[bookmark: _fxpprzt9v65c][image: MC Logo Vertical.jpg]
[bookmark: _j8ygr4y4rt81]Offer Form Checklist
	Offerors must submit their own independent offer including at least (but not limited to) the documents below as mentioned in tender package:


	[bookmark: _h6k9th52hd8y][bookmark: _fqj5yi94yqwa]Documents supporting the Eligibility Criteria

	Documents
	Check

	Valid Copy of Corporate Affairs Commission Certificate
	

	Tax Identification Number & Tax Clearance Certificate 2020
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	Filled Signed and Stamped Supplier Information Form
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Documents to conduct the Technical Evaluation 

	Documents
	Check

	Company Profile/CVs of Key Personnel (Technical staff should have at least a first degree/ HND in Engineering and relevant experience aligned to the task at hand. Demonstrate relevant experience in Management of a Facility Management Company. – 10%
	

	Price/financial Offer – 15%
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	Quote Validity Period (Bidder should confirm at least 12months price validity on the Supplier information form (bidder’s ability to fix price for 12months will be an added advantage) – 10%
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	List of complimentary services provided – 10%
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	Payment Terms - bidder should confirm payment terms on the Supplier information form (MUST be able to accept 100% payment after full delivery of Services) -10%
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	Experience level (2-year minimum) in providing services – MUST have evidence of good track record in providing handyman services with references from previous clients (please attach evidence from at least two (2) organizations preferably INGO to proposal document – 25%
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	Business location (Company MUST be in Abuja in case of emergency services) – 5%
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	Provide List of Facility Maintenance services provided by your organization and trained Technicians available to provide same service. List of equipment's and Tools owned by the organization for their use. -15%
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		Tender package Documents
	Check

	Cover Letter
	

	Price Offer Sheet signed and stamped
	

	Supplier Information Form
	





 
	Instruction:
Mercy Corps encourages offeror to check all the above mentioned documents, and make sure these documents in the package before submitting, MC will not consider this documents as approve of documents availability in the offer
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