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Date: 10th June 2025 

REQUEST FOR QUOTATION  
RFQ Nº UNFPA/BKK/RFQ/25/002 

Dear Sir/Madam, 

UNFPA hereby solicits a quotation for the following service: The establishment of Long-Term Agreement 
(LTA) for the Provision of Translation and Interpretation Services 

I. About UNFPA

UNFPA, the United Nations Population Fund (UNFPA), is an international development agency that works 
to deliver a world where every pregnancy is wanted, every child birth is safe and every young person�s 
potential is fulfilled. 

UNFPA is the lead UN agency that expands the possibilities for women and young people to lead healthy 
sexual and reproductive lives. To read more about UNFPA, please go to: UNFPA about us 

II. Service Requirements/Terms of Reference (ToR)

United Nations Population Fund Asia and Pacific Regional Office (UNFPA APRO) is looking for qualified 
service providers for providing �The Provision of Translation and Interpretation Services�. 

The objective of the RFQ is to identify suppliers who can provide UNFPA with �the Provision of Translation 
and Interpretation Services� as indicated in the Term of Reference (TOR).  The selected suppliers are 
expected to sign Long-Term Agreements (LTAs) with UNFPA APRO for three (3) years with the option of 
a one-year extension and another one-year extension to provide the �Provision of Translation and 
Interpretation Services� to have a standard price list which selected suppliers and UNFPA can use the 
services upon needs and requirements. 

Detail of the Service Requirements/Terms of Reference can be found in the ANNEX II 

III. Questions

Questions or requests for further clarifications should be submitted in writing to the contact person below: 

Name of contact person at UNFPA: Ms. Jarintorn Kiatniyomrung 

Tel Nº: +66 2 687 0159

Email address of contact person: kiatniyomrung@unfpa.org 
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The deadline for submission of questions is Wednesday 18th June 2025 at 17:00 hours, Bangkok 
time1.  
Questions will be answered in writing and shared will parties as soon as possible after this deadline. 

 
IV. Eligible Bidders 

 
This Request for Quotation is open to all eligible bidders; to be considered an eligible bidder for this 
solicitation process you must comply with the following: 
 

 A bidder must be a legally-constituted company that can provide the requested services and have 
legal capacity to enter into a contract with UNFPA to deliver the services in the country, or through 
an authorized representative. Individuals without any organizational affiliation will not be 
considered. 

 A bidder must not have a conflict of interest regarding the solicitation process or with the TORs. 
Bidders found to have a conflict of interest shall be disqualified. 

 At the time of Bid submission, the bidder, including any JV/Consortium members, is not under 
procurement prohibitions derived from the Compendium of United Nations Security Council 
Sanctions Lists and has not been suspended, debarred, sanctioned or otherwise identified as 
ineligible by any UN Organization or the World Bank Group. 

 Bidders must adhere to the UN Supplier Code of Conduct, which may be found by clicking on UN 
Supplier Code of Conduct. 

V. Content of quotations 

Quotations should be submitted via a TWO-envelope system. Interested Bidders are requested to submit 
their Technical Bid & Declaration From separately from their Financial Bid containing the price information. 
Each envelope shall consist of a single email whenever possible, depending on file size. 
 
a) Technical proposal, in response to the requirements outlined in the service requirements / TORs. 
 
The Technical Bid should be concisely presented and structured in the following order to include, but not 
necessarily be limited to, the following information:  

 
1. Brief description of the firm and the firm�s qualifications: providing information that will facilitate 

our evaluation of your firm/institution�s substantive reliability, such as catalogues of the firm 
and financial and managerial capacity to provide the services, summary of corporate structure 
and area of specialization, location of offices, detail experience with accreditations. number 
and type of employees 

 
2. Your firms� understanding of the requirements for services and the objective of this project, 

including assumptions: Include any assumptions as well as comments on the data, support 
services and facilities to be provided as indicated in the TOR or as you may otherwise believe 
to be necessary. 

 

 
1 http://www.timeanddate.com/worldclock/city.html?n=69
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3. Proposed Approach, Methodology, Timing and Outputs: any comments or suggestions on the 
TOR, as well as your detailed description of the manner in which your firm/institution would 
respond to the TOR.  You should include the number of person hours/days in each 
specialization that you consider necessary to carry out all work required.  

 
4. Proposed Team Structure: The composition of the team that you would propose to provide to 

the assignment, and the work tasks (including supervisory) which would be assigned to each. 
An organogram/organization chart illustrating the reporting lines, together with a description of 
such organization of the team structure, should support your Bid.  

 
5. Proposed Project Team Members: attach the curriculum vitae of the senior professional 

member of the team and members of the proposed team2:. 
 

6. UNFPA requests Bidders to submit information on environmental and social policies and any 
related documentation in their Bid.  

 
7. The record of previous experience or related assignments that are similar to this assignment. 
 
8. Copies of current certificates such as company registration certificate, VAT/Tax Registration 

Certificate, etc. 

b) Signed Declaration Form, to be submitted strictly in accordance with the document. 

c) Price quotation, to be submitted strictly in accordance with the price quotation form. 
 
All parts of the quotation must be signed by the bidding company�s relevant authority and submitted in 
PDF format. 
 

VI. Instructions for submission  
 

Proposals should be prepared based on the guidelines set forth in Section V above, along with a properly 
filled out and signed declaration form and price quotation form, are to be sent by e-mail to Email address 
for bid submission at apro-procurement@unfpa.org no later than Wednesday 2nd July 2025 at 17:00 
hours, Bangkok time3. 

Please note the following guidelines for electronic submissions to UNFPAs APRO�s dedicated email 
address: 

 The following reference must be included by the Bidder in the email subject line: 
o RFQ Nº UNFPA/BKK/RFQ/25/002 - [Company name], Technical Bid 
o RFQ Nº UNFPA/BKK/RFQ/25/002 - [Company name], Financial Bid 

 
2 The selected service provider shall perform the Services using the personnel listed as key personnel in 
the Contract. Substitution of key personnel shall only be permitted and agreed upon by UNFPA. 

3 http://www.timeanddate.com/worldclock/city.html?n=69
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o Submissions without this text in the email subject line may be rejected or overlooked and 
therefore not considered. 

 It is the Bidder�s responsibility to assure compliance with the submission process. If the envelopes or 
emails are not marked / submitted per the instructions, UNFPA will neither assume responsibility for the 
bid�s misplacement or premature opening nor guarantee the confidentiality of the Bid process.  Incorrect 
submissions might result in your Bid being declared invalid.  

 Please do NOT send the emails containing your offer to any other email address (not even as a copy 
(CC) or blind copy (BCC)); otherwise UNFPA will not be able to guarantee confidentiality and fair and 
transparent handling of your bid. UNFPA reserves the right to reject bids sent via the appropriate channel 
but copied or blind copied to other email addresses. 

 The total email size may not exceed 25 MB (including email body, encoded attachments and 
headers). Where the technical details are in large electronic files, it is recommended that these be sent 
separately before the deadline.  

 It is the Bidder�s responsibility to ensure that Bids sent by email are received by the submission deadline. 
When submitting electronic offers, Bidders will receive an auto-reply acknowledging receipt of the first 
email. Should your offer require you to submit more than one email, in the body of this first email, bidders 
are requested to list the number of messages that make up their technical offer and the number of 
messages that make up their financial offer. If you do not receive any auto-reply for the first email from 
UNFPA�s email system, please inform Ms. Jarintorn Kiatniyomrung, Programme Admin. Associate, at 
kiatniyomrung@unfpa.org 

 Any quotation submitted will be regarded as an offer by the bidder and does not constitute or imply the 
acceptance of any quotation by UNFPA. UNFPA is under no obligation to award a contract to any 
bidder as a result of this RFQ. 

