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Vereinten Nationen UNU-ViE  

                                                                       Hermann-Ehlers-Str.10 
                                                                                                53113, Bonn  
                                                                                                Germany 
  
                                                                                                Tel.: +49-228-815-0264 
                                                                                                Fax: +49-228-815-0299 
                                                                                                Email: procurement@vie.unu.edu 
                                                                                                Website: www.vie.unu.edu 
 
 
 

02 November 2009 
 
 
Subject: Request for Quotation (RFQ) –Website Design Service 
Reference: RFQ/12/2009 
 
Dear Sir/Madam, 
 
1. The United Nations University in Bonn hereby solicits your bid for the above subject, in accordance with this 

document and the annexes attached. Bids are required to be submitted to the United Nations University Vice 
Rectorate in Europe (UNU-ViE) no later than 16 November 2009 at 14:00 CET.   

 
2. This Request for Quotation consists of this document and the following annexes: 
     
    Annex I Terms of Reference - Website Design Service 
    Annex II Request for Quotation Sheet/Summarized Financial Offer 
    Annex III General Terms and Conditions 
    Annex IV General Conditions for Professional Services 
    Annex V General Conditions of Purchase Order 
 
3a. Bids in sealed envelopes or email to procurement@vie.unu.edu should reach the following address no later 

than 16 November 2009 at 14:00. Please note that late bids shall not be considered. 
 
    Your bid must be submitted as follows: 
 
 
 
 
 
 
 
 
 
 
 
 
   b. Interested bidders may obtain further information by contacting the following telephone number or email 

address:  
procurement@vie.unu.edu 
Tel.: +49-228-815-0264 
Fax: +49-228-815-0299 

 
 
  
 

     United Nations University ViE 
     Procurement Department 
     Bid Opening Office 
     Hermann-Ehlers-Str.10 
     53113, Bonn Germany 
      

 
 
 
Ref: RFQ/12/2009 
Procurement Department 
Closing Date 
<Name of Your Company> 
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 c. Outer envelope/package of your bid must clearly indicate RFQ number as indicated in paragraph 3a of this 
RFQ, date and closing time and name of your company so that the UNU can identify your bid at the time of 
receipt.  

 
4. For queries on this RFQ, please contact the Procurement Department in writing at facsimile No. +49-228-815-

0299 or by Email to procurement@vie.unu.edu. Please also notify the United Nations University immediately 
if any part of this RFQ is missing and/or illegible.  

 
5. Bidders are requested to submit bids in compliance with the terms and conditions specified in Annex III 

General Terms and Conditions. 
 
 
 
 
 
 
 
 
                                                                                                  
                                                                                                 Beatrice O´Reilly 
                                                                                                 Procurement Manager 
                                                                                                 United Nations University Vice Rectorate in Europe 
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02 November 2009 
Dear Sir/Madam, 
 
We are part of the United Nations in Bonn and are looking for help to re-design 
our website by mid to end January 2010.  We have in-house programmers and IT 
staff (who speak English and German), but we lack the resources to be able to 
design the website here in our office. If you are interested and able to provide a 
style sheet for our new CMS in the time we require, please keep reading for more 
details on what we need and how to apply for this job. 
 
As part of the United Nations system, we have a formal method of asking for 
offers and bids that we must respect. We also work within a specific mandate and 
framework of organizations and would like to demonstrate a link to these two 
main organizations through a common look on our website. 
 
To provide some background, our office, the UN-Water Decade Programme on 
Capacity Development (UNW-DPC) is located in Bonn and is hosted along with 
several others by the United Nations University (UNU), 
http://www.vie.unu.edu/alt3. In addition, we are part of a larger worldwide 
network of organizations called UN-Water: http://www.unwater.org/.  
 
Since UNW-DPC is an office that is linked to both programmes, we would like to 
change our existing website at www.unwater.unu.edu to match the styles, colors 
and fonts shown in the UN-Water and UNU-VIE websites linked above. In 
addition to our normal website, UNW-DPC is creating a repository of information 
using MYSQL that should have the same look and feel as the other pages and can 
be viewed at http://www.unwater.unu.edu/repository/. 
 
This new website (including the “repository”) should be ready to launch and be 
presented to our administrative body at its annual UN-Water meeting in early 
February 2010. Our in-house IT team will be handling content, programming, 
CMS, etc. of the new website, however, we need you, as a professional designer, 
to provide a style sheet for the look and feel of our pages. We would like some 
examples of other websites you have done, especially if they are similar or 
applicable to what we are looking for. 
 
