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1. Introduction

UNDP Moldova has launched an electronic system for the comprehensive management of the process of
procurement of goods, services and civil works from companies and other legal entities. The electronic
system is part of the UNDP Moldova Service Centre platform and shall be hereinafter referred to as the e-
Tenders system. This User Guide has been designed to demonstrate the various functionalities available
to companies and other legal entities, which are registered as Bidders in the UNDP Moldova e-Tenders
System. The UNDP Moldova e-Tenders System aims at streamlining the process of solicitation of offers
from all eligible prospective Offerors, as well as at improving the communication workflow between
UNDP Moldova and prospective Offerors during all stages of the competitive process.

2. Procurement at UNDP

UNDP regularly procures goods, services and civil works from companies and other legal entities which
satisfy the UNDP eligibility and qualification criteria. The engagement of all kinds of contractors by UNDP
is subject to the general procurement principles established by the UNDP Financial Rules and Regulations
and, in general, is done following a competitive process. According to these rules and regulations, the
objective of UNDP’s competitive processes is to provide all eligible prospective Offerors with timely and
adequate notification of UNDP’s requirements and an equal opportunity to tender for the required
goods, civil works and services. As competition is the basis for efficient, impartial and transparent
procurement, UNDP is responsible for protecting the integrity of the procurement process and
maintaining fairness in treatment of all Offerors.

As a general rule, all competitive processes for goods, services and civil works valued at 5,000 USD and
above are published in the Tenders Section of the UNDP Moldova official website http://sc.undp.md/:
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Welcome to the UNDP Maldova Service Center home page!

From this page visitors can access the public information, such as the current and past competitions and
can register as a Bidder in the UNDP Moldova e-Tenders System. Registered Bidders can log into the
system by clicking the respective link at the top of the page. While public information will be freely
available to all visitors of the UNDP Moldova website, registered Bidders are able to choose to be notified
by email about the new tender opportunities published on the UNDP Moldova website, to be notified
about any updates, changes or clarifications concerning any particular competition, which is of interest to
them. Registered Bidders are also able to request clarifications online, as well as are able to submit their
offers online, thus contributing to a greener procurement and to the responsible use of resources.

Registration as a Bidder is simple and is done only once. However, it requires approval by UNDP Moldova,
therefore interested Offerors are encouraged to register as early as possible. For detailed guidance on the
process of registration as a Bidder in the UNDP Moldova e-Tenders System, please refer to the “Bidder
Registration User Guide” available for download at the link provided above.

Disclaimer: for the purposes of drafting this User Guide, all subsequent screenshots are taken from a test

website; any information presented does not refer to an actual competitive process and is for
demonstration purposes only.
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3. Current Competitions

To access the current competitions click the respective link in the menu on the left side of the page. The
following page will be displayed:
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The page lists all current public competitive processes sorted by the registration number in descending
order. Besides registration number, the table provides information about launch dates and deadlines of
the various competitive processes, the full title of the process and the category and sub-category of items
tendered. In order to access the details of any specific competitive process click the link of the respective
registration number. The following page will be displayed:
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Reg. no.: RIQ1S /00012

@ Launch date: 22 April 2015, 16:23 (GMT+2:00)
@ Deadline: 29 April 2015, 16:30 (GMT+2:00)
Procurement method: Request for Quotation

Category & Sub-category: Services;Event Mgmt Services

Overview:

W kindly request you to submit your quotation for providing event facilities, as detailed in Annexes 1 of this RIQ. When preparing your quotation, please be guided by the form
attached herato as Annax 2

Contacts:
Mr. Radu Dusciac , e-mail: radu,dusdac@undp.org

Supperting documents:

Request for Quotation T
Annex 2 - Quotation Form ¥

Clarification Questions B Answers:

There are no Clarification Questions submitted and/or answered by UNDP under this competition,

Sign ths slectronkc Acknowd

This page provides the brief information about the competitive process, split into three main sections.
The first section displays the competition’s title, registration number, launch date, deadline, procurement
method and category/sub-category of tendered items. Any extensions of the deadline will be displayed
under this section.

