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[bookmark: _j8ygr4y4rt81]Tender Package — Request for Proposal (RFP)
1. [bookmark: _7eko126f27vr]Invitation to Tender
	Tender Name: Handyman services for Mercy Corps, Abuja
	Tender No: NIG/ABV/TEN0061

	Location: Mercy Office Abuja, Nigeria
	Correspondence Language(s): English

	Brief Summary Description of Project: 

Mercy Corps is a leading global organization that works in 40 countries around the world to alleviate suffering, poverty and oppression by helping people build secure, productive and just communities. Since 2012, Mercy Corps has worked to tackle Nigeria’s complex and evolving needs through a range of dynamic, multi-sector programs. In Nigeria, Mercy Corps is addressing the immediate humanitarian needs of vulnerable communities; enabling conflict-affected populations to transform from relief to resilience using market-driven approaches; and supporting community-led peace building efforts. Mercy Corps Nigeria is currently in need of Handyman Service for its Abuja office.



	Tender Package Available from: 11th / May / 2022
	Tender Package Pickup Location: 
Tenders are available to download at:  
https://www.mcnigeria.com/tenders/

	Deadline for Offer Submission: 
25th / May / 2022
Closed by 5:00PM Nigeria Time
	Submit Offers to:
Electronic Submissions must be sent in PDF Format via email to tenders@mercycorps.org  
Subject Line must be: “NIG/ABV/TEN0061- Handyman Services for Mercy Corps, Abuja”.
Hard copy submissions must be submitted in a sealed envelope labelled as “NIG/ABV/TEN0061- Handyman Services for Mercy Corps, Abuja”.
 to:
Mercy Corps Abuja Office with address at No 166 Umar Dikko Street, adjacent Lake View Estate, Jabi, FCT Abuja.

Mercy Corps encourages electronic submissions...


Mercy Corps reserves the right to accept or reject any late offers

	Questions and Answers (Q&A)

	If any, Submit Questions in writing to: qa-ng-tenders@mercycorps.org 

	Last Day for Questions:
18th / May / 2022; 1200 PM Nigeria Time
	Questions will be answered by:
19th  / May / 2022; 0300 PM Nigeria Time

	Questions will be answered through: https://www.mercycorps.org/tenders



	[bookmark: _6ccte654ttk6]Documentation Checklist

	These documents are contained within this tender package: 
	· Invitation to Tender
· General Conditions for Tender
· Criteria and Submittals
· Price Offer Sheet
· Supplier Information Form
· Scope of Work/Technical Specifications/BoQ
· Sample Contract


[bookmark: _hqsrjp8vlgzv]
2. [bookmark: _fqj5yi94yqwa]General Conditions for Tender
Mercy Corps invites proposals for the goods, services and/or works described and summarized in these documents, and in accordance with procedures, conditions and contract terms presented herein. Mercy Corps reserves the right to vary the quantity of work/materials specified in the Tender Package without any changes in unit price or other terms and conditions and to accept or reject any, all, or part of submitted offers.

2.1	Mercy Corps’ Anti-Bribery and Anti-Corruption Statement
Mercy Corps strictly prohibits:
· Any form of bribe or kickback in relation to its activities
This prohibition includes any request from any Mercy Corps employee, consultant or agent for anything of value from any company or individual in exchange for the employee, consultant or agents taking or not taking any action related to the award of a contract or the contract once awarded.  It also applies to any offer from any company or individual to provide anything of value to any Mercy Corps employee, consultant or agent in exchange for that person taking or not taking any action related to the award of the contract or the contract.
 
· Conflicts of interests in the awarding or management of contracts 
If a company is owned by, whether directly or indirectly, in whole or in part, any Mercy Corps employee or any person who is related to a Mercy Corps employee, the company must ensure that it and the employee disclose the relationship as part of or prior to submitting the offer.   
 
· The sharing or obtaining of confidential information
Mercy Corps prohibits its employees from sharing, and any offerors from obtaining, confidential information related to this solicitation, including information regarding Mercy Corps’ price estimates, competing offerors or competing offers, etc.  Any information provided to one offeror must be provided to all other offerors.
 
