
 

Invitation to Bid  for the following: ITB Number: RHHF/UNFPA/ITB/2026/Q4/002 

ALL OFFERS MUST BE SUBMITTED TO ANY OF THE BRANCH OFFICES IN SEALED ENVELOPE OR TO  

RHHFOUNDATIONTENDERS@GMAIL.COM 
           OFFERS NOT SUBMITTED AS SUCH MAY NOT BE CONSIDERED 

BACKGROUND 

Royal Heritage Health foundation (RHHF) is a non-Governmental and not for profit Organization committed to creating a 

society where the poor and vulnerable have equal access to quality education, health, infrastructure and dignity of human person. 

RHHF is one of United Nations Population Fund (UNFPA) Implementing Partners (IPs) in executing projects in different parts 

of the country.  

Gender-Based Violence (GBV) remains a critical human rights and public health concern that is often intensified in contexts of 

insecurity, communal unrest, displacement, and humanitarian emergencies. GBV manifests in multiple forms including physical, 

sexual, psychological, emotional, economic, and harmful traditional practices. Survivors frequently experience immediate 

physical injuries, long-term psychological trauma, disrupted livelihoods, stigma, and barriers to accessing essential health and 

protection services. 

With funding support from the United Nations Population Fund (UNFPA), the Royal Heritage Health Foundation (RHHF) is to 
organize a 9-day Training for Trainers on case management.  

The GBV Case Management Training of Trainers (ToT) in Kano is essential to strengthen the capacity of selected personnel to 

provide quality, survivor-centred, and ethically sound case management services to survivors of gender-based violence (GBV). 

The training will equip participants with the knowledge and practical skills required to effectively identify, assess, refer, and 

manage GBV cases in line with established standards and best practices. 

In view of the above justification, RHHF is to engage a vendor(s) who will facilitate provision of a suitable hall, lunch, tea 

breaks, water and accommodation for the training duration. 
The Request for Quotations (RFQ) consists of the following Annexes; 

a. Annex 1: RHHF terms and Conditions for service contracts 
b. Annex 2: Supplier Profile 
c. Annex 3: Request for proposal 
d. Annex 5: Declaration of Undertaking 

The following is the timeline for submission of bids 

RFQ Launch Date 14th October, 2026 

Deadline for seeking Clarifications 16th October, 2026 

Deadline for submission of sealed bid 21st  October, 2026 10:00am 

The terms and conditions in Annex 1 will form part of the contract should we accept your offer 

Below content are the list of services required to facilitatae the training of trainers in Kano State. 
TABLE 1 

NO. ITEM  

FREQ(Days) 

SPECIFICATION QTY 

1 Training Hall 

9 Fully equipped hall with a minimum capacity of 50 participants, arranged 

in modular group-pod seating to facilitate group work and interactive 

learning. Must have adequate lighting, air conditioning, tables and chairs, 

stable electricity, and access to clean restroom facilities. 

1 

2 Lunch Buffet 

9 Daily buffet lunch with a variety of meal options, including suitable 

protein, carbohydrates, vegetables, and accompaniments. Menu options 

must be provided in bid submission, with hygienic food preparation and 

service. 

35 

3 Tea Break 
9 Daily tea break with assorted refreshments, including tea, coffee or other 

beverages, and light snacks.  

70 

4 Water 
9 Sealed bottled drinking water for participants throughout each training 

day. 

70 

5 
Standard 

Accommodation 

10 Clean, secure, and well-maintained standard hotel accommodation with a 

private bathroom, air conditioning or adequate cooling, reliable water 

supply, and complementary breakfast. Rooms must be suitable for 

overnight stays and maintained to acceptable hospitality standards. 

25 

 

 



General Requirements for Bidders 

1. Bidders must provide a detailed quotation against each line item, stating unit rates, quantities, applicable service charges 

and the total cost. 

