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INVITATION TO TENDER   

National Office Albania 

08 June 2026 

ALB-2026-HTL- 003 

Tender for the Supply of Information Technology (IT) 
Equipment 

 

 
SUBMISSION DEADLINE: 09 July 2026 

 
 

QUESTIONS / CLARIFICATIONS: info@savethechildren.org 
 

FORMAT FOR SUBMISSION: BIDDER RESPONSE DOCUMENT 

 
 
 

 
 

PART 1 : INVITATION TO TENDER 

o Introduction to Save the Children 
o Project Overview and Requirements 

o Award Criteria 
o Instructions & Key Information 

 
PART 2 : CORE REQUIREMENTS AND SPECIFICATION 

Detailed description of Save the Children’s specific requirements (e.g. volumes, delivery dates / 
locations, product specifications etc). 

 
PART 3 : BIDDER RESPONSE DOCUMENT 

Template to be used to submit response to this Invitation to Tender. 
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PART 1 – INVITATION TO TENDER 

 

1. INTRODUCTION TO SAVE THE CHILDREN 
 

Save the Children is the world’s leading independent organisation for children. We save children’s lives; we 

fight for their rights; we help them fulfil their potential. We work together, with our partners, to inspire 

breakthroughs in the way the world treats children and to achieve immediate and lasting change in their 

lives. 

 

Our Vision – a world in which every child attains the right to survival, protection, development and 

participation. 

 

Our Mission – to inspire breakthroughs in the way the world treats children and to achieve immediate and 

lasting change in their lives. 

 

We do this through a range of initiatives and programmes, to: 

 

➢ Provide lifesaving supplies & emotional support for children caught up in disasters (e.g. floods, 

famine & wars). 

➢ Campaign for long term change to improve children’s lives. 

➢ Improve children’s access to the food and healthcare they need to survive. 

➢ Secure a good quality education for the children who need it most. 

➢ Protect the world’s most vulnerable children, including those separated from their families because 

of war, natural disasters, extreme poverty or exploitation. 

➢ Work with families to help them out of the poverty cycle so they can feed and support their children. 

 

For more information on the work we undertake and recent achievements, visit our website  

 

2. PROJECT OVERVIEW 
 

Item Description 

Description of Goods / 

Services 
IT Devices 

Outcome of Tender 

 

 

Framework Agreement (Fixed Price or Non-Fixed Price) – the 

successful supplier(s) will be awarded a ‘Framework Agreement’. Within 

the Framework Agreement the terms of supply (e.g. indemnities, 

liabilities, warranties etc.) shall be agreed, as will the conditions of 

supply (e.g. specifications, lead times etc.). The Framework Agreement 

does not commit SCI to any purchases or specific volumes. Any future 

purchases which will be completed under separate Purchase Orders 

which will be governed and linked to the original Framework Agreement. 

Duration of Award Starting July 2026 – To be agreed 

 

Further detail on the specific requirements of the project (e.g. volumes, dates, specifications etc.) can be 

found in Part 2 (Core Requirements & Specifications) of this Tender Pack. 

 

http://www.savethechildren.net/
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3. AWARD CRITERA 
 

The National Office is committed to running a fair and transparent tender process and ensuring that all 

bidders are treated and assessed equally during this tender process. Bidder responses will be evaluated 

against four weighted categories of criteria: Essential Criteria, Sustainability Criteria, Capability Criteria, and 

Commercial Criteria.  

 

3.1 ESSENTIAL CRITERIA 
Criteria which bidders must meet in order to progress to the next round of evaluation. If a bidder does not 

meet any of the Essential Criteria, they will be excluded from the tender process immediately. These criteria 

are scored as ‘Pass’ / ‘Fail’.  

 

3.2 SUSTAINABILITY CRITERIA (10%) 

Criteria used to evaluate the impact a supplier has on the environment, local economy and community. Bids 

will be evaluated against the same pre-agreed Criteria.  

 

3.3 CAPABILITY CRITERIA (50%) 
Criteria used to evaluate the bidders ability, skill and experience in relation to the requirements. Bids will be 

evaluated against the same pre-agreed Criteria.  

 

3.4 COMMERIAL CRITERIA (40%) 
Criteria used to evaluate the commercial competitiveness of a bid. Bids will be evaluated against the same 

pre-agreed Criteria. 

 

4. VETTING 
 

Successful bidders must be successfully vetted. This involves checking bidders and key personnel against 

Global Watch Lists, Enhanced Due Diligence Lists and Politically Exposed Persons Lists.  

 

The vetting of bidders will be completed after the award decision and prior to any contract being signed, or 

orders placed. If any information provided by the Bidder throughout the tender process is proved to be 

incorrect during the vetting process (or at any other point), the National Office may withdraw their award 

decision. 

 

5. BIDDER INSTRUCTIONS 
 

5.1 TIMESCALES 
 

Activity Date 

Issue Invitation to Tender 08 June 2026 

Deadline for questions from Bidders 15 June 2026 

Deadline for Bid Submission 09 July 2026 

Award Contact 16 July 2026 

 

The above dates are for indicative purposes only and are subject to change.  
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5.2 SUBMISSION FORMAT & BIDDER RESPONSE DOCUMENT 
Bidders wishing to submit a bid must use the Bidder Response Document template in Part 3 of this 

Tender Pack. Any bids received using different formats, or incomplete bids, will not be accepted.  

 

This document allows bidders to submit all the required information and be evaluated fairly and equally 

against the Essential, Capability and Commercial Criteria. Bidders may also be required to submit supporting 

documentation. Further instructions can be found within the document in Part 3 of this pack. 

 

 

 

Paper Submission 

➢ Two paper copies submitted on headed paper to Save the Children Albania national office Street: 

“Mihal Popi”, Lagjia 8, Building 1 Maji, Vila “Lami”; P.O. Box 8185 

➢ Bids should be submitted in a single sealed envelope addressed to Save the Children Albania  

➢ The envelope should clearly indicate the Invitation to tender reference number ALB-2026-HTL-003, but 

contain no other details relating to the bid or the bidder name. 

➢ All supporting documentation should be labelled and grouped together (individual envelopes, stapled 

etc), and then included in a single sealed envelope as per the above. 

 

5.3 CLOSING DATE FOR BID SUBMISSION 
 

Your bid must be received, no later than 09 July 2026 

Bids must remain valid and open for consideration for a period of no less than 60 days. 

 

5.4 KEY CONTACTS 
 

All questions relating to the tender should be sent within 15 June 2026 via email to:  

 

Name Email Address 

Procurement team  E-mail : info@savethechildren.org 

 

Please be advised local working hours are 09:00 – 17:30 Please allow up to 2 working days for a response. 

 

Where the enquiry may have an impact on other bidders within the process, Save the Children will notify all 

other Bidders to maintain a fair and transparent process.  
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PART 2 – CORE REQUIREMENTS & SPECIFICATIONS 
 

1. SPECIFIC REQUIREMENTS 

Workstation Advanced 

Workstation 

Smart board 

All in one (Printer, Copier, Scanner) 

2. SPECIFICATIONS 

KOMPJUTERA - Workstation Advanced  
 

KARAKTERISTIKA MINIMALE TEKNIKE 
Pikët Min. për Procesorin (cpubenchmark.net) 15000 Pikë 

RAM 32 GB, min DDR5 4800 MHz, ECC 

HDD Size (1) x 256 GB SSD System Operative dhe (2) x 1000 

GB HDD 

HDD Speed 7200 RPM SATA 6.0 Gb/s 

Disk Controller Serial ATA III 6.0 Gb/s, min 4 SATA ports, RAID 0, 

1, 5, 10 support (Hard Disk te konfiguruar ne RAID 

1) 

Graphics Dedicated PCI-E x16, min 4GB memory, min 2 

ports (VGA/DVI/HDMI/DP, mund te perdoret dhe 

adaptor), Karta te jete e rekomanduar dhe 

instaluar nga prodhuresi per workstation. 

Media Device DVD±RW with Dual Layer DVD+R WRI. Capacity 

(Mund te perdoret dhe DVD+/-RW e jashtme, jo e 

domosdoshmerisht e te njejtes marke me 

kompjuterin) 

Slots Min 4 PCI-E nga te cilat min. (2) PCI-E x 16 dhe 

min. (1) M.2 NVMe. 

