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Guidance Notes on the use of
The Request for  Quotat ion Document

These guidance notes have been prepared by the CPTU to assist  a Procuring Ent i ty in the

pr"p"r"iion of Quotation document, using the Standard Request for Quotation, SRFQ, for the

procurement of low value simple, off-the-self, low value Goods and related services. All concerned

are advised to refer to the publ ic Procurement Rules, 2008 issued to supplement the Publ ic
procurement Act, 2006; available on CPTU's website: http://www,cptu.gov.bd/. Guidance notes are

provided for both the Procuring Entity and the Quotationer'

The procurement under Request for Quotat ion Method (RFOM) shal l  fol low the provisions pursuant

to Rules 69 to 73 of the Publ ic Procurement Rules, 2008 in accordance with Sect ion 32 of the Publ ic
procurement Act, 2006.SRFQ is based upon best national practices that have been adapted to suit

the particular needs of procurement.

The use of SRFe (pGi)appl ies when a Procuring Ent i ty intends to select a Quotat ioner (a Suppl ier)

for the procurement of Goods and related services under RFQ Method (RFQM)pursuant to Rule

69(3) of the Publ ic Procurement Rules, 2008.

pursuantto Rule 71( '1) and Rule 71(2) of the Publ ic Procurement Rules,2008, RFQ shal lbe invi ted

through letter, Fax and e-mail. RFQ shall not be required to be advertised in the daily newspapers

but foi the minimum circutation the procuring Entity shall publish that advertisement in its website (if

any),  including post ing in the Not ice Board and, shal l  send with request for publ icat ion to the

administrative wing of some other Procuring Entities nearby.

pursuant to Rule 71(3) of the Publ ic Procurement Rules, 2008, RFQ Document shal l  be issued or

made available to potential Quotationers'free-of-cost'.

The time-limit for Request for Quotation shall in no case exceed ten (10) days pursuanl to Rule 71

(4) of the Publ ic Procurement Rules, 2008.

No Securities such as Quotation Security (i.e. the traditronally termed Earnest Money, Tender

Security) and Performance Security shall be required pursuant to Rule 70(6) of the Public

Procurement Rules, 2008.

Submission, Opening and Evaluation of the Quotations shall respectively be dealt w-ith pursuant to

Rute 72(1),  Ruie Z2(i)  and Rule73(1) of the Publ ic Procurement Rules, 2008 as specif ied in RFQ.

The cr i ter ia for evaluat ion, pursuant to Rule 70(4) of the Publ ic Procurement Rules, 2008, shal l  be

pre-disclosed.

pursuant to Rule 69(5) of the Public Procurement Rules, 2008 the Quotation for standard oftthe-

shelf low value readily available Goods and related services shall usually be on 'Unit'Rate' basis.

The specifications of Goods and related services shall be framed pursuant to Rule 29 of the Public

Procurement Rules, 2008.

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

Procurement Rules, 2008.

The Procuring Entity shall issue the Purchase Order, pursuant to Rule 73(5) of the Public
procurement Rules, 2008, to the successful Quotationer following recommendations of the

Evaluatron committee and approval thereupon of the Approving Authority.

The Warranty Period shall usually remain between 3 and 6 months; where app[icable.

The Procuring Entity shall further be required to maintain the record of procurement proceedings
pursuant to Rule 43 of the Public Procurement Rules, 2008.

3 .
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Bangladesh Election Commission
Election Commission Secretariat
Nirbachan Bhaban, Agargaon, Dhaka

REQUEST FOR QUOTATION
Ior

Up gradation of existing website of Bangladesh Election commission

RFQ No:  17.00.0000.055.71.00 3.L4- t3Z

To
[insert name and address of the euotationers]

Date: Lt/0L/20L8

1 . The Election commission secretariat has been allocated public funds and intends to apply a portion ofthe funds to eligible payments under the Contract for which this euotation Document is issued.

Detailed Specifications and, Design & Drawings for the intended Goods and related services shall beavailable in the office of the Procuring Entity for inspection by the potential euotationers during officehours on al lworking days.

Quotation shall be prepared and submitted using the ,euotation Document

Quotation shall be comp.leted- properly, duly signed-dated each page by the authorized signatory andsubmitted by the date to the office as ipecified in para 6 berow.

No Securities such as Quotation security (i.e. the traditionally termed Earnest Money, Tender Security)and Performance Security shall be required for submission of'the euotation 
"no 

Jeriul,iv of the Goods (ifawa rded) respectively.

