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Request for Quotation,

TENDER DOCUMENT

BACKGROUND

Islamic Relief Worldwide - Iraq began working in Iraq in 1997 and was one of the few international
aid agencies that continued working there in 2003. Our major priority is to provide much-needed
emergency support for displaced people, returnees, host communities, and refugees in Anbar,
Baghdad, Kerbala, Diyala, ThiQar, Dohuk, Halabja, and around Erbil. We are also helping people to
get back on their feet — with more long-term development where it is safe to do so.
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Subject: Islamic Relief Worldwide Iraq invites qualified suppliers to submit a firm offer to provide Hiring
Trainer for ToT Training in Baghdad for 15 participants on business, finance, marketing, and
innovation topics as per TOR - Annex A in the Diyala Office.

From: Procurement Department To:

RFQ Number: PREQ00005584 Email: procurement.committee@ir-iraq.org, Mobile
No.:07518396949

Address: Iraq — Diyala Office.

Date: 26 Oct 2025 No. of pages including this page: 06 plus attachment

SPECIFICATION

Invitation to Submit Offers

Islamic Relief Worldwide Iraq invites qualified suppliers to submit a firm offer for the provision of Hiring
Trainer for ToT Training in Baghdad for 15 participants on business, finance, marketing, and
innovation topics as per TOR - Annex A in the Diyala Office.

Interested suppliers are encouraged to review the attached document carefully and provide a
comprehensive, competitive offer by the terms and conditions mentioned

The attached files are below

o Bill of Quantity Annex A.

Requirement on how to fill the Bill of Quantity

o The bidder shall specify the unit price for each item mentioned in Annex A — BOQ.
e Quotation Vildation: 180 Days

o Payment Method: Bank Transfer or  Cheque

AWARD CRITERIA

The award of the contract will be based on the following criteria

Must be registered to conduc s Mandatory as Essential criteria
Government Tax Regulations. «E’% without registration and Tax
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Previous experience in delivering TOT training in related Topics cutlined in
attached TOR 30

436 palt L, pall Ja g pill (B daia pall Alualh il sdal gall (B pall cun p 6 a8 Al Bl

Total § sl 100
TIMESCALES
Task Completion date
Send the RFQ to the bidder 26 Oct 2025
Clarification for details via email tendering@ir-irag.org 30 Oct 2025
Closing Date for submission 02 November 2025 4:30 PM Iraqi
Time

CURRENCY OF THE BID
IQD Iraqi Dinar

RFQ DATES AND CONTACT DETAILS AND MANNER OF SUBMISSION

All quotations must be submitted before 02 November 2025 at 4:30 pm (Iraqi time) and returned to
the (Address: IRW — Iraq, Diyala office).

For any issues relating to the RFQ or its contents please email directly to; tendering@ir-iraq.org

All quotes will be evaluated and the award made based on ‘best value for money’.

1 Wire Transfer Payment Mode O Yes 2 No
il i sumnall gl iy e

2 | Name of Company

48yl
3 Name of the Owner and Partner Qwner:
WS b 5 cabia aul 'g Partner:
4 | Registered Office address |
A2l Jansl (o ginl
A el R a c;%m
5 Te}?pyone Number < i TDLATDE 2
STLI¥ s \Beiigs 145
6 | Email B L
Sy g e

7 Company Registration & Tax number (Please
attach a copy of the certificate & Tax )

8 Please list any Disputes your Company has
been involved in with NGOs/UN
Organizations over the last 3 Years:
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9 Banking information:

L pecnall e gheall:

Bank Name:

Bank Address:
Aall Yl gie:

Bank Branch:
dliy g d:

Account Name:
abaad) ‘:.uall

Account Number:
s a8 :

Swift Code:

IBAN:
ol al Gl i

INFORMATION TO BIDDEERS

[ N

The currency of the offer should be in Iraqi Dinar.

. Payment will be made to the supplier by bank
transfer within 30 days from receipt by Islamic
Relief Worldwide of all documents mentioned in the
purchase order, or contract.

. Islamic Relief Worldwide will not be responsible for
any bank service charges.

. Inspection (at the buyer's expense or unless
negotiated as the seller’s expense) may be applicable
and will be advised at the time of purchase order and
arranged by Islamic Relief Worldwide or the
supplier.

. Islamic Relief Worldwide does not undertake to pay
by letter of credit or in advance of delivery.

. Islamic Relief Worldwide reserves the right to accept
or reject the whole or part of your offer.

. (if applicable) Goods supplied for Islamic Relief
Worldwide are exempt from VAT and all other
customs excise duties.