KOMUNIKIMI & MENAXHIMI 
Ports Min 8 USB ports (min 2 USB 3.0, 2 x RJ-45, 1 Audio 

in/Out, 1 Mic, 1 Headphone). Portat (1 Audio 

in/Out, 1 Mic, 1 Headphone, Mund te jete dhe nje 

porte te kombinuar ‘combo’), 1 Porte Video 

(Mund te perdoret dhe adaptor) 

Networking 2 x 10/100/1000 LAN Gigabit Ethernet port 

Sound Integrated Sound Card 
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Speakers Internal or built-in monitor speakers 

Security Embedded Security TPM 2.0 

Operating System OEM Windows 11, 64-bit Professional for  

Workstation  

Keyboard Standard QWERTY 

Mouse 3-button optical scroll mouse 

Power Supply 220 VAC, 50 Hz 

Energy Efficiency Energy Star 

AKSESORËT 
Power Cord Yes, European standard 

Recover Recovery Partition included 

MONITOR 
Type LCD or LED (The same brand with Computer) 

Madhësia (Size) 23 inch or higher 

Resolution (Rezolucioni) 1920 x 1080 @ 60 Hz 

Contrast Ratio 1000:1 static 

Response Time  6 ms or higher  

Display Port 1 VGA/DVI (adapter allowed), at least 1 port 

DP/DVI/HDMI 

Energy Energy Star 

Power Supply 220 VAC, 50 Hz 

Warranty 3 years 

 

KOMPJUTERA - Workstation  
 

KARAKTERISTIKA MINIMALE TEKNIKE 
 

Pikët Min. Për Procesorin sipas: cpubenchmark.net 

Min Proc. Rating According to: cpubenchmark.net: 

8500 Pikë 

RAM 8 GB DDR4, min. 2666 MHz, Non-ECC 

Madhësia e Solid-state Drive (SSD Size) 500 GB SSD 

Disk Subsystem Controller Serial ATA III 6 Gb/s 
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Karta Grafike (Graphics) Integrated Graphic Card, min. 1 GB 

Media Device 

DVD+/-RW (mund të përdoret dhe DVD+/-RW e 

jashtme, jo domosdoshmërisht e të njëjtës markë me 

kompjuterin) 

Slots 
Min. (3) PCI-E, nga të cilat min. (1) PCI-E 3.0 x16 dhe 

min. (1) M.2 NVMe 

KOMUNIKIMI & MENAXHIMI 
 
 

Portat e Komunikimit (Ports) 

Min. (6) USB nga të cilat: a. Min. (2) USB Para b. Min. 

(4) USB 3.0 (1) RJ-45, (1) Audio In/Out, (1) Mic. Dhe (1) 

Headphone (mund të jenë dhe në (1) portë të 

kombinuar ‘combo’) (1) Portë DP/DVI/HDMI/VGA 

(mund të përdoret dhe adaptor) 

Rrjeti (Networking) (1) 10/100/1000 LAN Integrated Gigabit Ethernet Port 

Sound Integrated Sound Card 

Speakers Internal or Built-in Monitor 

Siguria (Security Management) Embedded Security TPM 2.0 

Sistemi I Operimit (Preinstalled Licensed O.S.) OEM Windows 11 64-bit Professional 

Tastiera (Keyboard) Standard Keyboard QWERTY 

Mouse Minimum 3 Button Scroll Optical 

Ushqimi (Power Supply) 220 V AC, 50 Hz 

Kursimi I Energjisë (Energy Efficiency) Energy Star 

AKSESORËT 
 
 

Kabëll (Power Cord) Po, European 

Recover Recover Partition 

MONITORI 
 

Tipi (Type) LCD ose LED i të njëjtës markë me kompjuterin 

Madhësia (Size) ≥ 21” 

Rezolucioni (Native Resolution) 1920 × 1080 at 60 Hz 

Raporti I Kontrastit (Contrast Ratio Static) 1000:1 
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Display Port 
(1) VGA (mund të përdoret dhe adaptor) dhe të paktën 

(1) prej portave DP/DVI/HDMI 

Koha e Rifreskimit (Response Time) ≤ 6 ms 

Kursimi I Energjisë (Energy Efficiency) Energy Star 

Ushqimi (Power Supply) 220 V AC, 50 Hz 

 

Periudha e Mbulimit të Garancisë (Warranty) 
3 Vjet 

 

FOTOKOPJE Multifunction B&W Copy Machine A4 

 

KARAKTERISTIKA MINIMALE TEKNIKE 
  

Pajisja Fotokopje Multifunction B&W Copy Machine A4 

Model Copier/Printer 

Shpejtësia (Copy/Print Speed for A4) ≥ 20 ppm 

Cikli Mujor i Punës (Monthly Duty Cycle) ≥ 5 000 Faqe 

Teknologjia (Technology) Laser B&W 

Zvogëlim/Zmadhim (Reduction/Enlargement) 25% - 200% 

Vendosja e Dokumentit (Document Feeder) ADF 

Sirtarët për Letrën (Paper Trays) 1 

Kapaciteti në Hyrje (Input Capacity min) 250 Fletë 

Kapaciteti në Dalje (Output Capacity min Standard) 100 Fletë 

Kopjim/Printim në të dy Faqet (Duplex Copying/Print.) Nuk Specifikohet 

Formati i Letrës (Media Sizes) A4 

Memorja (Memory) ≥ 128 MB 

Toner Shoqëruar me Starter Kit 

KOMUNIKIMI & MENAXHIMI  

Porta e Komunikimit (Interface) High Speed USB 2.0 

Ethernet Po 
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KARAKTERISTIKA MINIMALE TEKNIKE 
  

AKSESORËT  

Kabëll (Power Cord) Po, European 

Software/Drivers CD Po 

Kabëll USB Po 

GARANCIA  

Periudha e Mbulimit të Garancisë (Warranty) 1 Vit ose 15 000 Kopje* 

Smart Board 
 

KARAKTERISTIKA MINIMALE TEKNIKE 

Device (Pajisja) Smart Board 

Model (Modeli) Philips E-Line 65BDL4252E 

Madhësia (Display Size) 65" (165 cm) 

Type Interactive Touch Display 

Panel Technology (Teknologjia e Panelit) ADS LCD LED Backlit 

Resolution (Rezolucioni) 4K UHD (3840 × 2160) 

Aspect Ratio (Raporti i Pamjes) 16:9 

Brightness 400 cd/m² 

Contrast Ratio (Raporti i Kontrastit) 1200:1 

Dynamic Contrast Ratio (Raporti Dinamik i Kontrastit) 500,000:1 

Response Time (Koha e Reagimit) 8 ms 

Touch Technology (Teknologjia e Prekjes) Multi-touch Interactive Display 

Operating System (Sistemi Operativ) Android 14 

RAM / CPU (RAM / Procesori) Quad-Core A73 + Quad-Core A53 Processor 

Audio 2 × 20 W Integrated Speakers 

Video Inputs (Portat Video) 3 × HDMI 2.0, DisplayPort, VGA, USB-C 
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Device (Pajisja) Smart Board 

USB Ports (Porta USB) 4 × USB 3.0, 2 × USB-B 

Network Dual Gigabit LAN (RJ-45) 

Wireless Bluetooth 5.2 BLE 

OPS Slot Yes 

Audio Output (Porta dalese Audio) 3.5 mm Jack, SPDIF 

External Control (Kontrolli i Jashtëm) RS232, RJ45 

Power Supply 100–240V AC, 50/60 Hz 

Typical Power Consumption (Konsumi Tipik i Energjisë) 99 W 

Standby Consumption < 0.5 W 

Dimensions (W × H × D) (Dimensione) 1488 × 907.5 × 97.3 mm 

Panel Lifetime (MTBF) 50,000 hours 

Warranty (Garancia)                  2 Years 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Orders shall be placed within the following minimum and maximum quantity limits: 
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Devices Min MAX 

KOMPJUTERA - Workstation Advanced – 18 35 

 

KOMPJUTERA – Workstation 35 60 
 

 

FOTOKOPJE Multifunction B&W Copy Machine A4 10 20 

 

 

Smart Board 6 20 
 

 

- Save the Children reserves the right to adjust the minimum and maximum orders based on the 

prices presented by the awarded company. 

 

  

Ethical and Compliance Statement 

Save the Children applies strict ethical procurement standards. All suppliers must comply 

with: 

- Child safeguarding and protection policies 

- Anti-fraud and anti-corruption standards 

- Prevention of sexual exploitation and abuse (PSEA) 

- Conflict of interest disclosure requirements 

- Sanctions and exclusion screening requirements 

 

Non-compliance may result in immediate disqualification or contract termination. 

 

Procurement Principles 

This procurement process is conducted under the principles of: 

•  Fairness and equal treatment 

• Transparency 

• Non-discrimination 

• Value for money 

• Accountability and auditability 
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Award Notification 

Once the evaluation process has been completed by the designated committee, all applicants 

will be formally informed of the outcome.  