Quotation in a sealed envelope or by fax or through electronic mail shall be submitted to the office of theundersigned on or before 21 January, 2018 12.00 p.m.. The envelope containing the euotation mustbe clearly marked "Quotation for Up gradation of existing website of Bingladesh Election
commission" and DO NoT OPEN before 21 January, 2018; 12.00p.m.. euotat ions received later
than the time specified herein shall not be accepted.

Quotations received by fax or through electronic mail shall be sealed-enveloped by the procuring Entityduly marked as stated in Para 6 abbve and all Quotations thus received shall be sent to the EvaluationCommittee for evaluation, without opening, by the same date of closing the euotation.

7 .

The Procuring Entity may extend the deadrine for submission
grounds duly recorded subject to threshold of ten (10) days
Procurement Rules, 2008.

9' All Quotations must be valid for a period of at least l5 days from the closing date of the euotation.

No public opening of Quotations received by the closing date shall be held.

Quotationer's rates or prices shall be inclusive of profit and overhead and, all kinds of taxes, duties, fees,levies, and other charges to be paid under the Applicable Law, if the Contract is awarded.

12'  Rates shal l  be quoted and, subsequent payments under this contract shal l  be made in Taka currency.The price offered by the Quotationer, if accepted shall remain fixed for the duration of the Contract.
cPTUr-PGl (SRIQ) ?
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1 4 .

euotat ioner shal l  have legal capacity to enter into Contract.  Quotat ioner,  in support  of  i ts qual i f icat ion

shal lbe required to submi[cert i f ied photocopies of latest documents related to val id Trade License, Tax

ldent i f icat ion Number (TlN),VAT Registrat ion Number and Financial  Solvency Cert i f icate from any

scheduled Bank; without which the Quotation may be considered non-responsive'

Quotations shall be evaluated based on information and documents submitted with the Quotations, by

the Evaluat ion Committee and, at least three (3) responsive Quotat ions wi l l  be required to determine the
lowest evaluated responsive Quotations for award of the Contract.

In case of anomalies between unit  rates or pr ices and the total  amount quoted, the unit  rates or pr ices

shall prevail. In case of discrepancy between words and figures the former will govern. Quotationer shall
remain bound to accept the arithmetic corrections made by the Evaluation Committee.

The supply of Goods and related services shall be completed within 15 days from the date of issuing

the Purchase Order.

The Purchase Order that constitutes the Contract binding upon the Supplier and the Procuring Entity

shall be issued within 5 days of receipt of approval from the Approving Authority'

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

I A

t o .

1 7 .

Signature of the officiqlinviting Quotation e s.:Tl (Tfis
Nime : Abu Naser Md. Manlhor Hallaz...... ^ :rT6fA c$Srgrn
Designation : Assistant Programmer, Data Administration Section... EF-{T if{lT{

ert[l cl$T qTr. ElirlDate  :  11  January ,  2018. . .
Address: Nirbachan Bhaban, Agargaon, Dhaka . . . . . .Phone No :55007564.
Cel l  Phone No :  01752921278.. .
FaxNo. . .  . . . . . .e -mai l :  ha l laz@ecs.gov .bd . . .

Distribution:

1. lAdministrative winss of other Procuring Entities] for information and circulation in their notice board.
2. [Any other concerned officesl for information and wide circulation.
3. lAuthorized Officerlfor posting in the website, if applicable.

' 4. Notice Board.
5. Office File.

(
CPTUr-PG1(SRFQ) 4



Quotation Submission Letter
IUse Let ter-head Padl

RFQ No: 17.00.0000.055.71.003.1.4- L32

To:

Date: tLlOt/20L8

Abu Naser Md. Manchor Hallaz
Assisfanf Programmer
D ata Admi ni stration Section
Election Com mi ssion Secretari at
Nirbachan Bhaban, Agargaon, Dhaka

lA/Ve, the undersigned, offer to up gradation website in conformity with the Terms and Conditions
for Up gradation of existing website of Bangladesh Election Commission.

The total Price of my/our Quotation is BDT [insert amount both in figure and words]

My/Our Quotation shall remain valid for the period stated in the RFQ Document and it shall remain
binding upon us and, may be accepted at any time prior to the expiration of its validity period.

lA/Ve declare that l/we have the legal capacity to enter into a contract with you, and have not been
declared inel igible by the Government of Bangladesh on charges of engaging in corrupt,
fraudulent, collusive or coercive practices. Furthermore, l/we amlare aware of Para 21(b) of the
Terms and Conditions and pledge not to indulge in such practices in competing for or completion of
upgradation website.

lANe am/are not submitting more than one Quotation in this RFQ process in my/our own name or
other name or in ditferent names. lA/Ve understand that the Purchase Order issued by you shall
constitute the Contract and wil l  be binding upon me/us.

lANe have examined and have no reservations to the RFQ Document issued by you on --- January,
2018.

lA/Ve understand that you reserve the right to reject all the Quotations or annul the procurement
proceedings without incurring any liability to meius.

