
 
 
1.0 PROCEDURES AND RULES 
 
1.1 ORGANISATIONAL BACKGROUND 
 
UNICEF is the agency of the United Nations mandated to advocate for the protection of children’s rights, to 
help meet their basic needs and to expand their opportunities to reach their full potential. Guided by the 
Convention on the Rights of the Child UNICEF strives to establish children’s rights as international standards 
of behaviour towards children. UNICEF’s role is to mobilise political will and material resources to help 
countries ensure a “first call for children". UNICEF is committed to ensuring special protection for the most 
disadvantaged children. 

 
UNICEF carries out its work through it headquarters in New York, 8 regional offices and 125 country offices 
world-wide. UNICEF also has a research centre in Florence, a supply operation based in Copenhagen and 
offices in Tokyo and Brussels. UNICEF’s 37 committees raise funds and spread awareness about the 
organisations mission and work. 
 
1.2 PURPOSE OF THE RFP 
 
The purpose of this RFP is to invite applicants to give their proposals  

for Implementation of community based activities as part of the UN Joint Programme 
“Enhancing inter-ethnic dialogue and communication” in municipalities of Struga, Kumanovo 

and Kicevo  
 

  
1.3 FORECAST SCHEDULE 
 
The schedule of the contractual process is as follows:  
a) Closing date and time for submission of full proposal:  [30/10/2009] 
b) Award Notice:   [beginning Nov] 
c) Signature of contract:  [beginning Nov] 

   
1.4 RFP CHANGE POLICY   

 
All requests for formal clarification or queries on this RFP must be submitted in writing to Nora Sabani via 
e-mail at nsabani@unicef.org, and copy Biljana Trimcevska at btrimcevska@unicef.org and Andrijana 
Micevska at amicevska@unicef.org. Please make sure that the e-mail mentions the RFP reference number.  
 
Only written inquiries will be entertained. Please be informed that if the question is of common interest, the 
answer will be shared with all potential RFP bidders. 
 
Erasures or other corrections in the proposal must be explained and the signature of the applicant shown 
alongside.  All changes to a proposal must be received prior to the closing time and date.  It must be clearly 
indicated that it is a modification and supersedes the earlier proposal, or state the changes from the original 
proposal.  Proposals may be withdrawn on written request received from bidders prior to the opening time and 
date. Bidders are expected to examine all instructions pertaining to the work.  Failure to do so will be at bidder’s 
own risk and disadvantage. 
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1.5 RFP RESPONSE FORMAT 
 
Bidders are requested to confirm no later than [22/10/09] their intention to submit their proposal, by sending an 
e-mail to btrimcevska@unicef.org or a fax to [3231 151]. 
 
Full proposals should be submitted in ENGLISH and must be received not later [30/10/2009] in one original 
copy, duly signed and dated. Bidders must submit a sealed proposal, with two separate sealed envelopes inside 
for a) the Technical Proposal and b) the Price Proposal.  

 
Sealed proposals must be securely closed in suitable envelopes and dispatched to arrive at the 
UNICEF office indicated no later than the closing time and date. They must be clearly marked as 
follows: 
• Outer envelope: Name of company 

RFP number 
UNICEF XXX 
 
Address 

• Inner envelope – technical proposal: Name of company, RFP number - technical proposal 
• Inner envelope - price proposal: Name of company, RFP number - price proposal 
 
Proposals received in any other manner will be invalidated. 

 
Sealed proposals received prior to the stated closing time and date will be kept unopened. The responsible 
officers will open technical proposals when the specified time has arrived and no proposal received thereafter 
will be considered. UNICEF will accept no responsibility for the premature opening of a proposal not properly 
addressed or identified.  Any delays encountered in the mail delivery will be at the risk of the bidder. 

 
Offers delivered at a different address or in a different form than prescribed in this RFP, or which do not respect 
the required confidentiality, or received after the designated time and date, will be rejected. 
 
All references to descriptive materials should be included in the appropriate response paragraph, though the 
material/documents themselves may be provided as annexes to the proposal/response. 

 
The bidder must also provide sufficient information in the proposal to address each area of the Proposal 
Evaluation contained in 1.10 to allow the evaluation team to make a fair assessment of the candidates and their 
proposal. 
 
1.6 BIDDER RESPONSE 
 
1.6.1 Formal submission requirements 
The formal submission requirements as outlined in this Request for Proposal must be followed, e.g. 
regarding form and timing of submission, marking of the envelopes, no price information in the 
technical proposal, etc. 
 
1.6.2 Bid Form 
The completed and signed bid form must be submitted together with the proposal. 
 
1.6.3 Mandatory criteria 
All mandatory (i.e. must/have to/shall/should) criteria mentioned throughout this Request for Proposal 



 
have to be addressed and met in your proposal.  
 
1.6.4 Technical Proposal 
The technical proposal should address all aspects and criteria outlined in this Request for Proposal, 
especially in its statement of work, terms of reference and paragraph 1.10 of this Request for Proposal. 
However, all these requirements represent a wish list from UNICEF. The bidders are free to suggest/ 
propose any other solution. UNICEF welcomes new ideas and innovative approaches. 
 
No price information should be contained in the technical proposal. 
 
1.6.5 Price Proposal 
The price proposal should be as per but not limited to paragraph 1.10 of this Request for Proposal. 
 
