
 

 

 

 

 

Crown Agents’ Reference: CA/108819D/0008 
 
Date:  12th September 2019      
   
 
Dear Sirs 
 
 

INVITATION TO BID (“ITB”) FOR THE SUPPLY OF IT EQUIPMENT, 
CAMERAS & GPS, PRINTING EQUIPMENT, TONERS AND SCANNERS  

 
Crown Agents Limited (“Crown Agents”) acting as agents for and on behalf of their Principal, 
Development Alternatives Inc. (DAI), invite you to submit a bid for the supply of Goods as specified in 
the attached Appendices. 
 
The Goods are for use in Ethiopia by Land Investment for Transportation (LIFT) ("the End-User"). 
 
Bid Submission 
Bidders should read these instructions carefully before completing the bid documentation.  The bid 
must include each of the following documents identified below, fully completed by the bidder 
together with any supporting literature required by the relevant document.  The documents marked 
(Appendix) are provided as appendices to this document.  The remaining documents are available 
from the Supplier Downloads – Own Account Procurement pages on our website 
http://www.crownagents.com/supplier-downloads and it is the bidder’s responsibility to ensure that 
copies of these documents are downloaded for inclusion in the bid.   
 
Failure to comply with any of the instructions concerning completion and submission of its bid may 
render (at Crown Agents absolute discretion) the bid non-compliant and the bid may be excluded from 
this competitive bidding exercise.  
 
 Schedule of Goods      (from Appendix B) 
 Bid Specification and Statement of Compliance  (from Appendix C) 
 Local Warranty and Service support   (from Appendix D) 
 Form of Bid       (from Appendix E) 
 Business Partner  Questionnaire    (download)  
 Shipping Specification     (download) 
 
The form of Contract as attached at Appendix F to this ITB identifies the documents that shall be 
incorporated within any resulting contract and are available from the Supplier Downloads – Own 
Account Procurement pages on our website http://www.crownagents.com/supplier-downloads.   
  

 
BID CLOSING DATE 

26th September 2019 
 

AT 
CROWN AGENTS  

LONDON, UK 
 



These documents will include but not be limited to the General Conditions of Contract for the 
Purchase of Goods (2013) (“the Contract Conditions”) in addition to the Special Conditions of Contract 
(“the Special Contract Conditions”) as attached at Appendix G.  In the event of any conflict between 
the Contract Conditions and the Special Contract Conditions, the latter shall prevail.   
 
The Business Partner Questionnaire available as a download is required to establish the bidder’s 
capability to perform any subsequent Contract.  Complete all sections and attach a copy of the 
previous two years audited annual report and accounts. Failure to provide such information may result 
in the bid not being considered. 
 
The Shipping Specification Form available as a download must be completed in full for assessing 
freight costs.  Crown Agents reserve the right to seek alternative freight quotes and where a more 
competitive freight quote is received to contract on FCA or FOB terms.   
 
Bids must comply with the following conditions: 
 
Bids are sought on a competitive basis and all prices are subjected to detailed scrutiny and may be 
subject to negotiation.   
 
The bid as well as all correspondence and documents relating to the bid, between the bidder and Crown 
Agents, shall be in the English language.  Supporting documents and printed literature provided by the 
bidder may be in another language but they must be accompanied by an accurate translation of the 
relevant passages in the English language, in which case, for the purposes of interpretation of the bid, 
the translation shall govern.   
 
All bids, including annexes and all supporting documents must be submitted either in hard copy or by 
e-mail. 
 
Electronic Submissions 
If you wish to submit your bid by e-mail, please send all documents required by the ITB in a non-
editable format to Gareth Love gareth.love@crownagents.co.uk by the Bid Closing Date and Time.   
Failure to submit a bid in a non-editable format may (at Crown Agents absolute discretion) result in 
the rejection of your bid.   
 
The electronic message subject header must contain the reference CA/108819D/0008 and “Not to be 
opened before the bid closing date 26th September.” 
 
It is the responsibility of the bidder to ensure that the correct reference and closing date are included 
on the electronic message header of all messages pertaining to the bid.  The bidder is responsible for 
ensuring that for any bid delivered in separate files, that the files are numbered sequentially and 
contain the above details.   
 
Hardcopy Submissions 
If you wish to send your bid in hard copy it must be received by Crown Agents at the following address: 
Gareth Love, Crown Agents Limited, 7th Floor, Blue Fin Building, 110 Southwark Street, London, SE1 
0SU, UK. 
 
The bid must be in a sealed envelope and the envelopes and packages must contain the reference for 
this ITB (CA/108819D/0008) and state “Not to be opened before the bid closing date 26th September 
2019.” 
 
Envelopes and packages must not bear any external reference to the bidder. 
 



Bidders must submit two copies of the bid: one original, marked “original” and one copy signed in the 
same way as the original and marked “copy.”   
 
Deadline for bid submissions 
All bids, whether submitted electronically or in hard copy, must be received by 26th September 2019.  
Any bid not sent to the correct address and/or received late will be rejected. 
 
If a bid is sent by e-mail, the bid will be deemed to have been received at the time that it is received 
by Crown Agents.  The burden of proving receipt of the e-mail will be on the bidder and will not be 
met solely by a read receipt or sent items report generated by the bidder’s computer. 
 
All incoming emails to Crown Agents are virus scanned prior to acceptance into the destination mail 
box.  Any email containing a virus will therefore not reach the destination mail box meaning that the 
bid has not been received by Crown Agents. 
 
Bidders are advised that the destination mail box is automated to send bidders a dated and timed 
acknowledgement of receipt and delivery of their message to the electronic tender box.  Should a 
bidder not receive such a dated and timed acknowledgement, they should assume that their bid has 
not been safely received and it is the responsibility of the bidder to send the bid by alternative means. 
 
If a bid is sent by hardcopy, the bid will be deemed to have been received by Crown Agents on the 
date and at the time of signature of the receipt of the bid at Crown Agent’s office. 
 
If deemed receipt of an email or hard copy bid is not within business hours (meaning 9.00 am to 5.30 
pm UK time Monday to Friday on a day that is not a public holiday in the UK), the notice or other 
communication is deemed to have been received when business next starts in the UK.  
 
Crown Agents does not accept responsibility for the premature opening or mishandling of Bids that 
are not submitted in accordance with these instructions. 
 
Any additional costs incurred by Crown Agents, their Principal or the End-User which result from any 
inaccuracies or any declarations in respect of the Goods or the bidder’s failure to conform with the 
requirements of a resulting Contract will be charged to the bidder. 
 
ITB Acknowledgement and Intention to Submit a Bid 
Upon receipt of this ITB, bidders are requested to send an acknowledgement by e-mail to Gareth Love, 
gareth.love@crownagents.co.uk , Crown Agents confirming receipt. 
 
Bidders are requested to notify the undersigned in writing of their intention to submit a bid no later 
than 17th September 2019.  Where applicable, such notification should state the reason(s) for the 
bidder declining this opportunity to submit a bid. 
 
General  
Bidders must certify in the Form of Bid at Appendix E that any statement made in their Business 
Partner Questionnaire submission remains true and accurate in all material aspects or should declare 
any changes to their Business Partner Questionnaire submission.  
 
It is not permissible to transfer this Invitation to Bid to another natural or legal person.   
 
Any questions which you may have in relation to this Invitation to Bid must be raised in accordance 
with the instructions contained in the [Clarification of bidding documents paragraph] of the 
Instructions to Bidders. 
 
 



Yours faithfully 
 

 
 
Gareth Love 
Commercial Trading 
Email: gareth.love@crownagents.co.uk  
  



APPENDIX A 
INSTRUCTIONS TO BIDDERS  

 

About the Programme 

The DFID funded Land Investment for Transformation Programme (LIFT) in Ethiopia aims to increase 
land tenure security through second level land certification (SLLC) and improved rural land 
administration systems, maximising benefits to small holder farmers through a making markets work 
for the poor (M4P) component, in the four states of Oromia, Amhara, Tigray and the Southern 
Nations, Nationalities and Peoples Region (SNNPR). At the national level the project will work with 
the Government of Ethiopia to ensure the transparency of land allocation, commercial land 
investment procedures and other policies and procedures are consistent with international good 
practice and human rights commitments. 

Under the SLLC and RLAS component DAI has appointed Crown Agents as their procurement agent 
to undertake the procurement and logistics of items to be purchased. 