The working language of UNU is English; however, German is also spoken by all 
contacts. 
 
To this end, please find attached specific details about our requirements. We need 
your complete response (bid) by Monday, 16 November, to begin work 
immediately after the contract is signed. 
 
With best regards, 

 
Tanja Maidorn 
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Annex I Terms of Reference - Website Design Service 
 
1. BACKGROUND 
 
The  United  Nations  University  (UNU)  is  an  international  community  of  scholars  engaged  in research,  
postgraduate  training  and  dissemination  of  knowledge  in  furtherance  of  the  purposes  and  principles  of  
the United Nations,  its member  states  and  peoples.  In  addition  to  the UNU Centre  (Headquarters)  located  
in Tokyo,  the  University  has  already  established  fourteen  Research  and  Training  Centres  and  
Programmes worldwide. The United Nations UNU-ViE is the first Vice Rectorate of the United Nations 
University (UNU) outside the headquarters in Tokyo, Japan. Established in May 2007 in Bonn, it strengthens the 
UNU´s presence in Europe. UNU-ViE concentrates on questions related to ‘Science and Technology to Ensure 
Human Security’. ViE initiates, supports, and co-ordinates projects and exchange programmes that aim at 
knowledge capacity development and transfer. Additionally cooperation with various partners is a key priority.  
 
2. OBJECTIVE 
 
The UN-Water Decade Programme on Capacity Development (UNW-DPC) is located in Bonn and is hosted 
along with several others by the United Nations University (UNU), http://www.vie.unu.edu/alt3. In addition, the 
organization is part of a larger worldwide network of organizations called UN-Water: http://www.unwater.org/.  
 
Since UNW-DPC is an office that is linked to both programmes, it would like to change its existing website at 
www.unwater.unu.edu to match the styles, colours and fonts shown in the UN-Water and UNU-VIE websites  
linked above. In addition to its normal website, UNW-DPC is creating a repository of information using 
MYSQL that should have the same look and feel as the other pages which can be viewed at 
http://www.unwater.unu.edu/repository/.  
 
This new website (including the repository) should be ready to launch and be presented to the administrative 
body at the annual UN-Water meeting in early February 2010. Therefore, UNW-DPC is seeking service for 
website design. The in-house ICT team will be handling content, programming, CMS, etc. of the new website, 
however, professional design companies/designers are needed to provide a style sheet for the look and feel of 
their pages. 
 
 
3. DESCRIPTION OF RESPONSIBILITIES 
 
The web design company/ individual designer must have demonstrable evidence of designing interfaces that 
compliment an existing design system, and deliver the full cycle of design flats (PDF/PSD), HTML mock-up, 
and final HTML/CSS deliverables suitable for use by the interactive programmers. Geographic proximity to the 
web development team is not necessary (Bonn), if the candidate can provide examples of distance collaboration, 
and references to validate these working arrangements. 
 
4. SERVICES REQUIRED 
 
The designer will be conducting the following services: 
 

·  Design the layout of the UNW-DPC website;  
·  Production of 3 sketches (Entwürfe) with multiple design options, for internal review; 
·  Live/tele presentation at client design review meetings and capture of client comments and recording  

for iterative changes; 
·  Interactions with in-house ICT and information team to ensure full understanding of the concept; 
·  Delivery of html prototype/mock-up of designs for review; 
·  Delivery of xhtml compliant final html, CSS (and optionally java script) to be used by the in-house IT 

team, subject to review and sign off; 
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·  Oversight of implementation of design by IT web development team (to ensure that design issues that 
arise during production are addressed and solved in collaboration with the development team); 

·  Post-production spot support for issues that arise due to work-out changes/user feedback; 
·  On-going (retainer or hourly) based light support for small modifications or change requests. 

 
* Web hosting and maintenance is handled by UNU IT web development team in-house. 
* This work would focus on upgrading and consolidating the existing website of UNW-DPC. The in-house IT 

web development team has very strong web development skills, therefore, the designer 
 would not be required to have deep knowledge of the website hosting and maintenance, and could simply 
focus on the development of innovative visual layout of the website.  

* As the website is going to be available worldwide, and some of the countries have limited internet access, 
plug-ins should not be incorporated and the designer should not rely on Java and Flash (except for Javascript).  

 
5. EXPECTED DELIVERABLES AND PLANNED TIME SCHEDULE 
 

 
Deliverable 

 
Estimated Duration/Deadline 

 
1. Graphics of the website agreed upon and designed 

(including consultations, custom designed website 
concepts, in-progress viewing etc.) 

