UNAMA Supplier Registration Form for Goods and Services

All prospective suppliers are to complete the below document as comprehensively as possible and to include all relevant information concerning their business competencies.  Information provided is to be specific not general and should be as concise as possible so as to enable UNAMA to clearly evaluate each supplier’s competence to provide goods and services that may be required.  
IMPORTANT: Please read Supplier Registration Guide, before completing your vendor application.
Section 1:
Company Details and General Information

	1.  Name of Company: 
(max of 34 characters pls)

	2.  Office  Address:

City:                                 Zip Code:

State:

Country:
	3.  PO Box and Mailing Address*:

* email addresses not accepted, if the same as item 2, please specify

	4.  Contact Person: 

Title:

6. Telephone Number:
                                      Ctry Code/City Code/Number
	5.  Facsimile Number(s):

                                             Ctry Code/City Code/Number

	7.  Email Address:
	8. Web Address:

	9.  Parent Company And Address (full legal name):



	10.  Subsidiaries, Associates and/or Overseas Representatives: State if partially or fully owned, or agent, and attach a list if necessary:


	11.  Type of Business (Mark one only):

	Corporate/Limited:
	 FORMCHECKBOX 


	Partnership:
	 FORMCHECKBOX 


	Consulting:
	 FORMCHECKBOX 


	Other:
	 FORMCHECKBOX 


	Family Business:
	 FORMCHECKBOX 


	Individual:
	 FORMCHECKBOX 


	Private Firm:
	 FORMCHECKBOX 


	Please specify:
	

	12.  Nature of Business (Mark only one):

	Manufacturer:
	 FORMCHECKBOX 

	Authorized Agent:
	 FORMCHECKBOX 

	General Trader:
	 FORMCHECKBOX 


	Consulting Firm:
	 FORMCHECKBOX 

	Landlord:
	 FORMCHECKBOX 

	
	

	Individual Contractor:
	 FORMCHECKBOX 

	Construction & Civil Works
	 FORMCHECKBOX 

	
	

	If you mark “Authorized Agent” or “General Trader”, please provide proof of Certificate(s) from the manufacturer(s) that you are authorized to deal with their products, to act on their behalf. A list of business transacted in the last year for the products you wish to register, giving names and address of customers and value ot the contracts in section 3, item 32. Proof is to be attached with this application.

	13:  Year Established * :

* minimum of 2 years established required
	14.  Number of Full-time Employees:

	15.  License No./City of Registration:

16. Expiry Date:
	17.  Tax/VAT ID No.:

	18.  Technical Documents Available In:

	English:
	 FORMCHECKBOX 

	French:
	 FORMCHECKBOX 

	Arabic:
	 FORMCHECKBOX 

	Spanish:
	 FORMCHECKBOX 

	Other:
	

	19.  Working Languages:

	English:
	 FORMCHECKBOX 

	French:
	 FORMCHECKBOX 

	Arabic:
	 FORMCHECKBOX 

	Spanish:
	 FORMCHECKBOX 

	Other:
	


Section 2:
Financial Documents: Please attach audited & certified financial statements or equivalent for the last 3 years (balance sheet accepted) * refer to Supplier Registration Guide.
	20.  Annual Value of Total Sales For The Last Three (3) Years * indicate years below:

* UN Registration may not proceed without sale figures below

	20
	US$
	20
	US$
	20
	US$
	

	21.  Bank Name:

 Address:

Currency:
	22.  Bank Account Name:

Bank Account Number:

Bank Code Number:

SWIFT/BIC Address:

	23. Please complete the list below, list at least three (3) reference sources for services rendered by your firm within the last twenty-four (24) months. Please ensure to complete all fields full addresses, telephone numbers, facsimile numbers, names, title of contact person/s and email addresses. And ii) original of recommendation letter from the reference sources describing the nature of services rendered by your firm The recommendation letter must be prepared in the reference sources’ letterhead and signed by their representatives, who awarded an order to your firm or who administered your contract     

Name of Company

Contact Person

Address

Phone/Fax
Email

1)

2)

3)

4)

24. Copy of Certificate of Incorporation (Business Registration) attached: :                YES  FORMCHECKBOX 

    NO      FORMCHECKBOX 


25. Latest financial documents (audited & certified financial statements or equivalent) for 
          the last 3 years attached:                                                                                      YES  FORMCHECKBOX 

               NO      FORMCHECKBOX 

 


Section 3:
Technical Capability and Information on Goods/Services Offered

	26.  Quality Assurance Certification (e.g. ISO 9000 or its equivalent International and/or national certification for quality assurance).  

