Request for Proposals for
[Vehicle Rental Service Provider]



Dear Sir/Madam,

You are invited to submit a proposal to IMMAP with the
requirements mentioned herein. The purpose of this
request for proposal (RFP) is to identify suitable
provider(s) to deliver Rental Vehicle(s).

iMMAP is an international non-governmental organization
(INGO) that provides targeted Information Management|
(IM) support to partners responding to complex
humanitarian and development challenges. For more than
17 years, iIMMAP has promoted measurable change in
people’s lives through the core philosophy that better data
leads to better decisions, which ultimately lead to better
outcomes. iIMMAP’s expertise in data collection, analysis
and presentation has revolutionized the decision-making
process for diverse, multi-sectoral partners who seek
enhanced coordination and sustainable solutions through
information management. iIMMAP is home to a robust and
dynamic team of recognized experts in social science,
software development, statistics, (GIS), performance
monitoring and evaluation, technical assistance and
capacity development.

\We anticipate that the bidder whose proposal suggests the
best solution and prices for Vehicle(s) Rental (as per the
requirements set forth in this RFP) will be selected by
06/10/2020.

We will notify all bidders, whether they are rejected or
unsuccessful.

We thank you in advance for your effort and interest in
iMMAP.

Budl/ud! ($i5e

Oldlaielb Bgisg IMMAP delaie dedsd) yaw oy euddd (Sgeds

D936 ol 98 (RFP) (29,all @il b (e (2,301 Lo 8)5Sdall
LSyl 22l dods pbgx) Couslio (Aol puin)

Olo glaadl 8yl0] COugiuw aed ;895 dusuy e ddgo dalaio (2 IMMAP
AslesYly ALYl Sbamill Bl e osleny ol sS4
e sake S50 IMMAP clas dle 17 oo ST e e Bl
555 JuadY! ULl (p9 dwoled) daaada)l U (o ol Bl i
s ciast aa) sl il ) Dlgd) 3 S5 L (Jomdl w3 )
Dbal go ddas & 8)55 leudyes lehdody bl gax (§ IMMAP
Jolodly Benddd) et ] Ogaun wleladll Godatie (e giin 8,4
553 @t bge (B IMMAP .Sloglasll i3] IS5 (pe daliumed]
Olrand! pghis ¢ daeloxxYl polall (3 o BAnell slasdl o Sraliang
st g dwd] Bielunallg ¢ 1Y 39 Juoy9 ¢ (GIS) « wlsbaz>Ylg ¢
oyl

hlaedllg Jolodl sl duiye i (U1 sllaall pudia sl o o 8930
o5 (b (3 lede pogiaidl cldhaiall Bag) wUSyall Hlxsind
06/10/2020. Jsk=s (29,2

PVESCS e.)..cgi ©o4ad) @ sl Olslaall (e taz Hlasb podi

AMMAP 5 clolainlg Joggx> e addo 21,54

2 | Page



1.1 INTRODUCTION

1.2 Scope of Services

This scope of work is intended to provide a professional
Vehicle(s) Rental service to iIMMAP.

The provider will provide iIMMAP with convenient
vehicle(s) and qualified Driver(s) who will be responsible
for secure and timely driving services to transport
passengers and/or goods, deliver documents to the banks,
suppliers and iIMMAP’s partners, assist with postage and
with pick up of office purchases, and any other tasks
required by the Operation Unit, while at the same time the
Service Provider observing adequate duty of care to its
staff in Jordan.

Project Goal: To fulfilliMMAP’s needs of movement during
the missions within the borders of the Hashemite Kingdom
of Jordan.

Constraints: The result of this RFP process will be a
Framework Agreement valid for One year and multiple
assignments based on iIMMAP needs, each specified in a
separate purchase order with services to be delivered in a
specified time frame.

2.0 Deliverables

2.1 Responsibilities

Under the supervision of Operation Unit, the Service

Provider and the assigned Driver will provide the below;

e Transportation needs for IMMAP.

e Deliver and pick up any documents requested by iMMAP.

efollow up and conduct maintenance for the vehicle
(including oil and tires, maintain the vehicles in a clean
condition, both inside and outside, presence of a fire
extinguisher, a spare wheel kit, a warning triangle and a
first aid kit).

e Keep track of timely vehicles’ insurance and licenses, as
well asthe driver’s licenses renewals as per the local rules
and regulations.

e Maintain a logbook of vehicle mileage and trip details on
a daily basis, and report it to the Operations Unit.

e Submit fuel card invoices and report usage to the
Operations Unit.
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2.2 Requirements
Proposers of this
gualifications:

RFP must meet the following

e The Proposer should be registered within the borders of
The Hashemite Kingdom of Jordan. The Registration
Certificate should be included in the technical proposal
envelope.

eThe Service Provider must provide experience
certificates providing similar services to companies
and/or NGOs.

