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                                                                                                                                       ETHIOPIA
REQUEST FOR PROPOSALS (RFP)

BID DOCUMENT 

Firm Level Consultancy Service for Undertaking of Event Organization for National Forest Sector Development Plan Launch and Exhibition on October 8th, 2018 

Procurement Reference No.: ETH/RFP/2018/09
Published (Posted on): 5th September, 2018
Submission Deadline:  13th September, 2018 by CoB i.e., @ 5:30 PM in the evening (UTC+03:00) Addis Ababa/Nairobi Time Zone


Note: those who submit afterwards will be automatically rejected. Thus you all are strongly advised to meet the submission deadline and avoid last hour rush.  

United Nations Development Programme (UNDP)

Addis Ababa, Ethiopia

13th September 2018
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                                                                                                                                           ETHIOPIA                                                                                                                                                                                                                                                                              
Date: 05 September, 2018
Procurement Ref. No.: ETH/RFP/2018/09
Dear Sir / Madam:

We kindly request you to submit your Proposal for Frim Level Consultancy Service for for Undertaking of Event Organization for National Forest Sector Development Plan Launch and Exhibition on October 8th, 2018. 

Please be guided by the form attached hereto as Annex II, in preparing your Proposal.  

Proposals may be submitted on or before 13th September, 2018 and via email, courier mail or fax to the address below:

Attn: STAFF FT 

         United Nations Development Programme (UNDP)

         ECA Compound, Congo Building, 6th Floor, North Wing
        P.O. Box: 5580
        Addis Ababa, Ethiopia

OR

Via our secured mail address: procurement.et@undp.org
E-mail address dedicated for this purpose: info.procurementet@undp.org (please note that it is only dedicated for enquiry and confirmation for proposal submission. Do not submit both Technical and Financial proposals to this account. If you do so, your proposals will be rejected and UNDP will not be accountable for it).
Your Proposal must be expressed in English and valid for a minimum period of 120 days. 

In the course of preparing your Proposal, it shall remain your responsibility to ensure that it reaches the address above on or before the deadline. Proposals that are received by UNDP after the deadline indicated above, for whatever reason, shall not be considered for evaluation.  If you are submitting your Proposal by email, kindly ensure that they are signed and in the pdf format, and free from any virus or corrupted files.

Services proposed shall be reviewed and evaluated based on completeness and compliance of the Proposal and responsiveness with the requirements of the RFP and all other annexes providing details of UNDP requirements.  

The Proposal that complies with all of the requirements, meets all the evaluation criteria and offers the best Value for Money (VFM) shall be selected and awarded the contract. Any offer that does not meet the requirements shall be rejected.

Any discrepancy between the unit price and the total price shall be re-computed by UNDP, and the unit price shall prevail and the total price shall be corrected.  If the Service Provider does not accept the final price based on UNDP’s re-computation and correction of errors, its Proposal will be rejected.  

No price variation due to escalation, inflation, fluctuation in exchange rates, or any other market factors shall be accepted by UNDP after it has received the Proposal.  At the time of Award of Contract or Purchase Order, UNDP reserves the right to vary (increase or decrease) the quantity of services and/or goods, by up to a maximum twenty five per cent (25%) of the total offer, without any change in the unit price or other terms and conditions.  

Any Contract or Purchase Order (PO) that will be issued as a result of this RFP shall be subject to the General Terms and Conditions attached hereto. The mere act of submission of a Proposal implies that the Service Provider accepts without question the General Terms and Conditions of UNDP, herein attached as Annex V.

Please be advised that UNDP is not bound to accept any Proposal, nor award a contract or Purchase Order, nor be responsible for any costs associated with a Service Providers preparation and submission of a Proposal, regardless of the outcome or the manner of conducting the selection process. 

UNDP’s vendor protest procedure is intended to afford an opportunity to appeal for persons or firms not awarded a Purchase Order or Contract in a competitive procurement process.  In the event that you believe you have not been fairly treated, you can find detailed information about vendor protest procedures in the following link: 

http://www.undp.org/content/undp/en/home/operations/procurement/protestandsanctions/
UNDP encourages every prospective Service Provider to prevent and avoid conflicts of interest, by disclosing to UNDP if you, or any of your affiliates or personnel, were involved in the preparation of the requirements, design, cost estimates, and other information used in this RFP.  

UNDP implements a zero tolerance on fraud and other proscribed practices, and is committed to preventing, identifying and addressing all such acts and practices against UNDP, as well as third parties involved in UNDP activities. UNDP expects its Service Providers to adhere to the UN Supplier Code of Conduct found in this link: 

http://www.un.org/depts/ptd/pdf/conduct_english.pdf 

Thank you and we look forward to receiving your Proposal.

Sincerely yours,

Justin Singbo
Deputy Country Director (Operations), a.i
United Nations Development Programme (UNDP) 
Addis Ababa, Ethiopia
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                                                                                                                                                                                                                                                 ETHIOPIA
                                                                                                                                             
	No.
	Data
	Specific Instructions / Requirements

	1
	Context of the Requirement
	☒ Insert brief statement of objective of the consultancy assignment  

	2
	Implementing Partner of UNDP
	☒ N/a

	3
	Brief Description of the Required Services
	☒ Firm Level Consultancy Service for Undertaking of Event Organization for National Forest Sector Development Plan Launch and Exhibition on October 8th, 2018.


	4
	List and Description of Expected Outputs to be Delivered
	☒ Defined in the ToR (Please Refer to Annex I)


	5
	Person to Supervise the Work/Performance of the Service Provider 
	☒ UNDP Communication and/or CRGG Unit 

	6
	Frequency of Reporting
	☒ Defined in the ToR (Please Refer to Annex I)

	7
	Progress Reporting Requirements
	☒ Defined in the ToR (Please Refer to Annex I)

	8
	Location of work
	☒ Defined in the ToR (Please Refer to Annex I), 

UN Conference Center (UNCC)
☐ At Contractor’s Location  

	9
	Expected duration of work 
	☒ 1 day event  which includes conference, launch and exhibition (8th October 2018) 

	10
	Target start date 
	☒ 17th September, 2018

	11
	Latest completion date
	☒ 9th October, 2018

	12
	Liquidated Damages
	☐ Will not be imposed 
☒ Will be imposed under the following conditions: 0.5% of contract for every day of delay, up to a maximum duration of 1 calendar month. After which UNDP may terminate the contract.

	13
	Travels Expected 
	☒ N/a
☒ Defined in the ToR (Please Refer to Annex I)


	14
	Special Security Requirements 
	☒ N/a
☐ Security Clearance from UN prior to travelling

☐ Completion of UN’s Basic and Advanced Security Training 

☐ Comprehensive Travel Insurance

☐ Others [pls. specify]

	15
	Facilities to be Provided by UNDP (i.e., must be excluded from Price Proposal)
	☒ Defined in the ToR (Please Refer to Annex I)
☐ Office space and facilities

☐ Land Transportation 

☐ Others [pls. specify]

	16
	Implementation Schedule indicating breakdown and timing of activities/sub-activities
	☒ Required

☐ Not Required 



	17
	Names and Curriculum Vitae of individuals who will be involved in completing the services
	☒ Required

☐ Not Required 

	18
	Currency of Proposal
	☐ United States Dollars 
☐ Euro

☒ Local Currency
☐ Reference date for determining UN Operational Exchange Rate: On the last day of submission of Proposals

	19
	Value Added Tax on Price Proposal
	☐ Must be exclusive of VAT and other applicable indirect taxes

☒ Must be inclusive of VAT and other applicable indirect taxes

	20
	Validity Period of Proposals (Counting for the last day of submission of quotes)
	☐ 60 days

☐ 90 days      

☒ 120 days

☒ In exceptional circumstances, UNDP may request the Proposer to extend the validity of the Proposal beyond what has been initially indicated in this RFP. The Proposal shall then confirm the extension in writing, without any modification whatsoever on the Proposal.  

	21
	Partial Quotes
	☒ Not permitted

☐ Permitted [pls. provide conditions for partial quotes, and ensure that requirements are properly listed to allow partial quotes (e.g., in lots, etc.)]          

	22
	Payment Terms

	No.

Outputs/Deliverables

Percentage 

1

Submission of draft strategy
20%
2
Successful delivery of all services
80%
☒ Defined in the ToR (Please Refer to Annex I)
☒ 100% upon completion of the designated service and within thirty (30) days from the date of meeting the following conditions:

a. UNDP’s written acceptance (i.e., not mere receipt) of the quality of the outputs; and 

b. Receipt of original invoice from the Service Provider.

