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_ _ Phnom Penh, Cambodia
______________________________ S Julya, 2014

Sub;ect, Request for. Pmpasai {REP) fm' mesmn of Travel Managemeat Services far {}N
: Agencies and its projects in Cambodia

Ref: PROCESS-36-18467
| Dear Sir/Madam:

. Tha %Jmted Nations Deveiapment Prngramm& (UNDP} hereby mvsteﬁ you to mbm:t a Proposal to thls
: Requast for Praposal (REP) for the above-referenced subject.

“This RFP includes the following documents:

: Se{:tmn 2 - instmcnons to ?mpcsers {mcludmg Qata $heet)

" Saction 3~ Terms of Reference

- Bection 4 - Praposs! Subrmission Form : : ' :

- Section 5 Documents Establishing the Eiigibltzty and Quahﬁcat:ons of the Pmposar

| Section B Technical Proposal Form

. Section 7 ~Fihancial Proposal Form

© Bection B+ Form for Proposal Security . - -

- Settion 9 - Form for Parformance Secur;ty {dfsregafaf i not réquired &8 per Doty Shee%}

. Bection 10~ Form for Advanced Payment Guarrantee [disregord, if not required o per Dute Sheez‘j
- Saction 11 Contract for Professional Services, mciudsng Genetal Terms and Conditions

" Your offer, comprising of a Technical and Financial Proposal, in separate sealed envelopes, should
- be submitted in atcordance with Section 2 and to the following address no later than 28 July 2014 by
. 11:00 a.m,, local time. Late submission shall be rejected.

-UNDP Cambodia, Registry Office {Building No. 3)
No. 18, Pasteur Stroet, Boeung Keng Kang |
PO Box 877, Phnom Penh, Cambodia _
At Procurement Manager, Procurement Unit

Al interestad bzdders are encouraged toattend a preﬂb:d rmeeting to be held on 15 July. 20‘543 .
: '__09 00 a.m. at below address:

UNDP Cambodis {Building No. 5]
L LAR Conference Room R o
© No. 18, Pasteur Stroet, Boeung Keng Kangl, I

L



f?_hm}m Penh, Cambodia -

You are kindly requested tfo submit an acknowledgment letterto UNDP to the: followirig email
- addreas vannara.chea@undp.org and cc grocurement. khi@undp.org advising whether your. mmpaﬂy """""""""""
intends to submit & Proposal. if that is ot the case, UNDP would appreciate your mdzcatmg the reason,
for pur records. The letter should be received by UNDP pmferahiy no later than 18 July 2014

o Hyous ‘have received this RFP throigh a direct tnvitation by UNDP, transferring this mwtat;on T

: another firm requires your written notification to UNDP of such transfer and the. name of the company {6 _

“wham the invitation was forwarded. _ R
_ Shaui& you require further ciarz?catmns, Kindly cem:’ﬁﬂr’zitata with' the fontact person sdenttf;ed in

the attached Data Sheetas the focsl point for queries on this RFP,

_ UNDP looks forward t6 receiving your Pmpnsai and thanks you m a{ivance for your mtemst nUNDP
sprocurerent: opportunities. .

- Yours sincerely,
K ?.9‘ wb}/\’? ‘:}% . éﬁw

Kolapiﬁui{mgj o
* Procurement Manager


mailto:vannara.chea@undp.org
mailto:procurement.kh@undp.org

Eﬁef’mtmns ' P :

§

“Contraet™ refers to- the agrésment that will be signed by and between the UNDP and the.
succassful proposer,. all the attached documents thereto, inchuding the General Terms and

- Conditions {GTC) and the Apperndices.

“Country” refers to the country indicated in the Data Sheet.

| “Doato Sheet” refers'to such part of the Instructions o Proposers sed to reflect conditions of the

tendering process that arg Specific for the reduiraments of the REP,

. -'*”Zfsfﬁ_i'f”'w'férs 1o calendar day.

“Government” refers to the Government of the country that will be receiving the services

provide"ditender@d specified under the Contract.

“Instructions to Proposers” (Section 2 of the RFP) refers to-the complete $6t of documeiits that
provides Proposers with all information needed and procedures to be followed in the course of
- preparing their Proposals:

’fMa'féré&]'Dewdt;m refers 16 any contents or cha ré{:téﬁstrcs-df ‘the .'pmpmsai tﬁa'i'|S-'§|gn|§ita'n't¥y :

different from an essential aspect or requirement of the RFP, and : {i) substantially alters the scope

. and guality of the requiréments; {if) limits the rights of UNDP aﬁd}er the obligations of the offeror;
- and (i) ddversely impacts the fairness and principles of the procurement process, such as those

. that compromisethe competitive positios of other offerors.

“Broposal” refers to the Proposer’s respense to the Request for Proposal, includinig the Proposal

Subinission Form, Technical and Financial Proposal and all other dqti}_ﬁ%émat’i on attached thereto
as required by the RFP.

"’Prc:paser refers ¢ any legal entity that may subm;t, oF has suhmmed @ ?"mpesai for the '.
provision of services requested by UNDP through this RFP,

" TREP” vefers to the Request for Proposals consisting of instructions and references prepared by

UNDP for purposes of selecting the best service ptovider to perforim the services described in the

_ Terms-of Reference.

iServices” refers to the entire scope of tasks and deliverables requested by UNDP under the RFP.

U Nyseo this Bection 2 - Tastraofiony 16 f’: apmw s shall vt be mz?d;ﬁw’ iRy Wy, - ARE BeCessary ;kfmzes ir indren spgz:{zg

- Gountre and project information, shall by istroduced ol

s tiroueh the Date Sheet.,.

I W



) “’Supp!emenm! Informotion to the RFP” refeérs 6.8 written communitation issued by UNDP to

praspective Proposers containing clarifications; responses-to queries réceived from prospectivé

~ Propusers, or chafiges to be made in the RFP, ‘atany time after the release of the RFP but before

)

‘the deadlirie for the submission of Proposals.

“Terms of Reference” {TOR) refers to the document included in this RFP as Section 3 which

describes ‘the. objecttves, scope of Services, wctivities, tasks to be: perforimed, respettive
responsibilities of the proposer, expected results and deliverables and other data pertment to the

'_ performance of the range of dutiesand services expected of the successtul proposer.-

A GENERAL

- UNDP hemby sahcrts ?ro;aasais 1 response m thzs Request for Pmpc:sai (RFP‘} F’mpoaers must"'

strictly sdhere to all the requirementsof this REP.. No changés, substitutions or. ather alterations

“to the rules and. pmwsmns stipidated in this RFP may be made or assumed urless it is instructed
" or approved iy wmmg by UNDP in the form of Suppiementai Hifermation 16 the REP.

'Z.Suhmzsszon of 3 Proposal shall be deemed as an acknowledgerient by the Proposer that 311'
_obligations stipulated by this RFP will be met and, utiless specified otherwise, the Propuser has
read, understood and agreed to all the instructions in this RFP,

. ;'Any Proposal subm;tted ‘will be regarded as an offer by the Pm;::c:ser and {iaes nat ccnstltute or
imply the acceptance of any Proposal by UNDP. UNDR is tnder no. obligation to award a contract
1o any Proposer a5 @ result of this RFP!

'.coiiusmn unethical pract;ces, ‘and ﬁbstructzan UNDP i3 commstted m ‘preventing, ;dentifymg and'
_.--addressmg all acts of fraud and corrupt practices against UNDP as well as third parties involved in
-UNDP activzt:eg {See

plicy Emzhsh FINAL june 2011, pdf and
htpd/wwwundp org/content/undn/en/hote/operations/procurement/protestandsanctions/
For full description of the poficies}

. I responding to this REP, UNDP requires all Proposers to conduct themselves in a professional,
objective and impartial manner, and they riust at all times hold UNDP's interests paramount.

Propusers must strictly avoid conflicts with other gssignments or their own interests, and act
Awithout consideration for future work. -All Propusers found to have a conflict of interest ghall be
disqualified,  Withéut limitation on the gengrality of the above, Progosers, and any of thelr
-affifiates; shall be considered o have-a conflict of interest with one or more parties in this
‘solicitation process, tfthey

5, 1 Aréof havebeen: assmiated m the past wsth a firmvoF any of its. aff" iiates whwh have been.
engageé UNDP to provide services for the préparation of the design; specifications, Terms.


http://www.undp.org!content!dam!undp!librarv!corporate!Transparency!UNDP
http://www.undp.org/content/undp/en/home/operations/procurement!protestandsanctions!

of Reference, cost -analysis/estimation; and other documents to be used for the
procurement of the goods and servicesin this selection protess: i
52 Were involved irithe preparation andfor 'dé’sigh of the programime/project related to the .
----- services requested under this RFP; or
53 Arefound to be in.confiict for any other reason; as may be established by, or at the S
discretion of, UNDP, ) RS

T the gvent of any uncer‘tamt‘y i the mterpretatsan of what is pt}tent:aily a ccnfhct {Jf mterest- .
- proposers must disclose the. cendztmn fo UNDP and seek UNBP's confirmation on whether or not
such conflict exists,

6. Simiitarly, the Proposers must disclose in their #fapmai't”h‘éif-'i%'n'é'wé'etigé:b% %i’ié-'i’*{:}'li{:-w‘%'ng::

B __.'“i“bat they are owners, part-swners, officers; direttors, cmﬂtralimg shareholders, or fhéy
have key persannel who are family of UNDP staf invelved in the procurement funttions
- and/or the Government of the cotntiy o any Implementing Partner receiving services

- prder this RFR; and _ ' '
62 :A'"l m:h'er'ci'rcum'sta'n'cesfh'at-cauic’i pote‘htia]iyiéad‘ta‘ attual or parceived conflictof interest,

* Failre of siich disclosure may reslt in the rejection of the proposal or proposals affected by the
non-disclosire;

UNDP's further evaiuatson and rewew of various factors such s bémg r&gzstered 5 an
. Ihdependent entity, the extent of Goverament: ownership/share, recéipt of subsidies, rnandate,
- accessto information inrelation to this RFP, and others thatmay jead to undue advantage sgainst
: other ?repasérs, and the eventual re]ectlon of the Proposal,

8, Al% Fmpasers must adhere to'the UNDP Suppiser Code of Cam:iuct Whi{lh may be faursd atthis
- Jink: httpy/fwwwun,ore/depts/prd/pdf/conduct enzlish pdf

_B. CONTENTS OF PROPOSAL
9. SectionsofProgessl . . .

Proposers are required o complete sign and subinit the fc:ilewmg decuments

' 9 1.-Proposal Submission Cover Letter Form {sea BRFP Section 4), _ : B
9,2 Docummients Establishing the Eligibility and Qualifications of the’ Proposer {sed RFP Sectmn 5)
- 9.3 Technical Proposal {see prescribed form in RFP Section 6}
- 8.4 Financial Proposa% {see prescribed form in RFP Section 7); :
XS Proposal Security, if applicable {if required and a5 stated in the Data Sheet {DS f08. 5+ 12)
~ see prescribed Form in RFP Section 8}, :
- 9.6 Any attachments and/of appendices to the Proposal.

R


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

101 Proposefs may request clarificationy of :»my of the RFP documents no later than the date
indicated inthe Data Sheet {I’JS 50, 16) prior to the proposal submission date, Any request
for clarification must be sent in wntmg via courier or through electronic meansto the UNDP

-"address mdzcated in the nata Sheet {DS e 17) UNQP w:il responci m wntsng, transm:tted N

" the query but wrthout zdentifymg the source of inquiry) to a%i Pmpcsers who have prwsdeti R
ccnﬁrmatlcn of their intention to submita Broposal.

10.2 UNDP shall endeavor to provide such responises to ciar;f" catmns i an expedltmus manner,

' but-any delay in such respoise shall hot cause an abligation on the' part of UNDP to extend
the submission date of the Proposals, unless UNDP deems that such an extension is justified
-and necessary;

| 11. Amendriehit of Proposals

T ILT At dny time prioy to the deadline of Proposal submission, UNDP may for any reason, such
-as in response to a clarification requested by's Proposer, modify the RFP in the form of 2
Supplemental Information to the RFP. All prospective Pmpnsers will be notified in writing
-of all changegfamendments and addittonai instructions through Supp?ementai trforiation
to-the REP-and through the miethod. specified in'the Data Sheet (DS No. 18}

112 Inorder to afford prospective Proposers reasonable fime to consﬁdé'ﬁfﬁé amendments i
' preparing their Proposals, UNDP may, af its discretion, extend the deadline for submission
of Proposals, if the nature of the amendment 1o the REF justifies such an extension.

€. PREPARATION OF PROPOSALS

12, Cost
The Pmpesef 'sfh'a'ii bear any and ali cosls reiatecﬁ to the preparatzon and/t:ar subhmission 0? the
Frogossl, regardiess of whether its Proposal was selected or not. "UNDF shall in no case be
responsible or Hable for those costs; regardless of the conducy or oatcome of the procurement
Hrocess,

13, tanguage . .

* The Proposal, as well as any and all related correspondence exchanged by the Prapaser and
UNDP, shall be written in‘the . language {s) specified in the Data Sheet {DS-No 4), Any printed
fiterature furnished by the Proposer written in a language- otherthan the-language indicated in
‘the Data Sheet, must be aceompanied by 2 translation in the preferred language indicated inthe _'
Data Sheet. For purposes of interpretation of the Proposal, and in the: event of discrepancy or
inconsistency in meaning; the version transiated intothe preferred laﬂguage shall govern. Upon-
conciusion of & contract, the language of the contract shall govern the relationship between the
Eontractor and UNDP.



The Proposer shall submit the Proposal Submission Form using the formy ;}ravrded inSection 4
ol this REP,

Technical Proposal Format and Content

- Unless otherwise stated in'the Data Sheet (DS no. 28), the Propeser-shall structure the Technical
- Proposal as follows!

1532

453

stmc‘mre of the arganzzatzonf z:»rgamzationai capabshty;’resmmes and exparience nf'

arganization/firm, the Hist of projects/contracts (both completed and ornpiing, both

domestic and international) which are refated or similat in nature to the requirerients of
fthe'R?’P}-_'aﬂd proof of _ﬁjﬁa_n_t_:'i_e;_'i stabi lity and adequacy of resources to com plete the services
regiired by the RFP {see RFP clause 18 and D% No. 26 for further datails), Thé same shall

apply 1o any other entity participating in the RFP asa Joint Venture or Consortium,

proposed Methodology, . A‘;}pmécﬁ and Implementation Plan — this section should

demaonstrate the Pmpaaef §response to the Terms of Reference by :dentlf\;mg the specific

components pmmsed hcw the reqmrements shal% be addressed s spemf;eé pamt by

pmpased identifying the wcrks}pomem of tbe wmrk that w:ii be subcontracted; and
demnns’cratmg how the proposed methodology meets of exceeds the specrf:catzom{ whsle

ensuring appropriateness of the approach to the local conditions and the rest of the project’
operating environment. This methcdolcfgy rritist be faid out in s implementation Himetable

that'is within the duration of the contract as specified i the Data Shest {DS nos. 29 and
305

Pmpasers iust be fully aware that the pmducts of services that UNDP- requlres may be:

transterred, zmmed:ate?y or everitually, by UNDP to the Government . parthiers, or to-an’

wrtity fiominated by the latter, in sccordance with UNDP'y policies-and procedures. Al
proposers are therefore required to submit the following in their proposals -

fé‘) A gtatement of whetheér any import br expart ficences are- reqmre& in respect. af the

goods to be pur«:hased or services to be rendered, including any restrictions in the

ceountiy of origin, use oF dugl use nature of the goods 6r services, induding any
disposition to emﬁ users; and

I:;} ‘Confirmation that the Proposer has obtained licenss of this natiire in the past, and have:

‘an expectation ‘of obtaining all the necessary licenses, should their Proposal be

rentlared the most responsive.

Management Striicture and Key Parsonnel m'?ﬁ_?é_-se_ct’i’r}n"shou Il include the comprehiensive

curriculum vitae {CVS) of key persgnnel that wilrbe'assi:gj_ne&w support the implementation
~of the proposed methadology, clearly defining the roles and responsibilities vis-¥-vis the

- proposed methodology. CVs should establish-competence and demonstrate qualifications

iy areas relsvant 1o the TOR.



""""""" in complying- witly this section; the Proposer assures and confirms to- UNDP that the
persannei'being mm;nated are avaiiabie for the Cont’ra{;t on th'e éa%es ;}m;wsad 'if arzy ef
ar med_lca_l _mcapacrty; .8‘?"?"_‘3.0&_&{ _passlbilitms, UNDP teserves the right to _mnmder the
----- proposal non-responsive.. Any deliberate substitution arisinig fromy unavoidable reasons,
' including delay in the implémentation of the project of programime through no fault of the g
. Proposer shall be made only with UNDP’s acceptance of the justification for substitution,
and UNDP’s approval of the gualification of the replacement who shall be eitherof equal or
superior crédentials a5 the one being feplaced.

