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1. ECEPP OVERVIEW AND FAQ

EBRD’s Client eProcurement Portal (ECEPP) is an online portal provided to EBRD by BIP
Solutions Ltd, Scotland on Software-as-a-Service basis. ECEPP allows you to find and respond
to goods, works and consultancy contract opportunities published by ERBD’s clients which are
to be conducted using ECEPP. By using ECEPP, you will benefitfrom:

e Free of charge access to electronic procurement documents immediately on
publication

e Real-timealertsvia e-mail based on keywords or tender number.

e Round-the-clockonline accessto tenderinformation and documents

e Online communication with clients

e Fullysecure online tendersubmission with electronictenderopening

e |Immediate access to tender opening minutes

e Access to User guides, live chat and other help facilities

ECEPP suppliers also benefit from a designated technical helpdesk who can assist with any
gueriesrelatingto the operation of the system. The ECEPP Helpdesk (run by BIP Solutions) is
open from 08:00 - 18:00 (UK time) Monday to Friday excluding UK Bank holidaysand can be
contacted:-

Email: helpdesk@ecepp.ebrd.com
Telephone: (+44) 141 270 7618

Participants also have access to a ‘Live Chat’ facility to the Helpdesk once registered and
loggedin to the portal.

ECEPP — FREQUENTLY ASKED QUESTIONS (FAQ)
PARTICIPANT QUESTIONS

1. ECEPP stands for?
EBRD Client Electronic Procurement Portal.

2. What procurementrules apply?

All procurement exercises on ECEPP are subject to the Bank's Procurement Policies and
Rules.

3. Issupportavailable to answer my questionsregarding ECEPP?
Yes, support is available through a variety of channels. Online user guides should provide

you with the information you require. If you still have any unanswered questions, please
contact the relevant help desk.

4. Which procurement opportunities are tendered through ECEPP?



mailto:helpdesk@ecepp.ebrd.com
http://www.ebrd.com/work-with-us/procurement/policies-and-rules.html
http://www.ebrd.com/work-with-us/procurement/policies-and-rules.html

ECEPP is available to EBRD's clients for the procurement of goods, works and
consultancy senices financed from loan and grant proceeds with the Bank's procurement
advisers performing a review and monitoring role.

5. Which procurement opportunities are NOT tendered through ECEPP?

Corporate Procurement and Consultancy Senvices (contracts signed by the Bank) are
NOT tendered on ECEPP. If you wish to supply goods, works or senices for the Bank's
Headquarters in London and its Resident Offices in the Bank's countries of operations
(e.g. general senices, catering, security, maintenance, IT, furniture etc.) or technical co-
operation assignments for the Bank (e.g. feasibility studies, due diligence assessments,
project implementation, institutional building, law reform and all other consultancy
senices) these are all procured through the Bank's Corporate Procurement Department.

Information on registration to Corporate Procurement is available here:
http://www.ebrd.com/procurement/corporate-procurement.html

6. Where can | find general information on EBRD financed projects?
All public or private projects information is available on www.ebrd.com

7. Where can | find information on contract awards, prequalified lists, public reports
and other procurement data?
Information on contracts tendered through ECEPP is published on the
https://www.ebrd.com/work-with-us/procurement/project-procurement.html

8. Ilhave forgotten my log in details, how can | proceed?
Your username is the email address you registered with. If you are unable to log in with
the password you hawe, click Reset Password below the log in area and follow the steps
shown or Email helpdesk@ecepp.ebrd.com.

9. Whatisthe maximum file size | can upload?

The maximum file size you can upload to the system is 100MB per document. There is no
limit on the number of documents you can upload. The system allows use of .zip and .rar
files to compress larger file sizes.

The maximum file size you can attach to an email is 10mb. All file types are supported by
the system.

10. Who can register on ECEPP?
Participants from any country may register in ECEPP to participate in tenders for the
supply of goods, works or consultancy senices financed in whole or in part by EBRD.

11. How does ECEPP ensure confidentiality and data security?

All information related to a participant’s response is encrypted and not visible to any users
other than the submitting participant's registered ECEPP users. Responses are kept in a
secure ‘tender box’ in the system until tender opening, at which time the system
automatically opens the responses and produces minutes based on information provided
by participants. Data for particular projects is only available to users registered for that
project. A participant cannot see any submissions from other participants.

12. What are the terms and conditions of tenders?
All terms and conditions are specified in each procurement document.

The Bank has a series of standard procurement documents. The standard procurement
documents used in ECEPP have been specially adapted for use in ECEPP only and may
differ from those published on Bank's Project Procurement website.
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13. How will I know what criteria the clients are using for the evaluation of a
procurement exercise?

Evaluation is always carried out in a comprehensive, equitable, auditable and transparent
manner. To ensure the fairness of the process, evaluation criteria and methods are always
defined in the procurement documents.

14. How long does the procurement process take?

The tentative timetable of each procurement process is usually specified in the
procurement document or the procurement notice.

15. Whatisthe time used for response submission dates?
Please note that all times in ECEPP are based on UK time to ensure standardisation.
Participants must take care to ensure that responses are submitted within the time stated
by ECEPP and you are recommended to submit your tenders a day in advance to ensure
that you do not run out of time to upload your response.

16. Who can | contact?

If your enquiry relates to a specific procurement opportunity please contact the relevant
client using the ECEPP message centre for that opportunity. If your query relates to a
technical issue with ECEPP please contact the ECEPP Help desk on
helpdesk@ecepp.ebrd.com or call on (+44) 141 270 7618 or use the 'live chat' facility in
specific tenders.

17. How do | ensure that I don't lose any of my work?

When completing a document, click on 'Sawe' regularly. Most areas within ECEPP
automatically save changes when you switch between pages, i.e. navigating from one
section to another via the Next/Previous options. The senvice has a timeout facility of 20
minutes for security purposes.

