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A Business Letter is type
of letter which serves
as a means of
communication written
for various commercial
pPUrposes.
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What is

business
letter?

~Q



LASSIFICATION OF BUSINESS~

LETTER O
0
o =
v o
= A Full Block Style
Q Formal Business O
i — = Modified Block
e
(), Informal Business ,f Style
O
= — % Indented or
g O Semi Block Style
) @ ° 4 )



* /FULL BLOCK STYLE

. F)U” block style business letters have a formal appearance,

however they can be used in informal business situations as well.

JCharacteristics:

*All elements are left aligned to the left margin of the page.
‘*Neat & simple appearance.

“*Paragraphs are separated by double line space.



FULL BLOCK STYLE

Full Block Letter Format

CENTER VERIICALLY
I"SIDEMARGINS

RETURN
ADDRESS
DATE -

ATTENTION

Lougview, TX 7‘)—@13“1“\
SALUTATION | Deesr Asmsars Desles,
SUBJECT LINE oomunonammuumlmmm

The Gmseppe Anvsm fipames m you window me very sitmctive. | soboed themn last week Do
you buve sy other Spwines?

A fnend prve me 3 pumphlet showmyg three Asmsens sl lenmasm sculptores Stardust (yesss 1
999, Siiver Moo (yours 1000 mn-uc.-:&-m dhzd.l-nbhyll
you oudex

toee scalpturet. Do you heve them m stock o I net, conld you refix me
& & nemby dealer? | bave inchaded 3 copy of the jeanphiet fx your aftnmation
1 look forwwd o sdding these bountiful preced 10 my collection

COMPLIMENTARY

CLOSE Simcarsly, o5

COMPANY NAME -‘—~ COMPANY NAME.

\NRITER—4|—-o Cyutins A H

ENCLOSURE | dom
NOTATION bs

COPY ¢ Benchind Willsume
NOTATION Lethe Morson |

POSTSCRIPT | wn very miewested o poschatng the Gmteppe Annam figanoes.

DS = Double Space
QS = Quadruple Space




‘MODIFIED BLOCK STYLE

%Xodified block business letters use a slightly different format

from the full block business letters.

JCharacteristics:

‘*Sender's details & date begin at the center point of page line.

“*Paragraphs may be indented 5 spaces.
A

E
)

**Stay in block style at the left margin.

9 \



MODIFIED BLOCK STYLE

Modified Block Style Personal Business Letter

Your address should start 2" from the top of the page. If
you have a letterhead that contains your address, start the
date here instead. Your return address, date, and salutation

should start in the center of the page.
e~

—

.y

~*  Your Address

(hit enter 5 times or enter down for 1*) after Your City, State Zip (Hit enter twice)

keying in the full date g
=
————» Today's Date - Year, Month, Day

If you choose to indent at the beginning of a
paragraph, use either 5 spacesor a ¢ inch tab
Company Name
Company Address
City, State Zip (Hit enter twice)

Dear Order Department: (Hit Enter twice)

XXXXXXX X XXXX XXX X XXXXXXXXXXXXX XXX XXXXXXXXXXXXXXXXXX XXX
XXX XXX XXX XXX XXX XK X XXX XK XXX KKK KK KKK KKK KKK KK KK XXXXXXXK XX
XXXXXXXXXXXXXXXXXXXxxxX (Hit enter twice)

XXXXXHX XXX XK KKK XXKXKXXXKX XXXXK XXX XK KKK KK XXX XXK KK XXXK XXX XXX
XXXXXXXXXXXXXXXXXXXXXXxXX (Hit enter twice)

XXXXXXXXXXXKKXXX XXXXXKKXXKKXKXXXKKKK XHXHXXKKXXXKKKKK XXX XXX
XXXXXXXXXXXXXXXXXXXXXX (Hit enter twice)

Sincerely, (Hit enter 4 times)
Your handwritten signature goes here,

Your Name




¢ /SEMI BLOCK STYLE

® . . -
* Semi-block format letter, all text is left aligned (except the

auvthor's address, date, and closing), paragraphs are indented.

JCharacteristics:

**Beginning of each paragraph is not flush left but inset 5

character space.

**The rest lines are flush left. -~

“*Paragraphs are separated by one %m@ line space.

D °f

D\
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SEMI BLOCK STYLE

wtiny Manufact uring Company
2l Agomu 1o
.\n'-.lb-ln. “lll.]-.xl\

June 146, 2012

Gourmet Food Company, Ins
200 5akodo Village
Makati Gty

Gentlemen

It 5 a pleasure to answer the question maxed in vour ktter of June 8 3012

COMCEMIng our twpe 888 sachets

Our sachets classified as Tvpe 888 are rescalable and heatproof. We have marked
for vou on page 9 andl0of the incksed brochure the different kinds of containers which we highly
recommend for vour particular line of food products. Ako inclosed is an order hlank

We shall be glad to take care of your order for any tvpe. If there are any other

points which mav not he quite clear, just write us and we shall be glad to answer vour questions

Very trulv vours
Destiny Manufacturing

E.R. Reves

ER. Reves
Y

Sakes Manager







business
letter



*COMPARISON OF THE FORMATS

O
FULL BLOCK MODIFIED BOLCK SEMI BLOCK
All alignments are left Date, signature line & Date line & signature
aligned. senders address are left slot are not left aligned.
aligned.

