
UNGM for UNICEF Suppliers

Quick guide to submitting proposals for UNICEF Suppliers via UNGM



1. Ensure that UNGM Registration is completed.  Under Dashboard, check MY UNGM REGISTRATION.

2. Make sure that your submission 
status includes the name of the UN 
agency for which you want to submit 
your bid.



3. To access the bid or search for bidding opportunities, go to 
the Procurement Opportunities in the Main Options.

4. Type the bid reference number if you know the reference 
number. The reference number is the last six numeric number 
of the bid reference RPFS-NYH-XXXXXX.
If you want to search for other bid opportunities, use the 
various search options in this page.

THIS IS OPTIONAL!

5. Click SEARCH. 



6. After clicking search, UNGM will display the reference tender being 
searched. Click Express Interest to Access the Full Details of the Tender. 



If you are accessing the bid from the 
link sent via email, Click Express 
Interest to Access the Full Details of 
the Tender. 



7. Once you have expressed 
interest, the button will change to 
VIEW DOCUMENTS. Click VIEW 
DOCUMENTS.



Bid Submission Process on UNGM

8. You will be 
redirected to the 
BID SITE where you 
can access the full 
details of the 
tender. To access 
the bid documents, 
go to DOCUMENTS 
tab.

IMPORTANT!
Your page provides 
timeline for 
deadline both 
Central Europea 
Time and your local 
time. 



9. Scroll down in 
the Documents 
tab to access the 
full tender 
package.
After reviewing 
the tender 
package, please 
select:
Opt In – if you 
intend to submit a 
bid
Opt Out – if you 
do not intend to 
bid
Once you opt in, 
the placeholders 
for bid submission 
will become 
available. If you 
opt out, no further 
action is required.



Bid Submission Process on UNGM

10. Submit bids 
using the specific 
placeholders are 
provided for
1. Bid Form
2. Technical
3. Financial

If submitting 
additional documents, 
please use the 
placeholder provided 
and ensure the file is 
assigned to the correct 
envelope:
Technical
Financial
Please do not leave 
the envelope selection 
blank and ensure that 
no financial 
documents are 
uploaded under the 
technical envelope.

A confirmation of submission of 
bids will be seen once you click 
submit return and you will also 
acknowledgment via email.



OTHER IMPORTANT TABS
Correspondence – To send an email to 
UNICEF procurement team about the 
tender you are participating
Clarifications – This tab contains all public 
announcements and clarifications that 
UNICEF Supply issues about a specific 
tender.
History – Provides the history of the 
tender from your end.
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