D|P

Invitation to Bid

Date: November 16, 2012
Dear Sir/Madam,
Subject: Procurement of printing/ design services for UNDP Russia for 3 years period
1. UNDP Russia hereby solicit your bid for the supply of following services:
Complex printing/ design services for UNDP Russia for 3 years period

2. To enable you to submit a bid, please find enclosed:

Annex [. Instructions to Bidders

Annex [I. Bid Data Sheet

Annex [1I. General Terms and Conditions

Annex V. Technical Specifications and Price Schedule

Annex V. Bid Submission Form (it’s mandatory to be submitted with your bid)

3. Interested Bidders may obtain further information at the following address:

UNDP Russia

Ms. Naylya Berezovskaya, Administrative Associate
9, Leontyevskiy pereulok

125009 Moscow

Russia

Contact Person: Ms. Naylya Berezovskaya
Telephone: +7 495 787 2110

E-Mail: Naylya.berezovskaya@undp.org

4, Bids must be delivered to the above office on or before 18:00 on December 7, 2012. Late bids shall be
rejected.

5. Bids will be opened in the presence of Bidders® Representatives, who chose to attend at the address, date
and time indicated in the Bidding Documents.

Sincerely,

Elena Armand
Head of UNDP PSO
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Annex

INSTRUCTIONS TO BIDDERS

buntroduction

General: The Purchaser invites Scaled Bids for the printing services to the UN system

Fhgible Bidders: Bidders should not be assoctated, or have been associated in the past, divectly or
indivectly, with a firm or any of its affiliates which have been engaged by the Purchaser to provide
consulting services for the prepavation of the design specifications, and other documenis o be used for the
procurement of goods to be purchased under this Invitation o Bids,

Cost of Bid: The Bidder shall bear all costs associated with the preparation and submission of the 13id, and
the procuring UN entity will in no case be responsible or Hable for those costs, repardless of the conduct or

oufcome of the soliciiation,

B. Solicitation Documents

0.

Examination of Solicitation Documents: The Bidder is expected o examine all corresponding
instructions, forms, terms and specifications contained in the Solicitation Documents. Failure fo comply
with these documents will be at the Bidder's risk and may affect the evaluation of the Bid.

Clarification of Selicitation Documents: A prospective Bidder requiring any clarification of the
Solicitation Documents may notily the procuring entity in writing. The response will be made in writing o
any request for clarification of the Solicitation Docwments that it receives carlier than one week prior (o the
Deadling for the Submission of Bids. Written copies of the response (including an expianation of the
query but without identifying the source of inquiry) will be sent to ali prospective Bidders that received the
Solicitation Documens.

Amendments of Solicilation Documents: No fater than one week prior to the Deadline for Submisston of
BBids, the procuring entity may. for any reason, whether at its own initiative or in response o a clarification
requested by a prospective Bidder, amend the Solicttation Documents. All prospective Bidders that have
received the Solicitation Dociiments will be notified in writing of any amendments.  In order to afford
prospective Bidders reasonable time in which fo take the amendments inio account in preparing their
offers, the procuring entity may, at its diseretion, extend the Deadline for the Submission of Bids.

]

. Preparation of Bids

7.

{a)
(b
(e}

(d)

tangoage of the Bid: The Bid preparved by the Bidder and all covrespondence and documents
relaiing fo the Bid exchanged by the Bidder and the procuring entity shall be written in the language
indicated on the Bid Data Sheet.

Documents Comprising the Bid:
The Bid must comprise the following documents:

a Bid Submission form;

a Price Schedule completed in accordance with the Annex Voand clause T of Instructions to Bidders;
documentary evidence established in accordance with clause 9 of Instructions to Bidders that the Bidder is
eligible W and is qualificd to perform the contract i its Bid is accepted,

documentary evidence established in accordance with clause 10 of Instructions to Bidders that the goods
and ancillary services 1o be supplied by the Bidder are cligible goods and services and conform fo the
Bidding Documents;

]



8.