 
VII. Overview of Evaluation Process 

 
The evaluation will be carried out in a two-step process by an ad-hoc evaluation panel. Technical proposals 
will be evaluated and scored first, prior to the evaluation and scoring of price quotations 
 
Technical Evaluation 
 
Technical proposals will be evaluated based on their responsiveness to the service requirements /TORs 
listed in Section II and in accordance with the evaluation criteria below.  
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Criteria (A) 
Maximum Points 

(B) 
Points 

attained 
by 

bidders 

(C) 
Weight 

(%) 

(B) X (C)= 
(D) 

Total 
points 

Requirement for 
institution/company/firm: 
 
The service provider/s should 
demonstrate proven 
experience delivering high-
quality, contextually 
appropriate 
translation/interpretation 
services in development and/or 
humanitarian settings, 
including familiarity with GBV. 
The service provider/s should 
provide evidence of such 
experience in the form of 
previous project descriptions 
and related 
results/assessments, as well 
as specific client references 
indicating names and 
descriptions of clients who 
availed of similar services in 
the past. 

  
100 

 
 Professional Translation and  

Interpretation Experience: A 
proven track record with at least 
5 years of professional 
translation experience, ideally 
within the UN system, 
humanitarian, or development 
sectors. 

 Language Proficiency: A proven 
track record in translating and 
interpreting between  English 
and the target languages 
(Khmer, Bahasa Indonesia, Lao, 
Thai, Vietnamese). Subject 
Matter Expertise: Familiarity 
with gender-based violence 
(GBV) prevention, social justice, 
or related fields. Experience 
with technical and policy-
oriented content is an 
advantage. 

 Educational Background: A 
degree in Translation, 
Linguistics, Communication, or 
a related field. Relevant 
certifications in translation or 
language studies are highly 
desirable. 

 Technical Skills: Proficiency in 
using Computer-Aided 
Translation (CAT) tools and 
maintaining translation 
memories. Strong research 
skills to accurately translate 
specialized terminology.

 Quality and Consistency: 
Demonstrated ability to maintain 
consistency in terminology, 
style, and tone across multiple 
documents. Experience with 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
40% 
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developing or using glossaries 
and style guides is beneficial. 

 Communication and 
Coordination: Excellent written 
and verbal communication skills 
to effectively collaborate with 
UNJP focal points and subject 
matter experts. Ability to 
incorporate feedback and 
adhere to established 
deadlines.

 Attention to Detail: Meticulous 
attention to detail to ensure 
accuracy, cultural relevance, 
and adherence to UN language 
standards in all deliverables.

Requirements of the 
individual 
translators/interpreters: 
 
The quality and capacity of key 
individual 
translators/interpreters 

 
100 

 
 At least 3 years� professional 

experience in translation/ 
interpretation from English to 
Khmer, Bahasa Indonesia, Lao, 
Thai, Vietnamese and vice 
versa. 

 Educational Background: A 
degree in Translation, 
Linguistics, Communication, or 
a related field. Relevant 
certifications in translation or 
language studies are highly 
desirable. 

 Familiarity with CEDAW, gender 
and development, TFGBV, 
GBV, social norms, FGM/C and 
child, early and forced marriage. 

 Language Proficiency: 
Advanced command of English 
and the target languages 
(Khmer, Bahasa Indonesia, Lao, 
Thai, Vietnamese). Fluency in 
both written and spoken forms 
is essential. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
40% 

  

Key Requirements for the 
provision of services: 

100 
 Strength and diversity of 

relevant portfolios on similar 
content/topics 

 
 
 
 
 

20%   
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 Adequate human resources 
availability and company profile 

Grand Total for all criterion  300 100% 

The following scoring scale will be used to ensure objective evaluation:  

Degree to which the Terms of Reference requirements are met 
based on evidence included in the Bid submitted 

Points  
out of 100 

Significantly exceeds the requirements 90 � 100 

Exceeds the requirements 80 � 89  

Meets the requirements 70 � 79 

Partially meets the requirements 1 � 69 

Does not meet the requirements or no information provided to assess 
compliance with the requirements 

0 

Financial Evaluation  

Price quotes will be evaluated only for bidders whose technical proposals achieve a minimum score of 70 
points in the technical evaluation.  

Price quotes will be evaluated based on their responsiveness to the price quote form. The maximum 
number of points for the price quote is 100, which will be allocated to the lowest total price provided in the 
quotation. All other price quotes will receive points in inverse proportion according to the following formula: 
 

Financial score     = 

 
Lowest quote ($) 

X 100 (Maximum score) 
Quote being scored ($) 

Total score 

The total score for each proposal will be the weighted sum of the technical score and the financial score.  
The maximum total score is 100 points. 
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Total score = 70% Technical score + 30% Financial score 

VIII. Award Criteria  
 

In case of a satisfactory result from the evaluation process, UNFPA intends to award Long Term 
Agreements (LTAs) for the �Provision of Translation and Interpretation Services� with duration of three (3) 
years with the option of a one-year extension and another one-year extension to the Bidder(s) that obtains 
the highest, the second highest, the third highest, the fourth highest, and the fifth highest combined score 
of the Technical and Financial evaluation in each specific services. Details as follow; 

 Five (5) Long-Term Agreements (LTAs) for the Translation Service and  
 Five (5) Long-Term Agreements (LTAs) for the Interpretation Service  

 
UNFPA may award Long-Term Agreements (LTAs) for all the services requested under this RFQ or for 
specific service depending on the technical strengths and expertise of the prospective proposers following 
a comprehensive evaluation indicated under article VII. Overview of Evaluation Process.  
 
The Bidder(s) can bid for Translation Services, or Interpretation Services, or both, covering all languages 
specified in the TOR. 
 
During the validity of the LTAs, the LTA holders will be invited to quote for each specific requirement based 
on secondary bidding in order to ensure best value for money through effective competition based on the 
specific requirements. The confirmation of orders for specific requirements will be placed by issuing 
Purchase Orders.  
 

IX. Right to Vary Requirements at Time of Award  
 
UNFPA reserves the right at the time of award of contract to increase or decrease by up to 20% the volume 
of services specified in this RFQ without any change in unit prices or other terms and conditions. 
 

X. Payment Terms 
 
UNFPA payment terms are net 30 days upon receipt of invoice and delivery/acceptance of the milestone 
deliverables linked to payment as specified in the contract. 

 
XI. Fraud and Corruption 

 
UNFPA is committed to preventing, identifying, and addressing all acts of fraud against UNFPA, as well as 
against third parties involved in UNFPA activities. UNFPA�s policy regarding fraud and corruption is 
available here: Fraud Policy. Submission of a proposal implies that the Bidder is aware of this policy.  
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Suppliers, their subsidiaries, agents, intermediaries and principals must cooperate with the UNFPA Office 
of Audit and Investigations Services as well as with any other oversight entity authorized by the Executive 
Director and with the UNFPA Ethics Advisor as and when required.  Such cooperation shall include, but 
not be limited to, the following: access to all employees, representatives agents and assignees of the 
vendor; as well as production of all documents requested, including financial records.  Failure to fully 
cooperate with investigations will be considered sufficient grounds to allow UNFPA to repudiate and 
terminate the Agreement, and to debar and remove the supplier from UNFPA's list of registered suppliers. 
 
