
 
 

 
 

 
 
 
 
 

 
 

REF: AOI-35/12/2024/PRMP/CDSGP/ICM 
RESTRICTED CALL FOR TENDERS  

FOR THE PROCUREMENT OF EIGHT (08) OFFICE 
VEHICLES FOR EBID 

 
 
 
 
 
 
 

Procurement of Vehicles  
 

 
 
 
 
 
 
 
 
 
 

DECEMBER 2024 
  



SUPPLY CONTRACT - 
REQUEST FOR QUOTATION - INSTRUCTIONS TO BIDDERS 

 

 

2 

Table of contents 
 
 
Section I - Instructions to Tenderers 

A.  Introduction ......................................................................................................3 
1. General Provisions ...........................................................................3 

B.  Contents of the Request for Quotation and Information Document ...........3 
2. Content of the Document .................................................................3 

C.  Preparation of the Request for Quotation and Information ........................3 
3. Language ..........................................................................................3 
4. Documents making up the Offer ......................................................3 
5. Price .................................................................................................3 
6. Supply Currency ..............................................................................4 
7. Tender Validity Period .....................................................................4 

D.  Submission of offers .........................................................................................4 

8. Sealing and Marking Offers .............................................................4 
9. Deadline for Submission of Bids .....................................................4 

E.  Opening of Bids and Evaluation .....................................................................4 
10. Opening of Bids by the Contracting Authority ................................4 
11. Evaluation and Comparison of Offers .............................................4 

F.  Award of the Contract .....................................................................................5 
12. Award of the Contract ......................................................................5 
13. Notification of Contract award ........................................................5 

 

Section II - Letter of Request for Quotation and Information 8 
 

Section III - Samples Annexes 9 
1. Letter of Request for Quotation and Information  
2. Bill of Quantity and Specifications (to be completed by the tenderer) 
3. Technical specifications of supplies (to be completed by the Contracting  

  Authority)  
5. Comparative table of quotations (to be completed by the Contracting  

  Authority) 
 



SUPPLY CONTRACT - 
REQUEST FOR QUOTATION AND INFORMATION - INSTRUCTIONS TO TENDERERS 

 

 

3 

Section I - Instructions to Tenderers 
 
Section I provides tenderers with the information they need to submit their quotations in 
accordance with the conditions laid down by the Contracting Authority. It also provides 
information on substituting, opening, evaluating bids, and awarding the contract. 

 
A.  Introduction 

 
1. General 

Provisions 
1.1 The term "day" refers to a calendar day. 

 
B.  Contents of the Request for Quotation and Information Document  

 
2. Content of the 

Document  
2.1 The bid documents describe the prospective supplies, set out the 

consultation procedures and stipulate the terms and conditions of 
the contract.  

The bid document must include the following:  
(a) rice quotation form; 
(b) Bill of Quantity and Specifications (BQS); 
(c) sample Letter for Request for Quotation and Information 
(d) sample table for comparing quotations. 

 
2.2 The Supplier shall examine the instructions, conditions and 

specifications in the Tender Documents.  
 

 
C.  Preparation of the Request for Quotation and Information  

 
3. Language  The Request for Quotation must be submitted in French or English. 

 
 
4. Documents 

making up the 
Offer 

 

 
4.1 The Request for Quotation submitted by the supplier shall include 

the following duly completed documents: 
 

(a) the completed, dated and signed offer letter 
(b) the Bill of Quantity and Specifications duly completed, 

dated and signed 
(b)    the draft contract letter, completed, dated and signed 

 
5. Price  

 
5.1 The bidder shall specify in the offer letter the place of delivery and 

the price, excluding tax and customs duties; 
  
5.2 The Supplier shall complete the Bill Quantity and Specifications 

provided in the Request for Information and Quotation File, 
indicating the characteristics of the supplies in the line reserved 
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for it, the unit prices, the total price for each item and the delivery 
times for the supplies they propose to deliver under this contract.  

 
5.3 The Supplier shall complete and sign the draft contract. 
 

6. Supply 
Currency 

Prices will be denominated in CFA francs or US dollars. 
 

7. Tender 
Validity Period 

7.1 Tenders will be valid for the period stipulated in the Request for 
Quotation and Information letter. 

 
 

D.  Submission of offers 

8. Sealing and 
Marking 
Offers 

8.1 Suppliers shall place the original and copies of their quotation in a 
sealed envelope: 

 
(a) addressed it to the Contracting Authority at the address set out 

in the Request for Quotation and Information letter, and  
(b) shall bear the name of the contract, the title and the bid number 

as indicated in the Request for Quotation and Information 
letter.  

