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1. Objectives H#r

These Procedures are a supplement to the RXGC'’s Procurement Policy and apply to
tendering for the acquisition of goods and services from suppliers external to the
Business Units ("BU), valued at RMB/HKD 100,000 and above (tax inclusive).
AGFE RN R AR SRR R 2 47 BB T4 54k (BUD (AR A i SRHE
AR /#1100, 0007T EA b A= d B RS AT KW .

2. Scope #H

Please refer to Procurement policy
S B

3. Key aspects of the tendering process FB5r IR REIA 7

Invited Tendering may be used instead of Open Tendering in most circumstances.
Invited Tendering occurs when specific suppliers are invited to tender for goods or
services rather than the tender being open to any suppliers. The Financial Controllers
must approve all Invited Tender proposals.

EZHBEHT, BiFr B AAIER. BIEHERER T8 e N i 2= i
B RS IR AR T A2 8 T E B A FFR RIS TS . TR SEERR L MEN & B 15
B,

Accountability reqguires comprehensive documentation for all tenders. Detailed
justification of all decisions made, especially the selection of the tenderer, must be
recorded in Business Process Management (BPM) system. Documentation must be
available to show that the tendering process is no fair but also that it is seen to be fair.
All communications with tenders must be documented.

P TRARI BRI . PTG o #EEsR IR RO B, Fr AR TG E R H 0
MANVEFEEEARZ OGP 1T, FrE B LR BRRESAEN.
BT 5405 H v 0 LSO R G %

Staff involved must ensure that the objectives of the project being tendered are
clarified and that clear specifications are developed and funding identified.

T RN AR R BRI B B ARG 2 B A WA B0 ST f R UL R

All tenders are centrally administered and procured on the standard RXGC tender
document that describes specific terms and conditions of Tender purchases, by the
Procurement Services Department. All tender documents are kept by Procurement
Services Department.

A B ir TR P E B I B R R h A AR R IEAR DU AT, FHAR SRR BAR Rl
ERIERIBRIGEREGRENIIT. B Bis T EREEHRE .
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4. Procedures Ji#2

41

4.2

4.3

4.4

4.5

4.6

Applicant raises tender request in BPM system and provide relevant detail
regarding the required goods and services, e.g. quantities, specifications, etc.
The system will direct to Department/Project Manager and Vice President for
approval. B§ATE BPM RAR BB ARF RIFREXT TR ARESHFHE,
HE. RS, RS ERIBRE/MEEE KRB BB FH.

Procurement manager receives tender request in BPM will review the request
before pass it to Financial Controller for approval.

R L IETE BPM RS TR RR R NS B BT AL IZ R

Applicant’s department/project head and procurement manager and other person
who may be involved in the process must plan their activities in such a way that
sufficient time will be available for Procurement manager to arrange tender to the
best advantage of BU in terms of this purchase. BiE AFTZEZR)/HMEATAK
W2 [ A H ¥ B R A0 g s E e a iR, CLERIGEH AT LA R
SRR A TR Sy M 450 1) Y B R R 2 2 HE R AT

A detailed document must at all times be set out in writing to indicate quantities,
specifications and other information such as timing required, measurements, etc.
of goods and services for which tenders are requested. Details of samples or
prototypes that are to be submitted by the tenderer must also be explained. This
document will be known as the “Request for Tender’ ("RFT"). The RFT must
contain sufficient defails of the specific goods or services desired. RFT may not
give preference to certain brands or providers. The tender process cannot be
initiated if full specifications are not submitted in writing. A %H — 4B /45 25
RTHBRABLRFHE. WAL MRAEE CurRem. P8RES . &
AECHER A T BRAR DT BRI T LR % U RICARFT, RFTUZEFERTRISE
TG SEH 7= b B R4S R AU AE 3R . RETAN AT DASA 1R 37 2 L R Bl R R o R4 D
UL B A B A LR B R AR TR .

The depariment head or Vice President who is authorized to request the goods or
services to be purchased bears the responsibility for this and sign on RFT
invitation letter. A FTMAL " @ERA R E FREOTWIIARTATB BB E
RETIRIE (R AR TE.

The detailed specifications document must be sent to suppliers responsible
person via email by Procurement manager. Please refer to section 10 of this
policy for detail. #17E #41 154 BE 79 3C4F 00 20 B e 2 3800 T s FHRME B U R IX B4
M. EEEABFEFE10E S

Suppliers that interested for tender required to send RFT to dedicated email
address (tender@reedexpo.com.cn} controlled by Procurement Service
Department before deadline set in RFT. Please refer to section 11 of this policy
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47

4.8

4.9

for detail.

MEEEAMENEFERFTHRA MR ZATERFT R X E € B F btk
(tender@reedexpo.com.cn) . HiESE H11804.

Tender Evaluation team reviews all tenders received and finalize final selected
supplier. Please refer to section 13 of this policy for defail.

RIS R ST T E WM AR BT H R T R EB AN, HE S NE13
B4

If there is any clarification, modification and further negotiate needed,
procurement manager is responsible to contact supplier in transparent, recorded
and conducted in a manner that does not disadvantage other tenderers. Please
refer to section 14,15 and 16 of this policy for detail.

MR FECAEE . CEut— 2 a, FIGEIE RN CIAHEH AU R A2 A 50
RTETEH AN, SRHNRRRIFHRITER. BESLE 14, 15 X 16 Fh4).

Once the tender approves in sysiem, Procurement manager will inform
respective supplier. Please refer to section 17 of this policy for detail.

— Bt EiiEY, RWEEMEMARANE. EERE 17 &0

4.10 Once application approved, procurement manager to print out PO and purchase

contract from BPM, then getting company chop. Then send out PO and purchase
contract to supplier and copy applicant. Procurement manager also maintain
open PO status.

— B BHERAE L, RIEEE AT R IT B R ERHMEATHE, HER
W7 B FCR & Rk EZHNE B IEAN . RIWEE N T RETRWITE

4.11 The standard purchase contract must be sent fogether with PO to supplier.

Please refer to section 12 of Procurement Policy for detail.
PRESRIE & R N R FRIGTT B — H AR RN . ES ILRIGBRE12805).

4.12 Once contract signed, applicant need to log into BPM to click on "Contract

signed” button to recognize the commitment arise.
BR—&%E, HEATERBPMAG ST “SREE” AT AT AR
WA,

4.13 The person receipting the goods or services must ensure goods and services

have been received in a satisfactory condition the following steps should be
undertaken:-

(1) Goods received are checked against the description on the Purchase Order.
(2) Quantity and price are checked.

(3) Goods are inspecied for damage and returned to the supplier if found to be
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faulty.

7 RS IR AL A (R S BB 45 R B T IR BRI N R
() s/~ BRERET RERRITER;

(@) BEEMHBERIEIT;

() BERS-GATFERS, NRFAERENREZMNAE.

A person who is responsible as part of their duties, or as agreed with the
delegated authority, to perform the function of taking delivery of the goods and/or
service will certify (sign and date) the invoice that all of the goods were received
in good order and condition or all of the service was satisfactorily performed.
Purchase Order reference number must be stated in Invoice before payment
process. Payment will be approved based on this advice if the payment is against
a duly approved purchase order.

EER R TR AT RN R AR A TR & ARG AT RN (B8
A BHD REQFF R DY F RN E RS DR &R RIEIT EE. 4
SRR RMTT RS HHDARE R DVER. RS R TSR A —
B WS RIE S TR,

4.13 Where good and/or service were found to be faulty, improper performed or not as
specified the supplier must be immediately contacted and details noted on the
invoice or order.

HRI R ERSFEEERE, MELBITHRSEA A -5, UHNIARR
BER R E R ET B .

If goods are returned to the supplier, details must be noted on the invoice and
order and the supplier should not be paid for the returned goods.

WRF=SRGORE BN R, JB A RRIGIT 8 1 N B 51eE B AN A et
BFIRIE T RIS E T K.

