ihale Rehberi/ Tender Guidelines

ISLAMIC
R RELIEF

TURKIYE

Umre Turu ihalesi - Ref. 11-6-24-2411-Uzatmal

Umrah Tour Tender - Ref. 11-6-24-2411-Extensionl

Yayinlama Tarihi: 2 Temmuz 2024

Sayin Yetkili,

isbu yaziile yukarida adi gecen ihale icin ekte yer alan kosul ve sartlara

uygun olarak teklif vermeye davet edilmektesiniz.

Ihaleye iliskin sorulariniz icin litfen ihale@islamicrelief.org.tr

adresine e-posta génderin.

e Elektronik bir teklif gondermek istiyorsaniz, lGtfen yukarida
gosterilen e-postaya teklif adini ayrintili olarak belirterek gonderin.

e Teklifinizi elle sunmak isterseniz halinde, asagidaki belirtilen ofis
adresine verebilirsiniz;

Published Date: 2 July 2024

Dear Sir/Mrs,

You are invited to submit a quotation for the above tender in

accordance with the terms and conditions included.

In the event of any query relating to the tender, please email

ihale@islamicrelief.org.tr.

e If you would like to submit an electronic offer, please send it to the
email shown above mentioning tender name in details.

e |In case of your quotation — it should be sealed and delivered to:

1 | Turkiye Ofisi Aksemsettin, Vatandas Sk. NO: 22, 34080 Fatih/istanbul

1 | Tiirkiye Office Aksemsettin, Vatandas Sk. NO: 22, 34080 Fatih/istanbul

Son teklif alim tarihi 7 Tem 2024

Submission date 7 July 2024

Son teklif alim saati Pazar 17:00 Tiirkiye Saati

Submission time Sunday 17:00 Turkiye Time

¢ Bu siireden sonra alinan teklifler dikkate alinmaya.

e Uluslararasi islami Yardim Vakfi Ofisi Pazartesi-Cuma giinleri
arasinda 8:30 - 17:00 saatleri arasinda aciktir.

Litfen sorularinizi asagidaki e-posta adresine gonderin:
ihale@islamicrelief.org.tr

Satin Alma Birimi.

¢ Quotations received after this time may not be considered.

e UiYV office opening times are 08:30 — 17:00 pm Monday to Friday
Turkey time.

Please address any queries to:
ihale@islamicrelief.org.tr

Procurement team
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TEKLIF IBRAZ GEREKLILIKLERi VE KILAVUZLARI:

1.

2.

. Mal

Uluslararasi islami Yardim Vakfi (UiYV), teklifleri paylasilan dokiimanlara uygun
olarak talep etmektedir.

Teklif verenler olarak da alinan teklif veren sirketlere, tekliflerinin kabul edilmesi
halinde Ustlenmeleri gereken yiktumlullklerin niteligi ve kapsamini tam olarak
o0grenmeleri tavsiye edilir.

. Tekliflerinin hazirlanmasi icin gerekli olan bilgileri masraflari kendilerine ait olmak

Uzere alma sorumlulugu teklif verenlere aittir.

. Ilgili stirecin herhangi bir kisminin yorumlanmasi hususunda siiphenizin olmasi

halinde, teklifin icerigi, teklif slreci ve sozlesmenin imzalanmasina iliskin
hususlarda UIYV tarafindan Satin Alma Birimi personeli yetkilendirilmistir.
Departman, tekliflerin verilmesinden &nce ibraz edilen yazili sorulari
cevaplamaya c¢alisacaktir. Cevaplar, uygun durumlarda teklif veren diger
sirketlerle de paylasilabilir. Teklif verenler, UiYV Tedarik Departmani tarafindan
saglanan yazili bilgiler disinda alinan bilgilere giivenmemelidir. UiYV, aksi takdirde
bilgiden sorumlu tutulmayacaktir.

. Tekliflerin, gerekli kalemlerin tamami veya herhangi bir kismi igin verilmesi

gerekmektedir. UiYV, belgenin sartlarinin degistirilmesi veya tadil edilmesi icin
davette bulunma veya izin verme hakkini sakh tutar.

