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RFQ No.: PR/MCF/006
Date: Aug 24th,2025 
Request for Quotation (Call for Trainer)
Overview on KAPITA 
KAPITA Business Hub (Mehwar Alamal for Business Management Development and human resource training company) is a private sector development Company that aims to empower small and medium-sized enterprises (SMEs) through investment, research, incubation/ acceleration, and market development programs.
KAPITA Company (Herein referred to as KAPITA) is pleased to invite prospective bidders to submit a quotation for five-months agreement under KAPITA’s terms and conditions contained herein, for the provision of services described.
1. Overview on program:
-	Empowerment Lab:
The objective of this project is to effectively recruit and empower youth by equipping them with the necessary skills and knowledge to thrive in the job market. By matching participants with suitable job opportunities, the project aims to ensure their readiness and compatibility with the market's demands.
This project presents a transformative opportunity for ambitious youth to embark on a journey of personal and professional growth. It aims to empower them with the essential skills and tools needed to thrive in the competitive job market. By providing comprehensive training and support, the project equips participants with the necessary capacity to excel and prepares them for successful career opportunities. These initiatives also aim to enhance gender equality and create opportunities for women to thrive in the labor market.
Scope of the required services:
The bellow requested trainings will be delivered to the participants under Empowerment Lab.  By providing these services, we anticipate that this will be an added value to the participants and there businesses by having a significant improvement as well.

Business Development Specialist Trainers (Freelancers or firms) are solicited to submit their offers and CVs in response to this RFQ (Call for Business Development Specialist Trainers) and the training topics laid out below: 
· The training agenda should be developed according to the needs of the participants.
· The Service providers/bidders (specialized trainers) can apply for all training topics they are interested in and specialize in:
· Trainer responsibilities:
· Developing training materials based on startups need (Agenda, Presentation, Tasks)
· Providing 4-6 hours training per day (see below table)
· Providing post-training support for participants on reviewing training tasks (if needed)



Table 1
	Main
	Subject
	Expected No. of days

	Communication Skills
	This session aims to:
· Develop participants’ ability to communicate clearly and effectively in different professional contexts.
· Strengthen active listening, verbal, and non-verbal communication skills.
· Enhance confidence in expressing ideas and engaging in discussions.

· 
	2

	 
	 
	 

	Critical thinking and design thinking
	This session aims to:
· Strengthen problem-solving abilities through structured thinking approaches.
· Introduce participants to design thinking as a tool for innovation and human-centered solutions.

	2


	 
	 
	 

	Personal branding
	This session aims to:
· Help participants understand and develop their personal brand for career growth.
· Equip them to present themselves professionally in-person and online (LinkedIn)

	1

	
	 
	 

	Microsoft office
	This session aims to:
· Build proficiency in essential Microsoft Office tools for workplace productivity.
· Apply MS Word, Excel, and PowerPoint in practical business contexts.

	3

	 
	 
	 

	Basic Project Management
	This session aims to:
· Introduce project management fundamentals for workplace readiness.
· Equip participants with tools to plan, execute, and monitor small projects.

	2

	 
	 
	 

	 
	 
	 



2. Payment Method:
2.1 The due payments will be according to the payment request/Invoices from the Service providers/Suppliers based on the approved services delivered to KAPITA. 
2.2 The requested payment will be made within 5 working days after the receipt of the original signed and stamped invoice, and after Kapita has verified the delivered services.
2.3 All Payments will be made in cheque OR Bank transfer form and paid to the name of the person indicated in the agreement, or officially authorizing another person to receive the payment accordingly.
3. Award
3.1 KAPITA reserves the right to award the agreement to one or more contractors.
3.2 KAPITA reserves the right to withdraw the award in whole or in part should the successful contractor be unable to provide the uptake capacity necessary or the delivery within the specific period and/or is unable to provide in full the agreed services.
3.3 Award Criteria:
Quotations that meet essential criteria will be assessed and scored by KAPITA panels against the technical and commercial criteria outlined this RFQ.
	Criteria
	Weighting