Bocuments Establishing Bidder’s Eligibility and Qualifications:

The Bidder shall furnish evidence of its status as qualified Supplier. The documentary evidence of the

Bidder’s qualilications to perform the contract i its Bid is accepted shall be established 1o the Purchasers
satisfaction:

{a) that, in the case of a Bidder offering (o supply aoods/services under the contract which the Bidder did
not manufacture or otherwise produce, the Bidder has been duly authorized by the goods'/services”
manufacturer or producer o supply the goods/services in the country of final destination.

(b that the Bidder has the financial, technical, and production capability necessary fo perform the
contract.

10, Export License:

12

14

Al bidders/vendors must aware that the goods and services are for the benefit of the Government under
UNDP's development assistance framework and goods purchased will normally be transfored o the
national partners, or (0 an entity nominated by it in accordance with UNDP's policies and  procedures,

The bidder/vendor shall include in their proposal:

A statement whether any import or export Heenses are required in respect of the goods to be purchased or
service o be rendered including any restrictions on the country of origin, use/dual use nature of goods or
services, including and disposition to end users;

Confirmation that he has obtained licenses of this nature in the past and have an expectation of obtaining
all the necessary hicenses should their bid be successiul,

Pocuments stablishing Goods” Conformity to Bidding Documesnts:

The Ridder shall also Furnish as part of s Pid, documents cstablishing the conformity fo the Bidding
Documents of all geods and related services which the Bidder proposes to supply under the contract.

The documentary evidence of conformily 1o the Bidding Documents may be in the form of literature,

drawings, and dalg, and shall consis{ oft

(2) A dewiled deseription of the essential reehnical and performance characteristics of the goods;

(bY A Hst giving full particulars, including available sources and current prices of spare parts, special
ook, ete, necessary for the proper and continuing functioning of ihe goods for a period to be specified
in the 3id Data Sheet, following cormmencement of the use of the goods.

Bid Curvencies/Bid Prices; Al prices shall be quoted in dollars USA. The Bidder shall indicate on the

appropriate Price Schedule the unit prices (where applicable) and total Bid Price of the goods/ services it

proposes to supply under (he contract,

Period of Validity of Bids: Bids shall remain valid for 60 days after the date of Bid Submission preseribed
by the procuring UN entily pursuant to clause 10 of Instructions to Bidders. A Bid valid for a shorter
pertod may be rejected as non-responsive pursuant Lo clause 20 of Instructions to Bidders. In exceptional
circumstances, the procuring UN entity may solicit the Bidder’s consent to an extension of the period of
vadidity. The request and the responses thereto shall be made in writing. Bidders granting the request will
not be required nor permitied to modify their Bids,

Bid Security - not applicable.
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[ Submission of Bids

15,

16

Format and Signing of Bid: The Bidder shall prepare two coples of the Bid, clearly marking cach
“Original Bid” and “Copy of Bid” as appropriate. In the event of any discrepancy belween them, the
original shall govern. The two copies of the Bid shall be iyped or written in indelible ink and shall be
signed by the Bidder or a person or persons duly zuthorized to bind the Bidder to the contract. A Bid shall
contain no interlineations, eraswres, or overwriting oxcept, as necessary to correct errors made by the
Bidder, in which case such corractions shall be initialed by the person or persons signing the bid.

Seafing and Marking of Bids:

16.1 The Bidder shall seal the orighnal and each copy of the Bid in separate envelopes, duly marking the
envelopes as “ORIGINALY and “COPY”, The envelopes shall then be sealed it an outer enveiope.

16.2 The inner and outer envelopes shall:

(a) beaddressed to the Purchaser at the address given in section | of these Solicitation Documents; and

(b} make reference to the “subject” indicated in section | of these Solicitation Documents, and a
slafemeni: “DO NOT OPEN BEFORE December 7, 2082, 18:087, (o be completed with the time
and the date specified in section | of these Solicitaiion Documents for Bid Opening pursuant o olause
16 ol Instructions to Bidders.

16.3 The inper and outer envelopes shall also indicate the name and address of the Bidder 1o enable the
Bid to be returned unopened in case it is deciared “late”,

16.4 i the outer envelope is not sealed and marked as required by clause 15.2 of Instructions to Bidders,
the Purchaser will assume no vesponsibility for the Bid’s misplacement or premature opening.

