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REQUEST FOR QUOTATION



BIDDING DOCUMENTS

For the Provision of Repair and Maintenance service for office equipment

IFB No. MFA/RFQ/001/26
Ministry of Foreign Affairs
P.O.BOX 9002
Capitol Hill, 1000 Monrovia, 10 Liberia
www.mofa.gov.lr

REPUBLIC OF LIBERIA
Date: April 17, 2026











Invitation for Bids: IFB
Non-Consulting Services


Employer: Ministry of Foreign Affairs
Contract title:   Repairs and Maintenance-office equipment
IFB No. MFA/RFQ/001/26
Issued on:  April 17, 2026 


1.	The Ministry of Foreign Affairs has received budgetary allocation from the Government of Liberia   for fiscal year 2024 budget, and intends to apply part of the proceeds toward payments under the contract for the provision of Repair and maintenance service for office equipment on a framework basis.
      
 2.   The Ministry of Foreign Affairs now invites your firm to submit bids for the provision of catering services. Bidding will be conducted through Restricted Bidding (RB) Procedures as specified in the Amended and Restated Public Procurement and Concession Act (PPC Act). These applicable procurement procedures are consistent with the REPUBLIC of LIBERIA Amended and restated PPC Act published and approved 2026.

	
LOT. No
	
DESCRIPTION OF Repairs and maintenance - Office Equipment


	
	

	Lot-1
	Repairs and maintenance – Cooling Equipment (A/C, Iceboxes & Refrigerators). 

	LOT 2
	Repairs and maintenance of Office Equipment (Lap Tops, Desk Tops, Photo Copiers, Printers & scanners)






3. 	Bidding will be conducted through the Request for Quotation procurement process as specified in the Public Procurement and Concessions Act of 2010 as amended and restated, and is opened to all eligible Bidders as defined in the Procurement Legal Framework of Liberia. 

 4.  You may obtain bidding documents and further information from PPCC E-GP ONLINE PLATFORM Monday- Friday (9:00 A.M- 4:00 P.M). 

5. Submission must be done online through the PPCC E-GP (https://eprocurement.ppcc.gov.lr.)  signed and sealed including other requested information as follows: (IFB No: MFA/SBA/RFQ/001/26) BID for the provision of Repair and Maintenance  Services to the Ministry of Foreign Affairs for Fiscal Year 2026 

.
 
6. Bid must be submitted online at https://eprocurement.ppcc.gov.lr on the PPCC     Website on or before, Monday, April 27, 2026 at 4:00 PM.  Hence, Bid arrangement must be clearly listed and numbered in the table of contents.

7.	The address   referred to above is:  

Att: Mr. Cyrus G. Flahn, Sr. 
Procurement Director 
Division of Procurement, 1st Floor 
Ministry of Foreign Affairs
Capitol Hill, Monrovia
0886764629/0775373644
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	TDS Clause Number
	ITB Clause Number
	Amendments of, and Supplements to, Clauses in the Instruction to Bidders

	A.  Introduction

	1.
	1.1






	Name of Procuring Entity: Ministry of Foreign Affairs
Name of authorized Procuring Agent: None
The subject of procurement is:  Repairs and Maintenance service  office equipment 
Name and identification number of the Contract:  Office equipment repair and maintenance; 
IFB No. MFA/SBA/RFQ/001/26


	2.
	1.2
	Expected period to provide the service(s)
Commencement date.  The Service is  expected to be provided from  July – December , 2026  on a  call off order cash basis

	3.
	2.1
	Name of Project : NONE 

	
	
	Name of procuring entity: Ministry of Foreign Affairs

	
	
	Financial Year : 2026

	
	
	Name of Project : NA

	
	
	The loan/ credit number : NA

	4.
	2.2
	Name of Procuring entity : Ministry of Foreign Affairs

	5.
	3.1
	Joint venture, consortium or association NA

	6.
	6.3
	The site visit and pre-bid meeting shall be held on NA

	7.
	6.5
	Minutes of the pre-bid meeting will be transmitted within [insert days] to all firms issued with bidding documents. NA

	B.  Bidding Documents

	8.
	7.2
	N/A

	9.
	7.5
	 Number of copies of Forms of Tender, Qualification Information, Letter of Acceptance and Security Forms Three(3)each

	10.
	8.1
	The address for clarification of bidding documents is via email: podiascosmith@gmail.com /cflahn@yahoo.com/ e-GP Platform