154 Where the Data Sheet requires the subimission of the Proposal Security, the Proposal
: Security shall be included along with the Techrical Proposal. The Proposal Security may be
forfeited By UNDP, and reject the Proposal, in the gvent of anly or any combination of the
- following conditions:

& ¥ 'f%ié"?‘r’é’pbé’éf withdraws its offer dufing the pericd of the Proposal Validity specified
inthe Data Sheet {DS'no. 11}, or; _ _ _ _

b)) 1f the Proposal Security amount is found to be less than what is reguived by UNDP as

. indicated if the Data Sheet (DS no. 8}, of;

¢} In'the case'the successful Broposer fails:

B szgn ‘the Contract affer UNDP has awardet:f it :

i o comply with UNDP's variation of requirement, as per RFP clause 35: 61

i tofurnish Performance Security, insurances; of other documents that UNDP rhay

' require as:a condition to rendering the effectivity of the contract that may be
Cawarded 10 the Proposer:

16, Financial Proposals

Thé'#inamﬂéi "F"mgaosai'f élh"ail'b'e' 'p?é‘paré& ﬁs'ing'tﬁe 'a‘ét'a{':'h'afd 'S:faﬁdéfd ‘fdfm '{ée‘cfibw'?} 'it'sh'ai'l'

costs. All outputs and activities descnbed in‘the Technical Pmpo5al must be priced saparateiy on

@ onetorone correspondence: Any output and activities deseribed in the Technical Proposal but

not priced in the Financial Proposdl, shall be assumed to be: clided in the prices of other _ .
aatrvsties or items; as welb as in the final total price, S _ S :

a7, ’{:a'rren'cie's. -

Al prices shall be guoted m the currency indicated ity the Data Sheet (0§ no. 15). H'Q_Wéver,;v.%hé re
Proposals are quoted in different curréndies, forthe purposes of comparison of all Proposals:

al UNDP will convert the currency quoted irithe Proposal into the UNDP preferred curréncy, in
avcordance with the prevailing UN operational rate of exchange on the last day of submission

- of Proposals; and
bl iy theevent that the propasai found 1o be the mast FESpONSIVE To the REP requ;remem is
3quoted i another currency different frony the preferred curréncy as per Data Sheet (DS no.
%), then UNDP shall reserve the right to award the contract in the currency of UNDP's



Proposals submitted by two {2) or'more Proposers shall all be rejected if they are found to have
...... Jgfthef{)”a“ﬁng
- @) ‘they have at Ieast one mntrollmg partner d:recmr or sharehoider Wwcommons of

b} -any one of them receive or have recaived any direct o indirect subsidy frof the other/s; oF L
¢} ‘they have the same legal representative for purposes of this RFP; or JEEERE
d} ‘they have a relationship with sach other, directly or through common third parties, that puts. g
‘them i & position to have access to information- about, of influence on the Proposal of,-
“ariother Proposer régarding this RFP process; _
&) ‘they are subcontractors to each other's Proposal, or a subcontractor 16.o1e Pmpmsai also.
_ ‘subimits another Proposal under s narie a5 tead Proposer; or
4} an expert proposed to be in the team of one Propaser participates in more than one Proposal
teceived for this REP process. Thig condition does not spply to subcontractors being included
~ i more thanone Proposal. - o

‘Documents Establishing the Eligibility and Qualifications of {l‘ié'ﬁ%bﬁbééf R

*

:'1'8

. The Proposer shall furnish documentary evidence cﬁ‘ it§ status 8 ah eligible and quahfred vendar, .

©using the forms provided under Sectioh 5, Praposer Information Forms. In order to award a

_ tontract to a Proposer, its. quailfmatmns must be documented to UNDP's satisfaction: These
inclide, but are ot limiited to, the following:

- a) That,inthe case of a Propuser sHering 1o supply goods rider the Contract which the Proposer
digt not Manufacture ar otherwise prod uce, the Proposer has been duly authorized by the

. goods’ manufacturer or producer to supply the goads inthe country of final destination;

b} Thatthe Proposer has the financial, Yachnical, and production capability hecessary to perfcsrm

- the Contracti and :

&} That, to the bestof the Proposer's knowledge, it is not included i the UN 126771988 Listor
the UN tneligibility List, nor in any and all of UNDP's list of suspended and removed vendors.

18, Joint Verture, Consortium or Assodiation

- )fthe Proposer is a group of legal entities that will form or hiave formed & joint venture, consortiony
orgssociation at the time of the submission of the Proposal, they shall confirm in their Proposal
that 1 {i) they have designated one party 1o act as a lead entity, duly vested with authority to
: :iegaily bind the mermbers n‘f'themmt venture;amtly and severally, and this shall b duly evidenced
by a duly notarized Agreement among the legal entities, which shall be submitted along with the
. Proposal; and (i} ¥ they are awarded the contract; the contract shall be enterad into, by and
 between UNDP and the desigiated lead entity, who 'shiall be atting forand on behalf of all the
member éntities comprising the joint venture.

- After the Qmposai as been submitied to UNDP, the iead ent;ty rdent:fzed ta represem the ;mnt'
. venture shail nof be altered without the prior written conserit of UNDP. Furthermore, neither the
- Jead entity for the rember entities of the jointventure cam

- @) Submitanother proposal, either in its own capadity; nof

________ W



- joint venture shalt _be sub;ect o zhe .e!_zgnbz%ity.and quahﬁcatmn assessment by uNi}P‘ IR

:'Where # ;omt ventire is presen‘tmg its track re{:ard and axper:em’:& ina s;malar under‘takmg as L
~those required in the RFP, it should present such information jry the following manner: ' '

. '._éa')'_ Those that were. undertaken tt}gether by thejoint venture, and : :
B) Those that were undertaken by the indivigual entities of the joint venture pxpiected ta be
invalved inthe performance of the sefvices defined in the RFP..

Previcus contracts completed by individual experts working privately but who are permanently
B were temporarily associated with any of the member firms tannot be claimed as the experience
- of the joint venture of those of its miembers, but should only be claimed by the individual experts
themiselves in'their présentation of their individual credentiais:

i & joint ventuie's Proposal is determined by UNDP as the wiost responsive Proposal that offers
_thebest value for money, UNDP shall award the contract to the joint venture; in the name of its -
designated lead entrty The lead entzty shall sign the contract for and on behalf of all other
iember éntities.

20, Alternative Peopesals

Unless otherwise specified inthe Data Sheet (DS hos. 5-and BY, alternative proposals shall not be
considered. Where the conditions for its -acceptance are wet, or justifications are tlearly
pstablished, UNDP reserves the right to award a contract based on-an alternative proposal.

1. Validity Period
-'-'?raposais sha[i remain valid for the peﬂod specified in'the Data Sheet{DSno. §), camm&ntmg on
the submission deadline date also indicated in the Data Sheet {05 rio. 21).. A Proposal valid for &
~shoier pennd shall be immediately rejected by UNDP and rendered aon-responsive.

Clw axcept;onai cm:umstances; prmr 1o the expiration af the proposai validity period, UNDP may
request Proposers to extend the peried of validity of their Proposals. The request and ‘the:
responses shall be made in writing, and shall be considered integral to the Propossl.

27, Proposer’s Conference.

When' appreprsate, a pro;sc)se:’s ct}nference wﬂi he ccn{iucted a% thie date, time: arzd iccaiean'
--'specsfed il the Data Sheet {05 fio. 7). All Proposers are: gncouraged 1o attend. Non-attendance,
however, shail fot result in disqualification of an interasted Proposer. Minutes of the proposer's
conference will be either posted on the’ URNDP website, or disseminated 1o the individual firms
-whio have registered or expressed interest with the contract, whether or not they attended the
conference. No verbal statement miade. during the conference shall modity the terms nd

i
{‘M -

g &g..g»_ .



conditions ‘of the RFP unless such statement is specifically written’ in the Minutes of the
Conference, orissued/posted a5 an amendment i the form of a Supplemental Information to the
HFP. .

D. SUBMISSION AND OPENING OF PROPOSALS SRR
..-23'502}:7%1'55!&&- . . _' _ _: .. .

: 23 1 The. Fmaﬁczai ?mpassl -and the Tefzhmc:al ?ropasa% Erzvelnpes M{JST BE COMPLE' I‘[—;L‘{

-SEPARATE and sach of them must be submitted sealed individually and clearly marked on-
- the gutside 85 8ither "TECHNICAL PROPOSAL” or “FINANCIAL: PROPOSALY, as a;}pmpr;ate S
Each envelope MUST clearly indicate the name’ of the Proposer; The outer envelopes shall o

 bear the address of UNDP as Spemf:e{i in the Data Sheet [DS no.20) and shall indlude the
-Proposet’s name and address,. a5 well as 2 warning that state “not to be opened before the.
time and . date for proposal openihy” as specified in the Data Sheet DS no; 24%.  The-
- Proposer shall ‘assume the responsibility for the misplacerment or premature opeing of-
Proposals due to improper sealing and labeling by the Proposer.

232 Proposers-must submit their Proposals in the manner specified in tbe Bata Sheet D5 nos )
: F2and 23), ‘When the Proposais are expected 1o-be fn transit for move than 24 hours, the:
Proposer must ensuré that sufficient lead time hias been provided in order to- comply-with
CUNDPs deadline for submission. UNDP shall indicate for its record that the official date and
“tirrie of recsiving the ?roposai is the actual date and time when the said Proposal has
“physically arrived at the- UN{}P_pr_em;ses indicated in the Data Sheet (D5 no. 20):

“23.3 Proposers submitting Proposals by mail or by hand shall enclose the original and eachcopy-

~of the Proposal, in separste sealed envelopes, duly marking each of the envelopes. as
Originat Proposal” and "Copy of Proposal” as appropriate. The 2 envelipes shall then be
~sealed inan outer envelope. The number of copies required shall be asspecified inthe Data.
Shaet (DS No. 18). 1A the evént of any distrepancy between the contents of the “Original
~Proposal” and the "Copy of Proposal”, the tontents of the original shall govern. The originat
“wersion of the Proposal shall be signed or initialed by the Proposer o persan{ 51 duly
-authorized to commit: the Proposer on every page. The authorization shalf be-
-communicated through & document evidencing such authorization ;ssued by the highest.
“pfficial of the firm, oF a Power of Attorney, accompanying the Proposal,

334 Proposers must be aware that the mere act of submission of-a Proposal, in and of ftself,
imiplies that the Proposer accepts the General Contract Terms and Conditions of UNDP a§-
. -attached herefoas Section 11,

- 24. Deadline for Submission of Proposals and Late Proposals

-Proposals miust be received by UNDP at thee address and po lates than the date and time s;;mfn&d" o
inthe Data Shaet {DSnos: 20 and 21},

'UNDP $hall not consider any Proposal that arrives after the deadling for submission of Proposals.

12
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Any Proposal received by UNDF after the deadiine for submission of Proposals shall be declared

{ate, rejected, am:i returned unopened to the Proposer,

28, Withdrawal, Substitution, and Modification of Proposals

. .:213‘:-"
UNDE Wil open the F’rapasaia n tha presem:e o‘f an ad- I’u}c z:omm[tzee fcrmed by UNDP af at feast |

‘two {2) memibers.. ifeledtronic submission is permitted, any specific electroiic proposal opening
“procedures shall be ds specified in the Data Sheet (DS no. 23);

.

251 . ‘Proposersaré expected 1o have sole responsibility for taicmg ste;}s i’a carefuily axarmiie

‘in detail the full consistency of Its Proposals 1o the requirements of the RFP, keepmg in
- nind that-material deficiencies in providing information requested by UNDP, or lack
clarity in-the. description of services to be provided, mdy résultin the rejection of the
- Proposal..  The Proposer shall assumé the respons:bti:ty regarding  erroneocus
mterpretatmns or conclusions made by the Proposerin'the course of understanding the
RFP outof the set of information furnished by UNDP.

AEE A Pm;:‘soser may withdraw, substitute or modify its Pwpasal after it s been submmed

by sending a written notice in accordance with Clause. 231, duly signed by an-authorized
representative, and shall include a copy of the authorization{or s Power of Attornay). The
corresponding substitution or ‘miodificstion of the Proposal -must accomﬁany the
| respective written notice, All notices must be raceived by UNDP prior to the deadline for
~submission and submitted in accordance with RFP Clause 23:1 {except that withdrawal
notices do not- require copies), The respective -envelopes sha%i be clearly marked

: ”WETHDRAWAL i ”SUBS?? TUTION,” ar MODZ?iCATION”

253 :-Pmpt:sais‘.reqﬁested to bé'_witﬁdrawﬁ -shal% be returned u‘ﬁo{;éned to the Proposers:

354 No Propusal may be' w:thdrawn, substituted, or modified in the interval between the
deadline for sibmission of Proposals and the expiration of the period of proposal validity

spemﬁed hy the !-"mposer on'the Proposal Stbmission Form or ANY extensich theregof.

Froposal Opening

'The Proposers’ names, nodifications, wuthdrawais, the condition of the enveic;pe §abeis{seaisﬁ the -
upriber of foldérs/files and all other such other details as UNDP may consider appropriate, will
be announced at the opening, No Proposal shall be rejected at the opening stage, except for late
submisston; for which'the Proposal shali bereturned unopened to the Proposer. :

{Canﬁ&e‘nfiaiity

information relatmg to the exam:nation; evaiuatmn, and cofmgarison of Pr{}posals, and the
recominendstion of contract: ‘award, shall not be distlosed to Proposers or any other personsnot:
officially concerned with such process, even- after publication of the contract award.

Ay 'é‘ff'{irf by a Proposer to influence UNDP inthe examination, evaluation and comparisan of the
Proposals or contract award detisions may, at UNDP's decision, fesult i thé rejection of ifs.
:?rapﬁsal



dabrzefmg The purpcsa of: the tiabnefmg ts drscussmg the strengths aitvd weaknesses of th&

--Proposer §. subm:sszan? in order to assist the Proposer in improving the proposals presented to

UNDP. The content of other. ;}rcposais and how they comipare to the Proposer’s submission shall

ot be discussed.

- E. EVALUATION OF PROPOSALS

: 28,

Preliminary Examination of Proposals

. _im_z_ns_mum d:}cumentary r__eczm_rements, w_hether the documents have:» beern pmperiy _s;gned
- whether or not the Proposer 8 in'the UN Security Councl 126771988 Committee's st of tervorists
©and rerrorist fivanciers, and in UNDP 5 list-of suspended and removed vendors, and whether the
_ Proposals are generally in order, among other indicators that may be used at this stage.. UNDP
- vy rejelt any Proposal at this stage.

29,

291 UNDP shall examine the Proposal to confirm that all terms and conditions under the UNDP

Evaluation of Propusals S

Generd Terms and Conditions and Specidl Conditions have been accepted by the Propaser
_..'Withfmi' any deviation orreservation;

' -EQ 2The evaluation team shall review and evaluste the Technical Proposals on the bassa af ﬁ‘iélf.

responsiveness tothe Terms of Reference and other docurmentation provided, appiymg the

evaluation criteria, sub-criteris, and point system spacifisd n the Data Shet {05 ne.: 32L
- Each responsive Proposal will be-given a technical score. A Proposal shall be rendered non-

* responsive at this stage it it.does not substantially respond to the REP. ‘particularly the

_ démands of the Terms of Reference, which also-means that it fails to achieve the minimum
~ technical score indicated in the Data Sheet (DS no. 25}, Absolutely no changes may be made
by UNDP inthe criteria, sub-criteria and pointsystem indicated inthe Data Sheet {DS no. 32)
- after all Proposals have been received.

29 in the second stagee only the Fnancial Prepcsals of thase Proposers who ‘achieve: the '

minimumm technical score will be opened for evaluation for comparison and review. The

Financial Proposai Enveiepe& correspandmg to Proposals that did Aot mest the minimum
- passing techinical score shall be returned to the Proposer uhopened. The overall evaluation
“score will be based either ona combmamn of the tectinical score and the financial offer, br
‘the lowest evialuated financial proposal of the teéchnically qualified Proposers. The évaluation
‘method that applies for this RFP shall be as indicated in the Data Sheet {D§ No. 25).

‘When'the Data Sheet specifies a combined scoring hithot, the formula for the rating of the

Proposals will be as follows:

14
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Rating the Technical Proposal (TR}

TP Rating = {Total Score Obtained by the Offer / Max. -Obtainable Score for TP} x 100

Rating the Financial Proposal (FP):

- FP Rating = (Lawest Priced Offer / Pricé of the Offer B&mg Rewewed) %100

Total Combined Scores

(TP Rating) x (Weight of TP, e g 70%)
& {FP Rating) % (Weight of FP 6.8, 30%)

Total Combined and Final Rating of the Proposal

29 %UNDP reserves the right to undertake a2 post-qualification exercise simed at determining, to
its satisfaction the validity of the information provided by the Proposer. Such post-
qualification shall be fully documented and, -amang those that fray be listed it the Data Sheet

DS Ne33), may mr:ludé, but need not be imited to, all or any cambmatmn of the following v

- &) Verification of -acturacy, ¢oirectiess and authentlaty of information provided by the-
-:F’rcxpos&r onthelegal, technicat and financial documents submitted;.

- bY Validation of extent of compliance to the RFP requirements and evaluation crrtena based
~onwhat has so far been found by the evaluation team; S _
CE) CInguiry and reference checking with Government entities ‘with jurisdiction on the.

:  Proposer, or any other entity thatmay have done business with the’ Proposer;

- d) Anguiryand reference checking with other previous clients onthe quahty of perfermante'

- -on‘origoing or'previous contracts completed;

&) -Physical inspection of the Proposer’s offices, branches or other places where business.
o transpires, with or withoGt notice to the Proposer;

1) Quality assessment of ongoing and completed outputs; works and activities simitar to the

yequirerments of UNDP, where available; and
- g} Othermeansthat UNDP. ray deem appropriate; atany stage w;thm the selection provess;,.
. prior to awarding the contract.

-’30, Clarification of Proposals
- Te aasast i the examination; evaluatzan and ccmparzsan of Pmposais, L}NEJP may, atits discretion,
ask any Proposer for 8 clarification of its Proposal.

.'-UN{)?‘S rec;ueat for clarification and the response shall be in writing: Nc}ththstandmg the wrtten
‘communication, ro change inthe pricesor substance of the Proposal shall be sought, ﬁﬁered or

‘perriitted, except 1o provide’ clarification, and confirm the torrection of any arithmetic errors.
-discovered by UNDP in the evaluation of the Propuosals, inaccordance with RFP Clause 32.
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. Responsiveness of Proposal

Any unsolicited dlarification submitted by a Proposerin respect to its Proposal, which'is not 3

response to @ request by UNDP, shall not be considerad during the review and evaluation of the

Froposals,

UNDP's determination of a Proposal’'s responsiveness will be based of the cortents.of the
- Proposalitself,

A substantially rez;ponswe ?mpasai rs TS that conforms to a[i the termﬁﬁ cond:twns, TOR and
- other repdrements of the REF without material deviation, feservation, or omission,

W Proposal s not substantsaily resp:mswez, W shall be re;ected by UNDP - and may not

*subsequently be made responsive by the Proposer by correction: of the: ‘material’ dewatzon
_reservation; or omission.

