United Nations Development Programme /
D| P

Lao PDR

REQUEST FOR QUOTATION
(RFQ_024_2011)

DATE of issue: 17 June 2011
To: Companies/Firms/Individuals

REFERENCE: RFQ_024 2011 Translation services

Dear Sir / Madam:

You are kindly requested to submit your quotation for the following items before close of business on COB
27 June 2011.

To enable you to submit a Quotation please find enclosed:

Annex I:  Evaluation criteria
Annex II:  Price Schedule
Annex Ill1:  UNDP General Terms and Conditions for Purchase orders
Translation the best practice briefs on regulation and supervision and policies Number of
Item from Consultative Group to Assist the Poor “CGAP” pages
Translation should be done using the following technical requirements:
Standard paper A4, Font 12 pt, Saysettha Lao, Microsoft Word margins
1. Scaling Up Financial Inclusion Through Branchless Banking (format of 10 pages A 5
document A5) format
2. Microfinance Hand Book "An Institutional and Financial Perspective"(format of | 302 pages
document 19x23 cm)
3. Donor Brief No.12, May 2003 (format of document A4) 2 pages
4, Scenarios for Branchless Banking in 2020 No.57, Oct 2009(format of document | 29 pages
A4)
5. Banking on Mobile: Why, How, for Whom? No.48, June 2008 (format of 29 pages
document A4)
6. Financial Access 2009: Measuring Access to Financial Service Around the World | 85 pages
(format of document A4)
7. Donor Brief No.24, June 2005: Building Capacity for Retail microfinance (format | 2 pages
of document A4)
8. Focus Note No.31, January 2006: Foreign exchange rate risk in microfinance: 16 pages
what is it and how can it be managed? (format of document A4)
9. Focus Note No.33, February 2006: competition and microcredit interest rate 16 pages
(format of document A4)
10. Microfinance consensus guidelines: definition of selected financial terms, ratios, | 31 pages
and adjustment for microfinance (format of document A4)
11. Occasional paper No.10, March 2005: crafting a money transfer strategy: 28 pages
guidance for pro-poor financial service provider (format of document A4)
Total number of pages 550




Companies/individuals may come and check the materials to be translated at the UNDP Country Office at
any time during the working hours.

The current RFQ is also available on our web-site at: http://www.undplao.org/vacancies/procurementnotice.php
Your quotation shall be submitted in sealed envelope or electronically, duly signed and stamped on or before the
date indicated above to the following address:

Address: UNDP Lao PDR
Lane Xang Avenue
Ban Hatsady-Tai
P.O. Box 345
Vientiane, Lao PDR
Tel. 856 21 267777

Attention: UNDP Procurement/Logistics Unit

In order to speed up the process of submission the Quotations can be also submitted electronically to our
secure e-mail box: lao.procurement@undp.org before the indicated deadline.

- ATTENTION: Please mark your envelop as follows: Company Name, contact details, “RFQ/024/2011.
- Electronic quotations shall be marked in the subject as follows: “RFQ/024/2011”.

UNDP will not be responsible for postal delays, if any, in the delivery of the bid documents or
non-receipt of the same. Late proposals will be rejected.

Quotations submitted by the bidders shall comprise the following documents:

Company’s profile (describing years of experience, staff qualifications, specialized experience in translation
of technical documents on microfinance or banking. Previous translation services for UN/UNDP programme,
INGOs.

e For individuals detailed CV (describing years of experience, staff qualifications, and specialized experience
in translation of technical documents on microfinance or banking. Previous translation services for
UN/UNDP programme, INGOs.

e Three references from the clients to whom services were rendered;

2. Request for additional information:
If you request additional information please send e-mail to phadthakone.sophavilay@undp.org or
diyer.rasulov@undp.org for any inquiries.

GENERAL CONDITIONS

Place of Delivery UNDP Lao PDR, Lane Xang Avenue, Ban Hatsady-Tai, P.O. Box 345
Vientiane, Lao PDR

Currency of the proposal Companies should quote in USD or Lao KIP only. Quotations submitted
in another currency will be rejected.

