[image: CCLogo in colour]Caribbean Community Secretariat
P.O. Box 10827
Turkeyen
Greater Georgetown
Guyana  

Your Ref:

Our Ref: CCS/SUP/SEC/3.4/2017


2 June 2017



Dear Sir/Madam,

Invitation to Tender 


You are invited to submit a tender for the provision of Security Services and of the item/s based on the description/specifications stated in Annex 1 of this Invitation to Tender (ITT).   This ITT is comprised of the following documents:

i. Instructions to Tenderers 
ii. Scope of Services
iii. Timetable
iv. Tender Submission Form and Declaration  (Annex1)
v. Proposed  Senior Personnel (Annex III)
vi. Financial Offer (Annex III)
vii. Legal Identity Form  (Annex IV)
viii. Financial Identification Form (Annex V)
ix. Draft Contract and Special Conditions

For full information about procurement procedures please consult the CARICOM Secretariat’s Guidelines  and Procedures Manual (GPM), which can be downloaded from http://caricom.org/work-with-us/procurement 

We look forward to receiving your tender before the submission deadline at the address specified in the documents. 


Yours sincerely, 


PROGRAMME MANAGER
PROCUREMENT


INSTRUCTIONS TO TENDERERS
1 [bookmark: _Toc42488082][bookmark: _Toc42488070]	Services to be provided
1.1	The subject of the contract is the Provision of Twenty-four (24) hour Security Services Escort Services to the CARICOM Secretariat by the Contractor of the item/s based on the description/specifications outlines in the Scope of Services

[bookmark: _Toc42488079]2.	Submission of tenders
[bookmark: _Ref500326737]2.1	The CARICOM Secretariat must receive the tenders before the deadline specified in Section 4. Tenders must include all of the following  documents:
I. Tender Submission Form and Declaration  (Annex1)
II. Proposed  Senior Personnel (Annex III)
III. Financial Offer (Annex III)
IV. Legal Identity Form (Annex IV)
V. Financial Identification Form (Annex V)

 	The Tenders must be sent to the following address:

PROGRAMME MANAGER
PROCUREMENT
CARICOM Secretariat
TUEKEYEN
GREATER GEORGETOWN
GUYANA
SOUTH AMERICA

Tenders must comply with the following conditions:
[bookmark: _Ref500330141]

3.	Additional information before the deadline for submission of tenders
If the CARICOM Community Secretariat, on its own initiative or in response to a request from a prospective tenderer, provides additional information on the tender, it must send such information in writing to all other prospective tenderers at the same time.

Tenderers may submit questions in writing to the following address up to 21 days before the deadline for submission of tenders, specifying the publication reference and the contract title:
Programme Manager, Procurement 
CARICOM Secretariat
Turkeyen, Greater Georgetown
Guyana
South America
Fax Number: (592) 222-0800
Email: procurement@caricom.org

The CARICOM Secretariat has no obligation to provide clarifications after this date.
Any clarification of the tender will be provided simultaneously to all tenderers at the latest 11 days before the deadline for submission of tenders.

Any prospective tenderers seeking to arrange individual meetings with the CARICOM Community Secretariat during the tender period may be excluded from the tender procedure.	


4.	All tenders must be received at CARICOM Secretariat before the deadline date and time, 3 July 2017 at 13:00hrs.
5.	All tenders, including annexes and all supporting documents, must be submitted in a sealed envelope bearing only:
a)	the above address;
b)	the reference code of this tender procedure, (i.e. <publication reference>);
c)	where applicable, the number of the lot(s) tendered for;
d)	the words ‘Not to be opened before the tender opening session’ in the language of the tender dossier .
e)	the name of the tenderer.

6.	Period of validity
6.1	Tenderers will be bound by their tenders for a period of 30 days from the deadline for the submission of tenders.
6.2	In exceptional cases and prior to the expiry of the original tender validity period, the CARICOM Community Secretariat may ask tenderers in writing to extend this period by 10 days. Such requests and the responses to them must be made in writing. Tenderers that agree to do so will not be permitted to modify their tenders and they are bound to extend the validity of their tender guarantees for the revised period of validity of the tender. If they refuse, without forfeiture of their tender guarantees, their participation in the tender procedure will be terminated.

