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1- Invitation to Tender
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Project Code: Fr-YE-25-YE002-EM-002

Fr-YE-25-YE002-EM-002 :£ 5 sdual) 3 S

Tender Name:
Tender of car rental for Muslim Hands — Aden — for 2026.

Ay / L al) Dl sl A
Correspondences Languages:
Arabic / English

e il sl

Location: for Aden Office

A brief summary of the tender:

Muslim Hands intends to conclude a framework
agreement to rent cars for the organization's office with
the possibility of traveling by car to all governorates.
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Tender Package Available from:

Monday 02/ February/2026

Tender Packages to be collected from:

by downloading the tender papers from the Yemen HR
website at the following link:
https://yemenhr.com/tenders
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Deadline for Offer Submission:

Sunday 08 /February/2026 at 12:00 PM

Submit offer to:

Documents to be submitted to Muslim Hands- (Yemen-
Aden city- Khormaksar, (Villa No. 53), Corniche Qahtan
Al-Shaabi Plan St— Abyan Coastline)

Complete offer in one original (One outer envelope
contains three separate envelopes for technical bid,
financial bids and Bid Security) all shall be sealed
envelopes as stating the tender ref no Stamped by the
bidder and the title of the offer is financial or technical.

Note: All tender received after this deadline will not be
considered. Note: The submission by email is not
allowed, and a file sent by email will not be taken into
consideration.

The envelopes will be opened on the same day of
submission, at 02:00 PM.
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Muslim Hands reserves the right to accept or reject any late bids

Questions and Answers ( Q & A ) 1253015 & ludiny)

If any, all questions should be submitted to
electronically to:
tender@ye.muslimhands.ngo

o) Lig il ALY e Sl ) iy aa g ()
tender@ye.muslimhands.ngo

Documentation Checklist (& sl ¢ (3iail) daild

These documents are contained within this tender
package.

Invitation to Tender.

General Conditions for Tender.

Criteria and Submittals.

Annexes to the tender package.

N =

2. General Condition for Tender
Muslim Hands invites offers for the goods
described and summarized in these documents,
and in accordance with procedures, conditions
and contract terms presented herein. Muslim
Hands 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 Muslim Hands Anti-Bribery and Anti —
Corruption Statement:
Muslim Hands strictly prohibits:

e Any form of bribe or kickback in relation to its
activities

This prohibition includes any request from any
Muslim Hands 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
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awarded it also applies to any offer from any
company or individual to provide anything of
value

To any Muslim Hands employee, consultant or
agent in exchange for that person taking or not
taking any action related to the award of the
contract or even after awarding contracts.
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, for any Muslim
Hands employee or any person who is related
to a Muslim Hands 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

Muslim Hands prohibits its employees from
sharing, and any bidders from obtaining,
confidential information related to this
solicitation, including information regarding
Muslim Hands ' price estimates, competing
bidders or competing offers, etc. Any

information provided to one bidder must be
provided to all other bidders.

Collusion between/among bidders

Muslim Hands requires fair and open
competition for this tender. No two (or more)
companies submitting bids 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 tender and what price will be paid.
Violations of these prohibitions, along with all
evidence of such violations, should be reported

to: Muslim Hands 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 Muslim
Hands. Employees participating in

such conduct will have his/her employment
terminated. Violations will also be reported to
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Muslim Hands ' 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 Muslim Hands or
any 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, financial offer, Ethical and
environmental policy. 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.

Make only one price offer.

Each offer shall be valid for the period of [30
days] from its date of submission.

All offers should indicate that whether they
include taxes, compulsory payments, levies
and/or duties, including VAT.