Paragraphs are Paragraphs are Paragraphs are
separated by double separated by single or | separated by double
line space. double line space. line space.

o

~

No indented lines. No indented lines. . Beginning of each

2/ paragraph iscinidente



4 & N
PARTS OF A BUSINESS LETTER

* 1. Heading or letterhead .

Reterence number .

Date.

Inside address .

Attention line .

Subject . o
Salutation . ) f)
Body. O o N )

O N O SOl



q NS
@ma clos
10 .dignature s D

O ]
11. Reference 1

12. Enclosure

13. CC (carbon ¢
14. Post script
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‘ HEADING OR LETTERHEAD )

It is usually given at the top center or top right
side of the paper.

JThe heading contains necessary information

about the organization's identity.



SINFORMATION TO BE PROVIDED
IN THE HEADING

*Firm's name .
" Address .

"T'rade mark.

"Contact information ( e .G. E mail, telex, telephone ).



EXAMPLE OF HEADING

Global Investors, Inc.
187 IZ_:IEf-.-'cu_rr_-'.l'ui re St, Bos inr'!_. Hu 2125

Td. (617 360-7237, Fax (617)360-7238
woneyy, gobalinvestors, corm
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O REFERENCE NUMBER

A The number which the receiver refers in all future correspondence is

called reference number.

A Reference number is used to enable replies to be linked with the

previous correspondence.

E
A Example: RUET-123 | j)









W DATE

O

O
JCombination of day, month and year.

JRecords when the letter was written.
Serves as an important reference.

JEnables quick reference in future.

(JHelps in prompt action and orderly fining.



PBYACEMENT AND FORMAT OF DATE

#Aligned with the return address.

#Number of date is pronounced as an ordinal figure.

#The endings st, nd, rd, th etc. are often omitted in writing.

HMonth should be fully spelled out.

HYear written with all four digits.

Example: 10 December 2018(UK style)
December 10,2018(US style) &)




W
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INSIDE ADDRESS

#The address of the letter's recipient.

#Contains the name and address information belonging to the

recipient.

HMakes a report on the copy which helps in identification in filing

purpose.
HThe letter will not be sent if the inside address is wrong. :)
’

#HConfirmation of correct spelling of the fegipient’s name, - )

@)

9 \



# ALLOCATION AND METHOD OF
' WRITING OF INSIDE ADDRESS ~

#Should be justified to the left margin of the letter.

#HPlaced 2 space below the date (for very short letter 4

spaces is acceptable).

HWriting to a specific individual is best.
,

#Us post office format is used to write the addresses. & )

9 \

N



SINFORMATION TO BE PROVIDED
IN INSIDE ADDRESS i

#Recipient's name

#Job title(if appropriate)

#company

#Addresses

Example: Mr. Brian Dalmer
Marketing manager
National co-operative dublications O
24499 commerce dark drive f)
Clevelent, Ohio 47239 O O J o 7 )



@EFERENCE BETWEEN HEADING AND
INSIDE ADDRESS v

HEADING INSIDE ADDRESS

v'lt is the writer's information. v'lt is the information of the
addresses.

v'Heading starts on the first line  ¥'Inside address starts after date.
of the page.

/')

o

v'It is usually given the at the top  V'It is always written on the left ?.)
center or top right side of the mqrgin.O 4 )

] = Ny
paper. &) ;)\'
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&/ 7 ATTENTIONLINE .

O
Hindicates the names of those for whom the letter is meant.

HPlaced below the attention time and above the

salutations.
HAlways underlined.

#HAn optional part of business letter. 5



4 > N

8 /5 SALUTATION L
O

#A complementary greeting with which the writer begins his letter.

#HA business letter communicates information outside the

organization and requires a salutation.

HType of salutation depends on the relationship with the

recipient.

#Normally begins with the word "dear" and always includes th

%)

L
erson s last name. p
: > ©



&/ “WRITING METHOD OF ~—
SALUTATION

H#Should be written below the inside address or attention line

leaving some space (1 or 2 line) before the body of the letter.

#HAs a general rule the greeting in a business letter ends in @

colon(US style)

HExample: Dear Mr. Farmer: (formal) A

Dear sir(s): or madam: (if the person's name is know#))

c® @ @)

9 \
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¢/ "SUBJECT LINE .

#Gives an idea about what the correspondence is about.
Himmediately draws attention to the topic of the letter.

#Quickly identifies the purpose of the letter.

HHelps the recipient in dealing successfully with the aims of letter.

HProvides a further reference. o



woc(Ess OF WRITING OF SUBJECT
9 LINE O

O
H#HPlaced below the salutation line.

