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HOW TO ACCESS FAO TENDER DOCUMENTS and SUBMIT 
BIDS THROUGH UNGM  

   

  

The registration with UNGM (https://www.ungm.org/Vendor/Registration) is a mandatory requirement in 

ƻǊŘŜǊ ǘƻ ǇŀǊǘƛŎƛǇŀǘŜ ǘƻ C!hΩǎ ǘŜƴŘŜǊs. Please visit www.ungm.org  for more information on how to register your 

company in UNGM.   

1. REGISTRATION IN UNGM  

 To access the tender documents, you need to be fully registered in UNGM (Basic Level is sufficient). Please click on 

άwŜƎƛǎǘŜǊέΣ Ŧƻƭƭƻǿ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ŀƴŘ ŘŜŦƛƴŜ ȅƻǳǊ ¦bDa [hD-IN account (your e-mail) and password.  

 

Please ensure that your UNGM BASIC REGISTRATION with FAO is complete.  If not, please add the information 

requested by the UNGM system before proceeding.   

2. LOG-IN TO THE UNGM WEBSITE  

Once the registration at Basic Level is complete, please log-in with your e-mail address and password  

 

https://www.ungm.org/Vendor/Registration
https://www.ungm.org/Vendor/Registration
http://www.ungm.org/
http://www.ungm.org/
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3. SEARCH FOR PUBLIC TENDER NOTICES ISSUED BY FAO 

From the UNGM home page, ŎƭƛŎƪ ƻƴ ά.ǳǎƛƴŜǎǎ hǇǇƻǊǘǳƴƛǘƛŜǎέ ŀƴŘ ǎŜƭŜŎǘ άTender Noticesέ to access the list of public 

tender notices.  

 

 

Click on ǘƘŜ ά Clear All έ ōǳǘǘƻƴ ǘƻ ŎƭŜŀǊ ǘƘŜ ŘŜŦŀǳƭǘ ŘŀǘŜǎ ƛƴ ǘƘŜ ŦƛŜƭŘǎ άtǳōƭƛǎƘŜŘ ōŜǘǿŜŜƴέ ŀƴŘ ά5ŜŀŘƭƛƴŜ ōŜǘǿŜŜƴέΦ   

 
 

Click on ά Show more criteria έ ōǳǘǘƻƴ in the upper right side and type FAO in the ά¦b hǊƎŀƴƛȊŀǘƛƻƴέ CƛŜƭŘ.   
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The system will automatically show all the active tender notices issued by FAO. On the left side of each tender line, 

you should see a blue ōǳǘǘƻƴ ά Express Interest έ (if applicable) or a green button ά View Documents έΦ     

After logging into the UNGM with your supplier account, ŎƭƛŎƪ ƻƴ άExpress Interestέ ǘƻ ƴƻǘƛŦȅ C!h ǘƘŀǘ ȅƻǳ ŀǊŜ 

ƛƴǘŜǊŜǎǘŜŘ ƛƴ ǇŀǊǘƛŎƛǇŀǘƛƴƎ ƛƴ ǘƘƛǎ ¢ŜƴŘŜǊΦ  !ŦǘŜǊ ŦŜǿ ǎŜŎƻƴŘǎΣ ǘƘŜ ōǳǘǘƻƴ ǿƛƭƭ ŎƘŀƴƎŜ ƛƴ ŀ ƎǊŜŜƴ ōǳǘǘƻƴ άView 

DocumentsέΦ 

 

  

Click on ά View Documents έ to access to the tender documents for each specific tender. 

4. SEARCH FOR RESTRICTED TENDER NOTICES ISSUED BY FAO 

Once you have logged inΣ ǎŜƭŜŎǘ άMy Tendersέ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ƭƛǎǘ ƻŦ restricted tender notices. These are the tenders your 

company has been invited to by the UN Agencies. In this page, restricted tender notices are presented in the same way 

as public ones and can be searched using the same methods. 

 

Alternatively, under My Tenders, click on ΨC!hΩ ǘƻ ŀŎŎŜǎǎ ǊŜǎǘǊƛŎǘŜŘ ǘŜƴŘŜǊǎ ȅƻǳǊ ŎƻƳǇŀƴȅ Ƙŀǎ ōŜŜƴ ƛƴǾƛǘŜŘ ǘƻ ōȅ C!hΦ 

In this page you will only find tender notices for which FAO has expressly invited your company to participate. 
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5. TENDER MANAGEMENT  

You will be transferred from the UNGM portal to the FAO e-tendering system. ¢ƘŜ ά¢ŜƴŘŜǊ aŀƴŀƎŜƳŜƴǘέ ǎŎǊŜŜƴ 

should now appear.   

 

  

!ǘ ŀƴȅ ǘƛƳŜ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǊŜǘǳǊƴ ǘƻ ¦bDa ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά¦bDa ǘŀōέ ƻƴ ǘƘŜ ǳǇǇŜǊ ƳŜƴǳΦ   

IMPORTANT:  If the Tender Management screen does not display, please contact UNGM Support, referencing the exact 

FAO Tender Reference Number.  

You are now in the FAO e-tendering system.  In this area, you have few menu tabs.  

Å Tender:  General information about this tender  

Å Second Tab: IMPORTANT! Here you can visualize the deadline all the tender documents. On the same page, 

you will find the Opt In/Opt Out buttons to communicate your interest in participating / not participating to 

the tender and, in positive case, the placeholders for uploading your proposal and all the related documents.    

