
          NATIONAL LEADERSHIP
                   ACADEMY

                                         TERMS OF REFERENCE (TOR)
Long Term Agreement for the Provision of Conference Facilities and Accommodation Services in Kismayo. 

1. Background 
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. Through its work, NLA continues to play a pivotal role in nurturing transformative leadership and contributing to sustainable nation-building across Somalia.

The National Leadership Academy has a significant demand in conference facilities and accommodation services due to frequent organization of workshops, trainings, and conferences. It is therefore important to identify strategic hotels and engage these service providers through competitive bidding process. NLA Somalia wishes to establish Long Term Agreement(s) (LTA) for a maximum period of one (1) year for Conference Facilities and Accommodation with service providers specialized in these areas.

A Long-Term Agreement (LTA) is a written agreement between NLA and a supplier that is established for specific goods or services at prescribed prices or pricing provisions for a defined period, against which specific Orders (call-offs) can be placed at any time, during the defined period and with no legal obligation to order any minimum or maximum quantity. The long-term price arrangement is a nonexclusive arrangement, and NLA has the right to purchase the same or similar goods from other suppliers at its sole discretion as the situation may warrant and provides value for money. 

The successful Service Providers shall be contracted for an initial period of one year, and the contract shall be renewable upon satisfactory evaluation of performance. The LTA prices shall remain fixed for a period of 12 months and be subject to any changes after this period upon mutual agreement by both parties.  LTA will be signed for an initial duration of one (1) year, with possibility of an extension subject to satisfactory performance and agreement of current market price as per financial proposal.   

2. Objective 
The purpose of this Terms of Reference (TOR) is to present the requirements of NLA in this tender exercise.  NLA requires two clusters of services, namely hotel accommodation and conference services package. 
 
The requirements are split into two (2) LOTS. 
Lot 1: Provision of Hotel Accommodation  
Lot 2: Provision of Conference Facilities 
 
The National Leadership Academy is looking for variety of best options and rates. NLA request bidders to submit maximum ceiling prices for first 12 months of the LTA. Bidders at their own discretion may bid for any Lot or combination of Lots.  
 
NLA may require the awarded bidder to provide a fixed allocation of rooms for the duration of the contract period. These rooms shall be available for use by the client at any time during the contract period, subject to availability and prior reservation. The allocated rooms shall be of a suitable standard and located within the designated accommodation facility. The bidder shall provide a detailed plan showing how the fixed allocation of rooms will be managed and maintained throughout the contract period. 
 
3. Scope of Services 
3.1. Hotel Accommodation 
Hotel room reservations for various categories of available types. The requirements will be evaluated under Lot 1 as listed in section 2 above (Lot 1).
      The requested process is under three rates as
· Individual bookings  
· Group bookings for 2 to 20 rooms 
· Group Bookings more than 20 rooms 
     *Availability of all room categories & types is NOT a requirement 
	Room category 
	Type 
	Minimum room size 

	Standard Single Rooms 
	Room only 
	 
12 sq. m 

	
	Room & Breakfast 
	

	 
	Full Board 
	 

	Standard Double Rooms 
	Room only 
	 
12 sq. m 

	
	Room & Breakfast 
	

	
	Full Board 
	

	Deluxe/ Executive/ VIP 
Suite 
 
	Room only 
	 
17 sq. m 
 

	
	Room & Breakfast 
	

	
	       Full Board 
 
	


    

 Minimum Requirements: 
     All types of rooms should include minimums of: 
 
· Have basic facilities in the rooms such as single or double bed, Tea/coffee facilities, A/c, telephone for emergencies, hot and cold water.  
· Have good internet connection and safe deposits in rooms and washing/ironing provisions.  
· Free Wi-Fi facility covering entire hotel premises. 
· Have functional fridge and fully subscribed satellite television set. 
 
Advanced Notice: Service providers must be able to accommodate bookings made at least 72 hours.  
 
Proposed Hotel Accommodation Cancellation Terms: 
 
NLA propose below cancellation terms. If the bidder proposed different terms than above, NLA may evaluate the proposed terms. If the proposed terms are in line with the commercial practice and reasonable, NLA may consider accepting or negotiating the terms. 

