REQUEST FOR QUOTATION (RFQ) - GOODS
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Reference Code :Syria-2018-060 Syria-2018- 060  Aualliall 3,
Original Date Issued: ey
24/06/2018 24/06/2018
Last Date for Clarification o sill ac e A
27/06/2018 27/06/2018
Closing Date: 01/07/2018 01/07/2018 &l g

10:30 AM abua 10:30

Subject: Supply and Delivery of Stationery to (Derik, Roj, Newroz and Al-Hol) offices in
Syria

Our organization, a non-profit organization, provides humanitarian assistance to “people in need”,
is seeking quotations from eligible contractors for Supply and Delivery of Stationery to (Derik,
Roj, Newroz and Al-Hol) offices in Syria. Our organization anticipates awarding Multiple or
Single contract(s) as a result of this Solicitation. Our organization reserves the right to award more
or none under this RFQ.

All bids shall be submitted via Syr-tendering@irdglobal.org as PDF format

Or via Sealed envelopes to our office in English village No. 288 in Erbil. This RFQ is in no
way obligates our organization Our organization to award a contract nor does it commit our
organization to pay any cost incurred in the preparation and submission of a proposal.

Our organization bears no responsibility for data errors resulting from transmission or conversion
processes.

Sincerely,
Procurement Committee
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Purpose
[Supply and Delivery of Stationery to (Derik, Roj, Newroz and Al-Hol) offices in Syria]
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Type of Contract/Purchase Order to Be Awarded As A Result Of This Solicitation
[FIRM FIXED UNIT PRICE]
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Contract/Purchase Order Term and Delivery Dates

A purchase order will be issued in quantities required for a week, two weeks or a month, on as
needed basis. The purchase order can be sent by e-mail to the company representative, and Our
organization is not obliged to purchase the total quantity after signing the contract.
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Timeline

The Time Line for this Tender shown below:
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Return of tenders (Closing
Date)

Closing Time: 10:30 AM
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1/07/2018
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Tender Review Committee CilaBlial) Az o Adad 02/07/2018
Local Committee on Contract Adall 4iad 04/07/2018
"Go-Live" with Supplier dbliall pia 05/07/2018

Validation of Bids and Prices: Shall not be less than 90 days

Scope of Work and Standards
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Supply and Delivery of Stationery to (Derik, Roj, Newroz and Al-Hol) offices in Syria.

The Company must have a DUNS number or obtain one within 5 days of being notified of
selection, DUNS number can be obtained as below:

SAM website: https://www.sam.gov

DUNS Website: http://fedgov.dnb.com/webform

YouTube tutorial on Getting a DUNS

number: https://www.youtube.com/watch?v=DtwYgWr2CJl
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https://www.sam.gov

http://fedgov.dnb.com/webform
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Inspection of the Items:

All the stationery items for each order will be checked and matched with the specifications
requested at the organization offices. The organization can reject any item which does not match
the specifications.

Locations of Delivery:

The final delivery location is our organization’s offices in (Derik, Roj, Newroz and Al-Hol) in
Syria.
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Contract Terms and Conditions

[INSERT REFERENCE TO APPENDICES CONTAINING A COPY OF THE PROPOSED
CONTRACT/PURCHASE ORDER] Please use the templates created for your program by
Contracts & Grants. Please make sure the following is included in the template and explained to
potential vendors:

this contract/purchase order resulting from this solicitation must be signed by both parties
to be considered valid and in force.

all costs associated with, but not limited to, production, preparation and/or delivery of
goods or services, including deliveries, accepted by Our organization staff, without a fully
executed (signed by both parties) contract/purchase order, are at the vendor’s risk

only. Our organization shall not pay for any costs, without limitation, associated with
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production, preparation or delivery of goods and/or services under this or any other
contract/purchase order, which has not been signed by both parties
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Evaluation and Award Process

Our organizations’ selection criteria is Lowest Price/Technical Acceptable (LPTA)
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a) Essential Requirements:
e The company must present their profile, company cv and copies of all previous similar
work contracts.

e Copy of valid registration with local government stamp.
e Proposed prices shall be valid for at least 90 days from date of submission of bids.
e Awarded Supplier shall submit bank bond in the form of an unconditional Bank guarantee

or certified check payable to Our organization, amounting to ten (10) percent of the
contract.

e Penalty will apply for any delay of delivery as (0.6%) of the total amount for each day.
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Payment Method and terms:

Payment for supplies quantities: Payment will be made after receiving, inspecting and
accepting gquantities ordered.