2. The hotel or facility must be located within Kano at a location easily accessible. 

3. The bidder must demonstrate the capacity to provide the required services throughout the approved training period. 

4. The bidder should provide a sample menu for lunch and tea break and confirm the accommodation and hall 

arrangements. 

5. All services must comply with applicable food safety, hygiene, hospitality, and health standards. 
NOTE 

1) This RFQ does not commit RHHF to award a contract or to pay any costs incurred in the preparation or submission of offers, or 
costs incurred in making necessary studies for the preparation thereof, or to procure or contract for services or supplies. 

 

2) All or none clause: RHHF reserves the right to accept or reject any or all offers, and the lowest offer need not be accepted without 
assigning any reason. Furthermore, the RHHF reserves the right to cancel the tender all together without assigning any reason, 
prior to the issuance of the purchase order/contract. RHHF also reserves the right to split the award of contracts/Purchase Order 
among the best compliant suppliers if it is in the best interest of the organization. 

 

3) Suppliers must provide all requisite information and clearly and concisely respond to all points set out in this RFQ. Please present 
your submission and quotation accordingly and sequentially. Offers that do not fully and comprehensively address the RFQ may 
be rejected. Kindly note that unnecessary brochures not solicited for that provide beyond sufficient information are not 
encouraged. Proposals should be effectively prepared and organized according to the guidelines provided. 

 

General Clauses: 

a. Except where expressly varied in the contract, RHHF Terms and General Conditions attached hereto will apply (Annex 1). 
b. Should your offer be accepted, you will be required to sign and return a contract confirming your acceptance to supply at rate(s) that 

will be included in the contract annex. 
c. RHHF reserves the right to make regular market comparisons of other suppliers to ascertain that we are receiving the best and most  

competitive price.  
d. The service provider/s shall maintain true & correct records in connection with the goods to be supplied to RHHF. 

 

Liquidated Damages: 

Please be advised that a penalty of 0.5% per day up to a maximum of 10% of the DPP (INCOTERM 2020) value of each purchase 

order shall be charged for delivery after the agreed schedule which shall be clearly stipulated under each purchase order. 

Transport Costs: The transportation costs must be included in the offered prices, covering delivery to the final destinations provided in the 

Table 1 above. 

Taxation: Please note that your price quotation should not include VAT as RHHF is exempted from paying Value added tax but WHT will be 

deducted by the organization 

Payment Terms: The normal terms of payment of RHHF are through Bank transfer within 30 days maximum  of satisfactory delivery of goods 

and documents in apparent good order. Suppliers must therefore clearly specify in their offers the payment terms being offered, if different from 

these. 

Supplier Registration Form: Suppliers must be registered with RHHF. Please fill in the supplier registration form Annex 2 and return the 

same with your offer. Please note that documents should be in English. 

DOCUMENTS: The following are the required documents with each delivery:  

a. Invoice 
b. Delivery note  
c. GRN - Goods Received Note (to be issued by RHHF) 

d. Any other document as required in the relevant Purchase Order / Contract. 
 

Bid Evaluation: The supplier shall be evaluated based on the submitted offers as well as supplier registration form and supporting documents. 

The evaluation will involve consideration of several factors such as the following, but not limited to: 

BID EVALUATION CRITERIA AND METHODOLOGY  

Evaluation Approach 

All bids received shall be evaluated using a three-stage process to ensure transparency, fairness, and compliance with procurement 

requirements. 

The evaluation stages shall include: 

 Preliminary Examination (Pass–Fail Assessment) 

 Technical Evaluation (Weighted Scoring) 

 Financial Evaluation 

Only bids that successfully pass each preceding stage shall proceed to the next stage. 

 



Stage 1: Preliminary Examination (Pass–Fail Criteria) 

Bidders must submit the following documents as part of their bid submission. These requirements are mandatory and will be evaluated on a 

Pass/Fail basis. Failure to provide any of the required documents or information may result in the disqualification of the bid from further 

evaluation. 

