
 
 
 

               

  NTC/F&P/ 2024/195                                                                      06/01/2025 

The Manager, 

…………………………………………………… 

………………………………………………….. 

………………………………………………….. 

Dear Sir, 

Quotation Request   - Supply Office Furniture 

National Transport Commission is a semi government institute calling quotations for the above 

purchase.  

If you are interested to forward a bid on this procurement please collect the Bid document at 

Procurement section of the National Transport Commission from 10.00 am to 03.00pm (Week days) till 

22nd January 2025 at free of charges or visit NTC web site www.ntc.gov.lk (Tenders) to download the 

relevant bidding document. 

Quotations should be deposited in the Tender Box at the procurement section or sent by registered post 

on or before 02.00pm on 23rd January 2025.  Late quotations will be rejected. Quotations will be opened 

soon after closing the tender in the presence of the bidders or their representatives who attend to the 

opening.  

The top left-hand corner of the envelop should be marked as “Quotation for Office Furniture 

Your prompt response is highly appreciated.  

If you require any further clarification please contact Mr.Maditha Fonseka  on 011 2503969 

 
Thank you, 
Yours Faithfully, 

 

 

Assistant Director (Procurement) 
National Transport Commission 
 
 

http://www.ntc.gov.lk/


 
 
 ITV Clause 

Reference 
Section II.  Bidding Data Sheet (BDS) 

A. General 

1.1 The Purchaser is: National Transport Commission 

 The name and identification number of the Contract are:  

Supply of    Office Furniture         

NTC/2024/G/24 

The source of funding is: Government of Sri Lanka 

B. Contents of Bidding Documents 

For Clarification of bid purposes only, the Purchaser’s address is: 

Attention: Director (Finance & Procurement) 

Address: National Transport Commission, 241, Park Road,  

               Colombo 05 

Telephone: 011 2503969 

Facsimile number: 0112503969 

Electronic mail address:  

C. Preparation of Bids 

1.2 The bidders may quote following minimum quantity 

Description  Quantity 

Table with Side Return-L Shape (AD)  06 

Table with Side Return-L Shape (Officers MA)  03 

Revolving Chair (  Leather high back)  01 

Revolving Chair (  Cotton fabric   high back) 04 

Revolving Chair ( Cotton fabric  medium back)  35 

Counter Chair  (Cotton fabric  )   01 

Lobby Chair (L Shape 08 Seat-  Cotton fabric  )  02 

Workmen Locker (6 Units)  02 

 

 

 

 

 

 

 

 

 



 
 
 

 After sales service is:    required  

The amount of the Bid Security shall be: Rs.30, 000/= valid till 23rd April 

2025. 

The bids should accompany a Bid Security amount of Rs. 30,000/= 

obtained from a  recognized bank operates in Sri Lanka valid for 90 days 

from 23rd January 2025 in favor of the Chairman, National Transport 

Commission.  

The amount of Performance Guarantee shall be 10% of the Contract 

Price. 

 (a) Bid shall include a Bid Security (issued by bank or surety) included in 
Section IV Bidding Forms.  

D. Submission and Opening of Bids 

The inner and outer envelopes shall bear the following identification marks: 

Supply of office furniture. 

For bid submission purposes, the Purchaser’s address is: 

Attention: Chairman, National Transport Commission 

Address: 241, Park Road, Colombo 05 

The deadline for the submission of bids is 

Date:     23 / 01 /2025                     Time: 02.00pm 

1.3 The bid opening shall take place at:  

Address:   National Transport Commission, Procurement Section  241, Park  

Road, Colombo 05 

Date:      23 /01 /2025 

Time:  02.00pm 

 

 

 

 

 

 



 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 E. Evaluation and Comparison of Bids 

1.4 The adjustments shall be determined using the following criteria,  

a) Company Registration  

b) Compliance to Technical specification  

c) Price & Delivery schedule 

 

 



 
 
 

 

Section IV   Schedule of requirement 

Specifications for Office Furniture 
 

PROCUREMENT OF OFFICE FURNITURE FOR NATIONAL TRANSPORT 

COMMISSION STAFF  

 

Table with Side Return-L Shape (AD) -06  

Table with Side Return-L Shape (Officers MA) -03  

Revolving Chair (Leather high back) -01 

Revolving Chair (Cotton fabric high back)-04 

Revolving Chair (Cotton fabric medium back) -35 

Counter Chair  -Cotton fabric -01 

Lobby Chair- Cotton fabric (L Shape 08 Seat) -02 

Workmen Locker (6 Units) -02 

 

SPECIFICATION Q

U

A

N 

TI

TY 

BIDDERS RESPONSE 

(YES)NO 

REMARKS 

01.Table with Side Return-L Shape (AD) 
 