	23
	Person(s) to review/inspect/ approve outputs/completed services and authorize the disbursement of payment
	☒ UNDP/MEFCC Project Manager, Team Leader, Communication Expert

	24
	Type of Contract to be Signed
	☐ Purchase Order (PO)
☒ Contract for Professional Services 

☐ Long-Term Agreement
 [if LTA will be signed, specify the document that will trigger the call-off.  E.g., PO, etc.]
☐ Other Type of Contract [pls. specify]

	25
	Criteria for Contract Award
	☐ Lowest Price Quote among technically responsive offers
☒ Highest Combined Score  (based on the 70% technical offer  and 30% price weight distribution) 

☒ Full acceptance of the UNDP Contract General Terms and Conditions (GTC).  This is a mandatory criteria and cannot be deleted regardless of the nature of services required.  Non acceptance of the GTC may be grounds for the rejection of the Proposal.

	26
	Criteria for the Assessment of Proposal 
	Technical Proposal (70%)

☒ Expertise of the Firm 30%

☒ Methodology, Its Appropriateness to the Condition and Timeliness of the Implementation Plan 40%
☒ Management Structure and Qualification of Key Personnel 30% Please Refer to Annex IV – Summary of Technical Points 
Financial Proposal (30%)

☒ To be computed as a ratio of the Proposal’s offer to the lowest price among the proposals received by UNDP.

	27
	UNDP will award the contract to:
	☒ One and only one Service Provider
☐ One or more Service Providers, depending on the following factors: [clarify fully how and why this will be achieved. Please do not choose this option without indicating the parameters for awarding to multiple Service Providers]

	28
	Annexes to this RFP
	☒ Detailed TOR (Annex I)
☒ Technical Proposal Template (Annex II)

☒ Financial Proposal Template (Annex III)

☒ Summary of Technical Points (Annex IV) 

☒ General Terms and Conditions / Special Conditions (Annex V)

☐ Others [specify]

	29
	Contact Person for Inquiries

(Written inquiries only)

	☒ Focal Person in UNDP: STAFF FT 
☒ Address:   United Nations Development Programme (UNDP)

                   ECA Compound Old Bld. 6th Floor 

                   Addis Ababa, Ethiopia


☒ Facsimile: +251 11 5514599 / +251 11 5515147
☒ P.O. Box: 5580
  
☒ E-mail address dedicated for this purpose: info.procurementet@undp.org 
☒ It is advantageous for a prospect Consulting Firm to express its interest in the captioned RFP Bid Notice ahead at info.procurementet@undp.org so that amendments and/or related Supplemental Information on respective RFP could be directly communicated.

☒ Any delay in UNDP’s response shall be not used as a reason for extending the deadline for submission, unless UNDP determines that such an extension is necessary and communicates a new deadline to the Proposers.

	30
	Deadline of Submission 
	☒ Date and Time: 13th September, 2018 by CoB @ 5:30 PM in the Evening 
☒ Time Zone: (UTC+03:00) Addis Ababa/Nairobi

	31
	Allowable Manner of Submitting Proposals
	☒ Courier/Hand Delivery

☒ Electronic submission of Bid
 (Most Preferred for its Convenience) 

	32
	No. of copies of Bid that must be submitted in case of Courier/Hand Delivery
	☒ Original: One (1)
☒ Copies with CD: One (1) if Courier/Hand Delivery  

	33
	Bid submission address in case of Courier/Hand Delivery
	☒ Address: Attn: STAFF FT
                   UNDP Registry / Procurement Unit 

               United Nations Development Programme (UNDP)

                  ECA Compound, Congo Bld. 
                  6th Floor, Central Wing 

                  Addis Ababa, Ethiopia


☒  P.O. Box: 5580

	34
	Conditions and Procedures for electronic submission and opening

	☒ Official Address for e-submission: procurement.et@undp.org
☒ Free from virus and corrupted files

☒ Format: PDF files only 
☒ UNDP Ethiopia Office uses Adobe PDF reader version 9 and Microsoft 2007 & Microsoft 2010
☒ For electronically transferred data, the maximum capacity is 9MB. Thus, if the size of the file is greater than 9MB attach them with two or more emails. In this case you are kindly advised to label each email as “Attachment 1 of 3; 2 of 3; and 3 of 3”.  

☒ No. of copies to be transmitted: only One, do not send the proposals time and again to avoid mistake in identifying the appropriate proposals. UNDP/Procurement Unit will not be liable for failing to locate a right proposal owing to repetitively sending proposals.    

☒ Subject of email (Mandatory): your Technical and Financial proposals shall be sent in One separate emails under the following Email Subject Lines: 

ETH-RFP-2018-009[insert Proposing Firm Legal Name]
☒ For failing and/or incorrectly state the above subject line may result in failing to exactly locate your proposals as the Procurement Unit processes several of such type bid process and will not be liable for any consequences thereof 

☒ Once you submitted your proposals electronically to designated Secured Email and/or using Courier; kindly confirm same (without attaching the proposals for the purpose keeping its integrity) to the Focal Person the submission of the proposals. The Focal Person Address:


     Attn: STAFF FT at info.procurementet@undp.org Your confirmation is important in order to ensure all Proposing Firms’ proposals are not missed and considered for subsequent Technical Evaluation. ***

☐ Other conditions:  [pls. specify]

*** Compulsory 

	35
	Date, time and venue for opening of Proposals


	☒ Date and Time: 14th September, 2018 @ 10:00 AM in the Morning 

☒ Time Zone: (UTC+03:00) Addis Ababa/Nairobi Time 
☒ Venue:     United Nations Development Programme (UNDP)

                   ECA Compound, Congo Bld. 6th Floor, North Wing  

                   Tayitu Conference Room

                   Addis Ababa, Ethiopia


☒ Bidders attendance is not required. Bid opening will take place on the presence of approved Technical Evaluation Panel by UNDP Senior Management. 

	36
	Post-Qualification Actions 
	☒ Verification of accuracy, correctness and authenticity of the information provided by the bidder on the legal, technical and financial documents submitted; 

☒ Validation of extent of compliance to the ITB requirements and evaluation criteria based on what has so far been found by the evaluation team;

☒ Inquiry and reference checking with Government entities with jurisdiction on the bidder, or any other entity that may have done business with the bidder; and

☒ Inquiry and reference checking with other previous clients on the quality of performance on going or previous contracts completed;

☐ Physical inspection of the bidder’s plant, factory, branches or other places where business transpires, with or without notice to the bidder;

☐ Testing and sampling of completed goods similar to the requirements of UNDP, where available; and

☐ Others

	37
	Conditions for Determining Contract Effectivity
	☒ Upon duly signed Contract Agreement by UNDP and Prospect Service Provider which will score the highest in the combined rating (Technical and Financial proposals)   

☐ UNDP’s receipt of Performance Bond
☐ UNDP’s receipt of Professional Indemnity Insurance

☐ Note Applicable
☐ Others [click here to specify] 

	38
	Other Information Related to the RFP

	☒ If any request for clarification either on the ToR and/or RFP Standard Bid Document (SBD), use the “Request for Clarification Template” here below.  

☐ [All other instructions and information not yet mentioned so far in this Data Sheet but are relevant to the RFP must be cited here, and any further entries that may be added below this table row]


Request for Clarification Template
Date of Request: _____

                                                                                                                                  Request No.: _____

Requesting Proposer Legal Name: [insert the Name here]
Procurement Reference No.: ETH/RFP/2018/009
Schedule of Requirements/Product Specs: Firm Level Consultancy Service to undertake event organization for National Forest Sector Development Plan Launch and Exhibition on 8th October 2018
	SN
	List of Requests which require Clarification either on “ToR” and/or “RFP Standard Bid Document” 
	Page or DS Refer.
	Clarification (to be provided by UNDP Ethiopia Technical Team/Procurement Unit)   

	1
	
	
	· 

	2
	
	
	· 

	3
	
	
	· 

	4
	
	
	· 

	5
	
	
	· 


Note: 

· Please note that the request shall be sent with word document

· Please use your corporate headed paper to ensure the authenticity of the request

· Request for Clarification will be entertained seven (7) days before submission deadline

You are strongly advised to frequently visit the dedicated procurement notice link/website for clarifications (i.e., the link you have downloaded this RFP Standard Bid Document) 

· 
TERMS OF REFERENCE (TOR)                                                                                                                                                                                     
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             ETHIOPIA
GENERAL INFORMATION

Services/Work Description: National Forest Sector Development Plan launch and exhibition  

Project/Program Title:        Forest Development Programme  

Duty Station:                       Addis Ababa 

Type of the Contract:           National Consultancy Firm 
Expected Start Date:           17 September 2018 

Event Date:                          8 October 2018 at UN-Conference Center
I. BACKGROUND / RATIONALE

Ethiopia’s diverse forest resources, including high forests, woodlands, and trees on farms, provide goods and services of important value to Ethiopia’s people, environment and economy. The Government of Ethiopia has stated a strong interest in strengthening the contribution of the forest sector to achieving economic growth and to ensure the social and environmental sustainability of this growth. 