TAX EXEMPTION All quotations submitted to UNDP shall be without VAT and other

direct taxes. Section 7 of the Convention on the Privileges and Immunities
of the United Nations provides, inter alia, that the United Nations, including
its subsidiary organs, is exempt from all direct taxes, except charges for
utilities services, and is exempt from customs duties and charges of a
similar nature in respect of articles imported or exported for its official use.

Payment Terms Payment will be made through Bank Transfer within 30 days upon receipt
of invoices and certification of satisfactory completion of services by
UNDP. Payment to local firms will be made in local currency only.

Validity of Quotation Quotation must be valid during 60 DAY'S. No changes allowed during
this period after submission of the quotations.
Conversion to single currency For conversion into single currency for evaluation purposes the applicable

UN exchange rate will be used on the date of opening of proposals.

Completeness of the proposal. Company shall submit all requested documents.




Evaluation of the quotations

The price proposal that have attained minimum 70 % score in the technical
evaluation will be compared. The contract will be awarded to the
company or individual that receives the highest score out of a pre-
determined set of weighted technical and financial criteria as specified
below.

General Terms and Conditions

See enclosed Annex I1I - UNDP General Terms and Conditions

Mode of Transport

AIR SEA

SURFACE OTHERS

REQUIREMENTS

O English O French O

Language: All documentation, including installation and operating manuals shall be in:

Spanish O Others

7

NAME, FUNCTI TLE: Diyer Rasulov, UNDP Procurement Specialist
_DATE: 17.06.2011

Pease visit our web-site to see other procurement and vacancy announcements

www.undplao.org




Annex | - Evaluation criteria

Technical Evaluation to be based on below criteria

Weight

Score

Number of years of translation experience (max
25%=14 points)

1. 2-3 years — 5 points

4 years — 10 points

5 years+ - 14 points

20% (out of 70
score)

14

Specialized experiences in translation of technical
documents on microfinance, banking, financial
policies and other related terminologies (max

2. | 30%=21 points)

Low — 5 points

Medium — 10 points

High — 21 points

30% (out of 70
score)

21

Testing translation quality of 2 pages of technical
documents (50%=35 points)

Fair — 10 points

Good - 20 points

3. | Very good — 30 points

Outstanding — 35 points

This part will be done after receiving the sample of
translated documents on a later stage (please do not
send any translations materials)

50% (out of 70
score)

35

Previous experience in translation services for
4. | UNJUNDP, INGOs and positive reference
(advantage)

0%

Advantage

Total Technical

100%

70

Financial offer

100%

30

Total

100 score




Annex |1
Price schedule

REFERENCE: RFQ_024 2011

L Number of | Price per page Total
Item Description .
pages and currency | Price/currency
1. Scaling Up Financial Inclusion Through 10 pages
Branchless Banking (format of document A5) A 5 format
2. Microfinance Hand Book "An Institutional and | 302 pages
Financial Perspective"(format of document
19x23 cm)
3. Donor Brief No.12, May 2003 (format of 2 pages
document A4)
4. Scenarios for Branchless Banking in 2020 29 pages
No.57, Oct 2009(format of document A4)
5. Banking on Mobile: Why, How, for Whom? 29 pages
No0.48, June 2008 (format of document A4)
6. Financial Access 2009: Measuring Access to 85 pages
Financial Service Around the World
(format of document A4)
7. Donor Brief No.24, June 2005: Building 2 pages
Capacity for Retail microfinance (format of
document A4)
8. Focus Note No.31, January 2006: Foreign 16 pages
exchange rate risk in microfinance: what is it
and how can it be managed? (format of
document A4)
9. Focus Note No.33, February 2006: competition | 16 pages
and microcredit interest rate (format of
document A4)
10. Microfinance consensus guidelines: definition | 31 pages
of selected financial terms, ratios, and
adjustment for microfinance (format of
document A4)
11. Occasional paper No.10, March 2005: craftinga | 28 pages
money transfer strategy: guidance for pro-poor
financial service provider (format of document
A4)
Total number of pages 550

Total amount in words and figures:

Delivery of final document (please indicate number of days required to produce final translation for all listed

documents:

"Duly authorized to sign the Proposal for and on behalf of

(Name of Organization)

Signature/Stamp of Entity/Date
Name of Representative:

Address:

Telephone/Fax:




Annex 11
UNDP General Terms and Conditions for Purchase orders

ACCEPTANCE OF THE PURCHASE ORDER

This Purchase Order may only be accepted by the Supplier's signing and returning an acknowledgement copy of
it or by timely delivery of the goods in accordance with the terms of this Purchase Order, as herein specified.
Acceptance of this Purchase Order shall effect a contract between the Parties under which the rights and
obligations of the Parties shall be governed solely by the terms and conditions of this Purchase Order, including
these General Conditions. No additional or inconsistent provisions proposed by the Supplier shall bind UNDP
unless agreed to in writing by a duly authorized official of UNDP.