A confidential Anti-Fraud Hotline is available to any Bidder to report suspicious fraudulent activities at 
UNFPA Investigation Hotline. 

XII. Zero Tolerance 

UNFPA has adopted a zero-tolerance policy on gifts and hospitality. Suppliers are therefore requested not 
to send gifts or offer hospitality to UNFPA personnel. Further details on this policy are available here: Zero 
Tolerance Policy.  

XIII. RFQ Protest 

Bidder(s) perceiving that they have been unjustly or unfairly treated in connection with a solicitation, 
evaluation, or award of a contract may submit a complaint to the UNFPA Head of the Business Unit, Mr. 
Pio Smith, Regional Director, UNFPA APRO at psmith@unfpa.org. Should the supplier be unsatisfied with 
the reply provided by the UNFPA Head of the Business Unit, the supplier may contact the Chief, Supply 
Chain Management Unit at supplychain@unfpa.org. 

XIV. Disclaimer 

Should any of the links in this RFQ document be unavailable or inaccessible for any reason, bidders can 
contact the Procurement Officer in charge of the procurement to request for them to share a PDF version 
of such document(s). 
 

XV. Personal Data Protection 
 
In addition to the publishing of the contract award in accordance with the UNFPA Procurement Procedures 
as from time to time updated or modified by UNFPA, available at: 
https://www.unfpa.org/resources/procurement-procedures (or such other URL as UNFPA may from time to 
time decide) as reflected in this document, the proposer acknowledges and agrees that UNFPA may 
process, collect, use, store, transfer and publish (�process�) the proposer�s information and data relating 
to, or in connection with this solicitation exercise (the �Information�) for purposes of evaluating all offers 
received in response to the solicitation exercise, including the subsequent contracting (the �Specified 
Purposes�). 
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UNFPA will not process the proposer�s Information in a form that could identify an individual (�Personal 
Data�) except to the extent necessary to achieve the Specified Purposes. UNFPA will process Personal 
Data in accordance with the UN Personal Data Protection and Privacy Principles adopted by the United 
Nations on 11 October 2018, available at: 
https://archives.un.org/sites/archives.un.org/files/_un-principles-on-personal-data-protection-privacy-
hlcm-2018.pdf (or such other URL as the United Nations may from time to time decide), the UNFPA Policy 
and Procedures on Personal Data Protection (the �UNFPA DP Policy�) as from time to time updated or 
modified by UNFPA, available at 
https://www.unfpa.org/admin-resource/unfpa-policy-and-procedures-personal-data-protection (or such 
other URL as UNFPA may from time to time decide) and any guidance notes, guidelines, procedures, 
directives or other documentation issued by UNFPA pursuant to or in connection with the UNFPA DP 
Policy. The proposer will comply with the applicable data protection laws to which the proposer is subject 
in the processing of personal data and will ensure an adequate level of personal data protection essentially 
equivalent to the standard reflected in the UNFPA DP Policy. 
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PRICE QUOTATION FORM 
 
Name of Bidder:  
Date of the quotation: Click here to enter a date. 
Request for quotation Nº: UNFPA/BKK/RFQ/25/002 � 

For the establishment of Long-Term Agreement (LTA) for the 
Provision of Translation and Interpretation Services 

Currency of quotation: � Thai Baht (THB) for companies/institute registered under the laws 
of the Kingdom of Thailand  
� US dollars (USD) or any other convertible currency for 
companies/institute registered outside the Kingdom of Thailand 

Validity of quotation: Please identify

(The quotation must be valid for a period of at least 3 months after the submission deadline 
 

 Quoted rates must be exclusive of all taxes, since UNFPA is exempt from taxes.  
 

 Lot 1: Translation Service: 
 

Description Rate per word  
(Please specify currency)  
 

 
English <=> Thai 

 

 
English <=> Khmer 

 

 
English <=> Bahasa Indonesia 

 

 
English <=> Lao 

 

 
English <=> Vietnamese 
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Lot 2: Interpretation Service: 
 

Description Unit  
 

Unit Price (Please specify currency) 

 
English <=> Thai 

 
Per half day

 

Per day
 

 
English <=> Khmer 
 

 
Per half day

 

Per day 
 

 
English <=> Bahasa Indonesia 

 
Per half day

 

Per day
 

 
English <=> Lao 

 
Per half day 

 

Per day 
 

 
English <=> Vietnamese 

 
Per half day 

 

Per day 
 

 
Wireless System 

 12-'CH-. IND Receivers (50 
headsets) 

 Translator Booth 
 4-CH.IND Transmitter 
 Interpreter Unit 
 Technician Service 
 Set up/Dismantle 

 

 
 

Per half day 
 
 

 

Per day 

 

Remark:  
 The Bidder(s) can bid for Translation Services, or Interpretation Services, or both, covering all 

languages stipulated in the TOR. 

 Travel: Should travel be necessary and authorized by UNFPA, the expenses will be calculated as 
follows:  economy-class airfare, regardless of the length of travel. Accommodation, meals and 
incidentals shall not exceed applicable daily subsistence allowance (DSA) rates, as promulgated by 
the International Civil Service Commission (ICSC). Travel expenses will be reimbursed at actual 
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cost upon submission of receipt, used ticket/boarding pass, but not exceeding the threshold 
specified in the UNFPA�s travel policy. 

 The Service Providers located within the Bangkok Metropolitan Region are not eligible for travel 
expense reimbursement, if the event(s) takes place within the Bangkok Metropolitan Region. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
I hereby certify that the company mentioned above, which I am duly authorized to sign for, has reviewed 
RFQ UNFPA/BKK/RFQ/25/002 including all annexes, amendments to the RFQ document (if applicable) 
and the responses provided by UNFPA on clarification questions from the prospective service providers.  
Further, the company accepts the General Conditions of Contract for UNFPA and we will abide by this 
quotation until it expires.  
 
 
 
 
 

Click here to enter a 
date. 

 

Name and title Date and place 

 

 

 

 

 

 

 

Vendor�s Comments:
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DECLARATION FROM 

RFQ No.: UNFPA/BKK/RFQ/25/002  
For the establishment of Long-Term Agreement (LTA)  

for the Provision of Translation and Interpretation Services  

The undersigned, being a duly authorized representative of the Company represents and declares that: 
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1.     The Company and its Management4 have not been found guilty 
pursuant to a final judgement or a final administrative decision of any 
of the following: 

YES NO 

  a. Fraud; 
  

  b. Corruption; 
  

  c. conduct related to a criminal organization; 
  

  d. money laundering or terrorist financing; 
  

  e. terrorist offences or offences linked to terrorist activities; 
  

  f. sexual exploitation and abuse; 
  

  g. child labour, forced labour, human trafficking; or   

  h. irregularity (non-compliance with any legal or regulatory 
requirement applicable to the Organization or its 
Management). 

  

2.     The Company and its Management have not been found guilty 
pursuant to a final judgment or a final administrative decision of grave 
professional misconduct.   

