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Annex Il

INSTRUCTIONS TO BIDDERS
A. Introduction

1. General: UNDP invites Sealed Bids for a Long Term Agreement for the supply of goods to the UNDP
Country Office and its projects in Lao PDR.

2. Eligible Bidders: Bidders should not be associated, or have been associated in the past, directly or
indirectly, with a firm or any of its affiliates which have been engaged by UNDP to provide consulting
services for the preparation of the design specifications, and other documents to be used for the
procurement of goods to be purchased under this Invitation to Bids.

3. Cost of Bid: The Bidder shall bear all costs associated with the preparation and submission of the Bid and
UNDP will in no case be responsible or liable for those costs, regardless of the conduct or outcome of the
solicitation.

B. Solicitation Documents

4. Examination of Solicitation Documents: The Bidder is expected to examine all corresponding
instructions, forms, terms and specifications contained in the Solicitation Documents. Failure to comply
with these documents will be at the Bidder’s risk and may affect the evaluation of the Bid.

Clarification of Solicitation Documents: A prospective Bidder requiring any clarification of the Solicitation
Documents may notify UNDP in writing. The response will be made in writing to any request for clarification
of the Solicitation Documents that it receives earlier than one week prior to the Deadline for the
Submission of Bids. Written copies of the response (including an explanation of the query but without
identifying the source of inquiry) will be published at http://www.undplao.org/vacancies/procurement.php
(please check Reference ID ITB/001/2009/LTA).

5. Amendments of Solicitation Documents: No later than 2 days prior to the Deadline for Submission of
Bids, UNDP may, for any reason, whether at its own initiative or in response to a clarification requested
by a prospective Bidder, amend the Solicitation Documents. Solicitation Documents. All prospective
Bidders  should regularly consult the UNDP Lao PDR procurement website
http://www.undplao.org/vacancies/procurement.php where any amendments will be notified. In order to
afford prospective Bidders reasonable time in which to take the amendments into account in preparing
their offers, UNDP may, at its discretion, extend the Deadline for the Submission of Bids.

C. Preparation of Bids

7. Language of the Bid: The Bid prepared by the Bidder and all correspondence and documents relating to
the Bid exchanged by the Bidder and UNDP shall be written in English.

8. Documents Comprising the Bid:
The Bid must comprise the following documents:

(a) a Bid Submission form;

(b) a Price Schedule completed in accordance with the Annexure VII, VIII and IX and clause 11 of
Instructions to Bidders;

(c) documentary evidence established in accordance with clause 9 of Instructions to Bidders that the Bidder is
eligible to and is qualified to perform the contract if its Bid is accepted,
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(d) documentary evidence established in accordance with clause 10 of Instructions to Bidders that the goods

and ancillary services to be supplied by the Bidder are eligible goods and services and conform to the
Bidding Documents;

(e) Vendor profile form as per Annex X.

9.

10.

11.

12.

13.

Documents Establishing Bidder’s Eligibility and Qualifications:

The Bidder shall furnish evidence of its status as a qualified Supplier. The documentary evidence of the
Bidder’s qualifications to perform the contract if its Bid is accepted shall be established to UNDP’s
satisfaction:

(@) that, in the case of a Bidder offering to supply goods under the contract which the Bidder did not
manufacture or otherwise produce, the Bidder has been duly authorized by the goods’ manufacturer or
producer to supply the goods in the country of final destination.

(b) that the Bidder has the financial, technical, and production capability necessary to perform the
contract.

(c) the Bidder should demonstrate the capacity to provide after-sales services. UNDP reserves its right to
make a site visit to companies’ service facilities.

Documents Establishing Goods’ Conformity to Bidding Documents:

The Bidder shall also furnish as part of its Bid, documents establishing the conformity to the Bidding
Documents of all goods and related services which the Bidder proposes to supply under the contract.

The documentary evidence of conformity to the Bidding Documents may be in the form of literature,

drawings, and data, and shall consist of:

(@) A detailed description of the essential technical and performance characteristics of the goods;

(b) A list giving full particulars, including available sources and current prices of spare parts, special tools,
etc, necessary for the proper and continuing functioning of the goods for a period to be specified in the
Bid Data Sheet, following commencement of the use of the goods.

