[bookmark: _Toc454283471][bookmark: _Toc454290543][bookmark: _Toc525211254]Section 6: Returnable Bidding Forms / Checklist

This form serves as a checklist for preparation of your Bid. Please complete the Returnable Bidding Forms in accordance with the instructions in the forms and return them as part of your Bid submission. No alteration to format of forms shall be permitted and no substitution shall be accepted.

Before submitting your Bid, please ensure compliance with the Bid Submission instructions of the BDS 22.

Technical Bid:
	Have you duly completed all the Returnable Bidding Forms? 
	

	· Form A: Bid Submission Form
	☐

	· Form B: Bidder Information Form
	☐

	· Form C: Joint Venture/Consortium/ Association Information Form if Bid is submitted as a Joint Venture/Consortium/Association
	☐

	· Form D: Qualification Form
	☐

	· Template 1: Track records of contracts for 2015, 2016 and 2017
	☐

	· Template 2: List of offices and branches 
	☐

	Have you provided the required documents to establish compliance with the evaluation criteria in Section 4? 
	

	· Copy of business license in Viet Nam – attached to Form B
	☐

	· Copies of the audited financial statements for 2015, 2016 and 2017 (balance sheets, including all related notes, and income statements) – attached to Form D
	☐

	· 3 Statements of Satisfactory Performance from the Top 10 Clients in terms of Contract Value the past 3 years – attached to Form D 
	☐

	· CVs of proposed travel personnel (two Event Managers) with English certificate or evidence of serving international clients
	☐

	· Letter of intent to form a joint venture or JV/Consortium/Association agreement – attached to Form C
	☐



Financial Proposal:
	· Form E, E-1, E-2, E-3.1, E-3.2: Financial Proposal Forms - both signed offers in PDF format and excel files (in CD ROM or USB or email – password protected) 
	☐
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[bookmark: _Form_A:_Proposal/No][bookmark: _Form_B:_Proposal][bookmark: _Toc525211255]Form A: Bid Submission Form
	Name of Bidder:
	[Insert Name of Bidder]
	Date:
	Select date

	ITB reference:
	2-181001 - Event Organizing Services


[bookmark: Text5]We, the undersigned, offer to supply the goods and related services required for Event organizing and management for the United Nations System in Vietnamin accordance with your Invitation to Bid No. 2-181001 and our Bid. We hereby submit our Bid, which includes this Technical Bid and Financial Proposal Forms.
We hereby declare that our firm, its affiliates or subsidiaries or employees, including any JV/Consortium /Association members or subcontractors or suppliers for any part of the contract:
a) is not under procurement prohibition by the United Nations, including but not limited to prohibitions derived from the Compendium of United Nations Security Council Sanctions Lists;
b) have not been suspended, debarred, sanctioned or otherwise identified as ineligible by any UN Organization or the World Bank Group or any other international Organization; 
c) have no conflict of interest in accordance with Instruction to Bidders Clause 4;
d) do not employ, or anticipate employing, any person(s) who is, or has been a UN staff member within the last year, if said UN staff member has or had prior professional dealings with our firm in his/her capacity as UN staff member within the last three years of service with the UN (in accordance with UN post-employment restrictions published in ST/SGB/2006/15);
e) have not declared bankruptcy, are not involved in bankruptcy or receivership proceedings, and there is no judgment or pending legal action against them that could impair their operations in the foreseeable future; 
f) undertake not to engage in proscribed practices, including but not limited to corruption, fraud, coercion, collusion, obstruction, or any other unethical practice, with the UN or any other party, and to conduct business in a manner that averts any financial, operational, reputational or other undue risk to the UN and we embrace the principles of the United Nations Supplier Code of Conduct and adhere to the principles of the United Nations Global Compact.
We declare that all the information and statements made in this Bid are true and we accept that any misinterpretation or misrepresentation contained in this Bid may lead to our disqualification and/or sanctioning by the UNDP. 
We offer to supply the goods and related services in conformity with the Bidding documents, including the UNDP General Conditions of Contract and in accordance with the Schedule of Requirements and Technical Specifications.
Our Bid shall be valid and remain binding upon us for the period specified in the Bid Data Sheet. 
We understand and recognize that you are not bound to accept any Bid you receive.
I, the undersigned, certify that I am duly authorized by [Insert Name of Bidder] to sign this Bid and bind it should UNDP accept this Bid. 
Name: 	_____________________________________________________________
Title: 	_____________________________________________________________
Date:	_____________________________________________________________
Signature: 	_____________________________________________________________[Stamp with official stamp of the Bidder]
[bookmark: _Toc525211256]Form B: Bidder Information Form