Deadline for Submiysion of Sids/ate Bidy:

17,1 Bids must be delivered o the office on or before the date and time specified in section | of these
Solicitation Documents,

Address of the office:

LN Hussin
9, Leontyevskiy pereulok

[25009 Moscow
fassin

17.2 The Purchaser may, at its discretion, extend this deadline for the submission of the bids by amending
the Bidding Documents in accordance with clause 6 of Instructions o Bidders, in which case all rights and
obligations of the Purchaser and Bidders previously subject to the deadline will thereatter be subject to the
deadline as extended.

17 3 Any Bid received by the Purchaser after the Deadline for Submission of Bids will be rejected and
returned unopened to the Bidder.

Modification and Withdrawal of Bids: The Bidder may withdraw its Bid after submission, provided that
written notice of the withdrawal is received by the procuring UN entity prior to the deadline for
submission. No Bid may be modified after passing of the Deadline for Submission of Bids, No Bid may be
withdrawn in the interval between the Deadline for Subntission of Bids and the expiration of the Period of
Bid Validity.



. Opening and BEvaluation of Bide
19, Gpening of Bids:

19,1 The Purchaser will open all Bids in the presence of Bidders” Representatives who choose to attend, on
December 1, 2012, 15:00, UNDP Russia, 9, Leontyevskiy perculok, 123009 Moscow (at the time, on the
date, and af the place specified in section [ of this Solicitation Document). The Bidders’ Representatives
who are present shall sign a register evidencing thelr aitendance,

19.2 The bidders” names. Bid Modifications or withdrawals, bid Prices, discounts, and the presence or
absence of requisite Bid Security and such other details as the purchaser, al its discretion, may consider
appropriate, will be anncunced at the opening, No Bid shall be rejected at Bid Opening, except for Late
Bids, which shall be retwrned unopened to the Bidder pursuant to clause 20 of Instructions to Bidders.

19.3 Bids {and modilications sent pursuant to clause 17 of Instructions (o Bidders) that are not opened and
read out at Bid Gpening shall not be considered further for evaluation, frrespective of the circumstances.
Withdrawn Bids will be returned unopenaed o the Bidders.

19.4 The Purchaser will prepare minutes of the Bid Opening,

20, Clarification of Bids: To assist in the examination, evaluation and comparisen of I3ids the procuring UN
entity may af its discretion ask the Bidder for clarification ofits Bid. The request for clarification and the
response shall be in writing and no change in price or substance of the Bid shall be sought, offered or
permitted.

21 Preliminary BExamination:

21,1 Prior (o the detailed evaluation, the Purchaser will determine the substantial responsiveness of cach
Bid ta the Invilation to Bid (I'TB). A substantially responsive Bid is one which conforms to all the terms

andd conditions of the TR without inaterial deviations.

~they

212 The Purchaser will examine the bids to determine  wheil mpiete. whether any

computational errors have been made, whether the documents have been properly signed, and whether the

bids are generalfly in order.

21.3 Arithmetical errors will be rectified on the following basis: 1 there is a discrepancy between the unit
price and the total price that is obiained by multiplying the unit price and quantity, the unit price shall
prevail and the total price shali be corvected, 1f the Bidder does nol aceept the correction of errors, its 3id
will be rejected. if there is a discrepancy between words and figures the amount n words will provail,

214 A Bid deternsined as not substantially responsive will be rejected by the Purchaser and may not
subscquently be made vesponsive by the Bidder by correction of the non-conformity.

22, Conversion to Single Curreney: To facilitate evaluation and comparison, the Purchaser will convert all
Bid Prices expressed in the amounts in various currencies in which the Bid Prices are payable 1o USD at
the official UN exchange rate on the fast day for Submission of Bids { December 7, 2012),

b
o

Evaluation of Bids: Determination of compliance with the Solicitation Documents is based on the content
of the Bid fsel P without recourse (o extrinsic evidence.

