RFP REF. NO:  IVI-IERO/2023-0901
Request for Proposal (RFP)
Interior Design and Furnishing for IVI Europe Regional Office
26 September 2023
International Vaccine Institute

Seoul, Republic of Korea
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1. PURPOSE OF REQUEST 
International Vaccine Institute (IVI, www.ivi.int) is requesting proposals for Interior Design and Furnishing of their new office in Stockholm. As a result of this Request for Proposal (RFP), the IVI expects to receive and evaluate responses, select a qualified vendor with which to enter into a contract for Interior Design and Furnishing of their new office in Stockholm. The RFP seeks qualified vendors to respond to the following requirements. Requirements must be included in order for the proposal to be considered. 

2. INSTRUCTIONS
1. This is an open and competitive process. 
2. Proposal will be accepted by 5:00 pm, Oct. 16, 2023, KST / 10:00 am, Oct. 16, 2023, Stockholm Sweden local time.

3. Proposal should be prepared and submitted in English. 
4. All proposals should be signed by an official agent or representative of the company submitting the proposal. 
5. In case sub-contractor is required, please state it in the proposal. Sub-contractors must be identified and the work they will perform must be defined. IVI will not refuse a proposal based upon the use of sub-contractors; however IVI has the right to refuse sub-contractors you have selected. 
6. IVI is soliciting proposals with the intention to award a contract. This intention does not affect the right of IVI to reject any or all proposals. 

3. ORGANIZATION OVERVIEW
The International Vaccine Institute (IVI) is an international non-profit organization that was founded on the belief that the health of the children in developing countries can be dramatically improved by the use of safe, effective and affordable vaccines. Working in collaboration with the international scientific community, public health organizations, governments, and industry, IVI is involved in all areas of the vaccine spectrum – from new vaccine design in the laboratory to vaccine development and evaluation in the field to facilitating sustainable introduction of vaccines in countries where they are most needed. The Institute has a unique mandate to work exclusively on vaccine development and introduction specifically for people in developing countries, with a focus on neglected diseases affecting these regions. IVI head quarter is located in Seoul Korea.
In order to facilitate expanded engagement with stakeholders in Europe and increase access to European talent and R&D funding sources, the International Vaccine Institute (IVI) sought to establish a significant presence in Europe and Stockholm Sweden was selected on the location of IVI Euro regional office (IERO). IERO operations began in September 2022. 
4. PROJECT DESCRIPTION
IVI Europe Regional Office (IERO) is responsible for identifying an interior design provider to implement the office interior design and furnishing of their new office located in Berzelius väg 8, Solna (3rd floor). The current office floor plan is attached as Exhibit E. Total area of the office space is 335 m². 

The office space will consist of several common areas and individual office rooms. It would be able to accommodate 20 staff members, as well as visitors and temporary staff. The office will also include 2 conference rooms, 2 telephone cabins, kitchen, and rest room (vilrum).

The project timeline is approximately from 2023-11-13 until 2024-03-31.
Note: The landlord, Akademiska Hus, is in charge of the renovations of the space which will be finalized tentatively 2024-02-15. 

5. BENEFITS AND FINAL DELIVABLES
Fully furnished and well-designed office for IVI Europe Regional Office allowing IERO staff to have a comfortable and efficient working space with all necessary furniture by 2024-03-31.
Interior adapted to the IVI image as an international organization.

6. SCOPE OF PROJECT AND TECHNICAL SPECIFICATION
The scope of the project is as follows:

· Interior design for IERO’s new office, located in Berzelius väg 8, Solna (3rd floor)

· Provision of furniture for IERO’s new office

· Assembling and installation of furniture

1. List of furniture required (non exhaustive)

· Desks with electric adjustment +/- 1.25 m. Measurements 80x140 cm in common areas (15) and 80x160 in individual offices (4)

· Tables for common areas (Touchdown). Conference room tables (modular for different configurations). Kitchen dining tables

· Desks chairs, Conference chairs, Kitchen chairs, Visitors chairs and chairs for common areas (Touchdown) - with or without armrests -

· Filing cabinets, Bookshelves, Display cases for publications, Drawer cabinets, Lockers for personal belongings (90x45x180 cm or 6 medium size lockers each)

· Coat racks, desk lamps, floor lamps

· Furniture for common areas (touchdown) and rest room: Armchairs, sofas, tables of different shapes and sizes

· Partitions with acoustic protection for common areas

· Made-to-measure carpentry and furniture: Capacity to design and create made-to-measure furniture (e.g. tables, counters, display cases, bookcases and miscellaneous furniture)

· Textiles: curtains, carpets

7. TECHNICAL PROPOSAL REQUIREMENTS AND FORMAT 
In order for the IVI to adequately compare proposals and evaluate them uniformly and objectively, all proposals must be submitted according to the following format. 
	SECTION
	TITLE
	CONTENTS

