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	Request for Proposals (RFP) for Services/Goods

	Provision of services for Branding and Communication campaign in the launch for The Minamata Convention on Mercury

	RFP Ref No: UNOPS-UNEPGEN-2017-S-001





	

	Version: v2016.1.1

	




Section V: Returnable Bidding Forms

Note to Offerors: Instructions to complete each Form are highlighted in blue in each Form. Please complete the Returnable Bidding Forms as instructed and return them as part of their Proposal submission.


This Section comprises the following Returnable Bidding Forms:
· Form A: Proposal/No Proposal Confirmation Form
· Form B: Checklist Form
· Form C: Offeror Information Form 
· Form D: Joint Venture Partner Information Form
· Form E: Proposal Submission Form
· Form F: Financial Proposal Form
· Form G: Technical Proposal Form




Form A: Proposal/No Proposal Confirmation Form

If after assessing this opportunity you have made the determination not to submit your proposal, we would appreciate if you could return this form indicating your reasons for non-participation.

		
	
	Date:


	To:
	UNOPS
[Insert name and office of contact person]
	Email: [Insert UNOPS contact person’s email (do not enter secure bid email address)] 

	From:
	[Insert name of Offeror]
	

	
Subject
	
RFP reference [insert ref.]



	Insert an X where applicable
	Description

	
	YES, we intend to submit a proposal.

	
	NO. We are unable to submit a competitive offer for the requested goods/services at the moment



If you selected NO above, please state the reason(s) below:
 
	Insert an X where applicable
	Description

	
	The requested goods/services are not within our range of supply

	
	We are unable to submit a competitive offer for the requested products at the moment

	
	The requested products are not available at the moment

	
	We cannot meet the requested specifications/terms of reference

	
	We cannot offer the requested type of packing

	
	We can only offer FCA prices

	
	The information provided for quotation purposes is insufficient

	
	Your RFP is too complicated

	
	Insufficient time is allowed to prepare a bid

	
	We cannot meet the delivery requirements

	
	We cannot adhere to your terms and conditions (please specify: payment terms, request for performance security, etc.)

	
	Sustainability criteria/requirements are too stringent (if applicable)

	
	We do not export

	
	We do not sell to the UN

	
	Your volume is too small and does not meet our order quantity

	
	Our production capacity is currently full

	
	We are closed during the holiday season

	
	We had to give priority to other clients’ requests

	
	We do not sell directly but through distributors 

	
	We have no after-sales service available

	
	The person handling the bids is away from the office

	
	Other (please provide reasons):  

	
	We would like to receive future RFPs for this type of goods

	
	We don’t want to receive RFPs for this type of goods




If UNOPS has questions to the Offeror concerning this NO BID, UNOPS should contact Mr./Ms. (_______________), phone (_______________), email (_______________), who will be able to assist. 

Form B: Checklist Form
Offerors are requested to complete this form and return it as part of their Proposal submission. 

RFP reference no: [insert RFP reference No.]
Name of Offeror: [insert name of Offeror]
Date: [insert submission date]

Before submitting your Proposal, please ensure compliance with the instructions included in Section I: RFP Particulars, Article 23, Proposal Submission.

TECHNICAL PROPOSAL ENVELOPE:
	Activity
	Yes/No/NA
	Page # in your Proposal
	If NO provide comment

	Have you duly completed all the Returnable Bidding Forms? 
	☐ YES ☐ NO ☐ NA
	
	

	· Form B: Checklist Form
	☐ YES ☐ NO ☐ NA
	
	

	· Form C: Offeror Information Form 
	☐ YES ☐ NO ☐ NA
	
	

	· Form D: Joint Venture Partner Information Form
	☐ YES ☐ NO ☐ NA
	
	

	· Form E: Proposal Submission Form
	☐ YES ☐ NO ☐ NA
	
	

	· Form G: Technical Proposal Form
	☐ YES ☐ NO ☐ NA
	
	

	Have you provided the required documents to establish compliance with the evaluation criteria established in Section III? 
	☐ YES ☐ NO ☐ NA
	
	

	· Financial statements and solvency reports for last 3 years
	☐ YES ☐ NO ☐ NA
	
	

	· Three contracts for the similar services performed in the period of 5 years
	☐ YES ☐ NO ☐ NA
	
	

	· Three Letters of recommendation for the submitted contracts
	☐ YES ☐ NO ☐ NA
	
	

	· Document from Business Registers Agency
	☐ YES ☐ NO ☐ NA
	
	

	· Tax administration receipts that the company paid all local and national taxes
	☐ YES ☐ NO ☐ NA
	
	

	· Proposed work plan and approach
	☐ YES ☐ NO ☐ NA
	
	

	· Time schedule and manpower estimate
	☐ YES ☐ NO ☐ NA
	
	

	· CV of Team Leader 
	☐ YES ☐ NO ☐ NA
	
	

	· CVs of Team Members
	☐ YES ☐ NO ☐ NA
	
	











FINANCIAL PROPOSAL ENVELOPE (to be submitted in a separate envelope/email)
	Activity
	Yes/No/NA
	Page # in your Proposal
	If NO provide comment

	· Form F: Financial Proposal Form
	☐ YES ☐ NO ☐ NA
	
	

	· [Add other price-related documents as necessary]
	☐ YES ☐ NO ☐ NA
	
	





Form C: Offeror Information Form

The Offeror shall fill in this Form in accordance with the instructions indicated below. No alterations to its format shall be permitted and no substitutions shall be accepted.

