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REQUEST FOR QUOTATION (RFQ)


	
Subject: Provision of Translation & Simultaneous/Interpretation Services on a Long-Term Basis (LTA)
UNDP, Afghanistan

	
DATE: 08 April 2020__________

	
	
REFERENCE: UNDP/AFG/RFQ/2020/0000005712




Dear Mr. /Ms: Bidder

The United Nations Development Programme (UNDP) Afghanistan Country Office hereby invites you to submit your bid to this Request for Quotation (RFQ) for the above-referenced subject.  

This RFQ includes the following documents:
· Letter of Invitation
· Annex 1 - RFQ Bid Data Sheet 
· Annex 2 – Schedule of Requirements and Technical Specification of Quantities 
· Annex 3 - Price Schedule 
· Annex 4 - General Terms and Conditions 
· Annex 5 - E-tendering Instructions Manual for Bidders (Attached separately)
· Annex 6 - FAQ for Bidders (Attached separately)

Your offer, comprising of following documents stated in this RFQ, should be submitted to UNDP Afghanistan in accordance with the Annex 1 (RFQ Data Sheet) through the “UNDP ATLAS E-tendering system” (https://etendering.partneragencies.org). 

The step by step instructions for registration of bidders and proposal submission through the UNDP ATLAS E-tendering system is available in the “Instructions Manual for the Bidders”, attached with this RFQ. Should you require any training on the UNDP ATLAS E-tendering system or face with any difficulties when registering your company or submitting your proposal, please send an email to the E-tendering helpdesk at procurement.af@undp.org  or call +93728999758during office hours to request for help.
The proposers are advised to use Internet Explorer (Version 10 or above) to avoid any compatibility issues with the e-tendering system.


No hard copy or email submissions will be accepted by UNDP. 

Bid submission deadline: Please refer to E-tendering system.

Kindly go through this invitation letter and other documents attached here to this RFQ. Should you have any questions or require any clarification, please feel free to email your questions/clarifications to the procurement officer at procurement.af@undp.org. The subject of the email should be UNDP/AFG/RFQ/2020/0000005712

UNDP looks forward to receiving your quotation   and thank you in advance for your interest in UNDP procurement opportunities. 


Yours sincerely,

                                                                 
                                      
                                                                                                         Head of Procurement Unit
				                                                   08 April 2020
























Annex (1) - Data Sheet

	Delivery Terms 
[INCOTERMS 2010] 
(Pls. link this to price schedule)
	N/A
	

	Customs clearance, if needed, shall be done by:
	N/A
	

	Exact Address/es of Delivery Location/s (identify all, if multiple)
	Kabul Afghanistan
	

	UNDP Preferred Freight Forwarder, if any
	N/A
	

	Distribution of shipping documents (if using freight forwarder)
	N/A
	

	Latest Expected Delivery Date and Time (if delivery time exceeds this, quote may be rejected by UNDP)
	Please refer to Terms of Reference 
	

	Delivery Schedule
	Compliance with delivery period is mandatory- depends on each request 

	

	
Packing Requirements 
	N/A
	

	
Mode of Transport
	No Preference
	

	
Preferred 
Currency of Quotation[footnoteRef:1] [1: ] 

	☒Afghani
For evaluation purposes, the quotation submitted in other currencies will be converted to AFN using the UN Operational Exchange Rate.  Reference date for determining UN Operational Exchange: date of closing of tenders
	

	Value Added Tax on Price Quotation[footnoteRef:2] [2: ] 

	☒ Must be exclusive of VAT and other applicable indirect taxes
	

	After-sales services required
	☒ N/A

	

	Deadline for the Submission of Quotation 
	Please Refer to E-Tendering System 
As indicated in the e-Tendering system. 
Date and Time: As specified in the system (note that the time zone indicated in the system in New York Time zone).
PLEASE NOTE: -
Date and time visible on the main screen of the event (on the E-Tendering portal) will be final and prevail over any other closing time indicated elsewhere, in case they are different. Please also note that the bid closing time shown in the PDF file generated by the system is not accurate due to a technical glitch that we will resolve soon. The correct bid closing time is as indicated in the E-Tendering portal and system will not accept any bid after that time. It is the responsibility of the bidder to make sure bids are submitted within this deadline. UNDP will not accept any bid that is not submitted directly to the system.
Try to submit your bid a day prior or well before the closing time.  Do not wait until last minute. If you face any issue submitting your bid at the last minute, UNDP may not be able to assist.
	

