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P A R T   I

BIDDING INSTRUCTIONS

1.        GENERAL
1.1      BACKGROUND

Allied Land Component Command Headquarters Madrid (CC-Land HQ Madrid) is located, on a temporary basis, at Retamares barracks in Pozuelo de Alarcón near the city of Madrid. Rehabilitation works are being carried out. 

Staff members, personnel from associated organizations, and their dependants will represent in a near future a population of approximately 650 people originating from more than 15 countries.

1.2       PURPOSE
The purpose of this Invitation For International Bid (IFIB) is to award a contract to furnish the necessary manpower, assets and supervision required to provide the stationery supply within the CC-Land HQ Madrid premises located at Pozuelo de Alarcón, Madrid. The performance of the service will be in accordance with the technical specifications described in the Part III (SPECIAL PROVISIONS AND PERFORMANCE REQUIREMENTS).

1.3
DEFINITIONS

a. The term "Prospective Bidder" shall refer to the entity that has completed and returned the Enclosure of the transmittal letter of this IFIB, and has indicated thereon its intention, without commitment, to participate in the bidding.

b. The term "Bidder" shall refer to the bidding entity that has submitted a bid in response to this IFIB.

c.
The term "Contractor" shall refer to the bidder to whom the contract is awarded.

d.
The term "Contracting Officer" designates the official executing this invitation for international bids on behalf of Allied Land Component Command Headquarters Madrid (CC-Land HQ Madrid).

e.
The term "days" as used in this IFIB shall, unless otherwise stated, be interpreted as meaning calendar days.

1.4
 ELIGIBILITY

This Invitation For International Bid is open to bid from firms established in NATO countries, with the exception of France which does not fund this Headquarters, legally authorized to operate, at the time of bidding, this kind of enterprise. 
2.
PARTIAL BIDDING
Partial bidding is not allowed; the bidder must submit a bid that meets all the requirements of this IFIB.

3.
         AMENDMENT OF IFIB
CC-Land HQ Madrid reserves the right to amend or delete any one or more of the terms, conditions or provisions of the IFIB prior to the date set for the bid closing. An amendment or amendments to this IFIB will announce such action.

4.
CANCELLATION OF IFIB
CC-Land HQ Madrid reserves the right to cancel this Invitation For International Bid in its entirety AT ANY TIME. No legal liability on the part of CC-Land HQ Madrid for payment of any sort shall arise and in no event will a course of action lie with the bidder for the recovery of any costs incurred in connection with preparing or submitting a bid in response hereto. All effort initiated or undertaken by the bidder shall be done considering and accepting this fact.

5. 
GUARANTEES
5.1. 
BID GUARANTEE

It is not required to furnish a guarantee for international bidding.

 5.2. 
PERFORMANCE GUARANTEE

The Bidder whose bid is accepted shall furnish a performance guarantee within 10 days after the award and always before the signature of the contract. If he fails to give such guarantee CC-Land HQ Madrid may award the Contract to a different bidder.

The performance guarantee, which will be in an approximate amount of, but not exceeding, 4% on the estimated value of the contract, may be submitted by means of a Bank Guarantee in the form of a certified cheque, cashier's cheque, irrevocable letter of credit, or such other financial instrument issued by a major banking institution governed by national legislation and acceptable to the Contracting Officer. Limited automatically terminated bank guarantees are not acceptable.

This guarantee will be given back to the Contractor within three (3) months after the termination of the contract. A previous liquidation will be done, discounting from the guarantee value the amounts that could be owed by the Contractor for damages suffered in buildings, furniture and installations that are considered CC-Land HQ Madrid furnished property. The decreasing value of such elements due to the normal use of them will not be take into consideration. This guarantee will be used also to ensure payment for all or part of Contractor's financial liabilities arisen from the performance of the contract (e.g. delay, default, etc.). 

