PDE’s Requirements to ensure that the requirements are not restrictive. Recognized international standards should be used as much as possible for the description of goods, materials and workmanship. Where other particular standards are specified, whether national standards or other standards, it should be stated that goods, materials and workmanship meeting other authoritative standards and which promise to ensure equal or higher quality than the standards specified, will also be acceptable. Where a brand name of a product is specified, it should always be qualified with the terms “or equivalent”.]

The content of the SOR is determined by the individual procurement, but typically it should include the following details:
· The purpose of the procurement and what it is expected to achieve;
· A description of the scope of either works, services or supplies required;
· The location or locations for performance of works or services or delivery of the supplies;
· The role, qualifications and experience of any key staff required, such as supervisors;
· The duration of the contract or expected completion date;
· The hours of work or hours when the provider will have access to the site, where applicable;
· The estimate of the amount or value of work involved, where the scope of the services can not be precisely defined e.g., catering services for a one-year period;
· Any facilities, services or resources to be provided by the PDE;
· Any required performance targets or response times e.g., routine renovation works or delivery of supplies must be completed within 3 days;
· Arrangements for reporting to the PDE, including lines of communication and the contract point for management and administration of the assignment; and
· Any other details or requirements relevant to the procurement.

The statement of requirements shall also include the Environmental, Social (including Sexual Exploitation and Abuse (SEA) and Gender-Based Violence (GBV)), Health and Safety (ESHS) requirements to be satisfied by the contractor in executing the works.
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Any additional sustainable procurement technical requirements (beyond the ESHS requirements stated in the Environmental, Social, Health and Safety Requirements section below) for the Works shall be clearly specified. [Insert url]. The requirements to be specified shall be specific enough to not demand evaluation based on rated criteria/merit point system. The sustainable procurement requirements shall be specified to enable evaluation of such a requirement on a pass/fail basis. [To encourage Bidders’ innovation in addressing sustainable procurement requirements, as long as the Bid evaluation criteria specify the mechanism for monetary adjustments for the purpose of Bid comparisons, Bidders may be invited to offer Works that exceeds the specified minimum sustainable procurement requirements.]

Guidance Notes on Sustainable procurement; Environmental, Social, Health and Safety Requirements:
[The PDE shall list the specific Sustainable procurement and or Environmental, Social, Health and Safety (ESHS) requirements to guide the Provider when submitting its bid using the following guide]:

The sustainable procurement technical requirements if any shall be clearly specified in the Bidding Document. The requirements to be specified shall be specific enough not to demand evaluation based on rated criteria/merit point system. The sustainable procurement requirements shall be specified to enable evaluation of such a requirement on a pass/fail i.e.

To determine a bidder’s competence, PDEs may ask for information on:
· Use of energy saving equipment when offering the services;
· Tele/Video conferencing rather than face to face meetings;
· Requirement for ISO 14001 certification;
· Use of water saving equipment when offering cleaning services;
· Existence of Sustainable Procurement Policy;
· Initiatives that support marginalised groups in the community.
· Etc.

The Environmental, Social, Health and Safety procurement technical requirements if any shall be clearly specified by the PDE in the Bidding Document. The requirements to be specified shall be specific enough to not demand evaluation based on rated criteria/merit point system. The Environmental, Social, Healthy and Safety procurement requirements shall be specified to enable evaluation of such a requirement on a pass/fail basis i.e.

To determine a bidder’s competence, PDEs may ask for information on:
· The experience in the type of work to be done;
· Their health and safety policies and practices;
· Their recent health & safety performance (No. of accidents etc.);
· The qualifications and skills they have;
· Their selection procedure for sub-contractors;
· The health and safety training and supervision they provide;
· Their arrangements for consulting their workforce;
· If they have any independent assessment of their competence (ISO Certifications);
· If they are members of a relevant trade or professional body.
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Environmental, Social, Health and Safety Requirements
The PDE should use the services of a suitably qualified environmental, social, health and safety specialist/s to prepare the specifications for ESHS working with a procurement specialist/s.

The PDE should attach or refer to the PDE’s environmental, social, health and safety policies that will apply to the project. If these are not available, the PDE should use the following guidance in drafting an appropriate policy for the Works.