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

	
Documents to be submitted
(Preliminary requirement) 
	☒ Related Valid Business License
☒ Scanned copy of duly filled, signed and company stamped (Price schedule) 
☒ Copy of Two contracts/Purchase Orders:
One contract for the written translation in the last 4 years, including contract description, contract value, clients name and contact details with national or international organizations
One contract for simultaneous translation in the last 4 years, including contract description, contract value, clients name and contact details with national or international organizations
☒ Company Profile
☒ Two CV of staff members. One for  written translation and One for simultaneous translation with minimum qualification and experience stated in TOR
	

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

	Partial Quotes
	☒ Partial bid is not allowed within a LOT. However, bidders can quote for one or more LOTs
	

	
Payment Terms[footnoteRef:3] [3: ] 

	☒ 100% upon delivery of goods and services with final acceptance by UNDP Project Focal Point  
	

	
Liquidated Damages 
	Not Applicable
	

	
Evaluation Criteria 

	☒ Technical responsiveness/Full compliance to requirements and lowest price
☒ Full acceptance of the PO/Contract General Terms and Conditions 
☒The bidder must have executed a minimum of two similar orders (one for written translation and one for simultaneous translation) in the last 4 years with government/national and/or international organizations, 
One of the contract value should be exceeding US$ 20,000 during stated period of experience. 
☒ The bidder must have at least 5 Years of relevant experience
	

	UNDP will award to:

	☒ One or more proposers 

	

	Type of Contract to be Signed
	☒ LTA

	

	Contract General Terms and Conditions
	UNDP General Terms and Conditions for Contracts 
http://www.undp.org/content/undp/en/home/procurement/business/how-we-buy.html
	

	Special conditions of Contract
	UNDP will enter into a non-binding Long-Term Agreement (LTA) with one or multiple service providers as a result of this procurement process, for a period of two years with the possibility of extension up to additional years.
UNDP does not warrant that any quantity of Goods and/or Services will be purchased during the term of this arrangement. 
Call off order mechanism: 
UNDP will select two LTA holders for each LOT. First recommended LTA holder will be primary and second recommended LTA holder will be considered secondary or backup. 
	

	
Conditions for Release of Payment
	☒ Written Acceptance of Goods and Services by UNDP based on full compliance with RFQ requirements and quantities, 

	

	
Annexes to this RFQ
	☒ Data Sheet (Annex 1)
☒ Technical Specifications of the Goods Required (Annex 2)
☒ Price Schedule (Annex 3)
☒ General Terms and Conditions / Special Conditions (Annex 4).  
Non-acceptance of the terms of the General Terms and Conditions (GTC) shall be grounds for disqualification from this procurement process. 
http://www.undp.org/content/undp/en/home/procurement/business/how-we-buy.html 
☒ E-tendering Instructions Manual for Bidders       ☒ FAQ for Bidders 
	

	
Contact Person for Inquiries
(Written inquiries only)
	Procurement.af@undp.org  
Any delay in UNDP’s response shall be not used as a reason for extending the deadline for submission, unless UNDP determines that such an extension is necessary and communicates a new deadline to the Proposers.
The deadline for submission of request for clarification shall be 4 days prior to bid closing date
 The Subject Line of your email shall be: UNDP/AFG/RFQ/2020/0000005712
	



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

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

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

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

At any time during the validity of the quotation, no price variation due to escalation, inflation, fluctuation in exchange rates, or any other market factors shall be accepted by UNDP after it has received the quotation.   At the time of award of Contract or Purchase Order, UNDP reserves the right to vary (increase or decrease) the quantity of services and/or goods, by up to a maximum twenty-five per cent (25%) of the total offer, without any change in the unit price or other terms and conditions.  

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

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

	Please be advised that UNDP’s vendor protest procedure is intended to afford an opportunity to appeal for persons or firms not awarded a purchase order or contract in a competitive procurement process.  In the event that you believe you have not been fairly treated, you can find detailed information about vendor protest procedures in the following link: 
http://www.undp.org/content/undp/en/home/operations/procurement/protestandsanctions/
	
UNDP encourages every prospective Vendor to avoid and prevent conflicts of interest, by disclosing to UNDP if you, or any of your affiliates or personnel, were involved in the preparation of the requirements, design, specifications, cost estimates, and other information used in this RFQ.  