 

Approx. 3 weeks from date of contract signature 

 
2. Website developed (including programming/coding, 

website pages, website navigation, sitemap, site 
content, CSS stylesheet, website favicon etc.)  

 

Approx. 3 weeks from completion of phase 1 

 
3. Website tested (including Search Engine Readiness 

Check, browser compatibility testing etc.) 
 

Approx. 2 weeks from completion of phase 2 

 
4. Website completed (including minor 

adjustments/changes) 
 

8 weeks in total from date of contract signature 

 
Website launch, hosting and maintenance (will be 
done by ICT) 
 

 

 * Deadlines are subject to adjustments as discussed with the contracted company. 
 
6. COMPETENCIES 
 
Factors and capabilities required of the contractor: 
 

·  Should be familiar with developing for low-bandwidth situations (many internet users are stationed in 
developing countries with limited internet connections and should not encounter plug-ins). 

·  Should be prepared to work independently offsite, or onsite for certain periods with own portable 
workstation. 

·  Should demonstrate integrity by modelling the United Nation’s values and ethical standards. 
·  Should display cultural, gender, religion, race, nationality and age sensitivity and adaptability. 
·  Should treat all people fairly without favouritism. 
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7. REQUIREMENTS 
 
Eligibility Documents/ Criteria: 
 

·  Evidence of experience (CV) of the staff/ individuals who will perform the required services; 
·  List of major clients (including contact details) and relevant projects/products of similar nature 

(minimum of two recent websites previously created and successfully implemented). 
 
Please submit: 
 

·  The above-listed documents 
·  The summarized financial offer (see annex II) 

 
By: 14:00 Monday, 16 November 2009 to UNU-ViE procurement department. 
 
8. CONTRACT AND PAYMENT 
 
As this will be a deliverables-based contract, where some of the details for delivery require collaboration with 
vendor, the relevant financial metric will be proposed by the bidder. The best combination of “best value for 
money”(ability to deliver substantial design + cost considerations) will determine the final selection. 
 

 
Location of execution/ Beneficiary 

 
UNU/ UNW-DPC Bonn Office Germany 

Payment Terms 

  
Payment through bank transfers 
Payment upon stages/deliverables to be agreed with 
the contractor, subject to performance and quality 
certification and satisfaction by the beneficiary 2-4 
weeks after deliverables 
 

General Terms and Conditions 

 
UNU General terms and conditions for services are 
attached for reference (Annex IV) 
Estimated Duration of the contract: 2 Months 
 

 
9. START DATE 
 
The start date of the contract is as soon as possible. 
 
 
10. RELATED WEBSITES 
 
UNU-ViE: http://www.vie.unu.edu/alt3 
UNW-DPC: www.unwater.unu.edu  
UN Water: http://www.unwater.org/ 
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Annex II Request for Quotation Sheet / Summarized Financial Offer 
 

 
 
 
 
 

Company Name/Individual Name:                                                                                                                           
Address:          
Postal Code: 
Tel.: 
Fax: 
Email:   
 
 
 

 
No. 

 
Description of Service 

 
Measure 
Unit 

 

 
Quantity  

 
Price per Unit 

(EUR) 

 
Total Amount 

(EUR) 
 

1 Website Design Lump-sum  1   

 VAT(if applicable)     

      

Total   

Add: Misc. charges(if any)   

Freight (if applicable)   

 

Grand Total   

 
Delivery Point 
 
    
 
 
     Benjamin Zhu 
     United Nations University ViE 
     Procurement Department 
     Hermann-Ehlers-Str.10 
     53113, Bonn 
 

 
    
 
                                                                                                                                     Vendor Name 
  
 
                                                                                                                                      Name of Authorized Official 
 
 
                                                                                                                                      Signature 
 
  
                                                                                                                                       Date 
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Annex III General Terms and Conditions 
 
Submission of bids 
 
Bids must be submitted in English or German based on the requirements specified in this bid (Request for 
Quotation or “RFQ”). Bidders must provide all requisite information under this RFQ and clearly and concisely 
respond to all points set out in the RFQ. However, unnecessarily elaborate brochures and other presentation 
beyond those sufficient to present complete and effective Bids, are not encouraged. 
 
Technical Specifications of Requirement 
 
No changes, substitutions or other alterations to the technical specifications of requirement stipulated in this 
RFQ document will be accepted unless approved in writing by the United Nations University (UNU). 
 
