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Relief International Yemen

Aden, Yemen
Behind UN Compound, Alshabat- Khaormaksar, Aden
June 5th , 2026
Dear Sir / Madam,

Relief International (RI) invites your submission of financial and technical bid in order to provide goods/services in accordance with the conditions detailed in the attached documents.   RI seeks a service provider for a one year fixed price agreement  (extendable for additional Year)for the provision of security guards (un-armed guards) to RI offices, guesthouses and warehouses.
The Invitation to Tender (ITT) details are as follows:

Subject of Tender:

            Provision of Un-Armed security guards 
ITT Period:


            21 Days 
       ITT Closure Date and Time:
            RI/YEM/Aden/26/79

Minimum validity period:
           One year extendable for additional year upon available of fund.
This ITT document contains the following:

· This Cover Letter

· Annex A
RI Bid Form – Invitation to Bid No. RI/YEM/CO/26/79
· Annex B
Tender and Contract Award Acknowledge Certificate
· Annex C 
Conditions of Tendering
· Annex D
General Conditions of Contract (which will be signed by the successful Bidder)
· Annex E
TOR for security guard services to be signed and stamped
· ANNEX F      Price Exhibit (to be filled by contractor) signed and stamped
The following documents must be submitted in a hard copy signed and stamped by the company in a sealed envelope for your Bid to be accepted by the Tender Opening Committee:

1. The attached RI Bid Form (Annex A) must be completed and submitted in accordance with Annex C. The Delivery Period must be shown on the Bid Form.
2. Completed Bill of Quantities in Annex E.
3. The attached Tender and Contract Award Acknowledgement Certificate (Annex B) must completed and be duly signed and stamped by an authorized company representative and submitted in accordance with Annex C.
4. Sign and stamp Annex E the Term of Reference.
5. Copies of official company/organization registration documents and essential certificates.
6. Fill up Annex F attached Detailed Price Exhibit and sign it and stamp it (both Options)
Full package of bid documents must be submitted in a sealed envelope; the only information on the envelope should be the following:
Relief International Yemen –Aden Office
Provision of Unarmed Guards Services
ITT Reference: RI/YEM/CO/26/79
Full bid submissions must be received at the address above no later than 5 July, 2026-Yemen Time.  Failure to meet the closing date/time may result in the tender being void. Returned bids must remain valid for consideration for a period of not less than 90 days from the closing date.  

All clarifications and questions should be addressed to: procurement.ri.yemen@ri.org or call 777980798 
Yours faithfully,

Tender Committee

Relief International
AWARD CRITERIA

Your Technical Offer should be concisely presented and structured in the following order to include, but not

necessarily be limited to, the following information:

a) ESSENTIAL CRITERIA

	Prove of Core business in security field with valid Company registration certificates, valid work permit, trading license and tax Card. Must be all valid

	 Proof of experience submitted with minimum 5 contracts in the past 5 years Fail/Pass

	The Official permissions must be issued by Authorities in North and South

	The operational office of the service provider must be based in Yemen

	Valid Bid Security in form of Bank Guarantee in the amount of 2.5% of total offer value (number of Guards X 24 Months), this should be provided separately in different envelop, please avoid keeping the BG inside the Bid Envelop

	Three Satisfactory client references.




B) PREFERRABLE CRITERIA

The following criteria are considered quite important in the evaluation of this tender, the below criteria will be competitive and evaluated in both documentation and due diligence:
	Technical Criteria
	Weighting

	Security operating procedures, manual and polices. 
Service Provider has Branch Offices in Yemen (indicate locations) Communication Plan -Provide SOP for communications and Radio license.
Providing Security and Safety Training (Proof is required i.e., training reports, evaluation reports, recommendation letters, certificates.


	20 % 

	 Years of experience in the same filed, (preferably above 5 years). 

Expertise of Firm / Organization/Staff 

Years of Experience (Commercial registration certificate), 

Companies Monitoring Department Certificate

 Experience with Clients (Details should be provided) 

Reference letter, 

Contracts ( Number of contracts during the past five years.,

	 10 %

	Provide valid medical insurance policy. 
Prove of providing the staff with Medical Insurance Policy
	  5% 

	Provide valid life Insurance policy. 
	  5 % 

	Provide Social security Insurance policy. Social Security insurance list for the employed staff, Staff list, Contracts, Organigram, Statement of bank account for the last three years, Human resources plan
	5% 

	Available operation room 24 /7.
Prove of Emergency Response (provide SOP)

Number of Inspections and follow up visits per week (provide prove)

Capability & Current Number of Employees (provide list of employee and organization chart).
	5%

	Financial Criteria
	

	Prices demonstrate an economically advantageous position for Relief International.
	40%

	The financial sustainability throughout audited financial statements for the last two years.
	5 %

	Functional finance system to perused the payments, Invoices and outstand payment (during the due diligence).  To be replaced by Due Deligince for the shortlisted 3 winners
	5%