Correction pen or incomplete offers or offers whi
do not comply with any of our tender conditions vﬁl
not be considered. i
. Please attach the relevant certificate(s) and cvfio
3
assess the criteria outlined above g, hediby
g gfﬁgm& o

. Supplier Code of Conduct: Islamic
Worldwide expects all suppliers to adhere to théfi%w

be 100%. If the Supplier has not signed IRD’s

Supplier Code of Conduct it will be the Supplier’s

responsible to sign before the performance of any

purchase order. Failure to do so will automatically

mean the supplier agrees to the Supplier Code of
duct.
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SUPPLIER CODE OF CONDUCT

Code of Conduct for Suppliers — Islamic Relief
Worldwide requires all suppliers to adhere to the Code
of Conduct developed by the Inter-Agency
Procurement Group (IAPG).

Suppliers and manufacturers to Non-Governmental
Organizations (NGOs) should be aware of the Code of
Conduct initiatives that the Inter-Agency Procurement
Group (IAPG) supports.

This information is to advise you, our suppliers of the
Corporate Social Responsibility (CSR) element in our
supplier relationships.

s Goods and services purchased are produced and
developed under conditions that do not involve
the abuse or exploitation of any persons.

o Goods produced and delivered by organisations
subscribe to no exploitation of children.

s Goods produced and manufactured have the
least impact on the environment.

Code of Conduct for Suppliers:

Goods and services are produced and delivered under
conditions where:
o Employment is freely chosen
e The rights of staff to freedom of association and
collective bargaining are respected.
e Living wages are paid
e There is no exploitation of children
o Working conditions are safe and hygienic
o Working hours are not excessive
e No discrimination practiced
» Regular employment is provided
e No harsh or inhumane treatment of staff is
allowed.

Environmental Standards:

Suppliers should as a minimum comply with all
statutory and other legal requirements relating to the &
environmental impacts of their business. Areas to be
considered are:

Waste Management

/Packagulg,and Paper | /\/ f’f
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¢ Conservation
o Energy Use
e Sustainability

Business Behaviour:

Islamic Relief Worldwide will seek alternative sources
where the conduct of suppliers demonstrably violates
anyone’s basic human rights, and there is no
willingness to address the situation within a reasonable
time-frame.

Islamic Relief Worldwide will seek alternative sources
where companies in the supply chain are involved in
the manufacture of arms or the sale of arms to
governments that systematically violate their citizens'
human rights.

Qualifications to the statement: Where speed of
deployment is essential in saving lives, IAPG members
will purchase necessary goods and services from the
most appropriate available source.
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(ol iSa Hiring Trainer for ToT Training in Baghdad

Project Name: Strengthening Livelihoods through Entrepreneurship Training and Institutional Supportin Irag, Diyala governorate. |Project Name: IQ020_000067_009

# Description Janatiily Unit 81 58 o:MH,__@ wﬁ“ﬂ%ﬂ.ﬁﬂ Total >Ec=“_rn.m._nm_u Sl el Notes <\adlall
Hiring a trainer for (ToT) training in Baghdad
to provide the training for three consecutive
actual training days, for the15 participants by A (ToT) el it o e ciglh 3
from our key stakeholders (the Vocational 15 o (Aia b A2E Baal Aak) il paaid
Training Directorate in Diyala, MOLSA, and the | wasll 43 5aa) Sl Lpinal) chgal fa B Lo
Chamber of Commerce) about (Business Ao laaaNt (gl Jaull 31y o lud (A Agadt
Planning, Financial Management for SMEs, A0alh 58y o las ¥ Tudadd) Jsa (B asl 485
1 Marketing Strategies and Market Expansion, ﬂ_.‘.w_i..__cv.._ ,M.rt..vw..f Bl 1loan gall Person 1

Digital Tools for Entrepreneurship, and 8l 41 A 1 2 g3 g ponll na 9 | Bl
innovation and Growth Management}, In Jae] ) ARl (saills SN S g oJrae i
addition to prepare the training plan, ] 5 shg il 3 gal pranalp cqu il ddbd
designing the training materials preparing and | @higd detiby o0 dall Ly 500 Do) dolday
printing the training mannals for participants, | o 8333l Jag Al g Jualish graal G g (A jLialt
and printing the participation certificates, in A padt A jalt g o2 345
accordance with all the details and conditions
specified in the attached TOR.
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ISLAMIC RELIEF WORLDWIDE plladl s el 4SSN
" Branch of Foreign NGO {FNGO) dgngSa s fosal Aabiie & 3
~ Erbil, ATCONZ, House No: R2/70 _ R2/70 48 e v 83 I )l
Date: 20/10/2025

Terms of Reference {TOR) for {TOT) Trainer

Copp el g pa el G pdad duma yall g )

Project Details:

Project title: Strengthening Livelihoods through Entrepreneurship Training and Institutional Support in [raq, Diyala
governhorate.