Å Correspondence: In this section, you can send requests for clarification or any other question you want to 

address to FAO.  
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Å Clarifications:  In this section, you can read the clarifications issued by FAO (made available to all bidders).  

Please ensure to read all the clarifications, as they are part of the tender specifications.    History: a log of 

past activities related to this tender.   

6. 5h²b[!5LbD ¢I9 ¢9b59wΩ{ 5h/¦a9b¢{ ŀƴŘ ¦t[h!5LbD ¸h¦w ¢9/IbL/![ !b5 CLb!b/L![ hCC9w{  

  

I. Click on the second tab and scroll down to view and download the tender documents;  

  
II. Click on the άht¢ Lbέ button;  

III. To upload all the files in the designated envelope, click on the relevant ά Upload Document έ red buttons in 

άMy Tender Returnέ section.   

  

  

NOTES:  

1. It is highly recommended that the size of the files does not exceed 5MB.  

2. Do not upload files with filenames containing specials characters such as:  _ - ! * , as this may result in 

corrupt/unreadable documentation, which would be considered as an invalid submission. 

In case bidders are required to complete a Questionnaire, it will be shown in Red and marked with a ά Not Started έ 

button. It is mandatory that any Questionnaire is completed.  

IV. IMPORTANT: Once both technical and financial files are uploaded (and the Questionnaire, if applicable), 

ǇƭŜŀǎŜ ǊŜƳŜƳōŜǊ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ ǊŜŘ ōǳǘǘƻƴ ά Submit Return έ ǘƻ ǎŜƴŘ ȅƻǳǊ ƻŦŦŜǊΦ LŦ ǘƘŜ ǎǳōƳƛǎǎƛƻƴ ƛǎ ǇǊƻǇŜǊƭȅ 

completed, you will be able to view and download a ǊŜŎŜƛǇǘ ǳƴŘŜǊ ǘƘŜ άIL{¢hw¸έ ǘŀōΦ  
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You can upload additional (non-ƳŀƴŘŀǘƻǊȅ ŘƻŎǳƳŜƴǘǎύ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άAttach Documentsέ ōǳǘǘƻƴΦ  

7. NO BID NOTICE 

In the event that your company is not interested to participate to this tender, the Organization would appreciate your 

ŦŜŜŘōŀŎƪΦ Lƴ ǘƘƛǎ ŎŀǎŜΣ ȅƻǳ ŀǊŜ ƪƛƴŘƭȅ ǊŜǉǳŜǎǘŜŘ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ άht¢ h¦¢έ ōǳǘǘƻƴ ŘƛǎǇƭŀȅŜŘ ƻƴ ȅƻǳǊ ¦bDa ¢ŜƴŘŜǊ 

Management page and select one of the following reason(s) for non-participation:  

Å Requirements are outside our normal activities  

Å There is insufficient time to prepare a bid  

Å Present lack of resources to undertake more work  

Å Bid submitted by authorized dealer in destination country  

Å Participating as subcontractor to another lead bidder  

Å Other (please specify briefly below)  

  

 

8. COMMUNICATING WITH FAO AND REQUESTING CLARIFICATIONS  

All communications concerning this tender should be submitted as soon as possible through the UNGM portal under 

ǘƘŜ ά/hww9{thb59b/9έ ǘŀōΦ 
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Bidders are responsible for appropriately examining this tender. If you find discrepancies in or omissions from the 

documents, or if their intent or meaning appear unclear or ambiguous, or if any other questions arise, you shall submit 

any request for clarƛŦƛŎŀǘƛƻƴ ǘƘǊƻǳƎƘ ǘƘŜ ŀŦƻǊŜƳŜƴǘƛƻƴŜŘ ά/hww9{thb59b/9έ ǘŀōΦ  

  

In submitting a request for clarification, please do not, under any circumstances, submit a copy of your offer or reveal 

any information about your intended quotation.  This will invalidate your offer. 

9. C!hΩǎ w9t[L9{ ¢h .L559w{Ω w9v¦9{¢{ Chw /[!wLCL/!¢Lhb   

Responses to clarification enquiries will be simultaneously issued by FAO to all bidders through the UNGM portal.  The 

system will send automatic e-mail notifications to all bidders every time a clarification, or any other communication 

related to the tender notice, is sent out by FAO.   

  

!ƭƭ C!hΩǎ ǊŜǎǇƻƴǎŜǎ ǘƻ ōƛŘŘŜǊǎΩ ǉǳŜǎǘƛƻƴǎ ǿƛƭƭ ōŜ ǳǇƭƻŀŘŜŘ ǳƴŘŜǊ ǘƘŜ ά/[!wLCL/!¢Lhb{έ ǘŀō ƻŦ ȅƻǳǊ ¢ŜƴŘŜǊ 

Management page and made available to all bidders. Please ensure to read all the clarifications as they become part 

of the tender specifications. 

  

10. MODIFICATION OR WITHDRAWAL OF YOUR OFFER  

.ƛŘŘŜǊǎ ƳŀȅΣ ǿƛǘƘƻǳǘ ǇǊŜƧǳŘƛŎŜΣ ƳƻŘƛŦȅ ƻǊ ǿƛǘƘŘǊŀǿ ǘƘŜƛǊ ƻŦŦŜǊ ōŜŦƻǊŜ ǘƘŜ ŘŜŀŘƭƛƴŜ ǳǎƛƴƎ ǘƘŜ άah5LC¸ w9¢¦wbέ 

function. Submitted offers cannot be modified after the tender deadline.  

  

  