	11.
	8.2
	Period to respond to request for clarification [Two(2) days]
Period prior to deadline for submission of tenders for the Bidders to request clarifications : Two(2) days Wednesday April 22, 2026

	C.  Preparation of Tenders

	12.
	10.1
	The language of all correspondences and documents related to the bid is: English

	13.
	11.1
	In addition to the documents stated in ITB Clause 11, the following documents must be included with the Bid:  
· completed bid Forms (in the format indicated in Section VIII); 

· Information requested by sub-Clauses 12.3; 12.4 and 12.5 which include : 
· PPCC Vendor’s  registration certificate, 
· valid Tax clearance, 
· Valid Business Registration
· bid securing declaration in accordance with ITB Clause 17; 
· Completed Priced Activity Schedule;

	14.
	12.3

	a) The information required from Bidders in ITB Clause 12.3 is modified as follows:  
· copies of  Current Business Registration certificate;

· PPCC Vendor’s Registration Certificate;

· Article of Incorporation 

· total monetary value of service(s) performed for each of the last two years; 

· Experience in service(s) of a similar nature and size  of the each of the last five years, and details of service(s) underway or contractually committed; and clients who may be contacted for further information on those Contracts; 


· Reports on the financial standing of the Bidder, such as profit and loss statements and auditor's reports for the past five years; 

· Evidence of adequacy of working capital for this Contract (access to line(s) of credit and availability of other financial resources) to pre-finance the contract ; 

· Authority to seek references from the Bidder's bankers;

· Information regarding any litigation, current or during the past five years, in which the Bidder is involved, the parties concerned, and disputed amount; 

	15.
	12.4
	· The qualification data required from Bidders in ITB Clause 12.4 is modified as follows:  
· 
· * the bid shall include all the information listed in sub-Clause 12.3 above for each joint venture partner; 
· the bid shall be signed so as to be legally binding on all partners; 
· 
· *  one of the partners will be nominated as being in charge, and this authorization shall be evidenced by submitting a power of attorney signed by legally authorized signatories of all the partners;
· 
· * the partner in charge shall be authorized to incur liabilities and receive instructions for and on behalf of any and all partners of a joint venture and the entire execution of the Contract, including payment, shall be done exclusively with the partner in charge;
· 
· * a copy of the joint Venture Contract entered into by all partners shall be submitted with the bid.  Alternatively, a Letter of Intent to execute a joint Venture Contract in the event of a successful bid shall be signed by all partners and submitted with the bid, together with a copy of the proposed Contract; and
· 
· * The bid securing declaration as stated in accordance with ITB Clause 17, the bid, and in case of a successful bid, the Contract, shall be signed so as to be legally binding on all partners.

	16(a)
	12.5(a)
	The minimum required annual volume of Services for the successful Bidder in any of the last  two(2) years shall be  10,000 US$ 

	16(b)
	12.5(b)
	The experience required to be demonstrated by the Bidder should include as a minimum the Bidder has executed during the last  two(2) years the following:
· Repair  and Maintenance Service Office Equipment 

	16(c)
	12.5(c)
	The essential property and/or equipment to be made available for the Contract by the successful Bidder shall be NONE

	16(d)
	12.5(d)
	The minimum experience required to be demonstrated the Manager of the successful Bidder for this Contract shall be five (5) years in service(s) of an equivalent nature and volume. 

	16(e)
	12.5(e)
	The minimum amount of liquid assets and/or credit facilities net of other contractual commitments of the successful Bidder shall be 10,000 US$

	18.
	14.4
	Rates and price quoted by the Bidder subject to adjustment during the performance of the contract. NA
Information required to be submitted by the Bidder NA

	19.
	15.1
	For inputs to the services which the Bidder expects to provide within Liberia, prices shall be quoted in US$

	20.
	15.2
	The rates of exchange to be used by the Bidder shall be those established by the central Bank of Liberia prevailing on the date of bit opening

	21.
	16.1
	The Bid Validity Period shall be Ninety (90) days after the deadline for Bid submission specified in the Bid Data Sheet.

	22.
	17.1
	A Bid Securing Declaration form shall be filled by the Bidder.
 

