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RFP# 5424 - Kirkuk

Name of Tender:
Provide ICT Training Services in Kirkuk City

Tender Number : 5424 - Kirkuk

Deadline Submission date :
5% of April 2024 —12 :00 PM

For further information please contact:
iragprocurement@crs.org
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Dear Sir / Madam,

CRS Irag 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
sign 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.
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RFP# 5424 - 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 (5424 - 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)
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RFP# 5424 - Kirkuk

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:
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Legal address :
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Telephone Number:
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Representative/Owner Name
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Business Certificate Registration Number:
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Tax Registration Number:
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Contract Duration:

From Mid of June till Mid of August 2024
2024 < cuaiia ) Gl s cualia (a

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:

Payment shall be after delivery, within 15
working days of receiving the correct & detailed
invoice.

Payment shall be via bank transfer monthly.

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

Do you accept payment terms?
[0 Yes
1 No
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RFP# 5424 - Kirkuk
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The quotation should remain valid for 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
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O Copy of Company’s tax registration
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O Copy of company’s owner/representative 1D
Or Passport
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O Priced, signed & stamped Attachment (1) —
Scope of Work & Financial Offer
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O Copy of Company’s bank account details in
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O Signed and stamped Attachment (2) - Code of
Conduct
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O CVs of all the proposed trainers along with
company’s profile.
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CATHOLIC RELIEF SERVICES

Attachment #1 — Scope of Work and Financial Offer
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Proposed Total
Quantity | Unit Price Proposed
(1QD) Price (1QD)

Unit Of

Description
P Measure

Training Services

Provide basic Microsoft Office training of the latest Session 54
version in Kirkuk City per the below requirements:

e Topics: Introduction about PC in one day,
two days MS Word, and three days MS
Excel.

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

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

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

e Number of Sessions per Group: Each group
will have 6 sessions. This brings the total
number of sessions to 6 X 9 = 54 sessions

e Venue: Training will be conducted
simultaneously (at the same time) in 9
venues in Kirkuk.

Additional requirement:

e Each participant must be provided with an
operating laptop during the training to
practice  on. The minimum laptop
specifications must be RAM - 8GB,
Processor — Corei5.

e Supplier will be responsible for providing
training venues, laptops plus any other
training requirements that might be
needed considering that 9 sessions will be
conducted each day for 4 days/week.

Food Services

Provide a Bite Meal of good quality including one One 1
sandwich (meat or chicken per CRS advance | Meal/person
request), salad, and soft drink, plus drinking water
provided throughout the entire training duration.

Provide coffee break (Open Buffet) with| One Coffee 1
appropriate provisions including Pastries (like mini- | Break/person
pizzas or croissants), Mini cakes, Cookies, Nuts, Fruit
(bananas and apples), Small envelopes with (Instant
coffee, 3-in-1s, Cappuccinos, Tea, and hot
chocolate), and disposable plates & cups.
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e Trainers’ Profile: The proposed trainers of the selected agency will be interviewed and assessed by
CRS before the contracting phase. The proposed trainers by the agency must have the following
minimum qualifications:

o A minimum of 2-4 years experience using adult learning methodologies in IT and MS Office
programs.

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 dealing with vulnerable and conflict-affected
communities.

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

e Agency’s Minimum Qualifications The agency applying to this consultancy must meet the following
minimum requirements:

2-4 years of experience providing training on ICT-related topics.

Demonstrated experience in providing training and development services.

A track record of successfully implementing similar programs.

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

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.

e |Important Notes:

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 the 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 to 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.

Page 6 of 6

Please stamp each page
Gladiall aed a3 A



Ccrs

CATHOLIC RELIEF SERVICES Attachment (2)

(2) Gl

;Quéﬂ\wﬁajbﬁl‘gﬁd\‘g Ot gall & gla 45 ga

el YL Sl ol Y1 cilanll e s Lind ) sa (g @i s g panall 253l sobiar (CRS JiuSul S 23e ) clars Aaliia o 3
Aid) B al e gl pe clld GNA o AiaallfAlall il el ol il 5 CRS alSal s das i Jadiil dy L) dsilail
il e (bl (e ped slia s a3 )3 ga pbaall o382 Lind ) ga (o 5 g WS L 50 ey o sinall Jlae ) A€ sa 5 A lain Y
i) (35 5 Basial) aed duali YY) saball s ¢ United Nations Global sasiall aedU allall G3laall 3 50ka (30 (oA sinsal)
(8 Al (3 iall 5 poalaall (i 4 sl Jead) dakaie ¢S] 5 « United Nations Guiding Principles and Human Rights,
¢« International Labour Organization's Declaration on Fundamental Principles and Rights at Work Je=!!
. CRS’ Policies, Procedures and L Jsexall CRS s s el jal s Clulawss ¢« ETI Base Code ETI - dsulul) &5 sadll

. Standards

e laiaY) (1

oY) @l Jé Le ¢ exploitation and abuse seluY! s JMaiuY 5 uialdl (3 jadll Jia Giopadll ST pras ;25 o
Lawin Bela) ytiay Jila aa oial) Ll ¢ 6 e g 53 51 . trafficking in persons sl )y daial) seluY)
e 18 G o e Ji paddl aily e 2y Jssal) Jaall jeal) e il (i

I I3 8 Ly cpgle 3505 e (ganail s 8elu )y IRIMY 5 pusial) i jaill 5 hoadl) dallaas giad il s o
ol eV dinl 5ol