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

Thank you and we look forward to receiving your quotation.
Sincerely yours,
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Annex 2 
Schedule of Requirements and Technical Specification of Quantities

Project Description: Provision of Written & Simultaneous/Interpretation Services to UNDP CO and Projects as per the Scope of Work.

A. Background

The translation is one of the vital services that UNDP country office and its development projects require regularly and sometimes for a large number of documents and events within a short span of time. Since UNDP’s medium of the official transaction is English most of the communication including writing documents are prepared in English. On the other hand, since the project works very closely with the Government of the Islamic Republic of Afghainnsta where the medium of the transaction is either Dari or Pashto, there is a constant need for getting a document translated, often with a tight deadline in a very professional manner. 

In the context of the facts mentioned above, UNDP intends to seek highly specialized translation service providers (company) with high competence and relevant experience.  UNDP wishes to enter into Long Term Agreement (LTA) initially for a period of one year and the possibility of extension for another 2 years subject to satisfactory performance. 

It is foreseen that UNDP will be procuring the above services with an estimated spend of USD 250,000.00 (Approximate) as per UNDP’s 2017 - 2019 past spend analysis.   

A. Scope of Services, Expected Outputs 
Category of Services Required:

The selected service provider shall undertake the following specific task related to translation and proofreading of documents.

1. Professional Written Translation Services:  
· Provide adequate and reliable written translation and proofreading of reports, printed documents, advocacy materials, briefs on specific topics, legal documents, etc. in following languages; 
· English to Pashtu/Dari/Uzbeki and Vis Versa;
· Dari to Pashtu/Uzbeki and Vis Versa;
· Translated documents are technically, linguistically and grammatically correct, error free and do not need further editing. The Translator undertakes that she/he will not add to, delete from, or otherwise alter the text of the Original Documents without permission of the UNDP, or disclose the content of original and translated documents to third party, and agreed that all Copyrights are reserved by UNDP;
· Keep the layout of translating text;
· Provide the translation strictly by deadlines indicated in each request and submit the Translated Document to the designated Focal Point;
· Translations should be provided in MS Word format. Formatting as per the original text should be incorporated into the translated document (e.g. bold text in original should appear as bold text in the translation, bullets should be reproduced accurately, headings should follow original text format, etc.)
· Translate all text on including text in figures, boxes, captions, sources, and covers;
· The contractor will be provided with Word or PDF versions of original texts for translation and will be required to translate into the requested language within a specified timeframe;
· Documents received/sent from/to UNDP should not be shared to any third party;
· Provide certified translation by certified translations only upon written request by the project;

2. Simultaneous Translation Services: 
· Provide adequate and reliable simultaneous and consecutive interpretation of meetings, conferences, Skype meetings, video conferences and other events in the following languages; 
· English to Pashtu/Dari/Uzbeki and Vis Versa;
· Dari to Pashtu/Uzbeki and Vis Versa;
· Provide simultaneous and consecutive interpretation during working days. If required, providing interpretation services during weekends. One working day is 8 hours excluding lunch hour. interpreters may be requested/ expected to stay beyond the 8 hours schedules;
· Provide interpretation services on at the requested venue and time;
· Provide the required audio equipment such as; headphones, mikes, speakers and any other equipment that is required for a minimum 10 and maximum 100 participants or above.
3. Expected Deliverables and Schedule of Payments: 






	Deliverables /
Outputs
	Due Dates
	Submission of Requirements 
	% and the manner of
Payment

	1. Regular Translation Services Request 

	Translation of printed documents, advocacy materials, briefs on specific topics, legal documents, etc.
	Within 4 working days after receipt of documents from UNDP focal person. 
	Submit the translated document(s) to the designated focal person (UNDP CO AND UNDP Projects) for review and approval.
	100% upon completion of services and acceptance of such services by the designated focal person. 

	2. Regular Simultaneous Translation Services

	Provision of Simultaneous Translation Services along with required equipment to UNDP and UNDP Projects 
	Within 4 days after notification by UNDP designated focal person. The LTA holder shall mobilize the required resources to perfume the requested services within 4 Working days. 
	N/A 
	100% upon completion of services and acceptance of such services by the designated focal person.

