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CATHOLIC RELIEF SERVICES

RFP# 20324 - Kirkuk

Name of Tender:
Provide Entrepreneurship Training Services in
Kirkuk City and Hawija District

Tender Number : 20324 - Kirkuk

Deadline Submission date :
20 March 2024 — 12 :00 PM

For further information please contact:
iragprocurement@crs.orq

s Uanl) ps)
Aaa gé Jles¥ Baly P SR LA PREN ﬁ.ﬁ:

daggal) pliad g & gs S

9S8 - 20324 : s\daall 3

;&.\3’3\ ;g-\_-t“\ E' . )
BN 2 12:00 — 2024 131 20

100 Jeal sl o s Sl slaall (e 3yl
iragprocurement@crs.org

Dear Sir / Madam,

CRS lIraqg Programs is looking for a specialized
training entity to provide the items/services shown in
Attachment 1 at a competitive price and high quality.

General Reguirements

1. Must be registered to conduct business and be in
compliance with federal government tax regulations in
Irag.

2. The supplier cannot provide or use any items with
origin in the Islamic Republic of Iran or produced by
Iranian companies.

3. Experience supplying International Organizations,
Non-Governmental Organizations, or large private
companies will be an advantage.

4. CRS retains the right to reject, cancel, negotiate,
amend, split, and accept any offer, without
consideration of the lowest offer.

5. This is an invitation to vendors and is not a promise
or obligation that CRS will contract with suppliers
through the submitted offers.
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Bid Requirements

Offers that do not meet the following will be

automatically rejected regardless of price:

1. Offers must be received before the stated deadline.
2. Unit prices must be provided for all line items.
Offers that only include totals will be rejected.

3. Bids must be submitted through the email address
for receiving bids. Separate bidding offers must be
submitted separately. Any missing documents may
cause the entire offer to be rejected.

4. Offers must be clean & clear. The vendor should
sigh and stamp next to handwritten corrections or
corrections made with whiteout.

5. Offers must be complete, signed on a clear date,
and stamped on all pages.

slanl) ¢ da cila glza

) o QRIN (aiy o) Ja g pddly a L Y slae of (b Aty g

Jl danal) i gl g g 1) 2y 2ty atha (g (b ) Al 1
CigUaall

Alng cdaa o 588 of aly JSI GiESE () g ) i L2
PAt "JLAAY‘ uk‘ g5l ‘_,ﬂ\ SifpUanl) (a8

waaiall g A &l DA (e pa gl gl g 3
aiial) clablial) (ag e ﬁm g Giglaal) eﬁu‘i
b ) B 83 ghka Cilaiiuna o quanii 3B Juadia ISy
Adasy )

A g &l gl cang Aol g9 AdET 068 O g Q29 Al L4

e gaaall alb aladiuly g (g st gl ol (e b

dad ga el gal) grad (0 ALalS Qg all sSi Gl e 5
cladall g e da gida g gl g gl

Page 1 of 10

Please stamp each page
Gladiall aed a3 A



mailto:iraqprocurement@crs.org
mailto:iraqprocurement@crs.org

faith.
&, action.

CATHOLIC RELIEF SERVICES

RFP# 20324 - Kirkuk

Bid Delivery Instructions:

Complete, stamped and signed offers can be
submitted by email to CRS-1Q-Tenders@crs.org
as a PDF file. Email must indicate the number of
tender which is (20324 - Kirkuk) or the offer will
be excluded. The file should not exceed 15 MBs
and the company biography should not exceed 10
pages.
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Past Performance / References List

Name of Client | Description of | Contact Information | Contact Information | Duration/Period
Service of Client of Client of Service
Provided (Name, Title) (Email, Phone)
Page 2 of 10

Please stamp each page
Gladiall aed a3 A



mailto:CRS-IQ-Tenders@crs.org
mailto:CRS-IQ-Tenders@crs.org

faith.

