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REQUEST FOR QUOTATIONS (RFQ) 

AND  
GENERAL INSTRUCTION TO SUPPLIERS (GIS)1 

 
To : All Interested Suppliers 

Project: Stock  Prepositioning of IOM Visibility Materials 

Ref. No.: RFQ2018.000_Supply and Delivery of IOM Visibility Materials  

Date : July 30, 2018 

 

 

The International Organization for Migration (IOM) is an intergovernmental organization 

established in 1951 and is committed to the principle that humane and orderly migration 

benefits both migrants and society.  

 

In the framework of Stock Prepositioning of IOM Visibility Materials, the IOM invites 

interested eligible Suppliers to submit Quotations for the Supply and Delivery of Various 

Visibility Items for IOM under a Long Term Agreement for a period of Two (2) years with 

possibility of extension for one (1) more year.  Refer to Annex C for the complete list and 

specifications. 

 

Item No. Item Description Quantity Unit 

1 Various Visibility Items (link) 

 

With this RFQ is the GIS which include the Instructions to Suppliers, Technical 

Specifications and administrative requirements that Suppliers will need to follow in order to 

prepare and submit their quotation for consideration by IOM.  

 

IOM reserves the right to accept or reject any quotation, and to cancel the procurement process 

and reject all quotations at any time prior to award of Purchase Order or Contract, without 

thereby incurring any liability to the affected Supplier/s or any obligation to inform the affected 

Supplier/s of the ground for IOM’s action. 

 

 Very truly yours, 

 

 

Mr. Vladimir Maslarov 

Head-Global Procurement and Supply Unit 

 

IOM is encouraging companies to use recycled materials or materials coming from 

sustainable resources or produced using a technology that has lower ecological footprints. 

 

                                                 
1 This RFQ template is for the procurement of Goods requiring a more formal selection process with cost  

threshold of less than USD300,000. It contains general instruction to Suppliers and applicable forms which can  

be modified by the Mission to suit their specific requirements. 

GPSU.SF-19.2 

https://www.iom.int/sites/default/files/request_for_quotations_rfq_with_general_instruction_to_suppliers_gis_visibility_materials_with_annexes.zip
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GENERAL INSTRUCTION TO SUPPLIERS (GIS) 

 
1. Description of Goods 

 

IOM request prospective suppliers to submit quotation for the supply and delivery of 

Various Visibility Materials. IOM may select the Single or Multiple Suppliers per lot 

or combination of lots with which a Long Term Agreement (LTA) framework contract 

will be awarded. A Long Term Agreement (LTA) is a contract between IOM and 

suppliers for the purpose of laying down essential terms governing a series of specific 

contracts to be awarded during a given period, outlining the duration, subject, prices, 

conditions of performance and the qualities envisaged. 

 

2. Corrupt, Fraudulent, and Coercive Practices 

 

IOM requires that all IOM Staff, manufacturers, suppliers or distributors, observe the 

highest standard of ethics during the procurement and execution of all contracts. IOM shall 

reject any proposal put forward by Suppliers, or where applicable, terminate their contract, 

if it is determined that they have engaged in corrupt, fraudulent, collusive or coercive 

practices. In pursuance of this policy, IOM defines for purposes of this paragraph the terms 

set forth below as follows: 

 

 Corrupt practice means the offering, giving, receiving or soliciting, directly or 

indirectly, of any thing of value to influence the action of the Procuring/Contracting 

Entity in the procurement process or in contract execution; 

 

 Fraudulent practice is any act or omission, including a misrepresentation, that 

knowingly or recklessly misleads, or attempts to mislead, the Procuring/Contracting 

Entity in the procurement process or the execution of a contract, to obtain a 

financial gain or other benefit to avoid an obligation; 

 

 Collusive practice is an undisclosed arrangement between two or more bidders 

designed to artificially alter the results of the tender procedure to obtain a financial 

gain or other benefit; 

 

 Coercive practice is impairing or harming, or threatening to impair or harm, directly 

or indirectly, any participant in the tender process to influence improperly its 

activities in a procurement process, or affect the execution of a contract 

 

