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REQUEST FOR QUOTATION (RFQ)
(Services)


	To All Bidders


	
DATE: October 24, 2019


	
	
REFERENCE: SAU10-19-008




Dear Sir / Madam:

We kindly request you to submit your quotation for Long Term Agreement for the Provision of Canteen Services to UNDP Saudi Arabia, as detailed in Annex 1 of this RFQ.  When preparing your quotation, please be guided by the form attached hereto as Annex 2.  

Quotations may be submitted on or before November 20, 2019.  At 15:00 hrs (Riyad Local Time) and via (choose appropriate box) ☒e-mail, ☐courier mail or ☐facsimile to the address below:

United Nations Development Programme
E-mail: bids.sa@undp.org 
Attention: Rayyan Albeladi/ Procurement Associate

	Quotations submitted by email must be limited to a maximum of 7 MB, virus-free  and no more than 5 email transmissions.  They must be free from any form of virus or corrupted contents, or the quotations shall be rejected.  

It shall remain your responsibility to ensure that your quotation will reach the address above on or before the deadline.  Quotations that are received by UNDP after the deadline indicated above, for whatever reason, shall not be considered for evaluation.  If you are submitting your quotation by email, kindly ensure that they are signed and in the .pdf format, and free from any virus or corrupted files.
	
Please take note of the following requirements and conditions pertaining to the supply of the abovementioned good/s:  

	Delivery Terms 
[INCOTERMS 2010] 
(Pls. link this to price schedule)
	☒DDP
United nations building, Diplomatic quarter, round about 9, P.O.Box 94623 Riyadh, Saudi Arabia


	Customs clearance[footnoteRef:1], if needed, shall be done by: [1:  Must be linked to INCO Terms chosen.] 

	☐UNDP
☒Supplier/Offeror  
☐Freight Forwarder

	Exact Address/es of Delivery Location/s (identify all, if multiple)
	United nations building, Diplomatic quarter, round about 9, P.O.Box 94623 Riyadh, Saudi Arabia
 

	UNDP Preferred Freight Forwarder, if any[footnoteRef:2] [2: Depends on INCO Terms. The suggestion to use a UNDP preferred courier is only for purposes of familiarity with procedures and documentary requirements applicable to the UNDP when clearing with customs. ] 

	NA
	Distribution of shipping documents (if using freight forwarder)
	NA
	Latest Expected Delivery Date and Time  (if delivery time exceeds this, quote may be rejected by UNDP)
	☒ The supplier is responsible to deliver requested catering services during UNDP Saudi Arabia during the working hours from (8:00 AM until 4:30 PM)


	Delivery Schedule
	☒Required


	Packing Requirements 

	☐)Not required 

	Mode of Transport
	  ☐ AIR
	☒LAND

	
	   ☐SEA
	☐OTHER [pls. specify]

	Preferred 
Currency of Quotation[footnoteRef:3] [3:  Local vendors must comply with any applicable laws regarding doing business in other currencies.  Conversion of  currency into the UNDP preferred currency, if the offer is quoted differently from what is required, shall be based only on UN Operational Exchange Rate prevailing at the time of UNDP’s issuance of Purchase Order.] 

	☒SAR (Saudi Riyal)

	Value Added Tax on Price Quotation[footnoteRef:4] [4:  This must be reconciled with the INCO Terms required by the RFQ.  Furthermore, VAT exemption status varies from one country to another.  Pls. tick whatever is applicable to the UNDP CO/BU requiring the goods.] 

	☒ Must be exclusive of VAT and other applicable indirect taxes

	After-sales services required
	 NA

	Deadline for the Submission of Quotation 
	COB, Wednesday, November 20, 2019 @ 15:00 hrs ( Riyadh local time)


	All documentations, including catalogs, instructions and operating manuals, shall be in this language 
	☒ English 
      

	
Documents to be submitted[footnoteRef:5] [5:  First 2 items in this list are mandatory for the supply of imported goods ] 

	☒ Duly Accomplished Form as provided in Annex 2, and in accordance with the list of requirements in Annex 1;
☒ Latest Commercial Registration Certificate ;
☒ Written Self-Declaration of not being included in the UN Security Council 1267/1989 list, UN Procurement Division List or other UN Ineligibility List;
☒ Statement of Satisfactory Performance from the Top [3] Clients in terms of Contract Value in the past [3 years]. UNDP reserve the right to ask for more satisfactory performance reports
☒  list of clients and Minimum 3 contracts of similar value, nature and complexity implemented over the last 3 years.
☒  CVs of Key personnel ( account manager, chef, chef assistants, etc)

	Period of Validity of Quotes starting the Submission Date
	☒ 120 days 

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

	Partial Quotes
	☒ Not permitted


	Payment Terms[footnoteRef:6] [6:  UNDP preference is not to pay advanced amount upon signing of contract.  If vendor strictly requires advanced payment, it will be limited only up to 20% of the total price quoted.  For any higher percentage, or advanced payment of $30,000 or higher, UNDP shall require the vendor to submit a bank guarantee or bank checque payable to UNDP, in the same amount as the advanced payment made by UNDP to the vendor.] 