JCRS =on RFP# 20324 - Kirkuk

CATHOLIC RELIEF SERVICES

Please fill in the required information below and sign and stamp this page. NOTE:
Filling this table completely and providing copies of the required documents
mentioned is MANDATORY. Offers that do not include this table or have incomplete
information or missing attachments will be rejected.
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Company’s legal name:

P CgnA e-w\
Legal address :
sl o) glad)
Telephone Number:
:L_ESLQJ\ eﬁ)

Email:
1A IASNY) 3l Gl gis

Representative/Owner Name
s fiaal) / dlllal) ausd

Business Certificate Registration Number:
s bard) Balgds S o8

Tax Registration Number:
e pall Jaaadl) a2

Do you have partnerships with any other entities
(such as shared management/staff/office/bank
account)? Do you cooperate with any other entities
in preparing offers or providing goods or services?
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If the answer to the previous question is yes, please
provide details here including the names of partner

entities.
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Payment Terms: Do you accept payment terms?
Payment shall be after delivery, within 15 1 Yes

working days of receiving the correct & detailed J No

invoice.

Payment shall be via bank transfer or bank
cheque in rare cases.

Payment shall be made upon verification and
acceptance of goods/services per contract and after
submission of the correct & itemized invoice by the

contractor.
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RFP# 20324 - Kirkuk
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The quotation should remain valid for a period of
at least ninety (90) days from the submission
closing date.
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Do you accept quote validity terms?
1 Yes
] No

Please ensure that these attachments are included
in your submission plus any technical
requirements included in Attachment#1.
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O Copy of Company’s business registration
A8 ) Saaadi Balgds (pa Al
O Copy of Company’s tax registration
A il o udal) Joaal) Balgedi Oy Al
O Copy of company’s owner/representative 1D
Or Passport
adall) gl AS ) dliLal Jad) ) ga o) Asila o) ABUad) (e Al
oA giall
O Priced, signed & stamped Attachment (1) -
Scope of Work & Financial Offer
B3ay n — Ml Gl all g el Jgaa / (1) a2, Galal
pyiday
O Past Performance / References List
ALl JasY) aa) pa daild
O Copy of Company’s bank account details in
IQD
° GBlad) Lty A il Sl Gluald) e 43
O Signed and stamped Attachment (2) - Code of
Conduct
poida s adga — dglad) o) 8 A gaa / (2) B Galal
O CVs of all the proposed trainers specifying their
roles as either primary or secondary. CRS
reserves the right to decide if a backup trainer
should be primary and vice versa according to
their assessment of each trainer.
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Signature

sl

Date
@ sl
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Attachment #1 — Scope of Work and Financial Offer
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1. Purpose of Consultancy

CRS Iraq is seeking the services of a training agency to support the second cohort of its Shared Future Livelihoods
programming in Kirkuk governorate by delivering training on entrepreneurship to 225 participants and conducting follow-
up coaching activities. CRS will organize 9 groups of trainees, each consisting of 25 participants. Six of these groups will
be located in the Hawija district, while the remaining 3 groups will be in Kirkuk city.

The selected training agency will deliver entrepreneurship training with topics covering business start-up processes, market
assessments, marketing strategy, customer service, financial management and others, as described in detail in the
deliverables. The training comprises 32 individual sessions, spread across 8 weeks, with each session lasting 3 hours.

A four-month coaching period will follow, where participants will receive support in setting up or scaling up their
businesses. The coaching period includes coaching phone calls, coaching site visits, and monthly group coaching sessions.

The contract will span 10 months. Throughout the consultancy, the agency is expected to participate in regular weekly
meetings with CRS staff members, attend After-Action Review (AAR) events, engage in Training of Trainers (TOT)
events before the commencement of each activity, and contribute to CRS reporting efforts by submitting regular reports
and collaborating on online documents.

2. Expected Activities

While the tangible deliverables of the selected agency will be the delivery of training and provision of coaching services,
throughout the duration of the contract, the agency will be expected to attend many activities and meetings and conduct
desk review of technical documents. Activities will include but will not be limited to:

1) Orientations: CRS will arrange orientation meetings for the agency’s trainers and management members on the

following topics:
a. Shared Future Livelihoods
b. Security
c. Safeguarding
d. Accountability

2) Desk review of technical documents, including but not limited to:
a. Technical Training curriculum and outline (PPT slides and facilitation guides)
b. Business Development Plan template and other templates that training participants will be expected to
fill out.

c. Technical guidance documents and tools on the coaching process

3) Regular Meetings: the agency management and trainers will be required to attend regular virtual and/or in-person
weekly meetings with their CRS counterparts to discuss progress, challenges, and upcoming plans. Minutes of
these meetings will be shared with time-bound actions. The designated focal point of the agency might have one-
on-one check-ins with CRS’ Project Manager.