6.
 BIDDER’S CONFERENCE
6.1
 PURPOSE
a.
CC-Land HQ Madrid Contracting Officer will conduct a Bidder's Conference to explain/clarify functional and contractual requirements to the bidders.

b.
In order to have a clear knowledge of the CC-Land HQ Madrid environment and understand the requirements, attendance at the Conference is recommended for those firms wishing to make a bid.

c.
The bidders are expected to use the Conference to clarify any perceived inconsistencies, uncertainties and/or ambiguities in the terms, conditions, or other requirements of the IFIB as to the meaning of any words, phrases or requirements, or any other matters which cause the prospective bidder to question whether he has a full and complete understanding of the IFIB and of the undertakings that would be inherent in any resulting contract.

6.2
 BIDDER’S CONFERENCE DATE, LOCATION AND LANGUAGE
The Bidder’s Conference for this procurement will be conducted, in English and Spanish, at CC-Land HQ Madrid (Pozuelo de Alarcón), in Building 18 on the date and time indicated by a letter from CC-Land HQ Madrid. To reach CC-Land HQ Madrid, take exit No. 36 (marked “Boadilla del Monte/Madrid/Ciudad de la Imagen) on highway M-40, take direction “Ciudad de la Imagen” and follow M-511 until the first roundabout turning left to enter CC-Land HQ Madrid. 

6.3 SITE VISIT
A site visit will take place during the Bidder’s Conference.

6.4 REGISTRATION

a. Attendance at the Meeting is restricted to three (3) representatives from each bidder.

b. Bidders wishing to attend must register by completing the applicable section of the Acknowledgement Form attached to the transmittal letter for this IFIB. The names of the attendees may be changed until three (3) days before the conference date.

c. The Bidder's Conference and Site Visit will be at NATO UNCLASSIFIED level, hence no security clearance is required for attendance.

6.5
     QUESTIONS AND ANSWERS

a.
The bidders are encouraged to submit to the Contracting Officer their questions in writing, by fax or e-mail, not later than three (3) working days before the meeting. During the meeting all questions will, to the extent possible, be answered verbally.


b.
Remarks and/or explanations made at the meeting shall not qualify/modify the terms of this IFIB unless duly recorded in the formal written minutes.

c. All questions and answers will be formally recorded in the Minutes of the Bidder’s Conference.

6.6
     CONFERENCE MINUTES

The Minutes of the Bidder’s Conference will be released as a formal supplement to this IFIB so as to constitute a single binding document. The minutes will be mailed only to the prospective bidders in attendance at the conference.

7.
COMPLIANCE
7.1 The bidder's proposal must be based on maximum compliance with the terms, conditions and requirements of the IFIB and/or amendments.

7.2 To take account of alternative solutions the bidder may offer variations in specific implementation and functional details, provided that stated functional and performance requirements of the IFIB are fully satisfied and explained.

7.3 The bidder will include in his bid a compliance statement in accordance with Enclosures 1a and 1b to this Part I. He shall list thereon, when applicable, all deviations from the Contractual and Performance Requirements of the IFIB.

7.4 The bidder must clearly describe what is being offered and how it meets all the requirements.

7.5 Failure to submit a Compliance Statement will result in disqualification of the bid.

8. ACTIVATION SCHEDULE
The activation of the service by the Contractor shall be executed in such a way so as to guarantee a full operational availability on January 1, 2007.

9.
 DURATION OF CONTRACT
9.1 
The contract will be effective from the day of the last signature by the contracting parties, and it will be in force until the 31st of December, 2007, with the possibility of four one-year extensions. However CC-Land HQ Madrid is funded on an annual basis by the Military Budget of NATO. Whereas there is every expectation that funds will be made available in future years, funding is only available for the first year of the contract, therefore notice of termination or extension will be provided in writing by the Contracting Officer no later than 15 days before the contract expiration date. If termination must occur because of lack of funding, the Parties agree that the termination will not be treated as termination for the convenience of CC-Land HQ Madrid.

9.2
Provisions about termination of the contract are contained in clauses 19, 22, 23 and 24 of Part II.

10.
EXEMPTION FROM TAXES
The goods and services provided to CC-Land HQ Madrid are exempted from Value Added Tax. The process to receive such financial advantages is described in Paragraph 24 of Part II.
11.
CONTENTS OF BID PROPOSAL
11.1
NUMBER OF COPIES.