 
9. Deadline for 

Submission of 
Bids 

Requests for Information and Quotations must be received at the 
address specified in paragraph 8.1(a) above no later than the time 
and date specified in the Request for Quotations and Information 
letter. Quotations may be submitted electronically to the address 
indicated by the Contracting Authority. 

 
E.  Opening of Bids and Evaluation 

 
10. Opening of 

Bids by the 
Contracting 
Authority 

10.1 The Contracting Authority will open tenders in the presence of 
representatives of suppliers who wish to attend the opening on the 
date, at the time and the address specified in the Request for 
Quotation and Information letter.  

 
10.2 The Contracting Authority will prepare minutes of the bid opening 

session, which will be disseminated to all bidders.  
 

11. Evaluation and 
Comparison of 
Offers  

11.1 The Contracting Authority will evaluate and compare tenders in 
the following order: 

 
• examining the compliance of bids with deadlines and technical 

specifications; 
• checking arithmetic operations, using unit prices in words to 

make any necessary corrections; 
• drawing up a summary table of the bids evaluated. 
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F.  Award of the Contract 
 
12. Award of the 

Contract 
12.1 The Contracting Authority will award the contract to the bidder 

who submits the tender that substantially complies with the 
Request for Quotation and Information and Documents provisions 
and is evaluated as the most advantageous in terms of value for 
money. 

 
13. Notification of 

Contract 
award 

 

13.1 The formation of the contract shall be the signing of the Contract 
Letter by the Supplier and the Contracting Authority. This 
contract letter will be notified by service order, inviting the 
Supplier to deliver the supplies under the conditions specified in 
the Request for Quotation letter. 
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Section II - Invitation Letter  

 
[EBID letterhead] 

 
 

Subject:  Supply and Delivery of eight (08) Office Vehicles for EBID  
 
 
Dear Sir/Madam, 
 
As part of the 2025 budget, EBID intends to acquire nine (9) office vehicles. The acquisition file 
is broken down into four (4) separate categories as follows: 

− Category 1:  Two (2) Mercedes Benz E 450 4MATIC "or equivalent" vehicles 
− Category 2:  Three (3) Toyota Land Cruiser 300 VX-R 10A "or equivalent" vehicles 
− Category 3:  Three (3) Toyota Land Cruiser Prado 2.4L Turbo Petrol Luxury 8A/T 

  "or equivalent" vehicles. 
 
To this end, you will find attached the Bill of Quantity and Specifications of the vehicles, which I 
kindly ask you to cost and return no later than 13 January 2025 in a sealed envelope addressed to 
EBID with the wordings "Restricted Tender for the Procurement and Delivery of Eight (8) 
Office Vehicles." 
 
The eligibility and qualification criteria are as follows: 
 

- Be a car dealer authorised to import and sell vehicles; 
- Have the following administrative documents (business registration certificate, economic 

operator's card, etc.); 
- Must have performed at least five similar contracts in the last five years; 
- Must have a garage for vehicle maintenance and after-sales service.  

 
Your offer must be quoted exclusive of tax and accompanied by the signed model contract letter 
that will constitute the contract if your offer is selected. 
 
The vehicles are to be delivered to the following address: [EBID's premises, located at 128, 
boulevard du 13 janvier BP 2704 Lomé-Togo, tel +228 22 21 68 64] within a maximum of 120 
days. 
 
Yours faithfully, 
 
(Seal and authorised signature) 
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Section III – Annexes templates 
 

1.  Tender Letter    
 
 Date:   
 
Requests for Quotations No:AOI-00 /12/2024/PRMP/CDSGP/ICM 
 
A: (Indicate the name and address of the Contracting Authority)   
 
Dear Sir/ Madam,  
 
Having examined the Request for Quotation, receipt of which is hereby formally acknowledged, 
we, the undersigned, offer to supply and deliver [Eight (8) office vehicles (specify the 
category(ies)] in accordance with the Request for Quotation for the sum of [state total tender price 
in words and figures]  [state total bid price in words and figures] or such other amounts as are set 
out in the attached Bill of Quantity and Specifications which forms part of this Request for 
Quotation.   
 
If our offer is accepted, we undertake to deliver the vehicles in accordance with the provisions 
specified in the Bill of Quantity and Specifications.  
 