1. Individual Booking:  
Booking could be cancelled with no fees or charges up to 9am on the arrival day or check-in date. 
 
2. Group Booking for 2 – 20 persons:  
Up to 15 days of arrival could be cancelled at no extra cost or charges.  
From 14 days up until 10 days of arrival, 50% of the total booking could be cancelled at no fees or charges. 
From 9 days until 7 days of arrival, 25% of the total booking could be cancelled at no fee or charges. From 6 days until the day of arrival of guests, 10% of total booking could be cancelled at no fees or charges. 
 
3. Group Booking for over 20 persons: 
· Up to 35 days of arrival, entire booking could be cancelled at no extra cost, fees or charges.  
· From 34 days until 20 days of arrival, up to 50% of the total booking could be cancelled at no fee or charges. 
· From 19 days until 7 days of arrival, up to 25% of the total booking could be cancelled at no fees or charges.  
· From 6 days until the day of arrival, up to 10% of the total booking could be cancelled at no fees or charges. 
 


3.2.  Conference Facility 
For conference facility, NLA requires conference/meeting rooms (including break-out rooms), conference equipment and catering services in packages. The UN requirement of conference facility is in different durations such as ½ day, 1 day with or without accommodation and 1 ½ day inclusive of accommodation. 
 
Minimum requirements: 
· Free Wi-Fi facility covering entire conference facility. 
· Availability of at least one conference room suitable for 10 participants (cabaret style) and two break-out rooms. 
· Availability of multimedia projector and projector screen or TV screen equipment for presentations in the conference room 
· Availability of sound system including microphones and loudspeakers in the conference room Availability of extension cables for connecting laptops and other devices in the conference/ meeting room 
· Availability of flip charts and/or whiteboards with markers and paper in the conference and meeting rooms 
· Provision of basic stationery such as note pad, pen, pencil for each participant.   
· Availability of food and catering services capacity for minimum 10 people. Main meals 
· (breakfast, lunch & dinner) and tea/coffee/soft drinks/water and snacks during breaks 
· Availability of printing services within the facility.  
· Availability of AV operator/technician during the conference for troubleshooting (not fulltime). 
· Provide staff for event reception/registration desk.  
· Secretariat room/area for organizers with printing, photocopier/scanner facilities  
· Venue with table arrangement as agreed (Theatre style, Lounge style, Classroom style or Cabaret style) 
· Tea/coffee/soft drinks and water at the start of meeting 

Specific requirement for different durations is as below, 
 ½-day conference package should include minimum of: 
Tea/coffee/soft drinks and water & minimum two (2) types of snack/whole fruits during the coffee break (one break) 

1-day conference package shall include minimum of, 
Tea/coffee/soft drinks & minimum two (2) types of snack/whole fruits during coffee break (two breaks) 
Buffet lunch for continental/ multicultural dish and diverse dietary preferences (both cold and warm) e.g., halal, vegetarian, vegan etc.  
If the bidder quoted for “Full day with accommodation & breakfast” –  
Buffet Breakfast/dinner for continental/ multicultural dish and diverse dietary preferences (both cold and warm) e.g., halal, vegetarian, vegan and dietary restrictions e.g., intolerances for lactose, gluten, nuts etc. (3-course menu a la carte dinner will be accepted in lieu of Buffet) 

Single occupancy Accommodation for the participants 
1 ½-day conference package shall include minimum of, 
Tea/coffee/soft drinks & minimum two (2) types of snack/fruits during coffee break (three breaks)  
Buffet breakfast/lunch/dinner for continental/ multicultural dish and diverse dietary preferences (both cold and warm) e.g. halal, vegetarian, vegan etc. (3-course menu a la carte dinner will be accepted in lieu of Buffet) 

Single occupancy Accommodation for the participants 
Advanced Notice: The provider must be able to accommodate bookings made at least 72 hours in advance and provide a dedicated account manager to ensure a smooth planning process. 
 
Proposed Conference Package Cancellation Terms: 
 
The National Leadership Academy propose below cancellation terms. If the bidder proposed different terms than above, NLA may evaluate the proposed terms. If the proposed terms are in line with the commercial practice and reasonable, NLA may consider accepting or negotiating the terms. 
 
