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Terms of Reference and General Requirements

United Nations High Commissioner for Refugees (UNHCR), Egypt Operation would like to develop a Two-Year (LTA) for the supply and installation of office Stationery, with possibility for extension of the Agreement for one additional year.

· These Terms of Reference are for the supply, delivery of office stationery as per the below general conditions:
· The bidder is asked to provide in his bid all stationery items even for items not listed in this ITB including published price list. After award and in case of need to order items outside the LTA scope, the bidder shall quote, in his bid, a fixed discount rate on such non-contracted items. Final award for such non-LTA items will be subject to market research to validate competitiveness of quality and cos and/or mini bid (secondary bid procedures);
· Some items quoted by bidders in this ITB are subject to sample approval. Sample examination by UNHCR will be conducted after submission deadline and during the offer evaluation process either through (a) UNHCR’s site visit to the bidder’s factory or show room, and/or through (b) bidder himself delivering samples to UNHCR office.
· Sample submission to UNHCR office is under the sole responsibility and cost of the bidder.
· In case of award, bidder must assign a focal point, to be responsible for all aspects of ordering and delivering the items DAP UNHCR Office(s).  Also, will be responsible for supervising the performance of the Scope of Work.


TECHNICAL SPECIFICATIONS

1. List of office stationery items:


	SN.
	Description
	Estimated quantity over 1 year
	Remark
	Number of units in 1 packing unit

	1
	Blue ballpoint pen, similar to RX7 0.7 mm model
	400 box
	Faber-Castel OR similar
	12 units/box

	2
	Black ballpoint pen, similar to RX7 0.7 mm model
	150 box
	Faber-Castel OR similar
	12 units/box

	3
	Red ballpoint pen, similar to RX7 0.7 mm model
	50 box
	Faber-Castel OR similar
	12 units/box

	4
	Corrector fluid, inidicative correction line: 2mm
	30 box
	Uni Pen OR similar
	12 units/box

	5
	Correction tape, inidicative correction line: 2mm
	300 units
	BiC OR similar
	 

	6
	Pencils (HB, 2B)
	100 box
	Faber-Castel OR similar
	12 units/box

	7
	Desk fixed ball Pen, approximately 0.7 mm
	250 units
	Faber-Castel OR similar
	 

	8
	Rubber/eraser, latex-free for ink/pencil, medium size, picture indicative of size attached
	50 box 
	Faber-Castel OR similar
	24 units/box

	9
	Rulers, plastic, size approximately 15 cm
	100 units
	Steadler OR similar
	30 cm

	10
	Sharpener for pencils, metal, small size
	50 units
	Faber-Castel OR similar
	 

	11
	Stapler size 24/6
	150 units
	Novus B2 - B5 OR similar
	 

	12
	Stapler size 24/8
	100 units
	Novus B2 - B5 OR similar
	 

	13
	Stapler Heavy Duty 23/13
	3 units
	 
	 

	14
	Stapler Heavy Duty 23/24
	3 units
	 
	 

	15
	Staples size 24/6
	250 pack
	 
	10 boxes/pack

	16
	Staples size 24/8
	50 pack
	 
	10 boxes/pack

	17
	Staples size 23/13
	30 pack
	Rexel OR similar
	10 boxes/pack

	18
	Staples size 23/24
	30 pack
	Rexel OR similar
	10 boxes/pack

	19
	Puncher, 2-whole Metal, size 30+ sheets
	100 units
	Kangaro 520 OR similar
	 

	20
	Tack-IT/gum-glue adhesive, 50 g or similar
	300 units
	Faber-Castel OR similar
	 

	21
	Staples remover, small size
	100 units
	Faber-Castel OR similar
	 

	22
	Staples remover, medium size
	50 units
	Faber-Castel OR similar
	 

	23
	Glue Stick, medium size
	200 units
	Pritt OR similar
	 

	24
	Glue Stick, large size
	200 units
	Pritt OR similar
	 

	25
	Desk note coloured 10x10 m صابونة مكتب, packing unit should contain minimum 100 sheets 
	150 pack
	 
	50 sheets/pack

	26
	ID card holders, clear vertical PVC with resealable zip, thickness approximately 0.4mm, medium size
	500 units
	 
	 