. UiYV tarafindan isbu teklif belgesine iliskin olarak paylasilan tiim bilgiler, teklif

veren tarafindan gizli kabul edilmelidir (s6z konusu bilgiler, teklifin hazirlanmasi
icin gerekli olan alt tekliflerin alinmasi amaciyla gerekli olmasi halinde ifsa
edilebilir).

. Satin Alma ve Lojistik Midiri disinda UiYV calisanlar veya temsilcileri, isbu

belgelerin herhangi bir kismini degistirme veya bunlardan feragat etme yetkisine
sahip degildir. Satin Alma ve Lojistik Muddr(, s6z konusu degisiklik veya feragati
yazili olarak gerceklestirecektir.

ve hizmetlerin tedarik edilmesine iliskin sozlesmenin kendileriyle
imzalanmasini saglamak icin herhangi bir UiYV lyesi, temsilcisi veya gérevlisiyle
dogrudan veya dolayl olarak temas kuran teklif verenler, ihaleden diskalifiye
edilecektir.

GUIDELINES FOR SUBMITTING A QUOTATION:

1. Uluslararasi islami Yardim Vakfi (UiYV), invites to submit quotations in
accordance with the documents provided.

2. Companies providing quotations also referred to as quotation providers are
advised to ensure that they are fully familiar with the nature and extent of
the obligations to be accepted by them if their quotation is accepted.

3. It is the responsibility of quotation providers to obtain for themselves, at
their own expense, all information necessary for the preparation of their
guotation.

4. If you are in doubt as to the interpretation of any part of the process, the
UiYV’s nominated personnel are The Procurement Department for issues
relating to the contents of the quotation, the quotation process and
awarding of contract. The department will endeavour to answer written
enquiries prior to quotations being submitted. The answer may be circulated
to other companies submitting quotations, where appropriate. Quotation
providers should not rely on any information received other than that
supplied by UiYV’s Procurement department. UiYV will not accept
responsibility for any information obtained otherwise.

5. Quotations must be submitted for the supply of the whole or part of the
required items/ services. UiYV retains the right to invite or permit variations
or alterations to the terms of the documents.

6. Allinformation supplied by UiYV in connection with this quotation document
shall be regarded as confidential by the quotation provider (except that such
information as is necessary may be disclosed for the purposes of obtaining
sub-quotations necessary for the preparation of the quotation).

7. No employee or agent of UiYV has authority to vary or waive any part of
these documents, other than the Procurement and Logistics Manager at
UiYV who shall do so in writing.

8. Any quotation provider that directly or indirectly canvasses any member,
agent or officer of UiYV concerning the award of the contract for the
provision of the goods & services will be disqualified.
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9. Teklif belgelerinden herhangi birine teklifin gecerli olmasina iliskin sartlarin
eklenmesi ya da bunlarda izin verilmeyen bir degisiklik yapilmasi, s6zlesmeyi
etkilemeyecektir ve teklifin reddedilmesine neden olabilir.

10. UiYV’nin calisanlari veya temsilcileri, UiYV tarafindan istihdam edildikleri siirece
herhangi bir ticari s6zlesmeye iliskin bir teklif veremez.

11. Tum cikar ¢catismalari, tekliften 6nce veya teklifle birlikte beyan edilmelidir. Aksi
takdirde, teklif reddedilebilir.

12. Teklif verenin teklifi vermesinin hemen ardindan, teklifte yer alan fiyat veya
oranlardan herhangi bir hata oldugunu UiYV’ya bildirmesi halinde, UiYV teklif
verene teklifini dogrulama veya ¢cekme firsati taniyacaktir. Ancak, teklif edilen
tutar, teklif belgesinde acik bir sekilde yer alan dogru aritmetik hatalar dikkate
alinarak ayarlanacaktir.

