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Request for Quotation (RFQ) for Goods 

Reference No.: RFQ-ROAP-IT-2017-001 

Laptops with docking station, LCD/LED Monitor, Wire-Keyboard, Wire-Mouse, and PDF Editor 

Software license  

(Open to suppliers has branch in Thailand) 

 

 

 
 



 

 1 August 2017 

Dear Sir/Madam, 

         Subject: Request for Quotation (RFQ) for the provision of Laptops with docking station, 

LCD/LED Monitor, Wire-Keyboard, Wire-Mouse, and PDF Editor Software license. 

 

1. The United Nations Entity for Gender Equality and the Empowerment of Women (UN 
Women) is seeking quotation(s) for the procurement of Laptops with docking station, 
LCD/LED Monitor, Wire-Keyboard, Wire-Mouse, and PDF Editor Software license as described 
in the annex I to this request for quotation. 
 

2. In order to prepare a responsive quotation, you must carefully review, and understand the 
contents of the following documents: 
 

a. This Invitation letter and Quotation Instruction Sheet (QIS) 
b. Detailed Technical Specifications of the Goods (Annex 1) 
c. Quotation Submission Form and Quotation Format (Annex 2) 
d. UN Women General Conditions of Contract (Annex 3)  
e. Voluntary Agreement (Annex 4) 
f. Model Form of Contract (Annex 5) 

 
3. Quotations submitted by email must be limited to a maximum of 10 MB, virus-free or 

corrupted contents to avoid rejection, and no more than 3 email transmissions.    
 

4. A contract may be awarded to the supplier having submitted the quotation representing the 
best value for money, i.e. lowest-priced technically-compliant of the proposed offers.  
 

5. At the time of the contract award, UN Women reserves the right to vary the quantity of goods 
by up to a maximum of twenty five percent (25%) of the total offer without any change in the 
unit price or other terms and conditions 

 

6. It is UN Women’s intention to issue the contract as presented herein the RFQ documents. Therefore, 
offerors should ensure any due diligence regarding the legal review and ability to be compliant to all 
contract terms and conditions is undertaken prior to the submission of your quotation. Submission of 

a quotation will be confirmation of accepting UN Women General Conditions of Contract included 
herein. 

 
7. In the case two (2) quotations are evaluated and found to be the same ranking in terms of 

technical qualification and price, UN Women will award contract to the company that is either 
women-owned or has a majority women employed. This is in support of UN Women’s core 
mandate. In the case that both companies are women-owned or have a majority women 
employed, UN Women will request best and final offer from both suppliers and shall make a 
final comparison of the competing suppliers. 
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8. UN Women reserves the right to accept or reject any quotation, and to cancel the process and 
reject all quotations at any time prior to the award of contract without thereby incurring any 
liability to the suppliers or any obligation to inform the suppliers of the grounds for such 
action. 

 

9. At any time prior to the deadline for the submission of quotations, UN Women may, for any 
reason, whether at its own initiative or in response to a clarification requested by a supplier, 
modify the RFQ by way of a written amendment. All suppliers that have received the RFQ shall 
be notified in writing of any such amendments. In order to offer suppliers reasonable time to 
take any such amendments into account in preparing their quotations, UN Women may, at its 
discretion, extend the deadline for the submission. 

 

10. The Quotation Instruction Sheet (QIS) below provides the requisite information for the 
Supplier as guide to respond to this request. 
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QUOTATION INSTRUCTION SHEET (QIS) 

Instruction to Suppliers Specific Requirements 

Deadline for  Submission of 

Quotation 

Date and Time : August 8, 2017 12:30 PM [Bangkok Time]  

This is an absolute deadline, Quotation received after this date and 

time will be disqualified.   

Method of Submission 

☐ Personal Delivery/ Courier mail/ Registered Mail 

☒ Electronic submission of Quotation 

  

Address for Quotation 

Submission 

☒ Electronic submission of Quotation: 

procurement.bangkok@unwomen.org          

Quotations should be submitted to the designated address by the 

date and time of the deadline given. 

