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INVITATION TO BID
Hotel Accommodation and Conferencing Services
 to UN Agencies in Papua New Guinea on 
Long Term Agreement basis 


ITB No.:	ITB/PNG-001-19
Project:	United Nations Harmonized Procurement
Country:	Papua New Guinea
Issued on:	3 December 2019
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[bookmark: _Toc454283471][bookmark: _Toc454290543][bookmark: _Toc508626306]Section 6: Returnable Bidding Forms / Checklist

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

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

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

	· Form A: Bid Submission Form
	☐

	· Form B: Bidder Information Form
	☐

	· Form C: Joint Venture/Consortium/ Association Information Form
	☐

	· Form D: Qualification Form
	☐

	· Form E: Format of Technical Bid 
	☐

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



Price Schedule:
	· Form F: Price Schedule Form
	☐



39

[bookmark: _Form_A:_Proposal/No][bookmark: _Form_B:_Proposal][bookmark: _Toc508626307]
Form A: Bid Submission Form

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

	ITB reference:
	[Insert ITB Reference Number]


[bookmark: Text5]We, the undersigned, offer to supply the goods and related services required for [Insert Title of goods and services] in accordance with your Invitation to Bid No. [Insert ITB Reference Number] and our Bid. We hereby submit our Bid, which includes this Technical Bid and Price Schedule.
Our attached Price Schedule is for the sum of [Insert amount in words and figures and indicate currency]. 
We hereby declare that our firm, its affiliates or subsidiaries or employees, including any JV/Consortium /Association members or subcontractors or suppliers for any part of the contract:
a) is not under procurement prohibition by the United Nations, including but not limited to prohibitions derived from the Compendium of United Nations Security Council Sanctions Lists;
b) have not been suspended, debarred, sanctioned or otherwise identified as ineligible by any UN Organization or the World Bank Group or any other international Organization; 
c) have no conflict of interest in accordance with Instruction to Bidders Clause 4;
d) do not employ, or anticipate employing, any person(s) who is, or has been a UN staff member within the last year, if said UN staff member has or had prior professional dealings with our firm in his/her capacity as UN staff member within the last three years of service with the UN (in accordance with UN post-employment restrictions published in ST/SGB/2006/15);
e) have not declared bankruptcy, are not involved in bankruptcy or receivership proceedings, and there is no judgment or pending legal action against them that could impair their operations in the foreseeable future; 
f) undertake not to engage in proscribed practices, including but not limited to corruption, fraud, coercion, collusion, obstruction, or any other unethical practice, with the UN or any other party, and to conduct business in a manner that averts any financial, operational, reputational or other undue risk to the UN and we embrace the principles of the United Nations Supplier Code of Conduct and adhere to the principles of the United Nations Global Compact.
We declare that all the information and statements made in this Bid are true and we accept that any misinterpretation or misrepresentation contained in this Bid may lead to our disqualification and/or sanctioning by the UNDP. 
We offer to supply the goods and related services in conformity with the Bidding documents, including the UNDP General Conditions of Contract and in accordance with the Schedule of Requirements and Technical Specifications.
Our Bid shall be valid and remain binding upon us for the period specified in the Bid Data Sheet. 
We understand and recognize that you are not bound to accept any Bid you receive.
I, the undersigned, certify that I am duly authorized by [Insert Name of Bidder] to sign this Bid and bind it should UNDP accept this Bid. 
Name: 	_____________________________________________________________
Title: 	_____________________________________________________________
Date:	_____________________________________________________________
Signature: 	_____________________________________________________________
[Stamp with official stamp of the Bidder]
[bookmark: _Toc508626308]Form B: Bidder Information Form


	Legal name of Bidder
	[Complete]

	Legal address
	[Complete]

	Year of registration
	[Complete]

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

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

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

	Countries of operation
	[Complete]

	No. of full-time employees
	[Complete]

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

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

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

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

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

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

	Please attach the following documents: 
	· Company Profile, which should not exceed fifteen (15) pages, including printed brochures and product catalogues relevant to the goods and/or services being procured 
· Certificate of Incorporation/ Business Registration 
· Tax Registration/Payment Certificate issued by the Internal Revenue Authority evidencing that the Bidder is updated with its tax payment obligations, or Certificate of Tax exemption, if any such privilege is enjoyed by the Bidder 






[bookmark: _Toc508626309]Form C: Joint Venture/Consortium/Association Information Form

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

	ITB reference:
	[Insert ITB Reference Number]



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

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

	1
	[Complete]
	[Complete]

	2
	[Complete]
	[Complete]

	3
	[Complete]
	[Complete]



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



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

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

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


	Name of partner: ___________________________________ 
	Name of partner: ___________________________________

	Signature: ______________________________
	Signature: _______________________________

	Date: ___________________________________
	Date: ___________________________________

	
	

	Name of partner: ___________________________________
	Name of partner: ___________________________________

	Signature: ______________________________
	Signature: _______________________________

	Date: ___________________________________
	Date: ___________________________________



[bookmark: _Toc508626310]

Form D: Eligibility and Qualification Form

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

	ITB reference:
	[Insert ITB Reference Number]



If JV/Consortium/Association, to be completed by each partner.