Evaluation Criteria

I Compliance with pricing conditions sef in the 1T8,

1.2 | Compliance with requirements relating to technical design features or the product’s ability to satisfy
functional requirements.

1.3 | Compliance with Special and General Conditions specified by these Solicitation Documents,

A
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29,

Award of Contract

Award Criteria: The procuring UN entity will lssue the LTA/Purchase Orders to the lowest priced
technicatly qualified Bidder, The Purchaser reserves the right to select more than | Bidder. The Purchaser
reserves the right to accept or reject any Bid, to annul the solicitation process and reject all Bids at any
time prior 0 award of purchase order, without thereby incuring any liability to the affected Bidder(s) or
any obligaiion to provide information on the grounds for the purchaser’s action.

B

Purchaser’s Right to Vary Reguirements at Time of Award: The Purchaser reserves the right at the
time of making the award of contract to increase or decrease by up to 135 % the quantity of goods specified

in the Schedule of Reguirements without any change in unit price or other terms and conditions.

Notification of Award: Prior {o the expiration of the peried of Bid Validity, the Purchaser will send the
successful Bidder the LTA/ Purchase Order. The Purchase Order may only be accepied by the Supplior’s
sighing and returning an acknowledgement copy of it or by timely delivery of the goeds in accordance
with the terms of this purchase order, as herein specified. Acceptance of this Purchase Order shall effect a
contract between the parties under which the vights and oblisations of the parties shall be governed solely
by the terms and conditions of this purchase order,

Signing of the Purclinse Order: Within 30 days of receipt of the LTA/ Purchase Order the successiul
Bidder shall sign, date and return 1t to the purchaser.

Performance Security: NA

Faiture of the successful Bidder to comply with the requirement of clause 26 or clause 27 of Instructions to
Bidders shall constitute sufficient grounds for the annulment of the award, in which event the Purchaser
may make the award (o the next lowest evaluated B3idder or call for new Bids.

Yendor Protest: Qur vendor protest procedure is intended o alTord an opportunity to appeal (0 parsons or
firms not awarded a purchase order or contract in a competitive procurement process. i is not avaitable fo
gon-responsive or nou-timely proposevs/bidders or wlen all proposais/bids are vefected. In the event
that you belicve you have not been fairly treated, you can find detailed iformartion aboul vendor protest
procedures in the following Hink: hitpi//www.undp.org/procurament/protest sheml.

LN
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Annex 11

BID DATA SHEET

The following specific data for the goods o be procured shall complement, suppiement, or amend the

rs. Whenever there is a conflict, the provisions herein shall prevail over

those in the Instructions to Bidders,

Relevant clause(s) of
Insiruction to Bidders

Specific dawa complementing, supplementing, or amending instructions to Bidders

Langpage of the Bid

&1 Enatish 1 French i Spanish W11 others, specify or Russian

Bid Price

The prices quoted shall be as per following INCOTERMS 2000 and place
OB TTCA OPT ¥ DDU

Place: 9, Leontyevskiy lane, 125009 Moscow, Russia

Documents Sstablishing
Bidders Hligibility &
Qualifications

M Required. - see deseription in Annex IV - Techiical specification and Price
schedule, par, Bligible criteria

Bid Validity Period.

W1 60 days

Bid Security

Mot required,

Preliminary Examination
completeness of bid.

Purchaser’s Right to Vary
Requirements at Time of
Award

W Partial bids not permitted.

ER | I
15 percent, increase or | Condition waived Condition applics but
decrease, remain é change limitto ... ..
unchanged. i | pereent.
: i

Compliance with any other

clause required?

¥ No.




6.

