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ANNEX B – UNICEF LRPS 9204701

TERMS OF REFERENCE FOR SERVICE CONTRACTING

	Assignment

	Establishment of long-term arrangement (LTA) for the provision of Domestic & International Courier Services


	
	

	
	

	Location

	UNICEF Amman Office

	LTA Duration

	Two years with a possibility of extension for additional three years


	
	

	Start date

	1 September 2026 

	End date

	31 August 2028

	Reporting to

	Administrative Specialist

	
	



1. JUSTIFICATION/BACKGROUND
UNICEF Jordan Country Office, located in Amman, frequently dispatches courier shipments to destinations outside the Jordan. These services primarily support the UNICEF Jordan Country office, Regional, and Global offices in Amman, Jordan, UNICEF Iran and Palestine offices, with a  portion serving UNICEF personnel.

The most common destinations for these courier services include the United States, Europe, the Middle East, and North Africa as well as in Jordan.

2.OBJECTIVE AND TARGETS
The purpose of this Is to establish a long-term agreement between UNICEF Jordan Country Office and experienced & reliable Courier Service provider to carry out provision of door to door courier services. 

Note: This Long-Term Agreement shall be subject to extension to other UN agencies that wish to utilize (piggy back) the contracted company’s services. The selected company is expected to demonstrate flexibility in providing its services to these agencies at the same agreed rates.

3.SCOPE OF THE WORK (WORK ASSIGNMENT)
Provision of door to door domestic and international express courier services to all UNICEF offices based in Jordan.   Courier shall include shipping of official documents such as passport, parcels and other material within and outside Jordan.  

3.A Express courier service provider shall entirely provide customer-oriented, safe, reliable, speedy, and efficient services through pick-up, handling, transport, and deliver UNICEF shipments to the specified destinations. 

3.B The courier service provider shall propose the best and most cost-effective solution to meet UNICEF requirements, while ensuring a high level of service and diplomatic status of shipments. 
3.C The various activities for the courier services will be coordinated by the Registry Units at UNICEF offices under the supervision of the Administration focal point(s). 
3.D The service provider shall create individual web accounts for each UNICEEF office (s), with access to create and amend waybills, display invoices, and track shipments. The website should be updated with global Zip codes, cities, states, and countries at all times.
3.E The service provider shall designate a qualified focal point with strong customer service experience, proficient in both English and Arabic, and capable of resolving issues promptly. The focal point must be available from Saturday to Thursday, between 08:00 and 17:00.
3.F The service provider shall give due care when handling UNICEF shipments, diplomatic mail, fragile items, parcels, etc. 
3.G The service provider shall issue and share with UNICEF focal points an updated statement of account on monthly basis as well as per courier invoices on instant basis. 
3.H Service provider is expected to deliver the courier by hand to the designated recipient at the final destination along with the provision of proof of receipt (Name, signature, ID)
3.I The service provider shall only accept delivery of shipments exclusively from UNICEF duly authorized focal point (s).
3.J The service provider shall establish individual personal accounts for UNICEF staff, applying the same LTA rates as those granted under the corporate account. These personal accounts must operate on a separate settlement arrangement requiring immediate payment and shall not be on a credit basis (example payment by credit card using the service provider portal links). UNICEF will bear no responsibility for any outstanding balances or liabilities arising from staff personal courier accounts.

4. OTHER TERMS & CONDITIONS
The courier service provider must provide full details of its resources intended for use throughout the contract period, including their specs and photos, as part of their submission. 

The Courier Service company will work on its own computer(s) and use its own office resources and materials in the execution of this assignment. The company’s fee shall be inclusive of all office administrative costs and indirect costs.

UNICEF will not be held liable for the service provider’s workers, drivers, or subcontracted personnel in case of injury or accidents. The service provider should be able to have an insurance policy for the work that has been performed and for the incidents/damages might occur to its personnel or resources

UNICEF contract supervisor will monitor the company’s performance and take appropriate actions to ensure deficiencies are properly handled on regular basis.

For this bid, the Service provider is not allowed to operate as a Joint Venture or to Delegate the entire scope of work to another entity officially or non-officially. In case the service provider needs to delegate some certain part of the scope; prior approval from UNICEF should be granted to the scope, amount and the quality of the sub-service provider, according to the LRPS relevant clauses on joint ventures.

5. PERFORMANCE BOND & PROOF OF SERVICE CONTRACTS:
Not required for this scope of services.

6. REALISTIC DELIVERY DATES 
Courier pick up must be on the same working day for requests if made before 12 noon and should not exceed 24 hours for requests made after 12 noon the next day.

All shipments must include real time online tracking functionality. Tracking details shall be shared with the client immediately upon dispatch. The service provider must provide proactive status updates in case of delays or exceptions.