13. imzalanmasi gereken tiim belgeler, asagidakiler tarafindan imzalanmak
zorundadir:
a) Bir sahis tarafindan verilmesi halinde, s6z konusu sahis tarafindan.
b) Bir ortakhk tarafindan verilmesi halinde, usuliine uygun olarak

yetkilendirilmis iki ortak tarafindan.
c) Bir sirket tarafindan verilmesi halinde, bu hususta yetkili olan sirketin iki
yonetim kurulu Uyesi veya bir yonetim kurulu Uyesi ve sekreteri tarafindan.
14. Teklif Sunma;
a) Tarih ve Zaman
- Son Teklif Sunma Tarihi: 7/ 07/ 2024
- Tekif Sunma Zamani: 17:00 Turkiye saati
b) Teklif Ahm Yeri
- Teklif belgesi: Tiim destekleyici belgelerle birlikte bir zarfa konulacak ve en geg
14. paragrafta ve teklif davet yazisinda belirtilen tarih ve saate kadar;
1- Tiirkiye Ofisi: Aksemsettin, Vatandas Sk. NO: 22, 34080 Fatih/istanbul
Veya

2- E-posta ile gonderilen tekliflere iliskin olarak:
- Teklifler ve tiim yazismalar, tedarikginin resmi e-postasi Gizerinden UiYV'nin
asagida belirtilen e-posta adresine gonderilecektir;

9. The insertion of any conditions qualifying the quotation or any unauthorized

alteration to any of the quotation documents shall not affect the contract

and may cause the quotation to be rejected.

No employee or agent of UiYV can submit a proposal for any commercial

contract as long as they are in employment with UiYV.

11. All conflicts of interests must be declared prior to or along with the proposal,
failure to do so may result in the proposal being rejected.

12.If the quotation provider informs UiYV immediately after submission that
there is an error in any of the prices or rates contained in the submitted
quote then UiYV will afford the quotation provider an opportunity to confirm
or withdraw its quotation. However, the amount quoted will be adjusted to
correct arithmetic errors evident within the quotation document.

10.

13. All documents requiring a signature must be signed:

a) Where they are submitted by an individual, by that individual.

b) Where they are submitted by a partnership, by two duly authorized
partners.

c) Where they are submitted by a company, by two directors or by a director
and the secretary of the company, such persons being duly authorized for
that purpose.

14. Bid Submission;
a) Date & Time
- Deadline date for submission: 7/ 07/ 2024
- Deadline time for submission: 17:00 Turkiye time
b) Submission place
-  The completed quotation document: must be sealed in an envelope
together with all supporting documentation and delivered to:
or
1- Inrelation to quotations submitted by email:
- Quotations and all related correspondence must be submitted from an
email address or domain notified to UiYV in the quotation provider's to
the following email address:
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15.

16.

17.

ihale@islamicrelief.org.tr
E-posta adresi (yani konu alani) konudaki ekran referansini asagidaki gibi
icermelidir:
E-posta konu: Umre Turu ihalesi - Ref. 11-6-24-2411-Uzatmal [Tedarikci Adi]
E-posta metninde teklife iliskin dair bilgi verilmemelidir. Eklerin toplamda 30
MB’tan biliyik olmasi halinde, teklif verenin e-postayl uygun sayida pargaya
bolmesi gerekmektedir.
Higbir e-postanin boyutu, 30 mb’in lizerinde olmayacaktir. sunucumuz 30 mb
tizerindeki e-postalari bloke edecektir. tedarikgilerin tekliflerini
iletebilecekleri e-posta sayisi agisindan higbir sinirlama yoktur.
Tekliflerin, Microsoft Office’le uyumlu bir formatta olmasi gerekmektedir.

UiYV, en disiik veya sair teklifi kabul etmek zorunda degildir. UIYV, bu
talimatlara uymayan teklifleri reddetme hakkina sahiptir.

Faturalarin Tirk Lira (TL) cinsinden dizenlenecektir. UIYV, para birimi
dalgalanmalari nedeniyle tekliflerde degisiklik kabul etmeyecektir. Tim
tekliflerin, sabit maliyet esasina dayali oldugu kabul edilecektir.