  

 
4 �Management� means any person having powers of representation, decision making or control over the
Organization. This may include, for example, executive management and all other persons holding downstream
managerial authority, anyone on the board of directors, and controlling shareholders. 
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3.     The Company and its Management are not: bankrupt, subject to 
insolvency or winding-up procedures, subject to the administration of 
assets by a liquidator or a court, in an arrangement with creditors, 
subject to a legal suspension of business activities, or in any 
analogous situation arising from a similar procedure provided for 
under applicable national law. 

  

4.     The Company and its Management have not been the subject of a 
final judgment or a final administrative decision finding them in 
breach of their obligations relating to the payment of taxes or social 
security contributions. 

  

5.     The Company and its Management have not been the subject of a 
final judgment or a final administrative decision which found they 
created an entity in a different jurisdiction with the intent to circumvent 
fiscal, social or any other legal obligations in the jurisdiction of its 
registered office, central administration, or principal place of business 
(creating a shell company). 

  

6.     The Company and its Management have not been the subject of a 
final judgment or a final administrative decision which found the 
Company was created with the intent referred to in point (5) (being a 
shell company). 

  

The UNFPA reserves the right to disqualify the Company, suspend or terminate any contract or other 
arrangement between the UNFPA and the Company, with immediate effect and without liability, in the event 
of any misrepresentation made by the Company in this Declaration. 

It is the responsibility of the Company to immediately inform the UNFPA of any changes in the situations 
declared above.  

This Declaration is in addition to, and does not replace or cancel, or operate as a waiver of, any terms of 
contractual arrangements between the UNFPA and the Company. 
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Signature: 
 

  

Date:  

Name and Title:   

Name of the Company:   

UNGM Nº:   

Postal Address:   

Email:   

 
 
 

  



United Nations Population Fund
Asia and Pacific Regional Office

4th Floor United Nations Service Building, Rajdamnern Nok Avenue,
Bangkok, 10200 Thailand.

E mail: apro procurement@unfpa.org
Website: https://asiapacific.unfpa.org

18 of 24
UNFPA/SCMU/Bids/Request for Quotation for Services/RFQ/ RFQ Complex Services [0425 � Rev00]

ANNEX I: 
General Conditions of Contracts: 

De Minimis Contracts 
 
 
This Request for Quotation is subject to UNFPA�s General Conditions of Contract: De Minimis Contracts, 
which are available in: English, Spanish and French 
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ANNEX II 

TERMS OF REFERENCE (TOR) 

For the establishment of Long-Term Agreement (LTA) for the Provision of Translation and 
Interpretation Services 

          I. Background and Rationale 

UNFPA�s Strategic Plan 2022-2025 identified strengthening capacity to address discriminatory gender and 
social norms as one of the six �interconnected outputs� to support the three transformative results: 

1.       Accelerated reduction in unmet needs for family planning 
2.       Accelerated reduction in preventable maternal deaths 
3.       Accelerated reduction in gender-based violence and harmful practices 

Outcome 3 of the UNFPA Strategic Plan 2022-2025 responds to Sustainable Development Goal 5, target 
5.2 (eliminate all forms of violence against women and girls in public and private spheres, including 
trafficking and sexual and other types of exploitation) and target 5.3 (eliminate all harmful practices, such 
as child, early and forced marriage, and female genital mutilation). 

Under the UN Joint Programme (UNJP) on Gender-Based Violence (GBV) Prevention in Southeast Asia, 
UNFPA is committed to disseminating high-quality, contextually relevant materials to support evidence-
based approaches and advocacy. In line with the Programme�s objectives, there is a need for expert 
translation support to ensure that key documents, training materials, guidelines, and communications are 
accurately rendered into Khmer, Bahasa Indonesia, Lao, Thai, Vietnamese, thus enhancing accessibility 
and local ownership of the content. 

        II. Objective 

UNFPA APRO is looking for service provider/s to provide translation and interpretation (both in person and 
online) from English into national languages, including Khmer, Bahasa Indonesia, Lao, Thai, Vietnamese, 
and vice versa  

The expected services will be 

1. Translation services, including but not limited to translating evidence and practice-based knowledge 
and learning products, documents, manuals, publications, studies, reports, and presentations from English 
into one or more national languages, including Khmer, Bahasa Indonesia, Lao, Thai, Vietnamese, and vice 
versa  

2. Simultaneous and/or consecutive interpretation services from English into one or more national 
languages, including Khmer, Bahasa Indonesia, Lao, Thai, Vietnamese and vice versa, during workshops, 
trainings, meetings, conferences, including online interpretation during webinars 
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III.  Scope of work: 

1. Translation Service: 
 

 In line with the above vision, UNFPA Asia-Pacific Regional Office (APRO) seeks service provider/s to:   
 

 Provide professional translation services from English to one or more national languages: Khmer, 
Bahasa Indonesia, Lao, Thai, Vietnamese and vice versa, for a range of materials including policy 
documents, training modules, communication briefs, and meeting reports. 

 Ensure consistency in terminology and style in accordance with UN language guidelines and 
standards. 

 Collaborate with the UNJP team to verify technical content and context-specific terminology, 
especially related to gender-based violence prevention and UNJP programming. 

 Review and edit translations completed by others, as required, to maintain quality and accuracy. 
 Provide linguistic and cultural advice to ensure that translated materials are contextually appropriate 

and resonate with target audiences. 
 Participate in periodic consultations and debriefings with UNJP focal points to ensure that translation 

outputs meet programmatic needs and deadlines. 
 

2. Interpretation Services:  
 

 Provide simultaneous and/or consecutive interpretation from English to one or more national 
languages: Khmer, Bahasa Indonesia, Lao, Thai, Vietnamese, and vice versa, during workshops, 
trainings, meetings, and conferences conducted in Bangkok (in-person events) 

 Provide simultaneous and/or consecutive interpretation from English to one or more national 
languages: Khmer, Bahasa Indonesia, Lao, Thai, Vietnamese, and vice versa, during online webinars, 
trainings, meetings, and consultations 

 Provide interpretation communication system/equipment, including laptops, soundproof booth, wireless 
devices (headsets), and technical support staff at the in-person events.  
 

    IV. Outputs/deliverables 

Under the supervision of the Project Manager(s) and/or Technical Advisor(s)/Technical Specialist(s) at 
UNFPA APRO, for each specific assignment i.e. GBV Regional Advisor/Technical Specialist, GBV), at 
UNFPA APRO, the service provider/s will deliver the following 

Expected deliverables include: 

1. Translation Service: 

 1. Translated Documents:  

Complete and accurate translations of all assigned materials (e.g., policy documents, training modules, 
guidelines, and communications) from English into one or more national languages: Khmer, Bahasa 
Indonesia, Lao, Thai,  Vietnamese, and vice versa. Deliverables must be in the agreed electronic format 
(e.g., Word and PDF) 
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2. Glossary and Style Guide: 

A standardized glossary of key terms and phrases along with a style guide to ensure consistency across 
all translated materials. 

 3. Progress Updates: 

Interim progress reports summarizing work completed, challenges encountered, and planned next steps, 
submitted at agreed intervals. 

 4. Quality Assurance Documentation: 

Evidence of thorough editing and proofreading, including a quality control report detailing any revisions 
and adjustments made to ensure cultural and contextual appropriateness. 

 5. Final Compilation: 

A final package that includes all translated outputs, the glossary, quality assurance documentation, and 
any translation memory resources developed during the consultancy. 

2. Interpretation Services:  

To professionally provide simultaneous interpretation for live/in-person or online events, meetings, 
workshops from English into one or more national languages: Khmer, Bahasa Indonesia, Lao, Thai, 
Vietnamese, and vice versa.  