ANNEX A

Part One: RI BID FORM – Invitation to Bid No: RI/YEM/SAN/22/10
	RI to complete
	Bidder to complete

	#
	Description of Good / Service for bid
	Summary of the requested good /service
	Quantity required
	Offered specification (if different from required)
	Quantity offered
	Unit price
	Total Price

	Lot1
	Service of unarmed security guards for the Aden offices and guesthouses locations Aden City 
	Each guard to work 1 shift @ 8 hours , the service is required 24 hours /day 
The contractor must take in consideration to cover the jocker charges in the final price
	4 guards
	
	
	
	

	Lot 2
	Service of unarmed security guards for the  Shabwah
	Each guard to work 1 shift @ 8 hours , the service is required 24 hours /day 

The contractor must take in consideration to cover the jocker charges in the final price
	3 guards
	
	
	
	

	
	Instruction:  Please fill in or provide response to the attached Bill of Quantities or Scope of Work Request for Proposal.  You may complete in the format provided or on your own company letter head.
	Please confirm you have submitted a full and detailed complete response to the [bill of quantities or RFP Scope of Work] as provided in this announcement for bid. 
Yes

 No 



Required Delivery Date: within 1-2 days of PO




Offered Delivery Date: ________________ 
Required Delivery Destination: Aden

                                                         Offered Delivery Destination: ___________ 

This Bid is valid for: One Year extendable for Additional year upon availability of Fund.






Currency of Bid: US Dollar







Offered Currency: __Should be in USD 

Our company has safety and security procedures and manuals? 

Yes

 No 

Our company have written protocol or operating procedures? 


Yes

 No 

Our company provides capacity building trainings for the guards?

Yes

 No 

Our company has a customer services department/operation room?

Yes

 No 

Our company provides cover life insurance for the guards?


Yes

 No 

Our company provides cover Medical insurance for the guards?

Yes

 No 

Our company provides cover Social insurance for the guards?


Yes

 No 

Our company provide bond performance guarantee? 



Yes

 No 

Prices can be fixed for a period of 12 months or more?
 


Yes

 No 

Our company has an office in Aden                        
 


Yes

 No 

Our company has an office in Shabwa and  Marib                  
 


Yes

 No 

Please provide the location(s) of all you company offices:

___________________________________________

___________________________________________

___________________________________________

___________________________________________

List all professional licenses and certificates your company holds:  

Please attach copies of these with your submission.
___________________________________________

___________________________________________

___________________________________________

___________________________________________
Describe Payment Terms & Conditions: _________________________________________________________________________________________
BUSINESS REFERENCES (3 minimum)
	Name of Organization
	Contact Person
	Email / Telephone
	Comment

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


ANNEX B
Tender and Contract Award Acknowledge Certificate

*This attachment must be signed and submitted with the Bid

1. In compliance with the Instructions and Conditions for Invitation to Bid (Annex C), General Terms of Contract (Annex D), we the undersigned, offer to provide some or all of the items or services quoted for, at the prices entered in the attached RI Bid Form, delivered to the destination specified therein.

2. We accept the terms and conditions set forth in the Terms and Conditions for Bid (Annex C) and the following requirements have been noted and will be complied with where applicable:

a. That the freight cost if separate from the Unit price shall be shown separately, which shall be the basis for delivery for any contract resulting from this ITT.

b. We confirm that for any offer made where the delivery destination is not as requested in the ITT, that RI reserves the right to disregard the offer.

c. That conditional Bids cannot be accepted.

d. That the currency of the Bid should be preferably in US Dollars.
e. Show any discount being offered to RI (Annex C).

f. RI reserves the right, at its own discretion:

· To award a contract for a lesser or greater quantity than the total quantity Bid for.

· To reject any or all Bids and/or enter a contract with a Bidder other than the lowest Bidder (see Annex C).

g. Successful Bidders who are awarded contracts will be notified by the receipt of the original Purchase Order/Contract. 

h. Any samples requested, either with the Bid, or at a later date, will be in accordance with the specifications of the required item(s). Failure to comply with this may result in the Bid not being considered.
i. We confirm that the validity of this offer is for the calendar days reflected in Annex A and are from the date of the ITT closure.
j. We agree to the terms and conditions set forth in the RI General Terms of Contract (Annex D)
k. We certify that the below mentioned company has not engaged in corrupt, fraudulent, collusive, or coercive practices in competing for, or in executing, any Contracts.

l. We agree to abide by the RI Child Protection Policy and Reporting of Misconduct.
3. We further certify that the below signed company: 

a. Is not bankrupt or being wound up, having its affairs administered by the courts, has not entered into an arrangement with creditors, has not suspended business activities, is not the subject of proceedings concerning those matters, or is not in any analogous situation arising from a similar procedure provided for in national legislation or regulations;

b. Has not been convicted of an offence concerning its professional conduct by a judgment which has the force of res judicata;

c. Has not been guilty of grave professional misconduct proven by any means;

d. Has fulfilled its obligations relating to the payment of social security contributions or the payment of taxes in accordance with the legal provisions of the country in which it is established or those of the country where the contract is to be performed;

e. Has not been the subject of a judgment which has the force of res judicata for fraud, corruption, involvement in a criminal organization or any other illegal activity;

f. Has not, following another procurement procedure or grant award procedure, been declared to be in serious breach of contract for failure to comply with our contractual obligations.