Tedarikgi, yurirlikteki tim kanunlara uymayi, risvet, dolandiricilik, yolsuzluk,
terdrizm dahil, ancak bununla sinirli olmamak tizere herhangi bir tiirde cezai bir
faaliyete mudahil olunmamasini saglamayi, etik is uygulamalarini stirdiirmeyi ve
Yasakli Eylemlerde bulunmamayi taahhit eder. Yasakli Eylemler, asagidaki
sekilde tanimlanmistir:

a) Herhangi bir kisiye bu teklifle baglantili herhangi bir islem veya faaliyetin
gerceklestirilmesi icin acikca tesvik veya 6diil olarak sunulmayan bir finansal
menfaat veya sair menfaat teklif edilmesi, s6z verilmesi veya verilmesi;

b) Yukarida belirtilen niteligi tasiyan bir finansal menfaat veya sair menfaat talep
edilmesi, bunlari almanin kabul edilmesi veya bunlarin kabul edilmesi
ve/veya
Bu ihalenin gerceklestiriimesinde vyolsuzluga ve benzer dolandiricilik
eylemlerine iliskin su¢ olusturan herhangi bir sucun islenmesi.

ihale@islamicrelief.org.tr
- The email title (i.e. subject field) must contain the quotation reference in
the subject as follows:
Email subject: Umrah Tour Tender - Ref. 11-6-24-2411-Extension [Name
of Quotation Provider]

- No other information relevant to the quotation should be included in the
body of the email.

- If the attachments exceed 30 MB in total, then the quotation provider
should split the email into an appropriate number of parts.

- No individual email should exceed 30 mb as this will be blocked by our
server. there is no limits as to how many emails a supplier can submit their
quotation in.

- Quotations must be in a Microsoft Office compatible format.

15. UIYV is not bound to accept the lowest or any quotation. UiYV reserves the
right to reject quotations which do not comply with these instructions.
UiYV prefers to be invoiced in Turkish Lira (TL). Under no circumstances will
UiYV accept changes in quotations due to currency fluctuations — all quotes
will be deemed at a fixed cost basis.

17. The service provider undertakes to comply with all applicable laws and to
ensure that it does not engage in any kind of criminal activity including but
not limited to bribery, fraud, corruption, terrorism and to maintain ethical
business practices as well as not to commit any Prohibited Acts defined as:
a) To offer, promise or give any person a financial or other advantage;
b)To request, agree to receive or accept any financial or other advantage

Not expressly provided for as an inducement or a reward for the
performance of any function or activity in connection with this tender;
and/or

Committing any offence which creates offences relating to corruption
and related fraudulent acts in in the performance of this tender.

16.
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1.

N

Teklif verenlerin teklifleri, isbu belgede detayli bir sekilde belirtilen gerekli kalite
standartlarina uygun olmaldir.

Herhangi bir harici veya dahili taraf¢a gayri resmi olarak yapilan herhangi bir
teklif, teklifi iptal edilecek ve degerlendirme asagmasina alinmayacaktir.
Uluslararasi islami Yardim Vakfi Tirkiye, teklifi iptal etme veya herhangi bir
nedenle siireyi uzatma hakkina sahiptir

Teklif verenin teklifi, istenildiginde degistirilebilecek olan agirlikli degerlendirme
kriterleri kullanilarak degerlendirilecektir. Ancak, daha dnceki benzer ihalelerde
kullanilan asagidaki kriterler faydali olabilir:

e Tum tescil belgelerini iceren glincel Sirket Profili

e Benzer ticari islemler igin akdedilen s6zlesmelerin toplam degeri

e Teklifin niteligi

e STK sektdrii veya UiYV uzmanligi ve deneyimi

e Havayolu sirketlerinin, ulasimin ve islenecek otellerin siralamasi.

o Teklif gegerlilik sliresi

e Sirketin finansal durumu

Teklifler, calisanlardan olusan bir heyet tarafindan degerlendirilecektir ve bu
heyet, karar vermeyi kolaylastirmasi halinde tedarikgileri davet edebilir veya
tedarikcilerden sunum/miilakat talep edebilir. UiYV, teklifin giiciine bagh olarak,
milakatlarin gereksiz olduguna karar verebilir.

Musteri referanslari — Karar vermeyi kolaylastirmak igin talep edilebilir.
Standartlar degisiklige tabi olabilir.

