[image: ]





Request for Proposal (RFP)

Invitation to Tender 
	Tender Name : 
	Car Hire Service for Neem Foundation 

	Location: Dam boa and Bama Local Government Areas
	Correspondence Language(s): English

	Brief Summary Description of RFP:
[bookmark: _GoBack]Neem Foundation is a non-governmental organisation working in Northeast Nigeria. We were founded as a direct response to the challenges occasioned by the violent insurgency which has affected many people and communities in Borno, Adamawa and Yobe (BAY) States. Neem Foundation is currently planning to commence the implementation of programme that supports women and children in Bama and Damboa Local Government Areas (LGAs) of Borno State, and would like to invite your company to submit a proposal for the provision of 2 rental vehicles to Neem Foundation for a duration of 16 months as per specification below: 
Neem Foundation chooses to follow a competitive proposal process for the selection of a company which will implement the contract. We believe that competitive proposals are the only way to fairly select the best company for the job while ensuring good process and preventing collaboration and corruption. Upon receipt of the request for proposal, please read the instructions fully and prepare a proposal as described The completed proposal must be submitted to Neem Foundation  on or before July 12, 2019.




	Deadline for Submission : 
	Proposals should be received by Hand-Delivery or via Email to: 
Neem Foundation 
2 Kwa Falls Street, Maitama, Abuja, Nigeria
Attention: The Head of Procurement Unit
OR
procurement@neemfoundation.org.ng


Neem Foundation reserves the right to accept or reject any late offer
 
	Conditions

	Time Frame For Service 
	16 Months 

	Delivery Terms
	Vehicles to be delivered to Damboa and Bama, with Neem Foundation ’s logo on the vehicles.

	Locations
	Bama, Damboa

	Validity of Offer 
	60 Days 

	Starting From The Submission Date 
	In exceptional circumstances, Neem Foundation may request the vendor to extend the validity of the proposal beyond what has been initially indicated in this RFP.  The proposal shall then confirm the extension in writing, without any modification whatsoever on the proposal.  

	Pictures of vehicle 
	Essential

	Inspection of vehicle 
	To be determined by Neem Foundation 

	General Terms And Condition 
	Any contract arising out of this proposal will be subject to Neem Foundation ’s General Terms and Conditions 

	Evaluation Criteria 
	Full compliance to requirements at best price, full Acceptance of the Contract/ Contract General Terms and Conditions

	Neem Foundation  will award to:
	One Supplier

	Conditions for release of payment 
	a) Neem Foundation ’s Written Acceptance (i.e. Not mere receipt) of the outputs; and 
b) Receipt of Invoice from the Service Provider.

	Annexes To This RFP 
	Description of Services (Annex 1) 
Form for Submission of Proposal
General Terms and Conditions / Special Conditions
Non-Acceptance of any one of the Terms of the General Terms and Conditions (GTC) shall be grounds for disqualification from this procurement process.  

	Contact Person for Inquiries
(Written Inquiries Only)
	Procurement@neemfoundation.org.ng 
Any delay in Neem Foundation ’s response shall not be used as a reason for extending the deadline for submission, unless Neem Foundation  determines that such an extension is necessary and communicates a new deadline to the Proposers.



Neem Foundation invites proposals for the services described and summarized in these documents, and in accordance with procedures, conditions and contract terms presented herein. Neem Foundation reserves the right to vary the quantity of work/materials specified in the Tender Package without any changes in unit price or other terms and conditions and to accept or reject any, all, or part of submitted offers.
Standardized services offered shall be reviewed based on completeness and compliance of the Proposal with the minimum specifications described above and any other annexes providing details of Neem Foundation ’s requirements. 
The Proposal that complies with all of the specifications, requirements and offers the lowest price, as well as all other evaluation criteria indicated, shall be selected.  Any offer that does not meet the requirements shall be rejected.
Any discrepancy between the unit price and the total price (obtained by multiplying the unit price and quantity) shall be re-computed by Neem Foundation.  The unit price shall prevail and the total price shall be corrected. If the supplier does not accept the final price based on Neem Foundation ’s re-computation and correction of errors, its Proposal will be rejected.  
After Neem Foundation has identified the lowest price offer, Neem Foundation reserves the right to award the contract based only on the prices of the services in the event that the transportation cost (freight and insurance) is found to be higher than Neem Foundation ’s owns estimated cost if sourced from its own freight forwarder and insurance provider.  
At any time during the validity of the quotation, no price variation due to escalation, inflation, fluctuation in exchange rates, or any other market factors shall be accepted by Neem Foundation after it has received the quotation. At the time of award of Contract or Purchase Order, Neem Foundation reserves the right to vary (increase or decrease) the quantity of services and/or goods, by up to a maximum twenty-five per cent (25%) of the total offer, without any change in the unit price or other terms and conditions.  
Any Purchase Order that will be issued as a result of this RFP shall be subject to the General Terms and Conditions attached hereto. The mere act of submission of a Proposal implies that the vendor accepts without question the General Terms and Conditions of Neem Foundation herein attached.
Neem Foundation is not bound to accept any quotation, nor award a contract/purchase Order, nor 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. 
 Neem Foundation encourages every prospective Vendor to avoid and prevent conflicts of interest, by disclosing to Neem Foundation if any of our affiliates or personnel were involved in the preparation of the requirements, design, specifications, cost estimates, and other information used in this RFP.  
Neem Foundation implements a zero tolerance on fraud and other proscribed practices, and is committed to identifying and addressing all such acts and practices against Neem Foundation, as well as third parties involved in Neem Foundation ’s activities.  
Annex 1
	