4. We are submitting this ITT Bid in our own right. We confirm that we are not bidding for the same contract in any other form. We confirm, as a partner in the consortium, that all partners are jointly and severally liable by law for the performance of the contract, that the lead partner is authorized to bind, and receive instructions for and on behalf of, each member, that the performance of the contract, including payments, is the responsibility of the lead partner, and that all partners in the joint venture/consortium are bound to remain in the joint venture/consortium for the entire period of the contract's performance.

5. We are not in any of the situations excluding us from participating in contracts that are listed in the Terms and Conditions for Bid (Annex C). In the event that our Bid is successful, we undertake to provide the proof usual under the law of the country in which we are established that we do not fall into the exclusion situations listed. The date on the evidence or documents provided will be no earlier than 180 days before the deadline for submission of Bids and, in addition, we will provide a sworn statement that our situation has not altered in the period which has elapsed since the evidence in question was drawn up.

We also understand that if we fail to provide this proof within 15 calendar days after receiving the notification of award, or if the information provided is proved false, the award will be considered null and void.

6. We will inform RI immediately if there is any change in the above circumstances at any stage during the implementation of the contract. We also fully recognize and accept that any inaccurate or incomplete information deliberately provided in this application may result in our exclusion from this and other contracts funded by the Donor.

7. We note that RI is not bound to proceed with this ITT and that it reserves the right to award only part of the contract. It will incur no liability towards RI should it do so.

We agree to the above terms and conditions.

Submitted by:

Company Name

Place

Date
Title/Position
Print Name

Signature

A duly authorized company representative
Company Stamp

ANNEX C
Terms and Conditions of Tendering
*This attachment must be submitted with the bid
1. Submission of Bids

Bid Form
Bids must be submitted in a hard copy of the attached Bid Form (Annex A), in a sealed envelope, addressed and delivered to the address in the cover page.   Bids must be received before the indicated time and date as set forth in the cover page.
Bids submitted by email, fax, mail or courier are at the Bidders risk and RI takes no responsibility for the receipt of such Bids.

Bidders are solely responsible for ensuring that the full Bid is received by RI in accordance with the ITT requirements, prior to the specified date and time above. RI will consider only those portions of the Bids received prior to the closing date and time specified and that any Bids received after that time will not be considered.

2. Submission of Samples

If you are requested to submit samples of the items offered, then failure to do so may render your Bid invalid. Samples submitted should each be clearly marked with the same item number which is used on the RI Bid Form (Annex A).  Sample packaging must be clearly marked ‘Samples’ with the ITT number and the Bidder’s name etc.

3. Completion of Bid Form

Prices Quoted

Offers of discount other than for prompt payment will be a consideration in award of contracts. 

Where freight is quoted it must be via a mode consistent with the temperature requirements of the goods.

Currency
The currency of the Bid should preferably be in USD. However, if other currencies are used they should be clearly indicated e.g. Euro, USD, JOD, etc
Language
The Bid Form, all correspondence and documents related to the ITT exchanged by the Bidder and RI must be in English.

Packaging
Packaging shall be of International shipping standard, strong quality, and suitable for shipment.

Origin, Quantities, Bids
The country of origin of the items bided for must be clearly stated. As far as possible Bids should be for the full RI quantity required. 

The Bid Form must be completed in all other respects when Bids for particular items are not submitted. This should be clearly indicated on the Bid Form i.e. a line drawn through those items not being Bid for. Explanations, which may be deemed necessary should be clearly set out and will be considered as an integral part of the Bid.

Presentation
Bids should be typewritten; if hand written they should be clearly legible. Prices entered in lead pencil will not be considered. All erasures, amendments, or alterations must be initialed by the signatory to the Bid. Do not submit blank pages of the Bid Form and/or schedules which are unnecessary for your offer. A completed duplicate of the Bid Form should be retained by the Bidder for record purposes. All documentation must be written in English. All Bids must be signed by a duly authorized representative of the Bidder.

Lots
If the ITT is divided into Lots then the Bidder may bid for one or all Lots. Each lot will form a separate contract and the quantities indicated for different Lots will be indivisible. The Bidder must offer the whole of the quantity or quantities indicated for each Lot. Bids for part of a Lot will not be considered.

If the Bidder is awarded more than one Lot, a single contract may be entered into covering all those Lots.

If the items have not been divided into Lots then Bids must be for the entirety of the quantities indicated.

Split Awards
RI reserves the right to split awards.

