












Note regarding Appendices: 
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https://www.ungm.org/Public/Notice/26791 
 
The information contained in the appendices is relevant for the preparation of a successful 
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1 Introduction 

 
1.1 Who we are 

The Office of the United Nations High Commissioner for Refugees (UNHCR) was established by 
the UN General Assembly in 1950 to provide protection and assistance to refugees and other 
forcibly displaced people. In more than five decades, the agency has helped tens of millions of 
people to restart their lives. Today, UNHCR is one of the world's principal humanitarian 
agencies; its staff of more than 7,700 personnel is helping more than 35 million people in more 
than 126 countries. Staff members work in a diversity of locations and conditions including in our 
Geneva-based Headquarters (HQ) and more than 300 field locations. For more information, 
please see http://www.unhcr.org.  
 
To finance its operations, UNHCR relies almost entirely on voluntary contributions from member 
States of its Executive Committee, as well as a growing number of private-sector donors. It is 
therefore essential to provide donors and other supporters of the work of the organization with 
high quality, pertinent, accessible and timely information and reporting on operational needs and 
financial requirements. This project has been initiated by UNHCR’s Donor Relations and 
Resource Mobilisation Service (DRRM) of the Division of External Relations, which is also 
responsible for UNHCR’s flagship print publications Global Appeals and Reports. The donor 
website project is part of UNHCR’s overall digital revamp. 
 
1.2  Overview and Objectives of this Request for Proposal  

UNHCR wishes to offer external donor audiences a modern, clean and informative online 
website which will help donors and other stakeholders to find the information they are seeking in 
an easily accessible manner, whether this is a high-level analysis or detailed results data. The 
online solution must be ready by the time of UNHCR’s Pledging Conference in early December 
2014. 
 
The primary objectives of the new online solution are: 
 
1. to engage mainly with Governments, but also private-sector donors. For the Division of 

External Relations (DER), the most important purpose is to satisfy the major donors’ growing 
demand for results-based reporting. With a budget funded almost entirely by voluntary 
contributions from States, UNHCR must work closely with government supporters to enable 
them to provide hard facts, figures and analysis, as well as to retell stories about UNHCR’s 
operations, achievements and challenges, to their internal financial decision-makers and 
political stakeholders. Stronger digital communication about the impact of UNHCR’s work will 
help maintain trust and build reputation. The website will present core information on 
individual operations, by showing clear, pertinent results-based information to show donors 
and potential donors how UNHCR is planning its response to the needs assessed and where 
their contributions are making a difference to the lives and wellbeing of persons of concern. 
Furthermore, the site will provide thematic analyses of UNHCR’s programmes through 
aggregated indicator reporting on selected themes such as education or refugee registration. 

 
2. to highlight, throughout the year, operations or operational situations which require urgent 

funding, and also to inform about the latest contribution and expenditure levels.  
 

3. to replace the country chapters of UNHCR’s flagship print-publications, the Global Appeal 
and the Global Report, which most governmental donors accept as the main reporting tools. 
In order to make full use of the synergies with internal reporting, the website will draw mainly 
on the information available in Focus, UNHCR’s main internal planning and reporting tool, 
and PeopleSoft ERP (MSRP).  
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UNHCR wishes to encourage and empower governments, partner organizations, individuals or 
groups of people interested in its work to regularly and consistently consult when seeking to 
understand UNHCR’s achievements, challenges and requirements, including unmet needs. 
 
The main goal of this Request for Proposal (RFP) is to provide the terms of reference for the 
delivery of an online responsive design solution which will fulfill the above objectives.  
 
1.3 Scope of this RFP 

UNHCR wishes to contract a partner who can provide strategic and creative input in terms of 
visual, technical and functional design, and can implement the online solution, including:  

 a web-based donor information platform  
 the ability to report on results related to donations made to UNHCR  
 any necessary services for training, installation/set-up, hosting, troubleshooting and any 

other activities for the deployment of this platform within the given timeline 
 on-going maintenance and support of provided solution 

 
The successful bidder will provide an online responsive solution capable of meeting the full 
project requirements as defined in appendix 1 of this RFP.  
 
The successful bidder must have provided a firm, fixed-price proposal as per the pricing table, 
for a system that will support UNHCR’s requirements. This proposal should include either a 
hosted solution based on best of breed cloud architecture, or a self-hosting option including 
expected hardware requirements. UNHCR, or one of its partners, reserves the right to host the 
system. The successful bidder will also have clearly indicated the level of flexibility of the 
proposed solution in dealing with elasticity of user traffic from trickle to avalanche. Initial possible 
user numbers for the project are indicated in table 4. 
 
Please note that the supply of hardware is out of the scope of this RFP, however if a self-hosting 
option is proposed, hardware specifications should be included in the submission required by the 
proposed solution. 
 
To achieve the required donor-targeted web-based solution, the ideal bidder will be able to work 
with UNHCR in a highly collaborative manner, with sensitivity to the political and multi-national 
culture of the organization. The bidder will also be able to provide strategic input for the 
development of a state-of-the-art platform for the viewing and sharing of results-based 
information, including: 
 
 Development that reflects and enhances narrative that UNHCR is producing.  
 Completion of the wireframes, user experience and design 
 Development, testing and implementation of the online responsive solution. 
 Installation/set-up and configuration of the online responsive solution. 
 Technical and functional training. 
 Potential hosting services that meet all the mandatory requirements in Appendix 1. 

 
The bidder is also to include in their proposal: 
 
 Documentation for all phases and all aspects of the system including a runbook. 
 Warranty for system software including any ancillary software and licensing. 
 System maintenance agreement. 
 A Service- Level Agreement (SLA) containing guarantees of system “up time” and 

indicating critical support levels. 
 



 

P a g e  4                        2 0 1 4  UNHCR 

Bidders may propose solutions that involve partnerships or sub-contractor arrangements with 
other firms; however, UNHCR strongly prefers to contract with a single entity for all services. The 
selected bidder will be expected to be responsible for the successful implementation, integration, 
and on-going maintenance support of UNHCR’s online responsive solution. 
 
Although UNHCR believes several proven technological solutions exist that could meet its 
needs, proposals that involve open-source technology solutions would also be considered.  
 
In the case of an acquisition, UNHCR would only purchase a proven system with versions of the 
chosen technology already in use by other organizations and operating effectively. UNHCR has 
a strong preference for systems that are compatible with UNHCR current technical environment 
and standard middleware, as described in Appendix 2: UNHCR’s current technical environment. 
The successful bidder’s proposal must include all aspects of the project scope; the system must 
meet all mandatory requirements described in this RFP and Appendix 1. 
 
1.4 Project Methodology  

The project will follow UNHCR’s project methodology based on PRINCE2, however the selected 
bidder’s project and deployment methodology will be considered for activities executed by the 
bidder. 
 
The bidder is supplying the entire essential workforce for the analysis, technical development, 
installation / set-up of the system, its initial implementation and maintenance.  
 
1.5 Methodology for Product Selection and Proposed Project Schedule 

In accordance with United Nations (UN) procurement rules, an RFP process will need to be 
followed to select a bidder, which involves responding to the requests made in this document 
and to the comprehensive set of requirement questions contained in its annexes and 
appendices. The ‘fit’ of the proposed solution to the given requirements and the 
quality/completeness of these responses will be used to judge the capabilities of the bidder.  
 
Out of the bids received, a short-list will be compiled. A presentation /workshop will be requested 
from the short-listed bidders to present their proposed solutions based on the given 
requirements matrix and UNHCR business scenarios (to be provided). A face-to-face meeting 
will be organized by web/teleconference or physically at UNHCR Headquarters in Geneva, 
Switzerland. 
 
The estimated start date for the project is mid-June 2014  
 

Table 1: Planned RFP Schedule 

Task Date 

RFP sent out to bidders 24th April 2014 

Deadline to receive questions from 
bidders 

5th May 2014 (CoB) 

Deadline to respond to bidders question 8th May 2014 

Deadline for receipt of Proposals 15th May 2014 (23:59 CET) 

Presentation / workshops of short listed 
bidders /Final Evaluation (if required) 

26th – 28th May 2014 
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The new online responsive solution must be deployed and operational in a production 
environment ready for official launching one month before the annual pledging conference 
which takes place early December 2014. This deadline is set and cannot be moved, so bidders 
are expected to submit a project plan reflecting this date. 
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2 Provide a one-stop shop for donors 

The overarching goal of this project is to provide operations data and other donor-relevant 
information by presenting information from internal planning and reporting systems, mainly 
UNHCR’s Results Based Management tool (FOCUS), as well as other external portals.  
 
In order to inform and also justify their funding decisions, donors rely on a wide spectrum of 
operational information. Their main source of information in that regard are the annual Global 
Appeal and Global Report publications. However, to comply with increasing information needs, 
UNHCR has developed several information management portals in addition to its main website 
(www.unhcr.org), e.g. portals providing an overview of UNHCR’s emergency response by 
situation (http://data.unhcr.org/) as well as thematic portals (http://twine.unhcr.org/app/). Donors 
have now requested that these different sources of information be more closely linked, through a 
one-stop shop platform, which will help make their research more efficient. By providing more 
enticing and visually appealing information, information should be more accessible and the 
engagement of donors and other supporters strengthened. With the launch of the website, the 
Global Appeals and Reports country chapters will be replaced with operations landing pages, as 
described in more detail below. 
 
 
2.1 Operation landing pages 

Donors appreciate and rely upon the Global Appeals and Reports country chapters, which are 
currently available in pdf format. They are composed of context descriptions, planned activities 
and results as well as budget and expenditure and population figures. The operations landing 
pages, which will replace the pdf country chapters, will be the core of this new web platform. 
More than 40 UNHCR operations will be presented. At the initial stage, 2015 operations plans 
with a description of main activities and targets will be shown, together with budgetary figures, 
population projections, maps with office locations and a compilation of operational facts and 
hyperlinks to other relevant operation portals. In the first semester of 2015, operation report will 
be completed with population and expenditure figures as the information becomes available.  
 
In order to regularly provide updates, the website is being synchronized with the Global Focus 
database and results-based management information. Contributions earmarked at the 
respective operation level and expenditures will be updated monthly. In order to keep the 
operational portals ‘alive’ and up to date, dedicated country focal points, also acting as content 
authors, will regularly upload donor-relevant documents to the operations landing pages.  
 
 
Focus information is grouped organized according to a “results-based management tree”, which 
contains information at different levels of granularity. Narratives and data are available to 
describe the global situation of the operation, the situation per population planning group and 
targets and results for specific objectives. Information needs of the target audience vary 
significantly: some users are interested in a high-level operational overview only, while others 
require in-depth planning information at more detailed objective and indicator levels. These 
needs will be addressed through the provision of operation-level factsheets and the ability to 
further navigate to the desired level, as described in more detail in the functional requirements 
below and Appendices 8 to 12. 
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3 Provide global and regional financial information 

Donors expect to have access to a detailed financial overview. This is one of the most important 
aspects of the website, which will help to show transparency in UNHCR’s financial management 
of its funding and build trust. Funding levels for each operation will be displayed and major gaps 
in funding highlighted. The website should also give visibility to donors’ contributions, especially 
unrestricted contributions. UNHCR relies on un-earmarked funds to retain its flexibility and be 
able to respond to emergencies at the onset of a crisis.  
 
On the financial landing page and the regional financial landing pages, global and regional 
financial figures will be displayed. Budgets and contributions, including earmarked funds, as well 
as expenditures, will be updated monthly. Financial information at operational level will be 
presented on the operations landing pages.  
 
 
 
3.1 Provide global thematic analysis 

Donors have been calling increasingly for global and regional thematic analysis (E.g.: Gender –
based violence). At launch stage, such analysis should be driven through UNHCR’s Global 
Strategic Priority (GSP) areas. Information on the global situation, and results of operational 
interventions will also be made available. UNHCR’s Division of Programme Support and 
Management and Division of International Protection have the main responsibility for global 
analysis. These divisions have prepared the detailed specifications for the thematic analysis and 
will also be responsible for the content upload under this section.  
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4 Functional requirements 

The following represents the high-level functional requirements. Detailed technical requirements 
are included in Appendix 1. 
 

