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	Annex 4 to call for tenders RFP-2026-008 








Consultancy services: strategic transformation of the UPU headquarters building

Qualification and submission structure


Submission checklist and folder requirements

Bidders’ complete tender submissions shall consist of three separate folders, each marked clearly with the tender reference number, the Bidder name and the relevant label in capital letters, as follows:
1	QUALIFICATION: contains the qualification and eligibility matrix provided in Part 1 and the associated documents;
2	TECHNICAL: contains the technical proposal and compliance matrix provided in Part 2 and the associated documents. There shall be no financial information in this folder;
3	COMMERCIAL: contains the commercial proposal and compliance matrix provided in Part 3 and the associated documents. There shall be no technical information in this folder.

Submission method: by e-mail using the address specified in section 2.15 of the call for tenders document.





Part 1: Qualification and eligibility response

(Pass/fail – mandatory for evaluation)

Instructions to Bidders

1	The qualification folder shall contain all the necessary documents to substantiate the elements listed in the table below. The said documents may be submitted in English or French. 
2	Complete the matrix below by ticking Yes or No for every requirement.
3	Selecting No in response to some questions  may result in rejection of the tender.
4	This completed matrix shall be signed and stamped (if applicable), and included in the tender submission.


Qualification and eligibility matrix

	Ref.
	Requirement
	Yes
	No
	Bidder’s comments (if applicable)

	1	Bidder information

	1.1
	The official legal name of the tendering company/consortium is provided.
	
	
	

	1.2
	The name of the person responsible for this tender is provided.
	
	
	

	1.3
	The contact details (telephone and e-mail) for the responsible person are provided.
	
	
	

	1.4
	The name of the person authorized to sign and submit the tender is provided.
	
	
	

	1.5
	The Bidder has declared any actual or potential conflict of interest, including directorships or ownership in other companies bidding for this project.
	
	
	

	2	Legal and ethical eligibility

	2.1
	The company/consortium is a legally registered entity and the signatory is duly authorized to submit this tender.
	
	
	

	2.2
	The Bidder (or one of its components) has not been declared ineligible by any UN-system organization or the World Bank. It is not suspended from the UN Global Marketplace or any of its components for fraudulent practices. It is not listed on the UN Security Council sanctions list.
	
	
	

	2.3
	The Bidder confirms its acceptance of the UPU General Terms and Conditions attached to this call for tenders. 
	
	
	

	2.4
	The Bidder does not engage in corrupt, fraudulent, collusive, unethical or obstructive practices.
	
	
	

	2.5
	No benefit, gratuity or improper advantage has been or will be offered to any UPU official or any third party in connection with this tender, and no undue influence has been attempted.
	
	
	

	3	Basic tender compliance

	3.1
	No bankruptcy, liquidation or major criminal proceedings have been initiated against the Bidder in the past five years.
	
	
	

	3.2
	The tender is written in English or French (administrative/
official documents may be provided in other languages with an official translation, where applicable).
	
	
	

	3.3
	The proposal is valid for at least six months from the submission deadline.
	
	
	

	3.4
	The tender complies fully with all terms, conditions and specifications of the call for tenders, and all requested documents are attached.
	
	
	

	3.5
	No financial or price elements are included in the qualification or technical proposal folders.
	
	
	

	4	Contractual elements

	4.1
	The Bidder accepts that, subject to the signature of the relevant contract with the selected bidder, the UPU project specifications shall form an integral part of such a contract, without prejudice to the UPU’s prerogative to modify, suspend or cancel all or part of this call for tenders at any time prior to the signature of the relevant contract.
	
	
	

	4.2
	Any proposed changes or reservations regarding contractual elements are clearly listed and justified in a separate note.
	
	
	

	5	Specific project qualifications

	5.1
	The Bidder has operational representation in Switzerland for all project phases, defined as a legally registered entity or permanent office with decision-making authority in Switzerland, and is able to liaise with the local administration and obtain the necessary authorizations in German.
	
	
	

	5.2
	The proposed team has strong written and spoken proficiency in French and English for meetings and exchanges with the UPU. 
	
	
	

	5.3
	The proposed project/design manager has strong written and spoken proficiency in both French and English. 
	
	
	

	5.4
	The Bidder attended the mandatory site visit on [Date]. 
N.B. – The official UPU attendance register or certificate shall be attached.
	
	
	

	5.5
	The Bidder has or its owners have completed at least three full building renovation or new construction projects of similar size and complexity. 
N.B. – “Similar” is defined as buildings ≥15,000 m² for institutional use, with complex MEP systems and occupied-site constraints.
	