         V. Location: 

Services will be delivered through a home-based arrangement or in-person in case of workshops in the 
Bangkok metropolitan region. All outputs must be submitted electronically. 

        VI. Travel: 

 Should travel be necessary and authorized by UNFPA, the expenses will be calculated as follows:  
economy-class airfare, regardless of the length of travel. Accommodation, meals and incidentals shall not 
exceed applicable daily subsistence allowance (DSA) rates, as promulgated by the International Civil 
Service Commission (ICSC). Travel expenses will be reimbursed at actual cost upon submission of receipt, 
used ticket/boarding pass, but not exceeding the threshold specified in the UNFPA�s travel policy. 

The Service Providers located within the Bangkok Metropolitan Region are not eligible for travel expense 
reimbursement if the event(s) takes place within the Bangkok Metropolitan Region. 

 VII.  Timeline: 

UNFPA plans to sign a non-exclusive Long-Term Agreement (LTA) with the service-provider for three (3) 
years, tentatively from 1st September 2025 � 31st August 2028. In addition to the initial term, the LTA will 
have the option of a one-year extension and another year subject to satisfactory performance and price. 
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 VIII. UNFPA Inputs 

The service provider/s will engage primarily with the Regional GBV Advisor and GBV technical specialists 
for UNFPA APRO. It is also expected that the service provider/s will engage with other members of the 
GBV team or other teams at APRO, UNFPA Country Office staff and other stakeholders as required, to be 
coordinated by UNFPA APRO. 

The service provider/s will use their personal laptop/computer.  UNFPA APRO will link the service provider/s 
to Country Office Gender/GBV focal points wherever necessary. 

  IX. Requirements  

Requirement for institution/company/firm5: 

At a minimum, the service provider/s should have experience on 

 Language Proficiency: Advanced command of English and the target languages (Khmer, Bahasa 
Indonesia, Lao, Thai, Vietnamese). Fluency in both written and spoken forms is essential. 

 Professional Translation Experience: A proven track record with at least 5 years of professional 
translation experience, ideally within the UN system, humanitarian, or development sectors. 

 Educational Background: A degree in Translation, Linguistics, Communication, or a related field. 
Relevant certifications in translation or language studies are highly desirable. 

 Subject Matter Expertise: Familiarity with gender-based violence (GBV) prevention, social justice, or 
related fields. Experience with technical and policy-oriented content is an advantage. 

 Technical Skills: Proficiency in using Computer-Aided Translation (CAT) tools and maintaining 
translation memories. Strong research skills to accurately translate specialized terminology. 

 Quality and Consistency: Demonstrated ability to maintain consistency in terminology, style, and tone 
across multiple documents. Experience with developing or using glossaries and style guides is 
beneficial. 

 Communication and Coordination: Excellent written and verbal communication skills to effectively 
collaborate with UNJP focal points and subject matter experts. Ability to incorporate feedback and 
adhere to established deadlines. 

 Attention to Detail: Meticulous attention to detail to ensure accuracy, cultural relevance, and 
adherence to UN language standards in all deliverables. 

Key Requirements for the provision of services 

 
5Individuals without any organizational affiliation will not be considered 
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1. Strength and diversity of relevant portfolios on similar content/topics 

In their technical proposal, the service providers must detail how they envision the campaign, provide relevant 
examples from previous projects and detail how their past expertise and experience will be appropriate to 
fulfill the requirements of this project. 

2.   Adequate human resources availability and company profile 

In their technical proposals, the service providers shall detail the human resources required to lead and 
support all aspects of the project - from conceptualization to development and execution. In addition, in their 
Company�s profile, the service providers should provide: 

 A brief profile of the service provider 
 Location of offices 
 Summary of corporate structure and area of specialization including company registration 

certificate 
 Detail Experience with accreditations 
 CVs or portfolio on the staff assigned to the project. Roles, responsibilities and reporting lines of 

all staff as well as those expected from UNFPA. 
 Ownership of any relevant software and equipment required to fulfill the tasks under this project 

proposal. 

Experience and Expertise: 

The service provider/s should demonstrate proven experience delivering high-quality, contextually 
appropriate translation/interpretation services in development and/or humanitarian settings, including 
familiarity with GBV. The service provider/s should provide evidence of such experience in the form of 
previous project descriptions and related results/assessments, as well as specific client references indicating 
names and descriptions of clients who availed of similar services in the past. 

Requirement of the individual translators/interpreters 6: 

 At least 3 years� professional experience in translation/ interpretation from English to Khmer, 
Bahasa Indonesia, Lao, Thai, Vietnamese and vice versa. 

 Familiarity with CEDAW, gender and development, TFGBV, GBV, social norms, FGM/C and child, 
early and forced marriage. 

 Fluency in Khmer, Bahasa Indonesia, Lao, Thai, Vietnamese, and English 
 

 
 

 
6 The selected service provider shall perform the Services using the personnel listed as key personnel in 
the Contract. Substitution of key personnel shall only be permitted and agreed upon by UNFPA. 
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X. Copyright 

Copyrights of the final product shall be the property of UNFPA. UNFPA shall provide the service provider/s 
with logos, texts, photos, and any other material in an adequate format, as required by the assignment. The 
service provider/s shall not use UNFPA�s logo, or any other material supplied by UNFPA, for any purposes 
outside the scope of the assignment and contract. 
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ANNEX III: LONG TERM AGREEMENT TEMPLATE 

LTA � No: YEAR/No.        Date: DD/MM/YY
 

THE UNITED NATIONS POPULATION FUND (UNFPA) 
605 Third Avenue 

New York, NY 10158, USA 
Fax: +1 212 297 4916 

 
Wishes to enter into a Long Term Agreement 

 
With 

 
VENDOR 

VENDOR�S ADDRESS 
PHONE � FAX NUMBER 

E-mail ADDRESS 
 

 
for the direct ordering of 

 
PROVISION OF TRANSLATION AND INTERPRETATION SERVICES 

  
 

As stipulated in the attached document 
 
UNFPA GENERAL TERMS AND CONDITIONS 
FOR CONTRACTS: PROVISION OF GOODS 
AND/OR SERVICES (ANNEX 1) & REQUEST 
FOR QUOTATION (RFQ) AND TERMS OF 
REFERRENCE (ANNEX 2) & THE SUPPLIER�S 
BID SUBMISSION TO THE RFQ ATTACHED 
APPLY.  
 
Vendor Number:         XXX 
 
 
QUERIES TO:                  Name 
                                       Email 

 Signature 
 
 
��������������������� 
Name,  
Tile, UNFPA APRO 
 
Signature 
 
 
��������������������� 
Name, 
Tile, 
Company. 
 
 
 
 

LONG TERM AGREEMENT 
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 Quoted rates must be exclusive of all taxes, since UNFPA is exempt from taxes.  
 