	☒ The cost will be paid by the beneficiaries ( UN employees) directly as arranged with the contractor ( daily or weekly or monthly), If there’s any cost that might be incurred by UNDP, then it should be stated in the offer provided - Bidders can propose the best option for payment with their offers


	Liquidated Damages 
	☒ not applicable 


	Evaluation Criteria 
[check as many as applicable]
	☒ Technical responsiveness/Full compliance to requirements and lowest price[footnoteRef:7] [7:  UNDP reserves the right not to award the contract to the lowest priced offer, if the second lowest price among the responsive offer is found to be significantly more superior, and the price is higher than the lowest priced compliant offer by not more than 10%, and the budget can sufficiently cover the price difference.  The term “more superior” as used in this provision shall refer to offers that have exceeded the pre-determined requirements established in the specifications.] 

☒ Full acceptance of the PO/Contract General Terms and Conditions 
Non-acceptance of the terms of the General Terms and Conditions (GTC) shall be grounds for disqualification from this procurement process.
☒ Experience of past contract in similar nature minimum of three (3) Years.
☒ Submission of all required documents as mentioned in the RFQ 
Comply with table 3 under Annex 2

	UNDP will award to:

	☒ One and only one supplier 

	Type of Contract to be Signed
	☒ Long Term Agreement. LTA to be issued initially for one year and to be extended for another two years (1+1) based on contractor performance


	Contract General Terms and Conditions
	☒ General Terms and Conditions for contracts (goods and/or services)

Applicable Terms and Conditions are available at 
http://www.undp.org/content/undp/en/home/procurement/business/how-we-buy.html 

	Special conditions of Contract
	☒ Cancellation of PO/Contract if the delivery/completion is delayed by 7 days


	Conditions for Release of Payment
	NA
 


	Annexes to this RFQ[footnoteRef:8] [8:   Where the information is available in the web, a URL for the information may simply be provided.] 

	☒ Specifications of the Goods Required (Annex 1)
☒ Form for Submission of Quotation (Annex 2)
☒ General Terms and Conditions / Special Conditions: http://www.undp.org/content/undp/en/home/procurement/business/how-we-buy.html 

Non-acceptance of the terms of the General Terms and Conditions (GTC) shall be grounds for disqualification from this procurement process.  

	Contact Person for Inquiries
(Written inquiries only)[footnoteRef:9] [9:  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.] 

	Primary Contact (sent email “TO”):
Rayyan Albeladi
Procurement Associate
Bids.sa@undp.org 

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.



Goods offered shall be reviewed based on completeness and compliance of the quotation with the minimum specifications described above and any other annexes providing details of UNDP requirements. 

The quotation that complies with all of the specifications, requirements and offers the lowest price, as well as all other evaluation criteria indicated, shall be selected.  Any offer that does not meet the requirements shall be rejected.

Any discrepancy between the unit price and the total price (obtained by multiplying the unit price and quantity) shall be re-computed by UNDP.  The unit price shall prevail and the total price shall be corrected.  If the supplier does not accept the final price based on UNDP’s re-computation and correction of errors, its quotation will be rejected.  

After UNDP has identified the lowest price offer, UNDP reserves the right to award the contract based only on the prices of the goods in the event that the transportation cost (freight and insurance) is found to be higher than UNDP’s own estimated cost if sourced from its own freight forwarder and insurance provider.  

At any time during the validity of the quotation, 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 quotation.   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 Purchase Order that will be issued as a result of this RFQ shall be subject to the General Terms and Conditions attached hereto.  The mere act of submission of a quotation implies that the vendor accepts without question the General Terms and Conditions of UNDP indicated above - http://www.undp.org/content/undp/en/home/procurement/business/how-we-buy.html .

UNDP is not bound to accept any quotation, nor award a contract/Purchase Order, nor be responsible for any costs associated with a Supplier’s preparation and submission of a quotation, regardless of the outcome or the manner of conducting the selection process. 

	Please be advised that 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 Vendor to avoid and prevent 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, specifications, cost estimates, and other information used in this RFQ.  

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

Thank you and we look forward to receiving your quotation.
Sincerely yours,

Rayyan Albeladi
Procurement Associate			November 10, 2019	
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Annex 1


Technical Specifications/requirement 
Provision of Catering Services

UNDP requires the Provision of Catering Services at Saudi Arabia country office, located at: 

United nations building, Diplomatic quarter, round about 9, P.O.Box 94623 Riyadh 11614, Saudi Arabia


[bookmark: _Hlk20060414]The Office is hosting other UN agencies in its premises with approximate of about 82 staff.  An on-site cafeteria/catering service are important to improve the condition, quality and morale of the working environment. Having a cafeteria on-site gives employees the option of staying inside the office during their lunch break.