· Collusion between/among offerors
Mercy Corps requires fair and open competition for this solicitation.  No two (or more) companies submitting proposals can be owned or controlled by the same individual(s). Companies submitting offers cannot share prices or other offer information or take any other action intended to pre-determine which company will win the solicitation and what price will be paid.
 
Violations of these prohibitions, along with all evidence of such violations, should be reported to: 
http://mercycorps.org/integrityhotline

Mercy Corps will investigate allegations fully and will take appropriate action.  Any company, or individual that participates in any of the above prohibited conduct, will have its actions reported to the appropriate authorities, will be investigated fully, will have its offer rejected and/or contract terminated, and will not be eligible for future contracts with Mercy Corps. Employees participating in such conduct will have his/her employment terminated.

Violations will also be reported to Mercy Corps’ donors, who may also choose to investigate and debar or suspend companies and their owners from receiving any contract that is funded in part by the donor, whether the contract is with Mercy Corps or any other entity.
	
2.2 Tender Basis: 
· All offers shall be made in accordance with these instructions, and all documents requested should be furnished, including any required (but not limited to) supplier-specific information, technical specifications, drawings, bill of quantities, and/or delivery schedule. If any requested document is not furnished, a reason should be given for its omission in an exception sheet.
· No respondent should add, omit or change any item, term or condition herein.
· If suppliers have any additional requests and conditions, these shall be stipulated in an exception sheet.
· Each offeror may make one response only.
· Each offer shall be valid for the period of 180 days from its date of submission.
· All offers should indicate whether they include taxes, compulsory payments, levies and/or duties, including VAT, if applicable.
· Suppliers should ensure that financial offers are devoid of calculation errors. If errors are identified during the evaluation process, the unit price will prevail. If there is ambiguity on the unit price, the Selection Committee may decide to disqualify the offer.
· Any requests for clarifications regarding the project that are not addressed in written documents must be presented to Mercy Corps in writing. The answer to any question raised in writing by any offeror will be issued to that offeror. In some cases, Mercy Corps may choose to issue clarifications to all offerors. It is a condition of this tender that no clarification shall be deemed to supersede, contradict, add to or detract from the conditions hereof, unless made in writing as an Addendum to Tender and signed by Mercy Corps or its designated representative.  
· This Tender does not obligate Mercy Corps to execute a contract nor does it commit Mercy Corps to pay any costs incurred in the preparation and submission of proposals. Furthermore, Mercy Corps reserves the right to reject all proposals, if such action is considered to be in the best interest of Mercy Corps.
2.3 	Supplier Eligibility
Suppliers may not apply, and will be rejected as ineligible, if they:
· Are not registered companies
· Are bankrupt or in the process of going bankrupt
· Have been  convicted of illegal/corrupt activities, and/or unprofessional conduct
· Have been guilty of grave professional misconduct
· Have not fulfilled obligations related to payment of social security and taxes
· Are guilty of serious misinterpretation in supplying information
· Are in violation of the policies outlined in Mercy Corps Anti Bribery or Anti Corruption Statement
· Supplier (or supplier’s principals) are on any list of sanctioned parties issued by; or are presently excluded or disqualified from participation in this transaction by the United States Government or United Nations by the United States Government, the United Kingdom, the European Union, the United Nations, other national governments, or public international organizations.
Additional eligibility criteria, if applicable, are stated in section 3.2 of this tender package.
2.4   	Response Documents
Either Offerors can utilize the response documents contained in this tender package to submit their offer or they can submit an offer in their own format as long as it contains all the required documents and information specified by this tender.
2.5	Acceptance of Successful Response
Documentation submitted by offerors will be verified by Mercy Corps. The winning offeror will be required to sign a contract for the stated, agreed upon amount.
2.6	Certification Regarding Terrorism
It is Mercy Corps’ policy to comply with humanitarian principles and the laws and regulations of the United States, the European Union, the United Nations, the United Kingdom, host nations, and other applicable donors concerning transactions with or support to individuals or entities that have engaged in fraud, waste, abuse, human trafficking, corruption, or terrorist activity. These laws and regulations prohibit Mercy Corps from transacting with or providing support to any individuals or entities that are the subject of government sanctions, donor rules, or laws prohibiting transactions or support to such parties.
3. [bookmark: _6wwf7wss0sbh]Criteria & Submittals