Suggested content for an Environmental and Social Policy (Statement)
The Works’ policy goal, as a minimum, should be stated to integrate environmental protection, occupational and community health and safety, gender, equality, child protection, vulnerable people (including those with disabilities), sexual harassment, Gender-Based Violence (GBV), Sexual Exploitation and Abuse (SEA), HIV/AIDS awareness and prevention and wide stakeholder engagement in the planning processes, programs, and activities of the parties involved in the execution of the Works. The PDE is advised to consult the relevant stakeholders to agree the issues to be included which may also address: climate adaptation, land acquisition and resettlement, indigenous people, etc. The policy should set the frame for monitoring, continuously improving processes and activities and for reporting on the compliance with the policy.

The policy shall include a statement that, for the purpose of the policy and/or code of conduct, the term “child”/“children” means any person(s) under the age of 18 years.

The policy should, as far as possible, be brief but specific and explicit, and measurable, to enable reporting of compliance with the policy in accordance with the General Conditions of the Contract.

As a minimum, the policy is set out to the commitments to:
1. Apply good international industry practice to protect and conserve the natural environment and to minimize unavoidable impacts;
2. Provide and maintain a healthy and safe work environment and safe systems of work;
3. Protect the health and safety of local communities and users, with particular concern for those who are disabled, elderly, or otherwise vulnerable;
4. Ensure that terms of employment and working conditions of all workers engaged in the Works meet the requirements of the ILO labour conventions to which the host country is a signatory;
5. Be intolerant of, and enforce disciplinary measures for illegal activities. To be intolerant of, and enforce disciplinary measures for GBV, inhumane treatment, sexual activity with children, and sexual harassment;
6. Incorporate a gender perspective and provide an enabling environment where women and men have equal opportunity to participate in, and benefit from, planning and development of the Works;
7. Work co-operatively, including with end users of the Works, relevant authorities, contractors and local communities;
8. Engage with and listen to affected persons and organizations and be responsive to their concerns, with special regard for vulnerable, disabled, and elderly people;
9. Provide an environment that fosters the exchange of information, views, and ideas that is free of any fear of retaliation, and protects whistle-blowers;
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10. Minimize the risk of HIV transmission and to mitigate the effects of HIV/AIDS associated with the execution of the Works;

The policy should be signed by the Accounting Officer of the PDE. This is to signal the intent that it will be applied rigorously.

Minimum Content of ESHS requirements
In preparing detailed specifications for ESHS requirements, the specialists should refer to and consider:
· Project reports e.g., ESIA/ESMP
· Consent/permit conditions
· Required EHS standards or internationally accepted standards e.g., WB EHS Guidelines
· Relevant international conventions or treaties etc., national legal and/or regulatory requirements and standards.
· Relevant international standards e.g., WHO Guidelines for Safe Use of Pesticides
· Relevant sector standards e.g., EU Council Directive 91/271/EEC Concerning Urban Waste Water Treatment
· Grievance redress mechanism including types of grievances to be recorded and how to protect confidentiality e.g., of those reporting allegations of GBV/SEA.
· GBV/SEA prevention and management.

The detail specification for ESHS should, to the extent possible, describe the intended outcome rather than the method of working.

Minimum Requirements for the Bidder’s Code of Conduct
[A minimum requirement for the Code of Conduct should be set out by the PDE, taking into consideration the issues, impacts, and mitigation measures identified, for example, in:
· Project reports e.g., ESIA/ESMP
· Any particular GBV/SEA requirements
· Consent/permit conditions (regulatory authority conditions attached to any permits or approvals for the project)
· Required standards including World Bank Group EHS Guidelines
· Relevant international conventions, standards or treaties, etc., national, legal and/or regulatory requirements and standards.
· Relevant standards e.g., Workers’ Accommodation: Process and Standards (IFC and EBRD)
· Relevant sector standards e.g., workers accommodation
· Grievance redress mechanisms.

The types of issues identified could include risks associated with: labour influx, spread of communicable diseases, sexual harassment, gender-based violence, illicit behaviour and crime, and maintaining a safe environment etc.]

