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REQUEST FOR QUOTATION (RFQ) 

 

 

NAME & ADDRESS OF FIRM 

 

DATE:  16th April 2020 

REFERENCE: UNDP Georgia Economic development portfolio 

Projects: Improving Rural Development in Georgia (ENPARD III) 

(000101419); Private Sector Development EU (00102188); VET-

Agriculture-SDC-phase 2 (00102163) 

 

Dear Sir / Madam: 

 

We kindly request you to submit your quotation for Lease of Common office premises 

for the UNDP Economic development portfolio projects in Georgia, as detailed in Annex 1 of 

this RFQ.  When preparing your quotation, please be guided by the form attached hereto as 

Annex 2.   

 

Signed and sealed quotations may be submitted on or before 17:00 (Local Time - Tbilisi, 

Georgia, GMT+4), 1st May 2020, via courier mail or hand delivered to the address below: 

 

United Nations Development Programme 

UN House 

9 Eristavi street,  

0179 Tbilisi, Georgia 

 

It shall remain your responsibility to ensure that your quotation will reach the 

address above on or before the deadline in sealed envelope. Quotations that are received 

by UNDP after the deadline indicated above, for whatever reason, shall not be considered 

for evaluation. 

 

Please take Note of the following requirements and conditions pertaining to the provision 

of the abovementioned service:  

Latest Expected Delivery 

Date and Time (if delivery 

time exceeds this, quote 

may be rejected by UNDP) 

Availability of the premises - not later than 1st July 2020. 

Preferred  

Currency of Quotation 

Value Added Tax on Price 

Quotation 

Deadline for the Submission 

of Quotation  

COB (17:00) 1st May 2020 (Local Time - Tbilisi, Georgia, GMT +4) 
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All documentations, shall be 

in this language  

English  

except for the ones which are issued by local public entities. 

 

Documents to be submitted 

- Duly Accomplished Form as provided in Annex 2 (tables 1, 2 and 

3), and in accordance with the list of requirements in Annex I; 

- Latest registration certificate of the offered space that indicates the 

name of owner(s); 

- Copies of Passport(s) of the space owner(s) or copy of registration 

documents if the space owner is a legal entity; 

- Power of Attorney of the Landlord (owner) of the office premises (or 

Agent Agreement), if the offer submitted by other private or legal 

person on behalf of the Landlord; the copy of the Passport of the 

private person or set of documents of a legal entity acting on behalf 

of the Landlord;  

- Letter of confirmation and acknowledgement of terms and 

conditions under given RFQ signed by all space owner(s); 

- Space owner’s bank details (Bank title, code, account number); 

- Copy of the technical certificate i.e. blueprint/map of the offered 

space, floor Plan of the Premises and Photos 

Period of Validity of Quotes 

starting the Submission 

Date 

90 days        

Payment Terms 

 

 

Evaluation Criteria 

- Technical responsiveness/full compliance to the requirements 

and the best value for money (lowest viable price); 

- Full acceptance of the Lease Agreement  

UNDP will award to: One and only one supplier (the owner of the premises) 

Type of Contract to be 

Signed 

Lease Agreement  

Special conditions of 

Contract 

Upon its expiration, this Lease Agreement shall be renewable at the 

option of the UNDP, under the same terms and conditions as are set in 

the Lease Agreement.  

Conditions for Release of 

Payment 

Fixed monthly payments of established rent fee. Such rent shall be 

payable within five (5) calendar days after the end of the calendar 

month to which the rent payment pertains. In the event the UNDP’s use 

and occupancy of the demised premises is for less than a full month, 

the monthly rent shall be pro-rated. 

 

Annexes to this RFQ 

- Premise Technical Specifications Required (Annex 1) 

- Form for Submission of Quotation (Annex 2) 

- Standard UNDP Lease Agreement (Annex 3)  
 

Non-acceptance of the terms of the Lease Agreement shall be ground 

for disqualification from this procurement process. 

https://treasury.un.org/operationalrates/OperationalRates.php
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Contact Person for Inquiries 

(Written inquiries only) 

To: Nino Dzneladze 

E-Mail: nino.dzneladze@undp.org 
 

CC to: Liliana Gureshidze 

E-Mail: liliana.gureshidze@undp.org 
 

CC to: Lika Alavidze 

E-Mail: lika.alavidze@undp.org 

 

The contact persons and addresses are officially designated by UNDP. 