Language of the Quotation 
☒ English                 ☐ French                 ☐ Spanish                 

☐ Others (pls. specify) ________________________  

Quotation Currencies Thai Baht (THB) 

Quotation Validity Period 

commencing after closing date 

of RFQ 

90 days 

UN Women may exceptionally request vendor to extend quotation 

validity beyond the initial period indicated in the RFQ.  Request will be 

communicated in writing. 

Partial Quotes ☒ Permitted  

Payment Terms 
☒100% upon completion and satisfactory receipt of goods 

mailto:procurement.bangkok@unwomen.org
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Alternative Offer 

 

☒  Authorized  

☐  Not  authorized 

Alternative offer is authorized when it represents an improvement 
over the original offer in terms of exceeding the minimum 
performance parameters of the request, and is proposed by suppliers 
as an optional way of fulfilling the needs of the end user. 

Clarifications of solicitation 

documents 

Requests for clarification may be submitted 3 of days before the 

submission date. 

If the clarification email is different from the submission email address, 

do not submit any official quotes to the clarification email address. Doing 

so may invalidate your quote and UN Women will not be able to 

consider it 

Clarification requests of this RFQ shall include the following subject 

header format: “RFQ# Request for Clarification from Vendor Name” 

Suppliers shall not communicate with any other UN personnel regarding 

this RFQ. 

UN Women shall endeavor to provide responses to clarifications in an 

expeditious manner, but any delay in such response shall not cause an 

obligation on the part of UN Women to extend the deadline date, unless 

UN Women deems that such an extension is justified and necessary.  

Contact for requesting 

clarifications: 

Address:UN Women Regional Office for Asia and the Pacific, 5/F UN 

Building, Rajdamnern Nok Avenue, Bangkok 10200, Thailand  

E-mail address dedicated for this purpose: 

Thanapat.kamolweerakochakorn@unwomen.org with copy to 

procurement.bangkok@unwomen.org  

Suppliers must not communicate with any other personnel of UN 

Women regarding this RFQ. 

UN Women shall have no obligation to confirm receipt or response to 

query for any form of communication sent to an email other than the 

designated email address.    

mailto:Thanapat.kamolweerakochakorn@unwomen.org
mailto:procurement.bangkok@unwomen.org
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Responses to clarification 

requests will be binding on all 

Suppliers and will be 

distributed via: 

☐ Paper Mail 

☒ E-mail 

☐ UN Women Website  

☐Other [pls. specify] 

Expected Delivery Date and 

Time. 

Quotations can be rejected if 

the delivery date and time 

exceeds the stipulated date 

and time requested in the RFQ 

☐ [indicate number] days from the issuance of the Purchase Order 

 

☒ As per Delivery Schedule attached [7 September 2017] 

Time : [pls. indicate] 

Time Zone of Reference : [pls. indicate] 

Mode of Transportation 
☐Air 

 ☐Sea 

☒Land 

 ☐ Other [pls. specify] 

Value Added Tax on Price 

Quotation 

☐Must be inclusive of VAT and other applicable indirect taxes 

☒Must be exclusive of VAT and other applicable indirect taxes 

  

Evaluation Criteria 

 

☒ Technical responsiveness/Full compliance to specification 

requirements and lowest price 

☒ Comprehensiveness of after-sales services 

☒ Full acceptance of the UN Women General Conditions of Contract  

☒ Earliest Delivery / Shortest Lead Time 

☐ Others [pls. specify]  

http://www.unwomen.org/en/about-us/procurement
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Type of Contract to be Signed 
☒ Purchase Order 

☐ Long-Term Agreement  

☐ Other Type/s of Contract [pls. specify]  

 

11. UN Women’s vendor protest procedure provides an opportunity for appeal to supplier(s) who 
believe that they were not treated fairly. This link provides further details regarding UN 
Women’s vendor protest procedures. 