	23.
	18.
	Alternative tenders to the requirements of the bidding documents    “will not,’   be permitted with respect to 

	24.
	19.1
	The number of copies of the bid to be completed and returned shall be three(3)

	D. Submission of Tenders

	25.
	20.2
	Tenders shall be submitted online  
e-GP Platform
Monday April 27, 2026
Time: 4:00PM

	26.
	21.1 
	The deadline for submission of tenders shall be Monday , April , 27, 2026 @ 4:00PM

	27.
	21.3
	Extension of the deadline for submission of tenders shall not be made later than [two days].

	E. Opening and Evaluation of Tenders

	28.
	24.1
	The Bid opening shall take place Online e-GP Platform
Date: Monday April 27, 4:30


	29.
	24.3
	Other details to be announced during Bid opening are Bid price, validity of  Administrative documents

	30.
	28.3
	CRITERIA FOR BID EVALUATION SHALL BE:
· Administrative( valid Tax Clearance,  PPCC Vendor Registration Certificate,  Valid Business Registration Certificate , 
· Technical( Compliance to Specification)
·  Price Analysis
·  Compliance to  100% pre-financing of the contract for at least four months

	                         31.
	30.2
	The currency that shall be used for Bid evaluation and comparison purposes to convert all Bid prices expressed in various currencies is  US$
The source of exchange rate shall be Central Bank of Liberia
The date of exchange rate shall be Date of bid opening , Monday , April 27, 2026

	33.
	34.1
	Post-qualification “Will Not”  be  considered.

	F. Award of Contract

	34.
	38.1
	Percentage for quantity increase or decrease is NA

	37.
	43.1
	The Adjudicator proposed by the Procuring Entity is  The Public Procurement  and Concessions Commission Complaint, Appeal and Review Panel  
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	Lot-No.
	
ITEM / ACTIVITY
	MINIMUM SPECIFICATIONS     REQUIRED
	  SPECIFICATIONS  OFFERED 
	LITERATURE TO  SPECIFICATIONS OFFERED

	


1
	· 

· 
· Repair and Maintenance 
· 
· a) Diagnostic Service 
 
·  






b) Installation Service
	 Air conditioning and refrigerators are properly checked for operation. 
Motors are checked, repaired and damaged are replaced.
All other parts of at least three type of AC are check.

 Compressor, capacitor, sensor, installation pipe, Freon R22, Freon R134A, electronic board, thermostat, transformer, pressure machine and meter reader are all installed 

 
	




 




	



 

	Lot 2
	 Repair and Maintenance 



a) Hardware service 
	· * For all hp Printers
· 
* For  all dell printer
* For all Canon Printers

* For all Hp Computer (desktop & Laptop)

* For  all dell  Computer (desktop & Laptop)
 
*  For Great wall laptop

* For all Ups  

 
	
	

	
	· b) Software Service

	· *  For all  of the immediate above where applicable
	
	


SPECIFICATION AND PERFORMANCE REQUIREMENTS




SECTION VI:  STATEMENT OF REQUIREMENTS




STATEMENT OF REQUIREMENT

The service to be rendered to the Ministry of Foreign Affairs by a selected firm shall consider the below:
	PROPOSED BY PURCHASER
	ACCEPTED / UNACCEPTED BY VENDOR (YES OR NO)

	· That the anticipated vendor should at all-times accept delivery time described by the Ministry as may be consistent with Column ‘2’of the Schedule of Payment without hesitation.
	· 

	
	

	· That the office hour of the selected vendor shall be between the hours of 9 A.M - 5:00 P.M from Mondays to Fridays; and between 9:00 A.M – 2:00 P.M on Saturdays. Vendor is required to perform task outside of the aforementioned hours and days should there be need by the purchaser.
	· 

	
	

	· Must have the ability to Pre-Finance the service to the extend as may be required by the Ministry.
	· 


_______










SECTION VII:  ACTIVITY SCHEDULE
	A
	B
	C
	D
	E
	G

	No.
	
Activity
	
Qty
	
UoM
	

 
U/P
	
Delivery schedule


	
	
	
	
	
	Required Time for Delivery
	Offered time For delivery (Please  indicate YES or NO )

	1.
	Repairs and maintenance Service – Cooling Materials
	EA

	Set

	
	X< 2 days   upon issuing of a call off order or Purchase order.
	

	2
	Repairs and maintenance- Office Equipment

	EA
	PC
	
	X< 2 days   upon issuing of a call off order or Purchase order.
	



















[letterhead paper of the Employer]
[date]
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