Signature of Quotationer with Seal
Date:

CPTUr-PG1(SRFQ 5



Price Schedule for Upsradation website and Related Services

RFQ No:17.00.0000.055.71.003. I4-I32, Date: 1,I/0I/20L8

Signature of Quotationer with Seal Date: dd/mm/yy

Name of Quotationer

[insert number] number conections made by me/us have been duly initialed in this Price schedule. My/our offer is valid
until dd/mm/w [insert Quotation Vatidity date].

Note:

1' Col. L,2,3, 4,5 and 9 to be filled in by the Procuring Entity and Col.6, 7& 8 by the euotationer.
2. Rates or Prices shall include profit and overhead and, all kinds of taxes, duties, fees, levies, and other charges earlierpaid or to be paid under the Applicable Law, if the contract is awarded; including transportation, insuiance etc.

whatsoever up to the point of delivery of Goods and related services in all respects tolhe satisfaction of the procuring
Entity.

;:'sl,ii
.i.l9 r:

,:&
,,, no,i:,.

til.#:
Quan

Tcital Amount 

.

1 2 3 4 5 6 7 8 I
I Up gradation

website ecs
unit I Supply

totat Amount tor Supply of Goods and related services
(incf usive of VAT and all applicable taxes; see Note 2 belowl

In figure

In words

Goods to be supplied to BCC

Total Amount in
Taka (in words)

[enter the Total Amount as in col.8 above for the delivery of upgtradation website
and related servicesl.

Delivery Offered 1 5 days from date of issuing the Purchase Order]
Warranty Provided None

({ cPTUr-PGl (SRFQ 6



Technical Specification of the Up gradationwebsite Required

l^/ve declare to supply Goods and related services offered by me/us fully in compliance with the

ilcfrnicat Specifications and Standards mentioned hereinabove

Make and ModelFul lTechnical  SPec

Elect ion Commission
Secretar iat

re of Quotationeq w!!h 9eq!

Name of Quotationer

Note:

1.

2.

Co | .1 ,2 ,3&4 tobe f i l l ed inby theProcu r i ngEn t i t yandCo l ' 5&6by theQuo ta t i one r '

specifications are to be filled in by the Procuring Entity. A.set of precise and clear specifications is a pre'

requisite for Quotation, to'r"lpono'reilisticatty anl comietitivelyto the requirements of the Procuring Entity'

rn the context of competitive euotationr, tt " 
,p"lii,""fions snitt be. prepired to permit the widest possible

competition and, at 111" iut" iite, prer"nt u'li"o itiiement of the rlquired standards of workmanship'

materials, and performani"'"igt" uirsiradation *-"Liit" and related servicei to be procured' The specifications

should require that all items, materials and. 
"*;;;;;i;t 

to be included-or incorporated in the Goods be new'

unused and of most ,"""niol.current models, 
"ii 

tii"iiri"vlnclude or incorporite all recent improvements in

design and materials' -L-:t- --j -^rsla;r aanrieac chall be in comoliance with the
Technical specifications of the Upgrataion website and related services shall be in complie

requirements or tne procJii;g;"titi specitieo.in itris oocument' Quotationer is required to mention make /

model (as applicabte) of the Upgratation weUsiie oiilteO and must att"Ctt ttt" appropriate original printed (if

il-t *",f 
"Oit 

topied) titerature'/ brochures for the listed items,

(r
CPTUI-PGI (SRFQ 7



Bangladesh Election Commission
Election Commission Secretariat

Nirbachan Bhaban, Agargaon' Dhaka

PURCHASE ORDER FOR THE

upgradation of existing website of Bangladesh Election Gommission

Purchase Order No. Date: dd/mm/YY

Attachments: As stated above

The Purchaser has accepted your Quotation dated [insert date] for the supply of Goods and related

services as risted berow and requests that you upgradation of existing website of Bangladesh

Etection Gommission and related services within thJdelivery date stated above, in the quantities

and units in conformity with the Technical specifications under the Terms and conditions as

annexed.