S/N Requirement Evaluation Method 

1 
Signed General Terms and Conditions (Annex 1) indicating acceptance of the conditions 
of the ITB 

Pass/Fail 

2 Completed Forms (Annex 2, 3 and 5 signed and stamped) Pass/Fail 

3 Completed quotation duly signed and stamped on Company Letter Head Pass/Fail 

4 Business Registration Certificate / Certificate of Incorporation Pass/Fail 

5 Valid Tax Compliance Certificate and Tax Identification Number (TIN) Pass/Fail 

6 Samples of items properly labeled in accordance with the specifications provided Pass/Fail 

7 SCUML Certificate  Pass/Fail 

8 Bank Reference Letter / Cover Letter from Bank confirming financial credibility Pass/Fail 

9 Company Profile indicating operational capacity and experience Pass/Fail 

10 Evidence of Previous Similar Supplies (purchase orders, contracts, or reference letters) Pass/Fail 

Only bidders that achieve Pass in all criteria shall be deemed responsive and advance to technical evaluation. 

Stage 2: Technical Evaluation (Weighted Criteria) 

Technically responsive bids shall be evaluated using weighted criteria to determine the degree to which each bid meets the requirements of the 

solicitation. 

The technical evaluation shall be conducted based on the following criteria: 

Technical Evaluation Matrix 

The technical evaluation will assess the bidder’s capacity, experience, and compliance with the required specifications. A minimum technical 

score of 70% is required to qualify for financial evaluation. 

Criteria Description 
Max 

Score 

Training hall suitability 
Description or photographs of a hall accommodating at least 50 
participants in modular group-pod seating, with appropriate facilities 

30 

Catering capacity and menu options 
Proposed lunch buffet menu, tea-break menu, food variety, and 
service arrangements 

20 

Accommodation suitability 
Description or photographs of standard rooms, private bathrooms, 
cooling facilities, and confirmation of complimentary breakfast 

20 

Relevant experience 
Evidence of previous provision of comparable training, conference, 
catering, or accommodation services 

10 

Service delivery and logistics plan 
Confirmation of availability, staffing, timely service, water provision, 
and ability to meet the training schedule 

20 

Total Technical Score: 100 
The minimum technical qualifying score shall be 70%, Only bidders meeting this threshold shall proceed to financial evaluation. 

 

4. Stage 3: Financial Evaluation 

Financial evaluation will be conducted for bids that pass the preliminary examination and achieve the minimum technical qualifying score. 
The evaluation will involve: 

 Reviewing the completed quotation for the training hall, lunch buffet, tea break, drinking water, and accommodation. 

 Checking the accuracy of calculations, quantities, unit rates, subtotals, and grand totals. 

 Confirming that all required services are covered and identifying any exclusions or additional charges. 

 Comparing the evaluated total prices of technically qualified bidders. 

 The contract shall be recommended for award to the technically qualified bidder with the lowest evaluated financial offer, subject to 
confirmation of substantial compliance and the applicable procurement approval process. 

 

Pertinent Information: RHHF is not bound to select any of the suppliers submitting the offers and does not bind itself in any way to select the 

firm offering the lowest price. The contract will be awarded to the offer considered most responsive to the needs, as well as conforming to 

RHHF general principles, including economy and efficiency and best value for money. 

Quality Assurance: 

a. Prior to and /or after signing the Purchase contract, a supplier/factory evaluation may be done to determine that the factory meets 
acceptable standards. This may include but not limited to; standards such as social compliance in accordance with technical 

competence and quality assurance. 
b. All products may be subject to inspection and testing (if applicable) by RHHF or its designated representatives, to the extent 

practicable at all times and places, prior to final acceptance by RHHF. Such testing shall be done in accordance with SAQL (standard 
Acceptable Quality Limit, wherever applicable) and penalties plan.  

c. RHHF strives to deliver quality goods to its beneficiaries and constitutes the dignity, health and safety of the beneficiaries at its 
topmost priority. As a general rule, goods not compliant to the required specifications shall be straight away rejected. Therefore, to 
ensure that right goods are delivered by the supplier a penalty clause shall be stipulated in the Purchase agreement to cover the 
concerns related to delivery of non-compliant goods. 

d. In case of procurement funded by specific donors, the donor, if required, shall be able to conduct inspection of consignment or test at 
supplier’s premises. All inspection and tests on the premises of the supplier shall be performed in such a manner as not to unduly 
delay or disrupt the ordinary business activities of the supplier. 