SCORING EVALUATION


 
	Evaluation Criteria
	Weight (%)
	Possible Points  (1 to 10)
	Weight Score

	
	A
	B
	A* B

	Technical Responsiveness/ Full compliance to requirement 
	20%
	10
	2

	Model of vehicle available 
	15%
	10
	1.5

	Realistic Budget/ Price 
	20%
	10 
	2

	Past Performance with other reputable organisation 
	15%
	10
	1.5

	Outcome of due diligence 
	30%
	10
	3

	TOTAL POSSIBLE SCORE 
	100%
	50
	10



Minimum Technical Specifications 
	
	Description
	Specifications / Remarks

	1
	Type of the Vehicle 
	 Toyota

	2
	Vehicle Model 
	Sedan, People Carrier or SUV

	3
	Vehicle Year 
	From 2005 

	4
	Condition 
	Very Good Condition

	5
	Fuel Type 
	Petrol

	6
	Transmission 
	 Automatic

	7
	Other Specs
	Vehicle Insurance, Fuel and Driver Provided. Vehicle serviced every two months by Vendor.

	8
	References
	Provide a minimum of 2 references where you have provided service  similar to this tender document.






ANNEX 2
FORM FOR SUBMITTING SUPPLIER’S PROPOSAL
(This Form must be submitted only using the Supplier’s Official Letterhead/Stationery)

We, the undersigned, hereby accept in full Neem Foundation ’s General Terms and Conditions, and hereby offer to supply the items listed below in conformity with the specification and requirements of Neem Foundation as per RFP
TABLE 1:  Financial Proposal 
It is requested that each bidder shall submit its financial offer based on our terms and conditions.
The supplier must provide all costs and cost of necessary equipment and other accessories to ensure high availability of the service. The offers (bids) should be presented as per the following table:
	Item No
	Item Description
	Unit
	Qty
	Unit Cost (Naira)
	Total Price (Naira)

	1
	Vehicle Name: 
Vehicle Model: 
Vehicle Year: 
Condition: 
Colour: 
Fuel Type: 
Transmission: 
	2
	2
	
	

	
	
	
	
	
	


 
TABLE 2: Offer to Comply with Other Conditions and Related Requirements 
	Other Information pertaining to our Proposal are as follows :
	Your Responses

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

	Delivery schedule
	
	
	

	Minimum Technical Specifications
	
	
	

	After-sales services required (vehicle maintenance and servicing, fuelling and providing a driver)
	
	
	


All other information that we have not provided automatically implies our full compliance with the requirements, terms and conditions of the RFP.
___________________________________________________________________
[Name & Signature of the Supplier’s Authorized Person] 
_______________________________________________
[Designation]			[Date] 
























Neem Foundation 
General conditions of contract for services

1.0	LEGAL STATUS: 
The contractor shall be considered as having the legal status of an independent contractor vis-à-vis Neem Foundation.  The contractor’s personnel and sub-contractors shall not be considered in any respect as being the employees or agents of Neem Foundation.

2.0	SOURCE OF INSTRUCTIONS: 
The contractor shall neither seek nor accept instructions from any authority external to Neem Foundation in connection with the performance of its services under this contract.  The contractor shall refrain from any action that may adversely affect Neem Foundation and shall fulfil its commitments with the fullest regard to the interests of Neem Foundation.  

3.0	Contractor's Responsibility for Employees: 
The contractor shall be responsible for the professional and technical competence of its employees and will select, for work under this contract, reliable individuals who will perform effectively in the implementation of this contract, respect the local customs, and conform to a high standard of moral and ethical conduct. 