The cafeteria should be operated by the qualified service provider based on LTA contract. The catering service will not incur any cost to UNDP.

The Contractor should be capable to provide the professional services as per below scope of services:

Responsibilities of the Contractor

1. The Contractor will provide prepared food selections 5 days a week (Sunday-Thursday) to staff.
2. The catering service shall include purchase, preparation, and service of meals, as well as up keep/cleaning of canteen facilities and equipment.
3. All food items should have in display the ingredients and the calories count
4. The Cafeteria will be open from 8:00AM-4:30PM. Breakfast time: 08:00 – 10:00AM. Lunch time: 12:00- 03:00 PM. 
5. Opening time and the menu to be displayed on the menu board at an appropriate place near the canteen.
6.  The Contractor will provide variety of menus in agreement with the UNDP. The menus might be altered or modified according to UNDP demand. Prices shall be accordingly negotiated. A list of food items shall be agreed upon by UNDP and the Contractor.
7. Hot meals Cooking is not allowed at the kitchen.
8. The Contractor will provide qualified staff to operate the services in the canteen.
9. The Contractor will pay and manage their staff with no responsibility or liability on the part of UNDP for any related social and fiscal charges and obligations.
10. The Contractor will provide food and suitable uniform to its staff employed for the purpose of this Request for proposal. The Contractor will ensure that staff uniforms are changed and laundered regularly. The staff of the Contractor must maintain the high standards of personal hygiene.
11. The Contractor will be responsible for the daily cleaning and sterilizing of assigned Cafeteria premises for the purpose of keeping it in a clean and hygienic condition.
12. The Contractor to ensure that all food is served fresh and clean and shall assume responsibility for food poisoning if it is proven that it was caused by the food that was served by the Contractor.
13. Any cooking equipment and other equipment that the caterer might bring into the cafeteria must be approved by UNDP Administration / Health & Safety.
14.  The Contractor shall undertake the financial liability of UNDP property such as kitchen equipment. 
15. Upon starting the contract, the Contractor will provide a full list of equipment, utensils, cutlery all labeled as company owned. The list of the above will be checked and signed by both parties.
16. All household type garbage originating from catering service will be put into designated garbage container depending on the type of garbage whether plastic, paper or organic and then should be delivered to a recycling facility for proper disposal. Proof of proper recycling disposition should be handed to UNDP in a quarterly basis.
17. The Contractor will provide properly trained personnel in food preparation, catering and servicing. Knowledge of Basic English is required.
18. The Contractor will be responsible for purchasing, preparation, transportation and selling of food items at the cafeteria. The service and food quality should be of high standards.
19.  In case of special occasions at UNDP offices, the Contractor might be requested to cater and provide meals of different dishes as requested by UNDP. Meals prices shall be reasonable within market range and agreed upon with UNDP in advance.
20. The Contractor shall not sub-lease the Cafeteria or part thereof.
21. The Contractor shall not make and material or structural alterations to the Cafeteria.
22. Items provision is ranked as per the following:
a. Items with status A should be available during all days of service
b. Items with status B should be available in quantities that meet the overall service demand in any variety. At least one item of this status should be lactose free and gluten free and available daily. At Least one item of this status should be suitable for diabetic diet (low in carbohydrate, no saturated fat, no trans fat, low in sodium and etc…)  and available daily.  
Expected Quantities:
As the service will be provided for the staff and the users and visitors of the building, there is no identification for minimum quantities, bidder should do the estimation based on their own review of this requirement and UNDP will not guarantee any changes of increasing the prices due to changes in demand. Having stating that, and as guidance, UNDP expected that items type A might be within the range of 20 to 30 quantities per item and item Type be B within the range of less than 20 quantities per item. Suppliers are advised to visit the place prior to submit their bids.

Responsibilities of UNDP

I. UNDP will provide premises of the cafeteria for free.
II. UNDP will provide electricity, water, cool-heat air conditioning.
III. UNDP will provide all the required service equipment provided that the contractor provide a list of all the needed equipment and tools. The list will be checked and signed by both parties.
IV. UNDP will provide access and access cards to the Contractor's staff to UNDP building. (Staff shall be security cleared by UNDP security Unit).
 

Quality:
UNDP will carry out announced and unannounced routine and non-routine inspections of the service provider’s operations.

UNDP reserves the right to reject any/all services performed which do not conform to UNDP’s requirements. Rectification of rejected services shall be at the expense of the service provider. Failure to correct inadequately performed services could result in termination of the contract.