	3.1       Contract Terms 
Mercy Corps intends to issue a Fixed Price contract to one or several company (ies) or organization(s). The successful offeror(s) shall be required to adhere to the statement of work and terms and conditions of the resulting contract. The anticipated contract is incorporated in Section 6 herein. By submitting an offer, offerors certify that they understand and agree to all of the terms and clauses contained in Section 6.

	3.2	Specific Eligibility Criteria 
Eligibility criteria must be met and the corresponding supporting documents listed below under “Tender Submittals” must be submitted with offers. Offerors who do not submit these documents may be disqualified from any further technical or financial evaluation.
Eligibility Criteria:
· Certificate of Incorporation Issued by Corporate Affairs Commission
· Tax Identification number & Tax Clearance certificate as of 2020
· Filled Signed and Stamped Supplier Information Form



	3.3	Tender Submittals
Documents and required information listed in tender submittals are necessary in order to support the eligibility criteria and to conduct technical evaluations of received offers (and due diligence). While absence of these documents and/or information does not denote mandatory disqualification of suppliers, the lack of these items has the potential to severely and negatively impact the technical evaluation of an offer. 
Documents supporting the Eligibility Criteria:
· Certificate of Incorporation Issued by Corporate Affairs Commission
· Tax Identification number & Tax Clearance certificate as of 2020
· Filled Signed and Stamped Supplier Information Form

Documents to conduct the Technical Evaluation and additional Due Diligence: 
· Company Profile/CVs of Key Personnel (Technical staff should have at least a first degree/ HND in Engineering and relevant experience aligned to the task at hand. Demonstrate relevant experience in Management of Facility Management Company
· Price/financial Offer
· Quote validity Period - (Bidder should confirm at least 12months price validity on the Supplier information form (bidder’s ability to fix price for 12months will be an added advantage)
· List of complimentary services to be provided
· Payment terms -bidder should confirm payment terms on the Supplier information form (Must be able to accept 100% payment after full delivery of services)
· Experience level (2-year minimum) in providing services – MUST have evidence of good track record in providing handyman services with references from previous clients (please attach evidence from at least two (2) organizations preferably INGO to proposal document).
· Business location (Company MUST be in Abuja in case of emergency services)
· Provide List of Facility Maintenance services provided by your organization and trained Technicians available to provide same service. List of equipment's and Tools owned by the organization for their use.
Price Offer:
The Price offer is used to determine which offer represents the best value and serves as a basis of negotiation before award of a contract. As a Fixed-Price contract, the price of the contract to be awarded will be an all-inclusive fixed price basis, either in the form of a total fixed price or a per-unit/deliverable fixed price. No profit, fees, taxes, or additional costs can be added after contract signing. Offerors must show unit prices, quantities, and total price, as displayed in the Offer Sheet in Section 4. All items must be clearly labeled and included in the total offered price.
Offerors must not include VAT in their offer. Mercy Corps is a VAT exempted organization in Nigeria. However, Mercy Corps will deduct WH tax in line with the governmental regulations in Nigeria so Withholding tax shall be included in the offer.

