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REQUEST FOR PROPOSAL (RFP) 
Ref: ETH0985

Dear Sir / Madam:


We kindly request you to submit your Proposal for Design, production and printing of various branding materials, procurement ref no. ETH0986.  Kindly refer to the attached Terms of Reference (ToR) hereto as Annex 2.

Please be guided by the form attached hereto as Annex 1, in preparing your Proposal.  

Proposals may be submitted on or before Tuesday, November 12, 2019 and via email, to the address below:

United Nations Development Programme
UNECA Premises Congo building 6th floor
 Ms. Mekdelawit Hailu
procurement.et@undp.org  
	Your Proposal must be expressed in the English, and valid for a minimum period of 120 days

If you require any clarification kindly forward your request to the following e-mail address:   info.procurementet@undp.org  , attention FT, Subject ETH0986. 

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 the requirements, meets all the evaluation criteria and offers the best value for money 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 that will be issued as a result of this RFP shall be subject to the General Terms and Conditions indicated herein.  The mere act of submission of a Proposal implies that the Service Provider accepts without question the General Terms and Conditions of UNDP in this link: http://www.undp.org/content/undp/en/home/procurement/business/how-we-buy.html 

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,

Endrias Getachew
DRR (O) a.i.
11/5/2019



Annex 1


FORM FOR SUBMITTING SERVICE PROVIDER’S  PROPOSAL[footnoteRef:1] [1:  This serves as a guide to the Service Provider in preparing the Proposal. ] 


(This Form must be submitted only using the Service Provider’s Official Letterhead/Stationery[footnoteRef:2]) [2:  Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for verification purposes ] 



 [insert: Location].
[insert: Date]

To:	[insert: Name and Address of UNDP focal point]

Dear Sir/Madam:

We, the undersigned, hereby offer to render the following services to UNDP in conformity with the requirements defined in the RFP dated [specify date] , and all of its attachments, as well as the provisions of the UNDP General Contract Terms and Conditions:

A. Qualifications of the Service Provider


The Service Provider must describe and explain how and why they are the best entity that can deliver the requirements of UNDP by indicating the following: 

a) Profile – describing the nature of business, field of expertise, licenses, certifications, accreditations;
b) Business Licenses – Registration Papers, Tax Payment Certification, etc.
c) Latest Audited Financial Statement – income statement and balance sheet to indicate Its financial stability, liquidity, credit standing, and market reputation, etc. ;
d) Track Record – list of clients for similar services as those required by UNDP, indicating description of contract scope, contract duration, contract value, contact references;
e) Certificates and Accreditation – including Quality Certificates, Patent Registrations, Environmental Sustainability Certificates, etc.  
f) Written Self-Declaration that the company is not in the UN Security Council 1267/1989 List, UN Procurement Division List or Other UN Ineligibility List.


B. Proposed Methodology for the Completion of Services

	[bookmark: _Hlk23867263]
The Service Provider must describe how it will address/deliver the demands of the RFP; providing a detailed description of the essential performance characteristics, reporting conditions and quality assurance mechanisms that will be put in place, while demonstrating that the proposed methodology will be appropriate to the local conditions and context of the work.




C. Qualifications of Key Personnel 


If required by the RFP, the Service Provider must provide:

a) Names and qualifications of the key personnel that will perform the services indicating who is Team Leader, who are supporting, etc.;
b) CVs demonstrating qualifications must be submitted if required by the RFP; and 
c) Written confirmation from each personnel that they are available for the entire duration of the contract.



D. Cost Breakdown per Deliverable*

	
	Deliverables
[list them as referred to in the RFP]
	Percentage of Total Price (Weight for payment)
	Price
(Lump Sum, All Inclusive)

	1
	Deliverable 1
	  
	

	2
	Deliverable 2
	
	

	3
	….
	
	

	
	Total 
	100%
	


*This shall be the basis of the payment tranches
E. Cost Breakdown by Cost Component [This is only an Example]:  
	Description of Activity
	Remuneration per Unit of Time
	Total Period of Engagement
	No. of Personnel
	Total Rate 

	I. Personnel Services 
	
	
	
	

	     1. Services from Home Office
	
	
	
	

	           a.  Expertise 1
	
	
	
	

	           b.  Expertise 2
	
	
	
	

	     2. Services from Field Offices
	
	
	
	

	           a .  Expertise 1
	
	
	
	

	           b.  Expertise 2 
	
	
	
	

	     3.  Services from Overseas
	
	
	
	

	          a.  Expertise 1
	
	
	
	

	          b.  Expertise 2
	
	
	
	

	II. Out of Pocket Expenses
	
	
	
	

	           1.  Travel Costs
	
	
	
	

	           2.  Daily Allowance
	
	
	
	

	           3.  Communications
	
	
	
	

	           4.  Reproduction
	
	
	
	