 
Funding: It is intended that funds in respect of any contract awarded as a result of this Invitation to 
Bid will be deposited by the Principal prior to contract placement, in an account with Crown Agents 
nominated Bank.  In preparing the bid the bidder should take into account the fact that funds to meet 
the costs of the contract will be held in freely convertible currency by a U.K. bank. 
 
Variant Bids: Variant bids are not acceptable and only one bid may be submitted by each bidder.  Any 
alternative bids submitted will be rejected.  For the avoidance of doubt, it is permissible to submit an 
alternative element within the Bid Specification but only where such alternatives are called for in the 
specification and on the basis that the alternative does not materially change the requirement of the 
specification.  Crown Agents reserve the right to determine at its absolute discretion whether any such 
alternative does materially change the requirement of the Bid Specification.  It is the responsibility of 
the bidder to comply with the instructions contained at the foot of the Bid Specification and 
Statement of Compliance.  If in Crown Agents’ opinion, any such instructions have not been adhered 
to then Crown Agents reserve the right at its absolute discretion to reject the bid.  
 
Clarification of Bidding Documents: Any request for clarification of this ITB must be submitted to 
Gareth Love (gareth.love@crownagents.co.uk ) in writing no later than 19th September 2019.  Failure 
to do so will mean that Crown Agents is unable to respond to the clarification request.  This will ensure 
that Crown Agents is able to supply any required clarification to bidders in sufficient time for such to 
be taken into account by bidders in the formulation of their bid.  Crown Agents will provide written 
responses to the clarification requests received prior to the deadline but will not respond to 
clarification requests raised after the deadline.  Where Crown Agents identifies any requirements for 
new or additional information to be provided, it will ensure that such new or additional information 
is notified to bidders as soon as reasonably practicable.  Crown Agents will ensure that bidders are 
afforded non-discriminatory and equal treatment.  Crown Agents may, at its sole and absolute 
discretion extend the deadline for submission of bids to provide bidders with sufficient time for any 
clarification response to be taken into account in their bid.   
 
Any clarification requests raised by bidders will be handled as follows: 
 
a) If a bidder considers any response to its questions or requests for clarification would reveal, 
information of a confidential or commercially sensitive nature relating to its business, or in the case 
of a consortium, the business of any of the consortium members, it should state this clearly and 
provide reasons. 
 



b) If a question or request for clarification is identified as being of a confidential or commercially 
sensitive nature by a bidder but Crown Agents does not agree, it will offer the bidder the opportunity 
to withdraw the query or request for clarification.  If the query or request is not withdrawn it will be 
answered accordingly and details provided to all bidders. 
 
Requests for clarification and shall be sent by e-mail to Gareth Love and will be deemed to have been 
received at the time that it is received by Crown Agents.  The burden of proving receipt of an e-mail 
will be on the bidder and will not be met solely by a read receipt or sent items report generated by 
the bidder’s computer.  If deemed receipt is not within business hours (meaning 9.00 am to 5.30 pm 
Monday to Friday on a day that is not a public holiday in the place of receipt), the notice or other 
communication is deemed to have been received when business next starts in the place of receipt.  All 
times are to be read as local time in the place of receipt. 
 
Amendment of Bidding Documents: At any time prior to the deadline for submission of bids, Crown 
Agents, for any reason, whether at its own initiative or in response to a clarification requested by a 
prospective bidder, may (at its absolute discretion) modify the bidding documents in any way.  
 
All bidders will be notified of the amendment in writing, and the amendment will be binding on them. 
 
In order to allow bidders reasonable time in which to take the amendment into account in preparing 
their bids, Crown Agents (at its discretion) may extend the deadline for the submission of bids.  
 
Modification and Withdrawal of Bids:  A bidder may modify or withdraw its bid after the bid’s 
submission, provided that (1) written notice of the modification, including substitution or withdrawal 
of the bids, is received by Crown Agents prior to the required deadline for submission of bids and (2) 
the modified bid is received by Crown Agents in compliance with the bid submission requirements 
detailed in the Cover Letter prior to the deadline for submission of bids. 
 
No bid may be modified after the deadline for submission of bids.  
 
No bid may be withdrawn in the interval between the deadline for submission of bids and the 
expiration of the period of bid validity specified by the bidder on the Form of Bid.  Withdrawal of a bid 
during this interval may result in the bidder’s forfeiture of its bid security. 
 
Currency: Unless otherwise indicated prices should be quoted in Pound Sterling (GBP). Please 
ensure that the currency is clearly stated.   
 
Any resultant Contract will be placed in the currency of Pound Sterling (GBP). The bidder shall not be 
permitted to amend the currency of the bid once the bid has been submitted.  
 
Liquidated Damages: The bidder’s attention is drawn to Clause 15 of the Contract Conditions. 
 
Guarantee: The bidder’s attention is drawn to the provisions of Clause 6 of the Contract Conditions.  
If the bid includes a Guarantee which is different to that contained within Clause 6 of the Contract 
Conditions the details must be clearly stated in the bid. 
 
Request for Third Party Payment: If the bidder would require payment to be made to a third party, 
any such request for payment to a third party must be clearly stated in the bid together with the 
reasons for the request. The bidder’s attention is drawn to the provisions of Clauses 20.6 of the 
Contract Conditions.  
 
Evaluation:  Bid responses will evaluated as follows: 
 



Prior to commencing evaluation, bid responses will be subject to a preliminary evaluation to ensure 
they are fully compliant with the bid submission requirements.  Crown Agents may (at its absolute 
discretion) reject any bid responses which it considers is non-compliant with the bid submission 
requirements.   
 
Those bid responses that have not been rejected at preliminary evaluation will be subject to technical 
evaluation for compliance with the Schedule of Goods (Appendix B) and the Bid Specification and 
Statement of Compliance (Appendix C).  If in the opinion of Crown Agents, any bid response does not 
meet the requirements as detailed within Appendices B and C then the bid response will be rejected 
as non-compliant and will not be evaluated further. 
 
The award criteria comprise:  
 

Evaluated bid price 
Delivery Period 
Quality of bid and compliance with bid specification 
Financial Standing Compliance with the contractual requirement 

 
Bidders shall not be permitted to correct or withdraw material deviations or reservations once bids 
have been opened, the exception being arithmetical errors identified by Crown Agents during 
evaluation and following clarification, such arithmetical errors shall be adjusted at line item level 
based on the offered unit price.  The total bid price will be amended accordingly for the purposes of 
the evaluation. 
 
Clarification of bids: During evaluation of the bids, Crown Agents may, at its sole and absolute 
discretion, ask the bidder to provide additional information supplementing or clarifying any of the 
information provided in response to the requests set out in this ITB. The request for clarification and 
the response shall be in writing.  
 
No bidder shall contact Crown Agents, the Principal or the End-User on any matter relating to its bid, 
from the time of issue of the ITB, up to the time the contract is awarded, unless instructed to do so by 
Crown Agents and/or for reasons as stipulated in the ITB.  If the bidder wishes to bring additional 
information to the notice of Crown Agents, it should do so in accordance with the Clarification of 
Bidding Documents clause of these Instructions to Bidder. 
 
Without prejudice to any other remedies (whether civil or criminal), any effort by a bidder to influence 
Crown Agents, the Principal or the End-User in its decisions on bid evaluation, bid comparison, or 
contract award will result in the rejection of the bid. 
 

Confidentiality:  Subject to the paragraph below, the contents of this ITB are being made available by 
Crown Agents on condition that the bidder:  

 treats the information in the ITB and any related documents (“Information”) as 
confidential, save in so far as they are already in the public domain; 

 does not disclose, copy, reproduce, distribute or pass any of the Information to 
any other person at any time or allow any of these things to happen, except 
where, and to the extent that, the Information has been publicised;  

 does not use any of the Information for any purpose other than for the purposes 
of submitting (or deciding whether to submit) a bid; and 

 does not undertake any publicity activity within any section of the media.  
 

Bidders may disclose, distribute or pass any of the Information to the bidder’s advisers, sub-
contractors or to another person provided that: 



 the disclosure is for the sole purpose of enabling a bid to be submitted and the 
person receiving the Information undertakes in writing to keep the Information 
confidential on the same terms as if that person were the bidder; or 

 the bidder obtains the prior written consent of Crown Agents in relation to such 
disclosure, distribution or passing of Information; or 

 the disclosure is made for the sole purpose of obtaining legal advice from external 
lawyers in relation to this competitive bidding exercise or to any contract arising 
from it; or 

 the bidder is legally required to make such a disclosure. 
 