[bookmark: _Toc42488084]7.	Alteration or withdrawal of tenders
7.1	Tenderers may alter or withdraw their tenders by written notification prior to the deadline for submission of tenders referred to in Section No. 4 tender may be altered after this deadline. Withdrawals must be unconditional and will end all participation in the tender procedure.
7.2	Any such notification of alteration or withdrawal must be prepared and submitted in accordance with Section 3. The outer envelope must be marked ‘Alteration’ or ‘Withdrawal’ as appropriate.
7.3	No tender may be withdrawn in the interval between the deadline for submission of tenders referred to in Section 4 and the expiry of the tender validity period. 

[bookmark: _Toc41467300][bookmark: _Toc42488092]8.	Ethics clauses
8.1	Any attempt by a candidate or tenderer to obtain confidential information, enter into unlawful agreements with competitors or influence the committee or the CARICOM Secretariat during the process of examining, clarifying, evaluating and comparing tenders will lead to the rejection of their candidacy or tender and may result in administrative penalties.
8.2	When submitting a tender, tenderers must declare that they are not affected by a conflict of interest and have no equivalent relation in that respect with other tenderers or parties involved in the project. Should such a situation arise during execution of the contract, the Contractor must immediately inform the Contracting Authority.
8.3	Contractors may not accept any payment connected with the contracts other than that provided for therein. Contractors and their staff must not exercise any activity nor receive any advantage inconsistent with their obligations to the Contracting Authority.
8.4	Contractors must refrain from any relationship likely to compromise their independence or that of their staff. If the Contractor ceases to be independent, the CARICOM Secretariat may, regardless of injury, terminate the contract without further notice and without the Contractor having any claim to compensation.
8.5	The CARICOM Community Secretariat reserves the right to suspend or cancel project financing if corrupt practices of any kind are discovered at any stage of the award process and if the for the purposes of this provision, ‘corrupt practices’ are the offer of a bribe, gift, gratuity or commission to any person as an inducement or reward for performing or refraining from any act relating to the award of a contract or implementation of a contract already concluded with the Contracting Authority.
8.6	All tenders will be rejected or contracts terminated if it emerges that the award or implementation of a contract has given rise to unusual commercial expenses. Such unusual commercial expenses are commissions not mentioned in the main contract or not stemming from a properly concluded contract referring to the main contract, commissions not paid in return for any actual and legitimate service, commissions remitted to a tax haven, commissions paid to a recipient who is not clearly identified or commissions paid to a company which has any appearance of being a front company.
8.7	The Contractor undertakes to supply the CARICOM Secretariat on request, with all supporting documents relating to the conditions of the contract’s execution. The CARICOM Secretariat may carry out whatever documentary or on-the-spot checks it deems necessary to find evidence in cases of suspected unusual commercial expenses.
8.8	The CARICOM Secretariat reserves the right to suspend or cancel the procedure, if the award procedure proves to have been subject to substantial errors, irregularities or fraud. Where such substantial errors, irregularities or fraud are discovered after the award of the Contract, the CARICOM Secretariat may refrain from concluding the Contract.

[bookmark: _Toc42488093]9.	Cancellation of the tender procedure
If a tender procedure is cancelled, tenderers will be notified by the Contracting Authority. If the tender procedure is cancelled before the tender opening session the sealed envelopes will be returned, unopened, to the tenderers.

