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Minutes of the Bidders Conference for Companies interested in the international tender 

UNFPA/MOZ/RFP/18/002 for the supply of shelves for the INE Warehouse at FACIM 

 

Date: 22 May 2018 

Time: 10:00am  

  

 

UNFPA 

 Dillys Buque, Procurement Analyst 

 Daniel Backhouse, Procurement Analyst  

 Atanasio Muchanga, Procurement Associate  

 

Representatives of participating companies: 

 

 Edson Teixeira Saia 

 Helder Tovela 

 Gisela Julia 

 Narcia Munguambo 

 Sandra Lam 

 Laurinda Carlos 

 Nadya Rawgee  

 Rene Chauque 

 Fernando 

 Jose Luis Matana   

 

Background:  

 

UNFPA Mozambique Country Office seeks to receive qualified bids for the supply of 

Printing Services for UNFPA for its programme in Mozambique in small and medium batches 

to establish Long Term Agreements (LTA) for a duration of 3 years. For that reason, UNFPA 

launched an international tender (Request for Proposals) on 15 May 2018 inviting potential 

national and international bidders to submit proposals for the supply of Printing Services. In 

the context of this RFP, UNFPA organized a Bidders Conference for all interested bidders to 

get familiarized with the purpose of the LTA, the procedure of the RFP and to clarify open 

questions relating to the Terms of References (TOR). The Bidders Conference took place at 

the office of UNFPA Mozambique, Av. Julius Nyerere 1419, on 22 May 2018, at 10:00 hours 

Maputo time.  

 

Minutes:  

 

Three Representatives from UNFPA and eleven (11) representatives of companies who are 

interested in participating in the bidding process and three from UNFPA were attending the 

Bidders Conference (see attached scan of Attendee´s List).  
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UNFPA structured the meeting in four (4) parts:  

1. Purpose and Reason for the project to establish a LTA 

2. What is an LTA 

3. Procedure of RFP 

a. Procedure and Criteria of the Technical Evaluation  

b. Price Schedule Form and Financial Evaluation  

c. Terms of References/Specifications  

4. Follow up within the LTA-Framework 

 

The questions and requests for clarifications and amendments will be attached to these 

minutes.  

 

1. Due to growing funds, UNFPA is planning to expand investments in printed material, 

among others. To save transaction costs, being able to respond faster to internal 

requests and to ensure to obtain the most competitive prices in the market, UNFPA 

has launched a RFP to establish LTAs with 3 vendors, valid for 3 years. UNFPA 

underlines, that such LTAs might also be used by other UN-Agencies, so the 

estimated amount per year may significantly rise.   

 

2. As stipulated in the RFP-Document, a LTA is not a contract, so does not require using 

it. Based on the LTA, Purchase Order/Contracts will be issued for the purchase of 

certain requested goods. The objective of UNFPA is to establish at least 3 LTAs 

depending on the submitted proposals.  

 

3. To establish a LTA, a RFP has been launched. UNFPA refers to the RFP-document, 

which explains in detail the procedure of bidding to be followed. Additionally to that, 

UNFPA highly recommends to read carefully the instructions and emphasized the 

two-envelope methodology. So, the bidders have to separate their technical bid from 

the financial bid in different emails and/or envelopes. UNFPA stressed to contact Mr. 

Daniel Backhouse (backhouse@unfpa.org) in case of any questions regarding the 

procurement process and contract, but not to send proposals to him. UNFPA 

underlines that all proposals have to be sent electronically to moz.tender@unfpa.org 

or physically to the UNFPA Office (Address is mentioned in ITB-documents).   

 

a. As well, UNFPA highlights the difference between historical and non-

historical/mandatory form to be submitted. Mandatory Forms are the Bid 

Submission Form (SECTION VI – ANNEX B, RFP-Document) and the 

Bidders Identification Form (SECTION VI – ANNEX C, RFP-Document), 

which has to be submitted with signature of the bidding company. A non-

submission of mandatory forms might result in rejection. Historical documents 

include information about the company, which are requested in the RFP-

Document, like previous experience, references, certificates, staff structure, 

presentation of the company, audited bank statements, etc. which the bidders 

shall submit. In case of non-submission, UNFPA will ask the company to 

provide that information during the technical evaluation. UNPFA suggests, 
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that the bidders should follow the rule “the more information the better” and 

reminds that additional requests for clarification during the evaluation requires 

additional time and delays the process.  

Besides the historical and non-historical documents, the bidders are requested 

to submit physical samples of the four (4) mentioned items in the RFP-

document, Terms of Reference. This is to evaluate the quality of the proposed 

products of the bidders.  

A technical evaluation panel will assess the proposed technical information 

and score them as described in Section I of the RFP-Document. Only the 

financial proposals of bidders which technical proposals exceed the required 

minimum score of 70% will be evaluated during the financial evaluation.  

b. UNFPA explains that there are 2 Lots to bid for: Lot 1 to establish Price ranges 

for specific products and Lot 2 to establish price ceilings for specific items. So, 

the bidder have to insert price ranges in Lot 1 and Ceiling Prices in Lot 2. 

UNFPA will sum the total sum of the average prices of Lot 1 and the total sum 

of the Ceiling Prices of Lot 2 to be compared with all other financial proposals. 

The Price Schedule Form has to be completely filled.  

c. UNFPA explains that the items to be quoted for in Lot 1 are representing the 

items which UNFPA is mostly and frequently requesting. Nonetheless, 

UNFPA will request products, which are not listed in the RFP in future, so 

UNFPA will ask the LTA-holders for quotes in a Secondary Bidding Process.   

 

4. UNFPA plans to establish three (3) LTAs and will ask the awarded LTA-holders for 

quotations for requested products using the secondary bidding procedures. In case of 

satisfactory performance, UNFPA will extend the LTA by one additional year.  

 

All questions raised during the Bidders Conference are listed in the attached document 

Amendment Nº 1.  

 

 


