The Rwanda Institute for Conservation Agriculture
R I ‘ A Kagasa-Rweru Rd, off RN 15
P.O. Box 007 Nyamata

Rwanda Institute For Bugesera, Rwanda
Conservation Agriculture WWW.rica.rw

Bidding Guidelines and Procedures

1. Introduction and Scope

This document outlines the official procedures and requirements for submitting bids to the Rwanda
Institute for Conservation Agriculture (RICA) for the procurement of goods, services and related activities.
These guidelines govern all aspects of the bidding process, from submission to contract award, with a focus
on achieving value for money and ensuring fair competition.

This process is guided by principles of transparency, fairness, and efficiency to ensure optimal outcomes.

2. Definitions

For the purposes of these guidelines:

- Procuring Entity: Refers to RICA.

- Entity: Refers to a legal person, including its directors, owners, or any individual acting on behalf of
the entity.

- Contract: The binding agreement between RICA and the successful bidder.

- Bid: A formal offer submitted in response to a procurement opportunity.

- Substantially Responsive Bid: A bid that conforms to all essential terms and conditions.

- Lowest Evaluated Bid: A substantially responsive bid offering the best value for money,
considering both cost and qualitative factors such as performance, reliability, and sustainability.

- Goods: Items to be supplied, including equipment and materials.

- Services: Tasks, work, or activities performed by an individual or organization, including consulting,
technical assistance, maintenance, training, or other professional services.

- Sub-Contractor: Any person or entity to whom the bidder subcontracts a part of the supplies.

3. Eligibility Requirements

3.1. Qualified Bidders

Entities eligible to participate must:

- Maintain valid commercial registration or professional licensure (e.g., business registration
certificates).

- Possess current tax compliance certification (e.g., tax clearance certificates).

- Demonstrate sound financial standing (e.g., provide audited financial statements or bank
references).

- For service providers, evidence of expertise in the relevant domain (e.g., portfolio, certifications, or
professional qualifications).

- Bein good standing with regulatory authorities.

3.2. Disqualifying Factors

Entities shall be deemed ineligible if they:
- Are currently blacklisted by the Rwanda Public Procurement Authority or RICA
- Have received corruption-related convictions in Rwanda or elsewhere
- Have unresolved disputes with previous service contracts
- Are in bankruptcy proceedings
- Are excluded under applicable regional or international conventions
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3.3.

Conflict of Interest

A bidder shall not have a conflict of interest. Examples include:

Association with a firm involved in preparing the design or specifications used in the procurement
process.

Submission of more than one bid in the same process, except as alternative offers permitted under
the rules.

Association with a staff member involved in the awarding of the bids and also a bidder must
disclose any relation with a staff member

4. Professional Standards and Ethics

4.1.

Prohibited Practices

Bidders are encouraged to conduct themselves with integrity, ensuring honesty, transparency, and
accountability throughout the bidding process.

The following conduct shall result in immediate disqualification:

Corruption: Offering any form of inducement to influence procurement decisions

Bribery: Offer bribes to the staff involved in Procurement process to influence their decisions
Fraud: Misrepresentation or omission of material facts; misrepresentation of qualifications,
plagiarism in consultancy work, failure to deliver agreed services

Collusion: Coordination with other bidders to manipulate the process

Coercion: Any form of threat or intimidation

Obstruction: Interference with audit or investigation processes

Sanctions may include cancellation of awards and blacklisting from future opportunities.

5. Required Documentation
All bids must include:

5.1.

Administrative Documents

Completed Bid Submission Form

Detailed Price Schedules

Full Registration Certificate including shareholders

Trading License

Social Security Certification

Tax Clearance Documentation

Authorized Signatory Documentation

Relevant references of at least 3 main customers and contact details

For services, additional documentation may include:

Professional Certification
List of key personnel
Work portfolio

Additional documentation may be required depending on the nature of the bid.
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5.2. Technical Documents

- Comprehensive Technical Specifications

- Product Documentation/Catalogs as Required
- Certificates of Origin

- Manufacturer's Authorization

- Relevant Reference Documentation

- Samples may be requested

For services, additional documentation may include:
e Methodology or approach plan
e Work timeline
e  Staff resumes

6. Financial Requirements

6.1. Pricing Protocols

- Allitems must be individually priced

- Prices must include all applicable costs

- Any discounts must be clearly stipulated

- Prices shall be quoted in Rwandan Francs for local expenditures

- Price validity must extend throughout the specified period

- Pricing for services must include labor costs, overheads, applicable taxes, and any reimbursable
expenses.

6.2. Exchange Rates

The conversion of foreign currency bids to Rwandan Francs will use the mean exchange rate established by
the Banque Nationale du Rwanda on the submission deadline date.

7. Submission Procedures

7.1. General Requirements

- All bids must be submitted via designated channels

- Submissions must meet stated deadlines

- Proposals for services must include details like timelines, milestones, and deliverable
- Late submissions shall not be considered.

- Modifications are permissible only prior to submission deadline

7.2. Confidentiality

All bid-related information shall remain confidential until formal contract award. Bidders must label
confidential documents clearly, and RICA will ensure all bid materials are stored securely and accessed only
by authorized personnel.

8. Evaluation Methodology

8.1. Evaluation Process

The evaluation shall proceed as follows:

1. Preliminary Examination for Completeness: Ensures that all required documents have been
submitted.
Technical Compliance Assessment: Confirms conformity to required specifications and standards.
Financial Evaluation: Analyzes pricing to ensure value for money.
Qualification Verification: Assesses the bidder’s capacity to deliver on the contract.
Final Selection: Identifies the bid offering the best value based on cost-effectiveness and other
evaluation factors.
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8.2. Award Criteria

A scorecard format is compiled for the evaluation of bids. The procurement committee determines the
criteria for evaluation and the weight given to each category.

The contract shall be awarded to the bidder whose proposal is determined to offer the best value for
money. This includes a combination of competitive pricing, adherence to technical requirements, and
overall cost-effectiveness.

The lowest cost bid will not automatically be considered the best.

9. Contract Award Process

9.1. Notification

- All bidders shall receive formal notification of bidding outcomes.
- Successful bidders shall receive detailed award documentation

9.2. Contract Execution

Successful bidders must execute the contract within fifteen (15) days of notification. (Template available
online)

9.3. Rights Reserved

RICA reserves the right to:
- Accept or reject any bid.
- Cancel the bidding process at any time.

10. Administrative Provisions

10.1. Clarifications

- Requests for clarification must be submitted in writing at least three days prior to the bid
submission deadline.

- Responses shall be communicated to all bidders.

- All clarifications become part of the bidding documents.

10.2. Modifications

RICA reserves the right to modify requirements prior to the submission deadline, with appropriate
notification to all bidders.

This document supersedes all previous versions and shall govern the procurement process until further
notice.
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