	3.4	Currency 
Offers should be submitted in: NGN	
Payments will be made in: NGN



	3.5	Tender Evaluation (Trade-Off Selection Method)
Based on the above submittals, a Mercy Corps Tender Committee will conduct a tender evaluation process. Mercy Corps reserves the right to accept or reject any or all proposals, and to accept the offer(s) deemed to be in the best interest of Mercy Corps. MC will not be responsible for or pay for any expenses or losses which may be incurred by any Offeror in the preparation of their tender.
Evaluations will be conducted as described in the following subsections:

	3.5.1	Scoring Evaluation 
Trade-Off Method
Mercy Corps Tender Committee will conduct a technical evaluation which will grade technical criteria on a weighted basis (each criteria is given a percentage, all together equaling 100%). Offeror's proposals should consist of all required technical submittals so a Mercy Corps committee can thoroughly evaluate the technical criteria listed herein and assign points based on the strength of a technical submission.
Award criteria shall be based on the proposal’s overall “value for money” (quality, cost, delivery time, etc.) while taking into consideration donor and internal requirements and regulations.  Each individual criteria has been assigned a weighting prior to the release of this tender based on its importance to Mercy Corps in this process. 
Offeror(s) with the best score will be accepted as the winning offeror(s), assuming the price is deemed fair and reasonable and subject to the additional due diligence in section 3.5.2.
When performing the Scoring Evaluation, the Mercy Corps tender committee will assign points for each criteria based on the following scale:
	Point
	Rationale

	0
	Not acceptable; has not met any part of the specified criteria

	1-4
	Has met only some minimum requirements and may not be acceptable

	5
	Acceptable

	6-9
	Acceptable; has met all requirements and exceeds some

	10
	Acceptable; has exceeded all requirements



	Evaluation Criteria
	Weight
(%)
	Possible Points 
(1 to 10)
	Weighted Score

	
	(A)
	(B)
	(A*B)

	Company Profile/CVs of Key Personnel (Technical staff should have at least a first degree/ HND in Engineering and relevant experience aligned to the task at hand. Demonstrate relevant experience in Management of a Facility Management Company. 
	10%
	10
	1

	Price/financial Offer
	15%
	10
	1.5

	Quote Validity Period (Bidder should confirm at least 12months price validity on the Supplier information form (bidder’s ability to fix price for 12months will be an added advantage)
	10%
	10
	1

	List of complimentary services provided
	10%
	10
	1

	Payment Terms - Bidder should confirm payment terms on the Supplier information form (MUST be able to accept 100% payment after full delivery of Services)
	10%
	10
	1

	Experience level (2-year minimum) in providing services – MUST have evidence of good track record in providing handyman services with references from previous clients (please attach evidence from at least two (2) organizations preferably INGO to proposal document).
	25%
	10
	2.5

	Business location (Company MUST be in Abuja in case of emergency services)
	5%
	10
	0.5

	Provide List of Facility Maintenance services provided by your organization and trained Technicians available to provide same service. List of equipment's and Tools owned by the organization for their use.
	15%
	10
	1.5

	TOTAL POSSIBLE SCORE:
	100%
	
	10




	3.5.2	Additional Due Diligence
Upon completion of both the technical and financial evaluations, Mercy Corps may choose to engage in additional due diligence processes with a particular supplier or supplier(s). The purpose of these processes is to ensure that Mercy Corps engages with reputable, ethical, responsible Suppliers with solid financials and the ability to fulfill the contract. Additional due diligence may take the form of the following processes (though it is not limited to):
· Reference Checks
· Ineligibility & Compliance Check 


4. [bookmark: _uea0wym567yl][bookmark: _n1ql3zwoc1op][bookmark: _dc3tpvn2up5m]Offer Form 

	Offerors must submit their own independent offer including at least (but not limited to):
· All documents requested in the “Eligibility Criteria” section of this Tender Package
· All documents requested in the “Tender Submittals” section of this Tender Package
· All information listed in the “Documents Comprising the Proposal” section below

All offers must be duly signed (including position and full name of the signer) and stamped, with the date of completion.