02.Table with Side Return-L Shape (Officers MA) 
 
(All below items Specification are Subject to 20% 
Variation plus or minus on the sizes and other Specs) 
 
 
Table with Side Return-L Shape (AD) 
Main Table – L -165cm/ W -77cm/ H -77cm 
Side returns- L -150 cm/W - 60cm  / H-64cm 
Warranty -  Minimum two year 
 
Table with Side Return-L Shape (Officers MA) 
Main Table – L -150cm/ W -75cm/ H -76cm 
Side returns- L -100 cm/W - 45cm  / H-76cm 
Warranty -  Minimum two year 
 

06 
 

03 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 
 
 

 
 
 
The side returns to have one drawer & one cupboard 
and complete with suitable locking device. Table top to 
be laminated melamine finish and side panels to be  
laminated melamine.. All accessories used such as the 
sliding rollers for key board tray, casters in CPU rack to 
be of durable & good quality. The suppliers to indicate 
wire cup where necessary in side return  
 
 
 
 
 
ex.  
(AD) 

 
 
 
 
 
 
 
 

 
 
 
 
 
(Officers MA) 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
 
 
 
 
 
 

 
 
 
 

 
 

 
 



 
 
 

 
 
 
03.Revolving Chair (Leather high back) 
 
 

 
 

 
 
 
 
 
 
 

 

Leather High Back & Revolving 
Height adjustable gas lift fitted with castors 
Nylon plastic arm with comfortable 
Warranty -  Minimum two year 
 
 
 

04.Revolving Chair ( Cotton fabric  high 
back) 
 

  

High Back & Revolving 
cotton fabric black & cushion 
Height adjustable gas lift fitted with castors 
Nylon plastic arm with comfortable 
Warranty -  Minimum two year 
 
 
 
 

 
 
 
 
01 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
04 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
 
 

05.Revolving Chair (  cotton fabric  medium 

back)            

 

Medium Back & Revolving 
cotton fabric  black & cushion 
Height adjustable gas lift fitted with castors 
Nylon plastic arm with comfortable 
Warranty -  Minimum two year 
 

(Armrest (50mm wide), backrest support and seat 

support shall be of durable. Radial shaft support & 

castor shall be of durable.  Both side polyester – cotton 

fabric covered high density foam cushion for seat & 

back rest. High adjustment with lever and lasting 

spring tilt mechanism.  Stainless steel inner shaft gas 

lift with plastic cover. Seat height adjustable up to 

525mm warranty for gas lift for minimum of 5 years. 

The seat and back rest shall be approximately 500mm 

wide x 500mm deep & 500mm wide x 600mm high 

respectively.  

 

 

 
 
 
35 



 
 
 

 
06.Counter Chair ( Cotton fabric  ) 
 

 

 

 

 

 

 

Seat depth and height adjustment. 

Colour matched armrests offering of height adjustment 

Warranty -  Minimum two year 

 
 
07.Lobby Chair (L Shape 08 Seat- Cotton 

fabric ) 

 

 

 

 

 

 

60cm×70cm×82cm (01seat) 

Low height & stable (not adjustable) 

4 seats for one unit 

Material -   cotton fabric   

Back rest & seat good comfortable 

Warranty -  Minimum two year 

 

 
01 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

 
02 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  



 
 
 

 
 

➢ The selected bidder should provide a sample before confirming the order. 
 

Signature ………………………………………………………. Name…………………………………………………………….. 
 
Address ……………………………………………………………. 
     Seal 

 

 

08.Workmen Locker (6 Units) 
All doors have ventilation louver 
Full lent door stiffener on every door for additional 
strength 
Fitted with a cam lock or handle locks 
Pad lock provision is available without locks Available 
in various sizes and colors 
D458mm×W1004mm×H1922mm 
Warranty -  Minimum two year 
 
 

02 
 
 
 
 
 
 
 

 
 



 
 
 

Section III – Schedule of Requirements 

 (List of Goods and Delivery Schedule) 

 Description of Goods Destination  Delivery date  Bidder’s Response  

Yes / No 

  Office Furniture  National 

Transport 

Commission 

241, Park Road, 

Colombo 05 

Within 30 days of 

purchase order 

 

 

 
Price Schedule  

 
 
 
 Bidder’s Response 

(Yes or No) 
Remarks  

Warranty – 02  Years against 
Manufacturing defects 

             

 
VAT Registration No ………………………………………………………………… 
 
Signature ………………………………………………………. Name…………………………………………………………….. 
Address …………………………………………………………….Seal 

Description  Qty  Unit price (Rs) Total (Rs.) 