3. Conflict of Interest 

 

All Suppliers found to have conflicting interests shall be disqualified to participate in the 

procurement at hand. A Supplier may be considered to have conflicting interest under any 

of the circumstances set forth below: 

 

 A Supplier has controlling shareholders in common with another Supplier; 

 

 A Supplier receives or has received any direct or indirect subsidy from another 

Supplier; 
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 A Supplier has the same representative as that of another Supplier for purposes of this 

quotation; 

 

 A Supplier has a relationship, directly or through third parties, that puts them in a 

position to have access to information about or influence on the Quotation of another 

or influence the decisions of the Mission/Procuring Entity regarding this quotation 

process;  

 

 A Supplier submits more than one Quotation in this Quotation process; 

 

 A Supplier who participated as a consultant in the preparation of the design or 

technical specifications of the Goods and related services that are subject of this 

quotation process. 

 

4. Eligible Suppliers 

 

Only Suppliers that are determined to be qualified shall be considered for award.  The 

Supplier shall fill up and submit the standard IOM Vendor Information Sheet (VIS) 

(Annex J) to establish their eligibility together with the Quotation.  

 

The Supplier/s must have 2 years number of experience in manufacturing/producing the 

visibility materials listed under Annex C. 

 

5. Cost of Preparing the Quotation 

 

The Supplier shall bear all costs associated with the preparation and submission of his 

Quotation and IOM will not in any case be responsible and liable for the costs incurred. 

 

6.     Errors, omissions, inaccuracies and clarifications  

 

The documents and forms requested for the purpose of soliciting Quotations shall form 

part of the Contract; hence care should be taken in completing these documents.  

 

Suppliers shall not be entitled to base any claims on errors, omissions, or inaccuracies 

made in the Quotation Documents. 

 

Suppliers requiring any clarifications on the content of this document may notify the 

IOM through electronic mail at email address gpsu@iom.int copying evargas@iom.int 

and cmvelasco@iom.int 
    

IOM will respond to any request for clarification received during the period of August 1 

to 10, 2018. Copies of the response including description of the clarification will be 

given to all Suppliers who received this General Instruction, without identifying the 

source of the inquiry.   

 

Any other clarification received after this period will no longer be entertained. 

 

7. Confidentiality and Non-Disclosure 

  

All information given in writing to or verbally shared with the Supplier in connection with 

this General Instruction is to be treated as strictly confidential. The Supplier shall not share 

or invoke such information to any third party without the prior written approval of IOM. 

mailto:gpsu@iom.int
mailto:evargas@iom.int
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This obligation shall continue after the procurement process has been completed whether 

or not the Supplier is successful.  

 

8.    IOM’s Right to Accept any Quotation and to Reject any and all Quotations 

 

 IOM reserves the right to accept or reject any Quotation, and to cancel the procurement 

process and reject all Quotations, at any time prior to award of contract, without thereby 

incurring any liability to the affected Supplier/s or any obligation to inform the affected 

Supplier/s of the ground for IOM’s action. 

 

9. Requirements 

 

9.1 Quotation Documents (link) 

 

The following shall constitute the Quotation Documents to be submitted by the 

Suppliers: 

 

a.)  Quotation Form (Annex K) 

b.)  Price Schedule Form (Annex L) 

c.)  Stock Quantity Estimate and Technical Specifications Form (Annex C) 

d.)  Vendor Information Sheet (Annex J) 

e.)  IOM Code of Conduct (Annex I) 

 

Suppliers are required to use the forms provided as Annexes in this document. 

 

 9.2 Quotation Form 

 

The Quotation Form (Annex K) and other required documents shall be duly 

signed and accomplished and typewritten or written in indelible ink.  Any 

correction made to the prices, rates or to any other information shall be rewritten 

in indelible ink and initialed by the person signing the Quotation Form. 

 

The language of the Quotation shall be in English and prices shall be quoted in 

Philippine Pesos, exclusive of VAT. 