In this paragraph, the definition of ‘person’ includes but is not limited to any person, firm, body or 
association, corporate or incorporate. 

 
By participating in this competitive bidding exercise, the bidder understands and agrees and shall 
obtain agreement from all sub-contractors who participate in their bid that Crown Agents is permitted 
to disclose all information submitted to them as part of the bid to the Principal and the End-User.  
 
Signing of Contract: At the same time as Crown Agents notifies the successful bidder that its bid has 
been accepted, Crown Agents shall endeavour to send the successful bidder the Contract in the format 
provided at Appendix F, incorporating all agreements between the parties.  
 
As soon as practically possible, but no more than five (5) working days following receipt of the 
Contract, the successful bidder shall sign and date the Contract and return it to Crown Agents.  
 

Disclaimers:  The bid process is governed by and construed in accordance with the laws of England. 
 
All material issued in connection with this ITB shall remain the property of Crown Agents and shall be 
used only for the purpose of this competitive bidding exercise.  
 
Crown Agents shall not be committed to any course of action as a result of: 
 

 issuing an ITB;  
 communicating with a bidder or a bidder’s representatives or agents in respect of 

this procurement; or  
 any other communication between Crown Agents and any other party. 

 
Bidders shall accept and acknowledge that by issuing this ITB Crown Agents’ shall not be bound to 
accept any bid and reserves the right not to award the Contract for some or all of the Goods for which 
bids are invited. 
 
No information contained in this ITB, or in any communication made between Crown Agents and any 
bidder in connection with this ITB, shall be relied upon as constituting a contract, agreement or 
representation that any contract shall be offered as a result of this competitive bidding exercise.  
Crown Agents reserves the right, to change without notice the basis of, or the procedures for, the 
competitive bidding exercise or to terminate the competitive bidding exercise at any time.   
 
Bidders are solely responsible for the costs and expenses incurred in connection with the preparation 
and submission of their bid and all other stages of the selection and evaluation process.  Under no 
circumstances will Crown Agents, the Principal, or any of their advisers, be liable for any costs or 
expenses borne by bidders, sub-contractors, suppliers or advisers in this competitive bidding exercise.  
 



Crown Agents reserves the right to reject bids which are not submitted in accordance with the 
instructions given including but not limited to where a bidder: 
 

 submits its bid after the deadline for bid submissions; 
 provides a bid that is incomplete, fails to provide any of the required information 

(including but not limited to any financial information requested in any of the 
appendices of this ITB) or not in the specified format (including but not limited to 
providing all the required responses in the Bid Specification and Statement of 
Compliance or prices and associated information requested in the Schedule of 
Goods); 

 makes or assumes any amendments or qualifications to this ITB and/or any of its 
supporting documents (including but not limited to amending or qualifying the 
Form of Bid or Bid Specification and  Statement of Compliance); or 

 fails to comply fully with the requirements of the award process set out in this ITB 
or is guilty of a serious misrepresentation in supplying any information required 
in this ITB [or in its response to the Supplier Data Record]. 
 

Crown Agents reserves the right to change without notice the procedure for awarding the Contract, 
to reject any or all bids, to stop the competitive bidding exercise and not award the Contract (in whole 
or in part) at any time without any liability on its part.  Nothing in this competitive bidding exercise is 
intended to form any express or implied contractual relationship between the parties unless and until 
the Contract is executed by both parties.  Crown Agents nor the Principal are not liable for any costs 
resulting from cancellation of this competitive bidding exercise nor any costs incurred by bidders 
taking part in it.  
 
Where there is any indication that a conflict of interest exists or may arise then it shall be the 
responsibility of the bidder to inform Crown Agents detailing the conflict in writing.  Crown Agents will 
be a final arbiter on cases of potential conflicts of interest.  A failure to notify Crown Agents of any 
potential conflict of interest will invalidate any verbal or written agreement. 
 
Crown Agents reserves the right to disqualify any bidder whose circumstances change to the extent 
that the bidder makes material changes to any aspect of its response to any matter raised during the 
competitive bidding exercise.  Where a bidder becomes aware during this process of a change in 
circumstances or information supplied, it should notify Crown Agents of this immediately. 
 
This ITB is made available in good faith.  Neither Crown Agents, the Principal nor their advisers, 
directors, officers, members, partners, employees, other staff or agents: 
 

 makes any representation or warranty (express or implied) as to the accuracy, 
reasonableness or completeness of the ITB; or 

 accepts any responsibility for the information contained in the ITB or for their fairness, 
accuracy or completeness of that information nor shall any of them be liable for any 
loss or damage (other than in respect of fraudulent misrepresentation) arising as a 
result of reliance on such information or any subsequent communication; 

 
and are therefore expressly disclaimed by Crown Agents, the Principal and their advisers, directors, 
officers, members, partners, employees, other staff or agents.  
 
Any persons considering making a decision to enter into contractual relationships with Crown Agents 
following receipt of the ITB should make their own investigations and their own independent 



assessment of Crown Agents and its requirements for the Goods and should seek their own 
professional financial and legal advice.   
 
Bidders must obtain for themselves at their own responsibility and expense all information necessary 
for the preparation of bids.   
 

 Crown Agents shall be under no obligation to accept the lowest or any bid. 
 
Bidders must be explicit and comprehensive in their responses to this ITB as this will be the single 
source of information on which responses will be scored save for any further information or advice 
sought by Crown Agents in accordance with the Clarification of bids paragraph above.  Bidders are 
advised neither to make any assumptions about their past or current supplier relationships with Crown 
Agents nor to assume that such prior business relationships will be taken into account in the 
evaluation procedure. 
 
The ITB is issued on the basis that nothing contained in it shall constitute an inducement or incentive 
nor shall have in any other way persuaded a bidder to submit a bid or enter into the Contract or any 
other contractual agreement. 
 
Crown Agents relies on a bidder's own analysis and review of information provided.  Consequently, 
bidders are solely responsible for obtaining the information which they consider is necessary in order 
to make decisions regarding the content of their bids and to undertake any investigations they 
consider necessary in order to verify any information provided to them during the competitive bidding 
exercise.   
 
Participation in the bidding process shall be treated by Crown Agents as acceptance by the bidder of 
all the terms and conditions contained in this ITB (or any other statement that may be issued by Crown 
Agents to bidders from time to time) relating to the conduct of this competitive bidding exercise 
(including any subsequent award of a contract). 
 

Collusive Behaviour:  A bidder must not (and shall ensure that its directors, employees, subcontractors, 
consortium members, advisers or companies within its group do not): 
 

 fix or adjust any element of the bid by agreement or arrangement with any other 
person; or 

 communicate with any person other than Crown Agents the value, price or rates 
set out in the bid or information which would enable the precise or approximate 
value, price or rates to be  calculated by any other person; or  

 enter into any agreement or arrangement with any other person that such other 
person shall refrain from submitting a bid; or 

 share, permit or disclose to another person, access to any information relating to 
the bid (or another bid to which it is party) with any other person; or 

 enter into any agreement or arrangement with any other person as to the amount 
of any bid submitted; or  

 offer or agree to pay or give or does pay or give any sum or sums of money, 
inducement or valuable consideration directly or indirectly to any other person 
for doing or having done or causing or having caused to be done, in relation to 
any other bid or proposed bid, any act or omission except where such prohibited 
acts are undertaken with persons who are also participants in the bidder’s bid, 
such as subcontractors, consortium members, advisers or companies within its 
group, or where disclosure to such person is made in confidence in order to obtain 



quotations necessary for the preparation of the bid or obtain any necessary 
security.  

 
If a bidder breaches these Collusive Behaviour requirements, Crown Agents will (without prejudice to 
any other criminal or civil remedies available to it) disqualify it from further participation in the 
competitive bidding exercise. 
 
Crown Agents will require the bidder to put in place any procedures or undertake any such action(s) 
that Crown Agents in its sole and absolute discretion considers necessary to prevent or curtail any 
collusive behaviour. 
 
In this Collusive Behaviour section the word “person” includes any person, body or association, 
corporate or incorporate and the phrase “any agreement or arrangement” includes any transaction, 
formal or informal whether legally binding or not. 
 
  



APPENDIX B 
SCHEDULE OF GOODS 

 
Crown Agent’s Reference: CA/108819D/0008 
Bidder’s Reference: ............................................... 
Currency:  ...............................................  
 