37,

‘Nonconformities, Reparable Errors and Omissions

T Provided that a Prapnsa% % substantsal[y responswe, Ul\l{}? may wawe any nnn»mnf@rm;tses or
©-omissions-in the Proposal that, in the opinion of UNDP, do not constitite & material deviation,

- ‘Provided: that 8 Propousal is substantially responsive, UNDE may request the Proposer to submit

the necessary information or documentation, within a ressonable period of time, to rectity

~ nonmiaterial nonconformities or omissions in the Proposal related to dacumentatmn
- requirements. Such omission shall not be related to. ‘any aspect of the price of the Proposal.
 Failure of the Proposer to comply with the réquest may resultin the rejection of its Proposal,

' :medeci that tha Pmpasai i substantlaiiy responsive, UNDP shall correct arithinetical errors as’-

iollews:

: 4) 4 there isa dnsarepancy between the unit: price and the ling item total that is cbtamed by
fruttiplying the unit price by the. quantity, the unit price shall prevailand’ the line item total

- -shall be corrected, unléss in the opinion-of UNDP there s an obvisus misplacement of the
_decimal point in the unit price, in which case the tine item total as quoted shall govern.and the
- unit price shiall be corrected;

- B} if there.is an errorih-a total’ corres;soadmg to the addrtion or subtractmn of subtotals, the. }

subtotals shall prevail and the total shall be corrected; and

¢} ‘i there isa discrepancy between words and figures, the amount in words shall prevari unléss

the amiount expréssed in words is related toan anthmetzc ez‘mr, i which case the. amﬂunt in
- figures shall pravail subject’to the above.

: re;ected

F. AWARD OF CONTRACT =

33.

Right to Atcept, Réject, or Render Non-Responisive Ary or All Proposals

16



__mn responswe} and o re;ec:t a%i Pmposais At any tzme prior to- award of - cantract wzthmut_

incurding any liability, or obligationto inform the affected Proposer(s) of the grounds for UNDP's
action. Furthermore, UNDP shall not be obliged to award the contract 1o the lowest price offer.
UNDP shall -atso verify, and imimediately reject their respective Proposal, if the Proposers are .
_'-fgund oy appear in the UN's Consolidated List of indmduals and Entsttes with Association to .
Terrorist Grganizations; in the. List of Vendors Suspended or Removed from the UN Secretariat '
Procurement Division Vendaor Roster, the UN Ineligibility List, and other such lists that as may be
-established or recognized by UNDP policy on Vendor Sanctions. {See
Thttp/ e, {mdn Omfmntentfundpienfhomeiaperatsansiprocurementfnrotestandsar‘;{:tmns/
For details)

34, Award Criteria

Prior to expirazmn of the perivd of- pmpasal vaisdlty, UNDP shall award the aontract tcs the_
gualified Proposer with the highest total score based bn the evaluation method indicated i the.
Data Sheet (DS nos, 25 and 32),

: §5_;--"Right 1o Vary Requirements at the Time of Award
AL the. t:me of award af Contract, UNDP reserves the nght to vary the quantity {J‘f services anfi,fc)r'
‘goods, by up to @ maximum twenty five per cent {25%) of the total offer, without any change in.

“the unit price or other tefms and Couditions:

36, Contract Signature

-

‘Within fiftesi {15) days from the date of rece;p’c of the Cantract ‘the successfu Proposer shall
~Sign and date the Contract and rétirm it to UNDP.

Failure of the successful Proposer to comply with the requirement of RFP Clauise 35 and this
Jpravision shall constitute sufficient grounds for the annulment of the award, and forfeiture of the
Proposal Security if any, and on whick event, UNDP may award the Contract to the Proposer with
thie second highest rated Propasal, OF ¢all for new Proposals..

- 37. Performance Security
: -A per’f'orm'ance secu r"tiy; "i'f" 'reqa'ifééf sha]’l' be p#éx}iii'éd "in 'ibé' émnuré’f a nd "form ';::m\?ided’ 'i'n' ﬁéc‘tibh -

Security wﬂi i}e requnred the submlssmn of the saici dowment and the canfzrmatmn of . ;ts
‘acceptance by UNDP, shall be-a condition for the effectivity of the Contract that will be signed by'_
and between the gu{:cessfui Proposerand UNDP.

| 38, Bank Guarantee for Advanced Payment.

‘Extept when the interests of UNDP so require, it is the UNDP's preference to make no advanced
paymentis) on contracts {8, payments without having recelved any outpots). In theavent that

17
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the Proposer requires an advanced payment upon cornitract signature; and if such reguest is duly
accepted by UNDP, and the said advanced ‘paymient exceeds 20% of the total proposal price, oF
Exteed the drount of LUSD 30,000, UNDP sha%i reqliire the Praposer. to submita Bank Guarantee _
----- ‘in the same amount as the advanced payment, A bank. guarantee for advanced payment shall be o
- furnished in the form provided in Saction 10. '

38 VendorProtest . o e

- UNDP's vendor protest pmcedure provides an mppmrtumty for appeai o thmse persois or firms
- not awarded a purchase order or-contract through & competitive procurément process. in the
~‘event'that a Proposer believes that it was not treated falrly, the following Hink provides further

- details regarding UNDP vendor protest procedures:

- hutp/fwww undp.org/content/ undn/en}hcmei’anerat:ansfﬂmcurement}nrmestandsanctzonsf



http://www.undp.org/content/undp/en/home/operations/procurement/protestandsanctions/

_________________________________ T DATASHEET 0
The fallowzng data for the services to ‘be- procured shall tampiemem supplement, or amend the
provisions in the Instruction to ?mm&ers in thie case of 5 conflict between the Instructions to Proposers,
the Data Shéet, and other annexes or references attached to the Data Sheet, the provisions in'the Data ...
Sheet shall govern. :
{15 Cross
No? | Refto i Data . Specific instructions / Reguirements |
| nstrues ' _ : .
Hons L Lo
1 Project Title : UN Agencies in Cambodia
2 s Provision of Travel Management Services for UN Agencies

. Title oF Services/Work: ahd 1§ Projects in Caimbodia

3 Country / Region of Work Camboddia
: | Location:

4 £ N
} Language of the Proposal. & English

5 T.20 | Conditions for Submitting
1 Proposals for Parts or sub-parts
i of the TOR '

. Not allowed

6 | ©20 Conditions for Submitting. | g gpiai ot be considered
Alternative Proposals _ -

7 €22 | A pre-proposal conference will | Time: 09:00 AM Phnom Penh Local Time

beheldon:. Date: 15 July 2014,
: g | Venue: LAD Cenference Room; Building s, UN{}? Cambodia,
No. 18, Pasteur Street Boeung Keng Kang1

------- | The UNDP focal point forthe arrangementis:
o Vannara CHEA{Mr}
| Telephone: (855) 23 216167 {Ext. 167)
Facsimile: (855) 23 216257

2 All DS number entries in the Dote Sheetore cited o referente in t??e instmmans o Praposers Al DY ngs,
. gorrespondingfo o Dota st not be modified. i?r}iy ;rzfmma‘t:eﬁ on the 3¢ mlumn iy be' modified by the user
If thesinformution does not appi;a the 39 coiumn roust smte ”’N/ﬁ," bat Frust :mt b deleted,

a0
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E-mail: vannara‘thea@undp.m_

8 oy}

_ Period of Proposat validity |

90 days |

{ comenencing on the submission

jdate S [
g | :849&3- 1 Proposal Securit'y' 24 Required

'C{Z{S_ﬁ
B A performance: secunty bcnd of Amount: E}S[} 2,000.00
______ would be required to be submitted along: wnth the proposal

10 | BAS | Acceptable forms of Proposal

Bank Guarantee {See Section & for femplate)

::iartfzcamm!c;uestsms“

Security® mf,;' :s_a ri%é»%’i;’_s’s;}.e'd Check/ jﬁés‘hie‘f‘fs '(‘:hec'k_ f.(‘:er‘t‘ifi'ed Check
11 BO.S | validity 6f Proposal Security Minimum of 120 days from the jast day of Pmpmsai
LA%4 : submission.
aj. IR o
Proposal Security of unsuccessful Proposers shiall he
returned,
12 1 Advanced Paymient upon signing | I Not alfowed
1 of contract
13- Liguidated Damages & will not be imposed
A4 1 F37 | Performance Security & Not Required
15 1 €A% | Preferred Currency of proposal '  % United States i}ﬁiié'fs {UsSSy
1 €17 b} | and Method for Clrrency )
conversion
16 E.iﬁ;i. .Déédime.fﬁrsu%&'mit’tiﬂg' 7 days before the submission deadline,
' “requests for clarifications/
questions
17 1 BADA Canta{:t Details for submrttmg Focal Person in UNDP: Vannara CHEA {Mr.)

_-: E-matl address ded;cated fer this purpose: :
| vannarachea@undp.org and procurement. kh@undn grg

R Surety bonds ar other instruments :ssuszd by Bon-boik FinGncial Institutions are least preferred by UNDP. Unless
' stated c:thwwssa, they sfwfﬁ be mnsfdered mam:c‘eptabfe rr} UN&P

addregs}e*s even ff tﬁey are UN!.)P staﬁi UNDP sha!! hmre e czbi;gaﬁsn to r&spond O LN UNDP mﬁf;rm tﬁaz the .
ey was afficially received,


mailto:vannara.chea@undQ.org

Praposals

18 | B.A1.1 | Manner of Disseminating & Dirett communication to prospective Proposers by emall
1 Supplemental Informationto | orfax, and
the RFP.and | [ posting on the website® hitp: [jprocurementw
- |responses/clarificationste. - notices.undp.org, focal newspaper
queries
19 | D:23.3 | No. of copies of Proposal that | Origiral 1
niust-be submitted [if Copies :'1.
- | transmitted by courier] _ o o
| Please also provide technical proposal and its annexures
{scanned copies in ONE PDFEILE) in o CO/DVD; and can b
kept in the envelopé containing hard copy technical
proposal. PLEASE NOTE THAT CD/DVD should not contain
| Financial Proposal
20 | D231 [Proposal Submission Address. UNDP Cambodia, Registry Office (Emiding No. 3)
‘D.23.2 No. 18, Pasteur Street, aueung Keng Kang |
D24 1 PO Box 877, Phnor Perth, Cambodia
21 | €21 | Deadline of Submission No later than 28 July 2014 by 11:00 a.m,, Phnom Penh
D24 Local Time
2Z 1 D232 | Allowable Manner of Submitting

& Courier/Hand Delivery

23

D26

Conditions and Procedures for
electronic submission and
opetiing, if sllowed.

N/A

24 _

D233

Date, time and venue for
gpernng of Propossls

- .

EE

B9
- 293

selacting the rmost responsive

Evaluation method to be used in

iﬁ Combined Sa:ormg Maethod, using the 70%-30%
distribution for techmcal and financial proposals,. -

Qualification of Proposers {in

| “Certifiad True Copy” form only}
' a 1 [ IATA Accreditation Certification

R34 | proposal respectively, where the minimum passing score of
‘techriical pmposal s 70%
26§ €.15.1 | Required Documenits that must | X C’bmpaﬂy Prof“'ie, whiah sﬁbuid not exceed fifteen {15)
: be Subitted to Establish

| pages, including printéd brochures and product catalogues’
relevant to the goods/services being. procured, and ‘past

contract performance withis the last.2 ysars,

- F Pastmg on the website sholl be supp!emenfed by directly tmnsmfttmg the mmmummﬁm 5 the presgzez:tws
offerors.

L S
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& Cemf:caté of Registration cf the business, mciudmg
Articles of Incorporation, or equnva?ent document i Bidder is |
not-a-corporation

& Teade name registration papers, if applicable

& Copies of licenses and membership certificates in global
travel management associations; if any

[ Local Govérnment permit 1o locate and operate i the
current location.of office or factory

IR THE Official Letter of Appointment a5 1663 representatweg i
Bidder is submitfing a Bid in behalf of an ertity located
outside the country, Hany

B Quality Certificate (e.g., 150, ete} and/or other similar
certificates, accreditations, awards and citations received 41
the Bidder, if any _

1B Latest Audited Financial Statement (income Staterient
and Balance Sheet) incloding ‘Auditor's Report for the past 2
yoars:

£ Al information regardmg any past and current litigation
| during: the last two {2 years, in which the Bidder i i involved,

indicating the parties concerned, the subject of the ht;gatlen

{the amounts involved, and the final resolution if already

| conctuded,
27, Other docurients that may be | N/A
Submitted to Establish Eligibility
28 | CA5 | Structure of the Technical. N/A
Proposal {only if different from
| the provision of Section 12) o
29 | C.15.2 | Latest Expected date for | September 3, 2014

commencenment of Contract

30 G 152 Expected duration of contract initial 1 year with puss:bie extension for anothér two years
- (Target Commencement Date | subjectto satisfactory performance.
and Completion Date) |-

31 UNDP will award the'contract | 53 One Proposer only
CoHor ' '
32, £.29.2 | Criteria for the Award of ) {See Tables below)
| F.34 | Contract and Evaluation of
' Proposals
33 | £.29:4 | Fost-Qualification Actions & Verification of accuracy, correctiiess and authenticity

| ofthe information provided by the bidder on the: legal,
. techmcai and fmam:zal docummts submstted

23
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X validation of extent of compliance to the RFPI
| reguirements’ and evaluation criteria based on what has.
150 far been found by the evaluation RCETIN

o - Inguiry and reference checking with Government
_ tentities with jurisdiction. on ‘the bidder, or any other

B | eritity that raay have done business with the bidder;

1 & Inguiry and reference checking with other previous
| clients: on -the quality of performarice on ongoiiig or
: prev:ous contracts campleted :
B Physical ‘inspection of the bidder's plant, fattoryg
‘branches Gr- other places where business transpires,
with or without riotice to the bidder:

34 | Conditions for Deterniining A countersigned and duly executed controct
§ Centrac*t Effecthty

38 Other information Reiated tor N/A
. ith& RFpY

8 Where the information is available i the wieb, o URL Jor the informiation miay simply be provided.

23
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‘Criteriafor the Award of Contract and 'EVa'f'aatihry of Pro bsa'fs'ba'ta_S%iéét' 0% i, 32}

Stage 1; Mandatory Pass/Fail Criteria
Proposer must meet all the following mandatory Pass/Fail criteria to qualify for Stage 2 ofthe
evaluation: _ S

Mandatory Pass/Fail Criteria Compliance Comments IREE R
o o {Yes/No) e
Travel agency has access to Global Distribution o
System f e
Accredited BSPAATA cortificaticn of Business-and
travel agents: _
Traved agency is Hcensed and registerad to operate
in‘Cambodia N
At least 2 year busingss experience operated as
travel agency with ability of ticket sales for USD 1
million per year, every year for minimuny of last’?
Travel agency must employ adequate staffs
o Atieast 1 travel consultant/ticketing
 Supervisor '
~®. - Atleast 2 travel consultants/ticketing _ o .
staffs - S 1 S
» At least 1 aceounting staff ' '

. Stage 2; Technical Proposal Evaluation.

The evaluation team shall review and evajuate the Technical Proposals on the basis of their :
responsivenessto the Terms of Reference and other documentation provided, applying the svaluation
criteria, sub-criteria, and point system as following:

© i Suiitisaty of Technical Proposat Evaluation Forms Score Weight Points Obtainable

4 .ﬁ_xpertise of Firm / _(f}rgaﬁiz"aﬁaﬁ _ A% 400

2. | Proposed Methadology, Approath and implementation Plan 20% 00

Managerment Structife and Key Personnel 40% 406

4



Form i

Tethnical Proposal Evaluation

Points _
Btainable

Size of Agency:-

50
+  Minirmuin L branch? 35 points
v.  Morethsn'T branchs § points per every additional branchin the country
and/or worldwids, but not more than. k1Y ;Jomts
1.2 Remwatmn Bcakmg Systern Facilities: 50
*  Availability of st least 1 booking system {Global Distribution Systems)
{minimurn requirement): 35 points ' S -
Avallah;isiy of additional boo%mg systems: 5 ;mmts per every addlt:anat system
N _ but nét more than 15 points, )
1{3- Proof of current or previcus contract {within last 2 years) on provision of travel 50
Amaragement service to international organizations, embassies and/or major
organizations o h:gh standard {evidenced by the Rumber of existing mntracts?
;a-' Mintraum I contract: 35 points
b -5 points for every additional contract, but not more than 15 poinfs L
114 {3096 references, and letters of recommendations from IATA Alr Carriers: 50
* Mnmmum i rewmmend&tmn ¥etter from IATA Air Carrier: 35 pmnts
» Mar& than 1 recammenda%mﬁ letter from IATA Air Carrien: 5 points for every:
i o adduisona! recommendation, but not more than 15 poinits
1is Years of establishment in travel related business 5
*  Minimum 2 years: 35 poiits
* - Morethan 2 yesrs, 3 polnts | per ‘wach additional yesr, but no mord than 18
o poinig
CLe Years-of IATA membership 50
¢ Minimum 2 years: 35 points’
»  More than 2 years, 3 points per pach additional year, but'notmore than 15
L phints . :
W -_Average monthly \mlume ei tzckets said {over the last 2 year&} 50
' w R LS Hekets: 35 puints
o . More than 150, 5.point per-each additional 50 fickets, But no marethan 15 BT
1 LB anancsa! stable {quick ratio not less than 1 50

| Total Form 1

[ Technical Proposal Evaluation
| Farm2

Paoints
Dbtainable

- 2.1

: Process for Billing/ MIS & Contract Managemant

1 ALE | Turn Around Time far Billing including credit Aotes. 25

1242 | Suggested format & frequency for MIS reporting {capture alf expense mcludmg air 25
. ticket, visa, o) _ . :

1 21,3 | Proposed methodology far reguiar c:cntract mamtﬂrmg and managément - 25

24 Work Approach, Quality Assurance of Services

2.1 | -Appropriateness of intérnal guality control, corporate standards and workfiow 25

. organization related (o Travel and Visa issugnee services

12,22 | Mansgement plan Tor providing services-to multiple UN Agencies/projects sited in 25

25
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_ different locations
2.2.3 | Capability in anticipating peak booking. periods and doing staff adjustment and ; 25
Resource Capability o .
i 2.24 | Strategy on the Major Changes.in the Business Travel industry and how the UN will _ 25 R
. Baredit from partnering with your company. _ 1 :
[ 228 | Describa in detail your abifity 10 Secure the lowest available published and/of 25
' negotisted girfares
1 Total Form 2

Technical Proposal Evaluation ' Points
Form 3. Ohitainable

3.4 | Supervisor {1 Post) o
Migimum Bachelor Degres i5
Accaunt managementexperience intravel management services: 35

*  Minimium S years: 28 points
* Mor@ than's years, 2 point per each additional vear, but he
mcw_ethan 14 points: N
Mirdmunn of five years of experience booking reservationg a5
*  Minimum Syears: 25 poinis
% More then S"?ears 2 point per each sdditional year, but no
" hore than 10 paints o

: _.?mfzczency i written and spoken Engi;sh {ev;denced i}y ’ 15
1 eeriificatel{s)} _ N .
3.2 | Travel Consultanis {2 posts) 2081100
Minimurn High School Degree 10 point for )
Experience in booking reservations.especially in ticketing and fare 50 ach travel
1 eomiputations ' wmaizaﬁt)

*  RMinimum s végr‘s" 35 points
»  Morethanb years,. 3 pomt pereach addet:orzai year, but no
C . moprethan 15 points _ o
Training Certificate in Ticketing software 30

Proficiency in writtenangd ﬁpnkén English {evidenced by _ 10
1 eartificatels)) o . .
Afcountant {1 post) 100
Mirimum High Schoo! Degree 20
Accounting experience in travel management services; 60
43 « Minimum 2 years: 42 points

*  Morethan 2 vears, 3 point per each additienal vesr, but no

 ihorethan 1B points
Proficlency in written and spoken English {evidenced by 20
cortificatels)y
'fatai Form 3

SR R 26



Rating the Technical Proposal (TP) = (Total Score Obtainied by the Offer / Max. Obtainabie
Score for TP x 100

A Proposer shiall be considered technically qualified i its Proposal has obtaiiad aminimum 70%
“technical score of the maximum obtainable score of 1000 poi nts inthe Technical Evaliation,

-Stage 3: Finandial Proposal Evaluation.