The bid shall be submitted in one (1) package consisting of two (2) sealed envelopes as described below.

11.2
BID PACKAGE.

The bid shall be subdivided into two parts:
a. ENVELOPE 1: LEGAL AND ADMINISTRATIVE DOCUMENTATION AND PERFORMANCE PROPOSAL.

The LEGAL AND ADMINISTRATIVE DOCUMENTATION AND PERFORMANCE PROPOSAL must include the following as a minimum:

· The Bidder's name, address, point of contact, e-mail and telephone and fax numbers.

· References of other clients, if any, where the bidder provides similar services and a list of the facilities, if any, of the Bidder or that the Bidder operates direct or indirectly.

· Documentary evidences that the bidder is authorized to establish and operate this kind of enterprise. Particularly:

· If the enterprise is a legal entity, by certified true copy of the foundation document and modification, if any, registered in the Business Register, when this requisite is compulsory in accordance with the commercial legislation to be applied. If not, the accreditation will be done by means of the certified true copy of the document of foundation, modification, statutes or foundational act, which states the rules regulating its activity, registered in this case in the correspondent Official Register. Include also a photocopy of the tax registration document.

· If the enterprise is an individual person, by certified true photocopy of her/his national identity card or that of the representative of that person.

· Those that appear or sign proposals in the name of others must enclose the certified true copy of the correspondent power of attorney and photocopy of the national identity card.

· Documentary evidence of being updated in the fulfilment of the following tax duties:

The supporting document for these circumstances will be an administrative certification provided by the competent authority.

When the enterprise is not obliged to present such declarations or documents stated above, this circumstance will be supported by a declaration of the enterprise.

· Documentary evidence of being updated in the fulfilment of the National Social Security duties.

The supporting document for these circumstances will be an administrative certification provided by the competent authority. When the enterprise is not obliged to present such declarations or documents stated above, this circumstance will be supported by a declaration of the enterprise.

· In case of a temporary union of contractors for performing this contract, apart from the corresponding documentation indicated above, the appropriate document of constitution must be furnished once the contract is awarded, and they must appoint a unique representative with the powers of attorney.

· Economical and financial standing, that may be demonstrated by means of:

· Report of financial institutions or, if it is the case, supporting document of the existence of insurance for compensation due to professional risks.

· Declaration about the global amount of business, supplies, services or other works performed by the enterprise in the last three fiscal years.

· Technical and professional standing of the Contractor, taking into account his technical knowledge, efficiency, experience and reliability, depending on the purpose of the contract, that may be demonstrated by means of:

· The professional degrees or diplomas of the contractors and the management personnel and, particularly, the personnel responsible for the performance of the contract.

· A list of the main services or works performed in the last three years including amounts, dates, and private or public beneficiary of those services or works performed.

· Any kind of quality certification awarded to the Bidder by an Official Institution (such as ISO certifications).

· General information as appropriate for an evaluation to determine whether the offer meets all the requirements of the IFIB and to identify exactly what the bidder proposes to furnish and what CC-Land HQ Madrid would be receiving when making the award.

· Information regarding the availability of a web-based solution for ordering. Bidders should include information covering (but not limited to) the following:

· Website address

· Secure access with login and password

· Availability of service (24 hours a day, 7 days a week)

· Personalisation of website for CC-Land HQ Madrid (personalised catalogue including prices)

· Encrypted information to ensure total confidentiality

· 100% real time information regarding delivery details, cost, etc.

· Other goods and services which the company can offer such as, but not limited to:

· Gifts

· Printing (eg colour magazines)

· The Compliance Statement for Part II, the Contractual Provisions. (Enclosure 1.a to Part I).

· The Compliance Statement for Part III, the Special Provisions and Performance Requirement (Enclosure 1.b to Part I).

The envelope containing all the referred documents will be sealed and marked “Sealed bid to IFIB ACO-MAD-06-33. ENVELOPE 1: LEGAL AND ADMINISTRATIVE DOCUMENTATION AND PERFORMANCE PROPOSAL.”

b. ENVELOPE 2: PRICE PROPOSAL


The PRICE PROPOSAL must include the following as a minimum:

· The Bidder's name and address.

