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INSTRUCTIONS, CONDITIONS AND DISCLAIMER FOR THE SUBMISSION OF ELECTRONIC
DOCUMENTS IN ILO’S E-TENDERING SYSTEM

A. INSTRUCTIONS ON HOW TO ACCESS ILO TENDERS AND SUBMIT A
PROPOSAL

ILO e-Tendering System (eTS) is integrated with the United Nations Global Marketplace portal
(www.ungm.org). Please find below instructions on how to access the tender documentation.

1. Registration on UNGM

To access the tender documents, you need to be fully registered on UNGM. Registration at basic
level is sufficient, since the ILO does not require level 1 and 2 registrations.

UNITED NATIONS

English ~ Register « Login
GLOBAL MARKETPLACE

Welcome to the UNG

Register Business . "W Tender Alert Service
Opportunities &=

Complete the online vendor
registration form and submit it

for review.
a&;

UN Staff Area

UNITED NATIONS Engisn v Regiter + Login | soon Ui
GLOBAL MARKETPLACE Sea UNGN

o)

UNGM Registration

Home
For mare information on the UNGM vendor registration process, please click here.

About UNGM

It should take approximately 5 to 10 minutes to complete the Basic level of registration.
Registration process

If you need any assistance or require more information, please do not hesitate to use the Help? button in the right-hand corner of the page.
Code of conduct

Terms & Conditions

e Registering with the relevant UN organizations

Contract awards During the online registration process, vendors are automatically matched with the UN organizations which buy the products and services the
—_— vendor offers. You are able to deselect any of these UN organizations, should you wish to do so. If your company is unable to register with a
Knowledge centre particular UN organization, it is because that organization does not buy the goods or services you provide.

UNSPSC

After completion of your registration

FA
% Once the required information has been provided. you will be able to submit your registration for review. Some UN organizations automatically

Scam Alert accept submissions, while others review and evaluate each submission based on specific criteria. This process can take up to 10 working days.
Once a vendor has been accepted by at least one (1) UN organization, the vendor's profile is visible to all UN staff.

Help?

Please click the Help? button. From here you are able to get in touch with our HelpDesk who will assist you with your query. We try to answer all
queries within 48 hours. For the most efficient service, please ensure that you are logged in. Provide a detailed comment and screenshot where
possible.

Continue to registration

L 7 Registration for UN staff. Click here to start registration.
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Once you have created your UNGM account, make sure to activate it. If you have not received the
activation email in your personal email inbox, you can resend it by using your UNGM inbox.

2. Log into your UNGM account

In order to log into your UNGM account, please click on the ‘Log in’ link at the top right-hand corner
of the page. You will need to use your username, which is the email address you registered with,
and your password. If you do not remember your password, please use the ‘forgotten password’
functionality.

Log in
Home

Account details
About UNGM

Registration process
Email address *
Code of conduct

Terms & Conditions

Password *

Tender notices

Contract awards

Knowledge centre Forgotten password?
UNSPSC
FAQs

Scam Alert

If you do not yet have an account, you can register here.

3. Complete your registration

From the Registration link in the left-hand menu, you can complete your registration form. It only
takes about 5-8 minutes to complete your Basic registration.

Please note that some tabs appear in red and others in green. The red tabs mean that you are
missing information. The asterisk (*) indicates information that is required and you will not be able
to submit the registration until this information is provided.

ic Registration

Home
Pleaze provide all the required information to complete your registration.

—— o I
-

Registration process

Code of condud
— A V2SN P2 BT POVCRG. e LioB MIOIMACON S FRGLIARD N NS III0N.  *recirad el
Terms & Conditions

Tender notices

General » Address ) Countrles/area » Contacts » Declaration » Coding » UN Organizations (24)
Tender alert service

Contract awards

ecige centre General company informatior

Company name * Trade name/DBA

Company type * [«
= Fax country code

Vendor
Dashboard Parent company
2% L
Settings
VendoF doctiments License number * Website

Tender Aler Service

UNSPSC changes
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Please, do not forget to submit your completed registration to the UN organizations
matching your company’s profile. Please verify that ILO is part of the list of UN organizations
which match your company’s profile in the ‘UN organizations’ tab.

If you have completed your basic level registration in the past, please ensure that your basic
registration with ILO is complete. You can either check this information from your
Dashboard or directly in your Registration section. If your registration is not complete (for
example if your registration status is “Registration/Vendor to Update”), please update the
information requested by the UNGM platform before proceeding.