If inquiries are sent to other person(s) or address(es), even if they are 

UNDP staff have no obligation to respond nor can UNDP confirm that 

the query was received. 

 

Any delay in UNDP’s response shall not be 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. 

 

Rent 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. 
 

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 herein attached 

as Annex 3. 
 

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/procurement/protest.shtml .  

mailto:nino.dzneladze@undp.org
mailto:liliana.gureshidze@undp.org
mailto:lika.alavidze@undp.org
http://www.undp.org/procurement/protest.shtml
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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, 

 

 

 

 

Konstantine Chanturia 

Project Manager

http://www.un.org/depts/ptd/pdf/conduct_english.pdf
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Annex 1 

Technical Specifications 

 

Space offered for rent must comply with following minimum requirements: 

 

No Criteria Criteria Description 

1 Area 

Total space offered for rent must be at least 400 m2, space of the rooms 

should be enough to house minimum twenty-seven (27) 

desks/workspaces and one (1) meeting room for up to 20 persons. Office 

space should have minimum 2 (two) own restrooms and kitchen. 

2 Space Location 
The office space should be located within walking distance (no more than 

3 km) from the UN House (9 R. Eristavi Street, Tbilisi 0179, Georgia)  

3 Type of Space 

Space may be located at the residential or commercial building (please 

indicate floor). In case of the 1st floor location, if applicable, please indicate 

existence of the special security items, such as metal barred windows, etc. 

offered space may not be higher than 7th floor.  

4 Pledge and Seizure 
Space offered for rent must be free from any kind of pledge and/or seizure 

liabilities. 

5 
Number and Type of 

Rooms 

Space offered must contain space enough to house minimum twenty-

seven (27) desks, with the following specification:   

- Three (3) separate rooms for one-desk (at least 15 m2 each), 

remainder rooms suitable to accommodate 24 desks, but not more 

than 3 desks per each room; Please note that the UNDP shall have 

the right to make alterations, attach fixtures, etc. to the offered 

space based on Lease Agreement clause 13 – standard agreement 

attached as Annex 3;  

- One (1) meeting room (with the capacity for seating at least of 

twelve (12) persons (minimum. 20 m2));  

- Minimum two (2) own bathroom units; and 

- One (1) own kitchen.  

The space should not require substantial refurbishment or repair. 

Additional outdoor space, balcony or veranda would be considered as an 

asset. 

6 Insulation and Lighting 
The Lighting of each office room must have a window as a source of 

daylight. Rooms should not have insulation problems.  

7 
Air Conditioning and 

Heating 

Air conditioning and a central heating per each room of the office space 

should be provided. 

8 
Communication and 

Internet 
Communication (phone line) and internet (wi-fi) access is a must. 

9 
Water and Sewerage 

System 

Water and sewerage network (including the hot water system) must be 

functioning properly. 

10 Utilities Expenses 
There must be no debt on utilities or communication services for the 

moment of renting. 

11 
Space entry and Basic 

Security System 

It is recommended that the office entrance has a primary secure entry 

point that allows controlled access and checking of any personnel. Space 

should have separate, independent entry that will not be in use by any 
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other organization/individual and must have a door (in addition to the 

entrance to the building door if the two are not the same). Emergency 

exit is recommended. Please indicate if the entrance and emergency exit 

doors are securely lockable (metal door, preferably with code or 

electronic locks opened by a chipped swipe card or similar) and if the 

entrance door has a security alarm. If space is located at the first floor 

please indicate existence of additional security items, if applicable. Please 

indicate existence of secure lock on windows and balcony doors (if 

applicable).    

All locations must pass a review by UNDSS. Any location that fails a 

review by UNDSS will not be considered viable. 

12 Parking Space 
Parking for at least two (2) vehicles should be available at all times during 

day and night. Please indicated the price for the parking per m2 . 

13 Furniture 

Installed Kitchen. In case of the existence of the other office furniture price 

should be included in the rental price of the office space. Additional storage 

facilities would be considered as an asset. 

 

Sincerely yours, 

 

 
 

Konstantine Chanturia 

Project Manager  
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Annex 2 

 

 

FORM FOR SUBMITTING SUPPLIER’S QUOTATION 

(This Form must be submitted only using the Supplier’s Official Letterhead/Stationery1) 

 

 

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: 

 

TABLE 1:  Offer Compliant with Technical Specifications and Requirements  

 

No Description/Specification Quantity 

 

Total Square 

Meters 

Unit price 

(USD) 

Total Price 

(USD) 

1 

Office space rent in accordance 

with Technical Specifications 

provided in Annex 1 

 

1 

   

2 

Parking space rent in accordance 

with Technical Specifications 

provided in Annex 1 

    

3 
(If applicable) space monthly maintenance costs (i.e. cleaning services, 

rubbish disposal, electricity and lightning provision, plant pruning, etc.) 

