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RFQ/RFP General Conditions 

RFQ Process  

1. Upon determination of which procurement method, such as Micropurchasing, Request for 
Quotation (RFQ), Invitation for Bid (ITB), Request for Proposal (RFP), is the most appropriate for 
the requirements, solicitation documents shall be developed to assist the Business Units in 
obtaining offers for the intended programme. Although the details and complexity of the 
solicitation documents vary according to the nature and value of the requirements, they contain 
all information necessary to prepare a responsive offer, proposal or quotation that should provide 
the best value for the required inputs. 

Standard Request of Quotation Documents 

2. RFQ documents generally include the following minimum information: 
 

I. A letter of invitation to submit an offer; 
 

II. Instructions to the offerors (i.e., language, currencies, deadlines, documents required, 
procedures, etc.); 
 

III. Standard form for the submission of the offer (i.e., offer, proposal, quotation)  
 

IV. Standard form of the proposed contract that will be concluded with the successful 
offeror (i.e. purchase order, contract for professional services, etc.); 

 
V. Conditions of contract, both general and special; 

 
VI. Technical specifications or Terms of Reference (TOR) or Statement of Works 

describing the detailed requirements;  
 

VII. Evaluation criteria; and  
 

VIII. Minimum qualification requirements and documents evidencing compliance of offeror 
with such requirements. 

  
3. Proposal documents should clearly define the scope of supply/work to be performed, the location 

of the work, the goods to be supplied/services to be rendered; the place of delivery or installation, 
a schedule for delivery or completion, minimum performance requirements, and the warranty and 
maintenance requirements, as well as any other pertinent terms and conditions. Where 
appropriate, the documents should also define the tests, standards and methods that will be 
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applied to assure the conformity of delivered equipment, performed civil works or services, in 
accordance to the specifications, TOR, or Statement of Works for construction requirements. 

  
4. In order to ensure consistency, Business Units are encouraged to use the standard templates 

developed by the Procurement Support Unit when drafting request documents for the following 
procurement methods: 

 
I. MICROPURCHASING 

II. REQUEST FOR QUOTATION (for goods) 

III. REQUEST FOR PROPOSAL (for services less than 100k) 

IV. REQUEST FOR PROPOSAL (for services 100k and above) 

V. INVITATION TO BID 

  

 

General Instructions 

5. When Ministry of Planning, Investment and Economic Development requests an offer or proposal, 
offerors are expected to strictly adhere to all the requirements as defined in the request 
documents. No changes, substitutions or other alterations to the rules and provisions stipulated in 
the process may be made or assumed unless it is instructed or approved in writing by MoPIED in 
the form of Supplemental Information.   

  
6. On the other hand, when an offeror submits an offer, the mere act of submission is deemed as an 

acknowledgement by the offeror that all obligations stipulated in the requestal document will be 
met.  Unless specified otherwise, the offeror also recognizes that he/she has read, understood 
and agreed to all the instructions in the document.   

  
7. However, all offers received by MoPIED does not constitute or imply the acceptance of any Offer 

by MoPIED. As such, the Ministry is under no obligation to award a contract to any Offeror as a 
result of the process. 

Situation of Potential Conflicts of Interest 

8. In the process, MoPIED requires all offerors to conduct themselves in a professional, objective 
and impartial manner, and they must at all times hold the ministry’s interests paramount.   They 
must strictly avoid conflicts with other assignments or their own interests, and act without 
consideration for future work.  All offerors found to have a conflict of interest should be 
disqualified.   
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9. Without limitation on the generality of the above, offerors, and any of their affiliates, shall be 
considered to have a conflict of interest  with one or more parties in this process, if they: 

  
I. are, or have been associated in the past, with a firm or any of its affiliates which have 

been engaged by the ministry to provide services for the preparation of the design, 
Schedule of Requirements and Technical Specifications, Terms of Reference, cost 
analysis/estimation, and other documents to be used for the procurement of the 
goods/services/works in a selection process;  

II. were involved in the preparation and/or design of the programme/project related to 
the goods/ services being procured; or 

 
  

10. Other information that an offeror must disclose in the offer includes, but need not be limited to, 
the following: 

  
I. Offerors who are owners, part-owners, officers, directors, controlling shareholders, or 

key personnel who are family of Ministry staff involved in the procurement functions 
and/or the Government of the country or any Implementing Partner receiving the 
goods/services/works being procured; and 

 
11. Failure of such disclosure may result in the rejection of the offer. 

 

Cost of Preparing the Offer 

12. The Offeror shall bear any and all costs related to the preparation and/or submission of the offer, 
regardless of whether its offer was selected or not.   