® The Service Provider and the driver must have good

English skills.

e The Service Provider and the Driver must carefully follow
Jordanian Traffic Law and Regulations. Any violation of]
these laws will engage the responsibility of the service
provider.

e The Service Provider and the assigned Driver must follow
iMMAP’s internal regulations.

e The Service Provider shall provide iIMMAP with the
driver’s non-criminal certificate.

® The Service Provider shall provide iIMMAP with a healthy|
fit Driver.

e In case of any technical issues with the vehicle, the Driver|
will be responsible to inform the Operations Unit and the
Service Provider in order to solve the problem or replace
the vehicle, if needed.

e Vehicles must contain the following:

Tire change kit.

Fire extinguisher.

Emergency triangle.

GPS tracker.

Jump start cable.

Vehicle towing wire

® Smoking is strictly prohibited inside the vehicle.

Proposers should ensure that their proposals contain

sufficient information for iIMMAP by presenting

acceptable evidence of the above to perform the services
called for by this RFP.

3.0 ADMINISTRATIVE INFORMATION

3.1 Expected Time Period for the Framework Agreement
The performance period of the Framework Agreement is
expected to last 12 months, starting from the date of]
signing the framework agreement.

I'he successful proposer should be prepared to begin work
according to the time schedule proposed by iMMAP.
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3.2 RFP Coordinator

Written questions must be directed, via email, to
rfps.mena@immap.org

3.3 Proposer Inquiries

iMMAP will consider written proposer inquiries regarding
RFP requirements or Scope of Services until the date
specified in the “3.4 Calendar of Events”. IMMAP reserves
the right to modify the RFP that is in the best interest of
iMMAP.

To be considered, written inquiries and requests for|
clarification of the content of this RFP must be received via
e-mail at rfps.mena@immap.org maximum by the local
time and date as specified in the “3.4 Calendar of Events”.
Any and all questions directed to the RFP Coordinator will
be deemed to require an official response. Official
responses to each of the questions presented by the
proposers will be sent via email to all proposers by the date
specified in the “3.4 Calendar of Events”.

Only the RFP Coordinator has the authority to officially
respond to a proposer’s questions on behalf of iIMMAP.
Any communications from any other individuals are not
binding to IMMAP.
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4.0 PROPOSAL INFORMATION

4.1 Proposal Response Location

Proposers who are interested in providing professional
services should submit a proposal as per instruction in
below Annex |- Format of Proposal.

4.2 RFP Addenda

iMMAP reserves the right to revise any part of the RFP by
issuing an addendum to the RFP at any time. This
addendum will be notified to the proposers via email.

4.3 Proposal Rejection

Issuance of this RFP in no way constitutes a commitment
by iMMAP to award a framework agreement. iMMAP
reserves the right to accept or reject, in whole or in part,
all  proposals submitted and/or cancel this
announcement.

4.4 Withdrawal and Re-submission of Proposal

A proposer may withdraw a proposal that has been
submitted at any time before the date and time the
proposal is due. To accomplish this, a written request
signed by the authorized representative of the proposer
must be submitted to the RFP Coordinator at iMMAP
Location specified in Annex |- Format of Proposal.

4.5 Service Provider Information

iMMAP shall have a single prime provider or more than
one primary provider as the result of this RFP, and the
provider(s) shall be responsible for all deliverables
requested by IiIMMAP. This general requirement
notwithstanding, proposers may not enter into
subcontracting arrangements; and should acknowledge
in their proposal total responsibility for the entire
agreement.

4.6 Ownership of Proposal

All materials submitted in response to this RFP become
the property of iIMMAP. Selection or rejection of a
proposal does not affect this right.

4.7 Proprietary Information

Only information which is in the nature of legitimate
trade secrets or non-published financial data may be
deemed proprietary or confidential. Any proposal marked
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as confidential or proprietary in its entirety may be
rejected without further consideration or recourse.