 

Prices quoted by the Supplier shall be fixed during Supplier performance of the 

contract and not subject to price escalation and variation on any account, unless 

otherwise approved by IOM. A submitted quotation with an adjustable price 

quotation will be treated as non responsive and will be rejected.\ 

 

Staircase Pricing must be provided (i. e. varying prices according to quantities 

procured).  

 

 9.3 Validity of Quotation Price 

 

The Quotation shall remain valid for a minimum period of 60 calendar days, after 

the deadline for submission. 

 

In exceptional circumstances, prior to expiry of the period of validity of 

quotations, IOM may request that the Suppliers extend the period of validity for a 

specified additional period. The request and the response there to shall be made in 

https://www.iom.int/sites/default/files/request_for_quotations_rfq_with_general_instruction_to_suppliers_gis_visibility_materials_with_annexes.zip
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writing. A supplier agreeing to the request will not be required or permitted to 

modify its quotation. 

 

 

 9.4 Documents Establishing Supplier’s Eligibility and Qualification 

 

The Supplier shall furnish, as part of its Quotation, documents establishing the 

Supplier’s eligibility to submit Quotation and its qualifications to perform the 

contract if its Quotation is accepted. The IOM’s standard Vendors Information 

Sheet (Annex J) shall be used for this purpose. 

 

10. Submission of Quotation Documents 

 

Quotation should be sent via email to gpsu@iom.int  or by hand delivery to below 

address on or before 11:00 AM (Manila Time) 15 August 2018. 

 

International Organization for Migration 

25F Tower 6789, Ayala Avenue, 

Makati City 1226 

Attention: GPSU Manila 

 

If by email, attachments must not exceed 2MB per email. 

 

Late Quotations will not be accepted. Quotation must be submitted using the Annexes 

provided. Quotation not conforming to the requested format may not be taken into 

consideration. 

 

11.    Opening of Quotations 

 

IOM reserves the right to conduct opening of Quotations in public or not. 

 

12.    Acceptance of Quotations. 

 

IOM is not bound to take an immediate decision on the acceptability or unacceptability of 

Quotations at the time of their opening.  

 

13. Rejection of Quotations 
 

Quotation can be rejected for the following reasons: 

 

(a)  the Quotation is not presented in accordance with this General Instruction;  

(b)  the Quotation Form or any document which is part of the Quotation    

        Document is not signed;  

(d)  the Supplier is currently under list of blacklisted suppliers; 

(e) the Supplier offer imposes certain basic conditions unacceptable to IOM 

(f) the Supplier does not accept IOM's contract terms and conditions 

 

IOM is not bound to accept any offer received and reserves the right to  waive any minor 

defect in an offer, provided, however, that such minor defect (i) does not modify the 

substance of the offer and (ii) does not change the relative ranking of the Suppliers.    
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14. Evaluation of Quotations  
 

IOM shall evaluate and compare the Quotations on the basis of the following: 

 

(a) Eligibility Documents                                                    Pass/Fail 
presence or absence of the documents    

As listed in Vendor Information Sheet(VIS) 

(b) Completeness and responsiveness of the documents mentioned in 9.1 

(c) Compliance with Quality Requirements, technical specifications per Annex C 

(d) Price and Delivery Schedule 

 

Arithmetical errors will be corrected 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 

Supplier does not accept the correction of the errors, its Quotation will be rejected. If 

there is a discrepancy between words and figures, the amount in words will prevail. 

 

15. Post Qualification  

 

Prior to award, post-qualification will be carried out by IOM to further determine the 

selected Supplier’s technical and financial capability to perform the contract. IOM shall 

verify and validate any documents/information submitted and shall conduct ocular 

inspection of the office, plant and equipment.  

 

15.1   Audit of Manufacturing Facility / Warehouses 

 

Prior and/or after signing the Supply and Delivery Contract, a supplier production 

facility evaluation may be performed to ascertain if supplier will meet the acceptable 

standards. This may include but is not limited to standards such as: 

 

   Social standards as defined in the UN Global Compact; 

   Respect for the Convention of the Rights of the Child; 

   ISO9000 for Technical Competence and Quality Assurance. 

