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Request for Quotation

Title of Requirement:		Outsource Administrative Assistant

RFQ Reference No			RFQ/Admin/2026-001
WHO Office:				China
Issued On: 				Thursday, January 8, 2026 	
Closing date: 			Thursday, January 22, 2026
Closing Time: 			3:00 PM
Time Zone:				 UTC + 8 hours  
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Dear Bidder

The World Health Organization, hereinafter referred to as WHO, kindly requests your quotation for the provision of goods, works and/or services as detailed in Annex 3 -Terms of reference of this RFQ. 
This Request for Quotation comprises the following documents:
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When preparing your quotation, please be guided by the RFQ Instructions and Data. Please note that vendors quotations must be submitted using returnable forms in Section 3 by the method and by the date and time indicated. It is your responsibility to ensure that your quotation is submitted on or before the deadline. Quotations received after the submission deadline, for whatever reason, will not be considered for evaluation.

Please prepare your proposal in accordance with the requirements and procedures outlined in this RFQ and submit it no later than Thursday, January 22, 2026

All WHO vendors are required to comply with the United Nations Supplier Code of Conduct. We encourage all bidders to join the United Nations Global Compact and support the Women’s Empowerment Principles (WEP). 


Thank you and we look forward to receiving your quotations.
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	1. About WHO
	The World Health Organization (WHO) was established in 1948 as a specialized agency of the United Nations. The objective of WHO (www.who.int) is the attainment by all peoples of the highest possible level of health. “Health”, as defined in the WHO Constitution, is a state of complete physical, mental, and social well-being and not merely the absence of disease or infirmity. WHO's main function is to act as the directing and coordinating authority on international health work. 

The World Health Organization (WHO) is dependent on the budgetary and extrabudgetary contributions it receives for the implementation of its activities. Bidders are therefore requested to quote the best and most cost-effective solution to meet WHO requirements, while ensuring a high level of service.


	2. Deadline for the Submission of Quotation
	Closing Date: 1/22/2026 
Closing Time 3:00 PM
Time Zone: UTC + 8 hours
If any doubt exists as to the time zone in which the quotation should be submitted, refer to the Time and Date website.


	3. Method of Submission
	Quotations must be submitted as follows: 
☐ E-tendering (In-Tend) linked to UNGM.
☒ Email: wpchnwr@who.int
☐ Other  

	4. Cost of preparation of quotation
	WHO shall not be responsible for any costs associated with a Supplier’s preparation and submission of a quotation, regardless of the outcome or the manner of conducting the selection process.

	5. Eligible bidders 
	Bidders shall have the legal capacity to enter into a binding contract with WHO. 
All WHO suppliers must abide to the UN Supplier Code of Conduct, which is available at the following link: UN Supplier Code of Conduct 
In addition, bidders shall submit a signed Self Declaration form, included in this ITB.
Bidders will be excluded if: 
· They are bankrupt, undergoing court administration, have suspended business, are under creditor arrangements, or in similar situations under national law. 
· They or individuals with decision-making power have been found guilty of fraud, corruption, involvement in criminal organizations, money laundering, terrorism-related offenses, child labor, or human trafficking. 
· They or such individuals have been found guilty of financial irregularities.
· They misrepresent or fail to provide required information under this ITB or during evaluation.
· They have a conflict of interest, as determined solely by WHO. This includes associations with firms involved in preparing specifications for this procurement or any other conflicting situation. 
· They appear on sanction or ineligibility lists, including the UN Security Council, UN Ineligibility List, World Bank’s non-responsible vendors list, or World Bank ineligible firms and individuals list.
WHO may decide to exclude bidders for other reasons.


	6. Conflict of Interest
	WHO encourages every prospective Supplier to avoid and prevent conflicts of interest, by disclosing to WHO if you, or any of your affiliates or personnel, were involved in the preparation of the requirements, design, specifications, cost estimates, and other information used in this RFQ.

	7. General Terms and conditions of Contract
	Any Purchase Order or contract that will be issued as a result of this RFQ shall be subject to the WHO General Terms and conditions of the contract, which are available on the WHO Website Prospective Suppliers are required to read the General Terms and  Conditions of Contract prior to submitting an offer. By submitting an offer, prospective Suppliers confirm that they have accessed, read, understood and accepted the WHO General Terms and Conditions of Contract/ Purchase Order. If for one reason or the other, the bidder has not accessed these terms and conditions, please contact us at procurement @who.int. The hard copy of the Terms and conditions will be sent to you by email. 

	8. Currency 
	Prices may be quoted in Chinese Yuan. However, if prices from bidders are in different currencies, then for the purposes of comparison of all proposals, WHO will convert the currency quoted in the bid to USD, in accordance with the UN Operational Rate of Exchange on the closing date for bid submission

	9. Language of quotation and documentation 
	All bids, information, documents and correspondence exchanged between WHO and the bidders in relation to this bid process shall be in English. The vendors can however provide response to this RFQ (catalogues, operating manuals, reference letters etc) using the local language Chinese acceptable at China Country Office 


	10. Documents to be submitted
	Bidders shall include the following documents in their quotation:
Form A: Technical Offer duly completed and signed.
Form B: Financial Offer duly completed and signed. 
Form C: Self Declaration Form.
Other (if applicable)   

	11. Quotation validity period
	Quotations shall remain valid for 90 days from the deadline for the Submission of Quotation.