Cancellation may occur, for example, if:
i. the tender procedure has been unsuccessful, namely where no qualitatively or financially worthwhile tender has been received or there has been no valid response at all;
ii. the economic or technical parameters of the project have changed fundamentally;
iii. exceptional circumstances or force majeure render normal implementation of the project impossible;
iv. all technically compliant tenders exceed the financial resources available;
v. there have been irregularities in the procedure, in particular where these have prevented fair competition;
vi. the award is not in compliance with sound financial management, i.e. does not respect the principles of economy, efficiency and effectiveness (e.g. the price proposed by the tenderer to whom the contract is to be awarded is objectively disproportionate with regard to the price of the market.
In no event will the CARICOM Community  Secretariat be liable for any damages whatsoever including, without limitation, damages for loss of profits, in any way connected with the cancellation of a tender procedure even if the CARICOM Community  Secretariat has been advised of the possibility of damages. 


10.	Complaints to the CARICOM Secretariat 
7 
8 
9 
10 
10.1 Service Providers believing that they have been harmed by an error or irregularity during the selection or  award process may file a complaint in accordance with the procedure set out below:

i. A Supplier/Contractor may appeal in writing to the Deputy Secretary-General or designate within fourteen (14) days of receipt of a decision not to award a contract.

ii. Specific information must be supplied by the appellant detailing and explaining how the appellant considers that the grounds(s) for appeal arise.  All supporting documentation should be provided with the appeal application.

iii. Matters that are deemed to be frivolous will not be reviewed.

iv. The Deputy Secretary-General will appoint a committee, the Procurement Review Panel, of no less than three persons to consider the specific appeal.

v. The Deputy Secretary-General will ensure that there is no conflict of interest in the membership of the committee by selecting members who are in no way related to the procurement process and who will be requested to sign the relevant form declaring their impartiality.

vi. The Chairperson of the Evaluation Committee, which took the decision in question, will immediately provide a copy of the specific tender file (containing information regarding the tender process) to the Chairperson of the Procurement Review Panel established by the Deputy Secretary-General.

vii. The Procurement Review Panel will review the appeal and may seek further information or views from the Evaluation Committee or the appellant.

viii. The Procurement Review Panel will make a decision within fifteen (15) working days of the date of its establishment.

ix. The appellant and the Evaluation Committee will be informed of the final decision of the Procurement Review Panel, through the Deputy Secretary General.

10.2 Any Contractor who disagrees with final award decision shall not use this complaint procedure merely to obtain second evaluation.





[bookmark: _Toc42488106][bookmark: _Ref500419967]ANNEX I TENDER SUBMISSION FORM FOR A SERVICE CONTRACT
Ref No. : < Insert Ref No. >

Title of contract: < Title of contract>
<Place and date>
A: <Name and address of CARICOM Community Secretariat>.

One signed form must be supplied (for each lot, if the tender procedure is divided into lots), together with the number of copies specified in the Instructions to Tenderers (ITT). The form must include a signed declaration using the format by the legal entity making the application. 
1	SUBMITTED BY
	Name(s) of tenderer(s)
	Nationality[footnoteRef:1] [1: 	Country in which the legal entity is registered.

] 


	
	


2	CONTACT PERSON (for this tender)
	Name
	

	Address
	

	Telephone
	

	Fax
	

	E-mail
	




3.	STAFF 
Please provide the following statistics on staff for the current year and the two previous years.[footnoteRef:2] [2: 	If this application is submitted by a consortium, the data in the table above must be the sum of the data in the corresponding tables in the declarations provided by the consortium members — see point 7 of this application form.] 


	Staff
	Last Year Overall
	This Year
Overall

	Permanent staff[footnoteRef:3]  [3: 	Staff directly employed by the candidate on a permanent basis (i.e., under indefinite contracts).] 

	
	

	Other staff [footnoteRef:4] [4: 	Other staff not directly employed by the candidate on a permanent basis (i.e., under fixed-term contracts).] 