4. Correspondence

All communications from Bidders to RI relating to the tender must be in writing and addressed to the email identified in the Cover Letter. Any request for information should be received at least 5 days before the Closing Date, as defined in the Invitation to Tender. Responses to questions submitted by any Bidder will be circulated by RI to all Bidders to ensure fairness in the process. 

5. Prices

Tendered prices must be shown as both inclusive of and exclusive of any Value Added Tax chargeable or any similar tax (if applicable).

6. Validity Period

Bids shall be valid for at least the minimum number of days specified in the ITT from the date of Bid closure. In the event that a Bidder is in a position to extend the validity of his offer for a limited period beyond the required minimum, this should be stated on the Bid Form. RI reserves the right to determine, at its sole discretion, the validity period in respect of Bids which do not specify any such maximum or minimum limitation.

7. Acceptance

RI reserves the right, at its sole discretion, to consider as invalid or unacceptable any Bid which is a) not clear; b) incomplete in any material detail such as specification, terms delivery, quantity etc.; or c) not presented on the Bid Form – and to accept or reject any amendments, withdraws and/or supplementary information submitted after the time and date of the ITT Closure.

8. Award of Contracts

This ITT does not commit RI to award a contract or pay any costs incurred in the preparation or submission of Bids, or costs incurred in making necessary studies for the preparation thereof, or to procure or contract for services or goods. Any bid submitted will be regarded as an offer made by the Bidder and not as an acceptance by the Bidder of an offer made by RI. No contractual relationship will exist except pursuant to a written contract document signed by a duly authorized official of RI and the successful Bidder.
RI may award contracts for part quantities or individual items. RI will notify successful Bidders of its decision with respect to their Bids as soon as possible after the Bids are opened. RI reserves the right to cancel any ITT, to reject any or all Bids in whole or in part, and to award any contract.

Suppliers who do not comply with the contractual terms and conditions including delivering different products and of different origin than stipulated in their Bid and covering contract may be excluded from future ITTs.

9. Confidentiality

This ITT or any part hereof, and all copies hereof must be returned to RI upon request. It is understood that this ITT is confidential and proprietary to RI, contains privileged information, part of which may be copyrighted, and is communicated to and received by Bidders on the condition that no part thereof, or any information concerning it may be copied, exhibited, or furnished to other without the prior written consent of RI, except that Bidders may exhibit the specifications to prospective subcontractors for the sole purpose of obtaining offers from them. Notwithstanding the other provisions of the ITT, Bidders will be bound by the contents of this paragraph whether or not their company submits a Bid or responds in any other way to this ITT.

10. Collusive Bidding and Anti-competitive Conduct

Bidders and their employees, officers, advisers, agent or sub-contractors must not engage in any collusive bidding or other anti-competitive conduct or any other similar conduct, in relations to:

· The preparation of submission of Bids,

· The clarification of Bids,

· The conduct and content of negotiations,

· Including final contract negotiations,

in respect of this ITT or procurement process, or any other procurement process being conducted by RI in respect of any of its requirements.

For the purpose of this clause, collusive bidding, other anti-competitive conduct, or any other similar conduct may include, among other things, the disclosure to, exchange or clarification with, any other Bidder, person or entity, of information (in any form), whether or not such information is commercial information confidential to RI, any other Bidder, person or entity in order to alter the results of a solicitation exercise in such a way that would lead to an outcome other than that which would have been obtained through a competitive process.

11. Improper Assistance

Bids that, in the sole opinion of RI, have been compiled:

· With the assistance of current or former employees of RI, or current or former contractors of RI in violation of confidentially obligations or by using information not otherwise available to the general public or which would provide a non-competitive benefit,

· With the utilization of confidential and/or internal RI information not made available to the public or to the other Bidders,

· In breach of an obligation of confidentially to RI, or

· Contrary to these terms and conditions for submission of a Bid,

shall be excluded from further consideration.

Without limiting the operation of the above clause, a Bidder must not, in the absence of prior written approval from RI, permit a person to contribute to, or participate in, any process relating to the preparation of a Bid or the procurement process, if the person has at any time during the 6 months immediately preceding the date of issue of this ITT was an official, agent, servant, or employee of, or otherwise engaged by, RI and was engaged directly, or indirectly, in the planning or performance of the requirement, project, or activity to which this ITT relates.

12. Corrupt Practices

All RI Bidders and Suppliers shall adhere to the highest ethical standards, both during the procurement process and throughout the performance of a contract.
13. Conflict of Interest

A Bidder must not, and must ensure that its employees, officers, advisers, agents or subcontractors do not place themselves in a  position that may, or does, give rise to an actual, potential or perceived conflict of interest between the interests of RI and the Bidder’s interests during the procurement process.

If during any stage of the procurement process or performance of any RI contract a conflict of interest arises, or appears likely to arise, the Bidder must notify RI immediately in writing, setting out all relevant details of the situation, including those cases in which the interests of the Bidder conflict with the interests of RI, or cases in which any RI official, employee or person under contract with RI may have, or appear to have, an interest of any kind in the Bidder’s business or any kind of economic ties with the Bidder. The Bidder must take steps as RI may reasonably require to resolve or otherwise deal with the conflict to the satisfaction of RI.