1. The design and build of the operation’s landing page template will serve as a home-base 
for the different operations pages. Users will be given the option to subscribe to news-
feeds for specific operations or regions. Note: The design has to be developed in close 
collaboration with the Global Appeals and Reports section and the digital 
communications group in Geneva, in charge of re-defining UNHCR’s branding policy and 
harmonizing the organization’s external image, based on the wire frames, navigation and 
page information designs in Appendix 3 and described more fully below in paragraph 4.2 
GFW User Rights. 

 
2. A simple, yet compelling look and feel for the web pages that illustrate data and financial 

figures in (info)-graphs. 
 
3. Easy-to-download country factsheets composed of narrative and data elements, as well 

as saveable and printable budget and data reports. 
 

4. Intuitive navigation between the different information levels and operations. Also the 
option to provide filter settings should be available. 

 
5. State-of-the-art responsive mobile design.  

 
6. Easy linking to other UNHCR and external sites. For UNHCR sites, provision of a single 

login is highly desirable. Technical solutions are to be discussed with UNHCR’s IT 
division (DIST).  

 
7. The pages should be reachable from the main page of unhcr.org. 

 
8. A flexible design that allows tweaks and alterations to look and feel in the future, as 

needed, to ensure coherent organizational branding style. 
 

9. Search functionality.  
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4.1 Usability requirements 

The diagram below describes the high-level navigation.  
 
Note: The following is a suggested approach. UNHCR is very open to consider alternative 
strategies and options. Bidders should not feel obliged to follow the approach below exactly as 
indicated, but rather consider how they could contribute to enhancing the accessibility of the site. 
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Screen 1: Operational landing page 
 

 
 
 
 
From the operational landing page, all narrative and data elements of the Focus plans will be 
accessible as described in more detail under the specifications section. The operational landing 
page needs to be designed to give a high-level overview on the situation of the respective 
operations. Operational factsheets provided in downloadable version will contain key facts about 
the operation. Links will lead to latest updates and to any other related content, video, pictures, 
audio etc.  
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Screen 2: Financial landing page 
 

 
 
On the financial landing page global financial figures are provided. If a donor clicks on any of the 
countries on screen one, they will then get information on the selected operation. Under the 
additional funding requirements, supplementary appeal documents will be displayed.  
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Screen 3: Thematic landing page: 
 
Users can select the year, the planning cycle stage (plan or report) and the theme, as well as the 
indicator of interest. 
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4.2 GFW User Rights 

4.2.1 UNHCR Internal users’ rights (authors): 

 
User groups with different user rights will have to be defined. Approximately 20 content authors 
require access to the author environment. User groups would be as follows: 

 Regional authors: from the 5 regions, covered by altogether 10 regional focal points 
 Thematic authors: publishing rights for 1 or several of the thematic landing pages 
 Financial authors: publishing rights for 1 or several of the financial landing pages 
 Administrators (Super users): Publishing rights for the entire site with access to user 

management etc. 
 Review rights: Only applicable if content management system provides a collaborative 

editing platform. 
 
User could be assigned to one or several user rights groups. Collaborative editing is not a core 
requirement at this stage, but will be considered an advantage. In the proposal it should be 
mentioned if the recommended CMS provides out-of-the-box collaborative editing functionalities, 
as described earlier in this document, which could play a role in the selection of the tool.  
 
Content authors will use internet explorer version 9 and above, which needs to be supported by 
the content management system. 
 
Overall administrator rights and automated data elements will be attached to the pages in a 
flexible manner. Data reports are updated regularly.  
 
4.2.2 External user rights (public environment) 

 
The portal will be open to the general public. However site users should have the opportunity to 
register, in order for UNHCR to build up a user database. Governmental donors are well known 
to UNHCR, but for private sector fundraising, the user database is beneficial. Registration will 
also allow for detailed analytics.  
 
 
Sign-up will also be ‘encouraged’ through the option to save (filter) settings and news-feeds.  
The donor website will contain weblinks to other UNHCR websites / web portals, some, may be 
password-protected sites. Ideally, user information would be stored in an external LDAP 
(Lightweight Directory Access Protocol) to facilitate navigation between the sites.  
 
 
4.2.3 Content upload:  
DRRM staff, the aforementioned regional focal points will need to upload narratives manually. 
Maps would be customized in-house and updated at least once a year.  Maps are used to 
dynamically present information which will be refreshed on a monthly basis.  
 
Data and narrative elements will be presented together on the pages. While narratives will be 
uploaded manually and, if required, also updated manually, data reports will be refreshed daily 
or monthly, depending on the nature of the reports. Data refresh will be scheduled accordingly. 
The Global Focus Insight database is the main source for all data reports.  
 
In the page template structure, a high level of flexibility should be retained with regard to the 
combination of narrative and data reports (mainly graphs). 
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5 Technical Requirements 

(Detailed technical requirements are included in Appendix 1.) 
 
 
5.1 Skill set required for the Product(s)  

The bidder is expected to give details of the skill sets required by UNHCR to support the product 
including any customisations to the user-interface and template design. The bidder is further 
requested to clearly state any assumptions about deliverables, facilities or resources they expect 
UNHCR to provide. 
 
5.2 Technical Architecture 

UNHCR is providing this section so that bidders get a good understanding of the scope of the 
project. This information is not intended to be prescriptive and the bidder is expected to propose 
the required technical architecture for the solution, reflecting the requirements in Appendix 1 
and, in the case of the UNHCR self-hosting option, how the proposed solution would integrate 
with the current UNHCR Technical Environment in Appendix 2. 
 
If the proposed solution comprises any components that are not compliant with UNHCR 
technical environment, they must be clearly stated and indicate any anticipated related costs and 
skills required to maintain such components. 
 
5.3 Data source and flow 

(Please refer to Appendix 5 – Data Flow diagram) 
 
Narrative and numeric data is drawn from a single source Oracle database.  
 
UNHCR will provide the data from an Oracle database for the website to pick up. Narrative 
information, which is reviewed on the collaborative editing platform, should preferably have the 
ability to be fed back to the database if required, before the final narratives are published on the 
pages.  
 
5.4 Refresh 

 
In order to regularly provide updates, the website should be synchronized with the Focus Data 
Warehouse (FDW) and results-based management information, such as targets of key 
objectives, every 24 hours.  Financial figures will be refreshed on a monthly basis. Content 
authors will upload narrative documents regularly, on an ad hoc basis in order to keep the site 
alive. For core narrative page content, information from FDW is reviewed and published three 
times a year as described in further detail in the narrative requirements and the below paragraph 
on collaborative editing. 
 
5.5 Collaborative editing 

The information drawn from the Focus database is complex and does not always correspond to 
external reporting standards. Information therefore needs to be carefully edited, through a 
content management system, which can enable various editors to collaboratively work on the 
same elements before it is published to an external audience.  Desk officers from the Bureaux 
covering the different operations, respectively countries, and regional focal points of the Division 
of External Relations edit and review narratives before they are sent to back to the Bureau 
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Directors for final clearance. The system must therefore allow version control and working in 
track change mode. Furthermore, it needs to be equipped with spell and grammar check.  
In order to support the collaborative editing, the content management system must also support 
a notification process according to the pre-defined workflow. Only one person should be working 
on the same document at any one time, so the workflow would be linear. 
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6 The Expected Role of the bidder 

6.1 Prerequisite experience 

Relevant previous experience with simple visualisation techniques for complex data in a clear 
and informative design, will be assessed as a part of the evaluation criteria. UNHCR will give 
favourable consideration to responses from companies with demonstrable experience of 
supplying and deploying web-based solutions in similar situations. In addition, the successful 
bidder may benefit from previous involvement in projects within the UN system or with other 
similar international or non-governmental organizations. The successful bidder is required to 
have relevant recent experience and a proven track record in: 
 
1. delivering innovative display and graphical representation of complex data that sheds light on 

operations and global trends;  
 

2. creatively linking results-based content with donor awareness. 
 

3.  providing state of the art strategic advice on the use of digital tools and platforms to reach a 
broad audience; 

 
4. increasing public engagement including increased digital presence for NGOs and/or 

international humanitarian organizations. 
 
6.2 References 

Please provide 3 recent client references in projects involving implementation of other on-line 
results based information websites or similar projects including client names and contact details. 
 
6.3 Skills 

The bidder is expected to give details of how he/she can provide adequately skilled resources 
for the project as part of this RFP (e.g. Resumes/Curriculum Vitae, availability).  
 
6.4 Project Management 

The bidder is expected to provide a project plan with sufficient detail on the approach to 
delivering the project. Estimated start and end dates for the phases of the project will be 
expected, assuming that the go-live / in production solution is a fixed date of 14th November 
2014. 
 
6.4.1 Vendor Project Management Activities 
The bidder is expected to provide a Focal Point to lead the bidder resources and activities with 
close collaboration with the UNHCR Project Manager. 
 
Similarly, the bidder will be asked to assist the UNHCR Project Manager with the following major 
project management activities: 
 

 Transfer functional and technical knowledge on the deployed system knowledge to 
UNHCR resources; 

 Contribute to the UNHCR Project Manager’s planning activities. 
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6.4.2 Deployment Methodology 
The bidder is asked to provide details of his/ her deployment methodology, including their 
approach to the following: 
 

 Analysis and concept design; 
 Visual, functional and technical specification and architecture design; 
 Application installation, design and configuration/parameterization; 
 Any development, customization and interfaces that may be required; 
 Installation, set-up and configuration; 
 Unit testing; 
 User acceptance testing; 
 Integration and volume testing. 

 
6.5 Hosted solutions 

The bidder is asked to provide details of the specification of hosting services (e.g. server 
specifications, operating systems, back-up and recovery policies etc.) along with the proposed 
location of hosting.  
 
6.6 Maintenance Services 

 
The bidder is requested to provide details of on-going maintenance and support requirements to 
keep the proposed solution up to date and ‘alive’.  Details of annual maintenance and support 
options and their associated costs are expected to be shown in the bid.  Aspects of support to be 
included are: grading of issues according to impact and severity, response times and resources 
associated with levels of severity, penalties for not meeting agreed service levels. 
 
6.7 Training Services 

The bidder is expected to describe the type of training that is included as part of the offer, along 
with a detailed description of the proposed functional and technical training at the various user 
levels (e.g. administrators, authors, editors). The proposal should include options for training 
based on UNHCR’s customised implementation. 
  
6.8 Supplemental Services 

The bidder is expected to describe the type of Supplemental Services he / she can offer. This 
would include, for example:  

 Optional costing model and information (e.g. on-site, off-site) for additional training, 
should it be required in the future. This should be expressed both by module and daily 
rate, both inclusive and exclusive of travel costs. (Costs are  not to be included in the 
technical proposal, please use Annex B, Financial Offer Form) 

 Optional consultancy services that would be available for possible future enhancements 
and so on. This should be expressed as a daily rate, both inclusive and exclusive of 
travel costs. (Costs are  not to be included in the technical proposal, please use Annex B, 
Financial Offer Form) 
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7 Proposal 

This section provides bidders with the guidelines for and the structure of their proposals. Please 
ensure this is respected.  
 
When compiling proposals, please consider section by section whether options/add-ons may 
have been left out, and indicate this clearly. Please note that UNHCR is looking for bids and 
proposals that will communicate an understanding of the context and the job that needs to be 
done and offer solutions and added value. 
 
In Appendix 1, each requirement must receive a full response, in order and by number, 
indicating either whether the service provides the capability, or not. In order to respond to this 
RFP the bidder is invited to respond to these requirements by selecting one of the options: 
whether the requirement is (i) “fully met” by the proposed solution; (ii) whether there is a “work 
around” or ability to “customise (must indicate if a major or minor customization is anticipated)”, 
in which case the estimated costs must be stated; or (iii) whether it “cannot be met.” Vendors are 
also asked to comment on the answers. 
 
 
The successful bidder will take a holistic view of this project and not just respond to the lists of 
requirements.  
 
It should be noted that key decisions may not yet have been finalised which may influence the 
bidder's workload. In this case please provide different options or scenarios and clearly indicate 
your assumptions. 
 
The proposal should be categorized as follows: 
 
 Software Solution Acquisition and add-on modules (including hosting for year one)  
 Analysis & Design Specification 
 Installation, set-up and configuration 
 Development, customizations and interfaces  
 Implementation, roll-out (including initial back-end user training) 
 Additional activities / services related to the project as proposed by the bidder based on their 

experience implementing this type of solution 
 Maintenance 
 
The above breakdown must also be included in the pricing component of the RFP with options 
and assumptions clearly stated. 
 