{2) | UNITED NATIONS ot o

My Dashboard

We are in the process of updating the UNSPSC codes. For more infermation on the changes and addition. read here - UNSPSC changes

Home
About UNGM

Registration process

Code of conduct Your UNGM numberis 123456

e o /4 There are UN organizations matching your profile to which you have not yet submitted your vendor regjstration. Visit the Registration page and
Tender notices = dick on the UN Organizations section to submit your registration now.

Tender alert
service

Coriact s Company registration status

Knowledge centre

UNSPSC The statuses of your company’s registration submissions are shown below. For an explanation of what each status means, please click
¥ here

FAQs

hrridee UN organizations Basic registration Level 1 registration Level 2 registration

SRR FAD Registered (03-Aug-2015 14:59)

Vendor

Settings

Registration

4. Search for the tender notice issued by ILO

From the UNGM homepage, click on the ‘Business Opportunities’ box or click on the ‘Tender
notices’ link in the left-hand menu. Click on the ‘show more criteria’ button on the upper right side.
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€Y | UNITED NATIONS T , : : T
“*:.,i_ GLOBAL MARKETPLACE sg b o - ARG

Welcome to the UNGM

‘Regifst:ﬂriation > | Business Tender Alert Service
' Opportunities

Gain online access to all tender
opportunities published by UN

agencies on UNGM : Ii E’

{ia) | UNITED NATIONS I o } o N
“@‘t GLOBAL MARKETPLACE £ B o e

Sea tender notices

Home ‘

Beware of scams requesting payment for registration as a vendor and promising guarantees of contracts. For more information, please click here.
About UNGM

Registration process

Title Show more criteria
Code of conduct
Description .

Terms & Conditions
Reference

> Published betwean and  03-Aug-2013

Contract awards

Deadline between 03-Aug-2015 and
Knowledge centre Clear Al
UNSPSC
FAQS
Displaying results 1 to 15 of 395
Video Guides %—
) . 5 a=
Scam Alert Title Deadline Published UN Type of Reference Beneficiary
organization notice country ®
Vendor Elecucién de Obra del nueve Establecimiento  10-5ep-2015 | 03-AUg-2015  UNOPS Invitation to | Licitar PEOC/15/95655/2398 peru
Dashboard Penitenciario de Arequipa-Peru 23:59 bid MINUS
Settings . o .
Ejecucién de Obra nuevo Establecimiento 10-5ep-2015 03-Aug-2015 UNOPS Invitation to PEOC/15/95655/2397 MNJUS Peru
Registration Penitenciario de Ica - Perd 23:39 bid

In the ‘UN organizations’ field, please type ILO. The system will automatically show all the active
tender notices issued by the ILO.
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Home o .
Beware of scams requesting

About UNGM

Registration process

Code of conduct

Terms & Conditions

Tender notices
Published between

Tender alert service Dead

ne between
Contract awards

Knowledge centre

UNSPSC
FAGQs
Video Guides m
Scam Alert
: Displaying results 1 to 2 of 2
Vendor i

UN Organization

g payment for registration as a vendor and promising guarantees of contracts.

Select UNSPSC

For more information. please click here. ‘

Hide advance criteria

Dashboard

Settings

[ \ Click "View document’ button to view notice in In-tend.

Level 1

Vendor documents

My tenders/contracts

Tender Alert Service

UNSPSC changes

Title Deadline  Published  UN Type of Reference Beneficiary
organization notice country
View Documents 31-Aug- 01-Jul-2015 o Requestfor  RFP NO. 27201 United
2015 00:00 propasal Kingdom
View Documents BEC - BFP Library Renoyatio 01-5ep- 01-ul-2015 o Request for RFP/OO/201S/BEC  United
2015 00:00 proposal Kingdam

On the side of each tender notice, you will find a green button with either ‘Express interest’ (if this
is the first time you view the notice) or ‘View documents’.

In case of first access, click on ‘Express interest’ to notify ILO that you are interested in participating
in this tender. After a few seconds, the button will change in a green button ‘View documents’ (on
the left side). Click on it and access the tender documents.

5. Tender Management

You will be transferred from the UNGM portal to the ILO e-tendering system. The following
‘Tender Management’ screen should appear.

IMPORTANT: If the Tender Management screen does not appear, please inform immediately

the ILO at pcrt@ilo.org.