Annex 111
CGenerast Terms and Conditions
ACCEPTANCE OF THE PURCHASE ORBER

This Purchase Oeder may only be accepted by the Suppliers sigmng and returming an acknowledgement
copy of it or by timely delivery of the goods in accordance with the terims of this Parchase Order. as herein
specilied. Acceptance of this Purchase Order shall effect a contract betweean the Parties under which the
rights and obligations of the Parides shall be governed solely by the terms and conditions of this Purchase
Order, including these General Conditions. No additional or inconsistent provisions proposed by the
Supplier shall bind UNDDE unless agreed (o in writing by a duly authorized official of UNDP,

=

PAYMENT

2.0 LNDP shall, on fulilment of the DRelivery Terms, unless otherwise provided in this Purchase
Order, make payment within 30 days of receipt of the Supplier's inveice for the goods and
copies of the shipping documents specified In this Purchase Order.

212 Payment against the invoice referred to above will reflect any discount shown under the
payment ferms of this Purchase Order, provided payment is made within the period required
by such payment terms,

2,13 Unless authorized by UNDP, the Supplior shall submit one invoice in respect of this Purchase
Order, and such invoice must indicate the Purchase Oeder's identification number.
204 The prices shown in this Purchase Order may not be increased except by express written

agreement of UNIDP.
TAX EXEMPTION

3.1 Section 7 of the Convention on the Privileges and Imimunities of the United Nations provides,
inter alia, that the United Nations, including its subsidiary organs, is exempt fron all direct taxes,
except charges for ubilitles services, and is exempt from customs duties and charges of a similar nature
in respect of articles imported or exported for its official use, In the event any governmental authority
refuses fo recosnize UNDPS exemption rom such taxes, duties or charges, the Supplier shall
immediately consult with UNDP o determine a mutually acceptable procedure.

312 Accordingly, the Supplier authorizes UNDP 1o deduct from the Supplier's invoice any amount
representing such taxes, duties or charges, unless the Supplier has consulted with UNDP before the
payment thereof and UNDP has, fn each instance. speeifically authorized the Supplier to pay such
taxes, duties or charges under protest. In that event, the Supplhicer shall provide UNDP with written
evidence that payment of such taxes, duties or charges has been made and appropriately authorized.

RESEK OF LOSS

Risk of foss, dansage to or destrection of the goods shall be governed in accordance with DDU Incoterms
2000, unless otherwise agreed upon by the Parties on the front side of this Purchase Order,

EXPORT LICENCES

Notwithstanding any INCOTERM 2000 used in this Purchase Qrder, the Supplier shall obtain any export
licences required for the goods,

FEFNESS OF GOODS/PACKAGING

The Supplier warrants that the goods, including packaging, conform to the specifications for the goods
ordered under this Purchase Order and are it Tor the purposes for which such goods are ordinarily used



7.

i

i
acceptance of goods not conforming to this Purchase Order; payment for goods pursuant 1o this Purchase
Order shall not be deemed an acceptance of the goods.

and for purposes expressly made known to the Supplier by UNDP, and are free from defects in
workmanship and materials.  The Supphier also warants that the goods are contained or packaged
adequately (o protect the goads.

INSPECTION

UNDE shall have a reasonable thime after delivery of the goods to inspect then and to reject and refuse
) ; '

2. Inspeciion priov (o shipment does not relieve the Supplicr from any of its contractual obligatdons,

INTELLECTUAL PROPERTY INFRINGEMENT

The Supplier warrangs that the use or supply by UNDE of the goods sobd under this Purchage Order does
not infringe any patent, design, trade-name or tade-mark. I addition, the Supplier shall, pursuant to this
wartanly, indemnily, defend and hold UNDP and the United Nations harmiess from any actions or claims
brought against UNDP or the United Nations pertaining to the alleged infringement of a patent, design,
trade-name or trade-mark arising in connection with the goods sold under this Purchase Order,

RIGHTS OF UNDP

in case of failure by the Supplier to fulfil its obligations under ihe terms and conditions of this Purchase
Order, including but net Himited to failure o obtain necessary export licences, or to make delivery of alt or
part of the goods by the agreed delivery date or dates, LINDP may, after giving the Supplier reasonable
noftice 10 perform and without projudice to any other rights or remedies, exercise one or more of the
following rights:

a}  Procure ail or part of the goods from other sources, in which event UNDP may hold the Supplier
responsibie for any excess cost oceasioned thereby,

b)  Refuse 1o accept delivery of all or part of the goods,

¢y Cancel this Purchase Order without any lability for termination charges or any other lability of

any kind of UNDP.