Courier delivery should not exceed 10 working days subject to normal shipping lead times and depending on the destination. The standard delivery dates for various locations must be clearly submitted in the service provider’s technical proposal. A Proof of Delivery must be made available within 24 hours of delivery.

Delivery issues, delays, or lost shipments must be reported to UNICEF immediately within the same working day. The service provider shall provide a resolution or action plan within 24 hours.

7. DESIRED QUALIFICATIONS, SPECIALIZED KNOWLEDGE OR EXPERIENCE
The successful company should hold a official registration, commercial certificates, and the profession permits from the Jordanian official authorities indicating that it is licensed and certified to provide such services in Jordan.

The service provider should be well-established highly qualified, experienced internationally with has at least 5 years of proven experience in conducting similar work or assignment is required for this assignment.

8. LTA / CONTRACT MANAGEMENT
UNICEF Jordan Administration Section will be managing the LTA/contract throughout its duration. 
 
9. PERFORMANCE INDICATORS FOR EVALUATION OF RESULTS 
The Services to be provided within the time frame of the contract and at an excellent level of quality and competent cost. Performance reviews will be carried out on periodical basis, once per year, to measure the quality of the services and the company’s performance. Please refer to the list below of the KPIs set for this type of service:
	No.
	KPI
	Performance Measurement
	Scores

	1
	The service must be consistently delivered at high standards 
	Zero loss cases or incidents of delayed shipments are recorded            
	10 Points

	
	
	
	

	2
	Ability to meet the delivery time in line within the agreed LTA terms and condition
	Number of working days required to deliver shipments to different locations. 
	10 Points

	3
	Accuracy of delivery  
	Accurately deliver shipments to desired destinations 
	10 Points

	4
	Customer complaints and insurance policy 
	Zero registered complaints of delayed and lost shipments
	10 Points

	5
	Cost efficiency 
	Competitive price list 
	10 Points 

	6
	Pick-up shipment from sender 
	Pick-ups are made on the same day for requests created before 12:00 noon time 
	10 Points



10. UNICEF RECOURSE IN CASE OF UNSATISFACTORY PERFORMANCE
UNICEF reserves the right to withhold payment and consolidated output until the service company provides satisfactory quality output as reviewed by UNICEF contract manager. In case of unsatisfactory performance, misconduct, bad quality or unjustified high cost or in case of loss occurring to UNICEF shipments as a result of mis handling or miscommunication or mis recording of orders, the service provider’s payment will be withheld until quality deliverables are submitted and subsequently, the contract will be terminated or contractual penalties shall apply in accordance with the General terms and conditions stated in the tender document if the contractor fails to deliver.

11. SITE VISITS
Not required

12. CALL FOR PROPOSALS
A two-stage procedure shall be utilized in assessing the proposals, with assessment of the technical proposal being completed prior to any price proposal being compared. 
Proposers must provide all required information, specifications and details, by clearly and concisely responding to all points set out in the terms of reference. Any Proposal, which does not fully and comprehensively address the requirements, may be rejected. Bidders are to ensure that the following documents are included in their bids:

13A. Technical Proposal and Financial Proposal Evaluation Criteria (see below table)
The Technical proposal must be sufficiently detailed to determine whether it meets the requirements of the tender. At a minimum, the proposal must clearly provide the required documents, statements and certificate.
All Proposals shall contain separate and detachable parts. Each part shall include an executive summary.  The proposal must be submitted in English language.  All pages of each part of the proposal shall be appropriately numbered and identified, including the RFP number.

Technical Proposals must include detailed breakdown of the necessary components to show the experience and competency of the service provider to execute the assignment.

Additionally, proposers shall submit the required documents as listed in the below technical evaluation criteria, in the technical proposal, notwithstanding any documentation previously submitted to UNICEF: 

Note: Please do not provide information that are not required in this tender. 

Evaluation & Weighting Criteria: 
Submitted proposals will be assessed using Cumulative Analysis Method.  All requests for proposal will be weighed according to the technical (60 points) and financial considerations (40 points).  Financial proposals will be opened only for those application that attained 70% (42 out of 60) or above on the technical part. Below are the criteria and points for technical and financial proposals.
   