18. What happenswhen | submit a response

You may submit a resoponse at any time up to the time stated for tender closing. All times
in ECEPP are based on UK time to ensure standardization. Participants must take care to
ensure that tenders are submitted within the time stated by ECEPP and you are
recommended to submit your tenders in good time — even a day in advance to ensure you
do not run out of time. Late responses are automatically rejected by the system.
Responses are held securely in a ‘tender box’ and cannot be seen by any users once
submitted. Participants may withdraw and/or amend and re-submit the response at any
time up to the time stated for closing, after which the response will be frozen in the system
and not accessible.

19. How will I know if | have been prequalified or short-listed?

You will be informed in due course by the relevant client through the system and the
prequalified/shortlisted firms will be published as a notice on ECEPP.

20. How do I make a complaint about part of the procurement process?

If you wish to lodge a complaint about a procurement process, please visit the complaints
page on www.ebrd.com

21. Can | ask for a debriefing to find out why | was unsuccessful in a procurement
exercise?

The evaluation process is confidential up to the point of the Bank's no-objection to the
evaluation report prepared by the client. Once the evaluation has been completed,
participants will be informed of the results. At this point, a debriefing can be requested
from the client, if necessary.



mailto:helpdesk@ecepp.ebrd.com

Further information on debriefings may be found in the Bank's PP&R.

22. Does the EBRD pay contractors?

The EBRD is not a party to the contract, which is signed by Bank's clients, and therefore
has no obligation to make payment to the Supplier. The payment arrangements for
particular projects are set out in the financing agreement between the EBRD and the
respective client. The contract conditions included in the tender documents will govern the
payment terms applicable to each contract.

23. Whatdo | do to ensure that I receive your emails?

To ensure that ECEPP generated emails are successfully delivered to your inbox, please
add ecepp.ebrd.com to your address book and/or safe list.

2. ECEPP HOMEPAGE

From any browser, enter: ECEPP.EBRD.COM.

You will be in ECEPP Homepage where you will be able to Register your company details to
participate in Opportunities. If you do not register you can still review procurement notices
in: Search Opportunities.

You can also change screen displays of main pages to French or Russian languages by using
the language toggle inthe menu line.
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3. ECEPP REGISTRATION

1. Click ‘Registration’

@ E}u‘opvml Bank orocurorin Clen ECEP P e~ —

- EBRD Client eﬂ-Brocurement Portal (ECERR

3 Q i o

Participant Registration Procurement Notices Help

The ECEPP portal allows clients of the European Bank for Reconstruction and Development (EBRD) to conduct electronic project procurement for goods,
works and consultancy contracts for public sector projects financed in whole or in part by EBRD (including EBRD administered grants), in accordance with the
EBRD's Procurement Policies and Rules.

ECEPP Statistics

276 745 603 4,112,860,496

Planned Procurement In Progress Procurement Signed Contracts Signed Contract Value (EUR)
Exercises Exercises

2. ‘Click here to register’

Register with ECEPP

Help with Particpant's Registrations

If you are new to ECEPP, you need to

Click Here To
Register

Email address
in order to respond to procurement opportunities.

If you have problems registering or logging in then
please contact the Supplier Helpdesk by calling (+44)
141 270 7618 or emailing

Password

Login

Help with EBRD Staff / EBRD Client
Forgotten Password? 3 : Registrations

To register as a member of Bank staff or as a Bank
Client please email ppad-innovation@ebrd.com
EBRD will NOT respond to queries raised by
Participants.




3. Complete all the fields onthe screen below.

This registrationis valid for electronictender processes using ECEPP only. Please
complete as displayedin the form below. Information must be enteredin English
language using Latin Characters only.

IMPORTANT NOTE

Please leave plenty of time to registerin order to participate in a procurement opportunity.
Once the response submission deadline has passed, you will not be able to submitany
response.

Access Code: - Please complete all other details required.




Fields Marked ' * ' Are Mandatory.

Title *

First Name *

Job Title *

Email Address / Username *

Password * ¥

Telephone *

Last Name *

Confirm Email Address / Username *

Confirm Password *

Organisation Details @

Business Name *

Address Line 1 *

Address Line 2

Address Line 3

Town *

County

Postal Code *




Country *
Select an Option v

Website Address

Telephone *

Business Sector * ©

Select Type v

Please ignore this box:-

Access Code

If the client has given you an Access Code for a specific procurement exercise enter it below and you will have immediate access
to the documentation upon successful registration

Access Code (if applicable)

Please provide the information requested below and click ‘Register’ to complete
registration:-

Verification *
Please complete the verification below

™

reCAPTCHA

Privacy - Terms

I'm not a robot

Terms And Conditions @

[ Tick this box to accept ECEPP's Terms and Conditions

[J Tick this box to confirm that your company does not appear on the EBRD list of Ineligible Entities.

The ECEPP service looks after your details carefully. Our privacy policy describes how we collect, use and ook after your information. To find out more, click€here

10




Once Registered, you will receive the below acknowledgment. Click ‘login’:

Home  Aboul EBRD Login | Register

“ Registration q Search Opportunities @ Hews & Updates ’ Halp

Thank you fod risgritenng on the EBRD Chént &-Procwemant Padal (ECEPP). Shaly, you will récerad an el confinmng you st cesthl regritrabon
¥ owl wall P b2 albde B0 log i and star responding 1o v opporhunities
I yoous requene ey Suppait whilsl using ECEPP phease eomsull the Quiek Stan Gusdes in the firsd mstance. If you require furthes ascrsiance then please contact

the ECEFP helpdesk

Lagin

To access ECEPP, please enteryour Username and Password used in your registration:

Register with ECEPP

Help with Particpant's Registrations

If you are new to ECEPP, you need to

Click Here To
Register
Email address
in order to respond to procurement opportunities.
Account@supplier.com
If you have problems registering or logging in then
please contact the Supplier Helpdesk by calling (+44)
[..........| 141 270 7618 or emailing

Password

Login

Help with EBRD Staff / EBRD Client
Forgotten Password? - ‘ * Registrations

To register as a member of Bank staff or as a Bank
Client please email ppad-innovation@ebrd.com
EBRD will NOT respond to queries raised by
Participants.
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4. HOW TO SEARCH FOR OPPORTUNITIES/ SUBMIT RESPONSES

To search for an opportunity please follow the below steps:

1. Selectthe ‘Search Opportunities’ link from the Activity Centre or the homepage:

Welcome To The EBRD Client E-Procurement Portal (ECEPP)

You can use the links below manage your responses to ECEPP opportunities. You can also access a range of resources to support your competitive processes. To

help you get started read our helpful User Guides.

