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EXPRESSION OF INTEREST

INTERNATIONAL PROCUREMENT SEMINARS
PROPOSAL TEMPLATE
IMPORTANT

This form will not be considered valid unless it is signed on the last page

Notes for Organisations
The purpose of this questionnaire is to assist the UN in evaluating expressions of interest to host International Procurement Seminars (IPS). 
Please answer every question. If the question does not apply to you, please write N/A; if you don’t know the answer please write N/K. 

Please send this form to the UN IPS Focal Point on gabriella.budai@undp.org
by the deadline specified in the IPS calendar on the UN Global Marketplace www.ungm.org.
IMPORTANT

This form will not be considered valid unless it is signed on the last page

If you have any queries, please contact: 

Gabriella Budai (UNDP)

UN Supply Chain Network Secretariat & IPS Focal Point
Tel. (+45) 42 92 82 93
e-mail: gabriella.budai@undp.org
	BASIC DETAILS OF YOUR ORGANISATION

	1. Name (and description, if necessary) of the entity(ies)
:


	

	Nature and mission of the entity (ies):
	

	Entity websites (if available):
	

	UNGM
 Registration No.


	

	Name of the entity(ies) or person(s) who will be the lead coordinator(s) of the IPS

	


	DETAILS OF THE PROPOSAL

	2. Kindly indicate when your Country(ies) last hosted, or expressed interest in hosting, a UN multi-agency business seminar, if at all.



	3. Please describe the overall objectives and expectations for hosting an International Procurement Seminar.

N.B. The focus of the IPS should be on business matters and not be a platform for expression of any political agenda or messages by either host representatives or vendors
.



	4. Proposed date and duration:



	5. (a) If the International Procurement Seminar will be a hybrid
 event:

Proposed location (please provide the exact address of the venue).
Kindly describe the characteristics of the location (please attach a floor plan of the building, if available).
Kindly provide information about security measures, local transportation (in particular from and to the nearest airport), available hotels.
If still relevant, kindly provide information on health & safety measures related to Covid19, such as, corona pass requirements, distancing, protection & sanitizing measures, etc.

Web-based technology (and support) must be available to enable remote attendance by UN staff and potentially some vendors:
Please provide the name of the online event platform that will be used to host the plenary sessions and the solution that will be used for any one-to-one meetings that will take place between vendors and UN representatives attending remotely.


Kindly provide brief details of the research/selection process undertaken in identifying the platform and one-to-one meeting solution.

Please outline the key attributes and any experience with using the selected platform and one-to-one meeting solution.
Do you confirm that the selection of the above and requirements for support have been clarified with any IT departments/partners that will be involved in the event?
Yes / No



	5. (b) If the International Procurement Seminar will be a fully virtual event:

Please provide the name of the online event platform that will be used to host the plenary sessions and the solution that will be used for any one-to-one meetings that will take place between vendors and UN representatives attending remotely.



Kindly provide brief details of the research/selection process undertaken in identifying the platform and one-to-one meeting solution.

Please outline the key attributes and any experience with using the selected platform and one-to-one meeting solution.

Do you confirm that the selection of the above and requirements for support have been clarified with any IT departments/partners that will be involved in the event?

Yes / No


	6. Please indicate the envisaged total number of vendors and the approximate number expected from each host country.
N.B. There should insofar possible or reasonable (given country size etc.) be an equal number of spaces allocated to each of the countries and the possibility of smaller scale, ad hoc (plenary only) attendance by vendors from additional countries if interested. If any host country(ies) is expected to have a considerably higher number of vendors in attendance compared to others, please provide justification for this below.


	7. Please indicate the number of UN representatives expected and agencies of particular interest.



	8. Do you confirm your Organisation's commitment to the multi-country concept and willingness to: 
(i) engage with representatives from other countries/regions within your own country?
(ii) promote the event widely across your countries/regions to ensure adequate representation?


	Yes / No

Yes / No

	Please give further details on how your Organisation expects to undertake outreach activities.



	9. Kindly provide an overview of the estimated costs to be covered and indication of the possible source of funds.

	10. Please indicate the registration fee (if any) for vendors and a breakdown of the costs the fee is expected to cover.

	11. In the case of a hybrid event, does your Organisation confirm that participation costs of UN representatives will be covered (i.e., travel, accommodation, meals, airport transfer)- and that all will be arranged by your Organization?


	Yes / No



	12. Please provide a brief outline of the proposed agenda of the event.




	CONTACT INFORMATION FOR THIS CALL FOR PROPOSALS

	Contact name for enquires about this proposal:
	

	Telephone numbers:


	

	E-mail address:
	


DECLARATION

I declare that to the best of my knowledge the answers submitted in this questionnaire (and any supporting documentation) are correct. I understand that the information will be used in the evaluation process to assess my organisation’s suitability to host an International Procurement Seminar.
	FORM COMPLETED BY


	

	Organisation Name:
	

	Name:
	

	Position (Job Title):
	

	Email:


	

	Telephone numbers

(office, mobile):
	

	Date: 


	

	Signature:
	


� The IPS should ideally be co-hosted by a minimum of 3 countries. The host/organising entities should be listed here. No additional entities should be added to the host group at a later date without prior consultation with the UN IPS focal point.


� United Nations Global Marketplace (� HYPERLINK "http://www.ungm.org" �www.ungm.org�)


� Organisation of an IPS demands significant human resources - host entities should identify a lead for the organisation of the event but must be willing to share the tasks across all entities involved. NOTE: Should any changes occur regarding personnel leading the organisation of the IPS, the UN IPS focal point should be notified. A re-evaluation of the agreement for the entity to host/lead the IPS will take place if deemed necessary.


� This aspect should be clearly communicated to all host/vendor representatives in advance of the IPS and monitored by the host entities & moderator during proceedings.


� The hybrid model means that host entities can choose to invite participants to attend the event physically or virtually. In terms of UN participation, it will be at the discretion of each individual agency whether their representative(s) will attend remotely or in person.
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