4.0	ASSIGNMENT: 
The contractor shall not assign, transfer, pledge or make other disposition of this contract or any part thereof, or any of the contractor's rights, claims or obligations under this contract except with the prior written consent of Neem Foundation.  
5.0	Sub-Contracting: 
In the event the contractor requires the services of sub-contractors, the contractor shall obtain the prior written approval and clearance of Neem Foundation for all sub-contractors.  The approval of Neem Foundation of a sub-contractor shall not relieve the contractor of any of its obligations under this contract. The terms of any sub-contract shall be subject to and conform to the provisions of this contract. 

6.0	Officials Not to Benefit: 
The contractor warrants that no official of Neem Foundation has received or will be offered by the contractor any direct or indirect benefit arising from this contract or the award thereof.  The contractor agrees that breach of this provision is a breach of an essential term of this contract. 

7.0	INDEMNIFICATION: 
The contractor shall indemnify, hold and save harmless, and defend, at its own expense, Neem Foundation, its officials, agents, servants and employees from and against all suits, claims, demands, and liability of any nature or kind, including their costs and expenses, arising out of acts or omissions of the contractor, or the contractor's employees, officers, agents or sub-contractors, in the performance of this contract.  This provision shall extend, inter alia, to claims and liability in the nature of workmen's compensation, products liability and liability arising out of the use of patented inventions or devices, copyrighted material or other intellectual property by the contractor, its employees, officers, agents, servants or sub-contractors.  The obligations under this article do not lapse upon termination of this contract. 

8.0	Insurance and Liabilities to Third Parties:
8.1	The contractor shall provide and thereafter maintain insurance against all risks in respect of its property and any equipment used for the execution of this contract.
8.2	The contractor shall provide and thereafter maintain all appropriate workmen's compensation insurance, or the equivalent, with respect to its employees to cover claims for personal injury or death in connection with this contract. 
8.3	The contractor shall also provide and thereafter maintain liability insurance in an adequate amount to cover third party claims for death or bodily injury, or loss of or damage to property, arising from or in connection with the provision of services under this contract or the operation of any vehicles, boats, airplanes or other equipment owned or leased by the contractor or its agents, servants, employees or sub-contractors performing work or services in connection with this contract.
 8.4	Except for the workmen's compensation insurance, the insurance policies under this article shall: 
8.4.1	Name Neem Foundation as additional insured; 
8.4.2	Include a waiver of subrogation of the contractor's rights to the insurance carrier against Neem Foundation.   
8.4.3	Provided that Neem Foundation shall receive thirty (30) days written notice from the insurers prior to any cancellation or change of coverage. 

8.5	The contractor shall, upon request, provide Neem Foundation with satisfactory evidence of the insurance required under this article. 

9.0	Encumbrances/Liens: 
The contractor shall not cause or permit any lien, attachment or other encumbrance by any person to be placed on file or to remain on file in any public office or on file with Neem Foundation against any monies due or to become due for any work done or materials furnished under this contract, or by reason of any other claim or demand against the contractor. 

10.0	Title to Equipment:
 Title to any equipment and supplies that may be furnished by Neem Foundation shall rest with Neem Foundation and any such equipment shall be returned to Neem Foundation at the conclusion of this contract or when no longer needed by the contractor. Such equipment, when returned to Neem Foundation, shall be in the same condition as when delivered to the contractor, subject to normal wear and tear.  The contractor shall be liable to compensate Neem Foundation for equipment determined to be damaged or degraded beyond normal wear and tear. 

11.0	Copyright, Patents and Other Proprietary Rights:
11.1	Except as is otherwise expressly provided in writing in the contract, Neem Foundation.   Shall be entitled to all intellectual property and other proprietary rights including, but not limited to, patents, copyrights, and trademarks, with regard to products, processes, inventions, ideas, know-how, or documents and other materials which the contractor has developed for Neem Foundation.  Under the contract and which bear a direct relation to or are produced or prepared or collected in consequence of, or during the course of, the performance of the contract, and the contractor acknowledges and agrees that such products, documents and other materials constitute works made for hire for Neem Foundation.  

11.2	To the extent that any such intellectual property or other proprietary rights consist of any intellectual property or other proprietary rights of the contractor: (I) that pre-existed the performance by the contractor of its obligations under the contract, or (ii) that the contractor may develop or acquire, or may have developed or acquired, independently of the performance of its obligations under the contract, Neem Foundation  does not and shall not claim any ownership interest thereto, and the contractor grants to Neem Foundation .  A perpetual license to use such intellectual property or other proprietary right solely for the purposes of and in accordance with the requirements of the contract.