II. OBJECTIVES OF THE SERVICE / WORK 

The objectives of the assignment is to organize an event where 

A: The following will be officially launched:

1. National Forest Sector Development Plan 

2. The new Forest Sector Transformation Unit within the Ministry 

B: In addition to the launch, the one-day event will also have an exhibition where the work of various stakeholders in the forest sector will be displayed in an engaging manner to promote knowledge exchange around strategic and innovative interventions.

III. SCOPE OF THE SERVICE / WORK

The event organizer will: 

· Develop and produce engaging branded materials around the Ethiopian forest sector development to enhance the on the ground visuals for the launch (e.g. backdrops)

· Design and implement a well branded and engaging floor plan for the exhibition

· Work closely with all exhibiters to ensure that materials are delivered to the sight and set up properly

· Edit and produce a short video on the key messages around the forest sector development plan to be screened during the launch

· ** Inputs (e.g. logos, photos, video footage) for the design and videos will be provided by the Ministry and UNDP

IV. EXPECTED OUTPUTS / DELIVERABLES 

Working closely with UNDP, the event management company shall deliver the following:

· Submit a short 5 minute video 

· Submit and set up branded materials around exhibition area in the UN Conference Centre

· Submit branded backdrops for launch programme (both national plan as well as the new unit)

VIII. PAYMENT MILESTONES AND AUTHORITY 

	Installment of Payment/ Period
	Deliverables or Documents to be Delivered 
	Approval should be obtained from:
	Percentage of Payment

	1st Installment 
	Submission of draft strategy  
	“
	20%

	2nd Installment 
	Successful delivery of all services
	“
	80%


IX. MINIMUM ORGANIZATION AND CONSULTANCY TASK FORCE REQUIREMENTS 

a. Experience of the firm:

At least 7 years relevant experience on delivery of high level events. 

· Demonstrated experience of creative engagement in similar initiatives (Please submit comprehensive portfolio including samples of previous work)

X. CRITERIA FOR SELECTING THE BEST OFFER 

Upon the advertisement of the Procurement Notice, qualified Consultancy Firm is expected to submit both the Technical and Financial Proposals. Accordingly; the firm will be evaluated based on Cumulative Analysis as per the following conditions:

· Responsive/compliant/acceptable as per the Instruction to Bidders (ITB) of the Standard Bid Document (SBD), and

· Having received the highest score out of a pre-determined set of weighted technical and financial criteria specific to the solicitation. In this regard, the respective weight of the proposals are:

a. Technical Criteria weight is 70%

b. Financial Criteria weight is 30%

XI. LOGISTICAL SUPPORT

List logistical support the Requesting Unit will offer to prospect Service Provider such as:

· UNDP will ensure that the Consultancy Firm receives access to the ECA/RSCA Compound in Addis Ababa, Ethiopia. When required, the Firm will be provided with workspace and phone/internet access within UNDP and/or UNECA.

XII. RECOMMENDED PRESENTATION OF TECHNICAL PROPOSAL  

For purposes of generating proposals whose contents are uniformly presented and to facilitate their comparative review, a Service Provider advised to use a proposed Table of Contents. Hence, your Technical Proposal document must have at least the preferred content as outlined in the respective RFP Proposal Submission Form.
XIII. CONFIDENTIALITY AND PROPRIETARY INTERESTS 

The consultants shall not either during the term or after termination of the assignment, disclose any proprietary or confidential information related to the consultancy or the Government without prior written consent. Proprietary interests on all materials and documents prepared by the consultants under the assignment shall become and remain properties of UNDP. This assignment will be administrated by the United Nations Development Programme (UNDP), and all relevant UNDP rules, policies and procedures will apply.

XIV. ANNEXES TO THE TOR (if any) otherwise to be cancelled out
Existing literature or documents that will help Offerors gain a better understanding of the project situation and the work required should be provided as annex/es to the TOR, especially if such literature or documents are not confidential.

PROPOSED STANDARD TECHNICAL PROPOSAL EVALUATION CRITERIA

Herewith please find the Standard Technical Proposal Evaluation Criteria along with respective allocated weight 

	Summary of Technical Proposal Evaluation Forms 
	Score Weight
	Points Obtainable 

	1
	Expertise of Firm / Organization
	30%
	300

	2
	Proposed Methodology, Approach and Implementation Plan
	40%
	400

	3
	Management Structure and Key Personnel
	30%
	300

	 
	T O T A L 
	100%
	1000

	
	
	
	

	Technical Proposal Evaluation (FORM I)
	 
	 

	Expertise of the Firm / Organization 
	Points Obtainable

	1.1
	Reputation of Organization and Staff / Credibility / Reliability / Industry Standing 
	50

	1.2
	General Organizational Capability which is likely to affect implementation
	100

	1.3
	Quality assurance procedure, warranty
	30

	1.4
	Relevance of:
	120

	 
	 - Specialized Knowledge
	

	 
	 - Experience on Similar Programme / Projects
	

	 
	 - Work for UNDP/ major multilateral/ or bilateral programmes
	

	 
	S U B     T O T A L
	300

	 
	
	
	

	Technical Proposal Evaluation (FORM II)
	 
	 

	Proposed Methodology, Approach and Implementation Plan 
	 

	2.1
	To what degree does the Proposer understand the task?
	30

	2.2
	Have the important aspects of the task been addressed in sufficient detail?
	30

	2.3
	Are the different components of the project adequately weighted relative to one another?
	30

	2.4
	Is the conceptual framework adopted appropriate for the task?
	65

	2.5
	Is the scope of task well defined and does it correspond to the TOR?
	140

	2.6
	Is the presentation clear and is the sequence of activities and the planning logical, realistic and promise efficient implementation to the project?
	105

	 
	S U B     T O T A L
	400

	Technical Proposal Evaluation (FORM III)
	 
	 

	Management Structure and Key Personnel
	 
	 

	3.1
	Task/Project Manager / Team Leader /
	 

	 
	General Qualification
	20 

	 
	Suitability for the Project
	 

	 
	 - International experience 
	25

	 
	
	

	 
	 - Professional experience in the area of specialization
	85

	 
	 - Knowledge of region
	30

	 
	 - Language qualification
	10

	 
	S U B     T O T A L
	170

	3.1
	Staff assigned to the task  
	 

	 
	General Qualification
	30 

	 
	Suitability for the project
	 

	 
	 - Professional experience in the area of specialization
	70

	 
	
	

	 
	 - Language qualification
	20

	 
	S U B     T O T A L
	120

	
	
	

	 
	Aggregate 
	1000


                  
(This Form must be submitted only using the Service Provider’s Official Letterhead/Stationery
)
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Location: [insert location]

Date: [insert date]
Proposal Submission Cover Letter 

To:     
Justin Singbo
          
Deputy Country Director – Operations , a.i 

          
United Nations Development Programme

Addis Ababa, Ethiopia

Dear Sir;
We, the undersigned, hereby offer to provide professional services for provision of Event organization for National Forest Sector Development Plan Launch and Exhibition on 8th October 2018 in accordance with your Request for Proposal dated 5th September 2018 and our Proposal. We are hereby submitting our Proposal, which includes the Technical Proposal and Financial Proposal sealed under a separate envelope.

We hereby declare that:

i. All the information and statements made in this Proposal are true and we accept that any misrepresentation contained in it may lead to our disqualification; 

ii. We are currently not on the removed or suspended vendor list of the UN or other such lists of other UN agencies, nor are we associated with, any company or individual appearing on the 1267/1989 list of the UN Security Council;

iii. We have no outstanding bankruptcy or pending litigation or any legal action that could impair our operation as a going concern; and 

iv. We do not employ, nor anticipate employing, any person who is or was recently employed by the UN or UNDP.

