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Request for Proposal (RFP)

Microsoft Office - 2024 license for 126 Laptop 
Product Name: MS Office LTSC Professional Plus 2024 (Charity)

RFP No: PIIP/GFATM GRANT / OSC – SCM / Microsoft Office-2024 license / 06

Issue Date:  25.09.2026
RFP End Date: 03.10.2026

How to apply: Send Sealed Bids Proposal (Technical and Financial Quote / Proposal) to Plan International (India Chapter).
a) Technical Bids (Document List mentioned below)

b) Financial Proposal (attached Format)
Plan International (India Chapter) reserves the rights to alter the terms & conditions and alteration on Scope of Work.

Plan International (India Chapter) reserves the right to accept/ reject the quotation without assigning the reason whatsoever.   

Address where sealed bid proposal (Technical and Financial Proposal / Quote) is to be shared: 

To,
Procurement Department

Procurement In-charge (05) 

Plan International (India Chapter)
1, Zamrudpur Community Centre, Kailash Colony
New Delhi – 110048
Important Points while submitting the technical and financial proposal
· The license should be purchased under the account PATTNAIK@PLANINDIA1.onmicrosoft.com  - as PLAN INTERNATIONAL (India Chapter) is registered under the Microsoft Tech for Social Impact program for Charity licenses under this email ID.

· Contact Person for Inquiries (Written inquiries only): Procurement In charge Email: procurement.05@planindia.org
· Bidders must strictly adhere to all the requirements of this RFP. No changes, substitutions or other alterations to the rules and provisions stipulated in this RFP may be made or assumed unless it is instructed or approved in writing by Plan International (India Chapter) in the form of Supplemental Information to the RFP.
· Submission of a Proposal shall be deemed as an acknowledgement by the bidder that all obligations stipulated by this RFP will be met and, unless specified otherwise, the bidder has read, understood and agreed to all the instructions in this RFP.

· The proposals which are for only a portion of the components of the service shall not be accepted. 
(The proposals should be for all components of the service.)

· Proposals are invited from organizations only. Proposal submitted by Individuals / NGOs will not be accepted.

· The price quoted shall include all applicable taxes. 

· Plan International (India Chapter) implements a policy of zero tolerance on prescribed practices, including fraud, corruption, collusion, unethical practices, and obstruction.

· A bidder shall not have a conflict of interest and shall comply with the conflict of interest policy of Plan International (India Chapter). If any Bidder found to have a conflict of interest shall be disqualified. If the Bidder has knowledge or becomes aware of any actual, apparent or potential conflict between the financial interests of any person affiliated with the bidder or Plan International (India Chapter) and that person’s duties with respect to the activities, the bidder shall immediately disclose the actual, apparent or potential conflict of interest with evidence directly to the Executive Director of Plan International (India Chapter).

· Plan International (India Chapter) reserves the right to accept or reject any bid, and to terminate / cancel the bidding process and reject all bids at any time prior to contract award, without thereby assigning any reason/s or incurring any liability to bidders. In case of termination of bidding process, the bid securities, shall be returned to the bidders without any interest.
· At any time prior to the deadline for submission of proposal, Plan International (India Chapter) has rights to amend the RFP by issuing an addendum. In order to afford prospective bidders reasonable time to consider the amendments in preparing their Proposals, Plan International (India Chapter) may, at its discretion, extend the deadline for submission of Proposals, if the nature of the amendment to the RFP justifies such an extension.

Documents to be submitted under the technical bids

· Company Registration Certificate

· GST Certificate

· PAN

· Microsoft Authorized Partner
· Signed acceptance of RFP terms

· Undertaking to provide licenses under Plan India's account

· Conflict of Interest Declaration (Form Attached Below)
· Anti-Fraud and Integrity Declaration (Form attached Below)
Attached Documents
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APPLICATION

Plan India adapts the Global policy on Anti — Fraud, Bribery, and corruption with certain amendments to comply
with the local requirement.

This policy applies to:

Plan International (India Chapter) employees, consultants, and volunteers with regard to the risk of fraud,
bribery, and corruption.

The principles and definitions in this policy extend to relationships Plan has with third parties (including,
without limitation, implementing partners, contractors, and donors).