RFP reference no: [insert RFP reference No.]
Name of Offeror: [insert name of Offeror]
Date: [insert submission date]

1. Background and Expertise of Organization:
							
	Full legal name of Offeror
	[complete]

	What year was your firm/organization established?
	[complete]

	Address of registered office
	[complete]

	Name of Offeror Representative
	complete]

	Has your firm/organization ever filed or petitioned for bankruptcy? (If YES, explain in detail the reasons why, filing date, and current status.)
	[complete]



2. 	UNGM Registration and UNOPS Vendors

As part of the Proposal, it is desired that the Offeror goes to the United Nations Global Marketplace (UNGM) registration website: https://www.ungm.org/Registration/RegisterSupplier.aspx and fills out the registration.
If the Offeror is already registered with UNGM, please provide your UNGM registration number in the table below and please ensure that your firm’s information on UNGM is current.

The Offeror may still Proposal even if not registered with the UNGM. However, if the Offeror is selected for Contract award, the Offeror must register on the UNGM prior to Contract signature.

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

	Are you a UNOPS vendor?
	☐ Yes   ☐ No If yes, [insert UNOPS vendor ID]



3. Contact details of persons that UNOPS may contact for requests for clarification during Proposal evaluation: 
	
	Name/Surname
	[complete]

	Title
	[complete]

	Tel Number (direct)
	[complete]

	Email address (direct):
	[complete]


PS: This person must be available during the next two weeks following receipt of the Proposal.


Form D: Joint Venture Partner Information Form
[The Offeror shall fill in this Form in accordance with the instructions indicated below]

RFP reference no: [insert RFP reference No.]
Name of Offeror: [insert name of Offeror]
Date: [insert submission date]

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

	JV / Consortium/ Association Information

	Name
	[complete]

	Names of each partner and contact information
(address, telephone numbers, fax numbers, e-mail address)  
	[complete]

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

	Proposed proportion of responsibilities between partners (in %) with indication of the type of the services to be performed by each
	[complete]



Signatures of all partners of the JV: 	 

We hereby confirm that if the contract is awarded, all parties of the Joint Venture/Consortium/Association shall be jointly and severally liable to UNOPS 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: ________________________




Form E: Proposal Submission Form
Offerors are requested to complete this form, sign it and return it as part of their Proposal submission. The Offeror shall fill in this form in accordance with the instructions indicated. No alterations to its format shall be permitted and no substitutions shall be accepted. 

Date: [Insert submission date]

Subject: Proposal for the supply of [Insert a brief description of goods/services] in [Name of country/city], RFP Case No. [Insert RFP ref. number], dated [insert date]

We, the undersigned, declare that: 

a. We have examined and have no reservations to the Bidding documents, including amendments No.: [Insert the number and issuing date of each amendment]; 
b. We offer to supply in conformity with the Bidding documents, including the UNOPS General Conditions of Contract and in accordance with the Schedule of Requirements;
c. Our Proposal shall be valid for the period of time of [insert number of days which shall not be less than the specified in Section I: RFP Particulars, Period of Validity of Proposals] from the date fixed for the Proposal submission deadline as set out in the RFP, and it shall remain binding upon us and may be accepted at any time before the expiration of that period;
d. If our Proposal is accepted, and if so requested in Section I: RFP Particulars, we commit to obtain a performance security, in accordance with Instructions to Offerors, Article 35 and the General Conditions of Contract;
e. We have no conflict of interest in any activity that would put it, if selected for this assignment, in a conflict of interest with UNOPS;
f. We 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;
g. Our firm confirms that the offeror and sub-contractors have not been associated, or had been involved in any way, directly or indirectly, with the preparation of the design, terms of references and/or other documents used as a part of this solicitation;
h. We embrace the principles of the United Nations Supplier Code of Conduct and adhere to the principles of the United Nations Global Compact;
i. Our firm, its affiliates or subsidiaries – including any subcontractors or suppliers for any part of the contract – has not been declared ineligible by UNOPS, nor is included in the suspended/ineligibility list of the UN/PD, other UN Agencies, the UN Security Council, and the World Bank, in accordance with Instructions to Offerors Article 4, Eligibility;
j. We have not offered and will not offer fees, gifts and/or favours of kind in exchange for this RFP and will not engage in any such activity during the performance of any contract awarded; 
k. We understand that you are not bound to accept the lowest evaluated Proposal or any other Proposal that you may receive.
I, the undersigned, certify that I am duly authorized by [insert name of Offeror] to sign this Proposal and bind [insert name of Offeror] should UNOPS accept this Proposal: 

Name	: _____________________________________________________________

Title	: _____________________________________________________________

Date	: _____________________________________________________________

Signature	: _____________________________________________________________


[Stamp form of Proposal with official stamp of the Offeror]

Form F: Financial Proposal Form

RFP reference no: [insert RFP reference No.]
Name of Offeror: [insert name of offeror]

The Proposer is required to prepare the Financial Proposal following the below format and be submitted in an envelope separate from the rest of the RFP as indicated in the Instruction to Offerors. The financial proposal must be submitted in USD/EUR.