14. Withdrawal/Modification of Bids

Requests to withdraw a Bid shall not be honored. If the selected Bidder withdraws its Bid, RI shall duly register the said Bid and shall evaluate it alongside all other received Bids. If the selected Bidder has furnished a Bid security, RI shall withhold such Bid security until the issue has been resolved.

Withdrawal of a Bid may result in your suspension or removal from the RI suppliers List.

A Bidder may modify its Bid prior to the ITT closure. Any such modification shall be submitted in writing and in a sealed envelope, marked with the original Bid number. No modification shall be allowed after the ITT closure.

15. Late Bids

All Bids received after the ITT closure will be rejected except if the delay is determined by RI to have been due to a valid reason. However, any bid received after the start of the Bid opening shall be rejected without exception.

16. Opening of the ITT

The ITT will be opened by the RI Tender Opening Committee.  This may or may not be deemed an open session with invitations to bidders.

At the tender opening, the Bidders' names, the Bid prices, written notifications of modification and withdrawal, the presence of the requisite Bid guarantee and such other information as RI may consider appropriate will be announced.

After the opening of the ITT, no information relating to the examination, clarification, evaluation and comparison of Bids, or recommendations concerning the award of the contract can be disclosed.

Any attempt by a Bidder to influence the Evaluation Committee in the process of examination, clarification, evaluation and comparison of tenders, to obtain information on how the procedure is progressing or to influence RI in its decision concerning the award of the contract will result in the immediate rejection of the tender
17. Evaluation of Bids

Administrative Conformity
Bids will be checked to determine if they comply with the essential requirements of the ITT. A Bid is deemed to comply if it satisfies all the conditions, procedures and specifications in the ITT without substantially departing from or attaching restrictions with them. If a Bid does not comply with the ITT, it will be rejected immediately and may not subsequently be made to comply by correcting it or withdrawing the departure or restriction.
Technical Evaluation
The Evaluation Committee will rule on the technical admissibility of each Bid, classifying it as technically compliant or non-compliant. The technical evaluation will be based on the information and documents annexed in the Bid concerning both the task to be carried out under the ITT, and the professional ability of the Bidder.

Financial Evaluation
The Evaluation Committee will not necessarily choose on the basis of lowest price alone but will award a contract on the basis of criteria such as best value for money, price, quality, and compliance with international norms, delay for delivery and other criteria, as defined in the ITT. The experience of the Bidder in the performance of similar contracts may also be criterion for selection.

18. General Conditions of Contract

All Bidders must acknowledge that the RI General Conditions of Contract for the Procurement of Goods, or Services, or Works, as applicable, are acceptable.

19. Cancellation of the ITT

In the event of ITT cancellation, Bidders will be notified by RI. If the ITT is cancelled before the outer envelope of any Bid has been opened, the sealed envelopes will be returned, unopened, to the Bidders

The ITT may be cancelled in the following situations:

· where no qualitatively or financially worthwhile Bid has been received or there has been no response at all;

· the economic or technical parameters of the project have been fundamentally altered;

· exceptional circumstances or force majeure render normal performance of the project impossible;

· all technically compliant Bids exceed the financial resources available;

· There have been irregularities in the procedure, in particular where these have prevented fair competition.