We commit ourselves to the terms of this tender for a maximum period of 120 days from the date 
fixed for the opening of tenders, as stipulated in the Letter of Request for Quotation; the tender 
shall be binding upon us and shall be accepted at any time before the end of that period. 
 
Until a contract is duly signed, this tender, together with the notification of the award of the 
contract, shall constitute a mutually binding contract. 
 
 
 
Done at....... .............20. 
 
 
    
[signature] [title] 
 
Duly authorised to sign a tender for and on behalf of:   
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(Name of Contracting Authority)      
 
Request for Information and Quotation No __ of __/__/__ Tender submission date: _ 
 

2 - Priced Bill of Quantity  
(to be completed by the Bidder) 

 

No Detailed item description Quantity Unit price  
 Total price Delivery 

deadline Place 

1 

Mercedes Benz E450 4MATIC 
Paintwork: metallic black 
Dark athermic rear glazing 

Fuel type: petrol, Seat upholstery: black leather, Automatic mirrors, 
electric folding exteriors, 48.26 cm (19”) alloy wheels, 
Front and rear tyres:245/40 R 19, Total laden weight: 2600kg, 
Number of seats:5, Carbon-look decorative elements, Dimensions: 
4950/1880/1470mm (L/l/h), 6-cylinder fuel-injected engine, 
Gearbox type: automatic, Power: 367 hp at 550rpm, 
Torque:500 Nm at 1800 rpm, Transmission: 4x4, Spare tyres: no, 
Brake type: ventilated discs, User manual and maintenance booklet 
in French, Front and side airbags, Tire pressure loss alarm, 
THERMOTRONIC automatic climate control, Media screen, 
RDS radio with Touch Screen compatible with IOS Car Play and 
Android Auto with GPS or with ANDROID Operating System 9.1 
or higher, Smartphone integration 
Multimedia interface, GPS mapping, satellite location system, 
Wireless charging and connection via Bluetooth, intelligent LED 
lighting system, Fuel tank size 66 l  
Parking assistance with cameras and horn 
Interior front guard, sunroof, Analogue clock, Interior lighting 
pack, Ambient lighting, Leather multifunction sports steering 
wheel     

 
 
 
 
 
 
 
 
 
 
 
 

2 

    

 
(Name of Contracting Authority)      
 
Request for Information and Quotation No __ of __/__/__ Tender submission date: _ 
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2 - Priced Bill of Quantity  
(to be completed by the Bidder) 

 
 

No Detailed item description Quantity Unit price 
 Total price Delivery 

deadline Place 

2 

Toyota Land Cruiser 300 VX-R 10AT 

Paintwork: Black trim 218, Tinted rear window, Fuel type: 
Petrol, Seat upholstery: black leather, Automatic mirrors, 
Electrically adjustable door mirrors, Number of doors: 5, 
Sidesteps, Rear and Front parking aids, 360° camera, Alloy 
wheels 50.8 cm (20"), Front tyres: 265/55 R 20, Rear tyres: 
265/55 R 20, Carpeted floor, Number of seats:7, LED+ lighting 
systems, Rain sensor, Fog lamps, Air conditioning: auto 
quadri-zone, Sunroof, 6-cylinder fuel-injected engine, 
Dimensions: 5115 x 1980 x 1945 mm ( LxWxH), Spare tyre 
under the vehicle, Multimedia system: 12.3-inch touchpad, 
Rear DVD player USB, Bluetooth, Apple car play, Wireless 
charging, Smartphone integration, Tank size: 80+30L, Leather 
multifunction steering wheel with electronic height and depth 
adjustment 

 

 
 
 
 
 
 
 
 
 
 

3 

    

(Name of Contracting Authority)      
 
Restricted tender No __ of __/__/__ Date of submission of prices __/__/__ 
 



PROCUREMENT CONTRACT - 
REQUEST FOR QUOTATION - TEMPLATE FORMS 

 

 

10 

(Name of Contracting Authority)      
 
Request for Information and Quotation No __ of __/__/__ Tender submission date: _ 
 

2 - Priced Bill of Quantity  
(to be completed by the Bidder) 

 