We confirm that we have read, understood and hereby accept the Terms of Reference describing the duties and responsibilities required of us in this RFP, and the General Terms and Conditions of UNDP’s Contract for Professional Services.

We agree to abide by this Proposal for a period of 120 days from the date fixed for opening of Proposals in the RFP Data Sheet, and it shall remain binding upon us and may be accepted at any time before the expiration of that period.
We undertake, if our Proposal is accepted, to initiate the services not later than the date indicated in the Data Sheet.

We fully understand and recognize that UNDP is not bound to accept this proposal, that we shall bear all costs associated with its preparation and submission, and that UNDP will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the evaluation.

We remain,

Yours sincerely,

Name of Signatory: 
     
 

Designation: 
     
Signature: 
______________________

Date Signed:                         
Company Seal: ______________________
  
                                                                 [please mark this letter with your corporate seal] 
(This Form must be submitted only using the 
Service Provider’s Official Letterhead/Stationery
)
Date: [insert the date]
Statement of Full Disclosure
To:     
Justin Singbo
          
Deputy Country Director – Operations, a.i  

          
United Nations Development Programme

Addis Ababa, Ethiopia

Dear Sir;
We hereby declare that we have no conflicts to disclose in accordance with the definition of conflict in this RFP. Specifically, we have not/do not:

i. Been associated in the present or past, with a firm or any of its affiliates which have been engaged UNDP to provide services for the preparation of the design, specifications, Terms of Reference (ToR) and other documents to be used for the procurement of the goods and services to be purchased in this selection process;

ii. Been involved in the preparation and/or design of the programme/project related to the services requested under this RFP;

iii. Have owners, officers, directors, controlling shareholders, or key personnel who are related by blood or affinity up to third civil degree to UNDP staff involved in procurement functions and/or the Government of the country receiving services under this RFP;

iv. Submitted more than one Proposal in this RFP, either as an individual entity, or through its membership with a joint venture/consortium/association that is also submitting a Proposal for the same contract.

v. Combined functions of consulting and supply of goods, and the advisory services may lead to the procurement of such goods;

vi. In addition, we are not in conflict for any other reason, as may be established by, or at the discretion of, UNDP.

We remain,

Yours sincerely,

Name of Signatory: 
     
 

Designation: 
     
Signature: 
______________________

Date Signed:                         
Company Seal: ______________________
                                                            [please mark this letter with your corporate seal]

TECHNICAL PROPOSAL SUBMISSION FORM
   
(This Form must be submitted only using the Service Provider’s Official Letterhead/Stationery
)                                                                                                                                        
Location: [insert: Location]
Date: [insert: Date]
To:     
Justin Singbo
          
Deputy Country Director – Operations, a.i  

          
United Nations Development Programme

Addis Ababa, Ethiopia
Dear Sir:

We, the undersigned, hereby offer to render the following services to UNDP in conformity with the requirements defined in the RFP dated 5th September 2018, and all of its attachments, as well as the provisions of the UNDP General Contract Terms and Conditions:
SECTION I. QUALIFICATION OF SERVICE PROVIDER  
1.1 Brief Description of Proposer as an Entity: 

Provide a brief description of the organization / firm submitting the proposal, its legal mandates/authorized business activities, the year and country of incorporation, types of activities undertaken, and approximate annual budget, etc.  Include reference to reputation, or any history of litigation and arbitration in which the organisation / firm has been involved that could adversely affect or impact the performance of services, indicating the status/result of such litigation/arbitration.

1.2 Financial Capacity:  

· Provide a brief description of the organization / firm financial stand which clearly indicate its strength to Technical Panel who will appraise the proposal. 

· Provide as an attachment the latest Audited Financial Statement (Income Statement and Balance Sheet) duly certified by a Public Accountant, and with authentication of receiving by the Government’s Internal Revenue Authority. Include any indication of credit rating, industry rating, etc.

· Provide tabular summary of the respective Audited Financial and/or its equivalent Statements in the last two (2) years.

· Please convert the currency into US$ if the audit statement is in different currency. You may use the UN Offcial Exchange Rate (UNOER) of the respective audit report date. It can be accessed at http://treasury.un.org/operationalrates/Default.aspx 

You are advised to use the format below:
	Item
	 Descriptions 
	Year: ______

In US$
	Year: ______

In US$

	a. 
	Current Assets  
	
	

	b. 
	Fixed Assets (Property, Plant & Equipment -  PPE) 
	
	

	c. 
	Total Assets [a + b] 
	
	

	d.
	Current  Liabilities 
	
	

	e. 
	Long-term Liabilities 
	
	

	f. 
	Total Liabilities/debt [d + e]
	
	

	g. 
	Equity [c - f]
	
	

	h.
	Capital Employed and Liabilities [f + g]
	
	

	i.
	Net Sales (Revenue) 
	
	

	j.
	Total Expenses (Selling and Administration)   
	
	

	k.
	Profit before Tax [i - j]
	
	

	l.
	Profit tax
	
	

	m.
	Profit after Tax (Net Profit) [k - l]
	
	


1.3 Track Record and Experiences:  

Provide the following information regarding corporate experience within the last five (5) years which are related or relevant to those required for this Contract. You are advised to use the format below:

	No.
	Name of project
	Client
	Contract Value
	Period of activity
	Types of activities undertaken
	Status or Date Completed
	References Contact Details (Name, Title – Mr., Mrs., Dr. to properly address, Phone, Email*)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


* Be sure the correct email address is/are indicated
SECTION II. PROPOSED METHODOLOGY FOR THE COMPLETION OF SERVICES

2.1 Approach to the Service/Work Required: 

Please provide a detailed description of the methodology for how the organisation/firm will achieve the Terms of Reference of the project, keeping in mind the appropriateness to local conditions and project environment.

2.2 Performance Characteristics: 
Providing a detailed description of the essential performance characteristics 
2.3 Technical Quality Assurance Review Mechanisms: 

The methodology shall also include details of the Proposer’s internal technical and quality assurance review mechanisms.  

2.4 Implementation Timelines / Work Plan: 

The Proposer shall submit a Gantt Chart or Project Schedule indicating the detailed sequence of activities that will be undertaken and their corresponding timing.   

2.5 Risks and Mitigation Measures: 

Please describe the potential risks for the implementation of this project that may impact achievement and timely completion of expected results as well as their quality.  Describe measures that will be put in place to mitigate these risks. You are advised to use the format below:

	Phase 
	Potential Risk
	Impact 
	Significance Level 

(H, M, L)*
	Probability of Occurrence 

(H, M, L)*
	Risk Mitigation Measures to be Taken 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Note: * H: High; M: Medium; L: Low

2.6 Other: 

Any other pertinent information related to successful implementation
SECTION 3: PERSONNEL
3.1 Management Structure: 

Describe the overall management approach toward planning and implementing this activity.  Include an organization chart for the management of the project describing the relationship of key positions and designations.

3.2 Staff Time Allocation:  

Provide a spreadsheet will be included to show the activities of each staff member and the time allocated for his/her involvement.  (Note: This spreadsheet is crucial and no substitution of personnel will be tolerated once the contract has been awarded except in extreme circumstances and with the written approval of the UNDP.  If substitution is unavoidable it will be with a person who, in the opinion of the UNDP project manager, is at least as experienced as the person being replaced, and subject to the approval of UNDP. No increase in costs will be considered as a result of any substitution.)
3.3 Qualifications of Key Personnel:  

Provide the CVs for key personnel (Team Leader, Managerial and general staff) that will be provided to support the implementation of this project. CVs should demonstrate qualifications in areas relevant to the Scope of Services. You are kindly advised to use the format below:
	Name:
	[insert here]

	Position for this Contract:
	[insert here]

	Nationality: 
	[insert here]

	Contact information:
	[insert here]

	Area of Specialization: 
	[insert here]

	Years of Relevant Experience: 
	[insert here]

	Countries of Work Experience:
	[insert here]

	Language Skills:
	[insert here]

	Educational and other Qualifications:
	[insert here]

	Summary of Experience:     Highlight experience in the region and on similar projects.



	Relevant Experience (From most recent):

	Period:  From – To
	Name of activity/ Project/ funding organisation, if applicable:
	Job Title and Activities undertaken/Description of actual role performed: 

	e.g. June 2004-January 2005
	
	

	Etc.
	
	

	Etc. 
	
