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Introduction and Instructions

This Tender Document, Procurement of Goods – Price Quotation, has been prepared by the Public Procurement Board for use by Procurement Entities in accordance with the
Public Procurement Act 663 as Amendment Act, 2016 (Act 914) of the Republic of Ghana when procuring goods which are estimated to cost not more than GHC 800,000.001.

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

1Or the equivalent threshold level as revised in accordance with the Public Procurement Amendment Act, 2016 (Act 914) of the Republic of Ghana.

This tender and the resulting contract are governed by the Public Procurement Authority’s standard goods Procurement price quotation document terms and conditions








































				
SECTION I. INVITATION FOR SEALED QUOTATION

Name of Procurement Entity:		National Council for Curriculum and Assessment

Address of Procurement Entity:	The Director General,
				    	National Council for Curriculum and Assessment,
					Ghana Literacy House,
					Accra
				   
Sealed Quotation No: GAR/NaCCA/GDS/4/2026

Date of Invitation: Friday, 9th October 2026.

1. The National Council for Curriculum and Assessment invites sealed quotations from the eligible registered suppliers for the PROCUREMENT OF SANITARY ITEMS FOR OFFICE USE

2. Tenderers are to quote inclusive of all taxes. Tenderers must be VAT registered and must have met their tax obligations before submitting the tender quotations.

3. Quotations must be submitted electronically through the e-GP portal (https://www.ghaneps.gov.gh) on or before Monday, 19th October 2026 at 10.00am. 

4. Tenderers are to quote inclusive of all taxes. Tenderers must be VAT registered and must have met their tax obligations before submitting the tender quotations.

5. Quotations will be opened in the presence of Supplier's Representatives who choose to attend the opening at the Procurement Unit Office; this will follow immediately after the closing time for submission of tender.

6. Evaluations and Comparison of Tenders
The evaluation of the tender will be in stages. 
a) Stage 1: Preliminary Examination (Commercial Responsiveness): The tenderer’s qualification requirements listed below shall be treated as mandatory requirements to be used as criteria for evaluation of tenders in the first stage.

                	I.	Tender Document signed
II. 	Payment Terms (after full delivery and submission of VAT invoice).
III. 	Delivery Period (At most 30 days after the award of contract)
IV.       Valid Business Registration with Registrar General Department.
VI.       Valid VAT Registration.
VII.      Valid PPA Certificate
	
b) Stage II. The Preliminary Examination (technical) proposal would be evaluated using
minimum specification method. A tenderer will qualify for the award of contract if it fully satisfies the following minimum technical and financial requirements;

i. The offered goods/equipment is the latest and has been in production for at least 1 year 
ii.  
iii. 


ii. Tenderer has successfully supplied same/similar goods within the last 2 years
iii. Availability of after sales services (Workshop/spare part) (may not be applicable)
iv. Tenderer has the financial capacity to perform the contract (assessment of annual turnover)

(Technical Specification column) of the tender document would be considered for evaluation at the final evaluation stage iii.


c). Stage III. Evaluation of financial proposals- only the tenders which passed the first two stages tenders would be considered for the financial evaluation. The financial proposal would be evaluated using price comparison.

The contract will be awarded to the lowest and Quality evaluated tenderer. 

 
























[bookmark: _Toc17495]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 thereof in the Purchaser's country. 
 

	4. Inspection    and Tests 
	4.1 
	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. 

	5. Packing 
	5.1 



5.2




5.3
	The Supplier shall provide such packing of the goods as is required to prevent their damage or deterioration during transit to their final destination as indicated in the contract. 
 
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. 

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

	6.1
	Delivery of the goods shall be made by the Supplier in accordance with the terms specified by the Purchaser in its schedule of requirements
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



7.2
	The goods supplied under the contract shall be fully insured in the currency of the bid price against loss or damage incidental to manufacture or acquisition, transportation, storage and delivery in the manner specified. 
 	 	 
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
	8.1


8.2



8.3


8.4
	The Supplier warrants that all the goods supplied under the 	contract shall fully comply with the specification laid down in the contract. 

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

The Purchaser shall promptly notify the Supplier in writing of any claims arising under this warranty. 
 
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. Warranty
	9.1


9.2
	Payment shall be made in the currency in which the contract price has been stated in the Supplier's tender.  

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. 

	
	
	Payment of the goods to be supplied from abroad shall be made in the following manner:
a. On shipment: Eighty (80) percent of the contract price of the Goods shipped shall be paid through irrevocable confirmed letter of credit opened in favor of the Supplier in a bank in its country, upon submission of documents.

