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Introduction and Instructions

This Tender Document, Procurement of Goods – Price Quotation, has been prepared by the Public Procurement Authority for use by Procurement Entities in accordance with the Public Procurement Act, 2003 (Act 663) as amended of the Republic of Ghana when procuring goods which are estimated to cost not more than eight hundred thousand Ghana cedis (GHS 800,000.00)1.

This Standard Form has been developed based on relevant experience in this field.















































1 Or the equivalent threshold level as revised in accordance with the Public Procurement Act, 2003 (Act 663) as amended of the Republic of Ghana  .
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Section I. Invitation for Sealed Quotation


Name of Procurement Entity: OFFICE OF THE HEAD OF THE CIVIL SERVICE (OHCS)

Address of Procurement Entity: P.O. BOX M49

MINISTRIES

ACCRA

Sealed Quotation No: GR/OHCS/GDS/RFQ/008/2026

Date of Invitation: 4th August 2026

1. The Office of the Head of the Civil Service (OHCS) invites sealed quotations from the eligible registered Supplier for the Procurement of Sporting Items for Civil Service Week Celebration 2026.

2. The Purchaser now invites sealed quotations from eligible Tenders for Procurement of Sporting Items for Civil Service Week Celebration 2026.

3. Tendering will be conducted through the Price Quotation procedures specified in the Republic of Ghana’s Procurement Act, 2003, Act 663 as amended is open to all Tenderers from eligible source countries as defined in the Guidelines of the Public Procurement Authority of the Republic of Ghana.

4. All relevant documents must be submitted through the Ghana Electronic Procurement System platform (GHANEPS) on or before 10th August 2026 at 10:00 am.

5. Sealed quotations must be delivered through the Ghana Electronic Procurement System platform (GHANEPS) on or before 10:00 am on 10th August 2026.

6. Where necessary, sealed quotations will be opened in the presence of Supplier's Representatives who choose to attend at 10:00 am on 10th August 2026 at the office of OHCS Procurement Unit.


          9. It is mandatory that Tenderers submit with their tender the following statutory
                documents: 

· Valid GRA Tax Clearance Certificate (Not Expired) 
· Valid SSNIT Clearance Certificate (Not Expired)
· Valid  VAT Registration Certificate (if applicable).
· Valid Business Registration Certificate (Plus proof of annual renewal receipt)
· Valid Certificate of Incorporation 
· Valid Certificate of Commencement.
· Valid Registration Certificate from PPA (Not Expired)
· Evidence of Registration General Dept Annual Returns for Ltd Liability Company or 
Registration General Dept Annual Renewal for Sole Proprietorship.
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Section II. Conditions of Contract


1.	Definitions


1.1 In this contract, the following terms shall be interpreted as indicated:


a. "The Contract" means the agreement entered into between the Purchaser and the Supplier, as recorded in the Contract Form Signed by the parties, including all attachments and appendices thereto and all documents incorporated by reference therein;

b. "The Contract Price" means the price payable to the Supplier under the contract for the full and proper performance of its contractual obligation;

c. "The Goods" means Equipment and related Accessories and spare-parts which the Supplier is required to supply to the Purchaser under the contract;

d. "Services" means services ancillary to the supply of the goods such as transportation and insurance including the installation, commissioning and the operational and maintenance training of the supplied equipment.

e. "The Purchaser" means the organization purchasing the goods;

f. "The Supplier" means the organization supplying the goods and services under this contract.


2. Technical

Specification


2.1 The goods supplied under this contract shall conform to the standards mentioned in the Technical Specification.



3. Patent Right



3.1 The Supplier shall indemnify the Purchaser against all third party claims of infringement of patent, trademark or industrial design rights arising from use of goods or any part there of in the Purchaser's country.



4. Inspection and Tests



4. The Purchaser or its Representative shall have the right to inspect and/or test the goods to confirm their conformity to the Technical Specification and the quality of performance after the supply and delivery of good to Purchaser's premises.
	The inspection shall involve the Purchasers team and Supplier Representative.