The second section provides a brief overview of the requirements, contacts information and the

supporting documents related to the competitive process. Any updates (i.e. additional information,
revisions, amendments) on the competitive process will also be displayed under this section.
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The third section is dedicated to the collaboration with interested vendors and contains clarification
questions and answers, possibility to sign the electronic Acknowledgement Letter, as well as submission
instructions (including the possibility to submit offers online). Only registered Bidders are able to benefit
from these additional collaboration functionalities. At the same time, the clarifications questions and
answers will be freely available to all visitors of the website.

4, Signing the electronic Acknowledgement Letter

Once logged in, registered Bidders are able to sign the electronic Acknowledgement Letter for any
current competition which is of interest to them. By signing the electronic Acknowledgement Letter, the
Bidder is confirming its intention to submit an offer under that specific competitive process. In addition,
the Bidder will be notified by email about any updates, changes or clarifications concerning that
particular competition. To sign the electronic Acknowledgement Letter click the respective link:
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UNDP Moldova logged-in registered bidder

Service Center Page, Tenders

Tenders Title: Provision of event management services.
Req. no.: RIQLS /00012
@ Launch date: 22 April 2015, 16:23 (GMT+ 2:00)

© Deadline: 29 April 2015, 16:30 (GMT+2:00)

Procure: Request for Quotati

Category & Sub-category: Services;Fvent Mgmi Services

Ohverview:

We kindly request you to submit your quotation for providing event fadilities, a< detailed in Annexes 1 of this RfT). When preparing your quotation, please be guided by the form
attached hereto as Annex 2.

Contacts:
Mr. Radu Dusciac , e-mail: radu.duscac@undp.org

Supporting documents:
Request for Quotation
Annex 2 - Quotation Form ¥
Clarification Questions & Answers:
There are no Clarification Questions submitted and/or answered by UNDP under this competition.

Request clarifications

Clar#ications can be requested until 5 days before the competition deadine.

your  Submit offer onfine

The following page will be displayed. The “Confirmed” option is pre-selected and the Bidder has to click
on the “Save” button.

_ UNDP Mokt | Tereer Privie, % | UNDP Mekdova | Serice Cemte. % |
wndp 3 a8 + P =
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D|P
Tenders Electronic Acknowledgement Letter for competition

RfQ15/00012: Provision of event management services
Terms and conditions

Samphe Terms and Conditions for Acknowledgement,

Blectrons: Acknowledgement Letter confimation Gonfirmed = ‘—

* required field

The Bidder can cancel the acknowledgement at any time by clicking the “Cancel Acknowledgement” link
at the competition’s details page and following the instructions on the next page.
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5. Requesting clarifications

Logged-in Bidders are able to request clarifications online by clicking the respective link at the
competition’s details page. Such clarification requests can also be sent by email to the designated email
address specified in the solicitation documents, however it is preferred that Bidders submit them online
through the system. The deadline for submitting clarification requests/questions is indicated on the
competition’s details page. The link for requesting clarifications will disappear once this deadline has
passed.
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Tenders Title: Provision of event management services.
Reg. no.: RIQ1S /00012

@ Launch date: 22 April 2015, 16:23 (GMT+2:00)

@ Deadline: 29 April 2015, 16:30 (GMT+2:00)
Procurement method: Request for Quotation

Category & Sub-category: Services;Event Mgmt Services

Overview:

We kindly request you to submit your quotation for providing event facilities, as detailed in Annexes 1 of this RIQ. When preparing your quotation, please be guided by the form
attached hereto as Annex 2.

Contacts:
Mr. Radu Dusciac , e-mail: radu.dusciac@undp.org

Supporting documents:

Request for Quotation
Annex 2 - Quotation Form ¥)

Clarification Questions & Answers:

There are no Clarification Questions submitted and/or answered by UNDP under this competition.

_b Request clarifications

Clarifications can be reguesffd until 5 day

Bafere the competition deadine.

You have net yat submitted an offer

any Submit otfer online

Click the “Request clarifications” link, the following page will be displayed. The Bidder should formulate
the question in the respective text field and can upload files in support of the clarification request. Once
the “Save” button is pressed, a notification will be sent to the Bidder's email address. Multiple questions
can be included in the same request or a new clarification request can be generated by following the
steps above.
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UNDP Moldova

Service Center Page, Tenders

Tenders Vendor clarification request form for competition
RfQ15/00012: Provision of event management services

Fible = Edit = Insert= ‘View= Fomal= Table - Tools -
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Formulate your question(s) here. Files in support of your clarification request can be
uploaded below (not mandatory).

