Request For Quotation                        [image: ]	

RFQ INSTRUCTIONS


TO:اسم الشركة


Address 1: عنوان 1


Address 2:
عنوان2 


City:المدينة


Country:الدولة


Phone #:رقم الهاتف


E-mail:بريد الكتروني



FROM:
DANISH REFUGEE COUNCIL

Address 1:
40 M Road Star Towers, Bolck D, Floor 11

Address 2:


City:
Erbil

Country:
Kurdistan of Iraq










The Danish Refugee Council (DRC) with funding from Variuos donors hereby request you to submit price quotation(s) for the supply of the item(s) listed on the attached Bidding Form titled Annex A-Bid Form- RFQ-009EBL23-Supply of Refreshment and Cleaning Items.

DRC is inviting suppliers to bid in order to set up a long term purchase agreement called a framework agreement (FWA). A FWA is an agreement with a single supplier (or group of suppliers) to establish terms governing contracts that may be awarded during the period of the FWA. DRC, as contracting authority, does not guarantee any volume of orders under FWAs as all purchases will be based on the needs and activities of DRC.  

The FWA will set prices for the FWA duration (initially for 12 months with possibility of extension of extra 24 months, each time 12 months extension). 
Note: 
· The maximum value may be spent under this FWA for period of 3 years is 36,000 USD.
· Firms with nationality of, or goods originating from, prohibited sources as per OFAC sanctions will be disqualified. Winning bidder may be subject to additional compliance checks on current ODFA, OFAC, and US Treasury regulations governing prohibited sources prior to contract signing. 


	Request for Quotation Details

	RFQ #:
	RFQ-009EBL23-Supply of Refreshment and Cleaning Items
	Currency of Bid (3-letter code):
	USD


	RFQ Issuing Date:
	11.09.2023
	Bid Validity Period (days):
	30

	RFQ Closing Date:
	18.09.2023
	Required Delivery Date:
	Within 3 working days from PO signing date

	RFQ Closing Time:
	02:00 PM
	Required Delivery Destination:
	Erbil

	Questions to the RFQ
	bidqueries.irq.co
	Required Delivery Terms:
	DDP (INCOTERMS 2020)


This RFQ document contains the following:
1. Annex A     Bid Form- RFQ-009EBL23-Supply of Refreshment and Cleaning Items.
2. Annex B	DRC General Conditions of Contract.
3. Annex C	Supplier Code of Conduct.
4. Anned D     Supplier Profile  Registration Form.





1. Admin requirements

· Annex A Bid Form-RFQ-009EBL23-Supply of Refreshment and Cleaning  Items (fill, sign, stamp and submit).
· Annex B DRC General Conditions of Contract (please sign and submit if you are not registeterd with DRC).
· Annex C  Supplier Code of Conduct (please sign and submit if you are not registeterd with DRC).
· Anned D  Supplier Profile Registration Form  (please sign and submit if you are registeterd with DRC).
· Business Registration/company registration  (please provide a copy).

2. Essential Criteria:

· Expiry date for the items must be no less than 4 months.
· Offered spec must meet the requested ones.
· Supplier to agree on the deliver date within 3 working days from purchase order signing date.

After the opening and evaluation, shortlisted bidder/s may be requested to submite samples to confirm that the offered spces meet the requested ones, failing to submit samples or failing to meet the requested specs will disqualify the bid.

Bidder/s shall quote for all items listed within below bid form, failing to bid for all the items will lead to bid disqualification.
 

3. Annex A-Bid Form- RFQ-009EBL23-Supply of Refreshment and Cleaning  Items.

	For DRC to Complete
	For Supplier to Complete

	Item #
	Description
	Unit
	Quantity Required
	Offered Item/Description
	Offered Brand name/Model number
	Offered Unit Price in USD
	Offered Total Unit Price in USD

	
	
	
	
	
	
	
	
	

	1
	Instant coffee jar 200 g, Instant Coffee, Smooth, freeze dried, rounded flavor, Handy portion-controlled single serves, Made from premium Arabica and Robusta beans. 
	Piece
	100

	 
	 
	
	
	

	2
	Ground coffee (medium roast) size 250g . CAFE ESPRESSO
	Piece
	100
	 
	 
	
	
	

	3
	Sugar White 
	Kg
	200
	 
	 
	
	
	

	4
	Drinking water bottle 17.5 liters. 
	piece 
	800
	 
	 
	
	
	

	5
	Milk 900 gm, Instant Full Cream Milk Powder. 
	Piece
	50
	 
	 
	
	
	

	6
	Pack of tea of 100 pcs, Cardamom flavored.
	Pack
	60
	 
	 
	
	
	

	7
	Pack of tea of 100 pcs, no flavor. 
	Pack
	50
	 
	 
	
	
	

