INDIVIDUAL CONSULTANT PROCUREMENT NOTICE

DocuSign Envelope ID: 390371D1-406E-4266-981A-60B22AC3D60A

OBBABJIEHUE TEHAEPA HA YCJIYI'M UHAUBUAYAJIBHOI'O KOHCYJIbTAHTA

PN 2021-018 Archivist to UNDP Country Office
PN 2021-018 ApxuBapuyc AJis roioBHOro Oguca IPOOH

Date: 02 April 2021
Jara: 02 anpesna 2021

Deadline for Submission /
KpaiiHuii cpok nozgadyu

Please see more details on e-tendering: https://etendering.partneragencies.org/

JleTasv MOXXHO HAaHTH Ha NOpTaJie 3J1eKTPOHHBIX TOPTOB:
https://etendering.partneragencies.org/

Allowable Manner of Submitting
Proposals /

JlonmycTUMBIN CrOcO6 MoJauyu
npeaJoKeHUun

e-Tendering

Site address: https://etendering.partneragencies.or
Business Unit: KGZ10

EventID: 2021-018

Guide for Bidders is available on
https://www.undp.org/content/undp/en/home/operations/procurement/busi
ness/procurement-notices/resources/

[logaya yepes mopTas 3JJeKTPOHHbBIX TOPrOB
Apnpec nopraia: https://etendering.partneragencies.org/

Business Unit: KGZ10
Event ID: 2021-018

PykoBOACTBO AJ19 Y4aCTHUKOB TeH/Jepa JOCTYIHO M0 CChLIKE:
https://www.undp.org/content/undp/en/home/operations/procurement/busi
ness/procurement-notices/resources/

Information for electronic
submission through eTendering

UHdopmanus mo  mopade
npeJJio)KeHUH Yepe3 mnopTal
3JIEKTPOHHBIX TOPTOB

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

Detailed instructions on how to submit, modify or cancel a bid in the eTendering
system are provided in the eTendering system Bidder User Guide and
Instructional videos available on this link:
http://www.undp.org/content/undp/en/home/operations/procurement/busin
ess/procurement-notices/resources/

Contact Details for submitting clarifications/questions: E-mail address:

tender.kgz@undp.org

Please note that when uploading files, the following restrictions and

specifications must be followed:

¢ File name can only contain 60 characters.

¢ File name and description cannot contain special characters and letters from
other alphabets. It should only contain letters from the English alphabet.
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e Ifyou are uploading a large number of files (ex. 15 or more), please zip the
files into a ZIP folder and upload the folder instead of each file individually.
You can upload several ZIP folders, but if you do this, please note that the
total size of each ZIP folder uploaded cannot exceed 50MB.

Please read the solicitation documents of the event carefully to ensure that you

are meeting the event requirements for document submission. There may be

restrictions on the size and format of the uploaded files.

[TPOOH He 6yaeT NpuHUMAThb NPEJJIOKEHUS Yepe3 3JIEKTPOHHYIO OUTY WU
HapOYHO.

[To/ipo6HBIE MHCTPYKI[UU O TOM, KaK M10/JaTh, U3MEHUTb UM OTMEHUTD 3asiBKY B
3JIEKTPOHHOU CUCTEME TOPTOB, IPHUBeJeHbl B PYKOBOICTBE M0OJIb30BATEIS IO
CHCTEeMe 3JIEKTPOHHbBIX TOPTOB //Is1 Y4aCTHUKOB TEHAepa U B y4eOHbIX
BU/IEOPOJIMKAX, JOCTYITHBIX 110 CChLIKE:
http://www.undp.org/content/undp/en/home/operations/procurement/busin
ess/procurement-notices/resources/

KoHTakTHBIE AdaHHbIE JJId TOAa4YHX 3allpOCOB Ha paB'bHCHEHI/IE/BOHPOCOB.