Enter on the Schedule of Goods against each item, the price, primary trade packed.  Insert the total 
price at the foot of the schedule.  Where the bid prices are contingent upon all items being ordered 
together, then this must be clearly stated. 
 

Item 
No. 

 

Item Description Qty Unit of 
Measure 

 

Unit Price Extended 
Price 

 Lot One – IT Equipment     
1a-1 Laptop – HP EliteBook 850 G1 12 Each   
1a-2 Laptop – HP EliteBook 850 G1 114 Each   
1b Desktop computers GIS specs with 18" 

monitor 
161 Each   

1c Desktop computers GIS specs with 21.5" 
monitor 

91 Each   

1d Desktop Hi Spec Computers with 21.5" 
monitor 

69 Each   

1e External hard drive 1 Tb 64 Each   
1f Projector 87 Each   
1g Power Cables/Extension Cords 151 Each   
1h Switch 16 port 69 Each   
1i Ethernet Cable (350m Cable rolls) 10 Each   
1j RJ-45 Plugs 4,738 Each   
      
 Lot Two – Cameras and GPS     

2a Hand Held GPS 162 Each   
2b Digital Camera 73 Each   

      
 Map Printing Items     

3a HP 711 80-ml Black Ink Cartridge - C 
Z133A 

1,083 Each   

3b HP 711 Cyan Ink Cartridge 29 Ml - C 
Z130A 

2,445 Each   

3c HP 711 29 ml Magenta Ink Cartridge - C 
Z131A 

4,705 Each   

3d HP 711 29-ml Yellow Ink Cartridge - C 
Z132A 

4,823 Each   

      
 Printer, Scanner, Printer and Toner Kits     

4a Pro 400 M401dn printer mono A4 6 Each   
4b Flatbed scanner 1 Each   



Item 
No. 

 

Item Description Qty Unit of 
Measure 

 

Unit Price Extended 
Price 

4c B&W printer/copier/scanner M425dn 
printer 

69 Each   

4d B&W printer/copier/scanner 
M425dn  toners 

250 Each   

4e B&W printer/copier/scanner 
M425dn  maintenance kit 

190 Each   

4f-1 HP Design Jet T120 Maintenance kit 
(If this product is no longer available and 
cannot be supplied, please quote for the 
substitute item listed as 4f-2 below (HP 
DesignJet T130 24-in Printer). 

33 Each   

4f-2 HP DesignJet T130 24-in Printer. 33 Each   

4g Laser jet toner cartridge (26a) 44 Each   
4h Laser jet toner cartridge (80a) 28 Each   
4i Toners-25X for M806 printer 300 Each   
4j M806 Fuser  for M806 Printer 

 
All above items as per the Bid 
Specification and Statement of 
Compliance (Appendix C). 
 

Please Note:  

 All items must be brand new.  
 Please provide full technical 

specifications/brochures for 
each of the items listed above 
with literature in English 
language.  

 

46 Each   

 
Total Price Primary Trade Packed  

 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
 
 
 

APPENDIX C 
BID SPECIFICATION AND STATEMENT OF COMPLIANCE 

 
Crown Agents' Reference: CA/108819D/0008  
Bidder's Reference:  
 
Complete the Statement of Compliance relating to the Bid Specification.  To facilitate evaluation, 
where your bid does not comply, indicate the differences clearly, including the reason for your 
alternative costed bid].  
 

ITEM 
No. 

 DETAILED SPECIFICATION  STATEMENT 
 of 
 COMPLIANCE 

  i.e. Comply/Non Comply 

 Lot One – IT Equipment  

1a-1 Laptop -HP EliteBook 850 G1 Full Specifications for HO 
 
Brand: 
 

Brand HP 

Model EliteBook 850 G1 Notebook PC 

Model Number 850 

Series EliteBook 

Dimensions (mm) 338.00 x 236.00 x 45.72 

Weight (kg) 1.48 

Colours Silver 

Battery Cell 3 

Display 

Size:  14.00-inch 

Processor 

Processor Intel Core i7 

Memory 

RAM 8GB 

Storage 

Hard disk 200GB 

SSD Yes 

 



Connectivity 

Wi-Fi standards 
supported 802.11 a/b/g/n + Bluetooth 4.0 

Inputs 

Finger Print Sensor No 

Warranty  Local Warranty and Service 
support required 

Preinstalled OS 
Microsoft Windows 10 
Professional 64-bit Edition 
 

Quantity: 12 no.  

 
 
 
 
 
 
 
 
 

  
1a-2 Laptop - HP EliteBook 850 G1 Full Specifications for RLAIS and SLLC  

Brand HP 

Model EliteBook 850 G1 Notebook PC 

Model Number 850 

Series EliteBook 

Dimensions (mm) 338.00 x 236.00 x 45.72 

Weight (kg) 1.48 

Colours Silver 

Battery Cell 3 

Display 

Size 14.00-inch 

Processor 

Processor Intel Core i5 

Memory 

RAM 8GB 

Storage 

Hard disk 500GB 

 



SSD No 

Connectivity 

Wi-Fi standards supported 802.11 a/b/g/n + Bluetooth 4.0 

Inputs 

Finger Print Sensor No 

Warranty  Local Warranty and Service support 
required 

Preinstalled OS 
Microsoft Windows 10 Professional 
64-bit Edition 
 

Qty required: 114 no.  

 

 

 

1b Desktop computers GIS specs with 18" monitor 

HP 90 G1 Micro Tower PC with 18.5 inch monitor. 

• RAM 8 GB 

• HDD 500GB 

• Core i5 

• Black 

• Processor Intel 

• USB Ports 4 at the back and at least 2 at the front of the CPU 

• SD card Reader built-in 

• Operating system: NO SYSTEM PRE-LOADED and 

• Local Warranty and Service support required. 

Manufacturer’s name: HP. 

Quantity required: 161 no.  

 

 

1c Desktop computers GIS specs with 21.5" monitor. 

HP 90 G1 Micro tower PC with 21.5 inch Monitor. 

• RAM 8 GB 

 



• HDD 500GB 

• Core i5 

• Black 

• Processor Intel 

• USB Ports 4 at the back and at least 2 at the front of the CPU 

• SD card Reader built-in 

• Operating system: NO SYSTEM PRE-LOADED and 

• Local Warranty and Service support required 

Manufacturer’s name: HP. 

Quantity required: 91 no.  

 
 

1d Desktop Hi Spec Computers with 21.5" monitor 

HP Pro desk 400G4 MT i7. 

• RAM 8 GB 

• HDD 1TB 

• Core i7 

• Black 

• Monitor, keyboard & Mouse 

• Processor intel core i7-7700 

• CPU casing Micro tower monitor 21” 

• USB Ports 4 at the back and at least 2 at the front of the CPU 

• SD card Reader built-in 

• Operating system: NO SYSTEM PRE-LOADED and 

• Local Warranty and Service support required. 

Manufacturer’s name: HP. 

Quantity required: 69 no.  

 

 

1e External hard drive 1 Tb 

• Power Source:- USB Bus 

• Interface Speed:- 5.0GBPS (USB 3) 

 



• Ultra Slim 

• 1TB 

 Local Warranty and Service support required. 

Manufacturer’s name: Segate. 

Quantity required: 64 no.  

 

1f Projector – BenQ Desktop Projector. 

• 3200 ANSI Lumens DLP WXGA: (1280x800) 

• Color Light Output: 3,000 lumen 

• Projection Distance: Wide/Tele1.68 m - 2.02 m (60 inch screen) 

• Focal Distance: 16.9 mm - 20.28 mm 

• Contrast Ratio: 15,000 

• MW571 

https://www.benq.com/en/projector/meeting-room/mw571.html  

 Power Input Voltage 200-240 VAC(+/- 10%) 
 50-60 HZ (+/-2HZ) 
 White light output 
 Local Warranty and Service support required. 

Manufacturer’s name: BenQ. 

Part number: 9H.JEM77.13E 

Supports HDMI and LAN. 

Quantity required: 87 no.  

 
 

 

1g Power Cables/Extension Cords 

• Spec rated at 250V, 10A (2500W or above). Priority for the durability. 

• 2 pin EU standard power plug from power source/wall. 

• Gadget-Wagon 9 nos 3way plug socket with 2.1 Amp Dual USB ports, 
Individual Switch & LED Indicator -1.8 meters cord length surge 
protector spike guard EU pin cord. 