‘y".:“‘ UNITED NATIONS
LY | GLOBAL MARKETPLACE

Home  Messages Tenders Contracts

‘Your return has not yet been sent

——
@ RFP Documents  Correspondence  History

Title:

Reference :

Description :

Contact :

Estimated Value :

Contract Start :

Contract End :

Date documents can be requested until :
Process :

Directive ;

Procedure :

Tender Management

Company Details  Help  Logout
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You are now in the ILO e-tendering system. Under this area you will find the following menu tabs:

e Tender: General information about the tender process.

e RFP documents: IMPORTANT, here is the deadline plus all the documents of the tender
process. (RFP or ITB). In the same area, you have the placeholders for uploading your proposal
and all your documents.

e Correspondence: an area where you can write emails and receive answers from ILO.

e Clarifications: an area for reading the clarifications issued by ILO and made available to all
bidders. Please check this section regularly, as all published clarifications become part of the
specifications.

e History: alog of past activities related to this tender.

From this point onwards, we think that the system is more intuitive and you should be able to

navigate without major difficulties. However, should you have questions, please contact us by using
the CORRESPONDENCE functionality of ILO e-Tendering System or via email at pcrt@ilo.org.

6. If you re-enter UNGM at a later stage

There is a short-cut to access ILO tender notices at a later stage. After logging in UNGM, you
should select ‘My tenders/contracts’ option from the left-hand menu.

You can also click on the ‘View document’ button next to the notices or click on the ILO link under

‘My tenders/contracts’ in order to access ILO e-Tendering System and see details of the tender
notice and its documents.

o

My Tenders

Tender alert service

Help

v dogcument’ button to view notice in In-tend

Title Deadline Published UN Type of Reference Beneficiary
organization  notice country

7. How to download - tender documents

In the ‘Tender Management’ page, please select the ‘RFP documents’ menu tab, scroll down
until the section ‘Tender documents received’, and download all documents.
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Home Messages Tenders Contracts Company Details Help Logout

Your return has nat yet been sent

Tender RFP Documents Correspondence History

How To Attach & Submit Documents

1.1 any mandatory documents have been requested, they will be shown in the My Tender Return section against a Red button. You will need to attach them using the Attach Documents button within the My Tender
Return section to the battom of this sereen.

2.1 3 Questionnaire is required to be completed, it will be shown in Red and marked Not Started in the My Tender Return section. It is mandatory that any Questionnaire’s must be completed.

3. Te attach additional documents you wish to submit as part of your tender return, dick the Attach Documents butten under the My Tender Return section (if available). These will then appear in the My Tender Return
section.

NOTE : Large files may take some time to upload.

4, When you have completed all the above steps and are ready to submit your tender retumn, click the red Submit Return at the bottom of this page.

[14Ju\ 2015 13:28:13 mﬂl]ul 2015 14:00:00 RIS

Tender Details

Stage Name

Closing Date
Stage Start Date
Project Title

Project Description

Tender Documents Received - Main Description

Options

Document

<
2

Download

8. How to submit the proposal and attach documents

The documents that are part of the TECHNICAL and FINANCIAL components of the proposal must
be uploaded separately, by using the button “Attach Documents”, after selecting the relevant
component (technical or financial) from the drop-down menu “Envelope”.

The uploaded documents must be clearly marked as “TECHNICAL” or “FINANCIAL".

NOTE: Large files may take some time to upload. We advise you to keep the files under 5MB.

by e-mail, mail or any other means will not be considered. B

Project Description On behalf of the International Labour Crganisation (ILO), represented by the International Labour Office (ILO), we

are pleased ta invite any interested company to submit a tender for INSERT DESCRIPTION] according to the
technical documents attachad to thiz tender. Under this tender caze file, you will find all the neceszary
documents to prepare and submit an offer. Participation to this tender entails acceptance of the Terms and

ons applicable to ILO contracts that are attached as Appendix VIl Mon acceptance of said Terms and
Conditions may result in the rejection of your affer. Submission of an offer doss not create any obligation on the
part of the ILO, Teleg contacts or ings with

of the ILO are not allowed during the tender
process other than what is authorized and requested by the ILO PROCUREMENT BUREAU in the framework of
thiz tendar. any potential supplier not complying with these i ione may be dizqualified.

Tender Documents Receiv Description

20 -~ Tool 6-3 Invitation to Bid.docx

21 -- Tool 6-4 Request for Proposzal.doo:

Select doCUMEnts you wish 1o add to the My Tender Return section above using the Attach Documents button below,
NOTE ; Large fes can take some time 16 upload.