	Agency Track Record 
(CV, qualification, past performance)
	60%

	Commercial Offer
	40%


4. Duration and Termination
4.1 The contract will be valid for 3 months from the date of award and may be renewed for an additional period subject to the consent of both parties.
4.2 KAPITA may terminate this Agreement at its option by giving the contractor not less than one week notice in writing.
5. Submission:
5.1 If you are interested in submitting a quotation in response to this RFQ, please prepare your quotation in accordance with the requirements and conditions as set out in this RFQ and submit it hand-delivered in a sealed envelope to KAPITA, to the following address: 
1- KAPITA Baghdad Office, AL Mansour 609, Ally 13, House 10, 
The envelope should be marked as follows:
To: Kapita Business Hub, RFQ No.: PR/MCF/006 –Call for Trainer. 
OR,
2- Via email to procurement@kapita.iq, no later than 30th,Aug 2025, at 15:00(Baghdad time), Email subject: PR/MCF/006 - Call for Trainer

If you experience any difficulties in locating the above address or submitting your offer, please contact 07503628633 - 07748013066
5.2 Your quotation must remain Valid for a minimum of thirty days from the date that it is issued to KAPITA in response to this requirement.
5.3 By issuing this RFQ, KAPITA is not bound in any way to enter into any contractual or other arrangement with you or any other potential Service providers/Suppliers.
5.4 Your offer should be in IQD mentioning the total cost per item. 
5.5 In addition to the pricing offer, All Service providers/bidders (Individual Trainer) should submit the following:
· Personnel CVs and track records tailored to the above.
· Agency Track Record (if Applicable)
· qualification, past performance
6. Pricing:

	Main
	Subject
	No. of training Days / Avg(3 Hrs / Per day
	Daily Fee 
(IQD)
	Total Fee IQD

	Communication Skills
	This session aims to:
· Develop participants’ ability to communicate clearly and effectively in different professional contexts.
· Strengthen active listening, verbal, and non-verbal communication skills.
· Enhance confidence in expressing ideas and engaging in discussions.


	2
	
	

	 
	 
	 
	
	

	Critical thinking and design thinking
	This session aims to:
· Strengthen problem-solving abilities through structured thinking approaches.
· Introduce participants to design thinking as a tool for innovation and human-centered solutions.
	2

	
	

	 
	 
	 
	
	

	Personal branding
	This session aims to:
· Help participants understand and develop their personal brand for career growth.
· Equip them to present themselves professionally in-person and online (LinkedIn)
	1
	
	

	
	 
	 
	
	

	Microsoft office
	This session aims to:
· Build proficiency in essential Microsoft Office tools for workplace productivity.
· Apply MS Word, Excel, and PowerPoint in practical business contexts.
	3
	
	

	 
	 
	 
	
	

	Basic Project Management
	This session aims to:
· Introduce project management fundamentals for workplace readiness.
· Equip participants with tools to plan, execute, and monitor small projects.
	2
	
	

	
	
	
	
	



General rules and conditions:
· ATTENTION: KAPITA tender box (Not to be opened by registry)
Only Offers received as advised above will be taken into consideration. All offers sent after the deadline for replies will be considered as invalid as well as those sent (timely or untimely) to any e-mail address of the Company. Bidders may send questions for clarification purposes to: procurement@kapita.iq, Replies to all questions will be sent to all short-listed Service providers/Suppliers, without revealing the identities of either the bidder asking the question or the other shortlisted Service providers/Suppliers.
	Service providers/Suppliers Information

	Service providers/ Suppliers Name:
	

	Representative Name:
	
	Phone Number
	

	Address:
	

	Signature and stamp:
	
	Date
	/           /

	Service providers/ Suppliers Email:
	
	FAX (if any)
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