	

	References no.1 (minimum of 3):


	Name: [insert here]
Designation: [insert here]
Organization: [insert here]
Contact Information – Address; Phone; Email; etc.: [insert here]

	Reference no.2
	Name: [insert here]
Designation: [insert here]
Organization: [insert here]
Contact Information – Address; Phone; Email; etc.: [insert here]

	Reference no.3
	Name: [insert here]
Designation: [insert here]
Organization: [insert here]
Contact Information – Address; Phone; Email; etc.: [insert here]


Declaration:

I confirm my intention to serve in the stated position and present availability to serve for the term of the proposed contract.  I also understand that any wilful misstatement described above may lead to my disqualification, before or during my engagement.

Signature of the Nominated Team Leader/Member: _____________________ 

Date Signed*: _______________________
* It should be signed by the proposed consultant whose CV to be attached in the Technical Proposal 

Note:
All colored text is for indicative purposes only to assist in preparing this form and shall be deleted from the final product.

3.4 Summary of Key Personnel Qualifications:

The Proposing Firm shall provide the summary of the key personnel who will be engaged in terms of their respective role, specialization, nationality and years of experience as per the following template

	No.
	Name of the Consultant 
	Position in the Consultancy  Team  
	Specialization 
	Nationality  
	Professional Experience

(in years)  

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Documentation Checklist
	SN
	Documentation Requirement 
	Yes
	No
	If “No” Reason 

	1
	Renewed Business License and/or Company Registration Certificate with Articles of Incorporation or equivalent document if Bidder is not a corporation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	2
	Tax Registration or TIN/VAT Certificate 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	3
	Tax Payment Certificate or Certificate of Tax Exemption by the Internal Revenue Authority
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	4
	The Service Provider has the minimum required years of work experience in similar projects indicated in the ToR
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	5
	Past Two Years Audited Financial Statements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	6
	Statement of Satisfactory Performance from Top Three Firms in the last Five Years
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	7
	Duly Signed CV of Task Manager / Team Leader
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	8
	Duly Signed CV of Lead Consultant / Senior Consultant(s) 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	9
	Duly Signed CV of Project Staff / Associate Consultants
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10
	Other Certificates and Accreditation – including Quality Certificates, Patent Registration, Environmental Sustainability (if any), etc.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	11
	Acceptance of Request for Proposal (RFP) General Terms and Conditions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	



Note: Double click on the respective Check Box and click checked in the dialogue box of your choice.
All other information and documentations that we have not provided automatically implies our fully compliance with the requirements, terms and conditions of the RFP.

Name of Signatory: 
     
 

Designation: 
     
Signature: 
______________________

Date Signed:                         
Company Seal: ______________________
  
                                                                 [please mark this letter with your corporate seal]
                    
(This Form must be submitted only using the Service Provider’s Official Letterhead/Stationery
)
 Cover Page
Firm level Consultancy Service for Undertaking of Event Organization for National Forest Sector Development Plan Launch and Exhibition on October 8th, 2018
Procurement Reference No.: ETH/RFP/2018/009
Financial Proposal 

	Name of Proposing Organization / Firm:
	[insert here]

	Country of Registration: 
	[insert here]

	Name of Signatory for this Proposal:
	[insert here]

	Date of Preparation:
	[insert here]

	Email:
	[insert here]

	Address:
	[insert here]

	Phone / Fax:
	[insert here]


(This Form must be submitted only using the Service Provider’s Official Letterhead/Stationery
)                                                                                                                                        
Cover Letter

To:     
Justin Singbo 
          
Deputy Country Director – Operations, a.i  

          
United Nations Development Programme

Addis Ababa, Ethiopia

Dear Sir;
We, having examined the Solicitation Documents, the receipt of which is hereby duly acknowledged to provide Firm Level Consulting services to Undertake Event Organization for National Forest Sector Development Plan Launch and Exhibition on 8th October 2018 for the lump-sum amount of [insert the lump sum amount in figures and words including the currency] as may be ascertained in accordance with the Price Schedule attached herewith and made part of this Proposal.

We undertake, if the Proposal is accepted, to commence and complete delivery of all services specified in the contract within the timeframe stipulated in the Terms of Reference (ToR).

We agree to abide by this Proposal for a period of 120 days from the date fixed for opening of Proposals in this RFP Procurement Notice, and it shall remain binding upon us and may be accepted at any time before the expiration of that period.

We understand that UNDP is not bound to accept any Proposal you may receive.
Full Name: 
     
 

Designation: 
     
Signature: 
______________________

Date Signed:      



Company Seal: ______________________
FINANCIAL PROPOSAL FORM
 
Directions:

· The financial proposal shall specify a total lump-sum amount (including professional fee, travel, per diems, and other relevant expenses and/or costs for number of anticipated working days) which UNDP Ethiopia Country Office will be obligated to pay to Prospect Service Provider upon Contract Award and successful completion of the consultancy assignment. 

· Do not include any conditional statement(s) about your financial lump sum amount and partial financial quotation is also not allowed.
· The Financial Proposal must provide a detailed cost breakdown. Provide separate figures for each functional grouping or category.

· The format shown below is suggested for use as a guide in preparing the Financial Proposal. The format includes specific expenditures, which may or may not be required or applicable but are indicated to serve as examples. 

· For VAT registered Ethiopian Firm, its financial proposal must be VAT inclusive. If it is not separately indicated, UNDP Ethiopia will consider its lump sum financial quote includes VAT.

· In case of physical submission, the Proposer is required to prepare the Financial Proposal in an envelope separate from the rest of the Technical Proposal. In case of electronic submission, the Technical and Financial proposals shall be submitted in two separate file but in one email if the file size 9MB allows. 

· You must send your duly signed Financial proposal separately from Technical Proposal through UNDP secured email procurement.et@undp.org in a PDF FORMAT

I. BREAKDOWN OF COST BY COMPONENTS: 
	Cost Components 
	Fee per day

(Roundtrip/person)

(Per-diem/day)
	Total Period of Engagement
	No. of Personnel
	Total Rate in 
US$

	Personnel costs
	
	
	
	

	Professional Fees for: 
	
	
	
	

	1. Services from Home Office
	
	
	
	

	           a.  Expertise 1
	
	
	
	

	           b.  Expertise 2
	
	
	
	

	2. Services from Field Offices [if any]
	
	
	
	

	           a.  Expertise 1
	
	
	
	

	           b.  Expertise 2 
	
	
	
	

	3. Services from Overseas [if any]
	
	
	
	

	          a.  Expertise 1
	
	
	
	

	          b.  Expertise 2
	
	
	
	

	Others [pls. specify]
	
	
	
	

	
	
	
	
	

	Out of Pocket Expenses 
	
	
	
	

	1. Reproduction
	
	
	
	

	2. Equipment Lease [if you find it applicable]
	
	
	
	

	3. Others [pls. specify]
	
	
	
	

	
	
	
	
	

	Travel Expenses to Join duty station
	
	
	
	

	Round Trip Airfares to and from duty station [if you find it applicable]
	
	
	
	

	Living Allowance [if you find it applicable]
	
	
	
	

	Travel Insurance [if you find it applicable]  
	
	
	
	

	Terminal Expenses [if you find it applicable]
	
	
	
	

	Others [pls. specify]
	
	
	
	

	
	
	
	
	

	Duty Travel 
	
	
	
	

	Round Trip Airfares [if you find it applicable]
	
	
	
	

	Living Allowance [if you find it applicable]
	
	
	
	

	Travel Insurance [if you find it applicable] 
	
	
	
	

	Terminal Expenses [if you find it applicable]
	
	
	
	

	Others [pls. specify]
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	All-inclusive Lump-sum Contract Amount
	
	
	
	


Amount in Words: [Insert the total amount in words]

II. BREAKDOWN OF COST BY DELIVERABLES*
The Proposers are requested to provide the cost breakdown for the above given prices for each deliverable based on the following format. UNDP shall use the cost breakdown for the price reasonability assessment purposes as well as the calculation of price in the event that both parties have agreed to add new deliverables to the scope of Services.
	SN
	Deliverables

Payment Milestones
	Percentage of Total Price 

(Weight for payment)
	Price in 
ETB


	1
	Submission of draft Strategy 
	20%
	

	2
	Successful delivery of all Services
	80%
	

	Lump-sum Contract Amount  
	100%
	


*Basis for payment tranches

      SUMMARY OF TECHNICAL POINTS                                                                                                                                                            
	Summary of Technical Proposal Evaluation Forms 
	Score Weight
	Points Obtainable 