PURPOSE

To ensure that Plan India continues to have high standards of accountability, transparency, and legal
compliance, it is imperative that clear guidance is provided on our organizational framework for addressing
the risks of fraud and corruption.

This Policy sets out the specific responsibilities of staff and volunteers with regard to the risks of fraud,
bribery, and corruption. It is also a clear demonstration of the commitment of senior leadership and our
governing bodies to the promotion of a culture of integrity and transparency throughout the organization.

The principles and definitions in this Policy also extend to relationships Plan has with third parties (including,
without limitation, implementing partners, contractors, government officials, and donors).

POLICY STATEMENT

We have a policy of zero tolerance of fraud and corruption, and we require staff and volunteers at all times
to act honestly and with integrity, and to safeguard the assets for which they are responsible. Fraud and
corruption are ever-present threats to our assets and reputation and so must be a concern of all members
of staff and volunteers.

We take the most serious view of any actual or attempted act of fraud or corruption by staff, volunteers,
contractors or their employees, implementing or consortium partners and agents acting on our behalf. Staff
and volunteers involved in actual or attempted fraud or corruption of any kind will be subject to disciplinary action
up to and including dismissal, and, where practical, will be reported to law enforcement authorities for criminal
prosecution. We will endeavor to recover, by any and all legal means, any funds lost through fraud from those
responsible and will take robust action against involved third parties (including partners, contractors and
agents).






APPLICABLE REQUIREMENTS

We are committed to preventing fraud and corruption and developing an anti-fraud and anti-corruption
culture. To achieve this, we will:

» develop, maintain and consistently apply effective controls to prevent fraud and corruption at all
levels;

» ensure that if fraud or corruption occurs, a vigorous and prompt investigation takes place and that
reports are shared with stakeholders as appropriate;

take appropriate disciplinary and legal action in all cases, where justified;

take all appropriate and reasonable steps to recover any financial losses;

review systems and procedures to prevent similar frauds or acts of corruption;

ensure fraud and corruption risks are taken into consideration in programme planning; and
report incidents to donors as required

publish summaries of all completed fraud investigations and significant thefts on the publicly available PII
website
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We may report back to our donor organisations particulars of individuals convicted in a final court of law
of fraud against us, for purposes of inclusion on donors’ lists of suspended and debarred individuals,
where such lists exist. We may also share information on such individuals, following consultation with
local legal counsel to ensure full legal compliance and minimise the possibility of civil litigation against
any of the Plan International Entities.

Where donor requirements regarding investigation procedures relating to grant funds conflict with those
described in this policy, the donor requirements will take precedence.
General guidelines are in Appendix A.

ROLES AND RESPONSIBILITIES

All members of Plan India staff and volunteers are responsible for:

»  Acting with propriety in the use of assets and resources;

» Conducting themselves in accordance with the principles set out in applicable codes of conduct or
equivalent, including:
» declaring at the earliest opportunity any actual or apparent conflict of interest having a bearing
on their responsibilities;

» alerting line managers where they believe the opportunity for fraud or corruption exists;

» Reporting details immediately to their line manager of any suspected or actual fraud or
corruption; and/or any suspicious acts or events which might give rise to a suspicion of fraud or
corruption; and

» Assisting in any investigations by making available all relevant information and by cooperating in
interviews.

If for any reason a member of staff does not feel able to report a suspected fraud or corruption incident to
their line manager, a more senior manager up to and including Director/s should be informed. Staff should
refer to Whistle Blowing Policy for guidance where they do not feel able to report suspected fraud or
corruption to line management or are not satisfied that their concerns have been addressed or may
alternatively use the independent Safecall confidential misconductreporting facility.

Role-specific responsibilities are detailed in Appendix B.





TERMS AND DEFINITIONS

“Fraud” is civil or criminal deception, intended for unfair or unlawful financial or personal gain or to cause
loss to another party, such as by misappropriation of assets, abuse of position, collusion, false
representation, and/or prejudicing someone's rights. Additionally, acts of theft are included within the scope
of this Policy.

