INSTRUCTION TO THE BIDDER (ITB)


Ref: BBL/Proc/RFQ/Y19/57

Dated:  April 30, 2019

Subject: Request for Proposal for 100% Asset verification, tagging and reconciliation of physical asset with Register and adjustment in books of BRAC Bank Ltd.

BRAC Bank Limited invites functional proposals for ‘100% Asset verification, tagging and reconciliation of physical asset with Register and adjustment in books’ in the RFP. The details of the scope of work and deliverables are provided at the end of the instruction.

General Terms and Conditions:

1. Purchaser’s Right: The Purchaser reserves the right to accept/ cancel/ reject any or all offers/cancel the whole bidding process without assigning any reason. The Purchaser is not obliged to purchase the lowest offer or any offer at all. The Purchaser reserves the right to share the Bidder’s response to this RFQ with its advisors and Purchaser Business Units. Purchaser reserves the right to: conduct negotiations with one or more Bidder and/or accept/reject the Bid without any negotiations. Purchaser shall also possess the right of cancelling the bid at any point based on internal management decision.

2. Bid Submission/ Closing Date: The bidder will submit Functional offers only by 12 May 2019 18:00 hours through email to the below mentioned address: 
tender@bracbank.com
	
Bidders has to submit Functional Offer mentioning the below subject in the mail:

· “Functional Offer for 100% Asset verification, tagging and reconciliation of physical asset with Register and adjustment in books for BRAC Bank, Ref: BBL/Proc/RFQ/Y19/57”.
Upon shortlisting from functional evaluation, commercial offer will be asked from selected vendor at a later date which will be submitted mentioning below headings upon communication:

· “Commercial Offer for 100% Asset verification, tagging and reconciliation of physical asset with Register and adjustment in books for BRAC Bank, Ref: BBL/Proc/RFQ/Y19/57”

3. Manipulation or any kind of unusual approach or failure to submit the proposal/offer within stipulated time frame will be treated as “Disqualification” to attend in the bidding.

4. Point of Contact: 
i. [bookmark: _GoBack]For scope of work/ clarification, please communicate with Mr. Rakib Hasan, Associate Manager, Payment and Asset Management, Finance. Cell: 01712693058; email: rakib.hasan@bracbank.com. 
ii. For Commercial Issues please communicate with Mr. Ariful Haque, Senior Manager, Procurement, Cell: 01713350233. email: a.haque@bracbank.com.

Evaluation Criteria

Functional Bid
The bidders will be evaluated based on some functional parameters. Allotment of marks, within the overall indicated marks for each parameter, is the sole discretion of the functional evaluation committee.
Note: Bidders have to submit the below necessary documents-
· Company profile
· Trade License
· VAT Registration Certificate
· TIN
· Experience Profile
· Proof of service (submitted report) of similar activities in other organizations
· Resource Information
This is a basic criteria for evaluation. The evaluation criteria may be changed. To select the bidder to award the contract, combined (functional & commercial) scoring method will be used.

Commercial Bid 
The Bidder has to submit the indicative Commercial Bid as per the format given in price annexure. The score for the Commercial evaluation will be awarded as under:

The shortlisted bidder per unit whose quote is the lowest will be awarded maximum score of 100 for that unit. Other bidders will be awarded scores in inverse proportion of their quotes to the lowest quote as per the formula
Commercial Score (CS) = Lowest Price (LP) / Bidder’s Price (BP) x 100, where
· CS stands for Commercial Score with a maximum score of 100
· LP stands for the Lowest Price among all the short-listed bidders
· BP stands for Bidder’s Price
Functional-Commercial Evaluation and Scoring
The final selection will be done by the Functional & Price Negotiation Committee on the basis of combined Functional-commercial scoring as under:

The total score will be arrived at by integrating the Functional Scores and Commercial Scores (separately for each unit) assigning 70% weightage to Functional Score and 30% weightage to Commercial Score.

The proposals will be ranked in terms of Total Scores arrived at as above. The proposal with the highest Total Score (H1) will be the selected bidder and the price quoted by him will be taken as the bid winning price and will be considered first for award of contract.





Commercial Terms and Conditions:

1. Price and VAT and Tax: The quoted price should include applicable withholding Tax and VAT.  The rate of VAT should be mentioned in the quotation.

2. Delivery Place: The Bidder will deliver the job to the Purchaser at Anik Tower, on the Agreed Date of Delivery. 

3. Work Completion Timeline/Delivery Timeline: Work Completion timeline must be mentioned in the commercial offer. 

4. Offer Validity: The submitted offer must be valid for 90 days from the date of offer submission. However, on selection the price will be locked for 01 year from the date of awarding.

5. Liquidated Damages for Delay:   The Bidder has to complete the entire work within the stipulated period, in failure 1% of total contract value will be deducted for each Week delay but Penalty will be considered pro-rata basis. Bank will not consider any delay in delivery unless due to force majeure.

6. Payment Terms: Payment will be made after successful completion of delivery of ordered job & upon submission of the bill with work order & original job acceptance/completion certificate which is duly signed by authorized personnel of BRAC Bank Limited (Person’s Sign, Name, PIN, if available). Payment will be made through Bank Account only.

7. Documentation: Selected Vendor/vendors will have to submit full set of documentation/report during bill submission.


Project Name: 100% Asset verification, tagging and reconciliation with physical and Register and adjustment in books 


1. SCOPE OF WORK AND DELIVERABLES:

i. Tagging of Assets
· All assets physically found are required to be tagged with asset tag i.e. system generated barcode tag. 
· Printed asset tag would reflect asset identification number, appropriate category etc.
ii. Physical verification 
· Consultants are required to physically verify all assets from list of fixed asset register.
· They will prepare a list of excess or shortage items with sufficient detail [e.g. asset description, manufacturer, brand/model, manufacturer serial number, previous location, asset tag (if available), permanent or temporary movement etc.
· Asset verification sheet including details of excess and shortage items are required to be signed off by both consultant and accepted by in-charge of the respective locations.
iii. Reconciliation
· Consultants will perform a comprehensive reconciliation of discrepancies found in physical verification. 
· They will prepare necessary correction entries to remove discrepancies and suggest BRAC Bank to pass necessary entries in Oracle.  
· Any excess/shortage between fixed asset register and physical count will then be reconciled through identifying the root cause of the variances.
iv. Adjustment in Accounts and Register
· Consultants will submit a list of assets which are not in usable condition and needs to be written off together with their asset ID, description, cost, accumulated depreciation & written down value (WDV) etc.

2. Special Note:
 
· Asset tagging method with printing materials and necessary cost will be discussed and agreed during technical evaluation
· The scope of work may be modified during technical evaluation of proposal with discussion the concerned
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