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REQUEST FOR QUOTATION
for the

Provision of catering services for participants of the UNICRI Conference “Depriving Criminal Organizations of their Illicit Assets” 
	Reference: RFQ 2014/04-007                                                                                         Date: 28 April 2014


	Prepared by: Giuseppe Dario Ferrentino, Procurement Assistant



	Deadline for submission: 09 May 2014 – 15h00



1. Background
The United Nations Interregional Crime and Justice Research Institute (UNICRI), through this Request for Quotation (RFQ), seeks to appoint a suitable supplier for the provision of coffee-breaks and buffet lunches for the participants of the conference Depriving Criminal Organizations of their Illicit Assets that will be held in Rome on 16 and 17 June 2014 at the Tempio di Adriano, located in Piazza Di Pietra.
2. This RFQ consist of this document and the following annexes:

Annex A
Terms and Conditions;
Annex B
Mandatory Requirements;
Annex C
Terms of Reference;

Annex D
Financial Quotation Submission Form;

Annex E
Vendor Information Form.
3. Description of service

The Contractor shall provide the services specified in Annex C hereto Terms of Reference.
4. Instruction for bidders / Preparation of quotations/offers

4.1. Offers are required to be submitted no later than 15h00 on 09 May 2014, quoting our ref. number 

       RFQ 2014/04-007:

· via email to ferrentino@unicri.it. 
· by courier to UNICRI, Procurement Office, Viale Maestri del Lavoro 10, 10127 Torino. The envelope shall report your Company name and our ref. number.
Late quotations or quotations sent to another address may be rejected.
4.2. The offer shall contain the following:

· Brief Company profile

· Please provide a brief presentation of your company and/or or provide the web site URL to enable us to gain further information.
· Mandatory requirements (Annex B)

· Please complete and sign the Annex B.

· Financial Quotation Submission Form (Annex D)

· Please complete and sign the Annex D.

· Vendor Information Form (Annex E)
· Please complete and sign the Annex E.
ANNEX A – TERMS AND CONDITIONS
	Language
	The quotation shall be in English.

	Payment Terms

 
	Financial rules and regulations of the United Nations do not foresee advance payments or payments by letter of credit. Such provisions in a quotation will be prejudicial to its evaluation by UNICRI.
Payment will be made through bank transfer within 30 days from the receipt of the invoice and upon UNICRI certification of satisfactory completion of the service.


	Validity of quotations


	30 days from closing date.

	General Terms and Conditions


	This RFQ is subject to the United Nations General Terms and Conditions of Contract available at http://www.un.org/depts/ptd/pdf/general_condition_services.pdf


	Tax Exemption
	Please note that the Host Country (Italy) recognizes to UNICRI the exemption from VAT (IVA) for values of 300€ or above. Hence, your pricing should take this status into account (pricing should be specified net of national taxes).


	Contact person for inquiries (written inquires only)*
	Please direct any inquiries concerning this RFQ to:

Giuseppe Dario Ferrentino, UNICRI Procurement Assistant

Email: ferrentino@unicri.it
All inquiries should be received by 16h00, 7 May 2014.
Any delay in UNICRI’s response shall be not used as a reason for extending the deadline for submission, unless UNICRI determines that such an extension is necessary and communicates a new deadline.



	Evaluation and Contract Award
	Offers will be evaluated based on their responsiveness to the requirements.

Award will be made to the lowest priced offeror that meets the requirement stated in this RFQ and its Annexes.


* This contact person and address is officially designated by UNICRI. If inquiries are sent to other person/s or address/es, even if they are UNICRI staff, UNICRI shall have no obligation to respond nor can UNICRI confirm that the query was received.

ANNEX B - MANDATORY REQUIREMENTS

Please provide answers to the following statements

	Requirements


	Yes/No

	Adherence to the Terms and Conditions of this RFQ


	

	The conference will be held at the “Tempio di Adriano”, located in Piazza di Pietra, in Rome city centre. Providers will be responsible to ensure that they are in possession of all necessary documentation and authorizations to access the city centre and reach the conference location on 16 and 17 June.

Costs eventually incurred for obtaining such documentation and/or authorizations will fall within the responsibility of the service provider. The latter needs to ensure its availability for the entire working day in order to successfully deliver the services.

	

	The conference envisages the participation of English speaking audience. Consequently, at least 1 waiter with basic knowledge of English is needed during the services. He/she needs to have sufficient knowledge to answer possible questions related to food contents (particularly important in case of guests with allergies or food intolerances).


	

	The Contractor shall designate one point of contact (as Account or Customer Service Manager) to facilitate information exchange between UNICRI and the Contractor. The Account/Customer Service Manager will communicate with designated representatives of UNICRI and will be responsible for the entire service provision, including but not limited to responding inquires, contract management, payment and follow-up of invoices

	


Signature:

_____________________________                                       

Date:


_____________________________ 

Name and Title:

_____________________________ 

ANNEX C - TERMS OF REFERENCE
BACKGROUND INFORMATION

UNICRI is a United Nations entity established in 1968 and mandate to assist intergovernmental, governmental and non-governmental organizations in formulating and implementing improved policies in the field of crime prevention and criminal justice. The Institute strongly emphasizes action-oriented analysis and integrated technical assistance. The current priorities are justice reform, financial and emerging crimes and security governance.