4) Training of Trainers (ToT) Events: CRS organizes ToT events before the start of the technical training and the
coaching stage. The agency’s staff members who are working under this consultancy will be required to attend
these ToT events in order to gain a better understanding of the technical guidance of each activity. The ToTs are
expected to be conducted in Kirkuk city.

5) Reflection and Learning Events: CRS holds After-Action Review meetings after the completion of each major
activity in order to identify successful practices that CRS should continue, and areas where improvements can be
made to enhance the quality of future activities. Similarly, CRS might organize other reflection or call-for-
feedback meetings on an ad-hoc basis according to the requirements of the project. The attendance of the agency’s
trainers and managers in these meetings are crucial to enhancing the quality of CRS’ programming.

6) Curriculum Revision: As CRS adopts a continuous-learning approach, the curriculum for the technical training
undergoes annual revisions, incorporating feedback and aligning with recent trends. Trainers from the agency
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will be requested to join a task force responsible for these revisions for phase Il cohort 111 that expected to take
place in March or April 2025. The task force convenes regularly, reviewing reports and feedback to make
informed decisions on appropriate updates to curriculum materials.

7) Reporting: The agency is expected to submit weekly reports to CRS outlining achievements and challenges.
Additionally, the agency is expected to contribute to CRS’ reporting efforts by sharing data on participant
attendance, completion progress of business development plans, progress of coaching activities, and any other
information requested by CRS.

8) Other: The trainers will support the Shared Future management with other tasks as assigned during the
consultancy.

3. Estimated Timeline

CRS expects the key activities of the second cohort to commence on the estimated dates outlined in the table below. While
the table below outlines the planned sequence of activities of the entire next cohort, the contractor’s responsibility is limited
to delivering the second and fifth activities only, namely the Technical Training and Coaching. The other livelihoods
program activities are included in the table to illustrate crucial components of the overall program flow.

# | Activities Duration Estimated Timeline

1 | Technical Training ToT 5 Days End of May 2024

2 | Technical Training 8 Weeks Mid of June - Mid of August 2024

3 | Grant Distribution 1-3 Days Early September 2024

4 | Coaching ToT 2 Days Mid of September 2024

5 | Coaching 4 Months Late September 2024 - Mid of January 2025
6 | MAG Distribution 1-3 Days Early December 2024

Important Note: These dates are estimates and may be subject to changes.

4. Deliverables

DELIVERABLE 1: Train 225 participants on Entrepreneurship as per the details below:

o Duration of training: 32 Sessions, distributed over 8 weeks, each session being 3 hours long.

o During a force majeure where in-person trainings cannot be conducted, the agency must be able to
shift to delivering training sessions virtually. The training agency must secure the online tools and
licenses needed to conduct these virtual sessions effectively, and guide the participants to using these
tools.

e Size of each training group: 20-25 participants

e Number of trainers needed:

o Nine Primary Trainers: each trainer will be assigned to one training group. Trainers cannot be exchanged
between the groups and one consistent trainer must stay with their group from the start of the training
until the end of the coaching stage.

o Backup Trainers: The agency must have four backup trainers available to cover for the primary trainers
in case the primary trainer is unable to deliver the training on the scheduled day due to an urgent situation.
The backup trainers cannot be used more than 3 times for each training group throughout the duration
of the technical training unless this request is raised to the Shared Future management team and prior
approval by CRS is obtained.

e Curriculum Materials: These will be provided by CRS. However, it will be the responsibility of each agency
trainer to fully familiarize themselves with the curriculum and the technical guidance through a desk review of
the curriculum materials, and attendance of TOT events and regular meetings that are scheduled by CRS.

e Curriculum topics: CRS’ entrepreneurship curriculum revolves around the following themes:

o Introduction to entrepreneurship concepts and soft skills

o Information and Communication Technology (ICT)
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Marketing

Sales

Resource Planning

Financial Management

o Key concepts in Business Management

e Filling out the Business Development Plan (BDP) and other forms: The trainers need to make sure all
participants fill in the BDPs regularly throughout the training period when the relevant topics are covered. The
trainer must provide the required guidance and instructions needed for the participants to finalize the business
plans and submit them to CRS in a timely manner. Additionally, the participants will be required to fill other
forms as part of the requirements of the training for market research and other purposes. The training agency must
guide the participants and ensure they are filling out these forms correctly.