PAYMENT

2.1.1 UNDRP shall, on fulfilment of the Delivery Terms, unless otherwise provided in this Purchase Order,
make payment within 30 days of receipt of the Supplier's invoice for the goods and copies of the
shipping documents specified in this Purchase Order.

2.1.2  Payment against the invoice referred to above will reflect any discount shown under the payment
terms of this Purchase Order, provided payment is made within the period required by such payment
terms.

2.1.3  Unless authorized by UNDP, the Supplier shall submit one invoice in respect of this Purchase Order,
and such invoice must indicate the Purchase Order's identification number.

2.1.4 The prices shown in this Purchase Order may not be increased except by express written agreement
of UNDP.

TAX EXEMPTION

3.1 Section 7 of the Convention on the Privileges and Immunities of the United Nations provides, inter alia,
that the United Nations, including its subsidiary organs, is exempt from all direct taxes, except charges for
utilities services, and is exempt from customs duties and charges of a similar nature in respect of articles
imported or exported for its official use. In the event any governmental authority refuses to recognize
UNDP's exemption from such taxes, duties or charges, the Supplier shall immediately consult with UNDP to
determine a mutually acceptable procedure.

3.2 Accordingly, the Supplier authorizes UNDP to deduct from the Supplier's invoice any amount
representing such taxes, duties or charges, unless the Supplier has consulted with UNDP before the payment
thereof and UNDP has, in each instance, specifically authorized the Supplier to pay such taxes, duties or
charges under protest. In that event, the Supplier shall provide UNDP with written evidence that payment of
such taxes, duties or charges has been made and appropriately authorized.

RISK OF LOSS

Risk of loss, damage to or destruction of the goods shall be governed in accordance with DDU Incoterms 2000,
unless otherwise agreed upon by the Parties on the front side of this Purchase Order.

EXPORT LICENCES

Notwithstanding any INCOTERM 2000 used in this Purchase Order, the Supplier shall obtain any export
licences required for the goods.

FITNESS OF GOODS/PACKAGING



The Supplier warrants that the goods, including packaging, conform to the specifications for the goods ordered
under this Purchase Order and are fit for the purposes for which such goods are ordinarily used and for purposes
expressly made known to the Supplier by UNDP, and are free from defects in workmanship and materials. The
Supplier also warrants that the goods are contained or packaged adequately to protect the goods.

7. INSPECTION

1. UNDP shall have a reasonable time after delivery of the goods to inspect them and to reject and refuse
acceptance of goods not conforming to this Purchase Order; payment for goods pursuant to this Purchase Order
shall not be deemed an acceptance of the goods.

2. Inspection prior to shipment does not relieve the Supplier from any of its contractual obligations.
8. INTELLECTUAL PROPERTY INFRINGEMENT

The Supplier warrants that the use or supply by UNDP of the goods sold under this Purchase Order does not
infringe any patent, design, trade-name or trade-mark. In addition, the Supplier shall, pursuant to this warranty,
indemnify, defend and hold UNDP and the United Nations harmless from any actions or claims brought against
UNDP or the United Nations pertaining to the alleged infringement of a patent, design, trade-name or trade-mark
arising in connection with the goods sold under this Purchase Order.

0. RIGHTS OF UNDP
In case of failure by the Supplier to fulfil its obligations under the terms and conditions of this Purchase
Order, including but not limited to failure to obtain necessary export licences, or to make delivery of all or part of
the goods by the agreed delivery date or dates, UNDP may, after giving the Supplier reasonable notice to perform

and without prejudice to any other rights or remedies, exercise one or more of the following rights:

a) Procure all or part of the goods from other sources, in which event UNDP may hold the Supplier
responsible for any excess cost occasioned thereby.

b) Refuse to accept delivery of all or part of the goods.