*Guestion:

h1 = span Words: 17

Artachments (you may upload files in suppart of your clarifications requaest)

Tithe Docs Note Delete?
* | Browsa.  Nofilg selocied
* | Browsa_ | No file selecled
* | Browse. | No file selecled

* required field
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UNDP will review the questions received from Bidders and will formulate answers soonest possible. Once
a clarification question is answered and published, the Bidder will receive a notification by email.

All clarification requests submitted by the Bidder are available at the “My clarifications” page which can
be accessed from the respective link in the menu on the left side of the page. Once published, UNDP’s
answer will be available under the “Answers by UNDP” column. Any supporting documents for the
respective answer will be available for download in the same column/cell. The Bidder can check the
status of the clarification request under the “Status” column and see when the answer was drafted and
published by UNDP. Additional clarifications can requested by clicking the respective link.

UNOP Moldova | My Clarficat. x| [l valipe - Yahoo Masl x|+
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Tenders My Clarification Requests

il 5 .1‘- before the

d by valipiu@yahoo,com, 24 A

Question from Bxdder

Answier drafted: 74 Apr 2015, 10:47
Answer published: 24 Apr 2015, 10:47

RIGLS/00011
Title of tender

Daadine: 28 Feb 2015, 11:00 Bacquast submitted by valiprug@yahos.com, 03 Feb
Musmbar of lots: 2 quaaticn 1 angwear 1 2015, 11:10

Fartial quotes permitted by LOT Answer drafted: 04 Feb 2015, 11:13

The deadine for requesting clarifications has Answer published: 04 Feb 2013, 11:13

pacied.

All clarification requests submitted by Bidders and answered & published by UNDP will be publicly
available for all Bidders (including the Bidders which are not registered in the system) by clicking the
“Clarification Questions & Answers” link at the competition’s details page:
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Tenders Title: P ion of event services.

Req. no.: RIQLS/00012
© Launch date: 22 April 2015, 16:23 (GMT+2:00)

© Deadline: 29 April 2015, 16:30 (GMT+2:00)

Proc hod: Request for Quotali

Category & Sub-category: Services;Event Mgmt Services

Overview:

We kindly request you te submit your quotation for providing event facilities, as detailed in Annexes 1 of this R, When preparing your quotation, please be guided by the form attached
heroto a5 Annex 2.

Contacts:
Mr. Radu Dusciac , e-mail: radu.dusciac@undp.org

Supporting documents:

Request for Quotation T
Annex 2 - Quatation Form ¥

Clarification Questions & Answers 4—

A YOUr Intantion to submit an

emai notfications about any Submit offe

The sources of the various clarification requests will not be disclosed.
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6. Submitting offers online

Logged-in Bidders are able to submit their offer online by clicking the respective link at the competition’s
details page. The system “knows” whether a logged-in Bidder has drafted or has submitted an offer under
any active competitive process and a corresponding hint message will be displayed. The system is built to
be as intuitive as possible, so various hints and instructions are included at the various steps of the online
submission process.

'umPI.hltullmrPrm1 -fﬂnm-m-'ﬂ_ :‘-& q

& | @ 115 wdpied

Countey Page |UN [
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UNDP Moldova

Service Center Page, Tenders

Tenders Title: Provision of event management services.
Reg. no.: RIQL5/00012

© Launch date: 22 April 2015, 16:23 (GMT+2:00)
© Deadline: 29 April 2015, 16:30 (GMT+2:00)

Procurement method: Reqguest for Quotation

Category & Sub-category: Services;Event Mgmt Services

Overview:

We kindly request you to submit your quotation for providing event facilities, as detalled In Annexes 1 of this RfQ). When preparing your quotation, please be gulded by the form attached
hereto as Annex 2.

Contacts:
Mr. Radu Dusciac , e-mail: radu.dusciac@undp.org

Supporting documents:

Request for Quotation B
Annex 2 - Quotation Form ®

Clarification Questions B Answers

Request darifications
Clarfications can be requested untd 5 days before the competition deadine

. . hint message
eu have not yet submetted an offer ‘_
Submit offer online 4—

cancel Acknowbedgement

Important note: Bidders should start preparing their online submission well in advance of the
established deadline. They should prepare all submission documents in accordance with the instructions
from the solicitation documents, and have them available in electronic format (scanned) before starting
the online submission process. The Bidder should be able to finalize the online submission and press the
“Submit offer” link before the expiration of the competition’s deadline. The system will not allow any
online submission to take place after the deadline has expired.

