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4INigerian Red Cross Society

To:
Attention:
Address:


Request for Proposal for Framework Agreement for the following: RFP Number: RFP-NRCS-ADMIN-23-0*

ALL OFFERS IN SEALED ENVELOPE MUST BE SUBMITTED TO THE LOGISTICS OFFICE
OFFERS NOT SUBMITTED AS SUCH MAY NOT BE CONSIDERED

If you do not receive all pages, please contact us immediately. Thank you

Background: Nigerian Red Cross Society (Plot 589, TOS Benson Crescent, Opp Ngozi Okonjo Iweala Way, Utako District - Abuja) is looking for reputable organizations that specialize conferencing and hospitality services for the period 2023-2025

Conferencing and hospitality services for the period 2023-2025, ie 24 months service Agreement which is renewable for 24 months depending on supplier’s performance. 

Specifications: refer to the pricing Template enclosed. (Annex 4).

Payment Terms: NRCS standard payment terms are 30 days after delivery of goods/services & billing documents in good order.

We hereby solicit your proposal for the provision of the following services as per our requirements;

1. Conferencing and hospitality services, please prepare and submit a technical proposal according to the guidelines provided in the Pricing Template. Annex 4.

2. The Request for Proposal (RFP) consists of the following Annexes;
a. Annex 1: NRCS terms and Conditions for service contracts
b. Annex 2: Supplier registration Form
c. Annex 3: Request for proposal
d. Annex 4: Pricing Annex
e. Annex 5: declaration of interest

3. The following is the time schedule that NRCS seeks:

	RFP Launch Date
	31st July 2023

	Deadline for seeking Clarifications
	8th August, 2023

	Deadline for submission of sealed bid
	8th August, 2023


4. NRCS reserves the right to invite shortlisted service providers to present their company profile at our office in Plot 589, TOS Benson Crescent, Opp Ngozi Okonjo Iweala Way, Utako District – Abuja for better understanding of the companies professional and financial background and capacity in providing ticketing service.

5. The NRCS terms and conditions Annex 1 will form part of the contract should we accept your offer

6. Kindly note that withholding tax will be deducted on All transaction and NRCS will remit it to the Nigerian government

	NO.
	ITEM SPECIFICATION
	UoM
	QUANTITY

	1
	Room Accommodation with complimentary breakfast 
	night
	1

	2
	Hall hire for 50pax capacity with public Address system, Internet and projector
	Day
	1

	3
	Hall hire with 100pax capacity with public Address system  Internet and projector
	Day
	1

	4
	Hall hire for 150pax capacity with public Address system  Internet and projector
	Day
	1

	5
	Hall hire for 200pax capacity with public Address system  Internet and projector
	Day
	1

	6
	Hall hire for 500pax capacity with public Address system  Internet and projector
	Day
	1

	7
	Buffet Lunch  with Water
	PCS
	1

	8
	AM Tea break
	PCS
	1

	9
	PM Tea break
	PCS
	1



7. This RFP does not commit National Society to award a contract or to pay any costs incurred in the preparation or submission of offers, or costs incurred in making necessary studies for the preparation thereof, or to procure or contract for services or supplies. The NRCS reserves the right to reject any or all offers received in response to this RFP and to negotiate with any of the proposers or other firms in any manner deemed to be in the best interest of the National. It also reserves the right to negotiate and award separate or multiple contracts for the elements covered by this RFP if any combination it may deem appropriate, in its sole discretion; modify or exclude any considerations, information or requirements at any stage of procurement process, including during negotiations with proposers/service providers.

8. Proposers/service providers must provide all requisite information and clearly and concisely respond to all points set out in this RFP. Please present your proposal and quotation accordingly and sequentially. Offers that do not fully and comprehensively address the RFP will be rejected. Kindly note that unnecessary brochures not solicited for that provide beyond sufficient information are not encouraged. Proposals should be effectively prepared and organized according to the guidelines provided.