Suppliers, their subsidiaries, agents, intermediaries and principals must cooperate with the 
Office of Internal Oversight Services (OIOS) of the United Nations, UN Women Internal Audit 
and Investigations Group (IAIG) as well as with other investigations authorized by the 
Executive Director and with the UN Women Ethics Office as and when required. Such 
cooperation shall include, but not be limited to the following: access to all employees, 
representatives, agents and assignees of the supplier; as well as production of all documents 
requested, including financial records.  

Failure to fully cooperate with investigations will be considered sufficient grounds to allow 
UN Women to repudiate and terminate the contract, and to debar and remove the supplier 
from UN Women’s list of registered suppliers. 

12. UN Women implements a zero tolerance on fraud and other proscribed practices, and is 
committed to identifying and addressing all such acts and practices against UN Women, as 
well as third parties involved in UN Women activities.  UN Women expects its suppliers to 
adhere to the UN Supplier Code of Conduct found in this link: 
http://www.un.org/depts/ptd/pdf/conduct_english.pdf  

 
13. This letter is not to be construed in any way as an offer to contract with your organization. 

Yours sincerely, 

Procurement Unit 

Regional Office for Asia and the Pacific 

  

 

 

 

 

 

 

http://www.unwomen.org/en/about-us/procurement/vendor-protest-procedure
http://www.unwomen.org/en/about-us/procurement/vendor-protest-procedure
http://www.un.org/depts/ptd/pdf/conduct_english.pdf
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ANNEX 1 

SCHEDULE OF REQUIREMENTS OF GOODS 

 

Item

s* 

 

Qty. Unit of 

Measure 

Descriptions / Specifications of Goods Delivery 

 Expected

** 

Delivery 

Date 

 

Location  



                                                                                                                                                                                                               

     
 

7 
 

1 7 sets Laptop with docking station Keyboard and mouse 

Minimum Configuration: 

- Processor: Intel Core i5-5300U Processor Base or 
equivalent; 

- Memory: 8GB 1600MHz DDR3L Memory; 
- Hard Disk Drive: 256 GB Full Mini-Card Mobility SSD 

or equivalent;  
- Graphics: 12.5" Non-Touch HD (1366x768) Anti-Glare 

WLED LCD; 
- Networking: 1 x integrated 10/100/1000 Ethernet; 
- Wireless: Wireless (802.11ac 2X2 + Bluetooth 4.0); 
- Keyboard: Local standard backlit keyboard layout; 
- Battery: Primary 3-Cell 31 W/HR ExpressCharge 

Capable; 
- Speakers: Built-in High Quality Speakers; 
- Microphone: Integrated microphone with noise 

cancellation or equivalent;  
- WebCam: HD Video Camera or equivalent; 
- Docking station Connectivity: Built-in connector; 
- Power Cord: Power cord in compliance with local 

usage; 
- Weight: < 1.50 Kg with standard battery; 
- Thickness: Less than 25mm;  
- AC Adapter: AC Adapter, 3-pin (total 1 sets of 

adaptor per one laptop); 
- Graphics: Intel Integrated HD 5500 Graphics or 

equivalent;  
- Operating Systems Supported: Windows 10 Pro, 64 

Bit 
- Warranty: 4 Years accidental damage and Support 

and Next Business Day On-Site Service. 
 

Accessories:  

- Mouse:  USB Mouse - 2 button & scroll wheel 
- Docking Station: Advanced E-Port II with 130W AC 

Adapter, USB 3.0 without stand (Kit) or equivalent; 
- Backpack: Backpack for laptops; 

Additional USB keyboard: US standard keyboard with 

compatible with Windows 10 and Mac OS. 

