Annex IV

TECHNICAL PROPOSAL FORM
(download and complete this Word document)

The narrative below may be as long as necessary. Answer all questions using this form.

Submitted by: (Name of company, address)

1. Company description: 


Year of incorporation _____________________
City, state, country of incorporation____________________
Hours of operation_________________


Describe your company here and/or indicate attachment of your company brochure.

________________________________________________________________________________________________________________________________________________________________________________________________
Insert a copy of the company terms and conditions for service/trade customs here or indicate attachment.

________________________________________________________________________________________________________________________________________________________________________________________________

Indicate here any history of litigation with the UN.

________________________________________________________________________________________________________________________________________________________________________________________________

Describe the general organizational capacity of your company which is likely to affect implementation of our printing jobs (i.e. loose consortium, holding company or one firm, size of the organization, strength of project management support).
________________________________________________________________________________________________________________________________________________________________________________________________

Will subcontractors be used in any part of the prepress, printing or fulfillment process and if so to what extent?

________________________________________________________________________________________________________________________________________________________________________________________________

Describe how your company – with its specialized knowledge – will respond to our requirements.

________________________________________________________________________________________________________________________________________________________________________________________________

Has your company worked with any UNDP unit, the United Nations or any other multilateral agency (i.e. World Bank)? Indicate who and briefly what projects. 

________________________________________________________________________________________________________________________________________________________________________________________________

2. Personnel Resources

Project manager – insert curriculum vitae or describe the project manager’s general qualifications, suitability for the project, international experience, professional experience, language capabilities.

________________________________________________________________________________________________________________________________________________________________________________________________

Briefly describe your company’s workforce.

________________________________________________________________________________________________________________________________________________________________________________________________

Insert here your company’s organizational diagram/organigram or indicate attachment.

________________________________________________________________________________________________________________________________________________________________________________________________

Describe your company’s experience on similar projects.

________________________________________________________________________________________________________________________________________________________________________________________________

3. Equipment

List your prepress equipment.
________________________________________________________________________________________________________________________________________________________________________________________________

List your software capabilities.
________________________________________________________________________________________________________________________________________________________________________________________________


List your pressroom equipment including type, quantity, size capacity and manufacturer.

________________________________________________________________________________________________________________________________________________________________________________________________

List your bindery and finishing equipment.

________________________________________________________________________________________________________________________________________________________________________________________________


List any specialty equipment (ie. die cutting, stamping, embossing, fulfillment).
________________________________________________________________________________________________________________________________________________________________________________________________

4. Requirements

Describe how your company will handle the requirements of the RFP.

________________________________________________________________________________________________________________________________________________________________________________________________


Describe how your company intends to deliver the required products. (Please address delivery of proofs, advance copies and large shipments).
________________________________________________________________________________________________________________________________________________________________________________________________


Describe the quality assurance procedures used by your company. Include/attach any certifications in this area. Include any warranties.

________________________________________________________________________________________________________________________________________________________________________________________________

How will digital files be stored? What kind of access will UNDP units have to these files?

________________________________________________________________________________________________________________________________________________________________________________________________


What insurances do you carry to protect UNDP against loss?

________________________________________________________________________________________________________________________________________________________________________________________________


Does your company have space available for short term storage of our products? What fees are involved?

________________________________________________________________________________________________________________________________________________________________________________________________


5. Environmental Policies


Describe/insert/attach your company’s environmental policy.

________________________________________________________________________________________________________________________________________________________________________________________________


What byproducts of the printing process does your company recycle?

________________________________________________________________________________________________________________________________________________________________________________________________


List any environment certifications your company has obtained. Attach copy of certificate in each case.

________________________________________________________________________________________________________________________________________________________________________________________________

List the recycled products used by your company.

________________________________________________________________________________________________________________________________________________________________________________________________

6. Client List

List your clients for the past three years or indicate attachment. Please, indicate contact information of persons who could provide references.
________________________________________________________________________________________________________________________________________________________________________________________________


List here any UN clients with which you have worked.

________________________________________________________________________________________________________________________________________________________________________________________________


Does your company have any similar long term contracts and if so with what companies?

________________________________________________________________________________________________________________________________________________________________________________________________

Annex V
PROPOSAL SUBMISSION FORM

Dear Sir / Madam,

Having examined the Solicitation Documents, the receipt of which is hereby duly acknowledged, we, the undersigned, offer to provide professional printing services for the sum as may be ascertained in accordance with the Price Schedule/Financial Proposal attached herewith and made part of this Proposal.

We undertake, if our Proposal is accepted, to commence and complete delivery of all services specified in the contract within the time frame stipulated.

We agree to abide by this Proposal for a period of one hundred twenty (120) days from the date fixed for opening of Proposals in the Request for Proposal, and it shall remain binding upon us and may be accepted at any time before the expiration of that period.

We understand that you are not bound to accept any Proposal you may receive.