Bid Currencies/Bid Prices: All prices shall be quoted in US dollars only. The Bidder shall indicate on
the appropriate Price Schedule the unit prices (where applicable) and total Bid Price of the goods it
proposes to supply under the contract.

Period of Validity of Bids: Bids shall remain valid for 120 days after the date of Bid Submission
prescribed by UNDP pursuant to clause 16 of Instructions to Bidders. A Bid valid for a shorter period
may be rejected as non-responsive pursuant to clause 20 of Instructions to Bidders. In exceptional
circumstances, UNDP may solicit the Bidder’s consent to an extension of the period of validity. The
request and the responses thereto shall be made in writing. Bidders granting the request will not be
required nor permitted to modify their Bids.

Bid Security: THIS SECTION AND ITS SUBSECTIONS SHALL NOT APPLY.

(@) The Bidder shall furnish as part of its Bid a Bid Security to UNDP in the amount of 5 % of the Offer

Value.

(b) The Bid Security is to protect UNDP against the risk of the Bidder’s conduct which would warrant the

security’s forfeiture, pursuant to Clause 13(g) below.

(c) The Bid Security shall be denominated in the currency of the Purchase Order or in a freely convertible

currency and shall be in one of the following forms:



I. bank guarantee or irrevocable letter of credit, issued by a reputable bank located in the purchaser’s
country or abroad, and in the form provided in these Solicitation Documents, or,
ii. cashier’s cheque, or certified cheque.

(d) Any Bid not secured in accordance with Clauses 13 a) and 13 c) above will be rejected by UNDP as non-
responsive pursuant to clause 20 of Instructions to Bidders.

(e) Unsuccessful Bidder Bid Security will be discharged or returned as promptly as possible but not later than
thirty (30) days after the expiration of the period of Bid Validity prescribed by UNDP pursuant to clause
12 of instructions to Bidders.

(F) The successful Bidder’s Bid Security will be discharged or returned upon the Bidder signing the Purchase
Order, pursuant to clause 26 of Instructions to Bidders, and furnishing the Performance Security, pursuant
to clause 27 of Instructions to Bidders.

(9) The Bid Security may be forfeited:

1) If a Bidder withdraws its offer during the period of the Bid Validity specified by the Bidder on the Bid
Submission Form, or,
2) Inthe case of a successful Bidder, if the Bidder fails:

i. to sign the Purchase Order in accordance with Clause 26 of Instructions to Bidders, or,
ii. to furnish Performance Security in accordance with Clause 27 of Instructions to Bidders.

D. Submission of Bids

14. Format and Signing of Bid: The Bidder shall prepare two copies of the Bid, clearly marking each
“Original Bid” and “Copy of Bid” as appropriate. In the event of any discrepancy between them, the
original shall govern. The two copies of the Bid shall be typed or written in indelible ink and shall be
signed by the Bidder or a person or persons duly authorized to bind the Bidder to the contract. A Bid shall
contain no interlineations, erasures, or overwriting except, as necessary to correct errors made by the
Bidder, in which case such corrections shall be initialed by the person or persons signing the bid.

15. Sealing and Marking of Bids:

15.1 The Bidder shall seal the original and each copy of the Bid in separate envelopes, duly marking the
envelopes as “ORIGINAL” and “COPY”. The envelopes shall then be sealed in an outer envelope.

15.2 The inner and outer envelopes shall:

(a) be addressed to UNDP at the address given in section | of these Solicitation Documents; and

(b) make reference to the “ITB/001/2009/LTA” indicated in section | of these Solicitation Documents,
and a statement: “DO NOT OPEN BEFORE”, to be completed with the time and the date specified
in section | of these Solicitation Documents for Bid Opening pursuant to clause 16 of Instructions to
Bidders.

15.3 The inner and outer envelopes shall also indicate the Name and Address of the Bidder to
enable the Bid to be returned unopened in case it is declared “late”.

