



[bookmark: _Toc133307029]SECTION V: Bidding Forms

[bookmark: _heading=h.111kx3o]The following checklist is provided as a courtesy to Bidders. Please use this checklist while preparing the bid to ensure that your bid contains all required information. This checklist is for the Bidder’s internal reference and does not need to be submitted with the bid. 
	ACTIVITY
	LOCATION
	YES / NO/ 
NOT APPLICABLE
	REMARKS

	Have you noted the bid closing deadline?
	Cover letter, #5
	
	

	Have you read and understood all of the Instructions to Bidders in Section I of the bidding documents?
	Section I
	
	

	Have you reviewed and agreed to the UNFPA General Conditions of Contract?
	Section III
	
	

	Have you reviewed and agreed to the UNFPA Special Conditions for Contracts?
	Section IV
	
	

	Have you completed the Bid Confirmation Form?
	Section V, 1
	
	

	Have you completed the Bid Submission Form?
	Section V, 2
	
	

	Have you completed the Bidder’s Identification Form?
	Section V, 3
	
	

	Have you completed the Product Item Overview Form?
	Section V, 4
	
	

	Have you completed and signed the Price Schedule Form?
	Section V, 5
	
	

	Have you reviewed all of the relevant contract form(s)?
	Section I, Sub-Clause 4
	
	

	Have you provided evidence that your firm is established as a company and legally incorporated in the country where it resides?
	Section I, Sub-Clause 7.2
	
	

	Have you provided written confirmation that your company is neither suspended by the United Nations system nor debarred by the World Bank Group?
	Section I, Sub-Clause 2.2 
	
	

	Have you prepared documentary evidence that the goods conform to the technical specifications and standards specified in Section II Technical Specifications and Schedule of Requirements?
	Section I, Sub-Clause 7.3, a.

	
	

	Have you prepared product catalogues containing pictures of the product(s)?
	Section I, Sub-Clause 7.3, c.
	
	

	Have you furnished a list of full particulars, regarding the available sources and current prices of space parts, special tools, etc., necessary for the proper and continuing functions of the goods within the Product Item Overview Form, Section V, 5?
	Section I, Sub-Clause7.3

	
	

	Have you sealed and marked the bids according to Instructions to Bidders Clause 13 (hard copy bids) or Clause 14 (electronic bids)?
	Section I, Sub-Clause 13 & 14

	
	

	If submitted electronically, is the file size of the bid less than 10MB? (If the file size is above 10MB, refer to Instructions to Bidders Sub-Clause 14.4) 
	Section I, Sub-Clause 14.4

	
	

	Have you prepared a copy of the previous year’s  company Balance and Financial Statements?
	Section I, Sub-Clause 27.3
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