[bookmark: _Hlk145319522]Section I. Invitation to Electronic Quotation


				Name of Procurement Entity:   University for Development Studies

				Address of Procurement Entity:   P.O. Box TL 1350 Tamale
			
				Contract Package No.		:    NR/UDS/GD/0085/2026
			
				Date of Invitation                    :     5th November, 2026

[bookmark: _Hlk224223746]Contract Title:  Procurement of Stationery for the  
                          School of Nursing and Midwifery
                
1.  The University for Development Studies invites electronic-generated quotations/proposals from eligible Registered Suppliers for the Supply, Delivery, and Installation (where applicable) of; 
	S/N
	Description
	Duration/Execution

	1.
	Stationery
	Seven (7) days

	2.
	
	

	3.
	
	



1. Tendering will be conducted through E-tendering procedures specified by the Ghana Electronic Procurement System (GHANEPS) and in accordance with procedures for price quotations of the Republic of Ghana’s Public Procurement Act, 2003, Act 663, the Public Procurement Amendment Act of 2016, Act 914, duly amended, and the Public Procurement Regulations of 2022, L.I. 2466.
1. Tendering is open to eligible registered suppliers of the University for Development Studies with valid registration from the Public Procurement Authority (PPA) enrolled on the Ghana Electronic procurement system (GHANEPS).
1. Upon receipt of notice of invitation to submit quotations from the GHANEPS portal. Eligible tenderers may log in through www.ghaneps.gov.gh with their user username and password to view the tender.
1. Tenders shall be valid for a period of thirty (30) days after the deadline of Tender submission.
1. Partial quotation shall not be considered (all items must be quoted for).
1. Electronic Quotations must be submitted through the tender preparation tool at ghaneps.gov.gh portal with the following scanned attachments. 

7.1	Section IV: Completed tender form 
7.2	Section V: Completed price schedule for goods offered from within Ghana 
7.3 	Section VII: Completed technical specifications  
[bookmark: _Hlk224128597] on or before Friday, 13th November, 2026, at 10:00 GMT.

1. Quotations shall be opened electronically on Friday, 13th November, 2026, at 10:30 GMT. Records from the proceedings of the opening shall be sent by email to the tenderers who submitted quotations. 
1. Notwithstanding this invitation to shortlist suppliers of the University, at any point in time, suppliers may be required to show proof of eligibility by submitting any or all of the following documents;
0.  Valid GRA Tax Clearance Certificate.
0. Valid SSNIT Clearance Certificate. 
0.  VAT Registration Certificate (if applicable).
0. Valid Business Registration Certificate 
0. Valid Certificate of Incorporation 
0. Valid Certificate of Commencement.
0. Valid Registration Certificate from PPA.
1. The University for Development Studies is not bound to accept any tender. 
Yours sincerely 

             [image: ]

Name and Title of Signatory: Ms. Charlotte Yenbil (Procurement Officer)
				For: Ag. Director of Procurement
Name of Agency: University for Development Studies 
Address for Correspondence: Post Office Box 1350, Tamale, N/R, Tel: 03720-93695











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, 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 the goods to the Purchaser's premises.
	The inspection shall involve the Purchaser's 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 transit to the final destination, as indicated in the contract 
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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 transit points.

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 standards and practices.


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.


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


7.7.1	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


8.1 	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
				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
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		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
			the 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 the exchange rate  
[bookmark: page9]                                           		Fluctuations.


11. Liquidated	11.1 	If the Supplier fails to deliver any or all of the goods within
 Damages    	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: procurement@uds.edu.gh	

				15.2	Supplier’s address for notice purposes:


	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
	
	



[bookmark: page10]Section V. Price Schedule for goods offered from within Ghana 

      Contract name:  Procurement of Stationery for the School of Nursing and Midwifery

Contract Package number: NR/UDS/GD/0085/2026

Name of Supplier:

	
No




a
	
Description




B
	
Country of
Origin



c
	
Quantity




d
	
Unit Price EXW
(specify place)

E
	
Total Price
EXW



F= (d x e)
	
Total Price
of Inland
delivery to
final
destination
g
	
Total
CIP site
Plus 


H= (f +g)
	
VAT/
NHIL/
Covid


i
	
Incidental
Services
and others


j
	
Total
Tender
Price


K= (h + I + j)

	1. 

	A4 Paper
	
	45 Boxes
	
	
	
	
	
	
	

	2. 
	A4 Envelopes
	
	20 Packets
	
	
	
	
	
	
	

	3. 
	Quarto Size Envelopes
	
	10 Packets
	
	
	
	
	
	
	

	4. 
	Bag Envelopes
	
	10 Packets
	
	
	
	
	
	
	

	5. 
	Staple Machine
	
	10 Pieces
	
	
	
	
	
	
	

	6. 
	Giant Staple Machine
	
	1 Piece
	
	
	
	
	
	
	

	7. 
	Staple Pins
	
	10 Packets
	
	
	
	
	
	
	

	8. 
	Letters Received Books
	
	5 Pieces
	
	
	
	
	
	
	

	9. 
	Letters Dispatched Books
	
	5 Pieces
	
	
	
	
	
	
	

	10. 
	Cartridge 26A / CF226A
	
	15 Pieces
	
	
	
	
	
	
	