Quantity required: 151 no.  

 

 



 

1h Switch 16 port - Ethernet cable switch D-Link. 

• 16 port 10/100 

• Fit to RJ45 

Part number: KDE7000E. 

Additional information: TP Link. 

Quantity required: 69 no.  

 

 

1i Ethernet Cable indoor (350m Cable rolls) 

• 350 meters roll 

• Indoor cables 

• Cat 6 cables 

Quantity required: 10 no.  

 

 

1j RJ-45 connectors. 

Internet cables connector for Ethernet cables. 

Quantity required: 4,738 no.  

 

 

   

 Lot Two – Cameras and GPS  

2a Hand Held GPS 

Garmin eTrex 30X handheld GPS. 

In V0.4: 

 15 metres positional accuracy 
 25 hours battery life 

 



 Accepts data cards, automatic routing, electronic compass, 
custom maps and compatible, waterproof 

 https://buy.garmin.com/en-US/US/p/518048  
 Local Warranty and Service support required. 

Manufacturer’s name: Garmin. 

Part number: V0.4: Etrex 30x 010-01508-14. 

Additional information: GarmineTrex 30x Wordlwide birds eye 
mapping. 

Quantity required: 162 no.  

 

2b Canon digital camera IXUS 185 

• Black or silver 

• https://www.canon.co.uk/cameras/ixus-185/specifications/  

 Local Warranty and Service support required. 

Manufacturer’s name: Canon 

Part number: 1803C009AA (TWI Correct)  

Quantity required: 73 no.  

 

 

   

 Map Printing Items  

3a HP 711 80-ml Black Ink Cartridge - C Z133A 

• HP 711 

• 80ml Black ink cartridge 

http://www8.hp.com/emea_africa/en/products/oas/product-
detail.html?oid=5262803  

Manufacturer’s name: HP 

Part number: #CZ113A 

Quantity required: 1,083 no. 

 



 

3b HP 711 Cyan Ink Cartridge 29 ml - C Z130A 

• 29ml Cyan ink cartridge 

http://www8.hp.com/emea_africa/en/search/search-
results.html?ajaxpage=1#/page=1&/cat=Products%20%26%20Services
&/qt=CZ130A  

Manufacturer’s name: HP 

Part number: #CZ130A 

Quantity required: 2,445 no. 

 

 

3c HP 711 29 ml Magenta Ink Cartridge - C Z131A 

• 29ml Magenta ink cartridge 

http://www8.hp.com/emea_africa/en/products/oas/product-
detail.html?oid=5262798&jumpid=reg_r1002_emea_africaen_c-
002_title_r0001  

Manufacturer’s name: HP 

Part number: #CZ131A 

Quantity required: 4,705 no. 

 
 

 

3d HP 711 29-ml Yellow Ink Cartridge - C Z132A 

• 29-ml Yellow ink cartridge 

http://www8.hp.com/emea_africa/en/products/oas/product-
detail.html?oid=5262798&jumpid=reg_r1002_emea_africaen_c-
002_title_r0001  

 



Manufacturer’s name: HP 

Part number: #CZ132A 

Quantity required: 4,823 no.  

 

   

 Printer, Scanner, Printer and Toner Kits  

4a Pro 400 M401dn printer mono A4 with toner that fits to it. 

 Standard memory 256 MB 
 Processor speed 800 MHz 
 Printing Paper handling Standard Paper Trays 2 Maximum 

Number of Paper Trays 3 
 Automatic duplexer for two-sided printing Paper Handling 
 Networkable 

Local Warranty and Service support required. 

Manufacturer’s name: HP. 

Additional requirement: Toner to be included. 

Quantity required: 6 no.  

 

 

4b Flatbed scanner 

Scanner Type Sheet Fed 

Resolution: Optical up to 600 dpi 

ADF capacity: - Standard 

ADF Scan Speed: up to 45mm ( Black & white, greyscale and colour). 

Local Warranty and Service support required. 

Manufacturer’s name: HP. 

Additional information: Scanjet Pro3500F1. 

Quantity required: 1 no.  

 

 



4c M425 B&W Printer/copier/scanner multipurpose 3 in one 

• Functions. Print, Copy, Scan, Fax, Walk-up USB. 

• Duplex print options. 

• Black: Up to 35 ppm; First Page Out2: As fast as 8 seconds. 

• HP ePrint Capability 

 Local Warranty and Service support required. 

Manufacturer’s name: HP. 

Quantity required: 69 no.  

 

 

4d M425 B&W Printer/copier/scanner multipurpose 3 in one toner 

HP Toner CF226A 

Manufacturer’s name: HP. 

Quantity required: 250 no.  

 

 

4e M425 B&W Printer/copier/scanner multipurpose 3 in one maintenance 
Kit 

Fuser, transfer roller, tray roller, sep roller & pad. 

Local Warranty and Service support required. 

Manufacturer’s name: HP. 

Quantity required: 190 no.  

 

 

4f-1 HP Design Jet T120 Maintenance kit 

T120 map printer maintenance kit. 

Manufacturer’s name: HP. 

Quantity required: 33 no.  

 



 
If this product is no longer available and cannot be supplied, please 
quote for the substitute item listed as 4f-2 below (HP DesignJet T130 
24-in Printer). 

4f-2 HP DesignJet T130 24-in Printer. 

 Manufacturer’s name: HP 
 Product: 5ZY58A. 
 Print speed: 35 sec/page on A1, 70 A1 prints per hour 
 Print resolution: up to 1200 x 1200 optimised dpi 
 Technology: HP Thermal Inkjet. 
 Applications: line drawings, presentations, rendering. 
 Local Warranty and Service support required. 

Manufacturer’s name: HP. 

Quantity required 33 no. 

 

 

4g Laser Jet Toner Cartridge (26A) - Cartridge for 426 printers. 

Manufacturer’s name: HP. 

Quantity required: 44 no.  

 
 

 

4h Laser jet toner cartridge (80a) 

Cartridge for 401 printers. 

80 A toner cartridges. 

Quantity required: 28 no.  

 

 



4i Toners for the M806DN 25X (HP, genuine). 

HP Toner CF325X or CF325XC. 

https://www.cartridgesave.co.uk/CF325X.html  

Manufacturer’s name: HP. 

Part number: CF325CX. 

High yield black original, Compatible for M806 Printer. 

Quantity required: 300 no.  

 

 

4j M806 Fuser (HP, genuine) for M806 Printer. 

HP LaserJet 220v Maintenance/Fuser Kit for Printer M806dn 

C2H57-67901 

https://www.amazon.com/HP-C2H57-67901-Fuser-maintenance-
assembly/dp/B00J3EXEWU  

Manufacturer’s name: HP. 

Part number: C2H57-67901. 

Quantity required: 46 no.  

 

 

 

Bidders to indicate “Comply” or “Not Comply” and comment as appropriate.  Where information is 
presented in the specification, the comment should be “Noted and Understood”.  In the event of electronic 
bidding by e-mail or by means of scanning, the specification shall not be altered in any way.  Any deviation 
to specification should be stated and if necessary, fully explained as a comment in the compliance column 
without making any changes to the specification.  Any changes to the specification may invalidate the Bid.  
Failure to complete this Statement of Compliance may result in the bid being rejected. 

  



APPENDIX D 
 

LOCAL WARRANTY AND SERVICE SUPPORT 
 

Local warranty and service support are required on the following requirements – please state the warranty 
and service support on the items listed below:- 
 
   

Item 
No. 

 

Item Description Please state the local warranty and 
service support provided on the 
items listed below – please state 
how any warranty claims will be 

resolved. 
 Lot One – IT Equipment  

1a-1 Laptop – HP EliteBook 850 G1  
1a-2 Laptop – HP EliteBook 850 G1  
1b Desktop computers GIS specs with 18" monitor  
1c Desktop computers GIS specs with 21.5" monitor  
1d Desktop Hi Spec Computers with 21.5" monitor  
1e External hard drive 1 Tb  
1f Projector  
1g Power Cables/Extension Cords  
1h Switch 16 port  
1i Ethernet Cable (350m Cable rolls)  
1j RJ-45 Plugs  
   
 Lot Two – Cameras and GPS  

2a Hand Held GPS  
2b Digital Camera  

   
 Map Printing Items  

3a HP 711 80-ml Black Ink Cartridge - C Z133A  
3b HP 711 Cyan Ink Cartridge 29 Ml - C Z130A  
3c HP 711 29 ml Magenta Ink Cartridge - C Z131A  
3d HP 711 29-ml Yellow Ink Cartridge - C Z132A  

   
 Printer, Scanner, Printer and Toner Kits  

4a Pro 400 M401dn printer mono A4  
4b Flatbed scanner  

4c B&W printer/copier/scanner M425dn printer  
4d B&W printer/copier/scanner M425dn  toners  
4e B&W printer/copier/scanner M425dn  maintenance kit  
4f-1 HP Design Jet T120 Maintenance kit 

(If this product is no longer available and cannot be 
supplied, please quote for the substitute item listed as 4f-2 
below (HP DesignJet T130 24-in Printer). 