5. Tender Waivers B34

The need fo run a tender may be waived in exceptional circumstances. Refer to
section 9 in the Procurement Policy.

RLGISMEFE T HARTTE FT A . 18 2 M RWBUR SR95R4T

6. Tenders requiring a Non-Disclosure Agreement #5ErTELR B i

In certain circumstances, the Procurement Services Department may require an
interested tenderer to accept and sign a Non-Disclosure Agreement before receiving
the tender documentation.

FERLEAEOT, RGBS ISR FER T EREGER TR S E — R B
W
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7. Tender Evaluation Team 75#x iP5/ 4E

All tenders must have a Tender Evaluation Team to ensure the probity of the tender
process. The Tender Evaluation Team must consist of at least three members,
including a representative from the Procurement Services Department as well as
other people who have the relevant technical knowledge of the goods or services
required.

BB A L N E TR PG DA TP LU ARG AR R AR R A B . SBARIP A DA BT R E /D>
ZAMAAR, B — 2B RS TR A T EREW T & RS &R
ARENREEARA

v" Financial Controller, the leader of Procurement Services Depariment and Tender
Evaluating Team
W& R0, SRS B8 MBI DE AT A

¥v" One member of the evaluation team is to be project team/depariment head to the
area requesting the tender.
Tl AR — 22 A 752 B S5 FRAR RO R B EIBA/ &R ] 44 5T

v" Procurement manager from the Procurement Services Department who will be
the tender contact and the only member of the Team permitted to communicate
with tenderers.
I IRS BRI RSB S H N R W ARE R A 2B P rE— i Al SRR T BRI
Nif

v Tenders relating to operation (on-site) and marketing must also have a
representative from respective department.
Hili7EE R HER LA — 2 % B ZAERER TR,

v Vice President (VP), of respective project/department is encouraged to join
Tender Evaluation Team.

FEIIH E /&R 1] 8BS B AR A D (R .

" -Min of 3 members required for conducting meeting. If project director/manager and
VP are absence, they can delegate ops/marketing or someone else to represent
project team in team discussion.

RWUBHEL=LHRASN. WRTE S5/ EERE S ERE, K UEREE/TE
EBIIE AR A Z DR 8

Tender Evaluation Team members can seek extemnal assistance and advice on
specific aspects of the tender. This assistance must be co-ordinated through the
Tender Evaluation Team Leader.

FARTEAL N P SRR AR DT TS SR AR R BL R BN . 55 T B UE I 5 4B AR Tl A
BHATTAESETRET.

Tender Evaluation Team members must not have a vested or perceived interest in the

outcome. A Conflict of Interest declaration will be distributed to the Evaluation Team
members prior to the commencement of evaluations by the Team Leader and anyone
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with a conflict of interest must declare this conflict and disqualify themselves from the
tender. Refer to the Corporate’'s Code of Conduct and Anti Bribery Law for details.
VRV N SR 4 RANHEARA RGN EEAFRRR . EF 1P F 0N
HEPFE T AT BN A TT N R PP N AR B B 5T, R4 B 28 i SR BN R LA BT
FEGAERIEN DR . FIEE S LA TTHENE LG EERE.

8. Request for Tender Documentation (RFT)/#Fk7E KX ( RFT )

Documentation for tenders is to be prepared by the Procurement Services
Department using
Approved RFT templates and include as a minimum requirement:

FEARICAF BRI IR S o AR B & HERIRFTHE & R B DG T FI Tk -

(a) Invitation to tender/{BFi%i%
This is a general statement of the purpose of the tender and disclaimers associated.

ARSI XTIRAT B B R AR TTRFIEAT B AR

(b) Conditions of tendering/¥8#74% {5
These are principal tendering conditions and will include provisions concerning:-
AR RN &R FE T R A A
v Interpretation/#7+5 i} E5

Issue of Tender Documents/ 4847 3C L&

Invited Tenderer to Become Informed/i 514 84T 5

Queries During Tender Period 4%4% & (8] 1 )

Tender Closing Time/#& 4% 45 R i E]

Lodgment Of Tenders/&ARiEAT

Tender Preparation Costs/#x R4

Contents Of Tender/in B A&

Post-Tender Submission/#%#x /53R %5

Tender Validity/ #4774 it

Assessment and Acceptance Of Tender/#R 1Pl 2 5% 3

Evaluation criteria and weighting percentage allocation/3F{ditrviE & & &tk
1543
v Disclosure of Tender Information and Announcement/ 3% #r15 B3 & K A%
v Appendix to Detail Of Tendering - Tender Specific Information/#t#x41 ¥ kY

B AR ER
v Location tenders are to be submitted o (eTenderBox tender web
lodgement address /AR IR AL Z 1245 BB T-HIFE
v Closing date and time for the receipt of tenders/ Az %% 1 H %1
v . Name and contact details of the Procurement Manager/5% ¥ 2 3 i 42 F it
RHA.

N N N N N T N N NN

{c) Assessment Criteria/iFfhtrt
These are the principal selection criteria that tenders will be assessed on:-
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The criteria are usually selected from the following/ ™ R AR HERE % B T 1F
- relevant experience/fH5: &5

» past performance/ LRI,

» management and technical skills/& 3 & H A B

- resources/% g,

« management systems/& B {E % ;

» methodology/ 5 #;

= price/{#&.

(d) Specifications and Contractual Requirements/#l#& & & FHER

These are the tender specifications for the goods or service required and the siructure
of responses. Tender specifications must be clear and specific and included in the
documentation to tenderers. The specifications are to be prepared by the
Procurement Services Department in conjunction with the area requesting the tender,
by people who have the relevant technical knowledge of the goods or services
required.

T XA R BURSS TR A LA R AR o« 0% Ut B 0 200775 M B AR B AR IRAT [ 4845 77
RIERIICAE T o B R ARS B A& BT R M EURSFEREAR SRR R ARIE
P SREBAREATHER .

A clear statement on the structure of responses required from tenderers will assist in
evaluating tenders. Tenderers should be requested to provide the same information
on key issues (including financial issues) to enable comparison between tenders.
YR TR 77 B R AT T o] & 0] CLU B RS SEATR T BEAT VAT o AR e SRR AL R Sc e
WA (BLEMS R K REEEMEX A RGBT .

Tender specifications must be written so they are not restricted to or favour a
particular brand or supplier, {o ensure that the tender selection is an open and fair
process.

RAr v PR ETE IR, SR N RIS S5 I — 5w W B e R

D RIS R LT AT A-FHRRAERAT.

A draft pro forma Agreement document will be provided to tenderers with the tender
documentation.

ERFEARERG R —ERRIRETRE

9. Agreements Arising from Tender Outcome/ 35 FEERE B

The successful tender will require the execution of a formal Purchase
Contract/Agreement.

g EAR A R Sk S IE RS (E)/ i

Agreements will be prepared on Standard Purchase Agreements provided by the
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RXGC in-house lawyer.Agreements arising from tender ocutcomes are to be on a
Standard Purchase Agreement will include the following details:
BRBCRAR AR R SR D S F R R OR H AR R BRI 4R M . BT HRARSS R AR
BB ARSI BT B E TR

v

v

AN NN

AR

the term of the Agreement, including options for extensions/#Hil &2k, EIEEHE
EE

a detailed description of the goods and/or services to be supplied and when /4%t
RIS 4R M= & KBRS B 4 iR

any specification about the nature or quality of the goods or services to be
supplied/4t 3 ElER 4R 7™ R B IRS oo T H M MR B

any variations to the goods or services or financial arrangements allowed and a
process for variation /LA X F=dh B SS T & LA R LU AT FERE
ownership of intellectual property rights/51iR7 =5 /8

any insurance obligations indemnities from the supplier/{ft N 1R X & & %42
any confidentiality provisions/{E 543X

any guarantees required/fT &S &%/ iR

the financial arrangements, including amounts and timing of payments, and
supplier expenses allowed/f 45 % H:, EIEMTEEEU TR, #AFRIEN R #EH
any foreign exchange rate fluctuation obligations/4MNCICF 5]

provisions for default and termination/t &% &k R 4 11

any winding down obligations at the end of the agreement/th i &1L E1TEE&E 2 X
%

assigning or sub-contracting contract obligations/&[F) X & &5 ik a4 6

10. Invited tender procedures/#itr 1T 72

U]

Inform selected supplier/i# &1 5T £ 7
Procurement Service department required to contact selected supplier and
provide following information for suppliers:

KRS B I FESTRUNERAF LR TEER

¥ An adequate description of the tender to allow prospective tenderers to
decide whether they wish to prepare a tender, or a link to the location where
this information is available
ECXTHRARHVETA IR A R VT AR AT e R R B BT R ER IR, T
AR FR AU iR B ekt

v Atender reference number;
e T

v' Where tenders are to be lodged (eTenderBox tender web lodgement address)
and the Closing date and time; and
FAPRIEATHL S CRTIRARARAR A s T ab (Rt ik ) DL JR 3R AR S5 TR B HE R iR 5

v Any other important dates and deadlines.’