No Detailed item description Quantity Unit price 
 Total price Delivery 

deadline Place 

3 

Toyota Land Cruiser Prado 2.4L Turbo Petrol Luxury 
8A/T 

Paintwork: Metallic Bronze front guard (4v8 PNT-2K), Tinted 
rear glazing, Fuel type: Petrol, Seat upholstery: black leather, 
Electrically adjustable outside mirrors, Number of doors: 5, 
Sidesteps, Rear and Front parking aids, 360° camera, Alloy 
wheels 50.8 cm (20"), Front tyres: 265/60 R 20, Rear tyres: 
265/60 R 20, Carpeted floor, Number of seats:7, LED+ lighting 
systems, Rain sensor, Fog lamps, Air conditioning: auto bi-
zone, Sunroof, 4-cylinder fuel-injected engine, 
Displacement:2393cm3, Power:200kw at 6000rpm, 
Dimensions: 4930 x 1980 x 1935 mm ( LxWxH), Spare wheel 
under vehicle, Ground clearance: 215.3 mm, Wheelbase: 2850 
mm, Multimedia system: 12.3-inch touchpad, USB, Bluetooth, 
Apple car play, Wireless charging, Tank size: 80+30L, Leather 
multifunction steering wheel with electronic height and depth 
adjustment, rear towing hook 

  

 
 
 
 
 
 
 
 
 
 
 

3 

    

(Name of Contracting Authority)      
 
Restricted tender No __ of __/__/__ Date of submission of prices __/__/__ 
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(Name of Contracting Authority)      
 
Request for Information and Quotation No __ of __/__/__ Tender submission date: _ 
 
Restricted tender No __ of __/__/__ Date of submission of prices __/__/__ 
 
 
(Name of Contracting Authority)      
(Name of Contracting Authority)  
     
Restricted tender No __ of __/__/__ Date of submission of prices __/__/__ 
  

3 - Technical description of the Vehicles 
(to be completed by the Contracting Authority) 

 
[The Contracting Authority prepares the equipment list to be procured and enters the quantity, delivery time and place.  Each item must be described precisely, without 
reference to brand names. Indicate the list of accessories and spare parts. Tenderers may, if they wish, complete this document by hand or reproduce it in the same 
format. This table can be adapted to suit the particularities of each case]. 
 

No Designation Detailed item description Quantity 
Delivery 

deadline Place 

1.       

2.       

3.       

4.       

5.       

6.   
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7.   
 

    

8.   
 

    

9.       

 
 
 

4 - Contract Letter 
 
Under the terms of the Request for  Quotation No _____ entered into on _____ __________ between [ state name and address of Contracting 
Authority]  (hereinafter referred to as "the Customer") on the one hand and [full name and address of Supplier] (hereinafter referred to as 
the "Supplier" on the other hand: 
 
WHEREAS the Customer desires certain supplies to be delivered and certain ancillary services to be provided by the Supplier, i.e., [put in 
the designation of the supplies and services] and has accepted an offer from the Supplier for the delivery of such supplies and the provision 
of such services for an amount equal to [state the price of the supplies in words and figures, inclusive of all taxes] (hereinafter referred to 
as the "Contract Letter Price"). 
 
IT HAS BEEN AGREED AS FOLLOWS: 
 
1. The following documents will be considered an integral part of the Contract Letter: 
 

(a) The Request for Information and Quotation sent to the Supplier; 
(b) The Bill of quantity and Specifications  [and Delivery Schedule if required] and; 
(c) The Technical Specifications. 

 
2. In consideration of the payments to be made by the Contracting Authority to the Supplier as set out below, the Supplier agrees to 

deliver the supplies, render the services, and remedy defects and deficiencies in such supplies and services in accordance with the 
provisions of this Letter of Contract in all respects. 
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3. EBID agrees to pay the Supplier, in respect of the supplies and services delivered in accordance with the Request for Quotation and 
Information, the Contract Letter Price in accordance with the following terms of payment: [Insert the method of payment chosen and 
specify the bidder’s bank details for the transfer to the exclusion of any other method of payment]. 

 
THE PARTIES TO THE CONTRACT have signed the contract in accordance with the laws of their respective countries on the days and 
years mentioned below. 
 
Signed at ........ on ........... 
 
For the Contracting Authority for the Supplier 

 
5 - Quotation Comparison Table 

 
(Name of Contracting Authority)      
 
Request for Quotation No __ of __/__/__ Date submitted ___/___/___ 
 
Date of opening of bids ___/___/__ Place of opening: __________ 
 

N° Bidder's name Details of the 
Offer 

Yes/No 

Compliance with 
the offer 
Yes/No 

Delivery times Total price incl. 
tax 

Comments 

       
       
       
       
       
       
       

 
 
 

Members of the Committee: 
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Name Position Signature 

 
-  
- 
- 
- 
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