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RFQ Reference: UNDP.GHA.2021.035.RFQ Date: 18/02/2021 

 

SECTION 1: REQUEST FOR QUOTATION (RFQ) 
 

UNDP kindly requests your quotation for the provision of services as detailed in Annex 2 & 3 of this RFQ.  

This Request for Quotation comprises the following documents: 

Section 1: RFQ Instructions and Data 

Annex 2: Quotation Submission Form 

Annex 3: Financial Offer 

 

When preparing your quotation, please be guided by the RFQ Instructions and Data. Please note that 

quotations must be submitted using Annex 2: Quotation Submission Form and Annex 3 Financial Offer, by 

the method and by the date and time indicated in Section 2. It is your responsibility to ensure that your 

quotation is submitted on or before the deadline. Quotations received after the submission deadline, for 

whatever reason, will not be considered for evaluation. 

Thank you and we look forward to receiving your quotations. 

Issued by: 

 

Signature:  

Name:  SILKE HOLLANDER 

Title: DEPUTY RESIDENT REPRESENTATIVE 

Date:   

 

 

 

RFQ INSTRUCTIONS AND DATA 

Deadline 
for the 
Submissi
on of 

COB, 24th February, 2021 
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Quotatio
n 

Method 
of 
Submissi
on 

☒ Dedicated Email Address 

Bid submission address: bids.gh@undp.org 

Cost of 
preparati
on of 
quotation 

UNDP shall not 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. 

Supplier 
Code of 
Conduct, 
Fraud, 
Corruptio
n,  

All prospective suppliers must read the United Nations Supplier Code of Conduct and acknowledge that 
it provides the minimum standards expected of suppliers to the UN. The Code of Conduct, which 
includes principles on labour, human rights, environment and ethical conduct may be  found at: 
https://www.un.org/Depts/ptd/about-us/un-supplier-code-conduct 
Moreover, UNDP strictly enforces a policy of zero tolerance on proscribed practices, including fraud, 
corruption, collusion, unethical or unprofessional practices, and obstruction of UNDP vendors and 
requires all bidders/vendors to observe the highest standard of ethics during the procurement process 
and contract implementation. UNDP’s Anti-Fraud Policy can be found at 
http://www.undp.org/content/undp/en/home/operations/accountability/audit/office_of_audit_andinv
estigation.html#anti 
 

General 
Condition
s of 
Contract 

Any Purchase Order or contract that will be issued as a result of this RFQ shall be subject to the General 
Conditions of Contract 
  

Currency 
of 
Quotatio
n 

GHS 

Only one 
Bid 

The Bidder (including the Lead Entity on behalf of the individual members of any Joint Venture, 
Consortium or Association) shall submit only one Bid, either in its own name or, if a joint venture, 
Consortium or Association, as the lead entity of such Joint Venture, Consortium or Association.  
Bids submitted by two (2) or more Bidders shall all be rejected if they are found to have any of the 
following: 
a) they have at least one controlling partner, director or shareholder in common; or b) any one of them 
receive or have received any direct or indirect subsidy from the other/s; or  
b) they have the same legal representative for purposes of this RFQ; or  
c) they have a relationship with each other, directly or through common third parties, that puts them in 
a position to have access to information about, or influence on the Bid of, another Bidder regarding this 
RFQ process;  
d) they are subcontractors to each other’s Bid, or a subcontractor to one Bid also submits another Bid 
under its name as lead Bidder; or  
e) some key personnel proposed to be in the team of one Bidder participates in more than one Bid 
received for this RFQ process. This condition relating to the personnel, does not apply to subcontractors 
being included in more than one Bid. 

Duties 
and taxes 

☒ Must be exclusive of VAT and other applicable indirect taxes 
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Language 
of 
quotation  

English 

Documen
ts to be 
submitte
d 

Bidders shall include the following documents in their quotation: 

☒ Annex 2: Quotation Submission Form duly completed and signed 

☒ Annex 3: Financial Offer duly completed and signed and in  

accordance with the Schedule of Requirements in Annex 1 
 

Quotatio
n validity 
period 

☒ 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 

☒ Not permitted 

☐ Permitted Insert conditions for partial quotes and ensure that the requirements are properly listed in 
lots to allow partial quotes 

Alternati
ve 
Quotes 

☐ Not permitted 

☒ Permitted 
If permitted, an alternative quote may be submitted only if a conforming quote to the RFQ 
requirements is submitted. Where the conditions for its acceptance are met, or justifications are clearly 
established. 

Payment 
Terms 

☒ 100% upon complete delivery of quarterly services. 

Condition
s for 
Release 
of 
Payment 
 

☒ Submission of acceptable invoice after completion of service 

Contact 
Person 
for 
inquiries 

Procurement.gh@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. 

Evaluatio
n criteria 

☒Full compliance with all requirements as specified in Annex 2 & 3 

☒Full acceptance of the General Conditions of Contract 

  
Type of 
Contract 
to be 
awarded 

 Purchase Order  
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