 Lot 1: Translation Service: 
 

Description Rate per word  
� Thai Baht (THB) for companies/institute registered 
under the laws of the Kingdom of Thailand  
� US dollars (USD) or any other convertible 
currency for companies/institute registered outside 
the Kingdom of Thailand 

 
English <=> Thai 

 

 
English <=> Khmer 

 

 
English <=> Bahasa Indonesia 

 

 
English <=> Lao 

 

 
English <=> Vietnamese

 

 Lot 2: Interpretation Service: 
 

Description Unit  
 

Unit Price  
� Thai Baht (THB) for companies/institute 
registered under the laws of the Kingdom of 
Thailand  
� US dollars (USD) or any other convertible 
currency for companies/institute registered 
outside the Kingdom of Thailand

 
English <=> Thai 

 
Per half day 

 
Per day

 

 
English <=> Khmer 
 

 
Per half day 

 

 
Per day 

 

Long Term Agreement No. xxxx � Company name 
for the Provision of Translation and Interpretation Services 

Validity                            : From xxx  To  xxx 
Payment Currency          : xxx  
Payment Terms              : Net 30 days 



 
English <=> Bahasa 
Indonesia 

 
Per half day 

 

 
Per day 

 

English <=> Lao 
 

Per half day 
 

 
Per day 

 

English <=> Vietnamese
 

Per half day 
 

 
Per day 

 

 
Wireless System 
- 12-'CH-. IND Receivers 
(50 headsets) 
- Translator Booth 
- 4-CH.IND Transmitter 
- Interpreter Unit 
- Technician Service 
- Set up/Dismantle 
 

 
 
 

Per half day 

 

 
 

Per day 

 

Remark:  
 The Bidder(s) can bid for Translation Services, or Interpretation Services, or both, covering 

all languages stipulated in the TOR. 

 Travel: Should travel be necessary and authorized by UNFPA, the expenses will be 
calculated as follows:  economy-class airfare, regardless of the length of travel. 
Accommodation, meals and incidentals shall not exceed applicable daily subsistence 
allowance (DSA) rates, as promulgated by the International Civil Service Commission 
(ICSC). Travel expenses will be reimbursed at actual cost upon submission of receipt, used 
ticket/boarding pass, but not exceeding the threshold specified in the UNFPA�s travel policy. 

 The Service Providers located within the Bangkok Metropolitan Region are not eligible for 
travel expense reimbursement, if the event(s) takes place within the Bangkok Metropolitan 
Region. 
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1. OBJECTIVE 
 

This non-exclusive Long Term Agreement (hereinafter referred to as �the Agreement�) is 
established between UNFPA and [NAME OF SUPPLIER] (hereinafter referred to as �the Supplier�), 
to enable UNFPA to purchase [DESCRIBE THE PRODUCT OR SERVICE] (hereinafter referred to 
as �the Goods�) as and when required for all its regular programmes as well as for programmes 
that may be funded by other institutions.  

The Supplier is NOT authorized to deliver any goods and services other than those specified under 
this Agreement.  Requests for different goods and services shall come either through another Long 
Term Agreement or through formal methods of solicitation. 

2. GENERAL PROVISIONS 

This Agreement represents an offer on the part of the Supplier to provide UNFPA with the services, 
prices and delivery time agreed under the Terms and Conditions detailed herein for the duration of 
the Agreement. It does not represent a contract in itself, nor obliges UNFPA to any financial 
commitment whatsoever. Only Purchase Orders made pursuant to this Agreement and only for the 
services stipulated herein will constitute a commitment on UNFPA�s part. 

The Parties agree that the provision of services to UNFPA under this Agreement is strictly on a 
non-exclusive basis. UNFPA will not be committed to purchase any quantity of the goods stated in 
the Agreement. UNFPA shall not be liable for any cost in the event that no purchases are made 
under the Agreement. Accordingly, the Parties agree that UNFPA may reserve the right, at its sole 
discretion, to purchase or otherwise obtain the goods and services of the same or substantially 
similar nature as those described herein from any source other than the Supplier at any time during 
the term of the Agreement. Accordingly, the Parties acknowledge and agree that UNFPA is not 
legally liable to the Supplier under this Agreement, and UNFPA�s liability only arises out of 
Purchase Orders made pursuant to this Agreement.   

UNFPA�s liability shall be limited to the Purchase Order only for the goods and services stipulated 
therein and no increase in the total liability of UNFPA or in the price of the supplies will be 
authorized or paid to the Supplier unless such increases have been approved by UNFPA prior to 
the delivery of services. 

Purchase Orders will incorporate by reference to all of the Terms and Conditions of this Agreement 
including UNFPA�s General Terms and Conditions hereto attached and forming a part of this 
Agreement. 

UNFPA is not obligated to purchase any minimum service quantity under this Agreement. 

Any change to the terms and conditions detailed herein shall receive prior authorization from 
UNFPA and changes shall be documented in a written amendment to this Agreement.  

Any items which are shipped not in accordance to this Agreement or the Purchase Order(s) issued 
and without prior knowledge and acceptance of UNFPA, these products shall have to be replaced, 
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including freight and re-inspection cost applicable, as well as the product re-call and destruction 
from destination at the Supplier�s cost.  

Should there be any technical re-evaluation of the products required, the Supplier may be 
requested to pay the technical re-evaluation cost. 

The Parties shall endeavor to execute this Agreement in a spirit of mutual co-operation. 

3. VALIDITY OF THE AGREEMENT 

This Agreement shall commence on [DD/MM/YYYY]. 
 
This Agreement shall be valid for a period of [NUMBER OF YEARS] effective from commencement 
date [DD/MM/YYYY and may be extended for up to one additional year subject to the Supplier�s 
satisfactory performance and competitiveness of prices.  This shall be agreed upon by both parties 
in writing at least 30 days before the expiration of the Agreement. [PLEASE SELECT AND DELETE 
AS APPROPRIATE] 

UNFPA reserves the right to discontinue this Agreement if the Supplier�s performance is not 
satisfactory to UNFPA. 

4. DELIVERABLES OF THIS AGREEMENT 

Under the supervision of the Project Manager(s) and/or Technical Advisor(s)/Technical 
Specialist(s) at UNFPA APRO, for each specific assignment i.e. GBV Regional Advisor/Technical 
Specialist, GBV), at UNFPA APRO, the service provider/s will deliver the following 

Expected deliverables include: 

1. Translation Service: 

 1. Translated Documents:  

Complete and accurate translations of all assigned materials (e.g., policy documents, training 
modules, guidelines, and communications) from English into one or more national languages: 
Khmer, Bahasa Indonesia, Lao, Thai,  Vietnamese, and vice versa. Deliverables must be in the 
agreed electronic format (e.g., Word and PDF) 

2. Glossary and Style Guide: 

A standardized glossary of key terms and phrases along with a style guide to ensure consistency 
across all translated materials. 

 3. Progress Updates: 

Interim progress reports summarizing work completed, challenges encountered, and planned 
next steps, submitted at agreed intervals. 

 4. Quality Assurance Documentation: 
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Evidence of thorough editing and proofreading, including a quality control report detailing any 
revisions and adjustments made to ensure cultural and contextual appropriateness. 

 5. Final Compilation: 

A final package that includes all translated outputs, the glossary, quality assurance 
documentation, and any translation memory resources developed during the consultancy. 

2. Interpretation Services:  

To professionally provide simultaneous interpretation for live/in-person or online events, 
meetings, workshops from English into one or more national languages: Khmer, Bahasa 
Indonesia, Lao, Thai, Vietnamese, and vice versa.  

         V. Location: 

Services will be delivered through a home-based arrangement or in-person in case of workshops 
in the Bangkok metropolitan region. All outputs must be submitted electronically. 