5. Packing


5.1 The Supplier shall provide such packing of the goods as is required to prevent their damage or deterioration during
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transit to their final destination as indicated in the contract.

5.2	The packing shall be sufficient to withstand, without limitation, rough handling during transit and exposure to extreme temperatures, salt and precipitation during transit and open storage.

5.3	Packing case, size and weights shall take into consideration, where appropriate, the remoteness of the goods' final destination and the absence of heavy handling facilities at all points in transit.

5.4	The packing, marking and documentation within and outside the packages shall comply strictly with such special requirements as shall be expressly provided in accordance with international standard and practice.


6. Delivery of

Goods


6.       Delivery of the goods shall be made by the Supplier in accordance with the terms specified by the Purchaser in its schedule of requirements.


6.2	For purposes of the contract "FOB", "C&F", "CIF", "CIP" and other trade terms used to describe the obligations of the parties shall have the meanings assigned to them by the current edition of the International Rules for the Interpretation of the Trade Terms (INCOTERMS) published by the International Chamber of Commerce (ICC), Paris.


7. Insurance


7.1     The goods supplied under the contract shall be fully insured in the currency of the tender price against loss or damage incidental to manufacture or acquisition, transportation, storage and delivery in the manner specified.


7.2	Where delivery of the goods is required by the Purchaser on a CIF or CIP basis to a specified destination, the Supplier shall arrange and pay for insurance, naming the Purchaser as the Beneficiary and the Supplier shall be required to meet all transport and storage expenses until delivery.


8. Warranty


88.1 The Supplier warrants that all the goods supplied under the contract shall fully comply with the specification laid down in the contract.


8.2	The warranty shall remain valid for one year after the goods have been delivered to the final destination indicated in the
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			contract, and accepted by the Purchaser after installation and
			commissioning of equipment by the Supplier.

	8.3	The Purchaser shall promptly notify the Supplier in writing
			of any claims arising under this warranty.

	8.4	Upon receipt of such notice, the Supplier shall, within 30
			days replace the defective goods without cost to the
			Purchaser. The Supplier will be required to remove, at its
			own risk and cost, the defective goods.

9. Payment	9.1		Payment shall be made in the currency in which the contract
			price has been stated in the Supplier's tender.

	9.2             Payment of the goods supplied from within Ghana shall be
			made in Ghanaian Cedis after the delivery and installation
			and commissioning of goods to the satisfaction of the
			Purchaser.

	9.3           Payment of the goods to be supplied from abroad shall be
			made in the following manner:
			Full payment on satisfactory delivery and acceptance of goods
			
	                    9.4           Delay in payment of any amount due under sub-clause 9.3 shall
                                                 attract interest at […] calculated from the last date due for
                                                  Payment

10. Prices	10.1	Prices charged by the Supplier for goods delivered under the
			contract shall not vary from the prices quoted by the Supplier
			in its sealed quotation and not be subjected to Exchange Rate  
                                           Fluctuations.
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11. Liquidated Damages    11.1 If the Supplier fails to deliver any or all of the goods within the time period specified in the contract, the Purchaser shall, without prejudice to its other remedies under the contract,

deduct from the contract price, as liquidated damages, a sum equivalent to 1.0 percent of the contract price of delayed goods for each week of delay until actual delivery, up to a maximum deduction of 10 percent of the delayed goods' contract price. Once the maximum is reached, the Purchaser may consider termination of the contract.

12. Resolution of	12.1	The Purchaser and Supplier shall make every effort to resolve
Disputes			amicably by direct informal negotiation any disagreement or
			dispute arising between them under or in connection with the
			contract.