An'this stage, only the Financial Proposals 'é'f_fﬁbs.'__é Proposers who achieve the minimurm 70% of
‘technical score will be opened for evaluation "Fﬁr'cbmparisi;}ﬁ”ahé review, The following formula
15 used to calcutate séoring/rating of the Financial Proposal:

Financial Proposal Rating = (Lowest Priced Offer / Price of the Offer Being Reviewed) x100

‘Financial Evaluation and Criteria for Award of Contract:

I accordanice with Clause 34 of Section 2 {Instruttion .tq"?rﬁ'ﬁdsé;*s}' and grbyiﬁiansiéhéica'téti under Data
Sheet entry no. 25 the contract shall be awarded to the technically qualified Proposer which obtained
the highest combined score in the result of both Technical and Financial Evaluation.



PROVISION OF TRAVEL MANAGEMENT SERVICES FOR UN AGENCIES AND ITS PROJECTS
INCAMBODIA

1) Project Title
Provision of Travel Management Services for UN Agencies and its projects in Carmbiodia

b3} P‘rdiéét"i)ascz‘i'hﬁan-

h compliance with the Sac:retary General’ i's UN Reform Prwgramme, the UN Remdent Cmrcimater {RC}
System in Cambodia; cans:stmg of all UN agencies present in the country; has dndertaken steps to
harmonize compmon services armong the UN Agendies in which iricludes but nat tirmited to:

United Nations Development Programime (UNDP)

Food and Agricdlture Organization (FAQ)

‘United Nations Papulation Fund (UNFPA}

United Nations Children's Fund {UNICEF)Y

World Food Programee (WEP)

‘World Health Organization (WHO) '

United Nations Assistarice o the Khmer Rouge Tribunai {U] NAKRT)
United Nations Industrial Devéloprent Organization (UNIDO)
United Nations Educateanai Scientificand Ciltural Organization {*JNESCC‘:}
L0 Better Factories Cambodia (LO-BFQ

1O Joint Projects Office LO-3P0)

international Organization for Migration {1 C}M

international Fund for Agricultural E}evelepmem (%FAC;I

The interriational Monetary Furid (IMF)

Office of the High Cormmissioner for Human Rights {{)HCHR)
TheUnited Nations Action for Cooperation against Trafficking in Perﬁon {UNACT)
United Nations High Commissioner for Refugees (UNHER)

United Nations Department of Safety and Security (UNDSS)
United Nations Joint Programme on HIV/AIDS {UNAIDS)

United Nations Conferénce on Trade and Development (UNCTAD)
United Nations Human Seftlernents Pragrarmie (UNHARITAT
United Natiohs Women [UNWOMEN)

United Nations Office on Drugs and Crirne (UNGDO)

United Nations Voluntéers {UNV)

United Nations Office for Project Services (UNOPS)

World Bank and ADB

UN Agencies’ Projects

A A A A N R E N e T

# Thfs document serves as o guide to- Requestar o hnw ta write tbe TOR for the. RFP by suggestmg mntént': Thfs
_ rjc:wmenz is not-to be shared ‘with Proposers in this current stote gnd Form. The TOR octuolly written by the
 Reguestor sholibe the YOR thot will be attoched to this port of the REP,

LI



i orderio schisve cost afficiency from economies of scale while ensuring outstanding quality of service,
sefvice, one recommendation agreed amaong the UN Agencies was to consolidate all the travel
requiternents and enter into comman cantract with tiavel agenicy toserve all its travel needs and service:
-reqmremems - R

3) Scope of Services, Expected Outputs and Target Completion

ZTravei asreferred to ih the TOR, shall apply toall movernients 6r journey. i*Jy air of autimrized staffs from '.
one place to another for official business purposes, both international ard domestic. These official
pazrpases include, but not limited to the followings: :

~Official’ miSs_%'cgrzs,- r_heezings-anﬁ various events;.

Interviews of applications /candidates for employment’

Appointrent and repatriation of staff and faﬁ‘iéiy meribers;

Home leaves, emergancy travels and educational léaves;and . : )
Visit 1o project sites, either by UN staff, Governiment and wunterpartsx & ather entzt;es o
involved in execution of various UN-funded activities,

-+ Personal travel of employees of UN Agencies.

£ 5 5w %

“The UN travel ;fs{:;iic'i'es- émbuody the following basic prnciples:

e Where available, use of the lowest restricted and fign- refundable fare: (mc:iadmg penai y
faresyis the preference; or CO will advise travel agent if otherwise:

* Full economy fares may be used if no appropriate reduced fares are available:
Business class travel or equivalent may beapplicable only in limited situations;
Travel regulations prohibit first-class travel excapt for a few rare specific categaries;
The Travel Agency smust be knowledgeable of and prepared to offer special fares,
restricted fares, discount fares, and bulk fares for use whenever appropriate;

e TheTravel Agency shall, where appropriate, atternpt to obtain upgrades for UN/UNDP

Atravelers wherever possible.

. %

: .'-Far reference purgase UNDP Travel poiuc:y can be iacked at the foiic}wmg imk
- https/finfoundp.srg/global/popp/hrm/Pages/duty.aspx

* The UN tota% anfiual expez}diture for tlcket from 01 january ta 3? December ?013 was appmxlmate!y _

: USS 1,150,000 And additional exp&ndfture for non-ticket servicss (i.e. visa, passportprecessing) is Uss
12,000 per year. :

- Previous Flight Usage Statistics of 2013 by Domestic and International

_ Flight Category # Ticket Amount (5]
‘Domestic Flight 397 206,885,80
International point-to-point
{Flight to Bangkok) 533 138,174.90-
international pointto-point .
{Others} . 7731 77648290°

T w
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1| International Multipoint 3 4450
| Total 1,706 .. 1126,093.60

UNDP afferg (but cannot warrmt} the dC‘CUr{J(.‘y afany infarmation contairied irf the abc}ve statusreport
andoffers itin good faith. Any agreement resufting fron this Request for Proposal cardies with it no
.guaranfee of future busingss levels, :

Maje:}r actsv:ties and servzces rec;zmed by the i}N Agencfers experted to be undertaken by Serwce

&} Reservation and air ticketing

H  Upon rece;vmg an emall from’ UN Agenc:zes askmg for - qut}tancn, travai agency sbail
- Cimmediately make booking at least three (3) main alrlines opetating the route and prépare
~appropriate itineraries withy the most direct and economicroutes {or otherwise spacified by
~each UN agency'sfocal point) . Prices quoted shall be the et amournt and. anyspecial rates
or discounts shall be clearly stated. For travel expected at/to exceed 9 hcmrs a flight
- -duration isindicated with-the quotations provided .
WOUN Agenc:@s; will then decide, based on the cost of ticket and conf‘rmatsm ‘of ticket
- availability fromy travel agent to buy the ticket/s andfor sewvices based on O icial
- Authorization/Puréhase Order or any otherform of suthorization as agreed between the UN
agency and the travel. agency. If reservation made by the travel agent is not at the lowest
available rate allowed, the travel agert shall refund the difference to UN -Ageéncies. UN
- Agencies reserves the rights to conduct tive fare audit by third party pmv;ders, and traval
- agent shall extend the support to UNDP inorder to conduct a fare audit exercise
§iy Travel agency shall promptly ssue and deliver accurately printed tickets and detailed
- itneraniesand within 24 hours after recelving the travel authorization from the UN agencies,
Hin printed and electronic formaty showing the accurate status of the airline on ali segrients
- otthejourney; :
iv) Forwaitdisted bookings, travel agent shail provide regular feedback on status of flight. In
the event that wait-listed bookings cannot be confirmed, travel agent shall notify the
Creguesting party of the problem and provide three (3) alternative routings/quotations for-
ronsideration;
vl Travel agent shall accurately advise the UN of tzckezmg deacﬂms and other relevant
- information every time reserviations are made; in orderto avaid cancellations charges; _
- vl Atthe request of the UN agency, provide all official travelers with advanice seat assignmends.
and advance bcardmg passes o all airlines for which the Travel Agent can offer these
©services, S
- vil) Travel agency shall reconfirm and revalidate airline tickets, re<issue tickets which are’
returned as a result of changed routing or fare structures and printed itinerariss and
Vill) Alr tickets 1o be issued shall be lowest restricted and under non-refundable condition;
atherwise requested..

by -Airfares and Aitline Routings/itineraries
30
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_' i} Propose fares/airline mutmgs and guarantee that it shall obtain the lowest avallable sifare.

. for the journey concerned. Such journeys shall be the most direct and scanomical routing;

i} Ensure that tickets issued are in accordance with entitlements prescribed in the Travel

 Authorization; o

- Hi}AssiSTUN agenciéyin negotiating wzth a&rimes on preferred carrier fares andioad such fares: ' DU

inthetravel agency's Computerized Reservation System for use Inauto-ticketing; .

i) Relssue of tickets when fare savings justified; and e

) Advise market practices and trends that could result in Further savings for the UN, mciacﬁmg'
the use of corpiorate travel booking tools with automated travel policy compliance and
“enforcement, and travel mianagement reporting,

< "i‘favéi' information/Advisories

- Travel agerst shalf «
-1 Infor traveiers, upon booking conflrmatmn, of ﬂlghtftzcket restrzcm}rzs, 1rw0iuntary 5t0p~ """
. over's, hidden-stops, and other possible inconveniences of the itinerary; o
iy Provide travelers with online and offline relevant information on official destinations; &, g
airport transfers/land  transportation facilities, local points’ of interdst,  currency
restictions/requlations, health -advisories: (mc%udmg vaccination requitement), security
_ “advisories, weather corditions, ete;
: }m} Erddeavor to notify, Le: motbsile fravel alert’ solution, traveiers of airport dosures delayed o
canceled flights; diverted and ‘misconnected ﬂzgh‘ts, security procedures, health
- precautions; as well as other changes that will affect or will requive preparations from the
| travelers; sufficiently before departure time; and quick reference for requested destination.
~v). When required, the travel agency shail train designated UN staff on the kinds of tickets,
restrictions. that ‘apply 1o sach type, and any other information to facilitate good
comimunication and service. '

d j'?I_i'gjﬁf-'C;mé_éiléﬁ'dﬁ#}'ﬂé&d&kihg'éz"_ﬁ_ﬁ"Réf{ih&é_ __________

“Travel sgency shall -

) Process duly authorized flight changes/ canceliations a5 and wheri required and taking care
- ihatirosuch cases, cancellation fees and chiarges imposed by the airlines are avoided.

iy Imimediately process airline refunds for canceled travel requirements/unutilized pre-paid
. tickets and creditthese to the UN as expedttsmisiy as possible;

:m} Refund tickets within one {13 month only; and IR
vy Limiitrefund charges at aivling rates only, Le, no additional charges’ w*ii accme to the travei
.o egency.

SN Alsorh cancellation andmr change resewaticn date charges which are due 1o no fauk of
traveler of UN agendies;:

‘&) ‘Supplier Relations

£
L



E

. Travel agency shall be installed with ;zrofes5mnai managément repcrtmg systern which Ts able
tor riaintain scph:stzcamd compliterized profile of travelers submit to the UN the following
. iy Monthly production statistics (Per UN’ Country Q?ﬁc&, airlings, and C{msoiidated format‘}".

i} Monthly production statistics sepatated By contihents (domiestic, Avia, and other
- continents), personal trip and destination countries. Report should be able'to be sorted by

iy ‘Changes and Updates on Airline Rates, promotions, policy {:hangesf ete, immediately upcm'.

Ci TheTravel Agency shall establish and agzerate tomonitor on aregular and contmu{}us Basis

the z:guaizty of travel products and services provided to the UN Agencies'in Cambiodia ;

ManagememRepartmgSystem S N

réports/documents on a monthly basis orat anytime upon request by the UN Agencies:
With cormiparative figures if applicable {monith tomonth, year on year),

UN Agencies, Nare of Passenger, Destination {Country and City), Airline Name, Class, .

‘the Travel Agency's recsipt of the advice.

i) Complaintand solution report, '
vl Monthly report.on the status of ticket: refunds per i}E\i agency.

- vi) Changes and Update on Aifing Rates, promotions, policy changes, ezc smm"ecﬁa‘teiy u;:cm

: Vil) Repmt% listed below withr data refreshed monthly and made available at & consolidsted

W

-4} Travelagency shaﬁ sendan ztemzzed eff“ cial invaice: to UN Ageneies t?avel focai point after

: 4y UN Agendies shall provide payment o the travel agency within'30 days after receipt arich

“Travel agency shall resporise to all complaints by ihvestigating and explaining, in writing, their

‘the réceipt of the advice;
level as well as by organization
'Eii'fii"rtg and invoice
the end of each transaction. The | invoice must indicate detail information include, but not

: _fizmrted to {1 ticket dlass; (2) itiferary, (3) narme of traveler, (4) ticket referencs, (51 UN agency
‘Purchase Order ﬂumbermutharzzatzom Code, arict [6) Price with cost braakdown byy fare, tax

‘& YQ, and service charge. Moreover, the invoice miust be attached with BSP report.

“corresponding to the tickets issued far UN traveler,

c:ert;f:catmrz of the Travel Agent’sinvoice.

‘Complaint Tracking and Resolution

| ‘underlying cause. Travel agency shall make a good ‘faith sffort to resolve disputes and

- -j'misunde'rsta'ndin‘gs.ih‘ favor of the UN travel management and UN travilers,

...... - 32



) Travel agency shall assign one or several travel consultants that can be cortacted to provide

' travel services incase of ah emergency, outside working hours, weekend, absenice of ity

focal travet consultants, national holidays or while the travel agency's office is {:[osed and,.

for such purpose, the travel agency shall have communication channels dccessible 24 hours

- adayfor emergencies {fixed telephone line, mobile phone, etc.). .

Y The regular timetable shall be from 7:30 am to 12:00 pm and from 130 pm to 05:30 prm, - S
' from Monday to Friday, providing services on acontinuous basis. Thisshall exclude national.

~ -holidays observed in the countiy. o

k) -.ﬁva’iia’biiii?'_ﬁf Other Services As May Be Requested .~
- The other services:as listed under this section are’the addit;cmal setvices whzch gy be z‘ec;u;reci' '
by UN agencies durmg thie contract implernentation and will not affect the evaluation.

- Travel agency, where applicable and upon request of the travelers, shall provide other services
including, but riot imited to the followings:

) Package Tours and Promstions for Personal Travel N
iy Preferred seating Arrangements /Upgrades -

- il Privileged Check-in Services/Use of Atline. Lounges Facilities

vy Hotel reservations/Accommodations’

W) Excess/Lost/damage Baggage

- v} Lost/stolen/unused alr tickets

i} Ground Transportation/Car Rental

. ity Travel Insurance.

) Transfer-Out Assistance

X Travel Assistance/Support te Canferencezs;::eczai ﬁv&nts '

- Travelagency shall states whethier the following sérvices ¢an be cffered dring the contract
implementation. If ves, then please submit the methodology along with financial proposal for
. these additional services in the specific formats dedicated to'this in Sections 6 {Technical

- ‘Proposal Formn) and 7 {Financial Proposal Form},

- 4) Contract Performance Management |

' Thee contracted Travel Agency shall perform seivices arid deliver products/services in accordancs with
- the herein prescribed minimum performance standards set by the UNDP Cambodia:

[ Performance | Performance Indicator _Meéﬁum Ratmg Scale Target:

33

| Category ment. (Satisfactory Level)
) Tool _ o
' Service lovel of. satlﬁfactmn o UNDP « Very Satisfied 80% o



{Quality /7
Cstomer.
1 Serdce

resg;or‘:sNenessfaccountab;!;ty
Jability to haridle the reéquest

level of satisfaction én
~churtesy/client orlshtation

lavel of satisfaction onthe.
| offer/explanation/solution for
1 optons and air-fare

1 level of sat;sfactmn on the
| travel agent’s rerinding and

| Tollow 0p with the travelers on’

: the issuance of ticket

f -__le_vei_cf sat-isfac:ﬁoﬂ a_n the on-

| timereport submission

1 leval of satisfaction on

| issuance of ticket under

T emergency dircumstances =
| How responsive the travel
| agentisand isit difficultto

| contact the travel agent

L level of satisfa;:t'ic}n-fm-visa
| arrangement

| Airlirie Tickets

Accuracy in the hardiing ti_ﬁ:ket_
1 leg correct traveler name)

: Timei._i rﬁégs of t.i.{:.i.(é.{-.icieiix;éry

| Rates/Pricing

Ability to quote competitive )
fare

Billing

fabziity to generate b] ilng
statermnents that are
transparent, easy to

1 understand, and without
BIFOFS

| Ability to process and obtain

i\rinué? -
1 Survey

Satisfied

Dissatisfied
Yery Dissatisfied

Very Satisfied

Satisficd
Dissatisfied
_Very Dissatisfiad

-

Very Satisfied
Satisfied

Dissatisfied _
Very Dissatisfied

* % x

Very Satisfied

Katishied

Dissatisfied.
Very Dissatisfied

Very Satisfied

Satisfied
Dissatisfied
Very Dissatisfied

Very Satisfied
Savisfied
Dissatisfied -

Very Dissatisfied

W %

' Very Satishied

Sati sfied
Tssatisfied

Very Dissatisfied

TR P

Very Satisfied
Satisfied
Discatisfiod

Very Dissatisfied

LR T

Very Satisfied
Satisfied
Dissatisfied

Very Dissatisfiad

»

»

Very Satisfied

Satisfied

Dissatisfied

Very Dissatisfied

% & &

Very Satisfied.