	Legal name of Bidder
	[Complete]

	Legal address
	[Complete]

	Year of registration
	[Complete]

	Bidder’s Authorized Representative Information
	Name and Title: [Complete] 
Telephone numbers: [Complete]
Email: [Complete]

	Are you a UNGM registered vendor?
	☐ Yes  ☐ No 	If yes, [insert UGNM vendor number] 

	Are you a UNDP vendor?
	☐ Yes  ☐ No 	If yes, [insert UNDP vendor number] 

	Countries of operation
	[Complete]

	No. of full-time employees
	[Complete]

	Quality Assurance Certification (e.g. ISO 9000 or Equivalent) (If yes, provide a Copy of the valid Certificate):
	[Complete]

	Does your Company hold any accreditation such as ISO 14001 or ISO 14064 or equivalent related to the environment? (If yes, provide a Copy of the valid Certificate):
	[Complete]

	Does your Company have a written Statement of its Environmental Policy? (If yes, provide a Copy)
	[Complete]

	Does your organization demonstrate significant commitment to sustainability through some other means, for example internal company policy documents on women empowerment, renewable energies or membership of trade institutions promoting such issues
	[Complete]

	Is your company a member of the UN Global Compact 
	[Complete]

	Contact person that UNDP may contact for requests for clarifications during Bid evaluation 
	Name and Title: [Complete]
Telephone numbers: [Complete]
Email: [Complete]

	Please attach the following documents: 
	· Business Registration 
· Quality Certificate (e.g., ISO, etc.) and/or other similar certificates, accreditations, awards and citations received by the Bidder, if any;
· Environmental Compliance Certificates, Accreditations, Markings/Labels, and other evidences of the Bidder’s practices which contributes to the ecological sustainability and reduction of adverse environmental impact (e.g., use of non-toxic substances, recycled raw materials, energy-efficient equipment, reduced carbon emission, etc.), either in its business practices (if any)






[bookmark: _Toc525211257]Form C: Joint Venture/Consortium/Association Information Form

	Name of Bidder:
	[Insert Name of Bidder]
	Date:
	Select date

	ITB reference:
	2-181001



To be completed and returned with your Bid if the Bid is submitted as a Joint Venture/Consortium/Association.

	No
	Name of Partner and contact information (address, telephone numbers, fax numbers, e-mail address)  
	Proposed proportion of responsibilities (in %) and type of goods and/or services to be performed 

	1
	[Complete]
	[Complete]

	2
	[Complete]
	[Complete]

	3
	[Complete]
	[Complete]



	Name of leading partner 
(with authority to bind the JV, Consortium, Association during the ITB process and, in the event a Contract is awarded, during contract execution)
	[Complete]



We have attached a copy of the below referenced document signed by every partner, which details the likely legal structure of and the confirmation of joint and severable liability of the members of the said joint venture:

☐ Letter of intent to form a joint venture	OR 	☐ JV/Consortium/Association agreement 

We hereby confirm that if the contract is awarded, all parties of the Joint Venture/Consortium/Association shall be jointly and severally liable to UNDP for the fulfillment of the provisions of the Contract.


	Name of partner: ___________________________________ 
	Name of partner: ___________________________________

	Signature: ______________________________
	Signature: _______________________________

	Date: ___________________________________
	Date: ___________________________________

	
	

	Name of partner: ___________________________________
	Name of partner: ___________________________________

	Signature: ______________________________
	Signature: _______________________________

	Date: ___________________________________
	Date: ___________________________________





[bookmark: _Toc525211258]Form D: Eligibility and Qualification Form

	Name of Bidder:
	[Insert Name of Bidder]
	Date:
	Select date

	ITB reference:
	2-181001 - Event Organizing Services



If JV/Consortium/Association, to be completed by each partner.
1. History of Non-Performing Contracts – please tick the box 
	☐ Non-performing contracts did not occur during the last 3 years 

	☐ Contract(s) not performed in the last 3 years

	Year
	Non- performed portion of contract
	Contract Identification
	Total Contract Amount (current value in US$)