	12.2	If, after thirty (30) days from the commencement of such
			informal negotiation, the Purchaser and Supplier have been
			unable to resolve amicably a contract dispute, it shall be
			referred by either party to an adjudicator agreed by the parties.
			In the event of disagreement, the dispute shall be resolved
			under the Alternative Dispute Resolution Act 2010 (Act
		798)
	
13. Governing	13.1	The Governing Language shall be English
Language
				
14. Applicable	14.1	The applicable law shall be the Laws of Ghana.
Law
				
15. Notices	15.1	Purchaser's address for notice purposes:	
		 OFFICE OF THE HEAD OF CIVIL SERVICE
		 P.O. BOX M49, MINISTRIES, ACCRA

15.2	Supplier’s address for notice purposes:


1. KARINO-OM SUPPLY
No. 7 Naa Awula Quaye Road
Dansoman – Accra

2. IVANDOCK COMPANY LIMITED
1948 Military Street
Melcom, Achimota -Accra

3. AQUARIAN LOGISTICS ENTERPRISE
P. O. Box GP 20718
Accra



				 

	16. Taxes and
	16.1
	The Supplier shall be entirely responsible for all taxes, duties,

	Duties
	
	licence fees and other such levies imposed by the

	
	
	Government of Ghana.

	17. Operation,
	17.1
	The successful Supplier shall supply 2 copies of 

	Maintenance and
	
	manufacturer's operation, maintenance and spare-part

	Spare-parts
	
	manuals of the goods (Equipment).

	Manuals
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Section III. Form of Contract

THIS AGREEMENT made the………day of…………………20……. between the Office of the Head of the Civil Service (OHCS), Accra (hereinafter called “the Purchaser”) of the one part and Messrs [insert name and address of supplier] (hereinafter called “the Supplier”) of the other part:

WHEREAS the Purchaser invited tenders for certain goods and ancillary services, viz., Procurement of [insert goods] for its operations and has accepted a tender by the Supplier for the supply of those goods and services in the sum of [insert amount] (hereinafter called “the Contract Price”).




NOW THIS AGREEMENT WITNESSETH AS FOLLOWS:

1. In this Agreement words and expressions shall have the same meanings as are respectively assigned to them in the Conditions of Contract referred to.

2. The following documents shall be deemed to form and be read and construed as part of this Agreement, viz.:

a. Tender Form and the Price Schedule submitted by the Supplier;

b. The Schedule of Requirements;

c. The Technical Specifications;

d. The Conditions of Contract; and

e. The Purchaser’s Notification of Award.

3. In consideration of the payments to be made by the Purchaser to the Supplier as hereinafter mentioned, the Supplier hereby covenants with the Purchaser to provide the goods and services and to remedy defects therein in conformity in all respects with the provisions of the Contract.

4. The Purchaser hereby covenants to pay the Supplier in consideration of the provision of the goods and services and the remedying of defects therein, the Contract Price or such other sum as may become payable under the provisions of the contract at the times and

in the manner prescribed by the Contract.


5.       This Agreement shall not be valid unless;

(a) signing by both parties;

(b)   authorization in the form of a Purchase Order (PO) generated from the Ghana Integrated Financial Management Information Systems (GIFMIS) or in a form specified by the Ministry of Finance (MoF) pursuant to the Applicable Law;

(c) the fulfilment of conditions precedent such as the submission of performance bond, if any, that may be required on the part of either party under the Agreement or under the Applicable law.
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IN WITNESS whereof the parties hereto have caused this Agreement to be executed in accordance with their respective laws the day and year first above written.

On behalf of the Purchaser	On behalf of the Supplier



Name:	Name:


Designation:	Designation:


Sign:	Sign:


Seal:	Seal:
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Section IV. Sample Forms

1. Tender and Price Schedules

Date:

To: [Office of the Head of the Civil Service, P.O. Box M49, Ministries, Accra]

Gentlemen and/or Ladies:

Having examined the RFQ documents, we the undersigned, offer to supply and deliver



[description of goods and services]

in conformity with the said RFQ documents for the sum of	,

[total tender amount in words and figures] or such other sums as may be ascertained in accordance with the Schedule of Prices attached herewith and made part of this Tender.


We undertake, if our Tender is accepted, to deliver the goods in accordance with the delivery schedule specified in the Schedule of Requirements.

If our Tender is accepted, we will obtain the guarantee of a bank in a sum equivalent to percent of the Contract Price for the due performance of the Contract, in the form

prescribed by the Purchaser.

We agree to abide by this Tender for a Period of	[number] days from the date


fixed for Tender opening it shall remain binding upon us and may be accepted at any time before the expiration of that period.