	
	

	Total
	
	





	Ref # (maximum 10)
	Project title
	…

	



	
	

	Name of Firm
	Type of Security Service 
	No of Staff Provided
	Name of Client
	Dates 

	…
	…

	…

	…

	…

	Detailed Description of Service Offered


	…
…



4.	EXPERIENCE

Please fill in the table below to summarise the examples of Security Services that you have successfully provided during the past FIVE (5) years. The number of references to be provided must not exceed 10 for the entire application.
Annex C 2 Invitation to Tender ( Restricted)


1

10

TENDERER'S DECLARATION

In response to your letter of invitation to tender for the above contract, I, the undersigned, hereby declare that:

1. I have examined and accept in full the content of the Invitation to Tender No <……………………………….> of <date>. I hereby accept the provisions in their entirety, without reservation or restriction.

2. The price of my tender excluding is:
a. Security Guard Service…………………………………
b. Escort Service …………………………………………..
3. This quotation is valid for a period of 30 days from the final date for submission of tenders.


I, the undersigned, being the authorised signatory of the above tenderer, hereby declare that I have examined and accept without reserve or restriction the entire contents of the Request for Proposal for the tender procedure referred to above.  
I am fully aware that, in the case of a consortium (for e.g. a group of individuals), the composition of the consortium cannot be modified in the course of the tender procedure, unless prior approval is given in writing. I am also aware that the consortium members would have joint and several liability towards CARICOM concerning participation in both the above tender procedure and any contract awarded to me as a result of it. 

Signed on behalf of the tenderer


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

Duly authorised to sign this tender on behalf of:
<……………………………………………………………………………………  …>

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

Stamp of the firm/company:

[image: CCLogo in colour]



[bookmark: _Toc42488099]ANNEX III : Financial Offer 

Page No 1 [of…]
Ref. No: <………………………>	NAME OF TENDERER: [……………………………]


	SECURITY GUARD SERVICE

	NUMBER
	POSITION
	LOCATION
	FUNCTION
	DAYS PER WEEK
	HOURS OF COVERAGE
	RATE PER HOUR
	TOTAL

	
	
	
	
	
	
	
	


	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	








	Escort  Guard Service

	(i) 
	Radio equipped vehicle, armed escort one with a Portable two-way radio, Georgetown/Timehri or Vice versa 

	

	(ii) 
	Two armed Rangers to provide the necessary security 

	

	(iii) 
	Driver of vehicle 

	

	
	Total per return journey (G$ VAT exclusive)
	...............












	


ANNEX III: Proposed SENIOR staff[footnoteRef:5] [5:  Only required for positions such as Project Manager, Shift Supervisor (Roving Armed/Radio),  Junior Shift Supervisor/Senior Security Guard)] 

	Name of staff
	Proposed position
	Years of 
experience
	Age
	Educational background
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List of key experts

CARICOM 2014.1	Page 1 of 20

December 2000	Page 2
Curriculum vitae
Proposed role in the project:
Family name:	
First names:	
Date of birth:	
Nationality:	
Civil status:	
Education:	
	Institution
(Date from - Date to)
	Degree(s) or Diploma(s) obtained:

	
	

	
	


Language skills: Indicate competence on a scale of 1 to 5 (1 - excellent; 5 - basic)
	Language
	Reading
	Speaking
	Writing

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Membership of professional bodies:
Other skills: (e.g. Computer literacy, etc.)
Present position:	
Years within the firm:	
Key qualifications: (Relevant to the project)
Specific experience in the region:
	Country
	Date from - Date to
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	Page 4
Professional experience

	Date from - Date to
	Location
	Company& reference person[footnoteRef:6] (name & contact details) [6:  The CARICOM Secretariat reserves the right to contact the reference persons. If you can not provide a reference, please provide a justification. ] 

	Position
	Description

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Other relevant information (e.g., Publications)

	
Financial Identification

[bookmark: _GoBack]




Legal Identification












[bookmark: _Toc42488094]	DRAFT CONTRACT 


THIS AGREEMENT is made BETWEEN the CARIBBEAN COMMUNITY an International Organisation having its Secretariat at Turkeyen, Greater Georgetown, in the Co-operative Republic of Guyana (hereinafter referred to as “the Community”) of the one part and
………………………………………………… an overseas company registered in Guyana with its principal place of business situated at ……………………………………………in the Cooperative Republic of Guyana (hereinafter referred to as “…………..”) of the other part.	
NOW, THEREFORE, THIS AGREEMENT WITNESSETH as follows:-
NATURE OF SERVICES AND OBLIGATIONS OF ...........