	
	
	b. On acceptance: Twenty (20) percent of the contract price of goods received shall be paid within thirty (30) days of receipt of the goods upon submission of claim supported by the acceptance certificate issued by the Purchaser. 
         Or
c. Full payment on satisfactory delivery and acceptance of goods

	10. Price
	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.

	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 Disputes 
	12.1
	The Purchaser and Supplier shall make every effort to resolve 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 adjudicator shall be appointed in accordance with the Laws and Rules of Ghana. 

	13. Governing Language 
	13.1
	The Governing Language shall be English 
 

	14. Applicable Law 
	14.1
	The applicable law shall be the Laws of Ghana. 

	15.  Notices 
	15.1
	Purchaser's address for notice purposes: 
The Director General,
National Council for Curriculum and Assessment,
Ghana Literacy House,
Accra. 

	 
	15.2
	Supplier’s address for notice purposes: 

	 
	
	 	 

	 
	
	 	

	16. Taxes and Duties 
	16.1
	The Supplier shall be entirely responsible for all taxes, duties, license fees and other such levies imposed by the Government of Ghana. 

	17. Operation, Maintenance and Spare-parts
	17.1
	The successful Supplier shall supply 2 copies of manufacturer's operation, maintenance and spare-part manuals of the goods (Equipment).


[bookmark: _Toc17496]SECTION III. FORM OF CONTRACT 
THIS AGREEMENT made the _____ day of __________ 20_____ between [name of Purchaser] (hereinafter called “the Purchaser”) of the one part and [name of Supplier] of [city and country of Supplier] (hereinafter called “the Supplier”) of the other part: 

WHEREAS the Purchaser invited bids for certain goods and ancillary services, viz.,  
_______________________________________________________________________
[Brief description of goods and services] and has accepted a tender by the Supplier for the supply of those goods and services in the sum of [contract price in words and figures] (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. 
 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: 



Tender form and Price Schedules (To be completed by supplier)

To:	National Council for Curriculum and Assessment

The Head, Procurement Unit:

Having examined the tender documents, we the undersigned, offer to supply and deliver
________________________________________________________________________
[description of goods and services]
in conformity with the said tender 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 ___________________________
                                                                                                                                                                                               




	
SECTION V. SCHEDULE OF REQUIREMENTS
The delivery schedule expressed as weeks/months stipulates hereafter a delivery date, which is the date of delivery (i) at EXW premises, or (ii) to the carrier at the port of shipment when the contract is placed on FOB or CIF terms, or (iii) to the first carrier when the contract is placed on FCA or CIP terms. In order to determine the correct date of delivery hereafter specified, the Purchaser has taken into account the additional time that will be needed for international or national transit to the Project Site or to another common place.[footnoteRef:1]  [1: ] 

				  
	Item No.
	Description Of Goods
(Attach Specification If Necessary)
	UoM
	Qty
	Unit Price
[*State Basis]
(Gh¢)
	Total Price (Gh¢)

	1
	T- Roll  
	pck
	56
	
	

	2
	Bleach (Parazone disinfectant- 5L)
	gallon
	15
	
	

	3
	Liquid Hand wash
	pcs
	24
	
	

	4
	Antiseptic 
	pcs
	24
	
	

	5
	Gloves (reusable)
	set
	5
	
	

	6
	Insecticide spray
	pcs
	12
	
	

	7
	WC cleaner 
	pcs
	24
	
	

	8
	Dust bin (big size)
	pcs
	4
	
	

	9
	Dust bin (small size)
	pcs
	5
	
	

	10
	Surface cleaner
	pcs
	12
	
	

	11
	Trash bag
	pcs
	30
	
	

	12
	Washing powder-bucket
	pcs
	5
	
	

	13
	Naphthalin ball (big)
	pcs
	20
	
	

	14
	Hand sanitizer
	pcs
	24
	
	

	15
	Jumbo Towel
	pcs
	24
	
	

	16
	Air Refresher
	pcs
	24
	
	

	17
	Duster- Large fibre cloth
	pcs
	10
	
	

	18
	Floor cleaning Detergent-5L
	gallon 
	15
	
	

	19
	Ceiling brush (long)
	pcs
	4
	
	

	20
	Sweeping Brush
	pcs
	5
	
	

	21
	Mopping Sticks with buckets
	pcs
	5
	
	

	22
	Large storage container (plastic box)
	pcs
	1
	
	

	Sub Total
	

	Vat (…….)
	

