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Guidance Notes on the use of
The,Rgquest fg-r Q.uotation DocrLnlent

1. These guidance notes have been prepared by the CPTU to assist a Procuring Entity in the
preparation of Quotation document, using the Standard Request for Quotation, SRFe, for the
procurement of low value simple, off-the-self, low value Goods and related services. All coneerned
are advised to refer to the Public Procurement Rules, 2008 issued to supplement the Public
Procurement Act, 2006; available on CPTU's website: http://www.cptu.gov.bd/. Guidance notes are
provided for both the Procuring Entity and the Quotationer

2. The procurement under Request for Quotation Method (RFOM) shall follow the provisions pursuant to
Rules 69 to 73 of the Public Procurement Rules, 2008 in accordance with Section 32 of the Public
Procurernent Act, 2006.SRFQ is based upon best national practices that have been adapted to suit
the particular needs of procurement.

3. The use of SRFQ (PGi) applies when a Procuring Entity intends to select a Quotationer (a Supplier)
for the Procurement of Goods and related services under RFQ lUethod (RFQM)pursuant to Rule
69(3) of the Public Procurement Rules, 2008.

4. Pursuant to Rule 71(1) and Rule 71(2) of the Public Procurement Rules, 2008, RFQ shall be invited
through letter, Fax and e-mail. RFQ shall not be required to be advertised in the daily newspapers but
for the minimum circulatlon the Procuring Entity shall publish that advertisement in its website (if any),
including posting in the Notice Board and, shall send with request for publication to the administrative
wing of some other Procuring Entities nearby.

5. Pursuant to Rule 71(3) of the Public Procurement Rules, 2008, RFQ Document shall be issued or
made avai la ble to potential Q uotationers'free-of-cost'.

5. The time-limit for Request for Quotation shall in no case exceed ten (10) days pursuant to Rute 71 (4)
of the Public Procurement Rules, 2008.

7. No Securities such as Quotation Security (i.e. the traditionally termed Earnest lloney, Tender
Security) and Performance Security shall be required pursuant to Rule 70(6) of t-he Public
Procurement Rules, 2008.

L Submission, Opening and Evaluation of the Quotations shall r.espectively be dealt with pursuant to
Rule 72(1), Rule 72(2) and Rule73(1) of the Public Procurement Rules, 2008 as specified in RFQ.

9. The criteria for evaluation, pursuant to Rule 70(a) of the Public Procurement Rules, 2008, shall be
pre-disclosed.

10. Pursuant to Rule 69(5) of the Public Procurement Rules, 2008 the Quotation for standard offthe-shelf
Iow value readily available Goods and related services shall usually be on 'Unit-Rate' basis.

11. The specifications of Goods and related services shall be framed pursuant to Rule 29 of the Public
Procurement Rules, 2008.

12. Splitting the object of Procurement is not permissible pursuant to Rule 69(a) (ka)of the Public
Procurement Rules, 2008.

13. The Procuring Entity shall issue the Purchase Order,pursuant to Rule 73(5) of the Public
Procurement Rules, 2008, to the successful Quotationer following recommendations of the Evaluation
Committee and approval thereupon'of the Approving Authority.

14. The Warranty Period shall usually remain between 3 and 6 months; where applicable.

The Procuring Entity shall further be required to maintain the record of procurernent proceedings
pursuant to Rule 43 of the Public Procurement Rules, 2008.
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Department of Patents, Industrial Dcsigns & Trademarks
MinistrY of Industries

91, Motiihecl Commercial Area, Dhaka-1000
www.dpdt.eqv.bd

REQUEST F'OR QUOTA'I'ION
for prepare and supply ofAudio-visual ofthe book of'Udvaboncr Sathc Bosbas'

Rl'Q No: 36.08,0000.000.001. 17.0306'2

'l'o

,t6r(21
,/

oate:Zfignozs

2.

't.he Department of patents, lndustrial Designs & Trademarks has been allocated public funds and intends to

apply a portion of the funds to eligible paymentl under the Contract for which this Quotation Document is issued.