LATE BDELIVERY

Wwithout limiting any other rights or ebligadons of the parties heveunder, i the Supplier will be unable w
deliver the goods by the delivery date(s) stipulated in this Purchase Order, the Supplier shafl (i)
immediately consult with UNDP o determine the most expeditious means for delivering the goods and
(i) use an expedited means of delivery, at the Supplhier's cost (unless the delay is due to Foree Majeure), it
reasonably so requested by LINDP.

ASSIGNMENT AND INSOLVENCY

P10 The Supplier shall not, except after obtaining the written consent of UNDP, assign, transter, pledge

or make other disposition of this Purchase Order, or any part thereof, or any of the Supplier’s rights
or obligations under this Purchase Order.

2. Should the Supplier become insolvent or should conirel of the Supplier change by virtue of

insolvency, UNDP may, without prejudice to any other rights or remedies, immediately tevminate
this Purchase Order by giving the Supplier written notice of lermination.

USE OF LINDP OR UNITED NATIONS NAME OR EMBLEM

The Supplier shall not use the name, emblem or official seal of UINDP or the United Nations for any
purpose.

9



{6,

i6.1

PROHIBITION ON ADVERTISIRG

The Supplier shalt not advertise or otherwise make public that it is furnishing goods or services to UNDP
without specilic permission of UNDP in cach insiance.

CHILD LABOUR

The Supplier represents and warrants that neither it nov any of its afttliates is engaged in any practice
inconsistent with the rights set forils in the Convention on the Rights of the Child, including Article 32
thercof, which, inter alia, requires that a child shall be protected front performing any work that is likely o
be hazardous or to interfere with the child's education, or o be harmill to the child's health or physical,
mental, spiritual, woral or social development.

Any breach of this representation and warranty shall entitle UNDP (o terminate this Purchase Order
immediately upon notice to the Supplier, without any liability For termination charges or any other lability
of any kind of UINDP.

MINES

The Supplier represents and warrants that neither # nor any of its affiliates is actively and directly engaged
in patent activities, development, assembly, production, trade or manufaciure of mines or in such activities
in respect of compenents primarily utilized in the manufacture of Mines. The term "Mines" means those
devices defined in Article 2, Paragraphs 1, 4 and 5 of Protecol I annexed (o the Convention on
Prohibitions and Restrictions on the Use of Certain Conventional Weapons Which May Be Deemed to Be
Excessively Injurious or io Have Indiscriminate F{fects of 1980,

Any breach of this representation and warranty shall entiite UNDP 0 terminate this Purchase Order
immediately upen notice (o the Supphicr, without any Hability for termination charges or any other liabifity
of any kind of UNDP.

SETTLEMENT OF DESPUTES
Amicahle Settlement

The Parties shall use their best efforts o saite amicably any dispute, controversy or claim arising out of,
or reating to this Purchase Order or the breach, termination or invalidity thercoll Where the Parties wish
to seek such an amicable setifement through conciliation, the conciliation shall take place in accordance
with the UNCITRAL Coneiliation Rules then obdaining, or according 1o such other procedure as may be
agreed between the Parties,

Ashitration

Linless, any such dispute, controversy or claim between the Parties arising out of or relating o this
Purchase Order or the breach, termination or nvalidity thercof s settfed amicably under the preceding
paragraph of this Scction within sixty (60) days afler receipt by one Party of the other Party's request for
such amicable seldement, such dispute, controversy or claim shall be referred by either Party 1o arbitration
in accordance with the UNCITRAL Arbitration Rules then obtaining, including its provisions on
applicable law. The arbitral tribunal shall have no authority to award punitive damages. The Parties shall
e bound by any arbitration award rendered as a result of such arbitration as the final adjudication of any
such controversy, claim or dispute,

PRIVILEGES AND EIMMUNITIES

Nothing m or related fo these General Terms and Conditions or this Purchase Ovder shall be deemed a
waiver of any of the privileges and immunities of the United Nations, including its subsidiary organs.