AJnipec asieKTpoHHOU noyThl: tender.kgz@undp.org

O6paTuTe BHUMaHHUe, YTO NPU 3arpyske $paisios, caeAyroliie orpaHUYeHNs U

crnenupUKaIMU TOKHBI COOJIIOAATHCS:

e lms daiisa He JO/HKHO peBbIATh 60 CHMBOJIOB.

e lwMsa u onvcanue dailia He JOJDKHBI COJlePKaTh CleldalbHble CHMBOJIbI U
OyKBbI Ipyrux ajadpaBuToB. OHU JOJKHBI COZlEPKATh TOJIbKO GYKBbI
aHrJuMcKoro ajadaBUTa.

e [Ipu BbIrpy3Ke 60JIBIIOTO KOJIMYecTBa ¢paitioB (Hanpumep, 15 unu 6osee)
ynakyiTe ¢aitibl B nanky ZIP v BbIrpy3uTe Nanky BMECTO TOTO, YTOObI
BBITPYKaTh (paiibl 10 0AHOMY. Bbl MOXKeTe BBIIPY3UTh HECKOJIBKO MamokK
ZIP, HO 06paTHUTe BHUMAHUE, UTO OOLIMHI pa3Mep KaXK/[01 BbIFPY»KaeMou
nanku ZIP He gomxkeH npespimath 50 MB.

O3HaKOMbTECH C IPUIJIALIEHUEM K YIAaCTHUIO B KOHKYpCe, YTOOBI yOeuThCs B

co6JIt0/IeHUU TPeOOBaHUM, IPeLbsIBAsIEMbIM K II0a4e JJOKyMeHTauuu. MoryT

CYLeCTBOBAaTh OTPaHHUY€EHUs 110 pa3Mepy U GopMaTy BbIrpy>kaeMblx GaijIoB.

Documents to be included in
proposal

JIOKyMEeHTBI, KOTOPBIE CJELyeT
npeJoCTaBUTh

e Proposal: Resume/CV (including past experience in similar projects)

e Signed confirmation of interest and submission of financial proposal form
(the form is attached), - Annex 3, Financial Proposal Form

e Copy of ID (passport)

e Copy of Diploma and required certificates

e I[lpeanoxenue: Pestome/CV (BKJIIOUAs NMPOLLJIbIN ONBIT aHAJTOTUYHBIX
POEKTOB);

e [lopnucaHHas ¢opMa NOATBEPKAEHUSI 3aUHTEPECOBAHHOCTH U
¢duHaHcoBoro npeasoxenus (popma npuaraercs), - [lpunoxenue 3,
®opma GMHAHCOBOTO MpPEATOKEHUS

e Konus nacnopra (ID)

e Konus gunyioMa U TpebyeMbIX cEpTUPHUKATOB
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TERMS OF REFERENCE

Project Name UNDP Country Office

Short title of Assignment: Archivist to UNDP Country Office

Duty station: Bishkek, Kyrgyz Republic

Type of Contract: Individual Contract

Duration of Contract: Up to 3 years (up to 400 working days/or 1,600 working hours)
BACKGROUND

In view of below:

e increased volume of requests and documentation turnover;

o (different audit exercises (UNDP internal or from different donor side), which requires provision of
files/documents from previous years (hardcopies to be scanned);

e Use of DocuSign Electronic Signature which requires proper filing of documentation

UNDP Country Office staff often facing challenges and difficulties to address and manage all aspects of archiving cycle,
including duly and timely filing and archiving of the great volumes of documentations (electronically and/or in
hardcopy version).

To ensure sound document management in line with existing rules and regulation, UNDP Kyrgyzstan Country Office
wishes to engage Archivist to support the UNDP Kyrgyzstan Country Office with document management, including
classification, filing and archiving the document/data processed (electronically and/or in hardcopy version).

OBJECTIVE

The objective of the assignment is to assist UNDP Kyrgyzstan Country Office with archive documents management,
including classification, filing and archiving, in line with UNDP rules and procedures.

SCOPE OF WORK

The Contractor under the overall and direct supervision of respective team leader of UNDP Operations will provide
the following services:

v' Classification of document/data in view of relevant procurement/finance/HR and administration filing
practice and procedures;

Filing and classification of donor agreements;

Filing documents/data in line with relevant UNDP rules and procedures;

Archiving documents/data in line with relevant UNDP rules and procedures.