 

Payment Terms  

Payment within 30 days after invoice approval  

Payment subject to service acceptance and delivery confirmation  

No advance payments unless stated in contract 

Complaints Mechanism 

Bidders may submit complaints in writing within 10 calendar days after notification of 

results to the procurement focal point. All complaints will be reviewed in line with Save the 

Children procurement policies. 

Contractual Conditions 

Save the Children reserves the right to cancel or modify the procurement process at any 

time. 

No liability shall be accepted for cancellation. 

Payment terms and performance obligations will be defined in the contract 

Annexes 

Annex A: Conflict of Interest Declaration 

Annex B: Anti-Fraud Declaration 

Annex C: Safeguarding / PSEA Declaration 

 

 

 

 

 

 

 

PART 3 – BIDDER RESPONSE DOCUMENT 
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SECTION 1 - ESSENTIAL CRITERIA 

INSTRUCTIONS – Bidders are required to complete all sections of the below table. 

Item Question Bidder Response 

1  
Bidder accepts Save the Children’s ‘Terms and 
Conditions of Purchase’ and that any business 
awarded to the bidder will be completed under the 
Terms and Conditions included in Section 5 of this 
pack. 
 

Yes / No Comments / Attachments 

  

2  
The Bidder and its staff (and any sub-contractors 
used) agree to comply with: i) SCI’s Supplier 
Sustainability Policy [set out under Section 4 of this 
document] throughout this process and during the 
term of any future contract awarded. 
 

Yes / No Comments 

  

3  
The bidder confirms they are not a prohibited party 
under applicable sanctions laws or anti-terrorism laws 
or provide goods under sanction by the United States 
of America or the European Union and accepts that 
Save the Children will undertake independent checks 
to validate this. 
 

Yes / No Comments 

  

4  
The Bidder confirms it is fully qualified, licenses and 
registered to trade with Save the Children (including 
compliance with all relevant local Country legislation). 
 
This includes the Bidder submitting the following 
requirements (where applicable): 
 

- Legitimate business address 
- Tax registration number & certificate 
- Business registration certificate 
- Trading license 
- Proof of active status of the business 
- Tax Clearance Certificate 
- Proof of no Penal records 

Yes / No Comments 

  

Requirement 
Bidder Response / 

Attachments 

Legitimate 
Business Address 

 

Tax Registration 
Number & 
Certificate 

 

Business 
Registration 
Certificate 

 

Trading License  

Proof of active 
status of the 

business 
 

Tax Clearance 
Certificate 

 

Proof of no Penal 
records (Vertetimi 

gjendjes 
Gjyqesore) 

 

SECTION 2 – CAPABILITY & SUSTAINABILITY QUESTIONS  

Instructions – Bidders are required to complete all sections of the below table. 
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Item Question Bidder Response 

1  
REFERENCES 
Bidder shares two (2) examples of their 
experience in providing services similar to 
those included within the scope of this 
tender. 
Examples provided must be for similar 
projects within a similar comunities / 
context to that in which Save the Children 
operates, and within the last two (2) years. 
 
(Note – the Bidder must ensure that for any 
client references shared, the nominated 
client is happy to be contacted / visit by 
Save the Children) 
 

Client Name 
Contact Details 
(Name & Email) 

Project 
Description 

1)   

2)   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SECTION 3 – COMMERCIAL QUESTIONS 
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Annex 01 – Financial Offer   
 

 

Assignment Steps  Unit  
Unit 
price  

Cost 
without  

VAT  

VAT 
cost  

Total 
cost  

KOMPJUTERA - Workstation Advanced - 
1 

             

KOMPJUTERA - Workstation 
1 

             

FOTOKOPJE Multifunction B&W Copy Machine A4 
1 

         

Smart Board 
1 
     

  

    

The total contract price will be exclusive of (VAT), as the project is exempt from VAT in accordance 
with applicable legislation. The invoice issued under this contract shall reflect the VAT 
exemption (VAT 0 rate) and must include the appropriate exemption codes, as provided by 
SASPAC and the Tirana Regional Tax Directorate. The codes will be provided to the awarded 
company before issuing the invoice. 

 

 

 

 

 

 

 

 

 

 

 

 

SECTION 4 – BIDDER SUBMISSION CHECKLIST 
 

We, the Bidder, hereby confirm we have completed all sections of the Bidder Response Document: 
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No Section Please Tick 

1. Section 2 – Essential Criteria  

2. Section 3 – Capability Questions  

3. Section 4 – Commercial Questions  

 

We, the Bidder, confirm we have uploaded all of the required information and supporting evidence: 

Section Required Document / Evidence Please Tick 

Essential Criteria Evidence 

Proof of legitimate business address, tax registration 

number & certificate 

 

Are you part of any prohibited parties or on 

Government blacklists (Self Declaration) 

 

Letter to confirm agreement to comply with Save the 

Children policies (Self Declaration) 

 

A copy of the ID card of business owner/administrator 

of the company  

 

Ability to issue VAT-exempt invoices for projects 

excluded from the VAT scheme based on official 

exemption certificates issued by the competent 

authorities:  

 

Certificate of no pending legal cases proceedings 

issued by the competent Court Authority 

 

Certificate of Tax Payment Compliance issued by the 

competent tax authority 

 

Capability Criteria Evidence 

Equipment shall be new, unused, and sourced from 

the original manufacturer or an authorized distributor. 

Manufacturer's Authorization Letter or Authorized 

Distributor Authorization Letter for the offered 

equipment shall be submitted.10% 

 

Proven experience in supplying similar IT equipment, 

minimum 2 contracts in last 3 years. 10% 

 

Conformance to international safety standards (e.g., 

EN71, ASTM, ISO 9001) 10% 

 

Submission of official product datasheets, brochures, 

and technical documentation demonstrating 

compliance. 5% 

 

Proven ability to handle installation, transport, and 

setup. 5% (Self Declaration) 

 

Terms of delivery. 10%  

Sustainability Criteria 

Evidence 

Eco-Friendly Materials: Use of recyclable, non-toxic, 

and supplying environmentally safe materials 

(ISO 14001) (10%) 
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Commercial Criteria Evidence Financial Proposal 40%  

 

We, the Bidder, hereby confirm we compliance with the following policies and requirements: 

Policy Policy / Document Signature 

Terms & Conditions of Bidding 1. Terms & 
Conditions of Bidding.pdf

 

 

Terms & Conditions of Purchase 
NATIONAL OFFICE - 

STANDARD FORM FRAMEWORK AGREEMENT FOR THE SUPPLY OF GOODS AND SERVICES (CLEAN).docx
   

 

Supplier Sustainability Policy 

and the included mandatory policies 
Click Here to Access  

 

  

 

We confirm that Save the Children may in its consideration of our offer, and subsequently, rely on the 

statements made herein.  

 

 

Signature: 

 

 

………………………………………………….. 

 

 

Name: 

 

 

………………………………………………….. 

 

 

Title: 

 

 

………………………………………………….. 

 

 

Company: 

 

 

………………………………………………….. 

 

 

Date: 

 

 

………………………………………………….. 

 

 

 

 

 

 

 

 

 

ANNEX A – CONFLICT OF INTEREST DECLARATION FORM 
 
Supplier Information 
 
Legal Name of Company: ______________________________ 
Registration Number (NIPT/QKB or equivalent): ______________________________ 

https://www.savethechildren.net/sites/www.savethechildren.net/files/Supplier%20Sustainability%20Policy.pdf
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Registered Address: ______________________________ 
Name of Legal Representative: ______________________________ 
Email: ______________________________ 
Phone: ______________________________ 
 
Declaration of Conflict of Interest 
 
I, the undersigned, hereby declare that: 
 

☐ I confirm that neither I nor my company has any actual, potential, or perceived conflict of 
interest in relation to this procurement process. 
 
OR (if applicable) 
 

☐ I declare the following conflict of interest situation: 
 
Definition of Conflict of Interest 
A conflict of interest includes, but is not limited to, situations where: 
The bidder has personal or financial interests that could improperly influence the procurement 
process 
The bidder has close family or professional relationships with Save the Children staff involved in 
the procurement 
The bidder has participated in the preparation of the RFQ or evaluation process 
Any situation that may compromise fairness, transparency, or impartiality 
 
Undertaking 
I confirm that: 
I will immediately inform Save the Children Albania if any conflict of interest arises during the 
procurement process 
I understand that failure to disclose a conflict of interest may result in disqualification or 
termination of contract 
All information provided in this declaration is true and complete 
 
Declaration 
I certify that the above information is accurate and complete to the best of my knowledge. 
 