UiYV, teklifin sartlarini ve miktarlarini sevk dncesi veya sonrasinda ekleme,
bolme, iptal etme veya degistirme hakkina sahiptir. Yeni gereksinimler, iki taraf
arasindaki belgelenmis bir anlasmada belirtilmistir ve kurulus herhangi bir teklifi
kabul etmek zorunda degildir.

TURKIYE
EVALUATION OF QUOTATIONS

1. The proposal of the quotation provider must meet the required quality
standards as detailed in this documentation.

2. Any offer submitted by unofficial means through any external or internal

party leads to the cancellation of the submitted offer.

UiYV has the right to cancel the bid or extend the period for any reason

4. The proposal of the quotation provider will be assessed using a weighted
evaluation criterion of which is subject to change at any time but the
following criteria used in previous similar tenders maybe useful:

e Updated Company Profile with all registration certificates

e Total value of contracts completed in similar trade

e Experience in the relief field in general or related or similar type of
project. (Based on submitted documents)

e Quality of proposal

e Expertise and experience in the NGO sector or UiYV.

e Ranking of the airlines, transportation and hotel that will be dealt with

e Duration of validity of quotation

e Company financial documents and registration

5. Quotations will be evaluated by a team of employees who may invite
suppliers or may request presentations/interviews which they deem
necessary to facilitate decision making. UIYV believes that it is not necessary
to conduct any interviews with suppliers, but rather depends on the strength
of the offers made.

6. Customer references - they may be asked to assist in decision making.

The criteria may be subject to change.

8. UIYV has the right to add, divide, cancel, or modify the requirements and
guantities of the bid before or after the referral. The new requirements are
mentioned in a documented agreement between the two parties and the
organization is not obligated to accept any offer.

w

N
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Fiyatlandirma;

1)

2)

3)

Daha sonra 6denmesi gereken dolayli ek masraflar ve vergiler (6rnegin, satis

vergisi, KDV vb.) dahil masraflarin agik bir sekilde yazilmasi gerekmektedir.

- UiYV, agiklanmayan/finansal teklife dahil edilmeyen vergilerden sorumlu
degildir.

Tedarikgi, UiYV’ya herhangi bir masrafa neden olmadan saglamak isteyecegi ek

hizmetleri teklifte belirtmesi gerekmektedir.

Fiyatlar, TL cinsinden verilmelidir.

Odeme sartlari;

a) odeme, sozlesmede belirtilen tim Urlnlerin/ hizmetlerin teslimatindan sonra

veya tedarikgi ile anlasilmis sekilde tedarikciye yapilacaktir.

b) Odeme, Tiirk Lirasi cinsinden yapilacaktir.

Teklif Verenlere Yonelik Talimatlar

1.

Teklif verenlerin, ihale sartnamelerinde belirtilen ilag ve tibbi malzemeler teklifi
kapsaminda uzmanlik sahibi olmasi gerekmektedir. Faaliyet alanini gbsteren
ilgili doktimanlar ve ticaret sicili belgesinin teklife eklenmesi gerekmektedir.

. Teklifin gecerlilik siresi, ihale bitis tarihinden itibaren 60 giinden az

olmamalidir.

Teklif verenlerin, ilgili dokiimanlar uyarinca talep
bilgileri saglamalari beklenmektedir.

UiYV, Birim Fiyat Listesinde belirtilen sartnamelere uymayan her tiirlii kalemi
reddetme hakkina sahiptir.

Teklif edilen mallar / hizmetler, yasal olarak satin alinacak ve tedarik edilecektir
ve menseleri, ilgili resmi belgeler altinda belgelendirilecek ve takip edilebilir
olacaktir.

Bu ihalenin dili Tiirkge ve ingilizce'dir. isteklilerden de tekliflerini bu temelde
formile etmeleri istenmektedir

Teslimat Programi: Teslimatin yukarida belirtilen siire icinde ve tercih edilen
zaman siresi icinde tamamlanmasi gerekmektedir.

edilen gerekli tim

Pricing;

1) Clear breakdown of costs including any indirect additional costs that may be
due later, and including any taxes (e.g. sales tax, KDV etc.).
- UIYV is not responsible for any taxes that are not clarified/ included in

the financial offer

2) Additional services that the service provider would be willing to provide UiYV
with no cost.