[Amend the following instructions to the Bidder taking into account the above considerations.]
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A satisfactory code of conduct will contain obligations on all Contractor’s Personnel (including sub- contractors and day workers) that are suitable to address the following issues, as a minimum. Additional obligations may be added to respond to particular concerns of the region, the location and the project sector or to specific project requirements. The code of conduct shall contain a statement that the term “child”/“children” means any person(s) under the age of 18 years.

The issues to be addressed include:

1. Compliance with applicable laws, rules, and regulations
2. Compliance with applicable health and safety requirements to protect the local community (including vulnerable and disadvantaged groups), the PDE’s Personnel, and the Contractor’s Personnel (including wearing prescribed personal protective equipment, preventing avoidable accidents and a duty to report conditions or practices that pose a safety hazard or threaten the environment)
3. The use of illegal substances
4. Non-Discrimination in dealing with the local community (including vulnerable and disadvantaged groups), the PDE’s Personnel, and the Contractor’s Personnel (for example on the basis of family status, ethnicity, race, gender, religion, language, marital status, age, disability (physical and mental), sexual orientation, gender identity, political conviction or social, civic, or health status)
5. Interactions with the local community(ies), members of the local community (ies), and any affected person(s) (for example to convey an attitude of respect, including to their culture and traditions)
6. Sexual harassment (for example to prohibit use of language or behaviour, in particular towards women and/or children, that is inappropriate, harassing, abusive, sexually provocative, demeaning or culturally inappropriate)
7. Violence, including sexual and/or gender-based violence (for example acts that inflict physical, mental or sexual harm or suffering, threats of such acts, coercion, and deprivation of liberty
8. Exploitation including sexual exploitation and abuse (for example the prohibition of the exchange of money, employment, goods, or services for sex, including sexual favours or other forms of humiliating, degrading behaviour, exploitative behaviour or abuse of power)
9. Protection of children (including prohibitions against sexual activity or abuse, or otherwise unacceptable behavior towards children, limiting interactions with children, and ensuring their safety in project areas)
10. Sanitation requirements (for example, to ensure workers use specified sanitary facilities provided by their PDE and not open areas)
11. Avoidance of conflicts of interest (such that benefits, contracts, or employment, or any sort of preferential treatment or favours, are not provided to any person with whom there is a financial, family, or personal connection)
12. Respecting reasonable work instructions (including regarding environmental and social norms)
13. Protection and proper use of property (for example, to prohibit theft, carelessness or waste)
14. Duty to report violations of this Code
15. Non retaliation against workers who report violations of the Code, if that report is made in good faith.

The Code of Conduct should be written in plain language and signed by each worker to indicate that they have:
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· Received a copy of the code;
· Had the code explained to them;
· Acknowledged that adherence to this Code of Conduct is a condition of employment; and
· Understood that violations of the Code can result in serious consequences, up to and including dismissal, or referral to legal authorities.

A copy of the code shall be displayed in a location easily accessible to the community and project affected people. It shall be provided in languages comprehensible to the local community, Contractor’s Personnel, PDE’s Personnel and affected persons.

Payment for ESHS Requirements
The PDE’s ESHS and procurement specialists should consider how the Contractor will cost the delivery of the ESHS requirements. In the majority of cases, the payment for the delivery of ESHS requirements shall be a subsidiary obligation of the Contractor covered under the prices quoted for other Bill of Quantity items. For example, normally the cost of implementing work place safe systems of work, including the measures necessary for ensuring traffic safety, shall be covered by the Bidder’s rates for the relevant works. Alternatively, provisional sums could be set aside for discrete activities for example for HIV counselling service, and, GBV/SEA awareness and sensitization or to encourage the contractor to deliver additional ESHS outcomes beyond the requirement of the Contract.

List of Supplies/Services and Price Schedule or Activity Schedule/Bill of Quantities (Breakdown of Lumpsum price)
The purpose of the Price Breakdown is to:
a. Briefly describe and specify the quantities of each of the contents of the procurement that the PDE requires; and
b. Provide a standard form, on which bidders should complete their rates, facilitating both the preparation of bids by bidders and the evaluation of prices by the PDE.
c. As part of the Statement of Requirements, the price breakdown completed by the successful bidder will form part of any resulting contract.