AV ERE QB R BT,
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Procurement Services Department will endeavour to ensure that the time
given between the release and the closing date of the tender is sufficient to
allow a tenderer to study the tender specification and prepare a bid; however
the final duration will be determined by the Procurement Services Department.
KIS R R R H8iE SHbR S R (8] B () 4w 7 R 18 7 38
AR BT ST P HE & 0T (RIS SRR 1IN (8] S R R IS5 3 T TR 5

(ii) Information to Tenderers/[H 47 HFREZ R
All potential tenderers are to be given the same documented information. Any
background material given to one potential tenderer is to be supplied to all
potential tenderers. A record must be maintained of the distribution of
background material.
TR I FERAT 77 HR R an T RRERY SO B AR X E— W e R N R R e 1R
BEH A R ERAR TRt A RE RS B SR B ASGE 5.

Confidentiality about tenderers must be maintained and therefore no group
emails or letters identifying the supplier are to be issued.

TR TR BN MRS, H TR e B AR .

(i)  Extending the tender closing date/SEK ¥ 4r&H H

If it is necessary to extend the tender closing date, all registered suppliers {(as
per 10 (ii) will be informed via an addendum issued by the Procurement
Services Department.

PRV ETRIFEERBY, FEEBEERT (KB (1) ) BWNER
S ST AR B A

(iv) Amendments to tender documents/$tAF 302 B

Where amendments or clarifications to tender documents are required, a
numbered and dated addendum will be issued to all registered suppliers (as
per 10 (ii)) via an addendum issued by the Procurement Services Department,
in sufficient time to allow for their consideration before the tender closing date.
If an addendum that reflects a substantial change fo the original tender
documents is issued less than five working days prior to the tender closing
date, then the tender closing date may be extended.

U1 IR T B DR VS B SO, SRR 5T 1) ROl T B R A b 5 T D
EATA R RS0 (A1) ) REH RN B TEHRLE IR 2 iE 2%
V)R By 44 et o S B

11. Receipt and Registration of Tenders/# 5 ZH 587

All tenders are to be sent to the Procurement Services Department’s dedicated email
address (tender@reedexpo.com.cn) at the tender web address.
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ITAEFNEXZEXVWRESHFNER &AM T IEE SR T W40

( tender@reedexpo.com.cn )

The eTenderbox will be opened after the tender closing date and time. Details of the
tenders received are registered by the eTenderBox on a schedule/register which
includes:

B TFHEMFASTRIFE RO B, BB o e FEREE e,
LFE:

tender details/ AR 3

tender reference number and tender name/$in &% Al R AR LR

tender closing date and time/# 4 %5 5% H 31 A% BHAl;

date and time the tender box was opened; and/#& 455 A FF BT E]; K

supplier name, time submitted and a unique identifier for each file/f N 7 Z#R.
A B TR BA R — SO I rE— AR R,

All tenders received must be kept in a secure location.

PR R R AR SO U TR 2 & B AR T ARTE

RN NN

Tenders will only be accepted in the Procurement Services Department’s eTenderBox.
Tenders submitted by facsimile, email, hand delivery, post or any method other than
via the eTenderBox will not be accepted, except in exceptional circumstances with
express approval from the Procurement Services Department.

PATA B SR FRSSHB 1 136 /8 Y F ARG R ARG DME R HAh s FIRE, F L.
B BF BRAE AT L bk B F R ARB AR AR AT A RS, RRIE R LEBISMEE T AR R
SEE ) AT

Tenders that are not sent to dedicated tender email address prior to closing time will
be deemed to be a late tender.

B B2 BT ARGER IR 36 @ AR B T I stk AORATR IS LA SE IR BeAT o

12. Late tender/[5lEr#E iR

Late tenders must not be considered, except when the Tender Evaluation Team is
satisfied and can demonstrate that the integrity and competitiveness of the tendering
process would not be compromised.

B[RRI (8] BOARFARLA T3 BRAEFEFFIEM NEXT R B e A B AR FERY
RIERFTFE.

Late tenders may be considered when verifiable circumstances are confirmed by the
Tender Evaluation Team, such as:
FERIRIFEE TRIEE T L8R NETA G F S E:

v exceptional circumstances, such as the tender being the only tender or a
natural disaster affecting all tenders equally, that ensure the integrity and
competitiveness of the tendering process would not be compromised by
considering the late tender

Version 2.0 13
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Fr oIS TR UL R, I idn 77 AME— AR T 2 A 8 MR BN A #0738 B
M, {EFERIZERTARE, NMERIGRENEESETFE

v the tender left the control of the tenderer prior to close of tenders and
confidentiality of the tender was maintained before it was opened;
147 Ja SEAR A BE RNXT HAR T R A6 SR, (EAR-B R AT T AT B A BRI
R

v control of the confidentiality of tenders before the scheduling of tenders
guarantees no enhancement to the late tender occurred using knowledge
of the other tenders;
SRR /7 B AE B R A R A H TR A TR R XS F AR BHLE, HAF
PBRTAE

v the RFT documanis stipulate that laieness is not a bar fo consideration.

RFTSCHA) R SERAM BRIL T NS BRI 8 B9 G o

lL\ccgptance of a late tender will be at the discretion of the Tender Evaluation Team
eader.

R IR AT R DR AR PP N AT AR E A

13. Evaluating and Assessing Tenders/#Er iP5~ HE

The Tender Evaluation Team Leader obtains the schedulefregister of tenders
received and the tender documents for evaluation. The methodology, format and
detailed criteria for the evaluation are to be documented and agreed to by the Tender
Evaluation Team prior to the commencement of the evaluation. Assessments must be
undertaken in a timely manner. Please refer to Appendix A: Tender Evaluation
Guidelines for detail.

FART PRAS AN A TTABRAT TR Y BB B RAR L R ARAR SO R el iR TR TR
PA R AR RS 3B AR AT DA TS T R R VPR EE XA R . PAMET AEET . L
HIEA: BAFTEAEIER

Each member of the Tender Evaluation Team is io evaluate the tenders
independently and then the Team together will consider and agree on the results.
Supporting documentation must be comprehensive and include the decisions arrived
at in making the assessment and reasons for the recommended tender, especially
where the lowest tender is not accepted.

AR N RS — A B R BN RAR B AT IR VR, BEfE AN L R R DO g
ZR. BEXHNIEL2ECREETEERULBE DI T ES, 02 LRERRN
FERAPAEZ

The Procurement manager is to document on the evaluation and assessment process
taken. The report will include a finalization on the successful tenderer(s) and action
required. Tender board approval is required when there is dispute among Tender
Evaluation team or procurement amount more than Vice President approval limit.
Justification for the selection of the recommended tender is to be included. Each
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member of the Tender Evaluation Team will sign the evaluation document to confirm
that member’'s concurrence to the outcome and then this report is to be submitted to
the Tender Board on quarterly basis.