No Commitment 
 
This RFQ does not commit the UNU to award a contract or to pay any costs incurred in the preparation or 
submission of bids, or costs incurred in making necessary studies for the preparation thereof, or to procure or 
contract for services or goods. Any bid submitted will be regarded as an offer made by the bidder and not as an 
acceptance by the bidder of the offer made by the UNU. No contractual relationship will exist except pursuant to 
a written contract document signed by the duly authorized official of the UNU Procurement Service and by the 
selected bidder. This RFQ does not commit the UNU to consider any bid or to award a contract. If the bid is 
submitted on an “all or none” basis, it should clearly state so. 
 
Criteria for Evaluation 
 
All bids will be evaluated in accordance with the provisions of the UN Financial Regulations and Rules and 
established procedures of the UN, as well as the requirements of this RFQ. The following criteria will be 
considered in evaluating the bids: 
 

a. Compliance with technical requirements; 
b. Earliest delivery time; 
c. Lowest cost to the UNU. 

 
Payment Terms 
 
The UN Financial Regulations and Rules preclude advance payments or payments by letter of credit. Such 
provisions in a bid will be prejudicial to its evaluation by the UN. The normal terms of payment by the UN are 
30 days (although discounted items for early payment may be considered if offered by bidders) upon satisfactory 
delivery of goods or performance of services, acceptance thereof by the UNU and certification by the UNU of 
the contractor´s invoice. Bidders must therefore clearly specify in their bids the payment terms being offered. 
 
Validity of Bids 
 
Bids shall remain open and valid for acceptance for a period of at least 15 days from the date of opening 
specified in this RFQ: 
 
Rejection of Bids and Split Awards 
 
The UNU reserves the right to reject any and all bids if they inter alia: 
 

i. are received after the deadline stipulated in the RFQ; 
ii.  are not properly marked or addressed as required in the RFQ; 
iii.  are delivered to another UN office location than the one required in the RFQ; 
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iv. are unsolicited; 
v. contain an alternate bid; or 
vi. are not otherwise in compliance with this RFQ. 

 
The UNU also reserves the right to split an award between any bidders in any combination as it may deem 
appropriate and the bidders must be willing to accept partial awards. 
 
Withdrawal and Modification of Bids 
 
Bids may be modified or withdrawn in writing, prior to the bid closing time specified therein. Bids may not be 
modified or withdrawn after that time. 
 
Errors in Bids 
 
Bidders or their authorized agents are expected to examine any maps, drawings, specifications, circulars, 
schedules and other instructions pertaining to the work, made available by the UN to the bidders for inspection. 
Failure to do so will be at the bidder´s own risk. In case of error in the totalling of prices, the unit price will 
govern. 
 
Confidentiality 
 
This RFQ or any part thereof, and all copies thereof must be returned to the UNU upon request. It is understood 
that this RFQ is confidential and proprietary to the UNU, contains privileged information, part of which may be 
copyrighted, and is communicated to and received by bidders on the condition that no part thereof, or any 
information concerning it may be copied, exhibited, or furnished to others without the prior written consent of 
the UNU, except that bidder may exhibit the specifications to prospective sub-contractors for the sole purpose of 
obtaining offers from them. Notwithstanding the other provisions of the RFQ, bidders will be bound by the 
contents of this paragraph whether or not their company submits a bid or responds in any other way to this RFQ. 
 
Rights of the UN 
 
All UNU vendors shall adhere to the highest ethical standards, both during the procurement process and 
throughout the performance of a contract. 
 
If the UNU determines that a vendor has engaged in collusive bidding, has received improper assistance, 
engaged in corrupt practices, or conflict of interest situations, then notwithstanding any other legal rights or 
remedies it may have, the UNU reserves the right to reject any bid or recommendation to award a contract to 
such vendor. 
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Annex IV General Conditions for Professional Services  
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 Annex V General Conditions of Purchase Order 
 
A.  PAYMENT  
  
In the case of goods to be delivered to the United Nations University (hereafter referred to as the UNU) in Tokyo,  
the UNU shall make payment within 30 days of  receipt of  (a)  the goods and  (b) the  invoice and other 
documents specified in this Contract, whichever (a) or (b) is the later.  
  
In the case of goods to be delivered elsewhere the UNU shall, unless otherwise specified in this Contract, make 
payment within 30 days of receipt of (a) the Vendor’s invoice for the goods and (b) copies of the customary  
shipping documents and other documents  specified  in  this Contract, whichever  (a) or  (b)  is the later.  
  