#Can also be placed between the recipient's address and the salutation(us style)
#Usually begins at the left margin.
#May also begin from center.

HMay be emphasized by underlining, using bold font or all capital letters.

Example: product number: 34/175

Product number: 34/175 f)
PRODUCT BER: 34 o (@ |
ODUCT NUM 34/175 o J e o )



U
- EXAMPLE

Date: 14 February 2019
Ms. Tia Turfingeon
ACTION ITEMS

3400 Onesite Parkway
Denver, CO 80016
ATTN: Sales Manager

Dear Ms. Turfingeon,

Subject: Order No. 567/05

N
L
A
o@® )









8/ 7 R

>°gins two spaces below the salutation.
» Contains the message or the information to be communicated

» Most important, lengthiest, prominent part - written in correct and impressive
style.

Divided normally into four parts:

» First begins the letter and builds up a relationship with the reader.

» Second and third one consists the proper subject matter. O
» Fourth paragraph brings the letter to end. | f)
The body is where you explain why you are Wri'ﬂeno 8 o4 )



* /™" FORMALCLOSE .

O

>|HS written two spaces below the last line of the body.
>t is a polite way of saying "good bye".

>t is written below the last paragraph of the either left side or right side
depending on the style of letter.

»The first letter is capitalized and always followed by a comma.
» |t depends on the tone and degree of formality.

Example : -

p
Formal: Sincerely, Yours faithfully. j)

-
J J O /4

O
Informal: Best wishes, Cordially yours



J ~ SIGNATURE SLOT O

O

>S)|gnq’rure contains the full name of the writer.
»First comes signature (pen written). Sign your first and last name.
» Second line-type written name.

Example:

Sincerely,

A Stad _' ))

Abu Shad > O o o4



@)

\,/ " REFERENCE INITIAL

»When typed initials are put, it refers the reference initials.

»These are useful for office checking. They are typed adjacent to

the left margin, a double space below the signature lines.
»Example : PM:SC
Writers name : Promat Mashud. ()
¢

Typist's name : Shad Chovg)d@y ® o G



QQFFERENCE BETWEEN SALUTATION
AND FORMAL CLOSE >

Saluiahon Formal close

v It is greeting the addressee. v It is just a gentle way of ending
letter.
v’ Should be written below the v |t is written below the last paragraph
address. of the body.
v’ There is an optional comma at the v’ There is a mandatory comma at the
end. end.
5
v Example : Dear Sir, v Example : Sincerely, \/0_
Dear Sales Manager o O Yours fqi’rhfullyo p )
9 \
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Y ENCLOSURE

- "Enclosure is a cover letter. “

O

# Writing method :

* Enclosure notation is usually written in two ways-

1. Identify the number of enclosures against the notation.

5
2. The specific items enclosed. (Catalogues, prospectus & price list) f)
’
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O

O ENCLOSURE

—Use the plural form ("enclosure"”) if more than one item is enclosed.
—Enclosure mention the documents which are attached with the letter.

—Name should be mentioned in additional cases.
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O

O CC or COPY NOTATION

* A copy notation is a list of people that ought to receive a copy of the letter.

* Here (BPC)

JExamples :
= bpc : lohn Ardion
©
* Or, bpc : Fedrik Wohlar C)
’

* Or, copy : Max Richard . O

O o -@ )

2 \
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O

O CC or COPY NOTATION

% CC indicates that a carbon copy of the letter was sent to some other

person(s) listed.
% CC is now rearly used in business purposes.

* Modern term "PC" for Photo Copy, "CC" for Carbon Copy or simply "Copy*

# Writing method :

— At the left margin '



U4 b
POSTSCRIPTS O

5
O
% Comes from latin " post scriptum".

% The last item occurs in the letter.

*Used for added emphasis.

# Writing method :

Double space below the last notation or signature block.

Example: O

P.S : please remember the exclusive price that is offered only for boishakhi festival & is validf)

till 14th april, 2019. o
o \) O O/ )

2 \












A memorandum is a written
message that may be used
in a business office.
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O

> MEMO

JUsed for internal transaction; which transaction didn’t involve

another business or individual entry.

JThe main source documents are not suitable for internal

transaction. -~



QUIRED? Y




4
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. D,
> WHEN A MEMO REQUIRED?



/

UV

S
O

” PURPOSES OF MEMO O

Ql
Ql

To investigate a matter.

. L el elmentEe
R * To address a problem.

o make a request.

o T
k/ . Je feedback. 2
e TO prov! de &




!/ ADVANTAGES OF MEMO

O .
o L
Memos

2 3 ¥

>
® @ )

@ -
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J CONTENTS OF MEMO O

O

*Heading (Company Name)

* Reference no.

