October 9, 2017

REQUEST FOR QUOTATIONS FOR
MEETING VENUE AND CATERING SERVICES
Food and Nutrition Technical Assistance Project Il (FANTA)

Point of Contact:
Aferdita Sadiku, FANTA Program Officer
Phone: +1(202) 884-8860
Email: asadiku@fhi360.org

Alain Otarola, FANTA Operations Manager
Phone: +1(202) 884-8837
Email: aotarola@fhi360.org

FHI 360/FANTA
1825 Connecticut Avenue, NW
Washington, DC, 20009, USA

Location of Event: Kampala, Uganda
Quotation Deadline: October 18, 2017 by 5:30 PM (local time)

PURPOSE
FANTA is seeking price quotations from qualified vendors to provide meeting and catering services for the Workshop
Events to be held in Kampala, Uganda as per the following:

Workshop days in total 8 days:

e January 16-18, 2018 (3 days)
e January 22-26, 2018 (5 days)

BACKGROUND

The U.S. Agency for International Development (USAID) has awarded FHI 360, a non-governmental organization based
in Durham, North Carolina, the USAID Cooperative Agreement No.: AID-OAA-A-12-00005, to administer the Food and
Nutrition Technical Assistance Il Project (FANTA).

On behalf of USAID/Food for Peace (FFP), FANTA will organize several workshops in Kampala, Uganda on the dates
January 16-18, 2018 and January 22-26, 2018

REQUEST FOR QUOTATIONS
Technical Specifications: Offerors must submit price quotations to FHI 360 for the goods and services as listed below,
and that meet the following specifications:

SIN Workshop Workshop Number of Conference Room Requirements
Name dates Participants

1 FFP Gender January 16-18, | 40 each day | a: The capacity to comfortably accommodate 40 people
Consultation 2018 (3 full

days) b: The room should be organized in tables for groups of 5-6

people with one rectangular table in the front or to the side of
the room for facilitators

c: The room needs to have 3-4 big empty wall spaces
available to expose workshop materials. We will hang
workshop materials up on the walls (posters, banners, post-it
notes and tape flipchart papers).

d: The room arrangement is to have chairs setupin3to 4
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rows of semi-circles/ half-moon near the front of the room
where the projector will be set up for the plenary sessions and
around that in the rest of the space we will need 6 round
tables.

2 FFP M&E
workshop

January 22-26,
2018 (5 full
days)

75 each day

Meeting days January 22 — 23, 2017 (plenary)

a: 1 big meeting room with capacity to comfortably
accommodate 75 people for the meeting days January 22-23;

b: the room should be organized in tables for groups of 5—6
people with one rectangular table in the front or to the side of
the room for facilitators

¢: The room needs to have 3-4 big empty wall spaces
available to expose workshop materials (banners, posters,
tape flipcharts etc)

Meeting days January 24 — 26 (work groups in separate

rooms)

a: 2 meeting rooms, each with the capacity to comfortably
accommodate 30-40 people each meeting day from January
24 to 26, 2018;

b: each of the rooms should be organized in tables for groups
of 5-6 people with one rectangular table in the front or to the
side of the room for facilitators

¢: The room needs to have 3-4 big empty wall spaces
available to expose workshop materials (banners, posters,
tape flipcharts etc)

1) Venue:

The Venue is preferable to be located within close distance from the USAID Mission in Kampala, Uganda and meet
USAID security requirements.