	           5.  Equipment Lease
	
	
	
	

	           6.  Others
	
	
	
	

	III. Other Related Costs
	
	
	
	



[Name and Signature of the Service Provider’s Authorized Person]
[Designation]
[Date
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Annex 2

[bookmark: _GoBack]
TERMS OF REFERENCE (TOR)



 GENERAL INFORMATION  

[bookmark: _Hlk23869492]Services/Work Description: Design, production and printing of various branding materials
Project/Program Title: UNDP Ethiopia Accelerator Lab
Duty Station: Addis Ababa
Type of the Contract: Company/firm
Expected Start Date: As soon as possible
Delivery date: 5th December

 I. BACKGROUND                                                                                                                                                                          
UNDP partners with people at all levels of society in over 170 countries to help build nations that can withstand crisis, and drive and sustain the kind of growth that improves the quality of life for everyone. UNDP offers global perspective and local insight to help empower lives and build resilient nations.  
The critical development challenges faced by developing countries such as Ethiopia are economic poverty, unemployment, sanitation, climate change, unsafe water supply, poor education, population, inequality, conflicts and governance among many. To help solve some of these critical challenges, UNDP has been actively and heavily engaged in helping transform various development sectors in Ethiopia.
The Accelerator Labs are UNDP’s new way of working in development to solve 21st century dynamic and complex development challenges. Together with core partners, the State of Qatar and the Federal Republic of Germany, 60 labs serving 78 countries will work together with national and global partners to find radically new approaches that fit the complexity of current local and global development challenges.
UNDP is launching the Accelerator Lab initiative in Ethiopia and is looking for the services of a firm to carry out the design, production and printing of branded communication materials. 
 
 II. OBJECTIVES OF THE ASSIGNMENT                                                                                                                                    


Under direct supervision of UNDP, the successful company will have the responsibility of producing creative high-quality design of various branded communication materials. The company will also be producing and printing the designed branded communication materials with high quality as per the request of UNDP below.

III. SCOPE OF THE SERVICE / WORK 	                                                                                                                                      

Scope of services for this ToR include design, production and printing of branded communication products.
1. Printing of invitation cards
 UNDP communications will design the cards and the selected company will print out the invitation and deliver it to UNDP office within 5 days of receiving the design of the invitation cards. Specification of the invitation cards;
· A5 size cards
· 200-250 invitation cards
· Paper weight: 215gm
· Paper type: high quality paper – Firm will provide options of different paper types for UNDP to choose from once an award is given.
2. Design, production and printing of branded communication products
Produce branded rectangular pillars with texts of #Acceleratorlabs #Ethiopia #UNDP (on the three sides) and logos of UNDP, German Cooperation and Qatar fund on the fourth side. Please note that the pillars should stand on its own.
· Size of the pillar: minimum 180 cm height 50 cm width
· Number of sides: 4 sides as the pillar is rectangular
· Quantity: 2
· Color of the pillar: white branded with the above mentioned texts and logos
· Material: will be decided in consultation with the selected firm once an award is given. Please note that UNDP will request the highest material quality available in the market. 

Cardboard printing of #AcceleratorLabs, #Ethiopia, @UNDPAccLabs, logos of UNDP, German Cooperation and Qatar fund 
· Quantity: 6 (1 cardboards  print per listed item above)
· Material: Thick white cardboard branded with the above texts/logos
· Weight: 1000gm
· Size of the cardboard: Height 50cm by width 100cm (1m) 
· Printing of Accelerator Lab launching event back drop (Design will be submitted by UNDP communications)
· Type: Standalone backdrop (able to stand by itself)
· Quantity: 1
· Size: Height 180 cm by width 450 cm
· Material: Banner material 
· Printing of roll-up banners (Design will be submitted by UNDP communications)
· Quantity: 4
· Size: Height 200cm by width 80cm
· Design and print canvas for participants to pin their innovative ideas 
· Creative design of the canvas in close consultation with UNDP communications unit
· Quantity:1
· Size: Height 180 cm by width 200 cm

· Design and print branded accelerator lab folder 
· Design: based on global booklet design
· Quantity: 300
· Paper type: 300gm matt paper
· Inside pocket: only on the right side
· Size: 23cm width by 31 cm height
· Design and produce branded tote bags for participants
· Quantity: 150
· Material: local cotton product
· Branded with #AcceleratorLabs, #Ethiopia logos of UNDP, German Cooperation and Qatar fund 
· Color: whitish branded with texts and logos of the mentioned logos
· Design, print and avail branded note book and pen
· Pen to be branded with #AcceleratorLab and UNDP logo
· Design and print note book: Branded with similar theme as Accelerator Lab booklet (design sample can be provided by UNDP communications unit). 
· Quantity for pen and note book: 150 each
· Pen ink: blue
· Note book page numbers: 50 - 100
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Empowered lives,
Resilient nations.