	3.	Urgent Translation Services Request

	Translation of printed documents, advocacy materials, briefs on specific topics, legal documents, etc.
	Within 2 working days after receipt of documents from UNDP focal person
	Submit the translated document(s) to the designated focal person (UNDP CO AND UNDP Projects) for review and approval.
	100% upon completion of services and acceptance of such services by the designated focal person.

	4.	Urgent Simultaneous Translation Services

	Provision of Simultaneous Translation Services along with required equipment to UNDP and UNDP Projects
	Within 24 hours after notification by UNDP designated focal person. The LTA holder shall mobilize the required resources to perfume the requested services within 24 hours.
	N/A
	100% upon completion of services and acceptance of such services by the designated focal person.


 

4. General Requirement: 
· The service provider shall type the translated documents in MS Word format and the draft version shall be sent to UNDP for review and approval, upon confirmation from UNDP the services provider shall produce the final translated version to UNDP. 
· The service provider is also responsible for ensuring the quality and accuracy of the entire document before submitting it back to UNDP.
· The service provider shall provide the translation services in a professional manner by using proper terminology (English and Dari/Pashto/Uzbek) based on the nature of the translation required. 
· The service provider must ensure accuracy in language and structure and should maintain the confidentiality of translated materials.
· All diagrams, figures, tables, charts, and tables of contents shall be translated according to the text, this will include any format of the document that UNDP considers necessary for translation.
a. Accountability:
· The contractor will be paid for each piece of translation work undertaken, based on the proposed amount from the financial offer;
· Payments will be transferred in a full volume based on the submitted act of performed work and invoice; 
· The contractor is not entitled to the payment of overtime. All remuneration must be within the terms of the Contract for Services;
· Translation company submits invoice and act of performed work upon completion of each translation (written or oral) to UNDP;
· The payment will be affected within thirty (30) days from the date of meeting the following conditions: UNDP’s written acceptance (i.e., not mere receipt) of the quality of the outputs and Receipt of the invoice from the Service Provider;

b. Duty station:
· Kabul, Nangarhar, Kandahar, Herat, Mazar, Bamyan, Parwan, Kapisa provinces. 

c. Type of Contract to be Signed:
· The contract for Services based on Long Term Agreement (LTA) basis for the provision of translation/interpretation services for period of up to 3 (Three) years.


d. Evaluation method of offers:
· As aforementioned mentioned a Long-Term Agreement (LTA) will be awarded to the lowest cost technically qualified/responsive Bidder/s. 

e. Qualification of Service Provider:

· Certificate of valid Registration of the business, along with evidence of registration for the past consecutive five (05) years dating back minimum to the year of 2014. The relevance of registration could be to translation or any firm related to the assignment.  
· Statement of satisfactory completion of services of similar nature from the top 02 (two) Clients from the past,
· The contractor must have previous experience of working with the UN or other multinational organizations
· Having the experience for successful completion of Two (02) contracts for written translation and Two (02) contracts for Simultaneous translation within the 4 years
· Availability of minimum 3 translators/interpreters (please enclose CV’s). Interpreters who will be involved in translation for UNDP should have:
I. [bookmark: _Hlk22732413]At least 2 translators/interpreters: Fluency in English to Pashtu and vis versa (2 at total);
II. At least 2 translator/interpreter: Fluency in English to Dari and vis versa (2 at total);
III. At least 1 translator/interpreter: Fluency in English to Uzbek and vis versa (1 at total);
IV. Education: Minimum bachelor’s degree or equivalent in one of the following fields: in foreign languages, social sciences, international relation, and business administration;
V. Work Experience and Expertise: Minimum three years of progressively responsible professional experience in translation/ revision(editing)/ or interpretation;