	12. Payment Terms
	100% within 30 days after receipt of goods, or services upon receipt of invoice as well as receipt and acceptance of goods or services, or upon receipt of required shipping documentation, depending on the Incoterm used.

	13. Clarifications
	Requests for clarification from bidders will not be accepted any later than three days before the submission deadline, i.e. no later than 19 January 2026 3:00pm UTC + 8 hours. Responses to request for clarification will be communicated via email by 20 January 2026

	14. Evaluation method
	☒ The contract will be awarded to the most technically acceptable, lowest priced offer.
☐ Other  

	15. Publication of Contract Award
	WHO may publish the contract award on United Nations Global Marketplace, with the RFQ Reference number and information of the awarded Bidder company name, contract amount or LTA and the date of the contract.

	16. Policies and procedures
	WHO publishes on its contract awards webpage the list of contracts for acquired goods and services of a value of USD 25 000 or more. This information is published with due observance of the requirements of confidentiality and security. Further procurement data about WHO can be obtained through WHO’s Procurement Report or at UNGM’s Annual Statistical Report on UN Procurement.
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I. Responsibilities and Job Requirements 职责与任职要求
· Front Desk Reception Duties 前台接待:
Greet and register visitors. Respond to inquiries, answer phone calls, record messages, and forward them as needed. Maintain a professional and orderly front desk area to uphold the organization's image. 
      承担前台来访接待工作，做好登记引导、咨询应答；负责电话接听、留言记录与转达；保持前台区域整洁有序，维护良好的机构形象。

· Vehicle Driving车辆驾驶:
Drive official vehicles for official duties. Strictly adhere to traffic regulations to ensure safety. Assist with routine vehicle maintenance, scheduling repairs, and keep driving records. 
      负责公务用车驾驶任务。严格遵守交通法规，保障行车乘客安全；协助做好车辆日常保养、维修及行车记录工作。
· Routine Administrative Tasks 日常行政工作:
Perform routine daily administrative activities, including document circulation, stationery and equipment registration, meeting room setup preparation, procurement of office supplies, and coordination on office premises maintenance etc. Perform additional administrative tasks assigned by Office manager ensuring timely and high-quality services. 
      从事基础日常行政工作，包括文件分发、办公文具领取和登记，会议室布置准备工作、办公用品采购、协调办公设施维护等等；执行领导安排的其他行政相关工作，确保按时保质完成。
· Work Time Management 工作时间管理:
Standard office hours are 8 hours per day, with flexibility to adjust working hours by up to 2 hours earlier or later as needed. Overtime, if still required, will be compensated through time off, in accordance with organization policies. 
      实行每日 8 小时标准办公工时制，外包服务的工作时段根据公司业务需求灵活调整，提前或推后上下班，调整幅度不超过 2 小时；如在此基础上仍然需要加班，按照规定，加班补偿以倒休形式落实。
II. Language Requirements 语言要求 
· English: Basic proficiency, able to understand simple English office documents and emails, and communicate at a basic level. 
英语：基础水平，能看懂简单英文办公文件、邮件，具备基础沟通能力。  
· Chinese: Proficient, with strong written and verbal communication skills, able to convey information clearly and accurately. 
              中文：熟练水平，具备良好的书面与口头表达能力，能清晰准确传递信息。
III. Work Experience 工作经验
· At least 3 years of experience in administration, logistics, or related functions. 
              至少3年行政、后勤或驾驶相关工作经验。
· Preference for candidates with experience working in diplomatic missions. 
              具备外交使团工作经验者优先。



IV. Professional Skills Requirements 专业技能要求 
· Hold a valid C1 or higher driver's license, with over 3 years of driving experience and a good driving record (no major accidents or serious violations). 
              持有C1及以上有效驾驶证，驾驶经验3年以上，驾驶记录良好，无重大交通事故及严重违章记录。
· Familiar with traffic regulations and basic vehicle operation; able to stay updated on the latest traffic policies and perform basic vehicle troubleshooting and maintenance. 
 熟悉交通法规及车辆基础使用知识，能及时了解最新交通政策，规避出行风险。 掌握车辆基础故障判断与维护技能，能快速应对日常行车小问题。
· Strong multitasking, coordination, and emergency response skills; able to balance front desk, driving, and administrative tasks efficiently.      
  多任务并行能力和良好的团队协作意识：具备较强的统筹协调与应急处理能力，能够高效平衡前台接待、车辆驾驶、行政事务等多项工作，合理分配工作时间，确保各项任务按时保质完成，行政程序流畅。
· High Service awareness and responsibility: attention to detail, adaptability, and willingness to support departmental needs and follow management instructions.     
 有较强的服务意识与责任心，注重细节，能适应中小型公司灵活的工作节奏，能主动配合各部门需求，服从上级安排的其他相关任务， 高效完成行政支持工作。保持高标准的职业素养。
V. Other Notes 其他说明
In response to the administrative service needs outsourced by the World Health Organization (WHO), the outsourcing entity shall provide personnel and related services and collect service fees. The outsourcing entity shall be fully responsible for all matters concerning the outsourced service personnel, including but not limited to labor relations, performance obligations, insurance handling and risk bearing, with no connection whatsoever to the WHO. 
The monthly service fee is expected to be within the range of 8000-20000RMB.
针对世卫组织外包的行政服务需求，外派主体提供外派人员和相关服务并收取服务费。外派服务人员的包括但不限于劳动关系、履约责任、保险办理及风险承担，均由派出主体全权负责，与世卫组织不产生任何关联。
月服务费期望在8000-20000人民币之间。
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Form A: Technical Offer 