	 
	

	Name of Client: 
Address of Client: 
Reason(s) for non-performance:
	




2. Litigation History (including pending litigation) – please tick the box
	☐ No litigation history for the last 3 years

	☐ Litigation History as indicated below

	Year of dispute 
	Amount in dispute (in US$)
	Contract Identification
	Total Contract Amount (current value in US$)

	 
	
	Name of Client: 
Address of Client: 
Matter in dispute: 
Party who initiated the dispute: 
Status of dispute:
Party awarded if resolved:
	



3. Previous Relevant Experience (please fill in Template 1)
Please list only previous similar assignments successfully completed in the last 3 years – using Template 1.

List only those assignments for which the Bidder was legally contracted or sub-contracted by the Client as a company or was one of the Consortium/JV partners. Assignments completed by the Bidder’s individual experts working privately or through other firms cannot be claimed as the relevant experience of the Bidder, or that of the Bidder’s partners or sub-consultants, but can be claimed by the Experts themselves in their CVs. The Bidder should be prepared to substantiate the claimed experience by presenting copies of relevant documents and references if so requested by UNDP.
Bidders may also attach their own Project Data Sheets with more details for assignments above.



Volume of event contract values in 2015, 2016 and 2017

	Description
	2015  
USD

	2016 
USD
	2017
USD
	Total 2015-2017
USD

	
	
	
	
	



4. Performance 
☐ Attached are the Statements of Satisfactory Performance from the Top 3 (three) Clients or more. 

5. Financial Standing
	Annual Turnover for the last 3 years
	Year 2015 	USD      
Year 2016 	USD      
Year 2017 	USD      



	Financial information
(in US$ equivalent)
	Historic information for the last 3 years


	
	Year 1 (2015)
	Year 2 (2016)
	Year 3 (2017)

	
	Information from Balance Sheet

	Total Assets (TA)
	
	
	

	Total Liabilities (TL)
	
	
	

	Current Assets (CA)
	
	
	

	Current Liabilities (CL)
	
	
	

	
	Information from Income Statement

	Total / Gross Revenue (TR)
	
	
	

	Profits Before Taxes (PBT)
	
	
	

	Net Profit 
	
	
	

	Current Ratio
	
	
	


☐ Attached are copies of the audited financial statements in Vietnamese (balance sheets, including all related notes, and income statements) for the years required above complying with the following condition:
a) Must reflect the financial situation of the Bidder or party to a JV, and not sister or parent companies;
b) Historic financial statements must be audited;
c) Historic financial statements must correspond to accounting periods already completed and audited. No statements for partial periods shall be accepted.
Name: 	_____________________________________________________________
Title: 	_____________________________________________________________
Date:	_____________________________________________________________
Signature: 	_____________________________________________________________
[bookmark: _GoBack]
[bookmark: _Toc525211259]FORM E: Financial Proposal Forms

	Name of Bidder:
	[Insert Name of Bidder]
	Date:
	Select date

	ITB reference:
	2-181001 - Event Organizing Services



The Bidder is required to prepare the Price Schedule following the format in Form E-1, E-2 and E-3 which are attached to this Invitation to Bid. The Price Schedule must include a detailed cost breakdown of all goods and related services to be provided. Separate figures must be provided for each functional grouping or category, if any.

The Bidder is requested to provide the ceiling rates for the standard meeting packages, standard meals, standard rooms valid for 12 months. Quotes provided to UN events during the LTA period must be equal or less than these ceiling rates.

The Bidder is required to prepare both signed offers in PDF format and excel files (in CD ROM or USB or email – password protected and will be provided upon UNDP’s request).


Currency of the Bid: VND

	Item #
	SERVICES
	Cost 
(inclusive of taxes and service charge)

	1.
	Meeting packages and Accommodation – Total Form E-1
	

	2.
	Car rental services – Total Form E-2
	

	3.
	Equipment rental – Total Form E-3.1 (Equipment sheet)
	

	4.
	Stationery & Other services – Total Form E-3.2 (Stationery & Other services sheet)
	

	Total (1+2+3+4)
	





Name of Bidder: 		________________________________________________
Authorised signature: 		________________________________________________
Name of authorised signatory:	________________________________________________
Functional Title:			________________________________________________