Table with Side Return-L Shape (AD) 06   
Table with Side Return-L Shape 
(Officers MA) 

03   

Revolving Chair (Leather high back) 01   
Revolving Chair (Cotton fabric  high 
back) 

04   

Revolving Chair ( Cotton fabric   
Medium back) 

35   

Counter Chair ( Cotton fabric   ) 01   
Lobby Chair (L Shape 08 Seat Cotton 
fabric   ) 

02   

Workmen Locker (6 Units) 02   

                                                                                                               Total  

VAT   

                                                                                                Total with VAT  



 
 
 

Bid Submission Form 
[The Bidder shall fill in this Form in accordance with the instructions indicated No alterations to 

its format shall be permitted and no substitutions shall be accepted.] 

Date:………………………………………………………………. [insert date (as day, month and year) of Bid Submission] 

No…………………………………………………………………………………………….:. [insert number of bidding process] 

To: 

………………………………………………………………………………………………………………………………………………………………… 

[* insert complete name of Purchaser] 

We, the undersigned, declare that:  

(a) We have examined and have no reservations to the Bidding Documents, including Addenda No.:  
………………………………………………………………….[insert the number and issuing date of each Addenda];  

We offer to supply in conformity with the Bidding Documents and in accordance with the Delivery 

Schedules specified in the Schedule of Requirements the following Goods and Related Services Supply 
Office Furniture   
 

(b) The total price of our Bid without VAT, including any discounts offered 
is:…………………………………………………………………………………………………………………………………………………… 

             …………………………………………………………………………. [insert the total bid price in words and figures]; 
(c) The total price of our Bid including VAT, and any discounts offered is: 

…………………………………………………………………………………………………………………………………………………………
[insert the total bid price in words and figures]; 

(d) Our firm, its affiliates or subsidiaries—including any subcontractors or suppliers for any part of the 
contract—has not been declared blacklisted by the National Procurement Agency; 

(f) We understand that this bid, together with your written acceptance thereof included in your 

notification of award, shall constitute a binding contract between us, until a formal contract is 

prepared and executed. 

(g) We understand that you are not bound to accept the lowest evaluated bid or any other bid that 

you may receive. 

Signed: ……………………………………….[insert signature of person whose name and capacity are shown]  

In the capacity of……………………… [insert legal capacity of person signing the Bid Submission Form]  

Name: …………………………………………[insert complete name of person signing the Bid Submission For  

Duly authorized to sign the bid for and on behalf of: ……………………………….[insert complete name of 

Bidder] 

Dated on ____________ day of __________________, _______ [insert date of signing) 

 



 
 
 

Bid Guarantee 
 

 [this Bank Guarantee form shall be filled in accordance with the instructions indicated in 
brackets] 
--------------- [insert issuing agency’s name, and address of issuing branch or office] ------ 
*Beneficiary: ------------ [ name and address of Purchaser] 
Date: -------- [insert (by issuing agency) date] 
BID GUARANTEE No.: ---------- [insert (by issuing agency) number] 
We have been informed that --------- [insert (by issuing agency) name of the Bidder; if a 
joint venture, list complete legal names of partners] (hereinafter called "the Bidder") has 
submitted to you its bid dated --------- [insert (by issuing agency) date](hereinafter called 
"the Bid") for the supply of [insert name of Supplier] under Invitation for Bids No. ------- 
---- [insert IFB number] (“the IFB”). 
Furthermore, we understand that, according to your conditions, Bids must be supported 
by a Bid Guarantee. 
At the request of the Bidder, we --------------- [insert name of issuing agency] hereby 
irrevocably undertake to pay you any sum or sums not exceeding in total an amount of --- 
--------- [insert amount in figures] ---------- [insert amount in words]) upon receipt by us 
of your first demand in writing accompanied by a written statement stating that the Bidder 
is in breach of its obligation(s) under the bid conditions, because the Bidder: 
(a) has withdrawn its Bid during the period of bid validity specified; or 
(b) does not accept the correction of errors in accordance with the Instructions 
to Bidders (hereinafter “the ITB”); or 
(c) having been notified of the acceptance of its Bid by the Purchaser during the 
period of bid validity, (i) fails or refuses to execute the Contract Form, if required, 
or (ii) fails or refuses to furnish the Performance Security, in accordance with the 
ITB. 
This Guarantee shall expire: (a) if the Bidder is the successful bidder, upon our receipt of 
copies of the Contract signed by the Bidder and of the Performance Security issued to you 
by the Bidder; or (b) if the Bidder is not the successful bidder, upon the earlier of (i) our 
receipt of a copy of your notification to the Bidder that the Bidder was unsuccessful, 
otherwise it will remain in force up to ------ (insert date) 
Consequently, any demand for payment under this Guarantee must be received by us at 
the office on or before that date._____________________________ 
[signature(s) of authorized representative(s) ] 

