Standard Bidding Document for Request for Quotation for

Non—ConsuItancy Services

Construction Industry
Regulatory Authority

PRIVATE BAG A 146, LILONGWE 3

REQUEST FOR QUOTATIONS (FOR NON-CONSULTANCY SERVICES)

PROCUREMENT REFERENCE NUMBER: CIRA/CHATBOT/26-27

..................................................................... Date: 34 September, 2026

The Procuring and Disposing Entity named above invites you to submit your
quotation for carrying out the whole of the services as described herein. Any
resulting order shall be subject to the Government of Malawi General Conditions of
Contract for Local Purchase Orders except where modified by this Request for

Quotations.

SECTION A: QUOTATION REQUIREMENTS

1. Description of Services and Location

DEVELOPMENT OF A CHATBOT TO ENHANCE SERVICE DELIVERY AND

EFFICIENCY,

2. Services are to commence within: 3days from the date of order.

3. Services are to be completed within: 3 months from the date of
commencement.

4. Quotations must be valid for 30days from the deadline of submission.

5. Quotations and supporting documents as specified in Section B must be marked
with the Procurement Reference Number given above and indicate acceptance of
the stated terms and conditions.

6. Quotations must be received, in sealed envelopes no later than: 10:00 hours on
10t September, 2026.

Quotations must be returned to the Chairperson of the IPDC:
Construction Industry Regulatory Authority,

Private Bag, A146,

Lilongwe




PPDA
v Standard Biddi :
Idding Document for Request for Quotation for

Non-ConsuItancy Services

7. IpeRatt:tached Schedule of Rates and Prices in Section C together with any Terms
eference or other documentation mentioned in Section C and appended,
deta_|l the services to be performed. You are requested to quote by completing
Sectlons C and D. Quotations shall cover all costs of labour, materials,
cquipment, overheads, profits and all associated costs for performing the
Services including all taxes, levies and duties. The total cost of performing the
services shall be included in the items stated and the cost of any incidental
SEIVices or materials shall be deemed to be included in the prices quoted.

Your quqtation Is to be returned on this Form by completing and returning Sections
Cand D including any other information and certification as Stated within this RFQ.
SECTION B: QUOTATION SUBMISSION SHEET

1. Currency of Quotation: ..............

2. Services will commence within ............. [/nsert number] [days/weeks/months]
from date of Purchase Order.

3. Services to be completed within ............... [/nsert number] [days/weeks/months]
from date of commencement.

4. Validity period of this quotation is ............... [/nsert number] [days/weeks/weeks)

from the deadline for submission.
5. We enclose the following documents:
(i)  Section C of the Request for Quotations completed and signed:
(ii) A copy of your current Trading Licence
(iii) A copy of your current Annual Tax Clearance Certificate
(iv) A copy of PPDA Certificate.
(v) Three copies of recent Government contracts /LPO performed

(vi) Beneficial ownership form

6. We offer to supply in conformity with the Request for Quotations Documents and
in accordance with the delivery schedule required in Section D: Schedule of

Requirements.

7. We have examined and have no reservations to the Request for Quotations
Document, including Addenda No: of Addenda.

8. Our price shall be fixed for the duration of the validity period.

9. We declare that our firm, Directors and Beneficial owners do not engage in
corrupt, fraudulent and/or uncompetitive practices whenever participating in
procurement proceedings.

(8]
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AUTHORISED BY: [to be completed by someone who has the power of attorney for
the Bidder]

Signature Name:
Position: Date:

(DD/MM/YY)
Authorised for and on behalf of (Company name):
Company
Registered Address:
............................................................................................................................ If any

additional documentation is attached to your quotation, & signature and
authorisation in Section C and Section D is still required as confirmation that the
terms and conditions of this RFQ prevail over any attachment. If the Quotation is not
authorised in Section C and Section D, the quotation may be rejected.
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SECTION C: SCHEDULE OF RATES AND PRICES (TO BE PRICED BY BIDDER)

Item Description of Services Unit of 0 : Unit Price Total Price
(Append detailed specifications, requirements, uantity Kwacha
No. explanations and/or Terms of Reference as necessary) Measure Kwacha
] Procurement of Services for the
Development of a Chatbot to enhance
Service Delivery and Efficiency Each 1

NOTE: See the attached TOR for
more clarification also they will be
used as evaluation criteria.