FARRIF A N RIG 2 B R LSO R D R P I AR . RS N OISR A TR
7 AT SR AATE) . BI8FR A /ANEZ R IS I BRI 0 A R B S B R AR
W FRIRZIBIRR RS F il BEERNRAR T B S B d N E AR . RRTEAL N
B R B R TE PR SO - ARG TR 45 RE], PR S N REE ABEAER

There are five components in the tender evaluation process:

PR BT a4

1. Capability Assessment/fe 71 A
This assessment covers the experience of the tenderer and the capability and
qualifications of the key personnel who will be working under the proposal.

VP R BR T 28, BRI L RRIE B NP HERM TIF L RN AR
Reference checks are essential. The Capability Assessment must cover:

FRWEENET. BT EURE -

¥
v
v

2.

tenderers track record/ w5 45

confirmation of references provided/st FTiR &5 5 HIT A

tenderers financial and managerial capacity to deliver the goods and/or
services/[™ i B ARG HIZEAR 7 59 45 X B R L

a credit reference check/{g A&

tenderers policy on risk management and their corresponding program/3&
iR T R E L EE ) M AE SR 2R

tenderers occupational health and safety management practices and
performance/Err TRk iR 5% £ B WA WME

tenderers workplace and industrial relations management practices and
performance/FEAR 7 TAE M S BARSCHIAT L E B S50 R

tenderers environmental management practices and performance/3E4R 5
B EH AL 5500

tenderers insurance cover (e.g. public lability, professional indemnity,
workers compensation, etcyFEir F R A TR (A0 A5E. TLBE.
TAHMESE

Technical Assessment/H RiEAY

The technical assessment will establish whether the tender meets the
requirements set out in the specification and, if not, the significance of any
variation from that specification. Any modifications proposed in the tender are o
be checked for acceptability. Where the tenderers own facilities are proposed to
be used the capacity to meet the workload should be verified. Any innovations
offered and value adding components are to be assessed.
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BRI X AR T BT R-& ZoRBATI, 2 NCREN EREEZ . /£
AN TR WRAR AT MR BN AR 2 A T HEE . Birh g% TIEY
HAF & TAFEERMGES AR ST AR IR (E R 4 R4 VP

3. Contractual Assessment/ &2 HEHE

The contractual assessment establishes the acceptability of any contractual
qualifications or variations stated in the tender, particularly where these propose
variations to delivery or quality. The cost and other effects of any acceptable
variations will be taken into account and legal advice may need to be sought.
EHEE B S AR AR TR AR RER M, AR NS E
RBEWE o AHEFA AT EZF R E R PR A KA E N T UEEF T R E
FHIEER .

4. Financial Assessment/lf &-F4

The financial assessment will identify all relevant costs and benefits and the
calculation of annual costs and/or net present values of the competing tenders.
The initial one-off costs, the ongoing costs associated with maintaining the goods
and/or service, and the costs on expiry of the contract, including penalties and
discounts, should be identified and calculated. Consideration needs to be given
to any exchange rates, payment terms, installation, training, transportation and
insurance costs. C

Vo - PP AR TA B AE S R4S B W3S FF o SR T RO SE R B L G B A . BATRY—IK
YRR, 7o RS RS e ot FH AR B - & RIS, B9 T & RATTI AEae /E
. EEIINOICE. FERFIR BEEFR. F EHEARRRASTHTER.

5. Long-term Assessment/ &IPS

An analysis must be undertaken on the long term implications to the RXGC,
including contract failure, risk of a single supplier, information and
communications technology implications, costs, expiry of the contract and
replacement of equipment, consideration of end of life including cost and method
of reuse, recycling or disposal, decontamination.

DAATNT Eh R R 4B (X BT RS BEPE RIS NREAT a4, BE A RBAIRM, M
MEFRR, FERERAEEER, BA, SRZEREEER, R&TEH
fRFEIAESRA BSR4, EWFIE KA.

14. Clarification of Tenders/#15i 87

If important information received in a tender is not clear then clarification can be
requested from the tenderer. The clarification sought from the tenderer must not give
the tenderer an unfair advantage over the other tenderers or allow the tenderer to
revise or enhance its original tender. Clarification with tenderers should be limited to
requests for additional information should it become evident during the evaluation
process that valuable information is needed o be able to compare tenders with one
another, or that information is needed with regard to any other matter that may be to
the advantage of BU. Negotiation about the price that is tendered generally is NOT
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permissible. Clarification may lead to additions and amendments to original
documents.

WMRTZRBENGRALERFENERE, WEERRETHITER. REFRTSR
HIRR AR T EARTAR T P EAAR BB T AT T BRI R AR BN E. B
FRRTXEIMEEZ TR, ZIUME BT 2GS T 55— T
i, BOZEEBA T RS e AR 2 EH, S8R E R E A
WAV EHE TR R BT RS SO M nsg 2.

The nature, reason and ocutcome of any negotiations with tenderers must be included
in written form with the tender documents that are given to Tender Evaluation team
who will be responsible for making the recommendations.

A 5T AR RERGERSNUEHER FAAHR R T ERRT
BRI L

The Tender Evaluation Team cannot trade-off one tenderer prices against other
tenderers’ prices in order to obtain lower prices.

BRI DA RN IR B AR AR TR (E — B #4777 5 HARAT T BAT N8P 4.

15. Modifications and Re-tendering/8 X R E ¥ 51~

During the tender evaluation process, if the Tender Evaluation Team decides to make
substantial modifications to the original tender, then it will be necessary to
recommence the tendering process. An opportunity must be given to each original
tenderer to submit a new tender. Comprehensive documentation must be retained
that shows why the substantial modifications are necessary and demonstrates that
the modifications are consistent with the original requirements of the user department.
TR R RET, MRBREITANERENRERIEETENER, EFEEHITH
fBARFRE, NS TRAS —MORT RSN S EFRTHRFER. 43hEEE RS,
WHREESEXA T EARZUMERFRAIZSENSERASINEARTRET 5

The Financial Controller is to approve the re-tendering proposal.

W45 & S5 X B TR RO 4B AT R AT = 4tk

16. Post Tender Negotiations/fin/5

Where there are no acceptable tenders, negotiations may be conducted with the
tenderer submitting the least unacceptable tender, or the tender which conforms most
closely to the requirements and provides best value for money (the 'best tender').

W RB B T EZRIRAT, Wi SEART i HSA R 248, SmBRRiny 5%
fRESRAEE IR B R R At &M EL, WA REBERE .

Where tenders are ranked by a systematic method, for example, by scoring tender
prices and other evaluation criteria, the tender with the best ranking would normally
be regarded as the best tender.

INRBAT T EBARG T EHATIE, W, HBEARNE LR SAHErHEE T 4,
Z BRI AR T B E AR I BT .
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There are also instances when the BU may negotiate with an acceptable preferred
tenderer to improve outcomes. Any negotiation process should be transparent,
recorded and conducted in 2 manner that does not disadvantage other tenderers.
AT LR L RN S BRI 5 DR LA AT T I LR A S R . M R B E
B RO, BN A S R T SR A B

If none of the tenders are acceptable following negotiation it will be necessary to close
the tender and re-tender.

WRMAEIERARIRTAER, MFHSRIIRIB R B Rz,

17. Acceptance of Tender/FBE#ESF

Following online Tender Board approval in BPM system, a “letter of acceptance” is to
be issued fo the successful tenderer. The letter of acceptance must state that the
acceptance of the tender is conditiona! upon execution of a contract satisfactory to the
BU.

R ASESBPMASKTELERE, —H “EXE” BREZEPHREIRY. BREL
I B RARH A i 54818 E 2 R iz & B4 LS HITER.

All other tenderers are to be notified in writing that they were not successful.
Unsuccessful tenderers can request a debriefing with the Tender Evaluation Team
Leader. Debriefings should explain how their tender performed against the evaluation
criteria, rather than against the successful tender.

