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	RFQ Ref No: RFQ/2018/7030





Section II: Schedule of Requirements 

TERMS OF REFERENCE  
 
[bookmark: _GoBack]Type of Services: Courier Services for the UNOPS Office in Ukraine 

Reference: RFQ/2018/7030



Background:

The United Nations Office for Project Services (UNOPS) in Ukraine requires effective and efficient, high standard courier services delivered within the country and abroad and intends to enter into a Blanket Purchase Agreement with one or more suppliers for provision of such services.
 
Any resulting contract (hereinafter called “the Contract”) shall be non-exclusive. The Blanket Purchase Agreement (BPA) is for an initial duration of 1 (one) year, potentially extendable for the period of 1 (one) additional year, at the discretion of UNOPS, subject to satisfactory performance of the Contractor and UNOPS requirement for the provision of the Services. The contractor is obliged to undertake services according to UNOPS policy in terms of safety and confidentiality. UNOPS does not guarantee any minimum volume of dispatches to be handled by the Contractor at any of the places specified further.

The selected company will be required to ensure and maintain a high level of service, through application of methods / techniques, and use of environmentally friendly products, which are designed to reduce the impact on the environment. Supplies used for mailing and courier services should be environmentally friendly and
comply with the local environmental regulations. 

Scope of the services:

The Contractor shall provide services as and when requested by UNOPS in Ukraine in its capacity as an accredited courier company. The scope of such services shall include the following:

Domestic door-to-door courier services (within Ukraine) shall include, but not limited to: 
· Delivery of documents or packages within the same city with receipt by the Sender and delivery to the Recipient on the same working day; 
· Delivery of documents or packages within the same city with receipt by the Sender and delivery to the Receiver on the next business day; 
· Delivery of documents or packages to major cities on next business day; 
· Delivery of documents or packages from one city to another, on receipt of the dispatch and delivery to the addressee in 2 working days; 
· Delivery of documents or packages to any town / village of Ukraine, even in remote locations.

International door-to-door courier services (outside Ukraine) shall include, but not limited to: 
· Delivery of documents or packages before 12:00 noon on a next business day;
· Emergency delivery within the shortest possible time.


Delivery time requirements and Comparative Data Table:

Lot 1: Domestic door-to-door courier services (within Ukraine) shall include, but not limited to

	No
	Regional Zone
	Weight of the parcel
	Is bid compliant? Bidder to complete
	Details. Bidder to complete

	
	
	Up to 0,1 kg
	Up to 0,3 kg
	Up to 0,5 kg
	Up to 1,0 kg
	Up to 10 kg
	
	

	
	
	Delivery time* (delivery from the region or zone mentioned below to UNOPS office in Ukraine (10 Lypska Str., Kyiv, Ukraine) or delivery from UNOPS office in Ukraine to the region or zone mentioned below)
	
	

	1
	Ukraine
	 
	 
	 
	 
	 
	
	 

	1.1-1.24
	All regions of Ukraine (except Kyiv city)
	up to 48 hours
	up to 48 hours
	up to 48 hours
	up to 48 hours
	up to 48 hours
	☐ Yes   ☐ No
	 

	1.25
	Kyiv city**
	the same day
	the same day
	the same day
	the same day
	the same day
	☐ Yes   ☐ No
	 

	
	* "Days" in the delivery time means calendar days

	
	** Parcels within Kyiv city must be delivered the same working day under the condition that the courier was ordered the day before (before 18.00 Kyiv time)



Lot 2: International door-to-door courier services (outside Ukraine) shall include, but not limited to: 

	No
	Regional Zone
	Weight of the parcel
	Is bid compliant? Bidder to complete
	Details. Bidder to complete

	
	
	Up to 0,1 kg
	Up to 0,3 kg
	Up to 0,5 kg
	Up to 1,0 kg
	Up to 10 kg
	
	

	
	
	Delivery time* (delivery from the region or zone mentioned below to UNOPS office in Ukraine (10 Lypska Str., Kyiv, Ukraine) or delivery from UNOPS office in Ukraine to the region or zone mentioned below)
	
	

	1
	CIS 
	up to 3 days
	up to 3 days
	up to 3 days
	up to 3 days
	up to 3 days
	☐ Yes   ☐ No
	 

	2
	Europe 
	up to 4 days
	up to 4 days
	up to 4 days
	up to 4 days
	up to 4 days
	☐ Yes   ☐ No
	 

	3
	Asia 
	up to 6 days
	up to 6 days
	up to 6 days
	up to 6 days
	up to 6 days
	☐ Yes   ☐ No
	 

	4
	Africa 
	up to 8 days
	up to 8 days
	up to 8 days
	up to 8 days
	up to 8 days
	☐ Yes   ☐ No
	 

	5
	Americas and Australia 
	up to 15 days
	up to 15 days
	up to 15 days
	up to 15 days
	up to 15 days
	☐ Yes   ☐ No
	 






General Qualification requirements:

The Bidder is required to meet the following qualification requirements:

· A fully accredited international courier service company familiar with the requirement of UNOPS as set out;
· Possess the necessary facilities, policies, personnel and equipment ready to perform the desired services under the terms and conditions as set out in UNOPS General Conditions of Contract for the provision of services;
· Provide worldwide courier services;
· Ensure prompt delivery of the courier mails to different destinations;
· Prompt collection of courier mails from UNOPS office upon request;
· Provide electronic booking system and adequate free of charge hardware;
· Maintain online tracking system (only for international deliveries, specified in lot 2) for the shipment’s tracking purposes;
· Effect daily collection from UNOPS premises between 9:00 am and 6:00 pm and occasional collection from specified location (upon request);
· Allocate a dedicated manager for handling issues, if arise; Or provide call center for inquiry for questions about services, delivery status and other operational issues;
· Handle and organize all import-export clearances for “to door” deliveries;
· Have established procedures for handling claims/complaints in case of any losses, damages or delays of consignment delivery;
· Able to guarantee a standard shipping service and express delivery period;
· Offer the cost of insurance (for the parcels) to be included in the general shipment cost;
· Ensure adequate packing materials and consumables used for the packings;
· Return undelivered shipment to UNOPS after at least three attempts;
· Handle parcels with due care and caution and immediately return the parcel to UNOPS, if sealing found to be damaged/broken;
· Have proven experience of work with diplomatic institutions and/or experience in working with UN agencies or other international organizations;
· Have proven experience in courier service for humanitarian and technical aid missions and diplomatic cargo deliveries.
Budget and Contract modality: 

This RFQ is expected to be a process for establishment of a Blanket Purchase Agreement (BPA) with services unit prices for a total budget not to exceed USD 49,990.

Billing and payment: 

The selected Bidder (Contractor) will invoice UNOPS only for the services ordered by a written request and fully delivered to the last destination. The total orders/invoices under this BPA shall not exceed the budget indicated in the contract (BPA). Services delivered to UNOPS will be paid by UNOPS by Bank transfer to a Contractor within maximum thirty (30) days from the date of acceptance of the original invoices. 
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