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1. Letter Of Invitation To Tender 

 

 

Dear Sir/Madam, 

SUBJECT: INVITATION TO PREQUALIFY FOR SUPPLIES, SERVICES AND WORKS 

Further to your enquiry regarding the publication of the above-mentioned Invitation to Pre-

Qualify, please find enclosed the following documents, which constitute the Pre-Qualification 

dossier: 

1a. Instructions to Company Business 

1b. Questionnaire for Company 

1c. Company’s Relevant Experience 

1d. Company Declaration 

2. Concern safeguarding policies 

3. Concern’s Purchasing Terms and Conditions 

 

We look forward to receiving your submission on or before 31st March 2021 at the address 

specified in the dossier.  

Your submission must include the following documentation so please use the list below as a 

‘Checklist’ before submitting your response to Concern. 

Description Checklist 
1. Completed Technical Evaluation Form       
2. Completed ‘Tenderers Relevant Experience Form’ & Evidence  

3. Financial Offer  
4. Signed Tenderers Declaration   
5. Company Certificate of Registrations  

6. Company Bank Statements for past 6 Months  

7. Company Profile  
 

Please submit completed pre-qualification documents in a plain sealed envelopes, and should 

bear the reference number of the specific category you are applying for. Also ensure you sign a 

provided tracking sheet Forms at the reception before inserting your document into the Tender 

Boxes located at the CONCERN WORLDWIDE offices. 

 
 
 
 
 
  
 
 

Tender Reference: CWW- 2021-2023-PREQUALIFICATION 
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                                   1a. Instructions To Company 

 

Tender Reference: CWW- 2021-2023-PREQUALIFICATION 
 

1. Introduction: 
 

Concern Worldwide is an International Non-Governmental Organisation who have been 
operating in Somalia since 1986. Concern are now requesting from technically qualified 
suppliers and service providers to provide a response to become a pre-qualified 
supplier/service provider of Concern Worldwide.   

 

2. Supplies/Services to be provided 
 

The following are the categories which Concern is intending to prequalify suppliers.  
Category Description for Supplies of Goods, Services and Works. Please list up or indicate the 

three main categories you wish to apply or select for the list below 
Categories of Supplies, Services or Works. Include all necessary support document for the  
Categories you selected.  

 

A Supply of Goods  

1 Supply and Delivery of ICT and Electronic Equipment: - Computers, 
Printers, UPSs, Scanners, photocopier, Telephone, Modems, Mobiles 
Handsets, Toners, Cartridges and Accessories etc.  

 

2 Supply of general stationery – Office supplies.  

3 Supply of Cleaning materials for houses and offices  

4 Supply of Printing and Promotions.  

5 Supply of Electric materials: - lights, switches, cable, fans, Solar power, 
solar lanterns panels, ACs, LEDs, dispenser and all accessories etc.  

 

6 Printing and promotions materials  

7 Supply of Firefighting equipment and Security alarms, security systems 
with installation and maintenance.  

 

8 Supply of Office Consumables  

9 Supply of locally make furniture i.e Desks and Benches  

10 Supply of office furniture   

11 Supply of Water Equipment  

12 Supply of hardware, building and construction material,  

13 Supply of Supply of food products, food parcels etc.  

14 Supply of NFIs, mosquito nets, empty sand bags, blankets, plastic 
sheeting…etc 

 

15 Supply of Seeds and insecticides  

16 Supply of Sports equipment and materials  

17 Supply of Uniforms   

18 Supply of non-medical equipments  
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19 Supply of Fuel, Diesel, Petrol, Oil, and Gas.  

20 Supply of Spare Parts.  

21 Supply of solar panels, and water pumps  

22 Supply of Hygiene kit   

23 Supply of Sewing machine with accessories.  

24 Visibility materials - leaflet, sticker posters, stand banner and bill 
boards 

 

25 Food supplies (vegetable oil, rice, Sugar, porridge etc.  

26 Supply of Agricultural tools, farm Inputs.( seeds, Agro chemicals, 
fuel, irrigation pumps, Tractor plough hours, etc. 