* Date

* Name of the Recipient (With designation)

* Name of the Sender (With designation)

* Subject of the written memo (In short, To the point)
* Body (Detailed)

e
* CC or Copies To (List of the rest of the eys’rﬁ copies of the m /mo)
D o@ )
9 \
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MEMORANDLUM

Somebody
Heading R:  Your Nam
' The date
The subject matter

(1) Title:
| out. The

From:
Date:

Subie
i } A —— Lo subiect

hat heading convention is preferred in your situation.

| From: Your Name
| Date: The date
Regarding: The subsect matter

(3) Line. A line rates the heading

of the memorandum varik

or completion re
ed with no paragraph nden

memorandums, be sure to mitial your name,




SAMPLE MEMO

Huron Intermediate
School District

Memo

612" grade faculty

Leah Zuidema
November 14, 2003

What a memo is and how 1o write one

This memo provides basic information about memos that you may wish to adapt and share with your students. Many
teachers are so familiar with memos that we find it difficult to actually explain them to students; this document outlines
some of the basics that students need to know. A memo is a short document that members within an organization use
to exchange information. To write a memo, consider the needs of your audience, use the inverted pyramid for
organization, and support your content with formatting that makes it easy to read.

What a memo is

Memos are considered to be official documents in most organizations. They are used to ask for information or to call for
action, or they are written to report back in response to requests for information or action. Memos are often read by
many people. Many memos are written to large groups of people within an organization. Some memos are written to
only one person but are passed along (“forwarded”) to other people in the organization who need the information.
Because memos are official organizational documents, they are sometimes read by people outside of the organization.
Some memos are made public for legal reasons or during court cases. Other times, particularly “juicy” memos are
leaked to the press.

How to write a memo
After you have analyzed your audience and settled on your purpose, you can write a memo by following these steps:

1. Open a new Microsoft Word document and select the memo template, or design a page of your own that looks
similar to this one.

Before you begin the actual text of the memo, fill in the header. State whom the memo is to, who is writing it, the
date that it was written, and a precise and informative subject (labeled “Re:” in this memo).

Begin the text of your memo by stating the precise purpose of the memo (why you are writing). Then write a
brief but informative summary of your message. The purpose and summary are the most important information
to your reader.

Write the discussion section of the memo by explaining details and examples that will be essential for your
reader to know. It may be helpful to remember to answer the questions who, what, when, where, why, and how.

Finish the text of your memo with a call for action or a statement about action you will take. Politely state what
you want your reader to do after reading the memo.

As you are writing your memo, remember to make use of formatting conventions that will help your readers. Use block-
style paragraphs, headings, bullets or numbering, and even graphics where appropriate. When you finish the memo
and are ready to make it official, hand write your initials next to your name in the “From” line.

If you are interested in additional tips on writing memos, please visit the University of Toronto’s website about memos at
handbock-memo.html. The memo you are reading is based on advice from this
d advice to help you with writing memos.







Oral Report
Vs

Written
Report
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Shaping
a Report
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O” REPORT WRITING
(DEFINITION)

e

* An analysis of the data of the investigation written in as objective logical and

factual way

* A process involving activities
¢ Thinking
¢ Writing

+*»*Discussing

** Revising _



arisfies ouY need

V'S
v \x descriPes:
&e TNINSS
Sratus peoP™
g events
Repo'?

TYPES OF REPORTS

&
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WRITING
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> DIFFERENCE BETWEEN ORAL AND WRITTEN REPORTS O

O

ORAL REPORTS

WRITTEN REPORTS

v Instance feedback is possible.

v’ Written reports instant feedback is not

possible.

v’ Does not have any permanent record.

v’ Always has permanently record.

v’ Take less time to prepare and transmit
messages.

v’ Takes more time to prepare and transmit

messages.

v’ Less significant in organizational context.

v’ More significant organizational context -)

v’ Cannot be referred to again and again.

v Can be s/:d'jed, reviewed stored and

retrieved.

s

N
) o /4 )

J

N 4 =



NOTES ON SOME REPORT

Information only
report

* Short in length
* Report on monthly budget

1 * Provides basic information

L

* Most widely used
Resed I"Ch = por‘|‘ * Important for higher study level

* Report on a product development

A
Cqse Sfudy qnqusis * Hypothetical report

* Includes real life experience
re pOrT * A report based on an accident

@)




What are the advantages of

report writing in our business
as well as personal life ? \
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O FUNCTION OF REPORTS

» Providing a record of an event on meeting.
» Aiding decision making.
» Persuading or influencing an audience.

» Setting out procedures.
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o WHAT MAKES A GOOD REPORT?

Two of the reasons why reports are used as forms of written

assessment are:

dTo find out what you have learnt from your reading research for

experience;

dTo give you experience of an important skill that is widely used in the work

place.