History of Non- Performing Contracts
	☐Non-performing contracts did not occur during the last 3 years 

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

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

	 
	

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




Litigation History (including pending litigation)
	☐ No litigation history for the last 3 years

	☐ Litigation History as indicated below

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

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




Financial Standing
	Annual Turnover for the last 3 years
	Year       	USD      
Year       	USD      
Year       	USD      

	Latest Credit Rating (if any), indicate the source
	



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


	
	Year 1
	Year 2
	Year 3

	
	Information from Balance Sheet

	Total Assets (TA)
	
	
	

	Total Liabilities (TL)
	
	
	

	Current Assets (CA)
	
	
	

	Current Liabilities (CL)
	
	
	

	
	Information from Income Statement

	Total / Gross Revenue (TR)
	
	
	

	Profits Before Taxes (PBT)
	
	
	

	Net Profit 
	
	
	

	Current Ratio
	
	
	


☐ Attached are copies of the audited financial statements (balance sheets, including all related notes, and income statements) for the years required above complying with the following condition:
a) Must reflect the financial situation of the Bidder or party to a JV, and not sister or parent companies;
b) Historic financial statements must be audited by a certified public accountant;
c) Historic financial statements must correspond to accounting periods already completed and audited. No statements for partial periods shall be accepted.


[bookmark: _Toc508626311]Form E: Format of Technical Bid 


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

	ITB reference:
	[Insert ITB Reference Number]



The Bidder’s Bid should be organized to follow this format of the Technical Bid. Where the bidder is presented with a requirement or asked to use a specific approach, the bidder must not only state its acceptance, but also describe how it intends to comply with the requirements. Where a descriptive response is requested, failure to provide the same will be viewed as non-responsive. 

SECTION 1: Bidder’s qualification, capacity and expertise

1.1 Company profile, generally demonstrating organizational capability which is likely to affect implementation: management structure, financial stability and project financing capacity, project management controls, extent to which any work would be subcontracted (if so, provide details).
1.2 Relevance of specialized knowledge and experience on similar engagements done in the region/country.
1.3 Quality assurance procedures and risk mitigation measures.
1.4 Organization’s commitment to sustainability.


SECTION 2: Management Structure, key resources and personnel, Scope and Approach:
This section should demonstrate the Bidder’s responsiveness to the design brief and clients requirements by identifying the specific components proposed, addressing the requirements, as specified, point by point; providing a description of the essential performance characteristics proposed; and demonstrating how the proposed bid meets or exceeds the requirements/specifications. All important aspects should be addressed in sufficient detail.
2.1 A detailed description of the scope of works proposed by the contractor, demonstrating how it fits into the project budget, and how it provides value for money for the donor and beneficiaries, keeping in mind the appropriateness to local conditions and project environment. Products, materials, building services systems proposals should all be outlined in this key section of the submission. 
2.2 Explain whether any work would be subcontracted, to whom, how much percentage of the requirements, the rationale for such, and the roles of the proposed sub-contractors and how everyone will function as a team. 
2.3 A Gantt Chart or Project Schedule indicating a basic sequence of activities that will be undertaken and their corresponding timing. 

SECTION 3: Management Structure and Key Personnel

3.1 Describe the overall management approach toward planning and implementing the project to deliver a quality outcome within the budget constraints. Include an organization chart for the management of the project describing the key consultants and subcontractors used and key personnel, their relationship of key positions and designations. 

3.2 Provide CVs for key personnel that will be provided to support the implementation of this project using the format below. CVs should demonstrate qualifications in areas relevant to the scope of goods and/or services. 



Format for CV of Proposed Key Personnel
	Name of Personnel
	[Insert]

	Position for this assignment
	[Insert]

	Nationality
	[Insert]

	Language proficiency 
	[Insert]

	Education/ Qualifications
	[Summarize college/university and other specialized education of personnel member, giving names of schools, dates attended, and degrees/qualifications obtained.]

	
	[Insert]

	Professional certifications
	[Provide details of professional certifications relevant to the scope of goods and/or services]

	
	· Name of institution: [Insert]
· Date of certification: [Insert]

	Employment Record/ Experience

	[List all positions held by personnel (starting with present position, list in reverse order), giving dates, names of employing organization, title of position held and location of employment. For experience in last five years, detail the type of activities performed, degree of responsibilities, location of assignments and any other information or professional experience considered pertinent for this assignment.]