ARTICLE 1.
FMS will provide security services at the Community’s Secretariat’s Headquarters Complex, Turkeyen, Greater Georgetown, the Secretariat’s Annexe, 13-15, Area ‘F’ Plantation, Turkeyen, East Coast Demerara, and the official residence of the Deputy Secretary-General, 9  Bel-Air Springs, Georgetown, Guyana and on a twenty-four (24) hour basis, in accordance with the SCHEDULE attached to this Agreement and a Standard Operating Procedures Manual to be agreed on between both parties by way of an exchange of letters.  ……..shall ensure adequate supervision of the security guards on duty by paying regular visits to the premises.
ARTICLE 2.
In order to determine the complement of security officers required for the security of the premises, ……….will periodically carry out a security survey of the premises and will advise the Community accordingly. The Community reserves the right to accept or not to accept the recommendations, if any, of……….
ARTICLE 3.
The…….. security officers will be responsible for the protection and security of the premises from thieves and other unauthorised persons.
ARTICLE 4.
The security officers on duty will be responsible for ensuring that only authorized persons enter upon the premises and, for that purpose, the security officers will be required by the Community to keep and maintain a register in which shall be recorded the hours and other particulars of persons desiring to enter or who have entered the premises.
ARTICLE 5.
The security officers on duty will be responsible for the detection and prevention of any criminal or otherwise unlawful conduct likely to occur on the premises and will not permit any loitering or trespassing thereon.
ARTICLE 6.
………..will ensure the necessary training and supervision of the security officers on duty as well as enhance the proficiency and effectiveness of the security service with respect to the protection of the premises and the level of alertness required. Accordingly, ………will ensure that security officers at all locations are properly trained and provided with radio communications equipment.
ARTICLE 7.
Reports of burglaries, loss or damage to property must be investigated by ………..and reports shall be made to the Guyana Police Force after reporting to and consulting with the Secretariat. 
ARTICLE 8.
Any request by the Community for an increase in the number of security officers on the premises or an amendment to the SCHEDULE requires the agreement of the parties by a simple exchange of letters for its implementation.
ARTICLE 9.
……..shall be held liable for any negligence on the part of the security officers or other personnel of ……..in the performance of their duties under this Agreement and accordingly, ………shall pay adequate compensation or any negotiated sum to the Secretariat for any loss or damage to its property or on behalf of any official of the Community who has suffered loss or damage to property due to the negligence of any member of the security services provided by………..


OBLIGATIONS OF THE COMMUNITY
TERMS OF PAYMENT
ARTICLE 10.
The Community will pay to…….. the sum of G$……. (…………………………Guyana Dollars) per hour per unarmed security  officer, G$……… (……….Guyana Dollars) per hour per armed security officer and double time on Sundays and Guyana National Holidays. These rates may be reviewed and re- negotiated at the end of the first year, based on cost of living adjustments and subject to the Community’s capacity to pay increased rates. Any increased rates agreed on by the parties shall be by a simple exchange of letters.
ARTICLE 11.
The Community undertakes to settle promptly all accounts submitted for security charges arising out of and related to this Agreement, such payments in any event being made within thirty (30) working days after receipt of the account by the Secretariat of the Community. The accounts shall be agreed on by the parties to this Agreement. 

GENERAL TERMINATION
ARTICLE 12.
This Agreement may be terminated by either party giving one month’s notice in writing to the other party or payment in lieu of notice, such sum to be agreed on between …………and the Community and being not more than the average monthly payment by the Community to ……….for the preceding six months.