The contents of

each part of the




drown from the
discussion

Makes
recommendatio
ns

Intfroduction

1.Terms o
reference

2.Background
3.Problem
4.Approach

5.Definition of
special
word used
6.outline of
report's
ructur

Sub-heading

Methods of data
collection

The finding

Discussion of
finding

- ©




Report Tittle

Authors Name

Submission Date
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N P °
s of the report Contents Functions
£ )
I ] N
Title’page Name of the report, author’s | To inform
> name, date of the submission.
Table of contents List of sections, sub-section, To inform
appendices etc.
Executive summary A summary of entire report. To inform
Introduction Background, problem, To inform
approach, definition of special
words used. -
Methods Methods or procedures which | To inform é/
lead to the feelings. O '
- )o@ )
"’ o \ 4




| \ =/

i ys of the report Contents Functions
O
findihgs Result of investigation, To inform
& research and calculation.
Conclusion Conclusion drawn from the To convince
findings.
recommendation Thinks that should be done as | To persuade reason
a result.
Bibliography Books, articles magazines, To inform
reports, any documents that
used for reference. -

,
> ©

- o/
& >




OD REPORTING
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> CHARACTERISTICS TO BE CONSIDERED

O

» Implement tender process itself in an agile manner
» Work on product and business value from the very first moment
» Make the definition of done part of the tender

»Create a win-win situation around stable teams and productivity

growth

» Collaborate with the suppliers to realize a contract as agile as

possible . O

O

~Q
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I!}i’FORMATION TO BE ADDED IN A TENDER DOCUMEi‘PT

» General conditions of tender

» Schedule of times of work with clear specification
» Special condition

» Lay out plan &location of work

» Availability of materials in the vicinity f)



NS

* / °TYPES OF TENDER .,

O

O

»There are different types of; classified by different categories
»They can be classified as follows

» According to their sector

» According to their boundary

» According to their stage )






Govt. Sector Tender

DEPARTEMEN KEUANGAN REPUBLIK INDONESIA
" INSPEKTORAT JENDERAL _ |
P Gedung Juanda || Departemen Keuangan Lantai IV s.d XIl  Telepon :(D21) 2855430
J1. DR Wahidin No.1 Jakarta 10710 Sentral : 381016266

Tromol Pos 3132 Jit. 10031 Faksimile . 3847448

PENGUMUMAN PELELANGAN UMUM
Nomor: PENG-01/ PAN PJPRRILY 1J.15/ 2009

Inspektorat Jenderal Departemen Keuangan akan melaksanakan Lelang Umum uniuk paket pengadaan
jasa pembonongan sebagai berikut:

A. Paket Pengadaan
Nama paket pengadaan - Pengadaan Jasa Pemborongan Renovasi Rumah Jabstan Inspektur Jenderal
Lingkup Pengadaan  : Jasa Pemborongan
Pagu Anggaran : Rp3&T.380.000,00
Sumber pendanaan  : DIPA Inspektoral Jenderal Departemen Keuangan Tahun Anggaran 2009

Persyaratan Peserta
Pakel pengadaan ini terbuka untuk Usaha Kecil yang memenuhi persyaratan kualificasi sebagaimana
diatur dalam Dokumen Lelang.

. Pendaftaran dan pangambilan Dokuman Lelang:
Tempat dan alarmat ; Gedung Juanda Il Lt X Ruang X/ 4
JI. dr. Wahidin Nomor 1, Jakarta Pusal
Tanggal 1 16 8.d 27 Jul 2009
Wakiuy ; 0900 5.d. 15.00 (Harap membawa USE Flash disk)

. Syarat Pendaftaran
1. Menyerahkan folokopi dan menunjukkan ashi akla pendirian/ perubahan perusahaan;
2. Pendaftaran dapat dewakilkan dengan membawa surat kuasa khusus dan pimpinan perusahaan
sedta identitas diri

Jakarta, 15 Juli 2009

Departemen Keuangan

Panitia Pengadaan Jasa Pomborongan Renovasi Rumah Jabatan inspaktur Jendaral J



Private Sector Tender

Government of the People’s Republic of Bangladesh
Prime Minister’s Office
Bangladesh Economic Zones Authority (BEZA)
Support to capacity Building of Bangladesh Economic Zones Authority Project
BDBL Bhaban (Level-15), 12 Karwan Bazar, Dhaka-1215

No: 03.761.011.00.08.007.2015 - {622 Date: 30 April 2015

INVITATION OF TENDERS
No- 12/2014-2015
_Sealed tenders are hereby invited from the eligible lers for the following terms & conditions stated below.
1 e Minister's Office
ladesh Economic Zones Authority (BEZA)
. Project Director, Support to Capacity Building of Bangladesh Economic
Zones Authority Project
Entity District [Dheka __ — ———— ]

n Invitation for Supply, installation and Commissioning of Video Conference Systems for
BEZA.