 

Total Final and All-Inclusive Price Quotation 
   

 

TABLE 2:  Compliance with Premise Technical Specifications Requirements 

 

 

No 

 

Criteria 

 

Criteria Description 

 

Your Response 

1 Area 

Total space offered for rent must be at least 400 m2, space 

of the rooms should be enough to house minimum 

twenty-seven (27) desks/workspaces and one (1) meeting 

room for up to 20 persons. Office space should have 

minimum 2 (two) own restrooms and kitchen. 

 

2 Space Location 

The office space should be located within walking distance 

(no more than 3 km) from the UN House (9 R. Eristavi 

Street, Tbilisi 0179, Georgia)  

 

3 Type of Space 

Space may be located at the residential or commercial 

building (please indicate floor). In case of the 1st floor 

location, if applicable, please indicate existence of the 

special security items, such as metal barred windows, etc. 

offered space may not be higher than 7th floor.  

 

 
1 Official Letterhead/Stationery must indicate contact details – addresses, email, phone and fax numbers – for 

verification purposes  
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4 
Pledge and 

Seizure 

Space offered for rent must be free from any kind of pledge 

and/or seizure liabilities. 

 

5 
Number and 

Type of Rooms 

Space offered must contain space enough to house 

minimum twenty-seven (27) desks, with the following 

specification:   

- Three (3) separate rooms for one-desk (at least 15 

m2 each), remainder rooms suitable to 

accommodate 24 desks, but not more than 3 desks 

per each room; Please note that the UNDP shall 

have the right to make alterations, attach fixtures, 

etc. to the offered space based on Lease 

Agreement clause 13;  

- One (1) meeting room (with the capacity for 

seating at least of twelve (12) persons (minimum. 

20 m2));  

- Minimum two (2) own bathroom units; and 

- One (1) own kitchen.  

The space should not require substantial refurbishment or 

repair. Additional outdoor space, balcony or veranda would 

be considered as an asset. 

 

6 
Insulation and 

Lighting 

The Lighting of each office room must have a window as a 

source of daylight. Rooms should not have insulation 

problems.  

 

7 

Air 

Conditioning 

and Heating 

Air conditioning and a central heating per each room of 

the office space should be provided. 

 

8 
Communicatio

n and Internet 

Communication (phone line) and internet (wi-fi) access is 

a must. 

 

9 

Water and 

Sewerage 

System 

Water and sewerage network (including the hot water 

system) must be functioning properly. 

 

10 
Utilities 

Expenses 

There must be no debt on utilities or communication 

services for the moment of renting. 

 

11 

Space entry 

and Basic 

Security 

System 

It is recommended that the office entrance has a primary 

secure entry point that allows controlled access and 

checking of any personnel. Space should have separate, 

independent entry that will not be in use by any other 

organization/individual and must have a door (in 

addition to the entrance to the building door if the two 

are not the same). Emergency exit is recommended. 

Please indicate if the entrance and emergency exit doors 

are securely lockable (metal door, preferably with code 

or electronic locks opened by a chipped swipe card or 

similar) and if the entrance door has a security alarm. If 

space is located at the first floor please indicate existence 

of additional security items, if applicable. Please indicate 
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existence of secure lock on windows and balcony doors 

(if applicable).    

All locations must pass a review by UNDSS. Any location 

that fails a review by UNDSS will not be considered 

viable. 

12 Parking Space 

Parking for at least two (2) vehicles should be available at 

all times during day and night. Please indicated the price 

for the parking per m2 . 

 

13 Furniture 

Installed Kitchen. In case of the existence of the other office 

furniture price should be included in the rental price of the 

office space. Additional storage facilities would be 

considered as an asset. 

 

 

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

 

 

Other Information pertaining to our 

Quotation are as follows: 

Your Responses 

Yes, we will 

comply 

No, we cannot 

comply 

If you cannot comply, 

pls. indicate counter 

proposal 

Validity of Quotation (90 days)    

Compliance with of the terms of the Lease 

Agreement 

   

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) 
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