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RFQ INSTRUCTIONS

[bookmark: _GoBack]
FROM:
DANISH REFUGEE COUNCIL

Address 1:
MRF Quattro towers – Building A – Floor 10

Address 2:


City:
Erbil

Country:
Kurdistan Region of Iraq

Phone #:
+964 (0) 751 1692769

E-mail:



TO:
[Suppliers]

Address 1:


Address 2:


City:


Country:


Phone #:


E-mail:






    The Danish Refugee Council (DRC) with funding from the WHH hereby request you to submit price quotation(s) for the supply of the service listed on the attached Bidding Form titled Annex A- Bid Form-RFQ-IRQ-004559-Financial Accounting Staff Training .
DRC is inviting suppliers/Individuals to bid in order to train up to 40 finance staff from Assistant level to Team Leader level. DRC would like to facilitate 2 classes, each lasting 2 working days. The courses shall be implemented from DRC Country Office in Erbil, Iraq.  
Project:Strengthening financial accounting capacity amongst finance staff in DRC staff in Iraq 

Location:DRC Country Office, Erbil, KRI- Iraq	
Target: 40 staff, divided into 2 classes for 2 days each, of up to 20 employees 
Duration: 1 week (approx.)
Starting Date: Between February – March 2020

1. This RFQ document contains the following:

·  Annex A   Bid Form- 001EBL20- Financial Accounting Staff Training (fill, sign, stamp and submit).

· Annex B	DRC General Conditions of Contract for the Procurement of Service-( for your information-do not submit).
· Annex C	Supplier Code of Conduct-( for your information-do not submit).

2. The course content should meet the following:

· Enables all DRC staff attending the training to understand accounting for NGOs, allowing them to play a more active role in helping their organization achieve its objective 
· Demonstrates a DRC staffs’ understanding of financial management and accounting processes 
· Improve staff understanding of, and communication with, the finance section and work well on financial aspects of their program/project and reports
· Demonstrate that every decision made across all functions has a financial impact. 
· This workshop will help to verify that DRC staff is competent in their understanding of best financial and accounting practices

DRC is seeking interested experienced consultants/institute(s) to provide a quotation for the delivery of the above training. 
	Request for Quotation Details

	RFQ #:
	RFQ-IRQ-004559-Financial Accounting Staff Training
	Currency of Bid (3-letter code):
	IQD or USD
For your  information DRC Exchange Rate is 1 USD = 1,185.91 IQD

    


	RFQ Issuing Date:
	26.01.2020  
	Bid Validity Period (days):
	30 Days

	RFQ Closing Date:
	09.02.2020
	Required Delivery Date:
	Within 14 days from DRC Notice. Agreed upon in advance During Feb - March

	RFQ Closing Time:
	1:00 PM
	Required Delivery Destination:
	DRC Erbil Office


	Questions to the RFQ
	irq-co-rfq@drc.ngo  
	Required Delivery Terms:
	DDP (INCOTERMS 2010)




3. Requirements for the selected training consultant/institutes 
· Design the training methodology and tools in accordance with current practices, standards and DRC financial and accounting policies; to be used to conduct the training on Accounting for NGOs. 
· The final curriculum and training materials will have to be signed off by DRC Finance Manager before the beginning of the training.
· Training should include both theoretical and practical exercises
· The training provider will award a completion certificate at the time of completion of the training courses to the participants
· To provide the trainers or any additional staff, which are involved in the course, as well as cover all logistics arrangements for them to administer the course (accommodation, flights, transport, visa fees as appropriate) 
· Provide training delivery covering the following topics;
a) Financial Accounting
· Common terms used in business/Finance 
· Fundamentals of accounting 
· Understanding the role of finance and accounting in an organization
· Financial accounting cycle and double entry bookkeeping system 
· Understanding Financial Statements
· Understanding organization’s financial status 
· Financial performance and critical analysis of financial statements 

b)   Financial Administration
· Safeguarding our assets – internal control systems and procedures 
· Managing the audit process 
· Analysis and Management of Risks
· Exchange risk management

4. DRC will be responsible for:

· Venue for the training to accommodate a maximum number of 20 training participants: DRC Country Office Conference room in Erbil will be used
· Per diem and accommodation for training participants
· Projector for slides
· Lunch for trainers and participants on the days of training
· Stationary required for the course

5. Required skills and experience:
The selected trainer shall have at least 5 years’ experience in Financial Accounting as a vocation and trained as trainers. Previous experience with NGOs is preferable. MoLSA’s certification and accreditation is highly valued. Earlier work on financial training curriculum development is mandatory. Bidders must submit CVs of proposed trainers. 

6. Eligible applicants:
Participation  in  this  call  of  proposal  for  consultancy  is  open  to  any vocational training provider firm, consulting firms/ institutions, which have legal capacity to sign a contract, whose activity is directly related with the objective of the proposed consultancy, and which can prove the professional profile requested. 
Consulting firms, institutions, organizations are expected to submit: 
· Technical proposal with CVs of the proposed trainers 
         The technical proposal from any applicants will be evaluated using the following criteria: 

	Technical criteria #
	Technical criteria
	Weighting in technical evaluation
[Total 50 points]

	1
	Service Provider profile in line with ToR 
· 5 years’ experience or more – 15
· Between 3- and 5-years’ experience – 10
· Less than 3-year experience – 0. Will not pass technical evaluation 
	15

	2
	Service Provider Objective in line with DRC objectives 
· Description of service provider profile shows commitment to DRC shared value and ethos (i.e. humanitarian and recovery assistance to conflict-affected communities), CBOs, no-profit organizations – 5
· Private provider with previous experience working with NGOs, UN and other international organizations – 3
· Private provider with no engagement with humanitarian sector and civil society – 0
	5