	Item Description
	Detail

	Legal name of bidder
	Click or tap here to enter text.
	Legal Address, City, Country
	Click or tap here to enter text.
	Website
	Click or tap here to enter text.
	Year of Registration
	Click or tap here to enter text.
	Legal structure
	Choose an item.
	Please indicate previous relevant experience: 3 contracts

	Name of previous contracts
	Client & Reference Contact Details
	Contract Value
	Period of activity 
	Types of activities undertaken
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	Name of Bidder:
	Click or tap here to enter text.
	RFQ reference:
	Click or tap here to enter text.	Date: Click or tap to enter a date.



	Currency of the Quotation: Click or tap here to enter text.

	Item No
	Description
	UOM
	Qty
	Unit price
	Total price 

	1.
	Click or tap here to enter text.	
	
	
	

	2.
	Click or tap here to enter text.	
	
	
	

	3.
	Click or tap here to enter text.	
	
	
	

	4.
	Click or tap here to enter text.	
	
	
	

	5.
	Click or tap here to enter text.	
	
	
	

	Total Price
	

	Other Prices (e.g. Transportation, insurance, installation, Training - please specify which applies) 
	

	Total Final and All-inclusive Price
	



Compliance with Requirements
	

	Bidder to also fill the form below in addition to above prices  

	
	Yes, we will comply
	No, we cannot comply
	If you cannot comply, pls. indicate counter proposal

	Minimum Technical Specifications
	☐	☐	Click or tap here to enter text.
	Validity of Quotation
	☐	☐	Click or tap here to enter text.
	Other requirements [pls. specify]
	☐	☐	Click or tap here to enter text.
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COMPANY.(the “Company”) hereby declares to the World Health Organization (WHO) that:	
a) it is not bankrupt or being wound up, having its affairs administered by the courts, has not entered into an arrangement with creditors, has not suspended business activities, is not the subject of proceedings concerning the foregoing matters, and is not in any analogous situation arising from a similar procedure provided for in national legislation or regulations.
b) it is solvent and, in a position, to continue doing business for the period stipulated in the contract after contract signature, if awarded a contract by WHO.
c) it or persons having powers of representation, decision making or control over the Company have not been convicted of an offence concerning their professional conduct by a final judgment.
d) it or persons having powers of representation, decision making or control over the Company have not been the subject of a final judgment or of a final administrative decision for fraud, corruption, involvement in a criminal organization, money laundering, terrorist-related offences, child labour, human trafficking or any other illegal activity.
e) it is in compliance with all its obligations relating to the payment of social security contributions and the payment of taxes in accordance with the national legislation or regulations of the country in which the Company is established.
f) it is not subject to an administrative penalty for misrepresenting any information required as a condition of participation in a procurement procedure or failing to supply such information.
g) it has declared to WHO any circumstances that could give rise to a conflict of interest or potential conflict of interest in relation to the current procurement action.
h) it has not granted and will not grant, has not sought and will not seek, has not attempted and will not attempt to obtain, and has not accepted and will not accept any direct or indirect benefit (financial or otherwise) arising from a procurement contract or the award thereof.
i) It adheres to the UN Supplier Code of Conduct.
j) it has zero tolerance for sexual misconduct (an all-inclusive term which includes sexual exploitation, sexual abuse, sexual harassment, and all forms of prohibited sexual behaviour), harassment and other types of abusive conduct and has appropriate procedures in place to prevent and respond to sexual misconduct, harassment and other types of abusive conduct
The Company understands that a false statement or failure to disclose any relevant information which may impact upon WHO’s decision to award a contract may result in the disqualification of the Company from the bidding exercise and/or the withdrawal of any proposal of a contract with WHO. Furthermore, in case a contract has already been awarded, WHO shall be entitled to rescind the contract with immediate effect, in addition to any other remedies which WHO may have by contract or by law.
 (Please fill the details below)
	Company Name:
	

	Mailing Address:
	

	Name and Title of duly authorized representative:
	

	Signature:
	

	Date:
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