
  1th December 2018 

Instructions for Technical Document Submission  
Technical Unit, Medicines and Nutrition Centre UNICEF Supply Division, Copenhagen. 

Technical offers are required to be uploaded to a specific OneDrive folder designated for each supplier. If 
you have not received a link to your OneDrive folder, please contact sd.nutritionsupplies@unicef.org  You 
will be given a secure link to one nominated email address. Where your organization does not have a 
Microsoft compatible email address, UNICEF will create the link so it is open. In order to keep this link 
secure, please do not share it.  

The list of documents required in the Interagency Specialized Product Questionnaire should not be merged 
into a single pdf document.  Submissions should follow the approach below to simplify navigation through 
the submission and facilitate future tender submissions for both suppliers and UNICEF.  

Instructions for Submitting Technical Documentation for Tenders.  

1. In the Interagency Specialized Product Food Questionnaire there is a section to enter the UNICEF 
material number as denoted by SXXXXX or UXXXX. (see below) 

 
 

2. Each different product offered must have a separate questionnaire filled in and uploaded. The 
questionnaires should be saved in the allocated folder and labelled with the following structure 
UNICEF number - Supplier name -Product main ingredient - Name of document: (see 
below) 

 

 

3. The list of documents to upload are located on page 12 of the questionnaire. These need to be 
uploaded for each product offered into the allocated folder, unless the information is common 
to more than one product. (see examples of folders below).  
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4. In addition to these documents the Company environmental policy and Employment / 
corporate policy should be uploaded in the Document Submission Folder directly. 

 
Labelling and naming of documents 

5. For each product document, and other product specific documents must labelled in the following 
manner UNICEF number - Supplier name -Product main ingredient - Name of document 

See the example below (in this example, UNICEF is the ‘supplier’):  

 

Another example:

 