 

Non-Conforming Items: 



a. Once items have been received, RHHF reserves the right to not accept, if any item or particulars are found to be non-conforming 
during inspection process. All costs associated with visual or laboratory inspections which are found to be non-compliant will be 
borne by the supplier including the associated penalties as a result of the non-compliant products. 

b. If any inspection or test is made on the premises of the supplier, the supplier shall provide all reasonable facilities and assistance for 
the safety and convenience of the inspectors in the performance of their duties. All inspection and tests on the premises of the shelter 
shall be performed in such a manner as not to unduly delay or disrupt the ordinary business activities of the supplier. 

 

Penalty Clause: 

Please be advised:  

a. In the event of any delay in the delivery of the goods covered by the order/contract, or in their transport until delivery up to the final 
destination/s, for reasons attributable to the Supplier, RHHF reserves the right to apply a delay penalty, equivalent to 0.5 per cent (%) 
of the value of the goods delayed for each day up to a maximum of 10% of the DDP (INCOTERM 2020). 

b. The above-mentioned penalty will under no circumstances exclude the Supplier from the obligation to compensate RHHF for any 
damages incurred as a result of the delay.     

c. If the supply has not been completed during the agreed time period, any additional costs or damages incurred by the RHHF due to 
such delay may be withheld from any amounts owed to the Supplier.  

 

Corporate Social Responsibility 

Social standards: The suppliers either working or seeking to work with RHHF must commit to respect internationally recognized 

human rights principles and labour standards, suppliers or service providers must: 

a. Conduct their business in respect of fundamental human rights and be in no way complicit in human rights abuses. 
b. Uphold the abolition of all forms of forced labour. 
c. Uphold effective elimination of child labour. 
d. Guarantee a safe working environment for employees. 

 

Environmental considerations: Whenever possible and economically viable, RHHF seek to procure goods and services that lessen the burden 

on the environment. The supplier’s environmental performance shall be passed on the following criteria: 

a. Environmental policy, committing the supplier to reduce environmental impacts.  
b. Resources dedicated to environmental management (dedicated function or team). 
c. Implementation of an environmental management system. 

 

Code of Conduct Clause: 

Principles of Conduct Clause: Suppliers seeking to work with RHHF shall respect the following principles: 

a. Business Ethics: Supplier is expected to maintain the highest degree of business ethics when working with RHHF. 
b. Transparency of information provision: Supplier shall not be involved in any fraudulent activities, misrepresent information or 

facts for the purpose of influencing the selection and contract awarding process in its favour. 
c. Fair competition: Supplier shall not be involved in any corrupt, collusive or coercive practices. Corrupt practice refers to the act of 

offering, giving, receiving, or soliciting anything of value whether directly or indirectly to unduly influence the decisions or actions 
of a procuring or contracting entity. This behavior undermines fair competition and can lead to biased contract awards or distorted 
procurement outcomes.  Fraudulent practice involves any act or omission, including deliberate misrepresentation, intended to 

mislead a procuring or contracting entity. These acts are typically aimed at gaining financial or other benefits unjustly, or  at evading 
contractual obligations. Such deception erodes trust and can result in significant financial losses or substandard project delivery.  
Collusive practice occurs when two or more bidders secretly conspire to manipulate the tender process. These undisclosed 
arrangements are made to alter the competitive nature of bidding and secure undue advantages. Collusion undermines healthy 
competition and often leads to inflated costs or compromised service quality.   Coercive practice, on the other hand, entails threats or 
actual harm either direct or indirect towards participants in the procurement process. The intent is to improperly influence their 
actions or decisions. Coercion is a grave misconduct that disrupts fair participation and may compromise the safety and integrity of 
stakeholders involved. 