It should be noted that UNHCR wishes to avoid the situation where vital services required during 
the project are belatedly declared as "not included" or “not implied” by the requirements attached 
in the Annexes and/or Appendices. It is important to establish an open and honest working 
relationship whereby the bidder has a complete understanding of the project objectives and aims 
to help us achieve them from the outset. Please show UNHCR that you have understood this. 
 
 
7.1 Pricing 

It is essential that the pricing component of the vendor proposal is submitted separately from the 
functional and technical component. Please use the provided Financial Offer Form, attached as 
Annex B to the RFP. 

In this section, the requirements for the pricing of bids are set out.  
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Table tree below is included in order to give clarification about the project phases with the aim of 
helping bidders to propose appropriate costing models for the identified phases. The 
deliverables are therefore included as a guide for typical projects of this nature and should not 
be used as a strict definition of all required project deliverables at this point in the project. 

For simplicity the project has 5 identified phases: Analysis & Design Specification: Installation, 
Set-up & Configuration, Development, Testing and Implementation / roll-out. The Software 
Solution Acquisition phase has been included in order for bidders to provide a quote for the 
Fixed Cost for any software licenses. 

 

Table 3:  Project Phases and Deliverables 

Project Phase Tasks Deliverables Pricing Type 
Assessment of 
Software Solution  

Assessment  of software 
solution and add-on 
modules etc. 

Software recommendation  
On-line demo site mockup 
 

Fixed Cost 

Analysis & Design 
Specification  

Systems Architecture 
Definition 
Interface Analysis 
Identify Customizations 

Project Plan and baseline 
with milestone deliverable 
dates 
Concept Design proto-type 
Functional Specification 
Technical Specification 
Design specification 

Fixed Cost 

Installation/Set-up 
& Configuration 

Installation and 
configuration of the 
selected product and 
associated tools & 
modules 

System operational Fixed cost 

Development, and 
testing 

Development of website 
as per Design and 
wireframes 
Rigorous use and 
performance testing 

Feature development 
estimates and detailed 
design document  
Test results documents 
Deployment scripts and 
logs 

Fixed Cost 

Implementation, 
rollout 

Training of back-end users 
Support during roll-out 
Documentation 
Ongoing technical support 
and maintenance 
 

System documentation 
System live hosted 
Back-end users are trained 
Support and maintenance 
provided 
End –user manual 

Fixed Cost 

 
On-going 
Operational 
Support & 
Maintenance 

3rd Level support – 
Application and 
Infrastructure 

Support and Maintenance 
contract 

1 + 2 year 
calculation. 
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7.1.1 CMS license requirements 
Table 4: Anticipated roles and number of UNHCR users of the CMS 

User Role Total Number of Users 

  Day 1 6 months 1 year 2 years 

Instance Manager (authorised to create 
additional “instances”) 

1-3 1-3 1-5 1-5 

Content creators authorised to upload 
narrative / information content 

1-15 1-20 1-20 1-20 

Content managers (users that 
approve/reject content in the editorial 
workflow, read/write access) 

1-5 1-5 1-5 1-5 

Administrators (super users with all the 
rights) 

1-5 1-5 1-5 1-5 

 
The Bidder should consider the above as suggested guidelines only of anticipated roles and 
number of users of the CMS. The software licenses proposal should include incremental pricing 
scenarios and options where UNHCR can realize maximum discount based on the numbers 
estimated. 
 
Any UN and/or humanitarian organization discounts must be clearly stated.   
 
7.1.2 Analysis & Design Specification Phase 
A contract will be issued to the selected bidder for the overall design of the system, which will 
include the completion of the analysis, functional and technical design, specification of the 
system set-up, interfaces, customizations, as well as the Systems Architecture definition for the 
chosen solution 

UNHCR requests responding companies to quote an all-inclusive Fixed Price for this Phase. The 
total price should also be broken down further into a modular approach, giving specific costs for 
specific activities and deliverables. This will enable UNHCR to perform a more accurate 
comparison and evaluation amongst bidders for the price component of this RFP.  

 

7.1.3 Installation/Set-up & Configuration Phase 
The Installation/Set-up and Configuration phase will be complete when the chosen solution has 
been deployed, tested and is running satisfactorily in a production environment.  

This phase will encompass actual application installation/set-up, configuration/ parameterization 
based on the deliverables from the Analysis and Design Specification Phase.  

 

7.1.4 Development, Customizations & Interfaces Phase 
The Development, Customisations & Interfaces Phase will be complete when the chosen 
solution has been deployed, tested and is running satisfactorily in a production environment. The 
phase involves the development of customizations and relevant interfaces, testing and 
deployment of the target production environment based on the deliverables from the Analysis & 
Design Specification Phase. During this phase, a knowledge transfer activity should be included 
for transferring system documentation, functional and technical knowledge to assigned focal 
points in UNHCR’s concerned units. 
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The total price should also be broken down further into a modular approach, giving specific costs 
for specific activities, customisations and deliverables. 

Finally, respondents are requested to comment on the impact of the considerations (Section 5) 
that have been highlighted in this RFP.   

7.1.5 Testing 
Software should only be delivered to UNHCR after diligent testing against UNHCR -provided 
requirements, together with test-cases for business testing. The acceptance of the delivery will 
be based on testing the results of business testers.  

 
7.1.6 Implementation and Roll-Out 
The bidder is expected to provide documentation based on UNHCR’s implementation. Training 
services are to be outlined as per Section 3.4 above and also detailed in the price proposal.  

 
Please note that the pricing component must be submitted separately - Please refer to the 
Request for Proposals for instructions about Manner of Submission and specific pricing 
matrix you are requested to use in your response.   
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8 Considerations 

UNHCR will provide answers to questions that prospective bidders may have during the period 
leading up to the submission of the bids. (see Table 1 for planned RFP schedule) 

8.1 The UNHCR Team 

An internal team will be assigned to the project: its role will be to bring functional and/or technical 
knowledge of UNHCR business and processes to the bidder team throughout the analysis, 
design, build, testing, and deployment as needed. 
 

8.2 Other Software Solution bidders 

Respondents are also asked to bear in mind that UNHCR reserves the right to subject certain 
deliverables of the project to further RFP and selection processes. 

8.3 Risk Management 

The bidder will assume a direct responsibility for risk management to the extent that project 
deliverables should not be imperilled. To this end, the bidder will work with UNHCR project 
management to ensure that risk is at all times identified in a timely manner, and managed to 
ensure that the project is not adversely impacted.  Appropriate documentation will be maintained 
for UNHCR project management. 
 
8.4 Warranty period 

 
A warranty period covering the ‘in production’ usage of the solution delivered will be expected to 
be included as part of the proposal.  Any issues identified with the signed-off and accepted 
deliverables / solution should be fixed and re-delivered within an agreed specified number of 
days. 
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9 Glossary  

CET Central European Time 
DER Division of External Relations 
DIST Division of Information Systems and Telecommunications 
DRRM Donor Relations and Resource Mobilization Service 
HQ Headquarters 
ICT Information and Communications Technology  
PPG Population Planning Group 
PSFR Private Sector Fundraising 
RFP Request for Proposal 
UNHCR  United Nations High Commissioner for Refugees 
UNHCR Partners  National and International: Non-Governmental Organizations (NGOs) 
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10  Appendices 

Appendix Number Appendix Title 

Appendix 1 Requirements Matrix Global Focus Website Re-Design  

Appendix 2 UNHCR Current Technical Environment 

Appendix 3 (a + b) Solution Design, Wire Frames, Navigation and Page Information 

Appendix 4 Bid Document Template 

Appendix 5 Data Flow Diagram 

Appendix 6 Results Based Management overview/guide 

Appendix 7 Root Reports Requirements Document 

Appendix 8 Specifications Financial pages 

Appendix 9 Specifications Narrative tabs 

Appendix 10 Specifications Global Data pages 

Appendix 11 Specifications Population pages 

 



Vendor Name:

Currency:

A) Project Phases (as per TOR) Time in days Unit Price Total (incl. travel)
1 Assessment of Software Solution one-off

2 Analysis & Design Specification one-off

3 Installation/Set-up & Configuration one-off

4 Development, and testing one-off

5 Implementation, rollout one-off

Other  project related costs, if any

indicating nature and breakdown 

Indicate Unit of Measure Unit Price Total

6

7 Add or remove lines as required

B) Costs for 

one (1) Year

Costs for 

two (2) Years

1

2

C) Unit Price Unit Price
Per Module 

(excl. travel)

Per Module

(incl. travel)

1

2

3

4

Daily Rate 

(excl. travel)

Daily Rate 

(incl. travel)

5

6

7

8 Add or remove lines as required

Total A) + B) (incl. all travel):

Optional Consultancy Services 

Indicate Staff Proposed (Role, Name)

Optional Trainings

On-going Operational Support & Maintenance

3rd Level support – Application and Infrastructure

Any additional maintenance/support costs (indicating nature and breakdown)

Supplemental Services

Costs: All Inclusive Fixed Prices

Please provide: Any assumption made for the provision of the estimates without compromising the delivery of services in 

accordance with the Terms of Reference Annex A and all Appendices of the RFP

Add or remove lines to provide training options

Off-Site Training

ANNEX B -  Financial Offer Form - RFP/2014/605 - Global Focus Webpage Redesign

Please use this form for your financial proposal for the indicated services giving the price in a fixed and all inclusive basis.

Please indicate all prices in only one currency and indicate them without VAT.

On-Site Training

Subtotal projects costs:
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UNHCR VENDOR REGISTRATION FORM – (Rev. Feb. 10)  

 
Section 1: Company Details and General Information  
 
1. Name of Company:                                                                                                                  
 
 
2. Street Address: 3.  P.O. Box and Mailing Address:   
    
  
 Postal Code:                          City:  
 
 Country:    
 
4. Tel:                                           5. Fax:                                       
 
6. Email:                                    7. WWW Address: 
    
8. Contact Name and Title: 
 
9. Email: 
 
10. Parent Company (Full legal / officially registered company name): 
 
 
11. Subsidiaries, Associates - name, city, country (attach a List if necessary):  
 
12. International Offices/Representation (Countries where the Company has local Offices/Representation): 
 
 
13. Type of Business (Mark one only): 
  
 Corporate/ Limited: Partnership: Other (specify):  
 
14. Nature of Business: 
 
 Manufacturer: Authorised Agent:  Trader: Consulting Company: Other (specify): 
 
15. Year Established: 16. Number of Full-time Employees: 
 
 
17. Licence no./State where registered: 18. VAT No./Tax I.D: 
 
 
19. Technical Documents available in: 
 
 English  French  Spanish Russian  Arabic Chinese Other (specify) _________________ 
 
20. Working Languages: 
 
 English  French  Spanish Russian  Arabic Chinese Other (specify) _________________ 
 
 
Section 2: Banking Information 
 
 

21. Bank Name:      22. Branch Name: 
 
23.  Branch Address:      24. Tel. number: 

 
25. Fax number: 

 
 

26. Bank Account Number:     27. Account Name:  
 
28. Account currency:      29. Swift/Bank Identifier Code (BIC): 
 
30. International Bank Account Number (IBAN): 
 
 
31. Routing Bank details (if applicable): full details to be provided as per above 
 
 
If multiple bank accounts exist that may be relevant to UNHCR, please provide details for each account. 
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Section 3: Technical Capability and Information on Goods / Services Offered  
 
32.. Quality Assurance Certification (e.g. ISO 9000 or Equivalent) (please provide a Copy of your latest Certificate): 
 
  
 
 33. For Goods only, do those offered for supply conform to National/International Quality Standards?  
 
 Yes        No  
 
34. List below up to a maximum of ten (10) of your core Goods/Services offered: 
 
 Description (one Line for each Item)  National/International Quality Standard to which Item conforms 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Section 4: Experience 
35.  Annual Value of Total Sales for the last 3 Years: 
 
 Year ______: USD___________     Year ______: USD___________     Year ______: USD___________ 
 
36.  Annual Value of Export Sales for the last 3 Years: 
 
 Year ______: USD___________     Year ______: USD___________     Year ______: USD___________ 
 
 
37. If available, please provide a copy of the company's latest annual or audited Financial Report. Please note that the latest audited financial report 

may be requested in case of a contract with UNHCR.  
 