Satisfied
_:{}zsaatlsﬂad )
Very Dissatishiod

Véfy Satisfied

{based on

{ satisfied of
| higher
ratings)
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ticket refunds on a.tirzﬁeiybas_i.s_ T »  Satisfied
« Dissatisfied
» Very Dissatisfied

-;U'am? reseryves the right Yo terminate the contractif the overall rating of Travel Agent resilted
._fmm UKNDP annual surveyis less than 80%.

5] Institutional Arrangement R T U

a} ForTravel Agency _' R .

B Initscapatity as Travei Agency’ fc}rmaiiy established and afﬁi:ated W anda‘or represented i
- aglobal network, it should be duly authorized under Cambiodia’s Iawa and regidations, as
- wellas under JATA that ¢ governs all activities in this field. _
) The travel agency shall have inits current office all the necessary egquipment arict faz:riut;es, -
and shall employ a sufficent number of experienced and professionally trained travet
-experts and staff to handle minfrmum requirements of the UN Agericy System, _
i) “The successfid travel agency shall provide all personnel, equipment systerns, faterials;
supervision, and other iterns -and services necessary to perform comprehensive travel
- anagement services to officers/staff of the UN Agencies, their dependents and other
“travelers authorized/accredited under the systems, in accordance with the UN- ‘policies,
procedures and guidelines. All relevant documenits are reguested to keep atleast for 5 years
~for audit purpose.
iv) Travel agency shall provide a list of individuals by name and titles who will be assigned for
Servicing the UN agencies focal person for gach UN agency) in order to fulfill its obligation
“under thelong-ferm agreement with UNDP. The compuosition of the focal persons should
be as following:

e One {1} Supervisor who shall be responsible for the averall management of the UN
L accounts;

& Four{2) Travel consultants for UN agencies B S

Lw Orie (1) Accountantand ' R A S
~w Ona{l). Messeng&r that mii prioritize delivery of dac:umems m UN authorized trave%ers

v) Al sueh perscmnei shall he reqmrez:i to be well-versed on the travel policies of the UN and
- each of its-agencies, and adopt the same knowledge on the tonduct of business and
_;dehv&ry of services to the UN Systern. The personnel who will be assigried 16 serve the UN
“need not rigcessarily be new, bt may also be current employee of the travel agency, to be
re-assigned to service the UN requirements on a full-time basis.
Vi) Successful travel agericy shall submit UNDP thé air fare rates for refarence. Ary changes in
‘price dueto promotion, discount of increase shall be subject to notification to UNDR.

3B o
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Coordiriate with travel agent for the services requiested;
Provide Official Travel Authorization/Purchase Order to Travel Agent;
'Cmciu et parfcrmaﬁm surveys;

Perform | mspection of services, mciudmg ver;ﬁf:atzen {Df fareag fates, mnd;{mns B o
© Ensure s full complisnce to'the travel requireiments in respect to gach agency'stravel rules
and regulations;
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6 DuraionoftheWork
“The contract with the sucz:essfui trave% agency shall be ssgﬂed by the UNDE, which'i is appointed i';:y the ~

UN Couritry Team as the ieadmg UN Agencyin this tender, for-and on bebalf-of the other UN' agencies

iri Cambodia

o The sucesssiul ‘trave agenc:y shaH be {:Gntrac“teci for an initial period of one (1) year, and . may e
- extended upto three (3) years based on requirernent and satisfactory performance,

"?h@f successful travel ageney will p'fi'ﬁéi_pja:iiy'besrfb‘rm the task from its own office,

- 8) Qualifications of the Successful Service Provider at Varicus Levels

The sirccessful travel agency that will be contracted to serve the needs of the UN Agency System shaii
*have the following minimum qualifications:

‘&) Expertise of Firm / Organization

Legal reg:strat:on - : : :

Accredited IATA licerised and rag:atra%:on ta aperate iy Camhmdia

“Travel agency hag access to Globial Distribution System;

‘At least Zyear business exparignce operated as travel agency; : : ;

Having adeguats facilities including on-line booking/aitline reservatmn, m«piant damestzc,- R

international ticketing, e-ticket facilities, office, ‘system ‘and -other telecommunication

- equipment, and online booking tools,.

+ Good track record in sewving international organizations, embassies and  ajor
‘organizations 10 & high standard (evidenced by the nurmber of existing similar contracts,

- letter of recommendation, good service certificate, or in any othier forms);

« " Good references, and letters of recommendations frony IATA Air Carrier; _ _

» Ability to sale tickets in average at least in the total amotnt of US$ 100,000 per month ot
150 tickets per month; ' ' .

»  Financially stable..

L A

b} Personnel
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The focal point who are: assigned for servzcmg the UN agencies should have the following.
Criinirmumegualifications:

) Supervisor{One) IR IR

-'Mlmmum Bacheior I}egree
_ services
«  Have a minimumof five years of experience booking reservations especially in ticketing:
- and fare computations, as evidenced by their track récord In their Curriculum Vitae
*  Proficiency in written and spoken English

W Teawel ConsultantsOws) . T

o Minimurm High School Degree: : o :

& Consultants should have s minimam of f‘;ve years c}f expenence bmakmg reservat:mns
especially.in ticketing and fare computations,; as evidenced by their track record in their

- Curriculurn Vitae

* _Profzcuency i wr:tten and spaker} English

. Trammg Experiencein Tzs:ke?mg software and others

i) Adcountant(one)

~w Misdrmam High Schmi : :
»  Have a mintmum of two years of ae:ccar}tmg expemence intravel managemwt services
w Proficiency iy written and spoken English



{insert: Location] ...
finsert: Dute

T [insért: Nome and Address of UNDP focal point] o

Dear Sir/Madam!

We, tHe. underssgned hareby affer o pmwde pmfessmnai semcas fcr finsert: t;tie of semms} iy
acmrdanfsé with your Reauest for iﬁmpasai dated [insert: Date) and our Proposal. ‘We are hereby
submitting our Proposal, which incudes the Technical Proposal and Financial Proposal sealed under a
separate enveiepe -

“We hereby declare that

3} All the inforimation and statefments made in this Proposal are true and we: accept that any
. migrepresentation contained in lumay lead to our disqualification;
b} We are currently not on the removed or suspended venidor list of the UN oF other” such iists'
‘of pther UN ‘agencies; nofare we associated with, any company or individual appearing on
‘the 1267/1989 list-of the UN Security Council; _ _
¢} -We have no outsta ndmg bankruptey or pendmg litigation or any légal adtion that could irmpair
_ ‘our operation as s going concern; and ' :
Cd) ‘Wedo notemploy, nor anticipate emiploving,. any person who is 6r was recent%y empiayed by
“the UN or UNDE..

We confirm that we have reaci uz‘:ders%ood and hereby accept the Terms of Reference"
: idescrlt}mg the duties and responsibilities réquired of Us in this RFP; and thée General Terms and
Conditions of UNDP's Contract for Professional Services.

: We agres to abidé by this Pmposal for [msert penod mf va!fd:ty os mdf{:ate::f in Dam-
- Sheet].

. We un{iertake* If our Pmpmai % accepted to zmtlate tbe semces not iatezr than the date.
indicated in the Data Sheet..

‘We fully understand am:i recognize that UNDP is riot bound to accept thug pmposai that _
- ‘we shall bear all costs associated with its preparation and submission, and that UNDP will inne
- case be responsible or liable for those costs, regardiess of the conduct or outcome of the
evaluation..

“We remain,

- B No detetion or mod:ﬁcatwn ray-be fude in this form: Anysuch deiefmn or madgﬁcamn iy teod to the
© réjection of the Proposul.
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Yours sincerely,
thorized Signatire in il aad Iniiaiels T
- Name and Title of Signatory: _ —
- Nare of Firm: ) - o §
Contact Details :




Seztwn 5: Documents Establishing the El;g:bn!;ty and Qualifications of
o ... theProposer

Proposer | r‘z_fc}rma‘tﬁien Fczr‘mﬁ

L o - Date finsert dote {css day, month arid yeer] of Proposai Submfss:an}
R RFE N finsert nursbier}

“Page of pages

11 Pmﬁeser‘s Legal Name_.{mserf Proposer’s !ega! namé}

#. Incase of loing .v_ehti:fé- '(ji;?), Iegé'!' néme-a? each party: [insert legal nome afjéach party in v}

3. Actual or intended Countryfies of Regiszrazim}i(}peratidm {insert actual or intended Country of Segfsfmﬁén}

4. Year of Registration: finsert Proposer’s yeor of registration]

%, Countries -_{#f'{}peration &, No. of staff in each Country 7.Years of Operation in each
Lountry

B, Lega Address{es in ﬁountry/:e& Qf Reg:stratmnj@peratmn finzert Proposer’s fegol oddress in country 'of
---mg:fstrﬁr:{m}

g, vgiae and Descnptmn fzf Tcp three {3} Elggest (:m{ract fw the past { ve ( ‘; years

10, Latest Credit Rating {*f anyl

11, Brief d&smptmn of litigation history {dz&pateg; arbitration, taiims, efc.}, indicating current $tatus and
outeomes, if alréady resolved,

12 ?mpaser’_s,&utharized Representative information

Narme! [insert Adthorized Représéntative’s hame]

Address: [insert Authorized Represénmtwe s mmej

T’eiephonaf Fax: mmhers {inzert Authorized. Represﬁnmtwe 1 mme]
Ema;i Addr@sa {mserl: Authar‘:zed Repmmnmtwe s aame}

e Proposer shall fill rthis Form i m‘wadm?ée ! n‘}? W HSIPHETONS, Apirt fwm e ufmg m&z’;iwmz! ;rzfarm:’mfﬁr? e
m’mmnmn fo its foraat \fmif fis por m:ﬁera’ amd He wbmﬂ:r;@m shadl b goceptind

oo



A4, Attached are copies of original documents of;

LY AD eligibility document requirements fisted In the Dats Shpet
I H sein Venture/Cansortium « copy of the Memorandum of Under&tandihg}i\greemem orLetter of Intentic o
1 form e MICoRsortum, or Registration of zfoansamum if registered : .

1 caveof Government corporation or Government-ownsd/controlied Entity, documents establishing legal o
and financlal altonomy and compliance with commerciat law: - g '

Joint Venture Partner Information Form (if '-R’e:g'iSt*e”f‘éd):f@

- Date: [msert dafe {as day, month and year) of Praposa! Submrss;on}
RFP No.: finsert nuniber]

Page_ - ef -pages

- 1. Proposer's Legal Name: {insert Proposers legol numie]

12 Mz ?:art'y iegai namne: finsert Vs Party legol nome]
3 W Pmy Camtry of Regsstratma [msert Vs Party country of regrstmt:onj
4. Yeut of Reg;stratmn {msert Party S year of registration)
| &-Caantriésbf Qpeéfié_h . ) 6 Na of staf‘f méach Cﬂumry T.¥ears of Qperation in eath
- Country

B. Legal Address/es in Cuuntryz’:es of R&glstratmn/()peraum {mserf Pc:rty s teged address in country of
| egistration].

9 \faizze and Dascription of Top three (3} 8zggest {;‘:entract far the past f“ ye { S} years

: _1(3 Lazesr{:redft Ra‘tfng{:fany}

1.  Brief descnpttm of ¥zt;gat=on mstnry (dssput{es arbatrat;cm, clatmg, ete.), indicating current status and
QutCoTes, zf alrefatiy resolved.

§ 13. Vs Party Authorized Represmtat?ve Information

| Nanve: {insert name of Ve Party duthorized representative]

| Address: fissert dddress of Vs Porty authorized repr’e&enmfzvej

1 Telephone/Fax nutibers: finsert tefephoneffax Aumbers.of Vs Party Guthorized represenwt:vej
Email Address: finsert erpail uddress of Vs Party authorized regresentativel

W The Propaser shal fitlin this Formin sceordanis w;f& e oS, Ay from ;wm’sdmg cdditionad rfgffmncrfw?: )‘?a
 dilferiions 1 i fornice shatl be permitiod enrd o substitutions shall be accepted

o - &1 .'
' " . Vi



i Art;cies ﬁf ntorporation or Regsstration of firmynamed in 2, e .

! 3 by case ef goverrament owned ﬁl“lt}i?? documents estamzshmg ¥egai and f‘:‘zanc:ai aastanomy ami wmpiiance
with commercial law,
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Section 6: Technical Proposal Form

TECHNICALPROPOSALFORMAT .+
........ S INSERT TITLE OF THE SERVICES

HNote: Téﬁhnfza?ﬁ?opééﬁls nét Submi&ed .i.ﬂ this fd&ﬁat.m&y be r;ejecte'&.' f’héﬁ}ianm‘m prqpasél should be-
©dmeluded in separate envelope.

- | Name of Proposing Organization / Firm:

- | Country of Registration:

| Name of Contact Person for this Proposah
| Address:

Phone 7 Fax:

1 Emnatl:

: SECTION 1! EXPERTISE OF FIRMY/ ORGANISATION

This section should fully explain the Froposer’s resources in terms of personnel and Focilities necessary for the
_ perfwmanre of this reczurremeﬁt All contents of Hhis section muy b modified or exponted depending on the
pyerdiotion criterto stated in the RFP.

1.3 Brief Déscription of Proposer 85 80 Etity: Provide a brief description of the organization / firim stibmitting
1 the proposal, its fegal mandates/authorized busingss activities, the yearand country of indorporation, types of-
1 activities undertaken g spproximate annual budgst, ett, intlude feferencs 1o reputation; or sy bistory of
© | Hitigation and arbitration in which the organization./ firm has been involved that could adversely affect or
1 imipact the performance of services, mdicating the status/résult of suth lisigation/arbitration. Provide topies
of company registration certificate issued by state suthorities and tetter of good standing from thr bidder’s
bank.

| inaddition, provide a brief description of following infarmation:
» SizeofAgency

Years-of estabisshment in travei reiated basmess

-

* :Year_s_ of IATA mermbership - N

e Ligt'the airlinegs that the Agenty s ‘sé'i'i'ing'-'t"ié&éts'éh' BeRalf of

W Average monthly volume oF tiokets sold {withinthe last 2 yé‘arsi o _

%  Reservation Booking System Facilities usedl by the Agency and provide copies of refevant certificates
RS Fmamsai Capacsty Provide the tatest Audited Financial S{atement {mwmesmtément and Ba!‘ance Sheet}

| | thly certified by a Public Accountant, and with authentfcatmn of recewmg by the Government's internal
- 4 Revenue. ﬁ\uth{}nty inclode any indication of credit ratifg, mdustry rating, etc,
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4:3,. Jrack Record and Experientes: Provide the following information regarding corporate expurience within
atleast the last two (2] years which are related or rélevant to those required for this Contract.

Namé n_f Cliebtﬂ T I.C;cm’_t.fact [ Period of Types of Status or Date References
project. Value activity activities Complated LontactDetalle || .
undertaken {Name, Phone,

CEeaail)

SECTION 2 - APPROACH AND IMPLEMENTATION PLAN
This section shewld demonsirate the Frzza;wss*rs responsiveness 1o the TOR by identifving the specific
| somponents propased, aifdressing the requ;rs*méﬁfg eid spprsf;ed point by point; prowiding o deteiled
| destription of the essentiul ;wfﬁmmm:@ 5hazczcmmt;{:§ propnsed: ond demanstroting how the propased
o miethedology HIEELs. f}rzesxaeeféé the requirernents,

: _: 24 Work Approach, Cwalltv Assurance. of Sgrwms Please pm\nde 4 data:ied desmptacn i the methadaiogv
© o fors

* Appropriateness of interrial quality contiol, Eorporate .i-st.éﬁﬁ'ér&_s'{ah’d'wb'f'ﬁﬂéw-;;irga':éi‘zat'ian- refated |

 foTravel and Visa-issuance services _ o

+ Management plan for providing services to multiple UN Agencies/projects sited in diffsrent ocations

* Capability in anticipating peak booking periods and doing staff adjustment and Resource Capability
#  Strategy on the Major Changes i the Business Travél Industry and how the UN will benefit from |
| ;'ﬁéa'ﬁ.h&fiﬁ'g'w'ii'h' YOUE COMmpany. _ S
. DegtribE in dtal your ability to Secure the lowest available pg’b‘%ished'_amﬁbr -négﬁ'iiéted"a'i'rfa'ré.ﬁ

C 1 22 Process far Bil mg} IS 8 Contract Management ?’iease pr&v;cﬁe a'brigt descrzptmn of the mexhamsmg
C ] proposed forthis project related to!