“Bribery and Corruption” involves the (attempted or actual) complicit exchange of private gain and abuse of
entrusted authority. This includes offering, promising, giving, accepting, or soliciting money, a gift or other
private advantage as an inducement to, or reward for doing something that is illegal, an abuse of power or
authority, a breach of trust or duty, or otherwise improper, in the course of carrying out an organization’s
activities. Neither fraud nor corruption are restricted to monetary or material gain (of any size) but could
also include intangible benefits such as status or information, and can be for the benefit of an individual or
interest group.





APPENDIX A

GENERAL GUIDELINES

Plan value long-lasting relationships, and we deal with our programme participants, suppliers, programme
partners, regulators, governmental agencies, public officials, political figures, and other stakeholders on the
basis of merit, professionalism, trust, and integrity - never illicit payments, unlawful “favors” or other actions
that could expose us to the many risks of financial loss, operational impairment, dependency, blackmail,
extortion, legal sanction, and reputational harm.

> “DO NOTs” - We prohibit all forms of fraud and corruption with a zero-tolerance policy.
Do not make or receive any payments or gifts, or provide or receive other favors, to or from any
public official, political figure, representative of a regulatory body or government agency, donor,
nor to or from any of our suppliers, programme partners or any other party (whether public or
private) in order to influence or reward any act or decision to grant a license or regulatory
approval, obtain or retain business, or to seek any other unlawful or improper purpose of
advantage.

This prohibition excludes gifts and hospitality of minor value which are in keeping with general business
practices and which are not subject to reasonable interpretation as an improper inducement.

» “DOs” - In critical situations, act as follows:
¢ Ignore or reject any hints at committing an act of fraud or corruption;
¢ Tryto have someone as your witness to support you;
e Agree to nothing improper, even if the suggestion includes a “charitable donation”; and
¢ Maintain fair and accurate records, documenting the details of any requested, attempted or
actual act of fraud or corruption, as soon as possible after the event.

» “IF YOU SEE SOMETHING, SAY SOMETHING”
¢ Report all suspected, requested, attempted, or actual acts of fraud or corruption to your own
or other more senior manager, or use the Safecall or other established confidential reporting
service. Reports may be made in person, by telephone, or in writing. Safecall can be contacted via
country-specific telephone numbers, on-line or via e-mail. For details see PlanNet.

> NON — RETALIATION FOR REPORTING FRAUD OR REFUSAL TO PAY BRIBES:-

Plan supports its staff taking a firm stand against fraud and corruption and shall ensure that staff will
not suffer from negative performance assessment, adverse employment-related consequences, or
retaliation, for reporting suspicions of fraud, bribery, and/or corruption ( Refer to whistle-blowing
policy) or refusing to pay bribes. For bribery, it applies in all cases, including where such refusal to
pay bribes has some negative implication for Plan’s program delivery. The long-term imperative of
promoting integrity in a decision-making outweighs short-term tactical programming hurdles, Indeed,
the payment of bribes itself perpetuates the risk and culture of corruption. Therefore, Plan prohibits
retaliation for refusing or reporting the payment of bribes, or for raising or helping to address a concern
in connection with fraud or corruption. Retaliation is grounds for disciplinary action up to and including
dismissal.

Confidentiality: Complainers should feel comfortable reporting fraud, bribery, or corruption concerns
openly under this Policy. Reports of fraud, bribery, or corruption concerns will be treated with the
utmost confidentiality by all parties involved or otherwise aware of what has been reported, subject to
any disclosures required as part of any regulatory process or legal proceedings.

> MANAGING INVESTIGATION PROCEDURE

Initial Assessment:- Executive Director, Director of Finance and Assurance and/or Director Operations
shall conduct an initial assessment on whether or not the reported fraud, bribery and corruption concern is
genuine and should be investigated further.

Investigation:- Once a decision is made to investigate a reported Fraud, Bribery, and corruption concern, the
Executive Director may delegate the responsibility to Director of Finance and Assurance and/or Director
Operations to form an investigation team (consisting of one or more appropriate members of staff) or forward
the matter to the Counter Fraud Unit to investigate.





During the course of the investigation the concerned staff/staff members could be put under temporary
suspension (if deemed necessary), till such time the report has been submitted by the investigation
team/CFU.

The Investigation team is responsible to conduct the detailed review of fraud, bribery and/or corruption
concerns, or other financial impropriety, collect necessary facts and evidence and submit all the findings and
supporting’s in the form of a report to Executive Director, Director Finance and assurance and Director
Operations.