 

27 Printing of braille books   

28 Printing of text books  

29 Supply of assistive devises for people with special need  

Reference   
B Supply of Services  

1 General repairs & maintenance services:  Plumbing, mason, 
locksmith, air conditioners, painting, carpentry, photocopy 
machines, etc. 

 

2 Water trucking   

3 Water provision through pipeline  

4 Translation Services from English – Somali/ Somali – English   

5 Hotel bookings, outside catering, conference, accommodation & 
meals. 

 

6 Fire training services  
7 Vehicle maintenance  

8 Vehicle hire services  

9 Provision of electricity  

10 Building & architectural Engineer Services  

11 Videographer (Services)  

12 Workshop Facilitators/Trainers  

13 Medical and Motor Vehicle Insurance  
14 Money Transfer services  

15 Casual labours for loading and offloading - porters  

16 Provision of internet services.  

17 Provision of TVET   

18 Entrepreneurship skills training   

19 Goods Transportation  - Road  

20 Goods Transportation - Airlifting  

21 Goods Transportation - Sea  

22 Clearing and forwarding services (seaport & airport)  

23 Services of air travel, reservations and travel insurances.  

24 Adverts on local newspaper  

Category   

C Works   

1 Construction/building works  

2 Hydro geophysical  survey,  Borehole drilling and installation of 
water pumps  

 

3 Electrometrical works    

4 Street solar lights  
5 Construction of latrines  

6 Construction of Shallow well, elevated tanks and water points  
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3. Closing date and time for submission of tenders 
  

 31st  March 2021 to the addresses provided below.  

 

4. Submission of tenders  

 

Please make you submissions to the addresses provided below.  

 
BANADIR REGION 
Concern Worldwide 
Somalia 
Wadajir District – Bullo 
Hubey Road 
Km5 area next to Hormuud 
telecommunication 
Mogadishu - Somalia 

BAY/BAKOOL REGIONS 
Adada area along  Mogadishu Road  
Behind Radio Baidoa/Safari 
Guesthouse 

GEDO REGION 
Potential supplier in Gedo can make 
their submission through the email 
below 
procurement.mogadishu@concern.net  

 

5. Language of offers 
 

All tenders should be submitted in English  

6. Content of tenders  

 

1. Completed Technical Evaluation Form      

2. Completed ‘Tenderers Relevant Experience Form’ & Evidence 

3. Financial Offer 

4. Signed Tenderers Declaration  

5. Company Certificate of Registrations 

6. Company Bank Statements for past 6 Months 

7. Company Profile 

 

7. Opening of tenders 
  

TBD 

8. Evaluation of tenders 
  

Submissions will be evaluated by an Evaluation Committee based on the following criteria: 

- Administrative Compliance (i.e. tender submitted in time, sealed, all required documents 

completed).  

- Technical Competence (based on responses to Technical Evaluation Form included in the 

dossier) 

9. Clarification meeting/site visit  
 

If a prospective bidder wishes clarification on a certain aspect of the pre-qualification process, 
they can contact the following email address which will then be shared with the evaluation 
committee.  
 

Procurement.mogadishu@concern.net  

mailto:procurement.mogadishu@concern.net
mailto:Procurement.mogadishu@concern.net
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10. Cancellation of the tender procedure 
 

The evaluation committee has the right to cancel the process at any stage without having to 
explain the situation. Reasons for doing so might include; non receipt of a minimum number 
of bids, a dramatic change in specification of the material, the costs exceeding budgetary 
limits or the project being cancelled. 

 
11. Appeals Process  

 
If you wish to appeal or wish to raise any concerns, contact the following phone number and 
reference the tender bid. The number is toll free: 311 

 
12. Data protection 

  
Concern guarantees that all procurement activities are fully and transparently documented 

for internal or donor audit purposes.  Concern guarantees confidentiality of the procurement 

process. 

 

13. Donor 

Concern receive funding from a variety of donors who may contribute to this provision for 

programme activities. These include: ECHO, EU, DFID, Irish Aid, OFDA/USAID, UN Agencies. 
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1b.  Technical Evaluation Form 

 

To be completed by tenderer: 
 

1. Business Profile 

 

Name of Company (Firm):  

Category applying for (supplies / services / 

works) 

 

 
Physical Address (Indicate location Mogadishu, 

Baidoa and Lower Shebelle if present): 
 

Telephone Number:  

Email, if applicable:  

Contact Person, Title, Telephone Number  

Nature of business (plc/limited 

company/partnership etc…) 
 

Years in operation:  

Provide information on any relationships that 

you have with Concern staff? – 

Friends/family/ business partners etc. 