9. The normal terms of payment of Nigerian Red Cross Society are within 30 days of satisfactory delivery of goods or services and documents in apparent good order. Proposers must therefore clearly specify in their offers the payment terms being offered, if different from these

10. Selection criteria

	Selection criteria
	confirm

	Price

	

	Complete NRCS documentation eg. SRF, CAC, TAX clearance
	

	Previous experience with INGO eg IFRC, ICRC, UNHCR

	

	Confirm the reservation timeline

	

	Copy of 3 references

	


11. Required documents
a. Supplier Registration Form
b. Bank solvency letter & certified bank statement for 1 year.
c. Audited Accounts for the past 3 years 
d. Valid Business License
e. Valid tax compliance certificate
f. Hospitality Association Certification 

12. Guidelines for Submission of proposals;
[bookmark: _GoBack]A single package with two (2) different sealed envelopes comprising of complete, clearly marked Technical Proposal (TP) and Financial Proposal (FP), must be submitted with all documents to our office latest by 8th August, 2023 at 12pm prompt to the following address:

RFP-NRCS-ADMIN-23-0*: “Conferencing and hospitality services”

Procurement and Logistics Unit
Nigerian Red Cross Society
589 T.O.S Benson Crescent, Off N. Okonjo Iweala Way, 
Utako, Abuja,

Offers not addressed and sent as such will not be considered.
Please note that no pricing information must appear on the cover page.
The offer must include the date, signature, name, telephone, title, email address of the authorised representative of the firm submitting the proposal including the firms mailing address.
Include terms of payment including early payment discounts, if any.
All proposals must be submitted in English language.
All offers must be accompanied by the completed attached Annex for the Technical Proposal (TE).
Any offers received after the stated closing date and time or those not complete may be rejected.

GENERAL CLAUSES:
· Except where expressly varied in this contract, Buyers Terms and General Conditions attached hereto will apply (Annex 1).
· All or None Clause: NRCS reserves the right to accept whole or part of your offer or reject whole or part of your offer, and the lowest bid need not be accepted without providing any reason. 
· Should your offer be accepted, you will be required to sign and return a formal agreement confirming your acceptance.
· NRCS reserves the right to make regular market comparisons of other service provider/s to ascertain that we are receiving the best and most competitive price.
· The service provider/s shall maintain true & correct records in connection with the services to be performed to the NRCS.

LIQUIDATED DAMAGES: 
Delivery of goods/services after the agreed delivery schedule will be subject to deduction of damages from the invoice at 0.1% per day up to maximum 10% of the total order value. 

CODE OF CONDUCT CLAUSE:
Principles of Conduct Clause: Suppliers seeking to work with NRCS shall respect the following principles:
1. Business Ethics: Supplier is expected to maintain the highest degree of business ethics when working with the NRCS. 
2. Transparency of information provision: Supplier shall not be involved in any fraudulent activities, misrepresent information or facts for the purpose of influencing the selection and contract awarding process in its favour. 
3. Fair competition: Supplier shall not be involved in any corrupt, collusive or coercive practices.
4. Officials not to benefit: The Supplier represents and warrants that no official of the NRCS has been, or shall be, admitted by the Supplier to any direct or indirect benefit arising from this Request for Quotation, Purchase Order / Contract or the award thereof. The Supplier agrees that breach of this provision is a breach of an essential term of this Purchase Order/Contract.
If at any time during the registration or procurement process the NRCS determines that the supplier is in violation of the above-mentioned principles, that supplier’s request for registration or bid may be rejected as ineligible.  All costs in relation to the cancellation of contracts shall be borne by the supplier.

REMARKS:
The standard payment terms of NRCS are within 30 days of satisfactory delivery of services and documents in good order. The supplier must therefore clearly specify in the quotation the payment terms being offered if different from NRCS terms.
Invoicing: NRCS will be invoiced on a monthly basis for all services provided that took place in the previous month.

Validity:
Your offer must remain valid for 120 days during which period if chosen, the NRCS will establish a Framework Agreement for 12 months with a possible extension.

             Enquiry:
             Contact: procurement@redcrossnigeria.org; 
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