UNICRI is organizing a conference in Rome dedicated to the reinvestment of illicit assets into the legal economy. The conference is organized in cooperation with the Italian Ministry of Economic Development and the US Department of State.

OBJECTIVE

UNICRI is seeking a provider for catering services (coffee breaks and lunches) for the conference that is being organized in Rome at the Tempio di Adriano on the 16 and 17 of June 2014. 

SPECIFICATION

The service provider will have to provide the following:

1. Day 1,  16 June 2014:

· 1 coffee break buffet for 100 people (at approximately 11:30 in the morning): coffee, tea, croissants, mineral water.

· 1 buffet lunch (at 13:00) for 100 people, no table service but possibility of tables to leave plates: 1 cold starter and 1 hot starter, 1 meat main course, 1 fish main course, 1 course for vegetarians, 2 sides, fruits, dessert, water, soft drinks, coffee and tea

· 1 coffee break buffet for 100 people (at approximately 15:45 in the afternoon): Coffee, tea, fruit juices, mineral water.

2. Day 2, 17 June 2014

- 1 coffee break buffet for 80 people (at approximately 11:15 in the morning): coffee, tea, croissants, mineral water.

- 1 buffet lunch (at approximately 13:15) for 80 people, no table service but possibility of tables to leave plates: 1 cold starter, 1 meat course, 1 course for vegetarians, 1 side dish, fruits, dessert, water, soft drinks, coffee and tea

3. Miscellaneous

Availability of 200 500ml bottles of still water and 120 water glasses for 16 June o be left in the conference room the day before the conference or the same day at approximately 09h00.

Availability of 100 500ml bottles of still water and 120 water glasses for 17 June o be left in the conference room the day before the conference or the same day at approximately 09h00.

The service shall include:

· Big table for buffet and 15 small tables for guests to leave empty plates and glasses.
· Glasses

· Plastic crockery and cutlery of good quality.
· Food warmers and all other appliances necessary for catering table setting and buffet.

· Removal and cleaning of the space used for coffee breaks and lunches.

SELECTION CRITERIA / CONTRACT AWARD

Award will be made to the lowest priced offeror that meets the requirement stated in the Terms of Reference.
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ANNEX D – FINANCIAL QUOTATION SUBMISSION FORM

1.   Day 1, 16 June 2014:

1.1.   Coffee break for 100 guests to be served at 11h30

	Description
	Price without VAT

	coffee, tea, croissants, mineral water


	€       per person


1.2.   Buffet lunch for 100 guests to be served at 13h00.
	Description
	Proposed menu 1
	Proposed menu 2
	Price without VAT

	1 cold starter 


	     
	     
	€       per person

	1 hot starter


	     
	     
	

	1 meat main course


	     
	     
	

	1 fish main course


	     
	     
	

	1 course for vegetarians


	     
	     
	

	2 sides


	     
	     
	

	fruits


	     
	     
	

	dessert


	     
	     
	

	water, soft drinks, coffee and tea
	water, soft drinks, coffee and tea


	water, soft drinks, coffee and tea
	


1.3.   Coffee break for 100 guests to be served at 15h45.

	Description
	Price without VAT

	Coffee, tea, fruit juices, mineral water


	€       per person


2.   Day 2, 17 June 2014:
2.1.   Coffee break for 80 guests to be served at 11h15.

	Description
	Price without VAT

	coffee, tea, croissants, mineral water


	€       per person


2.2.   Buffet lunch for 80 guests to be served at 13h15
	Description
	Proposed menu 1
	Proposed menu 2
	Price without VAT

	1 cold starter 


	     
	     
	€       per person

	1 meat course


	     
	     
	

	1 course for vegetarians


	     
	     
	

	1 side dish


	     
	     
	

	fruits


	     
	     
	

	dessert


	     
	     
	

	water, soft drinks, coffee and tea
	water, soft drinks, coffee and tea


	water, soft drinks, coffee and tea
	


3.  Miscellaneous

	Description
	Price without VAT

	300 500ml bottles of still water

120 water glasses/day


	€       per bottle (glasses included)


	Description
	Price without VAT

	· Tables for buffet and to leave empty plates and glasses.
· Glasses

· Plastic crockery and cutlery of good quality
· Food warmers and all other appliances necessary for catering.

· Waiter service during the coffee-breaks (minimum 1 waiter/waitress)

· Waiter service during the lunches (minimum 2 waiter/waitress)


	€       (Lump sum price)


Signature:

_____________________________                                       

Date:


_____________________________ 

Name and Title:

_____________________________ 

ANNEX E – VENDOR INFORMATION FORM
To be completed by the Vendor (All fields marked with an ‘*’ are mandatory) 

All vendors are required to register companies online, on the United Nations Global Marketplace (UNGM) www.ungm.org. Please note that vendors must select United Nations Secretariat at the Agency Selection stage of the registration process.

After your registration with the United Nations Global Marketplace you will be assigned a number that you must forward to us and quote in any commercial dealing with us.
Registration and acceptance on UNGM is a prerequisite for award of the contract.

UN Global Market Place (UNGM) Vendor ID Number*:      
Legal Company Name (Not trade name or DBA name) *:      
Company Contact *:      
Address *:      
City *:                                                                   

Postal Code *:      
Country *:      
Phone Number *:      
Fax Number *:      
Email Address *:      
Company Website:      
Signature:

_____________________________                                       

Date:


_____________________________ 

Name and Title:

_____________________________ 
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