Envelope (None) -

| TECHNICAL COMPONENT &
FINANCIAL COMPONENT

When you have completed all the above steps and are ready to submit your tender return. dick the Submit Return button.

Submit My Return

Mote: You can only make one return for this stage.

United Na Glabal Mar| e « Terms and Conditions
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You are advised to first upload your technical documents by selecting the “Technical component”
from the drop-down menu “Envelope”. You must ensure that no financial document is included
in the technical component of your proposal as this may result in disqualification of your
offer.

by e-muil, mail cr any other means will not be considered.

Project Description On behalt of the International Labour Organisation {ILO), represented by the Internaticnal Labour Office (ILO]), we
are pleased 1o invite any interested company to submit a tender for INSERT DESCRIPTION] according to the
technical documents attached to this tender. Under this tender case file, you will find all the necessary
dacuments to prepare and submit an affer. Participation to this tender entails acceptance of the Terms and
Conditions applicable to ILO contracts that are attached as Appendix VIL Non acceptance of said Terms and
Conditions may result in the rejection of your affer. Submission of an offer does not create any obligation on the
part of the ILO, Telephene contacts o meetings with members of the ILO are not allowed during the tender
process ather than what is authorized and requested by the ILO PROCUREMENT BUREALI in the framework of
this tender. Any potential supplier not complying with these instructions may be disqualified.

Tender Documents Received - Main Description
20 -« Tool 6-3 Invitation to Bid.doox View Download
21 -- Tool 6-4 Request for Preposal. docx View Download

Seltct documents you wish to add to the My Tender Return section above using the Attach Documents button below.

MOITE : Large files can take some time to upload.

Envelope TECHNICAL COMPONE = &

Agtach Documents

Submit My Return

When you have completed 2l the above steps and are ready 1o submit your tender return, dick the Submit Return button.

Mote: You can anly make ane return for this stage. L]

- United Matio | Marketplace » Terms and Conditions

Once all technical documents have been uploaded, you shall upload the financial documents by
selecting “Financial component” from the drop-down menu and clicking on “Attach Documents”.
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Tender Documents Received - Main Description Options

20 -- Tool 6-3 Invitation to Bid.docx View Download

21 -- Tool 6-4 Request for Proposal.docx View Download

My Tender Return - Main Description Envelope Options

Technical Document 1.docx (Microsoft Word Document) TECHNICAL COMPONENT View Download

Remove Envelope

Technical Document 2.docx (Microsoft Word Document) TECHNICAL COMPONENT View Download
Remove Envelope
Technical Document 3.docx (Microsoft Word Document) TECHNICAL COMPONENT View Download

Remove Envelope

Select documents you wish to add to the My Tender Return section above using the Attach Documents button below.

NOTE : Large files can take some time to upload.

Envelope FINANCIAL COMPONED ~
Attach Documents \

Submit My Return

When you have completed all the above steps and are ready to submit your tender return, click the Submit Return button.

Note: You can only make one return for this stage.

Submit Return

m

© 2013 - United Nations Global Marketplace » Terms and Conditions

Once all technical and financial documents are uploaded, they should be displayed in the “Submit
my Return” section.
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Tender Documents Received - Main Description Options i
20 -- Tool 6-3 Invitation to Bid.docx View Download
21 -- Tool 6-4 Request for Proposal.docx View Download
My Tender Return - Main Description Envelope Options
Financial Offerl.doc (Microsoft Word Document) FINANCIAL COMPONENT View Download
Remove Envelope
Financial Offer2.docx (Microsoft Word Document) FINANCIAL COMPONENT View Download
Remove Envelope
Technical Document 1.docx (Microsoft Word Document) TECHNICAL COMPONENT View Download
Remove Envelope
Technical Document 2.docx (Microsoft Word Document) TECHNICAL COMPONENT View Download
Remove Envelope
Technical Document 3.docx (Microsoft Word Document) TECHNICAL COMPONENT View Download
Remove = Envelope B

Select documents you wish to add to the My Tender Return section above using the Attach Documents button below.
NOTE : Large files can take some time to upload.

Envelope FINANCIAL COMPONEDN »

m

Attach Documents

Submit My Return

When you have completed all the above steps and are ready to submit your tender return, click the Submit Return button.