Annex [V,
TREOHNICAL SPECIFICATIONS and PRICE SCHEDULE

Background

UNDP outsources  printing/ design services required by UNDP Russia and is exploring the
possibility of utilising the services of the potential offerors capable o deliver requested services on a
recurrent basis as needs arise.

l NDP Russia seeks to negotiate a Long-Term Agreement (LTA) for printing/ design services for the

3 years period with posszhlo extension for another 1 year, All publications and prinfing materials are
of various characters, i.e. environmental, cconomic, human development, eie. The target group for all
publications is g()vcrrm]en{:ai institutions, Civil Society organizations, pariners and other institutions.
Some of the publications shall be presented also to media,

LTA may be also utilized 1o request services for print materials, which are not yet envisaged or
planned. In this regard prices quoted for the services described in the Price schedule will be the basis
for caleulating the cost for all services requested under the LTA.

Eligibility criteria

General requirements:
An offeror submitting the offer must provide:
- A short profile of the company including number of years on the market, number of
cmployees
Business regisier of your company
Capital: please provide a copy of your turnover for 201 including the balance s
and profitloss account
CV of the managerial personnel that will be destgnated to work with UDNP

heet

An offeror submitting the offer must have following
necds):

prind equipment (in order to satisty LUNDP

7 offset machines, out of which one 10 have format A2, two colors mimimum, due o
the  fact that UNDP publications have obvicusly full color cover and 2 color inside

pages
- Develo Wino automat for offset plates
Paper cutter, for format {00x70

i:%ooklfnndmg; machine for binding types V1 - wire staple sewing and V2 - adhesive
binding, V4 - glued and sewn
Book wrapper

For desian/ lavoul i Is requesied 1o use some of the following progroames:

< InDesign CS52 or simillar
- Adobe Ulustrator CS2 or similtar
- Pagemaker 6.0, QuarkXpress 4.1 or similiar

Other reguirentents:



Track record/ evidence of quality work on similar publications for international clients,
please provide also following samples of your work:

o 4fcolowr booklets / wire staple binding;

o deolour brachures / V2 - glued;

o dfcolour brochures / V4 - ghied and bind

o dicolour posters;

List of references with contact details - please provide list of companies vou have cooperaied
with during the last year

Another information en your company to be provided:

Information about ,green” cfforts of the company (Le. use of environmentally friendly
products/ processes during the production)

- Informatin on quality management system (certificales, etc.)

- Additional services that might be offered to UNDP (for UNDPs information purposes)

- Qther info that vou believe is important (allention to detail, responsiveness to clients®
requests, adjusting the production processes during the run, check the shipment/ products
hefore dispatching, ete.)

The tables below outline typical print jobs o which your company is requested o make quotations.
Work orders vary in velume, complexity and turn-around time. Maost electronic files are prepared in
Pagemaker 6.0, QGuarkXpress 4.1 or Adobe llustrator 8.0, Photoshop 6.0, InDesign or press-ready
POFs.

Some of the jobs are produced in multiple language versions, those languages typically being English
and Russian.

All jobs should include the cost of pick-up from and delivery to the UNDP Russia,
] | | b



CKAMPLES OF TYPICAL JOBS AND PRICE SCHEDULE

1T LOTs

LOVE

Preseription

Quarterly magazi

Cruantity 1000 coptes in Russtan fanguage
English version in e-format
Size Ad

Cuantify of M;‘)riitted
sides

16 4 cover page

{4+ cover page

Prinfing

Color 5+3 (pantone 283)
Paper body 115 mait
Paper cover 170 matt

Binding 2 wire clip

Orthser yequirements

Prepress of Russian and Fnglish versions
Delivery of the order to UNDP office

LOTZ
Description Brochure
CQuantity 300 copies
300 copies
800 copies
Sive Ad

CQuantity of printed
sides

8 + cover page

12+ cover page

Printing

Color 444,
Paper cover 300 g. coated paper with lamination 0,32 m mall
Paper body 170 g mail coated paper