Bia 3a 7 UL FE T B AN AR 45 R o R TAR AR 77 W) LA S HEARTRA N A ST A
Vo 1 U AR R FRAT B (AR S VP A AR VEREAT TP B O AR 5 AR 7 BEAT EL T

The letter of acceptance and letters to unsuccessful tenderers are to be prepared by
the Tender Evaluation Team and signed by Financial Controller.

BEREURRRPIRT A 2GRN BRSNS LS R E%E.

If none of the tenders are acceptable it will be necessary to close the tender and
re-tender. Financial Controller is to approve the re-tendering proposal.
MBREEEART T, WREERARRIBIRIFET IR ME B IEZEER B
PEBCHAT HHE.

18. Dealing with Queries from Unsuccessful Tenderers/&bBEF 1 i7#7 57
Y

Tender information is commercially sensitive and therefore must be handled and
protected appropriately. The disclosure of information could prejudice the commercial
interests of the companies submitting the bid and the bargaining power of the RXGC
in the future. Unsuccessful tenderers can be advised of the name of the successful
tenderer, the contract price and, in the case of a higher price having been accepted,
the reasons why their offer was not successful. The Procurement Services
Department may wish to inform the unsuccessful tenderer about the weaknesses in
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their bid in comparison made against the tender selection criteria, but not the other
bids.

i ERARLEREFTME BB R AT . IMEAF B IHFET S it
BoAn T o ) BRI 3 LR S M R OK rh A8 O SR SRS BN AR SR ARl Bl LAk 5 40
DAL, SRNE (B—IMERRNEEERZED BIRERTIRERE. RS A
I TRT OB &R AR AR A b B AR EEARAR I AR e 2 55 38, TS 5 HARSRARHEAT LR

Unsuccessful tenderers must be informed by the relevant purchaser within 5 working
days of the decision and confirmation (if necessary) of a tender being allocated. The
tender register must be updated with the necessary information as soon as
unsuccessful tenderers have been informed in writing that they have not been
successful. Please refer to Appendix A: Tender Evaluation Guidelines for detail.
EX— MR B R R E R (RE) BRI B ABFBMEFFY. 5
77 HE IR E B E R U BTER R PE A H R R ir 5 R ER . B HESEITA:
ARG SE T .

Some tips to remember are:
TR -

v' Ensure all tenderers are aware of the sole contact person, i.e.
Procurement Manager.
W R BTE FbR 7 BB AN E E— R R AR RMEHL

v"  Ensure relevant people in your department/unit are aware of the sole
contact person, do not answer any questions themselves, and refer
guestions o the correct person.
BEORARFREERR 11/ b 45 B TCHIARS S A RERFEIZME— R RN, AR BAT[EIS
(AT i) R T 2 412 0 1) AR AT 2 IERR I N R B

v Ensure all communications are documented so that there can be no
argument about what was said.

WAAR BT V8 T8 B A SO T 20 R A S 53
19. Agreements Arising/F=4E 891

All tenders will require a written Agreement between the BU and the successful
tenderer. The draft Agreement provided with the tender documentation will form the
basis (refer to section 9 above for details).

B AR L4 301 5 P an sy 2 (A1 E B Wl o FEAR ST T BT S 40 B WO # 1
ZEN B GEESNEIES) .

In most cases, Agreement negotiations between the BU and preferred tenderer will be
finalized prior to the Tender Board approval for the acceptance of a tender.
ZHIFNY, WEBIIEMARNMNRZ AN HNFERTRERSEZIZEHERZITT
Ao
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20. Variations to Purchase Orders/E F# RHITE ZFF

Variations up to 5% (include taxes) on the approved amount do not require additional
approval by the Tender Board. Variations in excess of 5% or RMB/HKD 10,000
whichever is higher must be re-submit the requisition in BPM and go thru the
verification and approval process for the revised order amount. The original PO that
has been replaced is ended in system, applicant required to state the reason of
variance as remark in BPM.

HatErEft & LT RE 5% (FED ZRLHRERRERSTME. EE3)iEE
5% A BT /3ET 10,000 (BLEEE LHE) RAANERE BPM R4 H EFHIRA HiFF
EFHZEDUT R EMEFHHITAER HRURE . BAITRHERIERSTRMA, H1iF
AFEBPM RET SR TR A,

21. Resource and Web links/{5 B R 5

Anti Bribery Law / S I&75E: http://ssc.myrxc.cn/ziyuan cont.jsp?id=270

Code of Conduct for suppliers and code of ethics / £ 4T A R B fEvEN:
hitp:/fwww.reedelsevier.com/corporateresponsibility/policies/Pages/Home .aspx
Level of Authority policy / AR tiAY R: http://ssc.myrxc.cn/zivuan _cont.jsp?id=211

Preferred suppliers / {2 i http:/fssc.myrxc.cn/ziyuan_cont.jsp?id=281

Quotations procedure / M. R FE: http:/fssc.myrxc.cn/zivuan cont.jsp?id=280

22. Contacts/BER &=

Policy Interpretation and Application/B{ S f&R K N H
Waiver, Selected Tendering and Processing of Tenders/iBir8i &, ERRHE

Financial Controller/Tt & 5\
Name: Eliza Li Tel: 86 10-5933 9316 Email: eliza.li@reedexpo.com.cn
HH R B8i% 86 10-5933 9316 8,7 EF 4 eliza.li@reedexpo.com.cn

Name: Simon Wong Tel:86 21-5153 5218  Email: simon.wong@reedexpo.com.ch
HE TR BiE :86 21-5153 5218 EEFERHF :simon.wong@reedexpo.com.cn

Tendering process and BPM solutionsI34R 52 & BPMfig sk 77 &
Procurement Service DepartmentE RS20

Procurement Manager it #1

Name: EER Tel: 86 10-5933 9411,

Email: wayne.huang@reedexpo.com.cn
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23. Review/ &%

This policy will be reviewed annually and on an ad hoc basis if required.

FHEK GFEREURE FENN %,

The Chief Financial Controller will approve changes fo financial procedures and
guidelines and will co-ordinate changes fo financial policy.

RS E AT & TR R R AR R IR 2 S 5 R & BUEE T
Amendment to form, schedules and weblinks will be processed by Finance
depariment. :
FEATRAR N 5 B S S A TG I B T 4% R AT

Please forward suggestions and comments on this policy via the feedback in Finance
intranet. 1% 33 A B R LK B 0B I Finance intranet 54
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Appendix A: Tender Evaluation Guidelines

fHfF A - EARITETERE

1. INTRODUCTION/f& 4

Business Units ("BU"} within RXGC should aim to achieve value for money whenever
they procure. This requires clear project definition and selection of the best
procurement method for the project.

The Procurement policy and Tenderihg procedures set out mandatory requirements
and best practices for procurement of goods or services.

BhRR ALK ENLERET] (BUD TGib A IRE RO A Bir. XEERE
AT IR B 2 SO0 H iR R R R 7 . ARWBSE LA B AR iR 4 B T R
7= i B AR SS H) SR I B R DA R s AR A

Qur tendering processes aim to ensure that the most suitable supplier is selected for
each project. The processes are based on three principles: probity, fairness and value
for money. Traditionally, tender results have been always awarded to the company
with the lowest priced conforming tender. This method of awarding tenders will
continue into the future for most projects. .

BFRRE A ETHRENG DB EFR-GEN YA . ZEEET A EN: Wk,
NEREENTL. BEWES, BRERN DS ATRERENE. Hi7Edke N
TFEAESEZ MO HE .

Nevertheless, there are occasions when the traditional method may not result in the
selection of the most suitable supplier for the project. An example is a contract for the
long term maintenance of a building, where the quality of maintenance has a direct
impact on the operation of event, compliance with CIT requirement and fire safety and
the long term value of the asset.