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 Muslim
Hands in writing. The answer to any question
raised in writing by any bidder will be issued to
that bidder. In some cases, Muslim Hands may
choose to issue clarifications to all bidders. It is
a condition of this tender that no
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clarification shall be deemed to supersede, Jsaall Lgliany dalaiall

contradict, add to or detract from the conditions

hereof, unless made in writing as an Addendum

to Tender and signed by Muslim Hands or its

designated representative. o Y g die ol iy jaila alie dakiie dallidl o2 a3EY e

Alee ol CleUnnll cadia LAy 88 CallSS (gl ada Lgdle
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execute a contract nor does it commit Muslim a1 o Jla 8 dedial) ClelUaal) 43S i clae

Hands to pay any costs incurred in the Llall Lgiabiae A Cuay

preparation and submission of bids

Furthermore, Muslim Hands reserves the right

to reject any and all

offers, if such action is considered to be in the
best interest of Muslim Hands.

2.3 Supplier Eligibility Cpdsall Alai 2.3
Suppliers may not apply, and will be rejected as s (B dase e 435S dund ) ol g ellaall o g ) sall Jsmn Y
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of social security and taxes. Sl AdlSa 5l 5 0l AndlSa Gl b

e Are guilty of serious misinterpretation in
supplying information
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e Are in violation of the policies outlined in a5l Basiall Y ol A S L sanal ) Cle gendl e
Muslim Hands Anti- Bribery or Anti-Corruption o pasiall ASLaall 5l Basiall ae) Caila (e Basal)
Statement.

e Supplier (or supplier's principals) are on any list
of sanctioned parties issued by; or are

presently excluded or disqualified from o Agdae e sSa (sl sl g Baniall an¥) ol (a5 5V ala3Y)
participation in this transaction by: the United 238 (e Ll analagiad o3 45) ol daladl 40 sal) clalaial) e o
States Government or United Nations by the Al (e (sl dualliall s2a (84S Ll (10 agile ja a5 5) ilgal)
United States Government, the United Clgad)
Kingdom, the European Union, the United Jss Adlal Hulaa o) alliall 038 daja (3 (2.3) sl payg
Nations, other national governments, or public LGmdaill Q8 Gl S (o) gall Alaf

international organizations Additional eligibility
criteria, if applicable, are stated in section 2.3 of
this tender package
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2.4 Response Documents:

Bidders must submit an offer in their own format
and ensure it contains all the required documents
and information specified in this tender Where an
itemized Price Offer Sheet is included in the tender
package, the bidder must complete and submit it
with the rest of their offer

2.5 Acceptance of Successful Response:
Documentation submitted by bidders will be verified
by Muslim Hands The winning bidder will be
required to sign a contract for the stated, agreed
upon amount.

2.6 Certification Regarding Terrorism

It is Muslim Hands 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 Muslim Hands from transacting
with or

providing support to any individuals or entities that are
the subject government sanctions, donor rules, or laws
prohibiting transactions or support to such parties

3-Criteria of Submittal

3.1 Contract Terms CT:

Muslim Hands intends to issue a Fixed Price Long-term
Agreement to one or several companies or
organization(s) The successful bidder(s) shall be
required to adhere to the statement of work and terms
and conditions of the resulting contract.

3.2 Specific Eligibility Criteria

Eligibility criteria must be met and the corresponding
supporting documents must be listed below under "
Mandatory documents submitted for tender ". Bidders
who do not submit these documents will be rejected and
denied any financial or technical evaluation.
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Eligibility and admission Criteria:

e The bidder should be registered with a legal
registration (valid)

e The bidder should a valid tax Card or a Letter from
Tax Office if under process of renewing.

e Valid National ID or Passport for the company
representative

3.3 Mandatory documents submitted for tender
information listed in tender submittals are documents
and required 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
qualification of suppliers, the lack of these items has
mandatory the potential to severely and negatively
impact the technical evaluation of an offer.

Documents supporting the Eligibility Criteria:

e Bank statement.

e Proof of past experience implementing a similar
service for NGO’s/INGO’s through previously
signed contracts.

e Catalogues/documents showing sample
specifications (brand, size, volume, expiry and
production date, and origin etc.)

e Documents for the supplier-owned or -leased
distribution facility with images of the interior
and exterior included.

