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26 July, 2007 

 
 

Dear Sir/Mesdames, 
 

 

Subject:  INVITATION TO BID - HARDWARE REQUIREMENTS FOR VoIP SYSTEM FOR 

UNITED NATIONS UNIVERSITY CENTER, TOKYO 
 

Reference: ITB-003/2007 

 
1.  The United Nations University (UNU) 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 UNU no later than 25 

August, 2007 at 14:00 hours.  
 
2.  This Invitation to Bid (ITB) consists of this document and the following annexes: 
 

Annex A: Technical Specifications and Bid Form 
Annex B: Terms and Conditions to Bid 
Annex C: Acknowledgement Letter 
Annex D: General Conditions of Purchase Order 

 
3.  Bids must be submitted in the English language strictly using the attached Annex A-1 Bid Form in 
THREE COPIES (any attachments or appendices and annexes thereto must also be submitted in THREE 

COPIES). 
 
4.a. Your bid must be submitted in a sealed envelope/package clearly marked and addressed as follows: 
 

United Nations University 
Attention: Bid Opening Unit, Registry, Ext. 1346 
53-70, Jingumae 5-chome, 
Shibuya-ku, Tokyo 150-8925 

 
Ref: ITB-003/2007 

Procurement Unit 

Closing Date & Time: 25 August, 2007 at 14.00 hrs 

<Name of Your Company> 

 
Please note that Extension 1346 should not be used for queries concerning this ITB. This number is only for 

facilitating receipt of bids delivered by hand or by courier. 

 
 

5-53-70, Jingumae  Phone: (03) 3499 2811 
Shibuya-ku   Fax: (03) 3499 2828 
Tokyo 150-8925   E-mail: mbox@hq.unu.edu 
Japan   Homepage: www.unu.edu 

    

UNITED NATIONS UNIVERSITY 
 

Centre 
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b.  The outer envelope/package of your bid must clearly indicate ITB number, title of the UNU officer 
indicated in paragraph 4.a and 6 of this ITB, date and closing time and name of your company so that the 
UNU can identify your bid at the time of receipt. Each bid for each ITB must be submitted in a separate 
envelope. Please do not combine different bids in the same envelope. 
 
c.  It is the exclusive responsibility of the bidders to ensure that the sealed envelope/package containing 
the bid reaches the above address before the time and date indicated in paragraph 4.a. so that it is time 
stamped and acceptable for opening. Bids must be delivered to the designated address during the UNU 
working hours from 9:30 a.m. to 5:30 p.m. Monday through Friday except for the United Nations holidays. 
Delivery to any other United Nations office location will be at the risk of bidders and will not constitute 
timely delivery. Written proof of receipt will not be given unless a Postal/Courier service receipt or other 
form of receipt is presented for signature by the UNU. Bids received after the above mentioned opening time 

will be invalidated. 
 
d.  The UNU Procurement Unit strongly encourages you to deliver your bid by hand or via courier so 
that you can track delivery and ensure receipt by the UNU Procurement service in time for the deadline 
specified in this ITB.  
 
5. A public opening of bids will take place on 25 August, 2007 at 14.00 hours in the Registry Office 
of the Administrative Management Division, UNU on the 9th floor, 53-70 Jingumae 5-chome, Shibuya-ku, 
Tokyo. Companies submitting offers are welcome to send one (1) representative with proper authorization to 
observe the opening of bids received. 
 

6. For queries on this ITB, please contact the Procurement Officer, Ms Angela Lee in writing at 
facsimile no. 03-3499-2828 or by e-mail to lee@hq.unu.edu by 9 August, 2007.  Please also notify the UNU 
immediately if any part of this ITB is missing and/or illegible.  Bidders are reminded that this facsimile 
number may be used only to send queries and acknowledgement letter requested in paragraph 7 below.  Bids 
must NOT to be sent to this facsimile number. 
 

7.  You are kindly requested to return the attached Annex C — Acknowledgement Letter duly signed 
by an authorized representative of your company to the UNU via facsimile advising whether or not your 
company intends to submit a bid prior to the designated closing date for receipt of bids. Please indicate the 
reason if you do not intend to submit a bid at this time.  
 
8.  Bidders are requested to submit bids in compliance with the terms and conditions specified in Annex 
B - Instructions to Bidder attached to this ITB. 
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Annex A-1 

 

Technical Specifications 

 

Implementation of a VoIP system for UNU-Centre, Tokyo 

 
Network infrastructure 
 
The campus LAN infrastructure is a converged network designed for Quality of Service (QoS), with 
separate VLANs for voice and data devices. The service contract covers only the VoIP resources and 
services specified in this document.  It does not require any work to be carried out on the network 
infrastructure.    
 