Disciplinary Procedure:- Executive Director, Director of Finance and assurance and Director Operations shall
review the merit of report received from the investigation team and take appropriate actions. If the charges
are proven, the concerned/related staff/person will be subjected to disciplinary action up to and including
dismissal, and, where practical, will be reported to law enforcement authorities for criminal prosecution. We
will endeavor to recover, by any and/or all legal means, any funds lost through fraud from those responsible
and will take robust action against involved third parties.

‘Red Flags’

The following examples of general ‘red flags’ (which is not an exclusive list) may raise suspicion and
behelpful indicators of fraud and corruption risk:

» Financial record-keeping and accounting discrepancies, such as:

absent, vague, inconsistent, or false transaction descriptions or account allocations;

absent, false, or unusual record of the identity of the payee/agent/counter-party;

excessive or unusually high compensation without supporting detail;

unusual payment patterns or structures, use of shell companies or other financial

arrangements;

general purpose or miscellaneous accounts that can be used to hide improper payments; or

over-invoicing; false or inaccurate invoices, travel and/or expense forms; unrecorded

accounts or transactions;

» A third party does not appear to be qualified to perform the duties for which it/he/she is engaged;

» A third-party refuse to certify, or provide information about its/her/his governmental
relationships toverify, its compliance with anti-corruption requirements;

» Requests for commissions to be paid in a third-party country, to a third party, or in cash or
untraceablefunds;

e Heavy reliance by a party on political or government contacts as opposed to knowledgeable staff and
investment of time to promote our interests;

e Adesire to keep third-party representation secret;

e Lack of written agreements, anti-bribery policies, training, or code of conduct at target company; or

e Misrepresentation or failure of the target company to cooperate in the due diligence process.
Specific Risks

Plan India’s diversified operations are exposed to risks of fraud and corruption. This requires all staff tobe
aware of and adhere to the following standards:

» Gratuities: It is against Plan policy for any staff member to incur expenditures for the provision of gifts,
travel, entertainment, or other gratuities to external parties, with the very limited exception of de minimis
hospitality charges covering external guests’ attendance at official events, where such hospitality does
not create even the appearance of impropriety or influence over the objectivity of decision-making. This
does not include circumstances where we are paying the expenses of an external party (such as a
celebrity) engaged to promote our work.

» Government officials: We must sustain collaborative relationships of integrity with diverse
governmental bodies, establish offices, hire local and expatriate staff,raise funds, conduct programming
activities, and maintain tax-exempt status. Accordingly, we shall notinduce or reward inappropriate
public administration. In particular:

e Facilitation payments are payments made to government officials to perform or expedite an
existing duty or administrative process where the outcome should already be pre-determined.
Under applicable legislation, a facilitation payment is considered a form of bribery, which is





therefore prohibited with a ‘zero tolerance’ policy. Staff should be alert to the risk that such
payments are sometimes included, but hidden, within agency fees. Transparent ‘per Diem
payments are not considered as facilitation.

o Programming activities: particularly when government agencies are involved in the planning and
coordination of programming activities, e.g., in disaster response and large infrastructure projects,
individual government process around third-party procurement, sub-contracting, partner selection,
and payment. Unless the respective grant-funding contract explicitly provides for such
governmental involvement, we shall make such decisions objectively independent of any such
attempted influence.

» Procurement and partnerships: When engaging with external stakeholders such as in procurement
and programming partnerships, staff shall implement the applicable mandatory standards, best-practice
processes, and facilitating tools, to comply with legal requirements and maximize such engagements’
effectiveness.

In practice, conducting “Know Your Counter-party” due diligence checks, implementing financial
controls and performance monitoring are among the best tools to combat both fraud and
corruption. In general, fulfilment of the above obligations typically requires:

* implementing a tender process;

+ conducting a due diligence assessment;

» selecting the best counter-party;

* negotiating the contractual terms of engagement; and

* segregating, limiting, and delegating expenditure authorizations, all at “arm’s length” and with
regard to objective criteria, including the effectiveness, quality, and pricing of the proposed
goods/services.

The Plan India procurement policy sets out specific functional responsibilities for the management of the
supply chain, covering key purchasing standards, to ensurethat all goods and services are procured in
our best interests.