Mohammed Mudawi
Deputy Resident Representative			November 10, 2019

Annex 2

FORM FOR SUBMITTING SUPPLIER’S  QUOTATION[footnoteRef:10] [10:  This serves as a guide to the Supplier in preparing the quotation and price schedule. ] 

(This Form must be submitted only using the Supplier’s Official Letterhead/Stationery[footnoteRef:11]) [11:  Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for verification purposes ] 



We, the undersigned, hereby accept in full the UNDP General Terms and Conditions, and hereby offer to supply the items listed below in conformity with the specification and requirements of UNDP as per RFQ Reference No. SAU10-19-007.
	Please refer to item’s rank description in Annex 1

TABLE 1 :  Offer for the Top Selection of Catering Items needed by UN Employees:  

	Item No.
	Description/Specification of Goods

	UoM

	Quantity
	Items Rank
	
Unit Price

	1
	Breakfast:
	
	
	
	

	
	Omelets:
	
	
	
	

	
	1) Omelets ( plain)
	One Serving
	1
	B
	

	
	2) Omelets (2- 3 added ingredients)
	One Serving
	1
	B
	

	
	3) Fruit salad
	One Serving
	1
	A
	

	
	Sandwiches: 
	
	
	
	

	
	1) Haloumi
	One Serving
	1
	A
	

	
	2) Kashkawan
	One Serving
	1
	B
	

	
	3) Mixed Cheese
	One Serving
	1
	B
	

	
	4) Pepperoni & cheese
	One Serving
	1
	B
	

	
	5) Turkey
	One Serving
	1
	B
	

	
	6) Chicken
	One Serving
	1
	A
	

	
	7) Steak
	One Serving
	1
	B
	

	
	8) Homemade burger
	One Serving
	1
	B
	

	
	Pastries:
	
	
	
	

	
	1) Zaatar
	One Serving
	1
	A
	

	
	2) Cheese
	One Serving
	1
	B
	

	
	3) Pizza
	One Serving
	1
	B
	

	
	4) Spinach
	One Serving
	1
	B
	

	
	5) Corrasaint Zaatar 
	One Serving
	1
	A
	

	
	6) Corrasaint Cheese
	One Serving
	1
	B
	

	2
	Lunch:
	
	
	
	

	
	Asian Wraps
(Chicken BBQ, Tikka, Fajita, etc) 
	One Serving
	1
	B
	

	
	1) Meat Dish with Rice/ Potato/pasta
	One Serving
	1
	B
	

	
	2) Chicken Dish with Rice/Potato/pasta
	One Serving
	1
	A
	

	
	3) Vegetarian Meal (No Dairy Ingredients)
	One Serving
	1
	B
	

	
	4) Pasta Meal
	One Serving
	1
	A
	

	3
	Salads with different dressings( French vinaigrette, balsamic & Greek dressing):
	
	
	
	

	
	Chicken salad
	One Serving 
	1
	A
	

	
	Greek salad
	One Serving
	1
	A
	

	
	Rocca salad
	One Serving
	1
	B
	

	
	Fatoush salad
	One Serving
	1
	B
	

	
	Tuna Salad
	One Serving
	1
	B
	

	
	Quinoa salad
	One Serving
	1
	A
	

	
	Caesar salad
	One Serving
	1
	A
	

	
	Crab Salad
	One Serving
	1
	B
	

	4
	Cold Beverage
	
	
	
	

	
	Fresh Orange Juice
	Cup of 
250 ml
	1
	A
	

	
	Fresh Strawberry Juice 
	Cup of 250 ml
	1
	B
	

	
	Fresh Mango Juice
	Cup of 250 ml
	1
	B
	

	
	Fresh Cocktails Juice
	Cup of 250 ml
	1
	B
	

	
	
	Total Prices of Goods[footnoteRef:12] [12:  Pricing of goods should be consistent with the INCO Terms indicated in the RFQ] 

	
	
	

	
	
	Add : Cost of Transportation
	
	
	

	
	
	Add : Cost of Insurance
	
	
	

	
	
	Add : Other Charges (pls. specify)
	
	
	

	
	
	Total Price ( considering 1 unit for each item)
	
	
	






TABLE 3 : Offer to Comply with Other Conditions and Related Requirements 

	
Other Information pertaining to our Quotation are as follows :
	
Your Responses

	
	Yes, we will comply
	No, we cannot comply
	If you cannot comply, pls. indicate counter proposal

	Validity of Quotation: 120 days
	
	
	

	All Provisions of the UNDP General Terms and Conditions
	 
	
	

	ISO or equivalent quality certificate
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




All other information that we have not provided automatically implies our full compliance with the requirements, terms and conditions of the RFQ.




[Name and Signature of the Supplier’s Authorized Person]
[Designation]
[Date]
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