2) Audio/Visual Needs (Please include AV price list) for each meeting days Jan 16-18, 2018 and Jan 22-26, 2018:

- LCD projector and screen
- Sound equipment - including at least 4 handheld microphones

- Three (3) Flipcharts and three (3) flip chart stands

- Power strips for each table
- 4-5 Extension power cords

3) Catering Needs:

Buffet Lunch each day of the event:

- January 16-18, 2018 and January 22-26, 2018 (8 days) for the above number of participants each day
- Total of two (2) small bottles of water per person/day. One (1) in the morning, and one (1) after lunch break.
- Breaks in the morning and afternoon each event’s’ day, with the following at each break:

= Coffee/tea

= Avariety of snacks

4) Other Requirements

¢ Internet Connectivity during the whole period of the Event




*Notes:
- Specific lunch and break times will be agreed upon prior to the start of workshop days (based on the Agenda).
- Final participant count will be confirmed 3 business days prior to the workshop

Submission Requirements
Please include the following in your quotations:
e Package price for venue (listing all that is included in package price)
Cost of meeting space (daily rate)
Audio-Visual prices as specified above
Lunch Menu
Venue prices for printing and copying costs
Bank wire payment availability
Special USAID/Government pricing if available
All applicable taxes and surcharges
Cancellation policies
Payment terms
Refund Policies if payment is required prior to the start of the event
Venue brochure showing meeting rooms, map and directions

Submitted quotes should be valid for sixty (60) days from the day of submission to allow adequate time for organizational
approval.

Minimum Requirements
Fulfillment of all Technical Specifications listed above.

Criteria for Evaluation:

o Final vendor will be selected based on the lowest price offer, provided that applicants meet all the
requirements as stated above.

e For verification and security purposes, a site visit may be scheduled to ensure that the venues meet
these requirements.

RESPONSE

e Responses to this RFQ should be submitted by email to Aferdita Sadiku at asadiku@fhi360.org and cc Alain
Otarola at aotarola@fhi360.org by October 18, 2017 COB (Kampala, Uganda time).

e Any quotes received after this deadline may not be accepted. FHI 360 will acknowledge receipt of the quotation
by return email. Any questions or requests for clarification need to be submitted via email to the same email
address as above by October 17, 2017 COB (Kampala, Uganda time). Inquiries and answers to inquiries will be
shared with all applicants.

Contracting Mechanism

A fixed-price purchase order may will be awarded in local currency to the responsive vendor whose quote will be
evaluated as the lowest price. In the event participant numbers or equipment and supply amounts need to be shifted
during the time period between the signature of a purchase order with the selected vendor and the actual event, FHI 360
will modify the purchase order as needed.

NOTE

1) FHI 360 will not compensate vendors for preparation of their response to this RFQ.

2) Issuing this RFQ is not a guarantee that FHI 360 will award a purchase order.

3) FHI 360 reserves the right to issue a purchase order based on the initial evaluation of offers without discussion.
4) FHI 360 may choose to award a purchase order for part of the activities in the RFQ.

5) FHI 360 may choose to award a purchase order to more than one vendor for specific goods in the RFQ.

6) FHI 360 may request from short-listed vendors a second or third round of written response to a more specific and
detailed scope of work that is based on a general scope of work in the original RFQ.

7) FHI 360 has the right to rescind an RFQ, or rescind an award prior to the signing of a purchase order due to any
unforeseen changes in the direction of FHI 360’s client (the U.S. Government), be it funding or programmatic.
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8) FHI 360 reserves the right to waive any deviations by vendors from the requirements of this solicitation that in FHI
360’s opinion is considered not to be material defects requiring rejection or disqualification; or where such a waiver will
promote increased competition.

REQUEST FOR PROPOSAL FIRM GUARANTEE

All information submitted in connection with this RFQ will be valid for sixty (60) days from the RFQ due date. This
includes, but is not limited to, cost, pricing, terms and conditions, service levels, and all other information. If your firm is
awarded the contract, all information in the RFQ and negotiation process is contractually binding.

OFFER VERIFICATION
FHI 360 may contact offerors to confirm validity of the offer, contact person, address, and bid amount.

FALSE STATEMENTS IN OFFER
Offerors must provide full, accurate, and complete information as required by this solicitation and its attachments.

CONFLICT OF INTEREST

Offerors must provide disclosure of any past, present, or future relationships with any parties associated with the
issuance, review, or management of this solicitation and anticipated award. Failure to provide full and open disclosure
may result in FHI 360 having to re-evaluate selection of a potential offeror.

— End of RFQ —