	8
	Flavored Loose-leaf tea green tea bags pack of 100 pieces. 
	Pack
	12
	 
	 
	
	
	

	9
	3 in 1 coffee, packet of 28 pieces each one 20 gram. 
	Pack
	12
	 
	 
	
	
	

	10
	Detergent powder for laundry (2.5 KGs) 
	Piece 
	6
	 
	 
	
	
	

	11
	Cleaning spin 360 replacement mop head
	Piece
	150
	 
	 
	
	
	

	12
	Kitchen oil and grease removal spray 750 ml
	Piece
	24
	 
	 
	
	
	

	13
	Disposable Hand gloves pack of 100 pieces
	Pack
	24
	 
	 
	
	
	

	14
	Detergent Liquid, Liquid Laundry Detergent, 50 oz, 32 loads. 
	Piece
	6
	 
	 
	
	
	

	15
	Duster (Mop), Dry Mop Set - 50 CM long
	Piece
	24
	 
	 
	
	
	

	16
	Cleaning rags, cleaning rags, 4pcs  (green, yellow, blue, pink) ,38cm*28cm
	Set
	100
	 
	 
	
	
	

	17
	Surface tiles floor cleaner 1 litter
	Piece
	30
	 
	 
	
	
	

	18
	Reed diffuser 110 ml
	Piece
	400
	 
	 
	
	
	

	19
	Compartment detergent, 3in1 PODS Washing Capsules-Finish (pack 15 pieces) 
	Pack 
	12
	 
	 
	
	
	

	20
	Dishwasher liquid soap 750 ml, Dishwashing Detergent - Liquid Solution – Green
	Piece
	70
	 
	 
	
	
	

	21
	Bathroom Cleaner Spray - Febreze – 500 ml-750 ml
	Piece
	60
	 
	 
	
	
	

	22
	Black Plastic Bag 114 Garbage Bag – roll of 10 pieces
	Roll
	150
	 
	 
	
	
	

	23
	Garbage Bags (Medium) Size 30 liter, roll of 20 pieces-
	Roll
	200
	 
	 
	
	
	

	24
	Garbage Bags (Small) Size 15 liter, roll of 20 pieces-
	Roll
	150
	 
	 
	
	
	

	25
	Aluminum sponge (Set of 3) 
	Set
	12
	 
	 
	
	
	

	26
	Anti-bacterial Hand wash liquid 200 ml
	Piece
	900
	 
	 
	
	
	

	27
	Surface cleaner, 750ML Cleans, dusts, moisturizes, freshens, and cares. Enhances the natural beauty of wood floors and furniture. 
	Piece
	100
	 
	 
	
	
	

	28
	Bleach (1 liter) 
	Piece
	24
	 
	 
	
	
	

	29
	Indoor Broom with Stick
	Piece
	10
	 
	 
	
	
	

	30
	White Vinegar (1 Liter) 
	Piece
	6
	 
	 
	
	
	

	31
	Kitchen dishwashing Sponge set of 4 pieces
	Set
	50
	 
	 
	
	
	

	32
	Super Soft Toilet Paper 3Ply set of 8 rolls
	Set
	500
	 
	 
	
	
	

	33
	(squeegee) Rubber Mop- floor, plastic
	Piece
	30
	 
	 
	
	
	

	34
	Window Squeegee with Rubber Blade
	Piece
	12 
	 
	 
	
	
	

	35
	Hardwood Floor Cleaner and Polish 1 litter 
	Piece
	12
	 
	 
	
	
	

	36
	Water bottle 330 ml (Set of 24) 
	Set
	24
	 
	 
	
	
	

	37
	Kitchen Roll - Imported Paper Towel Kitchen Roll 3 Ply - 6 Rolls
	Set
	50
	 
	 
	
	
	

	38
	2 ply facial tissues soft, absorbent, ideal for hand and face packet including 200 sheets.
	Piece
	500
	 
	 
	
	
	

	39
	Fold towel tissue pack of 200 pieces(tissues). 
	Pack
	700
	 
	 
	
	
	

	40
	Windows cleaning spray 500 ml. 
	Piece
	12
	 
	 
	
	
	



	41
	Orange Juice (Carton) 330 ml (Set 24) 
	Set
	50
	
	
	
	
	

	42
	Chocolate cake, pack of 24 pcs various flavors, Chocolate Filled Cake with Chocolate, topped with another layer of chocolate, wrapped 45g.
	Set
	30
	
	
	
	
	

	43
	Toilet brush with holder (plastic)
	set 
	36
	 
	 
	
	

	


	Total in USD
	
	











4. Please answer by Yes or No:

	#
	Question/Essential criteria
	Supplier to answer
Yes or No
المزود للاجابة بنعم او  لا
	Remarks

	1
	Do you agree  to offer items with expiry date no less than 4 months?
هل توافق على تقديم مدة صلاحية لاتقل عن أربعة اشهر ؟
	
	

	2
	Do you agree on delivery leadtime within period of 3 working days from PO signing ?
هل توافق على التزويد ضمن مدة لاتزيد عن ثلاثة ايام؟
	
	


30

Bid Validity Period:  _ ___________   (Calendar) days
I certify that I have read and understood the DRC General Conditions of Contract for the Procurement of Goods/Services and the DRC Code of Ethics. I further certify that the above mentioned company has not engaged in corrupt, fraudulent, collusive, or coercive practices in competing for, or in executing, any Contracts.