7 

September 

2017 

UN Women 

Regional Office for 
Asia and the 
Pacific 
5/F UN Building, 
Rajdamnern Nok 
Avenue,  
Bangkok 10200, 
Thailand 
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2 5 sets LCD/LED Monitor 

Monitor: 
- Minimum size: 22” LCD/LED; 
- Port: DVI, DisplayPort, HDMI; 
- Resolution supporting: 1920 x 1080 pixels; 
- Minimum Warranty: 3 years with next business day 
exchange monitor. 

7 

September 

2017 

UN Women 

Regional Office for 
Asia and the 
Pacific 
5/F UN Building, 
Rajdamnern Nok 
Avenue,  
Bangkok 10200, 
Thailand 
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3 9  licenses Software to edit and work with PDF file (Monthly 

license) 

Create PDF files: 

- Create PDF files with one-button ease from the task 

ribbon in select Microsoft Office 2010 applications*; 

- Turn web pages into PDF files with a single click, 

keeping all links intact. Now with support for Google 

Chrome*; 

- Check and fix suspected errors when working with 

scanned images and optical character recognition 

(OCR). 

Convert and edit PDF files: 

- Convert PDF files to fully editable Microsoft Word or 

Excel files, or copy and paste selected parts with 

formatting intact. 

Merge files into PDF: 

- Combine documents from virtually anywhere. Now 

with direct support for online storage services like 

Microsoft Office 365†; 

- Combine a wide range of content types in a polished 

PDF Portfolio you can customize with included layouts, 

themes, and colors. 

Create PDF and web forms: 

- Turn existing forms into fillable PDF forms and collect 

data using email, a Microsoft SharePoint server, or a 

network folder; 

- Fill out PDF forms by typing directly on the page or 

clicking through fillable form fields. 

Review PDF documents: 

- Use the unified Comment tool pane to add 

annotations, manage reviews, and view everyone's 

comments in one place; 

7 

September 

2017 

UN Women 

Regional Office for 
Asia and the 
Pacific 
5/F UN Building, 
Rajdamnern Nok 
Avenue,  
Bangkok 10200, 
Thailand 
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- Search and filter comments to quickly find the 

information you need. 

   Sign documents electronically: 
- Sign a PDF file by typing or drawing your name, inserting 
an image, or adding a certificate signature from the new 
Sign pane. 
 

Protect PDF files: 

- Remove sensitive or hidden information consistently 

every time with a guided, step-by-step Action. 

Create standards-compliant PDF files: 

- Standardize routine, multistep PDF preparation tasks 

with Actions that can apply to a single file or batches of 

files; 

- Let your IT team manage and update Actions centrally 

using shared directories, GPO templates, and 

notification options. 

 

Deploy and manage PDF software and Reader 

software: 

- Integrate seamlessly with Microsoft SharePoint, now 

with support for Mac OS and advanced metadata types  

- Help protect systems and data with robust application 

security, including sandboxing technology and a new 

whitelist framework  

- Easily deploy your software and update computers 

with support for Microsoft SCCM/SCUP and Apple 

Remote Desktop  

- Customize application features and settings with free 

tools such as the Customization Wizard and the 

Enterprise Toolkit. 

 

  

Note: In case of discrepancy between unit price and total, the unit price shall prevail. 
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ANNEX 2 

 QUOTATION SUBMISSION FORMS  

 
STATEMENT OF CONFIRMATION 

[The supplier shall fill in this form with no alterations or substitutions to its format and content] 

 
To: [UN Women  Date: [insert date of Quotation Submission] 

Regional Office for Asia and the Pacific,  

5/F UN Building, Rajdamnern Nok Avenue,  

Bangkok 10200, Thailand]   

 
We, the undersigned, declare that:  

(a) We (representatives of this company, inclusive of any associated legal representatives) have 

examined the minimum requirements, terms and clauses  and have no reservations to the RFQ 

including all annexes;  

(b) We agree to abide by this RFQ and in accordance with the UN Women General Conditions of Contract 

