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Dear Sir/Madam,

You are invited to submit a proposal for IMMAP with the
requirements mentioned herein. The purpose of this
request for proposal (RFP) is to identify suitable
provider(s) of Cleaning Services for iIMMAP Regional
Office in Jordan.

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 18 years, IMMAP 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.
iMMAP 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 for iIMMAP’s requirements (as per the
requirements set forth in this RFP) will be selected by 28-
01-2021. We will notify all bidders, whether they are
rejected or unsuccessful.

We thank you in advance for your effort, and interest in
iMMAP.
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1.1 INTRODUCTION
1.2 Background
Cleaning Services for IMMAP Regional Office in Jordan.

1.3 Scope of Services

The Cleaning Service Provider is primarily responsible for
providing a professional Cleaner(s) to iMMAP.

The Cleaner(s) will be responsible for keeping offices in a
clean and orderly condition, and will perform heavy
cleaning duties, such as cleaning floors, cleaning and
stocking restrooms, washing walls, glass and upholstered
furniture, removing trash and notifying management of
the need for repairs. In addition to the daily sterilization of
the office.

2.0 Deliverables

2.1 Responsibilities

Under the supervision of the Operations Unit, the Service

Provider and the assigned Cleaner (s) will provide the

below;

2.1.1 Responsibility of the Service Provider:

-To provide a professional Cleaner(s) to iIMMAP.

-Provide iMMAP with all high-quality cleaning and
sterilization materials and cleaning equipment on a
monthly basis and as needed.

-In case of any absence of the assigned cleaner(s), the
service provider is responsible for providing iIMMAP with
a replacement immediately.

-Follow up on Cleaner(s) performance on a regular basis
with coordination with the Operations Unit.

-Follow up with the Operations Unit on any issues with the
Cleaner(s).

-Provide Cleaners with a clean criminal record and in the
case of providing non-Jordanian Cleaner(s), it is the
responsibility of the Service Provider is to make sure that
Cleaner(s) have a legal work permit and residency in
Jordan.

2.1.2 Responsibility of the Cleaner(s):

- Performs general clean-up of all office facilities.

- Sweeping, vacuuming and mopping floors.

- Cleaning windows and glass.

- Emptying trash cans, servicing restrooms and replacing
trash bags and bin liners where appropriate.
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Tackle heavy cleaning jobs upon request.

- Ensure the cleanliness of the outside walkways &
smoking area.

- Notify of any repairs required.

- Mix and dispose of all cleaning solutions in an
appropriate manner.

- Monitor supply levels and communicate restocking

needs when required.

- Repair and replace cleaning tools when needed.

- Carrying easy moving furniture if needed.

- Performing minor repairs if needed.

- Daily routine sterilization of the office.

2.2 Requirements
Proposers of this
qualifications:

RFP must meet the following

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

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

-The Service Provider must have good English skills.

-The Service Provider and the assigned Cleaner(s) must
follow iIMMAP’s internal regulations.

-The Service Provider shall provide iIMMAP with the
Cleaner’s non-criminal certificate, during the signing of
the Framework Agreement.

-The Service Provider shall provide iMMAP with non-
Jordanian Cleaner’s work permit and residency, during
the signing of the Framework Agreement.

-The Service Provider shall provide iIMMAP with a healthy
and fit Cleaner(s).

2.3 Qualification

- General knowledge of cleaning products supplies and
techniques for cleaning.

- With a minimum 1 years of experience in cleaning
offices.

- Able to follow verbal direction.

- Ability to work well alone or with a partner in a team.

- Pays attention to details when cleaning.

- Physically able to reach, stretch, bend, and walk during
a daily routine, with the ability to stand for lengthy
periods of time.

- Excellent command of the Arabic language and a basic
level of proficiency in English.
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- Possesses good manners and ethics.
3.0 ADMINISTRATIVE INFORMATION

3.1 Expected Time Period for the Framework Agreement

The performance period of the Framework Agreement is
expected to last 24 months, starting from the date the
Framework Agreement was formally signed.

The successful proposer should be prepared to begin work
according to the time schedule proposed by iMMAP.

3.2 RFP Coordinator

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

3.3 Proposer Inquiries

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

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 local time on the
date as specified in article 3.4 “Calendar of Events”. Any
and all questions directed to the RFP Coordinator will
receive 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 article 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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3.4 Calendar of Events

P9l pudy ol 9831 3.4

Event Date
Release RFP 06-01-2021
Proposer expression of interest and 11-01-2021
proposer inquires by 5:00 pm Jordan

time

Response to proposer inquiries by 5:00 {12-01-2021
pm

Proposal submission maximum by 4:00 (19-01-2021
pm Jordan time

Announce award of "Successful 28-01-2021
Proposer"

Execute contract 01-02-2021

NOTE: iIMMAP reserves the right to amend and/or change
this calendar of events/schedule of RFP activities as it
deems necessary. The amendment will be notified via
email.

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 the
below Annex I- Format of Proposal.

4.2 RFP Addenda

iIMMAP 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 Resubmission 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
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must be submitted to the RFP Coordinator at the iIMMAP
Location specified in the Annex |- Format of Proposal.