4.8 Cost of Preparing Proposals

iMMARP is not liable for any costs incurred by prospective
proposers prior to issuance of or entering into a
framework agreement. Costs associated with developing
the proposal and any other expenses incurred by the
proposer in responding to this RFP are entirely the
responsibility of the proposer and shall not be reimbursed
in any manner by iMMAP.

4.9 Errors and Omissions in Proposal

iMMAP will not be liable for any errors in proposals and
reserves the right to make corrections or amendments
due to minor errors identified in proposals. IMMAP, at its
option, has the right to request clarification or additional
information from the proposer.

4.10 Framework Agreement Award and Execution

iMMAP reserves the right to enter into a Framework
Agreement without further discussion of the proposal
submitted based on the initial offer received. iIMMAP
reserves the right to enter into an Agreement for all or a
partial list of Services offered in the proposal.

The RFP and proposal of the selected proposer will
become part of any Agreement between the selected
Service Provider and iIMMAP.

If the selected proposer fails to sign the final contract
within 5 business days of delivery, IMMAP may elect to
cancel the agreement and award the agreement to the
next highest-ranked proposer.

5.0 RESPONSE INSTRUCTIONS

5.1 Proposal Submission

It is solely the responsibility of each proposer to assure
that their proposal is received at iIMMAP Location
specified in Annex |-Format of Proposal prior or on the
deadline date and time for submission as per of the “3.4
Calendar of Events”. Proposals received after the
submission deadline will not be considered. The proposer
shall insure to submit the following documents in Two
separate envelopes: one technical proposal and one
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financial proposal in order to evaluate their proposal.

Technical Proposal envelope shall contain the
following documents:

1- Copy of Company Registration in Jordan.

2- Experience certificates.

3- Technical proposal as per instructions in Annex
I-Format of Proposal

4- Signed and stamped Annex II-CERTIFICATION

STATEMENT

Failing to provide any of the above documents will result
in excluding the vendor from the whole RFP evaluation.

Financial Proposal envelope shall contain the followin
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documents:
1- Financial proposal as per instructions in Annex Il
Financial Proposal

iMMAP reserves the right to exclude any proposal from
the evaluation process in case one or some of the above
documents are missing.

5.2 Certification Statement

The proposer must sign, stamp and submit the ANNEX Il
Certification Statement.

5.3 Proposal Format

The proposer should submit a proposal as specified in the
RFP Annex I|-Format of Proposal which shall include
enough information to satisfy evaluators that the proposer|
has the appropriate experience and qualifications to
perform the scope of services as described herein. The
Proposer should respond to all requested areas.

6.0 EVALUATION AND SELECTION

6.1 Evaluation Team

The evaluation of proposals will be accomplished by an
Evaluation Committee, to be designated by iMMAP, which
will determine the proposal most advantageous to
iMMAP.

6.2 Administrative and Mandatory Screening

All proposals will be reviewed to determine compliance
with administrative and mandatory requirements as
specified in the RFP. Proposals found not to be in
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compliance will be rejected from further consideration
Risk mitigation procedures should also be provided.
iMMAP takes meeting duty-of-care obligations and
compliance with the principles of ‘do no harm’ very
seriously.

6.3 Evaluation and Review

The purpose of the RFP process is to secure the provider|
most capable of providing the services specified in this RFP,
and its Annexes. The principle applied to the selection is:
best price for best service proposal. Selection of the
provider will be made solely on the basis of the most
responsive proposal submitted by a qualified proposer|
that satisfies all services and products described in this
RFP. iIMMAP reserves the right to enter into an agreement
based upon initial offers received. Proposals submitted
should follow Annex I-Format of Proposal.

The criteria for the evaluation process will be weighted
as follows:

70% = 70 points on technical evaluation
30% = 30 points on financial evaluation

100% total

Minimum Scores:

60% of 70 points for technical evaluation = 42 points
Proposers scoring 42 points and above will qualify for thec
financial evaluation.

Technical Evaluation Scoring Points (70 points):

The technical scoring points will be divided into three
categories.

A. Vehicle Specifications (30 points)

1- Vehicle(s) model 2019 and 2020 (5 points)

2- Vehicle shall contain the following (5 points);

Tyre change kit.

Fire extinguisher.

Emergency triangle.