Response Manager
Q Search Opportunities

"]
Manage Your Account And Add Users

2. Use the available fields, pictured below, to filter and search for opportunities

which are relevant to your organisation:

Search Opportunities

Keywords

Notice Type

All

Published Current State

E| From Al E|

to
To

3. Selectthe hyperlinked name (example highlighted below) of the contract you are
interested in with status “Open” to view more information:

Title Notice Type o Tender Exercise Titke ® Published . Closing o Carent
Date State
Bosng ANG HevIegovra PN Corerw NiA 0120% NA nrmatos
¥ Progect Procurement v Oy
Sonce UK Time
Bowna Ang HerTegowna etaton For ReCONSICHION 3T exDason of sewerage 170100%% 13012019  JOpen
Recan 0 epacmen of Tencers Sogie  system 541 0000
BEWRIIZ Dysiem UK Time UK T
Kazaeratan Wl Y CodCt Amia  'Wikie SLoOl eQUDMent 300 waler Beatwent 20120008 NA om0
S WY Deatrect ¢ Notce AN TR 0% o
UK Tee
tebntan LiZSekenargo Muraris Oeceral NA 1812004 NA Normanon
Sutslton Poocurement exn Oy
otk e UK Teme
- ~ Request For FRU Corautancy serveen 812204 Tpen
Precsds <X
=
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4. Review the content of the notice and decide whether you wish to submit a
response. If youwish to respond and access the documentationselectthe ‘Access
Opportunity’ button:

Bosnia And Herzegovina: Reconstruction And Expansion INVITATION FOR TENDERS - SINGLE STAGE
Of Sewerage System

Project Name: Gradacac Water Supply Project Opportunity Status

EBRD Project ID: 89563

Country: Bosnia And Herzegovina

Tender Exercise Name: Reconstruction and expansion of sewerage system

ECEPP Tender Exercise 1D: 46860461

Type of Procurement: Works -
Procurement Method: Open Tender Single Stage

Client Name: Goverment of Bosnia and Herzegovina

This opportunity is now open for you to view the

documents loaded by the named client. Please use the

"Access Opportunity” button to register/flog in, view the

Notice Type: Invitation for Tenders - Single Stage documents and, if required, complete your response for
this opportunity

Business Sector: Municipal and Environmental Infrastructure

Publication Date: 17/01/2019 15:41
Issue Date: 17/01/2019 15:45
Closing Date: 19/01/2019 00:00

INVITATION FOR TENDERS - SINGLE STAGE

The above named client intends to use part of the proceeds of a loan from, or Grant administered by, the European Bank for Reconstruction and Development ('the
Bank’) for the above named project. Additional financing details are as follows:

This contract to be financed by means of an EBRD loan.

Contracts to be financed with the proceeds of a loan from/ grant administered by the Bank and will be open to firms from any country

5. Select‘Access Opportunity’:

IMPORTANT NOTE TO PARTICIPANTS
You have now successfully accessed this opportunity, before you start, please read all

the onscreen information from ECEPP Guidance tab very carefully:

Activity Log
Issue Date: 29/03/2022 08:45 UK Time
Closing Date: 13/04/2022 00:00 UK Time
' You have not yet submitted this response. X

ECEPP Guidancel] Step 1: ITT Documents Step 2: Amendments/Clarification Documents = Step 3: Submit Response

IMPORTANT - PLEASE READ

When respon Ity on ECEPP, leave plenty of time to upload your documentation and complete any online forms - DO NOT LEAVE IT UNTIL THE
LAST MINUTE. We recommend that you aim to have your response submitted 1 day in advance of the deadline where possible. Please note that all closing times
are set in UK time. Your response is fully encrypted and secure and cannot be viewed by the Bank or the named client until after the submission deadline. No other
participants can view your response at any time. Neither the Bank, the named client or the service provider can be held responsible for any failure to submit your
response prior to the deadline for submission.
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NOTE TO SUPPLIERS

When responding to an opportunity on ECEPP, leave plenty of time to upload
your documentation and complete any online forms - DO NOT LEAVE IT UNTIL
THE LAST MINUTE. We recommend that you aim to have your response
submitted 1 day in advance of the deadline where possible. Please note that all
closing times are set in UK time. Your response is fully encrypted and secure
and cannot be viewed by the Bank or the named client until after the
submission deadline. No other participants can view your response at any
time. Neither the Bank, the named client or the service provider can be held
responsible for any failure to submit your response prior to the deadline for
submission.

Once you have completed your response within Step 1, review any
additional/clarification documentation in Step 2, amend your response as
required and then you must proceed to Step 3 and click ‘Submit Response’.
After submitting, you can edit your response at any time before the closing
date by clicking the ‘Edit Response’ button in Step 3. If you decide to edit your
response, DO NOT FORGET TO RESUBMIT WELL IN ADVANCE OF THE
CLOSING DATE.

When uploading supporting documentation via Step 1, please note thereis a
limit of 100MB per file - there are no limitations on the number of documents
you can upload. If the file is larger than 100MB, we advise that you either
separate the documents into smaller files and upload these individually or zip
the file and upload as a compressed file. There is an automatic time out for
security purposes after 20 minutes of nil activity therefor we recommend using
the ‘Save’ button at regular intervals.