4.5 Service Provider Information

iIMMAP shall have a single prime provider or more than
one primary provider, and the provider(s) shall be
responsible for all deliverables requested by iMMAP.
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 as
confidential or proprietary in its entirety may be rejected
without further consideration or recourse.

4.8 Cost of Preparing Proposals

iIMMAP 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

iIMMAP 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

iIMMAP 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
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become part of any Agreement between the selected
Service Provider and iMMAP.

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 the iIMMAP Location
specified in the Annex I-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
financial proposal in order to fully evaluate their proposal.

Technical Proposal envelope shall contain the following
documents:

1- Copy of Company Registration in Jordan.
2- Experience certificates from their clients.

3- Technical proposal as per instructions in Annex I-
Format of Proposal, Section A: Expertise and
Capability of Proposer.

Signed and stamped Annex [I-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 following

documents:

- Financial proposal as per instructions in Annex I-
Format of Proposal, Section B: Cost Information.

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 II-
Certification Statement.
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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 the requested sections.

6.0 EVALUATION AND SELECTION

6.1 Evaluation Team

The evaluation of proposals will be accomplished by an
Evaluation Committee, to be designated by iIMMAP, 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
compliance will be rejected from further consideration.
Risk mitigation procedures should also be provided.
iIMMAP takes meeting duty-of-care obligations and
compliance with the principles of ‘do no harm’ very
seriously. So, the proposer must explain the Duty of Care
in this regard.

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. iMMAP reserves the right to enter into an agreement
based upon initial offers received. Proposals submitted
should follow the 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
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Minimum Scores:

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

Technical Evaluation Scoring Points (70 points):
The technical scoring points will be as following:

Service Provider (50 points)
1- Experience working with companies or NGOs. (5
points)

2- Official communications must be provided in English.
(5 points)

3- Account manager assigned. (5 points)

4- Ability to provide a replacement for absence Cleaner
immediately. (10 points).

5- Provide high-quality cleaning materials and cleaning
equipment on a monthly basis and as needed. (5
points).

6- Committed to provide Cleaner(s) with a clean criminal
record. (10 points).

7- Committed to provide Cleaner(s) with legal residency

for non-Jordanian Cleaner(s). (10 points).

Cleaner(s) (20 points)
Minimum 1 years of experience in cleaning offices. (5
points)

2- Excellent Arabic language and have a basic level in
understanding oral commands in English. (5 points)
3- Health fit Cleaner(s) (10 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 |-Format of Proposal, Section B: Cost Information.

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 emalil
accordingly.
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ANNEX I-Format of Proposal

You are encouraged to follow this format.

Proposal submission must be received in two separate
sealed envelopes: one technical proposal and one financial
proposal. Submission of proposal should be completed no
later than 4:00 PM Jordan time on the 19t of January 2021
to the following address:

iIMMAP MENA Regional Office 145 — Al Husseini Complex —
Mecca Street— 3rd floor, office number 309. Amman,
Jordan.

2l S - JoVI gkl

T390 \JSadl o L3Y geue il
Jlo Lot ¢ cpilie cplaiie (rilie 3 po9yall B caom
(JWI Olgaadl (Je 2021 U2 19 3 01 B g s 4:00

&UJI1309 p:‘bg.,.':&a—iMMAP ool delaia QA;J:‘&)” Sl
OV Olas - &S gyl — 145 @9) M‘ Zazme — EJU

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
iIMMAP’s requests, the proposer contact name and phone
number, and a stipulation granting the proposal validity for
a time period of 90 days starting the date of submission.
This section should also include a summary of the
proposer’s qualifications and ability to meet iIMMAP’s
overall requirements.

1.2 Experience with other INGOs, UN organizations, and
any other companies
Provide at least three references:
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Project No.1 No.2 No.3

Client

Contract Value

Period of performance

3 | 2

e 1

&3f'}:~nJ|

Jeas)! o

Al doud

Section B: Cost Information

The financial proposal should be submitted using the
proposer letterhead document with pricing using the
following table.

(from/to) RIVRDESETY)
Responsibilities Olaga]!
Reference Contact JbaiVl Juolas
Details (Name, Phone, ¢ eudl) ayell
Email) Ll ¢ caslyll

Qa8

S Aol o ghaall 16
QU1 Jgd it sendl s oyl

Description Price/excluding sales tax

dopo 09 / yrudl
Olaue]!

o)

Cleaner Cost per month

Cleaner Cost per day

idl § dalad) Jole 4285

poadl § ddUadl Jale ks

Office Sanitization per SQM

Pest and rodents control
service

Payment terms:

- Monthly payment is an essential requirement with
monthly invoices.

- Provide Credit facility (payment within 30 days from
invoice date).

- Please include this payment term/condition in your
financial proposal.

- Please mention the sales tax in the financial proposal.
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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:

E-mail Address:

Mail Address:

Proposer certifies that the above information is true and
grants permission to iMMAP to contact the above-named
person or otherwise verify the information provided.

By its submission of this proposal and authorized
signature below, the Proposer certifies that:

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

(2) Proposer complies with each of the mandatory
requirements listed in the RFP and will meet or exceed
the functional and technical requirements specified
therein.

(3) Proposer accepts the procedures, evaluation criteria,
and all other administrative requirements set forth in
this RFP.

(4) 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.
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Authorized Signature:

Typed or Printed Name:

Title:
Company Name:
Address:

City:
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