R, FEERTREAFETELEAME EEURSENHNR. FahERATYE
BRKHER, SEREEEEWESMNIEE, FNAARITESR, BAREURE™
FHCHAINE.

In these situations, an alternative tender evaluation process using weighted criteria
should be adopted to determine the tender that offers the best value. This process is
utilized where the performance of the supplier is of crucial importance to achieving the
required outcome.

AR EEIR T, (IR R 2 I8 AR TS TR R A 12 F LRSS R K e . fithe
AR RBE RN E R AT REEIEH.

The weighted criteria method of tender evaluation requires that selection criteria in
addition to price are included in fender documents and form part of the tender
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assessment process. A system of weighting the selection criteria is used to compare
tenders and identify the tenderer with the best performance record in terms of time,
cost and value for money.

FE AR PPAE A ARV A 2 SRR AN 48 S0 RIS FEARUE I B 3E AR AR SO P IR A IR AR IRAE K
—&B4ar. IAEHES R THREII RS TR ARG RERI, ML A& .

This Guideline has been developed to present a consisient and robust whole of
RXGC approach for all tenders that utilize the weighted criteria method for tender
assessment. The Guideline will compliment the The Procurement policy and
Tendering procedures and provide information to assist BU in the preparation of
documentation and evaluation of tenders using weighied criteria.

FIEE E AR AT ER ERRTHEE B R fE IR E EERE - I REERE
TR TTEE . TR R AT & RIGBUER DL R FHARIAE 3 b 580 1 14 648 B DAV B - rE &R S
A I A ISR S TR 7

2. PRINCIPLES/E ]

The weighted criteria tender assessment process is based on the following principles:

IR PEAE TR R IIBUR R T T BRI

+ selection criteria that reflect the eritical elements of the project and that can be
assigned a weighting/FTI&E A= Y 5 WL B 595488 F 3 B R BLRAUA LG5 8 AR,

« weightings that reflect the relative importance of selection criteria/ 4% b5 R iz it Bt
WA EERE;

- scores that are based on information submitted with the tender bid/S R FEF=AR T BT
RARE BT

* normalizing the non-price criteria and the tender price before applying the
weightings to allow for the true effect and advantage of the weighting system/H &

POAUAREE A TR AR AR AR BEAT R AL DUE L R R S SRR I 4 R RO 4.

The system recognizes suppliers who have better performance records in terms of
quality, time and cost.

WAE R ERAE ST E . R 1] LR AR 75 T A AR B R i BLA T .

Weighting on the tender price normally between 40% and 60%. A lower weighting on
tender price would represent extraordinary circumstances. Tender Evaluation Team
adopting a weighting of less than 40% will be required to justify their decision to the
Tender Board.

FEERU A B IAUE B AT 40% E60% . T Z AR MBUER R FEEHIMETE. 15
R Bl /N2 SR PR DA 5 1 SRABAR M R AR EAR T 40%0T, MIFERTEZH/IrE RS
o

The weighting for price would be lowest for tenders requiring innovative input and
methodology. A lower price weighting results in a high price having a relatively low
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impact on the total score.
SN REABCHBERNER S, MAUER UES R, —MEMMEITUER 42
BUR M ASE 3T R AT 4 7 A AR BRI B o

BU should consider whether the extra cost incurred by a very good tender submission
is matched by a reduction in the overall project costs or by the project’s running costs.
This analysis should be carried out by the officer responsible for the project or the
evaluation team.

W& FIIER IR —E2T%E, BTRBENHRRSERISIRR, 25K
S REERINE AR %I4T B E AT BT N .

3. SELECTION CRITERIA/E AR

Rather than automatically accepting the lowest price, the tender evaluation process
applies weighting for skills, quality, experience and previous performance in a manner
to ensure value for money.

bR B R BRI, IBARITEMARIEAEREE. R S5 bl RS 3R 75 TH 3 A ot
ELARR RIS

To assess tenders, a system of criteria intended to encapsulate the competence of
the tendering organization to undertake a particular project is used to rate the
tenderer's bids.

BRI RHERNIF R B EBE —4F B B B R e B T U EFH A TR
BT AR AT 4

All relevant information requested in the tender documents and provided with the
tender is used in the tender evaluation.

BT A ARBR AR H BT R AR B AR R AR P P

Selection criteria are intended to assess the competence of the tendering
organizations’ to achieve the required projeci outcome and are used to rate each of
the tenders.

EFITEEE AR E M E MRT A AR TESE TUHEIFHT RGN
IR HEATH 5%

The criteria are usually selected from the following/# EFrvER B M T IBARE FIEEE:
« relevant experience/FfS 25

« past performance/ TR,

« management and technical skills/& 8 & £ AT &k:

» resources/HIE;

* management systems/& H{& &;

« methodology/77 #;

» price/ i #.
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Generally, no more than five criteria would be used. The criteria must be relevant to
the project, they must be able o be evaluated in a meaningful way and they must be
able to be used to allocate a score to the tender submissions.

BEMWS, FHRERNEESY. mEBNSTEARR, WNEEHRMEER X HR
BT 7rAs B e LLBE I LR 1EXS iR AT M85 1T A3 .

When weighting non-price evaluation criteria, BU shall ensure that any difference in
scores between a good submission and a satisfactory submission does not
overshadow a substantial price difference. BU assessing submissions with a
substantial price difference must ultimately justify their selection in terms of value for
money if the higher priced tender submission gets the higher score.

ST AEM AR FIPAARIE RV, WS BT IR A EMRARER BN EER . WRE
NIRHIFRERIAS T EAFHIZHE, b 4% &R TTUFA i N 0E B B P T 40 bE SR 5t
7.

3.1 Relevant Experience/ 3¢ 2%

Previous experience of the tenderer needs to be assessed in relation to the fields of
expertise required to achieve the intended outcomes of the project. Recent
experience is more valuable than historic experience. The company’s previous
experience in technical areas comparable to the tendered project, the scale of past
projects and the role undertaken within those projects should be considered.
BAr 5 M s 2K AT B FRERAS TAS 4 R AR AU F LAVPE . ITEHE SR TY
HEERFFNE. AREFAGEN LR SR E L, HRAEHHIE R
TEIZZIH A B A B8N T A% S

Information required should include a list of relevant projects undertaken and for each
project provide:

FrREREEAERRAERNEXRITE SR, $X0E—0E LT ERL:

« description and relevance to the tendered project/ 5 FTFEArTH B AR ARSI

« role of the tenderer 4577 M &,

« project cost/Ti H A ; and &

« duration of project/)fl B A #H.

3.2 Past Performance/CAf=-ZH

The tendering organisation's performance in completing past projects io the quality
standards required, time performance, within budget, claims history, project
management, and product value need to be assessed.

AT & B R E A A R A LA B SR A2, R R ETEEE W AR,
0 B 23 DL P e I E S R E R .

Extension to the contract completion date and claims for variations also give an
indication of performance capability. Similarly, the satisfaction of previous clients
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regarding the management of the project and project outcome provide useful
subjective information on performance of the tenderer.

SEACE R 58 AR H BB = sk B Bt ol DM A UEB B ATRE D AU ENIE. 280k, DR
MEIMAEERMNE SR FEBALAEARR T RIBRHEHNENGEE.

The information required should include the following information on each project:
X — PR H R ERE RAKE.

» project name/I H 4 F;

» client’s project manager (name and phone/ffax numbers)/Z I H 238 (42 R FH
SHEESE)

» quality standards, target performance levels//R B . HIFER;

» tender price, variations and final cost/# RN, TR & & KA,

« completion date and extensions of time granted/52 % 13 34 4 #E K H0IR .

3.3 Technical Skills/# R$8e

The competence of key management, professional and technical personnel that the
tenderer proposes to employ on the project needs to be assessed with particular
emphasis on the skills and experience in technical areas comparable to the project.
BT EAR T BV FTRSHRBEEEAR . TUARREARARES W M0
AT B L& B T B R A AT IV A

The information required should include the following details of the proposed project
team:

3G BB DR H AN T R B R B ETE:

* names/{&4&;

» function/FH §E:

» technical expertise/FiARZ % and &

« CV's to be provided/{&i 7.