Sub-Total

VAT

PPDA Levy (1%)

Total Bid Price

Nates: The Procurement Levy is caloulated based on Sub-total before taxes.

Ihe following attachments are appended 1o clarify the Description of Services:
| List cach attachment ¢ g detailed schedule of services, or terms of reference]

A0 THAORINE D BY

Tuigrtiutiing Name:

Peapliica Seli o ke

(DD/MM/YY)

Sutanesd for and on behalf of

2aMgey SIS
DM e DaRe Doy

SECTI0M D peneficial Ownership Disclosure
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T1B Beneficial Ownership Disclosure Form

TED

INSTRUCTIONS TO BIDDERS: DELETE THIS BOX ONCE YOU HAVE COMPLE
THE FORM

This Beneficial Ownership Disclosure Form (“Form”) is to be completed by the Bidder. In
rate Form for each member. The

. case of joint venture, the Bidder must submit a sepa
beneficial ownership information to be submitted in this Form shall be current as of the

 date of its submission.

For the purposes of this Form, a Beneficial Owner of a Bidder is any natural person who
ultimately owns or controls the Bidder by meeting one or more of the following
conditions;

1. directly or indirectly holding 5% or more of the shares

2. directly or indirectly holding 5% or more of the voting rights

3 directly or indirectly having the right to appoint a majority of the board of

directors or equivalent governing body of the Bidder.
4. directly or indirectly, has a substantial economic interest in or receives substantial

aconomic benefit from, a company, whether acting alone or together with other
pPErsons;
§ has a significant stake in a company and on whose behalf activity of a company is
CONAKTET, Of
& exercises significant control or influence over a person through a formal or
formal agreement, and where Such ownership, control or interest is through a
pust the trustee (s), beneficanes, or anyone who controls the trust.

oy et Beterence No - [insert procurement reference number]
Fap | wmeert page number ] of [insert total number of pages] pages

L1 ::nunm“dmhqandoisposingemty]

I seagorae 1o yonr reguest 0 the Letter of Acceptance dated [insert date of letter
o Acsgiance) 1ty addtoral information on beneficial ownership: [select one
‘mmmnwmmmmMMnuwmle}

L e ety peovide P Bllowng benefical ownership information.

Detuts of el @ owrer Ity
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I8
: Identi-ty‘ of Directly or Directly or Directly or
| Beneficial indirectly indirectly indirectly
Owner holding 5% or | holding 5 % or | having the right
more of the more of the to appoint a
shares Voting Rights | majority of the
board of the
(Yes / No) (Yes / No) directors or an
equivalent

governing body
of the Bidder

(Yes / No)
[include full name
(last, middle,
first), nationality,
country of
residence]
OR

(i) We declare that there is no Beneficial Owner meeting one or more of the
following conditions:

directly or indirectly holding 5% or more of the shares

directly or indirectly holding 5% or more of the voting rights

directly or indirectly having the right to appoint a majority of the board of
directors or equivalent governing body of the Bidder.

directly or indirectly, has a substantial economic interest in or receives
substantial economic benefit from, a company, whether acting alone or

together with other persons;
has a significant stake in a company and on whose behalf activity of a

company is conducted; or
exercises significant control or influence over a person through a formal or

informal agreement, and where such ownership, control or interest is through
a trust, the trustee (s), beneficiaries, or anyone who controls the trust.

OR

(iii) We declare that we are unable to identify any Beneficial Owner meeting one or
more of the following conditions. [If this option is selected, the Bidder shall provide
explanation on why it is unable to identify any Beneficial Owner]
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e directly or indirectly holding 5% or more of the shares

* directly or indirectly holding 5% or more of the voting rights

e directly or indirectly having the right to appoint a majority of the board of
directors or equivalent governing body of the Bidder]”

* directly or indirectly, has a substantial economic interest in or receives
substantial economic benefit from, a company, whether acting alone or
together with other persons;

» has a significant stake in a company and on whose behalf activity of a
company is conducted; or

e exercises significant control or influence over a person through a formal or
informal agreement, and where such ownership, control or interest is through
a trust, the trustee (s), beneficiaries, or anyone who controls the trust.