	11. 
	Cartridge- Image Runner 2425i
	
	 6 Pieces
	
	
	
	
	
	
	

	12. 
	Blue Pens
	
	15 Packs
	
	
	
	
	
	
	

	13. 
	Black Pens
	
	2 Packs
	
	
	
	
	
	
	

	14. 
	Red Pens
	
	2 Packs
	
	
	
	
	
	
	

	15. 
	Comb Binding Transparency
	
	10 Packs
	
	
	
	
	
	
	

	16. 
	Comb Binding Hard Cover
	
	10 Packs
	
	
	
	
	
	
	

	17. 
	Correction Fluid
	
	3 Packs
	
	
	
	
	
	
	

	18. 
	Foolscap Notebooks
	
	5 Pieces
	
	
	
	
	
	
	

	19. 
	Stamp Pad
	
	5 Pieces
	
	
	
	
	
	
	

	20. 
	Stamp Ink
	
	10 Pieces
	
	
	
	
	
	
	

	21. 
	Paper Clips Medium Size
	
	5 Packs
	
	
	
	
	
	
	

	22. 
	Office Dusters
	
	15 Pieces
	
	
	
	
	
	
	

	23. 
	Cello Tape Big Size
	
	5 Pieces
	
	
	
	
	
	
	

	24. 
	Cello Tape Medium Size
	
	5 Pieces
	
	
	
	
	
	
	

	25. 
	Masking Tape Medium Size
	
	2 Pieces
	
	
	
	
	
	
	

	26. 
	Long Rulers
	
	5 Packs
	
	
	
	
	
	
	

	27. 
	Push Pins
	
	5 Packs
	
	
	
	
	
	
	

	28. 
	Sticky Notes
	
	5 Packs
	
	
	
	
	
	
	

	29. 
	Cartridge 59A
	
	2 Pieces
	
	
	
	
	
	
	

	30. 
	Cartridge 05A
	
	5 Pieces
	
	
	
	
	
	
	

	31. 
	Cartridge 80A
	
	2 Pieces
	
	
	
	
	
	
	

	32. 
	Liquid Toner
	
	2 Pieces
	
	
	
	
	
	
	

	33. 
	C-EXV 60 Toner
	
	5 Pieces
	
	
	
	
	
	
	

	34. 
	White Board Markers 
	
	10 Boxes 
	
	
	
	
	
	
	

	35. 
	Comb Binding Machine           
	
	   1 No.
	
	
	
	
	
	
	

	
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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[bookmark: OLE_LINK3]Section VI. Schedule of Requirements

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]V.I 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.

	
Office Stationery
	
N/A
	[bookmark: OLE_LINK4]
Seven (7) days

	

	
	
	


	

	
	
	





	


[bookmark: page16]Section VII. Technical Specifications

The technical specifications offered must meet the minimum specifications detailed here



	
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.

	A4 Paper
	

	A4 Envelopes
	

	Quarto Size Envelopes
	

	Bag Envelopes
	

	Staple Machine
	

	Giant Staple Machine
	

	Staple Pins
	

	Letters Received Books
	

	Letters Dispatched Books
	

	Cartridge 26A / CF226A
	

	Cartridge- Image Runner 2425i
	

	Blue Pens
	

	Black Pens
	

	Red Pens
	

	Comb Binding Transparency
	

	Comb Binding Hard Cover
	

	Correction Fluid
	

	Foolscap Notebooks
	

	Stamp Pad
	

	Stamp Ink
	

	Paper Clips Medium Size
	

	Office Dusters
	

	Cello Tape Big Size
	

	Cello Tape Medium Size
	

	Masking Tape Medium Size
	

	Long Rulers
	

	Push Pins
	

	Sticky Notes
	

	Cartridge 59A
	

	Cartridge 05A
	

	Cartridge 80A
	

	Liquid Toner
	

	C-EXV 60 Toner
	

	White Board Markers 
	

	Comb Binding Machine           
	




































Section VIII. Evaluation and comparison of tenders

The evaluation and comparison of tenders shall be carried out in accordance with clause 3 to 8 of the instruction to tenders on the letter of invitation and on the schedule of requirements which is summarized below;
  
VIII.1 	Tenders will be examined to determine those that are compete, valid or meet the requirements criteria as stated in Section V of the tender document. Viz; 

1. Eligibility criteria in the procurement guidelines of the Public Procurement Authority of Ghana as defined in ITT 8 of the Invitation to Tenders
 
1.  The requirement that the price schedule be completed and returned (no partial quotation) 

1. The tender validity period conforms with the 30-day period 

1. The tender is substantially responsive to the requirements of the tender documents, conforming to all the terms, conditions and technical specifications required.

VII. II	Tenders that do not meet the criteria stated in Section VIII.1 will be determined as non-responsive and rejected. Tenderers determined to be substantially responsive will be checked for arithmetic errors in extension summations and transfers. The responsive tenderer who offered the lowest ranked tender will be recommended for award of contract it is determined;

1. The lowest ranked tenderer’s tender represents value for money 

1. The lowest ranked tender’s tender is not abnormally low or high by a substantial margin from the budget allotted in the approved procurement plan 

VII.III	If the lowest ranked tenderer’s tender fails to meet criteria (e) and (f) above then the next lowest ranked tenderer will be recommended for award of contract.
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