	Section 1 
	Cover Letter 
	The letter should be on your letterhead and signed by authorize person by the company

	Section 2 
	Audited Financial Statements 
	Audited financial statements for the past 2years

	Section 3
	Vendor Executive Summary Response Table
	Use a form – Exhibit A

	Section 4
	Understanding of the project
	Include a general discussion of the vendor’s understanding of: 

1. “Overall” project: Design overview and design concept
2. Summary of the functionality/features of the proposed System if any and furniture sets 
3. Floor Plans, Elevations, Front Views 
4. Summary of any other services

	Section 5
	Technical instructions and requirements 
	1. All technical information and required environment regarding vendor’s proposal, if any 
2. Useful life if applicable

	Section 6
	References 
	List at least five (5) references of other customers who have similar to our requirements. Use Exhibit C

	Section 7
	Implementation Staff 
	Include an organizational chart of the proposed implementation team. Provide information as to staff expected to be assigned for project. Use Exhibit D. 

	Section 8
	Pricing 
	1. Provide a summary overview specified in Exhibit A

2. Include a separate spreadsheet with pricing. 

3. Include Payment Plan 

	Section 9
	Other Information and Attachments 
	Provide a copy of your proposed license. Use this section if you have any other material that you feel is important for our evaluation. 

	Section 10
	Support, warranty, training
	Describe support and maintenance, specifically where the support call center is located, hours of operation, maintenance benefits and ongoing yearly costs.

1. Support with full detailed list of furniture 
1. Describe equipment/software warranty if any
2. Specify all costs that we may be responsible for while

    the project is under warranty, e.g., labor, travel etc 

	Section 11
	Project Schedule and Implementation Work Plan 
	1. Project Schedule and Implementation Work Plan



	Section 12
	RFP Exceptions 
	Identify all exceptions to this RFP. Use Exhibit B


8. EVALUATION OF PROPOSALS 
The IVI will evaluate each proposal according to its contents. This is not the lowest bid price based. All applicants will be notified of the award status after the evaluation process. 

Proposals will be evaluated on the following criteria but subject to change. 

1. Ability to deliver required interior design and furnishing that meets functional 
requirements.  
2. Vendor’s experience with similar customers and projects.
3. Vendor’s qualifications (financial strength, company size, stability, product vision and ability to work with IVI).
4. Vendor’s development and project management capacity, available support staff and response time expectations.
5. Vendor’s recommended project plan, including installation, configuration, testing, and conversion timeframe.

6. Feedback from customer references on vendor performance, reliability, service level and customer service and responsiveness.
7. Vendor warranties for the furniture, equipment and implementation services. 
8. Adherence to requirements for RFP response.
9. Conformance to required contract provisions.
10. Total cost of ownership. (Cost of equipments & software licensing, warranties, annual maintenance and support, implementation services, training, hardware, resources required, etc.) 
11. Quality and completeness of the proposal.
9.  TERMS AND CONDITIONS 
1. IVI’s RFP and the vendor's proposal will be incorporated into, and made part of, the formal agreement.
2. The resulting agreement shall be binding upon its execution by both parties.
3. The agreement may be revised at any time upon mutual consent of the parties in writing.
4. The submission of a proposal constitutes a binding offer for a period of 60 days for review process. 
5. IVI will not be liable for any costs associated with the preparation, transmittal, or presentation of any proposals or materials submitted in response to this RFP. 
6. Public announcements or news releases regarding this RFP or any subsequent award of a contract must not be made by any vendor without the prior written approval of IVI.
7. Vendor’s proposal will not be returned to the vendors.
8. Lowest bid price will not be the factor for determining in the award.
9. IVI reserves the right to: 

1) Not accept any and all proposals received in response to this RFP. 
2) To terminate any resulting contract. IVI may exercise its termination right by providing written notification to the vendor in accordance with the written notification terms of the agreement. 
3) Contact any or all references.
4) Waive requirements or amend this RFP upon notification to all vendors. 
5) Reject any or all portions of any offer, to negotiate terms and conditions consistent with the intent of IVI. IVI may determine that meeting with responding vendors is necessary to clarify items in a proposal. 
6) Request clarifications from vendors for purposes of assuring a full understanding of responsiveness, and further to permit revisions from all vendors determined to be susceptible to being selected for award, prior to award. Not open the proposal evaluation result.  
10.   PROPOSAL QUESTIONS AND SUBMISSION 