Payment method: payments will be made as bank transfer or if the company doesn’t
have a bank account the payment will be made as Hawala (hawala is for Syrian vendors
only), in both cases all banking/hawala fees will be paid by Our organization

Payments duration: Payment will be made within 30 days after the receival of goods
and the original invoice(s) from the vendor.
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Our organization reserves the right to award under this solicitation without further negotiations.
The offerors are encouraged to offer their best terms and prices with the original submission.
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Itis our organizations Policy that no gifts of any kind and of any value be exchanged between
vendors and our organizations personnel. Discovery of the same will be grounds for
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disqualification of the vendor from participation in any of Our organizations procurements
and may result in disciplinary actions against Our organizations personnel involved in such
discovered transactions.
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Selected vendor will be subject to vetting.
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Instructions to the Offerors

e Certificate of Origin: The supplier shall submit the certificate of origin for the
contracted quantity and the name of the supplied company. The certificate shall be
certified & stamped by local government. If the certificate of origin is not submitted, the
quantity will be rejected.

e Our organization will request a sample of stationery items from the shortlisted bidders.

e The payment will be in the form of the Hawala and all the expenses of transferring
commissions will be paid by Our organization. In case the vendor has a bank account in
the name of the company, payments will be transferred to the account.

e Our organization is not responsible for fluctuations in the prices of stationery items in the
local and international markets during the contract period and the company is obliged to
the proposed price according to the contract and until the end of the contract period
between the parties.

e The quantity is not fixed. Our organization can order less or more quantities.

e All pages of the bids must be signed and stamped.

e This tender is not a commitment for purchasing.

e All prices must be in USD.

e Our organization is not bound to contract with one company and can split the award
between one or more companies.

e A certificate of registration and CV should be sent with all contracts for similar and
previous business

e The company shall be responsible for all the expenses of the loading and offloading at the
organization offices.

e The Company shall bear all risks and costs for any damage, loss or theft to the ordered
goods. The Company shall bear full legal responsibility for any disease, injury, disability
or death of any of its employees, drivers, porters.

e Our organization will terminate the contract in the event of negligence and delays of
delivery.

Syria-2018-060



The List of Checks and Certificates that should be provided by the awarded contractor :
e Certification of Origin.
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The Company shall be excluded from opening the tender in the following cases:

If two or more bids are submitted for one tender.

e Ifitis proved that the authorized director has two registered companies in his name,
both of whom participated in the same tender.

e Ifonly a lump sum has been provided and all prices of the scale have not been filled.

o If the bid is submitted in the absence of the required currency in the tender.

e If bids are submitted after the deadline for closing the tender.

e If the bill of quantities is not stamped.

o If after bids opening calculation error in the offered price has occurred, the offer will be

rejected.
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Wire Transfer Payment
Mode
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Name of Company Owner:
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Name of the Owner and Partner:

Partner Partner:
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Registered Office address
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Telephone Number
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Email
oSy
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Company Registration & Tax Attach
number (Please attach a copy
of the 4y yall &8 )5 4S Al Jaus
Jemasill 82l (30 Aasi 3] (o> )
(3\.43 'ég\),\ E)

Company turnover in trading | 2015 2016 2017
currency (please attach recent
financial Bank statement)
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(Al 5 8alglll (e At (34 ) Bank Statement

Proof of financial stability Attach
such as financial turnover of
last three years or bank
statement.
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Company Structure
including staff name and
position in your Company
and attached Passport for
the Owner and the partners
as well
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Please list any Disputes
your Company has been
involved in with NGOs/UN
Our organizations over the
last 3 Years:
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Banking information:
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Bank Name:

Bank Address:
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Bank Branch:
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Account Name:

Account Number:
b o ):

Swift Code:

IBAN:

Signature

Company Stamp
PEgRA(l add

Appendices

- Bill of quantity.
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	REQUEST FOR QUOTATION (RFQ) - GOODS
	طلب  العرض/بضاعة
	Sincerely,
	Purpose
	[Supply and Delivery of Stationery to (Derik, Roj, Newroz and Al-Hol) offices in Syria]
	الغرض:
	تجھیز و نقل المواد القرطاسية الى مكاتب المنظمة في (ديرك, روز, نوروز, الهول) – سوريا
	Type of Contract/Purchase Order to Be Awarded As A Result Of This Solicitation
	[FIRM FIXED UNIT PRICE]
	نوع العقد / أمر الشراء الذي سيتم منحه كنتيجة لهذا المناقصة
	سعر الوحدة ثابت
	Contract/Purchase Order Term and Delivery Dates
	A purchase order will be issued in quantities required for a week, two weeks or a month, on as needed basis. The purchase order can be sent by e-mail to the company representative, and Our organization is not obliged to purchase the total quantity aft...
	أحكام العقد / أمر الشراء و مواعيد التسليم
	ادراج التواريخ الخ
	سيتم اصدار امر شراء بالكميات المطلوبة لاسبوع او اسبوعين او شهر من الكميات على أساس الحاجة ويمكن ارسال امر الشراء عن طريق البريد الألكتروني ٍ25TSyr-tendering@irdglobal.org25T ،
	و المنظمة ليست ملزمة بشراء الكمية الكلية عند  و بعد توقيع العقد
	Timeline
	The Time Line for this Tender shown below:
	الجدول الزمني
	الجدول الزمني لهذه المنافصة موضح ادناه
	Validation of Bids and Prices: Shall not be less than 90 days
	نفاذ الاسعار: يجب ان لا تقل عن 90   يوما,
	37TScope of Work and Standards
	Supply and Delivery of Stationery to (Derik, Roj, Newroz and Al-Hol) offices in Syria.
	The Company must have a DUNS number or obtain one within 5 days of being notified of selection, DUNS number can be obtained as below:
	SAM website: 25Thttps://www.sam.gov25T
	DUNS Website: 25Thttp://fedgov.dnb.com/webform25T
	YouTube tutorial on Getting a DUNS number: 25Thttps://www.youtube.com/watch?v=DtwYgWr2CJI25T
	نطاق العمل و المعايير
	تجھیز و نقل المواد القرطاسية الى مكاتب المنظمة في (ديرك, روز, نوروز, الهول) – سوريا
	يجب على الشركة اكمال استفتاء حكم الاستبيان اذا تم اختياره لمنح المناقصة في غضون 5 ايام. متخصص ال يتصل بكم للحصول على استفتاء حكم الاستبيان المناسب
	يجب أن يكون لدى الشركة رقم DUNS أو الحصول على رقم في غضون 5 أيام من ابلاغها بالاختيار، ويمكن الحصول على رقم DUNS على النحو التالي:
	موقع SAM
	25Thttps://www.sam.gov25T
	موقع DUNS
	25Thttp://fedgov.dnb.com/webform25T
	برنامج تعليمي YouTube حول الحصول على رقم: DUNS
	25Thttps://www.youtube.com/watch?v=DtwYgWr2C25T
	سيقوم المنظمة بالفحوصات التالية:
	Inspection of the Items:
	All the stationery items for each order will be checked and matched with the specifications requested at the organization offices. The organization can reject any item which does not match the specifications.
	Locations of Delivery:
	The final delivery location is our organization’s offices in (Derik, Roj, Newroz and Al-Hol) in Syria.
	Contract Terms and Conditions
	[INSERT REFERENCE TO APPENDICES CONTAINING A COPY OF THE PROPOSED CONTRACT/PURCHASE ORDER] Please use the templates created for your program by Contracts & Grants.  Please make sure the following is included in the template and explained to potential ...
	all costs associated with, but not limited to, production, preparation and/or delivery of goods or services, including deliveries, accepted by Our organization staff, without a fully executed (signed by both parties) contract/purchase order, are at th...
	شروط و أحكام العقد
	يجب أن يتم توقيع هذا العقد / أمر الشراء الناتج عن هذه المناقصة من قبل الطرفين ليعتبر صالحًا ونافذا.ً جميع التكاليف المرتبطة ، لكن لا تقتصر على ، الإنتاج أو الإعداد و / أو تسليم السلع أو الخدمات ، بما في ذلك عمليات التسليم ، التي تم قبولها من قبل موظفي...
	Evaluation and Award Process
	المعايير الأساسية:

	Our organization reserves the right to award under this solicitation without further negotiations. The offerors are encouraged to offer their best terms and prices with the original submission.
	تحتفظ المنظمة بالحق في منح العطاء بموجب هذه المناقصة دون المزيد من المفاوضات. نشجع مقدمي العروض على تقديم أفضل الشروط والأسعار مع التقديم الأصلي.
	It is our organizations Policy that no gifts of any kind and of any value be exchanged between vendors and our organizations personnel.  Discovery of the same will be grounds for disqualification of the vendor from participation in any of Our organiza...
	ومن سياسات منظمتنا أنه لا يتم تبادل أي هدايا من أي نوع وأي قيمة بين البائعين وموظفي المنظمة. و اكتشافها سيكون سبباً لاستبعاد البائع من المشاركة في أي من مشتريات منظمتنا وقد يؤدي إلى اتخاذ إجراءات تأديبية ضد موظفي المنظمة المشاركين في هذه الصفقات المكتشفة
	Selected vendor will be subject to vetting.
	سيقوم المنظمة بتحقيق الشركة من عدة جهات
	Instructions to the Offerors
	Appendices
	- Bill of quantity.
	الملحقات