	27
	Note Book A5, lined 
	200 units
	Success OR Mintra OR similar
	 

	28
	Note Book A4, lined
	100 units
	Success OR Mintra OR similar
	 

	29
	Certificate Printing papers - approximately 120gm
	500 sheets
	Mintra/Any OR similar
	 

	30
	U shape file, A4 size, transparent, approximately 80 Micron
	1000 pack
	Sasco OR similar
	50 units /pack

	31
	Calculator
	100 units
	Catiga CD-2525 (12digits) OR similar
	 

	32
	AA Battery - pack of 2
	400 packs
	Energizer OR similar
	 

	33
	AAA Battery - pack of 2
	400 packs
	Energizer OR similar
	 

	34
	AAA Battery - pack of more than 2
	200 packs
	Energizer OR similar
	 

	35
	9 Volt Battery - pack of 2 or more
	100 packs
	Energizer OR similar
	2 units/pack

	36
	15 Volt Battery - pack of 2 or more
	50 packs
	Energizer OR similar
	2 units/pack

	37
	Binder Clips Plastic - small size
	150 box
	Mintra, Vienta, ACCO OR similar
	10 packs/box

	38
	Binder Clips metal - large size
	100 box
	Mintra, Vienta, ACCO OR similar
	10 packs/box

	39
	Paper Clips metal - medium size
	100 box
	Kores OR similar
	10 packs/box

	40
	Paper Clips metal - large size
	100 box
	Kores OR similar
	10 packs/box

	41
	Paper Clips Plastic - medium
	50 box
	Kores OR similar
	10 packs/box

	42
	Scissors - big size
	100 units
	Stanger OR similar
	 

	43
	Scissors - middle size
	100 units
	Stanger OR similar
	 

	44
	Scissors - small size
	100 units
	Stanger OR similar
	 

	45
	Pen Holder - plastic
	50 units
	Elsoon OR similar
	 

	46
	Pen Holder - metal
	50 units
	Elsoon OR similar
	 

	47
	Office Tray - Flexible Stackers - 3 shelves
	30 units
	Elsoon OR similar
	3 shelves

	48
	Office Tray - Flexible Stackers - 2 shelves
	40 units
	Elsoon OR similar
	2 shelves

	49
	Tape Dispenser (without tape) - small size
	50 units
	Eagle OR similar
	 

	50
	Tape Dispenser (without tape) - medium size
	50 units
	Eagle OR similar
	 

	51
	Sticky Notes approximately 50x75mm - different colours
	200 pack
	Info OR similar
	10 packs/box

	52
	Sticky Notes approximately 75x75mm - different colours
	200 pack
	Info OR similar
	10 packs/box

	53
	Sticky Notes 125x75mm - different colours
	200 pack
	Info OR similar
	10 packs/box

	54
	Sticky Notes Lined approximately 125x75mm - single colour
	100 pack
	Info OR similar
	10 packs/box

	55
	White Board larger size, approximately 90x120cm
	10 units
	 
	 

	56
	Color magnet for the white board
	90 units
	Yassin OR similar
	 

	57
	Feline Board, approximately 90x50cm, alternative sizes are also welcome
	20 units
	 
	 

	58
	Board push-pin
	50 box
	Flyinggdeer OR similar
	12 pins/box

	59
	Colour divider/ separator- plastic - numbered 1-6
	300 pack
	Yassin/Elson OR similar
	 

	60
	Colour divider/ separator- plastic - numbered 1-12
	300 pack
	Yassin/Elson OR similar
	

	61
	Colour divider/ separator- paper - not numbered 1-6
	300 pack
	Yassin/Elson OR similar
	

	62
	Colour divider/ separator- paper - not numbered 1-12
	300 pack
	Yassin/Elson OR similar
	 

	63
	Colour divider with month names
	200 pack
	Yassin/Elson OR similar
	

	64
	Flip Chart Papers
	100 Rolls
	Yassin OR similar
	20 sheet/Roll

	65
	White Folder approximately 4cm (medium size)
	20 boxes
	Mintra/Ramsis OR similar
	12 units/box

	66
	White Folder approximately 2cm (narrower size)
	20 boxes
	Mintra/Ramsis OR similar
	12 units/box

	67
	Highlighter (marker) - multiple colours/pack
	300 pack
	Faber-Castel OR similar
	4 colours/pack

	68
	Desk Yearly Planner (202X) -  
	20 units
	 
	 