	1
	Expertise of Firm / Organization
	30%
	300

	2
	Proposed Methodology, Approach and Implementation Plan
	40%
	400

	3
	Management Structure and Key Personnel
	30%
	300

	 
	T O T A L 
	100%
	1000

	Technical Proposal Evaluation (FORM I)
	 
	 

	Expertise of the Firm / Organization 
	Points Obtainable

	1.1
	Reputation of Organization and Staff / Credibility / Reliability / Industry Standing 
	50

	1.2
	General Organizational Capability which is likely to affect implementation
	100

	1.3
	Quality assurance procedure, warranty
	30

	1.4
	Relevance of:
	120

	 
	 - Specialized Knowledge
	

	 
	 - Experience on Similar Programme / Projects
	

	 
	 - Work for UNDP/ major multilateral/ or bilateral programmes
	

	 
	S U B     T O T A L
	300

	Technical Proposal Evaluation (FORM II)
	 
	 

	Proposed Methodology, Approach and Implementation Plan 
	 

	2.1
	To what degree does the Proposer understand the task?
	30

	2.2
	Have the important aspects of the task been addressed in sufficient detail?
	30

	2.3
	Are the different components of the project adequately weighted relative to one another?
	30

	2.4
	Is the conceptual framework adopted appropriate for the task?
	65

	2.5
	Is the scope of task well defined and does it correspond to the TOR?
	140

	2.6
	Is the presentation clear and is the sequence of activities and the planning logical, realistic and promise efficient implementation to the project?
	105

	 
	S U B     T O T A L
	400

	Technical Proposal Evaluation (FORM III)
	 
	 

	Management Structure and Key Personnel
	 
	 

	3.1
	Task/Project Manager / Team Leader /
	 

	 
	General Qualification
	20 

	 
	Suitability for the Project
	 

	 
	 - International experience 
	25

	 
	 - Professional experience in the area of specialization
	85

	 
	 - Knowledge of region
	30

	 
	 - Language qualification
	10

	 
	S U B     T O T A L
	170

	3.1
	Staff assigned to the task  
	 

	 
	General Qualification
	30 

	 
	Suitability for the project
	 

	 
	 - Professional experience in the area of specialization
	70

	 
	
	

	 
	 - Language qualification
	20

	 
	S U B     T O T A L
	120

	 
	Aggregate 
	1000
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SECTION 12: UNDP GENERAL CONDITIONS OF CONTRACT FOR
SERVICES

“The Contractr shll be considere as aviog the lagal status of an Independent cotracor -5+ the
‘United Natons Developmert Programme (LNDF). The Coriracors personne and sub-conracors shal
ot be consdered i any respect a bangthe employees or 3gets of UNDP or the Uned Nators.

The Coniracor shall ether saek nor accep nstrctonsfom any auhory extaral t UNDP Inconnecton
Wit th peformiance of 1 senices under this Contact The Corracor Shall rerai from any actin that
may aersely affect UNDP or the Untad Natons nd shal i R commments it the fullest regard
tothe naress of UNCP.

30 CONTRACTOR'S RESPONSIBILITY FOR EMPLOYEES:

“The oriracor shall e responslefr theprofessionaland technial competance o  employees ae wil
selc, for work under th Contract relabe ndvidls who wil perfor effsctyey i the Iplementation
of th Contac, respectth local ustorns, and conforn t 3 igh standard of moraland ethical conduct.
The Contractor shll o assign, trante, pledge or make ofher dispostion of ths Contract or any part
therot, o any o the ontractar' ight, clams o ablgatons under this Coniract excapt with the pror
e consent of NP,

i the even th Contracto requres the senices of sub-crfracors,th Corfracor shal obtain the price
‘e spprovs and deaance of UNDP or sl u-contractors. The pprovalof UNOP of 2 sb-<ontractar
shalnt rellevethe Contracor of anyof 5 blations under s Conract. The terms o any sub-coiract
shal b subject t and confomt the prowsionsof i Contract.

The Contractor warantsthat o official f UNOP r the Unted Nations s recaved or il be offered by
the Contractorany director ndirct beneft arsing fom this Contrac rthe ward thereo. The Cantactr
‘grecs tha breach o s prowsion 1. breach o a essantal term of th Contract

“The ontractor shall ey, hokd and save aress, and defend, at s o expense, UNDP, 1 offials,
agents, savantsan employees from and agaist 3 st cas, demands, and ity ofsny rature or
ld, 1nciuding ther costs and expanss, aning ou of ats or omissos of the Conraco, or the
Contractr's employess, offcers, agents o sub-conracors, n the performance of i Contract. The
proviion shallextend,intr a1, toclams and abity nth rature o workmen's compensaton, products
Iabisty an bty arisng out ofthe useof patentd inventons or deves, copyrighted mataral o ofher
ntallecual property by the Contractor, 5 employees, ffcers, agent, senants o sub-conractos. The
blgatons under this Aticedo ot aps upon teminaton of thisContrac

8.1 The Contracor shall provde and thereatr maitain nsurance aganst il sk i respect o 5
proparty oo any epdgmest sed for S eussvion of s Conisort.





[image: image6.png]8.4.3 provde that the NP shallrecee thity (30) days writen notice from the nsurers pror
o any cancelationor change of coverage.
8.5 The Contracorshal, upon request, rowde the UNDP ithsatsfctay evidence of the msurance
requred underth At
5.0 ENcuMBRANCES/LIENS:
The Contractor shall ot cause o parmit any len, atachment o offer encumbrance by any prson o be
placd n i o o ramai on fl n any publicoffc o on ie wihthe UNDP aganst any monies due or
o bacome cue for any work done or meterls furmihed under this Crtract, or by reason o any cer
caim o demand aganst the Contractr.
100 TIme To EquIPMENT:
e to any squpment and supphes that may be furnshed by NP shll et with UNOP and any such
qupment sha be etumed o UNDP 3 the canciuson o th Conrac or when no onger needed by the
Contracor. Such equpment, when retumed to UND, shall b nthe same conditen as when dalverd to
the Conracor, subject tonorma wear and tar. The Contracor shal be lable to compensate UND for
‘qupment determined to be damaged or degraded beyord normal wear and ter
111 Excapt a5 5 therwise expressly provded in writng nthe Contract, the UNOP shallbe entted to
al slectual propery and oher propretary ights inchuding, bt not td t, ptent, copyghts, and
rademarks, with reqrd to poducts, processs, nventons, ez, know-how, or documents and oer
materais wiich the Conractor has devloped fr he UNDP under the Conract and which bear 2 drect
relaton to or are produced or prepared o collctad i consEqUence o, or hing the coure of, the
performance o the Contract, and the Coniractor acknowiedges and agrees tatsuch products, documents:
‘3 cther matarat constus works made fr h fr he UNDP.
112 To the extent that any such intellectual property or cther propeietary rights consist of any
Intallecual property or other propretary rights f the Contractr: () ha pre-exsted he perormance by
the Conracor of 15 obigatons e the Coniact, o (1) that the Contactr may develop o acire, o
may have developed o acqured, ndependently of th perfomance of 5 obigatins under the Contact,
the UNDP does ot and shll not clam any ownersip narest thret, and the Coiracor rans 1 the
‘UNDP 3 perpetal cense to use such ntslectualpropetyor athr propretary righ slly o te purposes
of and n accordance wh the requirements of the Conract.
113 At the request of the UNDP; the Contractor shll take all necessay steps, execte all necesary
ocuments and generallyassistIn secuing such propretary rghs an transferting o censing them 0 the
UNDP n complance with the requrementsofth applkabl aw and ofthe Contract.
114 Subjec o the foregong prowisions, a1 maps, drawins, photograps, mosais, plans, feperts,
estmates, recommendations, documents, an all oiher data compled by or recevd by the Conracor
under the Conractshall b th property ofthe UND, shall be made avadabl for se o nspection by the
UNDP at reasonable times and in reasonable places, shall be treated as confidentel, and shail be debvered




[image: image7.png]‘ndyto UNDP authonzed ofclson completon of work under the Contract.