GPS tracker.

Jump start cable.

Vehicle towing wire.

3- Variety of vehicle(s) (mid-size cars, 4x4 car, Van, etc..).
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4- Reverse camera, Automatic transmission, Air Bag Fog
lights and Auto lock. (5 points)

5- ABS, ESP, ASR and brake assistant. (5 points)

B. Service Provider (20 points)

6- Experience working with companies and NGOs. (5
points)

7- Communications must be in English. (5 points)

8- Account manager assigned. (5 points)

9- Ability to provide / replace vehicle(s) and driver|
immediately. (5 points).

C. Driver (20 points)

10-Experience working with companies and NGOs. (10
points)

11-Good oral English skills . (5 points)

12-Health fit Driver (5 points).

Financial Evaluation Scoring Points (30 points):

The scoring of the financial proposal will be based on the
best price. Proposers shall follow the requirements in
Annex lll-Financial Proposal and specify the prices using
the tables in Annex lll-Financial Proposal.

6.4 Announcement of selected provider
The RFP Coordinator will notify the successful proposer|
and proceed to negotiate terms for final agreement.
Unsuccessful proposers will be notified by email
accordingly.
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ANNEX I-Format of Proposal

You are encouraged to follow this format.

address:

Floor #145- Al
Amman, Jordan

Hussieni Complex,

No later than 24 September 2020.

Proposer is requested to include a half page value
statement indicating why they are the most suitable to
carry out the assignment.

Name of
Proposing
Organization:
Country of
Registration:
Type of Legal
entity:

Name of Contact
Person for this
Proposal:
Address:

Phone:

E-mail:

Section A: Expertise and Capability of Proposer

1.1 Executive Summary

This section should serve to introduce the purpose and
scope of the proposal. It should include administrative
information including, at a minimum response date to
iMMAP’s requests, proposer contact name and phone
number, and the stipulation that the proposal is valid for a
time period of 90 days from the date of submission. This
section should also include a summary of the proposer’s
qualifications and ability to meet iIMMAP’s overall
requirements.

Proposals must be attached in two sealed separate
envelopes, one financial and one technical to the following

iMMAP MENA Regional Office — office number 309 3rd
Makkeh Street.,
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1.2 Organizational architecture, Corporate Qualifications
and Management Support

e The proposer should give a brief description of their|
company, including a brief history, structure and
organization, and number of years in business.

eThe proposer should provide detailed information
regarding its ability to perform the work requested in this
RFP. The proposer should discuss its resources that will
be available to work on this project in order to meet time
restraints and desired performance levels. The proposer|
should describe the qualifications and experience of the
key personnel who will be assigned to this project.

1.3 Adverse judgements or awards
e The proposer should include reference to any adverse
judgements or awards.

1.4 General organizational capability

e Outline General Organizational Capability which is likely
to affect performance (i.e. size of the organization,
strength of project management support, e.g. project
management controls, networking).

eInclude a description of past and present experiences
and relationships that have a direct relationship to the
performance of the deliverables.

e®Explain any partnerships with local or other
organizations relevant to the performance of the
deliverables.

1.5 Quality assurance procedures, risks and mitigation
measures
® Describe the potential risks for the performance of the
deliverables that may impact achievement and timely
completion of expected results as well as their quality.
Describe measures that will be put in place to mitigate
these risks. Provide any relevant certificate(s) for
accreditation of processes, policies, e.g. ISO.

1.6 Relevance of specialized knowledge and experience
on similar projects

® Detail any specialized knowledge that may be applied to

the performance of the responsibilities.

® Describe the experience of the organization in

performing similar services. Experience with other

INGOs, UN organizations, and any other companies.
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e Provide at least three references:

(8 e azlie B oS @

Project No.1 No.2 | No.3 23 | 52 51 £9 el
Contract Value Al dosd

Period of performance
(from/to)

Responsibilities

Reference Contact
Details (Name, Phone,

Email)

1.7 Duty of care

Section B: Resource Plan, Key Personnel

Describe Duty of Care mechanisms (ex. Social Security
Insurance, implementing the Labor Law, health
insurance and accident insurance...etc.) that will be
put in place with regards to the staff involved in the
project proposal as well as the sources and information
security.