The following page will be displayed after clicking the “Submit offer online” link:

a - Tond [ ] UNDP Moldown | Proc—. || Gountry Page | un [ - | 0

UNDP Moldova

Service Center Page, Tenders

Tenders Submit offer for competition
RfQ15/00012: Provi of event services

This is the jpis gLess of submitting your offer

s Number of lots: 2
» Partial quotes permitted by LOT

Ploase inclue % about your offer in the field below, Please do not give any pricing Information at this stage. You will have the possibility to add such information at the

subsequent steps (after pressing the “Save™ button).

Commants:

File = Edit = Insert = View = Format = Table = Tools =
4 P Fomets- B J E X 3 B E-E-H 3 S @ e B A-N-Q
include general comments here: for example "We are submitting an offer for both lots.”
p Words: 0
Note:
* required fiald
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This page is the initial step in the process of submitting the offer online. The number of tendered lots is
displayed and Bidders are informed whether partial quotes are permitted by lot or not. General
comments about the offer should be included in the “Comments” field. Bidders should include any
pricing information in this field. After pressing the “Save” button, the following page will be displayed:

[T fre——— =2 " |
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Submit oMor

This page is also accessible by clicking the “My submissions” link in the menu on the left side of the page.
It contains all past and current submissions (including the drafts) made by the Bidder using the system.

As a next step in the online submission process, the Bidder has to add information related to the lots they
are bidding for by clicking the “Add lot” link. The following page will be displayed:

[T free——— =~ |
© o . te +ao =
AP Onbne || ATLAS || UNDP Misdeva | Serv. [ imtravet 87 U0DP Mukdova ntran_. ([ Precurement e be UNDP Teamwerks 7 UNDP Meidovs - Jobi S UNDP Moldovs - Tend_. [ | UNDP Mekdena | Proc. Ceurtry Page | U (TR = B 45D eePeint Saete. =
7
Tanders Add new lot for competition

RfQ15/00012: Provision of event management services

s fiedd blow. Piease do not grve any pricing informaticn in the comments.

Lot = «ff— select lot from drop-down list

Lt amount: 1HE2 -#— indicate total price of the lot in number format (use *.* to express decimals)
LIS Doars ~<4— choose currency of your offer from drop-down list
e~ Bt~ Fesi~ View~ Fomel~ Tbie~ Toos -
- Fomats~ B J E E 3 B E-E-3 3 W B v H A-K-Q

Let 3 comments.

Lot sebmission comments:

e
Supporting documents and attachments for the Lot # Attach files here. At least one file has to have the category "Financial™

Doy Caregnry

* | Biowsn. * Feaseml =
Detaded w Browne. = Techricsl =
Flagaratos candems * [ Bupwma. | M * Asnax =

ot st | Biowse. * Annex

This is the step when lot-related information can be added. The number of tendered lots is displayed and
Bidders are informed whether partial quotes are permitted by lot or not, as well as the preferred currency
for the competition is shown. The Bidder should select the lot they are bidding for from the drop-down
list. In the “Lot amount” field the Bidder should indicate the total price of the lot as a number (use “." to
express decimals). In the “Lot currency” field the Bidder should indicate the currency of their offer (the

currency of the offer can be different from the preferred currency; in such case any currency conversion
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shall be done based on the UN Operational Rate of Exchange prevailing on the last day of submission of
offers). Lot submission comments should not contain any pricing information.

Finally, under this step the supporting documents and attachments pertaining to the lot should be
uploaded. The Bidder can upload as many documents as required and should indicate the category for
each of the uploaded documents. In the case of Request for Quotation or Invitation to Bid, at least one file
with the category “Financial”, containing the detailed financial offer for this lot, should be uploaded. In
the case of Request for Proposal, at least one file with the category “Technical” and one file with the
category “Financial”, containing the technical and financial offer, respectively, should be uploaded.

