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	UNITED NATIONS Economic Commission for Africa

	Commission économique des Nations Unies pour l'Afrique

	P. O. Box 3001; Addis Ababa, Ethiopia

	Tel.: (251-11) 5517200/5443717/5445469 Fax No. (251-11) 5511874


PRE-QUALIFICATION QUESTIONNAIRE (pqq)

RFP/PCMS/10/047
INSTRUCTIONS

· Please answer all questions.  If there is insufficient space for your response, please continue on a separate piece of paper, which should be clearly marked with the name of your firm and the number of the question to which it relates.

· Please note the term “Firm” refers to:

Sole proprietor, partnership, limited liability partnership, joint venture, incorporated company, co-operative, or voluntary organization, as appropriate.

· If you are a subsidiary in a group of companies please answer the questions specifically for your business not for the group, (though information on the group is also requested).

· Where an applicant is bidding as part of a consortium, or if applicants intend to sub-contract part of the required services, the PQQ must be completed by the other consortium members and/or sub-contractors and the term "Firm" shall include such other consortium members or sub-contractors.

· All information provided by you will be treated as confidential and shall be used by the UNECA solely in relation to the selection process and for no other purpose.

· Please complete the declaration at the end of the questionnaire.

· UNECA reserves the right to require evidence or additional information in relation to any answers given to the PQQ.

· ALL SUPPORTING DOCUMENTS MUST BE SUBMITTED IN ENGLISH. ALL ACCOUNTS OR STATEMENTS MUST BE IN ENGLISH AND MUST BE PRESENTED IN Ethiopian Birr.
· Bidders must inform UNECA of any changes to the answers given in the PQQ arising at any time during the procurement process.
· Please return (by email or post) a signed and completed questionnaire, together with any supporting documents, to:

               The Bids Officer


Room 2N11


Menelik Avenue, ECA Secretariat Building


P.O.Box 3001


Addis Ababa, Ethiopia

Or by email to: bidofficer@uneca.org
· The last date for the receipt of the completed questionnaire and supporting documentation is 5pm 30 July 2010.  Questionnaires received after this date and time will not be considered.
SECTION A 
ADMINISTRATIVE INFORMATION

A1
Trading Name of firm

	


A2
Registered Name of firm 

	


A3
 Main address for correspondence

	


A4
Registered Office address (if different from above)

	


A5     Name of Chief Executive Officer of the firm (in block capitals)

	


A6
Telephone Number of the person named in A5

	


A7
Facsimile Number of the person named in A5

	


A8
e-Mail address of the person named in A5

	


A9
Is the firm a sole trader, partnership, limited liability partnership, private limited company, public limited company, joint venture, co-operative, voluntary organization or other? (Please specify)

	


A10
Please describe the locations/addresses of all offices in Ethiopia, if any

	


A11
Please provide copies of legal documents verifying legal entity and status of the firm (e.g. partnership, limited liability company etc.) including the country and date of incorporation and in the case of partnership, list of partners.

         Attached     Not attached 


	
	


If attached:


  Date (of, for example, incorporation)

	


List of Partners (where applicable)

	


A12
Is the firm part of a group? If so, please describe the group structure, indicating the legal relationship between the firm and the ultimate holding or parent company (please provide an organization chart if appropriate) and give names and addresses of the ultimate holding or parent company and the other subsidiary companies in the group. Also provide the name of the Chief Executive of the ultimate holding or parent company, his address, email, telephone and fax numbers.

       Yes        No 

	
	


Group Structure

	


A13
Are you the project lead in a consortium/joint venture? If so, please provide the names and addresses of all parties that are in the consortium/joint venture.

       Yes       No 

	
	



Consortium/joint venture Details

	


A14
Do you intend to sub-contract the provision of any of the services?  Please set out in detail the proposed sub-contracting arrangements.

       Yes        No 

	
	



Sub-contracting arrangements 

	


SECTION B 
ECONOMIC AND FINANCIAL STANDING

B1
Please state the name and title of the person in the firm for financial matters:

	


B2 
Please attach copies of the company’s audited accounts for the past two years (or, if the company has been operating for less than 2 years, the company’s audited accounts to date or management accounts), to include:

· Balance sheet

· Profit and Loss Account

· Full notes to the Accounts

· Director’s Report

· Auditor’s Report 

· Statement of Turnover in respect of the services to be provided under this contract.

B3
Where your firm has no audited accounts or management accounts available please provide references from your bankers on your firm’s financial standing and confirm that the authenticity may be checked.

        Confirmed   Not confirmed

	
	


B4
Has your firm ever not had a contract renewed for failure to perform to the terms of the contract? (If yes, please provide details)

        Not applicable/ Applicable

	
	



Details attached: 

        Yes            No 

	
	


B5
Has your firm suffered deductions for liquidated and ascertained damages for any contract within the last three years?  


    Yes

No

	
	


Details:

	


SECTION C 
TECHNICAL CAPABILITY 

C1
The firm must provide evidences that it has a minimum of two years working experience in the provision of restaurant and cafeteria services. 

           Details attached: 

        Yes            No 

	
	


C3
Please provide details of the type/level of staff likely to be allocated to the contract, their professional qualifications and a brief outline of their skills and relevant experience.

	


C4
Please provide names, addresses and telephone numbers of organizations to which you have provided or are still providing similar services during the last two years, stating the amounts, periods and details of service, and contact person in the organization.

Please note that references may be requested from one or more of them

	Name & address


	Value of contract
	Nature of contract
	Dates

To            From
	Contact’s name telephone no. & email

	
	
	
	
	


WHEN YOU HAVE COMPLETED THE QUESTIONNAIRE, PLEASE READ AND SIGN THE SECTION BELOW

I certify that the information provided is accurate to the best of my knowledge.  I understand and accept that false information could result in exclusion from the selection process.

I undertake to notify the UNECA of any changes to the answers given in the PQQ arising during the contract selection process.

I also understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a Public Body.  I also understand that any such action will empower the UNECA to cancel any contract currently in force and will result in exclusion from the selection process.

Name and Signature

For and on behalf of: 

Date: 
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