11.3	At the request of the Neem Foundation; the contractor shall take all necessary steps, execute all necessary documents and generally assist in securing such proprietary rights and transferring or licensing them to the Neem Foundation in compliance with the requirements of the applicable law and of the contract.

11.4	Subject to the foregoing provisions, all maps, drawings, photographs, mosaics, plans, reports, estimates, recommendations, documents, and all other data compiled by or received by the contractor under the contract shall be the property of Neem Foundation ., shall be made available for use or inspection by Neem Foundation  at reasonable times and in reasonable places, shall be treated as confidential, and shall be delivered only to Neem Foundation  authorized officials on completion of work under the contract.

12.0	Use of Name, Emblem or Official Seal of Neem Foundation  
The contractor shall not advertise or otherwise make public the fact that it is a contractor with Neem Foundation, nor shall the contractor, in any manner whatsoever use the name, emblem Neem Foundation. Or any abbreviation of the name of Neem Foundation in connection with its business or otherwise. 

13.0	Confidential Nature of Documents and Information:  
Information and data that is considered proprietary by either party and that is delivered or disclosed by one party (“discloser”) to the other party (“recipient”) during the course of performance of the contract, and that is designated as confidential (“information”), shall be held in confidence by that party and shall be handled as follows: 
13.1	The recipient (“recipient”) of such information shall: 
13.1.1	Use the same care and discretion to avoid disclosure, publication or dissemination of the discloser’s information as it uses with its own similar information that it does not wish to disclose, publish or disseminate; and,
             13.1.2 Use the discloser’s information solely for the purpose for which it was disclosed.

13.2	Provided that the recipient has a written agreement with the following persons or entities requiring them to treat the information confidential in accordance with the contract and this article 13, the recipient may disclose information to: 
13.2.1	Any other party with the discloser’s prior written consent; and,
13.2.2	The recipient’s employees, officials, representatives and agents who have a need to know such information for purposes of performing obligations under the contract, and employee’s officials, representatives and agents of any legal entity that it controls, controls it, or with which it is under common control, who have a need to know such information for purposes of performing obligations under the contract, provided that, for these purposes a controlled legal entity means:
13.2.2.1 A corporate entity in which the party owns or otherwise controls, whether directly or indirectly, over fifty percent (50%) of voting shares thereof; or,
13.2.2.2 Any entity over which the party exercises effective managerial control; or,

13.3	The recipient shall not be precluded from disclosing information that is obtained by the recipient from a third party without restriction, is disclosed by the discloser to a third party without any obligation of confidentiality, is previously known by the recipient, or at any time is developed by the recipient completely independently of any disclosures hereunder.

13.4	These obligations and restrictions of confidentiality shall be effective during the term of the contract, including any extension thereof, and, unless otherwise provided in the contract, shall remain effective following any termination of the contract.

14.0	Force Majeure; Other Changes in Conditions 
14.1	In the event of and as soon as possible after the occurrence of any cause constituting force majeure, the contractor shall give notice and full particulars in writing to Neem Foundation, of such occurrence or change if the contractor is thereby rendered unable, wholly or in part, to perform its obligations and meet its responsibilities under this contract.  The contractor shall also notify Neem Foundation of any other changes in conditions or the occurrence of any event that interferes or threatens to interfere with its performance of this contract. On receipt of the notice required under this article, Neem Foundation shall take such action as, in its sole discretion; it considers to be appropriate or necessary in the circumstances, including the granting to the contractor of a reasonable extension of time in which to perform its obligations under this contract.  

14.2	If the contractor is rendered permanently unable, wholly, or in part, by reason of force majeure to perform its obligations and meet its responsibilities under this contract, Neem Foundation shall have the right to suspend or terminate this contract on the same terms and conditions as are provided for in article 15, "termination", except that the period of notice shall be seven (7) days instead of thirty (30) days. 

14.3	Force Majeure as used in this article means acts of god, war (whether declared or not), invasion, revolution, insurrection, or other acts of a similar nature or force. 

14.4	The contractor acknowledges and agrees that, with respect to any obligations under the contract that the contractor must perform in or for any areas in which Neem Foundation  is engaged in, preparing to engage in, or disengaging from any peacekeeping, humanitarian or similar operations, any delays or failure to perform such obligations arising from or relating to harsh conditions within such areas or to any incidents of civil unrest occurring in such areas shall not, in and of itself, constitute force majeure under the contract.. 