If you are required to attach afile to an email sent viathe Message Centre
facility, please note there is a 10MB limit and only one file can be uploaded and
attached per email. Please remember to click the blue 'Attach' button to attach
the document to your email before clicking ‘Send’. The purpose of the
attachment facility within the Message Centre is to enable you to seek
clarifications from the named client. This is not to be used to submit your
response and responses submitted in this manner will be rejected.

If you have any queries about the procurement process, please contact the
named client via the Message Centre. If you require any guidance on the
operation of ECEPP please review the Participant Guides available here.

If you require any technical assistance with the website, please contact the
helpdesk via Live Chat facility or by telephone on (+44) 141 270 7618 or email
helpdesk@ecepp.ebrd.com.

Please always referto IMPORTANT — Please Read under ECEPP Guidance for
more guidelines.
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5. ACCESSING YOUR RESPONSE TO AN OPPORTUNITY

Once you have successfully accessed an opportunity ‘Step 1-3 above’ it will be savedinyour
Response Manager and will be available from that moment on. To access your response at
any time, follow the below steps:

1. Clickon ‘Response Manager’:

Welcome To The EBRD Client E-Procurement Portal (ECEPP)

You can use the links below manage your responses to ECEPP opportunities. You can also access a range of resources to support your competitive processes. To
help you get started read our helpful User Guides.

. a
E Response Manager E Manage Your Account And Add Users

m Search Opportunities

2. Select the hyperlinked name (example highlighted below) of the opportunity
from the ‘Responses’ table, as shown below:

Country ECEPP Opportunity Type Status Closing Closed Unread
D Date v Messages
Egypt 19212446 Project: EGYPT - Fayoum ITT Not Submitted 13/04/2022 8 day(s) to 0
Wastewater Expansion 00:00:00 UK go
Programme Time
Tender: Richard test single
stage

3. Once you have accessed your opportunity you can download, upload and submit

the procurement documentation as required.




6. DOWNLOADING, UPLOADING AND SUBMITTING PROCUREMENT DOCUMENTS

6.1 DOWNLOADING PROCUREMENT DOCUMENTS

To download Procurement Documents for an opportunity you are interested in please
ensure that you have accessed the opportunity ‘Step 1-3 above’ firstand then follow these

steps below:

1. InStep 1, selectthe ‘Download all documents’ button as shown below:-
2. This will download all the sections of the questionnaire ontoyour local computer
into a Zip file.

ECEPP Guidance | Step 1: ITT Documents] |Step 2: Amendments/Clarification Documents  Step 3: Submit Response

To view the documents - click the right hand menu. If you wish to participate: download the template documents,

complete the templates and upload all response documents into the corresponding sections in the tender exercise.

Where requested, signed and scanned copies must be uploaded or your offer may be rejected. Regularly save your

response to avoid loss of data. 1. Procurement Procedure

Before completing your response in Step 1, ensure that you view and take account of any additional/clarification
documentation in Step 2. Check both for any documents which may need to be completed and uploaded in Step 1 as
part of your response. Regularly check the Message Centre for direct communications from the client.

2. Requirements
3. Contract Terms and Conditions

et becrcrica| IERN eteaniconecs) (EEERRN 4 Paricipant Doais

1.1. Instructions To Participants (ITP)

Proceed to Step 2

1.1.1 Instructions to Participants (ITP)

J~ ECEPP Works Single 1.1 Instructions to Participant...pdf

3. Save the zipped file and complete the relevant procurement documentation
offline inyour own time.

6.2 UPLOADING PROCUREMENT DOCUMENTS

To upload your completed procurement documents (for instance, uploading the completed,
signed and scanned tenderform), you will have to have previously accessed the opportunity
and downloaded the documentation. If you have completed this step access your response,

then please follow the below steps:

1. Go through each section and choose ‘Upload document’ to upload your
completed response as the example below:

16




1.5. Forms
1.5.1 Tender Form 10T

Client Documents

M ECEPP Works Single 1.5.1 Tender Form Jun 21.docx

Participant Response

Upload Document

2. Browse and selectyour file ensuringyou see Upload complete:-

Drag & Drop your files or Browse

ECEPP Works Simple 1.2 TDS Oct FR.docx Upload complete X

46 KB tap to undo

3. Repeat the above stepswhere Upload Document is required.
4. Once all uploads inyour section are complete, save and continue or go to next
section of the questionnaire:-

Participant Response

Upload Document

1.6. Pricing < .00

Add Pricing Information

Download All Documents ‘m Save and Continue ‘ Next Section

17




If everrequired, select ‘Remove’ and then repeat 1 above as many times as required
for each applicable question / section. You may be able to upload more than one
document into each section and if not you can upload a zip file with the required
documentation. The file upload limitis 100mb per file.

Client Documents

W ECEPP Works Single 1.5.4 Tender Security Jun 21.do...docx

Participant Response

Show | 10 v |entries Search: | )
Document Title Document Uploaded , Action
Size Date
@ ECEPP Works Single 1.5.1 Tender ~ 51.93 KB 2022/04/04
Form June 2021 FR....docx 11:58
NOTES:

PROCUREMENT DOCUMENTs may be numbered, if so then it is recommended that
you retain the numbering, as this will allow you to cross-reference your completed
document to the one preloaded on the system.

Note the ‘Closing Date’ and ensure that you allow plenty of time to upload your
completed procurement documents and complete the submission process.

Throughout the tender process monitor, the closing date as the client can change
this if required.

7. Check ‘Step 2: Amendments / Clarification Documents’ for any updated / additional
procurement documents which might have beenadded by the client (forinstance in
response to clarification requests from participants). If there are any
Amendments/Clarification Documents, you will see them below as a link. If you click
on the document link, you will be able to open the document on your computer.