	
	[Insert]

	References

	[Provide names, addresses, phone and email contact information for two (2) references]

	
	Reference 1: 
[Insert]

Reference 2:
[Insert]





Note: The technical bid should include the following information/attachments:

0. Subcontracting: Explain whether any work would be subcontracted, to whom, how much percentage of the work, the rationale for such, and the roles of the proposed sub-contractors.  Special attention should be given to providing a clear picture of the role of each entity and how everyone will function as a team. 
0. Risks /Mitigation Measures: Please describe the potential risks for the implementation of this project that may impact achievement and timely completion of expected results as well as their quality.  Describe measures that will be put in place to mitigate these risks.
0. Availability of Equipment: Provide details of all equipment that is essential to undertake the proposed works; (not applicable)
0. Availability of Engineering Expertise and Personnel (pls. specify requirements for CVs – if same as from PQ then list again) (not applicable)
0. Implementation Timelines:  The Bidder shall submit a Gantt Chart or Project Schedule indicating the detailed sequence of activities that will be undertaken and their corresponding timing.  
0. Method of Statement: Proposed methodology and approach to undertake the works; (if applicable)
0. Anti-Corruption Strategy (Optional): Define the anti-corruption strategy that will be applied in this project to prevent the misuse of funds.  Describe the financial controls that will be put in place.
0. Technical Quality Assurance Mechanisms: The bid shall also include details of the Bidder’s internal technical and quality assurance review mechanisms, all the appropriate quality certificates, export licenses and other documents attesting to the superiority of the quality of the goods and technologies to be supplied.  


I, the undersigned, certify that to the best of my knowledge and belief, the data provided above correctly describes my qualifications, my experiences, and other relevant information about myself.


________________________________________	___________________
Signature of Personnel						     Date (Day/Month/Year)
FORM F: Price Schedule Form

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

	ITB reference:
	[Insert ITB Reference Number]



The Bidder is required to prepare the Price Schedule using the format below. 

The Bidder is required to prepare the Price Schedule as indicated in the Instruction to Bidders.

The Price Schedule must provide a detailed cost breakdown of all goods and related services to be provided, from unit price to lot prices. Separate figures must be provided for each functional grouping or category, if any.

The format shown on the following pages should be followed when preparing the Financial Proposal. The format includes specific expenditures, which may or may not be required or applicable but are indicated to serve as examples.

Part A

Lot 1:

	Accommodation Rate
	Price (PGK) with 
Breakfast
(A)
	
Percentage of Discount
(B)
	Final Package Price after Discount
(C=A*B)

	(1) Standard
(as applicable)
	Single 
	 
	
	

	
	Double
	 
	
	

	(2) Deluxe
(as applicable)
	Single 
	 
	
	

	
	Double
	 
	
	

	(3) Executive 
(as applicable)
	Single 
	 
	
	

	
	Double
	 
	
	

	Grand Total in PGK (Sum of C1+C2+3C)
	
	
	



Award criteria for Lot 1.









Lot 2:

	Conference Package
	Package price (PGK)
(A)
	Percentage of Discount
(B)
	Final Package Price after Discount
(C=A*B)

	(1) Half day meeting package (1 Coffee/Tea Break with buffet lunch)
	 
	
	

	(2) Full day meeting package (2 Coffee/Tea Break with buffet lunch)
	 
	
	

	Grand Total in PGK (Sum of C1+C2)
	
	
	



Award criteria for Lot 2

Part B

Part B1:

	Food & Beverages Packages
	Price/Person (PGK)

	Breakfast 
	 

	Buffet lunch 
	 

	Buffet dinner
	 

	Beverages (non-alcoholic drinks) –glass coke, glass orange juice and glass water (state price in order)
	





Part B2:

	On Hire or Complimentary
	 Price (PGK)
	Comments

	Photocopy charge
	 
	Price per page

	Mike
	
	Price per event/per day

	Projector
	
	Price per event/per day

	Laptop
	
	Price per event/per day

	Sound system with two wireless mike
	
	Price per event/per day

	Internet (conference room)
	
	Price per hour & per day

	Internet (accommodation)
	
	Price per hour & per day

	Transfer to/from airport
	 
	Price per round trip



Note: State price if applicable or complementary. Also indicate out-sourced or in-house facility. 

Part B3:

	Meeting Room
Size 
	Max capacity Theatre style setting
	Max capacity U-Shape style setting
	Max capacity Classroom style setting
	Max capacity Board Room style setting
	
Price (PGK)

	 (Sq.m.)
	 # of people 
	 # of people 
	 # of people 
	 # of people 
	

	 
	 
	 
	
	
	

	 
	 
	 
	
	
	

	 
	 
	 
	
	
	





Part B4:

Complimentary 
Bidders are to propose complimentary items and services provided as part of their financial proposal.

Note for bidders:

· Part A Lot 1 and Lot 2 rates will determine lowest price, thus the selection of the Awardee bidder.
· Part B fee will be established in the LTA. However, these will not be used to select the awardee bidder. 
· Proposed price must include HTT (GST)
· In case of discrepancy between unit price and total, the unit price shall prevail.
· Bidders are required to use the above format as much as possible. If there are extra items or additional details relevant to the above, then please make reference to each of the table and attach documents accordingly.
· All prices quoted are in PGK
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