Signature 
 
Name: ______________________________ 
Position: ______________________________ 
Signature: ______________________________ 
Date: ____ / ____ / ______ 
Company Stamp: ______________________________ 
ANNEX B – SCI ANTI-FRAUD & INTEGRITY DECLARATION 
 
Supplier Information 
Legal Name of Organisation: ______________________________ 
Registration Number (NIPT/QKB or equivalent): ______________________________ 
Address: ______________________________ 
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Contact Person: ______________________________ 
Email: ______________________________ 
Phone: ______________________________ 
 
Integrity Declaration 
 
We confirm that: 
We will maintain high standards of integrity throughout the procurement process 
We have not engaged in fraud, corruption, collusion, coercion, or any unethical practice 
We will not attempt to improperly influence the outcome of this procurement 
 
Anti-Fraud Declaration 
 
We confirm that: 
We have not offered, given, requested, or accepted any bribe or inducement 
We have not entered into any agreement with other bidders to distort competition 
We have not concealed or misrepresented any information relevant to this RFQ 
 
Sanctions & Compliance 
 
We confirm that: 
Our organisation is not listed on any UN, EU, UK, or national sanctions list 
We comply with applicable anti-money laundering and counter-terrorism financing laws 
We agree to cooperate with any SCI audit or investigation if required 
 
Declaration 
 
We understand that: 
Any false declaration may result in disqualification or contract termination 
Save the Children may verify all information provided 
We accept the Save the Children Supplier Code of Conduct 
 
Signature 
Name: ______________________________ 
 
Position: ______________________________ 
 
Signature: ______________________________ 
 
Date: ____ / ____ / ______ 
Company Stamp: ______________________________ 
 
 

ANNEX C – SCI SAFEGUARDING & PSEA DECLARATION 
 
Safeguarding Commitment 
 
We confirm that: 
We fully support Save the Children’s safeguarding commitments 
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We uphold zero tolerance for abuse, neglect, or exploitation 
We ensure all staff understand and comply with safeguarding principles 
 
Prevention of Sexual Exploitation and Abuse (PSEA) 
 
We confirm that: 
We strictly prohibit any form of sexual exploitation or abuse 
No staff, subcontractor, or representative will engage in exploitative behaviour 
Any safeguarding concern will be reported immediately to Save the Children 
 
Reporting Obligations 
 
We agree that: 
All safeguarding concerns will be reported without delay 
We will fully cooperate with any investigation or safeguarding review 
Failure to comply may result in contract termination and further action 
 
Ethical Conduct 
 
We confirm that: 
We will ensure respectful and professional conduct at all times 
We will promote a safe environment for all beneficiaries and stakeholders 
We accept monitoring and compliance checks by Save the Children 
 
Declaration 
 
We understand that: 
Breach of safeguarding obligations may result in termination of contract 
Save the Children may verify compliance at any time 
All information provided must be accurate and truthful 
 
Signature 
Name: ______________________________ 
 
Position: ______________________________ 
 
Signature: ______________________________ 
 
Date: ____ / ____ / ______ 
Company Stamp: ______________________________ 
 TERMS AND CONDITIONS OF BIDDING  

Definitions  

In addition to the terms defined in the Cover Letter, in these Conditions, the following definitions apply:  

(a) Award Criteria - the award criteria set out in the Invitation to Tender.  

(b) Potential supplier - a person or organization who bids for the tender.  

(c) Conditions - the conditions set out in this 'Conditions of Tendering 'document.  

(d) Cover Letter - the cover letter attached to the Tender Information Pack.  

(e) Goods and/or Services - everything purchased by SCI under the contract.  
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(f) Invitation to Tender - the Tender Information, these Conditions, SCI’s Terms and Conditions of Purchase, SCI's 

Child Safeguarding Policy, SCI's Anti Bribery and Corruption Policy and the IAPG Code of Conduct.  

(g) SCI - Save the Children International (formerly known as The International Save the Children Alliance Charity), a 

charitable company limited by guarantee registered in England and Wales (company number 03732267; charity 

number 1076822) whose registered office is at St Vincent House, 30 Orange Street, London, WC2H 7HH.  

(h) Specification - any specification for the Goods and/or Services, including any related plans and drawings, supplied 

by SCI to the Supplier, or specifically produced by the Supplier for SCI, in connection with the tender.  

(i) Supplier - the party which provides Goods and/or Services to SCI.  

1. The Contract  

 

The contract awarded shall be for the supply of goods and/or services, subject to SCI’s Terms and Conditions of 

Purchase (attached to these Conditions). SCI reserves the right to undertake a formal review of the contract after 

twelve (12) months.  

2. Late tenders  

 

Tenders received after the Closing Date will not be considered, unless there are in SCI’s sole discretion exceptional 

circumstances which have caused the delay.  

3. Correspondence  

 

All communications from Potential suppliers to SCI relating to the tender must be in writing and addressed to the 

person identified in this Invitation to Tender. Any request for information should be received at least 5 days before 

the Closing Date, as defined in the Invitation to Tender. Where appropriate responses to questions submitted by any 

Potential supplier will be circulated by SCI to all Potential supplier s to ensure fairness in the process.  

4. Acceptance of tenders  

 

SCI may, unless the Potential supplier expressly stipulates to the contrary in the tender, accept whatever part of a 

tender that SCI so wishes. SCI is under no obligation to accept the lowest or any tender.  

5. Alternative offer  

 

If the Potential supplier wishes to propose modifications to the tender (which may provide a better way to achieve 

SCI’s Specification) these may, at SCI's discretion, be considered as an Alternative Offer. The Potential supplier must 

make any Alternative Offer in a separate letter to accompany the Tender. SCI is under no obligation to accept 

Alternative Offers.  

6. Prices  

 

Tendered prices must be shown as both inclusive of and exclusive of any Value Added Tax chargeable or any similar 

tax (if applicable).  

7. No reimbursement of tender expenses  

 Expenses incurred in the preparation and dispatch of the tender will not be reimbursed.  

8. Non-Disclosure and Confidentiality  

 

Potential suppliers must treat the Invitation to Tender, contract and all associated documentation (including the 

Specification) and any other information relating to SCI’s employees, servants, officers, partners or its business or 

affairs (the "Confidential Information”) as confidential. All Potential suppliers shall:  

  recognise the confidential nature of the Confidential Information;  

  respect the confidence placed in the Potential supplier by SCI by maintaining the secrecy of the Confidential 

Information;  

  not employ any part of the Confidential Information without SCI's prior written consent, for any purpose except 

that of tendering for business from SCI;  

  not disclose the Confidential Information to third parties without SCI's prior written consent;  

  not employ their knowledge of the Confidential Information in any way that would be detrimental or harmful to 

SCI;  

  use all reasonable efforts to prevent the disclosure of the Confidential Information to third parties;  

  notify SCI immediately of any possible breach of the provisions of this Condition 9 and acknowledge that damages 

may not be an adequate remedy for such a breach.  
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9. Award Procedure  

 

SCI’s Procurement Committee will review the Potential suppliers and their tenders to determine, in accordance with 

the Award Criteria, whether they will award the contract to any one of them.  

10. Information and Record Keeping  

 

SCI shall consider any reasonable request from any unsuccessful Potential supplier for feedback on its bid and, where 

it is appropriate and proportionate to do so, provide the unsuccessful Potential supplier with reasons why the bid was 

rejected. Where applicable, this information shall be provided within 30 business days from (but not including) the 

date on which SCI receives the request.  

11. Anti-Bribery and Corruption  

 

All Potential suppliers are required to comply fully with SCI’s Anti-Bribery and Corruption Policy (attached to these 

Conditions).  

12. Child Protection  

 

All Potential suppliers are required to comply fully with SCI’s Child Safeguarding Policy (attached to these Conditions).  

13. Human Trafficking and Modern Slavery  

 

All Potential suppliers are required to comply fully with SCI’s Human Trafficking and Modern Slavery Policy (attached 

to these Conditions).  

14. Exclusion Criteria  

 

Any Potential supplier is required to confirm in writing that:  

  Neither it nor any related company to which it regularly subcontracts is insolvent or being wound up, is having its 

affairs administered by the courts, has entered into an arrangement with creditors, has suspended business activities, is 

the subject of proceedings concerning those matters, or are in any analogous situation arising from a similar 

procedure provided for in national legislation or regulations;  

  Neither it nor a company to which it regularly subcontracts has been convicted of fraud, corruption, involvement 

in a criminal organisation, any money laundering offence, any offence concerning professional conduct, breaches of 

applicable labour law or labour tax legislation or any other illegal activity by a judgment in any court of law whether 

national or international;  

  Neither it nor a company to which it regularly subcontracts has failed to comply with its obligations relating to the 

payment of social security contributions or the payment of taxes in accordance with the legal provisions of the 

relevant country in which it the Potential supplier operates.  