8. Once you have completed review of Step 2 above, click on Proceed to Step 3 to take

you to “Step 3 Submit Response”.
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ECEPP Guidance Step 1: Documents Step 2: Amendments/Clarification Documents | Step 3: Submit Response

View any additional/clarification documentation - if none, then Step 2 will be empty. Also ensure you check the Message Centre for direct communications
from the client. Check both for any documents which must be completed and uploaded in Step 1 as part of your response.

Show|10 v |entries Search: [

Document Title Document Size Uploaded Date

No documents available for display

Showing 0 to 0 of 0 entries Previous || Next

Proceed to Step 3

Note: Until you have uploaded a response document to all required fields, you will be

unable to submit your response.

IMPORTANT NOTES

e Please be aware that some procurement documents require be signing and scanning
before being uploaded. The Data Sheetand ECEPP will provide relevant instructions

for completion.

e Please be aware that some sections such as the ‘Pricing’ (as shown in the below
examples) and ‘Participant Details’ will require you to enter the data directly into

the system in English language.

THEREFORE: Please allow plenty of time to complete all the required sections of the

(UK Time)

procurement document in order to submit your response before the tender closing time
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Pricing Dutails

Select currency for all responses

F'_IR Ewppean Eurg vI

Total Amount of Tender Excluding VAT and Discourrts w

Amount I: 000,000 00 ELR I

Eurd Exuercabeni (€] 10080 000, )

WAT Percentage (%)

=1

WA T Amount

Amount 10,000.00] x | EUR |

Eura Equevalent (€) | 10,000.00 7]

6.3 SUBMITTING YOUR RESPONSE AND RESPONSE STATUS SHOWING

“SUBMITTED” IN RESPONSE MANAGER SCREEN

To submit your response, ensure that you have uploaded your completed Procurement

Documents (as shown below with the green ticks) AND YOU MUST CLICK ON ‘SUBMIT

RESPONSE’ button to complete your response submission.

' You have not yet submitted this response.

X

ECEPP Guidance Step 1: Documents | Step 2: Amendments/Clarification Documents | Step 3: Submit Response
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To submit your response, click the 'Submit Response' button.

Submit Response

Status  Page Title

v Procurement Procedure

4 Requirements

v Contract Terms and Conditions
4 Participant Details

Note: If your response is not complete, the screen will look as shown below. Please review
the submission page for any errors (highlighted with a red X).

1. If errors exist then please, select the name of the section (highlighted below in

red)
Sange 1: Documents  Stage 21 AdditionalClarification Documents  Stage 3 Submit Response
I Wiou st complede the soctons marked with a red cross befors submitting your responsa x

4 i ant F 1
w Reg T

e st T and
v Patspand Catats

2. Then Select ‘Submit Response’

IMPORTANT NOTE: ‘Please note that all closing times are setin UK time. Please allow
plenty of time to submit your response - DO NOT LEAVE IT UNTIL THE LAST MINUTE.
Ensure that you complete ‘Stage 3’ in the process so you have all green ticks AND click
the ‘Submit Response’ button. The response status will only then show as ‘submitted’.
Your response is fully encrypted and secure and cannot be viewed by the client until
after the submission deadline. Neither the Bank nor the Clientnor the Service Provider
can be held responsible for any failure to submit your response prior to the deadline for
submission.’
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To submit your response, click the 'Submit Response’ button.

Submit Response

Status Page Title

4 Procurement Procedure

v Requirements

L4 Contract Terms and Conditions
" 4 Participant Details

2. You will receive the below acknowledgment if your response was successfully
submitted:

You have successfully submitted this response before the deadline.

3. Before Closingtenderdate, youwill be able to “Edit Response” clicking on the below
button:-

Congratulations you have now submitted your response.

If you require to make any amendments to your response before the closing date, you must use the Edit Response button below fo edit your response. You can
then resubmit your response prior to the closing date and time of this opportunity.

Edit Response

Status  Page Titl

v Procurement Procedure
4 Requirements
v Contract Terms and Conditions

v Participant Details

4. Once you have clicked on “Edit Response” you will see the below alert:-
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Edit Response?

Are you sure you wish to edit your response? Clicking "Yes' will withdraw your
submission and you will then have to resubmit.

CANCEL

N

Clickingon YES will bring you back to the below screen where you can review your
document BUT ONCE COMPLETE, YOU WILL NEED TO RESUBMIT RESPONSE.

You have not yet submitted this response. x

ECEPP Guidance Step 1: Documents Step 2: Amendments/Clarification Documents | Step 3: Submit Response

Submit your completed response here. Please ensure you have thoroughly checked the Step 1 and Step 2 documents and have correctly uploaded all documents
brior to pressing the 'Submit Response' button. After submitting, you can edit your response at any time before the closing date by clicking the ‘Edit Response’
button. If you decide to edit your response, DO NOT FORGET TO RESUBMIT WELL IN ADVANCE OF THE CLOSING DATE.

Your response is fully encrypted and secure and cannot be viewed by the Bank or the named client until after the submission deadline. No other participants can
/iew your response at any time. When responding to an opportunity on ECEPP, leave plenty of time to upload your documentation and complete any online forms -
DO NOT LEAVE IT UNTIL THE LAST MINUTE. We recommend that you aim to have your response submitted one day in advance of the deadline where possible.
Please note that all closing times are set in UK time. Neither the Bank, the named client or the service provider can be held responsible for any failure to submit
/our response prior to the deadline for submission.

Below you will find the status of all sections included in your response. A green tick confirms that all mandatory sections have been completed and the response
Fan be submitted. If any sections have a red cross, more information is required.

e, click the 'Submit Response' button.