e Collaboration with CRS counterparts: The trainers need to collaborate with the following staff members from
CRS who will be present during all of the activities:

o Project and Field Officers: will be present at all times to monitor the quality of the training and provide
technical support and feedback to the trainers.

o Community Mobilizers: will support the logistics of the sessions, take photographs, and ensure
attendance sheets are filled out.

e Trainer Profile: The proposed trainers of the selected agency will be interviewed and assessed by CRS prior to
the contracting phase. The proposed trainers by the agency must have the following minimum qualifications:

o A minimum of 3-4 years’ experience using adult learning methodologies in entrepreneurship or similar
topics.

o Must have an official Training and Development License or Certification, a Training of Trainers (ToT)
License or Certification is an advantage/preferred.

o Must have experience in delivering training and capacity building to youth and be familiar with youth
development concepts.

o Must have a proven understanding of the profile of micro, small, and medium enterprises in Kirkuk
governorate, in terms of size, registration, experience, skills, knowledge, and effective outreach methods,
as well as an understanding of challenges and critical gaps faced by different profiles of business across
different sectors.

o Must have a proven understanding of dealing with vulnerable and conflict-affected communities.

o Full professional Arabic language proficiency is required as the trainings will be delivered in Arabic

language.

O O O O

DELIVERABLE 2: provide follow-up coaching support to the training participants as per the details below:

e Duration of Coaching Stage: 4 months, starting immediately after the participants receive their business grants.
e Coaching Activities:

o Coaching Phone calls: each month, the agency will call each participant on the phone to schedule an in-
person coaching visit and ask some basic monitoring data. The information recorded from the phone call
is recorded in a tool that will be provided by CRS. The calls should be made in the first week of each
coaching month, and the schedule of visits needs to be shared no later than the end of the first week.

o Coaching Site Visits: each month, the agency will visit each participant at the site of the business they
have established to provide coaching support. The agency’s trainer will be asking questions and
troubleshooting the participants” challenges based on technical guidance and tools that will be shared by
CRS. The coaching visits should be conducted during the second and third weeks of each coaching
month. At the end of the third week, the forms must be delivered to CRS.

o Monthly Group Coaching Sessions: at the end of each coaching month, all participants will get back
together in their groups to receive a group coaching session. The aim of these sessions is to allow
participants to exchange their experience and challenges from starting their businesses. Each trainer must
facilitate this coaching session once a month for their designated training group.

e Coaching Tools: These will be provided by CRS. However, it will be the responsibility of each agency trainer to
fully familiarize themselves with the coaching tools and the technical guidance through a desk review of the tools,
and attendance of the coaching ToT events and regular meetings that are scheduled by CRS.
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6.

Market Adaptation Plan (MAP): the agency trainers, during the Group Coaching Session, must explain the
guidance for filling the MAP and follow up and coach each participant to fill this form correctly and in a timely
manner.

Collaboration with CRS counterparts: the trainers need to collaborate with the following staff members from
CRS who will be present during the coaching visits and Group Coaching Sessions:

o Project and Field Officers: they will be present at all times to monitor the quality of the visits and sessions
and provide technical support and feedback to the trainers.

o Community Mobilizers: they will be taking photographs, monitoring grant expenditure, and collecting
invoices from the participants.

Important considerations

o Each trainer must provide coaching support to the same training group that they had trained during the
technical training.

o The designated trainer conducting visits for each participant must remain consistent throughout all
interactions. No substitutions or changes are permitted to ensure effective tracking of participant
progress.

o  Coaching phone calls must be made with participants during working hours only.

Logistics

Training venues: CRS will be arranging the training venues in Kirkuk city and Hawija district with the venues
it has contracts with. The venues will provide coffee break service and lunch meals when necessary.

Stationery and IT equipment: These will be provided by CRS in each training venue which will include pens,
sticky notes, flipcharts, speakers, projectors (data show) and other relevant materials. However, it is the
responsibility of each trainer to bring their own laptop and ensure that it can connect and work with the venue’s
IT devices.

Transportation: The agency will be completely responsible for all the transportation of its trainers and staff
members to and from the training venues, CRS offices, hotels, and coaching visit sites, etc.