(

Date: t1,l0Ll2o1.8RFQ No : 17.00.0000.055'71-.003'L4-L32

To:
[name and address of the SuPPlier]

Delivery Date: lnse* completion datel Order Value: TK. linsert Gontract Pricel

Delivery: As per Terms and Condit ions

ORDER ITEMS

Attached certified photocopy of approved Priced schedule for Goods and related services

Attached Certified photocopy"of appioved Technical Specification of the upgradation website
Required

AttachedCerti f iedphotocopyofTermsandCondit ions

For the Purchaser:

reof the Procuring EntitYwith @

CPTUr-PG1(SRFQ) 8



Terms and Gonditions
for

Upgradation of existing website of Bangladesh Election
Commission and Pavment

Terms and Conditions contained herein shall be binding upon both the Procuring Entity and the
Supplier for the purpose of administration and management of this Contract.

Implementation and interpretation of these Terms and Conditions shall, in general, be under the
purview of the Public Procurement Act, 2006 and the Public Procurement Rules, 2008.

The Supplier shall have to complete the delivery in all respects within 15 days of issuing the
Purchase Order in conformity with the Terms and Conditions.

The Supplier shall be entitled to an extension of the Delivery Schedule if the Procuring Entity delays
in receiving the Up gradation of existing website of Bangladesh Election Commission and
related services or if Force Majeure situation occurs or for any other reasons acceptable to the
Procuring Entity on justifiable grounds duly recorded.

All delivery under the Contract shall at all times be open to examination, inspection, measurements,
testing, commissioning, and superuision of the Procuring Entity or his/her authorized representative.

The Procuring Entity shall check and verify the delivery made by the Supplier in conformity with
the Technical Specifications and notify the Supplier of any Defects found.

If the Up gradation of existing website of Bangladesh Election Commission are found to be
defective or otherwise not in accordance with the specifications, the Procuring Entity may reject the
supplies by giving due notice to the Supplier, with reasons.

The Supplier shall be entirely responsible for payment of all taxes, duties, fees, and such other levies
under the Applicable Law.

Notwithstanding any other practice, the payment shall be based on the actual Up gradation of
existing website of Bangladesh Election Commission in accordance with the Priced Schedule
and Specifications.l00% of the Contract price of the Up gradation website and related services shall
be paid after submission and acceptance of the Delivery Chalan.

The Supplier's rates or prices shall be inclusive of profit and overhead and, all kinds of taxes, duties,
fees, levies, and other charges to be paid under the Applicable Law.

The total Contract Price is BDT [insert figure][in words].
The minimum Warranty Period of the Supplies shall be l(one) years.
The Supplier shall remain liable to fulfil the obligations pursuant to Rule 40 (5) of the Public
Procurement Rules, 2008.

The Supplier shall keep the Procurement Entity harmless and indemnify from any claim, loss of
propety or life to himself/herself, his/her workmen or staff, any staff of the Procurement Entity or
any third party while delivering the Up gradation website and related services .

Any claim arising out of delivery of Up gradation website and related seruices shall be settled by the
Supplier at his/her own cost and responsibility,

Damage or hacked to the website during the Warranty Period shall be remedied by the Supplier at
the Supplier's own cost, if the damage arises from the supply and installation by the Supplier.

11 ,
L2.
13.

(/
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17. No modification to Scope of Supply and no Variations to the quantities ordered shall be permissible
under any circumstances.

18. The Procuring Entity contracting shall  amend the Contract incorporating required approved
changes subsequently introduced to the original Terms and Condit ions in l ine with Rules,
where necessary.

19, The Procuring Entity may, by written Notice sent to the Supplier, terminate the Contract in whole or
in part at any time, if the Supplier:

a. fails to deliver website and related services as per Delivery Schedule and Specifications.
b, in the judgement of the Procuring Entity, has engaged in any corrupt, fraudulent, collusive

or coercive practices in competing for or in delivery of website and related services.
c. fails to perform any other obligation(s) under the Contract,

20. The Procuring Entity and the Supplier shall use their best efforts to settle amicably all possible
disputes arising out of or in connection with this Contract or its interpretation.

2L The Supplier shall be subject to, and aware of provision on corruption, fraudulence, collusion and
coercion in Section 64 of the Public Procurement Act, 2006 and Rule 127 of the Public Procurement
Rules, 2008.

For the Purchaser:

Signature of the Procuring Entity with name and
Designation

For the Supplier:

Signature of the Supplier with name Designation

Date Date

(/
cPrur-Pcr (SRFQ) l0



1.1.