» Duress: Circumstances may arise in which payments are made to protect against an imminent
threat to the life, health, safety, or liberty of staff or those around them. Staff making a payment
under such extreme duress must report the incident but will not be subject to sanction.

» Unfounded allegations: Allegations and suspicions reported in good faith will never result in
adverse consequences for the reporter whatever any ultimate findings reveal. However, allegations
found by the Plan India designated investigation team to be deliberately malicious or vexatious
allegations against innocent parties constitute serious misconduct and will be treated as such.

Further Resources Transparency International (links):

Preventing corruption in humanitarian operations
Anti-Bribery Principles and Guidance for NGO

APPENDIX B





ROLE SPECIFIC RESPONS|
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Managers’ Responsibilities

The day-to-day responsibility for the prevention and detection of fraud and corruption rests with line
managers who are responsible for:
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identifying the risks to which systems, operations, and procedures are exposed;
developing and maintaining effective controls to prevent and detect fraud and corruption; and
ensuring that controls are being implemented.

Director of Finance and Assurance and Director Operations

Establishing the internal control system designed to counter the risks of fraud and corruption and ensuring
the adequacy and effectiveness of this system.

Ensuring that the risks of fraud and corruption have been properly identified and assessed by
management

Ensuring that staff and third parties are made explicitly aware of this Policy, supplementary Procedures
and Guidelines, and their responsibilities hereunder, in training including that to be provided to all new staff
as part of the induction process, and provide refresher training to existing staff.

Ensuring that there are arrangements in place for the prompt and proper investigation of all actual,
suspected, and alleged fraud or corruption to a consistent standard.

Responsible for ensuring that the assessment of fraud and corruption risks forms part of Plan India overall
and ongoing risk management process

Executive Director

Executive Director may direct or delegate investigations themselves and/or refer the matter to their
respective national law enforcement authorities if wholly contained within the jurisdiction of the country and
not involving any staff outside the Organization. May also commission any investigation to PII's Head of
Counter Fraud.

Additionally, where the alleged/suspected fraud affects grant funds, reporting such to the relevant National
Organization / Donor;

Executive Director is responsible for reporting fraud incidents affecting the organization to the chair of their
board or relevant board committee.

Assisting PII's Head of Counter Fraud in providing an appropriate investigative response; and
Responding to recommendations made in consequent investigation reports.

The PIl Head of Counter-Fraud (under the Director of Global Assurance) is globally responsible for:

The conduct of all fraud investigations — except where the National Director has exercised his/her discretion
to direct in circumstances described above. On receipt of any allegation of fraud or corruption, whether
from PII or a National Organisation, he/she will determine, in consultation with the Director(s) concerned,
the nature and composition of any consequent investigation. Staff engaged on investigations will be
directed by him/her or by person so delegated by him/her;

Ensuring the maintenance of an investigative capacity across Pll and National Organisations;

Maintaining a fraud and corruption register;

Reporting to the Chair of the relevant National Organisation governing body, through the National Director
(unless inappropriate), details of fraud investigations directed by him/her concerning National Organisation
staff or National Organisation funds within the country concerned;

Providing a summary report of all cases of fraud and corruption to the Financial Audit Committee (FAC) of
the International Board on a quarterly basis. To ensure global oversight at management level, such
quarterly reports will be circulated, prior to the meeting of the FAC, to the PIl Leadership Team and will
subsequently be made available to National Organisations; and

Providing a counter-fraud and counter-corruption support service to management to help reduce exposure
to fraud and corruption risk and ensure compliance with this policy.





Staff from the Pl Counter Fraud Unit, Global Finance and Global Assurance departments are available to offer
advice and assistance on control issues and fraud prevention, and managers are encouraged to make use of
this service.

Staff shall ensure that third Parties (implementing partners, suppliers, contractors and others working for or on
behalf of Plan International Entities) take responsibility for:

e Ensuring that all cases of suspected and/or alleged fraud which relate to Plan India are reported at the
earliest opportunity to the local office;

¢ Providing Plan India with all relevant or requested information to enable an appropriate investigative
response; and

¢ Ensuring that their staff are made aware of this Policy and their responsibilities hereunder.