6_| Invitation Ref. No and date 12/2014-2015 Date: 30.04.2015

KEY INFORMATION

7_| Procurement Method

FUNDING INFORMATION —
Budget and Source of Funds Development Budget

9 | Development Partners (if applicable’ IDA and DFID

PARTICULAR INFORMATION

10_| Project/Program Code (if applicable] Not applicable

11_| Project/Program Name Support to Capacity Building of Bangladesh Economic Zones Authority

12_| Tender Package No. BEZA G-8
13 | Tender Package Name Supply, installation and Commissioning of Video Conference Systems for
BEZA.
[14 ]

Tender Publication Date on or before 07 May 2015
27 May 2015 during office hour
Tender Last Submission Date and Time
Tender Opening Date and Time 28 May 2015 up-to_04.00 PM
Name & Address of the office of Project Director, Support to Capacity Building of Bangladesh Economic
Selling/ Receiving/ Opening of the Zones Authority Project, BDBL Bhaban (Level-15), 12Karwan Bazar, Dhaka.
Tender Document
Place/Date/Time of Pre-Tender Meeting | None
Optional)
INFORMATION FOR TENDERER
| 20 | Eligibility of Tenderer The Invitation for tender is open to all eligible tenderer’s who satisfy:
‘ (a) The Tenderer must have successful completion experience on supply and
| installation of video conferencing systems amounting not less than Tk. 100
(One Hundred) lakh during the last 3 (Three) years in Govt/Semi-
| Govt./Autonomous Bodies; (b) The minimum amount of liquid asset or
working capital or credit facility is Tk. 25 (Twenty Five) Lakh; (c) Up-to-date
| trade license, Income Tax clearance certificate, VAT registration certificate.

Brief Description of related Services Supply, installation and Commissioning of Video Conference Systems for
BEZA

Tender document price Tk. 1000/= (Taka One Thousand) only (Non-refundable]

Identification of lot Location Tender security (Tk.) Completion time

Supply and install of Video | BEZA Office Dhaka 80,000/= 30 days
Conference Systems for BEZA, (Eighty Thousands Only)

21
22
23
[ 24| Name of Official Inviting Tender Md. Harunur Rashid
27
28

Designation of Official Inviting Tender Project Director (Joint Secretary)

6 Adpress of Official Inviting Tender BDBL Bhaban (Level-15), 12 Karwan Bazar, Dhaka .

Contract Details of Official Inviting Tel. No. 8180170, Fax No: 8180172
Tender E-mail: beza

The procuring entity reserves the right to accept any or rej

tender notice is also available at web site: www.beza.gov.bd.

A

HSrunur Rashid)
ector (Joint Secretal
gne: 8180170




- Public Sector Tender ¢

REQUEST FOR PROPOSAL

Date of Issuance: March 22, 2012
PROJECT INFORMATION
Introduction

Request for Proposal (“RFP”) is i cti cess for marketing servi
Proposals will be accepted from:

a. Individuals operating as independent con

b. Non-profit, non-governmental entities;

c. For-profit, private entities; and

d. Preference is given to proposers with experience working with public sector entities, including state
and/or county government in outreach and education for the identified target grou

Proposers submitting a response to the RFP will be asked at a minimum, to state their qualifications,
understanding/experience relating to the project and offer their methodology for meeting the design
criteria. ] 2 from the RFP Phase will proceed to the Interview Phase and be requested to
participate in oral interviews,

Selection Schedule:

RFP Released ............ e <.......March 22, 2012
Pre-Proposal Meeti . —— farch 29, 2012
Deadline to Submit Questions (in writing)

Responses to Questions (in writing) ..

3 lay 4,2012
Noti election. PP 012
Complete Contract Negotiations v
Contract Executiot/NTP.v:svnussusannsimanipsassissannJune 8, 2012

Note: The total amount available under this RFP will not exceed Ninety Six Thousand Dollars
($96,000.00)(the “Maximum Contract Amount”) for a one year contract subject to available,
appropriated funds. The City and County of Denver reserve the right to negotiate all contract
amounts.

The competitive selection process provided for under this RFP will focus on the qualifications and prior
history of performance on similar projects of each proposer and the proposer

appropriate, in accordance with the selection criteria set forth in this RFP. Thoughtful written responses to
this RFP will enable the City to select the most qualified proposel

2, De: on of Services. The objective of this RFP is to procure marketing and communications
support services, creation of selected marketing materials, support services for public outreach activities,
and other related marketing functions and work products. Services to be performed include:

RFP Marketing Services 4 o : /
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~ OPEN TENDER RESTRICTED TENDER Y

DIRECTORATE OF PROCUREMENT (NAVY)

OPEN TENDER

DP (NAVY) C/O MoDP, PAK SECRETARIAT-Il, ADAMJEE ROAD, RAWALPINDI

Electrode Welding 148001
303576/R:1401/330613 Electrode Mild Steel (Ms) 10 G| 66812 MTR n- &
Dialysis system with blood
1390266/B-1308/310107 PROPOSED ERECTION AND COMPLETION OF ADMINISTRATION

1390261/B-1308/310102_|Holmium Laser for Urology _ 27-02-2014 BLOCK EOR MEINGAL TRAINING COLEEGE ;G ARISS R
1290033/R-1207/310021 |ESD Safe PCB Storage Facility Various n 1 014 The Kenya Medical Training College Inv tenders for he constructon of Proposed
Erection and Completon of Administraton Block for MTC Garissa as shown below: -
Erecton and