Note: You can only make one return for thV
Submit Return

Conditions relating to the submission of proposals viathe eTS

. Proposals submitted via the eTS must be received in full prior to the closing time.

. Immediately prior to submitting a proposal electronically, Bidders must check the electronic
files that constitute the proposal for viruses using fully current virus checking software and
must remove all viruses from the files.

. Naming convention: Bidders must ensure that all documents to be uploaded follow best
practices for file naming, i.e. the use of underscores instead of periods or spaces; otherwise
there is a risk that the document/s will not be uploaded. Avoid using special characters in
afile name, suchas\/:*?"<>1[1&$%,;.

. Large files can take a long time to upload and sent in the e-tendering system if they are
sent without any type of compression. It is therefore strongly recommended that Bidders
upload files that do not exceed 5 MB (megabytes) each.

9. Modification of your submission (return)

You can modify your submission as many times as you wish before the submission deadline, by
clicking on “Modify Return”.
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process ather than whan is snbonised and requested by the L0 PROCURERMENT BUREAL in the famewark of
thet vl Advy potintial sippler rol oomphandg with these Nt meny Be digualified

Tender Documens Beceed - Main Description

30 o= Tl 603 Irvsitaticen fo Bid doo

%

#1 — Tool &-4 Request for Proposal docs

My Tender Retsm - Man Description

Financial OferLdoc (Wircmalt Word Document) FEMANCLAL CORSPOMENT Vi Daownioad
Financial Offer2.docx {Mcromolt Word Document) FENANCIAL COMPOMENT [y iy
Technical Dooament Ldocx {Wercsalt Weed Document) TECHMICAL COMPONENT Wigw Do
Technical Doosment 2.doos {MEoosoh Waord Document) TECHMECAL COMPONENT Wi Do
Tiechnical Dgment 3t hScscralt Ward Document) TECHMICAL CCMPONENT m Diowniasd

Retuim Sultamitied

Vizas Tl e @ EOEVRIAS TRTL for TS Tender on 04 Merwambar 2015
1t it periditie b rrecdidy the youl nitum by bilEng th Toddy Return button. Pledis sote that sny Sotuments not doded in the fubtegqoent metorn will nol be congidered, AN berder dodurmants
yOu with to retum mast be induded n your modded bed 25 Tha repdaces your et and st
Vicas M praeks Era Sisbemat” Basbiosn squen. o oader 20 siberit sy suliagued modfed retuma.

10. Technical Support

Should there be any problem or question regarding the registration of their company or the
uploading of their tender documents within the ILO e-Tendering system, Bidders would call +41 22
799 7229 or +41 22 799 7879, or the In-Tend/ILO technical support in the UK at +44 (0)114 407
0065

B. DISCLAIMER FOR THE SUBMISSION OF PROPOSALS IN ILO’S e-TENDERING SYSTEM

1. Fortenders placed on its Electronic Tendering System (hereafter “e-Tendering system” or
“eTS”) in UNGM Portal, ILO will only accept documents to be received electronically, unless
explicitly stated otherwise in ILO’s instructions to Bidders or upon ILO’s written
authorization.

2. Aproposal lodged electronically is deemed for all purposes to be the true and legal version,
in writing, duly authorized and duly executed by the Bidder and intended to have binding
legal effect.

3. If the electronic files containing the proposal are corrupted, contain a virus or are
unreadable for any reason, ILO reserves the right to reject the proposal.

4. ILO accepts no responsibility for Bidders misunderstanding instructions or incorrect use of
the system.

5. Bidders acknowledge and accept, in respect of electronically transmitted proposals, that:

e Lodgement of large electronic files may take time and as such they must allow sufficient
time to fully transmit all files prior to the closing time.

e |LO shall not be liable for the loss, damage, destruction or corruption of any expression
of interest or tender, however caused.
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e Bidders are advised that until after the tender submission deadline, ILO may not
discover corrupted or unreadable files submitted via the eTS.

e Faults in the Bidders’ own systems are not the responsibility of the ILO, and no
extension of the submission deadline and time will be granted.

e The Server Clock displayed within the eTS shall govern the time.

The award of the contracts will be made at the absolute discretion of the ILO. The ILO’s decision
to award the contract to a preferred Bidder is final and shall not be questioned by any Bidder.

The Contract or the benefit of the Contract shall not be assigned, sub-contracted or otherwise
transferred by the successful Bidder in whole or in part, without ILO’s prior written consent, to
be given at its sole discretion.
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