15.4 If the outer envelope is not sealed and marked as required by clause 15.2 of Instructions to Bidders,
UNDP will assume no responsibility for the Bid’s misplacement or premature opening.

16. Deadline for Submission of Bids/Late Bids:



16.1 Bids must be delivered to the office on or before the date and time specified in section | of these
Solicitation Documents.

16.2 UNDP may, at its discretion, extend this deadline for the submission of the bids by amending the
Bidding Documents in accordance with clause 6 of Instructions to Bidders, in which case all rights and
obligations of UNDP and Bidders previously subject to the deadline will thereafter be subject to the
deadline as extended.

16.3 Any Bid received by UNDP after the Deadline for Submission of Bids will be rejected and returned
unopened to the Bidder.

17. Modification and Withdrawal of Bids: The Bidder may withdraw its Bid after submission, provided
that written notice of the withdrawal is received by UNDP prior to the deadline for submission. No Bid
may be modified after passing of the Deadline for Submission of Bids. No Bid may be withdrawn in the
interval between the Deadline for Submission of Bids and the expiration of the Period of Bid Validity.

E. Opening and Evaluation of Bids

18. Opening of Bids:

18.1 UNDP will open all Bids in the presence of Bidders’ Representatives who choose to attend, at the time,
on the date, and at the place specified in section | of this Solicitation Document. The Bidders’
Representatives who are present shall sign a register evidencing their attendance.

18.2 The bidders’ names, Bid Modifications or withdrawals, bid Prices, discounts, and the presence or
absence of requisite Bid Security and such other details as the purchaser, at its discretion, may consider
appropriate, will be announced at the opening. No Bid shall be rejected at Bid Opening, except for Late
Bids, which shall be returned unopened to the Bidder pursuant to clause 20 of Instructions to Bidders.

18.3 Bids (and modifications sent pursuant to clause 17 of Instructions to Bidders) that are not opened and
read out at Bid Opening shall not be considered further for evaluation, irrespective of the circumstances.
Withdrawn Bids will be returned unopened to the Bidders.

18.4 UNDP will prepare minutes of the Bid Opening.

19. Clarification of Bids: To assist in the examination, evaluation and comparison of Bids UNDP may at its
discretion ask the Bidder for clarification of its Bid. The request for clarification and the response shall be
in writing and no change in price or substance of the Bid shall be sought, offered or permitted.

20. Preliminary Examination:

20.1 Prior to the detailed evaluation, UNDP will determine the substantial responsiveness of each Bid to the
Invitation to Bid (ITB). A substantially responsive Bid is one which conforms to all the terms and
conditions of the ITB without material deviations.

20.2 UNDP will examine the bids to determine whether they are complete, whether any computational errors
have been made, whether the documents have been properly signed, and whether the bids are generally in
order.

20.3 Arithmetical errors will be rectified on the following basis: If there is a discrepancy between the unit
price and the total price that is obtained by multiplying the unit price and quantity, the unit price shall
prevail and the total price shall be corrected. If the Bidder does not accept the correction of errors, its Bid
will be rejected. If there is a discrepancy between words and figures the amount in words will prevail.



20.4 A Bid determined as not substantially responsive will be rejected by UNDP and may not subsequently be

made responsive by the Bidder by correction of the non-conformity.

21. Conversion to Single Currency: THIS SECTION AND ITS SUBSECTIONS SHALL NOT APPLY.

To facilitate evaluation and comparison, UNDP will convert all Bid Prices expressed in the amounts in
various currencies in which the Bid Prices are payable to US dollars at the official UN exchange rate on
the last day for Submission of Bids.

22. Evaluation of Bids: Determination of compliance with the Solicitation Documents is based on the content

of the Bid itself without recourse to extrinsic evidence.

Contracts awards will be made a Lot by Lot basis. A bidder can submit its bid for any individual lot or combination of
Lots. Every Lot will be evaluated separately in line with the criteria below.

Evaluation Criteria

1.1 Compliance with pricing conditions set in the ITB.

19 Compliance with requirements relating to technical design features or the product’s ability to
' satisfy functional requirements.

