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Special Instructions to Bidders for E-Bidding

General procedures for electronic bid submission (e-submission) is described below.

Bid preparation

A Bidder who wish to submit the bid electronically may purchase the Bid Document directly from
the Employer office or may download the bid document from the website and deposit the
equivalent amount in the Revenue account of the employer as specified in the notice or/and Bid
Document.

Description of bid submission procedure through electronically (e-submission) only:

) Interested bidders shall, either purchase the Bid Document directly from the Employer
office or may download the bid document from the website and deposit the equivalent
amount in the Revenue account of the employer as specified in the notice or/and Bid
Document.

i) The Bidder shall fill the following documents and forms (in hard copy of issued bid
documents), signed by the authorized representative with seal of the company

a) Bill of Quantity (BOQ) with rate, amount
b) Forms of Bid, Qualification Information

iii)  The Bidder shall then scan the completed original documents, forms in PDF files with

appropriate filename shown in the table below.

S No Document PDF File Name Requirement Remarks
1  |Letter of Bid Letter of Bid-1 Mandatory
2 |Bid Security (Bank Guarantee) Bid Security-2 Mandatory
3 |Company Registration Company Reg-3 |Mandatory All firms of JV
4 |VAT Registration VAT Reg-4 klﬂéat?gr?;?r irmsfor All firms of JV
Tax clearances certificate for F/Y Mandator for .
5 |o72i73 Tax-5 National firms  |/\lI firms of JV

6  |Power of Attorney of Bid Signatory |Power of Att-6 Mandatory

7 gg?tlirll?csaste Registration  (License) License-7 Mandatory
8 Eggﬁm\e/r%ucher for Cost of Bidding Voucher-8 Mandatory
9 |Joint Venture Agreement JV-Doc-9 M?rgdatory for v In case of JV
10 |Qualification Information Qualifications-10 |Mandatory
; ; : ; ; Mandatory if
11 |Applicable Price Adjustment Table |Price adjust-11 applicablé
12 |Complete BOQ BOQ-12 Mandatory
13 |Eligibility Information Eligibility-13 Mandatory




14 |Schedule of Requirement Sch. Of Req.-14 |Mandatory

15 |Manufacturers Authorization Auth-15 Not Mandatory

16 |Technical Data Sheet TDS-16 Mandatory .
Catalogues mentioned in Technical deltlonal

17 Specification Catalogues-17 Mandatory ocuments

18 |Type Test Certificate Certificate-18 Not Mandatory

19 |ISO certificates 1SO-19 Not Mandatory

Note; Mandatory means the mentioned files shall be in e-submission and non-submission of such
file shall be considered as non-responsive.

iv) For e-submission purpose the Bidder shall, at first, register in the e-procurement section
of NEA Web site http://www.nea.org.np

V) After preparing all the required bidding documents in PDF scan files as specified in (ii)
and (iii), the Bidder shall upload the PDF bid files and submit his complete bid online
through e-procurement section of NEA website http://www.nea.org.np within the
specified date and time.

The Employers address for the purpose of e-submission of bid:

The Employers address for the purpose of electronic Bid submission is e-procurement section of
http://www.nea.org.np.

In case of e-submission of bid, the bidder shall submit his bid electronically in PDF files in the
manner as specified above and additional submission of hard copy of "Original plus one copy of
bid" is not mandatory.

In case both the electronic bid and original bid in hard copy are submitted to the Employer within
the specified time period, the Bidder's electronic bid and original bid in hard copy will be accepted
for evaluation provided the Bid price in Bill of Quantity Sheet is same. If there is any discrepancy
in Bid price in Bill of Quantity between the electronic and original bid in hard copy it will be
treated as two separate bids from one Bidder and hence, both the electronic bid and original bid in
hard copy shall be disqualified, as per ITB Clause.

However, for electronically submitted bid in PDF files, the bidder shall be required to submit
documents/clarifications as specified in ITB Clause.

The deadline for e-submission of bids shall be;

e Bidders shall be also explained about the details of e-submission procedures in the pre-bid
meeting.

e The e-procurement system will accept the e-submission of bid during office hours from the
date after publishing the notice and will automatically not allow the e-submission of bid
after the deadline for submission of bid, as specified above.

e The standard time for e-submission is Nepalese standard time as set out in the server of
NEA.

e In case of e-submission of bid, the Bidder shall submit his bid electronically in PDF files
in the manner as specified in ITB Clause only, and submission of "original plus one copy"
shall not be required before deadline for submission time as per ITB Clause.

% e
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Provision for Substitution or Modification or Withdrawal of Bid

When a bidder submits his bid in hard copy the e-procurement section does not allow the Bidder
to submit his Substitution, or Modification, or Withdrawal through e-procurement section of
NEA's Web site.