 

Any Potential supplier will automatically be excluded from the tender process if it is found that they are guilty of 

misrepresentation in supplying the required information within their tender bid or fail to supply the required 

information.  

15. Conflict of Interest / Non Collusion  

 

Any Potential supplier is required to confirm in writing:  

  That it is not aware of any connection between it or any of its directors or senior managers and the directors and 

staff of SCI which may affect the outcome of the selection process. If there are such connections the Potential supplier 

is required to disclose them.  

  Whether or not there are any existing contacts between SCI, and any other Save the Children entity, and it and if 

there are any arrangements which have been put in place over the last twenty four (24) months.  

  That it has not communicated to anyone other than SCI the amount or approximate amount of the tender.  

  That it has not and will not offer pay or give any sum of money commission, gift, inducement or other financial 

benefit directly or indirectly to any person for doing or omitting to do any act in relation to the tender process.  

 

16. Assignment and novation  
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All Potential suppliers are required to confirm that they will if required be willing to enter into a contract on similar 

terms with either SCI or any other Save the Children entity if so required. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STANDARD FORM FRAMEWORK AGREEMENT FOR THE SUPPLY OF GOODS AND SERVICES 

 Contract reference number: [insert] 

THIS AGREEMENT is dated [insert date of execution or date of last signature] 

PARTIES 

(1) [Save the Children in Albania], [insert office and address details] ( “SC”); and 
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(2) [Name of supplier], whose registered office is at [address] (the “Supplier”), (each a “Party” and, together, 
the “Parties”). 

RECITALS 

(1) SC wishes to procure goods and/or services from the Supplier, and 

(2) The Supplier agrees to provide such goods and/or services in accordance with this framework 
agreement. 

GENERAL PROVISIONS 
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Definitions and interpretation 

In this Agreement (as defined in Clause 0) unless the context requires 
otherwise:  
Affiliates: means: (i) in relation to a Party, any entity that directly or indirectly controls, is 
controlled by, or is under common control with that Party; and (ii) in respect of SC only, an 
Affiliate is any entity that is, presently or in the future, a part of the network of Save the 
Children entities established by, affiliated with, created on behalf of or as part of, a Swiss 
Association formed pursuant to Articles 60-79 of the Swiss Civil Code (‘SCA’) or Save the 
Children International, a private company limited by guarantee incorporated under the laws 
of England and Wales, with registered company number 03732267 and registered charity 
number 1076822 (‘SCI’) including entities operating pursuant to an alliance agreement with 
SCI. Currently, such entities would include Members and Associates of SCA, other SCA 
Members and SCI subsidiaries, locally registered SCI country offices and Save the Children 
national offices. 

Call-Off Contract: has the meaning given in Clause 0. 

Confidential Information: all proprietary and confidential information of a Party which by its 
very nature should be treated as confidential and which the disclosing Party desires to 
protect against disclosure or use or which is designated as confidential or highly sensitive by 
a Party.  

Deliverables: means, without limitation, all items created for or provided to or arising out of 
the provision of the Services to SC from time to time. 

Delivery: has the meaning given in Clause 0. 

Delivery Location: has the meaning given in Clause 0. 

Donor: means any organisation or person that donates funds to from time to time. 

Fees: means the fees payable by SC to the Supplier as set out in Schedule 2 (Prices of Goods 
and/or Services).  

Force Majeure Event: has the meaning given in Clause 0. 

Goods: means the goods available to purchase from the Supplier by SC and its Affiliates as 
set out in Schedule 1 (Goods and/or Services). 

Incoterm(s): the international rules for the interpretation of trade terms of the International 
Chamber of Commerce, 2020 version. 

Intellectual Property Rights or IPR: means: (i) patents, utility models, rights to inventions; (ii) 
rights in each of know-how, confidential information and trade secrets, (iii) copyright, moral 
rights, database rights, rights in designs, and semiconductor topography rights; (iv) trade 
marks, service marks, rights in logos, trade names, rights in each of get-up and trade dress, 
rights to sue for passing off (including trade mark-related goodwill), rights to sue for unfair 
competition, and domain names (v) any other intellectual property rights; and (vi) all rights or 
forms of protection, subsisting now or in the future, having equivalent or similar effect to the 
rights referred to in limbs (i) to (v) above, in each case anywhere in the world, whether 
registered or unregistered (including all applications, rights to apply and rights to claim 
priority) and including all divisionals, continuations, continuations-in-part, reissues, 
extensions, re-examinations and renewals.  

Order: any order of Goods and/or Services placed by SC pursuant to a Purchase Order. 
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Pre-existing IPR: has the meaning given in Clause 0. 

ProSave Procurement System: means SC’s electronic procurement system hosted by SAP 
Ariba. 

Purchase Order: means a purchase order and any accompanying attachments issued by SC 
to the Supplier either via the ProSave Procurement System or as otherwise directed by SC. 

SC Sustainability Policy: means the SC Sustainability Policy including the policies listed in 
sub-clauses 8(a)-(e), a copy of which has been provided by SC to the Supplier and/or is 
displayed in full at the following link: Procurement: Terms & conditions with mandatory 
policies | Save the Children International as amended by notification by SC to the Supplier 
from time to time.  

Services: means the services available to purchase from the Supplier by SC and its Affiliates 
as set out in Schedule 1 (Goods and Services). 

Term: has the meaning given in Clause 0. 

The Agreement between the Parties comprises: 
any Donor or country-specific terms set out in Schedule 5 (Donor Conditions and Country-
Specific Requirements) of this Agreement and/or any Order; 

the terms and conditions in the main body of this framework agreement;  

the schedules of this framework agreement excluding any Donor or country-specific terms; 
and 

 in respect of any individual order of Goods and/or Services, the terms of the applicable 
Purchase Order (including, if applicable, any Donor and/or country-specific terms), which 
shall be deemed to include all terms of the framework agreement, 

(together, the “Agreement”). 

If there is any conflict or ambiguity between the terms of the documents listed 
in Clause 0 above, a term contained in a document higher in the list shall have 
priority over one contained in a document lower in the list.  

For the avoidance of doubt, any terms and conditions attached to any invoice or 
quotation provided by the Supplier shall have no effect and shall not form part 
of this Agreement. 

This Agreement has been drafted to cover the supply of Goods and/or Services 
to SC. Where SC requires only Services from the Supplier, the provisions of this 
Agreement which relate solely to Goods shall not apply. Where SC requires 
Goods only, the provisions of this Agreement which relate solely to Services 
shall not apply. 

 

https://www.savethechildren.net/procurement-terms-conditions-mandatory-policies
https://www.savethechildren.net/procurement-terms-conditions-mandatory-policies
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Duration and Commencement 

This Agreement shall commence and take effect on [insert start date] and shall 
end on [insert end date] (“Term”) unless terminated earlier in accordance with 
the terms of this Agreement. 

Goods and/or Services 

SC may, at its absolute discretion and from time to time during the Term, place 
an Order with the Supplier, and the Supplier shall supply the Goods and/or 
Services ordered to SC and/or its Affiliates in accordance with the terms of this 
Agreement and such Order.  

The Parties acknowledge and agree that the supply of Goods and/or Services 
under this Agreement is not an exclusive arrangement. 

SC shall have no obligation to purchase a minimum quantity of Goods and/or 
Services under this Agreement and at its sole discretion may determine not to 
purchase any Goods and Services at all.   

Supplier Obligations 

The Supplier warrants that, at all times, it shall perform its obligations under 
this Agreement: 
in compliance with the terms of this Agreement;  

in compliance with the SC Sustainability Policy; 

in compliance with all applicable laws, regulations and/or codes of practice and in a manner 
that does not cause SC to breach any such laws, regulations and/or codes of practice;   

in co-operation with SC and in compliance with SC’s instructions; 

in accordance with the best care, skill and diligence in accordance with best practice in the 
Supplier’s industry, profession or trade; 

in a manner which does not infringe the rights of any third party or cause SC to infringe any 
such rights; and 

in a timely manner. 

The Supplier warrants that, at all times, the Goods and/or Deliverables: 
shall correspond with the descriptions and specifications set out in Schedule 1; 

are of satisfactory quality and fit for any purpose held out by the Supplier or made known to 
the Supplier; 

are free from are free of any charge, lien or other encumbrance; and 

are free from defects and remain so for at least 12 months after Delivery, or as otherwise 
specified in the Purchase Order. 

Delivery of Goods 
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The Supplier shall deliver the Goods to the location (“Delivery Location”), on 
the date and in accordance with the Incoterm specified in the Purchase Order, 
and in accordance with any other instructions provided by SC.  

The Supplier shall ensure that the Goods are properly packed and secured in 
such manner as to enable them to reach their destination in good condition. 