DISPUTES
ARTICLE 13.
The parties shall use their best efforts to settle any disputes arising out of the terms of this Agreement or constructions thereof, failing which the matter shall be referred to a single arbitrator who shall be agreed upon between the parties and failing such agreement the Chancellor of the Judiciary of Guyana shall appoint an Arbitrator at the request of either party. The Arbitration shall be in accordance with the Arbitration Act, Chapter 7:03 of the Laws of Guyana.
DURATION
ARTICLE 14.
The duration of this Agreement is for a period of two years and is deemed to have commenced on 1st August 2017 and shall terminate on 31st July 2019 subject to a renewal thereof for a further period of two years on such terms and conditions to be agreed on between ……………and the Community provided that the Community shall give ……….one month’s notice of its intention to renew the Agreement.
IN WITNESS WHEREOF, this Agreement has been signed on behalf of the CARIBBEAN COMMUNITY and………………………………………………….., by their duly authorised representatives.



FOR THE CARIBBEAN COMMUNITY 	        FOR………………………………………..
IRWIN LAROCQUE		        ..............................................................
SECRETARY-GENERAL				DESIGNATION

…………………………………………... 	        ……………………………………
DATE 					        DATE 
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COUNTRY

CONTACT

TELEPHONE

EMAIL

TOWN/CITY

COUNTRY

ACCOUNT NUMBER

IBAN

Annex V



ZIPCODE



Remarks

BANK STAMP AND SIGNATURE OF REPRESENTATIVE OF BANK DATE OF  SIGNATURE OF ACCOUNT HOLDER



BANK NAME



BRANCH ADDRESS



FAX

BANK



ZIPCODE

If the IBAN(international Bank Account Number)exists in the country where the bank is established 

FINANCIAL IDENTIFICATION

ACCOUNT NAME

ACCOUNT NAME

ADDRESS



TOWN/CITY


Microsoft_Excel_97-2003_Worksheet1.xls
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		Annex V

		FINANCIAL IDENTIFICATION

		ACCOUNT NAME

		ACCOUNT NAME

		ADDRESS

		TOWN/CITY

														ZIPCODE

		COUNTRY

		CONTACT

		TELEPHONE												FAX

		EMAIL

		BANK NAME				BANK

		BRANCH ADDRESS

		TOWN/CITY												ZIPCODE

		COUNTRY

		ACCOUNT NUMBER

		IBAN

		If the IBAN(international Bank Account Number)exists in the country where the bank is established

		Remarks

						BANK STAMP AND SIGNATURE OF REPRESENTATIVE OF BANK												DATE OF  SIGNATURE OF ACCOUNT HOLDER
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ABBREVIATION

POST CODE

TOWN/CITY

COUNTRY

VAT NO

D D M  M Y Y Y Y

REGISTRATION NO.

PHONE

FAX

EMAIL

1.  A copy of the VAT Registration document, where applicable.

Annex IV



LEGAL IDENTIFICATION

2.   A copy of the official company registration document, showing the name of the legal entity, the address of the 

Head Office and the registration number  that was assigned  by the Companies Registry

ADDRESS OF HEAD 

OFFICE



P.O BOX



THIS FORM SHOULD BE COMPLETED AND SUBMITTED ALONG WITH THE FOLLOWING:



NAMES



LEGAL FORM



PLACE OF REGISTRATION

DATE OF REGISTRATION
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		Annex IV

		LEGAL IDENTIFICATION

		LEGAL FORM

		NAMES

		ABBREVIATION

		ADDRESS OF HEAD OFFICE

		POST CODE												P.O BOX

		TOWN/CITY

		COUNTRY

		VAT NO

		PLACE OF REGISTRATION

		DATE OF REGISTRATION

										D D				M  M						Y Y Y Y

		REGISTRATION NO.

		PHONE												FAX

		EMAIL

		THIS FORM SHOULD BE COMPLETED AND SUBMITTED ALONG WITH THE FOLLOWING:

		1.  A copy of the VAT Registration document, where applicable.

		2.   A copy of the official company registration document, showing the name of the legal entity, the address of the Head Office and the registration number  that was assigned  by the Companies Registry
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