 

The audit may include Facility Information, Organization, Capacity, Machineries and 

Equipment, Quality Assurance System, Raw Material Storage, Supply Chain, Research 

and Development, Environment among others.  

 

16. Award of Contract   
     

The awards will be made on Lot basis (per lot or combination of lots). A Model 

Recurring Supply Contract is attached as Annex E. IOM shall notify the selected 

Supplier through a Notice of Award. IOM shall also notify in writing, the other Suppliers 

who were not selected without disclosing the reason for rejection.   

 

17. Delivery Site and Period of Delivery 

 

The goods should be delivered at the following delivery site/s: 

 

25th Floor, 6789 Alphaland Building, 1226 Makati City Philippines; look for Egay 

Vargas Jr or Carl Velasco (in case focal point is not present). 
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Delivery period shall be within 10-15 calendar days upon acceptance of the Purchase 

Order. 

 

18.  Inspection and Acceptance 

 

  Refer to Annex for Quality Assurance Inspections 

 

19. Liquidated Damages 

 

If the Supplier fails to deliver any or all of the goods within the period specified in 

Clause 17 above, a penalty payment of 0.1% of the price of the undelivered goods for 

every day of breach of the delivery schedule by the Supplier will be requested 

 

19. Payment  

 

 Payment shall be made only upon IOM’s acceptance of the goods, and upon IOM’s 

receipt of invoice describing the goods delivered2.  

 

IOM may grant an advance payment equivalent to maximum of 10% of the Contract 

Amount upon submission of a claim and a Bank Guarantee for the equivalent amount 

valid until the goods are delivered and in the form provided in Annex F. The bank 

guarantee may be waived if the advanced amount is less than USD Ten Thousand 

Dollars (USD10,000). 

 

20.  Warranty  
 

Warranty shall be quoted based on the standard warranties provided by the 

manufacturer unless specified in the Technical Specifications of this General 

Instruction. A Warranty Certificate shall be provided by the Supplier. 

 

21. Settlement of Dispute 

 

The United Nations Commission on International Trade Law (UNCITRAL) arbitration 

rules will apply for any dispute, controversy or claim that will arise in relation to the 

procurement process.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                 
2
 Insert conditions if progress payment is allowed 



8 
 

 

       

QUOTATION FORM (Annex K) 

 

 

Date  :   _______________________ 

 

To :   _______________________ 

     _______________________ 

     _______________________ 

 

 

Having examined the General Instruction for the Supply and Delivery of [insert description 

of goods], the receipt of which is hereby duly acknowledge, I, representing [name of 

company] offer to supply and deliver the requested goods in conformity with the General 

Instruction for the total amount of [total bid amount in words and figures and currencies]  in 

accordance with the Price Schedule (Annex L) which is herewith attached and form part of 

this Quotation. 

 

I undertake if my offer is accepted, to deliver the goods in accordance with the delivery 

schedule set out in the Price Schedule. 

 

I agree to abide by this Quotation for the Validity Period specified in the General Instruction 

which may be accepted at any time before the expiration of that period. 

 

Until a formal contract is prepared and executed, this Quotation Form, together with your 

Notice of Award shall constitute a binding agreement between us. 

 

I hereby certify that this Quotation complies with the requirements stipulated in the General 

Instruction. 

 

Dated this______________day of____________20_____. 

 

________________________           ________________________________ 

[signature over printed name]           [in the capacity of] 

 

 

Duly authorized to sign Quotation for and on behalf of  

____________________________________   [name of company] 
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             Annex L 

 

PRICE SCHEDULE FORM 

    

   PROJECT TITLE :  ____________________________ 

   LOCATION          :  ____________________________ 

   REF NO.               :  ____________________________          

 

 

 

__________________________________________                                                                                      

Suppliers authorized signature over printed name 

ITEM 

NO. 
ITEM DESCRIPTION 

COUNTRY 

OF ORIGIN 
QUANTITY UNIT 

UNIT 

PRICE 

TOTAL 

PRICE 

DELIVERY 

SCHEDULE 

DELIVERY 

SITE /FINAL 

DESTINATION 

            

            

            

            

            

            

            

            

            

            

            

            

 TOTAL           