Submit Response

Status Page Title

"4 Procurement Procedure

4 Requirements

L4 Contract Terms and Conditions
4 Participant Details

4. Your Response Manager should show Response Status “Submitted” as shown below:
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Responses

Show [25  ~ | entries Search: ]

Country ECEPP Opportunity Type Status Closing Closed Unread
D Date b Messages
Egypt 19212446 ITT Submitted 13/04/2022 8 day(s) to 0
00:00:00 UK go
Time

e When your response has been submitted it can no longer be amended unless you
Edit Response. Once you edit your response, it can be amended and resubmitted as
long as it is done within the tender timescales.

e Once you are in status “Edit Response”, your submission is, temporary withdrawn
until you submit again and you will no longer receive any communications from
the client or the system regarding the tender.

e The system will not allow any submission after the date and time of tender closing
as stated in ECEPP. You are responsible for submitting your tender on time. Please

ensure the above steps are

e carried out well in advance of tender closure. Data and documents are securely
stored in the system and cannot be viewed by any party until time for tender
opening, at which time they are visible to the client.

7. CLARIFICATIONS

7.1 REQUESTING CLARIFICATION FROM THE CLIENT

If you wish to send a request for clarification to the client, you will have to access your
response and then follow the below instructions:

1. Selectthe ‘Message Centre’:
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eamaractins and i

ppean "i'l]: Responses  Search Opportunities Return from masquerade E C E P P 0 e EEW T

Brigitte Gontran
P Activity Cenfre p Response Manager P Response P Step Three: Submit Response Administrator

Step Three: Submit Response

ITT Activity Log

' Richard Test Single Stage

Message Centre Withdraw Interest ‘ ©

You have successfully submitted this response before the deadline.

Issue Date: 29/03/2022 08:45 UK Time
Closing Date: 13/04/2022 00:00 UK Time

ECEPP Guidance | Step 1: Documents Step 2: Amendments/Clarification Documents Step 3: Submit Response

Congratulations you have now submitted your response.

2. Enter your message in the ‘Email Text’ field (as shown below):

3. If required, upload a document by selecting ‘Click Browse’, selecting the
document from your files

4. Select‘Send Email’

5. Repeat above steps, for each email clarification request you wish to send to the

client.

Subject:

ENTER SUBJECT OF YOUR EMAIL MESSAGE

Character(s) Remaining: 220

Message:

Send communications regarding this opportunity to the Client using the email functionality below. You can attach a file to your message
if needed to seek clarifications and/or additional information regarding the opportunity. However, please note that this function MUST
NOT be used to send a completed response to any procurement exercise; it is strictly for messaging purposes only and responses
submitted in this manner will not be considered

Character(s) Remaining: 3554

Add attachment to client email (10MB limit):

Drag & Drop your files orjBrowse

Send Email m

e Onscreen acknowledgment message
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Email has been successfully sent to the Client

NOTE:

e The client will receive an automated email from the system alerting them of
your request for clarification.

e please note that the message centre MUST NOT be used to send your full
EOI/PQQ/ITT/RFP response; it is strictly for messaging purposes only and
responses submitted via the message centre will not be considered. Please refer
to section 6 above

e A full audit trail of any clarification emails to the client is available within the
‘Message History (pictured below) within the Message Centre:

Message History

Fiter Mosasgps Histong -

Show [10 | ] entries Saarch
Dl ToiFam M s e Subjoct Mark
v as
Read
1002015 To: pontranbg@cient com rify poind 2onpage 3 Please put the Subjoct of Clarification A

14:23 From request to the Clent harna

QRNONIMOE SUPRINT, Com

ng Company

7.2 RECEIVING CLARIFICATIONS FROM THE CLIENT/MESSAGES “READ OR
UNREAD”

To access a clarification from the client please access your response and follow the below
instruction:

1. Selectthe ‘Message Centre’ button. When you have an unread message from a
client, this message centre button will have an alert nextto it:
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Brigitte Gontran

P Activity Centre p Response Manager P Response P Step 1: Tender Documents Administrator

Activity Log

‘ Richard Test Single Stage
Issue Date: 29/03/2022 08:45 UK Time

Closing Date: 13/04/2022 00:00 UK Time
Message Centn.. Withdraw Interest

You have successfully submitted this response before the deadline.

ECEPP Guidance Step 1:ITT Documents Step 2: Amendments/Clarification Documents Step 3: Submit Response

2. Scroll to the bottom of the page and look at the ‘Message History’:

3. This message History will show you the message sentto youfrom the client. If itis
unread, it will be highlighted for ease of reference. Please ensure you read the
client’s messages including any attachments (if any). These attachments may
contain vital information on the tender exercise or any changes made if you have

exitor re-join the opportunity.
4. Please click ‘Mark as Read’ once you have read a client’s message. This will show
status of that specificmessage as “Read” as shown below:

Date v To/From Message Subject Mark as Read
04/04/2022  To: gontranb@suppliercom  Emails to all suppliers with attachments will CLARIFICATION 1 I
i13:55 From: prompt the system to save the attached

tarek.bekhit@hcww.com.eg documents within the 'Additional/Clarification
Documents' section of the relevant ITT, once
the email has passed through the no-objection
process.
File "clarif... (more)

89 clarification 1.docx (24 KB)

04/04/2022 To: Send communications regarding this ECEPP - 48177 - Egypt - N/A
13:48 tarek.bekhit@hcww.com.eg, opportunity to the Client using the email EGYPT - Fayoum
From: functionality below. You can attach a file to Wastewater Expansion
gontranb@supplier.com your message if needed to seek clarifications Programme - 19212446 -
and/or additional information regarding the ENTER SUBJECT OF
opportunity. However, please note that thi... YOUR EMAIL MESSAGE
(more)
Showing 1 to 2 of 2 entries Previous | 1 | Next