Documents Comprising the Proposal
The following information must be included in the offer of any potential offeror:
· Cover Letter explaining interest to be a contracted vendor or supplier, and the details of the Proposal. The content of the cover letter shall include the following information:
· A detailed specification of the offered services
· Warranty (if necessary and appropriate)
· Delivery time
· Price validity date (for this purpose and as stated on the advertisement, quote given shall remain unchanged for 180 working days)
· A Price Offer detailing the unit price only, using the Price Offer Sheet template provided in section 7
· Completed and signed Mercy Corps Supplier Information Form (template provided in section 7)
· Other important documents offeror feels need to be attached to support their proposal
The original proposal shall be signed by the offeror or a person or persons duly authorized to bind the offeror to the contract. Financial offer pages of the proposal shall be initialed by the person or persons signing the proposal and stamped with the company seal.
Any interlineations, erasures, or overwriting shall be valid only if they are initialed by the person or persons signing the proposal.
5. [bookmark: _bgjb0uwvgprp]Scope of Work/Technical Specifications

5.1 Background
Mercy Corps is a leading global organization that works in 40 countries around the world to alleviate suffering, poverty and oppression by helping people build secure, productive and just communities. Since 2012, Mercy Corps has worked to tackle Nigeria’s complex and evolving needs through a range of dynamic, multi-sector programs. In Nigeria, Mercy Corps is addressing the immediate humanitarian needs of vulnerable communities; enabling conflict-affected populations to transform from relief to resilience using market-driven approaches; and supporting community-led peace building efforts. Mercy Corps Nigeria is currently in need of handy man services in Abuja.

5.2 Scope of Work (for Services)
Statement of Purpose: 
Mercy Corps has the need to meet the growing request of program teams in Nigeria, Mercy Corps through its funding from different donors have seen the need to engage firms/ individuals for facility maintenance/handyman services. The service provider will provide services that will cut across the needs and request of different projects/programs in Mercy corps Nigeria.
Expected Deliverables: 
Mercy Corps expects all service providers to have as referred to this Sow, but not limited to, the following:
The Facility Handyman will be supporting MC Admin/Facility Officer in complying with statutory and good practice service requirements in maintenance services and engineering service installations. The handyman is expected to draw up a schedule of equipment repairs in consultation with the Admin/Facility Officer to be carried out on behalf of Mercy corps. The Firm will provide the following services but not limited to all the items listed below:
Maintenance Services
· Bathroom Maintenance: The handyman will help install new shower doors, replace broken tiles, stop a leaky toilet, repair a faucet—the bathroom gets a lot of use and abuse. Here are just a few of the common bathroom services we handle on a regular basis:
· Faucet Repair
· Fixture Installation
· Shower Door Repair & Installation
· Tile & Ground Repair
· Patching Dry wall
· Electrical Maintenance: The Handyman will make sure all the necessary electrical maintenance is carried out before they get out of hands.
· Kitchen Maintenance: The Handyman will make sure all the necessary kitchen maintenance starting from water heaters, to taps, refrigerator, cooking gas are carried out before they get out of hands.
· Outdoor Home Maintenance: To keep up the appearance of MCN offices and Guest house, the handyman will ensure seasonal maintenance such as. 
· Desk Maintenance
· Fence Maintenance
· Storm Door Installation
· Exterior Stucco Repair
· Gutter Maintenance
· Power Washing Services
· Fumigation Service
· Pool Maintenance
· Power Washing/Deep Cleaning Services: The Handyman performs power washing—also known as pressure washing—that removes built-up dirt and debris from decks, floors, windows, and tiles.
Repairs Services
· Bathroom Repair: The handyman will be responsible for the repairs of cracked tile in the bathrooms and can keep frequently trafficked room working at its best.
· Ceiling Fan Repair: If fans are not working properly, the handyman should be able to provide fast and effective fixes for them.
· Door Repair: Doors are critical component to the functioning of MC offices and houses. The Handyman fixes doors that are struggling to open, not keeping drafts out, or are otherwise broken.
· Drywall Repair: The Handyman will provide immediate drywall repair services to Mercy Corps for Drywall suffering cracks from settling, falling to moisture and Suffer damages.
· Electrical Repair: The handyman will handle all repair projects involving the wiring of your home or different electrical components.
· Faucet Repair: the handyman will repair all leaking faucet that could help prevent unnecessary spikes in water bills.
· Flooring Repair: The handyman will repair all damages to the floors in MCN offices and homes to avoid danger resulting from these damages. 
· Furniture Repair: The handyman is to mobilize his professional team for repairs when the wooden furniture starts to show signs of damage or wear and tear.
· Gutter Repair: To prevent broken gutters on MCN offices and homes from causing redirection of water, which can cause major damage to the drywall, roof, basement, foundation, soffits, and fascia of your home, the handyman will mobilize his team for repairs immediately this is discovered.
· Handrail Repair: The handyman will as urgent as possible fix all handrails fixed in MCN offices and houses 
· Kitchen Repair: The handyman will provide the necessary repairs for the broken elements in MCN kitchens to make it not only looks its best, but also functions at its best too.
· Light Fixture Repair: The handyman must ensure the light fixtures in MCN offices and houses look their best by getting them fixed as soon as possible.
· Plumbing Repair: When the plumbing in MCN offices and houses are not working properly, the handyman must ensure the plumbing repair services are done as quickly as possible.
· Screen Door Repair: The handyman will ensure repairs are carried out on MCN’s screen door when fixing is required. 
· Shower Head Repair: The handyman will efficiently mobilize his team to fix all showerheads that are leaking, have pressure that is too low, or is otherwise broken.
· Sink Repair: The handyman must ensure he provides repair services for sinks of all kinds, as there could be leaks that could cause water damage as well as the resulting mold and mildew.
· Steps Repair: The handyman must ensure all broken steps or stairs in MCN offices and houses are fixed to avoid the danger of staff members and visitors being injured
· Tile Repair: The handyman must ensure repairs are made to all the tile in the different rooms of MCN offices and houses starting from the entryway to the bathroom to the kitchen to the entryway where necessary.
· Toilet Repair: The handyman is to ensure all toilets that have problems of weak flushing or make dripping noise or their tubs and sinks gurgle when flushed are diagnosed and repaired immediately.
· Window, Window blinds & Window Frame Repair: The handyman must ensure all window blinds, windows and their frames are functioning properly.
· Carpentry Services: The handyman will provide the service of installation and building of mantels, cabinets, bookcases, wooden countertops, office demarcation and more.
· CCTV Maintenance: The handyman will provide the service of repair and Maintenance for Office and Guest house CCTV including replacement of parts where needed.