Do you have outstanding bankruptcy, judgment or pending legal action that could impair operating as a going concern?  Yes                No 

                                          
If available, please provide Credit Rating by Dun and Bradstreet or equivalent:         

          
 
38. Recent Contracts with the UN and/or other International Aid Organizations: 
 
  Organization: Value: Year: Goods/Services Supplied:  Destination: 
 
   USD            ________________________ _  
 
   USD            ________________________   
 
   USD             ________________________    
 
   USD              ________________________   
 
39. To which Countries has your Company exported and/or managed Projects over the last 3 Years? 
 
 
 
 
 
Section 5: UN Global Compact Initiative 
  40. Is your company aware of the UN Secretary General’s Global Compact initiative, which can be viewed at http://www.unglobalcompact.org? 
 
  Yes                          No                          
 
  If yes, have you signed up to this initiative or are you going to sign up to? Please state:          
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 Section 6: Environment  
 
41. Does your Company have a written Statement of its Environmental Policy? (If yes, please attach a Copy) 
 
 Yes      No     
  
42. Write down the name, qualification and contact details of your company’s environmental focal point. 
 
Name: ______________________              Qualification: ____________           Telephone: ______________________ Email: _________________ 
       
43. Does your organisation hold any accreditation such as ISO 14001 related to the environment? 
 
 Yes                          No                         If yes, please attach a copy. 
 
 Section 7: Anti Personnel Mines 
 
44. By signing this VRF, potential vendor warrants and represents that neither it, its parent entities (if any), nor any of its subsidiary  
or affiliated entities    (if any) is engaged in the sale or manufacture, either directly or indirectly, of anti-personnel mines or any components produced 
primarily for the operation thereof. Please confirm by answering Yes or No below. 
 
Yes                                   No                      Any breach of this clause may lead to the termination of all contracts your Company may have with 
                                                                   UNHCR and removal from the approved vendor database. 
 
Section 8: Child Labour 
 
45. By signing this VRF, potential vendor warrants and represents that it is not engaged in any practice inconsistent with the Rights set forth in the 
Convention on the Rights of Child which requires that a child shall be protected from performing any work that is likely to be hazardous or to interfere 
with the child’s education or to be harmful to the child’s health and physical, mental, spiritual, moral or social development. Do you agree with this? 
 
Yes      No                             Any breach of this clause may result in the termination of all contracts your Company may have with 
                                                                    UNHCR and removal from the approved vendor database. 
 

Section 9: Official not to benefit 
 

46. By signing this VRF, potential vendors confirm that they have read, understood and will comply with the UNHCR policy on the “zero tolerance” that 
strictly prohibits the acceptance of any type of gift and/or hospitality by UN staff members participating in the procurement process. Please confirm. 
 
Yes                                   No                      Any breach of this clause may lead to the termination of all contracts your Company may have with 
                                                                   UNHCR and removal from the approved vendor database. 
 
Section 10: Others 
 
47. Please list any Disputes your Company has been involved in with UN Organizations over the last 3 Years: 
 
 
 
48. List any National or International Trade or Professional Organizations of which your Company is a Member. 
 
49. Is your company already registered with the United Nations Global Marketplace (UNGM)? If so, please provide registration number. 

50. Certification: 
 I, the undersigned, hereby accept the UNHCR General Conditions, a copy of which has been provided to me, and warrant that the information 

provided in this form is correct and, in the event of changes, details will be provided as soon as possible: 
 
51.   Self Declaration : I, the undersigned, declare that: 
       (a) Our company is not involved in any fraudulent or corrupt activities and has not been in the past, and is not currently under any investigation for 

any such activities which would render our company unsuitable for business dealing with UNHCR. 
 
 (b) Our company is not on, or associated with a company or individual, groups, undertakings and entities that are on the consolidated list 

established and maintained by the  committee established by the UN Resolution No. 1267 (www.un.org/sc/committees/1267/consolist.html). 
 
 (c) Our company is not on, or associated with a company or individual that are subject to the list of Independent Inquiry Committee into United 

Nations Oil-for-food programme (www.iic-offp.org). 
 
 (d) Our company is not currently removed, invalidated or suspended by any other UN Headquarters, or Field Offices or any other UN Agencies 

(including the World Bank) 
    
 
 Name:  Functional Title: 
 Signature:  Date: 

 
 



 
 

     4 

 
 
 

Please mail completed form to*: 
 

United Nations High Commissioner for Refugees 
Supply Management Service HQSF00 

Chief, Procurement & Contracts Section 
Ipoly utca 5a/b/c 
1133 Budapest 

Hungary 
 

*Registration form to be returned to the relevant U NHCR Office 
 

Companies that are registered with UNHCR and that have no purchase history over three years shall be inactivated. UNHCR may require new 
registration documentation from suppliers in case new business opportunity appears. 

 
INSTRUCTIONS FOR COMPLETION 
 
The form should be typewritten in uppercase  and completed clearly and accurately ensuring that all questions are answered. The numbers below 
correspond to item numbers on the registration form: 
 
Section 1: 

1. Full name of company. 

2. Full street address. 

3. Full mailing address (including P.O. Box, if any). 

4. Telephone number, including correct country and area codes. 

5. Fax number, including country and area codes. 

6. Email address. 

7. WWW Address. 

8. Provide name of person (including title) or department to whom correspondence should be addressed. 

9. Provide email address of contact person. 

10. Full legal name of parent company, if any. 

11. Please provide, on a separate sheet if necessary, names and addresses of all subsidiaries & associates if any. 

12. Please provide countries where the company has local offices or representation. 

13. Please tick one box. If other; please specify. 

14. Please tick one box. If other; please specify. If the company is a manufacturer of some products and a trader/agent of others which they do not 
manufacture, both boxes should be ticked. 

15. Indicate the year in which the organization was established under the name shown in Item 1. 

16. Indicate the total number of full-time personnel in the company. 

17. Provide the license number under which the company is registered, or the State where it is registered. 

18. Provide the VAT number or Tax I.D. of the company. 

19. Please tick the boxes for which languages the company is able to provide technical documents.  Please specify other languages. 

20. Please tick the boxes for which languages the company is able to work in. Please specify other languages. 

 

Section 2: 

21. Full name of bank. 

22. Name of branch. 

23. Address where branch is located. 

24. Telephone number, including correct country and area codes. 

25. Fax number, including country and area codes. 

26. Number of the company account. 

27. Name in which the account is held (important:  this should be the company name). 

28. Currency of the account. 
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29. Swift code for the account. 

30. International Bank Account Number (IBAN). 

31.  Should a routing be required for international payments, please provide full details of intermediate bank(s). 

 

Section 3: 

32. List any Quality Assurance Certificates (e.g. ISO 9000 series) that have been issued to your company and provide a copy of the latest certificates. 

33. Indicate whether the company's products conform to national/international standards. If yes please attach copies of the certificates. 

34. Please list up to 10 of the core goods/services offered. For each item, list the National/International Quality Standard to which it conforms. 

 

Section 4: 

35. Provide the total annual sales for the organization for the last 3 financial years in USD. 

36. Provide the total export sales for the organization for the last 3 financial years in USD. 
 
37. Please provide a copy of your most recent annual report or audited financial report. Please tick ‘yes’ or ‘no’ to reflect whether your company has 

any outstanding bankruptcy, judgment or pending legal action that could impair operating as a going concern?  If available, provide a rating by Dun 
and Bradstreet or equivalent (specify which). 

38. Enter the name(s) of UN organizations which your company has dealt with recently. Provide the value and the year of the contract, the 
goods/services supplied and the country of destination of each contract. If you have had more than 5 of such contracts, please attach a separate 
sheet indicating the others. Documentary evidence of such contracts may be required, e.g. copies of purchase orders. Organizations in the UN 
system are: UN; UNCTAD; UNEP; UNCHS(Habitat); UNICEF; UNDP; WFP; UNHCR; UNRWA; UNFPA; UNOPS; UNU; ILO; FAO; UNESCO; 
ICAO; WHO; WB; IMF; UPU; ITU; WMO; IMO; WTO; WIPO; IAPSO; IFAD; UNIDO; IAEA; ITC; ECA; ECE; ECLAC; ESCAP; ESCWA. 

39. List export markets, in particular, all developing countries to which your company has exported over the last 3 years. 

 

Section 5: 

40. Please confirm if your company is aware of the UN Global Compact Initiatives – ten universally accepted principles of Human Rights, Labour, 
Environment and Anti-Corruption – by marking Yes or No. Also, please state if you have signed up to this initiative or you intend to do so. 

 

Section 5: 

41. The Earth Summit, held in Rio de Janeiro in 1992, emphasised the necessity to protect and renew the earth's limited resources. Agenda 21 was 
adopted by 178 governments and lays an emphasis for the UN to exercise leadership, i.e. towards promoting environmental sensitive procurement 
policies for goods and services. Please indicate whether your company has a written statement of its Environmental Policy and, if so, please 
provide a copy. 

42. Provide the name, qualification and contact details (e-mail and telephone) of your environmental focal point. 

43. Please indicate if your organisation holds any accreditation such as ISO 14001 related to the environment. If so, please enclose copies of such 
certification. 

 

Section 7: 

44. UNHCR expects all suppliers with whom it does business with to obey with the non-engagement in the sale or manufacture of anti-personnel mines 
or components utilized in the manufacture of anti-personnel mines. Please mark yes if you are in agreement and no if otherwise. 

 

Section 8: 

45. UNHCR expects all suppliers with whom it does business with to obey with the non-engagement in any practice inconsistent with the rights set forth 
in the Convention on the Rights of the Child, the International Labour Organization (ILO) Minimum Age Convention or the Prohibition and 
Immediate Elimination of the Worst Forms of Child Labour Convention. Please mark yes if you are in agreement and no if otherwise. 

 

Section 9: 

46. Official benefits: UNHCR adopted “zero tolerance” policy that strictly prohibits the acceptance of any type of gift and/or hospitality by UN staff 
members participating in the procurement process. Please confirm your acceptance by answering Yes or No if otherwise. 

 

Section 10: 

47. List all disputes with UN organizations which your organization has been involved in over the last 3 years. If more space is required, please use a 
separate sheet. 

48. Provide details of all national and international trade or professional organizations to which your company belongs. 

49. UNHCR accepts UNGM-registered companies into its database, subject to submitting a hardcopy of a complete set of vendor registration form with 
necessary attachments. The registration number provided by UNGM should be given. 
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50. Please read carefully the enclosed UNHCR General Term and Conditions, as signing of the form signifies acceptance. The form should be signed 
by the person completing it and their name and title should be typed, along with the date. 

51. Please sign a self declaration stating that:  

(a) Your company is not involved in any fraudulent and corrupt activities and has not been in the past, and is not currently under any investigation 
for such activities which would render your company unsuitable for business dealing with UNHCR. 

(b) Your company is not on, or associated with a company or individual, groups, undertakings and entities that are on the consolidated list 
established and maintained by the  committee established by the UN Resolution No. 1267 (www.un.org/sc/committees/1267/consolist.html) 

   (c) Your company is not on, or associated with a company or individual that are subject to the list of Independent Inquiry Committee into United 
Nations Oil-for-food programme (www.iic-offp.org) 

   (d) Your company is not currently removed, invalidated or suspended by the UN Headquarters or any of its field offices or any other UN agency 
Headquarters or any of  their field offices. 

 

  



 

GGGGGGGGEEEEEEEENNNNNNNNEEEEEEEERRRRRRRRAAAAAAAALLLLLLLL         CCCCCCCCOOOOOOOONNNNNNNNDDDDDDDD IIIIIIII TTTTTTTT IIIIIIII OOOOOOOONNNNNNNNSSSSSSSS         OOOOOOOOFFFFFFFF         CCCCCCCCOOOOOOOONNNNNNNNTTTTTTTT RRRRRRRRAAAAAAAACCCCCCCCTTTTTTTT         

CCOONNTTRRAACCTTSS  FFOORR  TTHHEE  PPRROOVVIISSIIOONN  OOFF  GGOOOODDSS  AANNDD  SSEERRVVIICCEESS        

CONTRACTS FOR THE PROVISION OF GOODS AND SERVICES REV.: JANUARY 2010 

1. LEGAL STATUS OF THE PARTIES: The United Nations Office of the High Commissioner for Refugees 

(“UNHCR”) and the Contractor shall also each be referred to as a “Party” hereunder, and: 

1.1 Pursuant, inter alia, to the Charter of the United Nations and the Convention on the Privileges and Immunities 

of the United Nations, UNHCR, as a subsidiary organ of the United Nations, has full juridical personality and 

enjoys such privileges and immunities as are necessary for the independent fulfillment of its purposes. 