Delivery of the Goods shall be complete on the completion of the unloading of 
the Goods at the Delivery Location in accordance with the Incoterm specified 
on the Purchase Order or any other written instruction from SC (“Delivery”).  

Risk in and title to the Goods shall pass to SC on Delivery.  

Payment 

In consideration of the provision of the Goods and/or Services by the Supplier, 
SC shall pay the Fees. 

Unless otherwise specified in Schedule 2 or in the relevant Purchase Order, the 
Fees shall be deemed to include packing, labelling, carriage, insurance, delivery, 
storage, royalties and licence fees (if applicable), quality assurance and quality 
control costs and all other charges, taxes, national insurance, duties and 
impositions or other contributions.  

Unless agreed otherwise in the relevant Purchase Order, the Supplier shall 
invoice SC for the Fees in arrears following Delivery of the Goods and/or 
completion of the Services, in each case in accordance with the terms of this 
Agreement. 

All invoices provided under this Agreement must be accurate and complete 
including a correct purchase order number.  

Without prejudice to Clause 7 (SC Remedies), SC shall pay correctly rendered, 
undisputed invoices submitted to it by the Supplier within 45 days of receipt to 
a bank account by the Supplier.  

SC Remedies 

Without prejudice to any of its other rights, if any Goods and/or Services do not 
comply with the terms of this Agreement, SC may:  

6.1.1 reject the Goods and/or Services and either require the Supplier to 
(i) repair, remove or replace the rejected Goods, or re-supply the 
rejected Services at the Supplier’s expense within 30 days: or (ii) 
refund SC any amounts paid in respect of the rejected Goods 
and/or Services in full;  



 

 

 

Invitation to tender 
29 

 

 

refuse to accept any subsequent delivery of the Goods or performance of the Services which 
the Supplier attempts to make;  

recover from the Supplier any costs incurred by SC in obtaining substitute Goods and/or 
Services from a third party; and  

withhold payment or (where payment was already made), request a pro-rata reimbursement 
in respect of such non-compliant Goods and/or Services (which the Supplier shall pay within 
45 days of such request), or offset such amount against a future payment. 

For the avoidance of doubt, signature of a delivery note or payment of an 
invoice shall not constitute or imply acceptance by SC of the Goods and/or 
Services to which such delivery note or invoice relate.   

Compliance and Data Protection 

The Supplier, and its suppliers and sub-contractors shall observe the highest 
ethical standards and comply with all applicable laws, statutes, regulations and 
codes (including environmental regulations and the International Labour 
Organisation’s international labour standards on child labour and forced 
labour) from time to time in force. 
 Compliance with the SC Sustainability Policy 
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The Supplier shall ensure that its employees, suppliers and sub-contractors 
engaged in connection with the Supplier’s performance of its obligations under 
this Agreement are aware of, understand, and adhere to the SC Supplier 
Sustainability Policy, which includes but is not limited to the following 
individual policies:  

(a) Child Safeguarding policy;  

(b) Fraud, Bribery and Corruption policy;  

(c) Human Trafficking and Modern Slavery policy;  

(d) Protection from Sexual Exploitation and Abuse (PSEA) policy; and 

(e) Anti-Harassment, Intimidation and Bullying policy 

The Supplier shall take reasonable steps (including having in place adequate 
policies and procedures) to ensure it conducts its business in such a way as to 
comply with the SC Supplier Sustainability Policy, and shall, upon request, 
provide SC with information confirming its compliance. 

The Supplier shall notify SC as soon as it becomes aware of any breach, or 
suspected or attempted breach, of the SC Supplier Sustainability Policy, and 
shall inform SC of full details of any action taken in relation to any such breach. 

The Supplier shall cooperate with SC in relation to any investigations into 
alleged breaches of the SC Supplier Sustainability Policy, including but not 
limited to inspection and access to documents and personnel related to any 
such breach. 

SC reserves the right to provide training on the SC Supplier Sustainability 
Policy to the Supplier’s personnel.  The Supplier shall ensure that its personnel 
attends any such training. 
 Terrorism and money laundering 
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The Supplier shall (and shall also require that all of its directors, officers, 
employees, affiliates, agents, suppliers and subcontractors shall): 
comply with all sanctions, export control, embargo, or similar laws, regulations, rules, 
measures, restrictions, restricted or designated party lists, licences, orders, or requirements 
in force from time to time, including without limit those of the EU, the UK, the US and the UN 
(“Sanctions and Export Control Laws”), as applicable, and maintain policies and procedures 
designed to ensure continued compliance with such Sanctions and Export Control Laws; 

obtain any licences, authorisations or permissions required under the Sanctions and Export 
Control Laws or other applicable laws that are required to export, import, supply, sell, 
transport, or broker any hardware, software, technology, support or assistance or service 
that is provided by or on behalf of the Supplier under the Agreement and/or any Contract, 
and shall further inform SC where any such hardware, software, technology, support or 
assistance or service provided is subject to controls or restrictions under the Sanctions and 
Export Control Laws and shall provide all relevant information that may be required by SC to 
apply for or obtain any further licences, authorisations or permissions; 

not make any funds or economic resources available, directly or indirectly, to or for the 
benefit of, any person or entity that is listed under or otherwise directly or indirectly 
targeted by any Sanctions and Export Control Laws or otherwise be involved directly or 
indirectly with terrorism; 

not in any way (i) be involved directly or indirectly in the manufacture or sale of arms; (ii) 
have any business relations with governments for any war related purpose; or (iii) transport 
any goods that SC has agreed to purchase as part of an order together with any military 
equipment; 

ensure that it provides to SC the names and dates of birth of its key staff in order that SC can 
screen these names against sanctions lists, using SC’s third party screening provider. Before 
providing the names to SC, the Supplier must ensure that all its key staff have been informed 
that their names will be provided to SC for screening using a third party provider, and, if 
necessary, the Supplier has sought their consent; 

ensure that it regularly checks its staff, suppliers and sub-contractors against sanctions lists 
and must immediately inform SC of any apparent correlation; and  

not do anything which would cause SC to be in breach of any Sanctions and Export Control 
Laws. 
No provision of the Agreement shall give rise to an obligation on either Party that would constitute a breach of 
Council Regulation (EC) No 2271/96 (as amended) or other equivalent blocking or anti-boycott laws applicable 
from time to time. 

 Data Protection 
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For the purposes of this Clause 8.8, the terms Personal Data, Controller, 
Processor and Processing shall have the meanings set out below: 

 Personal Data means any information that can directly or 
indirectly identify a natural person (a ‘data subject’);  

Processing means any operation or set of operations which is 
performed on personal data or on sets of personal data, 
whether or not by automated means, such as collection, 
recording, organisation, structuring, storage, adaptation or 
alteration, retrieval, consultation, use, disclosure by 
transmission, dissemination or otherwise making available, 
alignment or combination, restriction, erasure or destruction; 

Processor means a natural or legal person, public authority, 
agency or other body which processes personal data on 
behalf of the controller; and 

Controller means the natural or legal person, public authority, 
agency or other body which, alone or jointly with others, 
determines the purposes and means of the processing of 
personal data. 

[Option 1 – Use the below Clause 8.9 if no Personal Data will be processed or exchanged as part of the goods or services 

provided to SC (other than incidental Personal Data). This is likely to be applicable in cases where the contract relates 

to the provision of goods (rather than services). This will also apply if you exchange some incidental Personal Data as 

part of the supplier onboarding/engagement process for a supplier of services, but that Personal Data is not used by the 

Supplier to actually provide the services. If you use this option, please delete both Parts A and B of Schedule 3 of this 

template.] 

The Parties agree that the Supplier will not be Processing and 
will not be required to process Personal Data under Data 
Protection Legislation pursuant to this Agreement.  

[Option 2 – Use the below Clauses 8.10 to 8.12 if there will be Personal Data processed or exchanged as part of the 

services provided to SC. This option will apply, for example, if you exchange Personal Data with the Supplier, or the 

Supplier collects Personal Data on our behalf, where the Supplier needs / uses that Personal Data to provide the 

Services. You must also fill out the provisions in Schedule 3 of this template.] 
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In performing the Agreement, the Parties may make Personal Data 
available to each other. Each Party shall, and procure that their 
Affiliates shall, comply with their obligations in the Data Protection 
Schedule of the Agreement (Schedule 3) (as applicable). 

To the extent that the Supplier acts as Processor on behalf of the Customer in 
respect of such Personal Data or any part of such Personal Data, the 
Supplier shall comply with the obligations set out in Part A of Schedule 3 
(Data Protection Schedule) of this Agreement.  

