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[NOTE:  CLIENT LOGO MAY NOT BE USED FOR SOLICITATION DOCUMENTS]

THIS REQUEST FOR PROPOSALS (RFP) IS THE EXCLUSIVE, CONFIDENTIAL, PROPRIETARY PROPERTY OF THE ACADEMY FOR EDUCATIONAL DEVELOPMENT (AED). IT MAY NOT BE COPIED, TRANSMITTED, OR DISCLOSED BY ANY MEANS WITHOUT THE EXPRESS WRITTEN CONSENT OF AED. BY ACCEPTING A COPY HEREOF, RECIPIENT AGREES TO USE THE RFP (AND ANY RELATED DOCUMENTS) SOLEY FOR RESPONDING TO THIS RFP, AND DESTROY THE RFP (AND ANY RELATED DOCUMENTS) UPON YOUR DECISION NOT TO RESPOND TO THIS RFP.

Request for Quotes (RFQ)

RFP Title:
Request for Quotes for Conference Center
RFP #:
 
3253 -131 - 2011 - 1
Issued on:
     
19 May, 2011
Proposal Deadline:   
   
27 May, 2011
Submission Format:   
   
E-mail
I. INTRODUCTION & BACKGROUND

The USAID funded project, the Local Partners Capacity Building Zambia or LPCB, will be hosting a Partners Conference on September 6 – 8, 2011 in Lusaka, Zambia for all their local partners. This conference is to provide an opportunity for the local organizations to come together and share their successes and best practices in HIV/AIDS prevention in Zambia.  We are expecting 280 participants for the three day conference. 
II. PURPOSE

The purpose of this RFQ is to solicit quotes for a conference center in Lusaka, Zambia that can accommodate 280 participants. 

III. SCOPE OF WORK 

The Conference Center must be able to accommodate 280 participants for the period of September 6 – 8, 2011.  The Conference Center must be equipped with LCD projection and PA equipment and it is essential that this equipment be on site and working for the conference presentations.  Lastly, two tea breaks and lunch will be requires for each of the three days of the conference.  
IV. CONTRACT MECHANISM & TERMS OF PAYMENT

AED anticipates issuing a fixed price agreement to an offeror. AED will issue fixed payment(s) based on submission and AED acceptance of deliverables or measurable performance milestones.  Once an award is issued, it will include a fixed price payment based on completion of the scope of work. 

V. PROPOSAL SUBMISSION REQUIREMENTS

Offerors should read the following proposal instructions carefully.  All interested offerors must provide the following in an e-mail response:

1. The name, address and size of your conference center in Lusaka, Zambia.  
2. The price of renting your conference center on September 6 – 8, 2011. 
3. State whether your conference center is equipped or has access to LCD projection and PA equipment and if there are any additional costs in using the equipment on September 6 -8, 2011. 
4. Provide your prices and menu for the two tea breaks and lunch options for the three days of the conference.
5. Please provide all prices in Zambian Kwacha. 
VI. CRITERIA FOR EVALUATION

Quotations will be evaluated and ranked by a committee according to the conditions described in the following evaluation criteria.  The lowest price that can accommodate 280 participants, provide access to LCD projection and PA equipment and provides the best option for lunch for our 280 participants. 
VII. RFP RESPONSE INFORMATION

All responses to this RFQ must be received no later than 5:00 pm EST May 27, 2011. Quotes should be submitted in the following format(s): 

1) Electronic email copy must be submitted to Alyssa Charland, email address:  acharland@aed.org in word or pdf format. 

All inquiries and requests for information affecting this RFQ must be submitted by e-mail to Alsyssa Charland,  reference RFP#: 3253 -131 - 2011 – 1 no later than 12:00 pm EST May 25, 2011.   Inquiries and answers to inquiries will be shared with all offerors.    If this solicitation is posted on procurement@aed.org, AED will post all submitted questions, along with answers, to the procurement website directly.  

AED will not compensate offerors for its preparation of its response to this RFP

VIII. RFP TERMS AND CONDITIONS 

Offerors are responsible for review of the terms and conditions described below.  If relevant, particular attention should be paid to clauses regarding USAID geographic code, marking and branding requirements and equipment and commodity purchases.

WITHDRAWALS OF PROPOSALS

Offerors may withdraw quotations by written notice via email received at any time before award. Quotations may be withdrawn in person by an offeror or his/her authorized representative, if the representative’s identity is made known and the representative signs a receipt for the proposal before award.

RIGHT TO SELECT/REJECT

AED reserves the right to select and negotiate with those firms it determines, in its sole discretion, to be qualified for competitive proposals and to terminate negotiations without incurring any liability.  AED also reserves the right to reject any or all proposals received without explanation. 