1.2 The Contractor shall have the legal status of an independent contractor vis-à-vis UNHCR, and nothing 

contained in or relating to the Contract shall be construed as establishing or creating between the Parties the 

relationship of employer and employee or of principal and agent.  The officials, representatives, employees, or 

subcontractors of each of the Parties shall not be considered in any respect as being the employees or agents of 

the other Party, and each Party shall be solely responsible for all claims arising out of or relating to its 

engagement of such persons or entities. 

2. SOURCE OF INSTRUCTIONS: The Contractor shall neither seek nor accept instructions from any authority external 

to UNHCR in connection with the performance of its obligations under the Contract.  Should any authority external to 

UNHCR seek to impose any instructions concerning or restrictions on the Contractor’s performance under the Contract, 

the Contractor shall promptly notify UNHCR in writing and provide all reasonable assistance required by UNHCR.  The 

Contractor shall not take any action in respect of the performance of its obligations under the Contract that may 

adversely affect the interests of UNHCR, and the Contractor shall perform its obligations under the Contract with the 

fullest regard to the interests of UNHCR. 

3. RESPONSIBILITY FOR EMPLOYEES:  To the extent that the Contract involves the provision of any services to 

UNHCR by the Contractor’s officials, employees, agents, servants, subcontractors and other representatives 

(collectively, the Contractor’s “personnel”), the following provisions shall apply: 

3.1 The Contractor shall be responsible for the professional and technical competence of the personnel it assigns to 

perform work under the Contract and will select reliable and competent individuals who will be able to 

effectively perform the obligations under the Contract and who, while doing so, will respect the local laws and 

customs and conform to a high standard of moral and ethical conduct. 

3.2 Such Contractor personnel shall be professionally qualified and, if required to work with officials or staff of 

UNHCR, shall be able to do so effectively.  The qualifications of any personnel whom the Contractor may 

assign or may propose to assign to perform any obligations under the Contract shall be substantially the same, 

or better, as the qualifications of any personnel originally proposed by the Contractor. 

3.3 At the option of and in the sole discretion of UNHCR: 

3.3.1 the qualifications of personnel proposed by the Contractor (e.g., a curriculum vitae)  may be 

reviewed by UNHCR prior to such personnel’s performing any obligations under the Contract; 

3.3.2 any personnel proposed by the Contractor to perform obligations under the Contract may be 

interviewed by qualified staff or officials of UNHCR prior to such personnel’s performing any 

obligations under the Contract; and, 

3.3.3 in cases in which, pursuant to Article 3.3.1 or 3.3.2, above, UNHCR has reviewed the qualifications 

of such Contractor’s personnel, UNHCR may reasonably refuse to accept any such personnel. 

3.4 Requirements specified in the Contract regarding the number or qualifications of the Contractor’s personnel 

may change during the course of performance of the Contract.  Any such change shall be made only following 

written notice of such proposed change and upon written agreement between the Parties regarding such change, 

subject to the following: 

3.4.1 UNHCR may, at any time, request, in writing, the withdrawal or replacement of any of the 

Contractor’s personnel, and such request shall not be unreasonably refused by the Contractor. 
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3.4.2 Any of the Contractor’s personnel assigned to perform obligations under the Contract shall not be 

withdrawn or replaced without the prior written consent of UNHCR, which shall not be unreasonably 

withheld.   

3.4.3 The withdrawal or replacement of the Contractor’s personnel shall be carried out as quickly as 

possible and in a manner that will not adversely affect the performance of obligations under the 

Contract. 

3.4.4 All expenses related to the withdrawal or replacement of the Contractor’s personnel shall, in all 

cases, be borne exclusively by the Contractor. 

3.4.5 Any request by UNHCR for the withdrawal or replacement of the Contractor’s personnel shall not be 

considered to be a termination, in whole or in part, of the Contract, and UNHCR shall not bear any 

liability in respect of such withdrawn or replaced personnel. 

3.4.6 If a request for the withdrawal or replacement of the Contractor’s personnel is not based upon a 

default by or failure on the part of the Contractor to perform its obligations in accordance with the 

Contract, the misconduct of the personnel, or the inability of such personnel to reasonably work 

together with UNHCR officials and staff, then the Contractor shall not be liable by reason of any 

such request for the withdrawal or replacement of the Contractor’s personnel for any delay in the 

performance by the Contractor of its obligations under the Contract that is substantially the result of 

such personnel’s being withdrawn or replaced. 

3.5 Nothing in Articles 3.2, 3.3 and 3.4, above, shall be construed to create any obligations on the part of UNHCR 

with respect to the Contractor’s personnel assigned to perform work under the Contract, and such personnel 

shall remain the sole responsibility of the Contractor. 

3.6 The Contractor shall be responsible for requiring that all personnel assigned by it to perform any obligations 

under the Contract and who may have access to any premises or other property of UNHCR shall: 

3.6.1 undergo or comply with security screening requirements made known to the Contractor by UNHCR, 

including but not limited to, a review of any criminal history;  

3.6.2 when within UNHCR premises or on UNHCR property, display such identification as may be 

approved and furnished by UNHCR security officials, and that upon the withdrawal or replacement 

of any such personnel or upon termination or completion of the Contract, such personnel shall 

immediately return any such identification to UNHCR for cancellation. 

3.7 Not less than one working day after learning that any of Contractor’s personnel who have access to any 

UNHCR premises have been charged by law enforcement authorities with an offense other than a minor traffic 

offense, the Contractor shall provide written notice to inform UNHCR about the particulars of the charges then 

known and shall continue to inform UNHCR concerning all substantial developments regarding the disposition 

of such charges.  

3.8 All operations of the Contractor, including without limitation, storage of equipment, materials, supplies and 

parts, within UNHCR premises or on UNHCR property shall be confined to areas authorized or approved by 

UNHCR.  The Contractor’s personnel shall not enter or pass through and shall not store or dispose of any of its 

equipment or materials in any areas within UNHCR premises or on UNHCR property without appropriate 

authorization from UNHCR. 

4. ASSIGNMENT: 

4.1 Except as provided in Article 4.2, below, the Contractor may not assign, transfer, pledge or make any other 

disposition of the Contract, of any part of the Contract, or of any of the rights, claims or obligations under the 

Contract except with the prior written authorization of UNHCR.  Any such unauthorized assignment, transfer, 

pledge or other disposition, or any attempt to do so, shall not be binding on UNHCR.  Except as permitted with 

respect to any approved subcontractors, the Contractor shall not delegate any of its obligations under the 

Contract, except with the prior written consent of UNHCR.  Any such unauthorized delegation, or attempt to do 

so, shall not be binding on UNHCR. 
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4.2 The Contractor may assign or otherwise transfer the Contract to the surviving entity resulting from a 

reorganization of the Contractor’s operations, provided that: 

4.2.1 such reorganization is not the result of any bankruptcy, receivership or other similar proceedings; 

and, 

4.2.2 such reorganization arises from a sale, merger, or acquisition of all or substantially all of the 

Contractor’s assets or ownership interests; and, 

4.2.3 the Contractor promptly notifies UNHCR about such assignment or transfer at the earliest 

opportunity; and, 

4.2.4 the assignee or transferee agrees in writing to be bound by all of the terms and conditions of the 

Contract, and such writing is promptly provided to UNHCR following the assignment or transfer. 

5. SUBCONTRACTING:  In the event that the Contractor requires the services of subcontractors to perform any 

obligations under the Contract, the Contractor shall obtain the prior written approval of UNHCR. UNHCR shall be 

entitled, in its sole discretion, to review the qualifications of any subcontractors and to reject any proposed subcontractor 

that UNHCR reasonably considers is not qualified to perform obligations under the Contract.  UNHCR shall have the 

right to require any subcontractor’s removal from UNHCR premises without having to give any justification therefor.  

Any such rejection or request for removal shall not, in and of itself, entitle the Contractor to claim any delays in the 

performance, or to assert any excuses for the non-performance, of any of its obligations under the Contract, and the 

Contractor shall be solely responsible for all services and obligations performed by its subcontractors.  The terms of any 

subcontract shall be subject to, and shall be construed in a manner that is fully in accordance with, all of the terms and 

conditions of the Contract. 

6. OFFICIALS NOT TO BENEFIT: The Contractor warrants that it has not and shall not offer any direct or indirect 

benefit arising from or related to the performance of the Contract or the award thereof to any representative, official, 

employee, or other agent of UNHCR.  The Contractor acknowledges and agrees that any breach of this provision is a 

breach of an essential term of the Contract. 

7. PURCHASE OF GOODS:  To the extent that the Contract involves any purchase of goods, whether in whole or in part, 

and unless specifically stated otherwise in the Contract, the following conditions shall apply to any purchases of goods 

under the Contract: 

7.1 DELIVERY OF GOODS:  The Contractor shall hand over or make available the goods, and UNHCR shall 

receive the goods, at the place for the delivery of the goods and within the time for delivery of the goods 

specified in the Contract.  The Contractor shall provide to UNHCR such shipment documentation (including, 

without limitation, bills of lading, airway bills, and commercial invoices) as are specified in the Contract or, 

otherwise, as are customarily utilized in the trade.  All manuals, instructions, displays and any other information 

relevant to the goods shall be in the English language unless otherwise specified in the Contract.  Unless 

otherwise stated in the Contract (including, but not limited to, in any “INCOTERM” or similar trade term), the 

entire risk of loss, damage to, or destruction of the goods shall be borne exclusively by the Contractor until 

physical delivery of the goods to UNHCR in accordance with the terms of the Contract.  Delivery of the goods 

shall not be deemed in itself as constituting acceptance of the goods by UNHCR. 

7.2 INSPECTION OF THE GOODS: If the Contract provides that the goods may be inspected prior to delivery, 

the Contractor shall notify UNHCR when the goods are ready for pre-delivery inspection.  Notwithstanding any 

pre-delivery inspection, UNHCR or its designated inspection agents may also inspect the goods upon delivery 

in order to confirm that the goods conform to applicable specifications or other requirements of the Contract.  

All reasonable facilities and assistance, including, but not limited to, access to drawings and production data, 

shall be furnished to UNHCR or its designated inspection agents at no charge therefor.  Neither the carrying out 

of any inspections of the goods nor any failure to undertake any such inspections shall relieve the Contractor of 

any of its warranties or the performance of any obligations under the Contract. 

7.3 PACKAGING OF THE GOODS:  The Contractor shall package the goods for delivery in accordance with the 

highest standards of export packaging for the type and quantities and modes of transport of the goods.  The 

goods shall be packed and marked in a proper manner in accordance with the instructions stipulated in the 

Contract or, otherwise, as customarily done in the trade, and in accordance with any requirements imposed by 

applicable law or by the transporters and manufacturers of the goods.  The packing, in particular, shall mark the 
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Contract or Purchase Order number and any other identification information provided by UNHCR as well as 

such other information as is necessary for the correct handling and safe delivery of the goods.  Unless otherwise 

specified in the Contract, the Contractor shall have no right to any return of the packing materials. 

7.4 TRANSPORTATION & FREIGHT:  Unless otherwise specified in the Contract (including, but not limited 

to, in any “INCOTERM” or similar trade term), the Contractor shall be solely liable for making all transport 

arrangements and for payment of freight and insurance costs for the shipment and delivery of the goods in 

accordance with the requirements of the Contract.  The Contractor shall ensure that UNHCR receives all 

necessary transport documents in a timely manner so as to enable UNHCR to take delivery of the goods in 

accordance with the requirements of the Contract. 