التوقيعSigned:          __________________________	المنصبPosition: ______________________



الاسمPrint Name: ________________________	                                 التاريخdDate:_ da____________

Please stamp this Bid Form with your Company Stamp


Submission of Bid
You must submit one original of the RFQ Bid Form in a sealed envelope, clearly marked with the RFQ number and the Bidders name. The bid can be delivered directly to the tender box, mailed or delivered by courier services, or alternatively send by email to the following dedicated, secure & controlled email address rfq.irq.co@drc.ngo


Electronic tendering procedure: 
· That the RFQ Number must be entered in the email Subject Heading Line of the Bid Submission email, failure to do this will disqualify the bid submission, as it will not be opened by the Procurement Committee.
· DRC is not responsible for the failure of the Internet, network, server, or any other hardware, or software, used by either the Bidder or DRC in the processing of emails.
· DRC is not responsible for the non-receipt of Bids submitted by email as part of the e-Tendering process.
· That bids can still be submitted to the DRC physical Tender Box (Erbil- 40 meter road, MRF Quattrro, Building ,A Floor 10 ).
· Only the following types of files can be accepted via e-Tender are PDF, JPEG, TIF, or same type of files provided as ZIP files
· The maximum file size that can be attached to the Bid email. Suggest no larger than 2MB.
· If same Bidder has submit bids through e-Tender bid and a physical bid, the physical bid will take the precedence over electronic. 
· Bids containing unprotected Word, Excel, or other unprotected files that are attached in support of PDF/JPEG/TIF version of bid are acceptable. However, if no protected version of the bid is submitted, then this bid will be disqualified. In case of an inconsistency between the two, protected file will always take the precedence.
THE RFQ BID FORM CANNOT BE EMAILED TO ANY OTHER DRC EMAIL ADDRESS
The sealed envelope must be deposited into the DRC Tender Box at the address stated on page one before the RFQ Closing Date and Time. It is the Bidders responsibility to ensure that the sealed envelope is deposited into the Tender Box.

Any Bids not received on the official DRC Bid Form, or in a sealed envelope may be disqualified for non-compliance with these RFQ Instructions.
All Bids received in pencil will be disqualified.

Prices
All Bids must include all customs and taxes payable in the country of delivery unless the RFQ specifically requests a Bid is other than DDP (INCOTERMS 2020).
All Bids must be in the currency stated on the RFQ Bid Form. Bids in any other currency may be disqualified.
DRC reserves the right to correct any incorrect calculations on the Bid Form.

Validity of Offer
Your Bid must be valid for the ‘Bid Validity Period as stated on the Bid Form. Bids not meeting the Bid Validity Period may be disqualified. DRC will attempt to notify all suppliers of the outcome of their Quotations within 1 week from bid opening.

Evaluation of Bids
All Bids received and accepted will be evaluated on a ‘line item’ basis as follows:

Administrative Evaluation: Evaluated to ensure compliance with all the RFQ requirements and to ensure that all Bids and calculations are readable and acceptable.
Technical Evaluation: All Bids received will undergo a Technical Evaluation based on ‘best value for money’. Bids that comply with the requested items, specifications, and delivery conditions will be classed as ‘responsive’ (acceptable). Only Bids classed as ‘responsive’ (acceptable) will progress onto the ‘Financial Evaluation’. ‘Non-responsive’ bids (not-acceptable Bids) will no longer be under consideration at this stage.
Financial Evaluation: All ‘Responsive’ Bids will undergo a Financial Evaluation

Contract Award
Under the ‘best value for money’ principle, DRC will award the contract(s) (DRC Purchase Requisition or Service Contract) to the ‘lowest responsive bid’ except where other considerations are warranted. These other considerations can be – total cost of ownership; cost of on-going consumables; price vs warranty; quality vs price.
DRC reservs the right to split the awards.

RFQ Enquires
All enquires and questions should be addressed to the email given in the RFQ Detail’s section. All Q&A’s will be shared with all invited suppliers.

Under DRC’s Anticorruption Policy, Bidders shall observe the highest standard of ethics during the procurement and execution of such contracts. DRC will reject a Bid if it determines that the Bidder recommended for award, has engaged in corrupt, fraudulent, collusive, or coercive practices in competing for, or in executing, the Contract. 

DRC Supply Chain
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