Name of the Bidder: [insert complete name of the Bidder]'
Name of the person duly authorized to sign the Bid on behalf of the Bidder: [insert

complete name of person duly authorized to sign the Bid]?

Title of the person signing the Bid: [insert complete title of the person signing
the Bid]

Signature of the person named above:

Date signed [insert ordinal number] day of [insert month], [insert year]

! In the case of the Bid submitted by a Joint Venture specify the name of the Joint Venture as Bidder.
In the event that the Bidder is a joint venture, each reference to “Bidder” in the Beneficial Ownership

Disclosure Form (including this Introduction thereto) shall be read to refer to the joint venture

member.
? Person signing the Bid shall have the power of attorney given by the Bidder. The power of attorney

shall be attached with the Bid Schedules.
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SecTION E: EVALUATION OF QUOTATIONS

1. Quotations that are responsive, qualified and technically compliant will be ranked
according to price.

2. Award of contract will be made to the lowest evaluated quotation by the issue of a Local
Purchase Order.

Signediimma=res oot nirusds Name Eng. Gerald T. Khonje
Title/Position: CHIEF EXECUTIVE OFFICER

For and on behalf of the Procuring and Disposing Entity




C rRA

Construction Industry
Regulatory Authority

TERMS OF REFERENCE (TOR) FOR THE DEVELOPMENT OF A CHATBOT
SYSTEM FOR CIRA

1. Background

The Construction Industry Regulatory Authority (CIRA) intends to develop and deploy a
chatbot system to enhance communication, information dissemination, customer support,
and user engagement. The chatbot will provide users with timely, accurate, and
automated responses to frequently asked questions and facilitate access to information

and services through digital platforms.

The chatbot is expected to improve service delivery, reduce response times, and provide
consistent user experience across communication channels.

2. Objective

The overall objective is to design, develop, deploy, and maintain a chatbot solution that
enables users to access information and services through automated conversational

interactions.
Specific Objectives

The chatbot shall:
Provide instant responses to frequently asked questions about CIRA.

Offer information on organizational services, programs, policies, and procedures.

Support multiple communication channels (website, WhatsApp, Facebook
Messenger, Telegram, etc., as applicable).

Escalate complex inquiries to human agents where necessary.

Collect relevant data and generate reports on user interactions.

« Provide a user-friendly and accessible interface.

3. Scope of Work

The selected service provider shall undertake the following activities:

3.1 Requirements Analysis




Conduct stakeholder consultations.
Gather and document business and technical requirements.
Define chatbot functionalities and use cases.

Develop a requirements specification document.

3.2 System Design

Design chatbot architecture.
Develop conversation flows and user journeys.
Create wireframes and interface designs.

Define integration requirements with existing systems.

3.3 Chatbot Development

The chatbot should include:

L]

Natural Language Processing (NLP) capabilities.

Automated responses based on predefined knowledge bases.
Human-agent handover functionality.

Multilingual support (where applicable).

User feedback functionality.

Analytics and reporting dashboard.

3.4 System Integration

Integrate the chatbot with:

Organizational website (www.cira.mw).

Customer Relationship Management (CRM) systems.

Social media channels.

Email systems.

Databases and other relevant information management systems.

3.5 Testing and Quality Assurance

Functional testing.

* Performance testing.




» User Acceptance Testing (UAT).
« Security testing.
« Bug fixing and optimization.
3.6 Deployment and Training
» Deploy the chatbot to the production environment.
» Conduct training sessions for administrators and relevant staff.
« Provide user manuals and technical documentation.
3.7 Maintenance and Support
« Provide post-deployment technical support.
« Fix bugs and system issues.
« Implement agreed enhancements during the support period.
4. Key Deliverables
The consultant/service provider shall deliver:
1. Inception Report.
Requirements Analysis Report.
Chatbot Design Document.
Prototype/Demo Version.

Fully Functional Chatbot System.
User Acceptance Test Report.

Training Materials and User Manuals.

Technical Documentation.

Final Project Report.
5. Technical Requirements

The chatbot should:
Be secure and compliant with applicable data protection regulations.

« Have an intuitive user interface.

« Support mobile and desktop devices.