3.4 Management Skills and Systems/SH 8k K R4

The availability within the tenderer's organization of personnel with appropriate
management skills togéther with effective management systems and methods
appropriate to the successful management of the project.
BRTARHNAETHMAARELELMERER FEIEHNRAREURSE
HYT BT B .

The information required should include the following:
TR ENFEEREENT:

« quality system/[HEEE;

» project management tools/3i H & T £

» program software/Sf H #f4;

» environmental management system/AFIEEH RS,
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3.5 Resources/%iR

The equipment, including facilities and intellectual property, which the tenderer
proposes to use on the project need to be assessed.

AR ET B R R, BIER R AR B R .

The information required should include the following:
s B ERaT: '

» specialist equipment/ TV &

* labor, by trade skills/ B E @ FifeRIH 1L, and &

- facilities/#& .

3.6 Methodology/Ji =

The procedures or innovative methods the tenderer proposes to use to achieve the
specified end results, or the special processes detailed in tender documents.

AR TR N RS AR e B R AT (F F I URAE S AR 77 iR 84 R IR A AR St
TEAIER

The tenderer should be able to demonstrate its capability to bring the contract to a
satisfactory conclusion by describing the methodology of approach to accomplish the
project’s required outcomes.

Bebn 7 OB #IR H SRR AT B AR 4 R AT AR 7 00 7 SGEE B AT LU A & R4
NIRRT

The information required shall include the following
iR RaE

« program of works/ T E#%i;

« key performance indicators/$i /T C B 5T,

« division of works into subcontracts/ T{E4}EL R 5E;

« innovative procedures to be used/FT{E F KT HAE;

» reporting and recording systems/#it 5 X2 R4, and 2
* Quality Plan/JE &%

3.7 Price/fr#%

The price is the sum that the BU would be required to pay to the tenderer for the
goods or service provided. This must include all costs over the duration of the contract.
Depending on the contract, this could include:
Pt 2k 4530 ) T A FoAzT7 it ki = i BRAR 45 A 3 AT i BB 1R BB S ELTE & R
BATHEBENEA. BETER, Z258FE:
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« fixed capital cost/[E 2 & P B

- variable tender costs during the contract period/& [F]JB 4T 1A 8] # 7 35 e,
» special adjustments during the contract period/& [Fl 8] 55 Bk B 2,

« maintenance costs/4E " A< and &

« operating costs/izE FiAx.

4. TENDER DOCUMENT S/ #5348

4.1 Selection Criteria and Weighting/#riErE# & U

The criteria and weightings to be used must be selecied so that the most appropriate
criteria are used to review the tenders. The best value for money outcome is the one
that reflects the requirements of the particular project.

i A% FH A A B AR (8 00 SR8 e B LA AE VP (G FE A B F Bcte S A . B EL R
R EIME ERMITHEZ—

If the project is highly technical or difficuli, emphasis should be placed on the
weightings of the total of the non-price criteria and the sub-attributes of technical skills
and methodology.

MBZMBHRBHNEASENIEEE, WNE ZRIFIENRHEATAE L AR L%
IR it E.

If the project is made up of multiple separable parts and requires a number of trade
skills as subcontracts, then a higher weighting should be given to management skills.
WRMH HEANMARABMASERIFTERS AL, WEHNEFEEE T AREER
A IAAE

Selection criteria must be comprehensive and cover all the information required to
allow the tender evaluation to take place. Only information provided by the tenderer in
response to the selection criteria, and other information requested in the tender
documents, is permitted to be used in the tender evaluation.

EEARE D LR S 2R ITE RS B EHEARTEEIRRIAT . REERAR T RS
g ERE B, BLRE AR T B E R AYE B4k AV T 3R A

The Procurement Services Department pre-registers suppliers to undertake works in
defined categories. The selection of the evaluation criteria must take into
consideration that this initial broad brush selection has already taken place. That is,
the basic financial status and technical ability of the suppliers has been assessed.
This does not prevent requests for additional information being made for particularly
complex projects.

SIS IR &R 1] Y TERT 7B SR 2 SR TSR AL I R BT AR 4B B T ARSEAT AT . SFAARHERD IR
BN EEEREVINENMEFROERE. B, HNEEANMEEREAERGEIEE
BAPfE. XFAEIEAFEERTRE FEELEELIUMER.
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4.2 Criteria Notification/3E4 #5411

Selection Criteria, which will be used in the tender evaluation process, must be
included in the Request for Tender document, together with the weighting to be
assigned to the criteria. The tender documents may also require that additional
information is to be provided for use in the tender evaluation.

1 H T B4R PG JRAZ B Frifeim A 20 5 B vE T 20 R Y oL — B ERF T3S .
A UL E SRR AL E B ASME B T HBin i,

4.3 Weighting/ A&

When assigning weights, the Tender Evaluation Team must ensure that:
SECINAUERS, FHARIEAE N DR

« all selection criteria to be used are assigned a weight/ T4 Te4F HI AR vE LS Nk 4 B A0
BE;

« criteria weightings are to be within the range outlined below/InAUFVENE T £HF
T ;

» the sum of all weights totals 100/AE £ £14100.

The weighting range for Selection Criteria should be within the following:

e I AR VE I Vi B S 7E T R TR Y R A -

Range/¥5H Group range Y% BT 5 KA % Criteria $734E Individual range %235 Le4F]
Non-Pricef3:4r# 40-60% Relevant Experience #i5c£ 5 5-20%
Past Performance RUEFEI 5-20%
Technical Skills HEARAES 0-20%
Resources % 0-20%
Management Skills EEH 8 0-20%
Methodology 77i& 0-20%
Price/r#% 40%-60%

5. TENDER EVALUATION/ B 4R1F4L

A Tender Evaluation Team comprising at least three members, please refer to Tender
procedure section 7 for detail function and combination. The team will assess the
tender bids in accordance with the procedures noted below.

s NEA B =2 R R AR, FESRBRAEETRS . MEKBRENE
FREEAT VR

The tenders are scored according to the information provided. Only that information
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submitted at the time of close of tender and lodged with the tender bid shall be used in
the evaluation.

XY R R ARYE AT 5 BBEATHT 4174 . A A M ERnE R iR EmME 8T L
ER R

5.1 Scoring “Non-Price” Criteria/JEH#r#FrHEES>

The evaluation procedures are as follows:

THAG AR T

1. Add the individual scores for each non-price criterion. Each criterion is given a point
score from 0 {poor) to 10 (excellent) in increments of 1.0 each level.
HMEEMBIRESSEN. GMRERSTHSEMN0 G2 M0 (5 . B
HEE.

2. Weigh the individual scores for each non-price criteria according to the
pre-determined weightings. The weighted score is calculated by multiplying the
score by the weight. In the example given below, the weighted score for tender 1,
criteria 1 is calculated as 9 x 20% = 1.80.

EEE — MR AR B S BN ARYE B TUT R B IALE. I SR ET
SEEIMAUER TR, ETREFIT, BAR1EFRE I A$0h9*20%=1.8.

3. The sum of non-price scores for each tender is then normalized to 10. Normalizing
is a transformation applied uniformly to each element in a set of data so that the set
has some statistical property.