Copy of Quality Assurance Certificate/s attached:  :        YES  FORMCHECKBOX 

    NO      FORMCHECKBOX 
 provide reason                                                                    

	27.  Name & Address of local Representative: 



	28.  For Goods only, do those offered by your firm conform to national / international standards?

	
	National Standards:
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	
	

	
	International Standards:
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	
	

	29.  Copy(ies) of proof of Certificate(s) from Manufacturers authorizing your firm to offer the products/goods listed 
attached:            YES  FORMCHECKBOX 

       NO      FORMCHECKBOX 
 provide reason


	30.  Identify from the below the specialized Goods and Services your firm can provide:

	Authorized Agents and Traders must submit proof or Certificate(s) from manufacturers that they are authorized to offer the products listed.  Failure to do so will result in the firm not being listed as an Authorized Agent or Trader for that specific Good Or Service.  In-Stock denotes the relevant Goods are in stock and available immediately upon receipt of an order from UNAMA.  Local / International denotes manufacture origin of the Goods; if the Goods are manufactured outside of Afghanistan, please state the country of manufacture.

Where “specify” is indicated, please provide details of brands, types of Goods.  For Goods or Services not listed below, please provide details in an additional page.

	Description of Service/Goods
	Agent
	Trader
	In-Stock
	Local
	International

	Printing services & accessories
	
	
	
	
	

	Vehicles, civilian & military pattern (specify)
	
	
	
	
	

	Material Handling Equipment, MHE (specify)
	
	
	
	
	

	Motor vehicle spare parts (please specify)
	
	
	
	
	

	Freight forwarding services 
	
	
	
	
	

	Computer & information technology
	
	
	
	
	

	Real estate rental and leasing
	
	
	
	
	

	Architecture & construction services
	
	
	
	
	

	Catering services
	
	
	
	
	

	Generators and power equipment
	
	
	
	
	

	Building management & maintenance
	
	
	
	
	

	Custodial services
	
	
	
	
	

	Telecommunication equipment/services
	
	
	
	
	

	Security & safety equipment/services
	
	
	
	
	

	Air conditioning/heating equipment/services
	
	
	
	
	

	Photographic equipment/services
	
	
	
	
	

	Translation services
	
	
	
	
	

	General maintenance/repair services
	
	
	
	
	

	Machinery maintenance/repair services
	
	
	
	
	

	Energy & other technical studies (specify)
	
	
	
	
	

	Machinery and parts (specify)
	
	
	
	
	

	Chemical and petroleum products
	
	
	
	
	

	Medical items and instruments
	
	
	
	
	

	Medicines and vaccines
	
	
	
	
	

	Electrical Apparatus and Components
	
	
	
	
	

	Paper and paper products
	
	
	
	
	

	Audio visual equipment and services
	
	
	
	
	

	Generator sets and services (specify)
	
	
	
	
	

	Stationary and office supplies
	
	
	
	
	

	Office equipment, rental/lease, repairs
	
	
	
	
	

	Training services (specify)
	
	
	
	
	

	Furniture (office and housing)
	
	
	
	
	

	Uniforms and accoutrements
	
	
	
	
	

	Tools and hardware
	
	
	
	
	

	Tires, tubes and other rubber products
	
	
	
	
	

	Laundry services
	
	
	
	
	

	Ores & Minerals; Electricity, Gas & Water
	
	
	
	
	

	Engineering supplies
	
	
	
	
	

	Hardware supplies
	
	
	
	
	

	Lumber, piping and other similar items
	
	
	
	
	

	Machinery ,general purpose sales/repairs
	
	
	
	
	

	Machinery, special purpose sales/repairs
	
	
	
	
	

	Telecommunications equipment sales/repair
	
	
	
	
	

	Food, juices, milk and dairy products
	
	
	
	
	

	Linen, blankets, beds mattresses, etc.
	
	
	
	
	

	Toilet paper, paper towels, etc.
	
	
	
	
	

	Books, atlases, newspapers, magazines
	
	
	
	
	

	Gases such as butane, propane etc.
	
	
	
	
	

	Fire extinguishers, sales/maintenance
	
	
	
	
	

	Soaps and other cleaning materials, etc.
	