· The price proposal in accordance with Enclosure 2 to Part I.  The price proposal will include the following concepts:

· Supplier catalogue prices. These prices must be expressed net (without tax).

· Discount factor on all catalogue items.

In order for Bidders to be able to calculate the discount that they wish to offer, it should be noted that the estimated consumption for year 2007 is Thirty Thousand (30000) euros. Any alteration in the estimated consumption will be notified to the prospective Bidders and, in accordance with the respective clause in Part III will be subject to amendment of this discount factor.

Additionally bidders should note that the items most usually purchased will be from the following categories:

· Pens, pencils, markers, fluorescent markers, mechanical pencils and leads

· Correction liquid, correction tape, correction pens

· Glue sticks, glue rolls, tape for packaging, adhesive tape

· Cutters, staplers, staples, scissors, perforators

· Files, dossiers, indices and separators, subfiles

· Rulers, drawing materials 

· Plastic & metal binding materials (spools and cover sheets)

· Notebooks A5 / A4 with / without spare sheets

· Perforated notebooks

· Post-it notes

· Erasers

· Whiteboards with / without stand, corkboards

· Trays

· Classifiers

· Identification (name cards holders, etc.)

· Organisers

· Waste bins

· Planning charts

· Paperclip holders, pencil holders, post-it holders, calendar holders

· Labels (continuous, CD, multi-usage)

· White / colour paper multi-usage

· Accessories for packaging

· Bubble envelopes, cardboard boxes, rope, bubble paper, bags

· Envelopes (standard and non-standard)

· Document holders (for PC)

· Footrest

· Batteries

· Binding machines, guillotines, paper shredders

· ADP accessories

· Inkjet, laser, copier machines cartridges

· Cleaning materials for computers, keyboards, etc.

· If this information is available on CD-ROM this should also be included with the price list (net prices) or alternatively the supplier may indicate the company internet address if this includes a full net price list and catalogue.

The Price Proposal for the services shall be submitted using the form attached as Enclosure 2 to Part I. It is understood that the prices offered include all the expenditures that the Bidder have to face for the performance of the contracted work, comprising general expenditures, financial expenditures, profits, insurance, transport, working time of technical personnel at Contractor’s charge, expenditures of checking and testing, and all duties when applicable (acquisitions and rendering of services to CC-Land HQ Madrid are exempt from all Spanish duties and taxes).

The envelope containing all the referred documents will be sealed and marked “Sealed bid to IFIB ACO-MAD-06-33. ENVELOPE 2: PRICE PROPOSAL.”

12.
BID SUBMISSION
12.1
LANGUAGE

Bids shall be submitted in the English language.

12.2
BID MAILING

a.
The package containing the sealed envelopes will be marked in a prominent place with the IFIB reference (ACO-MAD-06-33) and your firm's identification, and addressed to:

CC-LAND HQ MADRID

PURCHASING & CONTRACTING OFFICE

(TO BE OPENED ONLY BY THE CONTRACTS AWARD COMMITTEE)

CARRETERA DE BOADILLA KM 3,400

POZUELO DE ALARCON

28223 MADRID, SPAIN

b.
Bids hand carried to CC-Land HQ Madrid or delivered there by commercial courier and parcel‑delivery companies is to be handed over to a representative of the Purchasing & Contracting Branch, Building 22, at CC-Land HQ Madrid  (telephone ext. 6132) and this on working days between 09.00 to 13.00 h and 15.00 to 1700 h. The time and date the bid is handed in will be recorded on the envelope or package and the delivery agent will be requested to sign the date/time endorsement, signifying its agreement to its accuracy.

13.
BID CLOSING DATE
Bids must be received at CC-Land HQ Madrid not later than 12.00 hours (noon, Spanish Time) on the date indicated on the transmittal letter of this IFIB, or the authorized extension thereof. At that time and date bidding will be closed.