Annexure-A
Tech n ical S pecification

of

Up gradation of existing website of
Bangladesh Election Commission

Requirements:

The followings are l ists of requirements for the design and development of the cit izen
portals of  Bangladesh Elect ion Commission (BEC):

Frontend Requirements :

. Design layout for the BEC citizen portals should be created first and after the
approval of the design layout, the PSD mockups should be created based on
those layouts.

. Once the PSD mockups are created and approved once the feedback on those
PSD mockups are implemented successfully, the PSD should be converted to
HTML/CSS using the cutting edge responsive web design and development
technologies and methods.

. The system analysis should be performed on the existing BEC websites and the
, newly created PSD mockups to find out the required JavaScript modules. Once

the JS modules are l isted, they should be implemented on the HTML/CSS
version of the BEC citizen portal.

o Responsive layout optimization across devices should be ensured since the
portals are expected to be accessed and used by the Bangladeshi.cit izens from a
range of various different devices such as desktop, notebooks, tablets, mobile
browsers etc.

a{



'  Cross-browser compatibil i ty testing should be rigorously performed to make sure
that the website is compatible with any modern browsers such as Apple Safari,
Microsoft Edge, Google chrome, opera, and Mozil la Firefox etc.

Backend Requirements:

' CMS configuration - A fully featured content management system (CMS)
should be configured and implemented into the BEC citizen portal for the
purpose of administration of the websites and making changes to the contents of
the website that are being displayed to the public.

o Frontend layout integration - The frontend layout that has been designed and
developed in the frontend design and development phase of the project should
be integrated with the CMS module of the web application and should be made
sure that these two work seamressry with each other.

' Search module development and integration - The BEC Citizen portal
websites should come with search functionalit ies to search for any publicly
available information on the portals. The search module should be developed
and integrated with the web application.

configuration of web Forms - Through system requirements analysis and
based on the current version of the BEC citizen portals, a l ist of forms should be
created that need to be developed and those web forms should be developed
accordingly. The developed web forms should be connected to the database to
store the information as well as integrated with the website frontend so that the
forms are available to the Bangladeshi cit izens to use as they need.

social  shar ing module integrat ion -  There should be provis ions for the
Bangladeshi cit izens i.e. the visitors of the website or portal to be able to share a
page or post on social media via social sharing buttons that should be available
on the selected pages and posts on the BEC citizen portar.

Googfe Analytics integration - To analyze the website traffic and visitors,
demographics, the Googre Anarytics service shourd be integrated with the
website' The system administrators shourd be given access to the Googre
Analytics admin portar and view the demographic data about the web plrtrt
usage.

//
/ , ,
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SEO module integration - The Citizen Portal should be optimized for the

Google search engine so that the relevant search strings bring in the BEC citizen

portal on the first page of the search results for the Bangladeshi Citizens. The

keywords and other searching criteria should be analyzed in association with the

BEC personnel and implemented on the portal accordingly.

News board, photo and video gallery etc. should be developed and integrated in

accordance with the current BEC website. There should be provisions for the

authorized portal administrators uploading and deleting these contents from the

CMS admin panel .

User management and access control - The portal admin panel should come

with a fully featured user management and access control module that should let

the system administrators create, edit users, create roles and assign users to the

roles etc.

Security module integration and configuration - There should be a security

module implemented and integrated with the system. The security module should

be properly configured to make sure that the website is well protected from the

deadly hacking attacks such as Denial of service (DDoS), JavaScript Injection

(JSl) etc. Add ssl certif icate at the time hosting of the site.

Localization Requirements :

o For making sure that the web portal is compatible for both English and Bangla,

multi-site should be setup and configured'

The web portal should be configured for Bangla'

Bangla contents that wil l be provided by BEC should be populated into the

Bangla version of the website'

Testing and DePloYment:

o Once the website is developed, this should be deployed to a staging server first

so that the BEC personnel can use the website, give their feedback and the

development team should implement all those feedback accordingly'

o :\w e b-me nto in\N ew -w e b\RF Q\s pe cdt io n-e cs d o c x
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. Once the web portal is given the official user acceptance by BEC, the web portal
then should be deployed to the main server of BEC for public use ensuring
minimal downtime in between

Ownership of the Source Gode

Bangladesh Election Commission.

Training

The company/Firm wil l conduct 1 day training for at least 3 ECS personnel.

Maintenance

The vendor has to provide support service for maintain the website for 6 months.

(
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