120 USE OF NAME, EMBLEM OR OFFICIAL SEAL OF UNDP OR THE UNITED NATIONS:
The ontactor shll ot achertseor ctheise ke pubi th fact it 5 2 Conractor it NP, nor
138 the Coracr, 1 any manner whatoever use he rame, emblem or affcil s of UNDP or THE.
Unked Nations, o any 3bbrevaton of th rame o UNDP arUnked atons nconnecion Wi s business.
oroteize

Informtion and data that 1S consere proprietary by eter arty, an tha s delvered o dscosed by
e Paty (Discose”) toth ather ary (Recplert”) duing the course of perfomance ofth Contrac,
and that . esignate a5 confdental Cnfomatin),shall b held i condence by hat Party and shall
b handed = folows:

130 The ecpient (Recient) of such formation shal:

13.1.150 the same care and dscration o avod diclosur, publcaton or ssaminaton o he
Dtecksers Infrrain s £ s with s o i nformation that ot 1t wh
asdos, publsh or dssemiate; and,

13:1.2 use the DiscosersInfomaton sl for th pupose for which i was dischsed.

13.2 _ prowded hat the Recplent ha a wrtn areement wihthe following pasons or anes requig
them et theInformation confdentsn sccrdance with e Contract and th vt 13, the Recpent
may dscose nformaten t:

13,2 Ay oter party it the isciser' prio rten consent and,

12.2:2 T Recplent’s employess, ok, eprsentatives and agntswho have e t know
such infomation for_pupeses of performing cbigatons under the Conrat, and
‘anplojee offical,represetatves and ageks o any eal ety tht  conrs, conts
;o with whch 5 under comman contr who have 2 et know sch Informaton
o purposes. of prformng obligatins under the Coiract, prowded that, for these
purposes 2 controle legal ety means:

13:2.21 A coporate iy n which te Farty owns or therwse ontrls, whether drecty or
dracy, over iy prcen (50%) o vt shares thereof, or,

113.2.2.2 any ity over whchtheFarty exerases affcive managerl conto; o,

13.2:23for the UNDP, an affaed Fund such as UNCDF, UNIFEM and UNY.

3.3 The Contractor may hciose Information to the extnt requred by b, provided s, bt
2 wihout any waver of te rvieges ad immurties o the Ut Nations, he Contractor wil v the
UNOP sufficient o naice of  reques for the disclosure of nformatin n crde o allow the UND? 1o
have a essonaie opportunty o ake rotetive measures or uch other actin 25 may be appropate
before any such dsclosure s made.

3.4 The UNDP may cos Informtiontth extent 55 requred pursian t the Chater of the UK,
resolutons o regultons of the Genral Asembly, o e promugated b the Secretary-General
3.5 The Recplent sal ot be. precuced from dcosing Infrmatn t1at = ctained b te Recient
o athc party without restrction s cscloed by the Discose o 2 thrd party ithout any Gbigaton
of conhdeniaey, 5 reveusly known by th Recper, o at any tma 1s develped by the Recpent
compltalyndependenty of any dsclosures hreunder

13,6 These ablgatons and estctons of confdenlty shall be effectve durng the tem of he
‘Conrac, Inchuding any extension there, and, ulss fhrwise provded I the Coizact, shal remam
fectve folowng any termiraton ofthe Conrac.

140 FORCE MAJEURE; OTHER CHANGES IN CONDITIONS

14210 the event of and as soon 25 pssie afar the ocurence o any cause consttutng force
majeure the Coriracio shall e noice and ul parcars i Wit t he UND, of such ocurence or
g ¥ e Costsacher s Sareby rendossd unsble, whaly or tn pas, 1o perfoam s ohystions and mest




[image: image8.png]1t resporsibities under this Contract. The Contractr shallalso oty the UNDP of any other changes n
conditons o the occurence of any event that Itrferes o theatens to terfee wih s perormanee of
i Coiract. O recept o the ot requred under s Avice,the UNDP hal 3k such acon 5, 5.
s dscoton; i considrst be pproprits o necessary nth craumstances, g th Grantg to
the ontacorof a reasonabl axtansion of tme It which o prfom IS oblatons under this Conirct.
142 1fthe Contrctr e rendered pemanenty unabe, whall,or g, by reaen offorce e t
perorm 5 oblgatiors and mect 8 responsiites under s Conrac, the UNO shal have the nightto
Suspen o terminst this Conrac onthe same tams and condions 32 re proded for In Arcle 15,
“Termiation?, xcep hat he e ofnie st b seen (7) days rtead f thry (30) days.

143 Force majere 2 used i this Ak means acts of God, var (whether dcred or ), ivasan,
rvoluton, msuecton,o oer ac.of a siar atre or force.

14.8 The Contracoracknowledgesand agrees tat, i espect 10 any oblatons under the Contact
thttheContracor st ertor no for any areas n ich the UNG 1 engaged n, repanng (0 engage.
11, or Gsengaging from any peacekeeping, humantaran o siar opeatos, any delys or alure fo
perorm such abigatons ansingfrom o relaing o harsh condons Wi such ares or 10 any Incdents
of vl unrstocuring i such ares shalnc, nan o 5, constteforcamjeure under he Contac..
5.1 Esherpartymay terminae ths Conractfor cause, n whole o par, Upon ity (3) days nice,
I vrting, 12 he cthr pary. The itaton of aroral procesdege n scordance Wi A 16.3
Carbaraton, below,shll o be deemed a tamnaton o s Contrac.

15.2  UNDP reserves heright to eminate wihout cause this ontact a any ime upn 15 days pro
Witen notic o th Contraco, I which e UNDP shall reminssethe Contacto o al ezsonaie osts
ncured b te Conracto o o recet o the ot o termnsto,

15.3 10 the event of any trmination by NDP under hs Aric, no payment hallbe due fom UNOP
the Contractor except for werk and sevcessatsfacor erformed i confomty it the expess trms.
ofths Cortrct.

5. shouk the Contractor be djudged bankrup, o be quiate or become nsciven, or shou the
Contractor make an sssgament for the beneft of s redtors,or <houd 3 Recever be appantd o1
account ofthe mslvency ofthe Cairacr, the UNDP may, Wi prejudce (o ayathr rht o ramedy.
1t may have underth tems.oftese condons,tarminats th Conract frthwith. The Coniractar shall
mmecitey nfor the UNDP ofthe occarence f anyofte aboe evens.

161 Amicable Settlament: The Partes st s ther bet fforts tosete amiably any dsuts,
Controversyorcam asingaut of ths Contract o the braach,tarmination o vl thred. Where the.
parties wht s such an amcale setlemert trough concaton,th conalation shall ke place
accordanc wihthe UNCITRAL Concllation e th cbtans, o accordngt Suchather procadure 35
may be agreed between the partes.

16.2  Arbitration: Any s, coirovrsy, o cam between the pares arsing ut o the Conract o
thabreach, arminatin, or iy theref, uriesssated amicablyundar AR 161, above, wiin sty
(60 days afe ecetp b oneParty o th er Patys wren equest o such amicable setiemen, shll
b refered by ther Party t arbtatonnsczrdance i the UNCITRAL Araraton Rues ten obaining.
The decsions of the arbial runal shll e based on geeral pncles o rtematnal commercial aw.
For l evdentary queton, the arbaral trbunl shallbe qudd by the Suplementary Rles Govering
thePresentton and Reception of EvcdencenIntarmatona Commercal At o the Intematonal ar
soctaton, 28 Vay 1983 adton. The arors truns <hak be empowered 1o oder the retum or
destuction'o goods r any property, whether tange or ntangi, o of any cofidentl nformaton
proide under the Conract, ordr the trminatin of the Crtrct, o crdr tha any cher proteche
mures b aken it repect o the s, sricesorany ther pEpery, hether angis o angie,
o of any confidential formation provided under the Contract, as appropriate, il In accordance with the.




[image: image9.png]authorty f th ariral tribunal pursian to At 26 (Interim Measures o Protecton) and At 32
Crorm and Effect ofthe Award) of the UNCITRAL Arbiraton Ruses. The arbizl trbura shl have oo
‘uthonty o ward puitve damages. 1naddiion, e therwse expessly provided e Conract the.
arial riunal shall ave 1o authorty t award tarest In exessof te Londo e 8ank Offerd Rate
CLIBOR" then prevling, and any uch terest shall b s aretony. The Pate 2l b bound
by any sbirston award rendered 2 3 st of such arbiraton s the vl adedcaton of any sich
eputs, cantrovrsy, or am,

ong I relatng ta th Contact sl b decmed  waer,exress o Ighed, o any of te prges
and immurtses oftheuntad Nations, Including 5 subsdary rgars.