	
	
	
	

	Lubricants, household and automotive
	
	
	
	
	

	PVC piping, fittings etc.
	
	
	
	
	

	Safety clothing and equipment
	
	
	
	
	

	Cement, bricks, blocks, gravel, etc.
	
	
	
	
	

	Prefabricated buildings, offices
	
	
	
	
	

	Boilers, pumps, radiators, heaters, etc.
	
	
	
	
	

	Hand tools (electric plus others)
	
	
	
	
	

	Saw, files, rasps, blades, etc.
	
	
	
	
	

	Transmission equipment (specify)
	
	
	
	
	

	Ovens, dishwashers, etc. sales/repairs
	
	
	
	
	

	Concrete mixers & other similar equipment
	
	
	
	
	

	Rental of engineering equipment
	
	
	
	
	

	Domestic appliances, sales/repairs
	
	
	
	
	

	Automotive workshop equipment
	
	
	
	
	

	Photocopy, fax machines etc. sales/repairs
	
	
	
	
	

	EDP hardware/software services
	
	
	
	
	

	Electrical materials, supplies and services
	
	
	
	
	

	Telephone equipment sales/repairs
	
	
	
	
	

	Testing equipment & tools, sales/repair
	
	
	
	
	

	Binoculars, night vision equipment 
	
	
	
	
	

	Construction works site management
	
	
	
	
	

	Technical drafting/consulting services
	
	
	
	
	

	Energy consulting services/equipment
	
	
	
	
	

	Environmental assessment services
	
	
	
	
	

	Waste removal and disposal services
	
	
	
	
	

	Vehicle repair services (specify)
	
	
	
	
	

	Legal services
	
	
	
	
	

	Insurance services
	
	
	
	
	

	Labor provisioning services
	
	
	
	
	

	Medical services (hospitalization, surgery)
	
	
	
	
	

	Others( Please Specify )

	
	
	
	
	


31. For your core goods/services specified in items 30 above, please provide details of the largest sales in the last financial year including name of company, name of contact person, address, phone and fax number and email of customers and value of sales.
	
	Name of Company
	Contact Person
	Address
	Phone/Fax
	Email
	Descrip. Good/Serv.
	Value US$

	1)


	
	
	
	
	
	
	

	2)


	
	
	
	
	
	
	

	3)


	
	
	
	
	
	
	

	4)


	
	
	
	
	
	
	


Section 4:
Experience

	32.  Recent contracts with the UN and/or public organizations such as national/state/local government and public service organization/department: Note: you must include these contracts as reference under item 23 above.

	Organization
	Value (US$)
	Year
	Goods / Services Supplied
	Location

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	33.  To which countries has your Firm exported and/or managed projects over the past three (3) years:




Section 5:
Other

	34  Please list any current legal disputes in which your Firm may be involved:


	35.  List any National or International Trade or Professional Organizations of which your Firm is a member:

	36. Tender Documents:

Do you prefer to receive tender documents (mark your preference)

Email       FORMCHECKBOX 
                Facsimile  FORMCHECKBOX 
     

	37. Acceptance of payment terms and other discounts (mark all that apply)

Net 30 Days       FORMCHECKBOX 
     Prompt payment discounts      FORMCHECKBOX 
     Other discounts      FORMCHECKBOX 

Specify discount terms:

	38. UNAMA may require a contractor to provide UNAMA with a Performance Bond (to guarantee fulfilment of terms and conditions) when contracts are awarded. Please indicate the maximum amount of Performance Bond your company is able to support:

US$​​​​​​​​​​​​​​​​​​___________________________________________________________ 

	39.  Certification:

	I, the undersigned, warrant that the information provided in this form is correct, and in the event of changes, details will be provided as soon as possible:

	Name:
	
	Functional Title:
	

	

	Signature:
	
	Date:
	


IMPORTANT: 
Please note, your company will be automatically de-registered if you do not provide any response to tender invitations on three (3) consecutive occasions.