In no circumstances will RI be liable for damages, whatever their nature (in particular damages for loss of profits) or relationship to the cancellation of an ITT, even if RI has been advised of the possibility of damages. The publication of a procurement notice does not commit RI to implement the programme or project announced.
ANNEX D
GENERAL TERMS OF CONTRACT
1. Insurance Coverage. RI assumes no liability for acci​dents or injury to CONTRACTOR or their staff during the performance of work under this Contract. It is CONTRACTOR’s obligation to make sure that it has the necessary comprehensive general liability, medical and evacuation insurances in place.
2. Audit. Contractor agrees to establish and maintain reasonable accounting measures that would enable RI to readily identify Contractor’s assets, expenses, costs of goods, and use of funds. RI shall have the right, at its own expense, to audit and review any financial or operational information of Contractor, or any data collected from the field relating to the work performed. Additionally, Contractor may be subject to audit requirements by authorized representatives of the prime contractor or award agency relating to this agreement, under the control of RI
3. Relationship of the Partners:
The signatory parties of the present Contract are independent organizations and are not agents of each other, joint ventures, or partners. Neither party is authorized or empowered to act on behalf of the other with regard to any contract, warranty, or representation as to any matter. Each party will maintain sole and exclusive control of its own personnel and operations.
4. Ownership of Work Product:  Ownership of all RI concepts, ideas, procedures and technologies that RI has either partially or fully developed prior to the effective date of this Contract shall be and remain the exclusive property of RI. Any documents, recordings, speeches, photographs, manuals, plans, program designs, proposals, research materials, charts, maps, audiovisuals and other material or devices, articles or manuscripts or public relations material or any other products requested or required by RI as part of Contractor’s  job will remain completely as the exclusive property of RI.
5. Supplies, Equipment, Materials and Procurement. All non-expendable equipment furnished or financed by RI shall remain the property of RI and shall be returned by Contractor to RI within thirty (30) days of the expiration or termination of the present Contract unless otherwise agreed upon between the Parties. Non-expendable equipment is defined as an item which has a purchase price of US $1,000 or more, or the equivalent in local currency at the official rate of exchange on the date of purchase.
6. Delivery: Contractor shall deliver the goods in accordance with the conditions of the Agreement. The goods shall be at the risk of the Contractor until their provisional acceptance. Delivery shall be deemed to have been made when there is written evidence available to both Parties that delivery of the supplies has taken place in accordance with the terms of the Agreement, the invoice(s) and all such documentation.
7. Confidentiality and Non-disclosure: Contractor agrees to keep confidential and not to disclose, without the prior written approval of RI’s Country director, any information or data confidential to RI.
8. Debarment, Suspension, Ineligibility, and Voluntary Exclusion.  Contractor certifies that they are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this Contract by any U.S. Government department or agency.
9. Special Indemnification. Contractor, at Contractor’s own expense, shall defend, indemnify, and hold harmless RI, its licensees, consultants, and agents from any claim, demand, cause of action, and liability, including attorney’s fees, to the extent Contractor acted intentionally or with gross negligence to infringe or violate the patent, copyright, license, or other proprietary right of a third party.
10. General Indemnification: Each party shall indemnify and save harmless the other party from and against any loss, expense, including attorney’s fees, or claim asserted by third parties for damage to third party tangible property, or for bodily injury, or both, arising out of the activities being implemented under this Contract. 
11. Force Majeure: Neither party shall be liable for a failure to carry out the activities under this Contract because of any unforeseeable event beyond its reasonable control and not caused by the fault or negligence of such party, which causes such party to be unable to perform its obligations under the Contract (and which it has been unable to overcome by the exercise of due diligence). 
12. Governing Law:   The construction, validity, performance and effect of this Contract for Services shall be governed by the laws applicable to Yemen with regard to all purposes related to this Contract. 
13. Severability: Each provision of this Contract is severable.  If one provision is declared void, illegal or unenforceable, the remaining paragraphs shall retain their full force and effect.
14. Termination: Either of the signatory parties may terminate this Contract for cause at any time, in whole or in part, upon one week advance written notice to the other, whenever it is determined that the party has failed to comply with the terms and conditions of this Contract. The terminating party shall provide written explanation of the basis for its determination and subsequent actions to be taken by either party within 5 calendar days of its notification to terminate or suspend the Contract. The parties may also agree mutually to terminate this Contract at any time, in whole or in part, if both parties agree that the continuation of the Contract would not produce beneficial results. The terms of this Contract will remain in effect until the date of termination.
15. Notwithstanding any other provision in this Agreement, Contractor understands and agrees that RI has no obligation to provide Contractor with work or any minimum hours. This Contract for Services shall not be deemed terminated as a result of any lack of work. Termination or expiration of this Contract shall not affect Contractor ‘s continuing obligation under Sections 8, 9, and 11 of this Contract relating respectively to ownership of work, confidentiality, non-disclosure and indemnification.
16. Compliance with Laws: In the course of performance hereunder, the parties shall comply with all applicable local, state and federal laws and regulations. Contractor is reminded that U.S. executive order and U.S. law (including, without limitation, the USA Patriot Act) prohibit transactions associated with terrorism. It is the legal responsibility of Contractor to ensure compliance with such executive order and law.
17. Arbitration: If any dispute in connection with this Contract for Services arises between the parties, and such dispute cannot be amicably resolved by the parties despite diligent efforts thereto, such claim or dispute shall be submitted to the  Yemen specialized courts which are the only authority to refer to in case of any disagreement arises on the terms of Contract.
18. Amendments: The present Contract for Services may be amended or revised by mutual agreement as recorded by an exchange of letters between the parties.  The amended or revised clauses shall become effective from the date of their adoption.
19. Assignment/Sub-contracting: Contractor shall not assign this Contract, in whole or in part, without the prior written consent of RI. With RI’s written consent. Contractor may subcontract some or all of the services required under this Contract for Services.
20. Terrorist Financing. It is the responsibility of Contractor to ensure that no resources and support under this contract for services are provided to individuals, organizations or private companies associated with terrorism and terrorist activities.
21. Authority & Binding Effect: By his or her signature below, each signatory hereto represents and warrants that he or she is duly authorized to enter into this Contract on behalf of the party he or she purports to represent such that, upon execution and delivery, this Contract shall be a binding obligation of each party.  This Contract shall be binding upon and inure to the benefit of each party’s legal representatives, successors and permitted assigns.