In case of e-submitted bid;

e Bidders may submit his Substitution or Modification or Withdrawal either in hard copy or
through e-submission.

e [For Substitution of Bid the Bidder shall follow similar steps as specified in ITB -Clause
with a Substitution letter in PDF file.

e For Modification or Withdrawal of bid the Bidder is required to submit PDF scan copy of
their Modification or Withdrawal letter and a written Power of Attorney of the signatory
for Modification/ Withdrawal, duly signed by Authorized Representative/s of the Firm / all
authorized Joint Venture partners.

Bid opening for e-submitted bid;

e Electronically submitted bid shall be opened first at the same time and date as specified in
the ITB and IFB notice.

e The e-procurement system allows the Employer to download and open the e-submitted bid
files from bidders only after the time for opening the bids.

e The e-submitted bids must be readable through open standards interfaces. Unreadable and
or partially submitted bid files (not complying the ITB Clauses) shall be considered
incomplete and rejected for further bid evaluation.

e After opening of e-submitted bids files, all files shall be printed and recorded at the time
of bid opening.

In case of "WITHDRAWAL" or "MODIFICATION" or "SUBSTITUTION" by the Bidder
through e-submission, the e-submitted PDF files under "WITHDRAWAL" or "MODIFICATION"
or "SUBSTITUTION" shall be opened and read out first. Bids for which acceptable notice of
"WITHDRAWAL" or "SUBSTITUTION" has been submitted pursuant to ITB Clause shall not
be opened.

Clarification of Bid

In case of e-submission of bid, the Bidder shall be required to submit the original completed Bid
consisting of Forms of Bid, Qualification Information, Special Conditions of Contract, Bill of
Quantities, Supplementary Information and other clarifications for verification purpose upon
notification to do so from the Employer.

Examination of e-submitted Bids and Determination of Responsiveness

For a e-submitted bid to be substantially responsive the requirement as specified in the ITB Clauses
shall be fulfilled.

Evaluation and Comparison of e-submitted Bids

In case of e-submitted bids, the Employer evaluates the bid based on the information as per
electronically submitted bid files. For clarification/ verification purpose, the Employer may request
the Bidder to submit documents/ clarifications as specified in ITB Clause.
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In case, the Bidder could not substantiate or provide evidence to prove the information provided
in e-submitted bid through documents/ clarifications as per ITB Clause, the bid shall not be
considered for further evaluation and respective ITB Clause for forfeiture of bid security shall be
applicable.

Steps to be followed by a Bidder to submit the electronic bid submission

1. Prepare the paper bid document

Either purchase the Bid Document directly from the Employer office or may download the
bid document from the website and deposit the equivalent amount in the Revenue account
of the employer as specified in the notice or/and Bid Document.

Fill the rates and amount in BOQ),

Fill the Bid Form,

Prepare the necessary copy of Company registration, VAT/PAN registration, Tax clearance
certificate,

Prepare the necessary specific papers like Power of Attorney for bid signatory, Joint
Venture agreement, if bidding in JV,

Prepare summary of qualification information sheet (Financial turnover, Experience,
Manpower, Equipment, Credit line, Litigation etc) in the specified format,

Prepare the bid guarantee letter for the specified bid security amount and in the specified
format,

2. Prepare the Electronic bid files in pdf format
Once prepared the above paper documents the bidder shall prepare the electronic bid files in
pdf format as follows;

Scan the above documents in pdf format, give the specific file name for each document,
Prepare all scanned bid files in pdf format and save them in a separate folder in own
computer to ease bid uploading process.

3. Electronic bid submission

Once the electronic bid files are ready the Bidder shall connect to internet,

Open the NEAs website www.nea.org.np and open E-procurement section,

Register in the Bidders name and get User name and Password for Login,

Confirm the registration by clicking the specified link in auto generated e-mail from NEAS
web site,

After confirmation for bidder’s registration click Bidder, fill User name, Password and
Login,

Choose and click the specific tender notice for which the electronic bid files has been
prepared,

Click the Bid now button to submit the electronic bid files,

Upload each specified electronic bid files by clicking the Upload button and select the
respective bid files by Browsing,

Once all the electronic bid files are uploaded, click the Submit the Bid button for final e-
submission of electronic Bid,
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e Once the e-submission is successfully completed the Bidder shall receive a auto generated
confirmation e-mail from the NEAs website,

e Bidder to keep the conventional paper bid document, qualification information, and other
related documents safe as the Buyer may seek the supporting bid documents and
clarifications, as necessary during bid evaluation process.

e The Bidder shall submit the necessary supporting documents and clarifications
(conventional bid document)
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