JkY dae 5 e shall e Jaadl s a5 (5l Jaall Hlaa g Glss dileal) Jaiy) (38a las ac @

& Lle 18 gm0 JUbY) Jois o Cibaghy a8 Y Ll 15 e ad jleel JE Gl JULY) Joalis ol Calagh a8 Y e
bl e i o Apan 5 Apds Jlalas e (5 skl Jleel

bl e el e Jla i b (il s oo (3853« panas Ol dee (1Sa iy ol finly Aal S (il sl Udae @
el Jpnm sl i o pms 34 T i 3y o BBle )l A0 il Jsal) 5f cpal) 5f yanll i ial 51 3 al
i) 5 el s Gioadll DI e JS5 (ol plis 8 o Caglae e 3D G AV daliadl Gilasal 5 (pila sall
il gl 513 Ay U8 e Alaiaall A i) e il jlaall g olel o gua gall

AEEY) e il e cprdadl 5l o i) Gleay ol V) @

Ll Lo J sanall (il 8l b aile (a geaiall sail) o duelead) A gliall 4 Gally limaad) (K54 )a acy @

Agiha gl A gldl) el & N Jaadl el Hal) g e

s dasgall (2
S A€ el Y JBal s e s i Ly s el A sl 5 Sl 1 5 el 55 (il 8 paems AN @
il gl daail g 4y Ll Jay) guall

g el Bl QS Jaall da) 33 8 kil e

Y asais J1sa¥) Jan 5 badll 5 353 0 ) AS jlas @

ol e s AT A8yl pemia o) Jaall )8 e 5l Giags (e sanll 5l Gralall G g pesll Llag) i ks o
el i) ae i s e

s s (o A Sl ALl y i) djlea XS 5 Jaall (8 GBS j0 5 Slih s paand & pudl Cila gladll g dpa padll ol jia) @
AJlaxiat)

g ys ) ) @il e Lia ol Liban s bl gan J5l555 3015 Lol s ULl laal yulaa pns @
CRS Responsible Data Values and CRS 4 & siwall cllul) (ol aull oy bl é 5 (salsas alSaly
. Principles

Page 1 0of 2


https://www.unglobalcompact.org/
https://www.unglobalcompact.org/library/2
https://www.ilo.org/declaration/lang--en/index.htm
https://www.ethicaltrade.org/sites/default/files/shared_resources/ETI%20Base%20Code%20%28English%29.pdf
https://www.crs.org/about/compliance
https://www.crs.org/about/compliance
https://www.crs.org/sites/default/files/tools-research/safeguarding_policy_.pdf
https://www.crs.org/sites/default/files/tools-research/safeguarding_policy_.pdf
https://www.crs.org/about/compliance/crs-responsible-data-values-principles
https://www.crs.org/about/compliance/crs-responsible-data-values-principles

Ccrs

CATHOLIC RELIEF SERVICES Attachment (2)

(2) Gala

Lo senall ylaall 5 il 5l 5 it 80 JUEaY) Jmsy Lo ¢ QY1 5 13Y danilin el yal s A 245

Lo Jsenadll LoDl g Aaall g Al il 5l s ol @

elilatial G aaldl 5 eY) Galill g a3ty 5 Jall y gl yshaill 35a35 @

e U sexall lllaiall Jalad 3 5 45l 5 il 53 sa ol A Apuslial) 3 10Y) el ya) 5 il aladiul (e SEN o

) sall alatind o Slilatic s Shillee 8 2SI Hhaliall (o ) sgandl dilea SIS g colil ym g Slils e daiag il dleny o3 @
Al s el g ol sell b i) Gl g il (a5 g Al Ayam g A8Uall 5 48 ga COLE 3l (3e S,

e Sall Aailall Clgall (o Aadiall 3 ghall ol iall (o daall o dfise & LS ASH Ble V) ot dadaie (Y 11 e
lgally alall JULeY) cile ) ya) Cpranal (Say 4l 138 Can gy CHLaddl adia g (3 ) sall e jlad] &5 dalal) 5 dalall
leadll o addl ol WIDA (g aly 3 A A 3 laY) A Aailal)

il shad 335 Ca g g i) lanal dual 5l Ajlad) il 5 3855 Cllee o) ja) 8 @l LS KD BleY) Claas dadaie Lading
CRS .5 siaall dallaal (5 Al &y jhay couliall o) jal) RSl adarill Al gian

oke 35S clallaially ol 5V aned A83le (o olgd) 8 3ally LeudiICRS Ladias
i) 5 3l 5 Alaal) ¢ il JISET (e IS o s & 5 1 Caglaa (g @bl (1S 1)

@) DA e §34Y dlia QILICRS (b (3 e 5l A5 e skl 5 CRS = Aalall () suall Al gy oMo 43 gun 5al)
Al < gual) pa

RS SIS B Y) Ais Aaliies ) e

CRS Whistleblower: http://bit.ly/crshotline sl o
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228 W. Lexington Street
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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.

E—S faith. action.


http://www.crs.org/
http://www.unglobalcompact.org/
http://www.unglobalcompact.org/
https://www.unglobalcompact.org/library/2
https://www.ilo.org/declaration/lang--en/index.htm
https://www.ilo.org/declaration/lang--en/index.htm
https://www.ethicaltrade.org/sites/default/files/shared_resources/ETI%20Base%20Code%20%28English%29.pdf
https://www.crs.org/about/compliance
https://www.crs.org/sites/default/files/tools-research/safeguarding_policy_.pdf
https://www.crs.org/sites/default/files/tools-research/safeguarding_policy_.pdf
https://www.crs.org/about/compliance/crs-responsible-data-values-principles

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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