The PDU should insert the procurement reference number at the top of the price breakdown, ensuring that it is the same as the bid invitation. The Purchase Order Serial Number should be left blank, as it is for completion when attaching the quotation of the successful bidder tot a Purchase Order form. PDU should select the applicable price breakdown. BOQs and Activity schedule for works, list of services or supplies and price schedule for services or supplies as the case may be.

Complete the first four columns as follows:
· Column 1: Item No – number all items sequentially i.e., 1,2,3…etc;
· Column 2: Description of Services/Supplies/Works – give a brief description of each item.
· Column 3: Quantity – state the quantity required for each item.
· Column 4: Unit measure – state the unit of measure e.g. days or months for services or pieces for supplies if applicable.
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	Item No.:
	Description of Supplies/Services
	Quantity
	Unit of Measure
	Unit Price
	Total Price

	1
	Cleaning of Ministry Headquarters
	12
	Months
	
	

	2
	Cleaning of Ministry Workshops
	12
	Months
	
	

	3
	
	
	
	
	




The Unit Rate and Total Price columns, including the subtotal and total, etc, should be left blank, to be completed by the bidder. Similarly, the signature block at the bottom should be left blank for the bidder’s authorisation.

Guidance Notes on Section 3: Terms and Conditions of the Contract
The Terms and Conditions of the Contract contain standard provisions that may normally need to be specified for a particular bidding process such as payment terms or the period for performance of the services.

The Terms and Conditions are Contract documents and, therefore, are a part of the Contract.

Input of Information to be completed by Procuring and Disposing Entity
This Guide helps the PDE with inputting all information required and includes a format that summarises all information to be provided.

	Site
	The Site for delivery of the Works, Services or Supplies is ...........................
.	[Insert location for performance of the contract]

	Notices
	Any notice shall be sent to the following addresses:
For the Procuring and Disposing Entity, the address shall be as given on the first page of this Purchase Order and the contact name shall be ....................
.	[Insert full name and title of person]
For the Provider, the address and contact name shall be as given on the first page of this Purchase Order.
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	Dispute Settlement
	The Procuring and Disposing Entity and the Provider shall make every effort to resolve amicably by direct informal negotiation any disagreement or dispute arising between them under or in connection with the Contract.
If the parties fail to resolve such a dispute or difference by mutual consultation within twenty-eight (28) days from the commencement of such consultation, either party may refer the dispute to for resolution by the courts of judicature through litigation. ........................................................... [Insert different dispute settlement procedure if required]

	Completion and Documents
	The supplies/Works/Services are to be delivered/performed/completed within days/weeks/months from the date of purchase order. [delete that which is not applicable and insert length of time permitted to complete the contract or period of the contract].
The shipping and other documents to be furnished by the Provider are:
[List any documentation to effect payment for state “none” e.g.
a. Signed delivery note; or
b. Evidence of the cost of incidental supplies]

	Terms of Payment
	The structure of payments shall be: ...................................................
.	[Insert details of the payment schedule e.g., full payment or 12
equal instalments following delivery of the Supplies/Services/Works and submission of an invoice and all the supporting documents].

	
	Payments shall be made within ...........................................................
[Insert number of days which is normally 30] after receipt of an invoice and the relevant documents and their certification by the Procuring and Disposing Entity.

	Liquidated Damages
	Liquidated Damages	(shall/shall not apply) [Insert what is
applicable] Liquidated damages should only be applied where appropriate. i.e., where there is a defined completion date. Services which are performed for a set period of time, such as cleaning for a year, should not be subject to liquidated damages].
The liquidated damages for the whole of the Works are 	 [Insert percentage e.g. 0.01%] per day.
The maximum amount of liquidated damages for the whole of the Works is
.	[Insert maximum amount e.g., ten percent of
the contract value] Percent of the final Contract Price.

	Warranty/Defects Liability Period
	The period of the warranty/Defects Liability shall be ..................................
.	[Insert the Warranty or Defects Liability period whichever
is applicable]

	Performance Securing Declaration
	A Performance Securing Declaration ...........................................................
[Insert (shall or shall not] be required.
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	Termination
	Either party may terminate the Contract if the other party causes a fundamental breach of the Contract or for convenience.