	69
	Yearly Planner agenda -  
	100 units
	 
	 

	70
	Cellotape small size
	2000 units
	Golden/Digital OR similar
	 

	71
	Document pad - "Blanchita Plastic" - suitable for A4 paper size
	20 units
	 
	 

	72
	Double sided tape - medium size
	100 units
	 
	 

	73
	Rubber bands - medium ("money") size
	1000 units
	 
	 

	74
	Copying/printing paper A4 - approximately 80 gr/sm
	500 box
	Target Black OR similar
	5 packs/box

	75
	Copying/printing paper A3 - approximately 80 gr/sm
	200 box
	Target OR similar
	5 packs/box

	76
	Arrow Marker - Labels (different colours) plastic, small size
	300 units
	4 coloured arrows/pack
	

	77
	Yellow Manila Files (insider file) - Floscab size, paper
	200 units
	 
	 

	78
	Insider files (A4 size) for shanon filing, paper
	200 units
	 
	 

	79
	Magazine holder for A4, plastic, thiner size
	200 units
	Ramsis OR similar
	 

	80
	Magazine holder for A4, plastic, medium size
	200 units
	Ramsis OR similar
	 

	81
	Paper envelope A3 size without logo
	1,500 units
	 
	 

	82
	Paper envelope A4 size without logo
	3,000 units
	 
	 

	83
	Paper envelope A5 size without logo
	2,000 units
	 
	 

	84
	Paper envelope small size without logo, DL, approximately 11 x 22mm
	3000 units
	 
	 

	85
	Brown tape - large size, paper
	400 units
	 
	 

	86
	Brown tape - large size, polyethylene
	400 units
	 
	 

	87
	Transparent tape - large size 
	500 units
	 
	 

	88
	Transparent file/sheet binder A4 size, transparent front, at least 25 pages
	300 units
	Easy binder or similar
	 

	89
	Signature books - suitable for A4 paper size, approximately 15-20 pages
	30 units
	Elba OR similar
	 

	90
	Permanent marker - black, thin size
	100 packs
	Steadler OR similar
	10 units/pack

	91
	Permanent marker - blue, thin size
	100 packs
	Steadler OR similar
	

	92
	Permanent marker - red, thin size
	100 packs
	Steadler OR similar
	

	93
	Permanent marker - green, thin size
	100 packs
	Steadler OR similar
	

	94
	Permanent marker - black, medium thickness
	100 packs
	Steadler OR similar
	

	95
	Permanent marker - blue, medium thickness
	100 packs
	Steadler OR similar
	

	96
	Permanent marker - red, medium thickness
	100 packs
	Steadler OR similar
	

	97
	Permanent marker - green, medium thickness
	100 packs
	Steadler OR similar
	

	98
	White board marker- black, thicker
	50 packs
	Unik OR similar
	

	99
	White board marker- blue, thicker
	50 packs
	Unik OR similar
	

	100
	White board marker- red, thicker
	50 packs
	Unik OR similar
	

	101
	White board marker- green, thicker
	50 packs
	Unik OR similar
	

	102
	White board marker- black, thiner
	50 packs
	Unik OR similar
	

	103
	White board marker- blue, thiner
	50 packs
	Unik OR similar
	

	104
	White board marker- red, thiner
	50 packs
	Unik OR similar
	

	105
	White board marker- green, thiner
	50 packs
	Unik OR similar
	

	106
	Self adhesive labels on A4 - size approximately 70x30mm
	20 packs
	 
	100 sheets/pack

	107
	Self Adhesive labels on A4 - size approximately 105x74mm
	20 packs
	 
	

	108
	Self Adhesive labels on A4 - size approximately 205x297mm
	20 packs
	 
	

	109
	Self Adhesive labels on A4 - size approximately 190x61mm
	20 packs
	 
	

	110
	Self Adhesive labels on A4 - size approximately 210x148mm
	20 packs
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