 

 

Please indicate below categories of supplies/services/works you can provide – use 

the list under section 2 above for reference  

  

  

  

  

  

  

  

 

2. Bank Details: 
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Bank Name:  

Bank Address:  

Bank Account Name:  

Bank Account Number:  

How long has this Account been open?  

 

3. Payment Terms: 

 

Orders accepted on signing contract?  

Payment to suppliers are paid after delivery of 

the order. Do you accept these terms? 
 

Preferred payment method: cheque/electronic 

payment 
 

 

4. Employee Information 

 

Number of staff employed 
 

 

What is the average pay for your staff for one 

day’s work: 
 

What is the minimum pay for your staff for 

one day’s work: 
 

What is the average number of hours that 

your employees work per week: 
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1c. Tenderers Relevant Experience 

 

Tender Reference: CWW- 2021-2023-PREQUALIFICATION 

 

Please complete the table below using the format to summarise the major relevant supplies/services carried out in the course of the past 3 

years by the tenderer.  The number of references to be provided must not exceed 15 for the entire tender. 
 

NGO/Company Name Contact Details 

in NGO/Co. 

Country Total Contract 

Value  

Type of 

contract 

Description of Contract Related Services Provided 
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1e.  Tenderer’s Declaration 

 

Tender Reference: CWW- 2021-2023-PREQUALIFICATION 
 

In response to your letter of invitation to tender for the above contract, we, the undersigned, 

hereby declare that: 

1 We have examined and accept in full the content of the dossier for invitation to tender 

including Concern’s safeguarding, anti-fraud and whistle blowing policies. We hereby 

accept its provisions in their entirety, without reservation or restriction. 

2 We offer to deliver, in accordance with the terms of the tender dossier and the conditions 

and time limits laid down, without reserve or restriction: 

3 This prequalified list is valid for a period of 3 years from the date of approval. 

4  If our tender is accepted, we undertake to provide a performance guarantee as required 

by the instructions to tenderers. (If required)  

5 We will inform Concern immediately if there is any change in the above circumstances at 

any stage during the implementation of the contract. We also fully recognise and accept 

that any inaccurate or incomplete information deliberately provided in this application may 

result in our exclusion from this and other contracts of the contracting authority.  

6  We note that Concern is not bound to proceed with this invitation to tender and that it 

reserves the right to award only part of the contract.  

7 We agree to adhere to all of the terms and conditions of the contracting authority as 

provided in the tender dossier. 

8 We confirm that we are not engaged in any corrupt, fraudulent, collusive or coercive 

practices and acknowledge that if evidence contrary to this exists, Concern reserves the 

right to terminate the contract with immediate effect.  

9 The Code of Conduct to which Concern expects all of its suppliers to respect is as per the 

points listed below and we confirm that we adhere to this code.  

 Employment is freely chosen 

 The rights of staff to freedom of association and to collective bargaining are respected 

 Working conditions are safe and hygienic 
 No exploitation of children is tolerated 

 Wages paid are adequate to cover the cost of a reasonable living 
 Working hours are not excessive 

 No discrimination is practiced 

 Regular employment is provided 

 No harsh or inhumane treatment of staff is tolerated 
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Environmental Standards 

Suppliers should as a minimum, comply with all statutory and other legal requirements relating 

to environmental impacts of their business. Areas which should be considered are: 

 Waste Management  
 Packaging and Paper  
 Conservation  
 Energy Use  
 Sustainability  

 

 

Yours Faithfully, 

 

Name and first name: < […………………………………………………………………> 

 

Title: <……………………………………………………………………………………> 

 

Duly authorised to sign this tender on behalf of: 

<………………………………………………………………………………………...…> 

 

Place and date: <…………………………………………………………….……………>] 

 

Stamp of the firm/company: 

 


