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Description générée automatiquement] Annex 3-06 Logistics Handbook
	Request for Quotation




	FROM
	NORWEGIAN REFUGEE COUNCIL

	Address
	Country Office NRC

	City
	Port Sudan

	Country
	Sudan

	Email
	- SD.procurement@nrc.no


	TO
	

	Address
	

	City
	

	Country
	

	Phone #
	

	Email
	



The office of the Norwegian Refugee Council invites your company to submit a price quotation for the following items in accordance with the requirements detailed below.  You may use your company format or fill up the table below. Please read carefully the instructions on page 2. 

	Request for Quotation Requirements (To be filled by NRC Procurement staff)

	RFQ # :
	SD – PZU - 118
	Currency
	USD - SDG

	RFQ Issuing Date:
	19 October 2026
	Bid Validity Period (days):
	(Preferably 30 days)

	RFQ Closing Date:
	21 October 2026
	Required Delivery Date:
	2–4 November 2026

	RFQ Closing Time:
	4:00 Pm
	Required Delivery Destination:
	Khartoum State, Sudan

	Questions to the RFQ
	SD.procurement@nrc.no 
	Required Delivery Terms:
	Venue and catering services, 2–4 November 2026



	To be filled by NRC
	To be filled by Supplier

	Item 
#
	Description/ Specifications
	Unit
	Quantity Required
	Unit Price
	Total Price

	1
	Venue rental in Khartoum State for 30–35 participants, 2–4 November 2026, 9:00 AM–5:00 PM daily. Include tables/chairs, suitable training layout, functional projector/screen, electricity, lighting, ventilation/AC, bathrooms and cleaning. Identify the proposed venue and complete the supplier venue information form attached.
	Day
	3
	
	

	2
	Lunch for up to 35 participants per day. Supplier to attach proposed menu, portions, serving arrangement, and dietary options.
	SEV
	105
	
	

	3
	Two coffee breaks per participant per day, including tea, coffee, bottled water and biscuits/refreshments. Attach proposed break menu.
	SEV

	210
	
	

	4
	Stationery package per participant: notebook, pen and sticky notes (confirm whether pencil is included).
	Package
	35
	
	

	GRAND TOTAL (Including Transport and VAT)
	





                                         

	1- Company/Business Name
2-Registration Number
3-Contact Person
4- Telephone Number

	

	
Confirmation of Availability for 2–4 November 2026
Yes / NO 

	

	Venue Security and Accessibility
 The venue must be secure, safe, and accessible by available means of transportation, subject to prevailing security conditions.
 
	Confirm availability for all three days, 2–4 November 2026, 9:00 AM–5:00 PM: Yes / No. Please specify access/setup times.

	Payment Terms
· Do you accept NRC’s payment terms (e.g., 30 days after delivery and acceptance)? Yes/No
If different, please state your preferred terms
	




	Name
	

	Position
	

	Date Signature
Stamp
	



Selection Criteria 

	#
	Criteria
	Max Score
	Scoring Guidelines 

	2
	Unit Price
	40
	Total evaluated cost, including taxes and all services.

	3
	Experience & Reliability
	30
	Relevant events of similar size; references and proven ability to deliver.

	4
	Quality of Services & Facilities
	20
	Venue photos, equipment, catering menu, cleanliness, backup arrangements.

	5
	Venue Suitability, Security & Accessibility
	10
	Location, capacity, access, safety, sanitation and suitability for training.




RFQ Terms & Conditions 
Manner of Submission:  
· By hand in a sealed envelope to NRC office located Address
· By email to the dedicated and secured email address: email @nrc.no (offers received on other email addresses will not be considered)
· Before the Closing date & Time mentioned above. Companies who do not submit their quotation by this deadline will not be considered
 
Requirements: 
· All Bids must include all customs and taxes payable in the country of delivery unless the RFQ specifically requests differently
· Bids must be submitted in the currency indicated in the RFQ. Bids in other currency might not be accepted
· Bids must be valid for the validity period indicated in the RFQ. Bids not meeting this validity period might be disqualified
· All enquires and questions should be addressed to the email given in the RFQ details section.  All questions and answers will be shared with all invited suppliers.
· NRC reserves the right to accept or reject the whole or part of your quotation based on the information provided. Incomplete quotations which do not comply with our conditions will not be considered.
· Provide Samples for the items listed in annex, together with your offer (if relevant)

Assessment Criteria:
· All bids received and accepted will be evaluated based on the following: 
· Step 1: Administrative compliance check: Each bid will be checked to ensure compliance with all the RFQ requirements
· Step 2: Technical Evaluation: All bids will be technically evaluated based on “best value for money”
· Step 3: Financial Evaluation: Price in comparison to NRC established expectation and in comparison, to other bidders of comparable technical quality

Payment terms:
· Payment will be made within 30 days of receipt of goods, by bank transfer/cheque only.  
 