Once all information has been provided and files uploaded, click the “Save” button. The following page
will be displayed:

I lllﬂ-l’m|“rm 31 UNDP Miskicos | My submirsss.. ﬂammm_ & 1+ Eg

s sl : ta + e =
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Service Center Page, Tenders

Tenders My submissions

Under the “Lots” column the information pertaining to the lots (including supporting documents) will be
displayed. The Bidder can edit the previously entered information for the lot by clicking the respective lot
link or delete it entirely. Additional supporting documents can be uploaded, as required. Information
pertaining to other tendered lots can be added by clicking the “Add lot” link and repeating the
instructions described above.

The final step in the online submission process is the submission itself, which must take place before the
expiration of the competition’s deadline. The system will not allow any online submission to take place
after the deadline has expired. Once all information has been provided and supporting documents
uploaded, the Bidder must submit the offer by clicking the “Submit offer” link. A notification by email will
be sent to the Bidder's email address confirming the online submission.

Any time prior to the expiration of the competition’s deadline, the Bidder can retract the submitted offer,
by clicking the respective link on the “My submissions” page, in order to edit it and resubmit again. The
Bidder can view the submitted offer by clicking the “View submission” link. Once the competition’s
deadline has expired, the Bidder will not be able to retract its offer anymore.

l LHOP Moldova | Clme Com—. & )| LP hiokiowa | My submaa— = |l [ eeaedl Lol Yoh L+ q

ET wtianer 3 UMD Meideve Intian [ Precurement Fosmi T+ UND® Toamwerks T8 UNDP Meidovs - ot 7 UNDP Moldeva - Tend. LNOP Mokt | Prec Cournry Page) UN [} UN Opesstioasd Rstes . [T Aseet Manugurnera Fo.. [ 48D SharsPomt Stefo. =

Service Center Page, Tenders

Tenders My submissions

The Bidder will be able to check the status of the competition under the “Current Status” column. Once
the evaluation is complete and the winner selected, the unsuccessful Bidders will be notified by email
and the winner’s name under each lot and respective awarded contracts amounts will be published here.
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7. Past competitions

To access the past competitions click the respective link in the menu on the left side of the page. The
following page will be displayed:

UNDP Mo | Service Cote. % |
€ 3 o wmdpred 3 e 3+ AB =
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2015 =
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Categones Type
Goods Agnoultural Products = Expressson of Inberes! = Last n records:
Goods; Audiovisual Equipment Invilation for Pre-Gualification
Goods, Clathing Invitation bo Bad
Goods, Compuler and Networking Equipment Request for Proposal
Goods Fuel - Request for Quotation
Y P
Filtes Resal Fom

This page is publicly available to all visitors of the website and allows a filtered search among all past
competitions. The following filters can be applied: year, registration number, title of competition, winner
name, competition launch date and deadline ranges, categories and type of competition. Once the
required filters are set, click the “Filter” button. The past competitions corresponding to the selected
filters will be listed, sorted by the registration number in descending order. The total number of records
listed is limited to 77. If some past competitions are not found in the list, additional filters should be
applied.

8. Company information

Logged-in Bidders are able to view and edit their registration information in the UNDP Moldova e-
Tenders System by clicking the “Company information” link in the menu on the left side of the page. The
following page will be displayed:

UNDP Magldova | Serice Conte. . +
€ P B rtihundemd . 4B s aBd =

i [ mtranet ' UNDP Moldova intran_. (B Frocosement Fosms tn UND® Tesmwori 87 UNDP Moldov - Jobs TI UNDP Moldovs - Tend UNDP Mioidova | Froc Courry Page | Ut 511 UN Ope | .3 Seefo.

UNDP Maldava :" . i — t-.v @)“
Service Center Page, Tenders k> A NS . NITEN

D P
Tenders Vender information

1l Fapmant

i Spirsi, Sakes Manager, ussiname
: . ser and Natworkng Equipment

umablos
ratony Equipment

On this page Bidders are able to edit their registration address, activate/deactivate existing users or add
new users, edit the fields of activity and add supporting documents to their portfolio of registration
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documents. Bidders are not able to edit the company legal name and fiscal code and country of
registration, which serve as unique identifiers of the Bidder in the system.

9. UNDP Moldova Contact Information

In case of problems or difficulties with the online submission of offers, please contact the UNDP Moldova
Service Centre by email at sc. md@undp.org, or by phone at +373-22-220045.
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