Until a formal Contract is prepared and executed, this Tender, together with your written acceptance thereof and your notification of award, shall constitute a binding Contract between us.

We understand that you are not bound to accept the lowest or any tender you may receive.

	Dated this
	
	day of
	20
	
	.
	

	
	
	
	
	
	
	
	
	
	

	[signature]
	
	
	
	[in the capacity of]
	
	

	Duly authorized to sign Tender for and on behalf of
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Total CIP (place of destination) Price …………………………………(in words)





Signature of Tenderer



Note: In case of discrepancy between unit price and total, the unit price shall prevail.
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Price Schedule for Goods Offered from within Ghana



Name of Supplier:	

	No
	Description
	Country of
Origin
	Quantity
	Unit Price EXW
(specify place)
	Total Price
EXW

	Total Price
of Inland
delivery to
final
destination
	Total
CIP site
Plus VAT/NHIL
	Incidental
Services
and others
	Total
Tender
Price


	1
	
	3
	4
	In figure
5
	
6=(4x5)
	7
	8=(6+7)
	9
	10=(8+9)

	2
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	

	Grand
Total
	
	
	
	
	
	
	
	
	




Total CIP (place of destination) Tender Price …………………………………(in words)



Signature of Tenderer



Note: In case of discrepancy between unit price and total, the unit price shall prevail.
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Section V. Schedule of Requirements

The delivery schedule expressed as weeks/months stipulates hereafter a delivery date which is the date of delivery when the contract is placed on CIP terms. 



	Item No
	Description
	Quantity

	Maximum  Schedule For Delivery At Site
 ( Date Of Contract Signature)

	1
	Footballs
	10 pcs
	


1 week


	2
	Tennis Bals
	20 pcs
	

	3
	Table Tennis Balls
	2 pcs
	

	4
	Tennis Bat
	6 pcs
	

	5
	Table Tennis Bat
	6 pcs
	

	6
	Big Trophies
	4 pcs
	

	7
	Small Trophies
	17 pcs
	

	8
	Medals
	250pcs
	

	9
	Jersey for CS Team
	1(pack)
	




2. The delivery may be specified for a single shipment, or for several partial shipments, for a specific date, or range of acceptable delivery periods.

3. The Purchaser must specify here the date from which the delivery schedule will start. That date should be either the date of contract award, or the date of contract signature, or the date of opening of Letter of Credit, or the date of confirmation of the Letter of Credit, as appropriate. The Tender Form should include only a cross-reference to this Schedule.
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Section VI. Tech`nical Specifications
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TECHNICAL SPECIFICATIONS

	

MINIMUM SPECIFICATIONS
REQUIRED
	
OFFERED SPECIFICATION
Describe all features of model offered including any not specified.
Indicate if a special feature or preference is not available.

	
	

	FOOTBALLS

· Size 5 universal standard.
· Circumference: 68 cm to 70 cm
· Weight: 410 grams to 450 grams
· Inflation Pressure: 0.6 to 1.1 atmosphere (8.5 to 15.6 psi)
1. Construction and Materials
· Cover: Modern balls use high-quality synthetic leather such as polyurethane (PU) or polyvinyl chloride (PVC). PU is softer and offers better touch; PVC is firmer and typically reserved for cheaper, durable training balls.
· Panels: Traditional balls have 32 panels. Modern match balls feature fewer (e.g., 6 to 12), thermally bonded or stitched panels to reduce water absorption and provide a truer flight trajectory.
2. Surface Suitability
· Natural/Artificial Grass: Standard outdoor balls are designed with water-resistant materials and textured surfaces to provide grip on grass fields.
· Indoor / Futsal: If you are playing on a hard court, you should use a Futsal ball (officially Size 4 or 4.5). Futsal balls have a reinforced, foam-filled interior to deaden the bounce and give you better close control on hard, slick surfaces.

