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Terms of Reference
Framework contract for the provision of hotel services, catering and venue rent for training sessions in for National Leadership Academy in Kismayo district, Lower Jubba region, Jubaland State, Somalia.
Tender reference #: NLA_SOM_FWA_001/2026- Provision of Hotel Services, Catering And Venue Rent
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1. [bookmark: _Toc227662736]
About NLA
The National Leadership Academy (NLA) is a premier national institution based in Kismayo, Jubaland, dedicated to developing ethical, competent, and visionary leaders equipped to drive sustainable development and effective governance across Somalia. As a national center of excellence, NLA serves public institutions, private sector organizations, and civil society actors throughout the country.
NLA delivers high-quality leadership training, institutional capacity strengthening, and policy development support. With a strong focus on practical, results-oriented learning, the Academy designs and implements programs that enhance leadership effectiveness, promote accountability, and strengthen organizational performance. Its interventions are guided by principles of inclusivity, gender responsiveness, innovation, and alignment with national development priorities.
NLA has demonstrated experience in managing complex programs and service contracts, including facility operations, training delivery, consultancy services, and institutional support. The Academy maintains robust administrative, financial, and operational systems to ensure efficiency, transparency, and compliance with donor and partner requirements.
Through its work, NLA continues to play a pivotal role in nurturing transformative leadership and contributing to sustainable nation-building across Somalia.
2. [bookmark: _Toc227662737]Description of the goods/services/trade or construction work
Type of service tendered: Framework contract
a. [bookmark: _Toc227662738]Definition of framework contract
Please note that only the framework contract is tendered at this point and not the service/product directly. A framework contract defines the regulations that are applicable to all individual Purchase Orders that could be made in the future. The bidders who are awarded a contract are not granted the amount for the entire term automatically. Rather, they have the opportunity to enter into a short price competition for each Purchase Order, which is offered on the basis of the existing contract conditions.
A framework contract will be concluded with all winning bidders (up to a maximum of 3) of this tender, making them contractual partners for the duration of the framework contract Purchase Orders are planned for the next one year. Only these winning bidders of this tender will then be asked to submit current prices for the services described below. The contractual partner with the lowest price will be selected to carry out this specific Purchase Order. 
[bookmark: _Toc227662739]Description of the service
As part of entire implementation, framework agreements for the provision of hotel, catering and venue rental services to support project training sessions in Kismayo, Somalia. The selected providers will ensure the timely and professional delivery of services, accommodate various dietary needs and offer suitable venues that meet the logistical and technical demands of the training events.
[bookmark: _Toc227662740]Quality of the refreshment (food) should meet these criteria:
· Food shall be properly prepared in accordance with acceptable hygiene standards
· Well covered based on the number of the persons indicated in Price Schedule
[bookmark: _Toc227662741]Quality of the refreshment (halls) should meet these criteria:
The venue should have a functional air conditioning system.
· A flipchart paper
· Alternative offers are not accepted.

b. [bookmark: _Toc227662742]Price Schedule / Description of the service
	Item #

	Description
	Quantity
	Unit of Measurement
	Unit Price
(in USD)

	1
	Standard room-Self-Contained, Single bed, without breakfast
	1
	Per day
	

	2
	Standard room-Self-Contained, Single bed with Breakfast (Please attach breakfast menu)
	1
	Per day
	

	3
	Standard room, Self-Contained single bed with full board accommodation (accommodation includes all meals- Breakfast, lunch, and dinner) Please attach the Menu
	1
	Per day
	

	4
	Conference hall with free Wi-Fi connection and fully equipped with essential training aids (Flip chart, training stationaries like notebooks and pens) and accessory equipment including audio, visual, cooling etc.
	1
	Per day
	

	5
	Refreshment for training participants (Please attach various refreshments menu) 
	1
	Per person
	

	6
	Lunch for training participants (Please attach various lunch menu)
	1
	Per person
	

	
	TOTAL
	
	
	


[bookmark: _Toc227662743]
Application Process
This procedure is a negotiation procedure with a call for competition.
a. [bookmark: _Toc227662744]Relevant dates
	No
	Description
	Date / Days