Describe the availability of resources in terms of
personnel and variety of vehicles. Describe the team
who will be assigned to this project and their specialty.
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ANNEX II-CERTIFICATION STATEMENT

The undersigned hereby acknowledges she/he has read
and understands all requirements and specifications of the
Request for Proposals (RFP), including Annexes.

OFFICIAL CONTACT: iMMAP requests that the Proposer
designate one person to receive all documents and the
method in which the documents are best delivered.
Identify the contact name and fill in the information
below:

Date:

Official Contact Name:

A. E-mail Address:
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B. Mail Address:

roposer certifies that the above information is true and
rants permission to iIMMAP to contact the above-named
erson or otherwise verify the information provided.

y its submission of this proposal and authorized signature
elow, the Proposer certifies that:

1) The information contained in its response to this RFP is
accurate.

) Proposer complies with each of the mandatory|

requirements listed in the RFP and will meet or exceed

the functional and technical requirements specified

therein.

B) Proposer accepts the procedures, evaluation criteria,

and all other administrative requirements set forth in

this RFP.

1) Proposer's quote is valid for at least (90) Ninety days

from the date of proposer’s signature below.

5) The Proposer understands that if selected as the

successful proposer, the Proposer will have five (5)

business days from the date of delivery of final

agreement in which to complete agreement

negotiations, if any, and execute the final agreement

document.

WAl Ggdiue 2

o9 th o)LCT Bjﬁs.iAJ\ C‘)LA}.\:.AJ\ QT UOJ’J‘ ‘QJ.E.A Al
oo Al 5f oMel ysSiall asadl JLasS IMMAP J o3Vl
VRN C)Lﬁﬁw‘

e dgde ¢ Lol daimall audgilly (oyall I @dds UM oy
i b oyl

Qi35 padall goyall § Ba)lgll leglaall (1)

b (§ dorydall duslIY) ldlaiall o JS ()l piie Jitas (2)
Bouowall &y dxieds o)l oldlaiall (g C3gang (29 ) ol
A9

Oldlaiell grozy et splasy wlshYl (ol pade Judo (3)
Jda ubgj.d\ P,_)..LES uﬂo (3 lgde ua},a.bd\ LS).;)” @la}l\

Y1 e gy cand (90) Buked (22l pie ylawsl (38 (G u (4)
LT oyall pude a8 93 iyl (ye

B 2yl puda o)lach o)lasl @3 13] 4T oyl pdde s (5)
BB oaled Z)B (o Jas pbT (5) dusas dolol 09S¢
dadg Judidg ¢ Wuzg Of ¢ 4B Wlbglae JLSY dblgll
A5 A3yl

14 | Page



Authorized Signature:

Typed or Printed Name:

Title:

oshall g5

3.9\.«.!0 M)’\

Company Name:

Address:

10l gial

City:

PRI

15 | Page




Annex: lll-Financial Proposal

The financial proposal should be developed and delivered
separately in both PDF and Excel formats, with the
following in mind:

Price breakdown should be presented according to the
following
specifications and Driver cost per month). The offered
cost should include the following:

a.

tables (per vehicle type, model and

All necessary logistical and operational vehicle services
will be provided to iIMMAP including any kind of
maintenance, car wash, required kits, licenses and
insurance vehicle, driver and passengers.

. Any additional taxation shall clearly be stated in the

cost information.

Vehicle Type

Vehicle
Specification

Price per
vehicle per
month
(without tax)

Mid-size car

model 2019/2020,
automatic
transmission, Airbag,
ABS, ESP, ASR,
brake assistant, 4x2,
AC, 2000 CC, 4
doors, Reverse
Camera, Fog lights,
Auto lock

4x4 car

model 2019/2020,
Automatic
transmission, 3500
CC, Airbags, ABS,
ESP, traction control,
AC, Reverse
Camera, Fog lights,
Auto lock.

Mini Van

model 2019/2020, 8
passengers, 2400
CC, central AC, Auto
lock, Airbags, fuel
type(diesel)
Automatic
transmission.

Bus 20
passenger

model 2019/2020,
diesel engine,
automatic or manual
transmission, central
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AC, Power brakes,
ABS, Tinted glass for
all windows including
the windshield, cargo
tool on the top of the
bus.

Bus 50
passenger

model 2019/2020,
diesel engine,
automatic or manual
transmission, central
AC, Power brakes,
ABS, Tinted glass for
all windows including
the windshield,

central AC, toilet.
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