Functional requirements  
 

Backend features 
 
The architecture design of the VoIP system must meet the following requirements:  
 
(1) Scalability (essential): it can scale up to at least 400 IP phones  
(2) Backend server redundancy (desirable): it can be made fault tolerant against a single point of failure, 

whether it be a IP PBX server, a gateway or any relevant servers, by adding redundant servers 
(3) ISDN backup (essential): inbound and outbound calls can be routed through an ISDN line  
(4) Fax transmission (essential): it is capable of supporting analog fax machines 
 
Integration into Japan Telephone System 
 
The coordination with a local telephone provider and the migration of existing analog direct-inward-dialing 
(DID) numbers to a T1 line through a Primary Rate Interface (PRI) is part of the implementation scope.   
 
Required User features and specifications 
 
Call Parking – Ability to place a call on phone, and pick it up at a different extension. 
 
Caller ID – IP PBX should forward any available caller information, for both calls made with the IP PBX 
and calls originating from outside the system. 
 
Callback – By calling into a specific number (or extension), the caller can initiate a return call.  For example, 
if staying at a hotel that charges $11.00 per minute to make a call the user can call into the IP PBX and 
request an automated callback to avoid paying the hotel rates.  This feature would require a security 
protection method to prevent unauthorized callbacks. 
 
Call Forwarding – Users should have the ability to forward all incoming calls to another extension, or a 
number outside of the IP PBX. 
 
Call Reports – System should produce detailed usage reports so call accountability can be maintained.  
Direct access to call logs should also be available to facilitate custom reports. 
 
Drop to dial tone – By calling into a specific number (or extension) a user can gain access to a dial tone, and 
then make outbound calls exactly like they are dialing from within the IP PBX system.  This feature would 
require a security protection method to prevent unauthorized access. 
 
Voicemail – All telephones should be equipped with voicemail. 
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Conference Rooms – Conference rooms should be definable within the IP PBX, to facilitate callers from 
both inside and outside of the IP PBX to engage in multiple user conferences. 
 
House Phones – Any telephone on the IP PBX should have the ability to limit calls to phones that are within 
the IP PBX network. 
 
Click2Call – The IP PBX should have some type of API, or method to initiate calls via software.  The 
desired outcome would be that a user can initiate a call via a website, the IP PBX will then dial the user at 
their extension and proceed to connect the caller to their desired party. 
 
Call Waiting – All phones should be able to support call waiting. 
 
Web voicemail – The IP PBX should provide a web based interface, where users around the world can view 
and listen to the contents of their voicemail boxes. 
 
External VOIP connections – With the growing number of low cost VOIP termination services, the IP PBX 
should have the ability to connect to outside VOIP trunks to take advance to discounted international calling 
rates.  
 
Phone sets and power bricks 
 
The bidder is required to submit a quotation for 150 units of IP telephones model Cisco 7941 or equivalent 
models, which conform to our standardized requirements and 10 power bricks.   
 
Systems documentation and training  
 
The quotation must include detailed documentation of all IP PBX server hardware and phone configuration 
settings must be furnished upon completion of the project, and training for enabling local staff to administer 
and support the VoIP system.  
 
Post-installation support 
 
The bidder is required to submit quotation for post-installation support and maintenance. 
 

Project plan 
 
The bidder is required to submit a quotation for the following project plan: 
  
Phase 1: Data gathering and analysis 
Phase 2: Solution design 
Phase 3: Solution build 
Phase 4: Testing 
Phase 5: Implementation 
Phase 6: Post implementation 
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Annex A-2 

 

Bid Form 
 

 Bill of Materials Quantity Price per unit (¥) Total amount (¥) 

1 PBX software 1 unit   

2 IP telephone sets 150 units   

3 Power bricks 10 units   

 Services    

4 System documentation, training and 
project implementation 

Lump sum   

5 Post installation support/ 
maintenance contract 

1 year   

 Total of all Items   

 Add: Misc. charges (if any)   

 Freight (if applicable)   

 
Note: The bidder should address both the essential and desirable functionality requirements and submit 
separate quotation for each type of requirement. 
 