181 secon 7 ofth Conventon o the Prvleges and Immuntes ofth Uit Natons provdes, nter-
43 tht the Unted Natons,incuding s subsdary rgans i exemp fom all drect aves,except charges
o publc ey services, and 1s exempe frm cstons e an charges o @ sl ratre  rspec of
rtles mpored or exparted for 8 ofical us. In the svent any govermental authrty refues to
recogize the Unted Naton exempton fom sich tmes, Gutks or charges, the Contracor shall
mmecitey const wih the UNDP 9 deterning a il sccetabe procecure.

18.2  Actoringy, th Contacor 3uthazes UND? tdedue rom th Contracors ol any amourt
Tepresentng such v, e o charges, s the Contracor hascorsutd wih the UNDP beor th.
Payment theref and the UNDP s, I e3ch insance specical athorzed th Contacor o pay such
s, dules or charges under prtest. I that event the Contracor shll rovide the UNDP with writen
idence that payment ofsuchtves, dutes o charges s been made and approprtey atorzed.
161 The Contractor epresnts and varrants that nther 1, norany of s supplers s engaged nany
pracice ncansstent it therigts st fort n the Convention anthe Rihts ofthe Chld, ncng Arce
32 herof, i, ter aa, requves that a chidsha b protectd rom parforming any work ht 5 lly
o be hazardous o o trfere i the chis aducation, ot be hamnl o thechd's hkh o hysical
menta sprtual, moral o socal developmert.

19.2 ' Any breach of ths representaton a waranty shall enie UNGP to terminats s, Contract
Immedately wpon  noticet he Contractr,at 1o st t NP,

202 The Cotracto reresens snd warans that nther i ror any of s spplers i scthely and
ety engaged n patent actvees, development, assamby, producton, tade o manufacre of s
or I such acives i espect o componant prinary utzed I the manfacture of Mins. The tarm
“Mies" means those devces deind i Arice 2, Faragraphs 1, 4 and 5 of Prtucl 1 arvexed o the
‘Converten on Pronistions and Resrctionson te Use of Cetan Conventioral Wespans Whih My B
‘Deemed o B Excesvly Inrous or t Have ndscrminatsEfects f 1980.

202 Ay breach o ths representaion and warany shal entfe UNCP 1 erminate ths Conract
mmedatey upon notice o the Contracto,wihout any bty fortemination chargesor any ther bty
of any kand of nce.

“TheContracor shllcomply wathall aws, odnance, ks, an reqlations bearingupon th pefornance.
of s cigations under hetams of s Contract.

221 The Conracto shal ake a8 approprate measures to prevent soual explotation or ause of
ayone by or by any o £ amployecs o« any her persons who may be engaged by the Contactr to
perfonm any sence underthe CorfractFo these usposes, sexal acivty wih any person s than
‘Sghteen years o age, regardss of any laws relaig t consnt, hall conste he sexal exlotaton
ool shuns of surh passen, I addiion, (e Costracter shal o fbom, and shafltake o spprepsnte




[image: image10.png]‘messures o proht s employees or ther persons engaged b i fram, exchanging any money, goods,
Serice, ofesof amployment o fher thngs of value, for sewia favors o acthaes, o from engaging
any sexal actviesthat ar explotive r degrading {0 any person. The Cotracto acknowiedges and
5rec tat th proions ereo constut:anessentl e ofthe Contac an that ay brch of s
Tepreseration ad warrany shal et UNDP o tarmiatethe Contract mmedlely upon e 10 the
‘Contractr, it an ity or terminatin charges e anycthr iy ofany .
222 The DP shall rot 3pply the foregong Sandard eatng to 292 in any case n Wi the.
‘Contracios pasonnel o any ather person who may b engaged by the Contracor o perfrm anysenvcs.
under the Conract 15 mamd o the prson s han the 3ge of aightaen yeas wih wha sexsal oty
s ccred and n which such marioge s recognized s vald nderthe laws ofth county of ctzenshi.
ofsuch Coniractor’s prsonnel or such iher person who may be engaged by the Contaco t peror
any seves under the Conract.
232 e Contactor sk

(2) Put Inplacean aproprse sscury plan and mantai the seury pan, aking ko czount

thesecuty stuaton i the county whersthe senics are being provided;
(5) Asume. sl rske snd bt resed to the Conactors seaurty, and the ful
Implemertaton o the securty plan.

232 UNOP resrves te rgnt o verty whethr uch  plan 1 plce, and 1o suges mecctonsto
the plan when necesary. Falkre o markain and mplament an approprite securty plan 3 requred
ereundersha be ceemed 3 breach o this cotract. Nobhanding th foregong, te Contracorshall
raman skl esponsbie fo the securty of 5 personel and for UNDP' property i s custody 25 et
forthinpargraph 4.1 above.
28,1 Each ok pad by UNDP shalbesuect 02 ost ayment by audtrs, whethe neral
orextemal,of UNGP o te sthorzed agets o the LNDP ot any time curingth term o th Contact and.
o perd o tree (3) yer oloning the exprstn o prir t=mnaton of the Contract. The UNOP shall
e entid t arefund rom the Conracorfor any amounts show by such s o have been pad by
the UNDP cthe than . accodance with th tem and conditons o th Contract. Shoud the sudt
ditermin tat ny funds pa by UNDP have ot been used = per contrac causes,th campany <hall
e such s ot Where the companyfds o rembure uch s, UNGP eserves the ight
o seek recovery an/or t akeany ther acton as R dees ecessary.
262 The Coniracto acknowedges and agrees tat, at any tme, UNDP may conduct Investigatons.
elatingt any aspect o the Conrac, the oblatons parormed under te Contract, and the perations of
the Contacor generaly. The gt of UNDP to conduct 3 Investgaion an th Contracor oblgaton ta
comply wahsuch an vestaton shall ot s upon expratin o pro tarmiaton o the Conzact. The.
‘Contractor shal powde s ulland tmely coopraton weh ay such inspecions, st payment audts or
vestgatons. Such cooperaton shll ncude, b shal not e limeed o, the Contractor's blgaton fo
ke avaabl  personnel and sny ocumentatin o S.ch puposes and 1 gant t NP e ot
‘Contractos pemises. The Coiracio sha reqire s agess, g, bu ot kted o, the Contracr's
tormeys, accountants or othr adsers, o reasonably coeperate W any nspecions, post payment
st o vestigtonscamed i by UNDP heredr,
251 The Contractor arees t undartakeal rezsonaie ffets o enure tht e ofthe UNDP fnds.
Fecved under s Conrac are use t provie suppor o ndhhals o et associated i tarrrsm
and hat e recplets ofany amountsprovdd by UNDP hereunder do ot apper o the st mantained
by the Secunty Counct ommitee etablshed prsuant o resotion 1267 (1999). Thels can e accessed
i ot .o D/l commtees/1267/12670sn i, This proveion must e ncded i all
oo e rep———




[image: image11.png]Pursuant t the Financl Reguitons and Rule of UNDP, oy the UNDP Authorzed Ol possessesthe.
‘authonty t agre on bealf of UNDP to any madiation o o change i s Ageemer, 0.3 watverof
3y of 5 proveons o to s addiional contrctl et of any kind wih the Contracor.
Accoringly, o meeiication o change nthis Conrac sallbe vak and nforczable aganst UNDP s
by anamendiment t s Agreement signed b the Coizactor nd ordy by the UNDP Authorized
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� UNDP preference is not to pay any amount in advance upon signing of contract.  If the Service Provider strictly requires payment in advance, it will be limited only up to 20% of the total price quoted.  For any higher percentage, or any amount advanced exceeding $30,000, UNDP shall require the Service Provider to submit a bank guarantee  or bank cheque payable to UNDP, in the same amount as the payment advanced by UNDP to the Service Provider.


� Minimum of one (1) year period and may be extended up to a maximum of three (3) years subject to satisfactory performance evaluation.  This RFP may be used for LTAs if the annual purchases will not exceed $100,000.00.


� This contact person and address is officially designated by UNDP.  If inquiries are sent to other person/s or address/es, even if they are UNDP staff, UNDP shall have no obligation to respond nor can UNDP confirm that the query was received.


� If this will be allowed, security features (e.g., encryption, authentication, digital signatures, etc.) are strictly required and must be enforced to ensure confidentiality and integrity of contents. 


� Where the information is available in the web, a URL for the information may simply be provided.





� Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for verification purposes 


� Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for verification purposes 


� Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for verification purposes 


� This serves as a guide to the Service Provider in preparing the Proposal. 


� Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for verification purposes 


� Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for verification purposes 


� Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for verification purposes 


� No deletion or modification may be made in this form.  Any such deletion or modification may lead to the rejection of the Proposal.
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