Others are:
i. Building Services Maintenance
ii. Electronic Security Access and Maintenance
iii. Energy Management
iv. Fire Safety Systems Installations
v. Landscape Maintenance
vi. Mechanical and Electrical Services
vii. Refurbishment and Infrastructure
viii. Space Management
ix. Hygiene services, Refuse removal and Waste Management
x. Water Management
xi. Maintenance management and engineering services 
xii. Planned corrective maintenance (PCM) and Maintenance planning 
xiii. Development and implementation of service level specifications for internal and external service providers 
xiv. Maintenance inspections and Condition surveys 
xv. Failure analysis and corrective action services 
xvi. Emergency maintenance (EM) 
xvii. Preventative maintenance (PM)
xviii. Construction (Installations and replacements)
xix. General office cleaning services 
xx. Gardening and landscaping services
xxi. Pest Control 
xxii. Painting of offices and residence.
xxiii. Office plants maintenance 
xxiv. Window washing 
xxv. Air-condition maintenance.
xxvi. General maintenance management
Proposals: 
Proposals should include the following: 
A. Technical Proposal: The company must be duly registered and is to submit the mandatory documents which include, Tax Identification Number (TIN); Certificate of Incorporation; company name, contact information, company biography and proposal summary including: 

1. Related Experience: evidence of similar services rendered. Experience in providing similar services to other international organizations is preferred.
2. Recommendations: list at least one professional reference from current or past clients. Organization name and contact information should be provided. 

B. Cost Proposal: Mercy Corps would like to see the unit price of the different categories of services rendered.  A price schedule with details of service category should be attached.

Attachments:
Attachment 1: Supplier Information form template
Attachment 2: Price Offer Sheet template
Attachment 3: Offer Form Checklist
Attachment 4: Sample Contract with Donor Clauses
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