 



Item 
No. 

 

Item Description Please state the local warranty and 
service support provided on the 
items listed below – please state 
how any warranty claims will be 

resolved. 
4f-2 HP DesignJet T130 24-in Printer.  

4g Laser jet toner cartridge (26a)  
4h Laser jet toner cartridge (80a)  
4i Toners-25X for M806 printer  
4j M806 Fuser  for M806 Printer 

 
 

 
  



 
 

APPENDIX E 
FORM OF BID  

 

 
 
 
 

1. Having examined the Invitation to Bid and being fully satisfied in all respects with the 
requirements of the ITB, we hereby offer to provide the Goods as specified in Appendices B 
and C of the bid for the prices set out in this Appendix E, Form of Bid and in accordance with 
the provisions of the Contract. 

 
2. We confirm that we have downloaded and read the documents from Crown Agents website 

which are incorporated by reference and we accept that any resultant Contract will be subject 
to the Contract including the Conditions of Contract, Special Conditions of Contract and such 
other provisions as have been specified in the ITB. 

 
3. We confirm that the Goods offered fully meet the required specification detailed in the ITB. 

 
4. We confirm that we will treat all information supplied by Crown Agents as confidential in 

accordance with the provisions of this ITB. 
 
5. Prices 

 
PRICING SUMMARY PRICES 

(GBP) 

Total Price primary trade packed  

Less Crown Agents Discount ( State Percentage)  

Total net price of Goods primary trade packed  

Cost for export packing and delivery  

Total packed and delivered FOB/FCA…………………………….   

Cost for Air/Sea/Rail/Road freight transportation  

Cost for Insurance  

Haulage/Terminal Handling Costs (delete if not applicable)   

TOTAL BID PRICE DAP UK Department for International 
Development (DFID), British Embassy, Addis Ababa, Ethiopia 
[Insured and Unloaded] Incoterms® 2010 

 

TOTAL BID PRICE IN FIGURES:  
TOTAL BID PRICE IN WORDS:  

 
The total bid price must be stated in words and figures and if there is any contradiction the price 
expressed in words will take precedence. 

 
To:- 

 
Crown Agents Limited 
110 Southwark Street 
London 
SE1 0SU 

Crown Agents Reference: CA/108819D/0008 
Bidders Reference:  
Bid Closing Date: 26th September 2019.  
Currency: GBP 



 
The delivery period to FCA/FOB………………………… from receipt of an award of Contract will 
be………..weeks.  
 
The total delivery period to DAP UK Department for International Development (DFID), British 
Embassy, Addis Ababa, Ethiopia will be ………weeks from receipt of an award of Contract. 
 
Bidders are advised that this period will be used for bid evaluation purposes. 

 
Bidders are advised that if a Contract is awarded on any other delivery term, where applicable, a 
suitable amendment will be made to the contractual delivery period. 
 
We …………………………….. confirm that this bid is valid for acceptance for 90 days from 26th September 
2019.  
Bidders are advised that a bid valid for a shorter period will be rejected.  In exceptional circumstances 
Crown Agents may request the bidders’ consent to an extension of the period of validity.  The request 
and the responses shall be made in writing.  Bidders who agree to extend the validity of their bids will 
not be permitted to modify their bids. 
 
Should inspection be required, the location for the inspection of the Goods will be: …………… 
 
We …………………………………………. Agree adopt and comply with Crown Agents’ Ethical Code for Business 
Partners as available as a download from the Supplier Download page on Crown Agents website 
http://www.crownagents.com/supplier-downloads.  
 
If the bidder is not the manufacturer of the Goods the bid must clearly state the name and full 
address/es of the manufacturer/s and provide evidence of their authority for the bidder to submit a 
bid.  
 
 

…........................................... 
Authorised Signature 

…........................................... 
Name in Capitals 

…........................................... 
Position 

Company Name and Address Company Registration Number:   
Company VAT Number:              
Telephone Number:                      
Facsimile No 
Email  

 

  



APPENDIX F 
CROWN AGENTS REFERENCE: CA/108819D/0008 

 

DRAFT CONTRACT  

 

CROWN AGENTS LIMITED 

 ACTING AS AGENTS FOR AND ON BEHALF OF DEVELOPMENT ALTERNATIVES INC (DAI) 
 

 

and 

 

 

  

 

 

 [________________________________________________] 

 

 

 

 

 

 

  

CONTRACT FOR THE PROVISION OF IT EQUIPMENT, CAMERAS & GPS, PRINTING EQUIPMENT, 

TONERS AND SCANNERS 

  



Crown Agents’ Reference: CA/108819D/0008 
CONTRACT 

 
THIS CONTRACT ("Contract") is entered into this day of _______________, 201____, by and between 
Crown Agents Limited of 7th Floor, Blue Fin Building, 110 Southwark Street, London, SE1 0SU ("Crown 
Agents") acting as an agent for and on behalf of their Principal, Development Alternatives Inc. (DAI) 
("the Principal") of the one part and (name Supplier) of the other part having its registered office 
located at (enter full Supplier address)(" the Supplier"). 
 
WHEREAS  
 
Crown Agents issued an Invitation to Bid (“ITB”) under reference CA/108819D/0008 dated 12th 
September 2019 for the provision of goods, IT Equipment, Cameras & GPS, Printing Equipment, Toners 
And Scanners (hereinafter called “the Goods”) to be supplied to Land Investment for Transportation 
(LIFT) ("the End-User"); 
 
The Supplier submitted its bid dated …………………….. reference ……………………… in response to the ITB 
("the Bid"); 
 
Crown Agents has accepted the Bid from the Supplier for the supply of those Goods in the sum of 
……………………………………… [contract price in words and figures] (“the Contract Price”).  
 
The Goods are to be delivered by [air/sea/road/rail] on the following Incoterm State Incoterm and 
destination(s) [insured and unloaded] Incoterms® 2010  
 
The Goods shall be delivered and Crown Agents shall have received the documentation required under 
the Contract by: state delivery schedule reflecting any multiple consignments.   

 
NOW IT IS HEREBY AGREED AS FOLLOWS: 
 
1. In this Contract words and expressions shall have the same meanings as are respectively 

assigned to them in the Contract Conditions referred to. 
 
2. The following documents shall be deemed to form and be read and construed as an integral 

part of this Contract:  
 

 this Contract and the Appendices attached to it; 
 The General Contract Conditions;  
 The completed Due Diligence Questionnaire/Business Partner Questionnaire together with 

all supporting documents dated [enter date]; 
 The Invitation to Bid; 
 The Form of Bid including the following; 

  The Bid Specification and Statement of Compliance; 
 
3. This Contract shall prevail over all other Contract documents. In the event of any discrepancy 

or inconsistency within the Contract Documents, then the documents shall prevail in the order 
listed above.  

 
4. The following documents which are incorporated by reference into the Contract are 
 available from the Supplier Downloads – Own Account Procurement pages on our 
 website http://www.crownagents.com/supplier-downloads 

 



  Advance Payment Guarantee 
  Signed Receipt Note 
  Inspection Advice Note 
  Application for Shipping Instructions 
  Application for Air Despatch Instructions 
 
 
5. The Supplier shall provide a signed copy of the Contract to Crown Agents within five (5) 
 working days of signature of the Contract.  
 
 
IN WITNESS whereof the parties hereto have caused this Contract to be executed on the day and year 
first above written. 
 