To the extent that the Supplier and Customer each act as independent 
Controller of such Personal Data or any part of such Personal Data, 
each Party agrees to comply with Data Protection Legislation when 
Processing such Personal Data.  Part A of Schedule 3 (Data 
Protection Schedule) of this Agreement shall not apply to such 
Processing, except for paragraph 1.4 in Part A of Schedule 3 
(Restricted Transfers of Personal Data), which shall continue to 
apply to this Agreement. 

Audit 

The Supplier agrees to allow SC or other duly authorised representatives 
access to the Supplier’s premises, personnel, systems and relevant records to 
inspect and audit all the Supplier’s systems and relevant records to verify the 
Supplier’s performance of its obligations under this Agreement.  SC shall use 
reasonable endeavours to provide notice of its intention to conduct an audit. 
SC shall have the right to take copies of any records which it reasonably 
requires. 

Limitation of Liability 

Nothing in this Agreement excludes or limits the liability of either Party in 
respect of (i) death or personal injury caused by its negligence; (ii) fraud and/or 
fraudulent misrepresentation or (iii) liability which may not otherwise be 
limited or excluded under applicable law. 

Neither Party will have any liability arising from or in connection with this 
Agreement for indirect, special, incidental or consequential loss, or for loss of 
profits, loss of sale or business, or loss of anticipated savings.  
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Indemnity  

The Supplier shall indemnify SC in full against all liabilities, loss, damages, costs 
and expenses (including legal expenses) awarded against or incurred or paid by 
SC as a result or in connection with any claims made against SC by third parties 
(including claims for death, personal injury or damage to property) arising out 
of, or in connection with, the supply of the Goods or Services.  

Insurance 

The Supplier shall maintain in force, with a reputable insurance company, 
adequate insurance coverage for all manner of risks that may arise from the 
supply of Goods and Services under this Agreement and shall, on SC’s request, 
produce both the insurance certificate giving details of cover and the receipt 
for the current year’s premium in respect of each insurance. 

The Supplier shall keep Goods insured with a reputable insurance company 
until title passes to SC or its agents and shall retain the insurance and proceeds 
thereof together with all its rights against any carrier of the Goods, on trust for 
SC until the Supplier has fulfilled all its obligations under the Order to SC’s 
satisfaction.  

Termination  

Without prejudice to any other rights or remedies that SC may have, SC may 
terminate this Agreement and/or any Order in whole or in part at any time and 
for any reason whatsoever by giving the Supplier at least 30 days’ written 
notice.  

SC may terminate this Agreement and/or any Order in whole or in part with 
immediate effect by giving written notice to the Supplier if: 
the Supplier is in material breach of its obligations under this Agreement, and fails to remedy 
the breach(es) to SC’s satisfaction within 30 days of notification of such breach(es) by SC.  
For the purpose of this Clause a material breach will include, but shall not be limited to, a 
series of breaches which taken together amount to a material breach;  

the Supplier becomes insolvent or makes any voluntary arrangement with its creditors or 
(being an individual or corporate entity) becomes subject to an administration order or goes 
into liquidation or the Supplier ceases, or threatens to cease, to carry on business;  

SC believes, in its sole and absolute discretion, that continuing contractual relations with the 
Supplier may damage the reputation of SC;  
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SC reasonably believes, that the Supplier or any of its directors, officers, employees, 
affiliates, agents, suppliers and subcontractors has or may imminently breach the provisions 
of Clause 0 (Compliance) or (ii) the Supplier, or any of its directors, officers, employees, 
affiliates, agents, suppliers and subcontractors is listed under or otherwise directly or 
indirectly targeted by, any Sanctions and Export Control Laws, or (iii) continued performance 
of this Agreement would otherwise be restricted by, or would put either Party at risk of 
breaching, any Sanctions and Export Control Laws; and/or 

Where applicable, a Donor ceases to provide the necessary funds for the Goods and the 
Services or requires SC in writing to terminate this Agreement and/or an Order. 

Termination or expiry of this Agreement and/or any Order shall not affect:  
The Parties’ obligations existing under each Order otherwise still in force at the time of 
termination or expiry, which shall survive and remain binding on each Party until the date on 
which the Supplier has discharged all its obligations under the relevant Order. For the 
avoidance of doubt, any Order related to Goods and/or Services which is still on-going shall 
continue after the termination of this Agreement under the terms of the relevant Order until 
that Order terminates in accordance with its terms or by agreement of the Parties (as the 
case may be); and 

any rights, liabilities or remedies arising under this Agreement and/or any Order prior to 
such termination. 

Consequences of Termination 

On termination or expiry of this Agreement for any reason, the Supplier shall (i) 
as soon as reasonably practicable, deliver to SC any Deliverables or other 
materials that have been produced by the Supplier under this Agreement, 
whether or not complete; (ii) promptly destroy, return or permanently erase 
from its systems SC’s Confidential Information; (iii) assist SC to the extent 
reasonably required to facilitate the smooth migration of the Services to SC or 
a new provider. 

On termination or expiry of this Agreement for any reason, the following 
Clauses shall continue in force: Clauses 1 (Definitions and interpretation), 9 
(Audit), 10 (Limitation of Liability), 11 (Indemnity), 14 (Consequences of 
Termination), 15 (Intellectual Property), 16 (Confidential Information), 17 
(Notices), 19 (Dispute Resolution), 20 (General) and 21 (Governing law and 
jurisdiction).  

Intellectual Property 

The Supplier shall not use SC’s name, branding or logo on or in connection with 
any Goods, Services and/or Deliverables, or for any other purpose whatsoever, 
other than with SC’s prior written instructions or authorisation. 
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This Agreement does not assign any Intellectual Property Rights existing at or 
prior to the date of it (“Pre-existing IPR”) and accordingly neither Party may 
assert ownership of the other Party's Pre-existing IPR. SC retains all property 
rights, including IPR, in any of the SC Pre-existing IPR issued to the Supplier by 
SC or on behalf of SC. 

Subject to Clause 15.2, the Supplier assigns to SC, with full title guarantee and 
free from all third party rights, all Intellectual Property Rights in the 
Deliverables and shall, promptly at SC’s request, do (or procure to be done) all 
such acts and things and the execution of all such documents as SC may from 
time to time require for the purpose of securing for SC all right, title and 
interest in and to the Intellectual Property Rights assigned herewith.  

Confidential Information 

A Party (receiving party) shall keep in strict confidence all Confidential 
Information disclosed to it by the other Party, except as permitted by Clause 0. 

A receiving party may disclose the other Party’s information (i) in the case of SC 
only, to its Affiliates; (ii) to and (in the case of SC) its Affiliates’ employees, 
directors, officers, subcontractors, secondees or professional advisors who 
require such disclosure for the proper performance of their duties (providing 
such people are under equivalent obligations of confidentiality) and (iii) as is 
required to be disclosed by law, any governmental or regulatory authority or by 
a court of competent jurisdiction.  

Notices 

Any notice under or in connection with this Agreement and/or any Order shall 
be given in writing to the address specified in Schedule 1 (Goods and/or 
Services) or to such other address as shall be notified from time to time in 
accordance with this clause. All notices sent internationally shall be sent by 
courier or e-mail.  

Force majeure 

Neither Party shall be liable for any failure or delay in performing its obligations 
under this Agreement to the extent that such failure or delay is caused by a 
Force Majeure Event and only for the duration of the Force Majeure Event, 
provided that the affected Party shall give written notice of such Force 
Majeure Event to the other Party and resume performance under this 
Agreement as soon as reasonably practicable.  
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A “Force Majeure Event” means any event beyond a Party's reasonable control, 
which by its nature could not have been foreseen, or, if it could have been 
foreseen, was unavoidable.  

If any events or circumstances prevent the Supplier from carrying out its 
obligations under this Agreement and/or any Order for a continuous period of 
more than 14 days, SC may terminate this Agreement and/or any Order 
immediately by giving written notice to the Supplier. 

Dispute Resolution  

If a dispute arises in relation to this Agreement, then without prejudice to the 
Parties’ rights under this Agreement, the relevant Party shall escalate the issue 
to SC and Supplier Contacts and then to their respective senior management 
for resolution (including agreeing any necessary changes or improvements 
within a settled timeframe).  

If, having used reasonable endeavours to settle a dispute informally, either 
Party considers the dispute cannot be so settled, either Party may give notice 
that the dispute is being referred to formal legal proceedings in accordance 
with Clause 0. 

General 

Assignment and subcontracting 
The Supplier may not assign, transfer, charge, subcontract, novate or deal in any other manner with any 
or all of its rights or obligations under this Agreement without SC's prior written consent. 

No partnership  
Nothing in this Agreement and/or any Order is intended to, or shall be deemed to, constitute a 
partnership or joint venture of any kind between the Parties, nor constitute any Party the agent of 
another Party for any purpose.  
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Third party rights  
This Agreement shall not be enforceable by any person, other than a Party, under the 
Contract (Rights of Third Parties) Act 1999. 