	3
	Experience in conducting vocational training for communities in Iraq.
· Experience conducting similar finance training with humanitarian/civil society organizations in Iraq -10
· No experience conducting finance training in Iraq-0. 
	10

	4
	Proposed methodology and approach proposal are in line with ToR 
· Proposed methodology and approach are fully in line with ToR, fully articulated in the proposal, including samples – 10
· Proposed methodology and approach not fully in line with ToR but reflects main components (duration, topics, number of trainees per training, required teaching methodology) and/or not fully articulated in the proposal with no samples – 5
· Proposed methodology and approach not in line with the ToR, not even in respect to the main components – 0. Will not pass technical evaluation
	10

	       5
	Implementation Plan is feasible and in line with attached ToR

· Implementation plan is detailed, realistic and within the project timeframe as explained in the ToR –10
· Implementation plan is only top-line but appears realistic and within the project timeframe as explained in the ToR - 5
· Implementation plan is not feasible or realistic and exceeds the timeframe specified in the ToR - 0 Will not pass technical Evaluation
	10


(minimum threshold for passing the technical evaluation: 20 points)
7. Financial proposal, 
· including the budget with all-inclusive price that will be incurred to deliver the final deliverables submitted with an itemized breakdown of human resources and activity expenses. The total amount of points allocated for the financial scoring component is 50 points. The maximum number of points will be allotted to the lowest priced proposal that is opened and compared among those firms/institutions, which obtain the threshold points in the evaluation of the technical component. All other price proposals will receive points in proportion to the lowest financial proposal using the inverse proportion principle: (lower_bid price) *(fin_weighting_proportion) / (next bid price).  


	For Supplier to Complete

	             Unit/
Measure
	Quantity Required
	Unit Price per a day(each up to 20 members)

	             Total Price 

	

day
	                   4
	
	



Bid Validity Period:  ____________   (Calendar) days


I certify that I have read and understood the DRC General Conditions of Contract for the Procurement of Goods/Services and the DRC Code of Ethics. I further certify that the above mentioned company/individual has not engaged in corrupt, fraudulent, collusive, or coercive practices in competing for, or in executing, any Contracts.


Signed:          __________________________	Position: ______________________



Print Name: ________________________	Date: _______________________


8. Submission of Bid

Interested consultancy consultant/institute must submit a consultancy proposal in English (scope of activities, methodology, timelines and budget), references and examples of similar works, updated curriculum vitas of the trainer and team members,  including Annex A-Bid Form-RFQ-IRQ-004559-Financial Accounting Staff Training in a sealed envelope , clearly marked with the RFQ number and the Bidders name. The bid can be delivered directly to the tender box(DRC Office- 40 M Road, MRF Quattro, Building A Floor 10 ), mailed or delivered by courier services, or alternatively send by email to the following dedicated, secure & controlled email address: [irq-co-rfq@drc.ngo  ]

Electronic tendering procedure: 
· That the RFQ Number must be entered in the email Subject Heading Line of the Bid Submission email, failure to do this will disqualify the bid submission, as it will not be opened by the Procurement Committee.
· DRC is not responsible for the failure of the Internet, network, server, or any other hardware, or software, used by either the Bidder or DRC in the processing of emails.
· DRC is not responsible for the non-receipt of Bids submitted by email as part of the e-Tendering process.
· That bids can still be submitted to the DRC physical Tender Box (Erbil-Ankawa/Yazdanokht Street).
· Only the following types of files can be accepted via e-Tender are PDF, JPEG, TIF, or same type of files provided as ZIP files
· The maximum file size that can be attached to the Bid email. Suggest no larger than 2MB.
· If same Bidder has submit bids through e-Tender bid and a physical bid, the physical bid will take the precedence over electronic. 
· Bids containing unprotected Word, Excel, or other unprotected files that are attached in support of PDF/JPEG/TIF version of bid are acceptable. However, if no protected version of the bid is submitted, then this bid will be disqualified. In case of an inconsistency between the two, protected file will always take the precedence.
THE RFQ BID FORM CANNOT BE EMAILED TO ANY OTHER DRC EMAIL ADDRESS

The sealed envelope must be deposited into the DRC Tender Box at the address stated on page one before the RFQ Closing Date and Time. It is the Bidders responsibility to ensure that the sealed envelope is deposited into the Tender Box.

Any Bids not received on the official DRC Bid Form, or in a sealed envelope may be disqualified for non-compliance with these RFQ Instructions.
All Bids received in pencil will be disqualified.

Prices
All Bids must include all customs and taxes payable in the country of delivery unless the RFQ specifically requests a Bid is other than DDP (INCOTERMS 2010).

All Bids must be in the currency stated on the RFQ Bid Form. Bids in any other currency may be disqualified.
DRC reserves the right to correct any incorrect calculations on the Bid Form.

Validity of Offer
Your Bid must be valid for the ‘Bid Validity Period as stated on the Bid Form. Bids not meeting the Bid Validity Period may be disqualified. DRC will attempt to notify all suppliers of the outcome of their Quotations by [three days from RFQ Opening date].

RFQ Enquires
All enquires and questions should be addressed to the email given in the RFQ Detail’s section. All Q&A’s will be shared with all invited suppliers.

Under DRC’s Anticorruption Policy, Bidders shall observe the highest standard of ethics during the procurement and execution of such contracts. DRC will reject a Bid if it determines that the Bidder recommended for award, has engaged in corrupt, fraudulent, collusive, or coercive practices in competing for, or in executing, the Contract. 
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