Accommodation: It is the agency’s responsibility to provide accommodation for its staff members whenever
there is an event inside of Kirkuk; however, if any event was conducted in Erbil, then CRS will cover the
accommodation accordingly.

ICT Training PCs: The training agency is responsible for providing laptops to each participant during the
training to practice on the minimum laptop specifications must be RAM — 8GB, Processor — Coreib5.

Payment Schedule/Invoices

The agency will submit their invoices to the Kirkuk Project Manager on a monthly basis from the start of the consultancy
period. The deliverables will be approved by CRS lIraq before the payment is processed which usually take between 2-4
weeks. The final payment method and number of payments will be determined and finalized upon a discussion with the
selected trainers.

7.

Agency’s Minimum Qualifications

The agency applying to this consultancy must meet the following minimum requirements:

3-4 years of experience providing training on entrepreneurship and coaching small and medium enterprises.
Demonstrated experience in providing training and development services.

A track record of successfully implemented similar programs.

Sufficient resources, including staff, facilities, and technology, to manage and execute the entrepreneurship
training program.

The training agency should demonstrate a clear and effective training methodology and familiarity with
interactive and participatory training techniques.

The agency should be a legally registered entity with the appropriate business licenses.

Positive references from previous clients or organizations that have utilized the agency's services.

Adherence to ethical standards in conducting business.

Commitment to maintaining confidentiality of sensitive information shared during the training.
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Preferred Qualifications/Requirements: The agency's main area of focus should be entrepreneurship and
livelihood-related services.

Required Attachments

Agency’s Profile
Previous similar work experience including official references.
Legal Authorization to work in the country.

Important Notes:

Number of Sessions: Please be informed that the number of sessions might be slightly changed later
on.

All-Inclusive Cost: The total cost should be “all-inclusive” and cover all costs that are the
responsibility of the agency including travel, supplies, details prescribed earlier, and any required
insurance and taxes.

Assessment of Agency and its trainers: CRS will review the qualifications of the agency and its
trainers who have applied for this consultancy. CRS reserves the right to interview trainers, request
supporting documentation or conduct reference checks with previous employers/clients for experience
and expertise or request additional information or documentation that could facilitate the selection.

Commitment and availability of Trainers to the project: The trainers from the contracted agency
are required to be fully committed and available for the entire duration of the contract. For due
diligence, the agency must provide CRS with copies of each trainer's contracts, verifying their
dedication and availability. Any trainer employed elsewhere should furnish supporting documentation
from their employer to confirm their availability throughout the contract period.
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Financial Offer

g.!l.d\ uad)
—_— Unit of Proposed Unit | Proposed Total
Item Description Measure | O Price IQD Price IQD

Deliver Technical Training sessions as per the
details below:

e Duration of session: Each training
session will last for 3 hours.

e Frequency of sessions: Sessions will be
held 4 days per week.

e Duration of Training: The training will
span 8 weeks. Session 234

e Number of Sessions per Group: Each
group will have 26 sessions.

e Number of Groups: There will be a total
of nine groups, each group has 25
participants in average.

e Venue: Training will be conducted
simultaneously in 9 venues, 3 in Kirkuk
and 6 in Hawija.

Each trainer will deliver coaching sessions to
the same 25 participants passed the technical
training as per the details below:

e Frequency of coaching:

o One phone call to each participant
every month within W1 of the month.

o One site visit to each participant's
business location in Kirkuk city and
Hawija district every month within W2
& W3 of the month.

o One Group Coaching Session for each
training group once a month within
W4 of the month.

e Coaching Period: 4 months. Month 4

e Number of Groups: There will be a total
of nine groups, each group has 25
participants in average.

e Number of participants for each
trainer: Each trainer to be responsible to
provide coaching support to 25
participants.

e Venue:

o Phone calls: Remotely

o Site visit: in person

o Group coaching: in CRS venues in
Kirkuk and Hawija.
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SUPPLIER / SERVICE PROVIDER CODE OF CONDUCT

Catholic Relief Services (CRS) has committed to the principles of responsible sourcing and we expect our

suppliers and service providers to fully follow the applicable contractual obligations to include CRS terms
& conditions, local and relevant/otherwise applicable laws and to adhere to internationally recognized
environmental, social, and corporate governance standards. We also expect our suppliers to implement
these standards with their suppliers and subcontractors, as inspired by the United Nations Global
Compact initiative, the United Nations Guiding Principles and Human Rights, the International Labour

Organization's Declaration on Fundamental Principles and Rights at Work, ETI Base Code, and applicable

CRS’ Policies, Procedures and Standards.