22. Requests for Full or Partial Award Reimbursement. In the event either a full or partial reimbursement of award is required for non-performance or any other reason, please note that there are only three RI Officers authorized to request the reimbursement of funds on the organization’s behalf. These are RI’s President and CEO, RI’s Chief Financial Officer, and RI’s Chief Operating Officer. Should the sub-recipient receive a request to reimburse funds from any other person or source, please send a copy of the request and any relevant information to iaia@ri.org, and do not proceed with reimbursement if you have not received a request from one of the authorized representatives listed herein.
23. Mandatory Principles a). For the duration of the contract the Contractor and its staff shall respect human rights and undertake not to offend the political, cultural and religious mores of the beneficiary state. In particular and in accordance with the legal basic act concerned, tenderers who have been awarded contracts shall respect core labor standards as defined in the relevant International Labor Organization (ILO) conventions (such as the Conventions on freedom of association and collective bargaining; Abolition of forced and compulsory labor; Elimination of forced and compulsory labor; Abolition of child labor). b.) The Contractor must at all times act impartially and as a faithful adviser in accordance with the code of conduct of its profession. c.) RI reserves the right to suspend or cancel project financing if corrupt practices of any kind are discovered at any stage of the award process and if the contractor fails to take all appropriate measures to remedy the situation. For the purposes of this provision, "corrupt practices" are the offer of a bribe, gift, gratuity or commission to any person as an inducement or reward for performing or refraining from any act relating to the award of a contract or implementation of a contract already concluded with Relief International. d.) Relief International reserves the right to suspend or cancel the contract, where the award procedure proves to have been subject to substantial errors, irregularities or fraud. Where such substantial errors, irregularities or fraud are discovered after the award of the Contract, Relief International may refrain from concluding the Contract. 

24. Complete Contract: This document constitutes the complete and exclusive Contract between the parties, superseding all representations, proposals or promises whether oral or written, and all other communications between the parties, relating to the subject of this Contract.
25. Inconsistency between the English Version and Translations: In the event of inconsistency between any terms of this Contract for Services and any translation into another language, the English language meaning shall control.
Guidelines 

GUARDS

 Relief International considers the security guards as the first face to receive and welcome the visitor, RI seek for accompany to provide a professional security guards who can serve RI with professional manner , politeness and integrity , the security guard/s must protect Relief International premises , assets and  staff , if violation might happen s/he will be the first alert to Relief International , the guards should be well trained to deal with people and have ability to demonstrate the required tasks , the company should provide the guards with all tools and equipment to ease the work .

Work Station, Uniform and Equipment:

· The guard will have a specific area in which to operate.
· The guard station will have cooking facilities, access to water, electricity and a toilet.

· The guard station will have a landline phone as well as a cellular phone for work purposes.
· The guards will be issued with the following by RI to be returned at the end of their contract:

· Log book

· Emergency contact list
· Other resources such as print copy of SOP

· The guards will arrive to their duty station with the following:

· Company designed clean uniforms with logo

· Baton or policing stick

· Whistle

· Company ID badge 
Recruitment, Induction and Training

· If using agency guards, it should be requested from the agency that the same guards are used for RI duties.
· Full induction for new guards covering Relief International’s programmes, security procedures and its expectations of guards

· Guards should have regular de-briefings with their line manager and attend any internal security briefings that take place.

· Security awareness training should be held for guards on an annual basis.

· No guard should be on duty for 24h at a time.

· Guards should be neither too young nor too old, mature guards should be deployed at the premises.

· RI may recommend the currently working guard to the contracted company.

Admitting Visitors:

· Guards to take visitor’s ID to the person they are there to meet. ID to be kept with the guards while visitor is in the RI office.

· Guards must make sure that the visitor is to wear a RI visitor ID when entering RI compounds. 

· Visitors to sign in /out using the sign in book.

· Unannounced visitors to be called through to office before being permitted entry

· Visitor’s bags to be checked and patted down (men only)

· If a visitor is known to the guards and does not have ID they may be admitted

· Weapons and drugs must not be admitted to the Relief International compounds

· If guards are suspicious of a person attempting to gain entry they are mandated to refuse entry and inform the security focal person accordingly.

· Guards must check the camera record before allowing the visitor to come in.

Admitting Vehicles:

· Only RI and staff vehicles to be admitted to the compounds. In some cases, cargos-truck can get into RI Compound to unload/load goods to our warehouse.
· Any vehicles to be checked before entering RI compounds.

What are your responsibilities as a Relief International guard?

· To ensure that Relief International staff can live and work safely.  Your job is to reduce the chance that a security incident will happen, and reduce the impact of any incident by reacting quickly and efficiently.

· To protect Relief International property and prevent theft.  However, you must never risk your life for property.  Raise the alarm, but do not put yourself at risk when facing an armed intruder.