Project code: 1Q020_000067_009
Location: Diyala Governorate / Irag
1&g dual! 143
Gt e Qs Abadlons (3 gowwdall pelly Josd 5ol e Gappaill UM g aadl Ji 12325 189 0all Olgis
1Q020_000067_009 g9 <l 30)
Bladt / Jba Aadlows 1K

Qrganization Background:

Islamic Relief Worldwide - rag began working in Iraq in 1997 and was one of the few international aid agencies
that continued working there in 2003. Our major priority is to provide much-needed emergency support for
displaced people, returnees, host communities, and refugees in Anbar, Baghdad, Kerbala, Diyala, ThiQar, Dohuk,
Halabja, and around Erbil. We are also helping people to get back on their feet — with more long-term

development where it is safe to do so.
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Branch of Foreign NGO (FNGO) Qe fa b Agial dokie &
 Erbil, ATCONZ, House No: R2/70 R2170 185 J 3t ¢ 338 i Ja o

Background of the Project

The project in Divala focuses on strengthening livelihoods by empowering vulnerable individuals through
entrepreneurship training and institutional support. It targets micro, small, and medium enterprises, equipping the
business owners with tailored training on planning, financial management, marketing, and digital tools. After the
training, selected enterprises will receive in-kind kits or cash grants alongside mentoring to foster growth, One
vocational training center will be upgraded with essential tools to enhance enterprise development and integrate
entrepreneurship into its curriculum. The initiative emphasizes strong coordination with government bodies and
the Chamber of Commerce to ensure alignment with national priorities. A Training of Trainers program will build
the capacity of government staff, promoting sustainability and local ownership. Ultimately, the project aims to
create inclusive economic opportunities, reduce vulnerabilities, and support long-term stability in Diyala.
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Trainer's Key Accountabhilities:

1. Develop a comprehensive training plan that includes objectives, content, activities, and learning methods.
2. Prepare interactive training materials covering the following topics:

o Business Planning: Fundamentals of preparing a comprehensive and feasible business plan.

o Financial Management for SMEs: Principles of budgeting, cash flow management, and financial
resource management.
Marketing Strategies and Market Expansion: Market analysis, entry and expansion strategies, and
brand building.
Digital Tools for Entrepreneurship: Use of digital platforms, e-commerce, and modern management
tools.

o Innovation and Growth Management: Developing innovative ideas, managing sustainable

expansion, and entrepreneurial leadership skills.

3. Deliver specialized ToT (Training of Trainers) content, inciuding:

o)

o3

o Principles of training and adult learning.

o Effective communication and presentation skills.

o Training program design and session prepdration

o Interactive training methodologies. ;

o Classroom management and dealing w1t /

o Evaluation toots and :mpact measurerhe % ; P
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Branch of Foreign NGO (FNGO) fga S pt dalsl Aeliie &
Erbil, ATCONZ, House No: R2/70 R2ITO by J e ¢ 3580 oy )l
4, Design and print a training manual for 15 participants, using Ad-sized paper. The manual should include no
fewer than 15 inner pages printed on both sides (equivalent to 30 pages of content), containing a summary
of the training materials, with metal or high-quality plastic spiral binding and durable front and back covers

made of thick cardboard paper.

5. Design and printing of training materials and participation certificates on A4 paper, made of high-quality
glossy or matte coated paper, printed in full colour on one side, including the organization’s logo in the
design, with a total of 15 copies.

6. Conduct the training over Three consecutive days.

7. Manage interactive activities {brainstorming, role play, discussions, group work).

8. Evaluate trainees before, during, and after the training, and prepare a final report including:

o Level of trainee participation.
o Achievement of training objectives.
o Future recommendations.
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Knowledse and skills:

1, Holds a certified TOT or advanced training certificate.

2. At least 3 years of experience in training of trainers {TOT} or similar entrepreneurship training programs.
3. Strong communication skills and classroom management abilities.

4. Proficient in using interactive training methods and modern technigues.

5. Ability to prepare and deliver training materials effectively and practically.

6. Ability to assess trainees’ understanding, skills and provide constructive feedback to improve performance.
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Duration and Working Hours:

o The contractual period shall extend for one month, starting from the date of contract signing.

o The trainer is required to complete the preparation of the training curriculum and submit a detailed training
plan covering no less than four {4} training hours per day for three {3) consecutive training days.

o Working days and hours will be determined based on the needs of Islamic Relief Worldwide / Irag and in
line with the organization’s official working schedule, from 8:00 a.m. to 4:30 p.m. on official working days.

¢ The organization will provide lunch and coffee breaks for the trainer during training days; however,
transportation costs or travel allowances will not be covered. The trainer shall be responsible for arranging

www.islamic-relief.org
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Trainer Name

tpbell ol

Signature of Trainer
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Approved by: Ali Jasim Mohammed.
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Title: Program Manager
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