	United Nations Global Marketplace (UNGM) / UNPD registration:    YES  FORMCHECKBOX 

   NO    FORMCHECKBOX 
  

                                                                                                                 If yes: ID: _________________

If you have not already registered with UNGM/UNPD, please confirm if you are  interested in having your firm’s profile forwarded to the United Nations Procurement Division (UNPD) in New York:

                                                                                                                         YES  FORMCHECKBOX 

              NO    FORMCHECKBOX 
  




All firms are requested to note that UNAMA is not responsible for ensuring that the company profile is received by UN and that the firm is solely responsible for the contents of its application with UNPD.  UNAMA will not be responsible for ensuring that the company is successfully registered with UNPD irrespective of whether or not they are a registered supplier to UNAMA.  Firms wishing to be registered with UNPD may do so directly by contacting UNPD through http://www.un.org/Depts/ptd or register@un.org.
SUPPLIER REGISTRATION GUIDE

IMPORTANT INFORMATION
1. To be considered for registration, it is important that potential suppliers provide correct information. In order to fulfil registration requirements, please return:

a. The signed completed UN Registration Form;
b. The signed completed Prerequisite for Eligibility Disclosure Form;
c. The signed completed Bank Information Form (Afghan firms need to provide local currency account details, not USD);
d. Accompany Bank Information Form with a copy of latest bank statement showing the same details as per the Bank Information Form;
e. Copy of certificate of incorporation (privately held companies only) or business registration;
f. Financial Documentation: Please attach an audited and certified copy of your financial statements for the last three years  i.e. Balance Sheet and Income Statement (privately held companies); or copy of your signed income tax return (US applicants only); or you Annual Report to Shareholders (publicly traded companies);
g. Copy of Company profile (general information about the firm and its products/services; Copy of Quality Assurance Certification;
h. Copy of Certificate of Manufacturer authorising your firm to offer the products indicated;
i. Attach a list of reference sources for services rendered by your firm within the last twenty-four (24) months. The list must include full addresses, telephone numbers, facsimile numbers, names, title of contact person/s and email address. Letters of reference from at least three (3) clients to whom your firm has provided goods/services over the past twenty-four (24) months should be attached if available. 

The supporting documentation needs to be provided in .pdf format

2. Company name indicated on the UN Registration Form and company bank account name as indicated on the Bank Information Form need to match the Certificate/Business Registration. 

3. Prospective Suppliers must have a minimum of two (2) years’ experience/establishment in their line of business.   Prospective Suppliers who do not meet the minimum two (2) years’ experience/establishment may not proceed with UN Registration, please contact:

 unama-procurement@un.org to provide further feedback. 

4. Selection of Goods and Services from: UNAMA uses the UNCCS (United Nations Common Coding System) codes to search suppliers for bidding opportunities. It is important for vendors to note only the most relevant goods/services provided by your company. Traders or Agents will be required to provide Manufacturer’s Certificates confirming your company is able to trader as per list indicated. Therefore, vendors are encouraged to prioritize and limit their selection of goods/services to ensure that their “core” goods and/or services are fully represented.
5. Change of Company Status/Information: When the status of your company changes from the time of registration, you are required to contact unama-procurement@un.org and submit the most current and valid copy of the document issued by your public authority that confirms said status without delay. 
6. Invitations to tendering exercises: Submitting a UN Registration does not mean that you will be automatically included in the Database. Registration will depend on the result of the evaluation. UNAMA will attempt to include all registered vendors in vendor solicitations for each commodity category.
7. Registration Assistance and Support:  If you require further assistance in completing the    registration requirements, please forward your inquiry to UNAMA Procurement at this e-mail address: unama-procurement@un.org 
8. Meeting the Registration Criteria: It is highly recommended that your company prepare in advance to meet the registration criteria in order to efficiently process your application. 
9. The United Nations, on the basis of the financial soundness of the supplier, experience and relevance of the goods or services offered, will evaluate each complete application.      

10. The United Nations also requires information if you have in your employment any person(s) who have been employed by the United Nations in the past.  If so, please provide the United Nations with details.

11. We thank you for your interest in being a supplier to the United Nations and look forward to receiving your application soon.
12. All information contained herein will be treated as confidential by UNAMA.
13. Kindly return the aforementioned signed forms and all supporting documentation to: 
United Nations Assistance Mission in Afghanistan (UNAMA)

           C/O United Nation Operation Center in Afghanistan (UNOCA)

Industrial Zone, Jalalabad Road 

Kabul, Afghanistan
Attn: Vendor Registration Officer

Email: unama-procurement@un.org
Facsimile (via New York):   [212] - 963-2669

Facsimile (via Italy):   0039 - 0831 - 24-6278
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