Language of the Offer 

13. Somali or English; as requested 

Structure of the Offer 

14.  Unless otherwise stated in the requestal document, the offer shall generally consist of the 
following: 
 

I. Expertise of Firm/Organization: management structure of the organization, 
organizational capability/resources, and experience of organization/firm.  
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15. The Offeror shall provide the Ministry with documentary evidence of its status as an eligible and 
qualified vendor.  In order to award a contract to an Offeror, its qualifications must be 
documented to Ministry’s satisfactions. These include, but are not limited to the following: 

  

II. That the Offeror has the financial, technical, and production capability necessary to 
perform the Contract; and 
  

Security Instruments 

16. Business Units have the option of requiring a Bid/Proposal security, in the form of a bank 
guarantee, which binds an offeror to Ministry and fulfill the commitments they have made in their 
offer.  When a Bid/Proposal Security is required, they should be based on the value and 
complexity of the contract.  

  
  
  

17. Where a Bid/Proposal security has been requested, such security shall be: 
  

I. released to unsuccessful Offerors once the contract has been signed 
with the successful offeror; or  

 
II. claimed and liquidated by Ministry if:   

  
• The Offeror withdraws its offer during the period of the Offer Validity; 

or 
 

• If the Bid/Proposal Security amount is found to be less than what is 
required by Ministry; or  

 
• If the successful Offeror fails to sign the Contract after Ministry has 

awarded it; or to comply with Ministry’s variation of requirement; or to 
furnish Ministry with a Performance Security, insurances, or other 
documents that Ministry may require as a condition to rendering 
effective the contract that may be awarded to the Offeror. 

  
   

a. Liquidated damages (LD)  
  

18. Liquidated damages refer to the amount which the Contractor must pay Ministry for the 
damages caused to Ministry resulting from the Contractor’s breach of its obligations as 
per Contract.  It is commonly used in the procurement of goods/works, but where delays 
and deviations will cause serious consequences to Ministry, but they may also be applied 
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to services, if the nature and context of the requirement justifies.  The application of LD is 
optional, as there may be procurement cases where reasonable delays do not pose 
serious risks.   

  
19. The purpose of LD is to avoid lengthy discussions and disputes over the amount of actual 

damages once the aggrieved party can prove breach of contract.   
  

Financial Proposal 

20. The Financial Proposal shall list all major cost components associated with the 
goods/services/works, and the detailed breakdown of such costs.  All outputs and activities 
described in the offer must be priced separately on a one-to-one correspondence.  Any output 
and activities described in the offer but not priced in the Financial Proposal, shall be assumed to 
be included in the prices of other activities or items, as well as in the final total price.   

Currency of the Offer 

21. Dollar 
  

 Advanced Payment 

22. Itis the our preference to make no advanced payment(s) on contracts (i.e., payments without 
having received any outputs.   

  
23. In the event that the Offeror requires an advanced payment upon contract signature, and if such 

request is duly accepted by the Ministry’s procurement unit, the said advanced payment must not 
exceed 20% of the total Offer price. 

Validity of Offers 

24. The Offer received by the Ministry shall remain valid for the period specified in the RFQ/ITB/RFP.  
  

25. In exceptional circumstances, prior to the expiration of the Offer validity period, MoPIED may 
request Offerors to extend the period of validity of their Offer.   

  

Obtaining Clarification  

26. Offerors may request MoPIED for clarification of any of the provisions of the document, but only 
for a period of time allowed within the timeline.  Any request for clarification must be sent in 
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writing through electronic means to the MoPIED and MoPIED must respond in writing, transmitted 
by electronic means.   

MoPIED’s Right to Accept, Reject, or Render Non-Responsive Any or All Offer 

27. MoPIED reserves the right to accept or reject any Offer, to render any or all of the Offers as non-
responsive, and to reject all Offers at any time prior to award of contract, without incurring any 
liability, or obligation to inform the affected Offeror(s) of the grounds for our action.   