· To control the access of people and goods into the compound.  Never let any non-Relief International person into a compound without following the proper visitor procedures.  Be aware of people you have never seen before. Ensure all Relief International staff sign in and out using the staff register. 

· Be alert at all times.  You may never come to work under the influence of drugs or alcohol. You must NEVER sleep or lie down – your job is to be awake so that the residents can work and sleep safely. Having two guards whilst on night shift is not an opportunity for one to relax or sleep. Anyone found sleeping will face instant dismissal. 

· To represent Relief International in a positive way.  The guard is the public face of the organization.  He must be smartly dressed, polite, disciplined, alert, and clean.

· To stay at your post at all times.  There must be at least one guard at every base at all times.  You may never leave your post for any reason, nor may you leave before the guard on the next shift has arrived.  Always be on time.  If a member of staff asks you to fetch something outside, you must refuse and inform the Security Manager / Focal Point.

· To be aware of your surroundings.  You are responsible for observing the compound and noticing any changes or potential security risks.  Report any damage to the compound, any incident, or anything strange.

· To make residents comfortable in the compound.  Be quiet and polite, and respect the private living space of the residence.  Try to be helpful in whatever way you can.

· To provide immediate incident management
· Report to duty wearing the Company uniform.

· Chewing Qat or drinking Alcohol is totally forbidden in RI premises if found , the company will be hold accountable and giving final warning ,this might led to terminating the contract . 

· All guards mustn’t sleep during their duty-shift.

At irregular intervals every hour, you must walk around the compound and ensure that:

· All corners, hidden places and weak points show no signs of an intruder, or anything that could compromise security.

· All doors and windows are locked and report if anything has been left open. 

· The entrance and escape routes are clear of any obstacles.

· There are no potential fire hazards.

· There are no assets missing and nothing has been moved.

· No non-Relief International vehicles are parked outside of the compound.

· Monitoring the camera record all the time.

In the case of any incident:
· Close and lock the gate immediately (unless the threat is inside).

· Blow the whistle/horn, unless it is dangerous to do so, and alert the staff of the situation.

· Press the Panic Button and Call “emergency, emergency” on the radio/mobile telephone and state your location.  

· Remain at your post as long as it is safe, monitor the situation and follow instructions.

· If an incident is directly targeted against Relief International or in the immediate vicinity, assist with staff evacuation by ensure that the route to the Emergency Assembly Point is free from danger, such as unexploded objects.

General Procedures:

· Sign in and out at the beginning and end of every shift

· Guards are not permitted to sleep on the night shift 
· Compound never to be left unguarded

· Ensure the gate is locked at all times and padlocked at night

· Stay aware and alert, making regular patrols on the street and being aware to anything suspicious (e., someone watching the compound, a suspicious vehicle, etc) 

· Immediately report any security incidents or information on the security situation to your line manager

· Periodically patrol around the perimeter of the compound, especially at night

· Do not risk life to protect replaceable property

· Guards not to carry weapons 

· Guards must not be under the influence of drugs or alcohol while on duty 

Response to Security Breach:
· Alert those around you by whatever means possible

· If the persons breaching security do not have weapons, and you feel confident, use physical but non-lethal force to limit their advance
· If the persons breaching security are carrying weapons do not make any attempt to stop them. Comply with their demands and do not antagonize them
· Support any international staff present to negotiate through the local language
· Report all incidents to your Line Manager. 
· Any lose /theft from RI premises which resulted of negligence of guarding the premises, the company will reimburse RI all loses.  
Rules / requirements: (bidders should adhere to the below, any failure to meet below will be void) 

· Full benefit should be included the total offer, including and not limited to social security, medical insurance and life insurance. 

· Each security guard is entitled in all Yemen official holidays, as per Yemen labor law, the bidder should cover those holidays in his offer.

· All security guards /Jokers shouldn’t work more than 48 hours per week.

· The company must provide a breakdown for their quotation per guards. 

· Training schedule must be attached. 

· The company must enhance the patrolling mechanism including night shifts.

· The company must be authorized by Yemen authorities to work as Security Company.

· The company can compete in one or both lots (south and north) and RI has the right to accept or reject the offer including splitting awards.

· All essential criteria set in the tender package shall be met, if not RI has the right to void the offer.

· All requirement must be meet and provided in tender dossier.

· The winning bidder will required to retain the current security guards under his own evaluation /recruitment process.
Indicative Schedule  

Not a commitment to the below and subject to change based on office needs and mutual communication between Contractor and RI.
	Locations 
	Morning shift 
7am- 3pm
	After noon shift 
3pm – 11pm
	Night shift 

11pm – 7am
	Total Guards per 24 hours, 7 days

	 Aden office
	2
	1
	1
	4

	Aden Guest house
	0
	0
	0
	Upon Confirmation

	Aden Warehouse
	0
	0
	0
	Upon Confirmation

	Shabwah office and GH
	1
	1
	1
	3

	Marib office (future opening)
	0
	0
	0
	Upon Confirmation
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