324023/B1308/340111 Hydraulic Oil with Anti-Wear
Additives
Campleson of

314056/B-1311/340465 i Admirisration

Black for Ganssa

i i i MTC
324019/B-1312/340506 gﬁ?g?ea' gkt Seivice
Interested Contractors, who are registered in relevant tades and categories, (proof of

Lub Oil Naval Diesel Severe registraton required) and have camed out simiar woks in the last five year, may
324031/B-1312/340562 Service (OM-113) .- oblain tender fom the Kenya Medicd Tranng College, HORS,
Administration Block, Procurement Office on 1* Floor. The non-efundable fee of

:)i)%:ell(orena F180/>2 M 450ntas Kenya Shillings Four Thousand (Kshs.4,000.00) on ©
324012/R-1311/340420 | 5 13-02-2014 cheque payable 1o the Dirscior, Kenya Medica Training College, Nai
/ (ii) Grease Air Craft Multi (i) 200 Kgs
Purpose Interested bidders should note that ondy those meeting the criteria indicated below as
a minimum, supported by relevant documents at sub mission will be considered for

314014/R-1307/340018 | Cement New Light 3000KG | B [30-01-2014 futther evaluation.
314075/R-1310/340218 | Gas Cooking (Fon) 90000KG | B |30-01-2014 ) ,
* Proof of works of simiar magni and compiexty undertaken in the last five

4074/R-1311/3a0437 | 025 COMPresses Argon 4000cUM | B |1 014 years.
Technical

The Bid bond must be in form of Barnk Guarantee fom a reputable bank or
1303002/R-1311/340445 |GROMMET METALIC BRASS 1680 BOX n 30-01-2014 approved insurance company. 3

(i) Shell Tellus Oil 52 V-46 (i) 8000 Ltrs
018 10/340291 (ii) Shell Rimula R3+30 (ii) 5000 Ltrs *  Adequate equipment and key personnd for the speafied types of works.

TERMS & CONDITIONS * Sound financial standing and adequate acoess 1o bark credit ine.

Praposed

2.5% Bid money of the quoted value is required to be submitted along with the quotations
A complete detail and specifications of the tender can be downloaded from PPRA website
Treasury Challan of Rs. 200/- debatable to Major Head C02501-20 Main Head-12 Sub Head-A
Miscellaneous (Code Head 1/845/30) is to be submitted along with the bid.

PID (1)2914 /13







LE STAGE TENDER MULTI STAGE TENDER

¥2; CONVERSION OF WET PROCESS TO DRY PROCESS OF CCCL PROJECT

(A Project of Bangladesh Chemical Industries Corporation)

INVITATION FOR INTERNATIONAL TENDER
(Single-Stage : Two-Envelope System)

DEPARTEMEN KEUANGAN REPUBLIK INDOMESIA
INSPEKTORAT JENDERAL )
Gadung Juanda Il Departemen Keuangan Lantai IV s.d X1l Telepon :(021) 3865430
Ji. DR Wahidin No.1 Jakana 10710 Sentral  : 3810162-68
Tromol Pos 3132 Jki. 10031 Faksimile : 3847448

PENGUMUMAN PELELANGAN UMUM
Nomaor: PENG-01/ PAN.PJPRRJLY 115/ 2009

sioning and Test Run of 4 (Four) nos Air Compressor for Conversion of wet
iy 6 dey proces O OCCL Project

In fation Ref. Ni

INFORM

[REYINFORMATION |
- Procurement Method Intemational Open Tendering Method (Single-Stage : Two-Envelope)
[ 08 [Budget sd Sowee o s _[oos |

PARTIC{'LAR INFORMATION

Conversion of wel process fa dry process of CCCL, Projeet, Clihatak, Sunamgon]

and Test Run of 4 (Four) no
L Proj

Nama paket pengadaan - Pengadaan Jasa Pemborongan Renovasi Rumah Jabatan Inspekiur Jenderal
Lingkup Pengadaan  : Jasa Pemborongan

Pagu Anggaran Rp387.360.000,00

Sumber pendanaan DIPA Inspektoral Jenderal Departemen Keuangan Tahun Anggaran 2009

Persyaratan Peserta

00 AM (BST)
Tender Opening Date and Time | 14-05-2018 _11.10 AM (BST)
[ 16. [Name & Address of the Office
i T Office of the Project Director, Conversion P
Cement Company Limited, 8th Floor, 148 M 1000.
Office of the Project Director. Co t process to dry process of Chhatak
Cement Company Limited, Chhatak gan
Controller of Accownts BCIC, BCIC Bhaban, 30.31 Dilkusha C/A, Dhaka-1000.

Receiving Tender Document Office of the Project Director, Conversion of wet process to dry process of Chhatak Cement
Company Limited, Chhatak, Sunamganj.
Opening Tender Document Office of the Project Director, Conversion of wet process to dry process of Chhatak Cement
Company Limited Chhatak, Sunamganj.
NFORMATION FOR TENDERER
Eligibility of Tenderer As per tender document

Supply, Commissioning and Test Run of 4 (Four) nos. Air Compressor for Conversion of wet
55 to dry process of CCCLL Project.