	Technical Evaluation criteria

	Mandatory Requirements (Pass/Fail)

	1
	Commercial Registration in Jordan (Pass/fail)

	2
	Valid Courrier Profession license in Jordan (Pass/fail)

	3
	Provision of audited financial reports (Pass/fail)

	Company profile (total points 15)

	1
	Number of years of experience in this type of business (5)

	2
	List of destinations covered by the service provider (10)

	Technical Experience (Total points 10)

	1
	Company’s submission reflecting its adherence to the terms and conditions of this tender, as well as its knowledge in this type services (5)

	2
	Portfolio List of similar current clients (international NGOs or Embassies, international private companies) with their reference details (client name, contact details & email address). UNICEF will perform a reference check on the quality and level of services provided by the bidder. (5)

	Company's Resources (total points 5)

	1
	The company’s key experts (shipment department, account manager, Customer service).  (5) 

	Company’s Strategy & Methodology (total points 25)

	1
	The service provider standard operating procedures for the provision of end to end services. (2.5)

	2
	The company’s ISO certificates in quality assurance, such as: (ISO9000 & 9001 in quality management, ISO50001 Energy management, ISO14000 & 14001 Environmental management (2.5)

	3
	Network Coverage: Service provider list of destinations covered by this type of service (5)

	4
	Shipment insurance coverage policy, compensation in case of loss or damage – Provide summary only (5)

	5
	Ability to open 2 separate accounts: (5)
1. First Account: Dedicated credit account for UNICEF Official courier services
1. Second Account: Dedicated account for staff personal services with separate settlement plans 

	6
	List of restricted shipment contents (example: documents, laptops, batteries,,etc) (5)

	Financial Capacity (Total points 5)

	1
	Audited financial report Results for the past 2 years (2.5)
	
	Please provide a brief summary of your services in this type of business.

	2
	Summary of services value for the past 3 years (2.5)

	
	


13B. Financial Proposal: Total 40 points. (See annex B). 
The financial proposal shall be all inclusive, supported by a breakdown of all costs that are to be charged to UNICEF and based on the deliverables set out in the terms and conditions of this tender. 
The Financial Proposal shall be submitted in a separate file, clearly named Financial Proposal. 
Note: No financial information should be contained in the Technical Proposal.

If the bidders’ price excludes certain fees and/or charges, bidders must provide a detailed list of excluded fees, with a complete explanation of the nature of those fees. Unless otherwise provided in this RFP, the contract shall be concluded on a Firm Fixed Price basis, and shall not be subject to any adjustment, including the actual cost incurred by the Proposer in performing the contract or any market price change.

Financial Proposal: 
· Must be submitted separately from the technical proposal
· Please provide your financial quotation for each deliverable as per the detailed bills of quantities
below which describes the specification, quantity, unit price…etc. for the work to be carried out.
· All prices should be in JOD currency

The Financial Offer should be submitted separately than the technical proposal.  Financial Offer will be opened for only those bidders who only have been accepted according to the above criteria. 

UNICEF contract will be awarded to the bidder obtaining the highest combined technical and financial scores.  Proposals not complying with the terms and conditions contained in this TOR, including the provision of all required information, may result in the proposal being deemed non-responsive and therefore, not considered further.   

The selection process for the company will strictly follow UNICEF’s internal procurement process and procedures.

14.LONG TERMS AGREEMENTS (LTAs)
Long Term Agreement are contractual instruments whereby a supplier agrees to fix prices for a defined period for goods and services that are required by UNICEF on a recurring basis. This process has been designed to avoid repetitive competitive procurement processes which would reduce the lead-time for delivery of the required services/works.

Notwithstanding any agreed discounts, prices offered by bidders shall constitute maximum ceiling prices and shall remain fixed during the validity of the LTA.

The resulting LTA awarded to the winning bidder (s) resulting from this tender shall be valid for an initial period of 24 months and may be extended for an additional 24 months subject to the contractors satisfactory performance and need for the service. 

The LTA shall be non-exclusive and carry no commitment, expressed or implied, of any minimum off-take, and will not accord any exclusivity to the contractor/Services provider

The LTA shall carry no commitment, expressed or implied, to any minimum off-take, and will not accord any exclusivity to the contractor/Supplier. UNICEF has the right to terminate the LTA or reduce the volume of coverage in terms of details of the services

During the term of an LTA, based on the need and requirements, UNICEF and (each UN agency) shall issue Corporate Contracts to the LTA holder (s) and, with reference to the LTA, setting out the requirements and other instructions for the delivery of the services/works. It has to be noted that it is the contract issued under the LTA and not the LTA itself that constitutes a legally binding contract.

The LTA holder (s) agree to provide the work to the UNICEF and other UN agencies pursuant to the Corporate Contracts received during the term of the LTA, which shall conform to the description of the scope of work and the prices specified in the LTA.



15. ENQUIRIES
[bookmark: _Hlk54018456]Please direct any enquiries to the below dedicated email address: 
UNICEF Jordan procurement team: JCO-Procurement@unicef.org

16. SUBMISSION
Proposals with all supporting documents should be addressed separately to: 
UNICEF Jordan Bids : Jordanbids@unicef.org
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