Back to Response Mark all as Read

Screen after button “Mark as Read” activated:-
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Date To/From Message Subject Mark
v as
Read
04/04/2022 To: gontranb@supplier.com Emails to all suppliers with attachments will prompt the CLARIFICATION 1 Read
13:55 From: system to save the attached documents within the
tarek.bekhit@hcww.com.eg 'Additional/Clarification Documents' section of the
relevant ITT, once the email has passed through the
no-objection process.
File "clarif... (more)
) clarification 1.docx (24 KB)
04/04/2022 To: Send communications regarding this opportunity to the ECEPP - 48177 - Egypt - N/A
13:48 tarek.bekhit@hcww.com.eg, Client using the email functionality below. You can EGYPT - Fayoum Wastewater
From: attach a file to your message if needed to seek Expansion Programme -
gontranb@supplier.com clarifications and/or additional information regarding 19212446 - ENTER SUBJECT
the opportunity. However, please note that thi... (more) OF YOUR EMAIL MESSAGE
Showing 1 to 2 of 2 entries Previous | 1 | Next

1. If applicable, clickon the hyperlinked attachment to download it.

NOTES:

e Please ensure that you add ‘noreply@ecepp.ebrd.com’ to your ‘safe list’ to
ensure that emails are not flagged as junk by spam filters.
e YOU MUST MONITOR THE MESSAGE CENTRE AT ALL TIMES, EVEN AFTER THE

RESPONSE HAS BEEN SUBMITTED,

CLARIFICATION EMAILS ARE DEALT WITH PROMPTLY.
e Any attachments to a clarification email sent by clients are automatically added
to the ‘Additional / Clarification Documents’ section (Stage 2) pictured in the 2
screenshots below):

ECEPP Guidance Step 1: Documents

Step 2: Amendments/Clarification Documents

Show |10 v |entries

Document Title

Document Size

Step 3: Submit Response

IN ORDER TO ENSURE THAT CLIENT

View any additional/clarification documentation - if none, then Step 2 will be empty. Also ensure you check the Message Centre for direct communications
from the client. Check both for any documents which must be completed and uploaded in Step 1 as part of your response.

Search: [

Uploaded Date

i@ Clarification 1.docx

23.91 KB

2022/04/04 13:55

Showing 1 to 1 of 1 entries

Proceed to Step 3

Previous

1 Next
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mailto:noreply@ecepp.ebrd.com

e In addition to being made available on ECEPP, an automatic email will be sent
to your registered email address with the clarification from the client with any
attachments, see below example:

Guliject Bosmia And Herzegoving - Cradacac Water Sepply Project - Clardication Dacument 1

Sender AceplySecesp. edrd.com ea berat of costactBhosasdrarz.com X

Reply -To steesaBebrd.com &

Sade Tadariong

& Reconstruction and expe..am - Clanfcation 1.decx I

European Bank
for Recomstruction sl Developseent

. erage .
Ex 10

Type ceme

Procurement Methad Open Tender Single Stage

Chant Name Govermert of Bosnis and Herzegovens

Dear Stephen Gallacher,

T™he follawing message has been sent from EBRD regardng Reconstructyon and

expansion of sewerspe systom

Name:lvan ¥utiess

Organisation:The Government Bosaa And Herzegovra

Message:

Dear partopants

Pease find a clanfication document relating to the " Reconstruction and expanscn of

e You may be required to respond to a clarification, issued by the client, via the
Message Centre. To do so, follow the steps in the above section.

e You may also need to amend a response, which has already been submitted
after receiving a clarification from the client. To do so you will first have to Edit
your response, please do not forgetto resubmit your response before the tender

submission closing date.

e Be sure to keep your registered email address up to date to ensure that you are

receiving any clarifications from the client. To update your email address, use
the ‘My Account’ page, which is available from the ‘Account’ tab at the top-right
of the screen.
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8. TENDER OPENING

Tender openingis done automatically on ECEPP; once a tender is closing date has been
reached, all participants who have submitted a response will receive an automated email
with a copy of the opening minutes attached. Please see the below example:

Subject Bosmis And Merzegovina - Gradacac Water Sepply Project - LCLPP Notdication: Opening Minutes
Semder roreslySeceps.ebed.com cn baha of screpiyBecepp abedcom L
Recipient sgelacherBediscom.bs &
Reply Te screply Soceps.abed.com L
Date ‘M_a-{ 14:23

I @ ITT_Cpening_Minstes.paf I

@ European Bank
(or Recomtraction amd Developmrst

Pregect Name Gradacac Water Supply Project

EBRD Project 10 12345

Country Botria And Merzegoans

Tender Exercse Name Reconstrozhon and expanson of sewerage system
ECEFP TenderExercse ID 7654321

Type of procorement Works

Procurement Method Open Tender Single Stage

Chent Name Goverment of Bosnis and Merzegovins

Dear Sir/Madam,

The following Tenderbox has now closed

Tenderbox Name: Reconstruction and expansion of sewerage system
Closing Date: 21 Jan 19 14:00

Please find attached the Cpening Minutes

Should you require any assistance, please do refer to the user guides which

can be found within the F L section

NOTE:

The information provided in the minutes will differ depending on the contract type (i.e.
Goods, Works or Consultancy Services) and the stage of the tender (i.e. EOI, PQ, technical
proposal, financial proposal, etc.). Information in the minutes is taken from data provided
directly by participants when submitting their responses and as such, no responsibility is
taken for the accuracy of that information. Evaluation of the responses will be conducted
according to the procedures set out in the Procurement Documents.
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9. SUCCESSFUL AND UNSUCCESSFUL NOTIFICATIONS

If you submit a response to an opportunity using ECEPP, you will receive a notification to
inform you of the result at each stage in the tender process; e.g. at EOI, PQ, technical or
financial evaluation etc....). Please see the below examples of the ECEPP Notification emails.