3) The financial offer must be submitted in TL currency.

Payment terms;

a) Payment will be made to the supplier after delivery of all goods/ services
specified in the contract.

b) The payment will be done in Turkish Lira.

Instruction to Quotation Providers

1. The quotation provider should be specialised in the scope of the bid, .
Relevant documentation revealing the area of business activity and the
commercial register certification should be attached to the quotation.

2. The bid validity period must be no less than 60 days from the end date of
the tender

3. The quotation provider is expected to furnish all information required by
these documents.

4. UIYV has the right to reject any item that does not agree with the
specifications provided in the Bill of Quantities.

5. All offered goods shall be purchased and supplied legally and the origin shall
be documented and trackable while issuing official relevant documents.

6. The language of this tender is Turkish and English. Bidders are also
requested to formulate their proposals on this basis.

7. Delivery Schedule: The delivery should be completed as per above
mentioned and within the preferred time period.
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Supplier Code of Conduct
1 UiYV’s Supplier Code of Conduct
2 UiYV requires all suppliers to adhere to:
- The Modern Slavery Act 2015
- The International Labour Standards as defined by the ILO (International
Labour Organisation).
The United Nations Global Compact’s 10 principles as stated below:
Human Rights
Principle 1: Businesses should support and respect the protection of
internationally proclaimed human rights;
and
Principle 2: Make sure that they are not complicit in human rights abuses.
Labour
Principle 3: Businesses should uphold the freedom of association and the
effective recognition of the right to collective bargaining;
Principle 4: The elimination of all forms of forced and compulsory labour;
Principle 5: The effective abolition of child labour;
and
Principle 6: The elimination of discrimination in respect of employment and
occupation.
Environment
Principle 7: Businesses should support a precautionary approach to
environmental challenges;
Principle 8: Undertake initiatives to promote greater environmental
responsibility;
and
Principle 9: Encourage the development and diffusion of environmentally
friendly technologies.
Anti-Corruption
Principle 10: Businesses should work against corruption in all its forms,
including extortion and bribery.

TEDARIKCi DAVRANIS KURALLARI
1 UiYV’nin Tedarikgi Davranis Kurallari
2 UiYV, tiim tedarikgilerin asagidaki maddelere uymasini talep etmektedir:
- 2015 tarihli Modern Kolelik Yasasi
- ILO (Uluslararasi Calisma Orgiitii) tarafindan tanimlanan Uluslararasi
Calisma Standartlan
- Birlesmis Milletler Kiiresel ilkeler S6zlesmesi'nin asagida belirtilen 10 ilkesi:
insan Haklan
ilke 1: isletmeler, uluslararasi ilan edilmis insan haklarini desteklemeli ve bu
haklara saygi duymalidir;
ve
ilke 2: insan haklari ihlallerine ortak olmadiklarindan emin olmalidir.
Isgiicii
ilke 3: isletmeler, 6rgiitlenme 6zgiirligiini tanimali ve toplu pazarlk hakkinin
etkin bir sekilde kullanilmasini desteklemelidir;
ilke 4: Her tiirlii zorla ve zorunlu ¢alistirmanin ortadan kaldiriimasi;
ilke 5: Cocuk isciliginin etkili bir sekilde kaldirilmasi;
ve
ilke 6: istihdam ve meslek agisindan ayrimciligin ortadan kaldirilmasi.
Cevre
ilke 7: isletmeler, cevresel zorluklara karsi ihtiyati yaklasimlari
desteklemelidir;
ilke 8: isletme, daha fazla cevresel sorumlulugu tesvik etmek icin girisimlerde
bulunur;
ve
ilke 9: isletme, cevre dostu teknolojilerin gelismesini ve yayginlasmasini tesvik
eder.
Yolsuzlukla Miicadele
ilke 10: isletmeler, riisvet ve harac dahil her tiirlii yolsuzlukla miicadele
etmelidir.
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