RFQ NOT AN OFFER

This RFQ represents only a definition of requirements. It is merely an invitation for submission of a quotation and does not legally obligate AED to accept any of the submitted quotes in whole or in part, nor is AED obligated to select the lowest priced quotation. AED has no contractual obligations with any firms based upon issuance of this RFQ. It is not an offer to contract. Only the execution of a written contract shall obligate AED in accordance with the terms and conditions contained in such contract. 

DISCUSSIONS AND AWARD

AED reserves the right to seek clarifications, enter into discussions or negotiations, or to make award on initial submissions without discussions or negotiations of any kind.  AED reserves the right to exclude from further consideration any proposal at any time, including after discussions or negotiations have been entered into.

PROPOSAL VALIDITY DATE

All information submitted in connection with this RFQ will be valid for three (3) months from the RFQ due date. This includes, but is not limited to, cost, pricing, terms and conditions, service levels, and all other information. If your firm is awarded the contract, all information in the RFQ and negotiation process is contractually binding. 

OFFER VERIFICATION

AED may contact offerors to confirm contact person, address, bid amount and to confirm that the bid was submitted for this solicitation.

FALSE STATEMENTS IN OFFER

Offerors must provide full, accurate and complete information as required by this solicitation and its attachments.  At any time that AED determines that an offeror has provided false statements in the proposal, AED may reject the proposal without further consideration. 

CERTIFICATION OF INDEPENDENT PRICE DETERMINATION
(a) The offeror certifies that--

    (1) The prices in this offer have been arrived at independently, without, for the purpose of restricting competition, any consultation, communication, or agreement with any other offeror, including but not limited to subsidiaries or other entities in which offeror has any ownership or other interests, or any competitor relating to (i) those prices, (ii) the intention to submit an offer, or (iii) the methods or factors used to calculate the prices offered;

    (2) The prices in this offer have not been and will not be knowingly disclosed by the offeror, directly or indirectly, to any other offeror, including but not limited to subsidiaries or other entities in which offeror has any ownership or other interests, or any competitor before bid opening (in the case of a sealed bid solicitation) or contract award (in the case of a negotiated or competitive solicitation) unless otherwise required by law; and

    (3) No attempt has been made or will be made by the offeror to induce any other concern or individual to submit or not to submit an offer for the purpose of restricting competition or influencing the competitive environment.

(b) Each signature on the offer is considered to be a certification by the signatory that the signatory--

    (1) Is the person in the offeror's organization responsible for determining the prices being offered in this bid or proposal, and that the signatory has not participated and will not participate in any action contrary to subparagraphs (a)(1) through (a)(3) above; or

    (2) 
(i) Has been authorized, in writing, to act as agent for the principals of the offeror in certifying that those principals have not participated, and will not participate in any action contrary to subparagraphs (a)(1) through (a)(3) above;

    
(ii) As an authorized agent, does certify that the principals of the offeror have not participated, and will not participate, in any action contrary to subparagraphs (a)(1) through 

(a)(3) above; and

    
(iii) As an agent, has not personally participated, and will not participate, in any action contrary to subparagraphs (a)(1) through (a)(3) above.

(c) Offeror understands and agrees that -- 


    (1) violation of this certification will result in immediate disqualification from this solicitation without recourse and may result in disqualification from future solicitations; and

    (2) discovery of any violation after award to the offeror will result in the termination of the award for default.  

RESERVED RIGHTS

All RFP responses become the property of AED and AED reserves the right in its sole discretion to: 

· To disqualify any offer based on offeror failure to follow solicitation instructions;

· AED reserves the right to waive any deviations by offerors from the requirements of this solicitation that in AED's opinion are considered not to be material defects requiring rejection or disqualification; or where such a waiver will promote increased competition;
· Extend the time for submission of all RFP responses after notification to all offerors;
· Terminate or modify the RFP process at any time and re-issue the RFP to whomever AED deems appropriate;
· AED reserves the right to issue an award based on the initial evaluation of offers without discussion;
· Award only part of the activities in the solicitation or issue multiple awards based on solicitation activities.

GOVERNING LAW AND LANGUAGE

This solicitation and any resulting contract shall be interpreted in accordance with the laws of the U.S. Government except in cases where they contradict Zambian law.  The English language version of this solicitation and any resulting contract shall govern, and all notices pursuant to the provisions of this solicitation and any resulting contract shall be in English.

SOLICITATION SCHEDULE

· Issuance of RFQ




May 19, 2011
· Final Date for Questions



May 25, 2011 3:00pm EST
· Answers to Questions Released


May 26, 2011 3:00pm EST
· Quotations Due




May 27, 2011 5:00pm EST
· Evaluation Period




June 1 – June 10, 2011
· Award





June 13, 2011
· Notification to Unsuccessful Offerors

June 13, 2011
– END OF RFQ –