An SC Affiliate may request the provision of the same or similar goods and services to the 
Goods and the Services from the Supplier, in which case the Supplier and the relevant SC 
Affiliate shall enter into a call-off contract substantively in the form set out in Schedule 4 
(“Call-Off Contract”) for the relevant goods and services. Any such Call-Off Contracts shall 
incorporate the terms and conditions set out in this Agreement in full (as amended by the 
terms of the relevant Call-Off Contract to which they have been incorporated) and 
references in this Agreement to "SC" shall be read as references to the relevant SC Affiliate. 
Each Call-Off Contract incorporating these terms and conditions shall constitute a separate 
contract between the Supplier and the relevant SC Affiliate and SC shall not, by virtue of the 
terms of a Call-Off Contract, the entering into it or otherwise, have any responsibility or 
liability for the acts or omissions of the relevant SC Affiliate entering into the relevant Call-
Off Contract. The Supplier shall provide the goods and services as set out in the Call-Off 
Contract to the relevant SC Affiliate on the same commercial terms (including but not 
limited to price and quality) as it provides to the original SC entity party to this Agreement 
unless otherwise identified in the relevant order. 

Variation  
Any variation to this Agreement and/or any Order, including the introduction of any additional terms 
and conditions, shall only be binding when agreed in writing and signed by both Parties.  

Entire agreement  
This Agreement (including, for the avoidance of doubt, any schedules thereto) and any Orders entered 
into between the Parties set out the whole agreement between the Parties in respect of the provision of 
the relevant Goods and/or Services and supersede any previous draft, agreement, arrangement or 
understanding, whether in writing or not, relating to the provision of the Goods and/or Services.  

Governing law and jurisdiction 

This Agreement and any Order shall be governed by and construed in 
accordance with English law. The Parties irrevocably submit to the exclusive 
jurisdiction of the courts of England and Wales to settle any dispute or claim 
arising out of or in connection with this Agreement and/or any Order or their 
respective subject matter or formation (including non-contractual disputes or 
claims).  
THIS AGREEMENT is entered into by the Parties on the date above stated. 
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Signed for and on behalf of the Supplier: Signed for and on behalf of SC: 

 

………………………………………………. 
Signature  

 

………………………………………………. 
Signature  

………………………………………………. 
Name 

………………………………………………. 
Name 

………………………………………………. 
Position 

………………………………………………. 
Position 

Date:     
 

Date:     
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SCHEDULE 1 

GOODS AND SERVICES SPECIFICATION  

AVAILABLE SERVICES  

1) Service Description: [INSERT] 

2) Specifications: The following specifications will apply to the Services: [INSERT] 

3) Agreed Service Levels: [INSERT – WHERE APPLICABLE] 

 

AVAILABLE GOODS 

1) Goods Description: [INSERT] 

2) Specifications: The following specifications will apply to the Goods: [INSERT] 

3) Shipping  Requirements: [INSERT] 

 

SC AND SUPPLIER CONTACT DETAILS 

CONTACT DETAILS 
 SC (Supply Chain Lead) SC (FWA Owner) Supplier 

Name    

Job Title    

Phone / 

Mobile 
   

Email    

Address    
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SCHEDULE 2 
PRICES OF GOODS AND/OR SERVICES 

Fees  

[Insert prices] 

 

Invoicing Instructions 

The Supplier shall comply with the requirements of the ProSave 
Procurement System or any other payment system or process as advised 
by SC.   

 

[SC to insert invoicing instructions for Supplier if different to Clause 6.3, which states that the 

Supplier can send an invoice on delivery of the Goods or completion of the Services. An example of 

this is where the Supplier is being paid on an hourly/day rate basis, see example wording below -- 

Within 15 days of the last working day of the previous calendar [month] during the term, the 

Supplier shall submit to SC an invoice which gives details of the [hours OR days] the Supplier [or any 

permitted substitute] has worked during the [month] (“Timesheet”), the Services provided and the 

amount of the fee payable (plus VAT, if applicable) for the Services during that [month]. Should the 

Supplier fail to include the Timesheet with the invoice or submit a Timesheet, which in the 

reasonable opinion of SC is inaccurate, SC will reject the invoice and reserves the right to withhold 

payment for that [month]. SC reserves the right to request timesheets on a weekly basis.] 
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SCHEDULE 3 

DATA PROTECTION 

IF YOU HAVE SELECTED CLAUSES 8.10-8.12, you MUST insert Schedule 3 – Data Protection 

Schedule – Standard and Long Form here. 
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SCHEDULE 4 

CALL OFF CONTRACT – SC AFFILIATES 

 

This Call-Off Contract is made the  day of   20[**] 

Between: 

(1) [SC AFFILIATE NAME] incorporated and registered in [XXXX] with company number [NUMBER] whose 
registered office is at [REGISTERED OFFICE ADDRESS] (SC Affiliate) 

(2) [FULL COMPANY NAME] incorporated and registered in [XXXX] with company number [NUMBER] 
whose registered office is at [REGISTERED OFFICE ADDRESS] (Supplier) 

1 General  

1.1 All capitalised terms not defined in this Call-Off Contract have the meanings given to them in the 
Agreement between [Insert legal name of contracting entity] and [SUPPLIER NAME] dated [DATE] (the 
Agreement). 

1.2 For the purposes of this Call-Off Contract only, references in the Agreement to SC shall be deemed to refer 
to the SC Affiliate. 

 

2 Term 
2.1 This Call-Off Contract shall commence on the Call-Off Contract Commencement Date and continue for the 

Call-Off Contract Term notwithstanding any earlier termination or expiry of the Agreement, unless 
terminated earlier in accordance with the terms of this Call-Off Contract. 
 

3 Incorporation and Amendment of the Agreement 
3.1 This Call-Off Contract hereby incorporates the terms and conditions of the Agreement, including the 

Schedules and any other document expressly incorporated by reference into the Agreement, and as varied or amended from time 

to time in accordance with its terms, save as expressly excluded or amended below.  
3.2 This Call-Off Contract shall constitute a separate contract between the Supplier and the SC Affiliate and 

the original SC entity party to the Agreement shall not, by virtue of the terms of this Call-Off Contract, the 
entering into it or otherwise, have any responsibility or liability for the acts or omissions of the SC Affiliate 
entering into this Call-Off Contract. 

3.3 To the extent of any conflict or inconsistency between this Call-Off Contract and the Agreement, the terms 
of this Call-Off Contract shall take precedence. 

 

Call-Off Contract 

Commencement Date 

 

Call-Off Contract Term The period commencing on the Call-Off Contract Commencement 

Date and expiring on [DATE] 

Name and Address for service 

of Call-Off Contract Notice: 

 

Agreement provisions not 

incorporated into this Call-

Off Contract 

[List clauses and Schedules in the Agreement that will not apply to 

this Call-Off Contract.] 
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Amendments to the 

Agreement and new clauses 

to be incorporated into this 

Call-Off Contracts 

 

[Insert any additional terms or Schedules to the Call-Off Contract 

which are not currently set out in the Agreement.]  

 

By signing this Call-Off Contract each party agrees to comply with its provisions. 

 

Signed by 

 

duly authorised for and on behalf of 

[SC Affiliate name] 

) 

) 

) 

) 

 

 

 

………………………………………………… 

 

Signed by 

 

duly authorised for and on behalf of 

[Insert Supplier Company Name] 

) 

) 

) 

) 

 

 

 

………………………………………………… 
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SCHEDULE 5 

DONOR CONDITIONS AND COUNTRY-SPECIFIC REQUIREMENTS 

 

DONOR CONDITIONS 

1) Name of Donor:  

2) Donor conditions applicable to the supply of Goods and/or Services under this Agreement 

[INSERT DONOR CONDITIONS WHICH APPLY TO ALL GOODS/SERVICES SUPPLIED UNDER THIS 

AGREEMENT. ORDER-SPECIFIC CONDITIONS CAN BE UPLOADED TO PROSAVE AS PART OF ANY 

PURCHASE ORDER] 

 

COUNTRY-SPECIFIC REQUIREMENTS 

1) Country specific requirements: the following requirements are applicable to the supply of Goods and/or 
Services under this Agreement in order to comply with local laws:  
 

[INSERT ADDITIONAL REQUIREMENTS AND/OR AMENDMENTS WHICH ARE MANDATORILY REQUIRED 

TO COMPLY WITH LOCAL LAW. DO NOT INSERT ANY COUNTRY-SPECIFIC REQUIREMENTS 

WITHOUT FIRST OBTAINING CENTRE LEGAL APPROVAL]  

 

 