Pakel pengadaan ini terbuka untuk Ussha Kecil yang memenuhi persyaratan kuslificasi sebagaimana
diatur dalem Dokumen Lelang.

Pandaftaran dan pangambilan Dokuman Lelang:

Tempat dan alamat Gedung Juanda I Lt X Ruang X/ 4
Ji dr. Wahidin Nomar 1, Jakarta Pusal
16.8.d 27 Juk 2000
09,00 5.d. 15.00 (Harap membawa USB Flash disk)

19. | Brief Description of Goods & | Supply. Commissioning and Test Run of 4 (Four) nos. Air Compressor for Conversion of wet
Related Services process to dry process of CCCL, Project.

Tender Document Price Tender document will be sold on payment of 5,000 (Five Thousand) BDT (Nonrefundable)
Time for Work Completion One hundred eighty (240) Day:

Amount of Tender Security US Dollar 5,000 (Five thousand USS) or BD 1000 (Four Lac Fifteen thousand Tk) only.

‘alidity of Tender One Hundred Eighty (180) Days.

D. Syarat Pendaftaran
1. Menyerahkan folokopi dan menunjukkan ask akia pendirian/ perubshan perusahaan;
2. Pendafaran dapat dewakilkan dengan membawa sural kuasa khusus dan pimpinan perusahaan
seda identitas did.

ame of Official Inviting Tender Kazi Ruhul Amin.
Designation of Official Inviting Tender Project Director.

[[26. [ Addiess of Offcial viting Teudes Conversion of wet process (o dry process of CCCL, Froject, Chhatak, Sunamgon;

TF it is 0ot possible to receive/open the Tender on fthe scheduled date for any unavoidable circumstances, fhe same will be received
/opened on the next working day at the same time and same place.

The procuring entity reserves the right to accept or reject any/all tenders.
(Kazi Ruhul Amin)

& Project Director
BCICf:nUS_—l‘ /18 01718727360

PF-267-654/18 (9"x4) Conversion of wet process to dry process of CCCL, Project. )

Jakarta, 15 Juli 2009
mmmmmnmmmm
Departerman Keuangan




o There are some other types of tenders also:

(JScaled tender
Limited tender

dVerbal tender

(JRate contract and so on......
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U % PARTS OF A TENDER O

)
EIH%ading ;institute name and address ULast date and time of receiving tender
dTitle Tender opening venue, date and time
JSource of fund Description of tendered goods/service
invitation for tender dRegards
(JReference and date dSignature slot
dThe office selling tender document dName with designation
dThe office receiving tender document )

dLast dates and time of selling tender f)

o
documents o J J o



EXAMPLE

I T E D

Registered Office : Uday Sanz, Plot No. SE(A), 2/B Gulshan South Avenue,
Gulshan-1, Dhaka-1212.

TENDER NOTICE

Name of the work: Purchasing, installation, commissioning, testing and maintenance of the
Network Security Devices and Solution (i.e Next Generation firewall for Data & Internet, Web
Application firewall, Web Security, e-mail Security NBA, SIEM, NIS, Servers) for Data Center.

Shahjalal Islami Bank Limited is inviting tenders from the reputed vendors/suppliers for the
above mentioned works. The vendor should have the following competencies:

® A registered company with legal entity in Bangladesh having an authorized
representative/dealer/distributor for supplied brand OEM and enough skilled/trained
support stuff during and after completion of the project.

® At least three (03) years of experience of selling and installation of mentioned products
in Bangladesh and having comprehensive experience on successful completion of
similar project works in at least three (03)financial institutes.

@ Further detzailed qualification of the bidders are described in the tender schedule.

Tender papers with detailed schedule of works, specification, terms & conditions will be
available at the office of undersigned at Uday Sanz, Plot # SE (A) 2/B, Guishan South
Avenue, Gulshan - 1, Dhaka on payment of Tk. 3000(non-refundable) in cash with a request
letter in company's letter pad between 10.00 am to 3.00 pm from June 5, 2016 to June 09,
2016. The bank authority reserves the right to cancel any or all tenders at any time and or
any stage without assigning any reascn whatsoever.

Md. Mahbubur Rasheed
SVP and Head of CSD
02-9887803; 02-9845457 (Ext: 200)
Mob: 01755556036

www.sjiblbd.com




What is
Quotation??

A formal statement of
promise by potential
supplier to supply the goods
or service required by o
buyer at specified prices
within a specific period
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o Comparison between Quotation and Tender

O

NS

O

Basis for comparison

Quotation

Tender

Meaning

Quotation is a document of
setting out the estimated cost,
for supplying goods or survives
or procuring something.

Tender refers to a process of
soliciting suppliers to bid on the
goods or services needed by a
buyers

Response to

Request for quotation

Request for tender

Components

Price

Price and quality ©

Scope

Narrow

.
x>

Comparatively wide
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