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SOW for Issuable Welcome Kit 

 

Objective 

Because GSO Warehouse under the Embassy of the United States of America in Bangkok has 
lost several hundreds meters of its storage space to support the construction of an office 
building in Rajdamri Compound, we unavoidably are short of storage space for handling 
welcome kit program.  GSO Warehouse thus must find an outsourced service provider to 
handle one-time used issuable welcome kit.  

Scope of work 

-The contract will be a one-year period, starting from May 18, 2020 to May 17, 2021. 

-The contractor must procure items indicated in the enclosed herewith, pack and arrange items 
into boxes, store and deliver kits to GSO Warehouse as per the delivery schedule defined 
below. 

-The contractor is to pick up used kits gathered at GSO Warehouse for disposal as per the 
timeline notified by GSO Warehouse. 

Specific Requirements 

- All goods/items shall be brand-new and in excellent condition. 

- All appliances shall be 220V and made from up-to-standard materials under Thai Industrial 
Standard (TIS). 

- All fabric and pillow items must be wrapped or packed tidily in transparent plastic bags to 
avoid dusting. 

- Items must be arranged tidily in the boxes, having padded materials inside to prevent any 
damage during the move. 

- All goods/items (all types, all pieces) provided by the contractor in every kit must meet the 
same standard mentioned above.  

- A sample welcome kit, including each of the items shown in the enclosed listing, should be 
provided during the bidding process for review by the Embassy.  The sample provided must be 
an accurate representation of the kit being proposed. 

Price 

- Price per kit shall include all costs, such as the costs of procurement, all kit items, packing and 
arranging items into boxes, storing until kits delivery, and delivery/pickup, together with costs 
of personnel for arranging items into boxes and delivery/pickup, and materials/tools for 
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packing,  transporting, delivery/pickup, vehicle/gasoline for delivery/pickup, disposing used kits, 
and contract-related documentation required to complete the relevant processes and fulfill this 
contract’s objective. 

No any other add-on costs shall be allowed in the proposal. The per-kit price shall be explicitly 
all-inclusive. 

- Value Added Tax (VAT), 7%, is not applicable to this contract and shall not be included in the 
invoices because the U.S. Embassy has a tax exemption certificate from the host government. 

- During this contract period, the embassy shall place orders totaling a minimum of 100 kits, the 
number of kits shall not exceed 180 units. 

Delivery 

- The delivery of kits shall be executed by the contractor within 3 working days of receipt of 
order in writing from the embassy. 

- When kits are delivered to GSO Warehouse, the assigned staffer jointly checks the kits 
conditions and counts every item with the deliverer and co-sign for acknowledgment. 

Delivery schedules: 

- May 18, 2020: To deliver 10 kits. 

- June 4, 2020: To deliver 10 kits. 

- June 17, 2020: To deliver 10 kits 

- July 3, 2020:  To deliver 15 kits 

- July 20, 2020: To deliver 15 kits   

- August 5, 2020: To deliver 20 kits  

- August 17, 2020: To deliver 20 kits  

- September 7, 2020: To deliver 20 kits  

- October 19, 2020: To deliver 10 kits  

- November 4, 2020: To deliver 10 kits 

- November 16, 2020: To deliver 10 kits 

- November 23, 2020: To deliver 10 kits  

Remark: These delivery schedules are subject to change.  We may request the contractor to 
make additional delivery of kits with prior 3-working-day notice. 

Pickup 
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- The pickup of used kits shall be executed by the contractor within 3 working days of receipt of 
order in writing from GSO Warehouse. 

 

 

Delivery/Pickup address: 

GSO warehouse, Rajdamri compound, The U.S. Embassy Bangkok 33 Soi Mahadlekluang 3, 
Rajdamri Road, Lumpini, Pathumwan, Bangkok 10330 

Contractor's responsibilities: 

- In case of detecting any defect (e.g. damage, stain, hole, broken) on items inside the kit upon 
arrival, GSO Warehouse will reject that kit.  The contractor must take back that defected kit and 
deliver a new one with a ready-to-use condition within two business days. 

- The contractor shall be liable for any possible robbing of kits kept at the contractor-arranged 
storage place before delivery to GSO Warehouse. 

- Costs related to disposal of welcome kit items remaining after usage shall be fully borne by 
the contractor in all cases. 

Point of contacts: 

1. Pimpitchaya Kamolnavin, e-mail: Pimpitchaya@state.gov, Tel: 02-205-5964 

2. Saowanee Boonthammo, e-mail: SaowaneeB@state.gov, Tel: 02-205-5631 

The contractor shall provide full name of delivery persons and vehicle information to process 
the embassy access request 1 day prior to the delivery date 

COR (Contacting Officer Representative): 

Parinthip Bourkom, GSO Warehouse supervisor, acts as the COR for this contract, responsible 
for following up progress of actions and the contractor’s performance to be aligned with the 
contract’s terms and conditions. 

Term of payment 

The contractor shall comply with term of payment, 30 days credit. Financial section will transfer 
the payment for the kits to the contractor within 30 days after receiving the invoice. 

 

 

 