¢) Cancel this Purchase Order without any liability for termination charges or any other liability of any kind
of UNDP.

10. LATE DELIVERY

Without limiting any other rights or obligations of the parties hereunder, if the Supplier will be unable to deliver
the goods by the delivery date(s) stipulated in this Purchase Order, the Supplier shall (i) immediately consult with
UNDP to determine the most expeditious means for delivering the goods and (ii) use an expedited means of
delivery, at the Supplier's cost (unless the delay is due to Force Majeure), if reasonably so requested by UNDP.

11. ASSIGNMENT AND INSOLVENCY

11.1. The Supplier shall not, except after obtaining the written consent of UNDP, assign, transfer, pledge or make
other disposition of this Purchase Order, or any part thereof, or any of the Supplier's rights or obligations
under this Purchase Order.

11.2. Should the Supplier become insolvent or should control of the Supplier change by virtue of insolvency,
UNDP may, without prejudice to any other rights or remedies, immediately terminate this Purchase Order
by giving the Supplier written notice of termination.

12. USE OF UNDP OR UNITED NATIONS NAME OR EMBLEM



13.

14.

15.

16.

16.1

16.2

17.

The Supplier shall not use the name, emblem or official seal of UNDP or the United Nations for any purpose.
PROHIBITION ON ADVERTISING

The Supplier shall not advertise or otherwise make public that it is furnishing goods or services to UNDP without
specific permission of UNDP in each instance.

CHILD LABOUR

The Supplier represents and warrants that neither it nor any of its affiliates is engaged in any practice inconsistent
with the rights set forth in the Convention on the Rights of the Child, including Article 32 thereof, which, inter
alia, requires that a child shall be protected from performing any work that is likely to be hazardous or to interfere
with the child's education, or to be harmful to the child's health or physical, mental, spiritual, moral or social
development.

Any breach of this representation and warranty shall entitle UNDP to terminate this Purchase Order immediately
upon notice to the Supplier, without any liability for termination charges or any other liability of any kind of
UNDP.

MINES

The Supplier represents and warrants that neither it nor any of its affiliates is actively and directly engaged in
patent activities, development, assembly, production, trade or manufacture of mines or in such activities in
respect of components primarily utilized in the manufacture of Mines. The term "Mines" means those devices
defined in Article 2, Paragraphs 1, 4 and 5 of Protocol Il annexed to the Convention on Prohibitions and
Restrictions on the Use of Certain Conventional Weapons Which May Be Deemed to Be Excessively Injurious
or to Have Indiscriminate Effects of 1980.

Any breach of this representation and warranty shall entitle UNDP to terminate this Purchase Order immediately
upon notice to the Supplier, without any liability for termination charges or any other liability of any kind of
UNDP.

SETTLEMENT OF DISPUTES
Amicable Settlement

The Parties shall use their best efforts to settle amicably any dispute, controversy or claim arising out of, or
relating to this Purchase Order or the breach, termination or invalidity thereof. Where the Parties wish to seek
such an amicable settlement through conciliation, the conciliation shall take place in accordance with the
UNCITRAL Conciliation Rules then obtaining, or according to such other procedure as may be agreed between
the Parties.

Arbitration

Unless, any such dispute, controversy or claim between the Parties arising out of or relating to this Purchase
Order or the breach, termination or invalidity thereof is settled amicably under the preceding paragraph of this
Section within sixty (60) days after receipt by one Party of the other Party's request for such amicable settlement,
such dispute, controversy or claim shall be referred by either Party to arbitration in accordance with the
UNCITRAL Arbitration Rules then obtaining, including its provisions on applicable law. The arbitral tribunal
shall have no authority to award punitive damages. The Parties shall be bound by any arbitration award rendered
as a result of such arbitration as the final adjudication of any such controversy, claim or dispute.

PRIVILEGES AND IMMUNITIES



Nothing in or related to these General Terms and Conditions or this Purchase Order shall be deemed a waiver of
any of the privileges and immunities of the United Nations, including its subsidiary organs.



