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INSTRUCTIONS TO PROCURING AGENCIES


INSTRUCTIONS TO PROCURING AGENCIES
(Not to be included in Bidding Documents)
A.	Basis of Documents
These Documents have been prepared as a global document intended to be used by different agencies/users according to their requirements. This document is envisaged for National Competitive Bidding (NCB), meant for use for Works costing not more than Rs. 25 Million. These documents may be tailored according to the scope of works as well as in case of contracts on International Competitive Bidding (ICB) basis, funded by international financial institutions/donors, with payments in foreign currencies. Procuring agencies are then to tailor the relevant clauses to suit their requirements including appropriate modifications in the relevant sections of the documents in the light of SPPRA Bidding Documents for Large Works. 
The Procuring Agency is expected to manage the Contract itself. The role of Engineer may be added by the Procuring Agency, if the Procuring Agency wishes to engage a consultant. The role of the Engineer with specific delegated powers under various clauses of Instructions to Bidders such as clarifications of Bid Documents, Amendment of Bid Documents, and evaluation of Bids etc. and to administer the Contract under various clauses of Conditions of Contract should have been specified.  The Procuring Agency will be required to set out in the specifications and drawings the full scope of work including the extent of design to be done by the Contractor, if any. 
B.	Contents of Documents 
As stated in Clause IB.4 of Instructions to Bidders, the complete Bidding Documents in addition to Invitation for Bids shall comprise items listed therein including any addendum to Bidding Documents issued in accordance with IB.6.  The Standard Form of Bidding Documents (for Small Contracts) includes the following: 
1.  	Instructions to Bidders & Bidding Data 
2.  	Form of Bid & Schedules to Bid 
3.  	Conditions of Contract & Contract Data 
4.  	Standard Forms 
5.  	Specifications 
6.  	Drawings, if any 
In addition, Instructions to procuring agencies are also provided at various locations of this document within parenthesis or as a Note(s). Procuring agencies are expected to edit or finalize this document accordingly, by filling in all the relevant blank spaces and forms as per the scope of the work, deleting all notes and instructions intended to help the bidders. The procuring agency is required to prepare the following for completion of the Bidding Documents: 

(i) Invitation for Bids:
(ii) Bidding Data 
(iii) Schedules to Bid (Samples)
(iv) Schedule of Prices (Format) 
(v) Contract Data 
(vi) Specifications 
(vii) Drawings, if any 
The Procuring agency‘s attention is drawn to the following while finalizing the Bidding Documents. 