Compliance with ENERGY STAR requirements for Environment protection

1.3 - For information on ENERGY STAR please visit to www.energystar.gov;

1.4 Compliance with Special and General Conditions specified by these Solicitation Documents.

Demonstrated ability to comply with critical provisions such as execution of the Contract by

L2 honoring the tax-free status of the UN.
Demonstrated ability to honor important responsibilities and liabilities allocated to Supplier
1.6 in this ITB (e.g. performance guarantees, qualified technical supports, warranties, or
insurance coverage, etc).
1.7 Proof of after-sales service facility in Vientiane Lao PDR and appropriate service network.

*Please note that all clauses above are mandatory requirements.

F. Award of Contract

23.

24,

25.

26.

27.

Award Criteria: UNDP_will Issue the Contract to the lowest priced technically qualified Bidder
which meets all criteria in Clause 22 above. UNDP reserves the right to accept or reject any Bid, to
annul the solicitation process and reject all Bids at any time prior to award of purchase order, without
thereby incurring any liability to the affected Bidder(s) or any obligation to provide information on the
grounds for the purchaser’s action.

Purchaser’s Right to Vary Requirements at Time of Award: THIS SECTION SHALL NOT
APPLY. UNDP reserves the right at the time of making the award of contract to increase or decrease by
up to 15 % the quantity of goods specified in the Schedule of Requirements without any change in unit
price or other terms and conditions.

Notification of Award: Prior to the expiration of the period of Bid Validity, UNDP will send the
successful Bidder the Contract. The may only be accepted by the Supplier’s signing and returning an
acknowledgement copy of it. Acceptance of the contract between the parties under which the rights and
obligations of the parties shall be governed solely by the terms and conditions of the contract.

Signing of the Contract: Within 7 days of receipt of the Contract the successful Bidder shall sign, date
and return it to the purchaser.

Performance Security: THIS SECTION SHALL NOT APPLY. The successful Bidder shall provide
the Performance Security on the Performance Security Form provided for in these Solicitation Documents,
within 30 days of receipt of the Purchase Order from UNDP.






Relevant clause(s) of Specific data complementing, supplementing, or amending instructions to

Instruction to Bidders Bidders







7. 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.

8. 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.

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

9. 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.

10. ASSIGNMENT AND INSOLVENCY

10.1  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.

10.2  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.

11. USE OF UNDP OR UNITED NATIONS NAME OR EMBLEM

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

12. 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.

13. 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.
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Processor type

Intel® Core™ 2 Duo Processor, Processor Speed
2.00GHz

Operating system installed
Upgradability

Genuine Windows Vista® Business with Downgrade
Rights Service to Windows® XP Professional

Memory

2 GB Dual Channel DDR2 SDRAM

Memory upgrade

Expandable to 4GB through four industry-standard
DIMM slots

Maximum memory

4 GB DDR2-Synch DRAM

Internal hard disk drive

160 GB SATA 3.0 Gb/s

Hard disk drive speed

7200 rpm

Optical drives

DVD+/-RW

Chassis type

Convertible Minitower or Desktop

Graphic subsystem name

Intel® Graphics Media Accelerator 4500

Audio

Integrated High Definition audio

Modem

Hi-Speed 56K PCI SoftModem

Networking

Integrated 10/100/1000 Ethernet

Available LAN drivers

Microsoft® 2000, Microsoft® XP

Expandability

Rear: 6 USB 2.0, 1 optional serial port, 1 optional
parallel port, 1 optional DVI graphics port, 2 PS/2, 1 RJ-
45, 1 VGA, audio in/out, Front: 2 USB 2.0, headphone
and microphone

Keyboard

2009 standard keyboard PS/2 English

Pointing device

2-Button Optical Scroll Mouse

Software

MS-Office 2007 Pro Charity version

Warranty

Processor type

3 years by Authorized Distributor

Intel® Core™2 Duo Processor, Processor Speed
3.00GHz

Operating system installed
Upgradability

Genuine Windows Vista® Business with Downgrade
Rights Service to Windows® XP Professional