7.5 WARRANTIES: Unless otherwise specified in the Contract, in addition to and without limiting any other 

warranties, remedies or rights of UNHCR stated in or arising under the Contract, the Contractor warrants and 

represents that: 

7.5.1 The goods, including all packaging and packing thereof, conform to the specifications of the 

Contract, are fit for the purposes for which such goods are ordinarily used and for any purposes 

expressly made known in writing in the Contract, and shall be of even quality, free from faults and 

defects in design, material, manufacturer and workmanship; 

7.5.2 If the Contractor is not the original manufacturer of the goods, the Contractor shall provide UNHCR 

with the benefit of all manufacturers’ warranties in addition to any other warranties required to be 

provided under the Contract; 

7.5.3 The goods are of the quality, quantity and description required by the Contract, including when 

subjected to conditions prevailing in the place of final destination; 

7.5.4 The goods are free from any right of claim by any third-party, including claims of infringement of 

any intellectual property rights, including, but not limited to, patents, copyright and trade secrets; 

7.5.5 The goods are new and unused; 

7.5.6 All warranties will remain fully valid following any delivery of the goods and for a period of not less 

than one (1) year following acceptance of the goods by UNHCR in accordance with the Contract; 

7.5.7 During any period in which the Contractor’s warranties are effective, upon notice by UNHCR that 

the goods do not conform to the requirements of the Contract, the Contractor shall promptly and at its 

own expense correct such non-conformities or, in case of its inability to do so, replace the defective 

goods with goods of the same or better quality or, at its own cost, remove the defective goods and 

fully reimburse UNHCR for the purchase price paid for the defective goods; and, 

7.5.8 The Contractor shall remain responsive to the needs of UNHCR for any services that may be required 

in connection with any of the Contractor’s warranties under the Contract. 

7.6 ACCEPTANCE OF GOODS:  Under no circumstances shall UNHCR be required to accept any goods that do 

not conform to the specifications or requirements of the Contract.  UNHCR may condition its acceptance of the 

goods upon the successful completion of acceptance tests as may be specified in the Contract or otherwise 

agreed in writing by the Parties.  In no case shall UNHCR be obligated to accept any goods unless and until 

UNHCR has had a reasonable opportunity to inspect the goods following delivery.  If the Contract specifies that 

UNHCR shall provide a written acceptance of the goods, the goods shall not be deemed accepted unless and 

until UNHCR in fact provides such written acceptance.  In no case shall payment by UNHCR in and of itself 

constitute acceptance of the goods. 

7.7 REJECTION OF GOODS:  Notwithstanding any other rights of, or remedies available to UNHCR under the 

Contract, in case any of the goods are defective or otherwise do not conform to the specifications or other 

requirements of the Contract, UNHCR, at its sole option, may reject or refuse to accept the goods, and within 

thirty (30) days following receipt of notice from UNHCR of such rejection or refusal to accept the goods, the 

Contractor shall, in sole option of UNHCR: 

7.7.1 provide a full refund upon return of the goods, or a partial refund upon a return of a portion of the 

goods, by UNHCR; or, 
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7.7.2 repair the goods in a manner that would enable the goods to conform to the specifications or other 

requirements of the Contract; or, 

7.7.3 replace the goods with goods of equal or better quality; and, 

7.7.4 pay all costs relating to the repair or return of the defective goods as well as the costs relating to the 

storage of any such defective goods and for the delivery of any replacement goods to UNHCR. 

7.8 In the event that UNHCR elects to return any of the goods for the reasons specified in Article 7.7, above, 

UNHCR may procure the goods from another source.  In addition to any other rights or remedies available to 

UNHCR under the Contract, including, but not limited to, the right to terminate the Contract, the Contractor 

shall be liable for any additional cost beyond the balance of the Contract price resulting from any such 

procurement, including, inter alia, the costs of engaging in such procurement, and UNHCR shall be entitled to 

compensation from the Contractor for any  reasonable expenses incurred for preserving and storing the goods 

for the Contractor’s account.   

7.9 TITLE:  The Contractor warrants and represents that the goods delivered under the Contract are unencumbered 

by any third party’s title or other property rights, including, but not limited to, any liens or security interests.  

Unless otherwise expressly provided in the Contract, title in and to the goods shall pass from the Contractor to 

UNHCR upon delivery of the goods and their acceptance by UNHCR in accordance with the requirements of 

the Contract. 

7.10 EXPORT LICENSING:  The Contractor shall be responsible for obtaining any export license required with 

respect to the goods, products, or technologies, including software, sold, delivered, licensed or otherwise 

provided to UNHCR under the Contract.  The Contractor shall procure any such export license in an expeditious 

manner.  Subject to and without any waiver of the privileges and immunities of UNHCR, UNHCR shall lend 

the Contractor all reasonable assistance required for obtaining any such export license.  Should any 

Governmental entity refuse, delay or hinder the Contractor’s ability to obtain any such export license, the 

Contractor shall promptly inform UNHCR in writing and consult with UNHCR to enable UNHCR to take 

appropriate measures to resolve the matter. 

8. INDEMNIFICATION: 

8.1 The Contractor shall indemnify, defend, and hold and save harmless, UNHCR, and its officials, agents and 

employees, from and against all suits, proceedings, claims, demands, losses and liability of any kind or nature 

brought by any third party against UNHCR, including, but not limited to, all litigation costs and expenses, 

attorney’s fees, settlement payments and damages, based on, arising from, or relating to: 

8.1.1 allegations or claims that the possession of or use by UNHCR of any patented device, any 

copyrighted material, or any other goods, property or services provided or licensed to UNHCR under 

the terms of the Contract, in whole or in part, separately or in a combination contemplated by the 

Contractor’s published specifications therefor, or otherwise specifically approved by the Contractor, 

constitutes an infringement of any patent, copyright, trademark, or other intellectual property right of 

any third party; or, 

8.1.2 any acts or omissions of the Contractor, or of any subcontractor or anyone directly or indirectly 

employed by them in the performance of the Contract, which give rise to legal liability to anyone not 

a party to the Contract, including, without limitation, claims and liability in the nature of a claim for 

workers’ compensation. 

8.2 The indemnity set forth in Article 8.1.1, above, shall not apply to: 

8.2.1 A claim of infringement resulting from the Contractor’s compliance with specific written instructions 

by UNHCR directing a change in the specifications for the goods, property, materials, equipment or 

supplies to be or used, or directing a manner of performance of the Contract or requiring the use of 

specifications not normally used by the Contractor; or 

8.2.2 A claim of infringement resulting from additions to or changes in any goods, property, materials 

equipment, supplies or any components thereof furnished under the Contract if UNHCR or another 

party acting under the direction of UNHCR made such changes. 
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8.3 In addition to the indemnity obligations set forth in this Article 8, the Contractor shall be obligated, at its sole 

expense, to defend UNHCR and its officials, agents and employees, pursuant to this Article 8, regardless of 

whether the suits, proceedings, claims and demands in question actually give rise to or otherwise result in any 

loss or liability. 

8.4 UNHCR shall advise the Contractor about any such suits, proceedings, claims, demands, losses or liability 

within a reasonable period of time after having received actual notice thereof.  The Contractor shall have sole 

control of the defense of any such suit, proceeding, claim or demand and of all negotiations in connection with 

the settlement or compromise thereof, except with respect to the assertion or defense of the privileges and 

immunities of UNHCR or any matter relating thereto, which only UNHCR itself is authorized to assert and 

maintain.  UNHCR shall have the right, at its own expense, to be represented in any such suit, proceeding, claim 

or demand by independent counsel of its own choosing. 

8.5 In the event the use by UNHCR of any goods, property or services provided or licensed to UNHCR by the 

Contractor, in whole or in part, in any suit or proceeding, is for any reason enjoined, temporarily or 

permanently, or is found to infringe any patent, copyright, trademark or other intellectual property right, or in 

the event of a settlement, is enjoined, limited or otherwise interfered with, then the Contractor, at its sole cost 

and expense, shall, promptly, either: 

8.5.1 procure for UNHCR the unrestricted right to continue using such goods or services provided to 

UNHCR; 

8.5.2 replace or modify the goods or services provided to UNHCR, or part thereof, with the equivalent or 

better goods or services, or part thereof, that is non-infringing; or, 

8.5.3 refund to UNHCR the full price paid by UNHCR for the right to have or use such goods, property or 

services, or part thereof. 

9. INSURANCE AND LIABILITY: 

9.1 The Contractor shall pay UNHCR promptly for all loss, destruction, or damage to the property of UNHCR 

caused by the Contractor’s personnel or by any of its subcontractors or anyone else directly or indirectly 

employed by the Contractor or any of its subcontractors in the performance of the Contract. 

9.2 Unless otherwise provided in the Contract, prior to commencement of performance of any other obligations 

under the Contract, and subject to any limits set forth in the Contract, the Contractor shall take out and shall 

maintain for the entire term of the Contract, for any extension thereof, and for a period following any 

termination of the Contract reasonably adequate to deal with losses: 

9.2.1 insurance against all risks in respect of its property and any equipment used for the performance of 

the Contract; 

9.2.2 workers’ compensation insurance, or its equivalent, or employer’s liability insurance, or its 

equivalent, with respect to the Contractor’s personnel sufficient to cover all claims for injury, death 

and disability, or any other benefits required to be paid by law, in connection with the performance of 

the Contract; 

9.2.3 liability insurance in an adequate amount to cover all claims, including, but not limited to, claims for 

death and bodily injury, products and completed operations liability, loss of or damage to property, 

and personal and advertising injury, arising from or in connection with the Contractor’s performance 

under the Contract, including, but not limited to, liability arising out of or in connection with the acts 

or omissions of the Contractor, its personnel, agents, or invitees, or the use, during the performance 

of the Contract, of any vehicles, boats, airplanes or other transportation vehicles and equipment, 

whether or not owned by the Contractor; and, 

9.2.4 such other insurance as may be agreed upon in writing between UNHCR and the Contractor. 

9.3 The Contractor’s liability policies shall also cover subcontractors and all defense costs and shall contain a 

standard “cross liability” clause. 
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9.4 The Contractor acknowledges and agrees that UNHCR accepts no responsibility for providing life, health, 

accident, travel or any other insurance coverage which may be necessary or desirable in respect of any 

personnel performing services for the Contractor in connection with the Contract. 

9.5 Except for the workers’ compensation insurance or any self-insurance program maintained by the Contractor 

and approved by UNHCR, in its sole discretion, for purposes of fulfilling the Contractor’s requirements for 

providing insurance under the Contract, the insurance policies required under the Contract shall: 

9.5.1 name UNHCR as an additional insured under the liability policies, including, if required, as a 

separate endorsement under the policy; 

9.5.2 include a waiver of subrogation of the Contractor’s insurance carrier’s rights against UNHCR;  

9.5.3 provide that UNHCR shall receive written notice from the Contractor’s insurance carrier not less than 

thirty (30) days prior to any cancellation or material change of coverage; and, 

9.5.4 include a provision for response on a primary and non-contributing basis with respect to any other 

insurance that may be available to UNHCR. 

9.6 The Contractor shall be responsible to fund all amounts within any policy deductible or retention. 

9.7 Except for any self-insurance program maintained by the Contractor and approved by UNHCR for purposes of 

fulfilling the Contractor’s requirements for maintaining insurance under the Contract, the Contractor shall 

maintain the insurance taken out under the Contract with reputable insurers that are in good financial standing 

and that are acceptable to UNHCR.  Prior to the commencement of any obligations under the Contract, the 

Contractor shall provide UNHCR with evidence, in the form of certificate of insurance or such other form as 

UNHCR may reasonably require, that demonstrates that the Contractor has taken out insurance in accordance 

with the requirements of the Contract.  UNHCR reserves the right, upon written notice to the Contractor, to 

obtain copies of any insurance policies or insurance program descriptions required to be maintained by the 

Contractor under the Contract.  Notwithstanding the provisions of Article 9.5.3, above, the Contractor shall 

promptly notify UNHCR concerning any cancellation or material change of insurance coverage required under 

the Contract. 

9.8 The Contractor acknowledges and agrees that neither the requirement for taking out and maintaining insurance 

as set forth in the Contract nor the amount of any such insurance, including, but not limited to, any deductible or 

retention relating thereto, shall in any way be construed as limiting the Contractor’s liability arising under or 

relating to the Contract. 

10. ENCUMBRANCES AND LIENS:  The Contractor shall not cause or permit any lien, attachment or other encumbrance 

by any person to be placed on file or to remain on file in any public office or on file with the United Nations against any 

monies due to the Contractor or that may become due for any work done or against any goods supplied or materials 

furnished under the Contract, or by reason of any other claim or demand against the Contractor or UNHCR. 