Detailed Spccifications and, Design & Drawings lor the intended Goods and rclatcd scrviccs shall bc availablc in the

oificc otthe procuring Entity for inspection by the potential Quotationers during office hours on all working days.

Quotation shall bc prepared and subrnitled using thc 'Quotation Docltment'.

4. euotation shall bc completed properly, duly signed-dated each page by the authorized signatory and submitted by

thc date to the office as specified in Para 6 below.

5. No Securities such as euotation Security (i.e. the lraditionally termed L',amest Money, 'l'ender Security) and

pcrformance Security stratt Ue required for subtrission of the Quotation and delivery of the Goods (if awarded)

rcspcctivcly.

6. euotation i1 a soaled envelope or by fax or through clectronic rnail shall bc submittcd to thc officc o[ thc

undcrsigned on or bcfore 7.10.2025 at 11.00 A.M.'l-he cnvclopc containing thc Quotation must bc clcarly rnarked

euotation for preparc and supply of Audio-visual of thc booh of 'Uclvaboncr Sathe llosbas' and D0 NOT

opliN bcl-orc 7.10.2025 at 11.30 p.M. Quorations rcccivcd latcr than thc tirnc specificd lrcrcin shall not be

acccpted.

1. euotations rcccived by fax or through clectronic mail shall be scaled-envclopcd by thc Procuring [ntity duly

marked as statcd in Irara 6 above and, all Quotatiorrs tlrus rcceivcd strall be scnt to thc llvaluation Committcc for

ovaluation, without opcning, by thc samc date of closing the Quotation'

g. 'l'lrc procuring lrntity may extend the deadline for submission of Quotations on justifiably acceptablc grounds duly

rccordcij subjcct to ihreshold often (10) days pursuant to Rule 71 (4) ofthe Public Procuretnent ltulcs, 2008.

g. A1l euotations must be valid for a period of at least 30 (Thirty) days from the closing datc of thc Quotation'

10. No public opcning of Quotations rcccived by the closing date shall be hcld.

11. euotationer,s ratcs or prices shall bc inclusive olprofit an<i overhcad and, a1[ kincls of taxes. dutics, lces, lcvics, and

othcr chargcs to bc paid undcr thc Applicable Law, ilthc Contract is awardcd.

12. l{ales shall bc ciuotcd and, subsccluent payn-lcnts under this contract shall be made in'l'aka currcncy"l-he pricc

offered by thc Quotationer, if acocpted shall rcmain fixsd l'or thc duration olthc Contract'

13. euotationcr shall have lcgal capacity to cntcr inlo Contract. Qttotationcr, in suppotl oI its qualification shall bc

roqLrirc<i to subrnit ccrrificd photocopies of latcst clocumonts rclatocl to valid'l'radc l,icensc, 'I'ax Idcntification
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Number ('I'tN), Up-to date tax payment acknowledge Receipt, VAT Registration Number and Financial
Solvency Certificate from any scheduled Bank; without which the Quotation may be considered non-rcsponsivc.

14. Quotations shall be evaluated based on information and documents submitted with the Quotations,by the Evaluation

Committee and, at least three (3) responsive Quotations will be required to determine the lowest evaluated

responsive Quotations for award of the Contract.

15. ln case of anomalies between unit rates or prices and the total amount quoted, the unit rates or prices shall prevail. In

case of discrepancy between words and figures the former will govern. Quotationer shall remain bound to accept the
' arithmetic corrections made by the lrlvaluation Committeo

16. The supply of Goods and related services shall be completed within 90 (Ninety) days from the date of issuingthe

Purchase Order.

17. The Purchase Order that constitutes the Contract binding upon the Supplier and the Procuring Entity shall be issued

within 5 (Five) days of receipt of approval from the Approving Authority.

18. The Procuring Entity reserves the right to reject ali the Quotations or annul the procurement proceedings.

q.6
Dr. Kaisir Mohammad Moinul Hasan
Director (A&l)
Deparffnent of Patents, Industrial Designs & Trademarks

Phone No-223386556
e-maii - dr.admin@dpdt. gov.bd

Distribution:

l. lAdministrativc Officer. DPD'I'. Dhaka. for information and circr.rlation in their notice board.