 
Event Package for up to 20 people: 
 
· Up to 35 days before arrival, NLA may cancel the event free of charge.  
· Between 35 and 20 days before arrival, NLA may cancel events against 50% of the total agreed price.
· Between 20 and 7 days before arrival, NLA may cancel events against 75% of the total agreed price.   
· Between 7 and 1 day before arrival, NLA may cancel events against 90% of the agreed price.
· In case of no-show the full agreed price would be charged to NLA.  
· For events with more than 10 participants, NLA could cancel up to 5% of the total amount of participants free of charge up to 48 hours before the first day of the event.   
     


Event Package for over 20 people: 
· Up to 90 days before arrival, NLA may cancel the event free of charge.  
· Between 30 and 90 days before arrival, NLA may cancel events against 50% of the total agreed price.
· From less than 30 days before arrival, NLA may cancel events against 75% of the total agreed price.  
· In the event of a no-show, 100% of the agreed price would be charged to NLA. 
· For events with more than 30 participants, NLA could cancel up to 5% of the total amount of participants free of charge up to 48 hours before the first day of the event.   
 
 
Expected outputs.  
Host and facilitate the respective NLA participants as requested. 
Offer the maximum extent possible, discount rates, for hotel accommodations applicable specifically to reservations by the respective events. 
Monitor the quality of the services provided to NLA on a regular and continual basis. These procedures should include a self-inspection system covering all the services to be performed in the Contract, and should include a method for monitoring, identifying and correcting deficiencies in the quality of service provided. NLA should be notified of any deficiencies found and corrective action taken. 
The Contractor’s employees should perform their functions in a highly efficient and professional manner. 
 
Lot 1: Hotel Accommodation  
The service provider shall upon request and receipt of duly authorized instructions from NLA facilitate the organization and make all necessary arrangements for the hotel accommodation. This shall include booking the rooms and all associated facilities. Specifically, the service provider shall do some or all the following activities: 

Make the requested room reservations for accommodation when requested by NLA. This service shall include initiating and confirming reservations, communicating the reservation status with the respective UN focal point/guests, and confirming the applicable type of rate requested at which the reservation is made. 
Host and facilitate the accommodation of the respective UN participants as requested. 
Arrange any airport pickup/drop off when required.  
Offer the maximum extent possible, discount rates, for hotel accommodations applicable specifically to reservations by the respective UN staff and guests. 
Capability to provide internet and wi-fi facilities within rooms and public hotel areas.  
  
Lot 2: Conference Facility 
Make the requested conference facility reservations for meeting/workshop events (including room reservations, if applicable) when requested by NLA. This service shall include initiating and confirming reservations, communicating the reservation status with the respective NLA focal points, and confirming the applicable type of rate requested at which the reservation is made. 

The Contractor shall assign a Manager experienced in providing corporate Event Management services to oversee the services provided to NLA and to ensure full compliance with all requirements of the LTA with NLA. 
The Contractor shall assign adequate personnel to service satisfactorily the volume of work and to fulfil its obligations under the LTA with NLA. In general, the provider should assign the relevant personnel, including Coordinator/Experts, according to their technical know-how and reliability.  
 
Security requirements for Accommodation and Conference Facilities: 
1. Hotel/venue should not be in the vicinity of government premises and other locations where the demonstrations and large public gatherings usually occur. 
2. Hotel/venue should have reasonable standoff distance from the main road (minimum 50 meters). 
3. Hotel/venue should have its own security service (Security manager and guards), who are deployed both on the perimeter of the hotel and inside the building as well. Security personnel should have emergency communication connected to the police who can be deployed in case of emergency within maximum 10 minutes. 
4. Hotel/venue personnel should be duly screened in the recruitment process. Hotel/venue personnel should be also regularly screened to prevent potential occurrence of theft. 
5. Hotel/venue should have CCTV with at least 2 weeks’ recording capacity working 24/7, monitoring exterior and interior of the hotel. There should be dedicated staff for monitoring the CCTV, ideally also on 24/7 basis. 
6. Entry and exit of vehicles from the parking should be monitored by hotel/venue security. 
7. Hotel/venue windows and glass surfaces inside ideally should be equipped with shatter resistant film (SRF) or should be made of safety-tempered glass. 
8. Hotel/venue should comply with all fire safety standards as required. Hotels should have at least one alternative emergency exit from all premises, fire hoses and fire extinguishers should be deployed in sufficient numbers on each floor, hotel personnel should be periodically trained on fire safety procedures and on building evacuation procedures. Fire safety equipment of the hotel should be periodically inspected and certified by respective state authorities. Hotel should have enough capacity to accommodate all Personnel staying overnight in the hotel maximum up to 7 floors for fire safety reasons. 
9. Hotel/venue should have enough First Aid kits. Hotel/venue staff should be trained on first aid. First aid kits must be regularly checked and replenished as needed. 
10. Hotel/venue should also pay attention to the selection of its clients to minimize the risk of potential security incidents. 
 