B— M ERHEN S 2 SV SR 10 BRI S — TR E— M EER L —
BHEE, FHEIZELUR RO RISt Bt

4. The following formula is applied to normalize the non-price scores:
= Sum of non-price score for each tender x 10
Highest sum of non-price scores

BRI R OB ER PR A
= F— AR RS 510
FEfhrikmm

5. This score is then adjusted for the total weighting of all the non-price criteria to
obtain the overall weighted non-price score.
B R RS A T SRR B AU ET IR EE, SREINBUE R FEN & 5501
JE"{EO

The example below shows how the weighted score is calculated and to normalize
non-price scores:

TREGIR B I S B AR R 4
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Criteriatnft Weight iz {g Tender 18471 Tender 283352 | Tender 33153

Criteria 157221 20% Scoredt¥ 9 8 9
Weighted score 1.8 1.6 1.8
G

Criteria 24532 10% Scoresr ¥ 7 8 7.5
Weighted score 0.7 0.8 0.75
It 8

Criteria 33R%E3 10% Scores ¥ 7 6 9
Weighted score 0.7 0.6 0.9
LS

Total non-price criteria3Eft iz 3.2 3.0 3.45

B

Normalized non-pricedri{b /= #9396 3.2x10/3.45 3x10/3.45 10

riesr 9.28 8.7 10

Weighted non-pricefii et 244 | 40% 3.71 3.48 4,00

The highest non-price total score is given a score of 10 and the other sums are ranked
accordingly in proportion.

et LA BR S A107, HALK B SRR B LT 4 8.

5.2 Scoring Price/#i#40 #t

Scores for price are based on the following method: (Note that the lower the price, the
higher the score.)
DA ERE TR R E B ENRESE, SHs=D

Normalized price score = lowest tender price x 10

tender price
A 8= R{EBAR N0
Ttk

TendererZiil Tender quote {RMB) Normalized price

BERS (AR UL
1 128,200 10
2 133,000 9.62
3 192,500 6.66

5.3 Total Scores/ 4%
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Criteria #3%E Weight AnAL (& Tender 1 {4F | Tender 24845 | Tender 3 iz
1 2 3

Criteria 1 #R4E 1 20% Score ¥ 9 8 9
Weighted score A 4¥ 1.8 1.6 1.8

Criteria 2 474 2 10% Score -3 7 8 7.5
Weighted score Jmi 4% 0.7 0.8 0.75

Criteria 3 353 3 10% Score 4+ 7 6 9
Weighted score It 4% 0.7 0.6 0.9

Total non-price criteria e IRER S 3.2 3 345
Normalized non-price JEM I ERHEILS 3.2x10/3.45 3x10/3.45 10
9.28 8.7 10

Weighted non-price A IEMIE S 40% 3.7 3.48 4
Nermalized price ¥R#E{b 5 B8 10 9.62 6.66
Weighted Price im# iz 44 60% 6 5.77 4
9.7 9.25 8

5.4 Equivalency Rule/Z R

When the difference between the first and second ranked scores is less than 3% the
lowest price tender of the two is taken as the preferred tender unless there are
extraordinary reasons for not doing so.

LB B TARERIT A ZRDTF3%H, WBARM 3 00 AR & N A A S LR,
AR e I S R R A

The “3% rule” is based on a statistical review of the variances in the subjectivity of the
evaluation committees’ individual scoring.

“B%ZHN” AETIFENMLAA AT ER AR S H AT,
5.5 Alternative Tenders/& & &7

When the Conditions of Tendering allow for the submission of an alternative tender,
provided a conforming tender is also submitted, the evaluation method will be similar.
Only one tender is usually evaluated for each tenderer, you either accept or reject the
alternative. Where the alternative is accepted, the conforming tender is put aside, and
the evaluation made on the price and information submitted with the alternative.
AIERA AR ERT G TN, B&EREART BERATARESE, WITRTER
SR, F—RRTEE R — R RS5 Y, TRETESEEERTS55%
Fr. BERFEIRTWATE ST, W AHEEE TR A FAL

6. EVALUATION REPORT/{EA4#R 2
An Evaluation Report should be prepared on all tenders received.

Version 2.0 32




Tender Procedures

245 B B R Bhr v & PP AL 4R

This report shall address the selection criteria for all tenders and make an unqualified
recommendation on the preferred tenderer. All members of the Tender Evaluation
Team shall endorse the report and recommendation.

RE B 6] BT FEAR 7 UL B T dmee F g U A 8 i 3% . iR b ek ik m
MBI F B

The Evaluation Report must be forwarded to the Tender Board for approval for all
procurement subject to scope and threshold in Procurement policy section 3 and 5.
BEXT A MR AR S R IX BB ITE R SRR R BUR 8 3658 7 Ay F A0
PRE L

7. POST TENDER INTERVIEW — DEBRIEFING/#3 #7811
7.1 Policy on Debriefings - Competitive Processes/IB R UL BUE-%FHE

In certain major bid, Procurement Service department is required to conduct
debriefings to any tenderer who has made a submission in a competitive tendering
process. The debriefing will be specifically made in the email to the unsuccessful
tenderers informing them of the tender result, but can not disclose the content of the
bid winner.

ST HREERENERIRE, R FRE SRS MRS LA 7 OB M AR 37
FRETR, BAEEHERPFENNE.

7.2 Purpose and Scope/H i &% 36

The object of the debriefing will be to elaborate on the reasons behind the evaluation,
in general terms, regarding the strength and weakness of the tenderer's submission.

BEAR LR A T REITFRE TR SR, BREIE, HEAXREHRENLEFH LR

Debriefings are offered for a purpose of ensuring that industry standards continuously
rise by employing feedback as a learning opportunity. While the debriefing also
contributes to the notion of natural justice, it does not permit an exploration of the
merits of the submissions of others. Information concerning other bids must not be
disclosed under any circumstances. Debriefings are not to be confused with appeals,
negotiations or debates.

RREXETHBTARS TR AT SIS AT, FSEA B BiEmMEIN
2. BRFAEFLEAF. #FY. AEHNEIR. BXEFRTRBARRETERLREE
AT EILRAMATF. FEULE KRN T ARG RERMAN—TIERUTA.

A debriefing is simply an opportunity for tenderer's to hear from the agency what the

Tender Evaluation Team found good about their submission and what could have
been improved.
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RIRA TR E TIREMEIVSUT B SRR, FEREIEHE .
7.3 Format/4& 3\,

The procurement manager from the Tender Evaluation Team will usually represent
the BU.

IR PG DA KW A BB ERR WS I .

When accepting the invitation for a debriefing the tenderer must nominate the
representative(s).

kel A = W EIBREE, BATERERABAREARIEAUARAT.

The normal format is for the Tender Evaluation Team to outline in sequence:

BRIl DA TR P IRIRFHATIF A -

« the selection criteria and sub-criteria and the reasoning behind their selection;
PeFErRiE . TP irE R R FE 3R
+ the weightings chosen and the reason; and
DR IR S IR
» for each criteria and sub-criteria in tum, the features of the tenderer's submission
that led to a favorable and unfavorable assessment against each.
ECXTRR MR R MR, ST TR BB R S ke T R B R — B REAF
HI AT o

Tenderer's can ask questions of clarification about the BU's perception of their
submission. Questions about the submissions of others or about comparisons made
are not allowable and the Procurement Manager should decline to answer them.
While the selection process is not confidential, the judgements made on any given
tender are confidential.

TohR 5 Al LS AR L FTiRAAR B R E BT AL R ) . (AR 5 TR 7 FrRACHR
FFEAT AT HAR Y iR R B SR A B VAR R i e . HMEG TR 2R R, B4
XA AT B A R A AR

8. OTHER MATTERS/ 4z 2r

The tenderer's actual scores against the selection criteria may be provided to the
tenderer but not those of other tenderers. If the actual score sheets are used, the
scores of others must be blanked out.

FAR A A L nEir A R A TR RE S8, EATAEEHEMTARE S8 LG
BARGERS, 5 RHABTEAR T H9 2B R .

Notes or minutes of the debriefing are not normally taken and it is essential that the
tenderer's submission be available for reference during the debriefing.

PHRITAE T, AR TRARBIEA IR ENESE,
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The BU is to note any opportunities for improvement in the processes that become
apparent through the debriefing and take appropriate action following the debriefing.
A4 BRI B B AEAE A U R B B R IR AR ML S R E R A S R AT B0
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