 
For and on behalf of Crown Agents  
acting on behalf of the Principal 
  

 
For and on behalf of the Supplier 

  
Signed by ____________________ Signed by ____________________ 

Duly Authorised Duly Authorised 
  
Name: _______________________ 
 
Title: ________________________ 
 

Name: _______________________ 
 
Title:  ________________________ 

 



APPENDIX G  
Annex A to the Contract  

SPECIAL CONDITIONS OF CONTRACT  
 
The following Special Conditions of Contract will apply to the Contract:  
 
Anti Bribery: The Supplier agrees to adopt and comply with Crown Agents’ Ethical Code for Business 
Partners as available as a download from the Supplier Download page on Crown Agents website 
http://www.crownagents.com/supplier-downloads.  
 
Child Protection:  Crown Agents believes that everyone has a role in the safeguarding of children and 
promoting their welfare whether or not they are in direct contact with children. Crown Agents will 
seek the support and cooperation of the Supplier in the implementation of its Child Protection Policy 
and will monitor their compliance with it.  
 
The Supplier should note the requirements to adhere at all times to the Child Protection Code of 
Conduct, available on Crown Agents website. 
 
Force Majeure :  
For the purposes of the Contract, a Force Majeure event as detailed within clause 17 of the Contract 
Conditions means any circumstance not within a party's reasonable control including, without 
limitation: 
 

a) acts of God, flood, drought, earthquake or other natural disaster; 

b) epidemic or pandemic; 

c) terrorist attack, civil war, civil commotion or riots, war, threat of or preparation for 
war, armed conflict, imposition of sanctions, embargo, or breaking off of diplomatic 
relations; 

d) nuclear, chemical or biological contamination or sonic boom; 

e) Any law or any action taken by a government or public authority, including without 
limitation imposing an export or import restriction, quota or prohibition [, or failing to 
grant a necessary licence or consent]; 

f) collapse of buildings, fire, explosion or accident; and 

 g) any labour or trade dispute, strikes, industrial action or lockouts (other than in 
 each case by the party seeking to rely on this clause, or companies in the same group 
 as that party). 
 
Non-performance or delay by a sub-contractor shall not constitute a force majeure event. 
 
The remaining provisions of clause 17 of the Contract Conditions remain unchanged. 
  
OTHER REQUIREMENTS  
 
Only applicable to DAP contracts: Clearance of Goods, unloading and delivery: In addition to the 
Supplier’s contractual responsibilities under the stated Incoterm, the Supplier will be wholly 
responsible, at their risk and cost, for unloading the Goods at the named place of delivery and if the 
Goods are delivered by container, for de-stuffing the container(s) and removing the empty 
container(s) from the named place of delivery.  On delivery of the Goods to the [Consignee/End-User] 



the Supplier will be responsible for obtaining a Signed Receipt Note in the form required confirming 
that delivery and unloading [and removal of empty containers] has been completed satisfactorily. 
 
Insurance (if applicable): Include the cost of insurance in accordance with clauses 10.6 and 13.2 (c) of 
the Contract Conditions.  The insurance should be taken out on a warehouse to warehouse basis.  All 
insurances must be taken out in the currency of the contract.   
 
The insurance cover should be taken out with the Principal named as the Beneficiary and the Supplier 
named as the loss payee.  
 
Inspection (if applicable): Inspection may/will be required by Crown Agents and the provisions of 
Clause 8 of the Conditions of Contract will apply.  The scope of inspection to be undertaken by Crown 
Agents will be as follows: 
 
 
Inspection of Finished Goods;  
 
Inspection of Packing; 
 
Pre-Shipment Verification; 
 
Commissioning Surveillance;  
 
Supervision of Loading/Unloading; 
 
 
The Supplier will be responsible for completing an Inspection Advice Note in the required format 
available from the Supplier Downloads – Own Account Procurement pages on our website 
http://www.crownagents.com/supplier-downloads 
 
Where applicable, a form should be completed for each set of Goods being inspected at separate 
inspection locations. 
 
Shipping Specification:  Any additional costs incurred by Crown Agents, the Principal or the End-User, 
which result from any inaccuracies in the Shipping Specification or failure to conform with the 
requirements of the Contract, will be payable by the Supplier. 
 
Packing for Shipment/Transportation and Storage: Packages should be marked by stencil or 
otherwise apply the Shipping Mark/Air freight/Overland address as large as is practicable and exactly 
as shown, including the gross weight in kilograms and the package number, to 2 adjacent faces of each 
package.  Add (in English) any special handling, stowage, or storage instructions.  Attach metal labels 
securely to loose or bundled items.  Show both weights and dimensions in metric units.  
 

Shipping Mark/Airfreight/Overland Address: Consignee Address/End-User’s Address/Notify 
Party: 

CA: (to be advised on award of Contract)  
Indent No: (to be advised on award of Contract)  
 
British Embassy 
C/O DFID 
Addis Ababa 
Ethiopia 
Gross Wt_____Kgs 

British Embassy, 
C/O DFID, 
PO Box 858, 
Addis Ababa,  
Ethiopia  
 
DFID’s Clearing Agent details: 
Contact: Dawit or Wubeshet 



Package No:  Tel No: +251 911 24 98 34 or +251 911 22 38 21 
Email: dawitm@zereyad.com or 
wubshet@zereyad.com  

 
Goods Requiring Special Handling: It may not be possible for the Consignee to take immediate 
possession of the Goods and it is not uncommon for Goods to be held up for some weeks before 
release.  It is imperative therefore that not only Goods requiring special stowage including 
refrigeration but also Goods which may be affected by storage under non-ideal conditions, are notified 
to Crown Agents before despatch. 
 
Invoices: The Supplier will be required to prepare a separate signed original invoice and signed copies for 
each consignment. Item numbers, descriptions and sequence must match those in the Contract.  The 
invoice must show Crown Agents' reference (to be advised on award of Contract) and Enter Indent No.(to 
be advised on award of Contract) and Batch numbers of all items supplied, where applicable.  If possible 
packing details should be shown on the invoice; if separate, packing lists must give full details including 
package numbers.  Invoices for distribution must be signed in ink (not facsimile) on each copy.  The 
Supplier will be responsible for placing inside each package with the Goods either one copy of the invoice 
if it contains full packing details or one copy of the packing list for that case.  
 
Bill of Lading:  The Supplier will be responsible for obtaining for distribution the required number of 
original and non-negotiable copies of a clean shipped on board Bill of Lading (B/L) marked “Freight 
Paid” consigning the Goods to the consignee shown above.  The Supplier must not keep any original 
copies. The mark shown on the B/L must be identical in all respects to that on the case and in the 
Contract.  Bills must not be taken out “to order” unless otherwise instructed by Crown Agents.  A 
FIATA B/L is acceptable only if prior written agreement has been given by Crown Agents. 
 
Dock and harbour charges are payable by the Supplier: For a Contract placed on FOB terms or above, 
make this clear on delivery notes.  Any such charges debited to Crown Agents or their forwarding agents 
as part of the freight costs will be recovered from the Supplier. 
 
Application for Shipping Instructions: For a Contract placed on EXW/FCA or FOB terms, the Supplier will 
be responsible for sending a completed Application for Shipping Instructions available from the 
Supplier Downloads – Own Account Procurement pages on our website 
http://www.crownagents.com/supplier-downloads to Crown Agents, 7th Floor, Blue Fin Building, 110 
Southwark Street, London, SE1 0SU, UK.  The Supplier shall read carefully and comply with the notes 
attached to the Application for Shipping Instructions.  
 
Application for Air Despatch Instructions: For a Contract placed on EXW or FCA terms, the Supplier will 
be responsible for completing an Application for Air Despatch Instructions available from the Supplier 
Downloads – Own Account Procurement pages on our website 
http://www.crownagents.com/supplier-downloads  for submission to Crown Agents together with 
invoices and other documents as specified in the delivery and distribution of documents clause below.  
Crown Agents will issue instructions for despatch and the documentation required will be sent to the 
Supplier. 
 
Delivery and Distribution of Documents: The Supplier will be responsible for delivering the Goods in 
accordance with the delivery period as stated within the Contract and the Supplier will be responsible for 
sending the following documents to the relevant parties below.  
 
Electronic versions of documentation will not be acceptable unless prior written agreement has been 
provided by Crown Agents:  
 
Invoices must be addressed to Crown Agents and the Supplier will be responsible for sending the following 
documents to the [End-User/Recipient Government/Local Representative/CA International Office].  



 
(state the relevant party and detail contact name, full physical address and contact details). 
 