Providing training to the staff how to use archived documents (in archive of UNDCP CO and electronic files);
Digitization of paper documentation.

ANANANAYN

Some specific services related to Operation’s Units:

Procurement Unit:

v" To putin order/clean up archive for 2019 and next contract period;
v" To digitize archive for 2020 (from paper to electronic filing);
v Quarterly reconciliation of MLSD reports (GF, other UNDP projects and Agencies);
v Reports to Local Tax Authority for cargos arriving from EAC countries.
HR unit:

v" To archive recruitment documents for 2016-2018;
v" To file HR and recruitment documents for 2020;
v To digitize recruitment documents for 2019-2020;
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Finance Unit:

To prepare old finance documents (vouchers) for destroy;

To sort out vouchers related to staff payments;

To assist Finance staff to prepare documents for Tax inspection;

To digitize paper documents to electronic ones for beginning of 2020 (vouchers, deposits, GL]JEs).

AN

EXPECTED OUTPUTS/DELIVERABLES

The number of archiving works may vary based on UNDP needs. For each of the specific assignment details will be
agreed in writing prior to commencement of the work. The consultant will be paid based on payment structure
defined in each request upon completion of the milestone deliverables.

REPORTING REQUIREMENTS

v Archivist will fulfill the assignments in line with schedule of works under direct supervision of the respective
requesting unit’'s manager/staff;

v Archivist will report to respective requesting unit on regular basis;

v' Payments are subject to submission of IC Time Sheet by the Contractor, duly approved by respective
requesting unit’s manager/staff, which shall serve as the basis for the payment of services.

SCOPE OF PRICE PROPOSAL AND SCHEDULE OF PAYMENTS

SCOPE OF PRICE PROPOSAL

The financial proposal will specify the hourly fee and payments are made to the Individual Consultant based on the
number of hours worked.

The Archivist shall not perform any services that may result in any costs in excess of the said maximum amount
without the prior written agreement of UNDP authorized staff.

The services shall be provided at the hourly fee rate set forth in the Financial Proposal of the Archivist. The rate shall
remain in effect for a period of IC Agreement. The rate shall not be subject to any adjustment or revision because of
price or currency fluctuations, or the actual costs incurred by the Contractor in the performance of this Contract.

Payments are subject to submission of IC Time Sheet by the Archivist, duly approved/certified by respective
requesting unit’s manager/staff.

SCHEDULE OF PAYMENTS

IC Time Sheet must be submitted by the Contractor, duly approved by the Individual Contractor’s supervisor, which
shall serve as the basis for the payment of fees

Preferred Currency of Offer: United States Dollars (US$)

e Forlocal contractors in Kyrgyzstan UNDP shall effect payment in Kyrgyz Som based on the prevailing UN
operational rate of exchange on the month of payment.
The prevailing UN operational rate of exchange is available for public from the following link:
http://treasury.un.org/operationalrates/OperationalRates.aspx

QUALIFICATION AND COMPETENCY REQUIREMENTS

1. Education: Bachelor’s degree in library/archival sciences/social sciences/technical sciences;

2. Experience: at least 2 years of professional experience in archiving and filing of documents with international
organizations;

3. Language requirements: fluency in Russian, knowledge of English is an asset.

ADDITIONAL REQUIREMENTS FOR RECOMMENDED INDIVIDUAL CONTRACT HOLDERS

Statement of Medical Fitness for Work
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Individual Consultants/Contractors whose assignments require travel and who are over 65 years of age are
required, at their own cost, to undergo a full medical examination including x-rays and obtaining medical clearance
from an UN - approved doctor prior to taking up their assignment.

Where there is no UN office nor a UN Medical Doctor present in the location of the Individual Contractor prior to
commencing the travel, either for repatriation or duty travel, the Individual Contractor may choose his/her own
preferred physician to obtain the required medical clearance.

Inoculations/Vaccinations

Individual Consultants/Contractors are required to have vaccinations/inoculations when travelling to certain
countries, as designated by the UN Medical Director. The cost of required vaccinations/inoculations, when
foreseeable, must be included in the financial proposal. Any unforeseeable vaccination/inoculation cost will be
reimbursed by UNDP

TRAVEL REQUIREMENTS

Duty Station: Bishkek, Kyrgyz Republic.

