	[image: Offic]

[image: Newlogo2]

DATE: 20/7/2022
REQUEST FOR QUOTATION: RFQ 17/2022 For Stationery items
FOR ESTABLISHMENT OF FRAME AGREEMENT(S) FOR THE PROVISION OF supplying office stationery items TO UNHCR EGYPT 
QUOTATION TO BE RECEIVED BY: 3/8/2022


The Office of the United Nations High Commissioner for Refugees (UNHCR) in Egypt, requests your price quotation for the establishment of Frame Agreements(s) for the provision of supplying office stationery items for Three (3) years only (2+1 years).

1. REQUIREMENTS

· Description: Supply of office stationery items   
· Estimated Quantity: As per what will be stated on the purchase order that will be placed by UNHCR.
· Delivery time: As per what will be agreed and requested upon the order placement.


Find attached in Annex A more information about the goods/services required. 

Please include the following price information in your quote (VAT to be indicated separately):
· Currency: EGP 
· Additional charge, if any (please specify) in Annex B- financial form.
· Total Cost for goods & services (all inclusive): VAT to be indicated separately

Other United Nations Agencies, Funds and Programmes shall be entitled to the same prices and terms as those contained in the offers of the successful bidders and could form the basis for a Frame Agreement with other UN Agencies.

2. Sample approvals

UNHCR will request interested bidders to complete a short assignment by submitting  samples as part of their technical proposal, to be able to assess their proposed goods.

Provision of Samples is technical PASS/FAIL criteria.

Samples to be sent to UNHCR Zamalek premises enclosed on a sealed pack/box clearly mentioned on it the company name and including inside it the listed sample items inside the pack/box. 
This pack/box will be received by our reception office .

Participation of the sample approval assignment: Interested bidders are requested to send an email not later than 27/7/2022 at 16.00 pm to Ms.Georgina Serig at serig@unhcr.org and copy Ahmed Dahab at dahab@unhcr.org.

Samples of the awarded offers may be withhold by UNHCR as reference for future deliveries/orders.


After receivng the confirmation email , smaples to be delivered accordingly as per clarified above , on a date not later than 31/7/2022. 

· Samples to be provided for all the following items :
· ID card holders, clear vertical PVC with resealable zip, thickness approximately 0.4mm, medium size
· U shape file, A4 size, transparent, approximately 80 Micron
· Calculator
· AA Battery - pack of 2
· AAA Battery - pack of 2
· Pen Holder – plastic
· Pen Holder – metal
· Office Tray - Flexible Stackers - 3 shelves
· Office Tray - Flexible Stackers - 2 shelves
· Sticky Notes approximately 50x75mm - different colours
· Sticky Notes approximately 75x75mm - different colours
· Sticky Notes 125x75mm - different colours
· Sticky Notes Lined approximately 125x75mm - single colour
· Flip Chart Papers
· Highlighter (marker) - multiple colours/pack
· Desk Yearly Planner (202X) -  
· Yearly Planner agenda -  
· Copying/printing paper A4 - approximately 80 gr/sm
· Copying/printing paper A3 - approximately 80 gr/sm
· Magazine holder for A4, plastic, thiner size
· Magazine holder for A4, plastic, medium size
· Brown tape - large size, paper
· Brown tape - large size, polyethylene
· Permanent marker - black, thin size
· Permanent marker - blue, thin size
· Permanent marker - red, thin size
· Permanent marker - green, thin size
· Permanent marker - black, medium thickness
· Permanent marker - blue, medium thickness
· Permanent marker - red, medium thickness
· Permanent marker - green, medium thickness
· White board marker- black, thicker
· White board marker- blue, thicker
· White board marker- red, thicker
· White board marker- green, thicker
· White board marker- black, thinner
· White board marker- blue, thinner
· White board marker- red, thniner
· White board marker- green, thinner


3.   RFQ Submission:

We would appreciate receiving your quotation before 3/8/2022 – 16:00 hrs. local time by e-mail in PDF format to Georgina Serig at serig@unhcr.org and copy Ahmed Dahab at dahab@unhcr.org.

Please be aware of the fact that the e-mail policy employed by UNHCR limits the size of attachments to a maximum of 7 Mb so it may be necessary to send more than one e-mail for the whole submission.

Potential bidders are requested to submit their proposals in the formal stated in the annexes of this RFQ.

Please indicate in the e-mail subject field: 
· RFQ:17/2022 - FA - stationery items 
· Number of e-mails that are sent (example: 1/2, 2/2)

Your quotation must be valid for the duration of the Frame Agreement. The standard payment terms of UNHCR is net 30 days upon satisfactory delivery of goods or services and acceptance thereof by UNHCR.

Please find attached:

1. Annex A:              TOR
1. Annex B:              Financial form 
1. Annex C:              UNHCR General Terms and conditions for goods and services
1. Annex D:              UNHCR vendor registration form
1. Annex E:              Vendor sanction list
1. Annex F:              UN supplier code of conduct 
1. The RFQ notice 


Submitting your quotation for this RFQ will be considered as acknowledgement/agreement for the UNHCR general terms and conditions mentioned in Annex C, which applies for all UNHCR procurement.

Thank you for your kind attention


Mr Ahmed Dahab
Supply Officer on charge/ 
Supply Unit. UNHCR
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