Documents to conduct the technical evaluation and
additional Due Diligence.

o Eligibility Documents mentioned in clause
number 3.2

e Company profile including (A brief company
history, Services offered, Awards/Certifications,
Warehouse capacity, Fleet Capacity etc).

e Documents for the supplier-owned or -leased
distribution facility with images of the interior
and exterior included.

e Signed/Stamped Supplier Information Form
(Annex1)

e Signed/Stamped Price Offer Sheet. (Annex 2)

e Signed/Stamped Ethical and environmental
policy

o References from previous other INGOs
(including contact information). The Offerors
should submit copy of previous
contracts/Purchase orders. (necessary)
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e (Catalogues/documents showing sample
specifications (brand, size, volume, expiry and
production date, and origin etc.)

e Provide details of technical specifications
including brand

e Bank statement on behalf of the office or Corp
for a period not less than two years previously
(necessary)

e Full Tender Package signed and stamped

3.4 Currency:

Offers should be submitted in US Dollar Payments will
be made in US Dollars Through a Cheque or bank
Transfer in the name of the company or Corp

3.5 Tender Evaluation (LPTA Selection Method).

Based on the above submittals, a Muslim Hands Tender
Committee will conduct a tender evaluation process.
Muslim Hands reserves the right to accept or reject any
or all bids and to accept the offer(s) deemed to be in the
best interest of Muslim Hands. MH 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.

Supplier's bids must meet the minimum technical
standard established here in order to receive a passing
mark. Any offerors who receive a failing mark on any
criteria will be automatically disqualified from the tender
process.

Pass/fail technical criteria are as follows:
1. Supplier Financial Capacity.
2. Supplier Reputation.
3. Quality of Samples.
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Request for Bids (RFB)

Muslim Hands

muslimhands.org.uk

3.5.1 Additional Due Diligence

Upon completion of both the technical and financial
evaluations, Muslim Hands may choose to engage
in add it due diligence processes with a particular
bidder or bidder (s), The purpose of these
processes is to ensure that Muslim Hands engages
with reputable, ethical responsible Suppliers with
solid financials and the ability to fulfill the additional
due diligence may take the form of the Contract.
following processes.

Reference Checks:

e Example: Service provider facility visit

e Example: Analysis of audited financial
statements

e Example: Determination of relations and
affiliations between bidders

o Example: Other appropriate documented
method giving Muslim Hands increased
confidence in the supplier's ability to perform

4 - Offer Form:

Independent offer including Bidders must submit

their own but not limited to at least:

¢ All documents requested in the "Eligibility
Criteria" section of this Tender Package

¢ All documents requested in the " Tender
Submittals" section of this Tender Package

e All information listed in the "Documents "Tender
the All Comprising the Bid" section below

All offers must be duly signed (including position

and full name of the signer) and stamped, with the

date of completion

4.1 Comprising the Bid Documents:

The following information must be included in the
offer of any potential bidder:

o A detailed specification of the offered goods,
and/or services.

¢ Price validity date (for this purpose and as stated
on the advertisement, quote given 30 shall
remain unchanged for working days)

¢ Financial Offer detailing the unit price only using
the Annex B template provided in Price Offer
Sheet.
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Muslim Hands

e Supplier Muslim Hands Completed and signed
template provided in Annex (Information Form
D)
Ethical and environmental policy in Annex E.
e Other important documents bidder feels need to
be attached to support their bid.
The original bid shall be signed by the bidder or a
person bidder to the or persons duly authorized to
bind the contract. Financial offer pages of the bid
shall be initialed by the person or persons signing
the bid and stamped with the company seal)
Any interlineations, erasures, or overwriting shall be
valid persons signing only if they are initialed by the
person in the bid.

5. Annexes to the tender package:

¢ Annex A- Tender Invitation

¢ Annex B- Financial offer.

e Annex C- Brief Tender Summary

e Annex D- Supplier information form

e Annex E- Ethical and environmental policy
¢ Annex F- Code of Conduct

¢ Annex G- Information and Requirements
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