INVITATION TO BID: No. ITB 808-2016
ANNEX A – TERMS OF REFERENCE
Requirement:
Within the scope of a Frame Agreement, The UNHCR Office in Geneva intends to order Office Supplies.

Items ordered: Office Supplies. The most frequently purchased Office Supplies items are listed in Annex B. 

Ordering: Online Procurement Solution for the duration of the Frame Agreement:

Bidders must be able to propose an online procurement application solution for end-users.

The online application solution provides a secured and user friendly platform where UNHCR staff in Geneva can order the products covered within the Frame Agreement.
The information displayed on the online procurement application solution should not differ from the commercial terms defined in the Frame Agreement. Prices should reflect prices offered to UNHCR.
Delivery
1. Direct delivery must be ensured within 24 hours to the Warehouse address indicated herein. Goods shall be Delivered at Place (DAP) UNHCR HQ, Incoterm 2010 to the following address: 

UNHCR, 16, Chemin de la Voie Creuse, 1202 Geneva – Switzerland.
2. Each consignment must be accompanied by a delivery note indicating the number of the corresponding Purchase Order, the quantity delivered and the name of the requester.
3. Faulty items’ return is free of charge to UNHCR.
4. In case of non-delivery of an item, supplier can deliver a valid alternative of equal quality and price.

Technical Offer: 
The bidder’s technical offer must be comprised by:

· Annex B

· Sample

· Supplier’s General Catalogue or access to their general item catalogue (website link).

Samples
The Bidder shall be requested to deliver samples for items listed on Annex B1 List of sample items to be provided for the evaluation at the bid closing date. Samples shall be clearly marked with the Bidder’s name, product name and reference. All material for testing including its transport shall be provided free of charge by the Bidder. Bidders will be able to get the samples back after the tender is awarded. Sample return will be arranged by the bidder
Samples to be sent to:

Attn: Mr. Marc Kerouedan

UNHCR

General Service Section, Division of Financial and Administrative Management

94, rue de Montbrillant, 1202 Geneva, Switzerland

Financial Offer:
The bidder’s financial offer is submitted by filling out Annex C (Most frequently offered items).
2 options (brands) of the same item are to be proposed. Offer must be made in CHF.
Any discount offered to UNHCR for the requested items must be indicated. Any further discount on the supplier’s product catalogue is to be indicated on the Financial Offer Form (Annex C)