Travels are not envisaged. All envisaged travel costs must be included in the financial proposal. This includes all
travel to join duty station/repatriation travel. In general, UNDP should not accept travel costs exceeding those of an
economy class ticket and daily allowance exceeding UNDP rates. Should the IC wish to travel on a higher class he/she
should do so using their own resources.

In the case of unforeseeable travel, payment of travel costs including tickets, lodging and terminal expenses should
be agreed upon, between the respective business unit and Individual Consultant, prior to travel and will be
reimbursed.

SECURITY CLEARANCE

The Consultant/Contractor will be requested to undertake the security training (BSAFE). These requirements apply
for all Consultants, attracted individually or through the Employer

UNDP INPUT

UNDP will provide the Contractor with the following:

v" Access to UNDP office and unit files;
v Access to network, printing/copying and communication equipment;
v" Working place, stationery, etc
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| EVALUATION / OLIEHKA

Offerors will be evaluated based on the methodology of cumulative analysis / OnieHka 6y/ZieT 0OCHOBaHa Ha METO/ie
KYMYAMUBH020 aHA1U3d,

The award of the contract of individual consultant should be made to the person whose offer has been evaluated and
determined as
a) responsive/compliant/acceptable, and/
b) Having received the highest score out of a pre-determined set of weighted technical and financial criteria specific to
the solicitation.
Total score=Technical Score + Financial Score
Technical Criteria weight — 70%, 700 scores maximum
Financial Criteria weight - 30%. 300 scores maximum
Only candidates obtaining a minimum of 490 from 700 point in the Technical part of evaluation would be considered for
the Financial Evaluation
The lowest technically qualified proposal receives 300 points and all the other technically qualified proposals receive
points in inverse proportion according to the formula:
P=Y*(L/Z), where
P=points for the financial proposal being evaluated
Y=maximum number of points for the financial proposal
L= price of the lowest price proposal
=price of the proposal being evaluated

KoHTpaKT HHAMBU/YaIbHOTO KOHCYJIbTaHTA IPUCYKJAETCs JIULY, Ube Npe/JIoXKeHHe OblJI0 OLeHEHO U OIIpe/iesIeHO
Kak

a) omeeuarujee mpebosaHusM/coomeememayioujee/npuemaemoe u

6) nosyvuswee MAKCUMAAbHBIU KYMYJASMUBHbIl 6444 U3 3apaHee onpedesieHHbIX MexHU4ecKuX U (UHAHCOBbIX
Kpumepues, yKa3aHHbIX 8 0AHHOM mMeHAepHOM JOKYMeHme.

O61ias olleHKa=TexHU4YecKas OlleHKa + pUHAHCOBas OLeHKa

Mepa Texnuyeckux kputepues - 70%, 700 MakcMMa/IbHBIX 6aJIJIOB.

Mepa ¢puHaHcoBbIX KpuTepueB - 30%. 300 MakcHMa/IbHBIX 6GaJlIoB.

Toabko KaHAUAATHI, MoJy4yuBUIMe MUHUMYM 490 6annoB uz 700 6anioB B TEXHUYECKOU OIeHKe, OyAyT
paccMoTpeHbl /11 GYHAHCOBOM OLIEHKH, IPY 3TOM JJIs1 pacyeToB Oy/leT IpUMeHeHa ciaeayoias gopmya:
P=Y*(L/Z), rpe

P=6asu1b1 32 olleHHBaeMoe pUHAHCOBOE MPEAJIOKEHNE

Y= MakcHMaJIbHO€ KOJIM4eCcTBO 6aJJI0B 32 GHHAHCOBOE Npe/JIoKeHHe

L= MMHHMasbHOEe PUHAHCOBOE Npe/JI0KEHUE

Z= 1eHa paccMaTpuBaeMoro GUHaHCOBOTO NPeJI0XKEHUS

The selection of candidates will be done in 3 stages / OT6Gop KaHAUAATOB GyAeT NPOXOAUTH B 3 ITana:

1st stage / 1-#1 atam: Prior to detailed evaluation, all applications will be thoroughly screened against eligibility
criteria (minimum qualification requirements) as set in the present TOR in order to determine whether they are
compliant/non-compliant/ [lepex neTasbHOU O1]eHKOH BCe 3asiBKU OYAYT TLATEJIbHO IPOBEPEHBI HA COOTBETCTBUE
KpUTEpPHUAM IPHUEeMJIEMOCTH (MHUHHMMaJIbHbIM TpPeGOBaHUSAM K KBajJudUKaLMM), Kak ykasaHo B T3, ucrnosb3ys
KpPUTEPHUU COOTBETCTBYET/HE COOTBETCTBYET (TpeGOBAHHUAM).

Eligibility Criteria / Kputepuu npuem/jieMoCTH

1. | Experience: at least 2 years of professional experience in archiving and filing of documents with
international organizations

2nd stage / 2-i1 aTam: Technical Evaluation of technical proposals - desk review.
Short-listed candidates will be evaluated based on the following criteria/ TexHnueckas oneHKa nnpeaj0>KeHUH — Ha
OCHOBe MPOBEPKH IOKYMEHTOB:
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3rd stage / 3-i1 atan: Financial evaluation (according to the method described above) / Onenka puHaHCcOBOTO
npejJjioxeHus (CorJiacCHo MeToAy, YKa3aHHOMY BbILIE)
Only candidates obtaining a minimum of 490 from 700 point in the Technical part of evaluation would be considered for
the Financial Evaluation
The lowest technically qualified proposal receives 300 points and all the other technically qualified proposals receive
points in inverse proportion according to the formula:
P=Y*(L/Z), where
P=points for the financial proposal being evaluated
Y=maximum number of points for the financial proposal
L= price of the lowest price proposal
=price of the proposal being evaluated
TonbKO KaHAWJATHI, NoJayuyuMBlIKMe MUHUMYM 490 6asyioB u3 700 6a/jioB B TeXHUYECKOH OlLieHKe, OyAyT
paccMoTpeHbl /151 GYHAHCOBOM OLlEHKH, IPY 3TOM J/Is1 pacyeToB Oy/leT IpUMeHeHa ciaeaytoias gopmya:
P=Y*(L/Z), rne
P=6as1s1b1 32 olleHUBaeMoe pUHAHCOBOE MPEeAJIOKEHE
Y= MakcMMaJIbHO€ KOJIM4eCcTBO 6aJJI0B 32 GMHAHCOBOE Npe/JIoKeHHe
L= MMHHMasIbHOe PUHAHCOBOE NpeiI0KeHUE
Z= 1eHa paccMaTpuBaeMoro GUHaHCOBOTO NpPeIJI0XKEeHUS

The candidate achieving the highest cumulative score for both Technical and Financial evaluations will be
recommended by the Evaluation Committee for contracting / Tosibko KaHAUAAT, NOJYYMBIIMNA CaMblil BbICOKUHN
KyMYJIITUBHBIA 6aJiJ1 HA 6a3e OLlEHKU TEXHHUYEeCKOro U GUHAHCOBOTO MPEJJIOKEHHUN OyAeT PeKOMeH/I0BaH JIJisl
3aKJ/II0UeHUs] KOHTPaKTa.

Criteria Weight Max. Point
Technical evaluation 70 % 700
Bachelor’s degree in library/archival sciences/social sciences/technical sciences 5% 50
Professional experience in archiving and filing of documents with international
organizations; 59 04 590

(73.75 points for each year above minimum criteria but not more than 590 points /

Language skills:

Fluency in Russian (required):
14 - 40 points - easily 4% 40
0 - 13 points - not easily

Language skills:

Fluency in English (preferred):
10 - 20 points - easily 2% 20
0 - 9 points - not easily

Only candidates obtaining a minimum of 490 points from 700 points at the Technical Evaluation/Interview would
be considered for the Financial Evaluation.

Financial evaluation 30% 300

Approved by: Signature Date

: 04-Apr-2021
Mr. Erkinbek Kasybekov, UNDP Assistant Resident Representative Erkindnk {q‘s‘?’” thon P
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