1.6.6 Checklist for submission of proposals 
 
� Bid form filled in and signed 
 
� Envelope for technical proposal 

o Technical proposal 
o Technical proposal does not contain prices 
o Envelope is sealed 
o Envelope is marked as follows: 

Name of company, RFP number - technical proposal 
 
� Envelope for price proposal  

o Price proposal 
o Envelope is sealed 
o Envelope is marked as follows: 

Name of company, RFP number - price proposal 
 
� 1 outer enveloped  

o Containing � bid form, � envelope for technical proposal, and � envelope for price proposal 
o Envelope is sealed 
o Envelope is marked as follows 

 
 Name of company 
 RFP number 
 UNICEF XXX 
 
 Address 
 
1.7 CONFIDENTIAL INFORMATION  
 
Information, which the bidder considers proprietary, should be clearly marked "proprietary", if any, next to the 
relevant part of the text, and UNICEF will treat such information accordingly. 

 
 

1.8 RIGHTS OF UNICEF  
 
UNICEF reserves the right to accept any proposal, in whole or in part; or, to reject any or all proposals. 
UNICEF reserves the right to invalidate any Proposal received from a Bidder who has previously failed to 



 
perform properly or complete contracts on time, or a Proposal received from a Bidder who, in the opinion of 
UNICEF, is not in a position to perform the contract.  UNICEF shall not be held responsible for any cost 
incurred by the Bidder in preparing the response to this Request for Proposal. The Bidder agrees to be bound by 
the decision of UNICEF as to whether her/his proposal meets the requirements stated in this Request for 
Proposal. Specifically, UNICEF reserves the right to: 
- contact any or all references supplied by the bidder(s); 
- request additional supporting or supplementary data (from the bidder(s)); 
- arrange interviews with the bidder(s); 
- reject any or all proposals submitted; 
- accept any proposals in whole or in part; 
- negotiate with the service provider(s) who has/have attained the best rating/ranking, i.e. the one(s) providing 

the overall best value proposal(s); 
- contract any number of candidates as required to achieve the overall evaluation objectives. 

 
1.9 PROPOSAL OPENING 
Option 1:  No public opening. 
Due to the nature of this RFP, there will be no public opening of proposals. 
 
 
1.10 PROPOSAL EVALUATION 
 
After the opening, each proposal will be assessed first on its technical merits and subsequently on its price. The 
proposal with the best overall value, composed of technical merit and price, will be recommended for approval. 
UNICEF will set up an evaluation panel composed of technical UNICEF staff and their conclusions will be 
forwarded to the internal UNICEF Contracts Review Committee.  
 
The evaluation panel will first evaluate each response for compliance with the requirements of this RFP.  
Responses deemed not to meet all of the mandatory requirements will be considered non-compliant and rejected 
at this stage without further consideration.  Failure to comply with any of the terms and conditions contained in 
this RFP, including provision of all required information, may result in a response or proposal being 
disqualified from further consideration. 

 
The proposals will be evaluated against the following: 

 
CATEGORY         POINTS 

 
1. Technical Evaluation Criteria 
 
1.1 Overall Response          35 

- Completeness of response  
- Overall concord between RFP requirements and proposal.  

  
1.2 Experience of Company and Key Personnel        50 
 
1.3  Proposed Methodology and Approach         15 
 

Total Technical           100 
 
 Only proposals which receive a minimum of 70 points will be considered further.  
 



 
2. Price Proposal            xx 

 
The total amount of points allocated for the price component is 30. The maximum number of points will be 
allotted to the lowest price proposal that is opened and compared among those invited firms/institutions which 
obtain the threshold points in the evaluation of the technical component. All other price proposals will receive 
points in inverse proportion to the lowest price; e.g.: 

 
           Max. score for price proposal * Price of lowest priced proposal 
 Score for price proposal X =  ----------------------------------------------------------------------------------------------- 

            Price of proposal X 
  
Total Technical and Price        100 Pts 
 
UNICEF will award the contract to the vendor whose response is of high quality, clear and meets the projects 
goals, including:  
 
The price/cost of each of the technically compliant proposals shall be considered only upon evaluation of the 
above technical criteria.  
 
The bidders should ensure that all pricing information is provided in accordance with the following: 
The currency of the proposal shall be in DENARS. The bidder will suggest a payment schedule for the 
Contract, linked to unambiguous Contract milestones. All prices/rates quoted must be exclusive of all taxes as 
UNICEF is a tax-exempt organization.  
 
1.10 PROPERTY OF UNICEF 
 
This RFP, along with any responses there to, shall be considered the property of UNICEF and the proposals will 
not be returned to their originators. In submitting this proposal the bidder will accept the decision of UNICEF as 
to whether the proposal meets the requirements stated in this RFP. 
 
1.11 VALIDITY 
 
Proposal must be valid for a minimum of ninety (90) days from the date of opening of this RFP and must be 
signed by all candidates included in the submission. For proposals from institutions, the proposal must also be 
signed by an authorised representative of the institution. Bidders are requested to indicate the validity period of 
their proposal in the Proposal Form. UNICEF may also request for an extension of the validity of the proposal. 

 
1.12 CONTRACTUAL TERMS AND CONDITIONS 
 
The UNICEF Special and General Terms and Conditions are attached and will form part of any contract 
resulting from this RFP. 

 
1.13 FULL RIGHT TO USE AND SELL  
 
The bidder warrants that it has not and shall not enter into any agreement or arrangement that restrains or 
restricts UNICEF or the recipient Governments rights to use, sell, dispose of or, otherwise, deal with any item 
that may be acquired under any resulting Contract.  



 
 
1.14 PAYMENT TERMS 
 
Payment will be made only upon UNICEF’s acceptance of the work performed in accordance with the 
contractual milestones.  The terms of payment are Net 30 days, after receipt of invoice and acceptance of work.  
Payment will be effected by bank transfer in the currency of billing. Financial proposals should include 
proposed stage payments.  
 