 
Delivery Point 

 
United Nations University 
Campus Computing Centre (C3) 
7th Floor, UNU Headquarters 
53-70, Jingumae 5-chome, 
Shibuya-ku, Tokyo 150-8925 

 

 
Payment terms:   ______________________________________ 
 
Discount offered:  ______________________________________ 
 
Shipping mode:   ______________________________________ 
 
Delivery date:   ______________________________________ 
 
 
 
 
 

……………………………………… 
Vendor Name 
 
……………………………………… 
Name of Authorized Official 
 
……………………………………… 
Signature 
 
…………………………………………. 
Date 
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Annex B 
 

Terms and Conditions to Bid 
 

Submission of bids 
 
Bids must be submitted in the English language on the Requirement specified in this Invitation to Bid (ITB). Bidders 
must provide all requisite information under this ITB and clearly and concisely respond to all points set out in this 
ITB. However, unnecessarily elaborate brochures and other presentations 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 ITB 
document will be accepted unless approved in writing by the United Nations University (UNU). 
 
No Commitment 
 
This ITB 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 ITB 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 ITB. The following criteria will be considered in 
evaluating the bids: 
 
a. Compliance with technical requirements; 
b. Earliest delivery time; 
c. Discounts offered; and 
d. 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 (thirty) 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 120 days from the date of opening specified in 
this ITB. 
 
Rejection of Bids and Split Awards 
 
The UNU reserves the right to reject any and all bids if they are, inter alia: 
i.  received after the deadline stipulated in the ITB; 
ii.  not properly marked or addressed as required in the ITB; 
iii.  delivered to another UN office location than the one required in the ITB; 
iv.  transmitted by facsimile unless specifically indicated in the ITB; 
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v.  unsolicited; 
vi.  contain an alternate bid; or 
vii.  not otherwise in compliance with this ITB. 
 
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 specifications and other instructions pertaining to the 
bid, made available by the UNU to the bidders for inspection. Failure to do so will be at the bidder’s own risk. In case 
of error in the totaling of prices, the unit price will govern. 
 
Public Opening 
 
Public opening of bids will take place at the address and time specified in this ITB. Bidders may send one (1) 
representative with proper authorization to observe the opening of bids at the time and location specified in the ITB. 
 
Confidentiality 
 
This ITB or any part thereof, and all copies thereof must be returned to the UNU upon request. It is understood that 
this ITB 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 ITB, 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 ITB. 
 
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. 
 
Contract 
 
Any contract resulting from this ITB will include the General Conditions of Purchase Order (Annex D). 
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Annex C 
 

Acknowledgement Letter 
 

Dear Sir, 
 
 

Subject:  INVITATION TO BID - HARDWARE REQUIREMENTS FOR VoIP SYSTEM FOR 

UNU-CENTER, TOKYO (Ref: ITB-003/2007) 

 
We, the undersigned, acknowledge receipt of your Invitation to Bid (ITB) No. ITB-003/2007 dated 26 July, 
2007 and hereby confirms that we: 
 

   INTEND       DO NOT INTEND 
 
to submit a bid to the United Nations University (UNU) by the deadline date of 25 August, 2007 and that we: 
 

   INTEND       DO NOT INTEND 
 
to send one (1) authorized representative to observe the public opening procedure. 
 
We acknowledge that this ITB is confidential and proprietary to the UNU, and contains privileged 
information. Upon request, we will return this ITB or any part thereof, and all copies thereof, to the UNU. 
 
Name & Title of Authorized: ______________________________________________ 
 
Representative: _________________________________________________________ 
 
Signature: _____________________________________________________________ 
 
Company Name and Address : _____________________________________________ 
 
Telephone No.: _________________________Facsimile No.: ____________________ 
 

If you do not intend to submit a bid to the UNU, please indicate the reason: 
 

   We do not have the capacity to submit a bid at this time. 
 

   We cannot meet the technical requirement for this ITB. 
 

   We do not think we can make a competitive offer at this time. 
 

   Others: (Please specify________________________________________________________) 
 

Kindly return this acknowledgement immediately via fax 03-3499-2828 

 

The Procurement Unit 
United Nations University 
53-70 Jingumae 5-chome 
Shibuya-ku, Tokyo 150-8925 
 
NOTE: Due to the current security arrangements, your authorized representative must present a completed 
copy of this letter in order to observe the public opening procedure. 
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Annex D 

 

UNITED NATIONS UNIVERSITY GENERAL CONDITIONS FOR 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 
 
The 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. 
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F.  RIGHTS OF THE UNU 

 
In case of failure by the Vendor to perform under the terms and conditions of this Contract, including 

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 UNU or any abbreviation of the 
name UNU 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. 
 
 