Cost breakdown per component 
Offerors are requested to provide the cost breakdown for the above given prices based on the following format. UNOPS shall use the cost breakdown for the price reasonability assessment purposes as well as the calculation of price in the event that both parties agree to a contract amendment on the future.


	Name(s) of consultant(s) (a)
	Number of working days (b)
	Daily fee (c)
	Daily subsistence allowance (d)
	Total (e)=(b)x((c)+(d))

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	SUB TOTAL:
	



	International/National travels (a)
	Quantity (b)
	Cost (c)
	Currency (RSD)
	Total (e)=(b)x(c)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	SUB TOTAL:
	



	Other Costs (description)
	Cost (lump-sum)

	Production of COP1 visual identity, including logo and additional taglines
	

	Colour palette, typography, templates and style guides
	

	Production of audio visual materials, images
	

	Communication campaign materials
	

	Production of branded website
	

	Design, production and installation of customised event venue materials
	

	Development and production of print and multi-media materials
	

	· Visual teaser
· Curtain raiser
· Infographics and other visual content to multiply messaging
· Social media elements
· Posters and relevant print elements
	

	Any other costs
	

	Any other costs
	

	Any other costs
	

	Any other costs
	

	SUB TOTAL:
	





	GRAND TOTAL:
	





The discounts offered, if applicable, and the methodology for their application are:
· Discounts: If our proposal is accepted, the following discounts shall apply. [Specify in detail each discount offered and the specific item of the Schedule of Requirements to which it applies, including if applicable discounts for accelerated payment.]
· Methodology of application of the discounts: The discounts shall be applied using the following method: [Specify in detail the method that shall be used to apply the discounts];


List of subcontractors or suppliers

Offeror must identify the names of all subcontractors/suppliers who will be providing good/services under this contract and the type of work being subcontracted, if applicable.

(A) _[Full legal name and address of subcontractors]___________

(B) _________________________________________________

(C) _________________________________________________

[bookmark: _Toc68319417]I, the undersigned, certify that I am duly authorized by [insert full name of Offeror] to sign this Proposal and bind [insert full name of Offeror] should UNOPS accept this Proposal: 

Name	: _____________________________________________________________

Title	: _____________________________________________________________

Date	: _____________________________________________________________

Signature	: _____________________________________________________________



Form G: Technical Proposal Form

RFP reference no: [insert RFP reference No.]
Name of Offeror: [insert name of offeror]

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

Technical Proposal Evaluation sections: 

[Adjust the section and criteria, below are just examples linked to the example criteria added in Section III] 

	Section 1: Offeror’s qualification, capacity and expertise

	1.1
	Brief description of the organization, including the year and country of incorporation, and types of activities undertaken


[Insert response here]




	1.2
	Relevance of specialised knowledge and experience on similar engagements done with the United Nations, international organisations and/or multinational corporations


[Insert response here]




	1.3 
	Previous experience on similar projects for the United Nations, international organisations and/or multinational corporations





[Adjust the section and criteria, below are just examples linked to the example criteria added in Section III] 


	Section 2: Proposed Methodology, Approach and Implementation Plan

	2.1
	Understanding of the requirement: Have the important aspects of the task been addressed in sufficient detail? Are the different components of the project adequately weighted relative to one another?


[Insert response here]




	2.2
	Description of the Offeror’s approach and methodology for meeting or exceeding the requirements and schedule of the Terms of Reference


[Insert response here]




	2.3
	Details how the different service elements shall be organized, controlled and
delivered


[Insert response here]





	2.4
	Description of available performance monitoring and evaluation mechanisms and tools; how they shall be adopted and used for a specific requirement


[Insert response here]








[Adjust the section and criteria, below are just examples linked to the example criteria added in Section III] 

	Section 3: Key personnel proposed 

	3.1
	
Composition and structure of the team proposed. Are the proposed roles of the management and the team of key personnel suitable for the provision of the necessary services

[Insert response here by filling up the below table]

	Name and Nationality
	Position to be Assumed in this Contract
	Requirements as per Terms of reference

	[Insert]
	Team Leader
	Copy the requirements in the TOR. If you are proposing additional personnel not included in the min. structure, please make this column as N/A

	[Insert]
	Senior Expert
	

	[Insert]
	Junior Expert
	

	

	
	





	3.2
	Qualifications of key personnel proposed

[For each of the names identified above, attach his/her CV.




I, the undersigned, certify that I am duly authorized by [insert full name of Offeror] to sign this Proposal and bind [insert full name of Offeror] should UNOPS accept this Proposal: 

Name	: _____________________________________________________________

Title	: _____________________________________________________________

Date	: _____________________________________________________________

[bookmark: _GoBack]Signature	: _____________________________________________________________
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