- Invoice: original signed invoice and enter no of signed copies;  
- Packing List: (if not included on invoice); enter no of copies;  
- Transport Bill i.e. Air Waybill: 1 original/ Road Consignment Note (CMR) evidencing despatch 

of the Goods: 1 original and 1 copy / Bill of Lading: 2 (change quantity to one if payment by L/C 
is required) negotiable original and 1 non-negotiable copy/Combined Transport Bill of Lading: 2 
(change quantity to one if payment by L/C is required) negotiable original and 1 non-negotiable 
copy/ Rail CIM Note evidencing despatch of the Goods: 1 original and 1 copy;  

- Insurance Certificate: 1 copy (if applicable)  
- Signed Receipt Note (to be completed by the Consignee or End-User if different from 
 Consignee - Delete if not applicable). 
- State all other documents required i.e. Country Specific requirements inc. Certificate of 
 Origin/CRF from designated PSI Agency/Mill Certificates/Manufacturer’s Cert., Documentation 
 relevant to particular Goods being supplied etc  
 
The Supplier will be responsible for sending to Crown Agents, [enter full address and contact details]:   
 
- Transport Bill i.e. Air Waybill:1 certified copy/Road Consignment Note: 1 original and 2 copies/ 

Bill of Lading: 1 negotiable and 1 non-negotiable copy/ Combined Transport Bill of Lading: 1 
negotiable and 2 non-negotiable copies/ Rail CIM Note evidencing despatch of the Goods: 1 
original and 2 copies; Delete as applicable 

- Signed Receipt from Crown Agents nominated Freight Forwarders: 1 original (Delete if not 
 applicable) 
- Invoice: original signed invoice and 2 signed copies; 
- Packing List (if not included on invoice): 2 copies 
- Crown Agents Inspection Release Note: 1 Vendors Copy (Delete if not applicable)  
- Insurance Certificate: 1 copy (delete if not applicable) 
- Signed Receipt Note from the Consignee or End-User if different from Consignee evidencing 

delivery; 1 original (Delete if not applicable) 
- State all other copy documents required i.e. Country Specific requirements inc. Certificate of 

Origin/CRF from designated PSI Agency/Mill Certificates/Manufacturer’s Cert., Documentation 
relevant to particular Goods being supplied etc.  

 
Payment: Payment shall be made in accordance with Clause 13 of the Contract Conditions and the 
timing of the payment shall be 30 days after receipt by Crown Agents of the Supplier’s invoice together 
with all required documents confirming satisfactory and full delivery, as detailed within the Contract.  
 
Payment under the terms of the Contract will be made by SWIFT.  The Supplier will be required to 
provide their bank details in the format detailed below and this submission must be returned with the 
Supplier’s payment documentation. If the Supplier is domiciled in the European Union or requires 
payment to be made to an account in the European Union, the invoice must clearly state the IBAN 
code.  Failure to provide the following information may result in delays in the Supplier’s payment being 
processed.  
 
BANK DETAILS (to be printed on Supplier’s letter headed paper) 
 
 Account Name (in full)   ………………………………… 
 
 Account Number ………………………………………… 

 
 Bank Name ……………………………………………… 



 
 Bank Address ……………………………………………. 

 
 Bank Sort Code ………………………………………….. 

 
 SWIFT Code……………………………………………… 

 
 IBAN Code………………………………………………… 

 
Authorised Signatory  
Sign: ………………………..  
Name: ……………………….  
Designation: ……………….. 
 
Where applicable, the Supplier shall also state the above details in respect of the correspondent bank 
of their bank in (enter Country of domicile of payment currency) through which our bankers, Crown 
Agents Bank, can make payment.  The Supplier will be liable for any bank charges levied in the process 
of making payment, together with all additional expenses incurred in obtaining payment by any other 
means. 
  
The Supplier will be responsible for advising Crown Agents immediately if exchange control 
regulations prohibit despatch of negotiable documents other than through banks.  
 
Where it has been agreed that part payment of the Contract Price shall be made in advance of delivery 
the provisions of Clause 13.2 of the Contract Conditions shall apply.  Payment shall be made upon 
receipt by Crown Agents of an Advance Payment Guarantee from a Bank acceptable to Crown Agents 
in the format available from the Supplier Downloads – Own Account Procurement pages on our 
website http://www.crownagents.com/supplier-downloads 
 
As part of its risk control management, Crown Agents reserves the right to require that advance 
payment guarantees be confirmed by a correspondent bank acceptable to Crown Agents.  Bidders 
should nominate the proposed issuing bank in advance of bidding, so that Crown Agents can decide 
on the acceptability of the issuing bank.  The Supplier should also instruct their bank about the 
format and content of the guarantee.  
 
The Advance Payment Guarantee must be addressed to [“Crown Agents Limited”].  Failure by the 
Supplier’s bank to address the guarantee exactly as shown in the model format provided by Crown 
Agents shall result in rejection of the guarantee and amendments will be required by Crown Agents.  
The Supplier will be responsible for any bank charges incurred as a result of amendments to the 
requested guarantee. 
 



  
Annex C to the Contract 

SCHEDULE OF GOODS 
 
Crown Agent’s Reference: CA/108819D/0008 
Supplier’s Reference:............................................... 
Currency:...............................................  
 

Item 
No. 

 

Item Description Qty Unit of 
Measure 

 

Unit Price Extended 
Price 

 Lot One – IT Equipment     
1a-1 Laptop – HP EliteBook 850 G1 12 Each   
1a-2 Laptop – HP EliteBook 850 G1 114 Each   
1b Desktop computers GIS specs with 18" 

monitor 
161 Each   

1c Desktop computers GIS specs with 21.5" 
monitor 

91 Each   

1d Desktop Hi Spec Computers with 21.5" 
monitor 

69 Each   

1e External hard drive 1 Tb 64 Each   
1f Projector 87 Each   
1g Power Cables/Extension Cords 151 Each   
1h Switch 16 port 69 Each   
1i Ethernet Cable (350m Cable rolls) 10 Each   
1j RJ-45 Plugs 4,738 Each   
      
 Lot Two – Cameras and GPS     

2a Hand Held GPS 162 Each   
2b Digital Camera 73 Each   

      
 Map Printing Items     

3a HP 711 80-ml Black Ink Cartridge - C 
Z133A 

1,083 Each   

3b HP 711 Cyan Ink Cartridge 29 Ml - C 
Z130A 

2,445 Each   

3c HP 711 29 ml Magenta Ink Cartridge - C 
Z131A 

4,705 Each   

3d HP 711 29-ml Yellow Ink Cartridge - C 
Z132A 

4,823 Each   

      
 Printer, Scanner, Printer and Toner Kits     

4a Pro 400 M401dn printer mono A4 6 Each   
4b Flatbed scanner 1 Each   

4c B&W printer/copier/scanner M425dn 
printer 

69 Each   

4d B&W printer/copier/scanner 
M425dn  toners 

250 Each   



Item 
No. 

 

Item Description Qty Unit of 
Measure 

 

Unit Price Extended 
Price 

4e B&W printer/copier/scanner 
M425dn  maintenance kit 

190 Each   

4f-1 HP Design Jet T120 Maintenance kit 
(If this product is no longer available and 
cannot be supplied, please quote for the 
substitute item listed as 4f-2 below (HP 
DesignJet T130 24-in Printer). 

33 Each   

4f-2 HP DesignJet T130 24-in Printer. 33 Each   

4g Laser jet toner cartridge (26a) 44 Each   
4h Laser jet toner cartridge (80a) 28 Each   
4i Toners-25X for M806 printer 300 Each   
4j M806 Fuser  for M806 Printer 

 
All above items as per the Bid 
Specification and Statement of 
Compliance (Appendix C). 
 

Please Note:  

 All items must be brand new.  
 Please provide full technical 

specifications/brochures for 
each of the items listed above 
with literature in English 
language.  

 

46 Each   

 
 

Less Crown Agents Discount ( State Percentage) 
 

 
Total net price of Goods primary trade packed 

 

 
Cost for export packing and delivery 

 

 
Total packed and delivered FOB/FCA…………………………. 

 

 
Cost for Insurance (delete if not applicable)  

 

 
Haulage/Terminal Handling Costs (delete if not applicable) 

 

 
Cost for Air /Sea/Rail/Road freight transportation (delete if not applicable) 

 

 
TOTAL PRICE TOTAL BID PRICE DAP UK Department for International Development 
(DFID), British Embassy, Addis Ababa, Ethiopia [Insured and Unloaded] Incoterms® 

2010 
 

 

 