Dated this day /month 


of year

Signature

(In the capacity of)

Duly authorised to sign Proposal for and on behalf of

Annex VI
PRICE SCHEDULE/FINANCIAL PROPOSAL
UNDP Moldova outsources the commercial printing required by office and its projects and is exploring the possibility of utilising the services of several printing companies on a recurrent basis as needs arise. UNDP Moldova envisages entering into Long Term Agreement with two suppliers for a period of one year with the option to extend for two additional years, subject to a satisfactory performance evaluation. The volume of outsourced printing services by UNDP Moldova during 2009-2011 amounted to approximately 550,000.00 USD. UNDP Moldova does not guarantee that similar volumes would be ordered during the next two years.

Based on volumes indicated above Offerors are requested to submit quotations for each of the following Sample Job Orders. Prices shall be based on DAP Chisinau (INCOTERMS 2010) delivery terms and shall be exclusive of customs duties, VAT and other taxes. 
The price for each Job must provide a detailed cost breakdown, including for shipping and handling charges. Estimated weight/volume must be part of the documentation submitted. Offerors must complete all sections of each Job based on the specifications and timing (due dates) mentioned therein, as well as other relevant details mentioned in the Terms of Reference (Annex III). The proposal will be voided should incomplete Price Schedule/Financial Proposal be received. The quantities indicated under each Job are based on UNDP Moldova previous experience in placing orders for printing services and are a good representation of UNDP Moldova tendencies.
Offerors which fail to submit their quotations for all Sample Job Orders or submit partial quotations shall be disqualified. Partial bids are not permitted.

The format shown below should be used in preparing the Price Schedule. The format uses a specific structure which may or may not be applicable but are indicated to serve as an example.

Sample Job Orders Specifications
Sample Job Order 1:

	Job no.
	Generic Description

	1.1
	Annual Report (English & Romanian – upturn)

200 pages:
4 page-cover, 196 pages inside

Format:

A4
Cover:
color 4+0, cardboard 250 g/m2, matt varnish

Inside:

color 4+4, 80 g/m2
Binding:
thermo binder

Quantity:
1,000 copies

Due date:
fifteen working days from release of artwork

	1. 
	Price for printing
	

	2. 
	Estimated weight/volume
	

	3. 
	Delivery charges to Chisinau, Moldova
	

	4. 
	Total
	

	1.2
	Progress Report (2 languages – English & Russian)

28 pages:
4 page-cover, 24 pages inside

Format:

A4
Cover:
color 4+0, 200 g/m2
Inside:

color 4+4, 150 g/m2
Binding:
stapled

Quantity:
English – 170 copies; Russian – 330 copies

Due date:
fifteen working days from release of artwork

	1. 
	Price for printing
	

	2. 
	Estimated weight/volume
	

	3. 
	Delivery charges to Chisinau, Moldova
	

	4. 
	Total
	

	1.3
	Annual Report

48 pages:
4 page-cover (inside & out), 44 pages inside, 4 colors throughout

Format:
220x240 mm
Cover:
350 gr/m2, matt varnish + selective UV coating on photos (spot UV, not exceeding 30% of cover area)

Inside:
170 gr/m2, matt finish on all pages

Binding: 
thermo binder

Quantity:
1,000 copies

Due date:
five working days from release of artwork

	5. 
	Price for printing
	

	6. 
	Estimated weight/volume
	

	7. 
	Delivery charges to Chisinau, Moldova
	

	8. 
	Total
	

	1.4
	Brochure

32 pages:
4 page-cover, 28 pages inside

Format: 
A4

Cover: 

color 4+4, matt paper 300 g/m2, external lamination

Inside:

color 4+0, matt paper 200 g/m2
Binding: 
thermo binder

Quantity:
1,000 copies

Due date:
fifteen working days from release of artwork

	9. 
	Price for printing
	

	10. 
	Estimated weight/volume
	

	11. 
	Delivery charges to Chisinau, Moldova
	

	12. 
	Total
	

	1.5
	Quarterly Magazine – 4 issues

32 pages:
4 page-cover, 28 pages inside
Format: 
A4

Cover&inside:
color 4+4, 115 g/m2 with matt finish on all pages

Binding:
stapled

Quantity:
1,000 copies per issue

Due date:
five working days from release of artwork

	13. 
	Price for printing 4 issues
	

	14. 
	Estimated weight/volume of each issue
	

	15. 
	Delivery charges to Chisinau, Moldova for 4 issues
	

	16. 
	Total
	


Sample Job Order 2:

	Job no.
	Generic Description

	2.1
	Statistical compilation

80  pages:
4 page-cover, 76 pages inside

Format:

A5
Cover:

color 4+0, matt paper 250 g/m2
Inside:

color 4+4, 80g/m2
Binding:
thermo binder

Quantity:
500 copies

Due date:
fifteen working days from release of artwork

	17. 
	Price for printing
	

	18. 
	Estimated weight/volume
	

	19. 
	Delivery charges to Chisinau, Moldova
	

	20. 
	Total
	

	2.2
	Brochure
150 pages:
4 page-cover (inside & out), 146 pages inside
Format: 
165 x 240 mm

Cover: 

color 4+0, matt paper 350 g/m2
Inside:

color 3+3, matt paper 130 g/m2
Binding: 
stitching & thermo binder

Quantity:
1,000 copies

Due date:
fifteen working days from release of artwork

	21. 
	Price for printing
	

	22. 
	Estimated weight/volume
	

	23. 
	Delivery charges to Chisinau, Moldova
	

	24. 
	Total
	


	2.3
	Photo Book
120 pages:
4 page-cover (inside & out), 116 pages inside
Format: 
210 x 210 mm

Cover: 

color 4+4, cardboard 350 g/m2, matt varnish
Inside:

color 4+4, matt paper 170 g/m2
Binding: 
thermo binder

Quantity:
2,000 copies

Due date:
fifteen working days from release of artwork

	25. 
	Price for printing
	

	26. 
	Estimated weight/volume
	

	27. 
	Delivery charges to Chisinau, Moldova
	

	28. 
	Total
	

	2.4
	Phrase Book
72 pages:
4 page-cover, 68 pages inside
Format: 
A5
Cover: 

color 4+0, 170 g/m2
Inside:

color 2+2, 80 g/m2
Binding: 
stitching
Quantity:
10,000 copies

Due date:
fifteen working days from release of artwork

	29. 
	Price for printing
	

	30. 
	Estimated weight/volume
	

	31. 
	Delivery charges to Chisinau, Moldova
	

	32. 
	Total
	


Sample Job Order 3:

	Job no.
	Generic Description

	3.1
	Notebook with UNDP logo
25 sheets:
1 page-cover (cardboard), 25 sheets inside
Format: 
A4
Cover: 

cardboard 300 g/m2, on the backside
Inside:

color 3+0, 80 g/m2
Binding: 
metal spiral
Quantity:
2,500 copies

Due date:
five working days from release of artwork

	33. 
	Price for printing
	

	34. 
	Estimated weight/volume
	

	35. 
	Delivery charges to Chisinau, Moldova
	

	36. 
	Total
	

	3.2
	Folder with UNDP logo
Format: 
A4

Cover: 

color 4+0, cardboard 290 g/m2, matt varnish, embossing, folding punch lines

Quantity:
2,500 copies

Due date:
five working days from release of artwork

	37. 
	Price for printing
	

	38. 
	Estimated weight/volume
	

	39. 
	Delivery charges to Chisinau, Moldova
	

	40. 
	Total
	

	3.3
	Bag with UNDP logo
Format: 
250 (width) x 320 (height) x 80 (depth)
Specification: 
color 4+0, matt paper 200 g/m2, matt lamination 1+0, white cords
Quantity:
2,500 copies

Due date:
five working days from release of artwork

	41. 
	Price for printing
	

	42. 
	Estimated weight/volume
	

	43. 
	Delivery charges to Chisinau, Moldova
	

	44. 
	Total
	

	3.4
	Notebook with UNDP and Project logo
50 sheets:
4 page-cover (cardboard), 50 sheets inside
Format: 
A6
Cover: 

color 4+0, cardboard 250 g/m2
Inside:

color 3+0, 80 g/m2
Binding: 
metal spiral

Quantity:
3,000 copies

Due date:
five working days from release of artwork

	45. 
	Price for printing
	

	46. 
	Estimated weight/volume
	

	47. 
	Delivery charges to Chisinau, Moldova
	

	48. 
	Total
	


Sample Job Order 4:

	Job no.
	Generic Description

	4.1
	Monthly Newsletter – 12 issues

10 pages

Format:

A4

Cover&inside:
color 4+4, paper offset 115 gr/m2, matt finish

Binding:
stapled
Quantity:
500 copies per issue

Due date:
five working days from release of artwork

	49. 
	Price for printing 12 issues
	

	50. 
	Estimated weight/volume of each issue
	

	51. 
	Delivery charges to Chisinau, Moldova for 12 issues
	

	52. 
	Total
	

	4.2
	Leaflet
12 pages:
4 page-cover (inside & out), 8 pages inside

Format:

150 x 200 mm
Cover:

color 4+4, gloss paper 250 gr/m2
Inside:

color 4+4, matt paper 130 gr/m2, unequal folding

Binding:
stapled

Quantity:
300 copies

Due date:
five working days from release of artwork

	53. 
	Price for printing
	

	54. 
	Estimated weight/volume
	

	55. 
	Delivery charges to Chisinau, Moldova
	

	56. 
	Total
	

	4.3
	Poster
Format:

840 x 600
Specification:
color 4+0, matt paper 200 g/m2, matt lamination 1+0

Quantity:
100 copies

Due date:
five working days from release of artwork

	57. 
	Price for printing
	

	58. 
	Estimated weight/volume
	

	59. 
	Delivery charges to Chisinau, Moldova
	

	60. 
	Total
	

	4.4
	Book
514 pages:
4 page-cover, 510 pages inside

Format:

B5
Cover:
hard cover, color 4+0, 1.75 mm-2,00mm cardboard (carton), matt lamination

Inside:

black, 80g/m2, with matt finish on all pages 

Binding: 
stitching

Quantity:
300 copies

Due date:
fifteen working days from release of artwork

	61. 
	Price for printing
	

	62. 
	Estimated weight/volume
	

	63. 
	Delivery charges to Chisinau, Moldova
	

	64. 
	Total
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