 

 

 

 
 



 
 
 

 
 

Performance Security 
 [The issuing agency, as requested by the successful Bidder, shall fill in this form in 
accordance with the instructions indicated] 
 
--------------------- [Issuing Agency’s Name, and Address of Issuing Branch or Office] ---------------------- 

* Beneficiary:--------------------------- [Name and Address of Employer] --------------------- 
Date: ------------------------------ 
 
PERFORMANCE GUARANTEE No.: ------------------------- 
We have been informed that ----------------- [name of Supplier] (hereinafter called "the 
Supplier") has entered into Contract No. --------------- [reference number of the contract] dated 
------------- with you, for the -------------- Supply of ------------------- [name of contract and 

brief description] (hereinafter 
alled "the Contract"). 
 
Furthermore, we understand that, according to the conditions of the Contract, a 
performance guarantee is required. 
 
At the request of the Supplier, we ---------------- [name of Agency] hereby irrevocably 
undertake to pay you any sum or sums not exceeding in total an amount of ------------ 
[amount in figures] (--------------) [amount in words], such sum being payable in the types and 
proportions of currencies in which the Contract Price is payable, upon receipt by us of 
your first demand in writing accompanied by a written statement stating that the 
Contractor is in breach of its obligation(s) under the Contract, without your needing to 
prove or to show grounds for your demand or the sum specified therein. 
 
This guarantee shall expire, no later than the …. day of ……, 20…. [insert date, 28 days 
beyond the scheduled completion date including the warranty period] and any demand 
for payment under it must be received by us at this office o 
or before that date. 
 
_____________________ 
[signature(s)] 

 
 
 
 
 
 
 
 
 



 
 
 

 
 

Contract Agreement 
           THIS CONTRACT AGREEM ENT is made 

                        the [Supply of Office Furniture] day of [ …………… ], [ 2024 ]. 
     BETWEEN 
                    (1) [……………………………… insert complete name of Purchaser ], a [ insert description of type of 
                    legal entity, for example, an agency of the Ministry of ………….. or 
                    corporation and having its principal place of business at [ insert address of 
                    Purchaser ] (hereinafter called “the Purchaser”), and 
 

                 (2) […………………………….. insert name of Supplier ], a corporation incorporated under the laws of 

                   [……………………………………… insert: country of Supplier ] and having its principal place of business at 
                   [………………………………………. insert: address of Supplier ] (hereinafter called “the Supplier”). 
 

WHEREAS the Purchaser invited bids for certain Goods and ancillary services, viz., 

[……………………………………………………..insert brief description of Goods and Services] and has accepted a Bid by the Supplier 
for the supply of those Goods and Services in the sum of [………………………………………………………………..insert Contract Price in 
words and figures, expressed in the Contract currency(ies) ] (hereinafter called “the Contract Price”). 
 

NOW THIS AGREEM ENT WITNESSETH AS FOLLOWS: 
1. In this Agreement words and expressions shall have the same meanings as are respectively assigned to them in the 

Conditions of Contract referred to. 
2.  The following documents shall constitute the Contract between the Purchaser and the Supplier, and each shall be     
read and construed as an integral part of the Contract: 

(a) This Contract Agreement 
(b) Contract Data 
(c) Technical Requirements (including Schedule of Requirements and Technical 
Specifications) 
(d) The Supplier’s Bid and original Price Schedules 
(e) The Purchaser’s Notification of Award 

3. This Contract shall prevail over all other Contract documents. In the event of any discrepancy or inconsistency within the 
Contract documents, then the documents shall prevail in the order listed above. 
 
4. In consideration of the payments to be made by the Purchaser to the Supplier as hereinafter mentioned, the Supplier hereby 
covenants with the Purchaser to provide the Goods and Services and to remedy defects therein in conformity in all respects 
with the provisions of the Contract. 
 
5.The Purchaser hereby covenants to pay the Supplier in consideration of the provision of the Goods and Services and the 
remedying of defects therein, the Contract Price or such other sum as may become payable under the provisions of 
the Contract at the times and in the manner prescribed by the Contract. 

 
IN WITNESS whereof the parties hereto have caused this Agreement to be executed in 
accordance with the laws of Democratic Socialist Republic of Sri Lanka on the day, 
month and year indicated above. 

 
For and on behalf of the Purchaser 
Signed: …………………………………………..[insert signature] 
in the capacity of ……………………………[ insert title or other appropriate designation ] 
in the presence of [insert identification of official witness] 
For and on behalf of the Supplier 
Signed: […………………………………………..insert signature of authorized representative(s) of the Supplier] 
in the capacity of […………………………… insert title or other appropriate designation ] 
in the presence of [ …………………………..insert identification of official witness 