* Torn Around Time for Billing including credit notes-
* Suggestad format & frequericy for MiS reporting _
w  Proposed methodalogy for regular contract Monitarng and iahagerient

2.3 mher Arty ather comments or information regarding the project approach and methadology that wifl be

attopted,

o oL {za
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2.3 Management Structure: Describe the overall management approach toward planning and implementing

pcs;tmns and ﬁes;gnatlcns

“and the time allocated for his/her involvement. {Note This spreodshiet is cruciol omd no substitution of
personnel witl be tolerated once the controct has been awarded except in extréme tircamstances and with the
written dppiroval of the UNDP. Jf substitution s unevoidobite 3t will be with o person who, inthe spinfon of the
UNDP.project mongger, is.at lewst gs-experiericed ps the person being Feploced, ond subject to the approvil of
UNDPR. No ircreose incosts will be considered s o result of any substitution.)

3.3 Qualifications of Key Personnel, Providé the CVs for key personnel {?eam Leader, Managerial ami genarai

irareas relevant to the Scopeof Services. Please use the format below:

this activity. Include an orgahization char fcr the management of the project describing the relstionship of key

3.2 Staff Time Allacation: Provide a spreadshiest will be included to show the activities of ach staif member

-staf'f} thatwill be provided to support the impiémentation of this ;;m;eat Vs sheuld demonstrate quaiifiwmﬂs

Name:y

Position for this Contract:

Nationality:

Contact information:

Countries of Wark Experience;

Language Skills:

Educational and other Qualifications:

Summary of Experience:  Highlight experience in the région and on similor projects.

Relevant Experience {From most recent)h:

Period: From - Ta Name of activity/ Project/ funding Job Title and Activities.
organisation, if applicable:. undertaken/Description of
1 actual role performied:
1 oeg fune 2008-Jarucry 2005
i
Fie
References no.d Iminimum of Name
3 1 Designgtion
| Orgenization :
..... e Contaet Information ~Address; Phone; Emeilefe.
Reference i 2 ' Nome
| Designation
1 Drgammmn
| Contuet Information = Address; F*hsrze Emm{ gle,
Reference no3 Nome
Designition
Orgonization
o | Contact Information — Address; Phone; Emoil; 8tc.
| Dedlaratiom

feonfirm my mtemmn torgerve in the stated pusition and present availability o serve for theterm of the.
pmpasad contract, | alsn w}derstar\d thatany wilfid misstatement degmbeé above may ieatﬁ tomy
d;aquahf‘ﬁatm before wrduring my engagement, :
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Signature of the Nominated Team Leader/Member ' . Date Signed




: "The Proposer is reguired to prepare the Financial Proposal in an envelope separate fromthe
- rest of the RFP as indicated in the Instruction to Propusers. S IR

" All fees Jrates quoted must be exclusive of all taxes, since the United Nations, including its
subsidiary organs, is exempt from taxes as detailed in-Clause 18 of the UNDP General Conditions
for Contract. :

 Financial evaluation of the technically qualified proposals will be performed in the following .
way: the proposed transaction fee (B} would be multiplied by the weight of each service {A}to
abtain {C {C). {Cywould be added to get the total score obtained by each bidder. This total would

- be i’hverse_ proportioned with the lowest bidder to get the scores from 30.

j F’mpc}sal Btdderﬂ are expetted to insert the;r service fee (F:l) for each of the ﬁ&stmat;aﬁ UNDP
- does not expec‘t to pay any fees other than the services fees for each ticket,

Table 7.1. Manéatﬁw Services ﬁequzremeh‘t -------

N . ] Weightage.fér Fixet.!. Service Fee per | Total {A}x{'ﬁ) 1
o i:;iﬁgg::iifﬁmges and Other Service.and. each service transaction {USD} {usD}
yTransaction ™ | (A} | (8) 1w
' 1 7.8} TICKET ISSUANCE FEES

»-Domestic flight 239

» international point-to<point flight (to 31%

Bangkok) - X
« internagtional point-te-point flight 43%.
e international multipoint flight _ 1%

- Z4.b) NON-TICKET BASED FEES AND QTHER SERVICE CHARGES:

*» Re-ssuance / revalidation service fee of
tickets {int] and Domestic] not issued by 0.5%

*travel Agency

* Cancellation service fee within
reporting period. _ 0.5%

{International/Domesticy |

- T Nadeletion or modificotion may be iade i this form.. ARy sich deletion or modificotion moy lead to the

| rejection of the Propusdl, _
e
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" Viga pr0€855! nggassistancefe& ........... S {).S% ...... .. R '. .............. T

» Visa Cable, DFA visa extension and
immigration visy assistance

Total {USD)

Table 7.2. Optional Services Requirement {not be evaluated)

ii) addition to-above main finandal component in-table 7.1. tbe Prepnsers afe rec;uested m
provide their service handimg fee fcsr the below transactions which may be leveraged by UNDP
‘upon request. The below rates will wot be considered during the evaluation stages, however
UNDP may include thiese fees in the Long Term Agreement asa guide.

Other Service and Transaction Fees
Service Descriptions | Service Fee {USD)
Re-issuance / revalidation of domestic tickets issued by the travel
agency
Refund service fee intematwnail’ocmestzc
Passport processing new/renewal
MCO's for excess. baggage
Lost ficketand travel documer}ts assistance
VIP Airport Service
Airport assistance {meet-and greet at.airport)
in-bound tickets
Hotel reservations/accommodation
Travel msurance.
Package tours and promotions for person travel {to be paid for by
passenger) "
Privileged check-in serwces}use of a;rlme lounges famiztl&s
Other services {Proposer 1o specify).

R

o

TR VR BN T S SV S IF N RS N

i
o

| and

it
P

b
L

Dated this-day /month of year
o © . signature
______ © 0 (inthe capacity of)

Duly atthoriséd to sigh Proposal for and 6n behalf of

- a8

e



| f-‘?“h?smz;sf?‘:fé finalized using the official letterhead of the Issuing Bank. Except .
| for indicated fields, no changes may be made on this template)

- To: UNDP ) ;
' {insert contact informution os provided in Data Sheet] : o TR

: .submlttad E Propc}sal 1o UNII)F’ tiated { ek hare iw mim a-glate., ta execute Semces
j {i“:eremafter called “the Proposal”):.

_ AND WHEREAS it has been stzpuiawd by ytw that the Propns&r shail fumzsh you w;th a
~ Bank. Guarantee by a recognized bank for the sum specified therein as security in the event that
~ the Proposer:

Failsto ‘sign the Contract after UNDP hasawarded it;
Withdraws its Proposal after the date of the opening of the ?ropasais, B _

Fails to cornply with UNDP's variation of requirement, as per REP mstructmns, or

Fails 1o furnish Performance Security, insurances; or other documents that UNDP may-

require as a condition to rendering the contract effective.

goge

 AND WHEREAS we have agreed to give the Proposer such this Bank Guarantee:

: NOW THEREFORE we hereby aHfirrn that we are the Guarantor and responsible to'vou,. on' .
: -hehalf of the Proposer, up to a total of {amount of guarontee] (i words and numbers], suchsum.
- being payable in ‘the types and proportions-of currencies in which the Price Proposal is pavable,
~and we urdertake to pay you, upon your first written demand ‘and without cavil or grgumient,
- any-sum or sums-withinthe fimits of famount of guorantee o5 aforesaid] without your needing
~ ta prove or to show grounds or reasons for your demand for the sum spec’i'fied thergin,

| SIGNATURE AND SEAL OF THE GUARANTOR BANK

o T ,_;53
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: i(-?‘f#is must be fimxﬁwd using the official letterhead of the '3[55:;'2&9'_?8&}%&. Except
Jor indicated fields, no changes may be made on this templote]

oo S

WHEREAS [nome and address of Coritractor] (hereinafter called ” thé Co‘wtf‘“attér”}'h‘a’s
andertakén in pursuance of Contract No. Click here to enter et dated Chick here w amer
dute., 10 exXecute SETVILES .o (hereinafter called “the Contract”):

AND WHEREAS it has been stipulated by youin the said Contract tha*z the Cmtractor shali
'fumish youwith a ‘Bank Guarantee by a recognized bank for the sum specified therein as security
for compliance with his obligations in accordance with the Contract

- AND WHEREAS we have sgreed to give the Contractor such'a Bank Guarantee:

- NOW THEREFORE we hereby affirm that we are the Guarantor and résponsible’to y::su, on
hehaif of the:Lontractor, up'to'a total of [ambunt of guoranteel lin words and nurnbers), such
sum being payable in the types and pmpomons z)f carrencms in- whsci’i th& Contract Przce is

argument arw sum o7 sums wzthm the ilm;ts of [amaunr cf guar{:ntee as afareswd] w;thou‘f yow"
needing to prove or toshow grounds or reasons for your denvand for the sum specified therein.

This guarantee shiall be valid for 3-years duration of the LTA from the date of issue i:)y""
UNDP of a certificate of satisfactory performance and ful tampiet:an of services by the
Lontratior.

SIGNA TURE AND SfAL OF THE GUARANTOR BANK "
Bate ..-. siveiiiavibee AEE MR R ;;'.;{.;'. ,. PO ;. Cid R R YR SR AR R ;.o..g-; CaaTRirT ey ,--,.‘-..; Waw sy .".'.. . ..-.n- FeEaey
'.Name of Bank ... VbR AR € NS e b€ A 2R YR VPR S4 8 bbb P -

X L E LA S S ST R I ORI UE TR T

B Af thie REE roquives the submission ef a Peiforniatiee S
fhe eontroe A, sﬁm f’?rﬁ:mzfmw Secw gl ﬁm‘f f}w Proposer

-
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(This mmt be finulized using the officiol letterhead of the lssuing Bank, &“xe:epf:
for indicated fields, ho changes muy be made on this template] R

s - F ks Nc:me, o Add:m"x of lssing Branch or fo;m*j
Beneficiary: {Ngrie arid Addesiss c,r,f LNDP}]

Date:

ADVANCE PAYMENT GUARANTEE No.:

WE have beerz mfmmed that {name of Company](herema%ter cailed "the Cantractor“} hag
entered into Contract No. [referénce number of the contract]dated [insert: date] with you, for the
provision of [bnef description of Servicesf(hereinafter called "the Contract®).

Furthermore, we understand that, according to the conditions of ‘the Contract, an advance
payment in the sum of famount in words] {{amount in fi‘gures})'is‘ to beniade against an advance
:paym-er‘z'f_gu'arantée..

At the reques’z of the Cantractnr we [name of Bank] hereby :rrevacabiy undertake 1o pay you
any sum or suins not exceeding in total an-amount of famount in words] (Jamount in f:gures})l“
upon rez:elpt by us of your first demand in writing accompanied by & written statement stating
that the Contractor is in breach of its obilgatmn under the Contract because the Contractor has
used the advance payment for purposes-other than toward provsdmg the Services under the
{:mrztract

payment re‘ferred 10 above must have been recewed by the Cantractor on it accouzﬁt number'
&t [reme and ac_:_fdress_af Bank].

 The 'maximum amount of this gusrantee shail be 'f;rémgr'ess"iw'iy"réﬁaééd by the amount of the
pdvance payment repaid by the Contractor asindicated i copies of certified monthly statements.

~ ~which shall be presented tous, Thisguarantee shall éxpire, at the latest, upon olir receipt of the
monthly payment certificate indicating that the Consultarts have made full repayiment of the

amount of the advance paymem or Sn'the ___ dav of 2 2.0 whichever is-earlier.

M This Glarrrase shialf be seguived §f the € ontractor witl regrivd wedvanced paymant. ef more Hain ‘z‘?% m’ a'i'w contint cmwmﬁ
or i the: adsolate ansount of the odvanced payment reguired will excesd the dmouns of. LI823 30,008 nt i the price.

% ushig the exe fange vate stajed in the Dt Sheet. The Covtracion's Bank must issu fie Guarantes wsing the

G this 18 gt

rentor Bask shall insert a EEHHHHIE FERYESERET | thi exiHt <zf iHi aelvepived ;;wmem it deriminaded sy i the

carEReyed of the advarioed pi}}mem as spactfied in the Lontrael.

ik Jaserd the expected expsivetion Hoie, Frthe wvitrit u}' i adenision of tie for f)m;:x?{»z;mf ai the Corrae, the Coitractor woidd

ned i et gt exteasion of Hiis Cusrantes f ot the - Ciugrantor Bank, Suwchveguest musthe i weiting anid ot be smude.
Cprior b the gpiviice dale eatablishiel i e CGiviontol. I8 e m;z 2his Graramtee, the Cowthacior might umwdw weldding the
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Consequemiy, any demand for naymem under this- guarantee’ must be received by us gt this
office on or before that date,

This guarantee is subject to the Uniform Rules for Demand Guarantees, ICC Publication No. 458,

s e R

Note: All italicized textis for. mdzcatzve purpasés only to assrsf in preparmg fhls form cmd sha!!
ba? deleted from the final pmdwt

fotlovwing texy te the farst ai thie end of the pwml}xwﬂﬁ ;mf; agmg?h e mmrmxmr !Swd agr e 1o & GG VG w{wmzm a} thix
CRuaranted for & peiiod vot o sxvend. [sBinonths] [one yedr], i response to she Centracior swediten refgm*sfjw such extensivn,
“sweh reguest to be presented o the Cuarantor Bank before ihe-expivy of Hie Gugraited.



_ _ _ hetween _
 THE UNFTED NATIONS DEVELOPMENT PROGRAMME

- and

~ For the Provision of Travel Management Services ("TMSY)

- THIS AGREEMENT is made this dayof ..oy by afid

between the United Nations Development E’mgramme 8 submdzaz‘y organ of ihe Umzad Nations,
acting for itself and on behalf of the other participating organizations in the Unitéd Nations

system in INAME OF COUNTRY] locatedar . (hereafter,
*il Ni)?"_}_ and » a company organized utder the
laws of -and having its principal offices Jocated at

(lereafier, the: "Travel Agent™).

CWITNESSETH

WHZ&REAS UN{}I’ %eeks o hlgﬁy qualaf‘ ied, mdependem travel agmt to nrcmcic %u%%
~and comprehensive travel management services to UN DP‘% L(}untr} Offices and has issted a
: chtmt for Propasal {“RFP“) dated

WHEREAS. the Travel Agent répresents that it is-a fully accredited travel agenm
member of IATA, that it is familiar with the requirements of UNDP, &I‘id has responded 1o
UNDP's RFP by a Travel Agent's Proposal ("TAP"y dated _

W}iEREA% the Travel Agent s quain‘“ ed, re:aciy? and able to perforii tmvei
: -'nmnagumenz services iy dccordande with th;s Agreumm

Definitions: e R ST :



Forthe purpose of this Agréement, the capitalized ferms shall have the following
meaning:

"%samat&d Agenc;es" *i}aii mean the orgam and agencz&s of ﬁze Umn,d Naimns am:i the
“other {}rg&nzzatmm of the United Nations system, requesting services under this Agreement (a

Tistof participating agencies to be provided to the Travel Agent). o

 "Authorized Representative” shall mean, any person. d&mumt@d bv {}ND 1 wrztmg.} for
'jlt,qatsi Travel Management Services,

- Country” shall mean, [INAME '-Q'f:" THE COUNTRYT.
Fravel Authorization™ shall mean, s UNDP travel authorization fm’m or xn{:h mim‘

.':Limumc,nt or form as, from e o time, may be authorized bv UNDP-in. writing: 1o the Travel
A gent for: such use.

“Travellér” shall mean any pﬁrscm des;;:,nated ona I”mva Au&harlmtmm or such other -

:--1L€;uast asmay be: appmwd by UNDP, and any ofher traveller who may be authorized to travel at
-the'experise of UNDPor an Assoc;awd Agency,

- NOW THEREFORE; the Par‘tie% héreby agree as follows: ) RN

':ARTICLIE . Bcope of the.ﬁ’gréemént.

1.1 This Agreement is a contract Tor the prov;smn ()t travel mamgcmmt and reiaiad Services.
},uc 1 s, but not limited to, girtine ncketmg and airport transfer, hote! reservations and related
“services: {visd service, travel insurance, car retal) (hereafter the "Travel Managemeiit Services™)
“bythe Travel Agent.

i .;’23 T ‘ravel Mamgument Semua s}mi m{,iude arrazmemmz 02 i?aw:i ;}lcms and prep&mzmn {}f
Suttable itineraries {including alternative routings, departures and arrivals) at the Towest cost for
Staff Members and or their depw(}&nzs {for purpose of official and non official travels) and for
Consultants, goveriiment officials and participants attending meetings or on official business for
AUINDP, or Associated Agencies.

ARTICLE 2 ‘Responsibilities of the Travel -A'g.:e?ﬁf

24 Travel Management Services, as may be requesied by UNI.)P or gny {:}f its Assuu.;itud
'- f‘&g,mmer, provided by the Travel Agent shall include:

(@) onward air fare, vail-and ground transportation, hotel and car réntal réservations and
-travel insurance; whenever pt}smbic discount rates Tor car rentals, public carriers on 4 world- |
wide basisy

{b} mf’{}rmatwn on mumry Visa zeqummcnm he,aiii} zmmigatmn gimmnce fbru‘g,n
-exchange control regulation and other g government restrictions, and assistance in- mbmmmg travel

v



- {cy - delivery of airfine tickets within twenty-four {24) hours of receipt of UNDP Trave!
:__Auzimmatumm {or earlier depending on need), and seat assighments on flights and issuance of
- boarding passes, where possible;

‘(tf“} mcanf rmatlozl and mvaif&atzon of' a:rimc rzckets‘ m~1%u€d tli,iwts whmh am

......

_ {e}y t;rmiv no{:izcatmn i Iravei ers of airport clasmg, cancellations or delays in flights
trains; buses or voyages and abtain any reimbursement which may be due on-account of
cancetled or reissied reservations and/or tickets;

_ {f)  investigation on any complaiits fron Travellers and follow up the recovery of lost
: -'baggag,e, N

_-(x,} -executive ¢lub facilities at iramfer pmnzs
(h)y Organization of travel plans Tor UNDP meetings and conferences;
{1}y - -organization of seminars on-traveland ficketing for UNDP Travel ijzi'it-'s;%a:i’ii

220 UThé Travel Ageni shall be equi ipped with a fully automated sccounting system interfaced
ywith the: u:ampuiurued reservation svstem with UNDPs requirements therefor, 85 set out in the.
RER.