f. General terms:
· UNDP does not warrant that any quantity of Services will be purchased during the term of this Contract for Services; 
· Capacity to change the translator in case of illness, emergency or unsatisfactory performance with equal qualification requirements set in current ITB with prior UNDP agreement;
· The contractor will be hired on an ‘as-required’ basis under the terms of a Contract for Services signed between the project and the contractor. Any fees for work undertaken will be based upon those submitted in the official bid made by the contractor at the start of the selection process;
· The prices shall remain in effect for the entire duration of the Contract for Services. The rates shall not be subject to any adjustment or revision because of price or currency fluctuations, or the actual costs incurred by the Supplier in the performance of the Contract for Services;
· In the event of any advantageous technical changes and/or downward pricing of the Suppliers during the duration of the Contract for Services, the Suppliers shall notify UNDP immediately. UNDP shall consider the impact of any such event and may request an amendment to the Contract for Services;
· Repeated failure to meet the agreed deadlines or failure to meet quality expectations and refusal of any assignment will result in the termination of the Contract for Services (more than 3 times);
· Any additional cost related to possible trips within Afghanistan needs to be agreed and approved by UNDP in advance.


g. Services Quality Control:
· Contracted Supplier is evaluated each time after the services are rendered, by the customer by means of Performance Evaluation Form (PEF). Three negative PEF’s may lead to cancellation of the contract;
· Contracted Supplier has to take appropriate measures to improve its services and remedy all defects after the first negative PEF, and report in detail to the customer about the measures taken. Nevertheless, the justified oral notices of the customer on the quality of services have to be taken in the proper manner.
h. Payment Terms: 
100 % within 30 days upon completion of services and acceptance of such services by UNDP Afghanistan. 


Annex 3

FORM FOR SUBMITTING SUPPLIER’S QUOTATION
We, the undersigned, hereby accept in full the UNDP General Terms and Conditions, and hereby offer to supply the items listed below in conformity with the specification and requirements of UNDP as per RFQ Reference No. _______:

TABLE 1:  Price schedule 

It is deemed that the services provider’s price proposal includes all costs required to complete the required services as per ToR and in total, as no extra charges or cost shall be entertained by UNDP in this respect. 

LOT-1: 
Section “A” Simultaneous Interpretation with equipment 
	Description of Requirement
	Maximum Number of Hrs  (QTY)
	Discounted Unit Price Per hour (currency)*
	Grand Total (currency)

	Simultaneous Interpretation for meetings, conferences, press briefings, workshops, gatherings, and events.  Translation services to be provided in the following languages
· English to Pashto
· English to Dari
· Dari to English
· Pashto to English
· Dari to Pashto
· Pashto to Dari
Note: This category of services requires provision of audio equipment for the participants up to 50 audiences
	1500 Hrs 
	
	









Section “B”: Simultaneous Interpretation without audio equipment

	Description of Requirement
	Maximum Number of Hrs  (QTY)
	Discounted Unit Price Per hour (currency)
	Grand Total (currency)

	Simultaneous Interpretation for meetings, conferences, press briefings, workshops, gatherings, and events.  Translation services to be provided in the following languages
· English to Pashto
· English to Dari
· Dari to English
· Pashto to English
· Dari to Pashto
· Pashto to Dari
Note: This category of services not requires provision of audio equipment for the participants 
	800 Hrs 
	
	

	Total For LOT-1 both sections “A” and “B”
	
	
	





LOT2: Written translation services 
	Description of Requirement
	Maximum Word Range
	Discounted Unit Price Per word (currency)
	Grand Total (currency)

	Written Translation Services: (e.g. report, advocacy materials, topics on specific optics and legal documents etc. in the following languages
· English to Pashto
· English to Dari
· Dari to English
· Pashto to English
· Dari to Pashto
· Pashto to Dari
The price offered by the service provider must be inclusive of translation of graphics & tables
	500,000
	
	

	
Total cost for LOT-2: Written translation 
	
	
	





TABLE 2: Offer to Comply with Other Conditions and Related Requirements 

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

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

	Delivery timeline as per the UNDP requirements 
	
	
	

	Acceptance and Compliance of Technical specifications as per Annex 2 
	
	
	

	Validity of Quotation 90 days 
	
	
	

	Acceptance of All Provisions of the UNDP General Terms and Conditions
	
	
	





All other information that we have not provided automatically implies our full compliance with the requirements, terms and conditions of the RFQ.
[Name and Signature of the Supplier’s Authorized Person]
[Designation]
[DATE]























Annex 4

UNDP General Terms and Conditions

http://www.undp.org/content/dam/undp/library/corporate/Procurement/english/3.%20UNDP%20GTCs%20for%20Contracts%20(Goods%20and-or%20Services)%20-%20Sept%202017.pdf

image1.png