2 wire clips

CGither requirements

Prepress

Delivery of the erder to UNDP office

Beseription

Report

Ouantity 500 copies o
1000 copies
1500 copics

Size Z2HO X 297 mim

Qmmtié‘iy of printed
sides

130

Printing

Paper body coated 115 g/m, Color {4+4)
Paper cover coated 300 o/M2, matt with lamination

Glued

Other requirements

#  Pesign of cover and body pages

#  Editing and proofreading of Russian version

[a3




& Transhiion into English
#  Bdiing and proof reading of English version
» o Preparation of makeup page

s Prepress of Russian and English versions

> Delivery to UINDP

LOT 4
Peseri plion Publication
Ouanntity 300 copies
500 copies
1000 copies
Sive 210 x 297 M

Quantity of i)['iﬂg{;d 30

sides

Printing Piﬁ;cr body coated 115 g/m2, color 242 (black +pantonc“i§85),
Paper cover coated 250 g/u?, matt with matt famination, color 2+2 (black--pantone
285),
Cilued

Other requirements Prepress

Design makeup ol cover and body
Delivery to UNDP

FOT S

uE?éscri;;ﬁm Paper pockets
" Cruantity R ses. T
300pes.
500 pes
Siee 230 % 330 x 80 mn
?f”i'%nfi%é 200 g coated papoer, malt famination {40 0,32 .. color 140 {blue pantone}
Other 1'-0('; uirements .‘f-)cii\fcr_y o UNDP

LOT 6

Description Plastic pockets
Quantity HI0 pm

300pcs.

300 pes
Size 40 X 50 sm
Printing REY (Blue pantone)

Crther requirements Delivery to UNDP




[ LOT7

Breseription

Quarterly calendars

Cuantity

100 pes.
200 pes.
300 pes

Printing

Cover page and last page 297 x 210 sta, 440, carton one-side coated 280 g, with
white fold, matt lamination 140 0,37 m., white coated body 340, binding on 3 white

springs, piccolo silver, tracking sirip

Other requivenients

Delivery to UNDP

Pescripfion

Poster

Ouantity Spes,

10 pes.

20 pes
Sixe AT{60 x90)
Printing Paper: matt, 130 g/m2

Color: 440

Otlser veguiremenis

Delivery to UNDP

LOTY
Dcs@ripiimz Post card, invitation card
Q ey Er—
100 pes.
200 pes
Size 215200 m
Priating &.

o., 0 (pantone)

Other regubregtents

Delivery to UNDP

LOTE 10

Deseription

Folder

Cruantity 100 pes,
200 pes.
300 pos
Gize Ad, 2 interior pc“)'gkcis inside: right side with pocket for pages and plastic pocket for
CD disk on the left side
Printing Paper: matt umluHO()n/\f), offset lac varnish

Color 440

Other reguirements

Detivery fo UNL




LAYE H

Preseription

CD disks (CD-R)

Quantity

30 pes.
10O pes,
200 pes

Reguirenenis

Recording on CD
Printing 440, gloss varnish
Delivery to UNDP

16




Anwnex V.
BID/PROPOSAL SUBMISSION FORM

To: The procuring entily

Dear Sir/ Madam,

Having examined the Bidding Decuments, the veceipt of which is hereby duly acknowledged, we, the
undersigned, offer to supply and deliver {deseripiion of goods] in conformity with the said bidding documents
for the sum of [foial bid amonni in words and figures/ as may be ascerfained in accordance with the Price
Schedule attached herewith and made part of this Bid.

We undertake, iFour Bid is accepted, to deliver the goods in accordance with the delivery schedule
specified in the Schedule of Requirements.

We agree to abide by this Bid for a peried of [number] days from the date fixed for opening of Bids in
the Invitation 1o 13id, and it shall remain binding upon us and may be accepted at any tme before the expiration
of thal period.

We understand thal you are not hound to accept any Bid you may receive,

Dated this ... .. day of ... .. [vear].

Company's name:
Address:

Confact person:
Email:

Telephone number:

Sipnature b the capaeity of)

Duly authorised o sien the Bid forand on behallof . o o o o ...
W o