        VI. Travel: 

Should travel be necessary and authorized by UNFPA, the expenses will be calculated as follows:  
economy-class airfare, regardless of the length of travel. Accommodation, meals and incidentals 
shall not exceed applicable daily subsistence allowance (DSA) rates, as promulgated by the 
International Civil Service Commission (ICSC). Travel expenses will be reimbursed at actual cost 
upon submission of receipt, used ticket/boarding pass, but not exceeding the threshold specified in 
the UNFPA�s travel policy. 

The Service Providers located within the Bangkok Metropolitan Region are not eligible for travel 
expense reimbursement if the event(s) takes place within the Bangkok Metropolitan Region. 

5. AGREEMENT DOCUMENTS 
 

The standard UNFPA General Terms and Conditions for Contracts shall apply to this Agreement, 
and to subsequent Purchase Orders placed in accordance with the terms stated herein. 

 
The Supplier and UNFPA agree to be bound by the provisions of this Agreement, as well as the 
following documents, which are incorporated in Annexes:  
 

- Annex I � UNFPA General Terms and Conditions for Contracts: Contracts for the provision 
of goods and/or services.  

- Annex II � [ref. INDICATE BIDDING DOCUMENT NUMBER] 
- Annex III � LTA Item List and Prices 
- Annex IV � UN Exchange Rate for January 2012 
- The Supplier�s bid submission to [ref. INDICATE BIDDING DOCUMENT NUMBER], 

incorporated herein by this reference 
- [Any other attachments to be mentioned here as  appropriate] 
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This Agreement and its Annexes constitute the entire understanding between and by the Parties 
concerning the subject matter of the Agreement and supersedes all contemporaneous or prior 
representations, negotiations and understandings. 

6. PRICES AND DISCOUNTS 
 

All prices are in [CURRENCY] only. The Supplier shall hold the prices fixed throughout the entire 
term of this Agreement, including any extension period. Any adjustment or revision shall be agreed 
by both parties. 
 
Changes to the LTA prices and general discount shall only be made upon agreement and based 
on written amendment signed by both parties. 
 
The Supplier shall be responsible to apply to the Purchase Orders raised under this Agreement 
any special offer or discounts (if applicable) which may become effective after the placement of the 
order and until the delivery is complete. Such discounts shall be reflected in the corresponding 
invoices.  Failure to do so may result in the termination of the Agreement. 
 
By signing this Agreement, the Supplier undertakes not to provide the same services under similar 
circumstances to other customers at a price lower than that offered to UNFPA and stated in this 
Agreement. Should the Supplier do so, UNFPA will then be offered the new lower price. 

In the event of any advantageous technical changes and/or downward pricing of the goods/services 
during the duration of this Agreement, the Supplier shall notify UNFPA immediately. UNFPA will 
then consider the impact of any such event and may request an amendment to the Agreement. 

7. RECEIPT AND CONFIRMATION OF PURCHASE ORDERS    
 

The Supplier shall acknowledge receipt and acceptance of the UNFPA Purchase Order within 
three (3) business days (for non-emergency orders) from the receipt of the UNFPA Purchase 
Order by acknowledgement of receipt of Purchase Order to UNFPA Buyer (via email, fax or letter). 

8. REPORTS 

The Supplier shall provide UNFPA with reports upon request on the volume of orders. 

9. SOLVING DISPUTES 
 

In the event of testing results conducted by UNFPA designated independent QCLs, either during 
pre-shipment or post-shipment testing that are non-conforming to specifications as per indicated 
pharmacopoeia standards, the Supplier will be required to investigate the discrepancy and provide 
a report.  

In case of non-compliance, either in the quality of the product or appropriate packaging or agreed 
labeling, the Supplier will be requested to replace the complete batch at Supplier�s own cost or 
reimburse UNFPA as well as and take appropriate actions to eliminate risks to health of users.  
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10. TERMINATION 
 

Refer Clause No. 20 of GTC. 

The initiation of arbitration proceedings in accordance with the settlement of disputes herein shall 
not be deemed a termination of the Long Term Agreement. 

11. PAYMENT AND INVOICING 
 

In order for UNFPA to process payment, the invoice must clearly indicate the relevant Purchase 
Order Number. 
 
The payment of invoices under this Agreement will be made by UNFPA as per the defined payment 
terms subject to UNFPA receiving both the final invoice.  

12. CONTACT DETAILS 
 

All invoices and the required shipping documentation shall be sent to following contacts as per 
above guidelines: 

 
United Nations Population Fund Asia and Pacific Regional Office (UNFPA APRO) 
4th Floor United Nations Service Building, Rajdamnarn Nok Avenue, Bangkok, 10200 Thailand 
 
Please note that following must be mentioned in ALL correspondences and invoice sent to 
UNFPA: 

1) PO munber 
2) Name of Buyer 

13. CONTACT DETAILS OF SUPPLIER 

The contact personnel of the Supplier in relation to this Agreement are as follows: 

[NAME OF COMPANY] 
[ADDRESS OF COMPANY] 
Attn: [NAME OF PERSONNEL] 
[JOB TITLE] 
Tel: [TEL. NO] 
Fax:  [FAX NO.] 
E-mail:  [EMAIL ADDRESS] 

14. SUPPLIER�S PERFORMANCE EVALUATION 

Under this Agreement, the Supplier�s performance will be monitored and evaluated by UNFPA on 
yearly basis in order to enable the assessment on the effectiveness, efficiency and/or consistency 
of services provided. The results of the evaluation will be communicated to the Supplier in order to 
enable the improvements of services. The extension of this Agreement for a maximum of one 
additional term of one (1) year will take into consideration the results of the performance evaluation. 
The evaluation will be based but not limited to the following Key Performance Indicators: 
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 Supplier�s responsiveness to the Buyer�s RFQ. 
 Supplier�s responsiveness during the issuance of the Purchase Order.  
 Supplier�s document performance. 
 Supplier�s invoice performance.  
 Supplier�s resolution performance � complaints. 

 
Key Performance Indicators may be modified and/or added during the validity of this Agreement.  

15. UNETHICAL BEHAVIOUR 
 

UNFPA strictly enforces a policy of zero tolerance concerning unethical, unprofessional or 
fraudulent acts of UNFPA Suppliers. Accordingly, any registered company that is found to have 
undertaken unethical, unprofessional or fraudulent activities, as defined in Clause 24, will be 
suspended or forbidden to continue business relations with UNFPA.  
 

16. CORRUPT AND FRAUDULENT PRACTICES 
 
UNFPA requires that all Suppliers observe the highest standard of ethics during procurement and 
execution of work. Pursuant to this policy, UNFPA defines the terms set forth as follows:  
 
(a) Corrupt practice means the offering, giving, receiving or soliciting of anything of value to 
influence the action of a public official in the procurement process or in the execution of a contract;  
 
(b) Fraudulent practice means a misrepresentation of facts in order to influence a procurement 
process or the execution of a contract to the detriment of the client, and includes collusive practice 
among bidders (prior to or after bid submission) designed to establish bid prices at artificial non-
competitive levels and to deprive the client of the benefits of free and open competition. 
 
UNFPA will declare a Supplier ineligible, either indefinitely or for a stated period of time, to be 
awarded a UNFPA-financed contract/agreement if at any time it determines that the Supplier has 
engaged in any corrupt or fraudulent practices in competing for, or in executing a UNFPA-financed 
contract/agreement.  