	Total Tender Amount [*Basis………………………………]
	

	
	

	
	


	DELIVERY PERIOD
	; ……………………………………………….…………………….

	WARRANTY
	; ………………………………………………………………….….

	NAME OF TENDERER
	; ………………………………………………………………….….

	DESIGNATION
	; …………………………………………………………………….

	SIGNATURE/STAMP
	

	
	

	DATE:
	; ……………………………………………………………………….


 The delivery may be specified for a single shipment, or for several partial shipments, for a specific date, or range of 
acceptable delivery periods.
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Detailed Specification
	Item
	Minimum technical specification

	T- Roll  
	Soft, absorbent, hygienic toilet tissue; white or equivalent neutral colour; suitable for washroom use; good tensile strength and perforation for easy tearing.

	Bleach (Parazone disinfectant- 5L)
	Liquid chlorine-based bleach/disinfectant for cleaning, stain removal and disinfection of compatible surfaces; 5-litre container; properly labelled with usage instructions, safety precautions and expiry/manufacturing details.

	Liquid Hand wash
	Liquid soap for handwashing; effective cleansing, gentle on the skin and suitable for frequent use; supplied in a sealed, labelled container.

	Antiseptic 
	Antiseptic liquid suitable for its stated hygiene or first-aid use; properly labelled with active ingredients, directions, precautions and expiry date; sealed container.

	Gloves (reusable)
	Heavy-duty, reusable rubber or latex/nitrile household cleaning gloves; waterproof, chemical-resistant for routine cleaning tasks, textured palms for grip and long cuffs for hand and wrist protection.

	Insecticide spray
	Ready-to-use aerosol insecticide for controlling common household insects such as flies, mosquitoes and cockroaches; supplied in a sealed aerosol can with clear instructions.

	WC cleaner 
	Toilet bowl cleaning liquid to remove stains and odours; supplied in a secure, labelled bottle with a directional nozzle where applicable.

	Dust bin (big size)
	Durable, impact-resistant plastic dustbin; minimum capacity of 50 litres; easy to clean, with a stable base and lid where required.

	Dust bin (small size)
	Durable plastic waste bin for office desks, washrooms or small spaces; approx. 10–20ltrs

	Surface cleaner
	Multi-purpose cleaning liquid suitable for compatible hard surfaces, including desks, counters, tiles and other washable surfaces; effective in removing dirt.

	Trash bag
	Strong, leak-resistant plastic refuse bags suitable for office and washroom waste; appropriate size for the corresponding dustbins; supplied in rolls or packs.

	Washing powder-bucket
	Quality laundry detergent powder for washing reusable cleaning cloths and other washable materials; effective stain removal and cleaning performance. 

	Naphthalin ball (big)
	Large-sized naphthalene balls for use in suitable storage areas to deter moths and certain insects; supplied in a sealed, labelled pack with safety instructions.

	Hand sanitizer
	Alcohol-based hand sanitizer containing approximately 60–80% alcohol; quick-drying, suitable for hand hygiene and supplied in a sealed container with directions.

	Paper Towel
	Big paper towel roll for hand drying multi-purpose use.

	Air Refresher
	Air freshener for reducing unpleasant odours in offices and washrooms; aerosol or other suitable ready-to-use format; pleasant fragrance and clear usage instructions.

	Duster- Large fibre cloth
	Large, reusable, lint-resistant microfibre or similar fibre cloth suitable for dusting furniture, office equipment and surfaces; washable and durable.

	Floor cleaning Detergent-5L
	Concentrated or ready-to-use floor cleaning detergent suitable for common washable floor surfaces; effective removal of dirt and grease.

	Ceiling brush (long)
	Long-handled ceiling and cobweb cleaning brush; extendable or fixed handle of approximately 2–4 metres; durable handle and soft or medium-stiff bristles suitable.

	Sweeping Brush
	Durable broom with firm, securely fitted bristles suitable for sweeping indoor floors; strong handle and comfortable grip.

	Mopping Sticks with buckets
	Complete mop-and-bucket set comprising a durable mop handle, replaceable or washable mop head and sturdy bucket with a wringer or squeezing mechanism; suitable for routine floor cleaning.

	Large storage container (plastic box)
	Heavy-duty, durable plastic storage box with a fitted lid; suitable for storing cleaning materials; minimum capacity of approximately 50 litres.