d. Officials not to benefit: The Supplier represents and warrants that no official of RHHF has been, or shall be, admitted by the 
Supplier to any direct or indirect benefit arising from this Request for Quotation, Purchase Order / Contract or the award thereof. The 
Supplier agrees that breach of this provision is a breach of an essential term of this Purchase Order/Contract. 

e. If at any time during the registration or procurement process RHHF determines that the supplier is in violation of the above-
mentioned principles, that supplier’s request for registration or offer may be rejected as ineligible. All costs in relation to the 
cancellation of contracts shall be borne by the supplier.In case of illegal or corrupt practices have related to the award of the 
execution of the Purchase Order/contract, RHHF has the right to terminate the Purchase Order or cancel the Contract by giving a 
notice of the termination in writing to the supplier.     

 

PSEA 
All vendors that will be engaged shall take all appropriate measures to prevent sexual exploitation or abuse of anyone by it or any of its 
personnel or any other persons who may be engaged by the partner to perform any services under all RHHF related contracts.  
For this reason, vendors shall refrain from any sexual activity with persons less than eighteen years of age regardless of consent or age of 
majority. 

In addition, vendors shall refrain from exchange of money, goods and services for anything of value for sexual favors or any form of 

degradation. 



   

Safeguarding  

a. Consistent with our values and the charitable purposes for which we exist, the RHHF expects the Supplier to safeguard from abuse or 

harassment:  
i. its staff, employees, contractors, agents and/or any others retained or engaged by it; and 
ii. Those who come into contact with its staff, employees, contractors, agents and/or any others retained or engaged by it.     

The Supplier warrants that it shall take all reasonable steps to prevent:  

i. actual, attempted or threatened abuse, harassment or sexual exploitation by its staff, employees, contractors, agents, 
volunteers or any others retained or engaged by the Supplier; and  

ii. its staff, employees, contractors, agents, volunteers or any others retained or engaged by the Supplier engaging in 
any abuse of a child under 18 or an adult at risk of abuse in the course of their work for the Supplier,  

 And 

b. the Supplier confirms that such steps shall include, at the very least:  
iii. full compliance with all relevant statutory and regulatory requirements relating to safeguarding, an appropriately robust 
safeguarding policy, performance of disclosure checks at the appropriate level on any staff, employees, volunteers or other persons 
under the control of the Supplier who come into contact with children under 18 or adults at risk of abuse in the course of their work 

for the Supplier, and prevention of any unsupervised contact between staff, employees, volunteers or other persons under the control 
of the Supplier and children under 18 or adults at risk of abuse in the course of their work for the Supplier; and  
iv. Taking all reasonable steps to ensure compliance with the above by any sub-contractors or agents of the Supplier.     

 

c. If the Supplier becomes aware of any safeguarding issues in relation to the voucher programme they will notify the relevant focal point 
at RHHF immediately.  

 

Whistle blowing 

a) In the case that any misconduct has occurred by staff or volunteers of RHHF, or by anyone involved, it should be raised 
reported to sadewoye@royalheritagehealthfoundation.org 
  

b) Alternatively contact can be made through RHHF protected reporting system which is a confidential route for raising 
concerns and be assured they will be fully addressed. RHHF projected reporting system can be used to report any possible breaches such 

as corruption, fraud, dishonesty, harassment, sexual violence and abuse, unethical behavior and abuse of child labour. Calls can be 
anonymous and can be done by calling +234 8062303010 or by filling directly a complaint on 

complaints@royalheritagehealthfoundation.org 
 

Delivery Terms: The contract is for delivery under DDP Incoterm 2020  

Validity: It is important that all vendors state their quotation validity 

Enquiry: Contact: rhhfoundationtenders@gmail.com  
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