	1
	Publication / sending date of the call for tender
	21/04/2026

	2
	Deadline for the submission of the (final) offers
	05/05/2026

	3
	Date of the opening of the offers
	28/04/2026

	4
	(if applicable) Period of negotiation
	5 days

	5
	Minimum validity period of the offers
	90 days

	6
	Date of the opening & evaluation of the offers/quotations
	09/05/2026

	7
	Notification of contract NLA / Conclusion of contract
	Until 10/05/2026

	8
	Proposed date for contract signing
	Until 11/05/2026

	9
	Deadlines for delivery of products or service	
	Need Basis



These dates are fixed by NLA, offers submitted after the deadline will not be considered.
b. [bookmark: _Toc227662745]Form of the bid
The bid must contain the following documents
1. A completed Bill of quantity / Description of the service (Financial Offer)
2. Technical Compliance Checklist. (annex I)
3. Contractor declaration (annex II), filled, signed and stamped
4. Declaration of honor (annex III), filled, signed and stamped
5. Anti-fraud and corruption declaration (annex IV), filled, signed and stamped
6. Company profile
7. Proof of registration from Local Authority
8. Tax compliance
9. Optionally, bank account details
Bids must comply with formal requirements; the following bids will be excluded from the tender process:
1. Bids received after the submission deadline
2. Bids in which changed entries made by the tenderer are not beyond reasonable doubt
3. Bids in which changes and/or additions were made to the tender documents
4. Offers without prices
5. Not authorized alternative offers
The tenderer will ask the bidder to complete its offer in 2 days after notification by NLA. If the offer is still incomplete after this deadline.
All types of documents related to the economic evaluation of the offer on the basis of the award criteria cannot be submitted or completed after the deadline for submission. Offers missing such documents will be excluded from the tender process.
c. [bookmark: _Toc227662746]Instructions for the bidder
· All correspondence and documents related to the quotation procedure, contracts and reporting must be made in English.
· All bids must be submitted electronically in PDF format to procurement@nla.so  before 11:59 pm on 21st April 2026.
· The subject line of the email must clearly state the tender reference number: NLA_SOM_FWA_001/2026- provision of hotel services, catering and venue rent for NLA 
· Bidders must ensure that all required documents are attached and properly signed and stamped where applicable.
· Late submissions received after the deadline will not be considered.
· Please send all further questions and inquiries at the following address procurement@nla.so 
· To maintain equal treatment among the bidders, all questions and answers asked before the submission deadline will be transferred to all applicants.
· The price of the offer must be indicated in USD.
· Prices must include transportation costs. Bidders must bear other service-related costs to the service provision e.g., taxation, contributions and extra.
· Contract performance by subcontractors is only permissible with the prior written consent of the client.
· The bidder can withdraw and change its offer at any time until the deadline for the submission. All offers submitted at the moment of the submission deadline are final.

3. [bookmark: _Toc227662747]
Requirements for the bidder / Eligibility of the bidders
 This tender is addressed to hotel, catering and venue rent service providers in the Kismayo district in Jubaland region, Somalia. Bidders must meet these eligibility criteria to be considered for the award:
	No
	Description


	1
	Filled, Technical Compliance Checklist Annex I.

	2
	Filled, signed and stamped annex II of contractor declaration

	3
	Filled, signed and stamped annex III of declaration of honor

	4
	Filled signed and stamped annex IV of anti- fraud and corruption declaration

	5
	Filled signed and stamped annex IV of anti- fraud and corruption declaration

	6
	Company profile

	7
	Tax Compliance

	8
	Registration from Local Authority

	9
	Bank accounts (optional)




Bidders, which do not meet these criteria, will be excluded from the procedure.
Additionally, bidders can be excluded at any time if it comes to the attention of NLA that a person whose conduct is attributable to the company has been convicted of a crime by a court of law or if a fine has been imposed by a court of law on the company for a criminal act.
4. [bookmark: _Toc227662748]Evaluation process
a. [bookmark: _Toc227662749]Other exclusion criteria
The offer will be excluded from the procedure, if:
1. It does not include all the documents listed in 4. b., and is therefore incomplete
2. The bidder does not meet all the criteria listed in 5., and is therefore not eligible for this tender
Additionally, the offer must comply with the following criteria or be excluded from the procedure. These criteria are merely highlighted here. They are part of the technical description or the bidder eligibility.
	No
	Description
	Status

	1
	Company profile
	Minimum

	2
	Company Registration
	Minimum

	3
	Tax compliance
	Minimum

	4
	Bank account details (optional)
	Optional



b. [bookmark: _Toc227662750]Technical Compliance Assessment
Before the detailed technical evaluation, all bids will undergo a Technical Compliance Assessment based on
[bookmark: _Toc227662751]Annex I: Technical Compliance Checklist.
Bidders are required to complete and submit the Technical Compliance Checklist as part of their bid submission. The checklist shall be completed by indicating “Yes” or “No” against each requirement and must be supported by information provided in the bidder’s company profile, including relevant details such as description of services, facilities, and photos where available.
The Technical Compliance Checklist will not be evaluated as a standalone pass/fail criterion but will serve as a basis for scoring under the technical evaluation criteria. The evaluation committee will use the information provided in the checklist and supporting documents to assess the bidder’s capacity, venue suitability, and ability to deliver hotel and catering services.
The committee will review the completeness, consistency, and credibility of the information submitted when assigning scores under the technical evaluation.
NLA reserves the right to verify the information provided in the Technical Compliance Checklist through document review or physical inspection of the bidder’s premises, where necessary, prior to contract award.
Only bidders who submit a duly completed Technical Compliance Checklist and meet the minimum technical score as defined in the award Criteria will be considered for financial evaluation.
c. [bookmark: _Toc227662752]Award criteria
All bids will be evaluated based on technical and financial criteria.
The technical evaluation will account for 60% of the total score and will assess the bidder’s capacity to deliver hotel and catering and venue services.
I. [bookmark: _Toc227662753]Technical Scoring Methodology
Technical evaluation will be conducted based on the criteria below:
	No
	Criteria
	Description
	Score