	

	
	

	TENNIS BALS

  (Medium): Rebound of 135–147 cm; standard ball used for hard courts.
  Type 3 (Slow): Rebound of 135–147 cm, but larger diameter (7.00–7.30 cm); for clay courts to slow down the rally.
  High Altitude: Rebound of 122–135 cm; designed for locations over 1,219 meters (4,000 feet) above sea level to counteract thinner air.


	

	
	

	TABLE TENNIS BALLS
The precise physical and mechanical specifications for tournament-grade table tennis balls include:
· Diameter: 40.0 mm to 40.55 mm
· Weight: 2.67 g to 2.77 g (Exact target is 2.7g)
· Bounce: 24 cm to 26 cm when dropped from a height of 30.5 cm onto a standard steel block
· Coefficient of Restitution: 0.89 to 0.92
· Color: White or orange (matte finish for better spin and bat grip)
Star Rating System
Balls are frequently graded by manufacturers using a star system, which indicates the quality and durability of the ball: 
1-Star:
 Softer plastic, typically used for recreational games, training, or multiball practice.
· 2-Star: Intermediate quality, often used for casual play or school equipment.
· 3-Star: The highest standard. These balls pass strict ITTF roundness, weight, and bounce tests, making them the only balls approved for official competitive play.

	

	TENNIS BAT

Standard Physical Dimensions
· Weight: Average weight ranges from 150 to 200 grams, depending on the blade and rubber used.
· Blade Size: Standard recreational and offensive blades measure about 152 mm wide and 159 mm long, while defensive (DEF) blades are larger. 
Performance & Build Profiles
· Ratings: Performance is typically measured on a scale of 1-100 (or 1-10) for Speed, Spin, and Control. Thinner sponges (1.5–1.9 mm) favor control, while thicker sponges (> 2.0 mm) boost offensive speed.
· Handle Shapes: Handles come in several styles: flared, anatomical (wavy), straight, or penhold, catering to a player's grip preference.

	

	TABLE TENNIS BAT
	

	BIG TROPHIES

1. General Dimensions & Tiers
· Height: Ranging between 18 to 36 inches, though massive multi-tier trophies can exceed 5 feet.
· Width & Base: Widths are proportional to the cup diameter or number of columns (ranging from 6 to 12+ inches across). Bases should be  generally made of heavy marble, stacked wood, or high-density plastic to prevent tipping. 
· Standard tall trophies (such as 2-post or 3-post designs) feature an elevated figure or cup seated on a riser, mounted to a main column, and anchored to a multi-layered base. 




2. Materials
· Metals: Aluminum bronze alloys, silver/gold-plated iron, or copper-plated brass. Premium or elite trophies may feature spun brass, spun aluminum, or pewter.
· Alternative Materials: Heavy-weighted plastics (like ABS) for economical large-scale awards. Crystal, glass, and polished resin are also heavily used in premium corporate designs. 
· Base Materials: Pre-laminated polished wood (such as mahogany or walnut) or heavy, solid marble. 
3. Customization & Assembly Specifications
· Engraving: Plates are typically made of brass or aluminum and customized using laser engraving, mechanical rotary engraving, or chemical etching.]
· Components: Large multi-tier trophies are modular, assembled using threaded metal rods, nuts, risers, and ferrules to tightly secure the base, columns, and top components.
· Logos: Many big trophies feature custom center discs (often 1-inch or 2-inch diameter) to hold full-color printed team or corporate logos.

	

	
	

	MEDALS

· Gold and Silver medals should be composed of 92.5% silver. 
Common Manufacturing Finishes
· Die-Cast/Die-Struck Metal: Creates sharp, detailed reliefs.
· Enamel Fills: Hard or soft enamel is added to color specific elements on the face of the medal.
· Plating Options: Antique, shiny, or satin finishes in Gold, Silver, or Bronze.

	

	JERSEYS

· Material & Weight: 
100% moisture-wicking polyester or interlock knit. 
Material weight ranges from 140 GSM (lightweight) to 220 GSM (heavyweight) depending on the sport and usage. 

· Design & Application:
Custom numbers and names are sized according to league regulations (e.g., adult back numbers are typically 10 inches tall, while names use 2.5-inch letters). 
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