	
	

	5.6
	A multidisciplinary team structure with clear leadership (design manager/coordinator) and lead experts for each required discipline is proposed.
	
	
	

	5.7
	Any subcontracted elements will not exceed 40% of the total contract value.
	
	
	

	5.8
	The Bidder holds professional and civil liability insurance of at least 10,000,000 CHF per claim.
	
	
	

	5.9
	The Bidder has proven capacity to operate in a BIM environment and deliver BIM in accordance with Annex 3.
	
	
	

	5.10
	The Bidder certifies that, in the event of a successful tender, it is prepared to apply the same contractual conditions to other intergovernmental organizations wishing to benefit from them.
	
	
	




Declaration of compliance

I, the undersigned, hereby certify that all information and declarations provided in this qualification and eligibility matrix are true, complete and accurate. I am duly authorized to legally bind the Bidder.

	Company/consortium name



	Name of authorized representative


	 Mr	 Ms

	Position/title



	Date


	Signature


	Place



	Company stamp (if applicable)






Part 2: Technical proposal and compliance matrix

(Scored evaluation)

Instructions to Bidders

1	The technical folder shall contain the documents listed at the end of part 2, but shall not contain any financial or price information.
2	Mandatory conditions: Failure to comply with any requirement in section 2.1 shall result in the rejection of the technical proposal.
3	For all other scored sections (2.2 to 2.7), please select Compliant or Non-compliant for each requirement.
4	A precise reference shall be provided for each requirement, indicating where in the tender documents that requirement is met (i.e. document name and page/section number). 
5	Recommended proposal limits: Methodology – 30 pages, team and curricula vitae – 20 pages, references – 15 pages.




Technical compliance matrix

	Ref.
	Requirement
	Compliant
	Non-compliant
	Reference in proposal (document name, page/section)

	2.1	Mandatory conditions

	2.1.1
	The proposal demonstrates understanding of the dual-option approach (option A – renovation; option B – new construction) required for phase 2.
	
	
	

	2.1.2
	The technical folder contains no financial or price information.
	
	
	(Self-evident)

	2.2	Understanding of project and methodology

	2.2.1
	The proposal demonstrates comprehensive understanding of the project’s strategic objectives, fixed deadlines and SIA normative phases.
	
	
	

	2.2.2
	A detailed methodology covering all SIA modules (101–105, 200–206), as per the specifications, is provided.
	
	
	

	2.2.3
	The approach includes parallel development of options A and B up to the decision point in phase 2.
	
	
	

	2.2.4
	The methodology integrates mandatory analysis of impact on business continuity impact, fire safety strategy, sustainability pre-assessment and value engineering.
	
	
	

	2.2.5
	The proposal includes a high-level project schedule reflecting the fixed deadlines (phase 2 by February 2027).
	
	
	

	2.3	Project organization and team

	2.3.1
	A detailed project organization chart (organigramme) showing the multidisciplinary design team structure is provided.
	
	
	

	2.3.2
	The design manager/coordinator and lead experts for each required discipline (e.g. architecture, structure, MEP, sustainability) are clearly identified.
	
	
	

	2.3.3
	A design responsibility matrix defining roles for each team member and sub-consultant per design discipline and project phase is included.
	
	
	

	2.3.4
	The CVs of the proposed project/design manager and all key team members, demonstrating relevant experience in Switzerland and with similar projects (as defined in section 5.5 of the qualification and eligibility matrix), are provided.
	
	
	

	2.3.5
	A description of the interface and coordination protocol between the core design team, the UPU Project Board, local consultants and the authorities is provided.
	
	
	

	2.4	Quality and project management approach

	2.4.1
	An outline of the proposed project quality plan, including a communication management plan and change management process, is provided.
	
	
	

	2.4.2
	A description of the proposed risk management plan and maintenance of a live risk register is provided, with an excerpt from a sample risk register showing format, ownership structure and escalation thresholds.
	
	
	

	2.4.3
	The proposed approach to establishing and managing a Swiss common data environment, with request for information process and document approval workflow, is provided.
	
	
	

	2.4.4
	A detailed BIM execution plan outlining objectives, software, LOD 350 requirements, IFC 4.3 exchange format and delivery of an as-built BIM model with asset data for facility management is provided.
	
	
	

	2.5	Project references

	2.5.1
	At least three recent references (within last 10 years) as a multidisciplinary design team on projects of similar scale and complexity (as defined in section 5.5 of the qualification and eligibility matrix) are provided.
	