Unless  otherwise  authorized  by  the  UNU,  a  separate  invoice  must  be  submitted  in  respect  of  each 
shipment under  this Contract and such  invoice must bear  the Purchase Order Number appearing on  the top left 
hand corner of the face of this document.  
  
The prices shown herein may not be increased except by express written agreement of the UNU.   The UNU will 
not pay any charge for late payments unless expressly agreed to in writing.  
  
The UNU  shall  have  a  reasonable  time  after  delivery  of  the  goods  to  inspect  them  and  to  reject  and 
refuse  acceptance  of  goods  not  conforming  to  this  Contract:  payment  for  any  goods  pursuant  to  this 
Contract shall not be deemed an acceptance of the goods.  
  
B.  TAX EXEMPTION  
  
Section 7 of the Convention on the Privileges and Immunities of the United Nations University provides, inter 
alia, that the UN, including its subsidiary organs, is exempt from all direct taxes and is exempt from customs 
duties in respect of articles imported or exported for its official use. Accordingly, the Vendor authorizes the 
UNU to deduct from the Vendor’s invoice any amount representing such taxes or duties charged by the Vendor 
to the UNU. Payment of such corrected invoiced amount shall constitute full payment by the UNU. In the event 
any taxing authority refuses  to  recognize  the UNU exemption from such taxes, the Vendor shall immediately 
consult with the UNU to determine a mutually acceptable procedure. 
 
C.   EXPORT LICENSES  
  
If an export license or licenses are required for the goods, the Vendor shall obtain that license or licenses.   
  
D.   RISK OF LOSS  
  
Risk  of  loss,  injury  or  destruction  to  the  goods  shall  be  borne  by  the  Vendor  until  physical delivery of 
the goods has been completed in accordance with this Contract.  
  
E.   FITNESS OF GOODS INCLUDING THEIR PACKAGING  
 
Vendor warrants that the goods, including their packaging, conform to specifications and are fit for the purpose 
for which such goods are ordinarily used and for purposes expressly made known to the vendor by the UNU, and 
are free from defects in workmanship and materials.  The Vendor also warrants that the goods are contained or 
packaged in a manner adequate to protect the goods. 
 
F.   RIGHTS OF THE UNU  
  
In case of failure by the Vendor to perform under the terms and conditions of this Contract, including  
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but  not  limited  to  failure  to  obtain necessary  export  licenses  or  to make  delivery  of  all  or  part of  the 
goods by the agreed delivery date or dates, the UNU may, after giving  the Vendor reasonable notice to perform 
and without prejudice  to any of  the  rights or  remedies, exercise one or more of  the  following rights:  
 
1.   Procure all or part of the goods from other sources, in which event the UNU may hold the Vendor 
responsible for any excess cost occasioned thereby.  In exercising such rights the UNU shall mitigate its 
damages in good faith;    
2.   Refuse to accept delivery of all or part of the goods;  
3.   Terminate this Contract.  
  
G.  ASSIGNMENT AND INSOLVENCY  
  
1.  The Vendor shall not, except  after obtaining  the written  consent of  the UNU,  assign,  transfer, pledge or 
make other disposition of  this contract, or any part  thereof, or any of  the Vendor’s  rights or obligations under 
this Contract.  
  
2.  Should  the  Vendor  become  insolvent  or  should  control  of  the  Vendor  change  by  virtue  of insolvency, 
the UNU may, without prejudice to any other rights or remedies, terminate this Contract by giving the Vendor 
written notice of termination.  
 
 
H.   USE OF UNU NAME AND EMBLEM  
  
The Vendor shall not use the name, emblem or official seal of the United Nations University or any abbreviation 
of the name United Nations University for any purpose.  
  
I.   PROHIBITION ON ADVERTISING  
  
The Vendor shall not advertise or otherwise make public that the Vendor is furnishing goods or services to the 
UNU.  
  
J.   ARBITRATION  
  
Any controversy or claim arising out of or in connection with this Contract or any breach thereof, shall, unless it 
is settled by direct negotiation, be settled in accordance with the UNCITRAL Arbitration Rules as at present in 
force.  The parties shall be bound by any arbitration award rendered as a result of such arbitration as the final 
adjudication of any such controversy or claim.  
  
K.   PRIVILEGES AND IMMUNITIES  
  
Nothing in or relating to these General Conditions or this Contract shall be deemed a waiver of any of the 
privileges and immunities of the UNU, including its subsidiary organs.  
 