(Annex IV) and will not request any changes to the existing terms, conditions and clauses;  

(c) We offer to supply in conformity with the RFQ, the following [Title of goods] and undertake, if our 

offer is accepted, to commence and complete delivery of all goods specified in the contract within the 

time frame stipulated; 

(d) We offer to supply for the sum as may be ascertained in accordance with the Quotation submitted 

and with the instructions under the Quotation Instruction Sheet; 

(e) Our offer shall be valid for a period of [___] days from the date fixed for opening the RFQ, and it shall 

remain binding upon us and may be accepted at any time before the expiration of that period; 

(f) We understand that UN Women is not bound to accept the lowest evaluated quotation or any other 
quotation that you may receive. 

SIGNATURE AND CONFIRMATION OF THE RFQ 
PROVIDED THAT A PURCHASE ORDER IS ISSUED BY UN WOMEN WITHIN THE QUOTATION VALIDITY PERIOD STATED ABOVE, THE 

UNDERSIGNED HEREBY COMMITS, SUBJECT TO THE TERMS OF SUCH PURCHASE ORDER, TO FURNISH ANY OR ALL ITEMS AT THE PRICES 

OFFERED AND TO DELIVER SAME TO THE DESIGNATED POINT(S) WITHIN THE DELIVERY TIME STATED ABOVE. THE UNDERSIGNED HEREBY 

SIGNS IN CONFIRMATION THAT THEY HAVE REVIEWED THE RFQ AND AGREE TO UN WOMEN CONTRACT MODEL AND THE GENERAL 

CONDITIONS OF CONTRACT. 
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Quotation Format 

 

TABLE 1: Item Description and Price 

UNIT PRICES (Indicate the Price & Currency of Quotation): 

ITEM DESCRIPTION QTY. UNIT OF 

MEASURE 

CURRENCY (please specify): 

UNIT PRICE  & indicate whether 

DAP, FCA, CIP, CPT, and/or other 

(please specify) 

TOTAL PRICE, 

(inclusive of shipping)  

1. Laptop with docking station 

Keyboard and mouse 

7 Set   

2. LCD/LED Monitor 5 Set   

3. Software to edit and work with PDF 

file (Monthly license) 

9 License   

 

TOTAL PRICES (Indicate the Price & Currency of Quotation) 

TOTAL DAP, FCA, CIP, CPT, other [please specify] PRICE:  

 

 

 

FREIGHT /INSURANCE/HANDLING COSTS:  

 

 

 

TOTAL COST:  
 

TABLE 2: Estimated Operating Costs (if applicable) 

List of Consumable Item/s (Include 

fast moving parts, if any) 

Estimated Average 

Consumption  

Unit of 

Measure 

Unit Price Total Price per 

Item 

Exact name and address of company 

COMPANY NAME: __________ 

ADDRESS:  ___ 

   

PHONE NO.:_____________________________  

E-MAIL ADDRESS: ________________________  

AUTHORIZED SIGNATURE:________________ 

DATE:   _______________________________   

NAME: (TYPE OR PRINT)  

FUNCTIONAL TITLE OF AUTHORIZED 

SIGNATORY:_____________________________  

E-MAIL ADDRESS: ________________________   

This quotation submission form MUST be duly completed and returned with the QUOTATION, along with confirmation that the 
products are in accordance with specifications and requirements of UN Women. The quotation “MUST” be submitted in the 
vendor’s business letterhead stationery. Failure to do so may result in disqualification of your QUOTATION.  
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TABLE 3: Compliance Requirements 

 

Compliance Requirements : 

Your Responses 

Yes, we will 

comply 

No, we cannot 

comply 

Provide reasons for non-

compliance 

Payment terms 30 days upon receipt of invoice    

Delivery Lead Time: [minimum delivery lead time]    

Estimated weight/volume/dimension of the 

Consignment: [minimum measurements] 

    

Country/ies Of Origin1:     

Validity Period of Quotation: [minimum validity 

period required] 

   

Warranty and After-Sales Requirements    

a) Training on operations and maintenance    

b) Minimum one (1) year warranty on both 
parts and labor 

   

c) Service unit to be provided when the 
purchased unit is under repair 

   

d) Brand new replacement if purchased unit is 
beyond repair 

   

e) Other requirements [pls. specify]    

    

 

All other information that we have not provided automatically implies our full compliance with 

the requirements, terms and conditions of the RFQ. 