2..[System@forpostinginthewebsite,ifapp1icab1e.
3. Notice Board.
4. Office File.
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Quotation Submission Letter
IUse Lctter-head Pad]

RFQ No Date:

To:

lAtVe, the undersigned, offer to supply in conformity with the Terms and Conditions for delivery of
the Goods and related services named - prepare and supply of Audio-visual of the book of
'Udvaboncr Sathe Bosbas'

The total Price of my/our Quotation is BDT -

IUy/Our Quotation shall remain valid for the period stated in the RFQ Document and it shall remain
binding upon us and, may be accepted at any time prior to the expiration of its validity period.

lAlVe declare that l/we have the legal capacity to enter into a contract with you, and have not been
declared ineligible by the Government of Bangladesh on charges of engaging in corrupt, fraudulent,
collusive or coercive practices. Furthermore, l/we am/are aware of Piri ZtlU; of the Terms and
Conditions and pledge not to indulge in such practices in competing for or completion of delivery of
Goods.

lAlVe am/are not submitting more than one Quotation in this RFQ process in my/our own name or
other name or in different names. lArVe understand that the Purchase Order iisued by you shall
constitute the Contract and will be binding upon me/us.

lAffe have examined and have no reservations to the RFQ Document issued by you on - [insert date]

lAtVe understand that you reserve the right to reject all the Quotations or annul the procurement
proceedings without incurring any liability to melus.

Signature of Quotationer with Seal
Date:
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inssrt number corrections made by me/us have been duly initialed in tlris Price Schedule.My/Our Offer is valid

until

rvrces

1

5

9I6 75432

DPDT
01Numberpreparo and suPPIY of Audio

-visual of thc book of

'Udvaboner Sathe Bosbas'

ln figure

ln words
AT(incl

eryrcesSood na red latedGA Sfor ofountmTota upply
2bl Alofe belowlseeand taxes;oftve VUS applica

Goods to be suPPlied to & Tr:idemarks (DPDTIPatent, lndustrial Designsof

Taka n words
Total Amount in

the Pu Orderdate90 N

li
ifnone notdelive state appl icablelof etiorl ofn thedate ryfrom compweeks/monthsnsertWarra Provided

Delivery Offered

Signature of Quotationer with Seal
Date

Name of Quotationer

Note:
1, Col, L, 2,3, 4, 5 and 9 to be filled in by the Procuring Entity and Col.6, 7& 8 by the Quotationer'

2. Rates or prices shall include profit and overhead and, alt kinds of taxes, duties, fees, levies, and other charges earlier

paid or to be paid u"a"i irt" ApplicabJe- Law, if the contract is awarded; including transportation, insurance etc'

whatsoever up to the point of delivery of Goods and related services in all respects to the satisfaction of the Procuring

Entity.
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Technical S cation of the

brochures for the listed items'

ods

lA//e declare to supply Goods and related services offered me/us fullY in com iance with the

Technical Specifications and Standa rds mentioned hereinabove

Note:

1,Co|,1,2,3&4tobefilledinbytheProcuringEntityandCol'5&6bytheQuotationer.

2.

i,

3. [XHi:!'t*cifications of the Goods and retated services shall be in compliance with the requirements of the

procuring rntity speiitLd in this oocument]'Quot"iioo"i is required to mention make / model (as applicable)

of the Goods offered and must attach the 
"iprop.i"tu 

original printed (if not available copied) literature /

Country of

Origin

Bangladesh
* Videos; Original
*Human Voice in Bangla (Original)
*Full Texts in English will be integrated

with the original videos
* Tailor-made Sound (Original) will be

integrated@

prepare and suPPIY of
Audio -visual of the book

of oUdvaboner Sathe

Bosbas'

1

Ddte.
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Make and

Modeland StandardsDescription of ltems
no

Item

no
65
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nature

Name of Quotationer