	1
	Valid taxation certificate
	Provide Valid Taxation
	10

	2
	Valid registration
	Provide valid registration
	10

	3
	Previous similar experience (attach POs & Contracts with previous
organizations)
	Provide framework agreement or Purchase orders
	20

	4
	Quote validation 1 year
	Commitment
	20

	
	Total Technical Score	
	
	60 Points



II. [bookmark: _Toc227662754]Minimum Technical Requirement
· Bidders must score at least 30 points out of (60%) Marks in the technical evaluation to qualify for financial evaluation.
· Bidders scoring below the minimum threshold will be disqualified.

III. [bookmark: _Toc227662755]
Financial Evaluation
· Financial evaluation will account for 40% of the total score.
· Only technically qualified bidders will proceed to financial evaluation.

IV. [bookmark: _Toc227662756]Combined Evaluation and Framework Award
· The final score will be calculated by combining the technical score (60%) and the financial score (40%).
· Based on the combined scores, up to a maximum of three (3) highest-ranking bidders who meet the minimum technical requirement will be selected and awarded framework contracts.
· These successful bidders will become framework agreement holders for a period of one (1) year.

V. [bookmark: _Toc227662757]Purchase Order Mechanism under the Framework Contract
· The framework contract does not guarantee any minimum volume of services.
· For each specific requirement (Purchase Order), NLA will issue purchase order to the framework agreement holders.
· The Purchase Order contract must be signed and returned within 3 days to approve the PO, while meeting the required service specifications
The successful bidders or selected framework agreement holders will be informed in writing through a Notification of award that its tender has been accepted. Through this notification, the contract is concluded and becomes legally effective.
VI. [bookmark: _Toc227662758]Terms and conditions
a. The contract
A Framework Agreement will be awarded to the successful bidder following the completion of the tender evaluation process and in accordance with the established evaluation criteria. By submitting an offer, bidders confirm their acceptance of the terms and conditions outlined in this tender document. Any deviations from the specified contractual conditions, including delivery timelines, payment modalities, or other key terms, will not be accepted and may result in disqualification from the tender process. The award of the tender shall constitute the basis for establishing the Framework Agreement with the selected bidder. The subsequent signing of the contract will serve as a formalization of the agreement and shall not alter the terms already accepted through the tender submission. 
b. (For the delivery of service) Defects
In the event of delivery of defective or inadequate products or services, the tenderer shall be obliged to replace them within a maximum of two weeks from the date of detection of the defect and the tenderer shall be obliged to bear all costs of analysis and destruction of the defective products. The customer/organization, in turn, undertakes to report any defects to the contractor without delay after becoming aware of them.
c. Payment conditions
Payment will be made in USD after fulfillment of the contractual obligations within 30 days after presentation and acceptance of the invoice, and after completion of all the agreed upon services.
d. Cancellation or modification the procedure
Changes to deadlines or the ToRs, as well as a transfer back to a previous state of procedure, are possible at any time. 
A cancellation, transfer back or modification to the procedure is possible at any time and may occur for example if:
· The bidding procedure has been unsuccessful, for example if no qualitatively or financially worthwhile quotations have been received or there has been no response at all,
· The economic or technical parameters of the project have been fundamentally altered,
· Exceptional circumstances or force majeure render normal performance of the project impossible or all technically compliant quotations exceed the financial resources available,
· There have been irregularities in the procedure, in particular if these irregularities have prevented a fair competition
· Modifications to the requirements of the German public grant authorities require an adjustment or cancellation of the tender procedure
In the event of the quotation procedure’s cancellation, NLA will notify the contractors. If the quotation procedure is cancelled before any bid has been opened, the sealed envelopes will be returned, unopened, to the contractor.
In no circumstances is NLA liable for damages, whatever their nature (in particular damages for loss of profits) due to the modification of the procedure or the cancellation of a bid, even if NLA has been advised of the possibility of damages. The publication of a procurement notice does not commit NLA to implement the program or project announced.
VII. [bookmark: _Toc227662759]
Annexes
[bookmark: _Toc227662760]Please sign, stamp and return with tender documents
Annex I: Technical Compliance Checklist. 
Annex II Contractor declaration
Annex III: Declaration of honor
Annex IV: Anti-fraud and corruption declaration

I hereby declare that I have been informed of, and fully understand, the Request for Quotation (RFQ) guidelines of the National Leadership Academy (NLA). I confirm that I have read, understood, and will comply with all the requirements outlined in this tender document.
Name: ______________________________
Title: _______________________________
Company: ___________________________		
Signature: ___________________________
	
Stamp:
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