[bookmark: _TOC_250003]Guidance Notes on Section 4: Contract Forms
Section 8 of the Bidding Document contains forms for the Agreement and the Performance Security in the form of a performance securing declaration. The purpose of including these forms in the Bidding Document is to notify the Bidders of the type and detail of the Contract they would receive in the event of an award. No input is required by the PDE when drafting the Bidding Document and there is no requirement for Bidders to submit these forms with their bids.

[bookmark: _TOC_250002]Agreement
The completed Agreement will form part of any resulting Contract. However, the details to be completed on the Agreement are specific to the successful Bidder and therefore should be left blank for inclusion in the Bidding Document.

After display of the best evaluated bidder notice, the PDE should prepare the Agreement using the Agreement Form and send it to the successful Bidder. In the event that negotiations are held or there have been clarifications of the successful bid, it is good practice to conform the contract document in accordance with any agreements reached during negotiations and any modifications during evaluation. The Agreement prepared should therefore incorporate any corrections or modifications to the Bid resulting from acceptable deviations, or any other mutually-agreeable changes allowed for in the Conditions of Contract, such as different working hours. The contracting parties will then sign the conformed document.

This Guide includes an agreement format that summarises all the information to be provided when preparing the Agreement at contract award stage.

The purchase order agreement is a simple form of contract with standard wording to indicate that a contract is being placed. However, it is important that it is supplemented by attaching other relevant documentation particularly the:

· Statement of requirements
· Breakdown of lumpsum price; and
· Terms and Conditions of the contract.
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[bookmark: _TOC_250001]Purchase Order Agreement
[Name of Procuring and Disposing Entity] [Address of Procuring and Disposing Entity]

Serial No.	[pre-printed]

To: [Insert name, address and contact name of provider on the lines provided]

.........................................................................................................................

.........................................................................................................................

.........................................................................................................................

The PDE indicated above accepts your bid referenced below.

This agreement is a lumpsum agreement and is subject to the attached Terms and Conditions of the Contract. All attached documents listed below shall form part of the Purchase Order.

You are requested to complete the contract detailed in the attached Statement of Requirements in accordance with the terms and conditions contained in this Purchase Order.

	Date and Reference Number of Procurement:
	[Insert the date and any reference number of the provider’s bid. These details are important as the provider may have submitted bids for other requirements and accepting the correct one is essential]

	Correspondence amending Procurement:
	[Insert the dates of any clarification letters from the provider. It is important that these are specifically referred to, as they modify the bid which is being accepted]

	Procurement Reference Number:
	[Insert the procurement reference number, which should be the same as that for the bidding document]

	Subject of Procurement:
	[Insert the subject of the procurement, which should be a brief description e.g., cleaning, construction of one-classroom block, fumigation, etc.]

	Date of Purchase Order:
	[Insert the date of the purchase order]

	Contract Price:
	[Insert the total contract price, which must be exactly the same as the total given in the breakdown of the lumpsum price attached to the Purchase Order]
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	Attached Documents:
	[List any attached documents which form part of the Purchase Order Agreement e.g., the Statement of Requirements, the Breakdown of Lumpsum price and Terms and conditions of Contract]



Please confirm your receipt of this Purchase Order and that you are proceeding with performance of the contract, in accordance with the terms and conditions of the Purchase Order.

Authorised by: ..............................................................................
[The Purchase Order Agreement should be signed by the authorized signatory for the PDE]

Signature:	[Insert the name of the authorized signatory]

Name: ...................................................................................................................... ................................
[Insert the position of the authorized signatory]

[bookmark: _TOC_250000]Performance Securing Declaration
If after award of a Contract, a Performance Securing Declaration is required, the Performance Securing Declaration form should be completed by the provider and returned to the PDE, by the Provider. Therefore, the PDE is not required to input any information to the performance security form.

As the Bidder would be required to complete the Form in the event of a contract award, the guidance notes in italics between square brackets provide assistance to the Bidder and should therefore not be deleted by the PDE prior to the issue of the Bidding Document.

This User Guide is not intended for Bidders as all information that the Bidder is required to provide should be detailed by the PDE in the Bidding Document. Therefore, the Performance Security form is not included in this User Guide.
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