Memory

2 GB Dual Channel DDR2 SDRAM

Memory upgrade

Expandable to 4GB through four industry-standard
DIMM slots




Maximum memory

4 GB DDR2-Synch DRAM

Internal hard disk drive

250GB 7.2 K RPM SATA Hard Drive

Hard disk drive speed

7200 rpm

Optical drives

DVD+/-RW

Chassis type

Convertible Minitower or Desktop

Graphic subsystem name

Intel® Graphics Media Accelerator 4500

Audio

Integrated High Definition audio

Modem

Hi-Speed 56K PCI SoftModem

Networking

Integrated 10/100/1000 Ethernet

Available LAN drivers

Microsoft® 2000, Microsoft® XP

Rear: 6 USB 2.0, 1 optional serial port, 1 optional
parallel port, 1 optional DVI graphics port, 2 PS/2, 1 RJ-
45, 1 VGA, audio in/out, Front: 2 USB 2.0, headphone
and microphone

Keyboard

2009 standard keyboard PS/2 English

Pointing device

2-Button Optical Scroll Mouse

Software

MS-Office 2007

Warranty

Display technology type

3 years by Authorized Distributor

Active matrix TFT (thin film transistor)

Faceplate treatment

Anti-glare and anti-static coatings

Display size

17 inches diagonal

Display viewing angle

140° horizontal, 130° vertical

Display brightness

300 nits

Contrast ratio

500:01:00

Refresh response time

8ms

Pixel pitch

0.264 mm

Colour

16 million colours

Display, maximum pixel rate

140 MHz

Horizontal scan rates

Horizontal frequency: 30 to 83 kHz, vertical
frequency: 50 to 76 Hz

Display resolution

1280 x 1024 @ 60 Hz (native)

Video input connector

15-pin D-sub (Analog VGA)

Input signal

Detachable 15-pin D-sub mini connector

User controls

Image control (auto, horizontal, vertical), positioning
(vertical and horizontal), color temperature (6500k,
9300k, custom), brightness, contrast, clock, clock
phase, monitor management (power saver, sleep),
factory reset

Display moving angle

-5 to 30° vertical tilt, detachable base

Warranty

Display technology type

3 years by Authorized Distributor

Active matrix TFT (thin film transistor)

Faceplate treatment

Anti-glare and anti-static coatings
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Reffosh rosporse time [8ms |

Dlsplay, maximum pixel rate 140 MHz

Horlzontal scan rates Horizontal frequency: 30 to 83 kHz, vertical
frequency: 50 to 76 Hz

Dlsplay resolution 1280 x 1024 @ 60 Hz (native)

i D (g VO
Input signal Detachable 15-pin D-sub mini connector

User controls Image control (auto, horizontal, vertical), positioning
(vertical and horizontal), color temperature (6500k,
9300k, custom), brightness, contrast, clock, clock
phase, monitor management (power saver, sleep),
factory reset

Display moving angle -5 to 30° vertical tilt, detachable base
3 years by Authorized Distributor




m Printer No 1 minimum technical specification Quantity




Printer No 2 minimum technical specification




Printer No 3 minimum technical specification Quantity




Black and White Multifunction device (All-in-One) minimum technical specification




Scanner - minimum technical specification Quantity




LCD Projector

Laserjet Color Printer (A3) minimum technical specification
















Your company is required to complete all parts of this form and submit it together with

Vendor profile form

Annex X.

brochures, certificates, etc to UNDP CO Lao PDR along with your Bid.

Parent company (legal name)

Street name and no.

City

Postal code

Country

Phone no.:

Fax. no.:

E-mail:

web-site:

Sales Manager (name)

E-mail:

Direct phone no.

Director (Name)

E-mail:

Direct phone no.

Other contact (Title & Name)

E-mail:

Direct phone no.

Year of Establish

Number of full-time employees

Licensing Authority

Licence number (VAT no./TAX

1.D.)

Nature of business —tick in one box below:

Importer: Wholesaler: Retailer: Manufacturer: |Authorised agent:
Bank name

Branch name

Bank account no.

Account name

Bank swift or IBAN
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