9.1 SUCCESSFUL PARTICIPANT NOTIFICATIONS

Subject Bosnia And Herregovina - Gradacac Water Supply Project - LCLPP Upd and of sewerage system
Sender rorestyQeceppabrd.com on baba¥ of neceply Gecess.ebed com L
Recipient sgelacher@sitis.combs L
Kuply-Te roreshySececp.ebrd.com &
Owste Yoday 16:13

I @ Lenter of Accestance.ndf l

European Bank

far Recormtrustiom aml D velopome st

Project Name Gradacac Water Supply Progect

EBAD Project 1D 12345

Country Sosma And Merzegovina

Tender Exerose Name Reconstrochion and expanson of sewerspe system
LCEPP TenderExerose 1D 1234567

Type of procurement Works

Procurement Method Open Tender Single Stage

Clrent Npme Goverment of Dosnia snd Merzegovina

Dear partopant

We refer to your submisson for the above referenced contract. We are pleased to

nform you that your submasion was suctessful
Please refer 10 the attachment for addtonal information
Best Regards,

tvan Kutiesa

The Government of Basaa and Merzegovina

NOTE: If you are successful, the client will contact you separately via ECEPP with an
invitation to the next stage in the process if not yet at the award stage. If it at the
award stage, a draft Letter of Acceptance may also be includedin this email.

You should regularly check your message centre and keep your registered email
address up to date to ensure you do not miss any communications.
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9.2 UNSUCCESSFUL PARTICIPANTS NOTIFICATIONS

Subject Bosnia And Herzegovina - Gradacac Water Supply Project - ECEPP Update: Reconstruction and expansion of sewerage system
Sender noreply@ecepp.ebrd.com on behalf of noreply@ecepp.ebrd.com &
Recipient sgallacher@sibis.com.ba 4
Reply-Te noreply@ecepp.ebrd.com &
Date Today 16:13

pean Bank

nd De nent

Project Mame: Gradacac Water Supply Project

EBRD Project ID: 12345

Country: Bosnia And Herzegovina

Tender Exercise Name: Reconstruction and expansion of sewerage system

ECEPP TenderExercise ID: 1234567

Type of procurement: Works
Procurement Method: Open Tender Single Stage
Client Name: Goverment of Bosnia and Herzegovina

Dear participant,

We refer to your submission for the above referenced contract. We are sorry to

inform you that your submission was not successful.

Best Regards,
Ivan Kutlesa
The Government of Bosnia and Herzegovina

ecepp.ebrd.com

NOTE: If you have not received a notification, it is likely that the client is still
evaluating the response. If necessary, you can use the Message Centre to contact

the client directly with any concerns. Separately, a shortlist or award notice will be

published in ECEPP dependent upon the procedure used.
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10. INVITING ADDITIONAL USERS TO YOUR ORGANISATION

To invite additional usersto your organisation please follow the steps below:

1. Select‘My Organisation’ from the ‘Account’ tab:

European V!“_'"_‘_': Responses  Search Opportunities ECEPP © Klz=m—

¥ Logout
P Activity Centre

¥ My Account

Welcome To The EBRD Client E-Procurement Portal (ECEPP) » My Organisation

You can use the links below manage your responses to ECEPP opportunities. You can also access a range of resources to supporf Logged in as:
help you get started read our helpful User Guides. Brigitte Gontran

. ]
E Response Manager Manage Your Account And Add Users

Q Search Opportunities

2. Click ‘View’:

My Organisation

Dashboard

Dashboard Profile Activity

Users In Organisation

SUMMARY

1 Users View

3. Click ‘Invite New Users’:
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View Group Subscriptions

Users

Users within the SIBIS d.o.o. group.

Show| 10 |wv| entries

Search: |
Username Email v Enabled Role
Stephen Gallacher sgallacher@supplier.com enabled SupplierAdministrator

Showing 1to 1 of 1 entries

|Previous| 1 |Next|

Invite New Users

Use this function to invite new users to join your organisation and manage progress of invitations.

View Pending Invitations

4, Click‘Add Email’:

Invite New Users To Your Organisation

Step One Step Two Step Three

Add User Details Send Invitations Confirmation

This function allows you to invite other people from your organisation to register. In doing so you are confirming that they belong to your organisation

Email Name Role

Mo users added yet - click the Add Email button

e I

Return to Organisation

5. Enterthe required email address, selecta user role and click ‘Add Email’:
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Invite New Users To Your Organisation

Step One Step Two Step Three Step Four

Invite User Add Email Add Message Confirm

This section will be completed once roles will be defined as that is the information that would be required in help section. Enter email address and role for the user
you wish to invite.

User Details

Email address:

rgargrave@supplier.com

Role
Administrator [v]

Select which Organisation Group the invited user is to be inserted into

SIBIS d.oo. v

Add Email m

Note:

e The Administrator role will allow users to change your origination’s details,
invite additional users and access / respond to opportunities.

e The Registered User role will allow users access / respond to opportunities only.

6. Repeatsteps4 & 5 for each colleague you wish to invite.
Select ‘Next’:

N

Invite New Users To Your Organisation

Step One Step Two Step Three

Add User Details Send Invitations Confirmation

This function allows you to invite other people from your organisation to register. In doing so you are confirming that they belong to your organisation

Email Name Role

rgargrave@supplier com Administrator

Add Email Next

Return to Organisation

8. Enter an optional message, if you wish, and thenclick ‘Send Invitations’:

35




Invite New Users To Your Organisation

Step One Step Two Step Three

Add User Detsils Send Invitafions Confirmation

Please enter any additional message you wish to pass onto invitee(s) in the below text box
Note that the message will be sent on your behalf, and will state your name and e-mail address.
Invitees
rgargrave@supplier.com

Optional Message

Enter additional message text

m Send nitations

Note: Your colleague(s) will then receive an email inviting them to register on
ECEPP. Once registered, they will be added to your organisation and will have access
to any opportunities you are responding to. They will also be able to access new
opportunities and save them to your Response Manager.

END OF DOCUMENT
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