23 The qualiima{lom and expetience of any employees Wh(}m im Travel Agcn{ may abqul
“to perforny the Travel Management Services hereunder shall be the samie, or better, as thase
“specified in the Travel Agent's Proposal. The Travel Agent shall provide UNDP wzih the home
~addressand telephone number of one key pers(mﬂei among its emiployées to assist UNDP durmg,
emergencies outside of the normal busingss hours.

24 The Travel Ag,u'lt hall neither seek nor aecept instruction from any authority’ cxzemai w
CUNDP or to the United Nations Inconnection with the performance of this Agresment. This

- Travet Agent shall refrain from any action which may adversely affect UNDP or the United
“Nations and shall fulfill its commitments with the fullest regard for the interests of UNDP. and
the United Nations.

23 -'A-iweékly'-émti mionthly répoit shall be provided by the Travel Agent,
26 -Aguarter 1v meetmg will be i}%ité bctweul the Travel Agent and UNDP am:i mher UN

~Agencies.

2.7 “The Travel Agent <,ll*zaﬂl be ab ¢to rwgotzate with the Airtines in pwwdmg buim cates
“should it be-applicable if UNDP and mhu‘ UN. Ay&nues cmzid provide assuranice on Jevel of
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28 f{“‘}ie"**i_'“riiv'@i' Agent '_11;35 10 keep documents up to'S years for finaniial sudit and agree o let
WUN itgelf or contract with independent third parties to sudit fihance related to travel services for-
UN Agencies. '

2.9 The Travel Agént hall submit UNDP the air fare rates with airlines for reference, Any _
chaiges in price due to promotion, discount, or increase shall siubject to notification to UNDP, .~

2,10 The Travel Agent shall neither seek nor accept instruction from any authority externalto = e
UNDP or to the United Nations in connection with the performance of this Agreemeiit. The o
Travel Agent shall refrain from any action which may adversely affect UNDP or the United

Nations and shall fulfil its commitments with the fullest regard for the Interests of UNDP and the

Uiited Nations. '

ARTICLE 3:  Seivices by UNDP -

3.1 UNDP will submit to the Travel Agent & Travel Authorization indicating the maximum
entitlement (mode-and class) permitted to Traveller for such travel. All Travel Authofizations
shall be in writing; signed by an Authorized Representative. UNDP shall not be responsible for-
any Travel Management Services undertaken by the Travel Agent without such Travel
Autharization.

32 Asemi-annual survey shall be conducied by UNDP with all UN travelers on setvices
‘provided by the Travel Agent,

~ ARTICLE 4. Compensation fo the Travel Agent

41 Thesols remunetation for the Travel Agent shall be the Service Charge as per quoted
- price schedule.. .

A2 UNDP shall be responsible for paymoent of airtine ticket and assoeiated expenses as may. -
b expressly provided in the Travel Authorizations, together with any charges incurred and for _

‘which UNDP is responsible. The Travel Agent shall, however, use ity best efforts w minimize
- the imposition of charges and penalties. '

45 UNDP shiall reimbiirse the Travel Agent: -

)y Toralt authorized airline tickets and 'ZPifé'pﬁi'ci Ti:ckéts issued.
by 'H&W'ever,ji’}ie"T‘;‘rﬁi*_iifé]ﬁ_}\'géﬁf: shall reimburse UNDP at the end of each 3-£n§}z1‘t}fi_ '.:f“or;a'n'y' |
- unsettled refund claims that have been outstanding for more than sixty (60 days. If, after

- seitlement, the Travel Agent presents evidence of valid rejection of any claim for such refund,
LINDP shall reimburse the Travel Agent for all such rejected claims for which the Travel Agent -
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4.4 Whmwer the Travel Agent has divectly Incurred orpaid costs for authorized airline
fickets fssued outside the Courntry by affiliate agenicies; LINDP, at its option, shall make
reimbursement eithér in United States dollars at the-official United Nations rate of exchange, or
in-the currency in-which the-expenditure was incurred. The Travel Agenit shall co-operate with
 UNDP to the fullest extent possible in the utilization of currencies other than United States. '
- dollars and xmﬁiiy convertible-currencies for payments that need 1o be made pursuant to this .~
- Agreement o

45 UNDP shall maku payments fo'the Travel Agent within thisty (30) da3 5 affer the: rec:c:pt B
*and certification of the Travel Agent's invoice, which shall be submitied onl yafter complétion of
the Travel Mansgement Services 1o which it relates and only i UNDP has certified that the

“Travel Management Services have been satisfactorily performed by the Travel Agent.

| ,g&i%f‘i*iCL}éi 5 Finam:.é;é_rami Accounts

- 51 Each week the Travel Agu}t shall submit a siaiement of a account w;th mzppez'tmg L

- dociments for réimbursement. The statement of account shall show for-éach tramai:lmn,, the

- ~country and currency in which-all costs were incurred by TUNDP, the date, the invoice number
‘and the name of {he UNDP Traveller. For tickets pm‘chased inthe C ouitry, the statement of’

account shall show the Travel Authorization Form number; the cost of air fare’in US Dollars and
‘thie equivalent amount in local cure eney..

520 Al funds and refunds on tickets Tor travel fot underﬁai«:w bv UN op Travc]iufs shall be '.
- gredited 1o the account of UNDP, in the form of a credit to UNDP's account.

53 The Travel Ag‘,em shall provide for theexclusive and confidential use i::y U Ni}f’ of &
-wmpw}n,mm quarterly statetnent of income and expenditures of the tiavel operations

~-established by the Travel Agent in accordance with this Agreement. ‘Such statement of income:

- -and expenditures:shall conform to Generdlly Accepted Accounting Prifciples ("GAAP") in and

~ shall be submitted to UNDP no later than one (1) month following the end of the: quarter year

: ;pgrmd fo which the statement relates.

54 IJNZ)E’ veserves the right to with| mid the r‘emnd of wp{:nsus shiould it bc ;3mmn ‘that tha,
“Travel Agent deliberately-caused UNDP to incur a loss. Such retention shall not lead toeither

: the suspension or fermination of this Agreement. The amount thus withheld shall tiot gencérate.
interest..

85 The Travel Agmt shall also provide updawd information on rates and travel *:chuduics iur
'.-spcmfiu itineraries 45 requested by UNDP in writing’ for budgeting purposes.

 ARTICLE6:  Representation and Warrantics T

6.1 The'Travel Agent represents and warrants that, at 11}& time Oftzckams_“ itwill obtain the
- Jowest fare applicable for the mode and class of travel and/or othertravel services authorized by

- "



UN?)Z in actordance with this Agreement and consistentwith the Travel Authorization for the
: 3onmey concerned. Such lowest cost fare will reflect the imost direét did gconomicdl routing.

6.2 UNDP shall have the right to perform pre or pasi travel audits, t hrough its travel unz{ or

- through independent auditors, in order to assess the Travel Agem s compliance with the towest. _
‘cost-fare. In the event that the Travel Agent hashot obfamud the towest cost fare, the Travel e
Agent shall tefund to UNDP the difference between the price paid by UNDP and the price of the -~

' ﬁlawcsz cost fare which was available. In the event that UNDP notifies the Travel Agentthat it S
‘consideérs the number of times the fowest fare has not been obtained by the Travel Agent, UNDP -~
shall have the right to immediately terminate this Agresment, R
6,3 UNDP neither represents nor warrants that the Travel Agent w;ii pmwde a gnaranzwci

 Jevel of Travel Management Services hereunder, and UNDP does not guarantee any minimum

: quanmy of Travel Management Services or procureimnent,

 ARTICLE7: ~ Duration
7.1 This Agreement shall be in full i‘arw ami effect for a permd Of . yéai(s) fmm

. 0 unless priorly terminated- by UNDP on provision of Tourteen ( |4y days
: notice z_mf;i in writing.

72 This Agreement shall be renewable by mutual agreement of the Partied and in wiiting. =

ARTICLES:  Notiees.

8 Any m}tzce or.other communication required zmcier 1&1:5 Ag,r%ment shall be in wntmg, anf:i
: deemed 16 be propérty given upon recupz by the addressee at the-address mentioned on the first

. page hereof, unless otherwise agreed. :

CARTICLE9: .-i:'{}-n-'ﬁ'amiia‘f’iw

| 9.1 The Travel Agent shall not dzsda% for Any purpose (unless ra:.,qwmi i:;y law ot jud;ud¥ o
T der} any infofmation provided by UNDP to the Travel Agent under the- present. Agreement.

CARTICLE10:  General Provisions

_ 10,1 This A; greement constitutes the mtlre zmderstandmg, s and agreement of the Parties hucm
- and supersedes-any and all prior agreements, whether written or oral, between the Parties.

102 This Agreement is subject 1o the UN General Conditions (Annex B), Tn the vase of any
- incon ‘smtency between the documents referred to-in this Agreement, the terms:of this Contract

~ and of the UN General Conditions shall prevail over the terms of the UNDP's RFP, which shall,-
- inturn, prevail over the terms of the Travel Agent's Proposal.

_ 103 This Agreement may’ fiost h{, ammd&d or mhe:rmsc modlf“ ed uhiless in W’Y%%ll‘m azld signed by bc}{h
- parties,



AN WITNESS WHEREOF , the Parties; through their duly authorized representatives; have
- signed this Agreement: '

A(g[{;p*}*;@;l} L ACCE?TEI} ..... S Tt

FORTHE TRAVEL AGENT: EOR.UNDP:

Name: . o Namg:

CMle_o oo it

Date: e Dater
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o LEGALSTATUS;
The Ccmtrat:mr shall be {:{}ﬁsndemd as havmg the iegal status Gf an mdependem mntractar Vis<a- vis the i}zs;teci'

“Nations Devalopmem ngramme {UNDF}. The Contractor's personnel and sub- CONracions 3ha$ not be censsdered

Jinany respect as being the emplovees or agents of UNDP or the United Nations,

20 SOURCEOFINSTRUCTIONS: . -
The Contractor shall neither seek por sctept INStructions frony suy authority external to UNDP in connection with
“thie performance of ifs servides under this Contract. THe Cantractor shiall refrain from any aotion that may adversely
~affect UNDP or the United Natigns and shall Tudfl) its commitments with the fullest regard to the interests of UNDP.

: 3_;'0 L NT&A’CT{') RS RESPONSHE! Li’f"f FOR wp{nvsasz

the Contractor sha%i be resgmrzszble farthe: pmfessmnai and techmcal campeteﬁce of zts éffaﬁioyees s will selec’t
Farwork under this Contragt, reliable individuals who will perfarm effectively in the implementation of this Contract,
yespect e locsl custorns, and conformte s high standard of moral and ethical conduct:

A0 ASSIGNMENT:

Thi Contractw shall nat” asmgn transfer, piedge vl maicfe othgr d;s;ms;tmn of thiy Cantract or e’my part therecf o
gy of the Contractor's rights, claims of obiigations under thiy Contract extapt with the priof written consent of
SUNDR,

50 SUB-CONTRACTING:

i the svent the G::ntmctor reqmres the services of suls- contractors, the Cantractm shaﬁ ob{am the priorwritten -
“approval and dlearance of UNDP for afl sub-contractors: The approval of UNDPof 2 subscontractor shal J _nat___re_i:eve
“the Contractor of dny of its obligations under this Contract. The terms of any subscontract shall be subject to and
“confarm to the provisions of this Contract

B0 } OFFICIALS NOT TO BENEFT

“Th Canitractar warrants that no official of UNDP 6F the United Nations has receiviid or will be offeréd by the
‘Contrdctor shy dirgct or indirect behefit arising from this Contract or the award thereof. The Contractor agrees that
-Breach of this 'p'f“év?sibﬁ_ we bi"éa{:??_-éf' af essential termy of this Contracy,
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. 7.!3 ..... i&ﬁSMNIpICATION: ........................................................................................................

The Contractor shall indemnify, hold and save harmless, and deéfend, at its own experse, U‘\i{}P its mffscaa Iagents,
Cservants and employess from and againgtall. suits, claims; demandﬁ} and :abl ity of any nature oF kind, mt:ludmg;

~thelr costs and expenses, arising out of acts or. c}m;Ss:am oithe Cantracmn orthe Cantractor s employees, officers,

agents or sub-contracters; inthe perfamwance &f this Cfmtm{:t “his rsmvzsma shall extend, inter alia, to claims and

CHability i ‘the nanre of w{:srkme?z s compensation, progducts liability and Iiahahty arising out of the use of patented
hwentions or dewces, copvrsgh ted: material or other intellectual property by the Contractor, itsemployees, officers,,
-agents; servants or sub-contractors, Tha- obligations under this. Article do not. japse upon termination of this. .
~Contract.

B0 '-"i_'rés'i;zﬁmét':é-ﬁ'wt;'i;th'sitffiés*ro-*rambwmsi- L e

g "f'ha Contractor shall provide and therssFter malatain insurance against a?i rsgk.s in respect af ity pmpemf” .
e anv eguipment used for the execution of this Contract,

B2 The Contractor shall provide and’ thereafter mamtam aH appropriate warkmen 5 mmpensat;on msurance,' '

ot the equivalent, with respectto ity employees m cover claims for personal i injury or deathin connecticn with this
CLontratt

B3 The Ccntractofshaii aisa pw\nde az’sé thereafter mamtam imhti:%y Insurance i an adequate amountta cover
third party claims for death or bodily injury, or Joss of Gr damage to propetty, arising from or in connection with the
“provigion of services under this Cortractor the operation of any wehicles, buats, airplines or sther equipment owned
o leased iay the Caﬁtractnr or i dgenty, servants, empifayees or subscontractors performing work or services in
_ctonnestion with this Contract.

B4 Exceptfor the workmen's compensation insiirance, the insurance policies under this Article shall:

CBALName UNDP as additions! insured;

BAZ incdlude s walver 6f subirogation of the Contractor's nghts to ti‘ze insurance cafrier againgt the UNDE:

843 Provide that the UNDP shall receive thirty (30} days weitten notice from this insurers Prive to any
: canmiiatm o ahange of coverage,

85 - The Contractor shall §,upen reqamt pmwde th UNDP with &ansfactmy evadenca of the Insurance réquired
gnder thss Artitle.

9.0 ;mcﬁmam&c‘s‘s‘}ﬁmﬁ:‘

The Comtracior shall not cause o permit any isen, attachméﬁt ot sther: encumbrar}ce by Emy DPErSGR ta he piac&d a‘}?‘i.
file ot to remain on file in any public: office-or on file with 2he UND? agamst any montes dueorto hewme due far
Cany work dong or materzais furrished under thss Contract, or by reason of any other: claim or demand Bgainst the
: Cmtracta}r

: '1'6"6 HILETO E{}UEPMENTa _‘%‘itie to am; equupmem arzti sﬁpplm thst may be furmshed By u&w shail rest wsth' g
: UNDP and any such eguipmient shiall bs returried to UNDP st the conclusion of this Contract or when nio ionger
‘needed by the Contracior. Such equigmient, when returngd to UNDP, shall be in the same condition as when
“delivered to'the Contractor, subject to norptal wear and tedr, The Contractor shall be liable. to compensate URDP
for gguipment determined to be damagéd or degraded beyond normial wear and tear.

1100 COPYRIGHT, PATENTS AND OTHER PROPRIETARY RIGHTS: |
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A Except as zs ‘ntherwise. expr&ssiy ;meded in writing i the Contract, the UNDP shal be entitied o alf
f--mteﬂecwal pmperty snd other pmprietarv rights including, but ot limited to, patents, copyrights, and trademarks,
-_w:fh rogard 1o ;:mducts pr&tésses? nventions, idess, knawwbaw, or documents and other Frateridls which the
‘Contractor has deveiapeﬁ forthe’ UNDP under the Contract and wh;cb bear @ dire;:t refation to or are pro&ucerj oF
‘prepared or collected in consequence of, ot during the course of, the performance of the szntr;act and the
LGomtractor ackmwiedgas and agrees that such products, documents and other materials constitute works, matﬁe for
Hire forthe UNDP,

112 T the extent that hny. siigh mt&i]ez:’tuai prapefty or othér propr ezary nghts mnmst c:rf azw mzeliettua{

- property or other proprietary vights of the Contracton: i} thitpretexisted the performance by the Contracter ofits
-obligations-under the Comtract; or () that the Contractor may develop or dcquire, or may have-developed or
“acquired, independently of the performance of its cbiigations” yndér the Tontract, the UNDP does notand shiall not
- Clain ghy awnershlp interest 2heret0, and the Contratior grants to the UNDP & perpetudl ldense o dse suth
intellectual property o other pmpnetar‘y right solely for the purposes of and in accordance with the requirements
“of the Contract,

113 Atthe request nf the LIND? the: Centratwr shaii 2ake aft nace&sary steps execute aii nec:essary decument&

- ahd generatly wesistin securing such propristary rights and transferting or licensing themi to the UNDP in compi:ame
“with the requirements of the applicable law and of the Contract.