11. EQUIPMENT FURNISHED BY UNHCR TO THE CONTRACTOR:  Title to any equipment and supplies that may 

be furnished by UNHCR to the Contractor for the performance of any obligations under the Contract shall rest with 

UNHCR, and any such equipment shall be returned to UNHCR at the conclusion of the Contract or when no longer 

needed by the Contractor.  Such equipment, when returned to UNHCR, shall be in the same condition as when delivered 

to the Contractor, subject to normal wear and tear, and the Contractor shall be liable to compensate UNHCR for the 

actual costs of any loss of, damage to, or degradation of the equipment that is beyond normal wear and tear. 

12. COPYRIGHT, PATENTS AND OTHER PROPRIETARY RIGHTS: 

12.1  Except as is otherwise expressly provided in writing in the Contract, UNHCR shall be entitled to all 

intellectual property and other proprietary rights including, but not limited to, patents, copyrights, and 

trademarks, with regard to products, processes, inventions, ideas, know-how, or documents and other materials 

which the Contractor has developed for UNHCR under the Contract and which bear a direct relation to or are 

produced or prepared or collected in consequence of, or during the course of, the performance of the Contract.  

The Contractor acknowledges and agrees that such products, documents and other materials constitute works 

made for hire for UNHCR. 
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12.2  To the extent that any such intellectual property or other proprietary rights consist of any intellectual property 

or other proprietary rights of the Contractor: (i) that pre-existed the performance by the Contractor of its 

obligations under the Contract, or (ii) that the Contractor may develop or acquire, or may have developed or 

acquired, independently of the performance of its obligations under the Contract, UNHCR does not and shall 

not claim any ownership interest thereto, and the Contractor grants to UNHCR a perpetual license to use such 

intellectual property or other proprietary right solely for the purposes of and in accordance with the 

requirements of the Contract. 

12.3  At the request of UNHCR, the Contractor shall take all necessary steps, execute all necessary documents and 

generally assist in securing such proprietary rights and transferring or licensing them to UNHCR in 

compliance with the requirements of the applicable law and of the Contract. 

12.4  Subject to the foregoing provisions, all maps, drawings, photographs, mosaics, plans, reports, estimates, 

recommendations, documents, and all other data compiled by or received by the Contractor under the Contract 

shall be the property of UNHCR, shall be made available for use or inspection by UNHCR at reasonable times 

and in reasonable places, shall be treated as confidential, and shall be delivered only to UNHCR authorized 

officials on completion of work under the Contract. 

13. PUBLICITY, AND USE OF THE NAME, EMBLEM OR OFFICIAL SEAL OF THE UNITED NATIONS OR 

OF UNHCR: The Contractor shall not advertise or otherwise make public for purposes of commercial advantage or 

goodwill that it has a contractual relationship with the United Nations or UNHCR, nor shall the Contractor, in any 

manner whatsoever use the name, emblem or official seal of the United Nations or of UNHCR, or any abbreviation of 

the name of the United Nations or of UNHCR in connection with its business or otherwise without the written 

permission of UNHCR. 

14. CONFIDENTIAL NATURE OF DOCUMENTS AND INFORMATION:  Information and data that is considered 

proprietary by either Party or that is delivered or disclosed by one Party (“Discloser”) to the other Party (“Recipient”) 

during the course of performance of the Contract, and that is designated as confidential (“Information”)
1
, shall be held in 

confidence by that Party and shall be handled as follows: 

14.1  The recipient (“Recipient”) of such Information shall: 

14.1.1 use the same care and discretion to avoid disclosure, publication or dissemination of the 

Discloser’s Information as it uses with its own similar Information that it does not wish to 

disclose, publish or disseminate; and, 

14.1.2 use the Discloser’s Information solely for the purpose for which it was disclosed. 

14.2  Provided that the Recipient has a written agreement with the following persons or entities requiring them to 

treat the Information confidential in accordance with the Contract and this Article 14, the Recipient may 

disclose Information to: 

14.2.1 any other party with the Discloser’s prior written consent; and, 

14.2.2 the Recipient’s employees, officials, representatives and agents who have a need to know such 

Information for purposes of performing obligations under the Contract, and employees officials, 

representatives and agents of any legal entity that it controls, controls it, or with which it is under 

common control, who have a need to know such Information for purposes of performing 

obligations under the Contract, provided that, for these purposes a controlled legal entity means: 

14.2.2.1 a corporate entity in which the Party owns or otherwise controls, whether directly 

or indirectly, over fifty percent (50%) of voting shares thereof; or, 

14.2.2.2 any entity over which the Party exercises effective managerial control; or, 

14.2.2.3 for UNHCR, a principal or subsidiary organ of the United Nations established in 

accordance with the Charter of the United Nations. 

                                                           
1
 Information and data that is considered by UNHCR as proprietary and confidential includes, but is not limited to, data 

pertaining to refugees and persons of concern to UNHCR. 



 

REV.: JANUARY 2010 GENERAL CONDITIONS OF CONTRACT FOR CONTRACTS FOR THE PROVISION OF GOODS AND SERVICES PAGE 9 

14.3  The Contractor may disclose Information to the extent required by law, provided that, subject to and without 

any waiver of the privileges and immunities of UNHCR, the Contractor will give UNHCR sufficient prior 

notice of a request for the disclosure of Information in order to allow UNHCR to have a reasonable 

opportunity to take protective measures or such other action as may be appropriate before any such disclosure 

is made. 

14.4  UNHCR may disclose Information to the extent as required pursuant to the Charter of the United Nations, or 

pursuant to resolutions or regulations of the General Assembly or rules promulgated thereunder. 

14.5  The Recipient shall not be precluded from disclosing Information that is (i) obtained by the Recipient without 

restriction from a third party who is not in breach of any obligation as to confidentiality to the owner of such 

Information or any other person, or (ii) disclosed by the Discloser to a third party without any obligation of 

confidentiality, or (iii) previously known by the Recipient, or (iv) at any time is developed by the Recipient 

completely independently of any disclosures hereunder. 

14.6  These obligations and restrictions of confidentiality shall be effective during the term of the Contract, 

including any extension thereof, and, unless otherwise provided in the Contract, shall remain effective 

following any termination of the Contract. 

15. FORCE MAJEURE; OTHER CHANGES IN CONDITIONS: 

15.1  In the event of and as soon as possible after the occurrence of any cause constituting force majeure, the 

affected Party shall give notice and full particulars in writing to the other Party, of such occurrence or cause if 

the affected Party is thereby rendered unable, wholly or in part, to perform its obligations and meet its 

responsibilities under the Contract.  The affected Party shall also notify the other Party of any other changes in 

condition or the occurrence of any event which interferes or threatens to interfere with its performance of the 

Contract.  Not more than fifteen (15) days following the provision of such notice of force majeure or other 

changes in condition or occurrence, the affected Party shall also submit a statement to the other Party of 

estimated expenditures that will likely be incurred for the duration of the change in condition or the event of 

force majeure.  On receipt of the notice or notices required hereunder, the Party not affected by the occurrence 

of a cause constituting force majeure shall take such action as it reasonably considers to be appropriate or 

necessary in the circumstances, including the granting to the affected Party of a reasonable extension of time 

in which to perform any obligations under the Contract. 

15.2  If the Contractor is rendered unable, wholly or in part, by reason of force majeure to perform its obligations 

and meet its responsibilities under the Contract, UNHCR shall have the right to suspend or terminate the 

Contract on the same terms and conditions as are provided for in Article 16, “Termination,” except that the 

period of notice shall be seven (7) days instead of thirty (30) days.  In any case, UNHCR shall be entitled to 

consider the Contractor permanently unable to perform its obligations under the Contract in case the 

Contractor is unable to perform its obligations, wholly or in part, by reason of force majeure for any period  in 

excess of ninety (90) days. 

15.3  Force majeure as used herein means any unforeseeable and irresistible act of nature, any act of war (whether 

declared or not), invasion, revolution, insurrection, terrorism, or any other acts of a similar nature or force, 

provided that such acts arise from causes beyond the control and without the fault or negligence of the 

Contractor.  The Contractor acknowledges and agrees that, with respect to any obligations under the Contract 

that the Contractor must perform in areas in which UNHCR is engaged in, preparing to engage in, or 

disengaging from any humanitarian or similar operations, any delays or failure to perform such obligations 

arising from or relating to harsh conditions within such areas, or to any incidents of civil unrest occurring in 

such areas, shall not, in and of itself, constitute force majeure under the Contract. 

16. TERMINATION: 

16.1  Either Party may terminate the Contract for cause, in whole or in part, upon thirty (30) day’s notice, in writing, 

to the other Party.  The initiation of conciliation or arbitral proceedings in accordance with Article 19 

“Settlement of Disputes,” below, shall not be deemed to be a “cause” for or otherwise to be in itself a 

termination of the Contract. 

16.2  UNHCR may terminate the Contract at any time by providing written notice to the Contractor in any case in 

which the mandate of UNHCR applicable to the performance of the Contract or the funding of UNHCR 
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applicable to the Contract is curtailed or terminated, whether in whole or in part.  In addition, unless otherwise 

provided by the Contract, upon sixty (60) day’s advance written notice to the Contractor, UNHCR may 

terminate the Contract without having to provide any justification therefor.   

16.3  In the event of any termination of the Contract, upon receipt of notice of termination that has been issued by 

UNHCR, the Contractor shall, except as may be directed by UNHCR in the notice of termination or otherwise 

in writing: 

16.3.1 take immediate steps to bring the performance of any obligations under the Contract to a close in a 

prompt and orderly manner, and in doing so, reduce expenses to a minimum; 

16.3.2 refrain from undertaking any further or additional commitments under the Contract as of and 

following the date of receipt of such notice; 

16.3.3 place no further subcontracts or orders for materials, services, or facilities, except as UNHCR and 

the Contractor agree in writing are necessary to complete any portion of the Contract that is not 

terminated; 

16.3.4 terminate all subcontracts or orders to the extent they relate to the portion of the Contract 

terminated; 

16.3.5 transfer title and deliver to UNHCR the fabricated or unfabricated parts, work in process, 

completed work, supplies, and other material produced or acquired for the portion of the Contract 

terminated; 

16.3.6 deliver all completed or partially completed plans, drawings, information, and other property that, 

if the Contract had been completed, would be required to be furnished to UNHCR thereunder; 

16.3.7 complete performance of the work not terminated; and, 

16.3.8 take any other action that may be necessary, or that UNHCR may direct in writing, for the 

minimization of losses and for the protection and preservation of any property, whether tangible or 

intangible, related to the Contract that is in the possession of the Contractor and in which UNHCR 

has or may be reasonably expected to acquire an interest.  

16.4  In the event of any termination of the Contract, UNHCR shall be entitled to obtain reasonable written 

accountings from the Contractor concerning all obligations performed or pending in accordance with the 

Contract.  In addition, UNHCR shall not be liable to pay the Contractor except for those goods delivered and 

services provided to UNHCR in accordance with the requirements of the Contract, but only if such goods or 

services were ordered, requested or otherwise provided prior to the Contractor’s receipt of notice of 

termination from UNHCR or prior to the Contractor’s tendering of notice of termination to UNHCR. 

16.5  UNHCR may, without prejudice to any other right or remedy available to it, terminate the Contract forthwith 

in the event that: 

16.5.1 the Contractor is adjudged bankrupt, or is liquidated, or becomes insolvent, or applies for a 

moratorium or stay on any payment or repayment obligations, or applies to be declared insolvent; 

16.5.2 the Contractor is granted a moratorium or a stay, or is declared insolvent; 

16.5.3 the Contractor makes an assignment for the benefit of one or more of its creditors; 

16.5.4 a receiver is appointed on account of the insolvency of the Contractor; 

16.5.5 the Contractor offers a settlement in lieu of bankruptcy or receivership; or, 

16.5.6 UNHCR reasonably determines that the Contractor has become subject to a materially adverse 

change in its financial condition that threatens to substantially affect the ability of the Contractor 

to perform any of its obligations under the Contract. 