15.0	TERMINATION 
15.1	either party may terminate this contract for cause, in whole or in part, upon thirty (30) days’ notice, in writing, to the other party.  The initiation of arbitral proceedings in accordance with article 16.2 (“arbitration”), below, shall not be deemed a termination of this contract. 

15.2	Neem Foundation reserves the right to terminate without cause this contract at any time upon 15 days’ prior written notice to the contractor, in which case Neem Foundation shall reimburse the contractor for all reasonable costs incurred by the contractor prior to receipt of the notice of termination. 

15.3	In the event of any termination by Neem Foundation under this article, no payment shall be due from Neem Foundation to the contractor except for work and services satisfactorily performed in conformity with the express terms of this contract. 

15.4	Should the contractor be adjudged bankrupt, or be liquidated or become insolvent, or should the contractor make an assignment for the benefit of its creditors, or should a receiver be appointed on account of the insolvency of the contractor, Neem Foundation may, without prejudice to any other right or remedy it may have under the terms of these conditions, terminate this contract forthwith.  The contractor shall immediately inform Neem Foundation of the occurrence of any of the above events. 

16.0	SETTLEMENT OF DISPUTES 
16.1	Amicable Settlement: the parties shall use their best efforts to settle amicably any dispute, controversy or claim arising out of this contract or the breach, termination or invalidity thereof. 

16.2	Arbitration: any dispute, controversy, or claim between the parties arising out of the contract or the breach, termination, or invalidity thereof, unless settled amicably under article 16.1, above, within sixty (60) days after receipt by one party of the other party’s written request for such amicable settlement, shall be referred by either party to arbitration in accordance with the arbitration and conciliation act 2004 and uncial arbitration rules then obtaining.  The decisions of the arbitral tribunal shall be based on general principles of law only.  The parties shall be bound by any arbitration award rendered as a result of such arbitration as the final adjudication of any such dispute, controversy, or claim. 
17.0	Child Labour
17.1 The contractor represents and warrants that neither it, nor any of its suppliers is engaged in any practice inconsistent with the rights set forth in the convention on the rights of the child, including article 32 thereof, which, inter alia, requires that a child shall be protected from performing any work that is likely to be hazardous or to interfere with the child's education, or to be harmful to the child's health or physical mental, spiritual, moral or social development. 

17.2	Any breach of this representation and warranty shall entitle Neem Foundation.  To terminate this contract immediately upon   notice to the contractor, at no cost to Neem Foundation.  

18.0	Observance of The Law: 
The contractor shall comply with all laws, ordinances, rules, and regulations bearing upon the performance of its obligations under the terms of this contract. 

19.0	Sexual Exploitation:
19.1	The contractor shall take all appropriate measures to prevent sexual exploitation or abuse of anyone by it or by any of its employees or any other persons who may be engaged by the contractor to perform any services under the contract.  For these purposes, sexual activity with any person less than eighteen years of age, regardless of any laws relating to consent, shall constitute the sexual exploitation and abuse of such person.  In addition, the contractor shall refrain from, and shall take all appropriate measures to prohibit its employees or other persons engaged by it from, exchanging any money, goods, services, offers of employment or other things of value, for sexual favours or activities, or from engaging in any sexual activities that are exploitive or degrading to any person.  The contractor acknowledges and agrees that the provisions hereof constitute an essential term of the contract and that any breach of this representation and warranty shall entitle Neem Foundation to terminate the contract immediately upon notice to the contractor, without any liability for termination charges or any other liability of any kind.

19.2	Neem Foundation  shall not apply the foregoing standard relating to age in any case in which the contractor’s personnel or any other person who may be engaged by the contractor to perform any services under the contract is married to the person less than the age of eighteen years with whom sexual activity has occurred and in which such marriage is recognized as valid under the laws of the country of citizenship of such contractor’s personnel or such other person who may be engaged by the contractor to perform any services under the contract.



20.0   authority to modify: 
Pursuant to the financial regulations and rules of Neem Foundation, only Neem Foundation ’s authorized official possesses the authority to agree on behalf of Neem Foundation to any modification of or change in this agreement, to a waiver of any of its provisions or to any additional contractual relationship of any kind with the contractor. Accordingly, no modification or change in this contract shall be valid and enforceable against Neem Foundation unless provided by an amendment to this agreement signed by the contractor and jointly by Neem Foundation ’s authorized official.




Dated This __________ Day of _________________________ 20___

_____________________________________________
[Name and Signature]

Duly Authorized to Sign the Bid for and On Behalf of ________________________________________
								[Company Name]


By Neem Foundation 
____________________________________________________
[Name, Signature, Date]
_____________________________________________
 		              [Position]
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