                                                             
1 If the country of origin requires Export License for the goods being procured, or other relevant documents that the country of destination may 
require, the supplier must submit them to UN Women if awarded the PO/contract. 
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[If applicable:] 

UN Women will not be charged for any samples as separate line items and expects the vendor to 

be able to provide at least 1 sample per request for any changes requested within scope.  UN 

Women expects any provision of samples to be part of the vendor’s business cost and inclusive of 

the pricing offered above.  If samples are to be returned, please provide a self-addressed and 

stamped envelope. 

 

ANNEX 3 

UN WOMEN GENERAL CONDITIONS OF CONTRACT 

The GCs can be accessed by supplier from UN W website (http://www.unwomen.org/en/about-

us/procurement) or directly by clicking on the below link: 

http://www.unwomen.org/~/media/commoncontent/procurement/unwomen-generalconditionsofcontract-

goods-en.pdf 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

http://www.unwomen.org/en/about-us/procurement
http://www.unwomen.org/en/about-us/procurement
http://www.unwomen.org/~/media/commoncontent/procurement/unwomen-generalconditionsofcontract-goods-en.pdf
http://www.unwomen.org/~/media/commoncontent/procurement/unwomen-generalconditionsofcontract-goods-en.pdf
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ANNEX 4 

VOLUNTARY AGREEMENT TO PROMOTE GENDER EQUALITY 

Voluntary Agreement to Promote Gender Equality and Women’s Empowerment  

Between _________________________________ (Name of the Contractor) 

And The United Nations Entity for Gender Equality and the Empowerment of Women  

The United Nations Entity for Gender Equality and the Empowerment of Women, a composite entity of the 

United Nations established by the United Nations General Assembly by its resolution 64/289 of 2 July 2010 

(hereinafter referred to as “UN Women”) strongly encourages (_________________________) (hereinafter 

referred to as the “Contractor”) to partake in achieving the following objectives:   

☐ Acknowledge values & principles of gender equality (http://www.unwomen.org/en/about-us/guiding-

documents) and women’s empowerment (http://weprinciples.org/Site/PrincipleOverview/);  

☐ Provide information and statistical data (that relates to policies and initiatives that promote gender equality 

and women empowerment), upon request;  

☐ Participate in dialogue with UN Women to promote gender equality and women’s empowerment in their 

location, industry and organization;  

☐ Establish high-level corporate leadership for gender equality; 

☐ Treat women and men fairly at work and respect and support human rights and nondiscrimination, 

including through equal pay policies; 

☐ Ensure health, safety and wellbeing of all women and men workers; 

☐ Promote education, training and professional development for women; 

☐ Hold gender-specific trainings or courses for staff; 

☐ Implement enterprise development, supply chain and marketing practices that empower women; 

☐ Promote equality through community initiatives and advocacy; 

☐ Measure and publicly report on progress to achieve gender equality.  

 

On behalf of the Contractor: ____________________________ 

Name, Title: _____________________________,_______________________ 

http://www.unwomen.org/en/about-us/guiding-documents
http://weprinciples.org/Site/PrincipleOverview/
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Address: _________________________________________________________________ 

 

Signature: ______________________________________ 

Date:   _________/___________/________ 

  DD  MM  YYYY 
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 ANNEX 5 

MODEL FORM OF CONTRACT 

 