	
	

	2.5.2
	At least one reference relates to a project located in Switzerland and involving Swiss building regulations and authority processes.
	
	
	

	2.5.3
	The references demonstrate experience of both renovation of existing buildings and new construction projects.
	
	
	

	2.5.4
	Each reference includes the client’s name, contact details, project description (location, size, budget), scope of design services and year of completion.
	
	
	

	2.5.5
	The Bidder authorizes the UPU to contact the referees provided for verification purposes.
	
	
	

	2.6	Sustainability and technical integration

	2.6.1
	An explanation of the approach to integrating sustainability goals (e.g. Minergie, LEED), from the strategic phase through to detailed design, is provided.
	
	
	

	2.6.2
	The methodology for coordinating all technical installations (MEP, HVAC, BMS, security) with architectural and structural design is provided.
	
	
	

	2.6.3
	The approach to liaison with authorities and securing building permits in Berne, including heritage considerations if applicable, is provided.
	
	
	




Technical compliance declaration

I, the undersigned, hereby certify that the submitted technical proposal complies fully with the tender requirements and contains no financial or price information.

	Company/consortium name



	Name of authorized representative


	 Mr	 Ms

	Position/title



	Date


	Signature


	Place



	Company stamp (if applicable)






Required documents – technical folder

The following documents shall be included:
1	Completed and signed technical compliance matrix (i.e. this document)
2	Full technical proposal, including methodology and understanding of the project
3	Company/consortium profile
4	Project organization chart and design responsibility matrix
5	CVs of project/design manager and all key team members
6	High-level project schedule (Gantt chart or equivalent)
7	Project references (minimum three)
8	Note on contractual reservations (if any)
9	Annex 5 – Schedule and personnel – resource allocation table (mandatory, without price information)




Part 3: Commercial proposal and compliance matrix

(Financial evaluation)

Instructions to Bidders

1	The commercial folder shall contain ONLY financial and commercial information.
2	Mandatory conditions: Failure to comply with any requirement in section 3.1 shall result in the rejection of the commercial proposal.
3	Please select Compliant or Non-compliant for each requirement.
4	A precise reference shall be provided for each requirement, indicating where in the tender documents that requirement is met (i.e. document name and page/section number). 
5	Failure to submit the completed price information sheet (Annex 6 – Commercial proposal – hourly rates and bill of quantities) shall result in rejection of the tender.


Commercial compliance matrix

	Ref.
	Requirement
	Compliant
	Non-compliant
	Reference in proposal (document name, page/section)

	3.1	Mandatory conditions

	3.1.1
	The commercial folder contains no technical elements.
	
	
	(Self-evident)

	3.1.2
	All prices are expressed in Swiss francs (CHF).
	
	
	

	3.2	Fee proposal for SIA phases

	3.2.1
	A detailed fee proposal covering all SIA phases (1 and 2) and modules as per the specifications is provided.
	
	
	

	3.2.2
	The proposal clearly separates fees for the parallel development of options A and B in phases 1 and 2.
	
	
	

	3.2.3
	Prices are net, include all costs (travel, accommodation, software, common data environment platform, etc.) and are valid for the project duration.
	
	
	

	3.3	Hourly rates for additional services

	3.3.1
	The completed table of hourly rates for all expert profiles required by the specifications (see Annex 5 – Schedule and personnel – resource allocation table) is attached.
	
	
	(See Annex 5 – Schedule and personnel – resource allocation table)

	3.3.2
	An acknowledgement that the indicated hours are estimates only and that the UPU may negotiate rates for major additional services is provided.
	
	
	






Commercial compliance declaration

I, the undersigned, hereby certify that the submitted commercial proposal complies fully with the tender requirements and contains no technical information.

	Company/consortium name



	Name of authorized representative


	 Mr	 Ms

	Position/title



	Date


	Signature


	Place



	Company stamp (if applicable)






⚠️ final bidder notes and submission checklist

Bidders’ complete tender submissions shall consist of three separate folders, labelled:
1	QUALIFICATION: contains the qualification and eligibility matrix provided in Part 1 and all necessary supporting documents;
2	TECHNICAL: contains the technical proposal and compliance matrix provided in Part 2 and all listed documents;
3	COMMERCIAL: contains the commercial proposal and compliance matrix provided in Part 3.

Each folder shall be clearly marked with:
the tender reference: [Reference Number];
the Bidder name;
“QUALIFICATION”, “TECHNICAL” or “COMMERCIAL” in capital letters.

Submission method: by e-mail using the address specified in section 2.15 of the call for tenders document.
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