1. E-mail to Claire Kang (ckang@ivi.int) / Gahee Kim (gahee.kim@ivi.int).
2. Deadline for proposal receipt: 17:00 pm, Oct. 16, 2023, KST / 10:00 am, Oct. 16, 2023, Stockholm Sweden local time.
3. Subject title should be “RFP_ Interior Design and Furnishing for IVI Europe Regional Office” in PDF file.
4. IVI will be conducting an on-site inspection on 14:00 – 16:00, Sep.28(Thu), 2023 and 14:00 – 16:00, Sep.29(Fri), 2023, Stockholm Sweden local time. If you want to participate in on-site inspection, please kindly respond your convenience time and the following information via email by 11:00 am Sep. 26, 2023, Stockholm Sweden local time.
· Visitor’s Name:

· Visitor’s Mobile Number: 

· Available Time (Please select one time for the On-site inspection): 

Exhibit A

Vendor Executive Summary 
Response Chart
This section contains the vendor information and response format that we would like you to present in “Section 3 - Executive Summary” of your proposal.
	Vendor and Project Information


	
	

	1. Contact Information
	

	· Company Name
	

	· Name and Title of Contact Person
	

	· Address
	

	· Phone, Fax, Email
	

	· Company Website
	

	2. Company Information
	

	· Year Founded
	

	· Private vs. Public 
	

	· Fiscal year end
	

	· Revenue: Current Year
	

	· Revenue: Prior Year
	

	· Net Income/Loss: Current year
	

	· Net Income/Loss: Prior Year
	

	· Representing Company (If applicable)
	

	3. # of Vendor Employees
	

	· Number of total employees

· Number of dedicated to the project 
	

	4. List some key customers similar to our requirement 
(same size, same modules)
	

	· 
	

	· 
	

	· 
	

	
	

	Pricing Information
	

	1. Proposed Integrated interior design
	

	      Interior Design and Construction (including furniture, Curtain, 
      Carpet and all other requirements)
	

	2. Warranty 
	

	3. Maintenance
	

	4. Other – specify.
	

	5. Discount
	

	6. Total Overall Estimated Cost
	

	Technical Support Information
	

	· Support Levels (and cost, if applicable)
	

	· Support (hours, days/week)
	

	· Support components (phone, Web FAQs, online help, computer based training, etc.)
	


Exhibit B
VENDOR EXCEPTIONS TO THE RFP
If there are exceptions taken to any of these terms, conditions, or specifications of these request for proposal documents, they must be clearly stated on the “Exceptions to IVI RFP” table below and returned with your proposal. Add any additional line items for exceptions as necessary and reference any explanatory attachments within the line item to which it refers.
	
	RFP Section

#, page #
	Exception

Describe the nature of the Exception
	Explanation of Why This is an Issue

for You
	Your Proposed Alternative to Meet

IVI Needs

	1


	
	
	
	

	2


	
	
	
	

	3


	
	
	
	












Exhibit C
VENDOR REFERENCES
Submit the minimum number of references (five) as required in the RFP. References provided must be for installations similar to that requested by the IVI in the RFP. 
1. 

	Name of Organization:
	

	Address:
	

	Contact Name and Title:
	

	Contact Data:
	Ph:
	Fax:
	E-Mail:

	Project Description/Services Provided by Vendor:
	

	Start and Completion Dates:
	


2.
	Name of Organization:
	

	Address:
	

	Contact Name and Title:
	

	Contact Data:
	Ph:
	Fax:
	E-Mail:

	Project Description/Services Provided by Vendor:
	

	Start and Completion Dates:
	


3.

	Name of Organization:
	

	Address:
	

	Contact Name and Title:
	

	Contact Data:
	Ph:
	Fax:
	E-Mail:

	Project Description/Services Provided by Vendor:
	

	Start and Completion Dates:
	


4.

	Name of Organization:
	

	Address:
	

	Contact Name and Title:
	

	Contact Data:
	Ph:
	Fax:
	E-Mail:

	Project Description/Services Provided by Vendor:
	

	Start and Completion Dates:
	


5.

	Name of Organization:
	

	Address:
	

	Contact Name and Title:
	

	Contact Data:
	Ph:
	Fax:
	E-Mail:

	Project Description/Services Provided by Vendor:
	

	Start and Completion Dates:
	


Exhibit D

VENDOR IMPLEMENTATION STAFF SUMMARY

For each staff member expected to be assigned to the engagement, please complete the following form with the requested information (include one form per person).
	Vendor name
	

	Staff member name
	

	Position in the company
	

	Length of time in position
	

	Length of time at company
	

	Project position and responsibilities
	

	Education & Certifications
	

	Previous work experience
	

	Technical skills and qualifications for the project position
	

	Experience providing proposed service/support:

1. Client name

2. Contact person and phone number

3. Client size

4. Project position / responsibilities

5. Start date

6. Scheduled end date

7. Actual end date
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