	NRC is obliged to ensure that its procurement decisions are clearly justified and documented and keeping within the Donors mandatory principles. In that regard, full and on-the-spot access must be granted to representatives of NRC, the Donor or any organisation or person mandated by it, to premises belonging to NRC or its contractors. The right to access shall include all documents and information necessary to assess, or audit the implementation of the contract. 

NRC also expects suppliers who process personal data to comply with the General Data Protection Regulation (EU GDPR) and any relevant national legislation.  Suppliers processing personal data on an NRC contract will be required to sign a data processing / sharing agreement as part of the contract.  Refusal to sign such an agreement constitutes refusal of the contract terms and forfeiture of the contract on the part of the supplier.

If the activities of the contract take place in areas with Explosive Hazards, NRC accepts no liability for injury and/or death to contractor’s staff or damage to contractor’s property.   
	Anti-money laundering, anti-bribery, anti-corruption and anti-terrorism legislation and donor regulations require NRC to screen contractors against various international lists to ensure due diligence.  Submission of the quotation constitutes acceptance of these screening practices.   

NRC aims to purchase products and services with minimum environmental impact. Environmental considerations form part of the NRC selection criteria, and NRC reserves the right to reject quotations provided by suppliers not meeting these standards.  

All suppliers doing business with NRC should maintain high standards on ethical and environmental issues, respect and apply basic human and social rights, ensure non-exploitation of child labour, and give fair working conditions to their staff. Suppliers will be required to sign and submit an Ethical Standards Declaration, together with their bid. 

NRC reserves the right to reject quotations provided by suppliers not meeting these standards.  





Signature & Stamp


ANNEX A – MANDATORY SUPPLIER VENUE & SERVICE PROPOSAL
RFQ SD-PZU-118 |
Crisis Leadership Program Seed | Khartoum State | 2–4 November 2026 | 30–35 participants
Complete all fields and attach the supporting evidence. NRC may inspect shortlisted venues before award. A quotation without an identified venue may be considered incomplete.

1. Proposed venue identification

	Information required
	Supplier response

	Venue / hotel / facility name
	________________________________

	Full street address, area and nearest landmark
	________________________________

	Google Maps location link or GPS coordinates
	________________________________

	Venue owner/operator and contact number
	________________________________

	Is the venue confirmed available for 2–4 November, 9:00–17:00?
	Yes / No

	Is venue exclusive to NRC during workshop hours?
	Yes / No; details

	Attach current photos of building entrance, training room, toilets and catering area
	Attached / Not attached



2. Training room and facilities

	Information required
	Supplier response

	Maximum seated capacity and proposed setup for 35 people
	________________________________

	Proposed seating layout (U-shape / classroom / groups / other)
	________________________________

	Number of rooms included; room dimensions if known
	________________________________

	Projector, screen, HDMI connection and sound system
	Included / Extra; specify

	Wi-Fi availability, speed and any extra charges
	________________________________

	Electricity and backup generator/solar availability
	________________________________

	Air conditioning/ventilation, lighting and power sockets
	________________________________

	Accessible toilets, drinking water and cleaning services
	________________________________

	Wheelchair/step-free access and parking/drop-off area
	________________________________

	On-site technical support and venue focal point
	________________________________





3. Safety, location and access

	Information required
	Supplier response

	Security/access control and emergency exits
	________________________________

	Fire extinguishers and basic first aid arrangements
	________________________________

	Accessibility by available transport; any restrictions
	________________________________

	Any known noise or other disruptions during 9:00–17:00
	________________________________



4. Catering and stationery proposal

	Information required
	Supplier response

	Attach sample lunch menu for each of three days, including portion sizes
	Attached / Not attached

	Attach morning and afternoon coffee-break menus
	Attached / Not attached

	Vegetarian/allergy/dietary options and food safety measures
	________________________________

	Meal service time, serving location and catering staff
	________________________________

	Bottled water provision throughout the day
	Included / Extra

	Stationery specifications (notebook, pen, sticky notes, optional pencil)
	________________________________



5. Price breakdown and commercial terms

	Information required
	Supplier response

	Venue rental per day × 3 (including all equipment)
	________________________________

	Lunch price per person × 105 servings
	________________________________

	Coffee-break price per serving × 210 servings
	________________________________

	Stationery package price × 35
	________________________________

	Additional mandatory fees (generator, cleaning, service, transport etc.)
	________________________________

	Tax/VAT amount and total all-inclusive quoted price
	________________________________

	Currency and quotation validity (preferably 30 days)
	________________________________

	Payment terms (NRC standard: after satisfactory completion)
	________________________________

	Cancellation/rescheduling terms and price implications
	________________________________

	Evidence of registration and relevant event experience/references
	Attached / Not attached


Supplier representative: __________________  Signature/stamp: __________________  Date: __________
Note: Proposed specifications beyond the TOR (e.g., Wi-Fi, backup power, wheelchair access, fire safety) are requested for comparison and assessment. Suppliers should clearly identify any unavailable feature and associated cost.
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