14.
BID VALIDITY
Bids submitted shall remain valid for a period of sixty (60) calendar days counted from the bid closing date. CC-Land HQ Madrid reserves the right to request an extension of validity if a decision cannot be made within this time. Bidder will be entitled to either grant or deny this extension of validity; CC-Land HQ Madrid will automatically consider a denial as a withdrawal of the bid.

15.
CLARIFICATION OF PROPOSALS
During the bid evaluation process CC-Land HQ Madrid reserves the right to discuss any bid with the bidder in order to clarify what is being offered and to resolve any potential areas of non‑compliance.

16.
AWARD
Contracts will be awarded to the bidder that provides the service required at the lowest price. CC-Land HQ Madrid reserves the right to negotiate the final terms and conditions of the contract before making the award. CC-Land HQ Madrid will also take into consideration the references of the bidder and his professional reputation; to this effect CC-Land HQ Madrid will reserve the right to visit some of the bidders’ premises in order to further assess the strength of his bid.

17.
COMMUNICATIONS AND CONTACTS FOR CLARIFICATION
17.1
COMMUNICATIONS IN GENERAL

Any communications related to this IFIB, between a prospective bidder, and CC-Land HQ Madrid shall only be through the CC-Land HQ Madrid Contracting Officer. The Contracting Officer is the only individual who may, during the solicitation and evaluation period, answer inquiries regarding this IFIB. 

17.2 
POINT OF CONTACT
a.     Point of contact:
Maxine Raynor


Contracting Officer

Telephone:
+34 91 5126132

Fax:

+34 91 5126464

E-mail:
g8pandc@lamd.nato.int

c. All correspondence in general, is to be forwarded to:

CC-LAND HQ MADRID 

PURCHASING & CONTRACTING OFFICE

CARRETERA DE BOADILLA KM 3,400 

POZUELO DE ALARCON 

28223 MADRID, SPAIN

----‑‑‑‑----‑‑‑‑---------‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑ (End of Part I) ‑‑‑‑‑‑--------------------------------‑‑​

Enclosure 1a to Part I

(to be completed and enclosed with your bid)

COMPLIANCE STATEMENT FOR PART II (Contractual Provisions).

It is hereby stated that our bid is fully compliant with CC-Land HQ Madrid CONTRACTUAL PROVISIONS FOR INDEFINITE-DEMAND / INDEFINITE QUANTITY (ID/IQ) CONTRACTS as contained in Part II of the Invitation For International Bid, with the following exception(s):

Clause



Description of Deviation

Date


:
...................................

Signature

:
...................................

Name & Title

:
...................................

Company


:
...................................

Bid Reference

:
ACO-MAD-06-33

Enclosure 1b to Part I

(to be completed and enclosed with your bid)

COMPLIANCE STATEMENT FOR PART III (Special Provisions and Performance Requirement.)

IMPORTANT:

This compliance statement must be completed 
for each offered solution or alternative!

It is hereby stated that our bid is fully compliant with the Special Provisions and Performance Requirement as contained in Part III of the Invitation For International Bid, with the following exception(s):

Paragraph


Description of Deviation

Date


:
...........................................

Signature

:
...........................................

Name & Title

:
...........................................

Company


:
...........................................

Bid Reference

:
ACO-MAD-06-33

Enclosure 2 to Part I

(to be completed and enclosed with your bid)

ACO-MAD-06-33 PRICE PROPOSAL

                                                                                                                    _     (name) on behalf of the firm

                                                                                                           
 offers to provide CC-Land HQ Madrid with the services (collectively referred as “items”) set forth herein, subject to the provisions, terms and conditions stated in the referred IFIB and the Performance Proposal submitted in response to it.

1.
Company net catalogue prices. The company has presented its current catalogue and prices, which will be used by CC-Land HQ Madrid as part of the award decision.

2.
Discount factor:

	Description
	Discount %

	Applicable on prices on items included in the company catalogue(s) (Note: Estimated consumption for year 2007 is Thirty Thousand (30000) Euros).
	


The undersigned is authorized representative of the firm stated above and hereby offers this price proposal.





_____________________    _________







Bidder's signature

Date
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