16.6  Except as prohibited by law, the Contractor shall be bound to compensate UNHCR for all damages and costs, 

including, but not limited to, all costs incurred by UNHCR in any legal or non-legal proceedings, as a result of 

any of the events specified in Article 16.5, above, and resulting from or relating to a termination of the 
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Contract, even if the Contractor is adjudged bankrupt, or is granted a moratorium or stay or is declared 

insolvent.  The Contractor shall immediately inform UNHCR of the occurrence of any of the events specified 

in Article 16.5, above, and shall provide UNHCR with any information pertinent thereto. 

16.7  The provisions of this Article 16 are without prejudice to any other rights or remedies of UNHCR under the 

Contract or otherwise. 

17. NON-WAIVER OF RIGHTS:  The failure by either Party to exercise any rights available to it, whether under the 

Contract or otherwise, shall not be deemed for any purposes to constitute a waiver by the other Party of any such right or 

any remedy associated therewith, and shall not relieve the Parties of any of their obligations under the Contract. 

18. NON-EXCLUSIVITY:  Unless otherwise specified in the Contract, UNHCR shall have no obligation to purchase any 

minimum quantities of goods or services from the Contractor, and UNHCR shall have no limitation on its right to obtain 

goods or services of the same kind, quality and quantity described in the Contract, from any other source at any time. 

19. SETTLEMENT OF DISPUTES: 

19.1  AMICABLE SETTLEMENT:  The Parties shall use their best efforts to amicably settle any dispute, 

controversy, or claim arising out of the Contract or the breach, termination, or invalidity thereof.  Where the 

Parties wish to seek such an amicable settlement through conciliation, the conciliation shall take place in 

accordance with the Conciliation Rules then obtaining of the United Nations Commission on International 

Trade Law (“UNCITRAL”), or according to such other procedure as may be agreed between the Parties in 

writing. 

19.2  ARBITRATION:  Any dispute, controversy, or claim between the Parties arising out of the Contract or the 

breach, termination, or invalidity thereof, unless settled amicably under Article 19.1, above, within sixty (60) 

days after receipt by one Party of the other Party’s written request for such amicable settlement, shall be 

referred by either Party to arbitration in accordance with the UNCITRAL Arbitration Rules then obtaining.  

The decisions of the arbitral tribunal shall be based on general principles of international commercial law.  The 

arbitral tribunal shall be empowered to order the return or destruction of goods or any property, whether 

tangible or intangible, or of any confidential information provided under the Contract, order the termination of 

the Contract, or order that any other protective measures be taken with respect to the goods, services or any 

other property, whether tangible or intangible, or of any confidential information provided under the Contract, 

as appropriate, all in accordance with the authority of the arbitral tribunal pursuant to Article 26 (“Interim 

Measures of Protection”) and Article 32 (“Form and Effect of the Award”) of the UNCITRAL Arbitration 

Rules.  The arbitral tribunal shall have no authority to award punitive damages.  In addition, unless otherwise 

expressly provided in the Contract, the arbitral tribunal shall have no authority to award interest in excess of 

the London Inter-Bank Offered Rate (“LIBOR”) then prevailing, and any such interest shall be simple interest 

only.  The Parties shall be bound by any arbitration award rendered as a result of such arbitration as the final 

adjudication of any such dispute, controversy, or claim. 

20. PRIVILEGES AND IMMUNITIES: Nothing in or relating to the Contract shall be deemed a waiver, express or 

implied, of any of the privileges and immunities of the United Nations, including its subsidiary organs or of UNHCR (as 

a subsidiary organ of the United Nations). 

21. TAX EXEMPTION: 

21.1  Article II, Section 7, of the Convention on the Privileges and Immunities of the United Nations provides, inter 

alia, that the United Nations, including UNHCR as one of its subsidiary organs, is exempt from all direct 

taxes, except charges for public utility services, and is exempt from customs restrictions, duties, and charges 

of a similar nature in respect of articles imported or exported for its official use.  In the event any 

governmental authority refuses to recognize the exemptions of UNHCR from such taxes, restrictions, duties, 

or charges, the Contractor shall immediately consult with UNHCR to determine a mutually acceptable 

procedure. 

21.2  The Contractor authorizes UNHCR to deduct from the Contractor’s invoices any amount representing such 

taxes, duties or charges, unless the Contractor has consulted with UNHCR before the payment thereof and 

UNHCR has, in each instance, specifically authorized the Contractor to pay such taxes, duties, or charges 

under written protest.  In that event, the Contractor shall provide UNHCR with written evidence that payment 

of such taxes, duties or charges has been made and appropriately authorized, and UNHCR shall reimburse the 
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Contractor for any such taxes, duties, or charges so authorized by UNHCR and paid by the Contractor under 

written protest. 

22. OBSERVANCE OF THE LAW: The Contractor shall comply with all laws, ordinances, rules, and regulations bearing 

upon the performance of its obligations under the Contract.  In addition, the Contractor shall maintain compliance with 

all obligations relating to its registration as a qualified vendor of goods or services to UNHCR, as such obligations are set 

forth in vendor registration procedures. 

23. MODIFICATIONS: 

23.1  The Director of the Division for Emergency and Supply Management, or such other contracting authority as 

UNHCR has made known to the Contractor in writing, possesses the authority to agree on behalf of UNHCR 

to any modification of or change in the Contract, to a waiver of any of its provisions or to any additional 

contractual relationship of any kind with the Contractor.  Accordingly, no modification or change in the 

Contract shall be valid and enforceable against UNHCR unless provided by a valid written amendment to the 

Contract signed by the Contractor and the Director of the Division for Emergency and Supply Management or 

such other contracting authority. 

23.2  If the Contract shall be extended for additional periods in accordance with the terms and conditions of the 

Contract, the terms and conditions applicable to any such extended term of the Contract shall be the same 

terms and conditions as set forth in the Contract, unless the Parties shall have agreed otherwise pursuant to a 

valid amendment concluded in accordance with Article 23.1, above. 

23.3  The terms or conditions of any supplemental undertakings, licenses, or other forms of agreement concerning 

any goods or services provided under the Contract shall not be valid and enforceable against UNHCR nor in 

any way shall constitute an agreement by UNHCR thereto unless any such undertakings, licenses or other 

forms are the subject of a valid amendment concluded in accordance with Article 23.1, above. 

24. AUDITS AND INVESTIGATIONS: 

24.1  Each invoice paid by UNHCR shall be subject to a post-payment audit by auditors, whether internal or 

external, of UNHCR or by other authorized and qualified agents of UNHCR at any time during the term of the 

Contract and for a period of two (2) years following the expiration or prior termination of the Contract.  

UNHCR shall be entitled to a refund from the Contractor for any amounts shown by such audits to have been 

paid by UNHCR other than in accordance with the terms and conditions of the Contract. 

24.2  The Contractor acknowledges and agrees that, from time to time, UNHCR may conduct investigations relating 

to any aspect of the Contract or the award thereof, the obligations performed under the Contract, and the 

operations of the Contractor generally relating to performance of the Contract.  The right of UNHCR to 

conduct an investigation and the Contractor’s obligation to comply with such an investigation shall not lapse 

upon expiration or prior termination of the Contract.  The Contractor shall provide its full and timely 

cooperation with any such inspections, post-payment audits or investigations.  Such cooperation shall include, 

but shall not be limited to, the Contractor’s obligation to make available its personnel and any relevant 

documentation for such purposes at reasonable times and on reasonable conditions and to grant to UNHCR 

access to the Contractor’s premises at reasonable times and on reasonable conditions in connection with such 

access to the Contractor’s personnel and relevant documentation.  The Contractor shall require its agents, 

including, but not limited to, the Contractor’s attorneys, accountants or other advisers, to reasonably cooperate 

with any inspections, post-payment audits or investigations carried out by UNHCR hereunder. 

25. LIMITATION ON ACTIONS: 

25.1  Except with respect to any indemnification obligations in Article 8, above, or as are otherwise set forth in the 

Contract, any arbitral proceedings in accordance with Article 19.2, above, arising out of the Contract must be 

commenced within three years after the cause of action has accrued. 

25.2  The Parties further acknowledge and agree that, for these purposes, a cause of action shall accrue when the 

breach actually occurs, or, in the case of latent defects, when the injured Party knew or should have known all 

of the essential elements of the cause of action, or in the case of a breach of warranty, when tender of delivery 

is made, except that, if a warranty extends to future performance of the goods or any process or system and the 

discovery of the breach consequently must await the time when such goods or other process or system is ready 
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to perform in accordance with the requirements of the Contract, the cause of action accrues when such time of 

future performance actually begins. 

26. CHILD LABOR:  The Contractor represents and warrants that neither it, its parent entities (if any), nor any of the 

Contractor’s subsidiary or affiliated entities (if any), is engaged in any practice inconsistent with the rights set forth 

in the Convention on the Rights of the Child, including Article 32 thereof, which, inter alia, requires that a child 

shall be protected from performing any work that is likely to be hazardous or to interfere with the child’s education, 

or to be harmful to the child’s health or physical, mental, spiritual, moral, or social development. The Contractor 

acknowledges and agrees that the provisions hereof constitute an essential term of the Contract and that any breach 

of this representation and warranty shall entitle UNHCR to terminate the Contract immediately upon notice to the 

Contractor, without any liability for termination charges or any other liability of any kind. 

27. MINES:  The Contractor warrants and represents that neither it, its parent entities (if any), nor any of the 

Contractor’s subsidiaries or affiliated entities (if any), is engaged in the sale or manufacture of anti-personnel mines 

or components utilized in the manufacture of anti-personnel mines. The Contractor acknowledges and agrees that 

the provisions hereof constitute an essential term of the Contract and that any breach of this representation and 

warranty shall entitle UNHCR to terminate the Contract immediately upon notice to the Contractor, without any 

liability for termination charges or any other liability of any kind. 

28. SEXUAL EXPLOITATION: 

28.1  The Contractor shall take all appropriate measures to prevent sexual exploitation or abuse of anyone by its 

employees or any other persons engaged and controlled by the Contractor to perform any services under the 

Contract.  For these purposes, sexual activity with any person less than eighteen years of age, regardless of any 

laws relating to consent, shall constitute the sexual exploitation and abuse of such person.  In addition, the 

Contractor shall refrain from, and shall take all reasonable and appropriate measures to prohibit its employees 

or other persons engaged and controlled by it from exchanging any money, goods, services, or other things of 

value, for sexual favors or activities, or from engaging any sexual activities that are exploitive or degrading to 

any person.  The Contractor acknowledges and agrees that the provisions hereof constitute an essential term of 

the Contract and that any breach of these provisions shall entitle UNHCR to terminate the Contract 

immediately upon notice to the Contractor, without any liability for termination charges or any other liability 

of any kind. 

28.2  UNHCR shall not apply the foregoing standard relating to age in any case in which the Contractor’s personnel 

or any other person who may be engaged by the Contractor to perform any services under the Contract is 

married to the person less than the age of eighteen years with whom sexual activity has occurred and in which 

such marriage is recognized as valid under the laws of the country of citizenship of such Contractor’s 

personnel or such other person who may be engaged by the Contractor to perform any services under the 

Contract. 

29. EXPLOITATION AND ABUSE OF REFUGEES AND OTHER PERSONS OF CONCERN TO UNHCR:  

The Contractor warrants that it has instructed its personnel to refrain from any conduct that would adversely reflect 

on UNHCR and/or the United Nations and from any activity which is incompatible with the aims and objectives of 

the United Nations or the mandate of UNHCR to ensure the protection of refugees and other persons of concern to 

UNHCR. The Contractor hereby undertakes all possible measures to prevent its personnel from exploiting and 

abusing refugees and other persons of concern to UNHCR. The failure of the Contractor to investigate allegations of 

exploitation and abuse against its personnel or related to its activities or to take corrective action when exploitation 

or abuse has occurred, shall entitle UNHCR to terminate the Contract immediately upon notice to the Contractor, at 

no cost to UNHCR. 

 

30. PAYMENT INSTRUCTIONS:  UNHCR shall, on the fulfillment of the delivery terms, unless otherwise provided 

in the Contract or purchase order, make payment by bank transfer within thirty days of receipt of the Contractor’s 

invoice for the goods and copies of any other documentation specified in the Contract. Payment against the invoice 

referred to above will reflect any discount shown under the payment terms agreed among the parties, provided 

payment is made within the period required by such payment terms. The prices shown in the Contract or the 

purchase order may not be increased except by express written agreement of UNHCR. Documents are to be sent to 

the address indicated in the Contract or purchase order. 

– oOOo – 
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