414 Subjectto thiforegoing provisions, all maps, drawings, photographs, mosaics, platis, reports, estimates,

recominyendations, documents, and ali other data comipted by or received by the Contractor unider the Contract
-shall be the property of the UNDP, shall be made available for wse or inspection by the UNDP at reasoiiable times

nd ih reasonable plac,es shall be freated a3 confidential,-and shall be delivered only to UNDP authorized officisls
on camp%etmn of work: under thee {Zcmtract

120 USE {)F NAME, ENMIBLEM OR DFFICIAL SEAL OF UN%)P ORTHE LINITED NAT!ONS

: The Contractor shiall not advertise or ptherwise make publtc the fact that it :s a Contractor wn:h UND? nor shall the
| Contrsctor, i ahy matiner whatsoever use the niame, emblern or: official seal of UNDP or THE United Nations, orany

- ahbreviation of the name of UNDP o United Nations in connection with its business or otherwise:

(130 CONFIDENTIAL NATURE OF DOCUMENTS AND INFORMATION:

: nformam}n and data thatis: considered proprietary by sithér ?arty, and that is {ieiuvemd oF d;sclosed by one ?arty"
: (*’i}:saigser”) 1o the other ?arty {"Redipient”) during the course of performance of the Cofitract; and that is
: designated as c:orz_ﬁderztzal {“information”), shall be held in mrzf;dez‘zce by that 93?‘1:3{ and shall be handled as follows:-

A34 Thered pient. tRecipient”) of such infornsation shali:

13.0.1  use the same care and discrétscm to. avoid d:sciasure publication or dissemination of tbe"

piscloser's Informiation a% it uses with its-own similar.information that it does not wish 1o disclose, publish or

- dissEminaté; and,

1342 usethe Discloser'si rfarmation é'c’:’i‘éii,?-fﬁf "t'ﬁ'é"pi.if;':lb’éé"fc':';"'i)\'ah‘ii:'hfi't'i&?a's.-'éi'i's'éldéé&.. o

132 "?'ra\éidéii %ﬁat’ibé’?éééi;ﬁieﬁt has a written agreement with the Tollowing persons orentities: rét;’iii'ré?ég themy
. v tr&at the information confidential in sccordance with the Contract and this Article 13, the Rediplent may disclose

: 'mfmrmatmﬂ tor

4334 any other party with the Discloser's prior witten consent; and,
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AB.2.20  heReécipient’s emplovess, officials, representativesend agent& who havea rzmd o know such
“nformation for purpases of performing obligations undérthe Contract,-and ampiayees offi caais, represenfatives and
sgentsof any egal entity that it controls, controls it, or with which it is under common control, who have & riesd to
kniow sueh information for purposés of performing. ablzgﬁtmns underthe Contract, prc\nded that, forthesepurposes - -
- controlled legal entity means:

b 3 0 e corporate &ftity inwhich the' ?arzy owris Gr atherwssa coﬁtroia whether d:reczly or mcisrectiy, Gver "
fifty parcent {50%) of voting shares ‘thereef or,

©43.2.2.2 any entity over which the Party exéreises effective managerial control; or,
| 13.2.2.3 for the UNDP, st affiliated Fund such as UNCDF; UNIFEM and UNV.

188 The Contractor fay disclose InformaEtion 1o the extent feduirad by taw, provided that, subject to. and
“without any walver of the privileges-and immunities oF the United Nations, the Contractor will give the UNDP
“suthsiant prioe notice Of a request for the disclosure of Eﬁfarmatzon in order to.allow the: UNDP tohave s reasonabli

- aspprortunity to take protedtive measures o such {)th&{ attion as may be. a;ﬁpraprzate hefore any such dzsal{}sum is
ade.

434 The UNDP way disclose mfarmatson to ihe axtemt a8 reqmred pursuant 1o the: Chartfsr o the UN, reaafatzens-'
“or regulations of the General Assembly, or rules pmmuigateci by the Secretary-General,

ik5 The Recmient shalf niot: be preciuded from dzsr:iaszng information that i obtaired by the ﬁec:plent froma
'.'third party without restrtcmn iy diselosed by the Discloser to 2 thirg party without any obligation of confidentislity,

3_-:3 previously known by the Recipient, or 81 any time 15 developed by the Recipient completely mdependantiy of any.

-disclogures bereundsr,

436 Thedse obligationg aﬁd restrlcmns af confidentiality shaii be effective during the terin of the Contrac:t
: mt%ndmg any extension thereof, and, unless otherwise provided in the Contract, shall remain effective following any
‘termination of the Contract : :

i-mo- FORCE MAJEURE; _n‘fazﬁ'cR#ﬂééﬁ"m_t&wmﬁons'

{41 inthe event of and a8 soon gs passlbie after the Gocirrencs of aﬁy cause const:tuzmg force majeure the'
':Comracwrﬁha i givernotice and full particulars in writing to the UNDP, of siich stourrence or changeif theContractor

i theréby rendered unable, whnily or-n-part; to performyits obligations and meet its respondibillities under thts;
‘Contract. -The Contractor shall also’ notify the UNDP of any other changes in conditions or the occurrenice of any
‘eventthat interféres or threatens o itarfere with its perfcrmam@ of this Contract. On receipt 6f fhe notice r‘eqmre& '
:under this Articte, the UNDP shall take such sction as, in it sole gistretion; it considers to beappropriate or necessary
i the circumstances, including the granting to the Contractor of 3 masanaiﬁe ext&nsmn of time in which to perform
ity gbligations under this Contradt.. o

142 i the Contricior s rendered perianently unabi&, whai v o in ;}a:‘t, by reason of fon:e ma;eure 10 perfcrm -
its obligations and meet its. responsibilities under this Contract, the UNDP shall fave the right to suspend or
‘terprinate this Contract om the same terms and conditions as are provided for s Article 15, "Termination®, axcent
‘that the period of notice shall be seven {7) days instead of thirty {30) days.

183 Foree fealeure as useaﬂ i th:s Articls means actsof Gnd wWar (whethet declareri ar figtl, mvas;an, mmiu%mr&
insurrection, or other acts of a similar nature or force.

A44 The Contradier acknowistdges and sgreds that, with mspect to-any obi:ganons under the Ccntra::t that the
-Contracmr miust perfarm nor tor any areas i which the UNDP s engag&d irt; pr@parmg fo engage in, or d:sengagmg .
from any peacékesping, hurvamitarian of sirrilar ap&ratmns, any delaysor faziure tor perfﬁrm such Gbilgatmns arising
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'Z?’?éfﬁ-‘éf"'rféi'a’ti?}lg' 10 hdrsh conditions within stich afeas or to anv indidents of Svil Unréstpicurfing 11 suich sress shall
“het, i and cf‘it&&if,-tﬁnsti_t_tzt_e force majeure under the Contract, e
450 CTERMINATION o T

151 Erkher party may terminate 2has {Efmtract for cau&&, in whale orin part; upon thirty {30} days notice, in
“writing, _’m the other party. The initiation of arbitral pmteedmgs i acwrdam:e with Artzde 182 {*"ﬁrb;{ratmn .
“btow, shalt not be deemed a termination of this Contract.

152 UNDP réserves the fight to terininate without tause this Contract at any time Upon 15 days prior written
“notics to the Contractor, in which case UNDP shall reimburse the Contractor for all Peasonable gosts indurred bv'_ the
Coritractor prior to receipt of the otice of termination.

':'3;"5 3 hvihe event of any termination by UNDP under this Artidle, io payment shall be due from UNDP tothe
_-.{:cmtmctm gxcept for work and servicey satisfactorly performed in- cmfmm;t*,f with the express terms of this
Comtract,

': 154 5hau¥d ‘tire ‘Contractor be adjudged” bankrupt, or be itqu:dated oF become iﬁs_di#mt; or should the
“Contractor make an dssignment for the benefit of its craditors; or should 4 Receiver be sppointed on avcount of the
Cimsolverncy of the Contractor, the UNDP may, without prejudice to any gther right of remedy it ntay have under .th"e‘_
“rermE of thisse conditions, terminate this Contract forthwith. The Contractor shall mmediarely inforin the UNDP of
“the oceutrence oF sny of the above events,

160 SETTLEMENT OF DISPUTES Tt
‘164 Amicahiﬁ Settiement: The Parties shaii fise their best: efforts to settie smicably sny dzspute cantrwersy or
'_'sia:m m‘ssmg ot af zhts Can{raizt o the Breach; fermination o mval;d;ty ‘thﬁre{}f Where the parties wish to seek

“suchan amicable settiement through mnmisatmn, the conciliation shall ‘take plate irv accardam:e with the UNCITRAL
“Coneiliation Rules then obtaining, or according To such other procedura as may | he agre@d hetween ‘zhe parties.

162 Arbitration: Any dispute, tontroversy, or Claint between the Parties arising out of the Contract of the
bresth, Termination, o iivalidity thereof, unless settled amicably under Article 16.1,-above, within sixty (680) days
-after veceipt by one Party of the othér Party's written reguest for such amicable settiement, shall be referred by
“ither Party to arbitration in accordance with the UNCITRAL Arbitration Rules then abtaining. The decisions of the
. arbitral tribuial shiall be based on general principies of international commercial law. For all evidentiary questitng,
“the arh:tral tribiunal shiall be-guided by ‘the: Suppiementaw Rules Governing the Presentation and. Reception of
. Evsdeﬁm in international Commaercial Arb;tratmn of the. Imematmnai Bar Association, 28 May 1983 edition.. The
: arbitrai tr:bur&ai shaii be ampawered e arder the feium or destructmﬁ of goods or any pmp&rty, wh&ther tangible
i mtangibie or of any confidentia) information provided under the Contract, order the termination of the Contract,
“or order that any pther protective measures be taken with respect 1o the g:mds ‘services or any other property,
whether tangible or intangible, or of any confident:ai afﬂrmatmn provided umﬁer the Contract, as appropriste; afi}
Iy secordance with the authovity of the sibitral tribunal pursusnt to Article 26 {“Interiem Measures of Protection™)
~and Article 32 {"Form and Effect of the Award®) of the UNCITRAL Arbitration Rulés, The: arbitral tribural shall have
" ap authority 1o awird punitive damages. . In addition, unless otherwise expresily ‘provided in the Contract, the
arbitral tribumal shiall have no suthority 1o award interest in excess of the Lonidon inter-Bank Offered Rate {"LIBOR")
- then prevelling, and any such interest shall be simple interest only. The Parties Shall be bound by any arbitration.
- gward rendered A5 resa%t of such arbitratmﬂ EY] the final adjudication of any such dispute, controversy; or claim.

X f?ﬁiﬂiiﬁéﬁﬁ_'ﬂﬂﬂi_'ﬁﬁi\ﬂﬂ?\ii?i'ﬁﬁz'
- Nothing in of relating to this 3_Ciar§i'ria'ct_-s'h'ai'il”be' deemed 3 walver, express or implied, 'of any of the privileges and
“immmunities of the United Nations, including ity subsidiary organs.

S N



18.0 "!’_’AX"E)(E’MPT’EE:)N
: }i&"fi - Bection ¥ of the Cenvmtim anthe Privileges-and immunitias of the Uriited Nations provides, interadia that

the Umted Nations, including its subs;d;ary organs, is exempt from all difect taxes, gxdept sharges for publicutiiy .
Cservices; and is exempt from customs duties and charges of 3 similar setdre in respect of articles Inported or -
exported for its t}ff;z:mi use. in.the event any govérnmental authority refuses to recognize the United Nations

“exemiption from such taxes; duties or charges, the Contractor skalll Hnimediately consiit with the UNDP to datermme

_# mutually scceptable procedure,

CIR2 Accordingly, the Contractor authordfzes UNDP fo deduct from the Contractors. invics. any Fmount
representing such taxes, duties or charges, unless the Contractor has consulted with the UNDY before the payment
thereot and the UNDP has, i each Instance, specifically suthorized the {:cntractor to pay such taxes, duties or
- charges under protest. in that svent, the Contractor shall pmwde the UNDP with written evidence that payrment of
“Such taxes, duties 0r chafges has hieen made and appmgrzateiy authorizad.

150 CHILD LABOUR.

48.1 “{he Contractor represerits and warrants that neither it' nor any :}f s suppiters i engaged in any praz:tms* L
' mmns;stent with the rights st forth inthe Convention on the Rights of the Child, including Artitle 32 thereof, which,
Cinter alia, réqwreq that a child shall be protected from performing any ‘work that is-ikely 10 be hazardous or to
interferewith the child's sducation, or to bé harmful 1o the child's healtk of physical mental, spiritual, morai or social
-development.

182 Ay Breach af this représentation and warranty shaii erzt:tie UNi}P o tarminate th;s {fanma{:t ;mmediateiy
Cupor notice to the Contractor, at no cost 1o UNDP,

20,0 MINES:

Lk The Comra{:tar re;:zresant& ENGE warrants that r&ezther it nor any .of its w;:phers 18 actwely ané dtrecti '
“engaged in patent sctivities, deuelmpment astembly, prmduc’uon trade or sanufactuee 6F niines or insuch activities
Jinrespect of components primarily: utilized invthe manufacture of Mings, The term "Mines” mesns those devices
defined in Article 2, Paragraphs1, 4 and 5 of Protocol asnexed to the Conventien on Probibitions and Restrictions
oy thie Use of Certsin Conventional Weapons Whith May Be Deemsd 1o Be Excessively Injurlous of Have'
ndiscrimiinate Effecty 51 1980,

ANE Any breach of thig representatian aad warranty shall entitié UNDP 1o terminate this Caﬁtract immedsa%eiy-
“upon notite to the fontractor, wWithout any liability fer termznation charges orany other tiabtlity of any kind of UNDP,

210 OBSERVANCE OF THE LAW:

:?he Contractor 3?1*3%! ccm;:niy with' all %aws ordananc&s, rutes, and r&gu!atwns hearmg upon the parhrmence of its. -
: Qbitgatians unider the terms of this Contract,
220 SEXUALEXPLOITATION:

RER Thﬁ Contiactor shall take 30 appmprsate measures to prevem sexusl expimtat:am or ablse of anyone- byit
of by any of s eraployess or any other persons who may be. engaged by ‘the Contiactor m perform: any services.
-under the Contract:-For these purposes, sexual activity with any person less than cighiteen years'of age, mgardims_

-of any laws ralating to consent, shall constitite the semai exp%mtatmn and abuse of such person, In addition, the.
‘Contractor shall refrain from, ar&cﬁ shai take all appropr:a‘te messures to prohzhit s employees or ather persons:
-gngaged by it fmm exchangmg any money, goods, services, offers of employment or other things of vatue, for sexual

f iavars or activities, or from engaging in any sexual activities that are exploitive or degrading to any persen The
-{:entmctor acknowledges and agrees thatthe provisions kereot constitute an essential term of the Contract and that

86



.'.a?%y ﬁréach of this representat;oz‘: and warranty shall entitie UNDP 1o tefminate the Contract immediately upon
“notice to'the Contractsr w;thaut any habz ity for termmatwn charges or any: other liabsiity of any kind. o

232 The U_ﬂif)P shall mot apply the foregoing standard refating to sge In any case in which the Contractor's
| personnel or any other person who may be engaged by the Contractorto performy any services under the Contraet
“is drried to the person fess than the age of eightesh years with whiom sexual activity has occurred and in which
such marriage is vecognized as valid under thé laws of the tountry of citizenship of such Contractor's personmel or
ssoch other personwho may be engaged by the Contrattor to perform any services under the Contract.

2300 SECURITY: _ _ _
23 The&entmatamhai L S SRR B g
Aa) Putin place an approprsate SECUITY p[an aati raintain the secunty plar, taicmg Nt sccount the g
| sacurity situstion in the country where the services sre being provided;
{by Assurive all visks and iabilities related to the Contractor's security, and the full implementation of -
C thesscurity plan. '

‘232 UNDP resew&s the right to verify whether such & planis in plate, and to supgest modifications to the plan
“when necessary. Faﬁure 0 mamtatzs and implement an’ apprcprtate security plan a5 requ:red hereunder shatl be
deemed’ a breachof this tontract. thwﬂhstarzdmg the foregoing, the Contractor shall remain solely resg:carzsibie for
thesecurity of its persunnel and for UNDP's property in its custody assetforthin ;‘mragraph 4.1 above;

(240 AUDITS ANDINVESTIGATIONS:

CZ8.4- Esthibvoics paid by UNDP shall be suh;ect t0 '@ post-pavmiant Sudit by wuditers, whethir m&emal or
~external of BNDP or thie sutharized agents of the UNDP at any time during the tert of the Contract and fora period.
“of three 3] years Tollowing the expiration oF priof terinination of the Contract. The UNDP shall be éntitled toa.
“refund from the Contractor for any amounts shown by such audits to have been paid by the UNDP other thanin.
accordance with the terms and contditionsof the Contract. Should the sudit determine that any Tunds paid by UNDP -
: ha\ae not been used as per contratt clauses, the COMPAnY. shall réimiburse: such funds forthw;th ‘Whete the company.
Fails to reimburse sugh funds, UNDP reserves the right to senk: Fecovery and/or: 1o take any other. action a5 it deenms
recessary. :

S22 The Cantractcr acknowledge& and agrees that at aﬁ\f’time QNDP may madvct mvestzgatmns raiatmg 1o
“any-aspect of the Contract; the obligations performed under the Contract, and the operations of the Contractor
generally.. The right of UNDP to conduct an investigation and the Contractor’s obligation to comply with sueh an
_mvestigation shall not Tapse upon expirstion or prior termination of the Contract. The Contractor shall provide ity
- full and timely cooperation with any such ifspections, post-payment-audits or investigations. Such cooperation shall
: 'mc!ude but shall oy be i:mrted to, the Contractols obligation b make avallabile s personne! and any
' ;{iacumantatmn for sm:h PUrEOses arid - gram; o UND? access to the Contractors premises. The Contracior shafl
require its-pgents; | nc[udmg, but not hmztetﬁ e, the- Cantraf:,tors attomeys accountahm oF other advisers, o
. reasonably cooperate with any ms;;ectmm ‘post-payment audits or nvestigations carrzed ot by UNDIP Béreunder..

::25{3 . ANTHTERRORISME:

251 The Contractor agrees to undertake aii reasonable effcrts o esisure’ that none af ihe. {}NEJP fum:is recewecﬁ
~under ‘this Contract are used to pmwde support to tndwztﬁuais or entities associated with tefrotism and that the
reciplents of any amounts provided by UNDP hereunder do notappesr on ‘the list mamtamed by the Securzty Couneil
Committee  established pursuant  to resolution 4367 {19993, The it wan  be  accessed v
- ttpi fwieiun.ore/ Docs/sc/committees/1267/12670stEng At This' provision ‘must be ‘included in_ sl sub-
rontracts of sub-agreements entered into under this Contract,

6.0 AUTHORITY TG MODIEY:

_____ -


http://www.un.org/Docs/sc/committees/1267/1267ListEng.htm.This

.?ursuant th the Financial Regulatmns and Rules of UNDP,only t??e UNDP Authorized Official pO5R88588 The autharity
o agree an hehalf of UNDP to any mad:ﬁcatmri nf or changein this Agresment, 1o 8 waiverof: any of 188 provigions
orto any add;tmnal contractual miatnm’sshs;‘) ﬂ‘f any king with the-Contractor. Accordingly, no modificationor, change
i this Comtract shall be valid and’ enfwceahie ‘against UNDP unless provided by an dmendmient to this Agrébment
: ;ssgnaci by the Contractor and jointly by the UN%)P Authorized Offical. '
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