C. 	Notice Inviting Tender/ Invitation for Bids/ Request for Expression of Interest: 

The “Notice Inviting Tender”‖ is meant for publication of tenders for calling bids in the newspapers and SPPRA Website. 
The blank spaces wherever shown are required to be filled by the Procuring Agency before issuance of Bidding Documents. 
The Procuring Agency may modify para 1 of Notice Inviting Tender as per its requirements. The notice should be published so as to give the interested bidder’s sufficient working period for preparation and submission of bids - not less than 15 days for National Competitive Bidding and 45 days for International Competitive Bidding (SPP Rule 18). 
1.	The eligible bidders are defined in IB.2; the text can be amended by the Procuring Agency as deemed appropriate.
2. 	The non-refundable fee for the sale of Bidding Documents should be nominal so as to cover printing/reproduction and mailing costs and to ensure that only bona-fide bidders shall apply (SPP Rule 20). 
3. 	The amount of Bid Security should be a lump sum figure or a percentage, but not less than 1% and more than 5% of bid price and should be in accordance with IB.13.1 (SPP Rule 37). 
4. 	If the venue of receipt of bids and the opening of bids is the same, the times for receipt and opening of bids are to be entered in last Para of the Notice Inviting Tender, otherwise indicate the name, address and exact location for the opening of bids. However the date for the receipt and the opening of bids shall be same (SPP Rule 41). 
D.	Instructions to Bidders
These Instructions to Bidders will not be part of Contract and will cease to have effect once the Contract is signed along with Bidding Data. 
The Instructions to Bidders can be used as given. Procuring agency may have to make changes under Bidding Data. 
The Procuring Agency‘s or Engineer‘s Representative, if any, shall exercise powers of the Engineer/Procuring Agency under and in connection with Clauses IB.5, IB.6, IB.16, etc. In case an Engineer has been appointed by the Procuring Agency, the aforesaid clauses may be modified accordingly to specify the role of the Engineer by the Procuring Agency, otherwise the Engineer‘s reference wherever exist, except Sub-Clause 1.1.20 & Clause 15 of Conditions of Contract and Item 1.1.20 of Contract Data, shall be deleted. 
E.	Bidding Data
The  blank  spaces  wherever  shown  in  Bidding  Data  are  required  to  be  filled  by  the Engineer/Procuring Agency before issuance of Bidding Documents.
1. Contents of IB.10.3 may be retained or modified by the Procuring Agency.
2. Procuring Agency should insert required experience in IB.11.2.
3. Referring to IB.14.1, the period of bid validity may range from 30 to 90 days depending upon the size and nature of the works. Number of days shall be filled in as per Procuring Agency‘s requirements.
4. Contents of IB.16.3 to IB.16.8 may be retained or modified by the Procuring Agency in accordance with its requirements.
F.	Schedules to Bid
Specimen of Schedules to Bid including format of Schedule of Prices are provided in this document. The Procuring Agency may add/delete/modify as per its requirement. 
The blank spaces wherever shown are required to be filled by the Engineer/Procuring Agency before  issuance  of  Bidding  Documents  except  those  required  to  be  provided  by  the Contractor. 
G.	Conditions of Contract
The  procuring  agency  while  preparing  Contract  Data,  shall  ensure  that  no Clause of Conditions of Contract is deleted and that the changes included in Contract Data shall be such as  not  to  change  the  spirit  of  the  document.  Any adjustment or change in  clauses of Conditions  of  Contract  to  meet  specific  project  features shall be  made  with  care  and incorporated in Contract Data. 
H.	Contract Data
The blank spaces wherever shown are required to be filled by the Engineer/Procuring Agency before issuance of Bidding Documents. 
1. Referring to Sub-Clause 1.1.1 of Conditions of Contract, the Engineer/Procuring Agency may add, in order of priority, such other documents as to form part of the Contract, in Sub-Clause 1.3 of the Contract Data. 
2. The Procuring Agency‘s Representative, if any, shall exercise powers of the Procuring Agency under and in connection with Sub-Clauses 1.3, 2.3, 4.2, 4.3, 5.1, 7.3, 8.2, 9.1, 9.2, 10.1, 10.2. 10.5, 11.1, 11.5, 12.1, 13.2 and 14.1 of the Conditions of Contract. In case an Engineer has been appointed by the Procuring Agency, the aforesaid clauses may be modified accordingly by the Procuring Agency.

3. The sum insured for different insurances including minimum amount of third party insurance should be assessed by the Engineer/Procuring Agency and entered in Contract Data. Such insurance cover shall be carried out with Insurance Company having at least AA rating from PACRA / JCR in the favour of the procuring agency. 
4. The time for completion of the whole of the works should be assessed by the Engineer/Procuring Agency and entered in the Contract Data. 
5. The Conditions of Contract contain no overall limit on the Contractor‘s liability. The amount of liquidated damages per day of delay shall be entered by the Engineer/Procuring Agency in Contract Data. Usually the liquidated damages are set between 0.05 percent and 0.10 percent per day and the maximum limit as 10 percent of contract price stated in the Letter of Acceptance. 
6. Any amendment and/or additions to the Conditions of the Contract that are specific to a given Bid/Contract should be included by the Procuring agency. This may include but not be limited to the provisions regarding the following: 
a) Terms of Payment should be prepared and incorporated in Contract Data by the Engineer/Procuring Agency.
b) The Engineer/Procuring Agency to make sure that all taxes and duties are included by the Bidders/Contractors in their prices. 
I.	Specifications
To be prepared and incorporated by the Engineer/Procuring Agency
J.	Drawings
To be prepared and incorporated by the Engineer/Procuring Agency, if required.
 Sindh Public Procurement Regulatory Authority | www.pprasindh.gov.pk          (Designed by KP)		Page No: VI