6. Sustainability and CSR Considerations 
1. Hotel/conference facility should demonstrate commitment to sustainability including actions to reduce waste, water, and energy consumption and to support local communities and gender equality internally. 
2. Hotel/conference facility should demonstrate commitment to sustainability including provision of organic food and products. 
3. Hotel/Conference facility should show support to NLA sustainability objectives to eliminate single use plastics from all events, reduce waste, water, and energy consumption, support local communities and ensure gender equality. 
4. Hotel/Conference facility should be smoking free except in designated places. 
5. Support to Persons with disability and Special Needs: Hotel/Conference facility should provide information if premises are certified as handicapped friendly and marked as “good in terms of accessibility”. 
6. Hotels should provide written or documented evidence that premises are accessible and friendly to people with disabilities and special needs.   
 
7. Performance Management  
NLA will undertake a performance review of the LTA service providers on an annual basis. The LTA service provider’s performance will be assessed using the following service standards during its performance review: 
	Key Performance Indicators 
	Example 

	Delivery of Service 	 
	Delivery of service in professional manner and on time 

	Quality 
	Quality of goods/services delivered in accordance with specifications/TOR. 
Response to customer feedback and assessment  
Technical competence 

	Communication 
	Responsiveness to requests 
Appropriate handling and timely submission of invoices etc. 
Ease and professionalism of communication 	 

	Sustainability 
	Environmental considerations 
Social considerations; diversity, inclusiveness, and gender parity considerations 


 
*NLA will collect feedback from participants after every event and/or visit your facility. 
 
The successful vendors which will be contracted to serve the needs of NLA shall have the following minimum eligibility criteria:  
· Legal registration  
· Minimum no. of similar events undertaken (3 for higher end hotel with 4-star rating and 2 for lower end hotels),  
· Experience & Qualification of the Events/Conference Coordinator: 
· 3 years’ experience/certificate in reservations, hospitality, or meeting management.  
· Full compliance with other criteria as outlined in the Technical Requirements.  
Other Supporting Documents  
· Company Profile, which should not exceed fifteen (15) pages, include printed brochures and product catalogues relevant to the goods and/or services being procured.  
· Certificate of Incorporation/ Business Registration  
· Tax Registration certificate is issued by the relevant Authority evidence that the Bidder is updated with its tax payment obligations.  
· Certified statement or confirmation of the company’s financial status  
· Statement of Satisfactory Performance from 3 clients in terms of Contract Value for the past 3 years  
· Environmental Compliance Certificates, Accreditations, other evidence of the Bidder’s practices which contributes to the ecological sustainability and reduction of adverse environmental impact, if applicable   

8. Timelines 
NLA intends to establish non-exclusive Long-Term Agreements with more than one vendor for a period of 1year. Prices quoted against this ITB shall remain fixed for an initial 12-month period from the date of signature of the Long-Term Agreement. The supplier may be allowed to request a price adjustment after every 12 months period subject to NLA approval process. 

I hereby declare that I have been informed of and fully understand the Terms of Reference (TOR) of the National Leadership Academy (NLA). I confirm that I have read, understood, and agree to comply with all the requirements outlined in this TOR.

Name: ______________________________
Title: _______________________________
Company: ___________________________		
Signature: ___________________________
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