1) SOCIAL

Prohibit all forms of harassment, sexual harassment, exploitation and abuse, including sexual
exploitation and abuse, and trafficking in persons.® All sexual activity with a child, defined as
person under the age of 18 years, is considered sexual abuse regardless of local age of consent.
Have mechanisms in place to actively prevent, address, and respond to harassment, sexual
harassment, exploitation and abuse, including sexual exploitation and abuse, and trafficking in
persons.

Support the protection of internationally proclaimed human rights and prohibit forced, bonded,
and involuntary labor and child labor.

Do not recruit or employ children under the age of 15 years. Do not recruit or employ children
under 18 years for work that is mentally or physically dangerous or interferes with schooling.
Treat employees with dignity and respect and supply a workplace that is safe and hygienic,
complies with national laws, and is free from discrimination on the basis of race, gender, age,
religion, sexuality, culture or disability.

Provide accessible and confidential reporting mechanisms for employees and other
stakeholders to report concerns or suspicions of any forms of harassment, abuse and
exploitation described above and potentially unlawful practices by management or employees.
Commit to protecting reporters or whistleblowers from retaliation.

Uphold the freedom of association and the right to collective bargaining as set out within
applicable laws.

Ensure wages and working hours meet national legal standards.

2) GOVERNANCE

Abide by all applicable national and international trade laws and regulations including but not
limited to antitrust, trade controls, and sanction regimes.

Consider business integrity as the basis of business relationships.

Prohibit all types of bribery, corruption, money laundering and terrorism financing

Forbid gifts to private or public officials that aim to influence business decisions or otherwise
encourage them to act contrary to their obligations.

Respect the privacy and confidential information of all your employees and business partners
as well as protect data and intellectual property from misuse.

Have data protection and managements standards in place that address data collection,
safeguarding, sanitation and disposal. The data owner is aware of the data provision terms and
conditions and supplies consent as per CRS Responsible Data Values and Principles

Implement a proper Compliance Management policy and procedure, which facilitate
compliance with applicable laws, regulations, and standards.

1 Refer to pages 6 and 7 of CRS’ Policy on Safeguarding for further details on prohibited exploitative conduct, including procurement of
commercial sex, employment practices, and relationships with beneficiaries that are exploitative or abusive.
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3) ENVIRONMENT

Follow all applicable environmental, health and safety regulations.

Promote the safe and environmentally sound development, manufacturing, transport, use and
disposal of your products.

Ensure by using proper management policies and procedures that product quality and safety
meet the applicable requirements.

Protect your employees’ and neighbors’ life and health, as well as the public at large against
hazards inherent in your processes and products.

Use resources efficiently, apply energy-efficient and environmentally friendly technologies and
reduce waste, as well as emissions to air, water, and soil.

Because CRS is a recipient of numerous grants or contracts provided by governmental, public, and
private donors, all suppliers and service providers are hereby notified that other donor-specific
compliance measures may be included in the legal instrument through which goods or services are
procured.

CRS reserves the right to conduct due diligence audits or assessments to ensure your compliance and
will take reasonable steps to investigate or otherwise take appropriate action to address concerns. CRS
reserves the right to terminate any relationship for non-adherence to the above mention requirements.

Should you have any concerns or suspicions of any forms of harassment, abuse and exploitation
described above and in CRS’ Safeguarding Policy, illegal or improper conduct, CRS requires you to report
through any of the following channels:

CRS Management

CRS Whistleblower site: http://bit.ly/crshotline
Email: alert@crs.org

Phone/Skype: 1-866-295-2632

Mail: (mark “Confidential")

Attention: General Counsel

Catholic Relief Services

228 W. Lexington Street

Baltimore, MD 21201

Ensuring the principles of sustainable development in our supply chain is important to CRS. We hope
that as our partner you show your commitment via compliance with your own code of conduct or
company policies that embrace these standards.

In accepting business from CRS in the form of a purchase order, contract, or agreement, you are
implicitly accepting your organization’s roles and responsibilities outlined in this document.
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