17. TRANSPARENCY 
 
Suppliers, their subsidiaries, agents, intermediaries and principals must cooperate with the UNFPA 
Division for Oversight Services as well as with any other oversight entity authorized by the 
Executive Director and with the UNFPA Ethics Advisor as and when required. Such cooperation 
shall include, but not be limited to, the following: access to all employees, representatives, agents 
and assignees of the vendor; as well as production of all documents requested, including financial 
records. Failure to fully cooperate with investigations will be considered sufficient grounds to allow 
UNFPA to repudiate and terminate the Agreement, and to debar and remove the supplier from 
UNFPA�s list of registered suppliers. 
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18. UNFPA ENVIRONMENTAL GOALS 

Currently UNFPA is requesting information on environmental policies and other environmental 
documentation in bids submitted by prospective vendors. In the long run it is UNFPA�s intention to 
incorporate environmental and social criteria considerations into the evaluation process. It is also 
UNFPA�s intention over the long-term to request all suppliers to adhere to Global Compact 
requirements. Therefore, suppliers should begin to research and subscribe to this agreement. For 
more information or assistance with signing up for the Global Compact, please contact PSB at 
procurement@unfpa.org. 
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19. ZERO TOLERANCE POLICY ON GIFTS AND HOSPITALITY
 

UNFPA has adopted a zero tolerance policy on gifts and hospitality. In view of this UNFPA 
personnel is prohibited from accepting any gift, even of a nominal value, including drinks, meals, 
food products, hospitality, calendars, stationery, transportation, recreational trips to sporting or 
cultural events, theme parks or offers of holidays, or and any other forms of benefits. The Supplier 
shall not offer any forms of gifts, hospitality or benefits to UNFPA personnel. 
 

20. VENDOR ELIGIBILITY 
 
During the validity of this Agreement, the Supplier shall inform UNFPA immediately, by written 
notice to procurement@unfpa.org, if it is debarred by the World Bank or suspended by any UN 
organization. Failure to fulfill this requirement will be considered as a breach of agreement and 
UNFPA reserves the rights to consider invalid any purchase orders issued during a 
suspension/debarment period.  
 
The Supplier agrees to undertake all reasonable efforts to ensure that none of the UNFPA funds 
received under this Agreement are used to provide support to individuals or entities associated 
with terrorism and that the recipients of any amounts provided by UNFPA hereunder do not apprea 
on the list stated below. 

Suppliers falling in any of the following categories are ineligible for the award of UNFPA business: 

(1) Vendors suspended or removed by the United Nations Procurement Division: 
UNFPA subscribes to the suspended or removed vendor list of the United Nations 
Procurement Division. Vendors that have been suspended or removed by the United 
Nations Procurement Division are ineligible to do business with UNFPA.  
 

(2) Vendors declared ineligible by other organizations of the United Nations: 
UNFPA adheres to decisions made by other organizations of the United Nations on the 
ineligibility of vendors for business with that organization of the United Nations if such 
ineligibility has been disclosed in UNGM. Vendors that have been declared ineligible for 
business by another organization of the United Nations are ineligible to do business with 
UNFPA.  
 

(3) 1267 list: 
Persons or entities included on the list of individuals and entities associated with Al-Qaida 
and/or the Taliban, which is maintained pursuant to United Nations Security Council 
resolution 1267, are ineligible to do business with UNFPA. No exceptions are permitted. 
 

(4) World Bank listing of ineligible vendors: 
UNFPA may conduct procurement activities with funds granted by the International 
Development Association or by the International Bank for Reconstruction and 
Development. In such cases, a Memorandum of Understanding must be signed by 
UNFPA and the recipient Country. The standard Memorandum of Understanding prohibits 
placing any purchase order to any supplier included in the World Bank Listing of Ineligible 
Firms  and the World Bank Corporate Procurement Listing of Non-Responsible Vendors 
without obtaining in advance a written authorization from the funding entity.  
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21. BID PROTEST 

Suppliers perceiving that they have been unjustly treated in connection with the solicitation or 
award of a contract may lodge a complaint directly to the Chief, Procurement Services Branch at 
supplychain@unfpa.org, who will then make an assessment of the complaint and provide a reply 
to the Supplier within a week and, if required, advise the Supplier on further recourse.  

22. SHARING OF AGREEMENT AMONG UN AGENCIES 

By signing this Agreement, the Supplier agrees that UNFPA is free to share this agreement with 
other UN Agencies for their use in direct ordering under the same prices and conditions as stated 
in the agreement. 

23. PUBLISHING PURCHASE ORDER AWARD INFORMATION 

For every Purchase Order, UNFPA shall publish on UNGM (http://www.ungm.org) the following 
information: Purchase Order Reference Number, Description of the Goods or Services procured, 
Beneficiary Country, Supplier Name and Country, Contract Value and Issue Date of the Purchase 
Order.  

24. INSURANCE 

UNFPA will insure the Goods during shipment from the Supplier warehouse to the final destination.  

For Goods which UNFPA keeps in stock, the Goods in UNFPA stock are covered by UNFPA 
insurance. In the event that the Supplier�s additional insurance is required, UNFPA will request the 
Supplier to insure the Goods and UNFPA will pay for the additional insurance costs as soon as the 
Goods transit into UNFPA�s inventory and ownership. The Supplier will be given two (2) months 
notice in the event that UNFPA wishes to extend insurance coverage of the goods in inventory.  

25. SUPPLY COVERAGE 

By signing this Agreement, the Supplier agrees to supply the Goods/Services to all the developing 
countries, least developed countries and transition countries listed in the following link: 
http://unstats.un.org/unsd/methods/m49/m49regin.htm#developed 

26. EMBARGO, ECONOMIC AND TRADE PROHIBITED TRANSACTIONS

UNFPA has its programs in developing and transitional countries, including the countries which 
might be sanctioned or embargoed by the United States Office of Foreign Assets Control (OFAC). 
The Supplier shall inform UNFPA at the time of bidding, as well as during validity of the LTA its 
export controls and restrictions pertaining to the OFAC embargo and/or economic and trade 
prohibited transactions. The Supplier shall provide assistance to UNFPA Procurement Services 
Branch in delivering the goods and/or services to the OFAC�s embargoed countries through a third-
party.  
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27. LIQUIDATED DAMAGES: 

In case the Vendor fails to perform under the terms and conditions of the Purchase Order or Long 
Term Agreement, including but not limited to failure of obtaining necessary export licenses or 
delivering all the goods by the date or dates of delivery, UNFPA shall without prejudice to any other 
rights or remedies, exercise one or more of the following rights: 

a. Procure all or part of the goods from other sources, and in that event UNFPA may hold 
the Vendor responsible for any excess cost occasioned thereby. In exercising such rights 
UNFPA shall mitigate its damages in good faith; 

 
b. Refuse to accept delivery of all or parts of the services; 
 
c. Terminate the Purchase Order or Long Term Agreement; 
 
d. For late delivery of goods, UNFPA shall claim liquidated damages from the Vendor and 

deduct 0.5% of the value of the goods pursuant to the Purchase Order per additional day 
of delay, up to a maximum of 10% of the value of the Purchase Order. The payment or 
deduction of such liquidated damages shall not relieve the Vendor from any of its other 
obligations or liabilities pursuant to any current Long Term Agreement or Purchase 
Order. 
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ANNEX 1: GENERAL CONDITIONS OF CONTRACT: DE MINIMIS CONTRACTS 
 
 

ANNEX 2: TERMS OF REFERENCE (TOR) 
_____________________________________________________________________________ 

 

 


